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B nanHO# KHUTE TOCTYIHO M NojHO onucaH Microsoft Word 2007 — cambiii
COBpEMEHHBIN 1 yITOOHBIM TEKCTOBHIA peaakTop. OTIMIUTETHHON 0COOEHHOCTHIO
CaMOYYHUTEINS ABJISIETCS TO, UTO BHIMIOHEHHE OONBIITMHCTBA OMNepaIliii ONMMCHIBAETCS
B BUJIC Y€TKHUX TMOMArOBBIX MHCTPYKIUNA. DTO 0OCOOEHHO MOJIE3HO ST HAUMHAIIIX
MoJIb30BaTesIel, Tak Kak MO3BOJISAET He TPAaTUTh BpeMsl Ha TTIOMCK HEOOXOIMMBIX
napaMeTpoB 1 KoMaH 1. Kak HauMHAIOIMIMM, TaK ¥ OMBITHBIM ITOJIb30BaTEISAM

Word OyzeT oyeHp mosie3eH pa3fiell, OCBSIIeHHbBI OTBETaM Ha BOIIPOCHI, 9aCTO
BO3HMKaloIMe Yy nojib3oBaresieit (FAQ).
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. Kpannckun
Word 2007. ITonyasipHbIN CAMOYUYHUTEIb

BBenenne

Microsoft Word Ha cerogHAIIHUI [I€Hb SABJSETCS CAMOM MCHOJIb3YEMOM IPOrpamMMoOn IJist
paboTh ¢ TekcToM. Ee momysisipHOCTh MOKHO OOBSICHUTBH TEM, YTO OHA MMeET MPOILYyMaHHYIO apXHu-
TEKTYpY, IHIMPOKHE BO3MOKHOCTH M OTHOCHTEJIBHO JIeTKa B 0cBOeHUU. OHa NOIXOAUT Kak JJ1s1 Habopa
¥ BBIBOZIA TEKCTA Ha MevaTh, TaK W Ui OoJee CIOXKHBIX 33/1aHWH, HarpuMep odOpMIIEHHS TEKCTa
PUCYHKaMH, BCTaBKHM TaOJIHII.

Knura, koTtopyio BBl JIepKHTEe B pyKax, IIOMOXKET BaM pa3o0paThCs C TOHKOCTSIMH PabOTHI
HOBEUIIIEN BEPCUU TOIYJIAPHOTO TeKcToBoro pegakropa — Microsoft Word 2007. C ero nomorupio
Bbl HAYYUTECh BHINIOJIHATH 33JAHUS PA3HOM CIOKHOCTH, Y3HAETE O HOBBIX IpHeMax padoThl.

CTpykTypa KHUTH

Knura cocrout u3 11 mas. Kaxas maBa nocesiieHa KOHKPETHOM 3a/jaue U COAEPXKHUT IoLIa-
rOBbIE MHCTPYKIIMH 1O ee pelieHnio. Takum o0pa3oM, 00yueHre TIOCTPOSHO Ha TIOBTOPEHUH TTpUMe-
POB, ONKCAHHBIX B KHUTE, YTO MO3BOJISIET 3aKPENUTh U3JI0KEHHBIN TeOpeTUYecKuil MaTepuail. bosb-
1110€ BHUMaHMe yesleHo HacTpoiike Microsoft Word, mosie3HbIM (pyHKIIMSM, KOTOpPBIE COLIEpKaTCs B
MHOTOYMCJIEHHBIX MEHIO IIPOrpaMMBbl ¥ [TO9TOMY HE BCerzia OYeBUIHbI 1151 IOJIb30BATENS.

V3yyeHue KHUTM JIyyllle HAYMHATh C MIEPBOM IVIaBbl, TAK KaK U3JI0KEHUE MaTeprasia HOCTPOEHO
MO MPUHIIMIY «OT MPOCTOTO K CIOXKHOMY». [09TOMY, OTKpBIB U3[aHUE TMOCEepeuHe, Bbl MOXKETE,
HarpuMep, He MOHATh 3HaY€HHsI TOrO WA MHOTO TEPMHUHA, KOTOPBIM aBTOPBI CBOOOIHO ONIEPUPYIOT,
3HasA, YTO TOT Marepuai yxe npouaeH. C Ipyrod CTOpPOHBI, B TAKOM CJIy4ae Bbl BCETA CMOXKETE
BEPHYThCA K IV1aBe, B KOTOPOI ObLIO ye1eHO BHUMaHUE HETIOHATHOMY JUIsl BaC MaTepuay.

Knura agantupoBaHa K caMOCTOSITETIbHOMY OOyUYEHHIO M KpOMe TIOAPOOHBIX OMMCAHUI COBEp-
MIAEMBIX JEHCTBUI COIEPKHUT OOJIBIIOE KOIMYECTBO MILTIOCTPAIIUH, a TaKXKe MOSICHEHMIA 1 TIOJIE3HBIX
COBETOB.

Ilepeasa miaBa nocesuieHa ycraHoBke nakera Microsoft Office, 1 B 4acTHOCTH IIpOrpaMMBl
Word. Ha sty Temy HeoOXonumo oOpaTuTh BHUMaHKE, Tak Kak yMEHHE MPaBUIbHO YCTAHOBUTH MTPO-
rpamMmy sIBJISIeTCs HEOOXOAMMBIM YCJIOBHEM YCIEITHOM padoThI C Hell B JanbHermeM. Takast ciioxkHas
nporpamma, kak Microsoft Word, conepxut 0osbloe KOJIMYeCTBO KOMIIOHEHTOB, U €CJIU B IPOLecce
PabOThl OKaXKETCs, YTO KAKOro-HUOY/Ib U3 HUX HE XBATaeT, Bbl BCEIAa CMOXETE JONOJIHUTENIBHO €0
YCTaHOBUTb, YTOOBI PabOTaTh C MPOrpamMmoil Handosee 3(PeKTUBHO.

B niepBoii 171aBe BbI Takke Haiijiere OCHOBHBIE cBelleHHs1 00 uHTepdeiice Word u 0 ToM, Kak
€ro HaCTPOMTb.

['maBbl 2—4 MOCBSIIEHBl OCHOBAM pa0OTHI C JOKYMEHTaMu. V3y4unB uX, Bbl HAYYHUTECh OBICTPO
BBITNIOJIHATh OCHOBHBIE OMNEPALMM C TEKCTOM, BBOAUTh U PEJaKTUPOBATh JaHHbIE, MPUIABaTh JOKY-
MEHTaM aKKypaTHbI BU]] IIPX MOMOIIY MPaBUIbHOTO 0(hOPMIIEHUSI.

B rmaBax 5-8 yzneneHo BHMMaHUE CrielMaIbHbIM BO3MOXHOCTAM Microsoft Word. B Hux pac-
CKa3aHo, KaK paboTarh ¢ TabaMaMu, rpapuuecKuMy JIeMEeHTaMH, TUIIEPCChUIKAMU. DTH IJIaBbl, B
OTJIMYME OT MEPBBIX YETHIPEX, SIBJIAIOTCS HeOoOsI3aTeIbHBIMU U151 M3y4eHrst. OrcaHHble B HUX BO3-
MOKHOCTY HYKHBI /17151 BBITIOJTHEHU S CrIelU(pUUecKUX 3a1aHui. Bbl MOkeTe caMOCTOSTEIbHO PELUTh
17151 ceOsl, CTOUT JIM TIOAPOOHO M3YYaTh TH TEMBbI HJIH K€ JIOCTATOYHO JIMIIb TIOBEPXHOCTHO C HUMU
O3HAKOMUTBCS.
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I'maBa 9 mocsiimeHa Makpocam, KOTOpbIE SIBJISIIOTCS MOIIHBIM CPEICTBOM aBTOMATH3allUM
padotsl B Microsoft Word, mosToMy OCBOSHHE ITOW TeMBbl TIOMOXET BaM padOTaTh B MPOrpaMMme
ropaszio 3(ppeKTUBHEE U YyBCTBOBATH CeOs1 HACTOSIIIIM MTPOECCUOHATIOM.

B rmaBe 10 paccmarpuBaercsi MOArOTOBKA JTOKYMEHTOB K IMEYaTd M UX pacrnevartka. V3yuns
ee, Bbl HAyuMTeCh HE TOJIBKO padoTaTh C JOKYMEHTaMH Ha SKpaHe MOHUTOPA, HO M BHIBOOUTH MX Ha
nevyarb. Co3aHHbIe BaMH JOKYMEHTHI He HY)KHO Oy/IeT pacrevyarbiBaTh MOBTOPHO M3-32 HEBO3MOK-
HOCTH MTPOYUTATh TEKCTOBBIC UJIM YMCIIOBbIE JaHHbBIC, BE/Ib Bbl Y3HAETE, KAK HECKOJbKIMHU HECIIOXK-
HBIMH JICHCTBUSIMU JIOCTHYb TPeOyeMOro MOJIOKEeHHUsI JOKYMEHTa Ha JIucTe Oymaru.

B rnase 11 onucana cipaBoyHas cucrteMa Microsoft Word u ripuBeieHsl OTBETHI Ha BOIIPOCHI,
KOTOPBIE YAaCTO BO3HUKAIOT Y nosib3oBareseil Word.

Ha koro paccuuTaHa KHUTa

KHura paccunrana npesk/ie BCero Ha mojib30BaTesiei, KOTOpble UMEIOT OMBIT PadOTHI B Orepa-
MoHHOM cucteme Windows 1 ee OCHOBHBIX MPWJIOKEHUSIX, HO TIPU TOM ellle He 3HAKOMBI C MPO-
rpammont Microsoft Word. M3nanue craHer BaM BEpHBIM MTOMOIHUKOM B U3YYEHUU MPUIIOKEHUS
Y TIO3BOJIUT MPOUTH MOMHBIN Kypc oOydyenusi Word, HauMHast OT SJIeMEHTapHBIX TIOHSATUN U 3aKaH-
YKBasi BBITIOJTHEHUEM CJIOKHBIX 3a1anuid. s Hanbosee 3¢p(heKTUBHOTO YCBOEHH S MaTepralia peKo-
MeHJyeTcs: padoTaTh ¢ KHUIOHM MOCIE0BATEbHO, OT TIEPBOM IJIaBbl 10 TOCIAEAHEH, 1 00s13aTEIbHO
BBITIOJIHATH Bee ynpakHeHus. Kaxgoe ynpaxkHeHre omMoraet npruoOpecTy HOBbIe HABBIKH, a TAKKe
3aKpEnuTh MONTyYeHHBIE.

B 10 xe Bpemst KHUra OyIeT Mmojie3Ha U TeM MOJIb30BaTeNsIM, KOTOPBIE YK€ 3HAKOMBI CO CpeIoi
Microsoft Office, u mporpammont Word B YaCTHOCTH, HO XOTeJTH ObI yITyOUTh CBOW 3HAHUS WU U3Y-
YHUTh HOBYIO BEPCHIO MPUJIOKEHUs1. MIX MOXeT 3auHTepecoBaTh TEOPETHUECKHI MaTepHal v IOJIe3HbIE
COBETHI, & BHIMOJHATh YIPAKHEHUSI TAKUM YUTATENISIM HEOOS3aTeIbHO.
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OT u3aareiLCTBA

Bamm  3amevaHus, — OpeiokeHMss M BOIPOCHl  OTHpaBIsidTe MO aJpecy:
dgurski@minsk.piter.com (u3garenbcTBO «IIutep», KOMIbIOTEPHAS peAaKIus).

Me1 Gynem paipl y3HaTh Baile MHEHue !

Ha caiite uznarenbctBa http://www.piter.com Bbl HaiiJieTe OAPOOHYI0 HHMOPMAIIUIO O HAIITIX
KHUTax.
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I'nasa 1
OcHoBbl padoTnl B Microsoft Word

1.1. YcranoBka Microsoft Word

Iepen Tem kak HauaTh pabOTY € IPOrPaMMOIL, ee 00s13aTeIbHO HYKHO YCTaHOBUTh. B npouecce
YCTAHOBKM (MHCTAJUISILIMM) HAa KOMIIBIOTEP KONMUPYIOTCs (pailiibl, HEOOXOOMMBIE 115 3aIlycKa U KOp-
PEKTHOI padOThI TPOrPaMMBbl, BHOCATCS U3MEHEHUs1 B CUCTEMHBIH peecTp. Eciii cpaBHUTH KOMITbIO-
TEp C KWJIBIM JOMOM, TO MOXKHO CKa3aTh, YTO YCTAHOBKA — 3TO 3aCEJICHUE B HETO HOBOTO JKMJIBLIA.

HekoTtopsle KOMIIaHNM TPOJIAIOT KOMIIBIOTEPHI C yKE YCTAaHOBJIEHHBIM ITPOrpaMMHBIM 0OecTie-
YEHUEM, [109TOMY, BO3MO)KHO, Bbl HUKOTJa HE CTAJIKUBAJIUCh C HEOOXOAMMOCTBIO MHCTAUIALIMM TIPU-
noxennu. Ecim maker Microsoft Office, n B yactHoctn nporpamma Word 2007, yxe ycTaHOBJIEH Ha
BaIlleM KOMITBIOTEpE, Bl MOXKETE MEPEerTH K CIeAyOIeH I71aBe, a K JaHHOH 0OpaIaThCsi TOJIbKO B
TOM CIIy4ae, eClii MPOrpaMMy MO KaKUM-TO MPUYMHAM HYKHO OyZleT epeyCTaHOBUTh MM BO3HUK-
HYT NpoOsieMbl B ee padoTe.

IIpumeuanue
CymiecTByIOT MPOrpamMMBbl, KOTOpble He TPeOyIT YCTaHOBKH, OIHAKO 3TO B
OCHOBHOM HeOOJIbIIINE YTHIUTHI, 2 He TaKKe MOITHBIE MakeThl, Kak Microsoft Office.

VYcranoBka Microsoft Word, kak 1 MHOTHX JIpYTHX MTPOrpaMM, HAUMHAETCS C 3arycka paisa
setup.exe. Pacimmpenne EXE yka3biBaeT Ha To, 4TO (hailsl SIBJISIETCS UCTIONHAEMBIM, TO €CTh CONEp-
KUT B cebe KaKyIo-HUOY/Ib Mporpammy (B JaHHOM cJTyJae mporpammy ycTaHoBKH). HasBanue aiina
(setup) MepeBOAMTCS C AaHIJIMICKOTO SI3bIKA KaK «YCTAHOBKa». DTOT (hailsl HAaXOIUTCS Ha JUCKE C yCTa-
HOBOYHbIMU (paitnamu Microsoft Office (0ObIYHO B KOPHEBOH TArKe).

IIpumeuanue
Bo3morkHO, Bam He moTpeOyeTcst 3amycKaTh 3TOT haiisi, ecau Mpu 3arpyske
KOMIIaKT-/IUCKa cpaboTaeT aBTO3aIyCK M Ha 9KPaHe MOSIBUTCS OKHO YCTAaHOBKHU.

[Nepen HauasioM yCTaHOBKM yOeUTECh, YTO HA KOMITBIOTEPE HE 3aMyIleHbl HUKAKUe TPUIIOKe-
Hus Microsoft Office, nunaue ycranoBka Oyaet HeBo3MokHa. [IporpaMma BbIIacT COOTBETCTBYIOIEE
MpenynpexaIeHue.

Hauajio ycranHoBKH

B GonbinmiHCTBE ClTyyaeB MepBbIM OKHOM YCTaHOBKH OyJeT OKHO IS BBOJA PErMCTpaIMOH-
HOTO KJjioya mpoaykrta (puc. 1.1). DTOT K04 BBl MOXKETe HAWTH HAa KOMITAKT-AuCKe ¢ Microsoft
Office. Kimou cocrout u3 25 cCUMBOJIOB U TpeOyeT ONpe/ie/iecHHOW BHUMATEIILHOCTH TIPU BBOJIC.
Jlyuie, 9ToOBI BaM KTO-HHOYb €r0 MPOIUKTOBAJ, — 9TO TIOMOXET M30ekarh onmOoK BBona. [axke
OIIIH HETPaBUJIbHO BBEJICHHBI CUMBOJI cliefiaeT ycTaHOBKY Microsoft Word HeBo3moskHOM. Ecim Bbl
OIMOJIUCh, TO HE CMOXETe TIEPEelTH K CIIeyIOEeMy OKHY YCTaHOBKH, M BaM NIPUAETCS UCIIPABUTh
OIMOKY.
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Bl Microsoft Office Enterprise 2007

‘E BBenuTe KoY NpoayKra

BeeguTe 25-3HAYHBIA KDY MpoayKTE.

¥OTA 3T0 W HE ABNAETCA 0BAZETENEHEIM, PEKOMEHOYETCA BESCTH KDY NPOAYKTE celidac, YTobkl
YMPOCTHTE MPOBEQKY MMUEHIMK Ha MnonbsosaHke Microsoft Office. Qna nonyyeHKa cBeaeHMi o
MECTOHAXOHUIEHWN KIIOYa NPOAYKTA HERMWUTE KHONKY "Cnpaska”,

Puc. 1.1. OkHO 1711 BBO/Ia PETUCTPAILIMOHHOTO KJTI0Ya

B nieBomM HUXKHEM YIJTy JaHHOTO OKHA €CTh MaJIeHbKasl KpyIyiasi KHOIIKAa CO 3HAKOM BOIpoOca.
[Tpu ee HaxaTUM MOSABIISETCS ClIpaBOYHAsA MH(OPMAIIKS TIO BHIIOTHSEMOMY IIIary YCTaHOBKH.

Beenure k104 1 HaKMUATE KHOTIKY [IpogomkuTh.

[TosiBuTCs cnenyromee okHO (puc. 1.2). OHO cCOmepKUT JUIIEH3UOHHOE COTIJIallieHHe, C yCiIo-
BUSIMH KOTOPOTO HEOOXOIMMO COTJIACUThCS, YCTAHOBUB COOTBETCTBYIOIMIA (hriakok. Ecim sToro He
crenartb, ycranoBka Microsoft Office Oyner nmpepBaHa.
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# Microsoft Office Enterprise 2007

MpouTHTE NULIEH3UOHHOE COrMallleHne Ha MCNoMb30BaHHe
nporpaMmmMHoro obecneuyenun kopnopauuu MaklkpocodT

[nA NPoAoMKEHHA HeoBXoAMMD NPMHATE YCNOBMA 3TOMD COMNallEHMA, ECk Bbl 0TKA3bIBAETECh NPUHATE
YCNOBMA MMUEH3MOHHOMD COrNAWEHMA HA MCNoNb30BaHME NPOrPaMMHEre obecneYeHa KopnopaLmmn
Malikpocod T, 3aKpOATE 3T0 OKHO, 4ToDREI OTHMEHMTE YCTEHOBKY.

YCNOBAA MALEHSMA HA MCNONBI0BAHIE MPOrPAMMHOND OBECMEHEHIAR KORMOPALAL
MBMEPOCODT .

MPHENAAHDE OPCTPAMMHOE SEECMNEHEHME ANA HACTCONEHC CUCTEME 2007 MICROSOFT
CFFICE

Hiiske yEa3aHE! YCNOEHA TPH BEAPHaHTa ¥CNOBEMA NHUEHSMM, K BaM NPHMEHHM TONEKD 0AMH BAPHAHT,
HTobEl ONPEAENHTE, KaKHE ¥CNOBHA NMUEHSHK OTHOCATCA K BaM, NPOEEPETE 0003HAYEHHE
MHUEHEHH, HANEYATAHHOE HA KNHYE NRoAYKTS, HE3 CEpTHOMKATE NOANHHHOCTH PAAOM C
HEWMMEHOESHMENM NPOAYETA MM Ha CTREHWLE 33MPYSEM, SCAH Bel NOMyYHMAM KNHY NPoAYETE N0 CETH.
EcnM nuueHzAa obozHadeHa kak "FPPY, K EaM NPMMEHARITCA YCNOEMA POSHMYHOA NHUEHZMK, Ecnn
nHUEHsHA 0003Ha4eHa Kak “OEM®, K BaM NPHMMEHARITCA ¥CNOBKMA NHUEHSMKM OEM, ECnr nHUEeHIMA
obiosHaqYeHa kak "MLE", K BaM NpMMEHARITCA YCN0BMA MHWEHZHMOHHOMD NakeTa 083 AMCTPHEY THES
{Media-less License Kit Terms),

Sa NOMOLWEHD B ONPEAENEHHHM THNA MMWEHSHMH 00paWLanTeCE NO aApeCcy:

hiktp: f feavae microsoft, com)officeeula.

|06

1. YCNOEMA POSHMHHOIA TALEHS M

STH YCAOEHA NHLEHSHH ABNAMITCA COMNALEHMEM MEXAY KOPNOpaLHER MafikpooodT (MAK oaHke e
g AfbHMAMPOBAHHEL: NHW, B S8EMCMMOCTH 0T MECTA BALUErD MNPOXHESHHA) M BamK, MNowkanyFcTa,
MPOYTHTE MX, DHM OTHOCATCH K CONDOBOXAIEMOMY MMM MDOrDAMMHOMY ODECNEYEHHHD, B4R

[ ] iA npuHmmato yonosus 3Toro cornalweHua;

FpogomsnTe

Puc. 1.2. Oxno ycranoBku Microsoft Office, murieH3noHHOE coriamieHue

B cnenyrommem okHe ciemyeT BHIOpaTh TUI MHCTAUISAIMA: C YCTAHOBKAMM, 33IaHHBIMU TI0 YMOJI-
YaHMIO, WJIM C HACTPOUNKOU rapameTpoB (puc. 1.3).

10
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Bl Microsoft Office Enterprise 2007

A
[ T I| e
tf“% BoibeprTe HyMKHbIH THN YCTAHOBKH

BrIGEpMTE 0AMH M3 NEPEYMCNEHHEIX HIHKE THMNOE yoTaHoBkM Micrasoft Office Enterprize 2007:

YoTraHoBUTE

HacTpoiika

| '-_El‘:' |

Puc. 1.3. OxHo BhIOOpaA THIA YCTAHOBKU

[Ipn HaxkaTMM KHONMKH YCTaHOBUTH OYyAyT YCTAHOBJIEHBI MPAKTHMYECKU BCE KOMITOHEHTHI
Microsoft Office. CocTaB NpuIOKeHU! /11 YCTAHOBKH OIPE/IC/ICH 3apaHee M He MOXKET ObITh M3Me-
HeH. [Ipu memuke Ha KHotke HacTpoiika MmosiBUTCSI OKHO, B KOTOPOM MOYHO BBHIOPaTh YCTaHABJIMBA-
€MbIC KOMITOHEHTHI U YKAa3aTb APYIrUe napaMeTpbl UHCTAJLIAINHA.

ITapameTpbl yCTAHOBKH

ITpu HaxaTuu kHonKK HacTpoiika nosieisiercst okHO ¢ TpeMs BKJIaakamu. Ha Bkiangke Ilapa-
METpPBl YCTAHOBKH Bbl MOXETE BPYUHYIO YKa3aTh NPHJIOKEHHS 1 KOMIIOHEHTbI, KOTOpbIe OyAyT ycTa-
HOBJIEHBI (puc. 1.4). Takol yCTaHOBKOM UMEET CMBICIT TIOJIb30BATLCS B CIEAYIOLIUX CIIy4dasix:

* KOI/1a Ha )KECTKOM [IFICKE HEJOCTATOYHO CBOOOTHOTO MECTa /IJIs1 YCTAHOBKH BCEX TPHIIOKEHUI
Microsoft Office;

* ec/u Bbl He paboTaere ¢ HekoTopbiMu niporpammamu Microsoft Office;

* €CJIM BB UCTIONIb3YETe TOIBKO OrpaHUYEHHBII HAOOP KOMIIOHEHTOB MPUJIOKEHHI.

11
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# Microsoft Office Enterprise 2007

m

HEE{J

3]

2]

(=]

=]

(2]

23]

23]

o

E
) {LNJEN D | ENEHD (IR SO |

MapameTphl YCTaHoBKM | PacnonoseHue dalinos || CeeneHMa o NONL30BaTENE

BribepuTe napameTpel 3anycka nporpamm Office

Microsoft Office Access
Microsoft Office Excel
Microsoft Office Groove
Microsoft Office InfoPath
Microzoft Office OneMote
Microsoft Office Outlook
Microsoft Office PowerPoint
Microseft Office Publisher
Microsoft Office Word
Dbwwe cpeactea Office
CpencTea Office

e 1 CTEGY WY ¥ R

>

wall

CoAepHMMoE,

©

MpunoosteHiA Microsoft Office nakoc AonoNHUTENEHBIE CPEACTEE

TpefyeTca Ha aucke: 1717 MB
AocTynHo Ha aMcke: 1134 MB

Puc. 1.4. OkHO 17151 HACTPOWKY YCTAHABJIMBAEMBIX IMPUJIOKEHUI

Kaxnoe npunoxkenue Microsoft Office comepkXuUT HECKOIBKO KOMIIOHEHTOB. YTOOBI pa3Bep-
HYTb CIIMCOK KOMIIOHEHTOB, HYKHO LIEJIKHYTh Ha 3HAUKe + CJieBa OT Ha3BaHUs ITporpamMmMbl. OctaHo-
BUMCSI TIOIPOOHEe Ha KOMITOHEeHTax rporpammbl Microsoft Word (puc. 1.5).
* Tlopnepxka nporpammupoBanusi .NET — mosBossier mporpammupoBats Word B Net

Framework.

* daiitel ObIcTpOro hopmMaTrpoBaHust — PaAIBI 151 OBICTPOrO O(POPMIICHHS TEKCTA C TIOMOIIIBIO
TaK Ha3bIBAEMBIX KCITPECC-CTUIIEH.
» OuUrypHsle rpaHUIIbl CTPAHUIIBL — CPEICTBO 11 O(POPMIICHUSI CTPAHMII.

12
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Bl Microsoft Office Enterprise 2007

MapameTphbl YCTaHoBKM | Pacmono#eHue daiinos | CeeneHna o nonnsosaTens |

BribepuTe napameTpel 3anycka nporpamm Office

(R = T Ty —

Microsoft Office InfoPath
Microsoft Office OneMote
Microsoft Office Qutlook

2]

23]

2]

3]

0[O JEE D (e E

Microsoft Office PowerPoint
Microsoft Office Publisher
Microsoft Office Waord

- | Moooep#Ka NporpaMMaposaHdaa JNET

=]

[

- | Dainel DeicTporo MOpMATHPOBAHMA

* | ©UrypHEIE TPEHWLE] CTPEHWLEI

D6wme cpeactea Office

CpeacTea Office

4 4 4 [] [:] L-‘] 4 4 4 4 4 4

&)
) JEDYED

Cpencteo npocroTpa Microsoft Office Visio

£

WomonbzogaHue 6as naHHe: Microsoft Office Access ana ¥paHEHMA, NooKa
W MpeacTaEneHMa AaHHBIX.

TpefyeTca Ha aucke: 1516 MB
docTynHo Ha aMcke: 1134 MB

YTaHoBnTL

Puc. 1.5. OkHO ¢ pa3BepHYTHIM CIIMCKOM KOMIIOHeHTOB Word

Kpome Toro, mpu BbIOOpe yCTaHABIMBAEMBIX KOMIIOHEHTOB CTOMT OOpaTHTh BHUMAHWE Ha
Oomme cpencrBa Office m Cpencrea Office, KoTopble pacHIMPsIOT BO3MOKHOCTH TPHJIOKEHUS

Office.

B rpynmy O6mmue cpencrsa Office BXoAAT, B 4aCTHOCTH, CJIEAYIOITHE KOMITOHEHTHI.

* KonBeprepsl 1 (prIbTphI — pa3IuvHble KOHBEPTEPHI U Irpadudeckie (pUIbTpbl, KOTOPBIE 03~
BOJISIOT TipuiokeHusiM Microsoft Office BBIMOMHATH Tpeodpa3oBanue (ailioB B paszaryuHbie (op-

MAaTbl 1 BCTAaBJIATb B JOKYMCHTLI PUCYHKH.

* MHOrOs3bIKOBasI TOJIEPKKA — 00eCIieYrBaeT TMOICPKKY PA3TUIHBIX SI3BIKOB U KOJVPOBOK.

* Opranu3aTop KJIMIIOB — OOJIBIIIOE KOJMYECTBO KAPTUHOK PA3HOOOPA3HON TEMATUKH.

* Tembt Microsoft Office — HaOOp 3aJaHHBIX YCTAHOBOK O(DOPMJICHHSI TEKCTa (C YCTaHOBJICH-

HBIMU 11BeTaMH, pudTamMmu, 3aJIMBKamMu 1 dpeKTamu).
* [IIpudTh! — AONOTHUTENBHBIE TIPUQTHI.

I'pyrmma Cpencrsa Office comepkuT, B YaCTHOCTH, CIIEAYIONTIE KOMIIOHEHTHI.

* Pepaktop popmy:t.

* Pepaktop cuienapueB (Microsoft) — penaktop ass sisbika HTML.

* SI3bIKOBBIE TApaMETPHI.

s kaxpout mporpammbl Microsoft Office, a Takxke 171 KaJ0ro KOMITIOHEHTA TTPUIOKEHUI
MOXHO yKa3aThb CBOM BapuaHT YCTaHOBKU. {11 BbIOOpa BapuaHTa HEOOXOIWMO INEJKHYTh JIEBOW
KHOITKOH MBIIIIY Ha TPEYrOJIbHUKE CJIeBa OT Ha3BaHUs MporpaMmsl (puc. 1.6).
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MapameTphbl YCTaHoBKM | PacnonoseHue dalinos || CBENEHMA 0 MONEI0BATENE

BribepuTe napameTpel 3anycka nporpamm Office

E‘|@ * | Microsoft Office
Hl= -| Microsoft Office Access

= 3anycKaTkb C MOS0 KOMMBHTEPE

>

=y 3anykaTbh BCE C MOSr0 KOoMNbloTepa

..C_l‘, ¥CTEHAENWESTE NO MEPEOM Beizoge [MA JMET

—
g KOMNOHEHT HEAOCTYMEH

=% T | ZneMeHT ynpaeneHuA HKaneHgape” _
* | Microsoft Office Excel =
* | Microsoft Office Groove

Microsoft Office InfoPath

* | Microsoft Office OneNote

* | Microsoft Office Outlook =

= [ PR Y = PR PR i —

B E
HEHD D (i

=

H

Womonb3ogaHue 6as naHHe Microsoft Office Access ana ¥paHeHA, Nocka TpebyeToa Ha aucke: 1717 MB
W MpeacTaEneHMa AaHHEIX. [ocTynHo Ha aucke: 1134 MB

@

Puc. 1.6. MeHio ¢ BapriaHTaMH YCTAHOBKM KOMITOHEHTOB

JI7151 KK 10TO MPHJTIOKEHM ST M1 KOMIIOHEHTa MOKHO BHIOPATh OIMH U3 CJIEAYIONINX CTATYCOB yCTa-
HOBKH.

* 3arycKarb ¢ MOEro KOMIbIOTepa — KOMITIOHEHT (MJIM TIPHJIOKEHUE) YCTAHOBJIEH U B TAJTbHEH-
1eM OyJIeT 3aImyCKaThCs C JKeCTKOTO JIUCKA.

* 3arycKarb BCe C MOETO KOMIIBIOTEpa — KOMITOHEHT (MM TIPHJIOKEHUE) M BCE €0 TOTPYIIITBI
YCTaHOBJICHBI U OYIIyT 3aITyCKaThCs C )KECTKOTO JIUCKA.

* YcraHaBmBaTh NIPU MEPBOM BBI30BE — ITO OUEHb YIOOHBIM BapUaHT, MPH KOTOPOM (DaiiIbl
KOMITOHEeHTa (MJIM TIPUJIOXKEHHUST) He KOMMPYIOTCS HA JKECTKHUMA JMCK 70 TeX TMOop, MOKAa OHU He TOHa-
no0sTCs mosb3oBaresio. Kak Tonbko mosb30BaTesib K HIM 00paTuTCs, MOTpedyeTcst TOCTYI K KOM-
MAKT-/IMCKY WM CETEBOMY KOMITBIOTEPY, C KOTOPBIX OYAyT CKOMMPOBAHBI HEOOXOIUMBbIE (DaiIIBI.

* KOMITOHEHT HeIOCTYIeH — O3HavaeT, YTO KOMIIOHEHT (UJIH MPIIOKeHre) He Oy/IeT YCTaHOB-
JIeH.

[Nocne BBIOOpa ¥ HACTPOMKY MPUJIOKEHHI, a TaKKe KOMIIOHEHTOB, KOTOpbIE OyIyT YCTaHOB-
JIEHbI, MOKHO TEPEXONTH K CIIeAYIONIel BKIaiKke — Pacnionoxenue gaityios.

Ha 37011 BKJ1a/1KE MOXHO BHIOpATH MAIKY, B KOTOPYIO OYAYT YCTaHOBJIEHBI IPOrPAMMBbI K KOMITO-
HeHThl Office. [To ymomuanuto myts ycraHoBkH — C:\Program Files\Microsoft Office, HO Bb MOX)eTe
W3MEHUTb €ro IPU HEOOXOAUMOCTH.

B crpoke TpebOyertcst Ha qucKe 0TOOpa)aeTcsi KOMMIECTBO MECTa, KOTOPOE HYKHO MPUIIOKEHHIO
s ycranoBkH. [1pu momormy ctpoku JIocTyImHO Ha AKMCKe BbI MOXETE CJCAUTH 32 TEM, JOCTATOYHO
JIM Ha JKeCTKOM JMCKE MecTa JUTsl MHCTAUIAIUK. Ecim cBOOOIHOTO MecTa He XBaTaeT, He CIHElInTe
yIAJISATh B OKHE BHIOOpa KOMIIOHEHTOB (CM. puC. 1.5) Bce KOMIIOHEHTBI, 0COOSHHO Te, (PYHKIIUI KOTO-
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PBIX BBl He 3HaeTe. B Takom citydae Jrydriie '3BMEHUTh TUI YCTAHOBKM KOMITOHEHTA Ha Y CTaHABIUBATb
TIPY TIEPBOM BbI30BE (€C/IM JaHHBIN MapaMeTp JOCTYIIEH).

Cosert

Ecmu y Bac HeJoOCTaTOYHO CBOOOIHOTO MeCTa Ha JKECTKOM JWCKE U BbI
HE MOXeTe YCTAaHOBUTh Bce HeoOxomumble BaM mnpuioxeHuss Microsoft Office
2007, ctouT mogymath O TOM, YTOOBI YCTAaHOBUTDH OOJiee PAaHHIO BEPCHUIO MaKeTa,
Hanpumep Office 2003 wim XP. B HMX HEAOCTYNHBI HEKOTOpBIE (PYHKLMH,
BBeJIeHHbIe B nociienen Bepcun Microsoft Office 2007, onHako MecTa Ha KeCTKOM
JWCKEe OHM 3aHUMAIOT MeHblle. [Ipuyem yem Oonee paHHsIsL BEpCHs MakeTa, TeM
MEHbIIIe MECTa OHA 3aHUMAET Ha JKECTKOM [IHCKeE.

Ha Bknagke CBeneHus o mosib30BaTesie MOXKHO yKa3aTb MH(OPMALMIO O BJAJeJIblie JaHHON
MPOrpaMMbl — UM, THULIMAJIB U Ha3BaHUE opranusanuu (puc. 1.7). Itu cBepeHus OyayT UCTIONB30-
BaThCs Npu co3aanuu AokymeHToB Office.

@ Microsoft Office Enterprise 2007 E|

i MapameTphl yoTaHoskK || Pammonosedue dainos | CBEAEHWMA 0 NONL30BATENE |

Beegurte ceefjenun o cebe

BEeauTe CcBOE NONHOE MMA, MHUWANEI M HA3BaHKE OPraHMEaLYaM,

3TH CBEAEHMA MONONE3YOTCR Nporparmani Microsoft Office ana naeHTMdMKELMM NoNb3oBaTENA,
BHOCHALLErD M3MEHEHNA B 0D gokymeHTt Office,

MNonHoe uKa: Danksow |

WMHUUMaENE!: :D

OpraHuzauma: iF‘iter

YcTaHoBuTh

Puc. 1.7. OKHO 111 BBOJA CBEAECHUN O MOJIL30BATEIIE

INocne 3agaHus BCcex nMapaMeTpoB YCTAHOBKM HaXMUTE KHOIKY YcTaHOBUTh. HauHeTcs konu-
pOBaHMe HEOOXOOMMBIX (DAIJIOB Ha )KECTKHUI TUCK. YCTaHOBKA MOXKET 3aHATh HEKOTOpOE BpeMsl (puC.
1.8). Ee mponomkuTenbHOCTh 3aBUCUT OT KOJIMYECTBA BHIOPAHHBIX KOMIIOHEHTOB, NIPUJIOKEHUH, a
TaK)Ke OT MOILIHOCTH KoMmIbloTepa. Ilocie OKOHYaHUsI MHCTAJLUIALMU PorpaMMa COOOIIUT BaM 00
atoM (puc. 1.9). Teneps xkenarenbHO Nepe3arpy3uTh KOMIBIOTED.
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#1 Microsoft Office Enterprise 2007

@J Xon BbINOMHEHNA YCTaHOBKH

[.

YoraHoewa Microsoft Office Enterprise 2007...

Puc. 1.8. Ycranoska Microsoft Office
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#1 Microsoft Office Enterprise 2007

¥rraHoeka Microsoft Office Enterprise 2007 yonewHo 3aBeplIeHa.

MNoceTuTe Beb-ysen Microsoft Office Online, yTofbl nony4uTe becnnaTHele oBHOBNEHWA NPOAYKTE, CIPSBKY 1
AOCTYN K MHTEPEKTHEHEIM cyxban,

Mepeiimy 6 S

®

Puc. 1.9. Coobmienne 06 OKOHYaHUHM YCTAHOBKU

VYceranoBka Microsoft Office 2007 noBepx 00Jiee paHHUX BepCHi

Ecnm Ha KommbioTepe ycTaHOBIIEHBI Oojiee paHHME BepcuM npuiioxenuii Microsoft Office,
TO MPOLIECC MHCTAJUIAMK OyJeT HEMHOIO OTJIMYaThCcsl OT craHaaprtHoro. [ocie BBoma cepuitHOro
HOMEpA MOSBUTCS OKHO, MOKa3aHHoe Ha puc. 1.10.
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#1 Microsoft Office Enterprise 2007

\.
|

-~
'{%‘_} BbibepuTe HYXHDbIA THN YCTAHOBKH

BrIGEpMTE 0AMH M3 NEPEYMCIEHHEIX HIHE THMNOE yoTaHoBkK Micrasoft Office Enterprise 2007

o~ QEH{}BH-H:"' ;I

HacTpoika

Puc. 1.10. Boidop Buma ycranoBkn Microsoft Office 2007 npu uHCTa/LIAIMK TIOBEpX Oosiee
paHHUX Bepcuil

ITO OKHO OTJIMYAETCS OT OKHA, IOKA3aHHOIo Ha puc. 1.3, Tem, 4To KHOMKa YCTaHOBUTH B JAaH-
HOM OKHe 3ameHeHa Ha OOHOBUTH. [Ipy Ha)kaTHUM TOM KHOIKH IPOrpaMMa yIATUT BCE MPE bl IyIIue
Bepcun Microsoft Office u MHCTaUTMPYeT Te MPUIIOKEHUsT U KOMIIOHEHTBI, KOTOpPbIe OBLUTH YCTAaHOB-
JIEHBI J1s1 pAaHHUX BEPCUI.

[pu 3amanuy BHIOOPOYHON ycTaHOBKM (BapuanT Hacrtpoiika) nmosiButcsi okHo (puc. 1.11), B
KOTOPOM HYKHO OyzieT BHIOpath, yoaauTh npeasiayipe Bepcun Office (YaamuTh Bce npeaplayime
BEpCHUM), OCTaBUTH Bce Bepcun (OCTaBUTDh BCE NPEIbIAYIIE BEPCUM) WM YAATUTH BRIOPaHHbBIE TIPH-
noxenns Office (YaaquTh TONBKO Clienylonuye MpuioKkeHns ). Beioeprute HyKHbBIA BapUaHT, YCTAHO-
BUB IIEpEKJII0YaTesb B COOTBETCTBYIOILEE MOJIOKEHUE. 3aTeM HACTPOMTE MapaMeTpbl YCTAHOBKU (CM.
BBIIIIE) ¥ HAXKMUTE KHOIKY MPOIOKEHUs] MHCTALTSIMU. Hannvicn Ha 3Toi KHOMKe OyayT pasiu-
YaThCsl B 3aBUCUMOCTH OT BBIOPAHHOTO BapraHTa ycTaHOBKY: OOHOBUTH MPH YIAJICHUH TIPEIBLTYIIAX
Bepcuit Office unm YcTaHOBUTH IIPU COXPAHEHUU TIPEAbIIYIIMX BEPCUI.
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Bl Microsoft Office lpodecchonansipii 2007

OfHosneHmne | MapaMeTpbl YoTaHoBKK || Pacmonowenwe dainos | CEeasHWA o Nonb3oBaTens |

ﬁ J 06HOBUTDH Npebiylue Bepcuu

Ha KoMnbroTepe obHapy#eHs! Npeasld ywMe sepoin Microsoft Office.

(® ¥panuTe BCe NpeabInYLME BEPOM, |

{7 CoxpahuTe Bce NpeakIAyLME BEPCHA,
(O ¥YoanuTe TonsKo CNeayIoWNE MPMADHKEHHA:

Mi Office Excel

Puc. 1.11. 3anpoc ygajieHusi/coxpaHeHusi Ha KOMIbIoTepe Ipeapaymux Bepcuii Word

B GonpmmHCTBE cilyyaeB OMHOBpEMEHHOE TPUCYTCTBHE HA KOMITBIOTEPE BYX BEPCHI MaKeTa
Microsoft Office (0co6eHHO ¢ OIMHAKOBBIM HAOOPOM MPOrpaMM) He peKOMEHIyeTCs, Tak KaK 3TO
MOXET BbI3BaTh cOou B crcteMe. Ecim Bce,Taku YCTaHOBJIEHBI JJBE BEPCUU OIHOM U TOH Ke IMpo-
rpaMMBl, TO TIPH 3aITyCKe Kaka0e MpUIokeHne OyIeT U3MEHSATh HEKOTOpbIe CUCTEMHBIE (paiiiibl. D10
HE O3HayaeT, YTO BaM MPUAETCS KaxX[blid pa3 nepeycraHaBauBaTh mporpammy. B Microsoft Office
2007 npenycMOTPEHO aBTOMaTMUYECKOe BOCCTAHOBJIEHHE NpuiiokeHui. [lpu 3amycke mporpaMmsl
CHCTEMa TPOBEPsIET HATMYKE BCEX HEOOXOMMMBIX (DAafJIOB M MX JIOCTYIHOCTD. [IpoBepsioTcs: Takxke
3aMyCh B CHCTEMHOM pPeecTpe, OTHOCSIIHECS] K OTCYTCTBYIOIIMM U TIOBPEXKACHHBIM (haiiiaM, 1 TPy
HEOOXOIMMOCTH KOPPEKTUPYIOTCsl. [103TOMY XOTb 3aImycK MpUJIOKEHHU TIPH OJTHOBPEMEHHO padoTe
C IByMsI BEpCUSIMU TTAKETa U MOXKET 3aHUMATh OOJIbIIIE BPEMEHH, YeM OOBIYHO, OTHAKO BCE MPOOIIEMBI
OyIyT peleHsl erle 10 TOro, Kak Bbl HAUHeTe padoTaTh.

N3meHeHne cocTaBa YCTAHOBJCHHBIX IIpI/IJIO)KeHI/Iﬁ N KOMIIOHEHTOB

Tun ycranoBku BpIOOpouHasi UMeeT CBOM IMpPEMMYIIECTBA, OAHAKO B HEKOTOPHIX CIIydasx
MOXET CTaTh PUYMHON MPOOIEeM, OCOOEHHO €CIM TaKOi BapHAHT BHIOMPAIOT HEOITBITHBIE TTOJIb30Ba-
teau. Hanpumep, yka3piBasi KOMIIOHEHTBI U1l MHCTAJUIALIMM BPYYHYIO, BBl MOXETE HE YCTaHOBUTH
MOJIEPKKY SI3bIKA /IS TPUJIOKEHWI WJIM JIPYrol BaKHBI KOMITIOHEHT. B mporiecce paboThl Takoe
yIyIIeHHe JacT o ceOe 3HaTh. B 3TOM ciyyae HeoOXOquMO JOOABUTH OTCYTCTBYIOIIMIA KOMITOHEHT,
cliesaB cregylouiee.

1. 3akpoiure Bce OTKphITHIE TpUIokeHUs Microsoft Office.

2. Bomonnute komanay Ilyck — Hacrpoiika — [lanens ynpasieHusl.
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3. lllenkHUTE HA 3HAUKe YCTAHOBKA U yAaJIEHUE IMPOrPAMM.

4. B criucke yCTaHOBJICHHBIX TTporpamm, Beioepute Microsoft Office (puc. 1.12) u HaxxmuTte

KHOIIKY I3MEHUTS.

ﬁ YCTaHOBKA H yaaneHHe Nporpaiss

&

WCTEHOENEHHEIE NPOrpamMe:

[] NokasaTe ofHosnerma

M3MEHEHHE MNH =

YCTaHOBKS iy Microsoft OFfice Enterprise 2007
KOMMNOHEHT OB _
wWindows Yrofkl 0onYYHTE CEEAEHHME O N0

@

BiGo
porpam i3 MSHML 4.0 5Pz (KB92797E)

M9 YMBIARAIS | 3 gL 6,0 Parser (KB927977)

5 Multimedia kevboard driver Verl.07
{7 Mera 7 Ulkra Edition

[5 mokia Conmectivity Cable Driver
() Mokia PC Suite

ﬂOpera .21

EHMTE MPOrPaMMY MM YAANHTE B8, WENKHATE "SaMeHHTE MK v

L= ]

Pazmep
Kecn

MNocne AHMA

"
WA o MzHeHHTE

Pazmep
Pazmep
Pazmep
Pazmep
Pazmep
Pazmep

Pazmep

rarpy (gn)

2,5EME

1,30ME
1,67ME
144,00ME
0,E5ME
34, 26ME

14,32ME

-
Y AANEHHE N
P pa #1006 PasMep  65,16ME

|£:| JavalTM) & Update 2 Paswep  111,00ME
%" | £:| JavalTM) SE Runtime Environment 6 Update 1 PasMep  134,00ME
¥CTAHOEKA ;

4 K-Lite Coder Pack 2,82 Ful
Aparpan ﬂ ite Codec Padl ul Pazmep Z2,08ME

ﬁ! Microsoft \MET Framework 2.0 PazMep 58,41ME
@l E’_‘, Microsoft Office - npodeccMoHaNEHEIF BBINyCE BEpCHA 2003 Pazmep  175,00ME

b

Puc. 1.12. OxkHo YcTaHOBKA U yaJleHHe IporpaMm

5. B okHe n3MeHeHus MapamMeTpOB YCTAaHOBKYM BhIOEpHTE BapuaHT [J00aBUTh MM yIAITh KOM-

MOHEHTH! (puc. 1.13).
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#1 Microsoft Office Enterprise 2007

@é@ M3meHnTe Tekyulyr ycraHoBKy Microsoft Office Enterprise
' 2007.

(%) NoBaBMTEL MK YOANMTE KOMMOHEHTEI
{:} BoccTaHoBMTE

¥nanute

e

Puc. 1.13. OxHo u3menenus napamerpon yctanoBku Microsoft Office 2007

6. Jlanee BBIMIOHSNTE TE ke JEUCTBUS, UTO U IIPU HACTPOUKE YCTAaHABIMBAEMbIX KOMIIOHEHTOB

Microsoft Office.
Buumanmne!
Jns mobGaByieHUs KOMIIOHEHTOB wiaM mnpwioxkeHuid Microsoft Office Bam
norpedyeTcsi KOMITAKT-IUCK C YCTAaHOBOUYHBIME (haiillaMU WM CETEBOU pecypc, C
KoToporo ycraHaenuaetcsi Microsoft Office.
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1.2. 3anyck nmporpammsl Microsoft Word

anyctuth nporpammy Microsoft Word MOKHO HECKOJIBKUMH CLIOCOOAMM:

* BHINOJTHUTH KomaHay [Tyck — TIporpammer — Microsoft Office — Microsoft Office Word
2007,

* MEJKHYTH Ha sApibike Word Ha raHesu ObICTPOro 3aIycKa;

* IBAX/IBI IIEJIKHYTh Ha sipiibike Word Ha PaGouem crore.

Baumanme!

Spnbiku Ha PaGodem crosie u nmaHeu ObICTPOro 3aIycka He MOSBIISIOTCS 10
YMOJTUaHHUIO TIpU ycTaHOBKe Microsoft Word, uX HYXHO JIOTIOJTHUTEILHO CO3/1aTh
pyu HeoOXOAMMOCTH. Bbl MOKeTe 3TO c/esnaTh pa3HbIMU CIIOCOOAMH, HO CaMblid
MIPOCTOM — MPOCTO TepeTamuTh 3Ha40K Word u3 menio ITyck, ynepxuBas HaxaTou
JIEBYIO KHOIIKY MBIIIIH.

Kask1p1ii mosmb30Batestb OOBIYHO BHIOMPAET TOT BAPUAHT, KOTOPBIN KaXeTcsl eMy HanboJee yno0-
HBIM.

Kpowme toro, 3ammyctuts Word MOXHO, OTKPBIB OZIMH U3 TUIIOB (DaiiJIOB, KOTOPbIE C HEN ACCOLIM-
upytorcsi. O ToM, 4To hails1 MOxeT ObITh OTKPHIT B Word, FOBOpUT ero 3Hauok. Paiin MOKHO OTKPBITh
OIHUM U3 CJIEIYIOUIUX CIIOCOOOB:

* IBaK/bl LIEJKHYB HA €r0 Ha3BaHWU KHOIKOM MBIIIY B OKHE ITporpaMMsl [IpoBogHMK min B
OKHE€ IarKy;

* IIEJIKHYB IIPaBOM KHOIKOM MBIIIY HAa Ha3BaHUH (pailjia B OKHE nporpammel IIpoBosHuK nim
B OKHE MalKu 1 BHIOPaB B KOHTEKCTHOM MeHIO CTpOoKy OTKphITh (puc. 1.14);
®afin  Mpaska Bua  Msfpanmoe  Cepewc  Cripaska s
QHaan ~ & - F Phowe ©Nann | (-

Aapec: |2 DiylWorky| Aonuos _Word 2007, Nonynaptsiid camoyunTensiHosan nanka i Mepexo

Or nagneHne

Kyprogaa LIT‘
=l AoeymenT Microsoft Office Word

AokeymeHT Microsoft OFfice Word
11 KB

AorymenT Micrasoft Office Word
&0 KE

7-ip »
EHICQ - Send to user 4
PR MposEpHTE Ha BHPYCEI

OTERBITE £ NONOWER L4
B NobapqTe B Apxe...

B fofaeaTs B apxks 'Pafiora.rar®
B 1063E4TE B PXHE M OTMPEENTE N0 e-mail...
B NobaenT & apees "Pafiota.rar” W oTnpaEnTE No e-mail

OTnpasrTE »

Beipezate
Kompoeate

COZAATE ARNEX
YaanuTe
MepekMEHOBaTE

CBOMCTEA

OTEPbITE

Puc. 1.14. Otkpsoitrie fokyMenTa Microsoft Word ¢ moMo1ipio KOHTEKCTHOTO MEHIO
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* JIBaX[bI INEJTKHYB KHOMKOH MBIIIM HA Ha3BaHWM JIOKYMEHTa B OKHE JIIOOOH ApYroi mpo-
rpammbl U1 paboThl ¢ dpaiiiamu (Harpumep, Total Commander);
* BHIIOJIHUB KOMaHy ITyck — JIOKyMeHTHI.
Buaumanue!
OTkpeITh JOKYyMeHT Microsoft Word nocieqHuM crnoco60M MOKHO TOJIBKO B
TOM Clly4yae, ecid Bbl padoTajiy ¢ HUM HelaBHO. B MeHio JJoKyMeHTbl HaxomsiTcst
JOKYMEHTHI, KOTOPbIE OTKPBIBAJIMCH ITOCIEJHUMHU.

Ecmu BB yacto HCIIOJIb3YCTC KaKOI‘/JI-HI/I6y,ZIL HOKYMCHT WOI'd, €ro ApPJIbIK MOXXHO BBIHECTH Ha
Pa6ounii CTOJI, YTOOBI UMETh BO3MOKHOCTD 6I>ICTpO OTKPbIBATH €TO0. ,HJ'IH CO3JaHU s APJIbIKA CILGJIaI';ITC
cenymomuiee.

1. OTKpOI‘/JITC Mariky, B KOTOpOﬁ XPpaHUTCA JOKYMEHT, U HICJIKHUTE Ha €0 Ha3BAHUU.

2. Beimonaure KOMaHy daiin — CO3JI8.TI> APJIbIK WK ICJIKHUTE HAa HA3BAHWU JOKYMEHTA I1pa-
BOM KHOITKOM MBIIIN U BbI6CpI/ITC B KOHTEKCTHOM MCHIO CTPOKY CO3I[aTb APJIbIK.

3. H_[CJIKHI/ITC Ha CO3JaHHOM APJIbIKE U, HC OTIIYCKAaA KHOIIKY MBIIIA, IEPETALIUTE €TI0 Ha Pa6o-
ynii cron. OTINYUTD APJIBIK OT UCXOOHOI'0 JOKYMEHTA MOKHO IO €0 3HA4YKY. 3HavyoK ApJIbIKA CO

CTPEJIKOU B JIEBOM HUXHEM yriy (puc. 1.15).

& Hopas nanka E”EJE'
®afin  [paska Bua  Mefpankoe  Cepewc  Cnpaska .','
(J Haaa =~ ) T O Nowce 7 Namew | -
fapec: | () DiPworkl| Aonuos_Word 2007, MonynapHsii canoyunTensiHoeaa nanka b . Mepexog
"T_‘ IB Kypooeaa |.| - Ornagnsiee I.I = ) MposkT KHMrK

=/ = | AokymenT Microsoft Office Word AokymenT Microsoft Office Word ® | Aokyment Microsoft OFfice Ward
— | 11 KE 12 KB 20 KB
= Pafiora
= | AokymedT Microsaft OFfice Word
= | 10KE
|PasmeweHie: Dy ork) | doHwos _Word 2007, Momy nAPHEIR Camoyw TensHOE3A nanika 828 GaT »j [y Compuker

Puc. 1.15. CozgaHHbIA ApibIK B OKHE MalKU

TakuMm ke 0Opa3oM MOKHO CO3[aTh SIPJIBIK M AJis1 camoil mporpammbl Microsoft Word.
daiin 3amycka Mporpammbl OObIYHO HaxoautTcs mo anapecy Program Files\Microsoft Office

\Office12\WINWORD.EXE.
Eciu BBl HE MOXkeTe HallTH Ha KOMIIBIOTEPE HU OJHOrO (paidna co 3HaukoM Microsoft Word,

d TaKJKE€ OTKPLITH ITPOIrpaMMy HU OOHUM U3 YKA3daHHBIX CHOCO6OB, BO3MOXKHO, ITPUJIOKCHUEC HE yCTa-
HOBJICHO Ha BallIEeM KOMIIBIOTEPE. YT10oOBI 3TO IMPOBCPUTD, cAenanTe cieaymomiee.
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1. Otkpoiite [IpOBOAHMK MJIM OKHO MAIKH.

2. Ilepeiipure B nanky Program Files\Microsoft Office (oHa MOkeT Ha3bIBaThCS U NO-JPyromy,
Hanpumep Microsoft Office 2007).

3. [Iposepsre, ecthb siu B nanke daiint WINWORD.EXE.

Ecnu BbI Hatwmm 3TOT (paiisl, co3aanTe Isi Hero sipiibIK B YIOOHOM I BAC MECTeE 3aITycKa Ipo-
rpamMMmBbl TaK, Kak 3To onucaHo Boiie. Ecnu daitna B nanke ycranoBku Microsoft Office He okaza-
JI0Ch, BaM HEOOXOAMMO J1I00aBUTh MPOrPaMMy B COCTaB YCTaHOBJIEHHBIX MpriiokeHui nakera Office.
O ToM, Kak 310 cAenarh, uurtaite B pa3f. 1.1.

BosmoikHo, B marike Program Files Bbl He oOHapyxute nupextopun Microsoft Office nmm npy-
rOi ¢ MOJOOHBIM Ha3BaHUEM. DTO O3HAYAeT, UTO O(UCHBIN MAKEeT He ObUT YCTAHOBJIEH Ha Balll KOM-
nbiotep. [TogpoOHble pekomenaamu o ycraHoBke Microsoft Office uuraiite B pasn. 1.1.
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1.3. 3aBepmienue padotrsl B Microsoft Word

OxHo nporpammsl Microsoft Word vmeeT Te ke 3JIeMEeHTBI, YTO U Jpyrie OKHa B OlepaluoH-
Hou cucteme Windows, Mo3TOMY 3aBepiarh padoTy ¢ MPOrpaMMOl Bbl MOXKETe IMPUBBIYHBIMU CITO-
cobamu. CyIiiecTByeT HECKOJIbKO BAPUAHTOB 3aKPBITHS IIPOT PAMMBI:

* HaxaTtb KHonKy Office, pacrosoxeHHyl0 B JIEBOM BEPXHEM YLy OKHA IPOrpaMMbl, U B
OTKPBIBLIEMCS] MEHIO BBINOIHUTH KoMaHay Beixon u3 Word (puc. 1.16);

i 2 = “ = NokymenT]
i

P&

- MocnegHue JOKYMEHT i
| Co38aTh 1=
L ;|r|!"=r
OTeprITE e
SaL

CoXpaHnTe |

CoXpaHNTe Kak F

-

Z L U

ltedi]l Meuatb k

"fuf| MogroToewts  F
[ |
_&ﬁ OTnpasnTe I*

Onyanueoeate #

—

*y

_| JaKphLITh

] Dapametpw Word | B0 13 Wor
0 Word || -B word

Puc. 1.16. Bremmonaenue komauasl Berxon n3 Word menio kHonku Office

* BOCIIOJIB30BAThCA coueTaHueM Kiasuia Alt+F4;

* Ha)KaTh KHOMNKY 3aKPbITh B [IPABOM BEPXHEM YTy OKHA [TPOrpaMMBbl;

* IIIEJIKHYTb MPaBOW KHOITKOM MBIIIIA HA CTPOKe 3arojioBka okHa Microsoft Word 1 B 1osiBuB-
IIIeMCsI MEHIO BBIOpaTh CTPOKY 3akpwITh (puc. 1.17).
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Dokymentl - Microsoft Word

BOCCTaHOEHTE
Faccuinkn PeusHznpoBaHKE Enga MepeMecTHTE
Pazmep
- %Z -
= CEEDHYTE i

FPazeepHyTE

JaKkpuTh Alt+F4

Puc. 1.17. 3akpbite Microsoft Word npu nomMoIy KOHTEKCTHOTO MEHIO CTPOKM 3aroJioBKa
OKHa IpOrpamMMbl

Ecnm Ha MOMEHT 3aKphITHS B ITPOrpaMMe OTKPBITHI (paiiiibl, I3MEHEHHs B KOTOPBIX HE OBUTH
COXpaHEeHbI, TIepel] TeM KaK 3aBepIIUTh padoTy, MporpaMma MOMPOCUT BaC COXPAHUTh M3MEHEHUSI.
IIpu BHINOSTHEHNM OTHOM U3 ONEPALIMI 3aKPBITHS HA KpaHe NOSABUTCA OKHO COXpaHUTh U3MEHEHM S B
«Ha3BaHME_JIOKyMeHTa»? (puc. 1.18). [lng noaTBepkAeHUA COXPAHEHU I U3MEHEHUI HY)KHO HaKaTh

kHONKY Jla, 17151 oTKJIOHeHHs: — KHONKY HeT. UToOBI BEpHYTBCS K JOKYMEHTY M TIPOJIOJKUTh padoTy
C HUM, CJIe[lyeT IEeJKHYTh Ha KHorke OTMeHa.

Microsoft Office Word ['gl

—

' E COXpPaHHTE M3MEHEHHMA B "NonHEIA TekcT. doc"?
]

— o | s | p——

Puc. 1.18. OkHO ¢ 3anpocoM Ha COXpaHEHUE TOKYMEHTa

Bunmanue!

Ecnu IIpU 3aKpPbITUU MPOrpaMMbl OTPULATEJIBHO OTBETHUTH HA BOIIPOC O
COXpaHCHUH, TO HECOXPAHCHHbIC TAHHBIC 6y,JIYT YTEPAHDI.
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1.4. OxHO nmporpamMmbI

Bce nporpammbl, kotopbie BxoasT B nakeT Microsoft Office, umetor noxoxwuit unrepdeiic. Bo
BCeX IMporpamMmax ectb padbodasi 00IacTh, MaHEM WHCTPYMEHTOB, IJIaBHOE MEHI0, 00JacTh 3a/1ad.
[ToaToMy, eciv BHI yke 3HAKOMBI C OHOM U3 ITPOTrPaMM MakeTa, BaM OyIeT HETPYJHO OCBOMTH OCHOBBI
padoOTHl ¥ B OCTAJILHBIX.

B Bepcun Microsoft Office 2007 untepdeiic npuioxeHui npeTepries 3HaunuTeIbHble U3MEHe-
HUS1 IO CPAaBHEHUIO C MpeaplAyIuMu Bepcusamu (puc. 1.19).

@3 H=92-43 )¢ Noxyment2 - Microsoft Word - ¥ X
2 Fnaswar Beranea PazumeTia cTparHLs Commrn Faccunrm PeugHinposanme Brg L7
sing
= = = = - -z 1 . Haitti =
Yy # || canori ooncmmoiite - 11 - [N WD) |35 - 4= - A 6 €| A1) 0] || Aasnceoc | nasbeene . AaBBC: % &
| 3 L4 L1 ) A =

2, 3amennms

Bcrasurs [ & B o =z | L | . Vamenne
. ¥ XK K Y -abe x, 3 Asv||W% A- EEE .-|,_ |Ié§ OBuukei | 1623 wuTe... 3aronoeo. - S i Begenwts -

Bydep obmena = WipsgT = Afzay T Cruam | PegaxTuposarme

Crpanmua 1 w3l | Ywneowo croe: 0 ’:‘& amrnmAckui (CLLA) E]Uli_; = (glo . -

Puc. 1.19. Oxso Microsoft Word

Baumanue!
IIpu pa3HeIX paspenieHUsix MoHUTOpa HHTepdeiic okHa Word Moxer
paznuartsesi. Hapumep, ipu paspemiennn 1024 x 768 He OyayT BUAHBI HEKOTOPbIS

KOMaH/bl M TIOANMCH K WHCTPyMEHTaM, KOTOpble OyayT OTOOpaxarbcs IpU
paspewmennu 1280 x 1024.

Ctpoka 3aroJioBKa # naHeJib ObICTPOro J0CTyna

Crpoxka 3aroioBka HaxoguTCA B BepxHek yactu okHa Microsoft Word. HecmoTpst Ha TO 4TO OHa
3aHMMAET COBCEM HEMHOIO MECTa, €€ (PyHKLUMM JOCTaTOYHO BaXKHbl. BO-IEpBBIX, OHA MOKa3bIBAET
Ha3BaHME MPOTrPaMMBI, TIO3TOMY I10 Hell MOKHO CPa3y YBUJIETh, C KAKUM IPUJIOKEHUEM Bbl padoTaeTe
B JJaHHBIII MOMEHT. BO-BTOpBIX, Ha Hell 0TOOpakaeTcst Ha3BaHKe TeKyero (aina. Ecim nokymeHr, ¢
KOTOPBIM BbI paboTaeTe, oKa He COXpaHeH, BMECTO MMeHH (paiiia Oyaer otoOpaxeHa Haamuch JJoky-

MeHT! (MOpsAIKOBBI HOMEp MOXET ObITh Jpyrum). 1o Ha3Banue Microsoft Word no ymonuanmio
JaeT CO3/1aHHBIM (pailyiam.
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Coser

CospnaBas HOBBIM JOKyMeHT B Microsoft Word, sydiie cpa3y ke cCOXpaHsATb
ero u jaBath emy ums. He 3a0biBaiiTe Takke COXpaHSATh JIOKYMEHT B Ipolecce
paboTsl. HecoxpaHeHHble JaHHbIE OyayT YTEpsiHBI IOCJE 3aKPBITUSI MPOTrPAMMBI,
a Takke B pe3yJbrare CIy4aillHOrO 3aBepIlieHus padOThl (HApUMep, 3aBUCAHUS
KOMITBIOTEPA, OTKJIIOYEHUSI ICTOYHUKA MTUTAHUSA U T. [1.).

Crpoxka 3aroyioBka Take MpeJoCTaBIsAeT JOCTYI K MEHIO (cM. puc. 1.17), ¢ KOTOpBIM BB yXe
MO3HAKOMWINCh B IPEIbIIYIIEM pa3lelsie. DTO MEHIO MOSBIAETCS IMPU ILETYKE NPaBOM KHOIKOW
MBIIIIM Ha CTPOKe 3arojioBka. [Ipy moMoIy koMaH 1 3Toro MEHI0 MOXHO MepeMelaTh OKHO, U3MEHSTh
€ro pa3Mep M, Kak Bbl YK€ 3HaeTe, 3aKpblBaTh IporpamMmy. PaccMoTpum KomaH 1bl mopoOHee.

* BOoCCTaHOBUTh — CBOPAUMBAET OKHO JIOKYMEHTA, €CJIM OHO Pa3BEpHYTO BO BECh IKPaH.

* [lepemecTuTh — KOMaHAa JOCTYITHA, TOJIBKO €CJIM OKHO MIPOrpaMMbl HE Pa3BEPHYTO BO BECh
skpaH. [Ipu BeIOOpEe 3TOM KOMaHAbl yKa3zaTelb M3MEHseT BUJ, IOCJE Yero MOXKHO NepeMeniarh
OKHO IIpY NOMOIIM KJIaBUII yIpaBieHus: KypcopoM (crpenok) (puc. 1.20). Korna nepemernenue
OylleT 3aBepIleHO, HaXMHUTE JT0O0yI0 KJIaBUILY Ha KJIaBUAType WM IIEJKHUTE MBIIbIO B JIOOOM
MEeCTe 9KpaHa OJIMH pa3, YTOObl IPUHATh U3MEeHeHUsl. UTOObl OCTaBUTH MEPBOHAYAIBHBIN BUJ OKHA,
Haxkmute Kiapuuty Esc.

| g )+ Dokyment2 - Microsoft Word - =
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Crparmua 1 wsl | Ynoo cnom 0 | <% aHrnmickwil (CLUA) UEl EAE =

0
:
T
al

Puc. 1.20. Oxno Microsoft Word Bo BpeMs niepemMerieHust

* Pa3smep — KoMaH/1a IOCTYIIHA, TOJIBKO €CJIM OKHO MPOrpaMMBbl HE pa3BEPHYTO BO BECh IKPaH.
ITpu BEIOOpE 3TOI KOMaH Il YKa3aTeJlb IPUHUMAET BUJ1, TOKA3aHHBIA Ha puc. 1.20, mocie 4ero MoxHoO
M3MEHSTh pa3Mep OKHA MpH MOMOIIM MBIIIM WIM KJIABUIN yrpaBieHus KypcopoM. Korna omepa-
1y OyJeT 3aBepllieHa, HAKMUTE JII00YI0 KJIABUITY Ha KJIaBUaType WM IIEJIKHUTE KHOIKOW MBIIIH B
MoOOM MecTe 9KpaHa OIUH pa3, YTOObl IPUHATH U3MEHEeHUsI. YTOOB! OCTABUTD NIEPBOHAYAIIBHBIN BUJL
OKHa, HaxmuTe kiasuiry Esc.
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* CBepHYTb — CBOpPaYMBaET OKHO ITporpammsl Ha [laHesns 3a1ad. Bel MoxeTe UCTonb30BaTh Ty
KOMaH[y, KOrJia BaM HYKHO OyZeT MepedTH K JApyromy npuioxeHuio. BHOBb Bbi3BaTh OkHO Word
MOJKHO IIEJTYKOM Ha KHOMKe nporpammsl Ha [lanenu 3agau (puc. 1.21).

7 ¥

s nycx“ | P Adobe Photoshop C5... | T Aokymert2 - Microsa. . ® #ﬁ Fu 0:32

Puc. 1.21. Knonka Word na [Nanenu 3aga4

* Pa3zBepHyTh — KOMaHJa JOCTYITHA TOJBKO B TOM ClIy4yae, €CJIM OKHO IIPOrpaMMbl HE pa3Bep-
HYTO BO BECh 9KpaH. DTa KOMaH/a pa3BopaurBaeT okHO Microsoft Word Bo Bech akpaH.

* 3aKpBITh — 3Ta KOMaHJa BaM yxke 3Hakoma. OHa CIIyKUT AJIs1 3aKPBITHS [TPOrpaMMBbl U 3aBep-
1IeHus1 ee paboThL.

B npaBoii yacTu CTPOKM 3arojIoBKa HaXOATCS TPU KHOMKH, KOTOpPbIE TyOIUpylOT HEKOTOPBIE
KOMaH[Ibl PACCMOTPEHHOTO BhlIIlIe MeHI0. OHU ABNISAIOTCS Oosiee YIOOHBIMM, TaK Kak JAJIs JOCTyMa K
HUM HE HYKHO BBIIIOJIHATD JOTOJHUTENBHBIX JercTBUM (puc. 1.22).

" &

Puc. 1.22. KHonku ynpasieHusi OKHOM

Kpaitassa neBass kHorka nyonupyer komanay CBepHyTb. OHa yOMpaeT OKHO MpPOrpaMMbI C
JKpaHa.

KHorika, pacrionokeHHast B IIeHTpe, Jyonupyer komansl PazsepHyTs u BoccranoButs. Eciu
OKHO IIPUJIOKEHHUSI Pa3BEPHYTO BO BECh 9KPaH, C MIOMOIIIBIO 3TOM KHOIKM MOKHO BOCCTAHOBUTH €TO
WCXOIHBIN pa3Mep (B JaHHOM pekuMe KHOIKa Ha3biBaeTcss CBEpHYTh B OKHO). ECi OKHO CBEpHYTO
J0 UCXOHOTO pa3Mepa, IEJTYKOM Ha KHOIKE MOKHO pa3BEpPHYTh €r0 BO BECh IKpaH. Buj KHONKU
M3MEHsSIeTCS B 3aBUCHMOCTH OT TOTO, B KAKOM PeXrMe Bbl padoTaeTe. B MoMHOIKpaHHOM pekume Ha
Hell OyneT n300pakeH KyO, B CBEPHYTOM — MPSIMOYTOJIbHHUK.

Kpaiinsist mpaBast KHOIIKa CITyKUT [U1st 3aKpbiTust Microsoft Word u mpekpariienus ee paboThl.
JlaHHast KHONIKa TyOnMpyeT KOMaHIbp! 3akpbiTh U Beixon n3 Word, paccMOTpeHHBIE BHIIIIE.

Ecnmu nBaskpl MENTKHYTh KHOITKOW MBIIIY B JIIOOOM MecTe 00JIaCTH 3arojioBKa, TO OKHO IPO-
rpaMMsbl OyZIeT CBEPHYTO WJIM Pa3BEPHYTO BO BECh KpaH (B 3aBUCUMOCTH OT TOTO, B KAKOM PEKUME
BBl HAXOJIUTECH).

B Word 2007 mosiBujicsl HOBBIN IeMEHT MHTepdeiica — maHe b OBICTPOro J0CTyIa, KOTopast
HAXOJUTCs B JIEBOW YaCTU CTPOKH 3arosioBka (puc. 1.23).

-~ =

[nasHanA Bcraska

Puc. 1.23. [Nanens ObicTporo goctyna

ITo ymosuaHMIO Ha MaHes b OBICTPOrO JOCTYIA BHIHECEHBI TPM KOMAH/IbI: COXpaHEHUE JOKY-
MECHT4, OTMCHAa W BO3Bpar )IeflCTBHH. 9Ty MaHeJIb MOXHO HACTPOUTbL: L[O6aBI/ITI) WK yJaJIUTb

KOMaHpl. [{7151 3TOrO 1MeNnKHUTe Ha KHOTKe HacTpoiika naHemu ObICTPOro A0CTYIA, PaclioOKeHHON
B [paBoii yactu naHenu (puc. 1.24).
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Puc. 1.24. MeHio HaCTpOWKH MaHe U OBICTPOTO JIOCTyNa

JlaHHOE MEHIO COOEpPKUT YacTO KCIOJb3yeMble KOMAaH/Ibl HAMPUMEp CO3JaHUsl, OTKPHITHUS,
COXpaHeHUs1 JOKyMEeHTa, IMpeaBapuTebHOrO MPOCMOTpa, BCTAaBKU TaOmuIpl. KoMaHpl, KOTOpbIe
HAXOMSTCA HA MaHeau OBICTPOro JOCTyMa, OTMEYeHbl hiakKoMm. YUToObl H0OABUTH KOMaHIy Ha
MaHeb, Clie/lyeT IMEeJKHYTh Ha Hell (puc. 1.25). YToOsl yOpaTh KOMaH/1y C MaHeIu, Hy’KHO elle pa3
HIEJKHYTh HA HEWl B MEHIO HACTPOUKHU.

Puc. 1.25. Ha manens OpicTporo gocrymna go0aBieHa KOMaHAa OTKPBITHS JJOKYMEHTa

JloGaBuTh Ha MaHeN b pyrre KOMaHIbl MOXHO OByMs criocoOamu. [lepBbiii 3akiioyaercsi B
crienytomeM. HyxHO BRIOpaTh B MEeHIO HACTPOWKHM NaHem (cM. puc. 1.24) myHKT [dpyrve KoMaHpl,
B OTKPBIBIIIEMCS] OKHE IIEJKHYTh HA KOMaH/Ie B JIEBOM CIHCKE M HaxkaTh KHOMKY JloOaBuUTh (puc.
1.26). Komanga Oyzet nepeHeceHa B MPaBblii CIIMICOK U B pe3yJIbTaTe MOSBUTCS Ha TTaHEIH ObICTPOTO
noctyna. YToOsl C TOMOIIIBIO JAHHOTO OKHA YIAIUTh KOMaH[y C TIAHEJH, HY’KHO BBIIEIUTh KOMaH/1y
B JIEBOM CITUCKE M HAKATh KHOIIKY YIaJIUTh.
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Puc. 1.26. OkHO HACTPOUKM MaHe ObICTPOro AOCTYMa

Jlnst ynoGcTBa BHIOOpa B 00NACTH ClieBa MOTYT OTOOpakaThCs HE BCE KOMaH/BI, JOCTYITHBIC
B Word, a guiubp Hekotopble M3 HUX. Ilo yMonuyaHuio MOKa3blBAIOTCA HauOosiee HCHOIb3yeMble
KoMaH/Ibl. Eciti packpbiTh criicok BriOpaTs KoMaH Ib! 13, MOKHO 0TOOpa3uTh KomaH is MeHio Office,
KOMaH/[Ibl, pa3MellIeHHbIE HA KaXI0W U3 BKJIAJOK, KOTOPbIE JOCTYITHBI Ha JIHTE, KOMaH[jbl, KOTOPBIX
HET Ha JIHTe, MaKpochl. KpoMe Toro, MoxHO BHIOpaTh 0TOOpakeHHe BCceX KOMaH 1, KOTOpbIe MMEIOTCST
B Word.

HactpouTsb nanesp ObICTPOro A0CTyNa MOXKHO Kak JUIsl BCeX JOKYMEHTOB, TaK U /151 TEKYILETO.
[To ymonuaHMIO MaHes b HAacTpauBaeTcs JUIsl BCeX JAOKYMEHTOB. UTOObl M3MEHEHHs] NPUMEHSLINCH
TOJIBKO K TEKYIIEMY JOKYMEHTY, BbiOepuTe B criricke HacTpoiika maHenu OpICTpOro JOCTyma MyHKT
Jlns1 Baiero JokymeHTa (B HeM 0ToOpa3uTcsi Ha3BaHue (haitna).

Bropoii crioco6 no6aBiieHNs KOMaHI COCTOMT B HCIIOJBb30BAHUMU JICHTHI — HOBOTO 3JIeMEHTa
Word 2007 (nogpoOHee o JieHTe urTaiite Huxke). UToObl JOOABUTh HA MaHEeIb KOMaHy JIEHTBI, HYKHO
IIEJIKHYTh Ha KOMaH/ie IIPaBoi KHOMKOM MBIIIH 1 B TIOSIBUBIIIEMCS] MEHIO BHIOpaTh KoMaHay J106aBUTh
Ha naHesb ObicTporo aoctymna (puc. 1.27).
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Hacrpoika naHenwn GeiCTpOro 4oCTyna...

|

PasmecTTE NaHens BLICTPOro A0CTYNa Nog NEHTOH

CEEpHYTE NeHTY

Puc. 1.27. [lo6aByieHre Ha MaHe b OBICTPOTO JIOCTYIa KOMaH/IbI JICHTBI

[No ymonmuaHuio maHesb OBICTPOro JOCTYIA pacronaraeTcsi Haj JISHTOH, HO MOXHO ee pa3mMe-
CTHTD U TIO]1 JICHTOM. [[J151 9TOro B MEHIO HAaCTPOWKY NaHesu (cM. puc. 1.24) BeimonHUTe KOMaH1y Pas-
MECTHTh TIOJ] JICHTOH. UTOOBI BEPHYTh PACIONIOKEHHUE MTAHENU B IIEPBOHAYAILHOE COCTOSIHUE, TTIEIK-
HUTE TIPaBOM KHOIKOM MBIIIH HA JIEHTE U BHIOEpHTE MyHKT Pa3smMecTuTh maHes b ObICTPOro J0CTyNa
HaJ JIEHTOM.

Kunonka Office

Menro kHomku Office — 3T0 Bce, YTO OCTaIO0Ch OT IJIABHOTO MEHIO IPEAbIAYIINX BEPCUIA ITPU-
noxenust Word (cm. puc. 1.16). Hekotopbie KoMaHAbl NiepekoveBav crofa u3 MeHwo daiin, 3Hako-
MOTO TOJIb30BATENAM MPEABIIYIIUX BEPCUI TPOrpaMMBbl, HEKOTOPbIE SBJISIOTCS HOBBIMHU.
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KoHen 03HakoMuUTEJIbHOT0 (pparmMeHra.

Texkcr npenocrasieH OO0 «JIutPec».

[IpounTaiiTe 3Ty KHUTY LIEJIMKOM, KYIMB IIOJHYIO JIEraJbHYIO Bepcuio Ha JlutPec.

BesomnacHo onnatuTh KHUTY MOKHO OaHKOBCKOM Kaprtoit Visa, MasterCard, Maestro, co cuera
MOOWIIBHOTO TenepoHa, C TUIaTeKHOro tepMuHana, B catone MTC wm Cesi3Hoii, yepes PayPal,
WebMoney, fAunekc.densru, QIWI Komesnek, 60HyCHbIME KapTaMu WX APYTUM YIOOHBIM Bam crio-
COOOM.
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