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O630p. HoBbIN B3rNsg Ha 3HaKOMble NMporpaMmmbl

L s e o

OTKpbIB nporpammy Bbinycka 2007 cuctemol
Microsoft Office, MOXHO yBUAETL, YTO MHOTUE
nporpaMmMHbI€ 3rIeMEHThLI UMEKT 3HaKOMbIV BUA.
Ho Takke cpa3y 3amevaeTcd HOBbIN BHELLUHUN BUA
BEPXHEN YaCTW OKHa.

MeHto 1 naHenn MHCTPYMEHTOB 3aMEHEHbI
NIEHTOW, coaeprKallen BKNnaaku, KOTopble MOXHO
OTKPbITb AN AOoCTyna K KoMaHaaMm.

OTa npeseHTaumsa 3HaKOMWUT C FIEHTOU N APYyrumu
cnocobamu, nNo3BonALWMMU NOSy4YnTb bonee
KayeCTBEHHbIE JOKYMEHTbI 3a MEHbLLEE BPEMS.
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Llenn y4ebHoro kypca

[TocMmoTpeTh, Kak nameHurncs eoinyck 2007 cnctemsl
Microsoft Office n noyemy.

cnonb3oBaTb NEHTY ANS BbIMNOSIHEHUSA OObLIYHbIX
NEencTBUMN.

[TocMOTpeTb BO3MOXXHOCTU HOBbIX popMaToB (pannos.
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HoBbin Office: co3oaH cneunanbHO A9 Bac
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C BBeOEHMEM NEHTLI KOMaHAbI U apyrmue Heobxoanmble NHCTPYMEHTDI
Tenepb CTarnun boriee 3aMeTHbI, a Takxke ynyyweH OO0CTyn K HAM.
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UTO pacnonoXxeHo Ha neHTe?
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o Bknagku pacnonoXeHbl BOOSIb BEPXHEW YacCTu NeHThl. Ha kaXxaon U3 HUX npeacraBrieHbl
NHCTPYMEHTbI OS5 PELLEHNA OCHOBHbLIX 3a4a4 B JaHHOW nporpaMmme.

@ Ipynnbi npefcTaensioT coboii Habopbl CBSI3aHHbLIX koMaHA. OHU OcTaloTCs Ha SKpaHe U
rOTOBbI K MCMOSb30BaHWUIO, MPEAOCTaBNAS BU3yaribHbI€ MNOACKA3KMN.

e KomaHgbl cobpaHbl B rpynnbl. KomaHaom MOXET ObITb KHOMKAa, CTPOKa MEHIO Unu none, B
KOTOpOe BBOAATCH JaHHbIE.
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UTO pacnonoXxeHo Ha neHTe?
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Hanpumep, B nporpamme Word 2007 ato Bknagka Bknagka «lmaBHas».

Ha Hel cobpaHbl KOMaHabl, KOTOPbIE NCMONb3YHTCA Hanbonee 4YacTo Npu
cO30aHMM AOKYMEHTOB: KOMaHAbl Ans dopmMaTMpoBaHus wpudTa (rpynna
«WpundT» ), napameTpbl ab3aua (rpynna «Ad3au» ) u cTunm TekcTa (rpynna

«Ctnnun» ).
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Kak opraHn3oBaHbl KOMaHAb!?

KomaHabl
Word Excel
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YacTo ncnonb3yembiM KOMaHaam 60rbLie He HY)XHO TECHUTBLCA B MEHIO Ui Ha
naHenn NHCTPYMEHTOB C MHOXXECTBOM ApPYrnX, HE OTHOCSALUUXCS K Aeny
KoMaHA,.

OTO Hanbonee ynoTpebutenbHbie KOMaHabl, U NOSTOMY TENEPb OHWU CAENaHbI
Hanbdonee 3aMeTHbIMM.
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OTobpaxeHne bonbLIEro Yncna KoMmaHg Tornbko nNpu HeobXoaMMOCTH

oo, [ Haunbonee yacto

Ceuinku Pacceinku PeyeHsuMpoBaHue Bua [ dopmart
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NeHTe.

Lpyrne komaHabl
NOSABNSAOTCS TOSbKO
Torga, Koraa OHU
HeobxoauMbl, B OTBET Ha
BbINOJIHEHHOE OENCTBUE.

Hanpumep, Bknagka «Pabdota ¢ pucyHkammn» nosasnderca B Word Ha neHre,
KOrga BCTaBMNAETCHA PUCYHOK, U UCYE3AET Mocrie BCTaBKM PUCYHKA. Taknum
obpasom neHTa pearMpyeTt Ha OeNCTBUE Nonb3oBaTens.

[ToaTOMY He cTOUT BECMNOKOUTBLCS, ECIIN 8CE KOMaHAbl MOCTOSHHO HE BUAHLI.
HauHuTe paboTty, n Heobxoaumble KOMaHAbl NOSABATCA Mo4 PYKOMW.

B HOry co BpemeHem BMecTe C

Bbinyckom 2007 cuctembl Microsoft Office



,D,OFIOJ'IHI/ITeJ'IbeIe NnapamMeTpbl, €CJIN OHN HYXHbI

o i L St

Fnaenas Berasxa Auzann AMMMALUSR Moxas canjoe PeyerzupoBammne Bua dopmar

=

a.

Beraguo | Cosmate XK K Yshe & AN A A~ |EER S| 5. 0o Ynopa

oo y s Al
‘_] o _J =3 Calibri Baronoer ~ 44~ | A ATIEY| =iz ||EE L .:g-guj‘. u })

i~ 7
Eydep obmena '~ Crange WpnodT % AB3aL

[ Craas~CCipppar. x]|

Woudr (natirswia): HauepTare:

! +33ronosox o

[[] gsoitroe savepriisaie : [] nansie nponicrsie
[[] naagrpossemit Casur: 0% | [ see npormose
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NHoraa B HUXKHEM NpaBoMm
Y1y rpynnbl NOSABNSETCSA
CTperika, Ha3blBaemas
KHOMKOM BbI30OBa
ANanoroBoro okKHa.

ITO O3Ha4vaerT, YTo And
rpynnbl 4OCTYMHbI
OOMOSTHUTENbHbIE
napameTpsbl.

Hanpumep, 4tobbl 4obpaTbCs 40 peako UCMoSb3yeMOro napamerpa wpudTa B

PowerPoint ® 2007:

@ Ha sknagke «MmaBHasA» wenkHuTe ctpenky B e rpynne «WpudTy.

@® OrTkpoetca ananorosoe okHO «LLpucbT» c nonHLEIM Habopom KoMaHA Ans

paboTbl CO WpUgTOM.
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[Mepen BbIbopoM adhdekTa BOCMNOSb3YUTECH PEXUMOM NpeaBapuUTeribHOro NPocMoTpa

3HaKkoMbl 1 Bbl C
LMKIIM4YeCcKon npouenypom
caenan-oTMmeHun-caenan?

Bbl coenanun nameHexue,
MNOSTYHUIIN HE TO, YTO XOTENM,
MOSTOMY BbINOSTHUN OTMEHY
N NpoorKaeTe aTOT npoLecce
00 Tex rnop, rnoka He
MNOSTyYUTE HY>KHBIN

pesynbTar.

AHnmaums. LLenkHute npaBor KHOMKOW MbILLN N BbIBEPUTE B KOHTEKCTHOM MEHIO NMYHKT BocnpouseeaeHue.

Tenepb MOXHO YBUAETb «>KUBOWY» NpeaBapuTenbHbIN NPOCMOTP BblIOpaHHOro
BapuaHTa nepepn TeM, Kak NPUHATb pelleHne. ATO NO3BOMSAET SKOHOMUTb
BPEMS U nony4artb fnyydlune pesynbraThbl.
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[Mepen BbIbopoM adhdekTa BOCMNOSb3YUTECH PEXUMOM NpeaBapuUTeribHOro NPocMoTpa
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Bbl caenanun namexHexune,
MNOJTY4UJIN HE TO, 4YTO
XoTernun, Nno3TomMy
ner wants and usually needs the highest quality sound®=1=1\L[OJ BRIz 01%! OTMeHy n
Longevity is a lesser factor, but still considered becat
npoaoJrKaeTe 3TOoT
ANcw Farmuly npoLecc 4o Tex rnop, noka

icians and very successful amateurs are often judged

e nstrument-making industry can be accepted when (NE[SHu(0]] yL| nTe Hy)KH bi
ally it takes time and tradition to compete in this ma
pes3ynbTar.

Bydbep obmeHa

Tenepb MOXHO YBUAETb «XXKMBOWY NpeaBapuUTeNnbHbIA MPOCMOTP BblIOpaHHOro
BapuaHTa nepepg T1em, Kak NMpPUHATb peLlleHne. ITO NO3BOSISET SKOHOMUTL BPEMS U
nony4yaTb Nyyllune pesysnbsrarThbl.
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[lomeLlleHne KomMmaHabl Ha CO6CTBeHHyI-O NnaHesib MHCTPYMEHTOB

YacTo nu npmuxogutca
NOSfIb30BaTbCA KOMaH4aMu,
OOCTYN K KOTOPbIM
OCYLLECTBNAETCH He TaK
ObICTPO, Kak XoTenockb obI?

X MOXHO nerko 4obasuTb
Ha NaHeslb ObLICTPOro
gocTtyna.

AHnmaums. LLenkHute npaBor KHOMKOW MbILLN N BbIBEPUTE B KOHTEKCTHOM MEHIO NMYHKT BocnpouseeaeHue.

PacnonoxeHHaa Hag neHTon npu nepeom 3anycke nporpammbl Microsoft Office
naHenb ObICTPOro AOCTyNa COAEPXUT KOMaHAbl TaM, rAe OHW BCerga BUAOHLI U
Haxo4AaTCA nog pyKowu.
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[lomeLlleHne KomMmaHabl Ha CO6CTBeHHyI-O NnaHesib MHCTPYMEHTOB
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Mpasonucanue MpumedaHna

Mpasonucadue

A0BaEWTb Ha NaHeNb BEICTPOro 4octyna %

HacTtpolika naHenu BLICTPOro 40CTyNa...

PazMecTUTE NaHeNk BEICTROro 40CTYNa Mo NEHTOMN

CEEpPHYTb NEHTY

YacTo nu npmnxogutca
NoSib30BaTbLCAH
KOMaHgamm, OOCTyn K
KOTOPbIM
OCYLLECTBNAETCH He
Tak BbICTPO, Kak
XoTesniocb 6b1?

X MOXHO Nnerko
nodaBnTb Ha NaHenb
ObiCcTpoOro gocryna.

PacnonoxeHHaqa Haa fIeHTon nNpu nepBom 3anycke nporpamMmmel Microsoft
Office naHenb BLICTPOro A4OCTYNa COAEPXUT KOMaHAbl TaM, rAe OHX BCeraa
BUAOHbI U HAXOOATCA NO4 PYKOMW.
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PaboTa npu pasnnyHbIX paspeLleHnsax aKkpaHa

Kunral - N

Bcraexa PasmeTka crpammus Dopmyns Aaunse Peuemsuposamnue Bug

A CrpanuuHERT paxum v Crpoxa dopmyn

Buicokoe || l 5
paspelueHue 1
Ofriuneit Pazmerxa
crpanmuy 3 Bo Becs 3kpan

L
Macwraté 100%
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PexuMes npocMoTPa KHNrN FOXa3aTL AN CKPUITD

s Kumural - Microsoft Excel

rnagHas Beraexa PazMeTra CTpaHnus

s | ¢) 3
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Macwraé 100%

O6mynmi| Pasmerra Mokasats
crparmus Y fan cxprirs

PeXxXuMEl NPOCMOTPS KHMMK

AaHHue PeyeH3npoBaHue Buna

Huakoe
paspelieHue

34 Hosoe okHo 3

=] YnopagoumTs Bce
Macwraéuposars
BLIAENEHHLIN GPArMeHT

Macwrad

& 3akpenuts oaacru ~ [

.

- Bce, yto ObINo nokasaHo
00 cux nNop, NPUMEHNMO,
eCrnn 3KpaH MMeeT
BbICOKOE paspeLleHmne u
OKHO NporpamMmmsl
pPa3BEPHYTO.

B npotnBHOM cny4yae
BCE MOXET BbIMAAeTb

No-apyromy.

Kak nmeHHO? BoT Tak:

e Huskoe paspelweHue. Ecnv yctaHoBNeHO HU3KOE paspeLleHne aKpaHa,
B HEKOTOPbLIX rpynnax Ha JieHTe oTobpaXkaeTcsa TONbKO UMS rpynnbl, a
KOMaHbl B rpynne He BuaHbl. YTobbl 0TOOpa3nTb KoMaHAbl B rpyrne,

LLUEJIKHUTE CTPEJIKY Ha KHOTKE Irpynrnbl.
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PaboTa npu pasnnyHbIX paspeLleHnsax aKkpaHa

- Bce, uTo ObINO NokasaHo
&Sl 10 cuX Nop, NPUMEHUMO,

Bcraexa PasmeTka crpammus Dopmyns Aaunse Peuemsuposamnue Bug
Buicokoe ‘ l j Al CrparnusEst pexum HHEAKA v Crpoxa ¢opmyn ."\. i eC.rl M SKpa H M MeeT
e T 13n V3 . v
P3P ELLIGHUE P et Pozsecra ;ﬂs"““'“ S AR A Macuma 100% BbICOKOE pa3peLueHne u
crpanuup = paH SHEN HEHI
PexuMes npocMoTPa KHNrN FOXa3aTL AN CKPUITD O KH O I-I po rpa M M bl
1 0 = Kuural - Microsoft Excel
pa3BEepHYTO.
IhagHas Bcraexa PazmeTra Ccrpanmys / AaHHue PeyeHINPOBaHNe Buna
Huakoe l - I = ) 3 B 34 Hosoe okHo 3
oy - 12 N L = =] Ynopsgounts Bce B
O6mynmi| Pasmerra Mokasare | Macwraé 100% Macwraénposars = n pOT M B H O M Cﬂ yL'I a e
crparnus Y Juam cxprirs BEAEAEHHLIN dparmenT & 3akpenuts oBnacTi ~
PexMMBl NPOCMOTRA KHMIW Macwraé Bce MO)KeT Bbl rnﬂﬂeTb
No-gpyromy.

Kak nmeHHO? BoT Tak:

e OKHO nporpamMmMmbl HEe pa3BEepPHYTO. AJ14 HEKOTOPbLIX rpynri OTO6pa>KaI-OTCFI
TOJIBKO NUM€EHa rpyrin.

 lMnaHweTHble MK. Ha 3Tnx KomneroTEPax C HEOOSBLLLUNM 3KPAHOM JIEHTA
No4CTpanBaETCA U COOEPKUT MEeHbLUKME MO pasMepy Bepcun BKNagoK v rpymnmn.
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YECKOIo 3aHATUA

- B i & Saiaes -2l
[lobaBneHne MapKMpoBaHHOIO cnmucka B JokymeHT Word.

YnpaxHeHunsa ana npaktu
[TpumeHeHne cTunen 3arofioBkoB B gokymeHTte Word.
BcTtaBka pucyHka B gokymeHT Word.

dopmaTupoBaHue Tekcta B 4okymeHTe Word ¢ NnoMOLLb0 MUHU-MAHEN
NHCTPYMEHTOB.

[ob6aBrneHne KHoMkM Ha naHenbs BbicTporo goctyna B Excel® u
nocneaytoulee yganeHue KHOMKM.

[lononHuTenbHble NapamMeTpbl B Excel.

NHTepakTnBHoe npaktunyeckoe 3agaHue (Tpedyrotca Word 2007 n Excel
2007 — yacTb Bbinycka 2007 cuctembl Microsoft Office)
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TecTt 1, BONpoc 1

,!-va—v?-“.
Oe Ha neHTe oToOpaxarTcs KoMmaHabl «BcTaBUTLY,

«Bbipe3atb» n «KKonupoBatb»? (Bbibepute oaAUH BapuaHT
oTBeTa.)

1. Ha nocnegHen BKNagke.
2. Ha nepsou BKnagke.

3. Ha naHenun beicTporo gocryna.

B Hory co BpemeHeM BMecTe C
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TecTt 1, BOnpoc 1, OTBET:

P e

Ha nepBoun Bknagke.

OTN KOMaHObl UCMOSb3YOTCHA YaCTO, MO3TOMY JIOTUMYHO, YTO OHU
oTobpaxalTcsl Ha NepBon BKNagke neHTbl. KOHEYHO, Npu KXenaHum nx
MOXXHO 000aBUTb HaA NaHesb BbICTPOro gocTyna.

B Hory co BpemeHeM BMecTe C
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TecT 1, BONpOC 2

,!-va—v?-“.
Mpu nepexoae ¢ KOMNbIOTEPa C BbICOKMM pa3peLlleHnemM 3KpaHa K

KOMMbITEPY C HU3KMM pa3pelleHnemM He BUAHbI KOMaHAbl B rpynne.
YTto Hapo caenatb? (BbiOepute oguH BapuaHT OoTBeTa.)

1. LWenkHute Bknaaky Bua.
2. LlenkHnTe naHenb MHCTPYyMeHTOB Bupa.

3. LWenkHuTe cTpenky Ha KHOMKe rpynnbl.
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TecT 1, BONpoOC 2, OTBET:

B i & Saiaes -2l

LLlenkH1Te CTpEernkKy Ha KHOMKE rpynnbl.

Ecnu komaHabl He BUOHbI U3-3a pa3peLleHns aKpaHa Unu us-3a Toro,
YTO OKHO He ObINo pa3BepPHYTO, KOMaHAbI B rpynne MoXXHO 0TOOpasnTb,
LLIENKHYB CTPENKY Ha KHoMKe rpynnbi.
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OTBeTbl HA BaXXHbl




OTBETbl HA BaXXHble BOMNPOCHI

R

Tenepb MOXHO

OCTaBUTb NEHTY B
KHonka Microsoft Office MOKOE N NOCMOTPETb

Ha Apyrme HoBLleCTBa.

HoBbie coyeTaHusa KnasuLl

L
docx
Xlsx

'g"ccdb HoBbie pannoBbie hopMaTh!

. : !
AnemeHT ynpasneHusa KHonka Microsoft Office ABNAETCH HOBbIM 3/1IEMEHTOM, a

Takke B nporpammax Word, Excel, PowerPoint u Access 2007 ncnosnb3yoTcd HOBLIE
COYeTaHMA KasuLl N HOBble popMaThkl pansios.

B aTOM ypoke 06bsicHAeTCHA paboTa ¢ HEKOTOPbIMU HOBLIMI BO3MOXXHOCTSAMMU.
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YTto npounsowuno ¢ meHto Pann?

Knonka Microsoft
- - Office
— TR Sl  OTOOparkaeTcs B
B CTT—r— & CRICT N1l BepXHEM NIEBOM YIny
G"J PR TS R Y S“J = i:; OKHa B HEKOTOPbIX
nporpammax Microsoft
Office, Takux kak Word

n Excel.

Bydep obmeny Wprdr Bydep obm.., Wpndr % BupasHnean:

Ho 3Ta KHoMKa coaepXXuTt borbLue kKoMmaHa, YeM ObIfo B MEHIO «Danny.
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YTto npounsowuno ¢ meHto Pann?

KHornka Microsoft Office
— Vi E"fe' TakKe npegocTasnsaeT
Tnaman | Al R OB e el [JOCTYT B NporpaMmMax K
) # i coomenn-u - (& B =R _J HacTpoVikam, KOTOopble
B At I e RS SE T 2l Y1PABNAI0T TakKnMm
Bydep obmens = WpkdT _smep ocn;.l ) mo;j‘?’ k] Bripasnmeani perynmpoBKaMM, KaK
: - 8 napameTpbl NPOBEPKM

npaBonucaHus.

;l:l

B npeabiaywmnx Bepcusix nporpamm Office napameTpbl MOXXHO ObIfo
ycTaHaBnvBaTb B AnanoroBom okHe «lMapamMeTpbi» , KOTOPOe OTKPbIBanoch
C NOMOLLIbIO KOMaHdbl MeHto «CepBuUcC».

Tenepb AOCTYM KO MHOIMMM M3 3TUX NAapaMeTPOB OTKPbIBAETCS MO LUENYKY
KHonku Microsoft Office.
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Kak Ha4yaTb co3gaHne HOBOro JOKYMeHTa?

[1pn co3gaHum HOBOro

Coapanue npeseHTaumH

R [OKYMEHTAa, KHUIY,
G npeseHTaLuy 1nm
oo | | 6asbl aHHbLIX MOXKHO
Pt , MCrIONL30BATE

| ez | GornbLioe

Microsoft Office Online

Mocneaxue MCNoNb30BaBWMecs WabnoHbl

foToBme

noJiHouBeTHoOE OKHO,
| Kanemaapu HOMoral'OLU,ee Hal‘l aTb
| TemaTuueckue cranasl ‘ pa 60Ty.

‘ JeKkopartuenele caait...

CBUAETEABCTEE O
HarpaxgaeHuu

MoXHO Ha4aTb paboTy NPMBbLIYHLIM 0O6Pa30M C NYCTOro UMK
cyLLecTByloLero gavna.

nu, 4ToObl HaYaTb co3gaBaTb AOKYMEHTLI, B3IMIAHUTE CHavana Harneeo.
[Mon yanom Microsoft Office Online wenkHnuTe «OTNMYUTENbHbIE» U
OCYLLEeCTBUTE BbIOOP N3 KaTarora CChIfloK Ha WabsioHbl 1 y4eBHbIE KYpChl,
pa3smMelleHHble B IHTepHeTE.

B HOry co BpemeHem BMecTe C
Bbinyckom 2007 cuctembl Microsoft Office



UTO npounsoLwsno ¢ npeXxHUMMmM coMeETaHUAMM KaBuLL'?

npeanovnTaeTte
paboTtaTb C NOMOLLLIO
KnaesuaTtypbl, a He

ﬁ Bﬁxa , :;Pa SMEeTKa crﬁluum@% . FnasHas Bcraska Mb||_|_||/|, CJ'Ie,EI,yeT 3HaTb’

’v ;})Cnpasouﬂwm: kome. R TSN 3 SLEICE 4TO BMECTE C NeHTON

2 Tesaypyc :
Mpasonucadne “35 fiépenon :abe x_x—Aav:'aP) ¥ A o] Bcravsmb } q B ynOTpe6neH|/|e
MpasonucaHune 3 .5 @L!’f}%‘l @J @ @ Bydep o6meHa
i o1l ~ BBeJEHbl HOBbIE

co4veTaHUNA KilaBULL.
AHanu3 peIHKA ¢ | AHasnu3 peIHKA

OTO U3MeHeHne obecrnevnBaeT ABa 00nbLUMX NPENMYLLECTBA OTHOCUTESIBEHO
npenblaywmnx sepcum nporpamm Office:

* |D,J'IFI BCEX KHOINOK Ha JNeHTe MMEeTCA COHETaHNA KilaBULL.

. ﬂ,J'IFl BBOAA KOMaHA4 4acCToO Tpe6yeTC;| Ha>XaTune MeHbLUEro KosfindectBa KiiaBULL.
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UTO npounsoLwsno ¢ npeXxHUMMmM coMeETaHUAMM KaBuLL'?

OBbl€ COY4ETAHNA KIlaBULL
Ha3bIBAOTCA TAKXe MNo-
HOBOMY. BCNJibiBaroLline
NOACKa3KMN.

Pasmer HULEI Cerink §"'
e B o ool Ha pncyHke nokasaH
e ORIl L | B i NpYMep UCMosNb30BaHMS
ke x. X Aa-|[2- A -l 3 Bcrasute
MpasonncaHue ‘: @LM@ Em) @ v Bypep o6mena ™ || ﬂ.ﬂﬂ yﬂ,aﬂeHI/IFI CTUNSA

1
T
3aronoBka B Word.

MpasonucaHune

AHanu3 pEIHKA ¢ | AHanu3 peIHKA

@ HaxwvuTe knaeuwy ALT, 4TOObI NOSIBUNUCH BCNIbIBaOLLE MNOACKA3KN.
@® Haxmute knaenwy «H», 4TOObLI BbIOPaTL BKNaAKy «ImaBHas».

Haxxmute knaesuwy «E», 4yTobbl BbIOpaTh KHOMKY «YAanuTb
¢dopmaTnpoBaHue» B rpynne «WpudT» ana yganeHna ctuns 3arosioBka.
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Y10 npom3oLuso ¢ npexxHMMmM coMeTaHnsAMM Knasumil'?

Pa6oTa co ctapbiMy cOYeTaHUSAMU KNaBULL

Ctapeble codeTaHus knasuwl, HaumHawwmecs ¢ CTRL, no-npexHemy
paboTaloT, X MOXXHO MCMOSIb30BaTh, Kak U paHbLUe.

Hanpumep, ¢ nomouwibto codeTanus knasuw CTRL+C no-npexHemy
MOXHO KONMMpoBaTb AaHHbIE B bydep obmeHa, a ¢ nomowbio CTRL+V
— BCTaBMNATb X U3 bydoepa obmeHa.

B Hory co BpemeHeM BMecTe C
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UTo oenartb, ecnn He yaaeTca HauTu KomaHay?

B e iaain e

Ecnn He yoaeTtcs

HaNTU HYXHYIO
[ABTOp: 3aeck BcTtasngetca SWF-cbann; npexne koman 0y, MOXHO

yem BctaButb SWF-chann, yoganute ator BOCHOSb30BATLCS
3anosfiHuTensb.] CMpaBKoON.

AHnmaums. LLenkHute npaBor KHOMKOW MbILLN N BbIBEPUTE B KOHTEKCTHOM MEHIO NMYHKT BocnpouseeaeHue.

B npunoxenuax Word 2007, Excel 2007 n PowerPoint 2007 nmeetcs
BU3yanbHOe, UHTEPAKTMBHOE CnpaBoOYHOE PYKOBOACTBO, MO3BOMSAKOLLEE
ObICTPO OTbICKMBATb HYXHbIE€ ANIEMEHTHI.

B Hory co BpemeHeM BMecTe C
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UTo oenartb, ecnn He yaaeTca HauTu KomaHay?

r:ﬂ Microsoft® - | EC”M HEe yﬂaeTCﬂ
Offlce Onllne HaTW HYXHYIO

B TY K By 1p ,_-:i;:_ CTpoKa MeHIo, MeHIo «T. aSnMua»; Memc; “<<3\:'ras|<a» KoMaHRa «T aﬁnuua»u KOMaH ﬂy’ MO>XHO
Microsoft Word 2003 BOCMNOJ1b30BAaTbCH
Microsoft Word Cn paBKO|7| ]

Cepeuc | Tabnvua | OkHo  Cnpaeka

. W 6 ;
i 1 D [ v Times New Roman Y. Yr1obbl HAHTH 3TY KoMaHAy & Word 2007

: Ha exknaake «BcTaBka® B MEHHD
‘ Y A3MTE v | W cronbunic na «Tabnuua» ecibepure «Tabnuuas,
BblaennTe #8 Cronfuel cpasa
il O0BeAWHUTE AYERKH 2l Crpokn BbILe

— DashidTe aLiciacid

B npunoxernuax Word 2007, Excel 2007 n PowerPoint 2007 nmeetcs
BU3yanbHOE, MHTEPAKTMBHOE CNpaBO4YHOE PYKOBOACTBO, NO3BOSIANOLLIEE
ObICTPO OTbICKMBATb HY>XHbIE 3fIEMEHTHI.

B HOry co BpemeHem BMecTe C
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BEOEHNA O HOBbIX

YMeHbLUeHNE

thannoe

y 4
¥ H Konu4yecTea nospexaeHune
|

| e—
n} -
YnyJlweHHas :
cucrema L

DesonacHoCcTH

MeHbLumi ‘ “
pasmep daitna | =={

doopmaTax dannos

B Word 2007, Excel
2007 n PowerPoint
2007 ncnonb3yoTcH
HOBble doopmarThbl
doannos.

[1nsa 3TOro nsSMeHeHus cywectByeT MHOXXECTBO BECKUX NMPUYNH.

* [loBbicunacbk 6e3onacHOCTb OannoB, U YMEHbLUUIICS PUCK
noBpexaeHusa dansos.

* YMEHbLUEHHbIN pasmep pannos.

» HoBble BO3MOXHOCTW.

B Hory co BpemeHeM BMecTe C
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CBefeHunst 0 HoBbIX dpopmaTtax doannos

Ewe HemHoOro ceegeHmn o Hoeom chopmarte B Word, Excel n
PowerPoint:

 [1Nns OOKYMEHTOB, KHUI 1 Npe3eHTaunn doopmat dpanna rno
YMOSTYaHUIO TENEPb COOAEPKUT DYKBY «X» B KOHLE, YTO O3HA4YaeT
npuHagnexHocTb K opmaty XML. Hanpumep, B Word no

YMOSTYaHUIO OOKYMEHT TEMNEPb COXPAHAETCS C pacLUMPEHNEM
DOCX, a He DOC.

« Ecnu pann coxpaHsaeTcsa B Buae wabnoHa, NpoucxoauT To XKe
camMoe: K MpexHemy paclmpeHuto danna gobasnsercs bykBa «X»
(Hanpumep, DOTX onga gokymeHtoB Word).

* Ecnn dpann cooepXnt Kog nnn Makpochl, Ero crie4yetT CoXpaHsTb,
NCMosib3ya HOBbIM doopMaT C NnogaepXkou Makpocos. ngd
nokymeHTta Word ato 6yget DOCM; ansa wabnoHa Word — DOTM.

B Hory co BpemeHeM BMecTe C
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PaboTta ¢ dparnnamu U3 npeabiayLmx BEPCUN nporpamm

|

nepBbiM B CBOEM
KOSinekTnee, ycTaHOBUBLLUM
Bbinyck 2007 cuctembl
Microsoft Office.

Nnun, MoxeT BbITb, YTO BbI
paboTaeTte ¢ otaenamu,
KOTOpble AOSKHbI
NCNoNb3oBaTb JOKYMEHTbI
Office, coxpaHeHHbIE B
npexHem goopmare.

He BecnokonTech, CyLLeCcTBYET BO3MOXHOCTb OOMEHa JOKYMEHTaMU
mexay Bbinyckom 2007 cuctembl Microsoft Office n npexxHnmu Bepcnsmu
nporpamMmm.

B HOry co BpemeHem BMecTe C
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PaboTta ¢ dpannamu U3 npeablayumx Bepcun nporpamm

.“E","-"’! ” :“

BoT kak 310 caenarth.

* MOXXHO OTKpbITb dpansi, co3gaHHbIn B nNpexHux Bepcnax Office, HaunHas ¢
Office 95 n po Office 2003. NpocTo oTkponTe hann, Kak 0BbLIYHO.

— [locne paboTbl ¢ hannom B nporpamme Bepcum 2007, BO3MOXKHO,
noTpebyetcsa coxpaHuTb dann. [lo ymonyaHutio B ANanoroBoM OKHe
CoxpaHeHune ooKymeHTa (pauns, co3gaHHbIN B NpeablayLlen Bepcum,
COXpPaHSIETCS B TOU XXe BepcuUn.

— B npouecce coxpaHeHusi BbINOMHAETCA NpoBepka COBMECTUMOCTU U
nonb3oBaTternb YyBEAOMIISIETCA O TOM, YTO OnpeaeneHHbIe HOBLIE
BO3MOXXHOCTM, 0BaBMEHHbIE B AOKYMEHT, OyayT OTKMNKOYEHbI Un
npeobpasoBaHbl Kak MOXHO TOYHEE.

B Hory co BpemeHeM BMecTe C
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PaboTta ¢ dpannamu U3 npeablayumx Bepcun nporpamm

.“E","-"’! ” :“

BoT kak 310 caenarth.

» Bawwu konneru, y kotopbix yctaHoBreHbl Bepcuu Word, Excel unu PowerPoint ot
2000 go 2003 (c nocnegHUMKU UcrnpaBneEHNAMN U NakeTaMmm OOHOBIIEHUI), MOTYT
OTKpbIBaTb dpannsbl Bepcun 2007 .

— Korga oHu nonbiTaloTcA OTKPbITh Balll JJOKYMEHT, MOABUTCA NpurnalleHne
3arpy3unTb nporpammMy npeobpasoBaHns, C MOMOLLIbIO KOTOPOW MOXHO byneT
OTKPbITb 3TOT JOKYMEHT.

B Hory co BpemeHeM BMecTe C
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CBegeHnsa o HoBoM dpopmaTe dpamnoB B ACCESS

- HoBbIM dhopmat gpansnos

i i E— B Access 2007 (ACCDB)
| : nogaepXmuBaeT HOBbIe

S PSSl  BO3MOXKHOCTY

zxmm bydep o6uenam'- nporpaMMHorO

Tabaunusl

’37 5 ) R Lo,

AnA BRIB0AA NOAPODHLIX CEEASHMM HAXMMTE KHONKY “Cnpaska”,

Hanpumep, nporpamma Access noaaepXmBaeTt TUM AaHHbIX «BrioxeHney,
KOTOPbIV NO3BOSIAET COXPaHATb B 6a3e AaHHbIX AOKYMEHTHI 1 dannbl B BUAE
CXKaTblX BOXEHUW, U MHOTO3Ha4YHbIE NOMA.

B HOry co BpemeHem BMecTe C
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CBeneHns o HoBom popmate doamnoB B Access

A TP

CoBMeCcTUMOCTb BEpcuu

* [1Tpn co3gaHnmn HoBon 6a3bl AaHHbIX B Access 2007 oHa aBTOMaTUYECKN
ncnonb3yeT HOoBbIN dhopmaT dpanna ¢ pacumpeHmnem ACCDB.

— B bonee paHHux Bepcusix Access ucnonbaytotca MDB-dannbl. Ecnu
MDB-dannbl 6b1nn paHee coxpaHeHbl B Access 2003, Access 2002
nnn Access 2000, nx moxxHo oTKpbITb B Access 2007 n paboTtaTb C
HUMMW.

— OpHako HoBble Bo3MOXHoCTN Access 2007 He gocTtynHbl ansg MDB-
dannoB. Ecnu HeobxoanMo Ncnonb3oBaTh HOBbIE BO3SMOXHOCTN,
BOCMOSb3ynUTECH KOMaHaoM CoxpaHUTb Kak, YTobbl Npeobpas3oBaTtb
6a3y gaHHbIX B doopmaT ACCDB.

B Hory co BpemeHeM BMecTe C
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CBeneHns o HoBom popmate doamnoB B Access

A TP

CoBMeCcTUMOCTb BEpcuu

« Korga Access 2007 ncnonb3yetcs Angd oTKpbITUA 6a3bl AaHHbIX, COXPaHEHHOW B
Access 95 nnun Access 97, B Access 2007 BbiBOOAUTCA 3anpoc Ha obHOBNeHNe
6a3bl gaHHbIX Ao popmata ACCDB.

— Ecnu He nnaHupyeTca ncnonb3oBaTtb 6a3y AaHHbIX B bonee paHHUX
Bepcusx Access (U ecnu He UCMosb3yeTcd pensiMkauns nnm sawmuTa
Ha ypOBHe nosib3oBartesien), 3Ty 6asy AaHHbIX criegyetT 0OHOBUTD.

— BaxHo! basy gaHHbix popmaTta ACCDB MOXXHO OTKPbITb TONLKO B
Access 2007.

B Hory co BpemeHeM BMecTe C
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yl'lpB)KHGHI/IFI AJ1A NPaKTNHEeCKOIro 3aHATUA

B e s e o SN

Co3gaHue HoBoro gokymeHta B \Word.

YnarneHue U3 JoKyMeHTa NUYHbIX CBEAEHUN U KOMMEHTapPUEB.
CoxpaHeHune ainna Word B pasHbIX BEPCUSAX.
[TlpoBepka napameTpoB B Excel.

cnonb3oBaHue codeTtaHui Knasuwl B Excel.

NHTepakTuBHOEe npakTnyeckoe 3agaHue (Tpebytotca Word 2007 n Excel
2007 — yacTb Bbinycka 2007 cuctembl Microsoft Office)

B Hory co BpemeHeM BMecTe C
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TecT 2, BONpoc 1

,!-va—v?-“.
ae HaxoauTcA nepBasi KHOMKa, HaXkaB KOTOPYIO, MOXXHO AobpaTbca

A0 KOMaHA, OTKPbITUA U 3aKpbITUA hannos? (Bbibepute oanH
BapuaHT oTBeTa.)

1. Ha nepsow BKnagke.
2. B neBom BepxHeEM yrny.

3. B HWKHen 4yacTu NeHTHI.

B Hory co BpemeHeM BMecTe C
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TecT 2, BONpoc 1, OTBET:

P e

B neBomM BepxHEM YIy.

. ) 0,
370 KHonka Microsoft Office &

B Hory co BpemeHeM BMecTe C
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TecT 2, BONpOC 2

,!-va—v?-“.
Kakasa knaBuwia HaXXKMmaeTcsi Ha KnaBuaTtype nepBow, Kkoraa

TpedyeTcAa C NOMOLLbLIO COYeTaHUA KNaBuLl BbIOpaTb BKaaKy
Ha neHte? (BbiOepuTe oAUH BapuaHT OoTBeTa.)

1. ALT.
2. SHIFT.
3. CTRL.

B Hory co BpemeHeM BMecTe C
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TecT 2, BONpoOC 2, OTBET:

P e

ALT.

[1pn HaXXaTnn 3TOU KNaBULLM BbIBOAATCS NMOACKA3KM, KaXKaasl U3 KOTOPbIX
NoKasblBaET KfiaBuLLYy, KOTOPYH HaQo HaXaTb ON19 Bbl30Ba
COOTBETCTBYIOLLEN BKaOKN.

B Hory co BpemeHeM BMecTe C
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TecT 2, BOnpoc 3

S—
Bawwu konnern, y KOoTopbiX He ycTaHOBIEH Bbinyck 2007 cuctembl
Microsoft Office, moryT oTKpbIiBaTb Bawu dannbsl Word, Excel u
PowerPoint 2007. (BbibepuTte oguH BapuaHT OTBeTa.)

1. WcTtuha.

2. Jloxb.

B Hory co BpemeHeM BMecTe C
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TecT 2, BONpocC 3, OTBET:

P e

cTunHa.

B Bbinycke 2007 cuctemebl Microsoft Office nmeeTtca MHOro cpeacTs,
nomMorarLmnx ooMeHmnBaTbCs AOKYMEHTaMM C NONb3oBaTENAMU, KOTOPbIE
paboTatoT B 6bonee paHHux Bepcuax nporpamm Office.

B Hory co BpemeHeM BMecTe C
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KpaTtkmn cnpaBOYHUK

.“E","-"’! ” :“

Pe3tome npakTndeckux 3agaHum aToro y4ebHoro Kypca cMm. B
KPaTKOM CrNpaBOYHUKE.

B Hory co BpemeHeM BMecTe C
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[TogpobHble cBeaeHus ot
LLabrnoHe cM. B 0bnacTty 3aMeTokK

BHM3Y CTPaHMLbI UK HA CTpaHuLe
3aMeToK (Bknaaka Bua).




