


Oner MenuHoOB

Office 2007. MyabTuMe JUIHBLIA KYPC

«ITarep»
2009



Meaunos O.

Office 2007. Mynprumenniiabi Kypc / O. MenunoB — «IIutep»,
2009

OTa KHUra MOMOKET BaM pa3o0paThcsl B padoTe MmporpaMm 13 nakera Microsoft
Office 2007. BonbImoit 00beM yueOHOro MaTeprasa Mmo3BoJisieT YTBEPkKAaTh, YTO
Kypc Oy/ieT MHTepeceH U HOBUYKAM, U OTIBITHBIM TOJIb30BaTeISIM.

© Menunos O., 2009
© Iurep, 2009



O. MenuHos. «Office 2007. MynbTUMeUIAHBIA KypC»

Coaep:xanue

Baenenne
Ot u3narenbcTBa
PyKOBOZICTBO 1O MCTIONB30BAHUIO IUCKA
YcraHoBka mporpaMmsl
Pabota ¢ mporpammoii
I'nasa 1
Otmuue Microsoft Office 2007 ot npeablayIMx Bepcuii
YcranoBka nporpamm nakera Microsoft Office 2007
I'naBa 2
Hasznauenne Word u ero BO3MOXXHOCTH
UYem xe ormmuaercss Word 2007 ot mpeaplIynmx Bepcuii?
WNutepdeiic v uHCTpyMeHTapuii
[Manens GpicTporo gocTymna
CocraB KOHTEKCTHOTO MEHIO
Konerr o3HakOMUTEIBHOTO (hparMeHTa.



O. MenuHos. «Office 2007. MynbTUMeUIAHBIA KypC»

Anekcell AHaToJabeBHY I'naakni
Office 2007. MyJabTUMe JMUHBIN KYPC

BBenenne

Io cBoelt nomynsapHOCTH NMakeT 0(pUCHBIX NputokeHu Microsoft Office MoxeT cpaBHUTBCH,
NOXaJTyi, TMIIb C onepalimoHHoN cuctemoit Windows. Ero akTHBHO MCTIONB3YIOT IIKOJIBHUKY U CTY-
IEHTHI, OyXranTepsl U Ton-MeHemkepbl, U T-crnenuanicTsl 1 mucatey, pyKOBOIUTENN U OUCHbIE
corpynHUKH. CerogHs MoYTH HEBO3MOXKHO MPEICTABUThH cede KOMITBIOTEpP, Ha KOTOPOM HE YCTaHOB-
JieHa XoTs1 Obl mapa nporpamm nakera Office.

Takasgs NOMyJAsAPHOCTb OOYCJIOBJIEHA MHOKECTBOM (hpaKTOpPOB, CpeAM KOTOPBIX MPOCTOTa U
HaJeKHOCTh B MCMOJIb30BAHUH, IIMPOKAsi (DYHKLIIMOHAJIBHOCTb, YAOOHBIH MOJIb30BaTEIbCKUI UHTEP-
(eiic n yHMBEpCaIbHOCTb. Jlake MaJIOONBITHBIN MOIb30BATENIb MOKET MPAKTUYECKHU CPa3y YCIEIIHO
pabotath ¢ moosiM npuiioxenueM Office.

B 3T0i1 KHMIre Mbl MO3HAKOMHUMCSI C HEKOTOPBIMM MPOrpaMMaMy CaMOM IMOC/e/IHel BEpCUU
nakera Microsoft Office 2007. M3znoxeHne mMarepraa MNOCTPOEHO MO MPUHLIMITY «OT MPOCTOro —
K CJIOKHOMY», 4TO TIO3BOJIUT Jakeé HOBUYKY ITOC/IEOBATEIbHO 1 0e3 0COOBIX MPOOJIeM B KOPOTKHE
CPOKM OCBOUTb IIPUEMBI M METO/IbI PAOOTHI C MHTEPECYIOIMMHU €ro MPOorpaMMaMH.

Bce kitioueBble 1 HanOosee CyIIeCTBEHHbIE MOMEHTBI PaOOTHI C IPUIIOKEHUSIMH TTPEACTABIICHbI
Ha KOMITAaKT-AUCKe B (popMe yBIIeKaTebHbIX U MOHATHBIX BUICONEKIIHA.
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OT n3aarejiLCTBa

Bamm 3amevanusi, peyioKeHsI ¥ BOMIPOCH! OTIIPABJISIATE IO a/Ipecy MEKTPOHHOM MOUTHI
dgurski @minsk.piter.com (u3narensctBo «[Iutep», KOMIbIOTEpHAS pefaKLvs).

Mb1 Oyziem pajibl y3HaTh Baille MHEHue !

Ha caiite w3marennsctBa http://www.piter.com Bbl Haiigere mogpoOHYI HHMOPMAIMIO O
HalIMX KHUTaX.



mailto:dgurski@minsk.piter.com
http://www.piter.com/
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PYKOBOIICTBO IO UCITOJIB30BaAHNIO JTUCKaA

Hpexcne YEM YCTAaHOBUTDH npnnaraeMHﬁ K KHUT'€ IUCK, BHUMATEJIBHO HpO‘II/ITafITe JaHHOEC PYKO-
BOICTBO. DTO NOMOXET U30eXkKaTh BO3MOXKHBIX OIIMOOK B pa60Te 1 B KOHEYHOM HTOI€ COKOHOMUT
BalI€ Aparou€HHOE BpEMA.

YcranoBka nporpaMmsl

UroObl ycTaHOBUTH MyJIbTUMequitHbIN Kype «Office 2007», BcTaBbTe MpuilaraeéMblili TUCK B
MIPUBOJ BAaIllero MEePCOHATIBHOTO KOMIBIOTEPa. 3aTeM OTKPOWTE JIIOOBIM U3BECTHBIM BaM CIIOCOOOM
COZIEpP)KMMOE KOMIAKT-IUCKa, HalinuTe 1 3amyctute ¢ailn teachrun.exe. [TosIBUTCS OKHO yCTaHOBKU
(puc. 01).

Haxwmure kHonky YcranoBka. [locie 3aBepiiieHus1 yCTaHOBKYM IporpaMMa MOMHTepecyeTcs,
XOTHUTE JI BBl 3aIlyCTUTh MYJIBTUMEIUIHBIN Kypc ceityac (cnenyer HaxaTth KHONKYy OK) wim nozxe
(cnenyer BoIOpaTh BapuanT OTMeHA).

M TeachPro Office 2007 EoE

"MynsTumenma Texnonoruum v fJucrasuymonHoe Obyyenne”

Ycranoeka nporpammsl TeachPro™
/7272

A
Detance Learning

ABTOMATHSECKHN 3ANYCK YCTAHOBREHHDW NEOTPANMLME] B SANsHSHWLSK

YeTaHoeka ! MHpopmauma Brixog

Puc. 01. [lnanoroBoe 0KHO NMpH Havyajie yCTAaHOBKH MTPOTrPAMMBbI

Paoora ¢ nporpammoii

MyabTUMEAUIAHBINA KypC 3aIlyCKaeTCsl aBTOMAaTUYECKH, KOIJa Bbl [IOMEIIAETe AUCK B MPUBOL.
OpnHako Bcerzia MOXKHO 3aIlyCTUTh BUICOJIEKIIMU Yepe3 ITIaBHOE MEHIO.

L1 crapTa nporpaMMsl yepe3 [NIABHOE MEHIO HYKHO BBIIIOJIHUTD CJIELYIOIIYIO IT0C/Ie/I0Ba-
TEJIBHOCTD JEUCTBUM.

1. Haxmure kHonky Ilyck (B 1€BOM HMKHEM YyIUy 9KpaHa).

2. B nosBuBLIEMCS MEHIO HABEJUTE yKa3aTesb Ha IMyHKT IIporpamMmsi.

3. [epeiinute k nynkry TeachPro.

4. llenxknure kHonkoi Meiy Ha myHkTe TeachPro Office 2007.

OTkpoertcs riaBHOe padodyee OKHO MYJIbTUMEUIHOTO Kypca (puc. 02).
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Puc. 02. PaGouee okHO My/bTHMeaMitHOTO Kypea I 6Excel 20071

JI71s1 Havana co3ganTe CBOIO YUY€ THYEO 3allUCh, YTOOBI CIIEIUTH 32 IpolieccoM o0yueHus (00be-
MOM ITPOMJEHHOro MaTepuaa, BpeMeHeM, 3aTpauyeHHbIM Ha PadOTy ¢ KakIbIM paszesiom). [List atoro
Ha)XKMUTe KHOMKY Perucrpanus v BBeIUTe B MOSBUBIIEHCS TSI HAOOPA CTPOKE CBOE UMSI MJTH (haMU-
JIVIIO C KJTaBUATYPHI.

VY1006cTBO MOAOOHOH (DYHKITUH 3aKJII0YAETCS B TOM, UTO IaHHBIM AIUCKOM Ha OJIHOM NIEPCOHATb-
HOM KOMIIBIOTEPE MOKET MOJTb30BATHCS HECKOJIBKO UENIOBEK, M KaXKIbIii Oy/IeT UMETh CBOIO YUETHYIO
3aMKCh U CBOIO HCTOPHIO padOTHI C IPOr PAMMOM.

VueTHy10 3an1ch MOXHO yIAJIUTh, HAKAB KHOTKY Y/IaJHTh.

UrtoObl BBITH U3 MTPOrpaMMBbl, HEOOXOIMMO HakaTh KHONKY BbIxo.

st nepexoa K BHAeOJeKIUAM Haxvute KHONKY /lasnbiie. [TosBUTCS OKHO CO CITUCKOM
IJ1aB MyJIbTUMeTuitHOTO Kypca (puc. 03).
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I O fEaHe ‘

® Bpenewde g WS Office 2007 @
® Microsoft Office Word 2007 ‘

* Microsoft Office Excel 2007

® Microsoft Office PowerPoint 2007

® Microsaft Office Qullook 2007

* Microsoft Office Access 2007

® Microsant Office Publisher 2007
* Microsoft Office Project 2007
BpA au

Puc. 03. Conepxanue nucka

OOparute BHUMaHUE Ha ciykeOHble KHONIKM Bo3Bpat (4151 Bo3Bparta Ha MpeablayIuil ypo-
BeHb), HaiiTu (17151 morcka nepexoa K cucteMe MoucKa), a Takke Ha KHOIIKY HaBUTallMY B BEPXHEM
IIPaBOM YIJTy 9KpaHa.

BriOpaB mo0y1o 171aBy MyJbTUMEAMAHOTO Kypca INEJKHUTE KHOIMKOW MBIIIM HA HAa3BaHUU —
HOSIBUTCSI MOJIHBII CIIMCOK €€ pa3/IesioB, a BHIOPAB Ha3BaHUE pa3/ieJia, Bbl IONAJIETe B OKHO CO CITUCKOM
HEIOCPECTBEHHO BUJICOIEKLIUIA.

[IIenKHYB KHOTKOM MBIIIY HA HA3BAaHUM BUAEOJIEKIIMH, BbI 3aITyCTUTE BUPTYaJIbHBII YPOK: BUP-
TyaJIbHBII TPerojiaBaTelib BBIMOIHSIET Pa3IMUHbIe ONEepalviy Ha SKpaHe, IPU 3TOM OObSCHSET Mpo-
ucxozsiee.

He cnenyer npocro ciymiaTs BUPTyaIbHOro Ipenoaasaress. [Iponeccom 03ByurBaHUS MOKHO
Y HY’KHO YIIpaBJIATh. 11 3T0r0 co31aHa maHeJ b ynpasJjeHus (puc. 04).

I — r f —3a4.4
= —— - 00 01 mewsnjew  LECTION 122 |Eeeseme e e
7. 7 Y ' W " - i [ = MMT & OL LTO. — — —
B e — e —
Puc. 04. ITanens ynpasieHust MyJbTUMEIUINHOTO Kypca

INPUMEYAHUA

Hexomopuie pazodeavt mozym codepicamsb noopazoenvt — U yice oHU 6e0ym K

BUOCONCKUUSIM.

PaCCMOTpI/IM OCHOBHBIE pa60‘II/IC KHOITIKH MaHEJIN YIIPaBJICHUA U UX MPEJHA3HAYCHUC.

il

— OCTAHOBKA BUIACOJICKIINHA.
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— may3a.

— NPOAOJKEHUE BUACOJICKIIUMA C TCKymeﬁ NO3ULHH.

— NEPEMOTKA BUACOJICKIIUHN Ha CIICAYIOIIYIO TOUKY.

— [NEPEMOTKA BUACOJICKIIUN Ha MPEAbIAYIIYIO TOYKY.

I
— TIepexo/l K KOHITY BUJCOICKITUH.

I
— TIepexo/l K HavyaJly BUJCOJIEKIIUH.

I

— MOBTOP TEKYIIEro BOIMpPOca (B KOHTPOJIBLHOM U TECTOBOM pexkHMax (00 3THX pekUMax CM.
Janee)).

3akjaaKy — repexol K NaHeNu yrnpaBieHus 3akaaakaMu. Cucrema 3akialok JaeT BO3MOK-
HOCTh OTMeYaTh T€ MECTa B JIEKIHMIX, KOTOPbIE BAC OCOOEHHO 3aMHTEPECOBAIN JIMOO OCTAIUChH HETO-
HATHBIMH, YTOOBI B JAJIbHEHIIIEM CHOBA BEPHYTHCS K 9TUM TEMaM.

IMoacka3ka — UCTIONB3YeTCsl TOJIBKO B KOHTPOJIBHOM M TECTOBOM PEXMMaXx: KOT/ia Bbl COBCEM
HE 3HaeTe, KaK BHIMOJHUTH 3ajIaHUe JIEKTOpa, HaKUMalTe 3Ty KHOMKY. ITOCKONBbKY B TECTOBOM
peKuMe BaM NIPUAETCS CAMOCTOSITENILHO BBHITIOTHATh HE OJHO JEWCTBUE, a IENYI0 CEPHIo, TO U MOJ-
CKa3Ka MOXeET OBITh TOJTyYeHa OTAEIBHO TI0 KaXJI0MY U3 HUX.

JaJjee — nepexoj K clieyomiend BUACONEKIIUHN.

TekeT — BKITIOUEHUE pekrMa OTOOPaKEHUsT TEKCTa BUICONEKIINH.

OrsaB — nepexo/ K TeKYIIEeH CTpaHUIIE OTJIaBJIeHMUS.

Kpowme Toro, Ha maHe M ectb NMOJI3YHOK MPOKPYTKH BUIEOYPOKA, UHIUKATOP TEKYIIEro MoJIo-
KEHUS1, BpeMsl pabOThI C CUCTEMOU B TeUSHHE OIHOTO CeaHca U PeryjsiTop 'POMKOCTH.

JIns ycnenHoro oCBOEHMs MPeCTABJICHHOTO MaTepuaia B MYJbTUMEIUINHOM Kypce Mpejy-
CMOTPEHBI pa3InYHbIe PeKUMBbI 00yUeHHUsI.

* ®uUIbM — HempephIBHAS AEMOHCTPAIIUS PUEMOB pabOTHI C MOSICHEHUSIMU JIEKTOPA.

» Ilar — ypok pa3OuBaeTcsi Ha OMpe/eieHHOe KOJMMYeCTBO maroB (dacrteit). Kaxapii mmmar
orpeziensieT Kakoi-11do hparMeHT MaTepuaia, 0 KOTOpOM roBOPHT JiekTop. [locie mpocymmBanus
OJTHOM YaCTH JIEKIIUsI TIPEPHIBACTCS, M BBl MOXETE 0 BBIOOPY HAYATh CITYIIATh CIIEAYIOIIUH IT1ar MO0
MOBTOPUTH MPEAbIIYIINNA.

* KoHTP. — BUPTYaJIbHBIN JIEKTOP MPEATIOKUT BaM CaMOCTOSITEIBHO CIEaTh TO WM MHOE JIeH-
CTBUE: BHIOpPATh KAaKOW-TMOO MapaMeTp B MEHI0, HaKaTh KHOIMKY Ha MaHeI HWHCTPYMEHTOB, IPUMe-

10
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HUTh KOMOVHAIIMIO KJIABHUII KJIABUATYpPHI U T. 4. Yalne Bcero Bac MomnpocsiT CaMOCTOSATENIEHO MOBTO-
PUTH Te IEHCTBUS, KOTOPbIE JIEKTOP TOJIBKO YTO ITPOU3BEI.
* TecT — 3TOT pexuM MOTpedyeT MAKCUMYM BHUMAaHUS U 3HAHUSI N3y4aeMOro IpeaMeTa: Bam
MPUJETCS] CAMOCTOSITESIBHO PEILIUTh HECKOJIBKO 3a/]ay, KOTOPbIE [IOCTAaBUT BUPTYAJIbHbIN JIEKTOP.
UrtoObl 3aBepIIUTh PAdOTY C BUACONEKIUSMU, TOCTATOYHO HAXATh KHOMKY

=

B BEPXHEM IIPaBOM YUy IIAHEJIH yIIPaBJIeHUs MYJIbTUMEIUIHOIO Kypca.

11



O. MenuHos. «Office 2007. MynbTUMeUIAHBIA KypC»

I'nasa 1
IlepBoe 3HakomMcTBO ¢ Microsoft Office 2007

bnarogaps takuM KauectBaMm, Kak (pyHKIIMOHAJIbHAS 3JIACTUYHOCTb, AN THPOBAHHOCTD K Tpe-
OOBaHUSAM KOHKPETHOI'O MOJIb30BaTEsl, IPOCTOTA B padOTe, BO3MOKHOCTh TOHKOM HACTPOMKH, AKET
npuioxennii Office 2007 3aBoeBbIBaeT Bce Oosbliie U Oonbile mosb3oBateneid. Keratu, Ha pbiHKe
Tpyaa HanOosee BOCTpeOOBaHbI CIIEIMAIIICTHI, CBOOOIHO BJIA/ICIONIHE HABBIKAMU PadOTHI C TPOrpaMm-
MaMH JJaHHOT'O MAKEeTa, TI03TOMY 3HAKOMCTBO C HUM — OJIHO M3 BaXKHBIX YCIIOBUH YCIIEIIHOM Mpodec-
CHOHAJILHOM JIeSITEIbHOCTH.

12
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Otanune Microsoft Office 2007 ot mpeabLIynux Bepcuii

HecmoTtpst Ha coxpaHeHHe KOHIIENTYAIbHOW MPEeEeMCTBEHHOCTH C MPEbIIYIIMMHI BEPCUsIMH,
naker Office 2007 sBiisieTcsl KaYeCTBEHHO HOBBIM MPOMYKTOM, 3HAYMTEIILHO OOJIErJalomuM TPyl
TOJIb30BAaTEN N U OTBEYAIOIINM TPEOOBAHUSIM CETOAHSIITHETO qHS.

[lepBoe, uTo 3amMeuaeT MOIL30BATENb TIPH 3amycke Jioodoro npuioxerus Office, — n3MeHUB-
miicsl uaTepgeric. CHayaa OH MOXET BbI3bIBATh ONpE/IEIEHHbI TUCKOM(pOPT; B YACTHOCTH, BO3-
HUKAIOT 3aTPYIHEHUs C TIOMCKOM 3HAKOMBIX (DYHKIIMH M KOMaH I, PacrojioKeHHe KOTOPhIX N3MEHH-
nock. OTHAKO yiKe yepe3 KOPOTKOe BPeMs MOJIb30BaTe b OLIEHUT IO JOCTOMHCTBY BCE MPEMMYIIeCTBa
HOBOTO MHTep(elica: HarISITHOCTh, YI0OCTBO MpecTaBIeHNs] MH(GOPMAIMH 1 BHICOKYIO SPrOHOMUY-
HOCTb.

[Maker npunoxenuii Office 2007 nmeer BoceMb pa3HbIX BApMAHTOB KOMILIEKTaUMu. Kaskapiii
TMOJIb30BATE b MOKET BHIOpaTh HanOosee MOIXOASIIYI0 KOMIUIEKTAIMIO, UCKIIIOUMB U3 Hee Te Mpo-
rpaMMBbl, C KOTOPHIMU OH padOTaTh He IJIaHUpyeT. PaccMOTpUM BO3MOKHbBIE BApUAHTHI KOMILJIEKTa-
U,

* Microsoft Office Basic — HanOonee «cKpoMHbIil» BapuaHT. OH BKJTIOUaeT B ce0sl TOJIBKO TPU
npunoxkenusi: Word 2007 (tekcroBblii pegakrop), Excel 2007 (tabmuunbiii pegaktop) u Outlook
2007 (opraHaiizep).

* Microsoft Office Standard — 3ToT BapuanT HemMHoro mupe. [lToMumMo npusoxkeHui, BXOASAIIIX
B coctaB Microsoft Office Basic, on BkmouaeT B ce0s1 Takke PowerPoint 2007 (cpeicTBoO MOATOTOBKU
1 00paOOTKY MPE3EHTALIHI).

* Microsoft Office Home & Student — nannslii naket ormyaercs ot Microsoft Office Standard
tem, uto BMecto Outlook 2007 B Hem npucytcTByeT npuioxeHue OneNote 2007.

* Microsoft Small Business — stoT naket copepxut Word 2007, Excel 2007, PowerPoint 2007,
Publisher 2007 (cpenctBo pa3padoTku pekjamHbIx MaTepraioB) u Outlook 2007 ¢ aucneryepom
KOHTAKTOB.

* Microsoft Office Professional — naHHBIi BapuaHT KOMIUIEKTAIMM BKJOYaeT B ceds Word
2007, Excel 2007, PowerPoint 2007, Publisher 2007, Access 2007 (riporpamma 1ist paboThi ¢ 6a3zamMu
nanHbix) 1 Outlook 2007 ¢ nucneTyepomM KOHTaKTOB.

* Microsoft Office Professional Plus, nomumo nporpamm nakera Microsoft Office Professional,
conepxut Takxke npuioxenus InfoPath 2007 u Communicator 2007.

* Microsoft Office Enterprise — B cOCTaB 3TOro BapuaHTa KOMIUIEKTAIIUN BKJIIOUEHBI CIIE/IyI0-
ue npuioxenusi: Word 2007, Excel 2007, PowerPoint 2007, Publisher 2007, Access 2007, Outlook
2007, OneNote 2007, InfoPath 2007, Groove 2007 u Communicator 2007.

* Microsoft Office Ultimate — 1aHHBIN MaKkeT COAEPKUT Bce MpUIIokeHus nakera Microsoft
Office Enterprise, 3a uckmouenuem nporpammbl Communicator 2007.

Mpuorue npunoxkenus makera Office 2007 mo3BossIOT COXpaHTh (hailyibl B HOBBIX (hopMaTax.
Hanpumep, 8 Word 2007 Bbl MOXeTE COXPaHUTh TEKCTOBBII JIOKYMEHT HE TOJIBKO B ITPUBBIYHOM (pop-
mare DOC, Ho u B DOCX, KOTOpBIil HEIOCTYIIEH ISl MPEIbIAYIIMX BEPCUI JTaHHOTO TEKCTOBOTO
penakTopa.

Uro kacaercsi OCTaJIbHBIX OCOOGHHOCTEH IMpOorpaMm, BXOASIIMX B cOCcTaB Makera Microsoft
Office 2007, To Ha HUX MBI Oy/IeM OCTAHABJIMBATHCS TT0 MEPE 3HAKOMCTBA C KaK/IbIM PACCMOTPEHHBIM
B KHUTE MPUJIOKEHHEM.

MYJIbTUMEIUHBIA KYPC
bonee noopoono o eapuanmax xomnaekmayuu Office 2007 u npunodcenusix

naxkema pacckasviéaemcsi 8 nepeoii eudeonekuyuu «Beedenue 6 Microsoft Office
2007 ».

13
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YcranoBka nporpamm naketra Microsoft Office 2007

Hns ycranoBku npuitoxenuii nakera Office 2007 cnepyet 3amycTuts paidn Setup.exe, KOTOPbIi

BXOJIMT B KOMIUIEKT MOCTaBKU. [Ipr 3TOM OTKpoeTcst OKHO, n300paxeHHOe Ha puc. 1.1.

. 2007 Microsoft Office system

Cin
Select a Microsoft Office product

ffice Groove 2007

P

ffice InfoPath 2007

=h

ce OneMote 2007

ft Office Outlook 2007

L T R

ffice PowerPoint 2007

1 Microsoft Office Professional Plus 2007

icrosoft
£+

Microsoft Office SharePaoint Designer 2007

) Microsoft Office Standard 2007

i

rosoft Office Visio Professional 2007

Continue

Puc. 1.1. Boibop npuiokeHus 111 MHCTLISAIIN

B nanHOM OKHe ¢ IOMOIIIBIO ITepek nouaresis Beioepute nprioxenve nakera Office 2007, koro-
poe BbI XOTHTE YCTAaHOBUTh Ha KOMITBIOTEP, U HaskmuTe KHONKY Continue. ITocie 3Toro otkpoercs

clieyolee OKHO MporpaMmbl YCTaHOBKH (puc. 1.2).

14
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‘ ficrosoft Office Yisio Standand 2007

Enter your Product Key

Type your 25-character Product Key,

Although you are not required to enter your Product Key now, we recommend you do so for ease of
validating your Micrasoft Office License. For information about where your Product Key is located, dick the

Help button.

Continue

Puc. 1.2. Beox 1niieH3MOHHOIO KiIoya

B mone, pacrionoxeHHoe B JAHHOM OKHe, BBeIUTE 25-3HAYHBIN KOJI JUIIEH3MOHHOTO KJII0Ya,
KOTOPBIT BBIIAETCSI TIPH MOKYIIKE MPOrpaMMHOT0 IpoayKTa. JIydiie BBOAUTH €ro ¢ MOMOIIbo Oydepa
oOMeHa, 9ToObI U30eXKaTh CITyYalHbIX OIMUOOK.

Korma BbI BBeieTe KOJI JIMIIEH3MOHHOTO KJTI0Ya ¥ HaskMeTe KHONKy Continue, OTKpoeTcst OKHO,
B KOTOPOM HY)KHO TOATBEPIUTHh CBOE COIVIACHE C JIMIIEH3UOHHBIM COIJIAIIEHHEM, — TOJIBKO TOCIe
9TOro OyJeT BO3MOKHA JIaIbHEHITIast MHCTAUIAIMSA. 3aTeM B OKHe, M300pakeHHOM Ha puc. 1.3, BbiOe-
puTe crocod YCTaHOBKHU.

15
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. Microsoft Office SharePoint Designen 2007

Choose the installation you want

Pleaze choose your preferred type of Microsoft Office SharePoint Designer 2007 installation
below:

Install Mow

Customize

Puc. 1.3. Boibop BapuaHTa MHCTAJUIALIIN

Ecnu Ha Baiiem KoMITbloTEpe yCTaHOBJIEHA MpeblayIas Bepcus ganHoro npuioxkenus Office,
TO Ui ee oOHOBIeHUs N0 Bepcuu 2007 Haxkmurte kKHonky Upgrade (eciu mpenpiaymasi Bepcust
OTCYTCTBYEeT — BMECTO JAaHHOW KHONKHU OyaeT otoOpaxarthcs kHomka Install Now, cm. puc. 1.3).
JlanpHeHas MHCTAIUISAIHS OyeT MPOXOAUTh Oe3 BAIero y4acTHs: TPOorpaMma YCTaHOBKHM caMa Hail-
JeT MECTO Ha )KECTKOM JUCKE, IJIe YCTAHOBJIEHA MpeIblAy1las BepcHsl PUIOKEHU ], U B TOM Ke Kara-
Jiore BHITIOJTHUAT 0OHOBJIeHue 1o Bepcuu 2007 (rpu mepBoi MHCTAJUIAIMHA — cCaMa CO31aCT COOTBET-
CTBYIOIIIMI KaTaJIor).

Ecnu Bbl HaxkMeTe kHOnKy Customize, OTKpOETCsl OKHO, B KOTOPOM BaM HY:KHO CAMOCTOSI-
TEJIbHO yKa3aTh BAPUAHT YCTAHOBKU, MECTO YCTAHOBKH U MHBIE TTapameTpsl (puc. 1.4).
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#l microsoft Office Enterprise 2007

r Information

istallation Options File Location u

1
i

ks | Upgrade earlier versions

Install Mow

Puc. 1.4. Hacrpoiika uHCTa/LISIMN

Ecnu Ha Baiiem KoMITbloTEpe yCTaHOBJIEHA MpeblayIas Bepcus ganHoro npuioxkenus Office,
TO B 9TOM OKHe Ha BKJ1ajike Upgrade ¢ mOMOIIIbIO MiepeKJIiovaTe s Bbl MOJKETe BHIOpaTh BAPHAHT yCTa-
HOBKH: 0OHOBJIeHHe nuMmeroriericst Bepcuu 1o 2007 (BepXHee W HUKHEE MOJIOKESHUS TTePeKITIoUaTesis)
WM OTAebHas ycTaHoBKa Bepcun 2007 He3aBUCUMO OT npeapiayiieit Bepcun (nosnoxenve Keep all
previous versions).

B 3aBrcrMOCTH OT BHIOPAaHHOTO BapUaHTa MHCTAJUISALIMM MEHSIET CBOE Ha3BaHME KHOIIKA Tiepe-
XOZ1a K CIIeyIOIIeMYy 3Tally, PacrooKeHHasi B TPAaBOM HMKHEM YLy OKHa: IpyU OOHOBJIEHUH TTPO-
rpammsbl 10 Bepcun 2007 ona HazbiBaeTcst Upgrade, npu HoBo# yctaHoBKe — Install Now.

Ha Bknaznke Installation Options Bbl MOXeTe BBITOTHUTH OOJiee TOHKYIO HACTPOMKY MHCTaI-
JIAUUY (BRIOPATh YCTAHABIMBAaEMble KOMITOHEHTBI TPUJIOKEHUS | JIpP.). UTOOBI yKa3aTh My Th JIs yCTa-
HOBKH, OTJIMYAIOIIUICS OT MCIOJIb3YeMOro 1Mo ymoinyanuio, nepeiinure Ha BkJaaky File Location.
Bkiagka User Information npegnasHauena jyist BBoJa JaHHBIX O MOJIb30BaTe e MPOrpaMMBbl.

JlanpHelmas ycTaHOBKa MPOrpaMMHOTO MakeTa Oy/IeT MPOXOOUTh Oe3 YJacTus MOIb30BaTelsl.
o okoH yaHuM OTOOPA3KUTCS COOTBETCTBYIOIIEE MH(OPMAIIMOHHOE coodmeHue. [locie ycTaHOBKY B
MeHo kHonku Ilyck mosButcs manka Microsoft Office, u3 KOTOpoi MOKXHO OyJeT 3aIyCTUTh yCTa-
HOBJIEHHBIE TIPOrpamMMBbl maketa. [yist ynoocTBa paGoThl styuliie BIBECTH sIpablku nporpamm Office
2007 na Padoumnii croJ.
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I'naBa 2
TexcroBbiil penakTop Microsoft Word 2007

Cpenu Beex nporpamm mnakera Microsoft Office TekcroBen penaktop Word — cambli omy-
JISIPHBIA MPOAYKT. DTO 0OBACHAETCS MUPOKUMH (PYHKLIMOHATIBHBIMUA BO3MOX HOCTSIMU TEKCTOBOI'O
peaKkTopa U BMECTe ¢ TeM — MPOCTOTON B MCHOJIb30BaHUU (YAOOHBIA M MOHSATHBIN MOJIb30BATEIb-
CKHid uHTepdeiic, BOSMOKHOCTh OBICTPOTO BBOJA M 0OPaOOTKM JAHHBIX, HAITISITHOCTD IPE/ICTaBIIe-
HUA UHPOPMAUH U Jp.).

Msuorue nosnb3oBarea Word ¢ HeTeprieHHeM X Jali TOsABIEHUS] HOBOM BEPCHU IPOT PAMMBI.
Kakwue e n3MeHeHHs OHa mpeTepresia U YTo HOBOro pa3paboTYMKK CMOIJIH MPEAJIOKUTH M0JIb30Ba-
tesisim? OTBETHI HAa 3TU BOIIPOCH! Bbl HAJETE B JAHHOM IJIaBe.
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Haznauenue Word 1 ero BoO3MOKHOCTH

PeamzoBannbie B Word 2007 BO3MOXHOCTH TTO3BOJISIIOT BBITIONHATL CaMble pa3HOOOpa3HbIe
ornepaiy 1Mo (pOpMUPOBAHUIO U PEAKTUPOBAHUIO TEKCTOBBIX JIOKYMEHTOB. 3a/laud, peliaeMsble C
MOMOIIBI0 TeKcToBOro penaktopa Word 2007, KpaTKO NEpeurCIIeHbl HUXKE.

 Co3anme ¥ peJakTHPOBaHKEe TEKCTOBBIX IOKYMEHTOB C UCIIOIB30BaHUEM OOJIBIIIOrO BHIOOpA
HIpU(TOB U CTUJIEHN TEKCTA.

* OopmiieHrE TEKCTOBBIX JIOKYMEHTOB (CO3/1aHKe 3aroJIOBKOB, OIVIABJICHHUsI, KOJIOHTHUTYJIOB,
(opmMupoBaHKe NMPEeIMETHOTO yKa3aTessi, PACCTAHOBKA MEPEHOCOB, PACIIONOXKEHNE TEKCTa Ha CTpa-
HUIIE; HACTPOWKA IMIPU(TOB U MapaMeTpoB ad3ala, a TaKKe CO3[JaHHe TEKCTOBBIX TOKYMEHTOB C
MCTIOTb30BAHUEM Pa3JIMUHBIX [IA0JOHOB (KaK CUCTEMHBIX, TaK M MOJIb30BATENILCKHX ), TPEAHA3HAYEH-
HBIX CIIELMAIIBHO JJIs1 COOTBETCTBYIOIIEr0 0(hOPMIICHUST IOKYMEHTA).

* BcraBka B TEKCT TpeOyeMbIX 2JIEMEHTOB (CHEUaIbHBIX CUMBOJIOB, PUCYHKOB, IPUMEYaHHI,
TMIIEPCCHUIOK, CHOCOK H T. I.).

» Pabora c GnmokamMu TekcTa (KONMMpPOBaHME, BCTABKa, MepeMelieHre (hparMeHToB TEKCTa C
WCIIONIb30BaHUEM BO3MOKHOCTEH Oychepa oOMeHa).

* [IpencraBneHne HEKOTOPBIX (PparMeHTOB TEKCTOBOTO IOKYMEHTA B BU/IE TAOIHUIIbI, CO3TaHHON
B COOTBETCTBUHM C 3a/JaHHBIMH MTApaMETPaMHU.

* Hacrpoiika nmapamMeTpoB Npe/CTaBIeHUsI TEKCTOBOTO IOKYMEHTA.

* [IpoCcMOTp CTATUCTUKHU TOKyMEeHTa (KOJMYECTBO CTPAHMII TEKCTOBOTO JOKYMEHTA, KOJIUve-
CTBO CHIMBOJIOB B IOKyMEHTe, KOJIMUECTBO ad3arieB  Jp.).

* ABTOMaTHYecKas poBepKa (pOpMUPYEMOro IOKYMEHTa Ha HAIMYKE B HEM I'PAMMAaTUIECKHX,
CTHJIMCTUYECKHX U T. TI. OIIMOOK C BOBMOXHOCTBIO ONEPATUBHOTO MX YCTPAHEHUS.

* Co3/1aHre pUCYHKOB C UCTIONB30BAHUEM CIIEIMATbHO MpeTHa3HAYeHHON (DYHKIIMOHAIBHOCTH.

* Coxpanenue cchOpMUPOBAHHOTO JJOKYMEHTA B pa3HbIX hopMaTax.

* BbIBO Ha eYaTh FOTOBOTO TEKCTOBOTO JIOKYMEHTA (TP HEOOXOIUMOCTH — IPEIBAPUTEIIbHBIN
MIPOCMOTP JAOKYMEHTa Mepe] ero pacrevyaTkon).

[NoMuMO mepeyrciIeHHBIX, ¢ MTOMOIIBI0 TEKCTOBOrO pegakropa Word MOXKHO peliaTth U MHbIE
3a7a4d, B 3aBUCUMOCTH OT MOTPEOHOCTEN KOHKPETHOTO TOJIb30BaTEIS.
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Yem :xe oriinuaercss Word 2007 ot npeabiaynux Bepcuia?

[epBoe, uTo OGpocaeTcs B I71a3a, — 3TO KapAUHATIbHBIC M3MEHEHUS TIOJIb30BATEIbCKOTO MHTEP-
(peiica 1 OCHOBHBIX MHCTPYMEHTOB. Haripumep, ri1aBHOE MEHIO MPOrpaMMbl, KOTOPOE B MpPEedbIay-
X BEPCUSX PACIONarajaoch B BEpXHEl YacTu OKHa, Tereph 3aMEeHEHO JICHTOM, BKJTIOYaloIiei B ce0s
HECKOJIbKO BKJ1aZJ0K. OHM BO MHOTOM HATIOMHHAIOT ITYHKTHI OBIBIIIETO ITTABHOT'O MEHIO, OTHAKO MECTO-
pacroyiokeHue JIeMEHTOB YIIPaBJIeHHUs Ha 3TUX BKJIAJKAX OTJIMYAETCS OT TOrO, KaK ObLTU CIPYIIIH-
POBaHBI KOMaH/IBI B IJIABHOM MeHI0 OoJiee paHHUX Bepcuid Word.

Komannel u nmonMeHto, conepxaiiuecs: B npeabiaynmx Bepcusix B medio ®aia (Co3aars,
OTtkpseITh, Coxpanurs u 1p.), B Word 2007 Bkimouens! B MeHI0 KHonku «Office», kotopas Haxo-
JIUTCS CJIeBa BBEPXY OKHA ITPOrPaMMBI.

IMoppo6Hee ¢ uHTepdericoM MPOrpaMMbl Mbl TIOZHAKOMHUMCS B CJIEAYIOIIEM pasJielie.

MYJIbTUMEJIUHBINA KYPC

Topsiook  ucnonvzoeanust xomano mento Kruonxu «Office»  nodpobro
NPOUNTOCIPUPOBAH 8 BUOCONEKUUSIX «SHaKomcmeo u 3anyck npozpammer Word.
Knonxa Office — komanoa Cozoamv» u «Knonka Office — komarnovt Omkpoumns,
Coxparnumw, Coxpanumo kax u Ileuamoy.

Bbl MoXeTe coXpaHsATh JOKYMEHTHI B CAMBIX pa3HbIX (popMaTax, Ipu4eM HEKOTOphIE U3 HUX He
ObLIM MpeycMOTpeHbI B npeabiyIux Bepeusx. [1o ymonuanuio Word 2007 npenaraet cCoxpaHuThb
nokyMeHT B ¢popmare DOCX (10T (popMmar npexHue BEPCUM IPOrpaMMBbl HE MOJIEPAKUBAIOT), HO
IIpY HEOOXOIMMOCTH MOKHO BBIOpATh THII (paidia, CoBMeCTUMBIi ¢ pebaymmMu Bepcusimu (DOC).
Bel MokeTe Takke COXpaHUTh JOKYMeHT B popmare DOCM, koTopsiit noajep:xuBaeT Makpocsl. [1pu
3TOM HEOOXOJMMO MOMHMTb, UYTO €CJIU JOKYMEHT COXpaHeH B popmare, oimmyHoMm ot Word 2007,
TO paboTaTh C HUIM MOXHO JIMIIb B PEXKHUME OrPaHMUEHHON (PYHKIIMOHAJIBHOCTU (COOTBETCTBYIOILIEE
MH(pOPMALIIOHHOE COOOLIEHUE NOSIBIISIETCS B 3ar0JIOBKE OKHA).

UroObl U3MeHUTH (hopMar paiiia AJ1s1 CoXpaHeHU sl TIOKyMeHTa, IpeylaraéMblii 0 yMOJIYaHUIO,
yKaxute Tpedyemblil (hopMar B peskiMe HacTpoiku B pasjiesie CoxpaHeHue.

Pexum Hactpoiiku B Word 2007 nipetepries1 3Ha4YMTENIbHbIE U3MEHEHU 1. BO-TIEpBBIX, B TaHHBIN
pexuM Tenepb nepexoadar u3 MeHio Knonkm «Office», a He u3 meHio CepBuc, Kak B MPEkXHUX
Bepcusx. Bo-BTopsix, nepepadoTan uHTEpenc HaCTPOMKU: TENephb 3TO HE sl SKPaHHBIX BKJIAJIOK, a
CIIMCOK pa3JIeioB, Kaxkblid U3 KOTOPBIX O0BbEAUHSET MOX0XKHKE MO (PYHKIIMOHATBHOCTH M HA3HAYEHUIO
napaMeTpbl HaCTPOWKU. B-TpeTbux, 3HaUMTEIbHO BO3POCIIO KOJTMYECTBO HACTPOEUHBIX NApaMETPOB,
YTO 3aMETHO PACIIMPsIET BO3MOKHOCTH HACTPOUKH.

Beepxy okna mporpammbl (npaBee Kuomkm «Office») Haxomutcs Ilanean ObicTporo
Joctyna. KHOMKYM AaHHOM MaHes M MpeJoCTaBIIsioT OBICTPBI JAOCTYN K TeM JMOO UHBIM pexkuMam
pabots! iporpamMmbl. Cocras Ilanesn ObICTPOro J0CTyma Bbl MOXKETE ONpPEASTUTh COOCTBEHHO-
pyuHo B pexxume Hactpoiiku Word 2007 (paszaen Hacrpoiika).

3HaYUTENILHBIM U3MEHEHUM IO/IBEPIVIaCh Takke (PyHKLIHMOHAJIBHOCTh padOoThl ¢ TaOIULIAMH.
B yactHOCTH, BBl 3apaHee MOKETe BUJETb CKU3 TaOJMILIbl, B COOTBETCTBUU C KOTOPbIM OHa OyzaeT
CO3/1aHa MY YCTAHOBJIEHHBIX B IAHHBII MOMEHT HACTPOMKAaX.

B npexHuX BepcHsaX MporpamMmsbl MOJb30BaTelb MOT BCTABJIATh B JOKYMEHT pa3idyHble 00b-
€KTbl: PUCYHKH, CCBUIKM, CUMBOJIBI, aBTO(pUTypbl, (purypHsiil Tekct (WordArt) u ap. 91a BO3MOXK-
HocTb octasiack 1 B Word 2007, HO Tenepb Bbl TaKkKe MOXETE MHTETPUPOBATh B JIOKYMEHT KJIMITBI
(puIbMBIL, 3BYKH U T. [I.) U JUarpaMmbl.

INNPUMEYAHUE
Jloboii dokymenm unozo ¢bopmama 6vl 8cez0a modiceme npeodpa3’oeams
6 ookymenm Word 2007 — Ons smoeo evinoanume komanoy Ilpeobpazosame,
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pacnonoxcentyto 6 merro Knonku «Office», u noaodcumenvHo omeemvme Ha
NOABUBUUIICS 3aNPOC NPOZPAMMBL.

CymectBeHHble nu3MeHeHus1 B Word 2007 mpetepries Takoil BaXHbI JIEMEHT IOJIb30BaTE b~
cKkoro uHTepdeiica, Kak CTpOKa COCTOSIHUS: €€ MH(POPMATUBHOCTh CYIIIECTBEHHO IMOBHIIIIEHA, 2 KpOMe
TOrO, OHA TETEePb HaJleJieHa U HEKOTOPOH (DYHKIIMOHATIBHOCTBIO.

B JaCTHOCTH, €CJIK IICJIKHYTh KHOIIKOU MBI Ha HA3BaHUU A3bIKA, TO OTKPOCTCA OKHO ﬂ3bIK,
B KOTOPOM Bbl CMOKETE HACTPOUTD ITPABOIMUCAHUE OJIA BbI6paHHOI‘ o sa3b1Kka. ClieBa OT Ha3BaHUS SI3BIKA
HAXOJIUTCS KHOMKA, C OMOIIBI0 KOTOPOM MOXKHO OBICTPO MEPENTH B PEKUM IPOCMOTPA U UCTIPABJIe-
HUS OIMIMOOK MPABOMUCAHMSI, OOHAPYKEHHBIX B TEKCTe TeKyllero JokymeHTa. CripaBa OT Ha3BaHUS
SI3pIKA HAXOMUTCSI KHOTIKA, TIpeHA3HAuYeHHAs ISl 3aITyCKa 3aliCy Makpoca U MpeKpaleHus 3arucu
Makpoca.

B mpaBoil yacTy CTPOKU COCTOSIHUSI HAXOIWTCSl TMOJ3YHOK, C MOMOIIBI0 KOTOPOTO MOKHO
OBICTPO M3MEHSITh MACIITa0 OTOOpaXeHHs TEKYIIEro JOKYMEHTa. DTO TOXe HOBas BO3MOKHOCTb,
OTCYTCTBYIOIIAS B IIPEKHUX BEPCUAX IIPOrPAMMEL.
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NuTepdeiic 1 ”HCTpYMeHTAPUH

JIioGo# mosyk30BaTelh MOC/e 3amycka MPorpaMMbl BUIUT ee TIOIb30BaTeIbCKUN MHTEpdeiic,

KOTOPBIF MBI pPACCMOTPUM B JIAaHHOM pasferie.
Pa6ounii uarepdeiic Word 2007, nipeiaraemplii o yMOJTYaHHIO, IOKa3aH Ha puc. 2.1.

C i - e

1y
=7

Calibri [OcHoBHOW Te

M e 20

= i ll; :

Puc. 2.1. Pa6ouee okao Word 2007

Cpenu OCHOBHBIX 3JIEMEHTOB UHTepeiica BbIIETUM ClIeyIOIIMe:
* Knonka «Office» — nmeer kpymiyio (popMy M paclosiokeHa B JIEBOM BEPXHEM YITTy OKHa;

* Ilanean ObICTPOro JocTyna — Haxoautcs npaBee Knonmkm «Office»;
* JieHTa — pa3melnieHa Mexay IlaHeabio ObICTPOro aocryna u padoderd 00JIaCTbi0 MHTEP-

(eiica;
* KOHTEKCTHOE MEHIO — YTOOBI €ro BbI3BATh, HYXKHO B paboyeil 00JIaCTH IEJKHYTh PaBO KHOTI-

KOU MBIIIIY;
* paboyasi 00J1aCTh — OCHOBHOM M CaMblii OOJIBIIION JIeMEHT UHTeperica, riae BhIIOTHASTCS

paboTa ¢ TEKyLMM JOKYMEHTOM;
* CTPOKA COCTOSIHMSI — HAXOJUTCS1 BHU3Y OKHA M BKJIIOYAET B ce0s1 Kak MH(OpMalIMOHHbIE, TaK

U MpaKTU4ecKue (PyHKLHH.
Bbl MOxeTe cOOCTBEHHOPYYHO HACTPOUTh OOJBIIMHCTBO 3JIEMEHTOB MHTEp(erica MpUMeHu-

TEJIbHO K CBOMM MNOTpPeOHOCTsM. [ljisi 3TOro mepeiiaure B pPeXUM HACTPOMKHM MPOrpaMMbl JIHOO

UCTIONB3YMTE COOTBETCTBYIOIME NHCTPYMEHTHI JieHTbl Word 2007.
Knonkoit «Office» MOXHO BbI3BaTh OMHOMMEHHOE MEHIO, COAEPKUMOE KOTOPOrO 3HAKOMO

MoOOMy MOJIb30BaTeNo, padoTtasiieMy ¢ npeapiaynmMu Bepcusivu Word. Bonee nogpo6Ho nopsi-
JOK pabOThl C KOMaHIaMU JIAaHHOTO MEHIO Mbl pacCMOTpUM B paz[. «IIpuemsl ucnosnb3oBanus Word

2007».

Ilaneasb OBICTPOro A0CTyNa

IManeans ObICTPOro aocryma — BaxHbIN neMeHT uHTepderica Word 2007, MoBbIIAOIIAI

yInoOCTBO PadOTHI MOJIb30BATEJIA.
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Buemne IlaneJib ObICTPOro JOCTYNA MOXOXKA HA MPUBBIYHYI0 HHCTPYMEHTAIBHYIO TTAHEb
(puc. 2.2), NpuCyTCTBYIOIILYIO B IPEKHUX BEPCUSAX MTPOrpaMMBbl: €€ KHOMKHU MCHOIb3YIOT AJIs1 BBI30Ba
TOTO WJIM MHOTO JUAJIOTOBOTO OKHA JINOO BHIIIOJHEHUsI COOTBETCTBYIONIEH KOMAH/IBI.

? r = B 1 TS e S B

|
]
m
1
0

Puc. 2.2. TTanens OBICTPOro JOCTYyIa

MYJIbTUMEIUHBIA KYPC

o mom, KdK 6blnOJgAHAEemCcA Hacmpozllca 0m06pa9fceuuﬂ HEKoniopolx
DNEeMEHMO8B uumepgﬁeﬁca, pacckasvleaenics 6 euaewzelcuuu «Knonxa IHokazame u
CKPbUmMb».

Ecnu noziBecTy yKa3atesib MbIIIH K Ji000# KHorke IlaHem 6bICTPOro K0CTyna, To NosiBUTCS
BCIUTBIBAIONIAS TOJCKA3KA C HA3BAHMEM, a MHOIJIA — M C KPATKUM ONMHUCAHUEM (PYHKIIMOHAILHOCTU
JAHHOU KHOIIKU.

[TpaBee IlaHesn OBICTPOro JOCTYNa pPacHONOKEHA KHOMKA ¢ M300paXeHWeM MaJIeHbKOTO
TpeyrojbHUKa. Eciu ee Haxkath, TO 0TOOPA3UTCS MEHIO, B KOTOPOM IIETYKOM KHOIKOM MBI BHIOU-
paloT Te KOMaH[Ibl, KHOIKM KOTOPBIX NOKHBI MpHUCYTcTBOBaTh Ha IlaHesm ObIcTpOro aocrymna;
TOYHO TaK ke YOUPaloT HEeHYKHbIe KHOIMKY C TIAHEJIH.

Bbi Mmoxere momectuth Ha IlaHeas ObICTpOro gocryma JioOOH JeMEHT, UMEIOIIUICS Ha
nente Word. [17151 9TOro 1mieKHUTE HAa HEM NPaBOM KHOIIKOW MBIILIY U B OTKPBIBLLEMCS MEHIO BHIIIOJI-
HHTe KoMaHy /l06aBHTH HA MaHe b OBICTPOro JA0CTYNA.

Ecnu e B 9TOM MEHIO Bbl BHIIOJTHUTE KOMaHa1y Pa3zMecTHTh naHe b OLICTPOro J0CTyna
noj Jentoii, To Ilaneab ObLICTPOro JOCTyma aBTOMATUYECKU MepeMecTuTcs mon JeHty Word
2007. IMocne TOro TaHHasi KOMaHAa MPUMeT Ha3BaHue Pa3MecTHTh MaHeJ b OBICTPOro J0CTyNa
HaJ1 JIeHTOIl, 1 ee MOXHO OyJeT MCIonb30BaTh is Bo3Bpara IlaHesn ObicTporo gocryma Ha
npexHee MecTo.

Komanna CBepHyTh JIeHTY IpeiHa3HaueHa [ij1s1 cBopaunuBanus JieHTbl Word 2007, B pe3yiib-
Tate yero OyayT OTOOpakaThCsl JIMIIb HA3BaHUs €€ BKJIAI0K. UTOObI BEPHYTh JIEHTY B UCXOTHOE COCTO-
SIHWE, TIOBTOPHO BBITIONIHUTE Ty KOMaH]TY.

UrtoObl iepeiiTy B pesxumM OoJiee TOHKON HACTPOMKH, BHIOJHUTE KoMaHay JIpyrue koManapbl.
B pesynbrarte otkpoetcst okHO (puc. 2.3), B KOTOPOM Bbl MOJKETE CAMOCTOSITENIbHO BHIOpATh KOMaH/Ibl
(KHOTIKM), KOTOphIe ceayeT BKIounTh B [laHean 6bicTporo gqocryna.
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Puc. 2.3. Hacrpoiika naneiau ObICTPOro J0CTyIa

Jnst noGasnenust komanapl Ha [laHe b OBICTPOro JOCTYNA NPeIBAPUTEIHLHO HYKHO BHIOpATh
KaTeropuio, K KOTOPOW OHa OTHeceHa. BBIOOp OCYIIECTBIseTCS M3 PACKPHIBAIOIIETOCS CIHCKA
Bui0paTs KoMaHAbI U3 — 371eCh COACPIKUTCS TiepedeHb BeeX BKIagok Word 2007, a Takke Katero-
pru YacTo ucnoab3lyembie kKomMaHbl, Komanabl He Ha jgeHTe, Bce komanapl, Makpocsl u
Memnro Office.

Koman bt BHIOpaHHOM KaTeropyuu MpeJICTaBIeHbl B PACIIONIOKESHHOM HIIKE TIOJIE B BUJIE CITHCKA.
UroOsl 100aBUTh KOMaHy (KHOIKY) Ha IlaHeab OBICTPOro JocCTyna, IIeJKHUTE Ha Hell KHOI-
KOU MBIIIY U HAXMHUTE KHOMKY J{00aBUTh. DTO MpUBENIET K TOMY, YTO BHIOpaHHAs KOMaH[a Tiepe-
MECTUTCS] B HAXOJAIIUICS CIIpaBa CIIMCOK, KOTOPHIA BKJIIOYAET B ceOsl SJIEMEHTHI, YKe BXOASIIUE B
coctas Ilanesn GBICTPOro JocTyna.

JIioOy1o komaH1y Bb MOkeTe 100aBuTh Ha IlaHeab OBICTPOro JOCTYNA JIMIIb OMHOKPATHO;
€CJTU ke BBI MOMpoOyeTe 3TO CHeNaTh ele pa3, TO MOSBUTCS MpeAyNnpekIeHue O HeBO3MOKHOCTU
BBITIOJTHEHUSI OTICPAITHH.

s ynanenus kHonku (koMaHsl) ¢ IlaHean OBICTPOro J0CTyNma BHIICIUTE €€ METIKOM
KHOIIKOM MBIIIU B PACTIOIOKEHHOM CITPaBa CIUCKE M HAKMUTE KHOMKY YIaJdNTh.

Uro6s! ObicTpo nipuBecTr IlaHe b GBICTPOro JOCTYNA K TOMY BHY, B KOTOPOM OHA UCIIOJb-
3yeTcs M0 yMOJIYaHuIo, HaxkmuTe KHOIKY Copoc.

Bce m3menenusi Hactpoiiku IlaHesm OBICTPOro J0CTyHa JEHCTBUTETBHBI TOJBKO IOCIHE
Haxkatus kHorku OK. Haxae kHonky OTMeHa, BBl BbIIETe U3 IAHHOTO peskuma 0e3 COXpaHeHHsI
BBITIOJTHEHHBIX N3MCHEHUIA.
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CocTaB KOHTEKCTHOI'0O MEHIO

Conepxumoe koHTeKcTHOrO MeHio Word 2007, KoTopoe BBI3BIBA€TCA LIETYKOM IIPaBOyM KHOII-
KO MBI, ONpenessieTcs TeKyIUM peXuMoM padoTel. B yacTHOCTH, Mpu padoTe ¢ TeKCTOM OHO
COIEPKUT OIHM KOMaH[bl, C rpapMueCKMMU OOBEKTaMH — COBCEM JIpyrHe, ¢ JuarpaMMaMy — TPETbU
U T. I. MBI pacCMOTPHM TOJIBKO T€ KOMaH[[bl, KOTOpbIE MpeAHa3HAYeHBI 7151 pa0OThI C TEKCTOM (pHC.
2.4), MOCKOJIbKY OHU HarOoJiee BOCTPeOOBaHHBI.
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Translate with Lingvo 12

Puc. 2.4. Koarekcraoe meuo Word 2007

MYJIbTUMEJIUHBIA KYPC

Ilopsidox pabomwvt ¢ Oyghepom o006MeHaA NOOPOOHO NPOUNNOCMPUPOBAH 8

suoeonexyuu «byghep oomenax.

[Mepsbie Tpu koMaHAb — Beipe3aTs, KonuposaTth 1 BeraBuTh — He0OX0AMMBI 17151 pabOTHI C
TEKCTOBBIMU (pparMeHTamu (6;10kamu). OHM TyOIMMpPYIOT COOTBET CTBYIOIINE MHCTPYMEHTHI BKJIAIKU

I'naBuas
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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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