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IIPOI'PAMMA KYPCA

«Texcmoevtii peoaxmop Word»

OCHOBHBIE BO3MOXHOCTM TE€KCTOBOro pemaktopa Word. 3amyck mporpamMmbi.
O630p paboueit cpeabl Word. MeHIO M maHeId MHCTPYMEHTOB.

Pabora ¢ (I)aIL/'IJIaMI/II CO30aHMEC HOBOIo OJOKYMCHTA, OTKPBLITHUC HOKYMCHTA,
COXpaHCHUC OTOKYMCHTA.

BBog u ¢dopmarupoBaHUe TeKCTa: HAOOp TEKCTa, M3MEHEHME HadyepTaHWUs
TEeKCTa U XapaKTepUCTUK LIpudTa, aHMMalMOHHbIe 3P deKkThl. BBOA CMMBOJIOB.
CneuuanbHble CUMBOJIBL BbieieHre, niepeMellieHrne, KOMMpoOBaHUeE U yaaJlleHue
(parmeHToB Tekcrta. [Touck n 3ameHa MH@OpPMaLIVH.

®opMaTupoBaHue ab3alleB: BbIpAaBHMBAHUE, YCTAaHOBKA MEXCTPOYHOIO
MHTEepBaJia, ab3allHBIX OTCTYIIOB U TOJIOXKeHUs TaOynsuu, oyksuia.Co3gaHue
u opmMaTUpPOBaHUE CITMCKOB.

Co3zpaHue TabJULl U UX peJaKTUpoBaHUE: 100aBJIeHUE U O0beAUHEHUE STUEeK,
CTPOK, CTOJIOIIOB; MU3BMEHEHHUE MOoJ0XeHUsI TeKcTa. COpTUpPOBKa CONEPKUMOTO
sIYeeK.

®opmatupoBanne Ttaoauu. Ctuaum aBtodopMmara Tabmuu. 'paHuubl U
3aJIMBKM.

I'padmueckue BoamoxxHoctu penakropa Word. UtoctprpoBaHie JOKYMEHTOB
rpadpuyeckuMu  usodopaxeHusaMu. CosgaHue U o0paboTka rpaduyeckux
OOBEKTOB.

TexkcroBbie apdexTsl WordArt.IToctpoeHue auarpamm.3anmuch MaTeMaTUYECKUX
dopmyi.

Pa6orta co ctunsimu.Co3naHue, U3MEHEHNE U MPUMEHEeHUE pa3IMYHbIX CTUJIeH
B gokyMmeHTe. [11aG1oHbBI TOKYMEHTOB.

JIOMOJIHUTENbHbIE CPEACTBA IMOATOTOBKM JTOKYMEHTOB: CO3JaHUE CHOCOK,
npoBepka opdorpadumu, paccTaHOBKa IEPEHOCOB.

®opMmaTupoBaHue cTpaHul. Pa3mep craHuubl, opueHTauus. Pa3ouBka
JOKYMEHTa Ha pasjieiibl. ABTOMaTU3alus TOATOTOBKUA OOJIBIINX JOKYMEHTOB.

BoiBon Ttekcta Ha mevaTb. OCHOBBI mevyaTu. BIOOp mapaMeTpoB mneyvaTu.
IlepconanbHas HacTporiika Word.

Word kak cpeactBo moctyna B MHurtepHer. Co3gaHue M penakTMpOBaHUE
Web-ctpanull. PaboTa ¢ 3JIEKTpOHHOI IOYTONM U (haKCOM.



