TlocynapctBerHOE OrOKETHOE MTPO(ecCHOHATEHOE 00pa30BaTEbHOE YIPEKICHUE
CBeptoBCKO# o0mactu
«KpacHoydumckuii arpapHbl i KOJIEIK»

WHCTPYKIIMOHHO-TEXHO/JIOTHY€eCcKasi KapTa Ha BbINOJIHEHUE IPAKTHYeCKOM pa6oThl N26

Ilo nucunnmumne: Madpopmaruka.
Tema: OCHOBHbIE IPUEMBI PAOOTHI C TEKCTOM.
HaumenoBanue padornl: Coznanue u popMaTHpOBaHHE TEKCTOBBIX IOKYMEHTOB B

nporpamme Microsoft Word.
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Lesb: HAyIUTHCS CO3/1aBaTh U PEJAKTHPOBATH JOKYMEHTHI, HCIIOJIB3Ys BO3MOKHOCTH Word
Hopma Bpemenn: 2 yaca

Pexomenayemas nureparypa: C.B. Cumonosuy «MHpopmaTuka. ba3oBblil kypc»
Oo6opynoBanne: MHcTpykimonHas kapra, [1K.

Xoo pabomeoi:
3amyctuts Word.
YcraHoBUTE B JOKYMEHTE MOJISA: MPaBoe — 1 ¢M, JIeBoe — 2 CM, BEpXHEE U HIKHEE 1o 1,5 cM,
OpUEHTAIIMS JINCTA KHIDKHAS.
Co3nath TOKYMEHT TI0 00pasiry.
BcTaBuTh B TOKYMEHT BEPXHHUM KOJIOHTUTYJ. B KOJTOHTUTYJ BBEIUTE CIEAYIOLIYIO
unopmanuo .10, oama evinoinenus pabomeol.
[IpoaemMoHCTpUpPOBaTH JOKYMEHT.
CoxpaHuTte TOKyMEHT B CBOEH MaIke

KoHTpoJibHBIE BOMPOCHL:

Kak ycTaHOBUTB MOJs1 B JIOKyMEHTE?

Kak ycTtaHoBUTH KpacHy0 CTpOKY B ab3are?

Kak BcTaButh dhopmyny?

BcraBka kosioHTHTYNMa?



OBPA3EL]

3a napy cekyHz KOMMbioTEep ycnesaeT caenaTtb
" oWMBKy TakMx pasMepoB, UYTO COTHM mnoaeW

TPYAATCA Hag HEW MecsLamu.

) Mepn Muyem
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“<>lporpaMmbl OpraHu3auUuUM 3MEeKTPOHHOrO [OKYMeHTooB6opoTa MO3BOMAT pelaThb

crnegylwve 3agadu:

e obecnevyeHve Gonee 3chhEeKTUBHOrO ynpaBneHus 3a cYeT aBToMaTusauuun

KOHTPOSISi BbINOSIHEHWS, NPO3PAYHOCTU ASATENBHOCTI OPraHn3aLun Ha Beex
YPOBHSIX;

(A -
e onTtnMusalua 6M3Hec-npoueccoa n astTomMaTusauma mMexaHuama wux
BbINMONTHEHNA U KOHTPONA,

e uvcKoveHne  OyMakHbIX  [JOKYMEHTOB U3  BHyTpeHHero obopoTa
NpeanpuUaTUS;

* VCKMIOYEHWE  HEOOXOAUMOCTW  WAKU  CyLECTBEHHOE ynpou.\eHme "
yAELLEBNEHNEe XpaHeHus ByMakHbIX AOKYMEHTOB - 3a cqu “Hanu4us
onepaTVBHOrO 3MIEKTPOHHOrO apxuBea. < \ M

BcTaBka CUMBOJIOB. -

@, §, ® ( Bknagka CreyuantbHbie 3Haku)

» T Py
z 2, %8 (Brnagka Cumsons:, wpndT - O6bMHbH7! *réx’c;, HaQop:—"—fllCﬂOBble gopmbl, Mamemamuveckue
onepamopbl) .

F £ € (eknapka CumMeossl, WPNHT - Oﬁbmhbﬁd "rexoT Habop — LleHexHbie CuUMBONbI)
cS— &, @ @ ‘% Qs sxna,qxa CUMBCﬂb! mpwa Wingdings)
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7, l : BcraBKa  chopmyn.
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ANMAPATHBIE CPEACTBA 3JIEKTPOHHOIO O®UCA

y |

OCHOBHbIe AononHurenbHblie
H nun B JIEHU
MK 1 Cpeacrea NoAyYeHus Ko cl i Cpepcrea opopm a i
1 LOKVMEHTOB I LOKVMEHTOB |
S CpeAacTBa KONMPOBaHUA ®danbLeBaibHble MaluUHbI
S CpeacTsa pasMHOXKeHUA Jluctonog60poYHbIE MALLUHDI

0O6opynoBaHMe ANA COPTUPOBKM

>| O6opypoBaHue ana ckpenieHns

JlamuHaTtopsbl

> O6opyposaHue gna

YHUYTOXKEeHUA
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