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OcHOBH1i KOMNnoHeHTU Microsoft Office

Microsoft Word
Microsoft Excel
Microsoft PowerPoint
Outlook

Microsoft Access
Microsoft Binder
Microsoft FrontPage
Microsoft PhotoDraw
Microsoft Publisher

Microsoft Project

TexcroBuil mpouecop
TabnuuHui Iporecop

Cucrema miAroTOBKY MPE3EHTAIIii

Cucrema yrpaBIiHHS MOIITOIO, KaJIEHIapeM Ta
MePCOHANBHOIO 1H(HOPMAITIEIO

Cucrema ympaBiiHHs 0a3aMu JaHUX
Cucrema ympaBIliHHS MiIITMBKaMU
Cucrema ympasiinas Web-By3inamu
['padiunnii pegakrop

HacrinbHa BuaBHMua cCTEMa

Cucrema yrpaBIIiHHS IPOCKTaMHU

Microsoft Team Manager Cucrema ynpaBiiHHS IIEPCOHATIOM

*.doc, *.docx
*.xls, *.xlsx

*.mdb
*.ppt, *.pptx

*.pub
*.mpp

Word

Excel
Access
PowerPoint
Publisher

Project




IHTepdeuc nporpamm Microsoft Word

Tema 11 Odvictmii narer Microsoft Office - Word
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Mpasonucanue: Pycerwid (Pocoua)

Fragment:

PenaxTHpOBaHHE, BEIETEHHEIE KD ACHBIMH i \MJ
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Haiitu: $paza ans nowyky Astik cnosapaA: | Pycokuid (Pocois) .-;l.

MapameTpel:  Bnepeg ¥ | MpammaTthka

e —————— 3aMaHUTE
JaMEeHWTE Ha: | 3aMiHUTH Ha| MNapameTped... OTmeHa

3aMETUTE

3aMIHWTE
<< MeHbwe JaMEHWUTE JaMEHWUTE BCe Hajitn ganee OTmeHa
3MAHNTE
MapameTphl NoWcka
HanpaeneHwe: Bnepeg 3aME HWUTB
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TonsKo CI0B0 LENMKom [[] yumreisate cip dpuke WMamenute MzmeHnTe Bce

[] Noacranosoumbe sHakn
[] NpawsHocuTea kak [] He yumThiEaTE 3HaKK NpenUHaHKA
[] Bee cnosodropmel [] He yuuTeiBaTE NpOGENEI

3aMaHWTh

» Broeopute

3aMeHNTE = BroeTtatume
Popmar CneymantHeIi = « Bnectute
Urobel NpocMoTpETE ONPeseneHina:

BorguTte B cBOrD yueTHyo 3annce MadkpocodT




CTBOpeHHA Tabnauub B Word
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B Bcrasute TaBnuuy...
™ Hapucoeate TaBnuuy
DE] Tabnuuya Excel

B 3kcnpecc-tabauug
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BcTaeka Tabnvukl

Pazmep Tabnuugl
Yucno cTonBuoE: 5
Yucno crpok: 2
AETONOAGOP WHPKHHB CTONBLOE
(®) nocTogHHaR: ABTO
() no cogepxUMomMy

() Mo WHpHHE OKHE

|:| Mo ymonYaHWe 4na HOERIX TaGAKL,

DK OTmeHa

T OBkiyHeld T Be3 wHTE,.. 3arono

HuzkHans rpannua

BepxHas rpannua

flegan rpaHunua

Mpaeag rpaHnLa

HeT rpaHuup

Bce rpannug:

BHewwHWe rpaHuup

BHyTpeHHne rpannLel

BHYyTpeHHAR ropu3cHTaNBHaRA rpaHnua
BHyTpeHHAR EEPTUMKANEHAA rPpaHMLA
JnarcHaneHan rpaHuLa CBEPXY BHWS
AnarcHangHan rpaHuLa cHW3Y BEEPX
opWzoHTaNEHEA NAMHWA
Hapwcoeate Tabnuuy

OTobpazute ceTky

lpaHuysl KU 33NKEKa...




Microsoft Excel
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-EYPCOP, D0 SHAXOOHTRECA Hda 01 I{UMipDI{ Td Hda BERIAIEKAX MEHED,

- EHIUIEHHA BECBOTO CTOBMYHEA 200 pATKA;

- 3MiHA TeOMETPHYHHK PO3MIPIE CTPOUKH GOPMYI, CTORIINE Ta PAJKIE;

- KypCoOp BEESOeHHA 3HAUEeHE B CTPodm GOopMyII, ad0 IpH peJarvEaHHl 3Ha9eHHA
KOMIPEH (IPH MOORIHHOMY HATHCKAHHI HAKOMIPKY MHIIKO );

- DOJABAHHA IVCTHX KOMIPOK 3EA 30PAED. 2HH2V/Erop1 (MLE KOMIpKAMH HE0oOX1aHO
HABECTH KVPCOP Ha KOMIPKY 3 MIPaBory HIGKHBOTO DOKY Ta HATHCHYTH KHomEy Shift);

- MepeMIIISHHA KOMIPEKH B 1HIIE MICIE (B KOMIPEKY 3 1HIIHMH KOODIHHATAMH);
KVPCOP ECTAHOBIIOETRCA HA Kpal BHIUISHOT KOMIPEH (3 OVIb-9KO01 CTOPOHH);

- KOTHIOBAHHA OJHIET 200 BHILUISHOT KUTBKOCTI KOMIPOK, KVPCOp 2HAXOIHTECA B B
OVIB-AKOMY KVT1 (OKpIM IIPABOTO HICKHBOTO) 1 HATHCKA:eTheA KHomka Ctrl:

- ABTO3ANOBHEHHA KOMIPOK, 14 BOr0 KVPCOp HEODX1IHO BCTAHOBHTH Ha HIKHIH
[IpAaEHH KVTOYOK KOMIPKH (AKIIO EHIUICHA OJHA KOMIPKA, TO TAK1 CAMI1 K HAYCHHA
2 ABIATHCA 1 B 1HIIHX KOMIPKAX, KVIH BH OPOTAHSTE KVPCOp; SKIN0 EHIUTHTH AKVCE
MOCTIAOBHICTE, HAMPHETAT, mHDp 1. 2. To HIEYe OVIe IpoJoBEeHHA 3all0BHEHHA
koMipok 3. 4. 511.0)

- KOMMIOETRCA BHALUTEHA MOCTI0EHICTE, KVPCOpD 3HAXOTHTRCA B IPABOMY HIDKHBOMY
KVT1 1 HATHCKAeThCA kHonka Ctrl
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Beopire dyrceo:

CP3HAY
ECM
MNEPCCRNKA
CET

MAKC

SIN

CYMM(umcno 1 vmeno;...)

CYMSDYET JryMeHTH,

CRDSsKa 10 STOM Sy
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