Cnucok BONPOCOB /ISl MOJATOTOBKH
K JIa00paTOpPHBIM padoTaM mo uHGOPMaTHKeE

Ha Bompoc o penakropy Word u tabnmunomy nporeccopy Excel k mabopatopubiM pabotam
HE00X0IMMO MOJrOTOBUTH Pa3BEPHYTHIE OTBETHI 00beMOM 1-2 CTpaHUIIBI TEKCTA TaK, YTOOBI HA
nmabopaTopHO paboTe BOCIOJIB30BATHCS CBOUMH 3AITUCSIMH.

Pexaxrop Word.

Nwms noxkymenTta. @opMatupoBanue qokymeHTa. [lapamerpsr hopmatupoBanus.

Oo0nbekThl B pegakrope Word. Oneparun ¢ o0bekTaMu. BeTaBka u yaneHue pucyHKOB,

TabJINLL, JINCTOB, TUATPaAMM.

[Mouck u 3amena B penakrope Word. PacimpeHnHbie BO3MOKHOCTH ITOMCKA M 3aMEHBI.

Pabota ¢ Tabnunamu B pemakrope Word.

Oneparyu penaktupoBanus qokymeHToB Word. BeraBka u yajieHue CHMBOJIOB,

BBIZICJICHHOW YaCTH JIOKYMEHTA, TaOJIHI], 00HEKTOB.

6. Cpenctsa opdorpaduieckoii 1 JIEKCHUECKON MPOBEPKHU TOKyMeHTOB. HazHadueHwme
JIOKYMEHTY U €ro 4acTsM s3bIKa.

7. *®yskuuu padoTsl ¢ daitnamu. J[HanoroBeie OKHa COXpaHEHUS U OTKPBITUS
nokyMeHTOB. CoxpaHeHHEe JOKYMEHTOB B pa3IM4HbIX (popmarax.

8. *PacmmpeHHbIEe BO3MOXXHOCTH COXpaHeHUs (ailyioB. 3aluTa JOKYMEHTOB OT PEXKUMOB

YTEHUsSI U PEIaKTUPOBAHMUS.
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Ta6auunbiit mpoueccop Excel.

1. OOmas cTpyKTypa AMeKTPOHHBIX Tabnuil. SAdeliku. JInuctel. Jluarpammel. AGCONIOTHAS U
OTHOCHUTEJIbHAS aJipecalis sueek. TUIIbI SUeeK.

2. ®opmatupoBaHUE TAOJIUIl U TPAHMII. Y CTAHOBKA KOMMEHTAPHUEB K sTUCHKAM.
KonupoBanue siueek ¢ aOCOMIOTHBIMA U OTHOCUTEILHBIMU aJIpeCaMH.

3. dopmynbHBIN TUT sTueek. PenakTupoBanue ¢popmyin. Tumsl hopmyn. Macrep hopmyn

4. TloctpoeHue quarpaMm 1o TaOJIUYHBIM JTaHHBIM. PeqakTupoBanue u pasmelieHue

auarpaMm. Macrtep auarpamm.

*DKCIOPT TaOJIMI] IMarpaMm U JIMCTOB B Apyrue gokymentsl nakera M S Office.

*3amTa JaHHBIX, siYeeK TaOJIUIl U JIUCTOB OT U3MEHEHHUS.

*MIMIopT TOKYMEHTOB 3JIEKTPOHHBIX TabauIl APyrux GopmMaToB B pOpMaT JaHHBIX

Excel.

8. *®ynkuuu obecrieueHust KOHPUACHINATEHOCTH JOKYMEHTOB M OTPaHUYCHHE JOCTYIa K
JIAHHBIM B JOKymeHTax Excel.
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