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OTa cTaThsl pacCKaKeT BaM, Kak M3MEHHTh HarpasiieHne Tekcra B Microsoft Word. Onpeznenute Bepcuio
Microsoft Word. OxHoli 13 onepanuii popMaTHpOBaHUS COJIepKaHHs TaOJIUIL TAKKE SBISIETCS U
MN3MCHCHHMC HAIIpaBJICHWA TCKCTA B sSUerKax. ‘lame BCETO 3TO HeO6XOHl/IMO TOrJa, Korja l/IH(l)OpMa]_II/I}I,
KOTOPYIO HY>KHO IIOMECTHTH B ST4EHKY CIIUIIIKOM OOJIbILIast, TI0 CPaBHEHHUIO ¢ e€ pa3mepamu. Celvac s
co3/iaM HeOOoJIbIIoe 00BSBIICHUE U HA 3TOM NPUMEPE MTOKaXYy, KaKk U3MEHUTD HarpaBieHue Tekcra. 1. s
Hayasa s co37[aM OOBIYHYIO TabJIHIy C IBYMsI CTPOKAMH U IECTIO CTOJIOAMH (KaK cO3/1aTh TaOJINITy BBI
MOXeETe y3HaTh TyT). I3MEeHUTh HanpaBieHUe TEKCTa ObIBAET HY>KHO, IIPU COCTaBJICHUH TaOJIHI C Y3KMMHU
CTONOIaMH, TSI ”HTEPECHOTo 0(hOPMIICHHUS MTpe3eHTali. B Tabnuiiax n3aMeHeHne HarpaBiIeHUs TEKCTa
00BIYHO TpedyeTcs B ee MIanke, 9TOOBI OHA BBITIIAIENA aKKYPATHO U TEKCT XOPOIIOo YHTANCA. B oucHBIX
npunoxennsx Word, Excel u Power Point Takas Bo3moxHOCT ecTbh. [lockonbky pegakrop Word
MIPeAHA3HAYEH IS CO3JaHUs U M3MEHEHNUS! OOBIKHOBEHHBIX TEKCTOB, B KOTOPBIE JIMIIh HHOTAA TpeOyeTcs
BCTaBJIAThH TAOJHUIIBI U PUCYHKH ... Be3 TekcToBoro penakropa Word ceroats He 00XOMUTCS MPAKTHYSCKH
HU OAUH COBpeMeHHLIfI TaxeT. Hwuyero y}II/IBI/ITeHLHOFO! WOI'd MOAXOUT JId CO3AaHUA TOKYMEHTOB
IleﬂOBOﬁ TCMATUKH, HAITMCAHU CTaTeﬁ, XYIOO0KECTBEHHBIX HpOH3BeZ[eHPII7[, IMPOCTOI0 CO3AaHUuA 3aMETOK,
4TOOBI 3aMMcaTh HEYTO BAXKHOE M JJIsl MHOTOTO Apyroro. [Iumem tekct BepTukaipHo B Microsoft Word
2013 Ecnu ceroHst yTpoM BbI IPOCHYJIKMCH C MBICIIBIO, UTO TIOpa MEHATH B cBoel |...] Kak usBectHo, B
J1000¥ TIporpaMMe 1o yMOJYaHHIO YCTaHOBJIEHO TOPH30HTAIBHOE HAIIpaBJIeHHE TeKcTa. 11 oHo U He
YAUBUTENBHO, BEJIb YUTATh TEKCT, IOBEPHYB T'OJIOBY B IPaByIo CTOpOoHY Ha 90 TpagycoB HE COBCEM
yno6Ho. To xe camoe kacaercst u Microsoft Word. OHako 10BOJIBHO YacTO BOSHUKAET HEOOXOIMMOCTh
M3MEHNTH HarpasjeHue Tekcra. JlaBaiire pasdepemcs, Kak 3To caenars. st Hauana B JOKyMEHT
HE00XOINMO BCTaBUThH KaKOH-HUOYAb 0OBEKT, B KOTOPOM MBI Oy/IeM MEHSATH HAIIPAaBIICHUE TEKCTA.
Jlobporo BpeMeHH CyTOK, yBaskaeMblil unTaTens! CerofHs s pacCKaxxy Kak IIOMEHSATh HallpaBIeHUE TEKCTa
B Microsoft Word 2003. JIns Hadaza He0OX0AUMO CKa3aTh, YTO HAMPABICHHUE TEKCTA MOYKHO U3MEHHTH B
tabauue. BHe Tabnuie Tak mpocTo ero M3MEHUTH Helb3s. Ha camoM ziene Bce 04eHb IpocTo, HO He
Ka)KI[LIfI YUTATCJIb WX MOJIB30BATC/Ib MPCACTABIIACT, I'/IC B Word HaxXoJUThHCs (byHKI_II/IH 10 UBMCHCHUIO
TEKCTa, M03TOMY JUI Hayajla KOHEYHO JK€ HY)KHO OTKDPBITh IOKYMEHT U co3/1aTh Tabnuiy ... He Bcerna
nosp3oBarensiM Microsoft Word TpeOyeTcst nucaTh TEKCT CTaHJapTHO — B TOPU30HTAIBEHOM ITOJIOKEHHH.
BriBatoT cirydan, 4To HE0OXOIMMO Ha JIUCTE PACIIOJIOKHUTH TEKCT BEPTUKAILHO. MOXKHO JIH 3TO
OCyIIecTBUTH 1ocpecTBoM Bopn? Koneuno, MoXHO, ¥ MBI paccKakeM, KaK 3TO OCYIIeCTBHUT. st
BEPTHKAJILHOTO HarmucaHus Tekcrta B Word ecTh HeCKOJIBKO crioco0oB: 1. B BepxHeM MeHI0 BBIOHpaeM
BKIaAKy ‘“‘BcraBka”, 3aTem “Hammuics . 3ateM HaxkumaeM Ha “HapucoBats Haamuchs”.



