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Ecan Bbl — OAMH 13 MUANNMOHOB IF0AEN BO BCeM MUpe, ncnonb3yoLlmx Microsoft® Word

A1 CO3[,aHNA JOKYMEHTOB Ha paboTe, BO BpeMa yuebbl Nan 41 INUHbIX MPOEKTOB, BO3MOXHO,
Bbl MeeTe HEKOTOpOe MpeAcTaB/eHre O TOM, UTO Bac XAEeT B HOBOW BepCMN NpoayKTa.

Bam Hy>XHbl bonee BbicTpble 1 ya06HbIE CNOCOOLI BINOJHEHWS MOBCEAHEBHbIX 3ajay WM
HOBble TEXHOOrW, MO3BOAAOWME A0bUTbCA Nyynx pesyabtatoB? B Microsoft Word 2010 ectb

BCe HeO6XO,£I,VIMbIe cpeactBa.

» Co3gaBanTe KayecTBEHHble JOKYMEHTbI, B KOTOPbIX BbIENAETCA BaXKHOE COAEPXKMMOe.
» bonee bbicTpas v ya06Has coBMecTHas paboTa ¢ JoKyMeHTaMu.

» OTKpblBaiiTe 1 pejakTMpynTe 4OKYMeHTbI, KOorga Bam 310 yA06HO, Npw paboTe B ceTn
W B KOMaHAMpPOBKe, 6e3 NpuBA3KMN K pabouemy KOMMNbroTEpY.

C NOMOLLLbHO HOBBIX W YAYULLIEHHbIX CPeACTB GOPMaTUPOBaHWNA OKYMEHTOB W yNpaBaeHUs UMK
MOXHO KaK HWKOrAa rpocTo co3jaBaTb NPopeccmoHanbHO 0hOpPMAEHHbIE LOKYMEHTDI.

Mpw coBMecTHOW paboTe Hag AoKyMeHTaMun Boiblie He HY>XKHO XAaTb CBOeW ouepesm.

N Tenepb MOXHO OTKpbIBaTh Gaiabl 1 paboTtaTb ¢ HUMWK B It06OM MecTe 1 B 1t0boe Bpems.

[o6po noxanosatb B Word 2010 — Halle caMmoe MOLLHOe, UHTYUTUBHOE W HacTpauBaeMoe
NPUNOXeHWNe Ha AaHHbIA MOMEHT.
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Cpean coBpeMeHHbIX JOKYMEHTOB €CTb Kak NpOoCTble MUCbMa W CINCKK, Tak 1 GOPMBbI, CIOXKHbIE
OTuYeTbl U AOKYMeHTbI, TpebytoLine Tunorpadpckoin paboTbl. Ho x 06beanHSAET OAHO — BCE 3TK
AOKYMEHTbI OTpaaroT Baly uaeu. Mo3ToMy OHU He A0KHbI BbITh MPOCTO NpeacTaBaeHneM
C10B Ha bymare.

Word 2010 npepocTaBaseT cpefcTBa A1A CO34aHMA NPoPeccnoHanbHO OPOPMAEHHbIX
npvBAeKaTeNbHbIX 4OKYMEHTOB, KOTOPble MOMOraroT 3pGEKTUBHO BbIpasnTb cebs.

BAOXHUTE >KM3Hb B CAOBA HA CTPAHMLLE

S dexTMBHOE CO3zaHVe JOKYMEHTOB 3aKNt04aeTCA B TOM, YTO6bl MOMOYb MOJIb30BaTENAM
Bblpa3nTb Hanbonee BaxHyo MHPopMauwmto. Ecam TpebyeTtcs, Utobbl TekcT Bbln Tak xe
Bblpa3uTeNeH, Kak 1 COMPOBOXatoLLme ero n3obpaxkeHus, Ncnoab3ynte nmeromecs 8 Word
2010 npocTble B UCNOb30BaHUM U TMbKUe CpeacTBa, AatoLume C/I0BaM HOBYHD XM3Hb.

» [MNpumenute Bneuvatnstome 3¢ppeKTbl TEKCTa, HANPUMEP rPajUeHTHbIe 3aVBKM
W OTpaXXeHWs, HEMOCPEACTBEHHO K TEKCTY B JIOKYMEHTE; 3TO Tak e NpocTo,
Kak MPUMEHATb NMONY>XMPHOE HayepTaHue 1 noguyepkmBaHue.

» [ob6aBbTe B JOKYMEHTbI 1 NybavKaLm cobcTBeHHbIE 31eMeHTbl odopMaeHus, Hanbonee
MONHO NCNOb3Ys BO3MOXHOCTU WpndpToB OpenType. HoBble BO3MOXHOCTK
odopmnenua OpenType obecrieunBatoT NOALEPXKKY AMraTyp, CTUANCTNHECKNX
HabopoB W ApPYyrux GYHKLWN.

Co3AQHME NPUBAEKATEAbHBIX AOKYMEHTOB

LiBeTa, appeKTbl 1 pUCYHKM, NCNOb3yeMble B AOKYMEHTaX, HUKOMa He OCTaHyTCA
He3ameueHHbIMW. Eciv Bbl He fn3aiiHep vy Bac Mano BpeMeHu Ha 0pOopMIEeHNE JOKYMEHTOB,
Kak MOXHO CO34aTb CBOW COBCTBEHHbIN NpuBAeKaTenbHbIn JoKyMeHT? B Word 2010
npesycMOTpeH Habop HOBbIX 1 yyULLEHHbIX BO3MOXHOCTEW, KOTOpbIE MO3BONAIOT CO3jaBaTh
AOKYMEHTBI € NpodeccnoHaNbHbIM AN3aMHOM W MOMOraroT Hauayylim obpa3om npescTaBasTb
cofepxumoe.

* lcnonb3ynTe HOBblE W yAyUllEHHbIE CpeACcTBa peAaKTMpPOBaHUA U306paXkeHui, B TOM
yncne npodeccnoHanbHble XyAoXecTBeHHble 3GdEeKTbl 1 AONONHUTENbHbIE CPEACTBA
AN ncnpasnenns, fobasaeHna LBeTa 1 0bpeskn n3obpaxeHnin, N N3MeHANTe PUCYHKMN B
AOKyMeHTax 6e3 JOMONHNTENbHbIX rpadnyecKnx pesakTopos.
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» Bocnonb3yitech 6onee rnpobeccnoHasbHbIMKU HacTpamBaeMbiMu Temamu Office
1 cooTBeTCTBYOWMMN Wabnaonamu Word. Vicnonb3yinTe TeMbl A5 NPUMEHEH WS
COrNacoBaHHbIX LIBETOB, WPUGTOB 1 3dhdekTOB GopMaTMpPOBaHNA PUCYHKOB BO BCeX
fokymeHTax Microsoft Office 2010 Bcero HECKONBKUMU LLeAYKaMU MbILLIN.

»  W3yunte Wnpoknii granasoH AOMNOAHUTENbHBIX pUCYHKOB SmartArt, B ToM uncne
MHOXeCTBO HOBbIX MakeTOB OpraH13aLMOHHbIX AnarpaMm 1 rpadukos, UTobbl co3aBaTb
npviBnekaTenbHble rpaduyeckme 31eMeHTbl, MPOCTO BBOAA MapKUPOBaHHbIV CMCOK.

OBpaLLanTECh K HEOBXOAUMBIAM CPEACTBAM B HYXKHOE BREMS

HoBble 1 yayuLleHHble BO3MOXHOCTW MO3BOAIOT NMOJb30BaTENAM MOBLICUTL MPOAYKTUBHOCTb
paboTbl, OAHAKO A/ 3TOr0 HEO6X0AMMO, UTOBbI OHW BbINN MOA PYKOW B HY>KHbBI MOMEHT.

K cuacTbto, yayulieHHas HacTpanBaemas neHta B Word 2010 ynpoLuaeT monck Hy>XHbIX KOMaHga,
n bnarogaps 3ToMy Nosib3oBaTteslb MOXET yAenATb bonblue BpeMeHN KOHEYHOMY MPOAYKTY.

Hy>xeH 6onee npoctoi cnocob 3aBepLueHNs JOKYMEHTa 1 MOAroTOBKW K 06mMeHy? HyxxeH bonee
BbICTpbIV 1 NpocToi cnocob nevatn? Hoeoe npeacraBneHue Microsoft Office Backstage™
MOMOXET JOCTUYb BCEro 3TOro. Tenepb MOXHO Nerko BbINMOAHATL NevaTb, 0bMeHMBaTbCA

W ynpasaaTb OKYMeHTaMu, a Takxke HacTpavBaTb napamMeTpbl Word 2010 B ogHOM ya06HOM
OKHe.

SKOHOMMS BDEMEHM M YyNpOoLLLEeHKe paboUrx NPoLLeCCoB

HezaBncMMO OT TOro, Kakune JOKYMEHTbI CO34atoTcs, HEOBXOAMMO CKOHLIEHTPUPOBaTb BHUMaHMe
Ha KOHTEHTE, a He Ha 3afavax, CBA3aHHbIX C CO3AaHNEM JOKYMEHTOB U ynpasaeHnem nmu. Word
2010 npepocTaBAseT HOBbIE U YyULLEHHblE CPEACTBA, KOTOPble ynpoLiaroT paboTy 1 No3BoastoT
3KOHOMMWTb BPEMSA Ha KaXZOM ee 3Tare.

s Halaunte Hy>Hble GyHKLMM C MOMOLLBHO YyULleHHON NaHeAn HaBuraLuum ¢
UHTerpupoBaHHbIMU cpeacTBamMu noucka B Word 2010. brarogaps HOBbIM crivickam
pe3y/IbTaToB 1 aBTOMATUYECKOMY BbIZENEHNIO HYXXHbIX MECT MOXHO BbICTPO NepexoAmnTb
B Tpebyemble MecTa, Ierko nepeynopaaoumBaTh COAEPXKUMOE N HAXOAUTb HYXKHble
AaHHble.

« BoccraHaBnvBalite daiinbl, KoTopble bblan 3aKkpbIThl 6€3 coxpaHeHus! Tenepb MOXHO
BOCCTaHaBAMBaTb Gaifibl MOC/IE X CIyHalHOrO 3aKpbiTVA He3 coxpaHeHus, Jaxe ecau
AOKYMEHT HUKOTZa paHee He COXPaHAICA.

#  DKOHOMbTE BPeMS W yayullainTe pesybTaTbl C MOMOLLbHO UHTYUTUBHO MOHATHbIX
GYHKUWI, TakVX Kak BCTaBKa ¢ AMHAMUYECKUM MpejBapuTe/ibHbIM MPOCMOTPOM
M yayYlleHHOe KOHTEKCTHOE CpeACTBO NpoBepku opgorpacdun. Bcerga buictpee
npaBuabHO OGOPMUTL JOKYMEHT C MepBOro pasa, YeM BHOCUTb MHOXECTBO M3MEHEHWNA.
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s YnopazouvBaunTe CBOW MbICJIN U MAen NPy MAaHUPOBAHUW U CO34aHNN LOKYMEHTOB
C MOMOLLLbIO HOBbIX CBA3aHHBIX 3ameTok B Word 2010 n Microsoft OneNote® 2010.

Bo3moxHo, Bam noTpebyeTcs o6MeHWBaThCA AOKYMEHTaMW C KOANEraMu, OHOKNACCHUKaMM
VAW APY3bAMU, UAKN BO3HUKHET HEOBXOAMMOCTb PaboTbl C APYrMMU MOAb30BaTENAMW B paMKax
rpynnoBoro npoekta. B nto6om ciyyae cnoXHOCTU U 3aepXKi, BO3HUKAOLLME NPW 3TOM,

MO MeHbLUEeN Mepe MOryT Bbi3biBaTb Heya06cTBO. Ho ceiuac Bce nameHunocb. Word 2010
Honblue He 3aCTaBUT Bac XAaTb cBoel ouepesn. OH COLEPXKUT HOBbIE U yyUlleHHble CPeACTBa,
ynpoLuatoLe COBMECTHY0 paboTy ¢ JOKYMeHTaMu.

HOBAS KOHLLEMLMA COBMECTHOM PABOThl HOA AOKYMEHTAMM

Word 2010 npegctaBnseT npocTble cnocobbl 06beAnHeHNA ntofel. HoBble U yayulleHHble
TEXHO/IOTUW NMOMOTatoT YCTPAHWUTL MPENATCTBUA 1 paboTaTb BMecTe 6onee 3pPekTUBHO.

4 Terlepb MOXHO peaaKTUupoBaTb OAUH AOKYMEHT B O4HO U TO XXe BpeMA BMecTe
C APYTMUW NONAb30BaTENAMN, HAXOAALLNMUCA B APYTNX MECTaX.

« ' Tenepb MOXHO Aaxe 06WAaTbcA B peasbHOM BPeMeHM BO BpeMsa paboTbl
HenocpesacTseHHo B Word.?

« PaborTaliTe BMecTe € MCMONb30BaHNEM HOBBIX, YYULLEHHbIX W YMPOLLEHHbIX CPEACTB
6e3onacHocTn. HanpumMep, HOBOe CpeACTBO 3allULLEeHHOro NPocMoTpa nomoraet
MPVHUMaTb B3BELLEHHbIE PeLLEHWNA MPU OTKPLITUW HEN3BECTHbIX GaNoB Nepes Tem,
Kak MoABeprHyTb KOMMbOTEP PUCKY.

e yCTpaHVITe A3bIKOBbIE 6apbepb| C MOMOLbHO yAyylleHHbIX CcpeacTB nepesoaa
1 A3bIKOBbIX HAaCTpOEeK.

1 . . L® .

Ana GyHKLUKM COBMECTHOro peaakTupoBaHua Tpebyetca Microsoft SharePoint™ Foundation 2010 (19 ncnoab3osaHus
npeanpuatnamun) uaun cayxba Windows Live (413 amdHoro nonbsosaHua). COBMeCTHOE peakTMpOBaHWe C MOMOLLbIO CAyX6bl
Windows Live cTaHeT gocTynHbim Bo BTOpoM noayrogun 2010 r.

2 [1nA MCNOAb30BaHUA CUCTEMbI OBMEHa MIHOBEHHBIMU COOBLLLEHUAMU TpeByeTca OfiHa U3 CleayroLIMX TexHonoruit: Microsoft Office
Communications Server 2007 R2 ¢ Microsoft Office Communicator 2007 R2, Windows Live Messenger uau gpyroe npunoxeHue
obMeHa MrHOBeHHbIMW coobLeHUAMY, NoaaepxuBatolee IMessenger. [1s ronocoBblix BbizoBoB Tpebyetcs Office Communications
Server 2007 R2 ¢ Office Communicator 2007 R2 uau nro6biM ApyruM npunoxeHueM c nogaepxkon IMessengerAdvanced.
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Ecnn naew, cpokn 1 ypesBblvaiiHble cMTyaLmMn Ha paboTe HacTWUraroT Bac B HeNoaxosLlee
BPEMS, HanpyMep, KOrAa Bbl Janeko oT pabouero mecta — ByzibTe yBepeHbI, Bbl HE OANHOKM.
Word 2010 npesoctaBaseT BO3MOXHOCTb paboTaTb B Nt06oe Bpems v B 1toboM mecTe.

PaBoTtainte B yAODHOE Bpems 1 B YAODHOM mecTe

MoxHo nerko 6paTb gokymeHTbl Word 2010 ¢ cobon n npogonxaTtb paboTy B gopore.

» Microsoft Word Web App no3BonseTt npocmatprBaTtbh KaueCTBEHHYH BEPCUIO
AOKYMEHTa 1 BHOCUTb HeGOAbLUME NOMNPaBKK, NCMOJIb3ya Takne Xe cpeAcTBa
bopmaTMpoBaHWA U pefakTMpoBaHus, koTopble ecTb 1 B Word 2010, npakTtunuecku
c nvoboro komnbroTepa B Be6-6paysepe.’

» Microsoft Word Mobile 2010 — 310 He6onbLUOW pefakTop AOKYMEHTOB, cneLvaibHO
npeAHasHayYeHHbIA AR NCMOoIb30BaHWA Ha TenedoHe Windows Phone.’

Ecav Bbl NULINTE BaXKHbIV ANA Kapbepbl OTUYET, UCpaBseTe KypCoBOW NPoekT uan paboTtaete ¢
rpynnow o6poBobLIEeB Hag KPYMHbIM BusHec-naaHoM 1 genaeTte 370 Bce B gopore, Word 2010
NO3BOJIAET MONYUNTb HY>KHblIE, YAyULleHHble pe3yabTaTtel 60nee 6bICTpO 1 rnbko.

* ina Be6-npunoxeHuii Microsoft Office TpebyeTca cooTaeTCTBylOLLEE YCTPOUCTBO, NOAKMIOUEHUE K VIHTEPHETY, NOAepXUBaEMbIf
6payzep Explorer, Firefox uau Safari, a Takxe SharePoint Foundation 2010 ans npeAnpuaTuit uau 6ecnaaTHblil uageHTUdUKaTop
cnyx6bl Windows Live ana nmuHoro noabsosaHua. PegaktuposaHue B Word Web App ¢ nomoubsto cayxbsl Windows Live byaer
JAOCTYNHO BO BTOpoM noayroaunun 2010 r. Mexay Office Web Apps 1 npunoxeHunamu Office 2010 ecTb onpegeneHHble pazanuns.

* Tpe6yeTca cootBeTCTBYIOLIEE YCTPOWCTBO. [IN1A HEKOTOPLIX MOGUALHLIX ByHKLMA TpebyeTca nogkaoueHue k MHTeprety. Office
Mobile 2010 He BX0OAMT B cocTaB npuaoxeHnin, Habopos Office 2010 unun Beb-npunoxerunin Office Web App. OHo 6yaeT BbinyLweHo
¢ BbIxogoMm Office 2010 Ha TenedpoHax Windows Phone (c Windows Mobile 6.5 nnu 6onee nosaHeit Bepcum). GyHKLAN NPUAOKEHNA
Office Mobile 2010 n Office 2010 MoryT oTaMuvaTbCA.

Microsoft 5



naOffice

[TloapoOHbIie cBeaeHMs 0 Word 2010

BAOXHUTE XM3Hb B CAOBQ HA CTpaHMLEe
Hosbie TekcToBbie 3chcheKkTbi!

Bbl yXke ncnonbsyete pucyHKN 1 n3obpaxeHwns, YTobbl MpuBAeYb BHUMaHWE K BaXKHOMY
COAEPXKMMOMY LIOKYMEHTOB. Tenepb MOXHO NPUMEHATb Takune Xe Tunbl GopMaTMpOBaHUS,
NCNosb3yeMble ANA 3TUX PUCYHKOB W M306paxeHN, HEMOCPECTBEHHO K TEKCTY AOKYMEHTa.

B otanume ot WordArt ns 6onee paHHux Bepcnii Word TekcToBble 3pdekTbl MpUMEHATCA

K peanbHOMY TEKCTY JOKYMEHTa, NO3TOMY ero MOXHO peAakTUpoBaTh, NpoBepaTb opdorpadputo,
fobaBnaTh apdekThl K cTUAAM ab3aues, byks, CNMMCKOB nan Tabauy,.

K TekcToBbIM 3dpdekTamMm OTHOCATCA rpagMeHTHbIE 3aMBKY, HacTpanBaeMble TEHW, OTPaXKeHwe,
CBeYeHWe, criaxmnBaHue, bareTHble pamKku, a Take rotToBble NnapameTpbl KOAIEKL MM
A5 BBICTPOro NpYMeHEeHWs cornacoBaHHoOro Habopa agdexTos.

S=goe JI ol 1 A A Aar -I_i-' = - = u= it = oA
KK Y -abax x [ oW A == == 1=- o
Iipndl | =
e A\ A A
e = 4 M =

- i - Puc. 1. Konnekuws «ekcTopkie
IOOEKTEI» HaxXoaWUTCH Ha

. . =
/5.\ /8 A A (3 BKJaAKe «[naBHan» B rpynne

«WpugpT».

Cmenerne

| Trparehme
|

Y, Cumowre eroroses sddentel

Mpumeuanue. Tenepb Npu goctyne k komange WordArt Ha Bkiagke «BctaBka» B Word 2010
OTKpbIBAETCA M3MEHAEMOE TEKCTOBOE NOJIe, B KOTOPOM MOXHO UCNOJ1b30BaTh TEKCTOBbIE

3 deKTbl, ONMcaHHble 34ecb. DTN e IPPeKTbl Takxke MOXHO MPUMEHATL K I0BOMY TekcTy

B Microsoft PowerPoint® 2010 u Tekcty pucyHkos B Microsoft Excel® 2010. TekcToBble addekTbl
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6611 NpeacTaBaeHsbl B PowerPoint n Excel B Habope Office 2007 v Ha3biBaroTCA B HUX
obbvekTamn WordArt.

CoeeT. YT06bI NPOCMOTPETH 4OMNOJHNUTE/IbHBIE TEKCTOBbIE 3P EKThI, OTCYTCTBYIOLLME B KOJIEKLMM
«TekcToBble 3ddekTbl», B rpynne WpudT LiesKHWUTe 3HaUOK BbI30OBa AWaf0rOBOrO OKHa. B HMXHeN vactu
Avanorooro okHa «WpudT» wenkHnTe Tekcrossie 3¢ derTht, UTOObI OTKPBITH 4NaNOrOBOE OKHO C
addekTaMu, TaKUMW Kak FrpajneHTHbIe 3aMBKMW, TMHUN K 06BEMHBIE paMKW.

HosuHka: ocbopmaeHne OpenType!

B Word 2010 MoXHO npuaaTb HarAsA4HOCTb TEKCTY C MOMOLLbHO NpodeccnoHanbHbIX GyHKLNRA
opopmeHns wpudptos OpenType. Hanpumep, nsyymte BO3MOXHOCTU opopmaeHns OpenType
B cyllecTByrowmx WpudTax, Takmx kak Calibri, Corbel n Cambria. nn nopabotante ¢ Gabriola —
HoBbIM WpndpToMm B Office 2010, npeanaratoLLinm LUNPOKUA AManas3oH CTUANCTUYECKUX Habopos.

Word 2010 nogaepxnBaeT caeytoLlme BO3MOXHOCTH odopMaeHmns OpenType.

» Nuratypsbl. /luratypbl No3BoAs0T 0GOPMUTE TEKCT Kak NpodeccnoHaibHbIi Tunorpad-
CKWUW AOKYMEHT 3a CYeT COBMeLLEHWA nap CMMBOJIOB, Kak NMokasaHo Ha puc. 2.

Puc. 2. CTaHpaapTHble
AnraTypbl,

JMraTyppt NO3BOJAIOT COBMEINATD APl CHMBOJIOB, Takue Kak ff u fi NPUMEHEHHbLIE K TekcTy
CO lWphaTom

constantia

» Crnnauctuueckue Habopebl. VcnonbsynTe cTuancTnyeckme Habopeol, UTobbl fobaBuTbL
AOKYMEHTaM M3bICKAHHOCTK, KakK nMokasaHo Ha pwc. 3.

Aebpo nonarveame s Word 2010 Puc. 3. TekcT co wpubToM
Gabriola, B koTopom
) Fad ' . NCETIOARBIVHOTCH
v’ll’)(lpﬁ NOXEACBAI R B[\MO}'aa 2010 UCMosib3yHoTCH
' CTUNMCTIYBCK e
.'c_Dog’Po nakKaltsame Q&\ org 2010
o oNSTE Al

* AnbTepHaTUBHbIe UucsioBble GOpPMbI U UHTEpPBasbl. YNPaBasaiTe BHELUHVM BUAOM U
CTPYKTYPOW YnCen B TEKCTE C MOMOLLbIO YNCIOBbIX GOPM W MHTEPBAJIOB, Kak MokKasaHo

Ha pwc. 4.
Puc. 4. Hucnosbie hoDMB! 1 MHTEOBANE
HenoapayiTe ToT ke Mpinpr 140 4Hcen, HalprMep nc. 4. Hcnosbie QOpMbl 1 UHTEPBa b,
12343, i1 318 TerCTa, HATIPIIMEP 12345, npUMeHeHHbIe K TeKcTy co Wwpudtom Cambria
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» OpenType KepHUHT. [Tpy NpUMeHEeHNN yXXe N3BECTHON QYHKLIMK KEPHWHTA WpudTa B
Word 2010 Tenepb ncnoab3syrotcsa 3HadeHna OpenType, eciv OHWU JOCTYMNHbI A5
AaHHoro wpudTa, 415 nojayyeHns bonee TOYHOro pesynbTaTa, 3a4aHHOro co3jatenem
WwpwndTa.

MpumeuaHue. Heckonbko Bo3mMoxHocTen opopmaeHns OpenType Takxke JOCTYMHbI B
npuaoxeHun Microsoft Publisher 2010.

CO3AQHWE NPUBAEKATEABHbBIX AOKYMEHTOB

HoBbie U yAyHLLeHHbIe CPEACTBA PEAUKTUPOBAHUA U306 paKeHUi!

Word 2010 no3BoaseT NoJsib30BaTeasaM MCNoab30BaTh LLINPOKUNE Xy40XXKeCTBEHHbIE BOZMOXHOCTA
HECKONbKNX HOBbIX U YAYHLLUEHHbBIX CPEACTB pa60'rb| C V|306pa>KeHVIFIMVI.

» PabotaunTe ¢ HOBbIMW XyAOXeCTBEHHbIMMK 3ddeKTaMy, TaKNMK Kak LiBETHbIE Ma3KW,
addeKTbl CTeKNa, pUCcCoBaHNA KapaHaawoM 1 3ddekTbl nacTenw.

»  Bbigennte HyxHyro obnactb n3obpaxeHuns v yaannTte octaibHOE C MOMOLLBI HOBOTO
cpescTBa ypaneHus GoHa.

J

Puc. 5. McxoaHoe 130 KEHUE (feBoe BEPXHEER) U TO Ke n2obpaxeHune co cReTALLMMUCS
Kpaamu (8 LUeHTPe) W 3dQhekToM CTekna (cnpaga), a Tak INEHHbLIM QOHOM (BHWU3Y)
Crvinu u AP DERTEI TAKXKE NMPUMEHEHEI K BEDXHEMY PAAY n3obpaxeHuw, Ytobel nony4uTe
(DUrypbl, OTPaXeHWUna, rpagueHTHYIO rpaHnuuy, TeHK, penbedsl U obbemMHoe rRpatleHue.

° |/|3yl-IV|Te HOBbIE CpeAcTBa USMEHEHWNA PE3KOCTN N pa3MbITNA BMeCTe
C yCcoBepLWEHCTBOBAHHBIMK CpeACTBaAMMN U3MEHEHUA APKOCTU N KOHTPACTHOCTW.

o 3KCI'IepVIMeHTV|pyl7|Te C HOBbIMW LUBETOBbIMU MHCTPYMEHTAMW, B TOM YUNCie
C ynpaBieHNEM HacCbILWLEeHHOCTbHO N TOHOM, a TakKXe CpeACTBOM NepeKpackn.
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« bbicTpo goBoAMTE N306paxKeHNs A0 COBEPLUEHCTBA C MOMOLLbHO MOLLHOMO CpescTBa
0bpesKy, KOTopoe MNO3BONAET Bblpe3aTb GUrypy v BelbpaHHbIN GparMeHT 13
n306paxeHns, BbINOJHATL MAHOPaMUPOBaHWeE N 3MeHeHWe MacluTaba Hy>XHbIX
3/IeMEHTOB, MepemMeLLas 1 U3MeHsas pasMep pUcyHka B 061acTh BbIpe3Ku.

Puc. b. MNpwu Beibope cpeacTea obpe3ky Bce u3obpaxeHue BHe paMKin obpesku

oTobpaXkaeTCA 3aTeHeHHbIM

Coger. [1na 3KOHOMWUW BPEMEHW NPV pejakTMpoBaHUK ¢hoTorpaduii Ncnosb3yiTe GyHKLNUIO
AVHaMUWYecKoro npeABapuTesbHOIO NPoCcMoTpa. HaBeAnTe ykasaTenb MbILUW Ha NapameTp B KOANeKL K
Vicnpasnenue, Liser nnn Xypoxecreentbie 3¢ derTii, YToObl YBULETb M306paxKeHne ¢ NPpUMeHeHHBIMU
HacTpolikamu. M, eciv B KOJIEKLMAX HET TOTO, UTO HYXHO, LWeNKHUTe ...MapameTpbl B HUXHEN YacTu
NH0BON KOANEKL MW, UTOObI OTKPBITH AMaNOroOBOE OKHO C AOMOJHWUTEbHBIMW NapaMeTpamMu
dopMaTmpoBaHus.

Mpumeuanue. B PowerPoint 2010, Excel 2010 n Microsoft Outlook® 2010 aocTynHbI Takme
Xe HOBblE W y/yulleHHble CPeAcTBa pefakTUpOoBaHNa n3obpaxeHun.

HoBMHKGO: BCTABKO CHUMKQ SKPGHO!

BaM Hy>XHbl JONONHUTENbHbIE CNOCObbI, UTOBLI CenaTh N306paxeHuns B JOKyMeHTax bonee
Bblpa3uTeNbHbIMU? BcTaBnsnTe CHAMKI 3KkpaHa u3 Apyrnx oTKPbITbIX OKOH HEMOCPeACTBEHHO
B Word 2010. Vinv BbibepuTe HY>XHbIN 31EMEHT 13 KOANEKLMN CHUMKOB 3KpaHa, KOTOPbI
aBTOMaTMYeCcKu 3amnoNHAETCA OTKPbITBIMU OKHaMM.
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MpumeuaHune. Bo3MOXHOCTb BCTaBAATE CHUMKW 3KpaHa u3 nporpamm Office 2010 Takxe
focTynHa B npunoxeHunax PowerPoint, Excel, Outlook, Publisher n OneNote.

Yay4dwieHHble AONOAHUTEABHbIE TemMbl Office!

TpebyeTcs, UTObbI BCE AOKYMEHTHI BbIFNAAENN COrNAacOBaHHO W NpodeccnoHabHo, HO rAe B3ATb
BpeMs Ha dopmMaTupoBaHune? Y Bac He byzeT Takom ripobaemsl, Beab cpeacTea Office
NO3BOIAHOT NPUMEHUTb 3aZiaHHbIN Habop WpndToB, LBETOB U rpaduyeckunx 3¢ dekToB Ko Bcemy
AOKYMEHTY HECKOIbKUMM LLLeTYKaMU MbILLW.

C nomoLubto Tem, NpesycMoTpeHHbix B Office 2007 ana Word, PowerPoint, Excel n Outlook,
noab30BaTeENN MOMAN NpUAaBaTh COrNacoBaHHbIV, NPOPECcCUOHaNbHbIM BHELLIHUIA BUA KO BCEMY
copepxunmomy. B Office 2010 pobasneHo 20 npodeccmoHanbHbIX Tem, UTo B cymme aaet 40
BCTPOEHHbIX TeM; TaK>Ke MOXHO Ierko 3arpy3nTb MHOXECTBO APYruX TeM ¢ Beb-canTa
Office.com. HacTpowiTte nnn co3gpanite cobcTBeHHbIE TeMbI, UTOObI 1IErKO Y MPOCTO MPUMEHATb
CBON GUPMEHHbLIVN CTWUJIb, AW NCMONb3YWTE NpeAocTaBAeHHbIe TeMbl, YTODbI MpuaaThb
AOKYMEHTaM HY>XHbIN BUA.

W -8 s
Tart STy BiTalts P2 MTA (T pvhrid i
J i_ 3 |'_‘I . o Pespsitn -
—_ — EyHomiupa ¢
i DpwesTa Famarep £0acees
m :m e .I i P -ir[ Q 11-v ] L ——
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| Aa |Aa Aa b Aa ||
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£330 2wl IymEe Enagpmn Enwm FnC, / fJ\)' M4 « | 2Mbl»
E; K | res ‘ Ha Bknaake «Pa3meTka
|mecam | [momens | | cTpaHiLbl» B Word
samTan | et
Aa A.d i
L LN :‘“-I
s man Wermamearne [ F ] f,'.t;lb
| Aa |As [ A As
|- |- | e ——— [
Neierinag Metpo Mogpierss fesyanpres -

Encrmarnsams Teasy lWaGanme
FPaspewkic UOHUEILHAS LoHTEHES L Cediva Offite com
& Mok rem

B Cowparnts rempupe Ty

Microsoft 10




=30fficé

CoBeThli.

B Word 2010 tak>xe MOXHO NpuMeHnTb 2hGdeKTbl U Apyruve 3aiMBKK TeM K durypam. Jpyrve JocTynHble
3a/MBKM TeM — 3T0 QoHbI cnaiigos PowerPoint 13 TeMbl, 13-3a Yero MOXHO Jierko paboTtaTb CO BCeMU
AokymeHTamm Office 2010. [ina gocTyna K 3aAMBKaM, COOTBETCTBYHOLLMM GOHOBBIM pyUcyHkaM PowerPoint,
BbIGepuTe GUIypy 1 Ha BiNagke MIHCTpyMeHThI pucoeaHus | @opmar B rpynne Cruaun guryp oTKporiTe
KonnekLuo ctunein duryp v eeibepute [ipyrue sanuexu rem. (YUTUTe, UTO 3TU Xe 3aMBKN Takxe
AOCTYNHbI Ans duryp B PowerPoint n Excel 1 oHn 66111 NpeAcTaBaeHbl B 3TUX NporpaMMax B Habope
Office 2007).

B Word 2010 also Takoke BKIHOUEHO HECKOBKO HOBbIX MPOdeCccMoHanbHbIX WabioHOB, COOTBETCTBYIOLLMX
Temam Office. Hanpumep, co3paiite HOBBIN JOKYMEHT Ha OCHOBe WabioHa «COoCeacKniA OTYET» U HaBeu-
Te yKasaTe/lb Ha pasHble TeMbl B KOANEKLUN TeM, UTOBbl YBUAETb, Kak rpaduueckme aieMeHTbl B 3TOM
LwabnoHe N3MeHAIOTCA, Kak NoKasaHo Ha puc. 8. YutuTe, Uto durypel, Ncnosb3yeMble Kak QOH Ha NepBbIX
ABYX CTpaHuMLax 21oro WwabnoHa, NPUMEHAIOT 3aAMBKKN GOHa Chaifa, onucaHHble B NpejblAyLieM coBeTe.
[na poctyna k wabnoHam, ycraHoneHHbIM ¢ Word 2010, Bbibepute Bknaaky @aiis, UtoObl OTKPbITh
npeactaeBneHve Backstage, HaxmuTe KHonky CozaaTte v BelbepuTe OBpazupl wabnoHoB.

Puc. 8
MexosiHbiA
lwabnoH «OTyeT
O CMEXHOCTU®

(cBepxy) v (no

i
i
:

4acosomn
CTpeNKe) — IToT

| o p— we wabnoH ¢
APVMEHEHHEBIMMA

Haiaosese
Iy AT U
It
)
|

=== TeMamu
== <<Ocpmu,mam=|-|aﬂ»,
- = «OCTUH», «YTnbiw»
W «Teepbii
nepenieTs.
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» Cosetbl. MOXHO CMeLLMBaTh 3/1eMeHThbl TeM /11 CO34aHWs YHUKaAbHOTrO BHELLUHErO BUja 3a OYeHb
KOpOTKOe BpeMsi. Beibepute oTaenbHble LBeTa, WpudThl U 3ddekTsl dopMaTUPOBaHWUs TeMbl B COOTBET-
CTBYIOLLMX KOMIEKLMSAX Ha BKAagke PazmMeria crpanuubl B rpynne Tembl. 3aTeM UCNOAb3yATe NapameTp
CoxpaHeHue TeKyIei TeMbl B HWXHEN YacT KONJeKLUN TeM, UTOBbI COXpaHUTb BbIGpaHHbIe HAaCTPOKK
B BUZe MO/Ib30BaTe/IbCKOW TeMbI, KOTOPYH MOXHO MPUMeHUTb K JokyMeHTy B Word, PowerPoint, Excel,
Outlook n pgaxe Microsoft Access® 2010.

L] Mommmo 40 BCTPOEHHbIX TeéM, AOCTYMNHbIX B KOJJ1eKUNKX TeéM, MOXHO NMpocMaTpuMBaTb KaTeropumio
Office.com B 31O Koanekunn n Bbl6|/|paTb TeMbl, KOTOpble 0T06pa>|<a+0Tcn aBTOMaTn4eCcKu
npu nx noaBJieHnn.

YAyHqweHHbIe AONOAHUTEAbHbIE PUCYHKM SmartArt!

N3BeCTHO, UTO C NOMOLLBHO rpaduK MOXHO BbIZEINTb BaXHble MOMeHTbI 6onee 3dpdeKTUBHO,
YeM C MOMOLLHO NPOCTOro TekcTa. [103ToMy oueHb BaXHO BbIGpaTh NpaBWbHbIN TUM PUCYHKA
ANA COAEP>XKMMOTo W NpuzaTth eMy Hanbonee nogxoaawm Bua. K cuactero, B Office 2010
npesyCcMOTPEeHbl LeCATKU AOMOAHUTENbHBIX MakeToB SmartArt, uto B cymme paet 6onee

130 paznnuHbIx CxeMm, KOTOpble MOXHO CO3ZaBaTh Tak Xe NpocTo, Kak GopMnpoBaTb
MapKNPOBaHHbIW CIWNCOK.

MonynspHble pucyHKW, NpeacTaBaeHHble B Office 2007, no3soastoT ntoboMy nosib3oBaTento
co3gaBaTb Mo-HacToAlWeMy BreyaTasowme cxemsl. B uncno maketos SmartArt BxoauUT WNPOKNIA
AanasoH pas/nYHbIX BAPNaHTOB — OT CMUCKOB 0 NMPOLECCOB, LIMKAOB U CXeM OTHOLLIEHUA —
C MOMOLLIO KOTOPbIX MOXHO 0bbeAnHATbL CBA3aHHbIE NAEN U HEANHEeWHbIe KOHLenumm

Ha Kpaco4yHoW cxeme.

Cpean HoBbIx MakeToB, gobaBneHHbix B Office 2010, ecTb LONONHUTENbHbIE OPraHW3aLNOHHbIE
Aviarpammbl, rpadukn 1 MHoroe apyroe. Takxke AOCTYMHbl yayudlleHHble cpeacTBa Ans paboThbl

C rpadvkamu, HarnprvMmep BO3MOXHOCTb MPOCTOro AobaBaeHus 1 3aMeHbl N306paxeHunn

B TEKCTOBOMW 06/1acTV U BO3MOXHOCTb 3aMeHbl BbIbpaHHbIX N306paKeHnin Ha cxeme C MOMOLLbHO
KOMaHZbl «/3mMeHnTb pucyHOK» Ha Bkaagke «Pabota ¢ pucyHkamum | Popmat».
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CoBerThli.

e [lpw BCTaBKe UAW BblgeneHnn rpadurkm SmartArt Ha leHTe CTaHOBATCA AOCTYMHBIMW BKAagkn PaGora
¢ pucyHkamu SmartArt > Koncrpykrop n Pasmerka. Ha Bknagke PaBora ¢ pucynkamu SmartArt
> KOHCTPYKTOP MOXHO HaWTN KOMIEKLUWN CTUAen 3ddeKkToB GOopMaTUPOBaHUA 1 LIBETOBbLIX
BapWaHTOB, KOTOPble aBTOMaTUUeCKM HacTpanBarTCa COOTBETCTBUN € TeMOW. Ha aTol Bknagke Takxe
pa3MelleHa KoJJIeKLNA pa3zmMmeToK, Ha KOTOPOW MOXHO BbIGpaTh HY>XXHYIO pasMeTKy U O4HUM
LLLeNYKOM NMPUMEHUTDL ee K BbibpaHHou cxeMe. CozepXXnmoe, KoTopoe 6bino gobasaeHo paHee, byaet
aBTOMaTWUUeckKn OBHOBAEHO.

® [lpwu BcTaBke rpadukm SmartArt aBTomaTnueckn otobpaxaeTcsa TekcToBas obaacTb. BBegute B Held
TeKCT ANs rpaduuecknx duryp, Haxmmute knasuwy BBO/J, utobbl jo6aBUTE HOBBIE GUIYpHI,
1 ncnoneslynte knasuwm TAB n SHIFT+TAB Tak xe, Kak 1 B MapKMpOBaHHOM CMUCKe, ANf
nepeMeLLeHns No GUrypam Uam TeKCTy BHYTPU HUX.

e O6patute BHUMaHWe Ha kaTeroputo Office.com B gnanorosom okHe SmartArt. Meprognuecku
NpoBepsiiTe 3Ty KaTEropui — 3/eChb NOSBASIOTCA HOBLIE Pa3MeTKY, aBToMaTU4eckn JobasiseMble
no Mepe WX LOCTYMHOCTU.

MpumevaHue. Npadpurka SmartArt Takxe gocTynHa B npuaoxeHunsax PowerPoint 2010, Excel 2010
n Outlook 2010.

Yay4qweHHsble courypsbl u acpcpexTsl couryp!

B Word 2010 obecneunsaetca nonHasa noggaep>xka Office Art. 310 o3HauvaeT, uTo Teneps B Word
eCTb MHOTVe 13 AOMOJIHNTENbHbBIX BO3MOXHOCTEN paboTbl ¢ durypamu, Kotopble AOCTYMHbI

B PowerPoint n Excel. Nonb30Batens MmoxeT BoibpaTb 4ONOAHUTENBHBIE TUMbLI GUrYP

n NpyMeHATb BonbLue CpeacTB, ycKopatowmx paboTy n obecneunBaroLnx 60abLIYIO TMBKOCTb
npv opmatnpoBaHun. Hanpumep, MOXHO NpocTo BbibpaTb GUrypy 1 HayaTb BBOAWUTL TEKCT.

Kpome Toro, k durypam Mo>XKHO NpUMeHNTL Te Xe 3ddekTbl GopMaTMpoBaHmns, KoTopble
MPVMEHAROTCA K APYTMM rpaduyecknm aleMeHTaMm, TakuM Kak pesibedbl, OTpaXeHna v
crnaxunsaHuvs. Kak v B clyyae ¢ rpaduyecknMy CTUASMA U CTUASMU gnarpamm SmartArt, ctinam
buryp Tenepb Takxe aBTOMaTUYECKM U3MEHAROTCA B COOTBETCTBUN CO LIPUPTaMU, LiBETaMN 1
apdekTamu TeMBI.
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CogerTsl.

e [lonpobyiTe HOoBble coueTaHWA knaBuL Npu paboTe ¢ purypamun. Belbepute dpurypy 1 Haxmnmante
knasuwy SHIFT c knaBuwamMm cTpenok Ans nsMeHeHus pasMmepa ourypel. an yaepxusarite KnaBuwy
ALT 1 HaXxMMainTe CTpesKy BJeBO WAW BNPaBo A1A BpalleHus durypbl. JobaseTe kiaBnwy CTRL
K 2TUM coYeTaHUAM, YTOObI M3MEeHATb AW BpaLlaTb 06beKT Ha MeHbLUWe Yribl.

e Takxe B Word 2010 npezctaBneHa HoBasi 06/1acTb BblgeneHUs. 3Ta 06nacTk pa3MelleHa Ha BKiajke
«Fnasnas» B rpynne «PefaktupoBaHune» UAN Ha BKkNagke «MHcTpymenTsl pucoBanus | Dopmar»
nnn «PaBorta ¢ pucyHkamu | @opmart» B rpynne «Pacnonoxurs». O61acTb BblAe/eHUs NMO3BO/AeT
Nerko BeIbMpaTtk, MepenMeHOBLIBaTb, yNOPSA40YMBaTh U CKpbIBaTh rpaduKy B JOKYMeHTe.

e PackpownTe KOANEKLMIO CTUIeN GUTyp 1 HanauTe napaMeTp «[lpyrue 3aiMBKin TemM», KOTOPbIN
Nno3BosafeT NPUMeHUTb GOHOBbBIE PUCYHKW ciargoB PowerPoint n3 TeMbl B kKauecTBe 3aAMBKW GuUryp.
JononHuTenbHble CBeAEHUS W NPUMepbl CM. B onncanun 1en Office paHee B 3TOM pyKOBOACTBE.

Ob6paLLLanTECh K HY>XHbIM CPEACTBAM TOFTAQ, KOTAQ
3TO HEOBXOAMMO.

YaydweHHas aenTa!l

PasmecTuTe HyXHble KOMaHAbl N HaXOAMTe UX TOMAa, KOrja 370 HeobxoAMMO. YayulleHHas
HacTpanBaemas fieHTa, JOCTynHas Bo Bcex npunoxeHuax Office 2010, 3ameHseT 0bbIYHbIE MEHHO
Y MaHenn NHCTPYMEHTOB 1 MO3BOAAET NepcoHann3npoBaTs pabouee mecto. OHa no3BonseT
nonb3oBaTensam bbicTpee HaxoANTb U MPUMEHATb BeCb Habop PYHKLIMIA, MpefocTaBaAseMbIX
Word, 1 BbIMonHATL 6osibLe onepaunin 3a MeHbLuee Bpems.
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« CozpgaBanTe cOBCTBEHHbIE M HacTpavBaWlTe BCTPOEHHbIE BKNALKM Ha NeHTe
B COOTBETCTBUMW C NepCOHaNbHbIM cTuaem paboTel B Word 2010.

® CTaH,EI,apTHbIe BKJIaZ4KW Ha JIEHTE coAep>XKaT KOMaHAbl 1A KOHKPETHbIX 3ajad, 1YTo
MO3BOJIAET ropa3jo 6bICTpee Haxo4AWnTb HyXHble CPEACTBA.

s Ha KOHTeKCTHbIX BKJ1Ia4Kax NeHTbl pacnoJIOXEHbI CPEACTBA, KOTOPBIMW MOXHO

BOCMO/b30BaTbCA AN1A BbINOJAHEHWA 3aauN. Hanpmmep, npu Bbl60pe Ta6}'IV|LI,bI Ha neHTe
NOABJAOTCA KOHTEKCTHbIE BKAaAKW CO BCEMU CPEACTBaAMMW, HeO6XO,£I,VIMbIMVI and pa6OTbI C

3Ton Tabanuen.
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Hosoe npeactasAaeHue Microsoft Office Backstage!

B neBou yact neHThl ecTb BkAagka «Pann» MNMpocto wenkHnte ee, 4tobbl 0T06pasnThL BCe
HeobxoAnMble CpeAcTBa AN1A ynpaBaeHua dannamm n HacTponku nHtepdeinca Word.

HoBoe npegctaBneHve Backstage 3ameHseT obblvHOe MeHIo «Paiii»; B HEM pa3MeLLeHbl BCe
3aj,aun ynpasaeHus fokyMeHTamu. Hanpumep:

« [pwu nepBom oTKpbITUN NpeacTaBneHne Backstage nonb3oBatenb nonageT Ha BKAAAKY
«CBepeHns». OTCloa MOXHO YNpaBAsaTb NapaMeTpamu 3alnTbl JOKYMEHTa,
npocmaTpuBaTh W pesakTMpoBaTb CBOWCTBa dalina, NpoBepATb AOKYMEHT Ha Haiuume
KoH®UAeHUManbHOW nHbopMaLK, He NpedHa3zHaueHHOW AN pacnpoCTpaHeHNs,

W MHOTOe Apyroe.

» Ha Bkiagke «CoxpaHuTb N OTNpaBuTbL» B NpeacTaBaeHnn Backstage MoxHo oTnpasuTb
LOKYMeHT Kak BnoxeHue B dopmate Word 2010, PDF nan XPS. Takke MOXHO
onybamkoBaTh JOKYMEHT Kak 3anuck B 610re nan coxpaHntb ero B VIHTepHeTe s
noNy4eHna JocTyna K HOBbIM BO3MOXHOCTAM COBMeCTHOW paboTbl, KoTopble
obcyxaaroTcs gasee B 3TOM PYKOBOZACTBE.
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« Ha Bknagke «[leyartb», nokasaHHOW Ha puvc. 12, npeAcTaBneHbl HOBblE UHTErPUPOBaHHbIE
GYHKUMW NeyaTn, Takne Kak NoSHOCTPaHWYHBIA NPeiBapUTeNbHbIA MPOCMOTP W Apyrue
HeobxoaMMble NapameTpbl.
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Coser. Ha Bnagke Mocnegrue B npeicTtaBieHnn Backstage MOXHO HaiTW CMMCOK HEAABHO OTKPLITLIX
hannoB 1 Nanok, K KOTOPLIM OCYLLLeCTBAANCA focTyn. [TpukpennTte daisl MAW Nanku K 3ToW BKIaAKe,
YTOObI NepemMecTUTL UX Ha NepesHuUiA NaaH 4nsa 6eicTporo Aoctyna. KpoMe Toro, MoXHO yAanuTb HejaBHO
MCNONb30BaBLUWACS halin WA Nanky, ecn LefKHYTb MPaBoW KHOMKOW 3/IeMeHT Crucka U BbIbpaTb
KOMaHay «YZanute U3 Cnmcka».

JleHTa nomoraeT co3gaBaTtb KOHTEHT. [peacTaBneHne Backstage nomoraeT ynpaBasatb UM.

OKOHOMMUS BDEMEHU U1 YNPOLLEHNE PABOYMX MPOLLECCOB

YAydilieHHas oBAaCTb HaBUraumm!

YnydweHHasa naHens Hasuraumm B Word 2010 (paHee Ha3blBaiacb CXeMOW AOKYMEHTa)
peanu3yeT HOBbIW MPUHLMN NepeMeLleHns MO AOKYMEHTY U MpejocTaBaseT Nojb30oBaTenam
BM3yasibHOe MpejcTaBjeHne CTPYKTYPbl 3aroJIoBKOB JOKYMEHTa.

C NOMOLLBHO NaHenn HaBuraunm MO>XXHO BbINOAHATL CiedyroLune AeVICTBMH.

o HpOCManVIBaTb 3aroj1oBKU, 6bICTpO Haxo4AnTb HY>XXHOE MECTO B AOKYMEHTE N OAHNM
LWLEeNYKoOM NepexoanTb K HEMY.
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L EbICTpO N3MEHATb NOPALOK 3aroJloBKOB (n CBA3AHHOIO C HUMK CO,EI,Gp)KVIMOFO),

nepetacknBan 3JIEMeHTbl Ha Hy>XHble MeCTa.

® HaXO,EI,VITb MeCTO, rae B HHCTOFILLI,VIVI MOMEHT ApyFOﬁ NoJIb30BaTe/b U3MEHAET JOKYMEHT
nan B KOTOPOM HeELABHO BblW BHECEHbI 3MEHEHUS.
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Puc, 13. NepetackueaHne 3a8roI0BKOR B yayvlleHHoW obnacty Haeurauwu ansa beictporo
nepeynopagoYynBaHna COAEPXKUMOro AOKYMEHTa,

YAyulieHHble cpeAcTBa noucka!

YnydweHHasa GyHKLMA Noncka Tenepb BCTpoeHa B NaHeab Hasurauymn. Word 2010
aBTOMaTMYeCcKMN BbIMOJHAET MOUCK MO Mepe BBOAA NCKOMOTO C/IOBa, BbIAENAA BCe COBNAAeHMA.

= A BHOBOM npeacTaBAeHN Pe3yabTaToB B obnactu HaBuraynu 0To6pa>|<a+0Tcsq
BCE BXOXAEHUA, COOTBETCTBYHOLNE MONCKOBOMY 3anpocCy; Wen4yok A60ro 13 3Tnx
3N1EeMEHTOB NPUBELET K NMEPEXOLY B COOTBETCTBYHOLLEE MECTO B JOKYMEHTE.

« B npeacTaBJeHUN 3aroN1OBKOB BbIAENAOTCA obnactu LOKYMEHTOB, KOTOpPbIe coaep>XaT
pe3yabTaTtbl NOUCKa.

» [lpepactaBneHmne 3ckM30B GUALTPYETCA N OTOBpaxaeT TONbKO CTpaHULbl, Ha KOTOPbIX
eCTb BXOX/EHW#, COOTBETCTBYOLLME 3amnpocy.
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= V13 naHenn HaBUraumm MOXHO Tak>Ke HaxoAuTb B JOKYMeHTe 06beKTbl Mo 1X TUNY,
BKJIOYas PUCYHKW, TabanLbl, GOPMY/bl, MPUMEYAHWNA N KOMMEHTapuK.

@ CTapoe AnanoroBoe oKHO «HanTn n 3aMeHunTb» BCe eLle AOCTYrnHO ANA BbINMOJAHEHWNA
pacllunpeHHOro noncka 1 3aMeHbl COAEPXKNMMOTO.
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Coser. Vicnonb3yinTe nssecTHoe coyeTaHune knaeuw CTRL+A ans aktvBaumm noas Mouck B gokymerTe
B NaHeau HaBuraumw. Ana goctyna K AManoroBoMy OKHY «HaWTh 1 3aMeHUTb» LLEeNKHUTE CTPEsKY

B NpaBoW YacTu nona MNouck B AoKYyMeHTe 1 3aTeM LLeNKHUTe Paclumpertblid novck. Vian Xxe ncnonb-
3ynTe coyeTaHue knasuw CTRL+P, 4ToObl OTKPLITE ANanoroBoe okHo Haidt 1 3aMeHuTh Co BKIaAKoN
3amenuts 1 covetaHme CTRL+TT, uTobbl OTKPBITL 3TO ANANOTOBOE OKHO CO BKAaAKOW MNepeidti.

HosuHka! BoccTaHoBAEHUE HeCOXpPCaHeHHbIX Bepcuﬁ

37O cnyyanock € KaxzabiM. Bol HekoTopoe Bpems paboTaeTe, NPYBOANTE COAEPXKMMOE B HYXHbI I
BWUZ, a 3aTeM 3aKkpblBaeTe JOKyMeHT 6e3 coxpaHeHusa. MoxeT bbITb, BaM Nokasanoch, YTo 3anpoc
Ha CoxpaHeHWe npegHasHavancs ans Apyroro dana, v xe Bbl OTBAEKANCL Ha YTO-TO Apyroe
npw 3akpbiTvn Gaiina. HesaBUCMMO OT 3TOTO pe3ysibTaT OAWMH — MOTeps BbIMNOJAHEHHOW paboThl
W BpeMeHW, 3aTpaueHHOro Ha co3gaHvie 4oKyMeHTa. boabLue aToro He npowusongert!
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B Office 2010 peanv3oBaHbl pacluMpeHHble BO3MOXHOCTN aBTOCOXPaHeHNs, N3BECTHble
no npegpiaywm Bepcnam Microsoft Office — Tenepb MoXHO BoccTaHaBAvBaTh Gaibl,
3aKpbiTbie 6e3 coxpaHeHns.” [onb30BaTenn MOryT lerko obpaliaThca K 4OKyMeHTaMm

W ynpasasTb UMW Ha BKNagke «CBefeHWs» B NpeacTaBaeHnn Backstage, kak nokaszaHo Ha 3TOM
pUCYHKe.
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s MOXHO BOCCTaHaBAMBaTb YEPHOBWKM LOKYMEHTOB, KOTOPbIE HNKOIZA HE COXPaHANNCH.
3Ta GYHKLUNA HAXOAUTCSA Ha BkNaake «CBeAeHUN» Mo KHOMKON «YnpasaeHue
BEPCUAMMU®.

¢ [lonb3oBaTenb TakKe MOXET MOAYYUTb AOCTYM K NOCNEAHUM MATH aBTOMaTUYecKm
COXPaHEeHHbIM BEPCUAM COXPAHEHHOTO paHee akTUBHOMO AOKYMeHTa Ha BKajKe
«CBepeHuns» npesctaBneHns Backstage. Mo ymonyaHuo nocnefHas aBToMaTnyeckm
COXpaHeHHas BepCus OCTaeTCcA BPEMEHHO JOCTYMHOW, eC/IN 3aKpbITh AOKYMEHT
6e3 coxpaHeHus.

> /119 NCMOAb30BAHNA BOIMOXHOCTM BOCCTAHOBIGHWA HECOXPAHEHHbIX AOKYMEHTOB 1 3BTOMATUUECKN COXPaHEHHBIX Bepculi
TpebyeTcs BbIGPaTh NapaMeTp coXpaHeHWs AaHHbIX aBTOMaTUUYeCcKOoro BOCCTaHOBAEHWUA. [1s1 XpaHeHWs aBTOMaTUYecku
COXpaHeHHOW Bepcun A0 ClefytoLLero ceaHca pelakTUpOBaHWA cedyeT Takke Bbi6paTb NapaMeTp XpaHeHWs aBToMaTudecku
COXpaHeHHOW BepCcUW NMpu 3aKpbiTUW 6e3 coxpaHeHus. s A0CTyNa K 3TUM NapaMeTpaM B NpeAcTaBieHWn Backstage wenkHuTe
«lMapaMeTpbl», a 3aTeM HaXMuUTe KHOMKY «CoXpaHUTb».

Microsoft 19




naOffice

CoBerThli.

s TpebyeTca HBbICTPBIN AOCTYN K APYTOMY COAEPXMUMOMY MNanku, B KOTOPOW XpaHWUTCA aKTUBHBIN
JOKyMeHT? B npeactaBneHnun Backstage Ha Bknagke Ceepenun WenkHUTe OTKPLITL pacnonoeHue
dralina. 3TOT NapaMeTp HaxoAuTCsA NoJ 3arosoBKoM CeaszanHbie AoKYMeHTbl B obnacTn Ceoiicrea,
nokasaHHOM Ha puc. 15.

e Y3HalTe 6osblue 0 paboTe C BOCCTAHOBNEHHBIMW BEPCUAMMN JOKYMEHTOB B pasfese COBeThl /LA
ONbITHEIX MO1L30BATENEN 3TOTO PYKOBOACTBA.

HosuHka! BcTaeka ¢ AMHOMWYECKUM npeABAPUTEAbBHBIM NTPOCMOTPOM

DKOHOMbTE BpeMs Npw NOBTOPHOM MCMoAb30BaHWK cosepximoro B Word 2010 n gpyrux
NpUNoXeHusx. BctaBka ¢ AMHaMUUECKMM NpesBapuTeNbHbBIM MPOCMOTPOM MO3BOAAET
MCNONb30BaTh Pa3/vyHble BapuaHTbl BCTaBKW, Takve Kak «CoxpaHeHune dopmaTa NCXOAHOTO
TekcTa» U «BcTaBka TONbKO TeKcTa», U BUAETb, Kak ByZeT BbIrifAeTb BCTaBAEHHOE COAEPXMMOe
40 dakTnueckon BcTaBku. bosblie He noTpebyeTtcs koMaHAa «OTMEHUTb», K BONbLIE HE HY>KHO
6yZeT MHOroOKpaTHO MbITaTbCA KOPPEKTHO BCTaBUTb coAepkmoe. HoBas GbyHKLUMA BCTaBKK
No3BoOISET BbIGPaTh HY>XKHbIW BapuaHT ¢ NepBOro pasa.
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v 86iCpaTh NpELNOYTMTEALHBIN BAPWUaHT, npeanoYTuTens
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Coger. I'IapaMeprl BCTaBKW AOCTYNMHBbI U nNoche q)aKTI/Il—IeCKOIZ BCTaBKWU (ecnm nonb3oBaTte/lb UBMeHUT CBOe
peLIJeHIAe) be3 HeO6XO,£I,I/|MOCTI/I OTMeHATb BbINO/NHEeHHbIe ,D,GIZCTBI/IFI. UTobbI pPa3BepHyTb NapamMeTpbl
BCTaBKW, ciedyeT WesiKHYTb 3Ha4yoK, NoABUBLUMIACS PALOM CO BCTaBJIEHHbBIM COAEePXNMbIM. Tak>XXe MOXHO
BOCMOJIb30OBaTbCA KnasmaTypoﬁ M HaXaTb KiaaBuLy CTRL, uTobbl Pa3BepHyTb NapaMeTpbl BCTaBKKW, a 3aTeM
C NOMOLLBKO KNnaBULI CO CTpesikaMi Bbl6paTb HY>XHble NapamMeTpbl. Ecam Bbl6paTb HOBbIA napameTp,
pesynbrart 6y,u,eT OBHOBNEH aBTOMAaTNUECKM.
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MpumeuaHue. BctaBka ¢ AHaMUYECKUM NpesBapuTebHbIM NPOCMOTPOM TakXe AOCTyMHa
B PowerPoint 2010, Excel 2010, Outlook 2010, a Takxe aas TekcTa B Publisher 2010.

HoBuHka! CeazaHHble 3ameTku OneNote

Mpwn paboTe c JOKyMeEHTamMW NOAb30BaTe b NMPOBOAUT UCCNEA0BaHMA W OCyLLecTBAseT cbop
JaHHbIX. Ho Kak fep>aTtb BCe YacTh CBA3aHHbIMWU U Haxo4UTb NHGOPMaLIMIO TOrAa, Koraa
OHa Hy>XHa?

OneNote 2010 obneryaet 31 3a4a4m, CO34aBas CCbUIKWM HE TObKO Ha AOKYMEHT,

HO W Ha pacnoioXeHwue, B KOTOPOM MoAb30BaTe b paboTan C HUM NpW CO34aHMN 3aMeTKU.
3akpenuTte OneNote Ha pabouem cTone 1 co3paBanTe 3aMeTky, paboTas c JOKYMEHTOM
Word 2010. Kak BugHo Ha puc. 17. OneNote fobaBnseT 3Ha4oK B NoJie NoJ 3ameTkaMu.
MpOCTO LWeNKHUTE 3TOT 3HaYOK MPW MPOCMOTPE 3aMeTOK, UTOBbI OTKPbITh MCXOAHbIN Gann
N NepenTn HeNoCpPeaCTBEHHO K HeObXxoaMMOW MHGOPMaLUK.

g - 5
W e 7-0 ~ Tent - MMrositt Wind » N Nl = 9 T e Peseirate suery wpanme i flidermpes, ~o sieoe 0 T - M. i
n Lammre  bemiies  Prsosss s Cosern Peolsesn = - At PA— b s g
-‘gv ol = > £ o x
- W
P L P | e S r— 4

-

- FaNATTIHIE LICTH STRTK 000U, M0 TMOCTRE C Mo SR,

CERAAAIR O S0 TABIDER 1A e DDa3ay NPESCTARSSMOTD

- MGG OOuse CHLAS HE AT

Goroamsfiow copepsier Spanius cparmy

[ mofamATh 200 cOFT e P L, TR T g

Fazvscire 3se0n ApaETEIeE DOOTULETARE, AT SIAVSTE O TEM SANMHNE CHSAE I BRI ol St ’F",' gt E s Thy R
O el df ¥, & JAT0M OTHROATS SO0 TeRa wilimek Camaoe,

| ToAmEA ik pearT. DOpRIRL D ALCTARISAAT TOMNPR COMUHD AL e MOMEILIRAOT

Orsoasmsbon conapmnT O pume CTRNHLL .!!I Hrmosssyire swnaary «Pafora s ettt | Topears g cozmatees
P . SA— ma—— - - = MA Ao T

Nrofae gofemeTy coon CoGCTRENHEE CTDA AW, TERERAHTE o0 SWIELHY ST EEaana, @ TaTEw

£ Prwlsars
TN STLTESLD HOBkes Lagik g
Fomec™ut s LEATS § STt s Pid Lidis b, 48 Q440 [ 0 TSR
L -
Venoas e araasey (28Bare © pecyikaae | DopuaaTe gon COROaedn e ST TEAD IR
. - B aav ey - rr——t oo |

G B AT e R e RS S O T W e T T TR ol T N

Puc. 17. KomroHeHT cenazaHHelx 3amerok OneNote gobasnseT 3HauoK B NoJsie Kaxzoro
MyHKTa NpW CO3AaHUK 3aMeTOK B 3aKpennedHon abractn OneNote, yKazslBas UCXOLHYHO
MporpamMmy U NpegocTaBnsn CCblIKY Ha PacrionoXXeHWe B MCXC4HOM ¢IEII-/|J'T(:' Ha MOMEHT

CO303HWMA 3aMeTKi.

Coger. [lna co3jaHunsa cBA3aHHbIX 3aMeTOK Npu paboTte B Word HauHUTe ¢ paHee coXpaHeHHOro
AokymeHTa B popmaTe Word 2010 1 BHOCUTe 3aMeTKW B 3anncHYto KHXKY OneNote 2010.

MpumeuaHue. 3ta Bo3moxxHocTb OneNote 2010 Takxe gocTtynHa npu pabote B PowerPoint
2010 v npu npocmoTpe Beb-cTpaHunL, ¢ nomoLlsbio Windows® Internet Explorer® 6 nan 6onee
no3AHen Bepcum.
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YAyHlleHHOe KOHTEKCTHOE CPeACTBO Nnposepku opdchorpachum!

YnydleHHoOe KOHTeKCTHOe cpeacTBo npoBepkn opdorpadumm B Word 2010 nozsonser
ncnpaeasTb opdorpapuryeckme oMbk C y4eToM KOHTEKCTa, eC/iv CI0BO MPaBWibHO HammncaHo,
HO HEKOPPEeKTHO MCMNob30BaHO. HanpuMmep, CIoBocOYeTaHNE «3IKOHOMUYHAA KOHBHOHKTypa»
ByfeT BblgeneHo, YTOObl MOXHO BbIIO N3MEHWUTL €ro Ha «3KOHOMUYECKas KOHBIOHKTYpa».
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HoBoe MPEeACTABAEHUME O COBMECTHOM PABOTE HOA AOKYMEHTAMMU

HosurHka! CoBMecTHOE peAaKTUPOBAHUE

DKOHOMbTE BpeMs, ynpoLlanTe 3agauv 1 nosbiwanTe 3pPeKTUBHOCTL COBMECTHOW paboThbl.
Bo3MOXHOCTM coBMecTHOro pesaktupoBaHua B Word 2010 no3BonstoT 0HOBPEMEHHO
pefaKTMpoBaTh OAMH U TOT Xe AOKYMEHT C Koaneramu uav apyseamn.’ Monb3osatens Moxer
BUAETb, KTO eLle paboTaeT ¢ JOKYMEHTOM U B KAKOM MeCTe BHOCUT M3MeHeHus. [Tonb3oBaTens
Aaxe MOXeT HauaTb becesly C ApYrMMM Mosb3oBaTenaMu HermocpeactseHHo 8 Word 2010.

Banepiit Ywakos - X
DEC 10 N0 TEsdoHy

f | MEHERAEP IO PAIYNTAM

= -J & - Hiy v

B Faegei VUimen ‘Lorem-ipsumdolorsitamet, consectetusr adipiscingelit Maecenas porttitar congus - massa Fusce
cuadalibero,-sit-amet.commodo magna-aros-

5o nE0esH e ETHEDTITOR METTh 37 W IVE-RT: 3TY DONACTE A0 72 000 MGE
SArEOe TLUM0E B NS ES PRAATHDOSENGE 1l HE 23T VAT Ha Cepee).

Puc. 18. Tosb30BaTteNb YeTKO BUAMWT, TAE APYrve NoNb30BaTes i paboTakoT B TOM Xe

AOKYMeHTe, 1 0BbLlaeTcs C HUMK, He Beixoan 13 Word

» Ecnv nonb3oBatenb BUAMT UMA ApYroro pefaktopa, Kak nokasaHo Ha puc. 18,
MpWAoOXeHne oTobpaxaeT CBefleHWs O MPUCYTCTBUW, coobLiaroLL e NoJib30BaTesto o

LOCTYMNMHOCTU 3TOMO COTPyAHUKA.

L HaBe,EI‘VITe yKa3aTteJib Ha UMA YenoBeKa, UTObbI OTKPbITb KOHTaKTHYH KapTO4Ky U Ha4aTb

obleHme.

¢ fins $YHKLWMM COBMECTHOrO peAakTMpoBaHua Tpebyetca SharePoint Foundation 2010 (an5 Mcnoab30BaHWA NPeAnpUATUAMA) AN
cnyxba Windows Live (ans nmuHoro nonbsosaHus). CoBMecTHoe pegakTuposaHue B Word 2010 ¢ nomoubro cayx6el Windows Live
CTaHeT AOCTYNHbIM BO BTOPOM noayroaunn 2010 r.

7 N7 MCNOAb30BaHMA CUCTEMbI OBMEHa MIHOBEHHBIMU COOBLLLEHUAMU TpeByeTca OfiHa U3 CAeayoLMX TexHonoruit: Microsoft Office
Communications Server 2007 R2 ¢ Microsoft Office Communicator 2007 R2, Windows Live Messenger uau gpyroe npunoxeHue
obMeHa MrHOBeHHbIMW coobLeHMAMU, NoaaepxuBatolee IMessenger. 15 ronocoBblix BbizoBoB Tpebyetcs Office Communications
Server 2007 R2 ¢ Office Communicator 2007 R2 uau nro6biM ApyruM NpuaoxeHueM c nogaepxkon IMessengerAdvanced.
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« [NpocTo coxpaHUTe JOKYMEHT, UTOBbl 0TOB6PA3NTL UIMEHEHWS APYTUX NOJIb30BaTeNel BO
BpeMs paboTbl. I3MeHeHWs, BHeCEHHble NONb30BaTeNeM, TakXe CTaHOBATCA AOCTYMHbIMMU
AN APYTVX NPW KaXkAOM coxpaHeHun daina.

» bbicTpo npocmaTpuBanTe UMeHa BCex TEKYLLMX PefakTOpOB BO BCMJbIBAOLLEM CMIMCKE
B CTPOKE COCTOSIHWA B HWXKHEW YacTu skpaHa. Waw, kak nokasaHo Ha pwc. 19,
npocmaTpuBamnTe Apyrux peAakTopos v obLantecs ¢ HUIMK, NPOBEPANTE COCTORHUE
CUHXPOHW3aLUW 1 BbINONHANTE Apyrne AeNcTBUA Ha Bknagke «CBeaeHns»
npeactasneHns Backstage.®

« Ecnm ppyron pepaktop oTkArOUaAETCA OT CETW, HO MPW 3TOM OCTaBAfeT $harin OTKPbLITbIM
AN pefakTUPOBaHWSA, Bbl MOXETE NONYYNTb AOCTYM K AOKYMEHTY N BHECTU N3MEHEeHWS.
Korpa 3TOT pefakTop NOAKAOUNTCA K CETU U COXPaHUT Gaiin, N3MEHEHWSA, BHECEHHbIE UM,
06beAMHATCA C BHECEHHBIMW BaMW N3MeHEeHNAMU U 0TObpa3ATCca B AOKYMEHTE.

i -
= - o
i el ? Puc. 19. B ceaHce
sferrration el Bttt Lofles [urirevs Mar = t - 4 Lo L5
g e - - e A ) e L i - -
ia b COBMECTHOIO
¥ ey SHURSCOOT = pefakTVposaHug
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Cogert. KopnopaTuBHble Nosb3oBaTeny, NpuMeHstolme Microsoft SharePoint® Foundation 2010, MoryT
NCNosb3oBaTk COBMECTHOE pejakTUpoBaHue B Npejenax ux 6paHamayspa. C nomoubro Microsoft Office
Communicator, BCTPOEHHOTO B HeCcko/bko Npunoxenui Office 2010, Tenepb MOXHO NpocMaTpMBaTh
CBeJeHWNs O NPUCYTCTBUN N HaUMHaTb ceaHC obMeHa MITHOBEHHBIMW COOBLLEHNAMU MAW OCYLLEeCTBAATD
roJlocoBble BbI30BbI HernocpecTBeHHo B Word.

MNpwv pabote c Word 2010 B Heb60/bLIOW KOMMNaHWKY, JOMa WK BO BpeMs yuebbl MOXHO BOCMO/b30BaTbCA
BO3MOXHOCTAMW COBMECTHOIO pefakTMpoBaHus ¢ nomMoLlpeto cyxbel Windows Live™. Bce, Uto Hy>HO —

& 109 0BLIEHNA C APYTMMM MONL3OBATENAMU B OBAECTH «ABTOpbI, KOTOPbIE PEAAKTUDYIOT B HACTOALLMNA MOMEHT» B MpeACTaBAEHUM
Backstage Tpebyetcsa Microsoft Office Communications Server 2007 R2 ¢ Microsoft Office Communicator 2007 R2 vau apyrum
NPUNOXEHWEM A1 0BMeHa MrHOBEHHbIMU cOOBLLEHUAMM, KOTopoe noasepxusaeT IMessengerAdvanced.
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..l Oﬁ. Microsaft*
370 BecnnaTHbl ugeHTUdMKatop Windows Live 4ns 0AHOBpeMeHHOro peAakTUpOBaHWs JOKYMEHTOB C
APYTMMU Nonb3oBaTenaMn. YyeTHas 3anncb cucteMbl 06MeHa MIHOBEeHHbIMU COO6LL|,eH|/|FIM|/| (Hal'lpl/lMep,

6ecnnaTtHeIM kaveHT Windows Live Messenger) TpebyeTcs Ansa NnpocMoTpa CBeAeHU O JOCTYMHOCTH
APYTUX pefakTopoB AOKYMeHTa W 3anycka ceaHca obMeHa MrHOBEeHHbIMUW COOOLLeHNAMN.9

HoeuHka! YnpoluieHue B3IaUMOAENCTBUSA

O6uantechb ¢ AroabmMu, He nokugas Word 2010.

Kak nokasaHo Ha puc. 18 u puc. 19, noab3oBaTeNb BUAWT 3HAUOK NPUCYTCTBMAA VAW CTPOKY

npucyTCcTBMA ' B HECKOJIbKWX MeCcTax BO BPeMs ceaHca cCoBMecTHoMW paboTel B8 Word 2010.
MNMoMWMO ceaHca COBMECTHOTO peflakTUpPOBaHWs CBeAEeHNA O MPUCYTCTBUN aBTOPOB,
PYKOBOAWUTENEN N NOCNEAHWNX PefakTOPOB MOXHO TakxKe NpocMoTpeTh B 0baactn «CBoncTBa»
Ha Bknaske «CBoWcTBa» npeacTaBneHuns Backstage.

B couetaHmm c Office Communicator nav gpyrum npeanoyntaemMsiM NpuaoxeHnem obmeHa
MrHOBEHHbIMW COOBLLIEHNAMU MONb30BaTeNb MOXET NpoCcMaTpuBaTh CBeAEeHUA 06 3TOM
nonb3oBaTene U HauMHaThb Pa3roBOP Yepes KapTOuKy KOHTaKTa, kak nokaszaHo Ha puc. 20.1°

QUi yworrrmgw o Ouftere 22 06 aees, desin, Dicomyy o« 30

l' } Cepresi Knumos «

Hal ol puai
WA ATTALHLE ANPECOR

J -G
Puc. 20. Hapeaute ykazatens Ml Ha MMA YeloBeKka Mav 3Ha4YokK
l'i[,“,'(':r,"_t_,"]'{; TBWA, '—Iil.'.'t-"_.-::.l AROCMOTRETE EMN0 KdPTOUKY KOHTAKTOB W Hau4aTh
pazrorop. Viau xe pazsepHuTte 3Ty KapTouKy 418 NPoCMOoTRa 4oNOAHUTENBHBIX

NeHWUW O KoHTaKTe.

® CoMecTHOE peaakTuposarue B Word 2010 c nomoubto cnyx6sl Windows Live cTaHeT AOCTynHbIM BO BTOpoM noayroaunn 2010 r.

10 /1151 MCMONB30BAHNA CUCTEMBI OEMEHA MIHOBEHHbLIMW COOBLLEHUAMMU UAU CBEAEHWI O MPUCYTCTBUM TpebyeTca OaHa 13
cnegyrolynx TexHonorui: Microsoft Office Communications Server 2007 R2 ¢ Microsoft Office Communicator 2007 R2, Windows Live
Messenger uan gpyroe npuaoxerue obMeHa MrHOBEHHbIMU COOBLLEHNAMM, Noaaep>uBatoLlliee IMessenger. [ rON0COBbIX
BbI30BOB Tpebyetcsa Office Communications Server 2007 R2 ¢ Office Communicator 2007 R2 nau Nto6bIM ApYrM NPUNOXKEHWNEM C
noagepxkoin IMessengerAdvanced.
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CoBerThli.

L] LLLeJ'IKHI/ITe 3Ha4oOK KHOMKW B BerHeIZ YacTh KapTO4YKW KOHTakKTa, UTObbI 3aKpenunTtb ee NnoBepx ApYyrux
OKOH 1 BCerjga nMetb Noj pyKOI;I.

2 Monb3oBaTenn Microsoft Exchange BUAAT COCTOAHNE KaneHLapAa B BerHeIZ HacTh KapTO4YKU KOHTaKTa
M B pa3BepHYTbIX CBeJeHUNAX.

Mpumeuanue. CBegeHNs O NPUCYTCTBUN U KapTOUKa KOHTaKTOB TakXe AOCTYMHbI Npw
COBMECTHOM pegakTtupoBaHun B PowerPoint 2010 n B MeHto CBOWCTB daiina B NpesAcTaBAeHNM
Backstage B PowerPoint n Excel 2010. B Outlook 2010 371 BO3MOXHOCTW AOCTYMHbI A8
MHOXecTBa TMnoB 3nemeHToB Outlook, Takunx Kak 3anpockl 0 cobpaHun n cooblyeHns
3/1eKTPOHHO nouTkl. KpoMe Toro, B Microsoft SharePoint® Workspace 2010 cseseHus o
MPUCYTCTBMM N KapTOUKa KOHTaKTOB JOCTYMHbI B 061acTh yyacTHNKOB pabouein obnactu
Microsoft Office Groove. lMpn ncnonbzoBaHn GyHKUNK NpUCYTCTBMA B pabouen obnactu
Groove HeT HeobXx0ANMOCTIN B UCMOAb30BaHUN OTAENbHOW MporpaMmel A1s obMeHa
MIHOBEHHbIMW COOBLLEHNAMM.

HoBuHka! 3aWULLEHHBIM NPOCMOTP

BonblMHCTBO Nosb3oBaTesien NoayyaroT Gainibl B BUAE BAOXKEHUA B COOBLLEHNAX 3NEKTPOHHOW
nouTbl AN 3arpy>xaroT nx 13 NHTepHeTa. Kak obecneunts MakcMManbHyH 3aLuTy KOMrbroTepa
npv OTKPbITUK GanNoB N3 MOTEHUNANBHO HEN3BECTHbBIX NCTOYHNKOB?

B Office 2010 npepcTaBneH pexum 3awmeHHoro npocmotpa ana Word, Excel n PowerPoint,
KOTOPBbIN MOMOraeT NpUHNMaTh bosiee B3BELUEHHbIE PELIEHNA U He NOoABEepPraTe KOMMbrOTEP
BO3MO>XHbIM yrpo3am beszonacHocTu. Mo yMoaYaHWto AOKYMEHTbI, MoayYeHHble 13 VIHTepHeTa,
nan Gannbl, KOTOpble MO KaKOW-AMbo MpUYUMHE MOTYT CofepXaTb MOTEHLNANLHO OnacHble
JaHHble, aBTOMaTUUYECKW OTKPbIBAKOTCA B pexXMMe 3aluLeHHoro npocmortpa. Ecam ato
MNpPOVCXOAMWT, B MaHean cooblieHnin oTobpaxkaeTca npesynpexjeHune, Kak MokasaHo Ha puc. 21,
C napameTpoMm «PaspelumnTb pegaktmpoBaHme».

IHOT @A) WEHASAIEHO O0YYEH KA EIOEHIE TASLTPOHHOR 10478 1 MOKET B

= FazpawHTe PRAzCTMP D EaHUE x
neEesonacen, Wankmare A NIAYHTHIA A0NOTHETEASHEN CBEETH i, i PR ETP

‘ 0 23|t EHA bIY IpoCMCTP

Puc. 21, JokyMmeHTht, 3arpyxaemele 13 ViHtepHeTta, aBToMaTnyeck OTKpPLIBAKOTCA B peXime

Coger. [losb30BaTeNb MOXET YKa3biBaTb, Kakne UCTOYHUKN JOKYMEHTOB NPUBOAAT K 3anycCcKy peXunMa
3allULLEeHHOrIo nNpocMoTpa. Monb3oBatenb TakXxe MOXeT YKa3aTb ornpejeneHHble TUnbl q>a|7mos, KOTOpble
aiejyet OTKpbiBaTb B peXuMe 3allvileHHOro npocMoTpa He3aBUCMMO OT UX NCTOYHUKA.
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LLenkHuTe BkNAZKY ®aiin, uTobbl OTKPLITL NpejcTaBieHne Backstage, a 3aTeM LWenkHuUTe MapameTpsi.
B ananorosoM okHe «[lapameTpbl» Word wenkHute Lieutp ynpaenenms bezonacHocTelo, a 3aTeM
wenkHuTe Mapamerpel weHTpa ynpasnedunsa 6e3onacHocTbio. 3aTeM 418 U3MeHeHUs napaMeTpos
3alLMLLEHHOro NPOCMOTPa LeNKHUTe Pexxnm 3aumuieHHoro npocmotpa. Minn, 4tobbl BKAKOYNTL
3alMLLEHHBIA NPOCMOTP A8 onpedeneHHbIX TUNoB $ainnos, LenkHUTe Mapamerpel 6A0KMPOBKK
dainos.

HosuHka! HaaeXHble AOKYMEHTbI

Bce nosb3oBaTtenn xoTAT 3aLMTUTb CBOW KOMMbIOTEP U $aiibl OT MOTEHLMNAbHbIX Yrpo3.
Ho 3aueMm Hy>XHbl MOCTOAHHbIE MpOBepKW He3omacHOCTM Nocae NOATBEPXKAEHNSA HAAEeXHOCTH
danna?

B Office 2010 npeactaBneHa KOHUENUNA HAZEXHbIX LOKYMEHTOB, KOTOpasa NMPYMeEHAETCS Npu
paboTe C JOKyMEHTaMM C akTUBHbIM COAEPXUMbIM , TAKMM Kak Makpochl. Tenepb, nocae
MOATBEPXAEHWS HAZEXHOCTU aKTUBHOMO COAEPXMMOroO AOKYMEHTa, MOBTOPAThL BCE 3TU
Aevcteua He TpebyeTca. Word 2010 3anoMuHaeT HageXHble JOKyMeHTbI 1 6o/bLie He BbIBOAWT
3aMnpocoB Mpw NX OTKPbLITUN.

CoBer. YTo e nosb3oBaTeNb NO oWNBKe 0603HaUMA LAOKYMEHT Kak Ha,D,e)KHbIIZ, AN B JOKYMEHT,
KOTOprIZ paHee CHUTaNCa Haje>XXHbIM, obl1o ,D,O6aBJ'IeHO HOBOe co,u,ep>|<|/|Moe? LLeHTp ynpaBieHWUA
6e3onacHoOCTLIO, ,D,OCTyI'IHbIﬁ B ANa/IOTOBOM OKHe NapaMeTpoB Word, nozsonset OAHNM LWeNYKOM MbILlN
OTMeHATb HaJe>XHOCTb JOKYMEeHTOB N OTK/HOYaTb BO3MOXHOCTb aBTOMaTU4eCckKoro joBepua JOKYMeHTaM.

HosuHka! lNposepka YUTAEMOCTH

HoBoe cpeactBo «[1poBepka UMTaeMOCTU» UCNONb3YETCA ANA MPOBEPKM AOKYMEHTA Ha Haanuve
COAEPXKMMOrO, UTeHNE KOTOPOro MOXET BbI3BaTb TPYAHOCTW Y NOAEN C HapPYLUEHVNAMMN 3pEHUS.
Mpw obHapyxeHUn Npobaem CpeacTBO BbIBOAWT WX O6bACHEHWE, a Takxke npeasiaraeT
MOLLIAroByr MHCTPYKLMIO MO UX YCTPaHEHWHO.

Coger. [pn dopMaTUpoOBaHUN JOKYMEHTa ANs YAyUlleHUs YTaeMocTu obpaTmTe BHMMaHWe, uto Word
2010 npesocTaBAsieT pa3BepHyTble afbTepHaTUBHbIE BapWaHTbl TekcTa. [JlobaBbTe anbTepHaTUBHbIA TEKCT
[Ns 3aroNOBKa W ONUCaHns n3obpaxeHnin u Tabany. Hangmte napaMeTpbl 3amelyatou i Tekcr

B MaNOroBOM OKHe @opmar pucyHka n Ceoictea Tabnuiibl.

VAyHleHHbIe 93bIKOBbie CpeACcTBa!

Tenepb Bce NoJib30BaTeNN, KOTOPLIM NPUXOANTCA paboTaTb Ha HECKOJIbKMX A3blKax, MOTyT 6onee
rMbKo OpraH1M30BbIBaTh CBOO AeATeNbHOCTb. [TpocTan HacTpoika MHOroOA3bIKOBOroO UHTepdeiica
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C MOMOLWbH OTAENbHbIX A3bIKOBbIX HACTPOEK A1A pefaKTUPOBaHWA, BCMNbIBarOW KX NOACKa30K,

cnpaBku W nHTepdeica.
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Puc. 22. TIpocTas ycTaHosKa oTAe/IbHbIX A3RIKOB ANS PeAaKTUPOBaHWUS, CNRaBKWY,

oTOBPAXKEHWA W NOACKA30K.

CogerTsl.

L] |_|pl/| ,D,O6aBJ'IeHI/II/I A3blKa, 417 KOTOPOro He yCTaHOBAeHbI cpeAcTBa NPOBEPKU UKW packiajkKa
KjlaBuaTypbl, BLIBOAUTCA yBeJOMAeHMe CO CCblJIKaMW Ans pelleHus I'IpO6J'IeMbI, KakK NnokKa3aHO Ha puc.

22.

e [lpu BbIGoOpe s3bIKOBLIX NapaMeTpoB B Word 2010 oHun npuMeHstoTcs ans Bcex asbikos Office 2010,

B TOM yuncae Excel 2010, PowerPoint 2010, Outlook 2010, OneNote 2010, Publisher 2010,

M (3a UCKNOUeHMeM NapaMeTpoB BCMJbIBatOLWMX NoAcka3ok) Access 2010, SharePoint Workspace

2010 u Microsoft InfoPath 2010.
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YAyHlieHHble cpeAcTBa nepesoaal

Word 2010 obneruaet obLieHne Ha pa3HbIx A3bikax. [oayunTe goctyn Kk cpeacTsam nepesoja
Ha Bknagke «PeueH3npoBaHne» B Word 2010, kak nokasaHo Ha puvc. 23. ian ncnonssyinte
yAyYLIeHHbIN MUHW-MepeBOAYVK (paHee 3Ta PYHKLMA Ha3biBanacb «3KpaHHbIMU NOACKa3KaMu C

nepeBosOM») A/l NepeBosa NPAMO B JOKYMEHTE.
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Puc. 24. Bkarouute MUHU-NEPEBOAYMK
8 NapameTpax rneperoja Ha sKnaaxe
YKasartenb Mbllivi Ha CNOBO B JOKYMeHTe
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Puc. 23. CpepcTBa nepesoaa, 40CTyrHeIe
Ha sBknagke «PeueH3vpoBaHne» B rpynne

Azbik»
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=Te

Coger. |_|OMOLLI,HI/|K no aHFJ'II/IIZCKOMy A3bIKY U q)yHKLI,I/IFI npeo6pa3OBaH|/m aHIIMNCKOro TeKCTa B peuyb
Windows (MO)KHO 3arpysumtb 1 JONOJIHUTE@/IbHbIE FI3I::IKI/|) AOCTYMNHbI B MaHean MHCTPYMEeHTOB B HUXKHEN

YacTh MUHN-NepeBOAY KA, MOKa3aHHOTo Ha pucC. 24.

HosuHka! O6wuin coctyn Yepes Communicator 14

WNHorpa TpebyeTca BMpTyasbHOE NPOCTPaHCTBO AN cObpaHui U COBMECTHOW paboTbl

Haz npoekToMm ¢ koaneramu. C nomoueto Word 2010 n Microsoft Communicator 14 MoxHo
HauvHaTb BUpPTyasbHOe cobpaHue, He noknaas pabouee MecTo — NpeaocTaBUTb JOCTYM K OKHY
MPUAOXEHNA TaK Xe MPOCTo, Kak OTMPaBnTb MIHOBEHHOE coobLyeHme. Takxke MOXHO
NpefoCcTaBUTb JOCTYMN K JOKYMEHTY, OTNpaBMB €ro BO MIHOBEHHOM COObLLeHNN

HenocpeacTeeHHo B Word. ™

" Tpebyetcs Communicator 14 u Microsoft Communications Server “14”. beta-epcun Communicator 14 u Communications Server

14 cTaHyT AOCTYNHbI BO BTOPOM nojayroanu 2010 kaneHgapHoro roaa.

Microsoft
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CoBeT. HauHnTe ceaHc o6u.|,ero 40CTyna Ha BKlajke CDXPBHHTb W oTnpasnTe B NpeacTaBieHUN
Backstage BCero HeCKOJIibKMMU LW eaykKaM MblLlln. EbICTpO I'IpOCManI/IBaIZTe cBejeHUsa O JOCTYNHOCTU
Kosner v I'Ipe,D.OCTaBIIFIIZTe A40OCTYN K OKHY NMPUAOXeHUA. Bawwm konnern noaydart JOCTyn K NPUNOXEHNIO
M CMOTYT BUAETb Ballk U3MeHeHWd, Mo Mepe UX BHeCeHWA B peajlbHOM BpeMeHW.

Mpumeuanue. 06w goctyn yepes Office Communicator Takxe npegycmoTpeH B PowerPoint
2010 v Excel 2010.

YAyyLlUeHHbIE SAEMEHTbI YNPABAEHUA COAEPXMMbIM!

DneMeHTbI yipaBaeHns cogepXxnmbim bbin npeactasaeHsl Word 2007; oHW npegHasHaydeHbl
A9 NCMONb30BaHWA ANHaMNYECKOrO COAEPXMMOro B OKyMeHTax 1 Ana BbICTpOoro cosgaHua
3pPekTnBHbIX dopm. B Word 2010 pobaBneH LWMPOKO NPUMEHAEMbIA 3neMeHT «Pnaxkok»,
4yTObbI CAenatb popmebl elle bosee yHMBeEpCaAbHbBIMM.

bt Thsdian Eitabia Py 3 (T8 bl Lbirini il Ml 4t 0t B P o 57T mgas
- SRR [V T e pp——— . =l M A3 ) & Poee panomyrone = e 1 i | .l
= = & [ T = J ) | |0
slosal Mgt HamTpudes Halim sbeen S > v = x Comvnvign 0 Digdriireile Ellign  THEaicre
[ L, Bt SIS - G - :3‘[,1”-—.1- thex; - & MTesesm poLLMEEING FRESTISSREMG FEEAIATE ElegiuieTy
Diar ) Hawn S M AS LT WIslar=1=0:1=1 a roner T A PasmaRaTuldes. B FEve ne
g S 8 dWivTe 3S1eMeHThbl YinpaBAeHA COLE] Ha BKAdAKE «Fa3PaloTHUK» B Tpyine
JNeEMeHThb! YrnpasneHna
CoBertbl.

e Ecnm Biagka «Pa3paboTumk», nokasaHHas Ha puc. 25, He oTobpaxkaeTcs Ha fieHTe, LWeAKHUTe BKAAAKY
@aiin, utobbl OTKPLITL NpeacTaBaeHWe Backstage, v 3ateM wenkHuTe Mapamerpbl. HaxXMuUTe KHOMKY
Hacrpoutb neHTy v 3aTeM B obnacTn Hacrpoiika nextbl, KOTOpas Haxo4uTCA B MPaBOW YacTh OKHa,
ycTaHoBuTe daxok PazpaBoTumK, UTOObI BKIKOUNTE COOTBETCTBYIOLLYIO BKAAJKY.

e C nomoubto Office Open XML pa3zpaboTumkn MOryT co3faBaTb MOLLHbIE TMHKMe WabaoHbI
1 JOKYMEHTBI C COAEePXUMbIM, KOTOpPble OBHOBAAKOTCA aBTOMaTU4YeCky 3a c4eT NPUBA3KM 3/1IeMEeHTOB
yrnpaBJjieHWs COAepP>XMMbIM K BHELLHWM JaHHbIM, HanpyMep K AaHHbIM, KOTOpble XpaHATCA B CNMCKaX
Microsoft SharePoint.

e  DeMeHTbl ynpaBaeHUs COAEeP>XUMbIM, MPUBSA3aHHbIE K YacTO NUCMOJb3yeMbIM CBONCTBAM JOKYMEHTOB,
JLOCTYMNHBbI aBTOMaTWYeCKn — ydacTue paspaboTumka He TpebyeTca. Ha Bknagke Beragka B rpynne
Tewer wenkHUTe 2Kenpecc-6s10Kku, Noce Yero WwenkHuTe CBORCTBO foKyMeHTa, YTobbl BeIGpaTh
3/€eMeHT 13 CN1CKa AOCTYMNHBIX 31eMEeHTOB ynpaBiaeHus. Hanpumep, BCTaBbTe 3/1eMeHT yrnpaB/eHuUs
3aro/IOBKOM Ha TUTYJIbHOW CTpaHuLLe, B 3aroNoBKax U B IIOHOM ApyroM MecTe JOKyMeHTa. 3aTeM, ecin
3aroNloBOK U3MEHWUTCS, MPOCTO OOHOBWUTE OAMH 3K3eMMNAAP 3TOro NeMeHTa yrnpaBieHus, N ocTaabHble
aK3eMnAspbl OBHOBATCA aBTOMaTUUECKM.
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Pabotante B yAOBHOE BpeEMSA 1 B YAODHOM mecTe

HosuHka! Word Web App

Ecan Bbl He MoXeTe B3ATb ¢ COBOW KOMMNbIOTEP WU BaM TpebytoTcs NpocTble CpeAcTBa ¢ OBLUM
AOCTYMOM N5 COBMECTHOW paboTbl, MOXHO /I FOBOPUTL O BbICTPOM U 3GdEKTUBHOM
BbINONHEHWUW 3aa4? [la, Tenepb 3TO CTas0 BO3MOXHbIM.

Coxpanute gokymeHTbl Word npu paboTe B ceTu 1 3aTeM OTKpbIBaiTe, U3MeHsANTe

W nepegaBanTe AOKYMEHTbI NPaKTUYeckn ¢ 1o6oro KOMMbLOTePa, NMEoLLEro NOAKIOUEHE
k MHTepHety."” Monyuute cpeactso ans NpocMoTpa NOAHO(YHKLMOHaNbHbIX I0KYMEHTOB

C BbICOKWM KauecTBOM oTobpaxeHwus, co3gaHHbix B Word 2010, n BHeceHUs HebobLInX
W3MEHEHWI C MOMOLLbIO GYHKLIMIA, MCMONb3yeMbiX B 0BbIUHOM NpuaoxeHnn Word."

Puc, 26.

TN B MNpocmaTpi-

BauTe

—~ I )
- - AOKYMEHTLI
b = 3 - C BBICOKUM

KauecrsomM

oTobpaxe-

HWA 1 Nerko

BHOCUTE

Heboibluue

el o WIMEHEH WA
- B Word Web

"F“ ; r - App.

A v

12 ins Be6-npunoxennii Office TpeByeTcs cooTseTCTRYIOLIEE YCTPOIACTBO, NOAKAIOUEHME K MIHTepHeTY, noaaepxnsaeMblil 6paysep
Explorer, Firefox uau Safari, a Takxe SharePoint Foundation 2010 gns npeaAnpuaTvuil uan 6ecnnaTtHblil MaeHTUGUKATOP CyX6bl
Windows Live ana amuHoro nosnbsoBaHua. Pegaktnposarue gokyMenTtos B Word Web App ¢ noMouubto cayx6el Windows Live 6yaert
JOCTYNHO BO BTOpoM noayrogaunun 2010 r. Mexay Office Web Apps 1 npunoxeHunamu Office 2010 ecTb onpeseneHHble pasamuus.

B Microsoft Silverlight™ He TpeByeTcs Ana Kakux-160 GyHKLWA, HO peKoMeHayeTcs ycTaHoBuTb Silverlight gaa yayumeHns
pes3yAbLTaToB Npu NpocMoTpe gokyMeHToB Word B Office Web Apps.
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»  CKOMupynTe TeKCT N3 JOKYMEHTa WN BbIMOJHWNTE MOUCK TeKcTa HeMoCcpesCTBEHHO
B Word Web App B pexwnme npocmotpa. Obnactb noncka NpejocTaBaseT CBA3aHHYH
CBOJKY pe3yNbTaToB Moucka 1 aBToMaTUUYeckn BblgenseT coBnajeHus B JOKyMeHTe,
aHaNorMyHo yaydeHHoun oyHkuunm noncka 8 Word 2010.

» Wcnonb3yiTe 3HakoMble CpeACTBa peaakTupoBaHusa U GopMaTpoBaHWs, N3BeCTHbIe
no pabote B Word, Bkntouas GyHKLUM aBTO3aMeHbl, NpoBepkn opdorpadum npu Beoe,
bopmaTupoBaHus WpudTa 1 abaues n CTUAN.

» BcTtaBka pucyHkoB, Tabauu n n3obpaxeHni n3 konnekuun Office.com.

Be6-npunosxenna Microsoft Office Web Apps, B Tom uncie Word Web App, Microsoft Excel®
Web App, Microsoft PowerPoint® Web App 1 Microsoft OneNote® Web App, npegoctasnsiot
BO3MOXHOCTb TMBKOro AoCTyna, 3HaKOMYHo cpesy pPeAakTMpPOBaHWA U PAA U3BECTHBIX GYHKLNA,
MO3BOJAA CBOEBPEMEHHO BbIMOJHATL MOCTaBAEHHbIE 3a3JauN.

CogeTbl.

¢ Word Web App obneruaet coBMecTHoe ncnoJsib3oBaHue ¢hainoB ¢ Nosb3oBaTensaMu, paboTarLwmmm
B 6osee paHHUX Bepcusx Microsoft Office gns Windows nan Mac, nam gaxe ¢ TeMu, y KOTOPbIX
Microsoft Office He ycTaHOBAEH.

e Ecam B opranmsaumnm ncnonesyrotcs npunoxenus Office Web Apps Ha Microsoft SharePoint 2010,
OTKpbIBanTe M MpocMaTpyBalnTe AJOKYMEeHThbl, COXpaHeHHble Ha carTe SharePoint, Ha cmapTdoHe

C NOMOLLbKO MobUbHOW Bepcun Word Web App.14

1 Be6-npunoxenns Word, Excel, and PowerPoint Web App B SharePoint 2010 noazepXuBatoT ciedytolime MoBUbHbIE CPeACTBa
npocMoTpa: Internet Explorer B Windows Mobile 5 uaun 6onee nosaHe sepcuu, Safari 4 8 iPhone 3G uan 3GS, BlackBerry 4.x 1
6onee nosgHue sepcum, Nokia S60, NetFront 3.4, 3.5 n 6onee nosgHue sepcun, Opera Mobile 8.65 n 6onee nosgHune Bepcun 1
Openwave 6.2, 7.0 1 6onee nosgHen Bepcuu.
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VYayvweHHoe npuAoxeHue Word Mobile 2010!

NHorpa Bo3HMKaeT He0bX04MMOCTb BbIMOAHNUTL Kakyto-anbo paboTy npu nepemMeLyeHmm
13 nyHkTa A B NyHKT b. K cuacTbro, yayuweHHoe npunoxenne Word Mobile 2010 no3sonset

nerko pabotaTh, Jaxe HaxoAAck B gopore.”

» Mcnonb3ynTe 3HaKOMbIA MHTEPdENC NPpU CO3AaHNN U N3MeHeHnn fjokyMeHToB Word
Ha MOBUNBHOM ycTpoWcTBe. B Unc10 OCHOBHbBIX BO3MOXHOCTE aBTOPCKOW pa3paboTku
BXOZJAT MapKMpoOBaHHbIe U HYMepoOBaHHble Cnncki, GopmaTtnpoBaHmve Wpnudra
n ab3aues, npoBepka opdorpadun 1 aBTo3aMeHa.

* cnonb3oBaHWe HOBOTO pexXnmMma BblAENEHNA U Bosee TOUHbIN Bbl60p CcoepPXnNMoro.

.'.' Word Mobile

SKOHOMMSA TOTUTMBA MOXET
YMEHLLWWTL YpOBEeHb BbliOpOCoB

CO, B atmoccpepy Ha 25% -l Puc. 27. (

dHHLIE B MNMPWACXKEHWW
i

Kamablil BOAUTENG CMOXOT MIMBHUTL AR HaCTONbHOTD KOMIMbHKOTEPA
CHTy8Lm0, 6cni GyaeT NOHIMATL BAKHOC T ‘ (
6630NaCHOMO W HKOHOMMUYHOID BOX/IBHHA. IT0
BENEJ B 38lHTY OXpyXaiolied cpefbi.

ToqHOro otobpaxeHun Text Reflc

B Word Mobile 2010,

MpocMoTp

Cogert. CBO60OAHO pacnpocTpaHanTe danabl NnpsMo ¢ TenedpoHa Windows Phone. OtnpaensnTte
JOKYMEHTbI MO 2/IeKTPOHHOW NMoYTe Wan coXpaHsanTe UX HenocpecTBeHHo B SharePoint 2010
npv NnomoLy HoBoro npuaoxenus SharePoint Workspace Mobile 2010.

' TpebyeTca cooTBeTCTBYOLIEE YCTPOICTBO. [I17 HEKOTOPLIX GYHKLMI MOBUALHOTO MPUAOXKEHHNA TpeByeTca NoAKIIOUYEHUe

k MHTepHety. B cocTas Office Mobile 2010 sxoaut Word Mobile 2010, Excel Mobile 2010, PowerPoint Mobile 2010, OneNote Mobile
2010 v SharePoint Workspace Mobile 2010. MNMpunoxerune Outlook Mobile 2010 npeaycraHosneHo Ha TenedpoHbl Windows Phone

N ABNAETCA NOUTOBBIM KAMEHTOM No yMondaHuto. Office Mobile 2010 He BxoauT B cocTaB npuaoxeHuid, Habopos Office 2010 nan
Be6-npunoxeruin Office Web App. OHo byaet BbinyuieHo ana Windows Phone (Windows Mobile 6.5 nan 6onee nozaHsas sepcus)

¢ nosneHnem Microsoft Office 2010. ®yHkuwnm Office Mobile 2010 1 npunoxeruin Office 2010 MoryT oTANYaTbCS.
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Bbl cuntaetecs cneunanuctom no Word Ha paborte, B lwkone nan goma? Bel 3aHMMaetech
NOALEP>XKKOW, 0ByUeHEeM UK CO34aHMEM LOKYMEHTOB U LWabAoHOB ANS APYruX Nofb30BaTeNen
Word? Ecam Bbl onbITHBIVM Nonb3oBatens Word uam xotute UM ctaTb, U3yunTe ciesytolme
coBeThl, UTobbI y3HaTL 6osbLUe 0 Bo3MoxHocTax Word 2010.

[MpocTtoe oPMATUPROBAHKE TPAdOMKM B AOKYMeHTax Word 2010

Bam TpebyeTcs cornacoBaHHoe, NpodeccmoHaibHoe, BblpasntensHoe popmaTmpoBaHme
n abbdexTbl Ana Bcex rpadunyecknx anemMeHToB B fokymeHTax Word 20107 Bce HamHoro npotue,
YeMm KaxeTcs.

» Konnexkuunu ctunei, 4ocTynHble Ha Bkaagke «Pabota ¢ pucyHkamu SmartArt >
KoHcTpykTOp» 1 Ha Bknagke «PaboTa ¢ gnarpammamu > KOHCTPYKTOp», aBTOMaTUYecku
W3MEHSAIOTCA B COOTBETCTBUM C LiBeTaMu, lWpudTtamu n apdektamm dopmaTmpoBaHus
TeMbl aKTUBHOTO ZlOKYMEHTa.

MNonpobyiite pasanuHblie 2ddeKTbl TEMbI, HE N3MeHAA Apyrue anemMeHThl TeMbl. Ha BK1ajKe
Paamerka cTpanuibl B rpynne Tembl HaBejWTe yKasaTeslb MbILIW Ha KOJANeKUWNIO 3 perTos,
UTO6bI BKAOUUTL QYHKLMIO JUHAMWYeCKOro npejBaputesbHOro NpocMoTpa 3TiX 3¢ deKToB

B JOKyMeHTe. [Tocse HaxoxXAeHNA HY>XHbIX 3P PeKTOB NPOCTO LEeNKHUTe OAMH pas, YTobbl
NPUMEHUTL UX BCe K rpadnyecknM obbekTam B okymeHTe Office 2010. (HTo6bI yBUAETD
n3MeHeHNs popmMaTMpoBaHUsa Npu BblIbOpe 21eMeHTa B KoanekLmn apdekToB TeMbl, TpebyeTca
NPUMeHUTL BBICTPblE CTUAN, NCNOABb3YIOLLMe 3TN 3ddEeKTbl TeMbI).

» [lpYMeHANTe MHOXECTBO OAMHAKOBbIX HacTpanBaeMbIx 3PPEKTOB, TakuX Kak TeHW,
penbedbl N rpaZveHTHbIE 3aUBKK, K TekcTy, durypam, rpadumke SmartArt, suarpammam
n pucyHkam B gokymeHTax Word 2010. Word npegoctaBaseT KOMIEKLUUN MPOCTbIX
B MCMOAb30BaHNN 3$PeKkToB PopmaTMpoBaHna A1A NObIX TUMOB COAEPXKUMOTO.
Ecnn xe Tpebyetca HacTponTb 3dpdekTbl, OTANYHBIE OT TeX, KOTOPbIE AOCTYMHbI
B KOINEKLMAX, NCMOAb3YINTe ANanoroBoe okHO GOpMaTMpPOBaHUA ANA KaxX0ro
13 a¢pdpekToB. [lnanorosble okHa dopmaTtnposaHusa adhdeKToB TekcTa, Gurypsl,
n306paxeHNs N HECKONbKO AMaNoroBbiXx OKOH GOpMaTMpPOBaHWA 31EMEHTOB AnarpamMmmbl
cofep>XaT cpefcTBa A1 HACTPONKN 3DdEKTOB, TaKNX KaK rpagueHTHbIe 3aIMBKN
N INHUY, OB BbEMHOCTb, OCBELLeH e, OTpaxeHna 1 T. a.*°

16
B anarpaMmax Excel adpdpekTbl oTpaxeHWs AOCTYMNHbLI NpK GOPMaTUPOBaHUM TeKCTa.
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s 6bicTporo goctyna K AManoroBblM OkHaM popMaTpoBaHna GUrypsl, n3obpaxeHus

W 2J1eMeHTa JuarpamMMbl LLEeJKHUTE NpaBoW KHOMKOW 06beKT 1 BbibepuTe napameTp
dopMaTMpOBaHUS B HUXHEW YacTW KOHTEKCTHOTO MeH K. s gocTyna K $opmMaTMpoBaHuUIo
apdekToB TekcTa Haxkmute knasmwm CTRL+B, utobbl oTKpbITE guanorosoe okHo lipudT, 1 3atem
BblbepuTe Tekcrosbie 3dderrnl.

BOCCTAOHOBAEHME HECOXPAHEHHbIX AOKYMEHTOB M MPOCAMOTP
ABTOMATUYECKM COXPAHEHHbIX BEPCUI

Ecav nonb3oBatenb kakoe-To BpeMs paboTaeT ¢ JOKYMEHTOM M 3aTeM 3akpblBaeT ero

6e3 coxpaHeHus, Word 2010 aBToMaTUyeckn coxpaHaeT Konuto AokyMeHTa. Kak yxe 6610
CKa3aHo B 3TOM PYKOBOZCTBE, 3Ta HOBas BO3MOXHOCTb aBTOMAaTMUYeCKOro BOCCTaHOBNEHNA
NO3BOJISET NIErKO N3BAEKATb AOKYMEHTbI, Aaxe ecv Gan HUKOTAa He COXPaHAICA.

MpuMunTe K CBEAEHWIO CledytoLe coBeTbl, UToObl Hanbonee 3ddeKTVBHO NCMOb30BaTb 3Ty
HOBYO BO3MOXHOCTb.

o |—|pV| pa60Te C paHee COXpPaHEeHHbIM AOKYMEHTOM MOXHO OTKPbIBaTh NOCAEAHNE NATb
aBTOMaTUYECKN COXPaHEHHbIX Bepcvu7|, HE BbIXO4A N3 Word. Tak, ecau Bbl cnyqaﬁHo
YAANNTE UTO-TO, UTO I'IOTpe6yeTCFI BaM B ,u,aaneﬁLueM, Bbl CMO>XeTe BOCCTAHOBUTb
HY>XHble JaHHble N3 aBTOMaTn4YeCcKn COXpaHeHHOVI BEPCUN. 17

UT06bl OTKPBITE MMEKLLMECs aBTOMATUUECKU COXPaHeHHble BePCUU JOKYMEHTa, LeNKHAUTe
BKIaAKy Daiin; oTobpasnTca npeactaBieHne Backstage. ABTOMaTUUeCKM COXpaHeHHble Bepcum
HaxoAATCs MoJ 3aronoBkoM Bepcuu Ha Bkiagke CeegeHun.

« [lo ymonyanuto Word 2010 aBTomMaTMUeCcK COXpaHseT Bepcuto dpaiina, ecan 3akpbiTb
ero 6e3 coxpaHeHus.

YT106bI BBIKJIKOUUTD 2Ty BO3MOXHOCTb, WefkHUTe MapameTpsl B npeacTaBneHun Backstage.
B ananoroBom okHe lMNapamerpei Word Ha Bknagke CoxpaHuTe Hanaute napametp CoxpaHate

nocnegHWM aBTOCOXPaHeHHYH BepCcnio NpU 3aKpbiTUA Ges cCoXpaHeHWus.

17 BO3MOXHOCTb NOYYEHNA COAEPXKNMOTO U3 aBTOMATMUECKM COXPaHEHHOW BEPCUM MO3BOAAET UCMONL30BATH TOLKO NATH
nocnesHUX BepCUiA AOKYMeHTa 1 TpebyeT, UTo6bl Gbl1 BKAHOUEH NapaMeTp COXpaHeHUs cBejeHUA aBToMaTUYecKoro
BOCCTaHOBEHUS, a TakxKe TpeByeT cOXpaHeHUs BepCcn AOKYMEHTa, CO3/laHHOM B pesy/ibTaTe aBTOCOXPaHEHWs Npu 3aKpbITUN
HEeCOXpaHeHHOro AoKyMeHTa. YToBbl OTKPbITh 3TK NapaMeTpsbl, B NpeAcTaBaeHn Backstage BoiGepuTe MapaMeTpbl, nocie yero
HaXMuTe KHonky COXpaHWTb.
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MpumeuaHue. ABToCOXpaHeHHble Ghaliibl COXPaHATCSA B TOW Xe Mnarnke, YTo u ¢aiibl
aBTOMaTMUeCKOro BOCCTaHOBAEHUs. [Nanka pasMeLLeHs aBTOMaTUUeckKn BOCCTAHOBEHHBIX
dannoB ykasaHa B NnapameTtpax Word Ha Bknajke «COXpaHUTb».

» BocctaHaBnvBaliTe Bce AOCTYMHblE HECOXPaHeHHbIe AOKYMeHTbI (daibl, KOTopble paHee
HVKOTrZ@ He COXPaHAINCh) U3 OAHOro yA06HOro MecTa.

Ha Bknagke CeeaeHwn B npeActaBieHnn Backstage wenkHute ¥YnpasneHve BepcuamMiA 1 3aTeM
BbiGepuTe KoMaHay BoccTaHoBnTL HecoXpaHeHHbIe JOKYMEHTLI. Tak)Ke MOXeTe B HUXHeN
vactu Bknagkv Mocneguue B NpeAcTaBneHnn Backstage wenkHyTs BoccraHoBUTE
HecoxXpaHeHHbie AOKYMeHThI. B OTKpbIBLUEMCA AMaNOTOBOM OKHe 0TO6pa3sunTcs nanka
UnsavedFiles ¢ 40CTYNHBIMU HECOXPaHEHHBIMUW JOKYMEHTaMW.

» ®annbl B nanke UnsavedFiles aBTomaTnueckn yaanatoTca yepes veTbipe gHA.

Ecav Bam HeobxogumMo nopaboTaTte Ha 0OLLefOCTYMHOM KOMMbIOTepe, Hanpumep B VIHTepHeT-
kade nan WKoAbLHOW NabopaTopum, MOXHO Nerko caenatb TakK, YUTobbl HecoXxpaHeHHble
JOKYMEeHTbI HUr e He coxpaHmance. CosganTe gokymeHT (CTRL+T), HO He coxpaHsnTe ero. 3ateM
Ha Bkaajke CeegeHun B NnpescraBneHnn Backstage wenkHute ¥npapnenue Bepcusamm n
BblbepuTe KOMaHZy YAanuTs BCe HecoXpaHeHHbie AOKYMeHThi.

Mpumeuanue. MapameTp «YAanuTe Bce HeCOXpaHeHHble JOKYMEHTbI» 0TOBpaxaeTcs TONBKO Npu
paboTe ¢ GaiiioM, KOTOPLIA HUKOTAa paHee He coxpaHsaacs. Npy npocMoTpe NapaMeTpoB
ynpaBieHUs BepCUAMU 1 paHee COXpaHeHHOoro daina napameTp «YAaauTe BCce HeCoXpaHeHHble
JOKYMEHTbI» HeJOoCTyNeH.

HacTpomka AeHTbI

Hactpouts Word 2010 B cOOTBETCTBUM C MHANBUAYaNbHbBIM CTUAEM paboTbl CTano elle NpoLue.
[lobaBbTe cObBCTBEHHbIE rpyNMbl Ha A06YH BCTPOEHHYHO BKAAZKY JIEHTbI WV CO3AainTe CBOU
BKJAZKW.

s UYtobbl HACTPOWTL NEHTY, NeperanTe Ha BKAaAKY Daiin A1S OTKPLITUA NpescTaBaeHNs
Backstage. LLlenkHuTe Mapamerpel, a 3aTeM Bbibepute Hacrpoiika nenrsl. 34eCb MOXHO
HacTpouTb BkAaAKW, fobaBumB Hanbosnee YacTo NCNONb3yeMble KOMaHAbl 13 NtoHoW
BCTPOEHHOW BKJIAZAKM, @ TakXe Apyrne KOMaHZbl, KOTOPbIX HET Ha JIeHTe, 1 Aaxe CBOW
cobcTBEHHbIE MaKpOChI.
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MoMMMO HacTpOMKW BKNAAOK, KOTOpbIe BCerja 0TobpaxarlTcs Ha IeHTe, MOXHO Takxe
HacTpavBaTb KOHTEKCTHbIe BKAaAKW. ITO BKAALKW, KOTOpLIe 0ToHpaxatoTcs npu paboTe ¢
onpegefeHHbIMU TUNaMn COAePXUMOTO, TaKUMU Kak n3obpaxeHuns 1 Tabavubl. Aas goctyna K
3TUM BKJ1aZikaM MpW HacTpolike JieHTbl BoibepuTe Brnagku MHCTpyMeHToB B cnucke Hacrpoiika
NIeHTB, KaK MOKa3aHOo Ha NpejblAyLieM pUCyHKe.

» [lns HacTpoWKW NeHTbl NPOCTO BbibepuTe BKAAAKY, Nepes KoTopol TpebyeTtcs
Pa3MecTUTb HOBYHO BKAZKY, U 3aTeM HaxXmuTe KHonky Cozaars Bknaaky. Nan xe

packponTe BKAaAKY /1S NMPOCMOTPa ee rpynn, Boibepute rpynny, nocae KOTOPON Hy>KHO
BCTaBWTb HacTpavBaemyto rpynmny, u Bbibepute KomaHay Cozaars rpynny. 3aTeM MOXHO
£,06aBUTb KOMaHZbl U3 IEBOV YacTV AVANoroBOro okHa.

Y106bI MpesoCTaBUTh HACTPOEHHYO JIeHTY ApYrMM noab3oBaTensm Word 2010, MoXHO
npvMeHUTb NapaMeTp MMnopT/3KcnopT B HUXHeR YacT ANanoroBoro okHa.

MNpocTo aKCNopTUPYyTe NapaMeTpbl IeHThl 1 MepeAaiTe UX B BUJe 2KCNOPTMPOBaHHoro daina,
uTobbI Apyrie nosb3oBaTtenn CMOIIM UMNOPTUPOBaTh HACTPOWKM Ha CBOV KOMMbIOTEPbI.

HacTtpamsamte AOKYMEHTbI M SKOHOMbTE BPEMS C MOMOLLLBIO
Office Open XML

Nmes B cBoeM pacnopsxxkeHnn Hosble Bo3moxHocTr Word 2010 v Office 2010, Bbl cmMoxeTe
Co3/,aBaTb NPEBOCXOAHO ODOPMAEHHbIE JOKYMEHTbI, He nokuaas npunoxeHunin Office 2010.
Ecan Bbl ONbITHLIV NO/Ib30BaTeNb U XOTUTE NOAPOOHEE Y3HATb O BO3MOXHOCTAX MPUMEHEHWSA
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copepxunmoro, co3gaBaemoro B Office 2010, MoxeTe 03HaKOMUTLCA € TEM, UTO NPONCXOANT
BHYTPW LOKYMEHTOB.

®opmarel Office Open XML — 310 dopmaTbl fokymeHToB Office 2010, koTopble BnepBble bbian
npeactasiaeHbl B Office 2007. MHorune n3 yaobHbix dyHkUMA, ncnonssyemsix B Office 2010,
co3gaHbl ¢ noMousto a3eika Office Open XML, Hanpumep TeMbl fokyMeHTa, SmartArt n neHTa.
Ecan Bbl onbITHBIVM Nosib3oBaTens Microsoft Office, Bol ByseTe nopaxkeHbl TeM, CKObKO BPEMEHM
Bbl MOXeTe CIKOHOMMWTb, @ TakXe TeM, Kakre BO3MOXHOCTW OTKpbIBatoTcA npu nsyyeHumn Office
Open XML.

He Hy>HO 6bITb ripodeccnoHanbHbIM pa3paboTunkom, 4Tobbl nsyunts ocHoBbl Office Open XML
W MCnoJsib30BaTh WX B paboTe. PaccMOTPUM HECKOIBKO MprYMepoB.

» Ecnn Bbl yxe HacTpavBaeTe Tembl Office n xoTenn 6bl y3HaTh, Kak co3gaTb TEMY C HYAS, B
TOM Yncne cobcTBeHHbIE 3GPeKTbI TEMbI, U3yUnTe NOCTPOUTEND TEM.

Mpynna paspabotumkos Office kopnopaummn MankpocodT cozgana noctpouTens TeM, beTa-
Bepcma KOTOPOro JOCTYMHa Ha MOMEeHT Ny6nKaLMm 3Toro pykoBoAcTBa. [locTpounTesnb TeM
dakTnueckn cosgaet kog Office Open XML ans nonb3oBaTens, npefoctaBass nHTepobenc,

B KOTOPOM MOXHO pa3pabaTbiBaTb cOBCTBeHHbIe 3P PeKThl TeMbl. B MeHIo cnpaBky nocTponTens
TeM ecTb NoApoHHOe pyKOBOACTBO MO CO34aHuWIo TeM U JOKyMeHTaums Habopa SDK, B koTopoi
cojepxaTcs JeTasbHble MHCTPYKLMW U peKOMeHAaL i No CO34aHMI0 COBCTBEHHBIX TEM.

3arpysuTte nocrpouTents e ¢ Beb-cahta Microsoft Connect.

¢ C nomoLbto HeckobKMX 0CcHOBHBbIX GyHkLmK Office Open XML MoxHoO HacTpanBaTb
napameTpbl GopMaTMPOBaHNA N S3KOHOMUTL BPEMSA NP BbINOJHEHUN MHOTUX 3ajay.
PaccMoTpuM ciegytoLLve npumMepsl.

s OyHKUMA n3MeHeHUs GUrypbl NCNOb3YeTCA ANA N3MEHEHNUA NPAMOYrONbHNKOB
B rpadpuke SmartArt Ha oBasbl. 3Ta GyHKLMA OUeHb None3Ha 1 TpebyeTcs MHOTUM
nonb3oBaTensM. Ho npw gobasneHnn HOBOW GUrypbl Bce paBHO oTobpaxaeTcs
MPAMOYrONbHUK. XOTUTE U3MEHUTL 3Ty GUrypy B pasmeTke SmartArt Tak, utobbl 1tobou
noNb30BaTe b, M3MEHAOLNIA rpadurKy, Noayy4an Hy>XHyro ¢urypy? Bee, Uto HyXXHO
cfienatb — BbINOJHUTL MOoncK 1 3ameHy B koge Office Open XML.

» Bbl cobupaeTtech Nnepesatb Kypbepy BaXKHbIN ANUHBIA 4OKYMEHT, HO TYT Bbl y3HaeTe, UTo
KAVNEHT M3MEHW/ CBOW JIOrOTUMN Ha NPOLWIoN Hegene. JloroTvn ncnonb3yercs
B JJIOKYMeHTe AeCATKN pas, a BPEMEHW Ha 3aMeHy HeT. 3eCb KaK HeNb3dA KcTati bbina bbl
BO3MO>XHOCTb BCTaBKW HOBOTO IOroTuna vn nocieaytrouiein 3amensl B Word Bcex
COOTBETCTBYHOLLMX 3N1EMEHTOB C aBTOMATUUYECKUM COXpaHeHVeM popMaTmpoBaHmns
1 no3unuun. Ecam nayunts ocHoBHyto cTpykTypy Office Open XML gokymeHTos Word
2010, Takan BO3MOXHOCTb NOSABUTCA, U Bbl CMOXETE 3aMEHUTb 3NEMEHT, HE N3MEHSAA
BpyuHyto koz Office Open XML.
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Bbl co3paete HoBbIV WabnoH Word 2010, utobbl pacnpocTpaHnTb ero cpeamn Apyrux
nofb3oBaTeniel, U XOTUTe Co3AaTb HacTpavBaeMyto JIeHTy A4 3Toro waboHa.

Bbl 3HaeTe, uto Office 2010 no3BonseT HacTpavBaTh JEHTY 418 KaXA0ro MPUIOXEHWS,
HO Kak 370 cAenaTb A1 OAHOro WwabaoHa? 3To MOXHO JIerko cAenaTtb € MOMOLLbO
Office Open XML.

3TO /LB HEKOTOPbIE U3 MHOTUX 3ajay, KOoTopble onbITHble nonb3oBatenn Office 2010 cmoryT
BbINOAHATE, NpUMeHss ocHoBbl Office Open XML. M3yuunTe pecypcel, ykasaHHble ganee, UTobel
HauaTb pabotaTb ¢ Office Open XML u y3HaTb, uTo chegyeT cAenatb A5 BbINOJHEHUs 3TUX 3a4au.

MpumeuaHue. 311 pecypcbl Obian cosganbl Ans Office 2007, HO € TeM e ycnexoM NPUMEHSITCS
M K ONWCaHHBIM 3Jecb 3ajavam ana Office 2010.

o Office Open XML I: uayueHue bopmartos dpanos Open XML

o Office Open XML I nameHeHne aokymertos B XML

e PykorojcTBO Mo HacTponke nedtel Office 2007

e Vcnonwzoeanune Office Open XML ans HacTponky dopMmatvpoesardus gokymeHtoe B Office
2007

o JlonoaHuTenbHble BOIMOXHOCTK TeMm aokvMerTa B Office 2007 c ucnonsiosadmem Office

Open XML (ecan Bbl HeaHakoMbl ¢ TeMamu K Office Open XML, npounTanTe 3Ty CTaTbio Nepej

TeM, Kak NepexoiuTb K Clefytolleit cTaTbe)

o Co3naHue Tem JOKYMEeHTa ¢ nomoulsko dopmaros Office Open XML

o Wcnoawzoeanune Office Open XML aAn8 3koHOMUKM BpeMeH De3 Hanucasus koaa

Microsoft 39




=30ffice

PacnoAoXeHne doyHKUmM

leHWEe MACH

BOmAOLU A

Bo3mMoXXHoOCTH
M NpeuMmyLLecTBd

Fae HaxoAUTCH

HoeuHka!l TekcToBble 200D EKTHI e HaBknagke Fnasnas B rpynne Wpudr

WwenkHuTe Texcrossie spderrnb
Mpumeuanune. JononHnTenbHble 3G PeKTh
HaxojAaTca B AManoroBoM OKHe «TekcToBble
adpdekTbi». Ha Bknagke MasHan 8 rpynne Wpudr
LeAKHNTe 3Ha4OK BbI3OBa AMAaN0OroBOro OKHa fu
3aTeM B HWXHel YacT gnanoroeoro okHa Epudr
wenkHute Tekcrosbie sddeTol.

HoeuHka! Oopmaenme Openlype e HaBknagke MNnasnas B rpynne Wpudr
LLeIKHUTe 3Ha4OK Bbl30Ba ANaNoOroBOro
okHa Wpudr. Nan Haxmute knasuwu
CTRL+B. Ha Bknagke fiononHurensHo
Haxoaatcs ¢oyHkLUnn OpenType, BkItOYas
Auratypebl, CTUANCTUYECKME Habopbl U T. A.

Yay4wenue! PeaaktmpoBaHMe ¢ Buibepute nsobpaxeHune B JOKyMeHTe.

M30OpPaKEHMS Wnn Ha Bknagke Beraeka B rpynne

Wnnocrpauun WwenkHnte PucyHok, 4tobbl
BCTaBUTb n3obpaxeHune 13 Gannos.

¢ [lpw BIBOpe N306paXkeHna aBToOMaTUHeCKU
OoTKpbIBaeTcs Bknagka Pabora
¢ pucyHkamm | Dopmar. PyHKLUM
XypowecrseHHbie 3¢ dexrhl, ¥Yganurs
don, Lser 1 cpeacTBa Koppekuumn
pa3mMelleHbl B rpynne Hacrpouts.
B rpynne Pazmep HalanTe cpeacTBo
O6pe3ka.
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® Microsaft®

ICE

Bo3mMoXHoCTH
M NpeuMmyLLecTBa

Fae HaxoAUTCH

HoeuHka! BCTOBKO CHMMKQ 3KPAHO e HaBknaake Beraeka B rpynne
Wnnwcrpauum wenkHuTe CHUMOK
3KpaHa.

Yay4yweHue! AOMOAHUTEABHBIE TEMBI e Ha Bknagke Maxer cTpaHuiibl B rpynne

Office Temb! WwenkHuTe Tembl.
I'IpMMeanme. ,ﬂ,ﬂﬂ AocCTyna K 4ONOAHUTENIbHBIM
3anmekaM ana duryp Bolbepute GUrypy B AOKyMeHTe
Word 2010 # Ha Bknagke VIHCTpYMeHThI
pucoBanua | ®opmar s rpynne Ctunm dpuryp
OTKPOWTE KOANEKLMIO CTUNEN GUTYp U BbIBepuTe
Apyrue 3anvBKkn Tem.
Yayuwenue! AOMOAHUTEABHBIE PUCYHKKM o  Ha BKiaake Beraeka B rpynne
SmartArt Wnnocrpauun Bolbepute NyHKT SmartArt,
a 3aTeM Hy>XHbIA MakeT SmartArt.
e Ecan kypcop BBOAA HaxoAUTCs
Ha rpaduyeckomM anemMeHTe SmartArt,
aBTOMaTMUeCcku oTobpaxaroTcs BKAALAKN
Pa6ora c pucyHkamu SmartArt >
Koncrpykrop v ®opmar.
Yayyuwenue! Purypbl M 3o eKTbI e YTO6bLI NPOCMOTPETL U BCTABUTL AOCTYMNHbIE

douryp

durypel, Ha Bk1ajke Beraeka B rpynne
Wnnwocrpaunn wenkHute @urypsi.

¢ YT106BLI NPOCMOTPETb W MPUMEHUTb
JOcTynHble apdeKkTsl PUryp, Bolgenunre
durypy B JokyMeHTe. [Tocne BblgeneHuns
duUrypbl aBToMaTMUeCKN NOABUTCA BKNajKa
WHcTpymenTel pucosBanua | ®opmar.

e Brpynne Crunu ¢puryp Ha Bkaajke
UHcTpymeHThl pucoBaHus | ®opmar
Ha oTgenbHble 3ddexTol uryp v crunm
dburyp, KoTopble aBToOMaTUYeCKW
COrNacyrTCs C aKTUBHOW TeMOW

B JOKYyMeHTe.
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Bo3mMoXHoCTH
M NpeuMmyLLecTBa

Fae HaxoAUTCH

HoeuHka!

OBAACTb BEIAEAEHMS

Ha Bknagke MnaeHas B rpynne
PepaktupoBaHue LenkHUTe Bbigenurs,
a 3aTeM BbibepuTte O6nacTb BLigeeHUA.

Yay4yweHnue!

OH6AQCTb HOBMIOLMM

Ha Bknagke Bug B rpynne MNMokazare
LeNKHUTe O6aacTb HaBuraumu.

HoBuHKA M
yAyHLweHue!

[Monck

Ha Bknagke MNaenasn B rpynne
Pepaktuposarue wenkHute MNowuck,
UTOOBI OTKPBITE 06/1aCTb HaBUTaLUN.
Wnn Haxmute CTRL+A.

BBe,D,IATe ycnoBue Nnoumcka B rnone Mowuck
WA WenKHUTe CTpesKy packpbiBakoLLerocs
CMUCKa CnpaBa OT 3TOro nons, UTOObI
OTO6paBI/ITb AONOoJHUTeNbHbIE NapaMeTpbl
NoWcKa, BKAKOYasa JOCTyN K AMasioroBbiM
OKHaM NounckKka v 3aMeHbl.

HoBuHKa M
yAyHweHue!

BoccrtaHoBAEHME
HECOXPAHEHHbIX BEPCUM

MNepenante Ha BKNagky @aiin, utoobbl
OTKpPbITb NpejcTaBieHne Backstage.

Ha Bknagke CeepeHMaA Noj 3aroJOBKOM
Bepcumn npocMoTpuTte AOCTYMHble
aBTOMaTUYECKN COXpaHeHHble BEpPCUN
WAV LWeSIKHWTe YnipasaeHue sepcuamm
AN8 JoCTyna K KoMaHze BoccraHoeuTh
YepHOBbIE BEPCUM.
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Bo3mMoXHoCTH
M NpeuMmyLLecTBa

Fae HaxoAUTCH

HoeuHka!

BCTOBKO C AMHOMMYECKMM
MNPEABAPUTEABHBIM
MNPOCMOTPOM

YUTob6bI BCTABUTD cogepXxnmoe, WenkHnTe

B HY>XHOM MecCTe JOKYyMeHTa.

Ha Bknagke lNnasnas B rpynne bydep
obBmeHa LWeNKHUTe cTpesKy Noj KHOMKOW
Beraeure, utobbl NpocMoTpeTb NapaMeTpel
BCTaBKW. Vnn WwenkHnTe NpaBon KHOMKOM
MbILLIW B MecTe BCTaBKW, UTOObI
NpPocMOTpeTb NapameTpbl BCTaBKW. 3aTeM
HaBeJuTe yKasaTe/lb Ha OTAe/bHbIN
BapyaHT BCTaBKW AN NPOCMOTPa
pe3ynbTaTtoB 1 BbibepuTe NOAXOAALLNA
BapuaHT.

| Napaserpu noracke:

=N~ i
K[ (A

HoeuHka!

CBS30HHbBIE 3GMETKM

OTKpoOWTe MAN COXpaHWTe HOBBIA JOKYMEHT
Word 2010. 3aTeM Ha BKaajkKe
Peuexsuposanme B rpynne OneNote
LWenkHUTe CeAzaHHbIe 3aMeTitA.

Yayywenue!

KOHTEKCTHOE CPEACTBO
NPOBERKK opdborpadomm

Ha Bknajgke PewexnsuposaHue B rpynne
Mpasonucanue wenkHute Opdorpadun
1 rpaMmmaTuKa.

Yayuwenue!

AEHTC

JleHTa oTobpaxcaeTcs B BepXHel 4actu
IKpaHa.

YT06bl HAaCTPOWUTL NEHTY, NeperanTe
Ha BKnagKy Daiin ans oTKpbITUSA
npezctaBneHuns Backstage. LLlenkHute
Mapamerpel, a 3aTeM Bbibepute

Hacrpoiika neHTsi.

HoBuHka!

[MTpeACTaBAEHWE
Backstage

MNepenante Ha BKNagky @aiin, uToObI
OTKpPbITb NpejcTaBieHne Backstage.
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BO3MOXHOCTH K
npeMmyLLecTBea

Fae HaxoAnUTCAH

HosuHka!

CoBmecTHoe
PEACKTMPOBAHWE

¢ YT106bI MCNOAB30BaTh 3TY GYHKLIMIO,
COXpaHuTe JOKYMEHT Ha Beb-calnTe
SharePoint Server 2010 nan B nanke
SkyDrive cnyx6bl Windows Live n,
He 3akpbiBas Galii, NonpocuTe Apyroro
Noab30BaTeNs OTKPbITb €ro.

¢ ABTOMaTW4eckn oTobpaxaroTtcs
CBeJleHNA O TOM, B KaKOM MecTe
JAOKyMeHTa B JJaHHbIi MOMEHT BHOCAT
n3MeHeHWsa Apyrie pefakropsbl. Jpyrux
peAaKkTopoB TakXe MOXHO NpoCcMoTpeTb
Ha BKnajKe CeefeHWA B NpejcTaBAeHUU
Backstage nan B cTpoke CocrosHue
B HUXKHEW UacTu 3KpaHa.

I'IpumeanMe. CoBMecTHoe pejakTnpoBaHue

¢ nomolbto cayx6bl Windows Live ctaHeT
JOCTYNHbIM BO BTOPOW nosoBuHe 2010 T.

Yayywenue!

YMpPOLLLEHHBIM ODMEH
COOOLLLEHMAMM

¢ [lpu oTobpaxeHn cBefeHU
O NPUCYTCTBUM APYTUX NONb3OBaTeN e
MOXHO HaBeCTW yKa3aTeslb Ha UMS
nofb3oBaTes, YToBbl OTKPbITh KapTOUKY
KOHTaKTa U HayaTb pa3roBop.

MpwvmeuaHme. 119 UCNOAL30BaHUA CUCTEMDI
obMeHa MIHOBEHHbBIMU COOBLLEHUAMU NN
CBEAEHWUIA O NPUCYTCTBUM TpebyeTca ogHa U3
cnegyrownx TexHonoruii: Office Communications
Server 2007 R2 ¢ Office Communicator 2007 R2,
Windows Live Messenger nan gpyroe
NpuUaoXeHNe obMeHa MrHOBEHHbLIMM
cooblueHnaMm, nogaepxuparowee IMessenger.
Jna ronocoBbix Bbi3oBOB Tpebyetca Office
Communications Server 2007 R2 ¢ Office
Communicator 2007 R2 nnn arobeIM ApYruMm
NPUAOXEHUEM C NOAAEPXKKOM
IMessengerAdvanced.
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BO3MOXHOCTHU K

npeuMyLLLeCTBA FAe HaxXoAMUTCS
HoeuHka! Pexxmm 30LLMLLLEHHOTO e OTKpbITHE B peXUMe 3alUULLEHHOTO
NPOCMOTPA NpoCMOTpa aBTOMaTMUeCKN NpUMeHsAeTcs

npw OTKpbITUX daiifia, 3arpy>XeHHOro
n3 ViHTepHeTa. o neHToM noseaseTcs
naHesb CoobLLeHWI, MHPOPMUPpPYIOLLLaA
06 OTKpbITUK daina B pexumMe
3aLLMLLEHHOrO MPOCMOTpa

1 pa3peLleHnn Ha pejaKTMpoBaHue.

e [lnA HacTpOWKW NapamMeTpoB pexXxuMa
3aLLMLLEHHOrO MPOCMOTpa LWeAKHUTe
BKNagKy Daiin, UuTobbl OTKPLITH
npegctaBieHune Backstage, a 3atem
wenkHuTe Mapamerpol. LLenkHute
LleHTp ynpaBsnenus GezonacHocThlo,
a 3aTeM BblbepuTe Mapamerpbl LeHTPa
ynpas/ieHua 6e3onacHoCTLIO.
MNapameTpebl Ans paboTel B pexunme
3aLLMLLEHHOrO MPOCMOTPa HaxoAATCA Ha
BKJIaZKax Pexum saumnimeHHoro
npocmorpa 1 NMapamerpel
6noxuposku ¢palinos JManoroBoro
OKHa LleHTp ynpassieHus
6e30MacHoOCTLIO.

HoeuHkal Mo OBEPKA YUTAEMOCTH o [lepelignTe Ha BkNagky ®aiin, UTobbI
OTKpbITL NpeAcTaBieHue Backstage.
Ha Bknagke Ceepenuns wenakHute Mouck
npo6nem, a 3aTeM BbibepuTe Mposepka
UATaEMOCTH.
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BO3MOXHOCTHU K
npeMmyLLecTBa

Fae HaxoAnTCcA

HoeuHka!

HoAeXHble AOKYMEHTBI

,ﬂ'J'IFI ynpaBJjieHUA Hade>XXHbIMU JOKYMeHTaMu

BbINOAHUTE Chedyroline ,D.GIZCTBMFI.

MNepenanTte Ha BK1aaKy @aiin, utoObl
OTKpbITb NpeAacTaBaeHne Backstage,

a 3aTeM LWenkHWUTe MapameTpetl.

B ananoroBom okHe «[TapameTpbi» Word
WwenkHuTe Llentp ynpasnexus
GesonacHoCTLIO, @ 3aTeM LUENKHUTe
MapameTpbl LeHTpa ynpassieHusa
GezonacHocTbie. B AManoroBomM okHe
LlenTpa ynpasnenua 6e30nacHoCTbIO

WeNKHUTe HageHbie AOKYMeHThI.

Ans nobaBneHns HaZlexXHOro JOKyMeHTa

BbINOAHUTE Chedyroline ,D.GIZCTBMFI.

Mpw OTKPBITUN LOKYMEHTa,
COZepXXaLlero Makpocekl, B NaHeau
COOBLLEHUN WenKHUTe BKAKUKUTE

cofiepXxxumoe.

Yayuwenue!

A3bIKOBbIE CPEACTBA

Ha Bknagke PeueHzupoBaHue B rpynne
A3bIK WenkHUTe A3bIK, a 3aTeM

BbibepuTe AzbiKoBbLIE MapamMeTpbl.

MpwuMeuaHme. VIaMeHeHWe 3TUX NapaMeTpoB

B t06oM npunoxenun Office 2010

pacnpocTpaHAeTCca Ha BCe AOCTyMNHble

NPUNOXEHNA 3TOTO Ha6opa.

Yayywenue!

CpeaCTBO NEPEBOAC

Ha Bknagke PeueHsuposanue B rpynne
fzeik wenkHute Mepesoy,.

HosuHka!

OBLMm AOCTYN YEPE3
Communicator 14

s [lepengute Ha Bknagky @aiin, ytobel
OTKpbITh NpeAcTaBieHne Backstage.
Hahaute komaHgy Otnpasuts
MrHoBeHHoe coobuieHne n OKHO
COBMECTHOTO A0CTYNA K
AOKYMEHTY Ha BKNajKe CoxpaHuts
1 nepeparsb.
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BO3MOXHOCTHU K
npeMmyLLecTBa

Fae HaxoAnTCcA

Mpwumeuanwne. [aa obuero goctyna yepes
Communicator 14 Tpebyerca npuioxeHue
Communicator 14 n Communications Server 14.
Beta-sepcun Communicator 14 u Communications
Server 14 6yayT AOCTYNHbLI BO BTOPOM NOAYrognn
2010 ropa.

Yayywenue!

DAEMEHTBI YNIPOBAEHUS
COAEPXKMMbBIM

Bo3MoXXHOCTH
M NpeumyLLecTBA

¢ Ha Bkiagke Pazpaboruunk B rpynne
3nemMeHTbl yrpassieHna NpocMoTpuTte
JAOCTYMHble 31eMeHTbl ynpaBieHuns
COAepP>XNMbIM, BKKOUanA HOBbLIW 31eMeHT

ynpasieHUs Dnaxok.

Mpwumeuanme. Ecim Bknagka «PazpaboTumk»

He oTobBpaxaeTcs Ha fieHTe, nepeianTe

Ha Brnaaky Daiin, uto6bl OTKPbLITH
npegctaBneHne Backstage, a 3atem wenkHuTe
MNapamerpsl. WenkHute Hactpoiika nexThl,
a 3aTeM B NPaBOil YacTW AMaNoOroBoro okHa

Bbl6epute PazpaboTumic

Fae HaxoAUTCH

HosuHka! AOCTYM K AOKYMEHTAM e [oceTute cTpanuuy hitp//office com/web-
B MIHTEpHETE apPSs ANA NOJNYUYEHUs CBEAEHUIA O TOM,
Kak HauaTb paboty ¢ Office Web Apps.
Yayqwenue! Word Mobile 2010 ¢ Office Mobile 2010 He BXxoAuUT B coCTaB

npuioxeHnin, Habopos Office 2010 nan Beb-
npunoxeHun Office Web Apps.

3To npunoxeHue OyAeT BbINyLLEHO

Ana Windows Phone (Windows Mobile 6.5
nnn 6onee NO3AHsAA BEPCUA) C NOABJEHUEM
Microsoft Office 2010.
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CpaBHEHWE BEPCUM

00 Bo3MOXHOCTb 1 BbIroja B YayJuweHuve M HoBuHka
BOMAOLLLEHWE MAEU

BAOXHUTE XXM3Hb B CAOBQ HA CTPAHULLE

2003

2007

2010

TekcToBbie 3chdexTbl

MNpuMeHsTe Kpacusble 3GdeKkTbl, Takne Kak
06bEeMHOCTb, OTpaXeHve U rpajneHTHble
3a/IMBKW, HEMOCPEACTBEHHO K TEKCTY

B JOKYMEHTE.

Ochopmaenne Openlype

Ncnonb3ynte avratypbl, cTuancTnyeckmne Habopebl
N Apyrve BO3MOXHOCTN OpOpMAEHUs LLIPUGTOB
OpenType.

Co3A0HME MPUBAEKATEABHbBIX AOKYMEHTOB

2003

2007

2010

CpeAcCTBaQ PEAGKTUPOBAHUA U30BPAaXEHUA

HoBble xyaoxecTBeHHble 3 deKTbl
npodeccroHanbHOro KavecTsa, a Takxke cpescTBa
A5 ucnpasneHus, jobasneHns LBeTa, obpesku
n3obpaxxeHnn 1 yaaneHns GoHa No3BONAOT

npodeccnoHanbHO pesakTMpoBaTb PUCYHOK.

m
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2003

2007

2010

Tembi Office

Bbibepute 0AHY 13 MHOXeCTBa AOMOJIHUTENbHbIX
Tem Office, uTo6bl NPUMeEHUTL WPKTHI, LiBETa U
apdekTbl bopMaTMpPOBaHUA KO BCEMY LOKYMEHTY
BCEro HECKOMbKNMMU LeUYKaMU MbILLM.

rpaduieckue anemenTsl SmartArt

BbibepuTe OAMH U3 HECKONIbKMX HOBbIX MaKeToB
SmartArt, B TOM uncine opraHv3aLnoHHbIX
Anarpamm u rpadmkoBs, UTobbl co3aTb
NpodeccnoHanbHbIN PUCYHOK; 3TO Tak e
NpocTo, Kak CPOPMUPOBATL MapPKUPOBAHHbIN

CMNCoK.

SdbchekTbl churyp

Monyunte Habop AOMOAHUTENBHbIX 3 deKTOoB
dopmaTMpoBaHMA, TakMX Kak OTpaxeHue,
06bEMHOCTb, YAyYLLIEHHbIE TEHW N FPaAVeHTHI,
a Takxe CTUAM GUrypbl, COOTBETCTBYOLLME
3pPpekTaM TeM, UCMOAb3YyEMbIM A ANarpaMmm v
rpadmkos.

OBAACTL BBIABACHUA

Ncnonb3yinte HoByto 0baacTb BblgeneHns, YTobel
BbIBUpPaTh, NepenMeHOBbIBaTL U CKPbIBaThb
PVCYHKM B LlOKYMEHTaX.
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OKOHOMMUS BDEMEHU U YNPOLLLEHWE PABOYMX MPOLLECCOB

2010

OBAACTL HOBUTAUMH

Ncnonb3ynTe yayyweHHyro obaacTe HaBuraymn
(paHee Ha3sbiBasaCb CXEMOW JOKYMeHTa)

AN BbICTPOro NPOCMoTpa 3aro/I0BKOB
AOKYMEHTa U M3MeHsNTe MOPAAOK COAEPXNMOro
JOKYMEHTa, nepemeLlas ero HernocpesCcTBeHHo
B obnactu HaBuraumm.

CpeacTBa NnoMcka

Bo3moxxHocTn nouncka B Word 2010 tenepb
BCTPOeHbl B 061acTb HaBurayun ans
obecneyeHns aBTOMaTUYECKOrO BblAeeHNs
COBMNaZeHNn 1 BbICTPOro AOCTyna K CncKy
pe3yibTaToB.

m

BocCTOHOBAEHME HECOXPAHEHHBIX BEPCUIA

ABTOMaTUUeCkn BoccTaHaBAVBanTe daibl,
3aKkpbITble 6e3 coxpaHeHws. 18

BcTaBka ¢ AMHOMHUYECKHMM
NMPeABAPUTEABHBIM MPOCMOTPOM

MNpezBapuTeNbHbIA MPOCMOTP COAEPXKUMOro
nepeg, ero BCTaBKOW No3BosiseT BblIbMpaTh
ONTUMaNbHbIA BapuaHT BCTaBKN U 3KOHOMUTb
BpPEMS.

1 BoccraHoBneHue HeCoXpaHeHHbIX Bepcwﬁ — 370 0603HavYeHUe q)yHKLI,MM BOCCTaHOBAEHWUA HEPHOBbIX Bepcwﬁ, CO3AaHHbIX

Aana q)aﬁnos, KOTOpPbl€ HUKOTda paHee He COXPaHAAUCH, a TakxXe Bepcwﬁ dBTOMaTU4eCcKoro coxpaHeHua, Co3jaHHblx

JN1s COXpaHeHHbIX paHee $aliNoB. ABTOMaTUUecKoe BOCCTaHOBAeHWE $GaiiNoB, BbINOHAEMOE NOCe HEOXUAAHHOTO 3aKPbITUSA
ceaHca Word, npeacTaBaseT coboit oTaeNbHYI0 GYHKLWIO, KOTOpas MPUCYTCTBOBANa B NPeAblAyLLIUX BEPCHUAX MPUAOKEHUS 1 NO-

npexHeMy goctynHa 8 Word 2010.
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2003

2007

2010

KoHTekCTHOe CpeACTBO NPOBEPKMH
opdhorpachum

KoHTekcTHOe cpeacTBo npoBepku opdorpadun
oTobpaxaeT 3anpoc, ecan CI0BO BBELEHO
NpaBWAbHO, HO B NPEeAIOXEHUN UCMONb3YeTCA

HEKOPPEKTHO.

ObpaLLanTeCh K HEOBXOAMMBIM CPEACTBAM TOTAQ, KOTAQ

3710 Tpebyercs

2003

2007

2010

AenTa

HaxoauTe Hy>XHble KoMaHAbl BbicTpee

C Nomoubto MHTepdelca neHTbl. B Word 2010
MO>HO HacTpanBaTb UMetoLLINeca 1 co3aaBaTtb
COBCTBEHHbIE BKNAZAKW B COOTBETCTBUMN CO CBOVM

VHAVBWAYaNbHbIM cTUNeM paboTbl B Word.

MpeacTtaeaeHme Backstage

Ncnonb3yite yaobHoe LieHTpann3oBaHHoe
WHTErpupoBaHHOe npeacTaBieHne
A1 BbINOJIHEH WA BCEX 3a/aY, CBA3AHHbIX

C ynpaBaeHneM JOKYMEHTaMW.
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boaee adhdeKTUBHAA COBMECTHAS paboTa

HoBQS KOHLLENUMA COBMECTHOM PABOTHI HOA AOKYMEHTAMM

2003 2007 2010

CoBMeCcTHOE peAaKTUpOoBaHHe

PesakTtnpyiTe fOKyMeHT O4HOBPEMEHHO
C APYrMMUN NONb30BaTENAMMN B Pa3HbIX €ro
MecTax.

Ynpouw,eHue B3aMMOAESHCTBHUA

BbIcTpo HaunHanTe pa3roBop ¢ Apyrumu

no/ab30BaTeNAMW, KOTOPble OAHOBPEMEHHO 4]
C BaMW pesakTUpyoT JOKYMEHT,

HenocpeacTBeHHO 13 Word.

PeXum 3aLULLLEHHOTO NPOCMOTPA

[OKyMeHTbI, NoNyYeHHbIe MO 31eKTPOHHON noyTe

WAW 3arpy>xeHHble 13 VIHTepHeTa, aBToMaTnyeckn

OTKPbIBAtOTCA B peXnMe 3alMLLLEHHOMO 4]
nNpocMoTpa, UToBbl MOXHO 6bI10 NPUHATL Bonee

B3BELUEHHbIe peLlUeHNs 1 He NojBepraTb

KOMMbHOTEP BO3MOXHbIM yrpo3am Be3onacHocTN.
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2003 2007 2010

MNapameTpbl 6A0KMpOBKH PANAOB

BbiGepuTe TUTIbl JOKYMEHTOB, B KOTOPbIX MOXET
6bITb pa3MeLLeHO akTUBHOE COAEPXKMMOE,

Y 3anpeTuTe OTKPbIBaTb U COXPaHATb Gaiibl
Takoro Tuna, Wan ykaxure Tvnbl Gannos,
koTopble byayT oTkpbiBaThcs B Word B pexume

3alLLeHHOro NpocMoTpa.™

HaaAeXHbie AOKYMEHTDI

Coobwute Word o ToMm, 4TO Bbl AOBepseTe
AOKYMEHTY C aKTUBHbBIM COZEPXUMbIM
(Hanpumep, ¢ Mmakpocamm), UTobbl He NokasbiBaTh
npeaynpexaeHune npu KaxaoM oTKpbITUW 3TOro
danna.

MNpoBepka YUTAEeMOCTH

MpoBepbTe AOKYMEHT Ha HalnuYMe COAEPXKMMOTO,
YTeHne KOTOPOro MOXeT bbITb 3aTPyAHUTENbHBIM
A5 AL, € OTPaHNYEHHbBIMU BO3MOXHOCTAMMY,

¥ NONyuYWTe MOLLAroBble MHCTPYKLMMN NO
yCTpaHeHu o 3To Npobiembl.

CpeacTBa nepesoad

Ncnonb3oBaHve QyHKLMIA NepeBoja No 3anpocy,
NOJIHOTO NepeBosa AOKYMEHTOB U MUHU-Nepe-
BOAUMKaA (paHee Bbl1 peann3oBaH Kak «3KpaHHble
MOACKa3KW C MepeBoOM») A/1A YNPOLLEeHNs
paboTbl B MHOTOA3bIKOBOW Cpeje.

19 o
Bo3MOXHOCTb U3MeHATb MapaMeTpbl 6A0KMPOBKU GainnoB B NpuUaoXkeHUn Bnepsble peannsoBaHa B Word 2010. BctpoenHas
byHKLMA BrokMpoBKK Painos Beina gobasneHa B Word 2007, a Takxke 6bina goctynHa B Word 2003 npu ycTaHOBKe UCNpaBaeHus;

N3MEHUTb PYHKLIMIO MOXHO 6bl10 TOAbKO B peectpe Windows.
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fl3bikOBbIE CPEACTBA

B Word 2010 MOXHO MCMo/b30BaTh pasanyHble

A3bIKWN 414 pEAaKTUPOBaHUA, CNpaBKK,

0To6pa>|<eva M BCMAbIBaOLWKMX MNOA4CKA30K.

OKHO COBMECTHOrO AOCTYNA K AOKYMEHTY

[ns 3anycka ceaHca obuero goctyna

AO0CTaTOUYHO HECKONbKUX LLLeNYKOB MbILLW. Bawn

Koanern noayyat LOCTYN K NPUAOXKEHNHO

N CMOTYT BULETb Balll NK3SMEHEHUA, NO Mepe NX

BHECEHWA.

OTnpaBuTh B MTHOBEHHOM COOGLLEHMM

MNepepavite JOKYMEHT B MTHOBEHHOM

COO6LLI,eHV|V| HEMoOCpeaCcTBEHHO U3 Word
2010 Owwubkal 3aknaaka He onpeaeneHa.

SAEMEHTDI YIIPABASHUA COAEPXHUMbIM

Co3paBante gnHammnyeckne Gopmebl ans cebs
M Apyrux nosb3osatenei, jobasnsnte
COAEPXKMMOE, KOTOPOE aBTOMaTUUeCKn
obHOBAAETCA, N MPUBA3bLIBANTE COAEPXNMOE
AOKYMEHTOB K CBOMCTBaM daiina v Apyrum
BHELLUHWM UCTOYHMKAM, TakKUM KaK Crivcku
SharePoint.
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Pabotante B yAOBHOE BpeEMSA 1 B YAODHOM mecTe

2003 2007 2010
Word Web App
npOCManMBaVITe AOKYMEHTbBI N BHOCUTE B HNX ¥
HebobLLVE N3MEHEeHNSA npakTnyecKn nroboro
KOMMbrOTEPA, NOAKNHOYEHHOTO K MHTepHeTy.
Word Mobile 2010 N n n
(Office (Office (Office

Ncnonb3yite ynpoleHHyro Bepcuto Word,

. Mobile 5.0) Mobile 6.1) Mobile 2010)
npeaHa3sHayeHHyto ana tenedoHoB Windows

Phone.
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BOMpOChl 1 OTBETHI

CBeaeHus o Microsoft Word 2010

1
2.
3.

Yo Takoe Word 20107

Kak mMoxHo Mcnonbiosate Word 20107

Kakoesl ocHopHble oty Word 2010 oT npeasblay i sepcian?

TpeboBaHMa kK cucrteme n coemectTumocTsb Word 2010

1

wuo o~ wnN

CylecTBYHOT MU ocobbie cucTemHble Tpebosanua ang Word 20107

ModHO 1y oTKphIBaTE AOKVMEHTE! Npeakavimy sepcun Waord 8 Word 20107

ModkHo i1 oTKpEIBaTh gokymeHTsl Word 2010 B npeaniayvuiny sepcmax Word?

Hvo>KHbl W APVIVE MPOAVKTh AN MCNONb3oBaHMA BoaMoxHocTer Word 20107

Kakue Bpayzepbl NoANEDKMBAKTCR ANA Hosoro npuacskenns Word Web App?

Ucnoab3osaHue Word 2010

1

N o v ok~ w N

Mpeaocrapnget am MalkpocodT 6ecniatHble pecypobt U obyyaklive Matepuanst no Word
20107

Mory n1 s Hactpouts Word 2010 B COOTBRTCTEBUM €O CBOUM CTUnem paborm?

Mory nuv g 0bpallatsCca K CBOUM AOKYMEHTaM, HEXOAACh BAANM OT OCHOBHOIQ KOMMkTepa?

Kak monvuute gocryn kK aokymedtam Word 2010 ¢ nomotibio seb-bpaviepa?

YTo MoxHO fenaTk ¢ JokymenTamm Word 2010 B npuaoxkeHmnn Word Web App?

Kak pepakTvpoBath AokyMeHTsl Word 2010 Ha tenedode?

YUto moxHO nenats ¢ gokymentamu Word 2010 & npunoxexnun Word Mabile 20107

Mokynka Word 2010

1

o vk~ w N

B kakue phinyckw Office 2010 sraroved Word 20107

Moo nn 6vaet nonwobpectwt Word 2010 otaensHo?

CyuiecteyeT im NnpobHan eepcks Word 20107

CyuiecTeyet 1u sepeua Word 2010 ans Macintash?

HYXKHO AW rnatuTh 3a ucnonkioeadke Word Web App?

Korna nabop Office Mobile 2010 cTaHeT A0CTYIHBIM W KAK 810 OIYHUTh?

Bonpocsl, cBasaHHbIe ¢ Word 2010

1
2.
3.

Yto Takoe coeMecTHoe penaktmposaHme 8 Word 2010 1 KakoBbl IDEUMYLLECTRBA 3TOWR BVHKLWK?

B kakux npunokenunax Office 2010 aocTyNHO COBMECTHOR pajakTvupoBadue?

Kakoebl Toe6oBaHWs 408 MCN0AL30OBaAHWA COBMECTHOMC DefakTuposadus 8 Word 20107
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4. Kak HOBas BOIMOXHOCTE COBMecTHOro penaktvposadus B Word 2010 nozsonnert n3bexatk

KOHOAMKTOB NP peaakTUpoBaHim?

5. Kakme wpWdThl MOMHO MCNONB30BATE C HOBLIMW BO3IMOXHOCTAMY odopmMaeHus Wpudtoe?

6. XDaHATCA IV BOCCTAHOBAEHHLIE HECOXPaHEHHbLIS BERCUM AOKYMEHTOB Ha MOSM KoMMbTEDE?

7. FcTe IV NDOCTOW €NOCcob VASNUTE NOTEHLMANEHO CeKpeTHRIE MEeTaAaHHbIe W ADYIoe cKphIToe

COAEDKUMOS, HaNDUMeDP XYPHA/ pelakTUpOBaHWA, U3 AOKYMEHTA Mepen 7eM, Kak MpeaocTaenTh

K Hemy obuwumi gocryn?

8. HYro 1akoe mekcmossie sgdiekmbl W KaKOBbl NPEUMYLLECTEBA UX MCNONb30BaHUE N0 CDaBHeHUID ¢
WordArt?

1. Yro takoe Word 2010?

Word 2010 — 310 Hanbonee rmbkunin 1 yaobHbI BbINMyCK N3BECTHOrO BCEM TEKCTOBOIO
npoueccopa. Word 2010 npegocTtaBaseT No/ib30BaTeNsM LMpoYalLive BO3MOXHOCTA
dopmaTMpoBaHNa JOKYMEHTOB, MOMOraeT co3jaBaTh Jyyllive 4OKYMeHTbI, 3aTpaynBas
MeHbllIe BPEMEHW, a TakXKe 3HaunTebHO YNpoLLaeT ynpasaeHe gokymeHTamu. Kpome Toro,
B 3TOM BbInycke Word npezctaBaeHbl cpeAcTBa, KOTOpble 0baeryaroT COBMeCTHY paboTty
HaZ AOKYMEHTaMU C ApYyrMun Nonb3oBaTeNsMu 1 No3sonstoT paboTaTte B toboe Bpems

n B Ntobom mecTe.

2. Kax moxxHo ucnons3zoBatb Word 2010?

Ncnonb3yinte Word 2010, 4tobbl co3paBaTb 4OKYMEHTbI, MO3BOAAIOLIME BbIAEINTL BaXHOE
cogepxunmoe. Npu co3gaHnn camoro NPOCTOro NMcbMa 1 Camoro CIOXHOro oTyeTa
NCNOb3yNTe pas3/ivyHble CpeAcTBa — OT TEM, KOTOPble MOXHO MPUMEHATb KO BCEMy
DOKYMEHTY HECKOIbKUMM LLeTuKaMu, 0 NPEBOCXOAHbIX rpadnyecknx 31eMeHToB, co3jasaTtb
KOTOpble He CIOXHee, YeM BBOAWNTb MapKMPOBaHHbIV CANCOK, N NPOPEeCcCOHaNbHbIX
cpeacTB pepakTmposaHus potorpadumn. Word 2010 Takxke MOXHO MCMOAb30BaTh AJIA
obmeHa CofepP>XMMBbIM € APYrVMU MO/b30BaTENAMMW, HAaNPUMEP AN HanncaHWa 1
nybankauum ctaten B b1ore HenocpeacteeHHO 13 Word nav ans pegaktmpoBaHus
LOKYMEHTOB OJHOBPEMEHHO C KOJIeramu.

3. KakoBbl ocHoBHble otnmunsa Word 2010 ot npeabiaylinx sepcuin?

Cm. Kpatkiny o63o0p Word 2010.




Ha.Office

1. Mpepbasnser cim Word 2010 ocobbie TpeboBaHuA k cucteme?

Office 2010 6bin paspaboTaH Ans ONTUMM3ALUN MPOU3BOANTENBHOCTU NCMOAb3YEMOTO
obopygoBaHua, a Takxxe obopysoBaHNA, KOTOPOE, BO3MOXHO, ByAeT NCnonb30BaTbCcs
B ByayLuem, Hanpumep 64-pa3pagHble MUKPOCXEMbI, YCOBEPLUEHCTBOBAHHbIE
BUAeoaganTepbl, MHOTOAAEPHbIE MPOLIECCOPbl N KOMMaKTHbIe YCTPOWCTBA.

B cnepyrouwten Tabanue npuseseHsbl cucteMHble TpeboBaHua ans Microsoft Office
npodeccnoHanbHbiv naroc 2010.

Mpoueccop Mpoueccop ¢ Yactotoit 500 MI'L; ans Outlook ¢ Aucnetuepom KkoHTakToB Tpebyetca 1 ITw,.

MamaTte 256 Mb O3Y; ana ucnonbsoBaHua rpapuuecknx cpeacts, GyHKLNM MrHOBeHHOro noucka Outlook,
Outlook ¢ ncneTyepoM KOHTaKTOB 1 HEKOTOPbIX PacliupeHHbIX GyHKLWIA pekoMmeHayeTcs 512 MB.

XecTKnii guck 3 I'b cBO6OAHOrO NPOCTPaHCTBa Ha AUCKE

MoHnuTop MoHuTop ¢ paspelwernem 1024x768 uau Bbiwwe

OnepaunoHHas Windows XP ¢ naketomM obHoBaenus 3 (SP3) (tonbko 32-paspagHas Bepcua OC) nan Windows Vista®
cnucTema ¢ nakeToM obHoBaeHusA 1 (SP1), Windows 7, Windows Server® 2003 R2 ¢ MSXML 6.0, Windows Server

2008 nnn bonee nosaHaa 32- uan 64-paspagHas OC.

padmka [Ans annapaTHoro yckopeHus o6paboTkin usobpaxerunit Tpebyetca rpadudeckas nnata DirectX® 9.0c
¢ BUaeonamaToro 64 Mb uan 6onblue.

AOHOJ‘IHMTEJ‘Ibele °
npuMmeyaHua

Jna HekoTopbIX AONOAHUTENbHbIX GYHKLMIA TpebyeTca noakatoveH e Kk Microsoft Exchange
Server 2010, Microsoft SharePoint Server 2010, Microsoft Office Communications Server 2007 R2
1 (uan) Microsoft SharePoint Foundation 2010.

Ansa HekoTopbIx yHKUNA TpebyeTca cnyxba Windows Search 4.0.
[Ans HekoTopbix GYHKLMWIA TpebyeTca gocTyn B HTepHeT.
[na paboTbl HekoTopbIX PyHKLMA B MHTepHeTe TpebyeTcsa uaeHTudukatop Windows Live ID.

[ns HeKoTOpbIX KOMMOHEHTOB TpebyeTcs 6paysep Internet Explorer® 6 (IE 6) nan Gonee nosaHei
BEPCUU (TONLKO 32-pa3pajHan Bepcus).

[na npocMmoTpa npeseHTalin PowerPoint uepes UHTepHeT TpebyeTca 04uH U3 caeayoLmnx
6payzepos: Internet Explorer 7 unun 6onee nosgHas sepcusa ana Windows, Safari 4 nnv 6onee
nosaHas Bepcua ana Mac, Firefox 3.5 nam 6onee nosgHas Bepcusa ana Windows, Mac uau Linux.

[lna HekoTopbix KOMNoHeHTOB TpebyeTca Windows Desktop Search 3.0, npourpbisatens Windows
Media® 9, Microsoft Active Sync® 4.1, MUKPODOH, BbIXOAHOE ayANOYCTPONCTBO, YCTPONUCTBO
3anucu sugeo, TWAIN-coBMecTUMan LndppoBas KaMmepa UK ckaHep. [na oTnpaBkK AOKYMEHTa B
OneNote ¢ noMoLLbto ApaiiBepa NeYaTh U UHTErpaLmn co cayx6oii Business Connectivity
Services Tpebyetca Microsoft .NET Framework 3.5 1 (unu) dyHkumn Windows XPS.

MpepocTaBaAseMble NPOAYKTOM BO3MOXHOCTU U oToBpaxaemoe UM U3obpaxeHune MoryT
pasandaTbca Ha pasHbix MK U 3aBUCAT OT KoHUrypaumn MK, [Ana HekoTopbix GyHKLUA MOXET
TpeboBaTbCs AONOAHUTENBHOE UK CreLnansHoe 06opyAOBaHUE MAK NOAKNIOHUEHME K cepBepY;
cM. Beb-cTpaHuuy hitp//www office.com/products.

YT0bbl 03HAKOMUTBLCA C CMCTEMHBIMK TpeboBaHMAMYK 45 Bcex Habopos Microsoft Office
2010 v oTAenbHbIX NPUAOXeHWM, noceTute Beb-cant Office.com.
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2.

Mo)kHO 1n OTKpbIBaTb AOKYyMeHTbI npeabiayimx sepcuii Word 8 Word 2010?

[Ja, 8 Word 2010 MoxHO oTKpbIBaThb dainbl, co3gaHHble B Word 97 nan 6onee no3gHmx
BEpPCUAX.

MoxkHo nin oTKpbIBaTh AoKymeHTbl Word 2010 B npeabiayuwmx sepcuax Word?

[a, ncnonb3ays LecnnatHiii Habop COBMECTUMOCT, MOXHO OTKPbIBaTb 4OKYMEHTbI

B popmatax Word 2010 no ymonuaruto B Word 2002 nav bonee nosgHux Bepcusx. B Word
2010 TakXe MOXHO cOXpaHATb AOKYMeHTbI B dopmaTax, cnosblyemblx B Bepcuax oT Word
97 no Word 2003.2°

Hy>XHbl i1 apyrue npoayKTbl 415 UCNO/Ib30BaHUA Bo3MoXkHocteit Word 2010?

Hw opHO cpencTBO co3zaHuns nam popmatmpoBaHusa gokymeHTos B Word 2010 He TpebyeT
MCNONb30BaHWS APYrux NpoaykToB. OfHaKo ANA ChefyoWwmnx HOBbIX CPEACTB COBMECTHOWM
paboTbl CyLLECTBYHOT AOMONHUTE/IbHbIE TPeboBaHWA.

» CoBmecTHOe pepakTupoBaHue. [Ina  QyHKUMW COBMECTHOrO  pefakTMpOBaHUA
Tpebyetca SharePoint Foundation 2010 (a1 wcnonb3oBaHWA MPesnpUATUAMK) WK
canyxb6a Windows Live (415 AMYHOro Nonb3oBaHMA).

» TpocmoTp cBegeHUA O AOCTYNMHOCTU APYrAX peAaKkTOpoB AOKyMeHTa U pasroBop
c HUMn HenocpeactBeHHo B Word 2010. /[ins wncnonb3oBaHWa cucteMbl obmeHa
MTHOBEHHbIMW COOBLLEHNAMN AN CBEAEHWNIA O MPUCYTCTBUM TpebyeTcs ofHa 13 cneayro-
wrx TexHonorni: Microsoft Office Communications Server 2007 R2 ¢ Microsoft Office
Communicator 2007 R2, Windows Live Messenger wan gpyroe npuaoxeHve obmeHa
MIHOBEHHbIMW coobLieHnaAMN, nogaepxmBatoLiee IMessenger. /118 ronocoBbIX BbI30OBOB
Tpebyetca Office Communications Server 2007 R2 ¢ Office Communicator 2007 R2 nav
NobbIM Apyrum npuaoxeHnem ¢ nogaepxkon IMessengerAdvanced.

Kakue 6paysepbl nogaepxusatorcs aAna Hosoro npunoxxeiua Word Web App?

Moanepxunsaemble bpaysepbl: Windows Internet Explorer 7 nan 6onee nosgHss sepcus
ana Windows, Safari 4 nnv 6onee no3gHas sepcuna ans Mac, Firefox 3.5 nan 6onee nosaHaAs
Bepcma ana Windows, Mac vawm Linux.

2 CoxpaHeHue gokyMeHTa Word 2010 B dpopmate Word 97 - 2003 nnu usmeHerue gokyMeHTa Word 2010 B 6onee paHHel Bepcun
Word orpaHnuut HekoTtopble GyHKLAU JokyMeHTa. KpoMe Toro, onpeaeneHHble sneMeHTbl AOKyMeHTa (HanpuMep, rpadpudeckue
3neMeHTbl SmartArt) aBToMaTuYecku NnpeobpasytoTca B pUCYHKN Aa9 UX NPaBUAbHOro oTobpaxeHua B npeabiaylinx sepcuax Word.
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1. MpepocraBnsaer am MaiikpocodTt 6ecnaaTHble pecypcbl U obyualoue maTepuyasbl
no Word 2010?

Ha Be6-cavte Office com npefocTaBaseTcs MHOXECTBO 6ecnaaTHbIX pecypcoB s
CaMOCTOATENbHOTO N3yUeHUs. ST pecypchbl CoaepXkKaT NpakTnyeckmne pykoBoACTBa U
LEMOHCTPaLUMOHHbIE MaTepmabl C OTBETAMW OT APYTUX NOAb30BaTENEN N HE3aBUCUMbIX
3KCMEepTOB, HaNpuMep OT CNeLnanncToB, UMetowmnx ctatyc Microsoft Most Valuable

Professional (Havbonee LeHHbiW crneuvanncT MankpocodT), B coobuiectsax Microsoft Office.

2. Mory nu s HactpouTtb Word 2010 B cOOTBETCTBUM CO CBOUM cTU/IeM paboTtbi?

MO>HO HacTponTb MHOXecTBO NapameTpoB Word 2010, B ToM yncie cnegytoLme.

» HacTpoika BKi1agioK Ha neHTe U co3paHue cobcTBeHHbIX BkIapok. [epengnte Ha
Bknagky «®dann», utobbl OTKpbITh NpeacTaBaeHne Backstage. LllenkHuTte «[lapameTpbi»,
nocne yero Boibepute «HacTpoika feHTbI».

+ [Jo6aBneHune 4yacTo UCNoJb3iyemMbiX KOMaHA B NaHesb 6bicTporo aocryna. LLenkHute
NpaBoOW KHOMKOW NeHTy 1 BbibepuTe koMaHay «/1obaBnTb Ha NaHeb 6bICTPOro AocTynax».

+» Co3gaHuMe HacTpauBaeMbIX coueTaHUWA KknaBull. [lepenanTte Ha Bkaagky «®Pann»,
4yTobbI OTKPLITE NpeacTaBaeHne Backstage, a 3atem wenkHuTe «[MapameTpbi». LenkHute
«HacTpoika fneHTb» 1 3aTeM PAZOM C 3arosioBKkoMm «CoueTaHWA KAaBUL» Haxmute
KHOMKY «HacTponTb».

« YcraHoBKa pa3/inyHbIX A3bIKOB A1 pefaKTUpOoBaHUA, cnpaBKWU, 0T06pa)KeHM$I 4]
3KpaHHbIX NOACKa30K. Ha BKJ1agKe «PeLl'eHBVIpOBaHMe» B rpynne «fA3bIK» LENKHWNTE
«f3bIK», a 3aTeM Bbl6epV|Te «f3bIKOBbIE napameTpbl».

* YKaXkute HacCTPOWAKW ANA pa3/IMUHbIX NapamMeTpoB AOKYMeHTa U NporpamMmbl — OT
nosegeHus ¢yHKUUA NpPoOBEepKU U aBTO3aMeHbl A0 TOro, Kakum ob6pazom
oTobpa)kaercs U nevyataeTca CofEepXKMMOe AOKyMEeHTa, a Tak)e A/A napameTpoBs
3alMTbl CUCTEMbI U AOKYMEHTOB. Bce 3Tn 1 MHOrvMe Apyrve napameTpbl AOCTYMHbI B
AnanoroBom okHe «[lapameTpbl Word». [lna atoro wenkHute Bkaagky «®daiin», 4tobbl
OTKpbITb NpescTaBaeHne Backstage, a 3aTeM LenkHuTe «[MapameTpbi».

* YcraHoBKa fs3blKka nepeBoja No ymonyaHuto. Ha Bknagke «PeueH3npoBaHue» B
rpynne «fA3bik» WenkHuTe «MepeBecTu», a 3aTeM BbibepuTe «Bbibop A3blka NepeBoja».

]

Hactpoiika n cozpgaHue co6cTBeHHbIX Wa6/10HOB U COAEPXXUMOro C BOSMOXXHOCTbIO
NOBTOPHOro wucnosnb3oBaHuA. [lpn pabote B Word 2010 MOXHO HacTpavBaTb
bopmaTupoBaHve, a TakxXe pa3MeTKy AOKYMeHTOB W cogepxumoro. [losib3oBaTesib
MOXET CO3/aTb YHWKaAbHbIA AOKYMEHT, HauvHas C HacTpPoWkKM o6bluHOro (no
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yMon4aHuto) wabaoHa, KOTOPbIN COAEPXUT NapaMeTpbl CTPaHWL b, LWPUGTOB N HACTPOW-
kn dopmatmpoBaHusa ab3aua Nno yMOAYaHWIO, U 3aKaH4MBaA HACTPOMKOW BCTPOEHHbIX
wabnoHoB, cTaHaapTHbIX 610koB, Tem Office n cTvnen. Ana nonyyeHns cnpasky MO 3TUM
BO3MOXHOCTAM HaxmuTe KHonky «CrnpaBka» B mpaBou yacti aeHTel Word 2010 wan
nepenaute Ha Beb-cant Office com.

3. Mory nu s obpawartbca K CBOMM JOKyMEHTaM, HaXoAACh 4a/1eKO OT CBOero 0CHOBHOro
KoMnbloTepa?

Ncnonb3ys Word Web App, Bbl MOXeTe coxpaHATb AOKYMeHTbI B VIHTepHeTe, nocnie yero

K HUM MO>XHO obpalaTbcs npakTnyeckin ¢ Arboro NogKAHYeHHOro K CeT KoMMnbroTepa Ans
npocMoTpa, pefakTMpoBaHus 1 pacnpocTpaHerHns. Kpome Toro, ¢ nomoubro Word Mobile
2010 MOXHO NpoCMaTPMBaTh 1 M3MEHATL JOKYMEHTbI ¢ TenedoHa Windows Phone.”!

4. Kak nonyuutb goctyn K gokymeHtam Word 2010 c nomowubio Be6-6paysepa?

CoxpaHuTte gokyMeHTbl Ha canTe SharePoint 2010 wav B nanke Windows Live SkyDrive
W 3aTem npocmaTpuBsaiite 1 pefakTnpyiTe ux ¢ nomolibro Word Web App.?

5. Yro moxkHo penatb ¢ sokymeHTamu Word 2010 B npunoxxenun Word Web App?

MNpocmatpusanTte gokyMmeHTsl Word 2010 ¢ BbICOKMM KayecTBOM oTobpadkeHuWs, BbINOAHANTE
MOWCK WAV KOMMPYWTE CofepXMoe AoKyMeHTa npu ero npocmotpe B Word Web App.

Mpwn n3meHeHnn gokymeHTos B Word Web App AoCTyMnHbI HEKOTOPbIE U3 3HAKOMbIX
byHKUMIN dopmMaTMpPOBaHWA N peaaKTUpPOBaHNA, KOTOPbIE Bbl KaXAbIM AeHb MpYMeHseTe

B Word 2010, Bkatovas aBTOMaTU4eckyto NpoBepky opporpaduin, aBTo3zameHy,
dopmaTtnpoBaHue WwWpndTos 1 ab3aues, cTUAN 1 cpeacTBa Ans paboTel ¢ Tabavuamu

N pUCyHKaMMU.

6. Kak pepaktupoBatb gokymeHTbl Word 2010 Ha TenedoHe?

Ncnone3ynte pepgaktop Word Mobile 2010, koTtopbiv 6yzeT BkaroueH B Office Mobile 2010,
BbIMyCKaeMblii ogHoBpemeHHo ¢ Office 2010.%

' Ina AocTyna uepes BeB-KMEHT U CO CMapThoHa TpebyeTca COOTBETCTBYIOLIEE YCTPOMCTBO, 8 AN ONpeAeneHHbIX GYHKLMA —
noakaroueHue k HtepHety. Be6-kaneHT ncnonssyet Office Web Apps, nostoMy Tpebyetca noaaepxunsaemsiit 6paysep Internet
Explorer, Firefox unu Safari, a Takxe SharePoint Foundation 2010 uan Windows Live ID. [lna HeKOTOPbIX MOBUAbHbIX GYHKLIMIA
Tpebyetca ycTaHoBKa Npuaoxerua Microsoft Office Mobile 2010, koTopoe He BXOAMT B NpUAoXeHWs, Habopbl NPUAOXKEHNA 1 Be6-
npunoxenns Web Apps Office 2010. ®yHkumn Beb-npunoxerunin Office Web Apps, Office Mobile 2010 1 npunosxenuin Office 2010
MOTYT OTANYATHCA.

22 pepakTupoBaHue B Word Web App ¢ noMolbio cayx6el Windows Live cTaHeT 40CTyMHbIM BO BTOPOM nojyrogun 2010 r.

3 B coctas Office Mobile 2010 BxoauT Word Mobile 2010, Excel Mobile 2010, PowerPoint Mobile 2010, OneNote Mobile 2010 u
SharePoint Workspace Mobile 2010. Mpunoxenne Outlook Mobile 2010 npegycraHosneHo Ha Tenedorbl Windows Phone n
ABAAETCA MNOYTOBbLIM KANEHTOM Mo ymondaHuto. Office Mobile 2010 He BxoauT B cocTas npunoxeruit, Habopos Office 2010 nnu Beb-
npunoxeHui Office Web App. OHo byaeT Bbinylwero ana Windows Phone (Windows Mobile 6.5 unu 6onee nozaHsas sepcus) ¢
nossaerunemM Microsoft Office 2010.
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7. Yto moxkHo pgenatb ¢ gokymeHtamu Word 2010 B npunoxxeHun Word Mobile 2010?

Word Mobile 2010 — 310 Bepcus Word, npegHasHauyeHHas 418 paboTbl Ha MOBWAbHBIX
TenedpoHax Windows Phone. lNpocmaTpurBaiTe AOKYMEHTbI, OCyLLECTBAANTE MoncK 1 basosoe
pegakTupoBaHue gokymeHtoB Word 2010, Haxoasck B nNyTw.

1. B kakue Bbinycku Microsoft Office 2010 BkntoueH Word 2010?

Word 2010 BkntoueH Bo Bce Bbinyckn Habopa Office 2010. Ans cpaBHeHWs HabopoB
Microsoft Office 2010 n onpezeneHuns Hanbonee NOAXOAALLErO BbiMNycka noceTuTe Beb-cant
Office.com

2. MoxHo nu 6yaet npuobpectu Word 2010 otaenbHo?

Ja.
3. CywectByeT /im npo6bHasa Bepcua Word 2010?
[Ja. Mocne Boixoga Office 2010 6yzet goctynHa npobHasa Bepcus. MNMocetute Office.com
AN NOAYYEeHWA AOMONHUTENbHBIX CBEAEHWN.
4. CyuwectByet nm Bepcua Word 2010 gnsa Macintosh?
Tekywas Bepcuna Word gna Mac — Word 2008. CteneHb coBmectumoctin Word 2008 ¢ Word
2010 o4eHb BbICOKA, M 3TO MPUIOXKEHWE MO3BOAET J1erko 0OMeHNBaTbCA AOKYMEHTaMM
C Monb3oBaTenamu, Kotopble pabotatoT Ha naatpopme Mac. PaspaboTtumkm Office gna Mac
B KoHLUe 2010 roaa BbinycTaT HOoBYO Bepcuto — Office gns Mac 2011. CteneHb

coBmectumoctn Office ana Mac 2011 ¢ Office 2010 byzerT ewe Bbiwe. [JonoaHUTeNbHbIE
cBeseHuns o Word 2008 pna Mac v o HoBOM Bepcun CM. Ha Beb-canTe Mactopla.

5. HyxHo nu naatutb 3a ucnonbsosaHue Word Web App?

Office Web Apps MoXHO ncnonb3oBaTb AByMsa cnocobamu.

+ OpraHunzaumm c cornauleHnemM KoprnopaTtneHoro anueHsmpoaHua gasa Office 2010 moryT
yctaHoBuTb Office Web Apps Ha SharePoint 2010.

» OtpenbHble Nonb3oBaTenn MoryT noayumte goctyn k Office Web Apps uepes Windows
Live SkyDrive, ncnonbsysa 6ecnaatHeii ngeHtuunkarop Windows Live ID.
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UYro Takoe coBmecTHoe pepakTupoBaHue B Word 2010 u KakoBbl NpevmylLliecTBa 3TON
byHKUUN?

CoBMecTHOEe pefakTMpoBaHmne — 3To HoBas BO3MoXHOCTb B Word 2010, koTopas nossosset
pefaKkTMpPOoBaTh OAWH W TOT e JOKYMEHT OAHOBPEMEHHO C APYrMMU NOJb30BaTeNAMY,
paboTarowmn B Apyrux mectax. Ternepb 6obliue He Hy>XHO XAaTb, MoKa KTo-TO 13 Koaner
3aBepLUNT CO3faHne AN pejakTMpoBaHWe CBOel YacTu JOKYMeHTa, YTobbl MpucTynuTb

K paborTe.

B kakux npunoxxeHusax Office 2010 gocTynHO coBMecTHOe pegakTupoBaHue?

CoBMecTHOe pegakTupoBaHue aoctynHo 8 Word 2010, PowerPoint 2010 1 OneNote 2010.%*
Kpome Toro, coBMecTHoe pesakTMpoBaHue Takxke goctynHo B OneNote Web App v Excel
Web App.

KakoBbl Tpe6oBaHNsA ans coBMecTHOro peaaktuposanusa B Word 2010?

Ana byHKUMM coBMeCcTHOro pegaktnpoBaHuns Tpebyetca SharePoint Foundation 2010
(AN NCMOAb30BaHNA MPeAnpUATUAMN) nan becnaatHeln naeHtndrkatop Windows Live ID
(ans noTpebutenen).

Kakum o6pasom HoBasi BO3MOXXHOCTb COBMeCTHOro peaaktuposaHua B Word 2010
nossossert usbexxatb KOHPIMKTOB NPU peaakTUpPOBaHUU?

O6nacTb AOKYMEHTa, B KOTOpPOW paboTaeT pejakTop, aBToMaTnyeckun 6aokvupyerca ans
APYyrvix nonb3oBaTenein. ABTOpbI Takxke MOryT 610KnpoBaTb 061acTb JOKYMEHTa, UTOObI He
NO3BOINTb APYTUM MOb30BaTENAM BHOCUTb B HEE U3MEHEHUA.

Kakue wpudTbl MOXXHO UCMO/Ib30BaTh C HOBbIMW BO3MOXHOCTAMU 0OpmMIeHUA
wpudTos?

HoBble BO3MOXHOCTN opopMaeHns LIPUGTOB noaaepuBatoT anemeHTbl OpenType,
JOCTYMHbIE B HECKOJ/IbKUX LIpUdTax, BkAoueHHbIx B Word 2010, B Tom umncae Calibri,
Cambiria, Consolas, Constantia, Corbel, Candara, Gabriola® Segoe. Kpome TOro, MoXxHo
ncrnonb3oBatb A0bble WpndThl OpenType, KOTOpbIE COAEPXKaT BO3MOXHOCTY OPOpPMAEHNS,
noaaepxveaemble Word 2010, B TOM uncae anraTypebl, CTUANCTUYECKNE Habopbl, YNCIOBbIE
bOpMbl N HTEPBAaNbI, KOHTEKCTHbIE anbTepHaTMBbl U KepHUHT OpenType.

* CoBMecTHOe pegakTpoBaHue B Word 2010, PowerPoint 2010 1 OneNote 2010 ¢ NoMoLbto cayx6bl Windows Live craHet

JOCTYMHbIM BO BTOPOM noayroauun 2010 r.

Z Wpudt Gabriola goctyneH B no6om HaBope Office 2010 UM aBTOHOMHOM NpUAOXKeHU Word 2010, ecan KoMmbloTep paBoTaet

noa ynpaeneHveM Microsoft Windows 7.
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6.

XpaHATcA 1M BOCCTaHOBJ/IEHHble HECOXPaHEeHHble BepCUU AOKYMEHTOB Ha MOeM
KomnbloTepe?

BoccTaHOBNEHHbIE HecoxpaHeHHble OKYMEHTbI XPaHATCA Ha KOMMbOTepe YeTblpe AHA U
3aTeM aBTOMaTUUeCKW yaanarTcs. VX Takke MOXHO yanuTb BPyUHYHD, eCIn 3TO
HeobxoaMMO, HanpuMep Npw paboTe Ha obLLEeJOCTYMHOM KOMMbIOTEPE.

Ectb /11 npocToii cnocob yaannTb NOTeHLMaIbHO CeKpeTHbIe MeTaZaHHble U apyroe
CKpbITOE cofiep)XXUMOoe, HanpuMep XXypHa peakTUpoBaHus, U3 lOKyMeHTa nepej,
npeaocTaB/ieHMeM K Hemy obluero aocryna?

[a. MNpolue Bcero ncnoab3oBate NMHCMEKTOP A4OKYMEHTOB, KOTOPbIV NO3BOJISET HAXOANTb
M yAanaTb pasanyHble MOTEHUMANbHO CEKPETHblE MeTaZaHHbIe N CKPbITOE COAePXUMOe.
MNepenante Ha BkNaaKy ®aiin, 4Tobbl OTKpbITL NpescTaBaeHne Backstage. Ha Bknaske
«CBeseHuna» LWenkHuTe Mouck npobaem, a 3aTeM Bbibepute UHCRekTop A0KYMEHTOS.

MpumeuaHue. VIHCNekTOp AOKYMEHTOB ABASETCA pacumpsemMbiM. Ecav B opraHmsauum
TpebyeTcs onpeaensTb U yaanaTb Apyrve TWMbl COAEPXKMMOTo, pa3paboTumk MoxeT
HanucaTb COBCTBEHHbIE MOZY/IV 1 MCMOAB30BaTh MX B MHCMEKTOPE JOKYMEHTOB.

Uto Takoe mekcmoesbie 3¢hghexkmbl U KaKOBbI UX NPeUMyLLLecTBa Nepes o6beKTamu
WordArt?

TekctoBble adpdekTbl — 3TO AONOAHUTENLHBIE 3ddeKkTbl GOpMaTUPOBaHNS, Takme Kak
oTpaxeHus, 06bEMHOCTb W rpafveHTHbIE 3aMBKW, KOTOPblE MOXHO MPUMEHATb
HenocpeACTBEHHO K TEKCTY AoKymeHTa. B oTanyme ot obbvektoB WordArt, ncnonbsyemsix

B bonee paHHMX BePCMAX MPOrpammbl, TEKCTOBbIE IPPEKTbI MPUMEHAROTCA HEMOCPEACTBEHHO
K TEKCTY AOKYMEHTa, MO3TOMY TEKCT MOXHO peAakTMpoBaTh 1 MPOBEPATb Ha Haan4yme
opdorpadpuueckmnx owmnbok. TekctoBble 3pPeKTbl MOXHO Aaxke BKAOUaTh B cTuam Word,
HanpuMep B CTUW 3aroJIOBKOB JOKyMEHTa.

YutuTe, UTo KOMMOHEHT, Ha3biBaembii WordArt B Word 2010, obHoBAeH, 1 Tenepb
npeaycmaTpuBaeT NCNoJib30BaHWe TEKCTOBbLIX 3PPEKTOB BMECTO CO34aHNA OTAENbHOIo
obbekTa B TekcTe. [Npn ncnonszosaHmm WordArt (Ha Bkiagke «BctaBka») oTobpaxkaertcs
pejakTrpyemMoe TeKCTOBOE MnoJie ¢ NPUMEHEHMEM TeKCTOBbIX 3¢ eKToB.
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Office Mobile 2010 He BxoauWT B cocTaB npunoxeHuni, Habopos Office 2010
nav Beb-npmnoxenni Office Web Apps.

Office Mobile 2010 byaet BbinyLLeH Ha TenepoHax Windows Phone (Windows
Mobile 6.5 nav bonee no3gHne Bepcun) ¢ nossaeHnem Office 2010.

Office Web Apps - 370 nHTepakTnBHbIe fononHeHusa k Microsoft Office, Tpebytrowme
CcObOLEHNA CesyoLWMX YCAOBUA.

Ana komnaHuii n yupexxaeHui Tpebyetca SharePoint Foundation 2010.

Ana nuuHoro ncnosbsoBaHua Tpebyetca naeHTndnkatop Windows Live ID.
Beb-npunoxeHne OneNote Web App 1 BO3MOXHOCTb pefiakTMpoBaHus C
nomoLypsto Beb-npuioxeHns Word Web App ctanyT goctynHbl Yepe3 Windows
Live Bo BTopom noayrogmn 2010 roga.

Beb-npwunoxenus Office Web App nogaepxwuatot Internet Explorer 7 nnn 6onee
nosaHve Bepcun ana Windows, Safari 4 nam 6onee nosgHve Bepcun gaa Mac um
Firefox 3.5 nnn 6onee no3gHue Bepcun ana Windows, Mac nan Linux.

Beb-npwunoxenuns Word, Excel n PowerPoint Web App 8 SharePoint 2010
nojAepXxuBatoT cegyrone mobunsHele 6paysepsl: Internet Explorer B Windows
Mobile 5 nnn 6onee no3gHen Bepcun, Safari 4 B iPhone 3G nan 3GS, BlackBerry
4.x v bonee no3aHen Bepcun, Nokia S60, NetFront 3.4, 3.5 n 6onee no3zHen
Bepcun, Opera Mobile 8.65 1 6onee no3aHen Bepcun, Openwave 6.2, 7.0 n bonee
Mo3AHen Bepcun.

CoBMecTHOe pegakTnpoBaHve B Word 2010 — 370 BO3MOXHOCTb OZiHOBPEMEHHOTO
pesakTMpoBaHusa fokymeHta Word 2010 HeCKONbKUMM NONb30BaTENAMM, HAXOAALLMMUCA
B pa3/nyHbIX MecTax. [na 3Ton GyHKLMKM TpebyroTcs cnesyroLine KOMMOHEHTbI.

Microsoft

Ana komnaHuii n yupexxaeHui Tpebyetca SharePoint Foundation 2010.
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¢ [lna nuuHOro ucnosb3oBaHuA Tpebyetca becnnaTHbIM naeHTUdGKUKaTOP
Windows Live ID. CoBmecTHoe pegsakTnpoBaHue B Word 2010 cTaHeT focTynHo
yepe3 Windows Live Bo BTopom nonyrogumn 2010 roga.

Bnarosaps ynpoueHHomy B3anmogenctenro B Office 2010 MoxHO npocMaTpvBaTh CBefEHMS O
AOCTYMHOCTW APYrX peAakTopoB AOKYMEHTOB M 06LLIATbCA CO CBOMMMN KOJIIEramMu, He BbIXOAS 13
Word 2010. 3T BO3MOXHOCTW MpeaycMmaTpuBaroT ciegyroLine TpeboBaHms.

e [lnf VCcnonb30BaHWA cncTemMbl 0bMeHa MrHOBEHHbLIMW COOBLLEHNAMMN 1 QYHKLIMM
oTobpaxeHus CBeAEHWIN O NpUCYTCTBMM TpebyeTca ofHa 13 CiefyroLmnx
TexHonormi: Office Communications Server 2007 R2 c Office Communicator 2007
R2, Windows Live Messenger nau gpyroe npunoxeHve obmMeHa MrHOBEHHbIMU
coobueHmamy, nogaepxxmeatoliee IMessenger.

e /115 ronocoBbIX BbI3OBOB, @ TakXXe HEKOTOPLIX APYrX MapaMeTpoB
B3aUMOZencTBNA B NnpeacTaBaeHnn Backstage, Tpebyetcs Office Communications
Server 2007 R2 ¢ Office Communicator 2007 R2 nan ntobbimM gpyrm
ripuaoxeHvem ¢ nogaep>xxkonn IMessengerAdvanced.

HekoTopble cCbiNKW, NpeAcTaBAeHHbIE B 3TOM PYKOBOACTBE, He ByAyT AOCTYMHbI A0 BbIMycKa
Microsoft Office 2010.

3TOT LOKYMEHT NpesoCcTaBAseTcA «Kak ecTb». CBefeHWs, cogepxKalumecs B 3TOM JOKYMEHTE,
Bkatovas URL-agpeca, a Takxe CCbIIKK Ha apyrue Beb-caiTbl, MOTyT 6bITb M3MeHeHbl 6e3
npeaBapuTensHOro ysefomneHns. OTBETCTBEHHOCTb 3@ UX UCMOb30BaHWe Bbl bepeTe Ha cebs.

anIBe,EI,eHHbIe npuMepbl ABAAOTCA BbIMbILWWAEHHBIMWU U NPELOCTAaBAAROTCA TONbKO B Ka4eCTBe
WNARCTPal . Jtobble coBMajgeHuna ABAAOTCA CﬂyHaVIHbIMM.

JaHHbIN JOKYMEHT He NpeAocTaBAsfeT HUKaKUX FOPUANUYECKMX MPaB Ha MHTENNEKTYalbHYHO
COBCTBEHHOCTb B OTHOLEH WM Ato6oro n3 npoayktoB MaikpocodT. Bel MoxeTe Konunposatb
W MCMOAb30BaTh AaHHbIV LOKYMEHT TONbKO ANA BHYTPEHHWX LieNei 1 NonyyeHus crpasKku.

© Kopnopauwusa Mankpoco¢T (Microsoft Corporation), 2010. Bce npaBa 3awmLueHsbl.
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