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He3aBMCUMO OT MECTOHaXOXAEHNA 1 ycnoBuiA paboTbl Beb-npunoxeHuna Microsoft® Office Web
Apps NO3BOAAIOT NoAyYaTh 4OCTYN K yA06HON 1 3dpdekTnBHOM cpeae Microsoft Office nocpeactsom
Be6-nHTepdelica. DTV yA06HbIE MHTEPHET-aHaI0mU NpUAoXKeHUit Microsoft Word, Excel®,
PowerPoint® u OneNote® o6ecneunsatoT NpocTyto cpey NPOCMOTPa, PeAaKTMPOBaHUA 1 06MeHa
daiinamn HenocpeacTseHHo B Be6-6paysepe.’

PaboTa B NpuBbIYHOWN Cpese peAakTMPOBaHWA U HaAUYME XOPOLUO M3BECTHLIX QYHKLMIA.

Bo3modkHocTb paboTtaTh COBMECTHO C APYrMMM NOAb30BaTENAMM HE3ABMCUMO OT TOTO, Kakas
Bepcua Microsoft Office yctaHoBneHa Ha nx KoMNbroTepe (M Aaxke npu oTcyTcTBUKM Microsoft
Office).

Bo3moxxkHoCTb npocMaTpurBaTb q)al>’lﬂb| B pPeXMME BbICOKOro Kavyectsa M BHOCUTL NMpasBkKK,
KOTOpPbIE 6y,£I|yT C TOYHOCTbHO OTO6pa>KeHbI B NCXOLHOM AOKyMeEHTe.

Bocnonbayiitecs Beb6-npunoxermamm Office Web Apps — npekpacHbIM gonoaHeHnem K Habopy
Microsoft Office 2010.

' Ans pabotbl Office Web Apps TpebyeTca cooTBeTCTBYHOLEE YCTPOACTBO, MHTEPHET-COSAMHEHWE, NoAAePKUBaeMbI Bpayzep

n SharePoint Foundation 2010 (g1 koMMepueckoro noabsosaHua) uam Window Live™ ID (a1 AM4HOro noab3oBaHuA)

Ans noayderma goctyna k Office Web Apps B ceTn Windows Live™ SkyDrive™. BoamoxHocT Be6-npunoxxeHunid Office Web Apps
n Office 2010 umetoT pag oTANUNIA.
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Bbl HaxoaMTeCh BAaAM OT O0Ma UK opuca 1, COOTBETCTBEHHO, OT CBOErO KOMMboTepa. Bbl yxe
NPWroTOBMANCL HauaTb NPe3eHTaLUnto, Kak BAPYT NoayyaeTe HOBbIE BaXKHbIE A/ KAVEHTa JaHHble.
Waw, Hanpumep, Bbl yKe caaeTe BaxKHbIN AOKYMEHT, Kak BAPYr 03apseT BLOXHOBeHWe. HYTo genarts,
KOrAa y3HaeTe, UTO Ha e4UHCTBEHHOM AOCTYMHOM KOMMbIOTEPE He YCTaHOBAEH nakeT Microsoft
Office?

MpocTo oTkpoeTe ¢paiin B Beb-6paysepe. Mpunoxennsa Office Web Apps nossonstoT paboTatb

C AOKYMEHTaMW NpakTuyeckn B Nro6om mMecte v B nroboe Bpema. Cosep>kKMMOe, co3aaHHoe

B PowerPoint, Word, Excel n OneNote Ha HacTO/IbBHOM KOMMbHOTEPE, MOXHO 0NybAMKOBaTb Ha calTe
Microsoft SharePoint® 2010 uau 8 nanke Windows Live™ SkyDrive™ ¢ nocieaytolm A0CTyrnoM K
HVUM 418 NPOCMOTPa, PeAAKTMPOBaHWA N COBMECTHOTO UCMOAb30BaHMA C MOMOLLBIO MPaKTUYeckn
Ntoboro KOMMbLOTEPa, UMeEtoLLLEro Bbixog B MIHTepHeT. MosyyaTts goctyn k cogepxkmmomy Word, Excel
1 PowerPoint 1 npocmaTprBaTh ero B 6paysepe MOXHO Aaxe C MOMOLLH MOBULHOTO yCTpoiicTea’

Bbl TpaTtnTe Maccy yCI/IJ'II/II7I, yTO6LI CO3JaBaemMoe cogep>XMMoe BbIrnaaeno MakCMmMaabHO
npueaeKaTelbHO. Bam 6bl xO0TENOCH TOUHO 3HaTb, YTO NHOAWN, NPOCMaTPKMBaroLLIME Balln JOKYMEHTHI,
npeseHTaynn, Ta6J'II/ILI|bI M 3aMnCHble KHNXXKW, 6y,£I|yT BnAeTb NX TAaKNMW, KAaKMMU Bbl NX C03,£I|aBa.I'II/I?

Beb-npunoxenus Office Web Apps obecneunBatoT BbICOKOKaUeCTBEHHOE U AOCTOBEPHOE
oTobpaxeHwve daiinos Word, Excel, PowerPoint n OneNote. PazHoobpa3Hble ¢yHKUMK NakeTa
Microsoft Office gna HacTONbHbIX CUCTEM MO3BOAAOT NPOodeccnoHanbHO 0GoPMAATE COAEPKMMOE,
KOTOpOe 3aTeM MOXHO ny6amkoBaTh B VIHTepHeTe, COXpaHAsA BbICOKOE KayecTBO W COr1acoBaHHOe
popmaTtvposaHme®

? Paiinbl Word, Excel 1 PowerPoint MOXHO NpocMaTpusaTh ¢ noMolLsto Office Web Apps Ha pasauuHbIX ycTpoiicTaayx. Be6-
npunoxeHns Office Web App B SharePoint 2010 noagep>xusatoT cneaytowme MobuabHble cpeacTBa npocMotpa: Internet Explorer
B Windows Mobile 5/6/6.1/6.5, Safari 4 8 iPhone 3G unn 3GS, BlackBerry 4.x n 6onee nosgreid Bepcun, Nokia S60, NetFront 3.4, 3.5
1 6onee nosaHei Bepcun, Opera Mobile 8.65 n 6onee nosarelt Bepcun U Openwave 6.2, 7.0 n 6onee nosgHen Bepcun. Moayyatsb
Aoctyn K cogepxunmomy Word, Excel n PowerPoint n npocmatpusath ero B 6paysepe MOXHO Aaxe € MOMOLLbI0 MOBUABHOTO
ycTpoicTaa.

3 Microsoft Silverlight™ npu npocmotpe gokymeHToB PowerPoint u Word B Office Web Apps He TpebyeTcs, ogHako pekoMeHayeTca
AR NOJlyUYeHNA MaKCUMabHO BbICOKUX Pe3y/IbTaToB.
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Mpw co3aaHNN AOKYMEHTOB € MOMOLLbLIO NakeTa Microsoft Office gna HacTonbHbIX cucTem dainbl
MOTYT BKAKOUaTb Pa3nnyHble TUMbl GOPMaTUPOBAHHOIO COAEPXKMMOrO N paclUMpPEHHbIE PEXUMBI,
KOTOpble y4acTBYOT B OQOPMAEHNN BaXKHbIX CBEAEHWIA: rpadnyeckmne 31emMeHTbl, M306paxkeHns u
AVNHaMUUeCKMe 31eMEHTbI, Takme Kak Or1aBAeHUA UV NepPeKpPecTHbIe CCbINKN.

Mpunoxxennsa Office Web Apps no3sonstoT oTkpbiBaTth $paitnbl, co3gaHHble B nporpammax Word,
Excel, PowerPoint 1 OneNote Ha koMnbloTepe, BHOCUTL HeboabLUMe NpaBkn B Beb-bpaysepe,

a 3aTeM CHOBa OTKpPbIBaTb WX B NpuaoxeHusax Microsoft Office Ha koMnbloTepe, NpogoIXKan
6ecnpobaemHoe pesakTUpOBaHWeE C ZOCTYNOM KO BCEM Pa3HOODBPasHbIM GyHKLUAM 0GOpMAEHHUA.

Bbl 1 yuacTHMKM Ballei rpynnbl MCcnosb3yeTte pa3Hble Bepcin Microsoft Office, HekoTopble
Ans Microsoft Windows®, a HekoTopble a5 Mac. bbino 6l 3amevaTensHO paboTaTh € 06LWMM
HabopoM CpeiCTB A/ COBMECTHOTO UCMOJb30BaHWA U PeAakTUPOBaHWA COAEPXKUMOTO.

Office Web Apps ynpoLuatoT coBMecTHyto paboTy npu UCNo/b30BaHWUW PasanyHbIX NAaTGopm

n Bepcuin Microsoft Office n gaxke B TOM ciyyae, eciv y noab3osateneil BOOOLLE He YCTaHOBAEH
naket Microsoft Office. /ltoan, noayyatoLwme foctyn K BawnmM $ainam, MOryT pesakTupoBaTh UX B
peXxxvMMe peanbHOro BpeEMEHU C NMOMOLLbIO NoAJepPXXnBaeMoro Beb-bpaysepa Ha komnbtotepe PC
wm Mac*

Baw pabounin geHb neperpyxxeH. Kak pelueHune Ha ocHoBe Beb-nHTepdeica No3BoOAMT BaM
3KOHOMMTb BPEMS, eC/IN NPUAETCA TPATUTb €ro Ha To, YTOObI HayuUNTLCA C HUM paboTaTb?

K cuactbio B 0byueHmnmn HeT Heobxoanmoctu. Mpunoxenuna Office Web Apps nossonstoTt pabotats B
MPVBbLIYHOW Cpese, NCMOoAb3yA Te Xe PYHKLUWN pesakTMpoBaHua 1 GopMaTnpoBaHus, KOTopble
nmetotca B Microsoft Office.

4 MoppepxuBaemulie Hpay3epsl: Internet Explorer 7 unu 6onee no3gHux Bepcun anga Windows, Safari 4 unu 6onee no3gHux Bepcuii
ansa Mac, Firefox 3.5 nnu 6onee nozgHux Bepcuii ana Windows, Mac unu Linux. Office Web Apps B cpere Windows Live taxxe
moaepxkusaior Chrome 3 u mocneayomux sepenii s Windows.

Microsoft 5
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Ecaun Bac BHe3anHoO 03apuT ugea nam NpUAETCA BHOCUTb U3MEHEHWA B MOCAEAHIOK MUHYTY, KOTAa Bbl
y>Xe B NyTW, AN Bac 3TO He ByaeT npobaemoii. MpunoxeHuna Office Web Apps no3sonstoT 6bIcTpo

“ npocTto paboTaTh C AOKYMEHTaMW, HE3aBUCKMMO OT BaLLEro MeCTOHaxoXAeHua: B toboe Bpems

1 € NOMOLLbHO HOBOTo KOMMbIOTEPA € AOCTYNOM K VIHTEpHETY.

OfHUM WEeNYKOM MbILWW AOKYMEHT, Tabanua, npe3eHTaumsa Uamn 3annmcHas KHUXKa, COXpaHeHHble

Ha canTe SharePoint 2010 nan B nanke SkyDrive, oTkpbiBatotca B bpaysepe. Paiinbl Word, Excel,
PowerPoint 1 OneNote MOXHO NPOCMaTPVBaTh B BbICOKOM KayecTBe U BbICTPO BHOCWUTH M3MEHEH WS
B WX cogepxumoe. Ecnn Bam TpebyroTc A0NOAHUTENbHbIE GYHKLUW, MPUBbIYHBIE CPEACTBA
$opMaTMPOBaHMA N pefakTUPOBaHWA AOCTYMHbI BO Bcex npunoxeHmsax Office Web Apps Ha neHTe
(e™m. puc. 3).

Ecaun Bam TpebyeTtca noaHblii Habop PyHKUMIA, 13 atoboro npunoxeHna Office Web App MoxHO
OTKPbITh haiin B cOOTBETCTRYHOLEN nporpamMme Microsoft Office Ha HacTonbHOM kommbioTepe.®

[+

> BO3MOXHOCTb OTKpbIBaTh haiin B MPUMOKEHNN HACTONLHOTO KOMMbIOTEpa U3 npunoxeHna Office Web Apps [0CTymHa Ha
KOMMblOTEpaXx, FAe yCTaHOBMeHa noaaepxXusaemasn Bepcusa dpayaepa, a Tawke Office 2003 unn 6onee nosgHaa Bepcua Habopa
Microsoft Office pna Windows. 3Tta dyHKLMs Takke AOCTYNHA Ha KOMMNblOTepax, rae yCTaHOBMEeH NoaaepxuBaemblil bpayaep
Hapsagy ¢ rotoBsAWwMmMcs K Beinycky Habopom Office for Mac 2011.

Microsoft 6



®aiinbl Word, Excel, PowerPoint 1 OneNote MOXHO coxpaHATb HENOCPEACTBEHHO U3 NPOrpaMm
naketa Office 2010 Ha cant SharePoint 2010 nam B nanky SkyDrive. Kpome Toro, ¢painbl MOXHO
nepezasaTb C KOMMbOTEPA C MOMOLLbIO MHCTPYMEHTOB BubanoTtekm gokymeHTos SharePoint 2010
nan nankm SkyDrive. 3aTeM HY>XXHO LLEeNKHYTb Gaiin, YToBbl OTKPbITh €r0 M3 CETEBOTO PaCMONOXKEHWS:

npw ncnoas3osaHum Office Web Apps B SharePoint dpaiinbl Word, Excel n PowerPoint cpasy

e OTKPbIBALOTCA B pex1Me NpocMoTpa, a painsl OneNote — B pexxvme pefakTMpoBaHus;

npw ncnoas3osaHmn Office Web Apps B SkyDrive oTobpaxaeTca naHenb KOMaHZ,
C MOMOLLbIO KOTOPOW MOXHO OTKPbITb $ann 48 NPOCMOTPa UK PeaakTMpPOBaHUS.

UTO6bI BHECTW M3MEHeHWA B (aiin, KOTOPbIN OTKPbIT B NpuaoxeHmmn Office Web App B pexxnme
NpPOCMOTPa, HaXMWTe KHOMKy PepaakTupoBaTth B 6paysepe, koTopas oTobpaxaeTcs

B COOTBETCTBYIOLLLEN NaHenn koMaHg (cM. puc. 2). Mpwu ncnonssosaHum Office Web Apps B SkyDrive
npvBeseHHaa Ha PUCYHKE NaHeNb KOMaHJ TakKe BK/IoUaeT KHOMKy «/1ocTyn», ¢ MOMOLLbHO KOTOPO#
MO>HO BbIGpaTh APYrvx NoAb30BaTeNel A1 COBMECTHON paboTbl Hag aKTUBHbLIM paliioM.

mw . . o g Paeninm oy > 106 a1 .
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Mpw noayyeHnn dannos Word, Excel, PowerPoint nan OneNote B kauecTBe BaoxeHu B Windows
Live Hotmail npunoxenus Office Web Apps nozsonstoT npocmaTtpuBaTte WU peLakTUPOBaTh BAOXEHMUs

HenocpeaCTBEHHO M3 NMOYTOBOIO FII.I.I,I/IKa.6

JleHTa Bcex npunoxeHnin Office Web Apps Bkatouaet pazHoobpasHble NpMBbIYHbIE CPEACTBA
bopmMaTMpOBaHUA U PesaKTMPOBaHWs.

8 Ans nHTerpaumMmn HekoTopsIX GyHKLMA Hotmail ¢ npuaoxernamu Office Web Apps Tpebyetca Silverlight.

Microsoft 7
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Kak v Ha neHTe B nporpammax Microsoft Office gns HacTonbHbBIX KOMNbLIOTEPOB, NPK Bblibope
ONpeZeNeHHbIX TUMOB COAEPXKMMOTO, HanpuUMep Tabauny, A pUcyHKoB, oTobpaxkaroTca
AOMNONHUTENbHBIE KOHTEKCTHBIE BKAAAKW, COAEPXKALLME HY>KHbIE AN PaboTbl C HUIMW MHCTPYMEHTbI.

Mpunoxxennsa Office Web Apps ynpoluatoT ocTyn K cogepXXnMomy, obecneumnsaroT NpocMoTp
$annoB B pexxMMe BbICOKOTO KayecTBa 1 BbICTpoe BHECEHWE M3MEHEHWIA HE3aBUCMMO

OT MeCTOHaXOXAeHWA noab3osatens. [pn HeobXoAMMOCTN BOCNOIb30BATLCA NOAHBIM HaBOPOM
dyHkuMiA nporpamm Microsoft Office, ycTaHOBAEHHbIX Ha KOMMbBIOTEPE, MOXKHO MEPEeRTU K HUM
HenocpeACTBEHHO U3 peXXMMa NPOCMOTPa AN pefakTpoBaHua B Atob6om npunoxeHun Office Web
Apps. MNpocTo HaxxmuTe KHOMKY OTKPbITh B <NPU/IOXKEHUN> Ha NaHeNN KOMaHg, B pexXnMe
NpocMoTpa (CM. puC. 2) MAK Ha BKNaZKke [1aBHaA B pexunme pegakTmposaHua (cM. puc. 3).

Bbl xpaHuTe dpaitnbl B VIHTEpHETE, UTOGLI YNPOCTUTbL AOCTYN K HUM U COBMECTHOE NCMOJ/b30BaHMeE.
[na co3paHnA Takoro COAEPXXNMOro NPUXOANTCA MPUKAaALIBaTb MHOTO ycuanid. Moatomy npwm
MCNob30BaHWKN pa3HoobpasHbix GyHKUMIA Nporpamm Microsoft Office ana npodeccroHansHoro
0pOPMAEHNA BaXKHbIX CBEAEHMWI XOUeTCA BbITb YBEPEHHBIM, UTO ApYyrve Nosib3oBaTenu,
npocmaTpmBatoLLme 3T painbl, yBUAAT UX UMEHHO Tak, Kak Bbl10 3ayMaHo.
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Mpw npocmoTpe dainnos ¢ nomoLbro npuaoxeHnin Office Web Apps kauecTBo nx oTobpaskeHus
BCErza Ha BbICOTE. DTN NPUIOXKEHMNA obecneymnBatoT LOCTOBEPHYIO Nepeaayy BCEX 3NEMEHTOB
PopMaTMPOBaHMSA, TaKMX Kak rpaHuLbl Tabanu, YeTHbIE N HEYETHbIE KONOHTUTY b, TEKCTOBbIE
adPekTbl, a TakKe rpapuUeckmx 31EMEHTOB N N30OPaKEHNI.

Mpunoxxenusa Office Web Apps Takke obecneumsaroT ya06HYHO cpesy NpocMoTpa, KoTopas
BKJILOYUAET MPOCTble CPEACTBa AOCTYNa K COAEPXKMMOMY U ero npocMoTpa. Huke npuseseHo
onucaHve GyHKU WA, Hanbonee YacTo MCNoab3yemMblx Npu NpocMoTpe ¢arnos B cpege Office Web

Apps.

Ecan B pexxume npocmotpa Word Web App Haxatb kHonky HalTti, otkpoetca okHo Haidtn
B JOKYMeHTY. BbINOAHMB NOUCK TeKCTa B OKYMEHTE, Bbl YBUAWTE Ha NaHeM OTPbIBKK

ANA KaXKAOTo pesyabTaTa Hapsady C BblAeNeHVEeM HaWAEHHbIX COBMNaAEHUI B TeKCTe
AokymeHTa. LenkHuTte ntoboin pesyabTtat B NaHenun, UTobbl MepenTu K 3ToMy pacnoNoXeHUIO
B AOKYMEHTE.

KonvpoBsaTb TEKCT JOKYMEHTa MOXHO HENOCPEACTBEHHO B pexkume npocmoTpa Word Web
App. TeKCT HY>KHO BbIAENNTD, YAEPXKMBAA HaXaTOW KHOMKY MbILWW, U UCMOAb30BaTb

couyeTaHue knasuw CTRL+C (nam koMaHAbl MeHto B Beb-6pay3epe).

Bo Bpema npocmoTpa AOKYMeHTa MOXHO MpOCMaTpUBaTh CTPaHWLbl MW NEPEXOANTb
K HY>XHOW cTpaHuue. /115 3Toro 40CTaToyHO NPOCTO BBECTU HOMEP CTPaHULbl B noae

CrpaHvua naHean KOMaH4 1 HaxxaTtb knasuwy BBO/,.

I'Iapalvleprl neyvyatn JOKyMeHTa MO>XXHO HaCTPOWTb Ha BKAaLKe ®daiin naHenn KOMaHJ.

-
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Coger. bbicTpoe n yao6Hoe MaclwTabupoBaHve gokyMeHToB Word. /115 BbiGopa cTaHAapTHBLIX 3HaUeHWIA

oT 50 % A0 200 % cay>XuT packpbiBaroLWMAcA cnmcok «MacwTab» Ha naHesn KomaHg. Kpome Toro, MoXHo

BBECTV NPOUN3BOJIbHOE 3Ha4eHNe N HaXaTb KnaBuLly BBO,ﬂ', yTOoObbI Bbl6paTb HeCTaH,D,apTHbIP’I MacwTtab ot

33 po 400 npoueHTOB.

MpocmoTp AokymeHTOB B PowerPoint Web App

o [pocMOoTp CnargoB WA 3anyck Nokasa clangos 13 pexkuma npocMmoTpa PowerPoint Web

App. Mpwu HaxaTun kHonkwW Mokas cnaiipoB Nokas NpeseHTaumm 3anyckaeTcs B

noaHo3aKkpaHHOM pexxmume. PowerPoint Web App nogaep>xnsaet v pasnnyHble 3¢pdekTsi

aHVMMauuK, KoTopble MOXHO NpuMeHATb B PowerPoint 2010.

o Haxwmute kHonky 3ameTkm BHU3Y okHa PowerPoint Web App B pexxvmMe npocmoTpa, YTobbl

NPOCMOTPETb 3aMeTKN K cna|7|,u,a|v|. Yto6hI CKOnNnpoBaThb 3aMeTKy, MPOCTO BblAEANTE 3TOT

TEKCT M HaxkMuTe coyeTaHme knasuw CTRL+C nan BoibepumTe kKomaHay «Konvposatb» B

MeHto Beb-bpay3sepa.

* KomaHgbl Ha Bkiagke ®aiisi NO3BOAAIOT NPOCMATPMBaTb NPE3EHTALNIO B BUAE CTPYKTYpPbI

WAN NeyaTaTtb BbiGpaHHble c11a|7|,c|,b|.7
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Ha AaHHbIN MOMEHT BO3MOXHOCTb NeyaTu caaingos ns npuaoxeHus PowerPoint Web App goctynHa Toabko B cpege Windows Live.
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Ncnone3ynte GyHKUMIO LUMPOKOBELLATeNBHOTO Nokasa cnangos PowerPoint 2010, utobbl
MNpeACTaBUTL NPe3eHTaLMIO yAaNeHHOW ayANTOPUM B AVHaMUYeckoM pexiuMe.® [oknagunk Ucnonbayet
A8 nokasa npezeHTtauum PowerPoint Ha cBoeM KoMMbloTepe, a ciyluaTenn NpocMaTpuBaroT ee
B 6payzepa nocpeacteom PowerPoint Web App. Takum 06pa3omM, OHU MOTYT MpocMaTpuBaTh cranjbl
B peXunMe peajlbHOro BPeMeHW U C BLICOKMM Ka4yecTBOM, Jaxe eC/v Ha UX KOMMbloTepaX He YCTaHOBAeHO
npunoxerue PowerPoint. ®yHkumsa «LLinpokoBellaTenbHbI NOKa3 CNalifoB» HaXOAUTCA B rpynne
«HauaTb Noka3 cnaiaoB» Ha BKAajake «[1okas cnaaos» okHa PowerPoint 2010.

Ya06HbIM NpocMOoTp KHUT Excel ¢ noMoLLbo CpeacTB, aHanornyHbIX CpeacTBam
NoAHOGYHKLMOHaNbHOW Bepcun Excel. YTOBbI OTKPBLITL INCT, LLLEKHUTE ero ApAbIYOK, a ANA
BblbOpa COAEPXKMMOro AUENKN LLESKHUTE 3aroNoBOK CTPOKW MAM CToNbLa.

[ns coptmpoBkn n unsTpaunn cogepXxmmoro B Tabanuax Excel n npeacrasneHnsx cBogHOM
TabavLbl cayxaT BCMJbIBatoLW e MeHO $UALTPOB B 3aroaoskax 1abauy. Ecam anct cogepxunt
cpes ana ceogHon Tabavubl Excel 2010, ana dunbTpauunmn cogep>KMMoro Tabanusl Takxe
MOXHO BbIBMpaTh KaTErOPUN B CPeLe, Kak NokazaHo Ha puc. 6.

BeicTpoe 0BHOBAEHWE AaHHbIX 41 BCEA KHUMM UKW TOIBKO A1 BIOPaHHOTO COAEPXKUMOTO.
C nomoubto KHoMKKW [laHHbIe Ha MaHean KOMaHZ, MOXHO HalTh KOMaHZbl 0BHOBAEHWSA
NOAKAFOUEHWI K JAHHBIM A5 BCEN KHUMM WAWN TOJIBKO A5 BbIBpaHHOW CBOAHON Tabanupl,

a TakKe nepecueta kHUrm.?

Haxmunte KHOMKY Haiitn Ha naHenn KOMaHa, YTOHbI BLINOAHUTE MOUCK copep>XKnmMoro
AYENKM ANAa akKTUBHOIO JNCTa.

Ha BKJ/aaKe ®daiin naHenn KOMaHZA cogep>KaTtca KOMaHAbl 3arpys3kn NOAHOW KOMUU KHUTU
AN MOMEHTaNbHOIo CHMMKa, BKJAKOYaroLWero ToNbKo daHHbIE U HaCTpOVIKM

PopmMaTMpPOBaHMSA, a TakXKe nepesarpyskn KHUMM 13 MHTEPHET-PacnoNoXeHns aina.

8 Tpebyetca SharePoint Foundation 2010 ansa opraHusauuii u Windows Live ID gna AMYHOro nonb3oBaHua. Ana ocyllecTBaeHms
LUMPOKOBeLaTeNbHOro Nokasa nocpesctsom SharePoint 2010 goakeH 6bITb ycTaHoBaeH nakeT Office Web Apps.
LLInpokosellaTenbHblA nokas nocpeactsoM Windows Live — 3To 6ecnaaTHan ycayra, nojaep>usatolwas Ao 50 yuacTHUKOB.

9 . .
Mpw ncnonszosarHmu Office Web Apps B cpege SharePoint 2010 o6HoBAEHWe AaHHbIX TakKe NPUBOAUT K OBGHOBAEHUIO
NOAKAOUEHNA K AaHHBIM AOCTYMHbIX BHELUHWUX NCTOMHUKOB.

Microsoft 11



‘ Fra 1 Prnmmayre .+ Mg b = Y

3anucHble KHWKKM OneNote no yMoOAYaHMIo OTKPbLIBAOTCA B peXUMe pefakTMpoBaHua (ecam

ONA KHUKKW HE 33/,aH PEXMM «TONBKO AN UTEHNA»). UTOBbI OTKPbITh 3aMUCHYIO KHUXKY B pexXmMe
npocMoTpa, Ha feHTe npunoxeHuns OneNote Web App nepenavte Ha Bknaaky Bug v Boibepute
Pexxum uteHums.

Mpw OTKpbITUM 3anncHon kHMXKKKN B OneNote Web App oHa nogpaszaenserca Ha pasgensl

W CTPaHWULbl B KaXKA0M pasgene, kak B npuaoxeHmn OneNote ana HaCTONLHOWN cUCTEMBI.
OpfHako BKNaAKN pa3fenoB v CTpaHWUL, oTobpaaroTca BMeCTe Ha NaHeau cieBa, Ytobbl
YyNpOCTUTb HaBUraLuuio B COOTBETCTBMM CO cpeoi Beb-bpaysepa. LLenkHute ntobyto Bknaaky

pa3gena, YTobbl pa3BepPHYTb UAN CBEPHYTH CTPaHWLbI B 3TOM pa3gesne.

Haxmunte KHOMKY Mokasatb aBTOPOB Ha NaHeAN KOMaHA, yTO6LI yBUAETb CMNCOK aBTOPOB

KOHKPETHbIX M3MEHEHWI B OBLLIEN 3aNNCHOW KHWXKKE (CM. puc. 7).

MpunoxkeHve BkAtOYaET GYHKLMIO MPOCMOTPa NPeAbIAYLLNX BEPCUIA CTpaHmL, obLel
3aMNWUCHOW KHMXKKW. YTOBbI NepeiiTm K koMaHge MokasaTe Bepcuu, WeAKHUTE BKAaAKY

CTPaHWLbl NPaBOW KHOMKOW MbILWW.

Microsoft 12
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CogerT. B pexxmme npocmoTpa B Atob6om npunoxenun Office Web App Haxmute kHonky PepgaktupoBatb
B 6pay3epe Ha NaHen KOMaHj, YTobbl OTKpbITh pain Ans pefakTMpoBaHus B npunoxeHun Web App.
Ytobbl OTKpBITE halin AN pefakTUPOBaHUs B NOAHOGYHKUMOHaAbHOM NpuaoxeHun Microsoft Office,
HaXXMUTe KHOMKY OTKPbITb B <MpuaoXeHun>. Kpome Toro, oTKpbITe Gpainn a8 pesakTmpoBaHUs

B MPWIOXEHWN AN HAaCTONBHOIO KOMMBIOTEPa MOXHO C MOMOLLBIO BKAaAKW Maiisi C NeBOW CTOPOHBI
naHenn KOMaHa.

MpocmoTp chanaoe Microsoft Office Ha MOGUABHOM yCcTpoUCTBE

Mpunoxxennsa Office Web Apps Takke nozsonaroT noayuats goctyn k ¢parinam Word, Excel n
PowerPoint, coxpaHeHHbIM B BrnbanoTeke SharePoint 2010 nan nanke SkyDrive, 1 npocmaTtpmBaTth UxX
C MOMOLLbIO MOBUALHOTO ycTpoiicTaa.

o TpocmoTp popmaTMpOoBaHHbIX JokyMeHTOB Word ¢ BbICOKMM KayecTBOM B BUAe CTpaHUL,
WAW 3CKN30B, a TakxKe BbICTpan NPOKPYTKa TeKCTa AOKYMEHTa.

o lpocmoTp cnangos PowerPoint nam cTpykTypbl ChainfoB 1 yAOOHbLIA TEKCTOBBINA NMOWUCK B
npeseHTauuu.

10
Cnmncok noaaep>Xusaemblx MOBUALHBIX CPeacTB NPOCMOTPa CM. B pasjene «Tpe6osaH|/m N yBeJOMIeHNA» AaHHOIo AOKyMeHTa.

Microsoft 13
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O6HOBIEHWE 1 NMONCK AAHHbIX B KHUTax EXCG|, HaCTpOVIKa npeacrasieHNa 1 3aKpereHme

obnactei Ans akTMBHOTO AWCTa.

Mpw ncnons3zosaHuu npunoxeHnin Word, Excel, PowerPoint n OneNote Ha komnbtoTepe ans
CO34aHNA COAEPXKMMOTO, CO34aBaeMble Gailibl MOTYT BKAKOUATb NPUBAEKaTeNbHbIE rpaduyeckme
3NEMEHTbI, HarnsAHble anarpaMmbl Excel, cnoxHble MaTeMaTnyeckme ypaBHeHMA 1 Apyrve TUnbl
$OpPMaTMPOBAHHOIO COAEP>KMMOTO, KOTOPbIE NO3BOAAIOT 6osee 3PPEKTUBHO BbIPa3nTb BaLlUW UAEW.
Kak Mbl y>xe 3HaeMm, 3TO CoAepXNUMOe MOXHO nNpocMaTpmBaTh B Beb-npuaoxeHunsax Office Web Apps.
OcTanoch BbIACHWTb, YTO NMPOUCXOAMWT C COAEPXKMMbIM, KOTAa KTO-HNBYAb BHOCUT NpaBku B ¢aiin
yepes UHTepHer.

B noKyMeHTbI, cosepxkalume pasnnuHble 3dpdekTsl 0hopMAEHNA, CO34aHHble B Mporpammax Microsoft
Office Ha KOMMNbIOTEPE, MOXHO BHOCUTb HEBObLUNE U3MEHEHWS C NOMOLLLIO NpuaoxeHunin Office
Web Apps, a 3aTeM CHOBa OTKPbIBaTb MX B MOAHO(YHKLMOHAbHBIX MPUAOKEHNAX M NPOAOAKATb
pesakTUPOBaHME C MOMOLLbH Pa3HOOBPa3HbIX MHCTPYMEHTOB POPMaTMPOBAHUS.

Mpw peaakTvpoBaHum painna B npunoxerunm Office Web App ana cogep>xmmoro, kotopoe
Henb3a oTobpasnTb B pexxrmMe pesakTnposaHua Web App, oTobpakatoTca 3anonHnTenw (cm.
puc. 8). B atom npnmepe B Word Web App 3anonaHutenn (pamkun) otobpaatotcs ana
rpadpuueckunx anemeHToB SmartArt, gnarpamm Excel v anemeHTOB ynpaBaeHna COAEPXKNMbIM.

CopepxvmMoe, oTobpaxkaemoe B paMKkax, M3MeHUTb ¢ noMoLLbo Web App Henb3s, HO MOXHO
yBUAETH B pexxmme npocMmoTtpa Web App nav npu oTkpbiTun $aiina B nporpamme Microsoft

Office Ha komnbroTEpE.
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L] JneMeHThbI q)OpMaTI/IpOBaHI/IFI, KOTOpble He NoAAep>XXMBakoT 0T06pa>KeH|/|e B peXunme pejakTnpoBaHUA

Web App, HanpumMep Nosb3oBaTeNbCKMe MapKepbl U LU Pbl CNUCKOB, MOTYT 0ToBpaxaTbcs Npu
pefakTVpOBaHWW B BUAeE, 3aaHHOM Mo yMonyaHuto. OHaKo Npu Nepexose B pexuM npocMoTpa
Web App vau oTkpbITUK dalina B NONHOPGYHKLNOHANBEHOM NPUIOXEHN BCe CNelnanbHoe

dbopmMaTUpoBaHMe COXpaHAETCA.

o ®annbl, pegaktnpyemele B Office Web Apps, coxpaHstoT BCce HacTPOWKK, faxe ecan cojep>kat
HekoTopble GYHKLMM, KOTOPbIE He MOALEPXKNBAKOTCA B UHTEPHET-pexXnme. Hanpumep, ecam
fokymeHT Word cofiep>XUT ANHaMUYeCKOe OrfaBaeHNe UK 3N1IeMEHTbI YNpaBAeHUs COAEePXKMMbIM,
CBsi3aHHblE C BHELHUMU AaHHbIMW, TaKMe JUHaMUYecKe JaHHble COXPaHsATCA U CBA3aHHble

q)yHKLI,I/II/I npo4os>KakoT pa6OTaTb npwv OTKPbITUN AOKYMEHTa B I'IOJ'IHOd)yHKLI,I/IOHaIIbHOM NPUAOXKEHUN

Word nocne pegaktmpoaHus B Word Web App.

Uto Aenatb, €C/IN Y Bac Noj pyKOI7I HET KOMMNbHOTEPa W I'Ipl/l.l'lO)KGHI/IVI ANA HaCTO/IbHbIX CUCTEM,

M BO3HWKNa HeO6XO,£I|I/IMOCTb oTpefakTnpoBaTb NN N3MEHUTb HE TOJILKO TekcT? |-|pI/IJ'IO>KeHI/IFI Office

Web Apps noaaep>xvBatoT pasinyHble pacnpoCcTpaHeHHble TUMbl OPMaTUPOBAHHOTO
COAEPXXUMOro, BKAKOUasA TabanLbl, PUCYHKN 1 MHOTOE Apyroe.

BcraBka v pegakTupoBaHue Tabauy B Word, Excel 1 OneNote Web Apps. Ha Bknaske

BcraBka Halgunte KoMaHAy Ans BCTaBky Tabanubl. Mpu 31om B Word n OneNote Web Apps

Microsoft
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Ha JIEHTE NOSABAAETCA KOHTEKCTyaAbHasn BkAagka PaboTa c Tabanuamu | Maker, kotopas
COAEPXKUT UHCTPYMEHTbI AN PEAAKTMPOBaHWA OCHOBHOW CTPYKTYpPbl Tabanubl, HanpuMep
AnA fobaBaeHnA UK yaaneHns cTpok n ctonbuos. Mpu Bctaske Tabanupl B Excel Web App
aBTOMaTuyecku oTobpaxkaetca Tabanua Excel c vepegyrolMMmcs CTpokaMm U GyHKUUAMMA
COPTUPOBKN W GUABTPaLIMN.

BctaBka pucyHkoB 1 pabota ¢ Humm B PowerPoint, Word n OneNote Web Apps. Ha
Bknagke Beraeka B Word n OneNote Web Apps Haante KoMaHAy BCTaBKU pPUCyHKa W3
danna nam n3 konnekumm kaptuHok Office.com. Takxke MOXHO BbIBpaTb PUCYHOK B
AOKYMEHTE VAW 3aMWCHOW KHUXKKe, UTODbI BbIBECTM Ha 3KpaH KOHTEKCTHYHO Bkaaaky PaboTa c
pucyHkamu | ®opmar, C MOMOLLbIO KOTOPOW MOXHO M3MEHATb PUCYHKU UAK f06aBAsATL

,CI,OI'IOJ'IHI/ITeJ'IbeII‘;I TEKCT.

B PowerPoint Web App MOXHO BCTaBAATb M 3aMEHATb PUCYHKMN B OO0 pamKe pUCYHKa WK
cogepXumoro Ha cnange. LlenkHute 3HauoK pucyHka B pamke 1 f06aBbTe N306paxeHue,
ncrnonb3ya npoueaypy, aHaaornyHyto PowerPoint gna HacTtonbHoOro komnerotepa. Mpw
BblbOpe pUCyHKa Ha cnaiige Bkaagky Pabota c pucyHkamu | Dopmat MOXHO MCMO/Ib30BaTh
ANA CMEHbI PUCYHKA WAV NPUMEHEHUA rpaduryecknx 3GpPeKToB 13 KOANEKL MM CTUAERN

PVCYHKOB.

CozpaHue, peaakTupoBaHue U popmaTupoBaHmue rpadpuueckmx snemeHToB SmartArt

B PowerPoint Web App. PowerPoint Web App nossosset onepatusHo f06aBaATh

W pepakTMpoBaTh cxeMbl SmartArt. BctabTe rpaduuecknii anemeHT SmartArt, Takoin

KaK opraHu3aLnoHHas guarpaMma Uam cxema npouecca B pamki coaep>XXMMoro

B Npe3eHTaunn. MoXHO WenKHYTb 3neMeHT SmartArt, utobbl noaBuaacs TekctoBas 06aacTb,
B KOTOPYIO MOXHO BBECTM TEKCT cxeMbl. 1o6aBaaTh 1 yAanaTb GpUrypbl CXeMbl MOXHO,
A,06aBNAA UAK yAaNnaa NyHKTbI cnvcka B obnactu Tekcta. Kpome Toro, npu Beibope
rpadpuueckoro anemeHTa SmartArt aBToMaTMyeCKn OTOBpaXKaeTCsa KOHTEKCTyaNbHas BKAAKa
Pabora c pucyHkamu SmartArt, cozep>Kallian MHCTPYMEHTbI MPUMEHEHWS LBETOB U CTUEH
dbopmMaTNPOBaHUA, N AaXKe NIMEeHEHWA Pa3MeTKu CXEMBI.
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CywecTByeT Hebo/bLWOW Habop GyHKLMI, He NOALEePXXMBaEMbIX B JOKYMEHTax B pexvmMe
npocMoTpa v pegaktupoBaHus B Office Web Apps, Hanpumep npumedaHus 1 durypel B Excel nam
nprMeYaHns 1 oTcaexmnsBaHune ncnpaeaennin B Word. Ecin dainn cogepXXnT 3TV KOMMOHEHTBI, NpyU
npocmoTpe darna oTobpaxaeTcs coobLeHMe O HaMYMN HeNoAAep>XXnBaeMbIX QYHKLWIA 1 OHU He
OTKpbIBaeTcs B NpuaoxeHunn Web App (UTobbl 3awmTnTh cogepxmnmoe danna). B dparinax Excel MmoxHo
ncnoab3oBaTb KOMaHAy CoxXpaHUTb KOMUKO, KOTOPas COAEPXUTCA Ha BKaagke MDaiin B pexxume
npocmoTpa Excel Web App. C ee NoMOLLbIO MOXHO co34aTb KOMUKo dalina, KOTopyto MOXHO byaeTt

pefakTvpoBaTh B 6payzepe.

Mo3roBoM WTypM BO BpeEMSA KOMaHAWPOBKKN, OBHOBAEHWE AaHHbIX MPOEKTa COBMECTHO C KO/IErom
Ha APYroM KOHTMHEHTE, cocTaBaeHne GpoToansboma BbIMyCKHUKOB WK yaobHoe ynpasaeHne
pacnucaHvem CnopTUBHOW CEKLUM M OBMEH UM C ApYrMun pogutenamun. Hesasncrmo oT ycnosuin

W uenel coBmecTHoW paboTbl Beb-npunoxeHnsa Office Web Apps obecneursaroT npocryto,
3pPeKTUBHYHO N MPOM3BOAMTENBHYIO CPeay B3aUMOAEUCTBUA C APYTMMUN MOAb30OBATENAMMY,
MCnob3yroLLMMKM koMMbioTepbl PC 1 Mac, 6paysepbl Windows Internet Explorer®, Safari unn Firefox,
a Takxe pasanyHble Bepcum Habopa Microsoft Office.

Mpunoxxenus Office Web Apps yayuliatoT ycnosma coBmMecTHOW paboTsl Baarogapsa GyHKUMAM
COBMECTHOTO pesakTUpPOBaHWA, KOTOpble MO3BOAAIT pefakTUpoBaTh KHUTY Excel nam 3anvcHyto
kHWXKY OneNote 04HOBpPEMEHHO C APYrMMUM NOAb30BATENAMM, FAe Obl OHW HN HaXOAUANCH.
®yHKLMA COBMECTHOTO peaakTvpoBaHma gobaeneHa B Excel Web App no MHorouncnaeHHbIM
npocbbam nonv3osatenen Excel. Tenepb coBMecTHas paboTa No 0BGHOBAEHWIO AaHHbIX
npomvcxoant ropasso beictpee 1 B 6bonee yao6HOW cpese. Hy>KHO NpocTo OTKPbITb KHUTY
13 pacrnonoxeHus SharePoint 2010 nawm SkyDrive ansa pegaktnposaHus B Excel Web App.
Mpw o4HOBPEMEHHOM OTKPbLITMM 3TOTO Xe daina B Excel Web App apyrumu
noab3oBaTtenaMy, paboTa NoO BHECEHUIO N3MEHEHMI NpogosKaeTca 6e3 3aTpyAHEHWI
¥ NepepbIBOB.

N3meHeHnsa oBHOBAAKOTCA B pexXnMe, BAN3KOM K peasbHOMY BPEMEHW, Y NO/b30BaTeNN
NoAy4aroT BO3MOXHOCTb MPOCMOTPETL UX NPaKTUyecku cpasy. Kpome Toro, MOXHO y3HaTb,
KTO eLle BHOCWUT NpaBku B pain OA4HOBPEMEHHO C BaMU, C MOMOLLbIO CTPOKN COCTOAHMA
(em. puc. 9).
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MpunoxxeHre OneNote Web App no3sosseTt pesakTpoBaTh 3aMUCHYHO KHUXKKY
OZHOBPEMEHHO C APYrMMin noab3oBaTenamu, ncnonssyowmmm OneNote Web App, a Takke
OneNote 2010. Mpwu OTKPLITUM PEAAKTUPYEMOIN KHMXKN APYTUMK Nosb3oBaTensaMun pabota
MO BHECEHWIO N3MEHEHWN NpooakaeTca be3 3aTpyaHeH WA 1 nepepblBoB. CUHXPOHW3aUMA
M3MEHEHWI NPOUCXOANT B peXMME BAN3KOM K peasbHOMY BPeMEHU — COAEPXKMMOE,
Aob6aBAAEMOE B 3aMMCHYHO KHUXKKY APYTMMU MOAb30BaTeNAMM, OTOBpaXKaeTca NpakTUYeckm

MIHOBEHHO.

Ha BKJ/aaKe BI/IA JIEHTblI MOXKHO HaXXaTb KHOMKY Moka3zatb aBTOpPOB, yTO6LI YBUAETb
CBeAEHUA O TOM, KTO BHEC KOHKPETHbIE N3MEeHEHNA BO BPEMA C€aHCa COBMECTHOTO
pefakTMpoBaHMA MKW NOChe ero 3aseplieHnA. Kpovvle TOro, Ha Bkaajake BI/IA copepXXunTca
KOMaHA4a Bepcvwl CTpaHuL, C NOMOLWbHO KOTOpOI7I MOXXHO nNpocMaTpuBaTtb, BOCCTaHaBAMBaTb
Wan yaanatb npejblayuine sepCcnn CTpaHUUbI. Taknm o6pa30M, €C/IN KTO-TO U3MEHUT
cofepiKnmoe, KOTOpPOoE BaM Tpe6yeTcs=|, Bbl BCE PAaBHO CMOXKETE NOAYUNTb K HEMY AOCTyM.

Coser. q)yHKLI,I/IFI COBMECTHOIO pefakKTnpoBaHUA TakXXe AOCTyNHa B I'IOJ'IHOd)yHKLI,I/IOHaIIbeIX

npunoxernnsx Word 2010, PowerPoint 2010 n (nocpeacTBoM obLLMX 3anncHBIX KHUKeK) OneNote 2010

Npw OTKPbITUM AOKYMEHTa, MPe3eHTaLn UAn 3aMUCHOW KHWXKKW, XpaHUMBIX Ha calTe SharePoint 2010

nan B nanke SkyDrive.




-a.0ffice

Bo3moxxkHoCTb NHTEPAKTUBHOIO pPeaakKTnpoBaHUA q)aVIﬂOB nojpasymMeBaeT, UTO Noab30BaTeNAM HE
NPUXO4ANTCA XAaTb cBOEWN ouepean, yYTO6bI BHECTW BaXKHOE N3MEHEHNeE: NPOCMOTP M NeYyaTtb
I'IOCJ'Ie,CI|HeI7I BEPCUN AOKYMEHTa HE3aBUCMMO OT TEKYLLETO MECTOHaXOXAeHNA, NOoAyYeHNE aKTyabHbIX
¢0Torpa¢M|7| 41A nNpe3eHTaunn Kak pa3 nepes ee Ha4vaaom, NojayyeHme HOBbIX AaHHbIX OT KOANErNn,
l£I,O6aBI/IBLIJeFO MX B BallW 3anncu, nan obHOoBAEHME L4AHHbIX B KHUT€ B MOMEHT UX NOJyYEHNA.

®akTnuecky, npu ncnonas3osaHuu Excel Web App 418 06HOBAEHWSA AaHHbBIX B INCTax BCE
COLEPXKNMOE KHUTW aBTOMaTUYeckn OOHOBASETCA Tak Xe, Kak npu pabote B Bepcun Excel gas
HacTo/IbHbIX cncTeM. [narpaMmel, yCI0BHOE GOpMaTUPOBaHME U CnapkaaliHbl, JobaBasemblie B
KHUMM ¢ nomowwbro Excel 2010, MrHoBEHHO OBHOBAANOTCA NPU BHECEHUW U3MEHEHWUIA B AaHHbIE KHUTU
¢ nomowbio Excel Web App. Kpome Toro, MmoxHo B itoboe Bpems 06HOBUTL MOAKAKOUEHWS K
JAAHHBIM OZHMM LLENYKOM MbILIW, MPOCMaTpUBas uan pegaktmpys kHury B Excel Web App.

MpunoxeHuns Office Web Apps coxpaHstoT darinel B dopmate Office 2010. Mpwu pegakTpoBaHum
uepes NHTepHeT darnos apyrux Bepcuii Microsoft Office, npeawectyrowmx 2007 ans Windows
nnn 2008 ans Mac, npunoxenue Office Web App coxpaHsiet konuto dainna B dpopmate Office 2010,
He BHOCHA M3MeHEeHWI B OPUTMHaN, XpaHMbIA B 6nbamnoTteke SharePoint 2010 nam nanke SkyDriver.
(MpumeuaHue. Ecam Ha koMnbroTepe ncnonbayetcs Office 2003 nan Office XP, ana paboTel
¢ pokymeHTamu Office 2010 Heo6x0AMMO YCTaHOBUTL DecnaaTHbI NakeT obecneveHus
COBMeCTMMOCTW.) JonoaHnTeNbHble CBeJeHNs O NoAdepXke GOpMaToB CM. B pasjesie

JAaHHOTO JOKYMeHTa.

OpraHuzauuu, nepexogsime Ha Office 2010, moryT ncnonssoatb Office Web Apps B cpese
SharePoint 2010 gns ynpolieHns nepeHoca COAep>XKMMOro Afs Noab3oBaTeneln opraHnsaunn. Tenepb
Nofb30oBaTeNN, Ha KOMMbIOTEpax KOTOPLIX elle He ycTaHoBaeH naket Office 2010, moryT
HecnpensTcTBeHHO paboTaTth ¢ JokyMeHTamu Office 2010 coBMecTHO € ApyrMU Nob3oBaTeNsMY,

KoTopble y>Ke NepeLuin Ha HoBbIM BeiNyck, nocpeacteom Office Web Apps.

Bam y>e nssectHo, uto nporpammsl Microsoft Office Ha komnbloTepe BkAtOUAKOT 3P PeKTUBHbIE
CPEeACTBa CO3AaHNA LJOKYMEHTOB, MPe3eHTalUnm, TabanL, 1 3aNUCHbBIX KHUXEK 1 paboTbl € HUMMK.
MHorve 13 Hac NoAb3YTCA 3TUMU CPeACTBaMWN NOCTOAHHO.

A ecnun TpebyeTca BO3IMOXHOCTb paboTaTb ¢ painamm yepes VIHTepHeT? HaunHaTh BCe € HyAs,
OCBalBas HOBble Nporpammbl? K cuacTbio, HeT.

Mpunoxxenus Office Web Apps obecneursatoT npuBbIYHYO cpesy paboTbl, rae 6bl Bbl HUA
Haxoanancb. MoxHo paboTaTb B MPUBbLIYHON Cpese pesakTMpoBaHMA U UCNOb30BaTb
onpezeneHHble cpeAcTBa POPMaTUPOBAHNA N PefaKTMPOBaHMWSA, CXOXMe € GYHKLMAMUN NporpaMm
Microsoft Office.
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To4yHas HACTPOMKA U POPMATUPOBAHUE COAEPXMMOTO C MOMOLLLbIO
NPUBbIYHbIX CPEACTB

BbicTpbI gocTyn k cornacoBaHHOMY Habopy cpescTB popmaTMpoBaHus WpudToB

1 ab3aues Bo Bcex NnpunoxerHuax Office Web Apps. CmeHa wpwrdTa 419 BblgENEHHOTO
OTpbIBKa, HaCcTpOMKa pa3Mepa W LBeTa LWpUPTOB, MPUMEHEHME HACTPOEK POPMaTMPOBaHMSA
TekcTa (KUPHBINA, KYpPCUB M NOAYEPKMBAHWE), HACTPOWKa BblpaBHWBaHWA ab3aLleB v T.4.

®yHKUMM aBTOMaTUUecKoii npoBepku opdorpadun 1 aBTosameHbl npu BBoge B Word
Web App n OneNote Web App, a Tak>ke BO3MOXHOCTb MPUMEHUTb CTUAM K TEKCTY B 3TUX
MPUACXKEHNAX.

ABTOMaTMUYeCKNe MHOTOypoOBHeBble HYMepOoBaHHbIE N MapKUPOBaHHbIe CINCKKU

(zo pesatv yposHel) B Word, PowerPoint 1 OneNote Web Apps v npuBbIYHbIE KHOMKM
YBenmuntb U YMeHbLINTL OTCTYN (YpOoBeHb Cnucka) B rpynne «Ab3auy» BKAaAKM
«[naBHas», KOTOPbIE CAYXKAT A1 N3MEHEHWA YPOBHA CTPYKTYPbI TekyLlero ab3aua.

Mpoctaa paboTa co cnaaamm B npunoxeHun PowerPoint Web App. MoxHo BbiGpaTb
MaKeT ANf BCTaBKM HOBbIX painos. ybampoBsaTtb, yAanaTb U CKpbIBaTb CalAbl TaKXKe MOXHO

OAHUM LWWEeNYKOM MbILUN.

Co3sgaHune popmyn B Excel Web App ¢ nomousto cnvckoe IntelliSense (aBTozanonHeHume)
Ana GyHKUMA. Takke MOXHO UCMO/Ib30BaTb MPUBbIYHbIE GYHKLMKN GOPMaTUPOBaHUA AYeeK,
HanprMep NepeHOoC TekcTa B AYerkax, U3MeHeHVe YncnoBoro popmMarta v NpUMeHeHne
rpaHuvL, fYeeKk 1 3aanBKu.

Cogert. MpuBbIYHbIEe GYHKLMN HaxoanTcs B Npunoxenusx Office Web Apps B NpvBbIYHBIX MecTax.

Hanpumep, rnepccbliky MOXHO BCTaBUTh M3 BKAaZKU BeTaBka B to6omM npunoxernmmn Office Web App.

AHanornyHo, npu pabote B Word nam OneNote Web App MOXHO LWenKHYTb KpacHOe NoguYepK1BaHue,

o3Havatllee opdorpaduueckyto oln6Ky, UTo6bl BEIGpaTE BapUaHThl ee UCMpaBieHus.
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Puc. 10. MpuBbIYHbIE PYHKUMW, TaKne Kak aBTOMaTMyeckas nposepka opdorpadpmm 8 Word Web

App v cnucku IntelliSense ana pyHkuwmii B Excel Web App
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Ice

CocraBnseTte pe3toMe 414 CBOEro Apyra? XoTuTe HaneyvataTb AOKYMEHT, HaXOAACh B NyTN?

Word Web App ynpoluaet pelueHune 3Tux 3aga4 baarofapsa HaaMumnio NpuBbIYHbBIX CPEACTB, KOTOPbIE
ncnonb3yrotca n B Word, Takmx kak GpyHKLMM aBTO3aMeHbl U Nposepkn opdorpadumn npv BBOLE,
dopmaTpoBaHme WpnToB 1 ab3aues, a Takke Tabanupl. OAHVUM LLENYKOM MbILLIM MOXHO
HecnpenATCTBEHHO MPOAOCMXKNUTL PefakTUPOBaHMe JOKYMEHTOB B MNOJAHOPYHKLMOHAALHOM
npwaoxeHnn Word Ha KomnbloTepe.

MpocmoTp AokymeHToB B Word Web App

BO3MOXKHOCTU N OnucaHne F'ae HaxoauTca
npeumylliecTBa
MNevyaTb MeyaTb aKTUBHOrO AOKYMEHTA. . Ha naHenu komaHpg, nepe[/]'a‘wre
Ha BKnagKy ®ain n Boibepute
Meuarts.
HOVICK [Monck TekcTa AOKYyMeHTa ¢ NOMOLWbIO [ Ha naHenun KOMaHJg, HaXXMmute
Word Web App B pexunme npocmoTtpa. kHonky Haitn.
Bce coBnageHnsa aBToMaTUUECKN
BbIAEAAKOTCA B TEKCTE, KPOME TOro
CBOJKa pe3ynbTaToB Moncka
oTOBpaXKaeTcs B COOTBETCTBYHOLEN
naHenn. LWenkHute ntoboit pesynbtaT B
naHenn, 4tTobbl NepenTn K 3ToMy
OTPbIBKY B JOKYMEHTE.
MQCLIJTO6 Mo>XHo Bbl6paTb CTaHAapTHbIe [ PaCKprBaPOU.I'MVICﬂ CMUCOK

3HaueHus MacwTtaba ot 50 go 200
MPOLEHTOB, a Takxke pexnMbl «Ha Bcro
CTpaHuLUy» 1 «1o LUMpUHE CTpaHULbl».
Kpome Toro, MOXHO BBECTM
MPOM3BONLHbIA MaclwTab ot 33 go 400
NPOLEHTOB.

MacwTaba Ha NaHenm KOMaHA.

MpumeuaHue. g 6onee BbICOKOrO
KadecTsa oTobpaXkeHUs Npu U3MeHeHUN
maclTaba pekomeHayeTca yCTaHOBUTD
Microsoft Silverlight.
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BO3MOXKHOCTU N OnucaHne F'ae HaxoauTca
npeumylliecTBa
HCIBI/IFCILLVIFI |_|pVI OTKPbITUN AOKYMEHTa B peXunme (] KHonkun «Yuncno CTpaHnL»

npocmotpa B Word Web App
oTobpaxaetca obliee KOANYECTBO
CTpaHUL, B JOoKyMeHTe. MOXHO
NPOANCTbIBaTb AOKYMEHT NOCTPaHUUHO
WA BBECTW HOMEP HYXHOI CTpaHuLibl,
UTOBLI NEPETM K HEl.

n «[epemelleHne No cTpaHULaM»
C NpPaBoi CTOPOHBI NaHenu
KOMaHg,

OT1KpbITE B Word

MpPoZOMKUTE PegakTUpOBaHME
J4OKYMeHTa B NOJAHODYHKLMOHANEHOM
npunoxerHun Word MOXHO OgHUM
LLeNIUKOM MBbILLIN.

e B pexume npocmotpa Word Web
App HailguTe KOMaHay OTKpPbITh B
Word Ha naHean KoMaHZ4 nam Ha
BKnagke dann.

MpumeuaHue. MNMpn pepakTposaHun
B Word Web App 3Ty KOMaHay MOXHO HalTh
Ha Bknagke MnaeHas B rpynne Office.

PeACKTUPDOBOHME
B NPUAOXKEHUM Web

App

Mpw NpocMoTpe JOKYMEHTOB B peXUMe
npocmoTtpa Word Web App oTkpbITb
JOKYMEHT AN pesakTUpOBaHUs

B Hpay3epe MOXHO OAHWUM LLENUKOM
MbILLIN.

e Ha naHenu KoMaHZA HaxMuTe
KHonky PeaaktupoBath
B 6payzepe.

AOCTYN K POANACM
M MPOCMOTR

MX HO MOBDUABHOM
YCTPOMCTBE

Mpw coxpaHeHnn gokymeHTos Word
Ha caiite SharePoint 2010 nam B nanke
SkyDrive MOXHO noay4atk 40OCTyn

k daitnam n npocMmaTpusaThb

nx ¢ nomolbro Office Web Apps

Ha MOBUBHOM YCTPOMCTBE.

PeaakTupoBaHue pookymeHToB B Word Web App

BO3MOXKHOCTU N npevmMyiliecTea

OnucaHue

e Cnomollbo bpaysepa
Ha MOBULHOM YCTpOcTBE
nepeiianTe B pacnofoxeHue
SharePoint nnun SkyDrive, 3atem
WenkHuTe Ms daitna, KoTopsbli
TpebyeTcsa OTKPbITL AN NPOCMOTpa
B 6pay3epe.

F'ae HaxoauTca

COXpPAHUTB

CoxpaHeHne U3MeHeHWI
B JOKYyMeHTe

npw pesakTUpoBaHUK

B Word Web App.

e Haxmute kHonky CoxpaHUTb,
KoTopas oTobpaxaerca Haj
BKagkon daiin. Takxke
MOXHO HalTU KOMaHay
COXpaHeHWA Ha BKAajKe
«®aiin» nan ncnonb3osatb
CTaHAapTHOe co4eTaHme
knasuw CTRL+S.

MNPOCMOTP B MPUAOKEHMM

MpwW peaaKkTMpoBaHWUK JOKYMEHTa

B Word Web App mMoxHo

o  CoxpaHuTe AOKYMEHT, UToGbI
M3MEHEHWs BCTYMUAN B CUAY.

Web App

nepekitoYaTh NPeaCTaBAEHNS,
uTobbl B NO60N MOMEHT BbIBECTU
Ha 3KpaH BEPCUIO C MOHOLEHHbIM

oTobpaxeHneM GopMaTUpPOBaHUS.

3ateM Ha Bknaake Bupa neHTtol
HaXXMuTe KHonky Pexxum
UTeHMUs1.
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BO3MOXKHOCTU N npevmMyiliecTea

OnucaHue

F'ae HaxoauTca

Bydbep obmeHa

BbipesaHue, konupoBaHue

M BCTaBKa COAEPXUMOro

B AOKyMeHTe. [ogsepXnBaeTcs
BCTaBKa W KOMUPOBaHUE Mexay
npunoxeHmamm Web App, a Takxe
Mexay npunoxeHuamm Office
Web Apps 1 nporpammamm
Microsoft Office Ha komnbroTepe.

e Ha Bknagke NasHasn
B rpynne bydep obmena
HaliauTe KOMaHAbl BeipezaThb,
Konuposatb 1 BctaBUTb.

MpumeyaHue. 3T KOMaHAbI TaKxe
AOCTYMHbI B KOHTEKCTHOM MeH!H0,
KOTOpoe oTobpaxkaeTca Npu Wweauke
3/1I€EMEHTa NPaBON KHOMKOW MbILIK.

OTMEHA 1 MOBTOR AEMCTBM

OTMeHa uau NoBTOP NOCAEAHUX
AEeACTBUIA B aKTUBHOM AOKYMEHTe.

MpumeyaHue. MOXHO OTMEHNTL
6ecKoHevHoe KOAMYeCTBO M3MeHeH Wi
B aKTUBHOM JOKYMeHTe, BHECeHHbIX BO
BpemaA TeKyLLero ceaHca
peaakTMpoBaHua B peaaktope Word
Web App ao coxpaHeHusa goKyMeHTa
NN BCTaBKU PUCYHKA.

e  KHonknm OTmMeHMTBb
n MoBTOpUT,
oTobpaxKaeMble Haf BKIaAKON
®ain nan cTaHaapTHble
coyeTaHus knaemw CTRL+Z
(otmeHa) n CTRL+Y (noeTop).

POPLMATMROBAHME LLUPUADTOB

MpumeHeHne WpndTOoB, pasmepa
WPUGTOB U pasANYHbIX aTpnbyToB
dopmaTpoBaHua, BKIOUas
BapMaHTbl HauepTaHUA: XUPHBbIN,
KypcuB, NogyepKnBaHue,
HaACTPOUHbLINA WPUDT K T.4. Takke
MOXHO BbIAEANTb TEKCT, U3MEHUTH
LBeT WpmndTa n cbpocntb
dopmaTmpoBsaHue ana
BblJEe/IEHHOrO TeKcTa.

Mpumeyvanne. PyHKLMM
dopmaTnposaHua Tekcta 8 Word Web
App BKIIOUAIOT HACTPOIKY TeMbI
AokymeHTa. LLpudTsl Ans akTUBHOMR
TeMbl MOXHO HallTW B BepXHeR YacTu
KOANEKLMUN WPKUdTOB, a LiBeTa TeMbl

B KoAnekuun «LiseT wpndra».

e  Bce KoMaHabl
dbopmaTUpoBaHus WPNPTOB
cogepxatcsa B rpynne Wpundr
Ha Bk/aagke MnaBHas.

POPMATMPOBAHME aB3aLA

3MeHeHne BblpaBHUBaHWNA
a63aL|,a, yBenndeHune n
YMeHbLUEeHWEe OTCTyNna ANA N1eBoro
nonaAa, a Takxxe NSMeHeEHUe
HanpaBfieHNA TeKcTa.

e  Bce KoMaHabl
dbopmaTtupoBaHusa ab3aua
cogepxatca B rpynne A6zau,
Ha BknagKe MnaBHas.
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BO3MOXKHOCTU N npevmMyiliecTea

OnucaHue

F'ae HaxoauTca

MOPKMPOBAHHBLIE U
HYMEPOBOHHBIE CMMCKM

JocTynHbl Tpy cTuAs
MapKMPOBaHHOrO U NATb CTUAER
HymMepoBaHHoOro cnucka. Kpome
TOro, ANA U3MEHEHUA YPOBHSA
CMncKa UMerLLMXCs B AOKYMEHTe
M cozgaBaembix ¢ nomolybio Word
Web App MapKnpoBaHHbIX 1
HYMepOBaHHbIX CMNCKOB MOXHO
MCMo/b30BaTb KHOMKMN yBEANYEHNA
M yMeHbLLeHna oTcTyna.

e CTWAN HYMepPOBaHHbIX
N MapKMUpPOBaHHBbIX CMUCKOB
M KOMaHAbl U3MEHEHUs
YPOBH$ CMMUCKa MOXHO HalTh
B rpynne A63aL, BK1aAKK
FnaBHas.

Mpumeuanue. CnelnansHble
dopMaTbl MapKMPOBaHHbIX

1 HyMepOBaHHbIX CMINCKOB, KOTOpbIe
6bIAM MPUMEHEHbI B HaCTOJIbHOM
Bepcnun Word, coxpaHstotca

B JOKyMEHTe BO Bpems
peaakTuposarHua 8 Word Web App.
HT06bI NPOCMOTPETL CreLnansHble
dopmaTbl CNUCKOB B AOKYMeHTe,
ero Hy>Ho oTKpbITb B Word Web App
B peXume NpocMoTpa.

Ctunun

CTuam 3HakoB U ab3ales,
COXpaHEHHbIe B JOKYMEHTE,
MOXHO NMPUMEHATB K TEKCTY
B Word Web App.

e Ha Bknagke NasHasn
B rpynne CTUAM MOXHO
HaMTU CTUAK, KOTOPbIE
BKJIFOUEHbI B CMNCOK
3KCMNpPeCc-CTUAEN KONNeKLUM
CTUNEN TeKyLero AoKyMeHTa.

e KpoMme Toro, passepHyB 3Ty
KOJNEKLMIO, MOXHO BbiOpaTh
KoMaHay MpruMeHuUTb cTruamn,
C NMOMOLLbI KOTOPOI MOXHO
MOAY4UTE AOCTYN KO BCEM
CTMAAM ab3aLia U 3HaKoB B
[ OKYMEHTE.

MpumeuaHue. Takke MOXHO
BOCMNOAb30BaThCA 3HAKOMbIM
coyeTaHueM kaasuw CTRL+ALT+1,2,3
ANA TPUMEHEHWA CTUAER 3aro0BKOB
n covetaHnem CTRL+SHIFT+N

AN NpUMeHeHUA cTuna «OBbIYHbINA».
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BO3MOXKHOCTU N npevmMyiliecTea

OnucaHue

F'ae HaxoauTca

CpeACTBA NPOBEPKM

Word Web App BkarouaeT
bYHKLMIO aBTOMATUUECKOW

e Ha Bknagke NasHasn
B rpynne MNpasonncaHne

MPABONMCAHNA nposepku opdorpadum Npu HaXXMUTe KHOMKY

BBOJE TeKCTa. 14 BblAeneHns MpaBonucaHmne, 4TOGLI

opdorpapumueckmx owmbok nepenTn K cnegyrowem

MCNob3yeTcs KpacHas BOJHUCTas opdorpaduueckoin owmbke

NnHns. KpoMe Toro, NpuUMeHstoTes B LOKyMeHTe. [Mpyn 3ToM

CTaHZapTHble AelCTBUA oTobpaxaeTcs

aBTO3aMeHbl MPU BBOJAE TEKCTA, packpblBaOLWMUIACA CMUCOK

TakMe Kak ucnpaefieHue BapMaHTOB UCMpPaBAEHUS.

pacnpocTpaHeHHbIX oneyaTok Kpome Toro, MoxHo

1 npeobpasoBaHMe 3HAKOB LWeKHYTb CIOBO C OLLIMBKOIA

B CUMBOJIbI. NpaBoi KHOMKOM MbILLK,

Kpome Toro, MoXHo 3aaTb 3bIK HTOBbI OTKPBITL CNCOK

NPOBEPKY MPaBONMCaHMs BapMaHTOB UCNpPaBAEHUIA.

VAN OTKAKOUNTE MPOBEPKY e Ha Bknaake MaeHas

opporpapum 4ns BoIGpaHHOTO WeNKHUTE CTPenKyY

OTPbIBKa TEKCTA. nog kHonkoi MpasonucaHue
1 BbIbepuTe KoMaHay 3aaatk
A3bIK NPOBEPKU
npaBonucaHus, ¢ NOMOLLbHO
KOTOPOW MOXHO U3MEHWUTb
A3bIK NPOBEPKM
npaBonucaHns uam
OTKNHOUUTL NMPOBEPKY
opdorpadun
ANs BbIBpaHHOro TekcTa.

Tab®AMLbI Bcragka Tabamubl, e UYTo6bl BCTaBUTL TabAMLY,

pesakTMpoBaHWe TekcTa B Tabauue
N BHECEHWE UBMEHEHWI

B 6a30BYIO CTPYKTYpY Tabanupl,
HanpuMep gobasieHne

W yAaneHue cTpok U cToN6LoB.

Ha Bk/iagke Bcraeka B rpynne
Tabnuubl HaXXMUTE KHOMKY
Ta6auua. 3ateM nepemectuTe
yKaszaTesb Mo ceTke, YTobbI
BbI6paTh HY>XHOE KONNYecTBO
CTPOK 1 CTONBLIOB U HaXXMUTe
KHOMKY MbILLUW, 4TOGbI
BCTaBUTb SUENKM.

e YTO6blI BHECTU U3MEHEHUS
B CTPYKTYpY TabauLbl,
WwenkHUTe ee. Mpn 3ToM
aBTOMaTUYeCckM NoABUTCA
Bk/agka Paborta
¢ Tabnnuamum | Maker,
Ha KOTOpOi1 cogepxatcs
KOoMaHAbl BbIGOpPa, yaaneHus
N BCTaBKW 3/1eMeHTOB
TabAuLLbl, a TaKxKe
BbIPAaBHUBaHUSA COAEPXKUMOTO
B fiUeiKax. TakKe MOXHO
WEeNKHYTb A4Yeiky npaBom
KHOMKOM MbILWK, UTOBLI
OTKPbITb MEHIO KOMaHJ,
pesakTUpOBaHUA TabanLbl.
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BO3MOXKHOCTU N npevmMyiliecTea

OnucaHue

F'ae HaxoauTca

PUCYHKM BcraBka pucyHkoB 13 $haiinoB uam e  YTOObI BCTABUTL PUCYHOK,
M3 KOANEKLIMM KaPTUHOK Ha BKnagke BctaBka B rpynne
Office.com. MoXHO M3MeHATb Unntoctpaumm Haxmure
pasMmep pUCYHKOB 1 106aBAATb KHOMKy PrcyHOK nam
TEKCT. KapTtuhka.
e  YTOBbI M3MEHUTL pasMep
pycyHKa A 406aBUTb TEKCT,
BbIGepuTe pUcyHok. MNpwn
BblGOpe pUCyHKa Ha BKIadKe
Pa6ora ¢ pucyHKamm |
®opmat oTobpaxaroTcs
HY>XHble KOMaHZbl.
TUNEePCChIAKM BcraBka runepcchbinku Ha Beb- e Ha eknagke BeraBka B rpynne
afpec AU NPUMeEHEHMNE CCbINKU K CChbUIKM HAXMUTE KHOMKY
BbIGpaHHOMY TEKCTY. Ccblnka.
3ANOAHUTEAM B pexwvme pepakTMpoBaHms e 3anonHuTenn ans o6LeKToB,

B Word Web App ansa dyHKumMiA,
He NoAjepXUBaeMblx
NPUAOXKEHNEM, aBTOMATUYECKN
oTobpaxaroTcsa 3anoJHUTeNN.

K Taknm 3nemMeHTaM OTHOCATCA:
rpadpuyeckme sanemeHTbl SmartArt,
Anarpammebl Excel n snemeHTbl
ynpaBaeHna cogepXnUMbIM.
3anonHuTenn (pamku) No3BonaroT
npejoTBpPaTUTL M3MEHeHNe MaKeTa
n opmaTMpoBaHHOro
COAEPXMMOro JOKYMeHTa

M yNpoLLatoT HaBUraLuio B paine
npw BHeceHun npasok B Word
Web App.

pesakTMpoBaHUWe KOTOPbIX
He noAjepXmnBaeTcs,
oTobpaxatoTca
aBTOMAaTUYECKM.

e  YTobbl NOCMOTPETL JOKYMEHT
B NOJAHOM BUje
(c anemeHTamu,
oTobpaxaeMbiMU B BUAE
3ano/HUTeNeR B pexunme
pegaktupoBaHus Word Web
App), Ha Bk1aake Bup,
HaXXMmuTe KHomKy Pexkum
uteHmnsA. Kpome Toro, Ha
BKAagKke [NMaBHas MOXHO
HaxaTb KHOMKY OTKpPbITh
B Word.

Excel Web App nomoraet pelats Arobble 3a4a4m: OT OBHOBAEHUA AaHHbIX BIoAXKEeTa COBMECTHO

C yYacTHMKamMKn paboueit rpynnbl 4O OTCAEXMBAHWUA BbINOAHAEMbIX Y PaXKHEHNN. MOXHO
pesakTUpoBaTh TabanLy OAHOBPEMEHHO C APYTMMU MOAb30BATENAMW HE3ABUCUMO

OT X MECTOHaxoXAeHUA. [lnarpammel, yc1oBHOE popMaTUPOBaHME M AaXKe CrapKaaiHbl
OBHOBAAOTCA NPU MPUMEHEHUM COPTUPOBKN CTONBLIOB MAWN N3MEHEHUWN GOPMYA NOYTU MITHOBEHHO.
Kpowme Toro, ato Be6-npuaoXeHne BKAOYaET MHOTVE NpuBbIYHbIe GyHKLUK Excel, Takne kak cnucku
IntelliSense, koTopble oToBpaXkatoTCA NPV BBOAE UMEHWN PYHKLIMN.

27



~a.Office

MpocmoTp AokymeHTOB B Excel Web App

Bo3morKHOCTH
M npevmMyLLecTBa

OnucaHue

F'ae HaxoauTca

OBOHOBAEHME ACQHHbBIX

OGHOB/IEHWUE MOAKIFOUEHWI K JaHHbIM
AN BCEW KHUMM UK BbIBPaHHOM
CBOAHOW Tabaunubl. Takke MOXHO
BbIMONHWUTb NEPECUET KHUTW.

Mpumeuanue. MNpu ncnonssosarHum Excel
Web App B cpege SharePoint 2010 npu
06HOBAGHUN AaHHbIX TakXKe BbINOAHAETCA
06HOBAGHWE JOCTYMHBIX BHELHUX
MOAKNOUEHWNI B aKTUBHOM KHUTe.

e Ha naHean KoMaHJ HaxmuTe
KHONKY [aHHble.

Mpumeuanume. MNpn pegakTuposanum 8 Excel
Web App 3Ty KOMaHay MOXHO HalTh
Ha BKnaAKke MnaeHas B rpynne JaHHble.

MNowuck Mownck cogep>XnmMoro aueiikm B . Ha naHenu koMaHj HaxmuTe
aKTUBHOM JIUCTe. Ya06HOe snanorosoe KHonky Haritw.
OKHO COAEP>XWT KOMaHAbl MONCKa B
HanpaBAeHUN BBEPX UM BHW3 OT Mpumeuanue. MNpn peAakTMpoBaHuu B Excel
BLIBPAHHOM AUEIKY. Web App 3Ty KOMaHay MOXHO HalTh Ha
BKAaAKe [NaBHaA B rpynne JaHHble.
Hasumrawms Ana nepexosa K Apyromy nncty, e [lonb3oBaTbCA APAbIYKAMW JNCTOB

LWeNKHUTE COOTBETCTBYHOLLMIA SPALIYOK.
Y1obbl BbIOpaTL CTPOKY MM cTonbel,
e KHUTE ero 3arojaoBoK.

Ana nepemelleHns no aucty
MCNoAb3yiTe KNaBULLK CO CTPEAKaMMU.

M 3aros0BKamMu CTonbL0B 1 CTPOK
MOXHO U B peXuMe NpocMoTpa,

M B peXxume pefaktuposaHus Excel
Web App.

OTKpbITh B Excel

|_|pO,CI|OJ1)KVITb pesakTMpoBaHue KHUTKU
B HOﬂHOd}yHKLI‘VIOHaﬂbHOM
NPUNoXeHNN Excel MmoxHo OAHUM
Lea4ykom MblWwn.

e B pexume npocmoTtpa Excel Web
App HallgunTe KOMaHAy OTKpPbITh
B Excel Ha naHean komaHg nan
Ha Bknaake daiin.

MpumeuaHue. B pexxnme peaakTmposaHua
Excel Web App 3Ta KOMaHaa HaxoauTca
Ha Bknagke MnaeHas B rpynne Office.

PeAOKTMPDOBOHME B
MEUAOXKEHMM Web

App

Mpy NPocMoTpe KHUT B peXnMe
npocmotpa Excel Web App oTkpbITb
KHUTY ANs pefakTUpoBaHUs B Bpaysepe
MOXHO OfHUM LLENUKOM MbILLN.

e Ha naHenu KoMaHZA HaxMuTe
KHonKy PepaktupoBath
B 6payzepe.

CopT1poBKa
N OUMABTRAUMA AQHHbBIX

CopTupoBKa Y GUABTPaLUSA AaHHbIX
B Tabauuax Excel n npegcraeneHmsx
CBOAHOM TabAULLbI.

e HaxmuTte cTpenky «ABTodpuAbTp»
pAAOM C 3aroN0BKOM TabanLbl nan
CBOAHOMN TabAnLbl, UTOGbI
NoAy4nUTb AOCTYN K BapMaHTam
buabTpaLmMn 1 COPTUPOBKW.

MpumeuaHme. 31a GyHKL WA TakxKe
AOCTYMHa, @CAN KHWUra OTKpbITa B pexunme
peaakTuposaHua B Excel Web App.
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Bo3morKHOCTH
M npevmMyLLecTBa

OnucaHue

F'ae HaxoauTca

CoxXpaHEeHME NAM
3ArpysKa Konmm

C nomolubio BKagku «dain»

npunoxenuns Excel Web App B pexnme

npocMoTpa NN peaaktupoBaHUA

MOXHO C034aTb KOMNMUKO KHUTH, a TaKXKe

3arpy3uTb MOJIHYKO KOMUIO UK
MOMEHTasIbHbIA CHUMOK — baiin,
cofep>Xallnii TONbKO 3HAUeHUs U
bopMaTMpoBaHUE TeKyLLIEN KHUTU.

B pexwume npocmotpa Excel Web
App nepeiigute Ha Bknagky ®aiin
Ha NaHean KoMaHA.

B pexwume pegaktupoBaHus Excel
Web App nepeiigute Ha BKNagKy
Daiin neHTbL.

AOCTYN K OOAMACOM U

Mpw coxpaHeHnn kHur Excel Ha cait
SharePoint 2010 MoXHO noay4aTb

MPEOCMOTPR MX HO
MOODUABHOM
YCTPOMCTBE

JOCTYN K paiinam n npocMaTpmueaTh Ux
¢ nomolykro Office Web Apps Ha
MOGWIBHOM YCTPOICTBE.

PepaktupoBaHue gokymeHtoB B Excel Web App

BO3MOXKHOCTU N npevmMyiliecTea

OnucaHue

C nomolbto 6paysepa

Ha MOBUILHOM YCTpOcTBE
nepeiignTe B pacnofoxeHue
SharePoint, 3aTeM WenKHUTE NMn
dbaiina, KoTopblil TpebyeTcs
OTKPbITb 4151 NPOCMOTPA

B 6pay3epe.

F'ae HaxoauTca

CoBMeCTHOE
PEAQKTUOOBOHME

CoBMecTHOe pejgakTupoesaHue
KHUTKU 04HOBpeMeHHO C APYyTrMMU
nonb3oBatenAaMmn He3aBUCUMO OT
MEeCTOHaxXoXAeHWNA.

e  Ortkpoiite kHUTY B Excel Web
App B pexume
pefaktnpoBaHus. Ecamn
Apyroi nonb3oearefb
OTKPbIBAET Ty Xe KHUTY 414
pegakTupoBaHus B Excel Web
App, aBTOMaTUYeCKn
3anycKaeTcs ceaHc
COBMECTHOro
pefakTpoBaHus.

o  CBefdeHWs O No/b30BaTENSX,
pedakTupyrowux daiin,
oToGpaxaroTcs B NpaBoi
UacTW CTPOKM COCTOSHMS
BHW3Y 3KpaHa.

MpumeuaHune. V3MeHeHUs, BHOCUMble
APYrMMU NOAb30BaTENAMMY,
oToBpaxatoTcs aBTOMaTUUecku
6arofapa CUHXPOHW3aLLUN B pexKnMe,
6IM3KOM K peaslbHOMY BpeMeHH.

COXpPAHUTB

Mpw OTKPBLITUN KHUTU B peXnMe
pegakTupoBaHus B Excel Web App
JaHHas BEPCUS KHUTK
aBTOMAaTUUYECKM COXPaHAETCA.

e B Excel Web App dyHKumA
coxpaHeHusa paboTaeT B
aBTOMaTUYECKOM pexXUMe.

29



20ffice

BO3MOXKHOCTU N npevmMyiliecTea

OnucaHue

F'ae HaxoauTca

Bydbep obmeHa

BbipesaHue, konupoBaHue u
BCTaBKa COAEPXUMOro B KHUre.
MoaaepxnBaeTcs BCTaBKa U
KOMUpoBaHUe MexXay
npunoxeHmamm Web App, a Takxe
Mexay npunoxeHuamm Office
Web Apps 1 nporpammamm
Microsoft Office Ha komnbroTepe.

. Ha Bknagke maBHasa
B rpynne Bydep obmeHa
HanguTe KoMaHabl
Bbipe3aTb, KonupoBaTtb
un BectaBuTth.

Mpumeyanme. Tawke MOXHO
UCnonbL3oBaTh cTaHAapTHLIe
coveTanna knasumw: CTRL+C
(konupoBatk), CTRL+X (Bbipe3atsb)
n CTRL+V (BcTaBuTk).

OTMEHA 1 MOBTOR AEMCTBM

OTmeHa n nosTop Ao 25
nocaeAHNX AeNCTBUN,
BbINOJIHEHHBIX B TEKYLLEM ceaHce
pefakTUPOBaHUS B aKTUBHOWM
KHUre.

¢  KHonkn OTmMeHUTb
n BepHyTb, oTobpaxaemble
Hag Bknagkon ®@aun vnum
cTaHgapTHble coveTaHus
knaenw CTRL+Z (oTmeHa)
n CTRL+Y (Bo3Bpar).

CTpoKa OOpMYA

Tak xe Kak u B
NoAHOPYHKLMOHaNLHOM Bepcun
Excel pegakTnpoBaTb TeKCT 1
bopMynbl B AUENKaX MOXHO
NpsMO B AUeiike WK B CTPOKe
dopmyn. Ctpoka popmyn
no3BosAeT NpocMaTpmuBaTh 1
pefaktnposaTb GOpMyabl —
pe3ynbTaT U3MeHEeH Ui
oTobpaxaeTcs B BblGpaHHOM
Aueiike.

e Crpoka copmyn nog NeHTon.

POPLMATUPOBAHME LLPUADTA U
AHEMKM

MpumeHeHne WpndTOoB, pasmepa
WPUGTOB U pasANYHbIX aTpnbyToB
dopmaTpoBaHua, BKIOUas
BapMaHTbl HauepTaHUA: XUPHBbIN,
KypcuB, NoguepknsaHue un
JBOHOE NoAuepKnBaHUE U T.A.
Take MOXHO NPUMeHATb
rpaHuLbl AYeeK 1 3aMBKY.

Mpymeuanme. B Excel Web App
MOXHO HacTPOUTL LiBETa aKTUBHOW
TeMmbl 419 TEKCTa U 3a/MBKN AYEeK.
LiBeTa TEMbl MOXHO HalTU B
Konnekumax «Lget wpndra» n
«LiBeT 3annBKmn».

e  Bce KoMaHabl
dbopmaTUpoBaHus WPNPTOB
M Aveek codepxaTtca B rpynne
WpudT Ha Bknagke MNaeHasn.

BeipaBHUMBAHME

BblpaBHVIBaHVIe cojepxuMoro
AYelkn no BepTUKan nan
FOPU3oOHTaNN; NepeHocC No caoBaMm.

e HacTpoiikn BbipaBHMBaHUA
M NepeHoca No cloBaM
HaxoAATCA Ha BKAajKe
lnaeHas B rpynne
BbipaBHMBaHMe.
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BO3MOXKHOCTU N npevmMyiliecTea

OnucaHue

F'ae HaxoauTca

POPMAT YUCEA

Hannuune 11 nonynapHbIxX
dopmaToB, Takmx KaK uncno,
Ba/tOTa, MPOLLEHT, AaTa U TeKCT.
B uncnoeom popmarte MOXHO
YBEANUNTb AN YMEHDLLLINTD
KO/IMYecTBO 3HaKoB nocne
3anaToi.

e  Bce KoMaHabl
dbopMaTupoBaHma umcen
copepxarca B rpynne Yuncno
Ha BknagKe MnaBHas.

PYHKLIM Bo3MOXHOCTb MCNONb30BaTH e LenkHute Aueiiky nucra.
MHorue GyHKLMM, 3HaKOMble Mocne BBOAA 3HaKa
no Excel. Mpwn BBOAE NEPBBIX paBeHCTBa, 338 KOTOPbIM
3HaKOB UMeHU GYHKL MM CNeAyeT XoTs 6bl NepBas
oTobpaxaetca cnucok IntelliSense, BYKBa UMEHU HYXHO
cogepXalmin oCTynHble byHKUMM, oToBpaxkaeTcs
byHKLMN. cnucok IntelliSense.

Tabnuupl Co3zpaaHue Tabanupl Excel e BbiGepuTe AUelKn ANCTa,

C BO3MOXHOCTSIMW COPTUPOBKHM
N GUABTPALLUM, YUEPEAYIOLLMXCA
CTPOK 1 popmMaTUpoOBaHUS,
aBTOMaTUUeCckn Cornacyemoro

C TEMOI aKTUBHOWN KHUTU.

B Tabavuy Takke MOXHO Ao6aBuTb
CTPOKY 3arofoBKa UAn CTPOKY
WTOTOB.

Kak n B Excel npm BBOgE TekcTa
B CTPOKY, KOTOpas HaxoAWTcs
HermocpeACTBEHHO Noj,
AWana3soHoM Tabauubl, Tabanua
aBTOMaTUYeCcKM paclumpseTca.
Kpome toro, npu gobasaeHnn
bopmynbl B sUeinky,
pacnonoXeHHyo
HemocpeACTBEHHO crpaBa OT
nto6oir ctpoku Tabamukl Excel Web
App co3faeT BblUMCAAEMBIN
cTonbel, pacwmpsasa Tabanuy

n gobaenas 3Ty Gopmyay Bo Bce
OCTa/ibHble CTPOKM AaHHbIX

B Tabanue.

yTobbl NCMOAB30BaTL UX B
KadecTBe jManasoHa
TabanLbl. 3aTeM Ha BKIagke
FnaeHas B rpynne Ta6anubi
Bbl6epuTe KOMaH4y
CopTupoBaTtb U
¢unnbTpoBaTh Kak TabaunLy.
Kpome toro, MOXHO HaxaTb
kHonky Tabauua Ha Bknagke
BcraBka.

e [lns HAacTPOWKM CTPOKM
3arofoBKa U CTPOKW UTOrOB
Ha Bkniagke MnaBHas B rpynne
TabanLbl HAXXMUTE KHOMKY
NapameTpbl Ta6AnLbI.

PeAQKTUPOBAHME CTPYKTYPSI
AMCTC

BcraBka n yaaneHune adeek,
CTpPOK U CTOJ'I6LI|OB ANCTa.

o KomaHgbl BctaButh
n Yaanute B rpynne fAueiikm
Ha Bk/aagke MnaBHas.

MMNEePCChIAKMK

Bcraska runepccbikm Ha Be6-
agpec UK NMpUMEHeHMNe CCblIKM
K BbIGpaHHOMY TeKCTy.

e Ha Bknagke Bcraeka B rpynne
CcbIIKN HaXMWUTE KHOMKY
Ccebinka.
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Mokas npeseHTaumnin B itoboe Bpems B tobom mecTe ¢ nomoLsro PowerPoint Web App. HaxoauTech
Bbl B NYTW UAW NPOCTO HE MOXKETe BOCNO/b30BaTLCA CBOVMM KOMMNbIOTEPOM, — BHECTU U3MEHEHMUA

B MPEe3eHTaLMI0 B MOCIEAHIOK MUHYTY W 3amnyCcTWTb NOKa3 C1ajoB MOXHO NpAaMo 13 Beb-bpaysepa.
C nomoLbto NpuBbIYHbIX GyHKUMI PowerPoint MoXHO f06aBAATb M yAaNATb Craisbl, U3MEHATb
dopmaTpoBaHme WPUPTOB 1 ab3aLies, NPUMEHATL Pa3MeTKy CAaikga Uan 3aMeHATb PUCYHKN

B npe3eHTauunn. Kpome Toro, MOXHO MCNoAb30BaTh rpaduueckme anemeHTsl SmartArt gns 6sicTporo
CO34aHNA CXEMbI UV OPraHM3aLMOHHOM AnarpaMmbl (HYXKHO MPOCTO 3aMoHUTb MapKUPOBaHHbIM

CrncoKk).

MpocmoTp gokymeHToB B PowerPoint Web App

BO3MOXKHOCTU N OnucaHne F'ae HaxoauTca
npevmylliecTBa
Hpoc/\/\o]’p BI::IBO,CI| Ha 3KpaH obnacTm 3ameTokK [ Haxxmurte KHOMKY 3aMeTKM B
s cnanija OAHUM LEeNYKOM MbILLIN. CTPOKE COCTOAHWA B peXUMe

M KOTMPOBAHNE TeKCT NPUMeUaHUs TakKe MOXHO npocMmoTtpa PowerPoint Web App.
MOUMEIAHMI KOMMpoBaTb HEMNOCPECTBEHHO BLiGepuTte 3aMeTKU C MOMOLLLHO

- B pexumMe npocmoTpa PowerPoint Web MbILIW U HaXMUTe coueTaHue
K CAOMACM

App.

knaeuw CTRL+C, utobbl
CKOMMPOBAaTb MX.

3anyck nokasa
CAQMAOB

3anyck nokasa cnaiifoB B 6paysepe
B pPeXVMe BbICOKOro KadecTea.
PowerPoint Web App noaaep>xueaet
pasanyHble 3¢pdekTbl aHMMaLmu,
KOTOpble MOXHO MPUMEHATb

B MOJHOMYHKLIMOHANLHOM Bepcun
PowerPoint.

L] Ha naHenn KOMaH4 HaXMuUTe
KHOMKY Hauatb nokas cnai/'lp,os.

MpumMeuaHue. Y106kl 3aMyCTUTL NOKa3
CNalifloB B pexXuMe peAakTUpoBaHus
npeseHTauum B PowerPoint Web App,

Ha Bknaake Bup, Haxmure kHonky MNokas
cnanpoB.

[evyaTb CAOMAOCB

MeuaTb aKTUBHOM npeseHTaunn.

Mpumeuanme. Ha AaHHbIA MOMeHT 3Ta
dyHKUMA gocTynHa Tonbko ans SkyDrive.

e Ha naHesn KOMaHg B pexume
npocMoTpa (UK Ha feHTe
B PEXMMe pejakTUpoBaHus)
HaXXMUTe KHoMKy daiin
¥ BbiGepuTe MeuaThb.

Hasuraums

[Ansa nepexoga no cnaigam cayxar
KHOMKW «[peablaywnin cnaiig» u
«Cnegyrolimii cnaing». Takke MOXHO
LWeNKHYTb MHAMKATOP HOMepa caiiaa,
UTO6bI BBIBECTW Ha 3KpaH CMUCOK

CNainaoB U NePelTH K HYXXHOMY craiigy.

e B pexxume npocmoTpa
B PowerPoint Web App kHonku
«[Mpeablaywmin cnaing»
n «Cnegyrownin cnaiig», a Takxe
MHAWKaTOPbLI HOMepa cnainga
0OTOBPaXKaTCs B LLEEHTPE CTPOKM
COCTOSIHMA BHU3Y OKHa.
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Bo3mMOXKHOCTN M
npevmylliecTBa

Onuncanme

F'ae HaxoauTca

LLnpokoBELLLATEABHbIM
MOKA3 CAQMAOB

LLinpokoBellaTenbHbIA Nokas ciaigos
— 3TO HOBasl BO3MOXHOCTb PowerPoint
2010. OHa TakKe aocTynHa

B PowerPoint Web App v cnyxut

A5l NoKasa CNaifoB yaaneHHom
ayanTopumn B peXMME peanbHoro
BPEMEHMW.

e  /lna wmpokoBelaTensHOro nokasa
CNainaoB yaaneHHoOW ayauTopun
¢ nomouybro PowerPoint Web App
Heo6Xx0AMMO NpUNOXKeHUE
PowerPoint 2010.

e Caywaream noay4aroT gocTyn
K Mpe3eHTaLumn NocpesCTBoM
PowerPoint Web App, He3aBncumo
oT Hann4uma PowerPoint
Ha UX KOMMbOTepax.

MpumeuaHue. g npocMmoTpa
LWMPOKOBeLLaTeAbHON Npe3eHTaLMn
Tpebyetca nogkntoveHune K MiHTepHeTy
1 NoaAep>KuBaeMblin 6paysep Internet
Explorer, Firefox nau Safari.

Pexxmm CTRYKTYpSI

MpocMoTp, KONMUMPOBaHUWeE U NeyaTb
CTPYKTYpbl 3ar0/IOBKOB U TeKCTa
cnaingos.

e Ha naHenu komaHZ nepeigute
Ha BKnaaKy ®aiin v BblibepuTe
PeXkum cTpyKTyphl.

e  YTO6bI CKONMpOBATL AN
HaneuaTaTb TEKCT CTPYKTYpbI,
BbIAENTE HYXHbIA OTPBIBOK
W LWeAKHUTE NpaBoi KHOMKOM
MbILLW B OKHe Bpay3epa, 4Tobbl
OTKPbITb MEHIO C KOMaHZamMu
KOMUpOBaHUA U NevaTi.

OtkpbiTe B PowerPoint

MpoAonXuTe pegakTMpoBaHue
npeseHTauumu B
NONHOPYHKLNOHAAEHOM MPUAOXKEHUN
PowerPoint MOXHO OAHUM LLENUKOM
MbILLIN.

e B pexume npocmotpa PowerPoint
Web App HaliguTe KoMaHay
OTkpbITh B PowerPoint Ha
naHenn KoMaHA WAV Ha BKaadke
daiin.

MpumeuaHme. B pexxnme peaakTmposaHua
PowerPoint Web App 3Ta koMaHga
HaxoAWTcs Ha Biknagke [MaBHasA B rpynne
Office.

PeAOKTMPDOBOHME B
npuAoXkeHun Web App

Mpu npocMoTpe npeseHTaLMm

B pexumMe npocmoTpa PowerPoint Web
App OTKpbITb Npe3eHTaL Mo

ANs pefakTUpoBaHus B bpaysepe
MOXHO OJHUM LLENUKOM MbILLN.

e Ha naHesnm KomaHg HaxMuTe
KHOMKy PepaktupoBatb
B 6payzepe.

AOCTYN K OOAMACOM U
MPEOCMOTPR MX HO
MOBUABHOM
YCTPOMCTBE

Mpwn coxpaHeHWUW NpeseHTaLMm
PowerPoint Ha caliT SharePoint 2010
nau B nanky SkyDrive MoXHO noay4atb
JocTyn K dainaM u npocmatpmsarb

ux ¢ nomolpto Office Web Apps

Ha MOBUBLHOM YCTpOCTBe.

e Cnomollbko 6paysepa
Ha MOBULHOM YyCTpOMCTBE
nepeianTe B pacnofoxeHue
SharePoint nnwn SkyDrive, 3aTem
WenkHMTe UMs daiina, KoTopbli
TpebyeTcs OTKpbLITL ANd
npocMoTpa B 6paysepe.
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PepaktnpoBaHune pokymeHTtoB B PowerPoint Web App

BO3MOXKHOCTU N npevmMyiliecTea

OnucaHue

F'ae HaxoauTca

COXpPAHUTB

Mpw OTKPbLITUM Npe3eHTaLUK

B peXuMe pefakTUpoBaHus

B PowerPoint Web App saHHas
BEPCUS Npe3eHTaLmm
aBTOMATUUECKM COXPaHSETCA.

e B PowerPoint Web App
byHKUNSA coxpaHeHus
paboTaeT B aBTOMaTUUECKOM
pexume.

MNpoCcMoTP 1
PEACKTUPOBAHME
MPUMEHOHUI K CAOMACIM

B cTaHgapTHOM pexume
pegakTupoBaHus PowerPoint Web
App naHesb 3ameToK
oTOoBpaXKaeTcs BHU3Y 3KpaHa.
YT06bI J,06aBUTE AN N3MEHUTL
npwvMeYaHune K cnaingy, NpocTo
WeNKHUTE 3Ty NaHenb.

e  YT106BI OTOBPA3NTH
WAN CKPbITb NaHeNb 3aMeToK,
Ha Bk/iagke Bua HaxmunTe
KHONKY 3aMeTKu.

MNPOCMOTP B MPUAOKEHMM
Web App

Mpw pegakTMpoBaHMK
npeseHtaumn B PowerPoint Web
App MOXHO 6bICTPO NeperTy

B PeXWM NpPocMoTpa.

e Ha Bknagke Bua neHThbl
HaXXMuTe KHonky Pexxum
UTeHMUs1.

Bydbep obmeHa

BbipesaHue, konupoBaHue

M BCTaBKa COAEPXUMOro

B Npe3eHTauun. MoaaepxuBaercs
BCTaBKa U KOMUPOBaHUE MexXAy
npunoxeHmamm Web App, a Takxe
Mexay npunoxeHuamm Office
Web Apps 1 nporpammamm
Microsoft Office Ha komnbroTepe.

e Ha Bknagke NasHasn
B rpynne bydep obmena
HaliauTe KOMaHAbl BeipezaThb,
Konuposatb 1 BctaBUTb.

MpumeuaHue. Takke MOXHO
MCNoAb30BaTb CTaHAAPTHbIE coveTaHus
knasuw: CTRL+C (konupoBarts),
CTRL+X (BbIpesaTb) u CTRL+V
(BCTaBUTL).

OTMEHA 1 MOBTOR AEMCTBM

MoaaepXnBaeTcs OTMEHa

W MOBTOP HeorpaHWUeHHOro
KonnuecTea AEUCTBUIA,
BbIMOJIHEHHBIX B TEKYLLEM CeaHce
pesakTUPOBaHUA B aKTUBHOM
npeseHTaLmu.

Mpumeuanune. Ecan ncrekno
BpeMs ceaHca Wau npeseHTaL s
HaxoAmnacb B pexunMe npocMoTpa
6onee 30 MUHYT, XypHan
AelcTBuMiA cbpacbiBaeTcs.

e  KHOMKM OTMEHUTb
n BepHyTb, oTo6paxaembie
noA sknagkoi ®amna nam
CTaHAapTHbIE COYeTaHUA
knasuw CTRL+Z (oTMeHa)
n CTRL+Y (Bo3BparT).

Co3A0HME CAOMAOB
M YNPABAEHME MMM

BcTaBnsaTb cnanfbl MOXHO

B 06O MaKeT, AOCTYMHbIM

B aKTUBHOM Npe3eHTaLum.
Ay6nuposartb, yaanaTb U CKpbiBaTh
Cnangbl TakKe MOXHO OAHUM
LLLENTUKOM MbILLW.

e  Bce KomaHabl ynpaeieHua
cnaiigamu cogepxarca
B rpynne Cnaiigbl Ha BKNagKe
FnaBHas.
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BO3MOXKHOCTU N npevmMyiliecTea

OnucaHue

F'ae HaxoauTca

POPLMATMROBAHME LLUPUADTOB

MpumeHeHne wWpndTa, pasmepa
n uBeTa WpndTa, a Takxe
aTpuByTOB HauepTaHUA KUPHBIW,
KypcuB, NogyepKnBaHue).

MpumeuaHue. B PowerPoint Web App
K TEKCTY MOXHO MPUMeHUTb LiBeTa
aKTUBHOM TeMbl. LiBeTa akTUBHOM TeMbl
coAepxkaTca B Koanekuun "Liset
wpundra".

e  Bce KoMaHabl
dbopmaTUpoBaHus WPNPTOB
cogepxatcsa B rpynne Wpundr
Ha Bk/aagke MnaBHas.

BeipaBHMBOHME,
MOPKHUPOBAHHLIE
M HYMEPROBAHHLIE CMMCKMU

3MeHeHne BblpaBHUBaHWNA
a63aL|,a, npuMmeHeHue
MapKNpoBaHHbIX N HYMepPOBaHHbIX
CNNCKOB N U3MeHeHNe UX YPOBHA.

e HacTpoiikn BbipaBHMBaHUA
n opopMaeHns
MapKMpOBaHHbIX
M HYMepOBaHHbIX CMINCKOB
HaxoAATCA Ha BKAajKe
naeHasn B rpynne A6zau,.

e [1na n3MeHeHNs YPOBHA
CANCKa MOXHO
BOCMONb30BaThCA COUETaHUEM
knasuw TAB n SHIFT+TAB
npw ycTaHOBKe yKa3zaTens
B HAa4Yaflo MapKMpPOBaHHOIO
W HyMepoBaHHoro ab3aua.

MpumeuaHue. B pexume
peAakTMpoBaHua noei
HYMepOBaHHbIX U MapKUPOBaHHbIX
CMMUCKOB K COOTBETCTBYIOLMM CTUAAM
npumeHsaetca popmaTnpoBaHue

no ymoAavaHuto. 3asepluns
pejaKTMpoBaHue, WeakHuTe obnactb
3a npeAenamu 3anoaHuTens, 4Tobel
oTobpasuTb cneuunansHoe
odopmaeHne MapKepos nUan Lndp.

PUCYHKM

BcTaBka pUCYHKOB B 3aMoNHUTENN
PVICYHKOB UM COAEPXMMOTO

B c/1aigpl. Takoke MOXHO 3aMeHsThb
CYLLECTBYIOLLIME PUCYHKM

W NPUMEHSATb CTUJIN PUCYHKOB.

e  YT1O6bI BCTABUTL PUCYHOK,
L eKHMUTE 3HAaYOK PUCYHKa
B NycTol pamke. Kpome Toro,
MOXHO HaXaTb KHOMKY
PucyHok Ha Bknagke
BcraBKka.

e Tpw BbIGOPE pUCYHKa
oTo6paxaeTcs BKIagKa
Pa6ora ¢ pucyHKamm |
Dopmar, cogepatlas
KOMaHZbl 3aMeHbl PUCYHKa
WU MPUMEHEHUSA CTUNS.

MpumeuaHue. KHonka «PUcyHok»
JAOCTYMNHa Ha BKnajke «BcTaBka», ecan
aKTUBHbIA CRaig coaep>KUT AOCTYMHbIA
3aM0NHUTENb PUCYHKA.
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OnucaHue

F'ae HaxoauTca

SmartArt

[JobaeneHne, pejakTnposaHme

n popmaTUpoBaHue rpapuueckmx
3neMeHTOoB SmartArt B
npeseHTaunn. Npadpuueckmne
3neMeHTbl SmartArt nossonsaoT
Co3faBaTb CXeMbI
npodeccMoHanbHOro YpoBHS,
TakMe Kak opraHuzaLoHHble 1
paguanbHble gnarpammbl, MPOCTo
BBOJS MYHKTbI CrMCKa.

Yrobbl BCTaBUTL Fpadmnueckunia
aneMeHT SmartArt, WenkHuTe
3Hauvok SmartArt B nycToi
pamke cogepxummoro. Kpome
TOrO, MOXHO HaXaTb KHOMKY
SmartArt Ha Bknagke
BcraBka, a 3aTeM BbIbpaTb
Maker.

Mpw BeIGOpPE rpaguueckoro
3nemeHTa SmartArt
oTobpaxaerca Bknagka
Pa6orTa ¢ pucyHkamm
SmartArt, cogepalyan
KOMaHAbl NPUMeEHeHMA
uBeToB, GOpMaTMpOBaHMA
CTUNEN N faxe N3MEHEHMWS
MakeTa CXeMbl.

Mpw wenuke rpapunyeckoro
3nemeHTa SmartArt
aBTOMaTUUeCcKn
oTobpaxaeTca TekCcToBas
obnactb SmartArt.

OTa 06/1aCTb CAYXUT ANA
peaakTMpoBaHUA TeKcTa
cxeMbl. KpoMe Toro, B Heit
MOXHO f06aBAATb U yAanaTh
NyHKTbI 415 AobaBaeHns

W yaaneHns Gpuryp B cxeme.

MpumeuaHue. Knonka «SmartArt»
JAOCTYMNHa Ha BKnajke «BcTaBka», ecan
aKTUBHbIA CRaig coaep>KUT AOCTYMHbIA
3aM0NHUTENb COAEPXKUMOTO.

MMNEePCChIAKMK

Bcraska rnepccbiikui Ha Be6-
agpec UK NMpUMEHeHMNe CCblIKM
K BbIGpaHHOMY TeKCTy.

Ha Bknagke Bcraeka B rpynne
CcbIIKN HaXMWUTE KHOMKY
Mnepccbinka.
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Ecau Bbl pa3pabaTbiBaeTe NaaH NpoekTa, opraHMayeTe 3anucn NCCesoBaTeNbCcKon paboTbl rpynmbl
VAW TOTOBUTECH K 3K3aMeHy COBMECTHO C APYTUMMW CTyAeHTaMu rpynnbl, npuaoxeHne OneNote Web
App obecneumnBaeT ogHy YA0OHYIO Cpedy AN XPaHEHUA NAEN U MHPOPMaLMK 1 OBMeHa UMK,
PepakTvpoBaHWe 3aN1CHON KHWXKN OLHOBPEMEHHO C APYTMMW NOb30BATENAMM, NCMOAb3YHOLLUMU
OneNote Web App nan OneNote 2010. Ya06Has opraHn3aums BaXHbIX CBEAEHWIA C MOMOLLbIO
NPUWBbLIYHBIX CPEACTB NOAHOPYHKLMOHANLHOTrO nNpuaoxkeHna OneNote, Taknx Kak aBTo3ameHa,
nposepka opdorpadumm, Term, CTUaM TekcTa n pucyHku. baarogapsa tomy, uto OneNote Web App
no3soAfeT NPOCMaTPUBaTh CBEAEHNA O MOAL30BATENAX, BHECLUMX KOHKPETHbIE U3MEHEHNA, U Jaxe
BO3BPALLATLCA K NpeabiayLMM BEPCUAM CTPaHWL, 3armnMCHON KHWXKW, Bbl BCETAa COXpaHaeTe

KOHTPOJIb Ha4 CBOUM JOKYMEHTOM.

MpocmoTp aokymeHToB B OneNote Web App

Bo3mMOXKHOCTN N OnucaHue

npevmylliecTBa

Moka3aTh QBTOPOB OTobpaxeHWe noab3oBaTenel, BHECLINX
KOHKpPETHbIE 3MEHEHWA B 3aMMUCHYHO
KHUXKY.

|_|pOCN\OTp MpocMoTp NpeablayLWwmnx BEPCUin

CTpaHWUbl KHUTW. Bepcvm CTpaHuLUbl

MPEABIAYLLLMX BEOCHM coxpaHAaeTca, Korga KTO-AM60 BHOCUT

CTPAGHMLEI M3MEHEHWA B OBLLYHO 3aMUCHYIO KHUXKKY.

HaBuraums Y106kl OTKPLITL BCE CTPaHWLLI Pa3aena,
LeNKHUTE UMSA pasdena. 3aTeM
LeNKHUTE BKAaAKY CTPaHMULbl, 4TOOHI
NPOCMOTPETEL ee CofepPXNMOe.

F'ae HaxoauTca

L] Ha naHenun KOMaHA4 HaXMUTe KHOMKyY
MokazaTb aBTOpPOB.

Mpumeuanume. B pexxume peaaktmpoBaHus
OneNote Web App aTa KHoMKa gocTynHa
Ha Bkaaake Bua,.

e YTOGbI NPOCMOTPETL NPedbIgyLne
BEPCUM CTPaHULLbI, LEeNKHUTE
BK1a4KY CTpaHWLbl NpaBoW KHOMKOM
MBI W BbIGEpUTE KOMaHAY
MNokasaTb BepcUM CTpaHWLL,

Mpumeuanme. [1na BOCCTaHOBAGHWA UK
yAaneHna npeAblayllei Bepcum cTpaHnLbl
HY>HO OTKPbITb 3aMUCHYIO KHUXKY B pexxume
peaakTuposaHua OneNote Web App.

e  O6nacTb HaBuraumm otobpaxaetca
B IEBOI YaCTW CTpaHWLbl MpU
NPOCMOTPE AN peakTMpoBaHUn B
OneNote Web App. OHa cogepxut
pasgesbl U CTpaHuL bl aKTUBHOW
3aMUCHOMN KHWNXKW.
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Bo3mMOXKHOCTN M
npevmylliecTBa

OT1KpbITe B OneNote

OnucaHue

MpPOAOMKUTE PefaKTUPOBaHUE 3aNUCHOW o

KHVXKW B MOAHOPYHKLIMOHAAbHOM
npunoxeHun OneNote MOXHO OA4HUM
LWEeNYKOM MbILLIN.

PeAOKTMPDOBOHME B
MEUAOXKEHMM Web

App

F'ae HaxoauTca

B pexunme npocmotpa OneNote
Web App HaliguTe KoMaHay
OTKpbITE B OneNote Ha naHean
KOMaHJ nAn Ha BKnagke daiin.

Mpumeyanwme. Npn pegakTpoBaHum
3anncHoi kHkkn B OneNote Web App aty
KOMaHzAy MOXHO HaliTu Ha Bkaagke [NaBHasn
g rpynne Office.

Mpv pesakTMPOBaHUM 3aMUCHON KHUXKN o
OneNote Web App mMoXHo nepekntouaTb
peXnMbl NPOCMOTPa U peakTMpoBaHus.

PepaktnpoBaHune gokymeHtoB B OneNote Web App

BO3MOXKHOCTU N npevmMmyliecTsa

COXpPAHUTB

MNPOCMOTP B MPUAOKEHMM
Web App

CoBmecTHOE
PEACKTMPOBOHME AAS OOLLIMX
3AMUCHBIX KHMXKEK

OnucaHue

CoxpaHeHue npasok B OneNote
Web App BbinoaHaeTcs
aBTOMaTU4eckn, Kak

M B NOAHOGYHKLMOHaNbHOW BEPCUM
OneNote.

Mpw peaakTMpOBaHMK 3aMUCHOWM
KHWXKM OneNote Web App MOXHO
nepek/ioyaTh PeXMMbI NPOCMOTPa
M pejakTMpoBaHUA.

PesakTnpoBaHue 3anUCHOR KHUXKM
O/ HOBPEMEHHO C APYrMMM
No/b30BaTeNAMM, NCNOAb3YOLWNMM
OneNote Web App nan OneNote
2010, He3aBUCUMO

OT UX MECTOHAXOXAEHUA.

Ha naHenn koMaHg HaXXMUTe KHOMKY
PepaktnpoBaTth B 6paysepe.

F'ae HaxoauTca

e B OneNote Web App
BHOCUMbIE N3MEHEHNS
COXPaHSHTCA aBTOMAaTUUECKM.

e Ha Bknagke Bua neHThbl
HaXXMuTe KHonky Pexxum
UTeHMUs1.

e OTKpOWTE 3aMUCHYK KHUXKY
B OneNote Web App B pexume
pesaktmpoBaHus. Ecam apyroi
no/b3oBaTe/b OTKPbIBAET Ty Xe
3aMMNCHYI0 KHUXKY ANS
pesaktnposaHua B OneNote
Web App nnm OneNote 2010,
aBTOMaTU4eCcKM 3anyckaeTcs
CeaHC COBMeCTHOro
pefakTpoBaHus.

MpumeuaHue. VzsmMeHeHNs, BHOCUMbIe
APYrMMU NOAb30BaTENAMMY,
oToBpaxatoTcs aBTOMaTUUecku
6arofapa CUHXPOHW3aLLUN B pexKnMe,
6IM3KOM K peaslbHOMY BpeMeHH.
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BO3MOXKHOCTU N npevmMmyliecTsa

Bydbep obmeHa

OTMEHA 1 MOBTOR AEMCTBM

POPLMATMROBAHME LLUPUADTOB

POPMATMPOBAHME aB3aLA

MAOPKMPOBAHHbIE
M HYMEPROBAHHLIE CMMCKMU

OnucaHue

BoipesaHue, konuposaHve 1 o
BCTaBKa COAEPXMMOro B 3aMvCHOM
KHMXKe. MNoaaepXnBaeTca BcTaBka
M KONMpoBaHWe Mexay
npunoxeHmamm Web App, a Takxe
Mmexay npuaoxeHuamm Office Web
Apps 1 nporpammamm Microsoft
Office Ha koMnbloTepE.

F'ae HaxoauTca

Ha Bknagke NnasHas B rpynne
Bydep o6meHa Haligute
KOoMaHgbl «BbipesaTb»,
«KonunpoaTb» N «BcTaBuTb».

MpumeyaHue. 3T KOMaHAbI TaKxe
AOCTYMHbI B KOHTEKCTHOM MeH!H0,
KOTOpoe oTobpaxkaeTca Npu Wweauke

3/1I€EMEHTa NPaBON KHOMKOW MbILIK.

OTMeHa U NOBTOP HeaBHUX .
AeNCTBUI ANs KaXx 4ol

pesakTUpyeMoid CTpaHU bl B

3aMNNCHOM KHUXKE.

Mpumeuanue. OneNote Web App
CoXpaHsAeT OTAENbHbIA XypHan AelcTBUiA
AR KaXA0A pejakTUPyeMON CTpaHnLbl
B aKTUBHOW KHUre. MOXHO OTMEHWTb
6ecKoHevHoe KOAMYeCTBO AeACTBUN Ha
CTpaHuLe B TeKyLLleM ceaHce
peAakTUPOBaHUA 40 BCTABKW PUCYHKA
WK NONYYeHUs NpaBku oT APYroro
aBTopa. YUTuTe, UTo nepemMellieHme U
yAaneHne CTpaHuL, OTMEHUTb Heslb3s.

MpumeHeHne WpndTOoB, pasmepa .
WPUGTOB U pasANYHbIX aTpnbyToB
dopmaTpoBaHua, BKIOUas

XWPHBIW, KypcUB, NOAUepKNBaHUE,
HaACTPOUHbLINA WPUDT K T.4. Takke
MOXHO BbIAEANTb TEKCT, U3MEHUTH

LBeT WpmndTa n cbpocntb
dopmaTmpoBsaHue ana

BblJe/IeHHOrO TeKcTa.

3MeHeHne BblpaBHUBaHWNA a63aL|,a, [
yBeanyeHne N yMmeHblUeHWE OTCTyNa
ANA NEBOroO NoAd, a Takxe

N3MeHeHWe HanpaBaeHWA TekcTa.

JocTynHbl Tpy cTuAs o
MapKMPOBaHHOrO U NATb CTUAER
HymMepoBaHHoOro cnucka. Kpome
TOro, ANA U3MEHEHUA YPOBHSA
CMUCKa UMEKLMNXCS B 3aNNCHOM
KHVXKE W cO3,aBaeMblX C
nomolbro OneNote Web App
MapKMpOBaHHbIX N HYMEPOBaHHbIX
CMNCKOB MOXHO UCMO/b30BaTh
KHOMKWN YBEANYEHWNA N YMEHbLLEHNA
oTcTyna.

KHonkn OTmeHUTbL U BepHyThb,
oTobpaxKaeMble Haf BKIaAKON
®ain nan cTaHaapTHble
couetaHma knasmw CTRL+Z
(otmeHa) n CTRL+Y (Bo3BpaT).

Bce komaHabl
dbopmaTUpoBaHus WPNPTOB
cofepxarca B rpynne
OCHOBHOW TEKCT Ha BKAajkKe
FnaBHas.

Bce komaHabl
dbopmaTtupoBaHusa ab3aua
COAEPXaTca B rpynne
OCHOBHOW TEKCT Ha BKNagke
FnaeHas. HanpasneHue TekcTa
MOXHO BbIGpaTh

B packpbIBatOWEeMCcs CrNCKe
BbipaBHMBaHMe ab3aua.

CTnam HymMmepoBaHHbIX

N MapKMUpPOBaHHBbIX CMUCKOB

W KOMaHZbl N3MEHEHWNSA YPOBHSA
CMMCKa MOXHO HaWTK B rpynne
OCHOBHOW TEKCT BKNaAKN
FnaBHas.
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BO3MOXKHOCTU N npevmMmyliecTsa

Ctmam

Tern

CpeACTBA NPOBEPKM
MNP OBOMMCOHMS

OnucaHue

MpocTble cpeacTBa NPUMEHEHUA
CTWNIEN TekcTa 415 BbICTPOrO
PopmaTUpoBaHus, KoTopble
MO3BO/IAIIOT OPraHW30BaTh U
YNOPSAZOUNTE UAEN.

K 3ameTkaM MOXHO NpUMeHsTb
pasnMuHbIE CTUAW 4151 YNPOLLEHUA
opraHvsauum u seibopa
JanbHeAWwmnx 4eAcTBIIA, Hanpumep
3aMeTKN MOXHO MOMETUTB Kak
BOMPOCHI, 334a4M, KOHTaKTHbIe
CBEAEHUS U T.4.

OneNote Web App eknrouaet
bYHKLMIO aBTOMATUUECKOW
npoeepkun opporpadpum npu esoje
TekcTa. [lna BblgeneHns
opdorpapumueckmx owmbok
MCNosb3yeTca KpacHas BOJHUCTas
JnHMA. Kpome Toro, NpuMeHAroTCA
CTaHZapTHble AeNACTBUSA aBTO3aMeHbI
npwv BBOJAE TEKCTa, Takme Kak
ncrnpasfeHne pacnpocTpaHeHHbIX
oneyartok u npeobpasobaHune
3HaKOB B CMUMBOJIbL.

TakKe MOXHO 3a4aTb A3blK
NpoBepPKN NpaBonnCcaHnsa Uan
OTK/IOUNTL NpoBepky opdorpadun
419 BbIBpaHHOro OTpbIBKA TeKCTa.

F'ae HaxoauTca

e  CTUAW TeKCTa MOXHO HaMlTK
Ha Bknagke FnaBHasA B rpynne
Crman.

e TakXe MOXHO
BOCMONb30BaTLCA 3HAKOMbIM
coyeTaHMeM KaBuL
CTRL+ALT+1,2,3 ana
NPUMEHEHMNs CTUNEN
3aro/fIoBKOB N coyeTaHWeMm
CTRL+SHIFT+N gns
NPUMEHEHUA CTUANA
«OBbIYHbIA».

e Ha Bknagke NnaesHas B rpynne
Terwv HaxxMuTe KHomky Ter.

e Ha Bknagke NnaesHas B rpynne
Mpoeepka opdorpadpun
HaXXMunTe KHOMKY
Opdorpadus, utobbl NepeirTn
K cnegytoLLei
opdorpaduueckoit owmnbke
Ha cTpaHuue. Mpn 3ToMm
oTobpaxaerca
pacKkpbIBarOLWMIACA CNCOK
BapWaHTOB UCNpaBAeHWs.
Kpome Toro, MOXHO LeAKHYTb
C/IOBO C OLLUMBKOW NpaBoi
KHOMKOM MbILLW, UTOBbI
OTKPbITb CIMCOK BapuaHTOB
ncnpasaeHUi.

e Ha Bknagke NnaBHas WenKHUTe
CTPENKY Nog KHOMKOM
Opdgorpadpus n Boibepute
KOMaHZay 3agaTb A3bIK
NpoBepPKW NpaBonncaHmns,
€ NOMOLLIbIO KOTOPOA MOXHO
N3MEHUTb A3bIK NPOBEPKU
NpaBonMcaHna AN OTKAKOUNTD
nposepky opdorpadpun ans
BbibpaHHOro TekcTa.
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BO3MOXKHOCTU N npevmMmyliecTsa

Co3aQHME CTPOHMLL
1 PO3AEAOB U YITOOBAEHME
MMM

[MPOCMOTP U BOCCTOHOBAEHME
BEPCUM CTROHULLI

PUCYHKM

OnucaHue

YaobHoe gobaeneHve n yganeHne
CTPaHuL, U pa3fenos,
nepeMMeHOBaHWE Pasgenos,

a Tak>Xe MOBLILLIEHWNE U MOHUXEHNE
YPOBH$ BAOXEHHbIX CTPaHWLL.

Bepcus cTpaHuLbl coxpaHsaeTcs,
Korga KTo-mbo BHOCUT U3MEHEHUSA
B OBLLYHO 3aNUCHYHO KHWXKY. Ecan
3anncHas KHMXKa OTKpbITa B
OneNote Web App B pexnme
pefaKkTMpOBaHUA, MOXHO
npocmaTpusaTh, BOCCTaHaBAMBaTb
W yAaanaTb Npejblayline Bepcum
CTpaHuLL.

BcraBka pucyHkoB 13 $haiinoB uam
n3 Konnekumm kaptuHok Office.com.
MOXHO U3MeHATb pasMep PUCYHKOB
M 106aBAATb TEKCT.

F'ae HaxoauTca

e YT106bI fO6ABUTL CTPAHWULY,
WwenkHmTe 3Hadvok Cospaatb
cTpaHuuy B obnactu
HaBUraLun Wan Ha BKAagKe
Bcraeka B rpynne 3anucHas
KHVDKKa HaXMWUTe KHOMKY
CoszpaTb CTpaHULY WK
Cozpathb pasgen.

e  LlenkHute BKNAAKY pasgena
NpaBoi KHOMKOM MblLLK, UTOGbI
NoAYUUTb AOCTYN K KOMaHZam
nepeMMeHoBaHUA UKW
yAaneHus pasgena.

e  LlenkHuTe BKNAAKY CTPAHULbI
NpaBoi KHOMKOM MblLLK, UTOGbI
nepeiTh K KOMaHAaM yaaneHus
CTPaHULLbI, @ TakKe YBeNUeHUs
W YMeHbLLIEHUsA OTCTyna s
CO3JaHNsA BAOXEHHbIX CTPaHULL.

e Ha Bknagke Bua Haxmute
KHOMKy Bepcumn cTpaHunu,

o [pwu BbIGOpe NpeablayLeil
BEPCUM CTPaHULLbI BBEPXY
CTpaHuWLbl oToGpaxaeTca
CTpOKa YBeAOM/IEHHUS,
cooblyatoLLas o TOM, UTo 3Ta
BEPCUA ABAETCSA NpeablayLLei
BEPCUEN CTPaHWULLbI, OTKPLITOM
TONBbKO AN1s uTeHms. LLlenkHute
CTPOKY, UTO6bI MOAYUNUTE
JOCTYN K KOMaHAaMm
BOCCTaHOB/IEHUS UAW YAaNeHUs!
BEPCUM aKTUBHOI CTpaHWLbI.

e  UYrobbl BCTAaBUTL PUCYHOK,
Ha BknaZke BeraBka B rpynne
Mzo06paXkeHnsa HaXMUTE
KHonky PucyHok nan
KapTtuHka.

e YTOGbI U3MEHUTL pa3mep
pUCYHKa Uu fo06aBUTL TEKCT,
BbIGEPUTE PUCYHOK. MpK
BbIGOPE PUCYHKa Ha BKAagKe
Pa6orTa ¢ pucyHkamm |
Dopmat oTobpaxaroTcs
HY>XHblE KOMaHAbI.
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BO3MOXKHOCTU N npevmMmyliecTsa OnucaHne rp,e HaxoauTtca

TABAMLBI BcraBka TabauLbl, pefakTUpoBaHie e
TeKcTa B Tabmue U BHeCeHWe
M3MEHEHWN B 6a30BYHO CTPYKTYPY
Tabnmubl, HanpuMep gobaeneHne
W yAaneHue cTpok U cToN6LoB.

MMNepCChIAKM BcraBka runepcchlnki Ha Be6-agpec o
VAN NPUMEHEHNE CCbLKN
K BbIGPaHHOMY TeKCTy.

Y1obbl BCTaBUTL Tabanuy,

Ha Bk/iagke Bcraeka B rpynne
Tabnuubl HaXXMUTE KHOMKY
Ta6auua. 3ateM nepemectuTe
yKaszaTeslb MbILIW NO CeTKe,
uTo6bl BEIGpaTh HY>XHOE
KO/IMYecTBO CTPOK M cToN6LOB
N HaXMUTE KHOMKY MbILLN,
UTO6bI BCTABUTb AUENKM.

UT06bI BHECTU UBMEHEHWS

B CTPYKTYpY Tabauubl,
LWenkHuTe ee. MNpun 3ToM
aBTOMaTWUUECKW NOABUTCS
BK/l1agka PaboTa ¢ Tabanuamn
| Maxer, Ha koTopoOW
coAepxKaTcsa KoMaHzbl Bbibopa,
YAaNneHns N BCTAaBKW 3IEMEHTOB
TabAuLbl, a TaKkKe
BbIPaBHUBaHUA COAEPXKMMOTO
B Aveiikax. Takke MOXHO
WEeNKHYTb A4Yeiky npaBom
KHOMKOW MbILLW, UTOBbI
OTKPbITb MEHKO KOMaH
pefakTMpoBaHus Tabauubl.

Ha Bknagke Bcraeka B rpynne
CcbIIKN HaXMWUTE KHOMKY
Ccebinka.

MpumeuaHue. Takke MOXHO LLEAKHYTb
BKJaJKY CTPaHULbl NpaBoil KHOMKOM
MbILLIKW, YTOBbI BbIOpaTb KOMaHAy
KOMMPOBaHUSA MPAMOIA CCbINKK

Ha 3Ty CTpaHuLy.

3AMOAHUTEAM B pexxume pegaktnpoaHus .
OneNote Web App a1 dyHKUMIA,

HEeAOCTYMHBIX B 3TOM MPUAOXKEHWN,
TaKUX Kak MaTeMaTuyeckme
bopMynbl U PYKOMUCHBIN BBOA,
aBTOMaTU4Yeckn oTobpaxatoTca
3anonHUTeNN. 3anogHUTeNN (paMKn)
NO3BOAIAKT NPEeAOTBPATUTD
M3MEHEHWe MakeTa U
$bOopMaTUPOBaHHOTO COAEPXMMOro
3aMMCHOMN KHUXKM W yNpoLatoT
HaBurauuio B daiine Npu BHECEHUM
npaeok B OneNote Web App.

3anonHuTenn AanAa 06bEKTOB,
pejakTpoBaHMe KOTOPbIX

He nojgaep>XwmBaetcs,
0To6pa>|<a+0Tc;| aBTOMaTU4eCKU.

Yrobbl nocMoTpeThb
CoJepXnMoe B MOJHOM BUje

(c anemeHTamM,
oTobpaxaeMbiMu B BUJE
3aMno/HUTENeR B pexmme
peaakTupoBaHua OneNote Web
App), Ha Bknagke Bug Haxmute
KHonky Pexxum uteHus. Kpome
TOro, Ha Bksiagke MaeHas
MO>HO HaxaTb KHOMKY
OTKpbITL B OneNote.
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Windows Live SkyDrive — 310 6ecnnatHas cay>ba, KOTopas NO3BOAAT NO/Nb30BaTENAM
obmeHmnBaTbCA AokyMeHTammn Microsoft Office v pailnamm mynsTmesmna, a Takxke noayyatb 4OCTyn
k cBoMM ¢ainam vepes NHTepHer. Mpoueaypa nepesayun Gpainnos ¢ KOMMNbIOTEPaA OYEHb NPOCTa:
HY>KHO nepeTaLLmTb MX Ha NaHeb 3arpysku uan cosgatb HoBbl ¢pann Word, Excel, PowerPoint nan
OneNote, BbINOJHMB HECKO/IBKO NMPOCTbIX AENCTBUA.

Ecany Bac ectb yuetHasn 3annce Windows Live, npocto HaxxmuTe kHonky Office Ha naHenn
HaBUrauum BBEpPXy 3KpaHa, YTobbl MOAYYMTH BO3MOXKHOCTb NPOCMAaTPWBaTh, PeAakTMpoBaThb
W co3aaBaTb paribl, a Takxke OBMEHUTLHCA W YNPaBAATb MU M3 OAHOTO LEHTPaAN30BaHHOTO
PaCcNoAOXEHUA.

SkyDrive npegocTaBaseT B Balle pacnopaxkeHve xpaHuanwe emkoctbto 25 I'b, B koTopom
MOXHO XpaHWTb AOKYMEHTbI 1 ynpasaate uMn. Kpome toro, SkyDrive obecneunsaert
HageXHble GYHKLMN COBMECTHOTO MCNOb30BaHMA painnos baarogapa COXpaHeHNIo
npeabiayLwx Bepcuii $hainoB, KOTOPblE MOXHO BOCCTaHOBUTL B C/lyYae BHECEHWA APYrMMU
NONb30BaTENAMW U3MEHEHWIA AN HEOBXOAMMOCTU MOAYYNTL COAEPXKNMOE B TOM BUAE,

B KaKOM OHO 6blI0 0 M3MEHEH WA UAN YAANEHWA.

Mpw oTKpbITUK OBLLEro AocTyna K GpaiiaM MOXHO HaCTPOWUTL Pa3peLleHWs AN KaX40ro
noAb30BaTens, MOAYYatoLLEero 40CTyn. 3TO MOXHO caenats B cpege SkyDrive naw, ecan daiin
OTKPbIT 418 MPOCMOTPa WK peAakTMpoBaHuns B Beb-bpaysepe, HENOCPEACTBEHHO B OKHE
npunoxennin Office Web Apps. MOXXHO HacTpoWTb pa3peLlueHns pesakTUpoBaHmWa nan
ToNbKO UTeHmA. Kpome Toro, SkyDrive no3sosseT nosb3oBaTensiMm nybamkosatb
KOMMeHTapumn ana $paiina, K KOTOPOMy OTKPbIT 0BLWMiA foCTYn.
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[ns MIHOBEHHOrO coxpaHeHus GanioB HENOCPeACTBEHHO Ha Beb-cainT SkyDrive MOXHO

BOCMO/b30BaThcs dyHKUMel CoxpaHuTb Ha Beb-caiiTe B pasnnuHbix Nporpammax naketa Office 2010.

Jocryn k cnyxbe SkyDrive MOXHO NofyunTh € NoMoLbto 6ecnaaTHoin yuetHow 3anmcn Windows
Live ID. 3apeructpupyiitecs, 4tobbl NoayunTs yueTHble gaHHble Windows Live ID, n HaunHaiTe

ncnosb3osaTtb cayxby SkyDrive Ha caiTe

Windows Live Hotmail Takxke nogaepxwusaet Office Web Apps 1 SkyDrive, obecneuvsas bonee

3¢ PeKTMBHOE B3aMMOAEWCTBME NOAb30OBaTENEN, YeM Koraa-anbo. MpocmatpusaTh M peaakTupoBaTb
AokymeHTbl Microsoft Office 13 BAOXeHWA 31eKTPOHHOM NOYTbI MOXHO NMPSAMO U3 Nankn BXOAALLMX
coobueHnin Hotmail.

LlenkHute BAoXeHHbIV gokymeHT Word, Excel nan PowerPoint, utobbl oTkpbITh

ero Ans npocmotpa B npunoxerHum Office Web Apps. Utobbl BHECTU M3MeHEHWA B paiin

B VHTEPAKTVMBHOM PEXWUME, MPOCTO HAaXKMUTE KHOMKY «PesakTvpoBaTh B 6paysepe», kKoTopas
oTobpaxkaeTcs Ha NaHenn KoMaHg cooTsetcTBytowero npuaoxeruns Office Web App

B pexkume npocmotpa. Windows Live aBToMatnueck coxpaHseT konvto daina B cnyxbe
SkyDrive 1 OTKpbIBaeT ee ANs pefakTUPOBaHWMS.

Mpw 3akpbITMK paitna nocne BHeceHNA nameHeHwu SkyDrive aBTomMaTnuecku npeanaraet
OTNPaBWTb OTBETHOE COOBLLIEHNE OTNPABUTENID M BKAKOYAET CCbIAKY Ha OBHOBAEHHYHO
Bepcuto daiina (cm. puc. 23).

OTEReTUTh, OTNPABUE MAMEHEHWA?

GHECERHBE HA CTPARKLE [pumen dock kameseHNE Balnk COXpaHERSl B
SkyOrive. Npw ompaske orEeTa & CODOLIEHNE INEKTDOHHOMN NOYT
OVALT BUMOUEHA CCRNKE HA ODHOBNRHMS

Aa] | Her

SharePoint 2010 no3soaseT Noab3oBaTENAM OpraHnsaumm bonee 3ppekTMBHO 0BMEHNBATLCA
AaHHBIMW 1 B3aMMOAENCTBOBaTb Baarogapsa NPOCTbIM, YA06HbBIM 1 3PPEKTUBHBIM HacTparBaeMbIM
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CPeACTBaM ynpaBieHWs AOKYMEHTaMK, Co34aHnaA paboumx NpoLLeccoB 1 B3anMOAENCTBHUA.
MpocToe co3faHne 1 HacTpoliKa CalToB ANA YpaBAeHWs nNpoekTaMmun paboueit rpynnbl v NOAyYeHUs
yAaobHOro gocryna K cogep>kxnuMomy yepes NHTepHer.

Beb-caiiTbl SharePoint MOXHO HacTpanBaTh MO TUMY KOHTEHTa: 3TO MOTYT BbITb BMBANOTEKN
AOKYMEHTOB, KaneHAapw, CNNCKK, AOCKM OBCYXXAEHMA N CMMCKN KOHTaKTOB. Dalibl MOXHO
no oAHoMy A06aBAasATb C KOMMbloTEpPa B 6ubanoteky SharePoint nan nepesasatb
OZHOBPEMEHHO HECKOALKO (GaiaoB, NepeTackmBas NX B OKHO 3arpyskiu.

Ecan B opranmsauuum ycrtaHosaeHbl SharePoint 2010 n Office Web Apps, cogepknmoe MOXHO
npocMaTpmBaTh U pesakTMpoBaTh, a Takxke 0bMeHMBaTbCA UM B Be3onacHom cpese,
3almiLiaemMoi bpaHaMay3poM opraHusaumm. Kpome Toro, npeanoxeHmns Koprnopawuum
MainkpocodT BkAroUatoT pasmMelaemyto cayxby SharePoint Online gna opraHusaumii.

Mpw xpaHeHnn ¢aiinos Word, Excel, PowerPoint 1 OneNote B 6nbanoteke fOKyMEHTOB
SharePoint 2010 MW MOXHO yNpaBAATb MPaKTUYECKN 13 N0BOro MecTa C NOMOLLbIO TaKmUX
CPEACTB, Kak HacTpoWKa pa3peLleHnin Ana Nosb3oBaTener, MMeoLWUX 4oCTyn K daiay,
co34aHue v ynpasaeHne paboummm npoueccamm ana Gannos, a Takxke NnoayyeHne goctyna
K npeablaywnm sepcmamm Gpannos 1 ynpasaeHne nmu. flenta SharePoint, nokasaHHas

Ha puc. 25, obecneunBaeT ya06HY0 cpesy AOCTyNa KO BCEM HEOBXOAMMbBIM CPEACTBaM.

Loy Tools

Sie Acons ~ g Browse

PaznnuHble acnekTbl caitoB SharePoint gonyckatoT HacTpoliky noasb3osatenamu. Kpome toro,
NT-agMrHUCTpaTOp MOXKET HacTpouTb cpeay pabotsl SharePoint, Hanpvmep, 3a4aB orpaHnYeHus
Ha pa3mep ¢aina nav NO3BOAUB NOAb3OBATENAM CO3/aBaTb HOBbIE AOKYMEHTbI Yepes VIHTepHeT.

JononHutensHole cBegeHna o pabote B cpeae SharePoint 2010, Bkatouasn pecypcsbl
NS HaYMHaloWKMX noas3osatenen SharePoint, MOXHO HalTh Ha Beb-caiTax
n . JJonoaHuTensHble cBeAeHNA O cayxbax
SharePoint Online cMm. Ha Beb-caliTe
(Ha aHrMIACKOM SA3bIKE).

Cnegytowan o630pHan Tabanua cogepXuT KpaTkoe cpaBHeHWe GyHKLWIA Npu ncnoab3zosaHuu Office
Web Apps B cpege SkyDrive, SharePoint 2010 (yctaHoBKka B opraHusauuu) n SharePoint Online:
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O6bem
XpaHWIuLLa

OrpaHnuyeHua
pasmepa ¢aiina

CronmocTb

Peknama

WHTerpauna
¢ Hotmail

PezepBHoe
KonuposaHue
M BOCCTaHOBJIEHMe

YnpasneHue
YKN3HEHHbIM
LUKIOM

AOKYMEHTOB

YnpasneHue
€O CTOPOHbI
NT-agmuHn-
cTpaTtopa

Bo3MOXKHOCTB
co3aBaTb HOBble
AOKYMEHTBI

Noapep>xvBaemble
6payzepbl

Moaaepikka
MO6UABHbIX
YCTPOWCTB

SkyDrive

ﬂ'ﬂﬂ JNYHOTO NoNb30BaHMA

25Tb

50 MB ana Word, PowerPoint
1 OneNote; 2 Mb gns Excel

becnnaTHo (c peknaMHbIMU
06bABNEHNAMM)

'4
'4

Internet Explorer 7

W NOCAEAYIOLLNX BEPCUIA
anst Windows, Safari 4

W NOCAEAYIOLLNX BEPCUIA
anst Mac, Firefox 3.5

W NOCAEAYIOLLNX BEPCUIA
Ana Windows, Mac u Linux,
a takke Chrome 3

W NOCAEAYIOLLNX BEPCUIA
Ana Windows

Word n PowerPoint Web
Apps

Cuctema SharePoint 2010,
ycTaHOBJ/IEHHast
B OpraHuzauum

ﬂ'ﬂﬂ KOMMepueckoro
nonb3oBaHMUA

Hactpaunsaetcs
NT-nepcoHanom

Hactpaunsaetcs
NT-nepcoHanom

B cooTBeTCTBUM C YCNOBUAMM
KoprnopaTMBHOIo
AnueHsmposaHusa Office 2010

Hactpaunsaetcs
NT-nepcoHanom,

€C/I1 Ha UCNOoJb3yEMOM
KOoMMbloTepe

He yCTaHOBAEHBI
NPUAOXEHUS NakeTa
Microsoft Office

Internet Explorer 7

W NoCneayoWwmnx Bepcuia

anst Windows, Safari 4

W NoCneayoWwmnx Bepcuia

anst Mac, Firefox 3.5

W NoCneayoWwmnx Bepcuia

Ana Windows, Mac nnu Linux

Word, Excel n PowerPoint
Web Apps

SharePoint Online

ﬂ'ﬂﬂ KoMMepueckoro
nonb3oBaHMUA

Hactpaunsaetcsa
NT-nepcoHanom

Hactpaunsaetcsa
NT-nepcoHanom

|_|O,£I|J'IE)KVIT YTOUYHEHWNIO

Hactpaunsaetcsa
NT-nepcoHanom,

€C/I1 Ha UCNOoJb3yEMOM
KOoMMbloTepe

He yCTaHOBAEHBI
NPUAOXEHUS NakKeTa
Microsoft Office

Internet Explorer 7

W NoCneayoWwmnx Bepcuia

anst Windows, Safari 4

W NoCneayoWwmnx Bepcuia

anst Mac, Firefox 3.5

W NoCneayoWwmnx Bepcuia

Ana Windows, Mac nnu Linux

Word, Excel n PowerPoint
Web Apps
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Moaaepikka
6payzepos
MO6UABHbIX
YCTPOWCTB

® Microsoft®

Ice

SkyDrive

Safari 4 gnsa iPhone 3G n 3GS,
a Takxe Internet Explorer 7
ANA TOTOBALLEr0CA K BbIMYCKY
Windows Phone 7

Cuctema SharePoint 2010,
ycTaHOBJ/IEHHast
B OpraHuzauum

Internet Explorer B cucreme
Windows Mobile 5 n 6onee
no3aHux sepcuia, Safari 4 gns
iPhone 3G nan 3GS,
BlackBerry 4.x n 6onee
no3aHux sepcmia, Nokia S60,
NetFront 3.4, 3.5 n 6onee
no3aHunx Bepcuia, Opera
Mobile 8.65 n 6onee
MO34HUX BEPCUIA 1
Openwave 6.2, 7.0 n 6onee
MO34HNX BepCuid

SharePoint Online

Internet Explorer B cucreme
Windows Mobile 5 n 6onee
no3aHux sepcmia, Safari 4
Ans iPhone 3G naum 3GS,
BlackBerry 4.x n 6onee
no3aHux sepcmia, Nokia S60,
NetFront 3.4, 3.5 n 6onee
no3aHunx Bepcuia, Opera
Mobile 8.65 n 6onee
MO34HUX BEPCUIA 1
Openwave 6.2, 7.0 n 6onee
MO34HNX BepCuid
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BONpoOChl U OTBETHI

O npuaoxeHuax Office Web Apps

1. Y10 npexcTasastoT cobon npunoxenns Office Web Apps?

2. [ns yero MOXHO MCMoab30BaTh npuaoxeHusa Office Web Apps?

Moay4enue aoctyna k Office Web Apps

1. Kak noab3oatbcs npunoxeHuamum Office Web Apps?

2. Kakve 6paysepbl MOXHO MCNOAb30BaTh A48 paboThl ¢ npunoxeHnamm Office Web Apps?

3. MoxHo nn paboTaTb ¢ NpuaoxeHusmm Office Web Apps ¢ nomoLlblo 6paysepa Ha MOBUABHOM

ycTponcise?

4. KakoBa 6yaeT cToMMocTb Be6-npunoxedunii Office Web Apps?

Ucnoab3oBaHue Office Web Apps

1. Ecam s ucnonabsyro Beb-npunoxendus Office Web Apps, Hy>XHO a1 ycTaHaBamBatb Microsoft Office?

2. B uyeM paznmuuve oyHKLUMNA npunoxeHun Office Web Apps B cpese SkyDrive 1 B cpefe SharePoint
20107

3. Ob6ecneyusaet am naket Office 2010 6onee ynobHYIO cpesy paboTbl C UCNOJb30BaHUEM NPUIOXKEHUNA

Office Web Apps, yeM npegblayiine sepcun Microsoft Office?

4. ToplepxusatoT au npunoxerHus Office Web App coBMecTHYO paboTy B peXXnumMe peaibHoro

BpeMeHun?

Ha Kakux sa3blkax BbinyckaroTca npunoxkenus Office Web Apps?

Kakum o6pa3oM BbiNoSHAETCA coxpaHeHve danaos B npunoxeHusax Office Web Apps?

Kakue Tunbl darnos noajepxmparotcs B npuaoxerHusax Office Web Apps?

Kak HaneyaTaTb AOKYMeHT U3 NpuaoxeHuns Office Web App?

© 0 N o U

Mo3KHO AU ¢ NoMOoLLb npunoxeHun Office Web Apps co3aBaTb HOBble JOKYMEHTbI?

O npuaoxeHuax Office Web Apps

1. Yro npeacraBnaloT cob6oit npunoxxenunsa Office Web Apps?

Mpunoxkenusa Office Web Apps — a1o nHTepHeT-aHanorn npuaoxeHunin naketa Microsoft Office,
KOTOpble NMO3BOAAIT NOAyYaTh AOCTYN K AokyMeHTaMm Microsoft Office, pegakTnpoBsats

MX 1 NCNOB30BaTb COBMECTHO C APYrMMM NOAb30BaTENAMWN NPaKTUYECKN HE3aBUCMMO

OT MECTOHaXOXAEHWA.
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2. [AnAa yero MOXXHO McNoJb3oBaTh NpuaoxeHusa Office Web Apps?

Mpunoxxenusa Office Web Apps obecneunsaroT BO3MOXKHOCTb paboTsl ¢ parnamu Word, Excel,
PowerPoint 1 OneNote uepe3 VIHTepHeT 1 OTKPLITUA K HUM obLero goctyna. Hanprmep, MOXHO

npocmaTpuBaTh PopMaTUpOBaHHbIE JOKYMEHTbI, CO3AaHHble B MpUaoxeHuax Microsoft
Office Ha KOMNbOTEpPE, C BLICOKMM KauyecTBOM oTobpaxkeHWs Nnpamo B Beb-bpaysepe;

BHOCUTL HebobLINE U3MEHEHUS B q)a|7u1 B Mtoboe BpemMa n C noboro KOMMNbHOTEPA;

OpraHun3oBbIBaTb COBMECTHYIO paboTy Haj COAEPXKMMbIM A1 NO/b30BaTENEN,
ncnosb3yroLlwmx pasHole sepcmum Microsoft Office Ha komnbroTepax Windows n Mac
nnn Bosce He nmetowmx Microsoft Office Ha cBoem KomnbrOTEpPE;

pesakTpoBaTh OAHY KHUTY Excel nav 3anvcHyto kHuxky OneNote ogHOBpeMeHHO
C APYTUMW NOAb30BATENAMUN HE3ABUCUMO OT MX MECTOHAXOXAEHWS.

1. Kak nonyumtb goctyn K npunoxxenunam Office Web Apps?

Ana nmyHoro ncnons3osaHus npunoxerunsa Office Web Apps goctynHbl B ciy>x6e SkyDrive,

4na paboTbl ¢ koTopoW TpebyeTca becnnaTHasa yyeTHas 3anmce Windows Live ID. na opraHvsaunia
npwnoxeHus Office Web Apps MmoxxHO ycTtaHoBUTb B cuctemy SharePoint Foundation 2010

nnan SharePoint Server 2010 B cpese npeaAnpuATMA UAK pa3meltaembix cayxbd Microsoft Online.

JononHutensHble cBeAeHWA o Havane paboTsl ¢ npunoxerHmnamm Office Web Apps MOXHO HanTu
Ha Beb-caWiTe

2. Kakue 6paysepbl MOXXHO UCNO/b30BaTh ANA paboTbl ¢ npunoxeHnamm Office Web Apps?

MoaaepxxvBaemble 6pay3epsl: Internet Explorer 7 nnam 6onee nosgHux Bepcmii ana Windows, Safari 4
nan bonee nozgHWx Bepcnii ans Mac, Firefox 3.5 nan 6onee nozgHux sepcuii gns Windows, Mac nan
Linux. Office Web Apps & cpene SkyDrive taxke nomiepxusaior Chrome 3 # mocienyionmux Bepenii s
Windows.

3. MoxHo nn pabotatb ¢ npunoxxeHnamu Office Web Apps c nomowbio 6payzepa
Ha MobunbHOM ycTpoiicTBe?

®ainnbl Word, Excel n PowerPoint, coxpaHeHHble Ha calite SharePoint 2010, MOXHO npocmatpuBaTth
¢ nomouwbo npunoxernin Office Web Apps Ha pa3anyHbix ycTpoiicTeax. [Moasep>krBaemble
6pay3epbl 417 MOBUABHbLIX YCTponcTB BKAoYatoT Internet Explorer B cucteme Windows Mobile 5

n 6onee no3gHux Bepcuii, Safari 4 gas iPhone 3G wan 3GS, BlackBerry 4.x n 6onee nozgHWx Bepcui,
Nokia S60, NetFront 3.4, 3.5 n 6onee no3gHnx Bepcnid, Opera Mobile 8.65 n 6onee No3gHWX BEpCUA
n Openwave 6.2, 7.0 n 6onee NO34HNX BEPCUA.
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Kpowme Toro, ¢aiinsl Word n PowerPoint, coxpaHeHHble B nanke SkyDrive, MOXHO npocmaTtpuBaTth
¢ nomouwbo npunoxennin Office Web Apps Ha pa3anyHbix ycTpoiicTeax. MoasepkrBaemble
6pay3epbl MOBUABHBIX yCTpOWCTB BkArOYatoT Safari 4 ana iPhone 3G nav 3GS, a Takke Internet
Explorer 7 gna rotosawerocs k Bbinycky Windows Phone 7.

4. KaxoBa 6yaet croumoctb Be6-npunoxxeHnn Office Web Apps?

[na nmyHoro nonb3oBaHWa goctyn K npunoxernmam Office Web Apps Ha caitte Windows Live
npegoctasaserca becnaatHo (HeobxoamMma yyeTHasa 3anucs Windows Live ID).

[na opraHmsaumnin anuensna Ha npunoxernsa Office Web Apps npesocrasasetcs B pamkax
KopropaTvBHOro avueHsnposaHna soinyckos Office 2010 — Office npodeccmoHanbHbIv natoc 2010
nan Office ctaHgapTHbIM 2010. Monb3oBaTenn B opraHn3aL My 3aTEM MOTYT YCTaHOBUTb

n ncnonb3osatb npunoxeHns Office Web Apps B cpese SharePoint 2010.

5. Ecawn a ucnonwsyio Be6-npnnoxxenmnsa Office Web Apps, Hy>kHo nm ycTaHaBAMBaTb
Microsoft Office?

Mpunoxxennsa Office Web Apps — 310 MHTepHEeT-aHan0rn NonyasapHbIX NPUAOXKEHWI NakeTa
Microsoft Office gna HacTonbHbIX KOMNbloTepoB. Jasa pabotbl ¢ npunoxeHuamm Office Web Apps

He Tpebyetca yctaHaBamBaTb naket Office. OgHako MHOTVeE CLeHapu NCNOAb30BaHWUA MPUIOXKEHN
Web Apps npeanonararoT B3aMMOZLENCTBME C HACTONbHBIMW BEPCUAMUN MPUAOKEHWIA: NPUNOKEHNA
Office Web Apps ncnonb3sytotcs A0 6bICTPOro BHeCEHWA HEBONLLLNX M3MEHEHWI N NPEAOCTaBAEHNA
obLero 40CTyna, a HacToNbHbIE NPOrPamMMbl ANA Boaee CNOXHOTO pefakTUPOBaHUA 1 paboTbl

€ noAHbIM Habopom cpegacts naketa Office.

6. B uem paznnume ¢pyHkum npunoxxkenuin Office Web Apps B cpege SkyDrive u B cpepe
SharePoint 2010?

Mo 6oabwomMy cyeTy, npouecc paboTsl ¢ npuaoxeHnammn Office Web Apps ABaseTca OANHaKOBbIM
BHE 3aBMCMMOCTM OT TOrO, NOJIb3yeTech v Bbl MK B cpese SharePoint 2010 nan Windows Live
SkyDrive nocpegctsom bpaysepa Ha komnbtotepe PC nam Mac. OgHako camu 3TV cpegbl
pa3nyatoTCs, UTO onpesenseT npenmyLLecTso cpedbl SharePoint npm ncnonssosaHwm ansa
opraHu3saumin. HecmMoTpsa Ha TO UTO KOPMNOPaTUBHbIE KAWEHTbI MOTYT UCMOAb30BaTh MPUIOXKEHUSA
Office Web Apps nocpegcresom SkyDrive, Mbl cuntaem, 4to HOALLUMHCTBY KOPMOPATMBHbIX KAVEHTOB
byaet yaobHee BbinosHUTL pa3sepTbiBaHue Office Web Apps B cpege SharePoint B Tex cayyasx,
koraa npuaoxerusa Office Web Apps 6yayT ncnonb3oBatbca BCEMU COTPYAHMKAMKU KOMMaHWN.

BapwuaHT ncnonbsosaHua Office Web Apps B cpege SharePoint 2010 6onee npeanoututeneH
ANA OpraHn3aumi, Tak Kak No3BoAseT Nosib3oBaTenaM paboTtaTb B MPUBLIYHON cpeae
SharePoint n obecneunsaet f0CTyN K HEOBXOAMMbBIM KOpPNOpaTUBHbLIM PyHKUMAM SharePoint,
TakUM Kak ynpasaeHWe cavToM, yrpaBAeHWNe XXN3HEHHbBIM LMKAOM AOKYMEHTa, ayAunT, a TakxKe
pe3epBHOE KOMMPOBaHME N BOCCTaHOBAEHME.
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Mpunoxxenna Office Web Apps B cpeae SkyDrive npesocTaBaftoTcA € pekaaMHbIM
COMpPOBOXAEHWEM.

JononHutensHble cBegeHna ob ncnoabsosaHum npunoxkeruin Office Web Apps B cpese SharePoint
2010 nan SkyDrive cm. B pazgene [AaHHOTO PYKOBOACTBA.

7. O6ecneumnBaet am naket Office 2010 6onee yao6Hyl0 cpeay paboTbl ¢ MCNObL30BaHUEM
npunoxenun Office Web Apps, uem npeabiaywme sepcumn Microsoft Office?

[Ja, Hanbonee yaobHan pabota c npunoxeHunamn Office Web Apps obecneunsaetcs B couetaHnu
C npuaoxeHnammn nan Habopamm Office 2010:

coxpaHeHve ¢aiina B nanky SkyDrive nav Ha cait SharePoint 2010 HenocpeacTBEHHOTO
13 HekoTopsbix Nporpamm Office 2010;

ncnosb3oBaHne GyHKUKUA coBMecTHoro pesaktuposaHua B Word 2010, PowerPoint 2010
nan OneNote 2010, ecan 3T pannbl coxpaHeHsl B nanke SkyDrive nan Ha caitte
SharePoint 2010;

MCNo/Ib30BaHWeE NPENMYLLECTB HOBOM QYHKLMW LUIMPOKOBELLATENbHOMO NOKasa CAaijoB
B PowerPoint 2010 ana npeactaBaeHna npe3eHTauni yAaneHHOW ayantopun,
npocmaTpuBaroLLei cnangbl B cpeae PowerPoint Web App B pexxme peanbHOro BpemeHu.

8. MoaaepxuBatot an npunoxxennsa Office Web App coBmecTHylo paboTy B pexxnme

peanbHOro BpemMeHun?

[Ja. Excel Web App n OneNote Web App MOXHO ncnonb3oBaTh 419 PeakTMPOBaHUA OLHOW KHUTM
WAW 3aNUCHOW KHWXKKN OAHOBPEMEHHO C APYTUMW NO/b30BaTENAMM HE3ABMCUMO OT
MeCToHaxoxaeHua. Kpome Toro, MOXXHO OfHOBPEMEHHO peaakTMpoBaTh okymeHTbl Word 2010,
npe3seHTaunn PowerPoint 2010 v 3anucHble kKHWXKKM OneNote 2010, coxpaHeHHble Ha cainTe
SharePoint 2010 naun B nanke SkyDrive ¢ nomoLubro npuaoxeHnin naketa Office 2010

Ha KoMMbloTepe.

9. Ha kakux asbikax BbinyckatoTca npunoxxenusa Office Web Apps?

Mpunoxxennsa Office Web Apps byayT soctynHbl Ha Bcex asbikax Office 2010: aHrAMICKOM, ANOHCKOM,
dpaHLy3CKOM, HEMELIKOM, MCNAaHCKOM, KUTakCKOM (YNpoLLEHHOE NUCbMO), apabCkoMm, KUTalCKoM
(TPaAWMLMOHHOE NUCbMO), KOPENCKOM, PYCCKOM, UBPUTE, FONNAHACKOM, TaNbAHCKOM, XMHAM,
TaliCKOM, LUIBEACKOM, AaTCKOM, 6pa3nibCKOM, MOAbCKOM, HOPBEXCKOM, GUHCKOM, MOPTYrasibCKOM,
BEHIEPCKOM, YELUCKOM, YKPavHCKOM, TYyPELKOM, FPeYeCcKOM, PYMbIHCKOM, KaTafaHCKOM (naket
nHTepdeiica Noab30BaTENSA) , CIOBEHCKOM, CIOBALIKOM, XOPBATCKOM, HONrapckom, NaTBUINCKOM,
JIMTOBCKOM, 3CTOHCKOM, cepbckoM (1aTMHMLA), Ka3aXxCKOM, BaCKCKOM W raiMCUNCKOM.

SkyDrive He noaAep>KMBaeT raaMcUnCKMn U Kaszaxckuii, No3Tomy Ansa nosab3osatenert Windows Live
AN 3TUX A3bIKOB BYAYT COOTBETCTBEHHO OTOBPaXaTbCA UCMAHCKUIA U PYCCKUA.

Yutute, yto goctynHocTb npunoxkeruni Office Web Apps B cpese SkyDrive byaeT pa3sepTbiBaTbhCs
Ha MOCTENEHHOW OCHOBE (B Pa3HbIX CTPaHaXx).
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10. Kakum o6pa3om BbinonHAeTcA coxpaHeHue ¢dainnos B npunoxeHnax Office Web Apps?

B npunoxeHusax Excel, PowerPoint n OneNote Web Apps ¢aiinbl coxpaHaoTCcA aBTOMaTnueckn npwm
BHECEHWUW M3MEHEHWA. YTObbI coxpaHnTb ¢parn B Word Web App, HaxkmuTe kHonKy «CoXpaHUTb»,
KoTopaa oTobpaxaeTcs Hag Bkaagkow «Dain», nan nepengnte Ha Bknagky «Pain» v Boibepute
kKoMaHay «CoXpaHWUTb».

11. Kakve Tunbl ¢aiinoB noaaepxmnsatotca B npunoxxenunax Office Web Apps?
Mpunoxxenus Office Web Apps coxpaHstot daiinbl B popmarte Office 2010. Mpwu pesakTnpoBaHum
yepes NHTepHeT painnos apyrmx sepcnin Microsoft Office, npeawectsytowmx 2007 ana Windows

nan 2008 ana Mac, Office Web Apps coxpaHset konuto ¢aiina B popmarte Office 2010, He BHOCA
W3MEHEHWIA B OPUTMHAA, XpaHUMbI B Bubanoteke SharePoint 2010 nan nanke SkyDriver.

Huxxe npueeseHbl 0630pHble cBeAeHUA O TUnax painnos, nogaepxunsaemsix Office Web Apps:

®dopmar ¢arina MpocmoTp B NpUnoXXeHUN PepakTupoBaHue B NPUNOXEHUN
Web App Web App

AokymeHTbl Word, cozpaanHbie B Word ‘95 v nocnegyrouinx sepcui

docx Ja Ja

doc Ja Mpeobpasyetcsa B docx
docm ,£I,a11 ,£I,a12

dotm, dotx Ja Her

Makcumanerell pasmep gatina: 50 Mb dns SkyDrive; 05 SharePoint pasmep ozpaHu4u8aemcss moJjibko 3a0aHHbIMU
adMUHUCMPAamopoM 02paHuYeHUaMu pasmepa gaiiaa.

Knwvrn Excel, cospannblie B Excel ‘97 n nocnegyrowmnx sepcnii

xIsx, xIsb Ja Ja
xls [a, Tonbko B cpeae SkyDrive [Ja, nocne npeobpasosaHua B
dopmart xlsx, ToNbKO B cpese
SkyDrive
12 12
xIsm Ja [a, ¢ oTK/IHoUEeHHBIMW MaKpocaMu

Makcumanenell pazmep gaiina: 2 Mb dns SkyDrive, 10 Mb no ymosnqaruro 05 SharePoint (aOmuHucmpamop moxem
3a8ame pasmep aiina 0o 2 b)

1 MaKpOCbI He BbINOAHAROTCA.

12 o
|_|pl/l HalNn4nn MaKpOCOB BblaaeTca NnpurialleHne cosjaTtb KONULO ¢a|/|na bes MaKpOCoB.
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dopmar ¢arina MpocmoTp B NpUnoXXeHUN PepakTupoBaHue B NPUNOXEHUN
Web App Web App

MpesenTtaumn PowerPoint, cozgaHHble B PowerPoint ‘97 nav nocnegyrouinx sepcumn

pptx, ppsx fa fa
ppt. pps Ja Mpeobpasyetca B pptx nam ppsx
pptm, potm, ppam, potx, ppsm l£I,a12 Her

Makcumanerell pasmep gatina: 50 Mb dns SkyDrive; 05 SharePoint pasmep ozpaHu4u8aemcss moJjibko 3a0aHHbIMU
adMUHUCMPAamopoM 02paHuYeHUaMu pasmepa gaiiaa.

3anucHble KHMWKKMN OneNote, co3aaHHblie B OneNote 2010
one — OneNote 2010 Ja Ja

Makcumanerell pasmep gatina: 50 Mb dns SkyDrive; 05 SharePoint pasmep ozpaHu4u8aemcss moJjibko 3a0aHHbIMU
adMUHUCMPAamopoM 02paHuYeHUaMu pasmepa gaiiaa.

12. Kak HaneuaTaTb AOKYMeHT 13 npuaoxenus Office Web App?

MeyvataTb AoKymMeHTbl 13 Word Web App MOXHO B pexume npocMoTpa. [ns 3Toro Ha naHenun 3agau
nepenamnTe Ha BkNaaky «Pain» 1 Haxkmute KHonky «Meyatb» (Tpebyetca nporpamma uteHus PDF-
¢pannos, Takan kak Adobe Acrobat Reader). Kpome Toro, npu pabote c npunoxenunamu Office Web
Apps B cpege SkyDrive MOXHO HaneuataTb npe3eHTauunio PowerPoint ¢ nomoLsto
COOTBETCTBYIOLEN KOMaHZAbI Ha BkAazke «Paiin» B pexxnme NpocMoTpa Wav peAakTMpoBaHUA.

[na neyatn pokymeHTa 13 npuaoxkeHus Excel nam OneNote Web Apps BOCnoab3yinTecb KOMaHAOM
«lMNeyaTb» Bpaysepa.

13. MoxHo a1 c nomoukio npunoxennii Office Web Apps cospaBaTtbh HOBble JOKYMEHTbI?

HoBble AOKYMeHTbI MOXHO co34aBaTb B cpese pa3melteHmna Office Web Apps: SkyDrive nam
SharePoint 2010.

Mpw pabote c npunoxkeHnem Office Web Apps B cpege SkyDrive 1 Bbibope KoOMaHZbI
co3gaHua danna Word, Excel, PowerPoint nan OneNote ¢daiin aBTomaTMyeckun cosgaeTcs
B Office Web Apps.

Mpw pabote c npunoxxeHnem Office Web Apps B cpeae SharePoint 2010 1 Haamuunn
naketa Microsoft Office Ha koMnbtoTEpE HOBLIE haliabl BCEraa CO3A4at0TCA C MOMOLLbIO
NONHODYHKLMOHAALHOTO NPUAoXeHWs. Ecan Ha KoMnbroTeEpe He YCTaHOB/EH MakeT
Microsoft Office, moxxHo HacTpouts SharePoint 2010 Takum 0bpa3om, UTobel HOBbIE
LOKYMEHTbI co3gaBanncek B npunoxeHunax Office Web Apps (cm. 6aor

)
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Mpunoxxennsa Office Web Apps aBastoTcs nHTepHeT-aHanoramMmv nporpamMmmam naketa Microsoft
Office. na ncnonb3zosaHua npuaoxeHnin Office Web Apps TpebyeTtca nogxoasiiee ycTporUCcTBO
W Hanuume NogkAtoueHusa K VIHTepHeTy, a Takxke cobatofeHre CeayroLmx TpeboBaHmin:

Ana koMmnaHwii n opraHusaumi: ana pabotel ¢ Office Web Apps Tpebyetca SharePoint
Foundation 2010.

Ansa nnuHoro ucnonb3zoBaHua: 415 pabotsl ¢ Office Web Apps Tpebyetcs yueTHas 3anmch
Windows Live ID.

Ansa ncnonb3oBaHuA Ha KoMnbloTepax: Beb-npunoxenuns Office Web Apps
noazepxvsatot Windows Internet Explorer 7 nan 6onee no3aHwve sepcum Windows, Safari 4
nav bonee nozgHne sepcun ansa Mac u Firefox 3.5 nan 6onee nosgHve Bepcum aas Windows,
Mac nawu Linux. Office Web Apps B cpeae SkyDrive Takxe nogaepxwvsarot Chrome 3 u
nocaenyrownx sepcnin ana Windows.

Ansa ncnonb3oBaHua Ha MobuabHbIX ycTpoiicTBax: Paiinsl Word, Excel n PowerPoint
MO>XHO npocMaTpmBaTh ¢ nomolubto Office Web Apps Ha pa3nunuHbix ycTporcTBax. Beb-
npunoxenuns Office Web Apps B SharePoint 2010 noazaep>kunBatoT caegyroLine MobuabHble
cpezcTBa npocmortpa: Internet Explorer B Windows Mobile 5/6/6.1/6.5, Safari 4 B iPhone 3G
namn 3GS, BlackBerry 4.x v 6onee nozaHei sepcum, Nokia S60, NetFront 3.4, 3.5 n 6onee
noszHew sepcuu, Opera Mobile 8.65 n 6onee nosgHer Bepcumn n Openwave 6.2, 7.0 n 6onee
noszHew sepcmn. Beb-npunoxxennsa Office Web App B SkyDrive noaaepxusatoT cresyroLume
MobuabHble cpeacTBa NpocmoTtpa: Safari 4 B iPhone 3G nan 3GS v Internet Explorer 7

B rotoBsLwemMca K Bbinycky Windows Phone 7. Mpocmotp darinos Excel nocpeactsom
6pay3epa MOBUAILHOIO YCTPOMCTBO AOCTYNEH TOoNbKO B NnpunoxeHusax Office Web Apps

B cpege SharePoint 2010.

DTOT AOKYMEHT NpeacTaBeH «kak ecTb». CBeAeHMA, CoOAep>KaLlMeca B 3TOM AOKYMEHTE, BKAOYas
URL-agpeca, a Takxe CCbIKW Ha Apyrine Beb-caiTbl, MOTyT BbITb M3MeHeHbI 6e3 NpeaBapUTENbHOTO
yBeZOMAEHWA. PUCK, CBA3aHHbIA C MCNONb30BaHMEM 3TUX CBEAEHWNIA, Bbl bepeTe Ha cebs.

npeACTaBJ'IeHHbIe npPUMepPbI NCNONL3YHOTCA TOJLKO AAA I/IJ'I.I'II-OCTpaLI,I/II‘;I 1 ABNAKOTCA BbIMbILLUAEHHBIMWA.
NMo6oe coBnaaeHme C Kaknm-1m6o peanbHbIM ANUOM ABAAETCA CJ'Iyl-IaI‘;IHbIM.

JaHHbIA JOKYMEHT He MpesoCTaBAAeT HUKaKUX FOPUAMYECKMX NPpaB Ha Kakyto-anbo
WHTEeNNEKTyaNbHYH COBCTBEHHOCTL B IOOOM M3 NPOAYKTOB Kopropaumm Maikpocodrt.
JTOT AOKYMEHT MOXHO KOMMPOBaThb U MCMONb30BaTh TO/ILKO AN BHYTPEHHWUX CMPaBOYHbIX Lienei.
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