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BBeneHue

«XoTesiock O6bI, 9TOOBI IPOrPaMMEI CJIAYKEeHHee paboTasyt BMecTe».

«XoTresock 661, 9TOOBI OBLI O0JIEE TPOCTOI CITOCOD OTCIEKMBAHMA MHPOP-
MaIMM: JOKYMEHTOB, COODIIIeHNII, PaCIIMCaHNIl U ApP., CBA3AHHBIX C MOVMMU
IIPOEKTaAMI».

«XoTesoch ObI, YTOOBI OBLIIO IPOIIe HAYINTHCA PaboTaThb ¢ 3TUMMU IIPUIIO-
SKEHUAMM».

«X0TeJsoch ObI yCOBEPIIEHCTBOBATD 3JIEKTPOHHYIO IOUTY ! »

«XoTresoch Obl, YTOOBI IOVCK HYKHOI MH(POPpMAaIM He ObLII CTOJIb CJOMK -
HOJT 3aj7jadell, KOT/ia IbITAeIIbCA CIeJIaTh YTO-TO, Yero ellle HUKOTJa He Jie-
Jag>».

«XoTesioch OBI OIIYIATE DOJIBIIYIO OTAYY OT 3TUX IIporpaMmMm. S cHoBa u
CHOBA JIeJIa0 OJTHY U Te K€ BEIM U OJYUaio OJHU U Te yKe Pe3yJIbTaThI».

Bammn sxemanna copumncs! Cucrema Microsoft Office 2007 — HOBbBII pesns
IIakeTa IIPOrpaMM, O KOTOPOM IoizeT peub B aToi kKHure — 2007 Microsoft
Office System. ITesplo ero pa3paboTKY ABUJIOCE YIOBJIETBOPEHIIE IPUBEEeH-
HBIX BBIIIe TPeOOBaHMII [ToJIb30BaTe el, paboTarommx ¢ nH(oOpMalyeil 1o
Bcemy Mupy. Pesmns 2007 npegjiaraeT He TOJBKO YJIYUIIIeHHYIO MHTEIPAIAIO,
yCOBePIIeHCTBOBaHHbIE BO3MOKHOCTY KOMMYHMKAIINY, IPOdecCroHaIbHOe
npejcTaBJeHNMe MHMOPMaIUM U paclIpeHHble BO3SMOYKHOCTY COBMECTHOM
paboThl, HO TaKiKe 3HAYNTEJbHO YIIPOIIEHHbII MHTEeJJIeKTyaJIbHbIi IT0JIb30-
BaTeJIbCKMII MHTepdelic, IPEKPACHO BIIVICHIBAIOIINIICA B METO I PA0OTHI KasK-
JIOTO KOHKPETHOTO II0JIb30BaTeJIs.

VlccnepoBanua nokaszasy, 4To Jroay, ncnoablyomye Microsoft Office
CEeroJHA, BBIIIOJIHAIOT OpeieJIeHHbIe 3a1a4y IpK paboTe ¢ TeMU MV MHBIMU
npuioskeHnaMu. KTo-To co3gaeT KBapTaJbHBIL 0TUeT 0 foxogax B Microsoft
Office Excel, kTo-To HabupaeT micbMo ¢ HoBocTAMY KoMnauum B Microsoft
Office Word, kTo-T0 co3aeT Ipe3eHTalUM IJIA OTPaKEeHN A ITPOJasK 3a IIpo-
mreqmuit Mecail. B kaskagom u3 ciaydaeB ucrnosab3dyercsa Microsoft Office
Outlook nya oTipaBKM 3JI€KTPOHHOM IIOYTEI;, 3Ta IIpOrpaMMa TaKiKe MOYKeT
MCIIOJIb30BAThCA JJIA CO3JaHMA 3akay, OTCJIEKMBAHNA IOTEeHI[MAJIbHBIX 110~
KyllaTeJeil, 3aICy KOHTAKTOB I yYeTHBIX 3aIlVCell 171 BeJeHMA MaJIoro 613-
Heca. OIHAKO CTATVCTYKA FOBOPUT O TOM, UTO OOJIBIIMHCTBO 3 HAC MCIIOJIb-
3yeT JIMIIb OIIpeJieJIeHHbIe BO3MOMKHOCTY IIporpamMM. Mbl, kak IIpaBuJjo, He
IIOrpysKaeMcs B HEM3BECTHOCTb, He VCIIBITbIBA€M HOBbIE BO3MOYKHOCTH U He
pobyeM paboTaTh C IOJTHBIM HabopoM pyHKIMIE mporpamMM. Mbl mogBepraem
ce0s PUCKY OCTATHCA B TEXHOJIOTMUECKOI sIMe, BBIIIOJIHAA pa3 3a Pa3oM CTa-
pble 3az1a4n, MICIIOJIb3Y I CTapble IIPOrPaMMEbl U CTapble MeTOAbI PaOOTEL
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Cucrema Microsoft Office 2007 mpusBana namMeHUTs 91 TpaBumia. OHa AB-
JAeT coboli OrPOMHBIN ITIAT BIIEPE, TIO3BOJIAIOIINI OTKA3aThCA OT yCTaPEBIINX
MEeTOJIOB PabOTHI C OIIMAMY MEHIO, Ha KOTOPBIX ObLIV OCHOBAHBI ITPEYKHIIE BEP-
cun. ITpu paboTte Ha T HOBBIM IIOJIb30BATEJIbCKIM MHTEPQEICOM IPYIIa paspa-
oorku Office BepHyJIach K KapaHAAIly 1 OyMmare, 4ToObI MCIOJIb30BATH BECH
IIpMOOPETEeHHBIN ONBIT M Pe3yJIbTAaThl MHOTOYMCIIEHHBIX MCCJIENOBAHMII A1
CO3ZaHMUA MHTYUTUBHOTO MHTepdelica, afanTUpyeMoro K noTpedbHoCcTAM
ronb3oBaTesda. CKOMOMHIPOBAB IPEKPACHBI BHEITHNUI BIJ C KOHTEKCTHBIMMI
VHCTPYMEHTaMM, HOBBIMM (DOPMaTaM! 1 HEBEPOATHBIM YPOBHEM MHTETPALINN
OPUJIOYKEHNUI, TIOANEPIKKY CEPBEPOB, U IIPMHAB BO BHUMAaHME ITIOBCEJHEBHbBIE
TpeboBaHNMA T0JIb30BaTEel, ObLiIa CO3JaHa MOIIIHAA CUCTEMA, DKOHOMAIIAA
BpeMs, paclMpsA0Ias BO3MOMKHOCTI 1 IIOMOTramwInas paborats O6bicTpee u
a(ppeKkTUBHEE, MICIIONB3Y A BAIIIN JIFOOMMbIE TPUJIOKEHVIA.

Ms! cTouMm Ha mopore ryi06aJIbHOTO TEXHOJIOTMYecKoro npopsiBa. CoBpe-
MeHHbIE KOMIIBIOTEPBI — 9TO HeUTO HOJIbIIIee, HEYKEJIN IIPOCTO BBIUMCINTEb-
Hble MallIMHBbI 1 CpeACTBa OpraHM3aly JaHHBIX; 3TO HEOT'beMJieMasa 9aCTb
Harrero obpasa Ku3Hu, paboTsl U pa3BiedeHns. JJBagaTh JieT Ha3a ] HACTOJIb-
HbIe KOMITBIOTEPbI JINIIIb HAYMHA N [IOABJIATHCA Ha CTOJIAX; JECATD JIeT Ha3a ]|
Ka)Kg0e pabodee MecTO ysKe OBLIO OCHAIIIEHO KOMIIBIOTEPOM, U BCe 0OJIbIIIe
Jroziet 063aBOAVIIOCH TOMAIITHIM KOMIIBIOTEPOM; CETOIHA Mbl IMEEM JI€JI0 C
KOMIIbIOTEPaMy, HAXOAAIIMMIICSA He TOJIBKO JJoMa M Ha paboTe, HO TaKiKe B
HaIlMX IIOPT(esax, ploKk3aKaxX, KapMaHax 1 yacax. Mbl lojlaraeMcs Ha TeX-
HOJIOTMM He TOJIbKO A1 obecriedeHnd 3(ppeKTUBHOCTY ¥ TOYHOCTH JIeJIOBBIX
PeLIeHNI U IPOLIECCOB, HO TAKIKe AJIA IIJIaHNPOBAHUA PACIOPAAKA JHA, pac-
IIVPEHNA KPyTra KOHTaKTOB, MaKCUMAaJbHOTO MCIIOJIb30BAaHNA HAIIIeTo II0TEeH-
IMaJia ¥ peaJss3aliy Halero BoobpaskeHns. B KOHIle KOHIIOB, MbI MICIIOJIb3Y -
€M BBICOKJIE TEXHOJIOTMM JIJI Pa3BJledeHnsA!

OTO OYEeHb VMHTEPECHO JJIA TeX, KTO [IOCTOAHHO AEPKUT PYKY Ha IIyJbCce
TEXHOJIOTMYECKOI 9BOJIIOLNN. B Ha1Ty »K13Hb BCce OOJIbIIIe «BPACTalOT» BBICO-
KJie TeXHOJIOTMM, KOTOpble Ha JAHHBII MOMEHT II03BOJIAIOT 3a0bIBATh O pas3-
TPaHMYEHNY MeXIy AOMOM 1 paboroii, paboTe B OHJIAH- UV aBTOHOMHOM
PesKMMe, O JOCTYITHOCTH MJIV HEIOCTYITHOCTY KOMIIBIOTEPOB ¥ CETH, YTO, B CBOIO
ouepenb, I03BOJIAET Peasn3oBaTh 3PpQeKTUBHYI padbory 6e3 Kakux-amdo
II0TepPhb CBA3U UJN TaHHBIX, C IOAAEPyKKOJ HOBEMIIINX TEXHOJOTMYECKIUX pe-
mennii. Ha rpe6ue 91011 Bosiab: cerogusa — 2007 Microsoft Office System, Ho-
Bad yBJIEKaTeJbHAsA BePCUA CaMOTO IIOIIYJIAPHOIO B MIpPeE ITaKeTa IIPUJIosKe-
HIIL. OTa Bepcud NPUBHOCUT B HANTY *KU3Hb paJMKaJIbHble I3MEHEHUs B
MeTozax paboThl, I03BOJIAA MHTYUTVBHO paboTaTh C HEOOXOMMBIMI MHCT-
pyMeHTaMu 1 IIpeJjiarasd KOHTEKCTHBIE O, 0y /Ib TO IIPY COCTaBJIEHNN JIOK-
Jlazia, IevaTy PeKJIaMHbBIX MaTepuaJoB Wian padbore HaJ (DMHAHCOBLIM OTYe-
TOM.
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3HakomcTBo ¢ 2007 Microsoft Office System

2007 Microsoft Office System 3HauMTeJIBHO OTJIMYAETCA OT CBOUX IIpeJIle-
CTBEHHNKOB, IIpeJiyiaras 3HauUTeJbHO O0JIBIITYIO IIOMOIIb B BeleHny OM3Heca
n obecrieunBasd 6osiee MPOKVE BOZMOKHOCTY. Bepcusa 2007 — sTo He mpocTo
Habop MHCTPYMEHTOB JJIf BBIIIOJIHEHN A IIOBCETHEBHBIX 3a4a4 (peJakTupo-
BaHJEe TEKCTOB, DJIEKTPOHHBIX TabJnI], coBMecTHadA pabora 1 T.1.); 9TO ITaKeT
IIPUJIOKEHNI, 00eCIIeuMBaIOINI IIOJTHBIN HAOOP HOBBIX MHTETPVPOBAHHBIX
BO3MO’KHOCTEJ!, IOMOTAIOIIMX IIpY Beferun ousHeca. OH coepskut rpodec-
CMOHAJIbHBIE 111a0JI0HBI 11 BBICOKOKaYeCTBEHHbIX IIPEe3EHTaINI M JOKYMEH-
TOB ¥ ITIOMoraeT OoJiee 3(pPEKTUBHO 1 PE3YJIbTATUBHO (& IIOPOJi ¥ MHTEPaK-
THMBHO) OCYIIIECTBJIATH COBMECTHYIO paboTy.

Bor smme HEKOTOpEBIE 13 HOBBIX BO3MOKHOCTEJ, KOTOPble, HECOMHEHHO,
caenyet orpoboBath B 2007 Microsoft Office System (B gasbHerliiem mate-
puaJie KHUTY Bbl 03HAKOMUTECH CO MHOKECTBOM JPYTMX).

m B Bepcun 2007 BbI 0OOHAPY’KUTE HOBBIN YIIPOIIEHHBIN APYKeCTBEHHBIN
II0JIb30BATEJILCKUII MHTeppelic, comepsRaInil TOJIbKO T€ MHCTPYMEHTEHI,
KOTOpbIe HEOOXOAVIMEI B JAHHBIV KOHKPETHBII MOMEHT BpeMeHn. Kpome
TOro, B HaHHOI‘/JI BepcCun yJydllleHa VMHTerpanuma MeXX4y IIPUJIOMKEeHNAMN,
[pejiaraeTcsa MHOYKECTBO HOBBIX I11a0JI0HOB, obecrieunBaeTCsA IOALePIK-
ka opmatos paitioB PDF n XPS, a Takike MMeEIOTCA BOBMOYKHOCTH I10
YIIPOIIIEHMI0 COBMECTHOM paboThI U JOCTUIKEHUIO IIPOCTOTHI ¥ 6e30I1acHO-
CTVI COBMECTHOJ PaboThL

m B Office Outlook 2007 noBas mauesib To-Do (Crincox zeJr) mo3BoJisgeT 0To-
OpasxkaTh BCe IPEACTOAIEe 3a4a4 U IpeAnncanna. Bel MokeTe mmome-
4aTh COODOIIeHNA, IpeBpalas X B 3a/ja4y, & TaKKe UCI0JIb30BaTh 1IBe-
TOBbIE KaTEropmi AJIg KOHTAKTOB, 3a7a4 1 coob1ieHmit. VInTerpanuns 3agay
B e3KeJHEBHOM KaJIeHJjape [103B0JIAEeT IJIAHMPOBAThL BPpeMs JJIA BbIITIOJIHE -
HIA BaKHbIX 3aJa4.

m B Microsoft Office Word 2007 m0oxHO BbIOMpPATH [TIOHPABUBIIINIACA CTJIIb C
romMo1Ibio cpencTea Quick Styles (Oxcmpecc-ctmim), 0ToOpaskaloero mpei-
BapUTEJBbHBIN IIPOCMOTP M3MEHEHMI, KOTOPbIE BBl COOMpaeTech BHECTH;
MCII0JIb30BATh OJIOKM IIOCTPOEHNA COAEPIKMMOTO 1A BBOJIA CTAHAAPTHOTO TEK~
CTa B JOKYMEHTHI; HO6aBJIHTh CCBbUJIKY €JVMHCTBEHHbIM II1€JTYKOM, COBEPIIIEeH-
CTBOBATb PUCYHKM B JJOKYMEHTE C ITIOMOIIBIO MHCTPpYyMeHTa SmartArt; my0-
JIMIKOBAaTb COAEPIKVIMOE B CBOJI MHTEepHEeT-IHeBHMK (OJor) mpamo n3 Office
Word 2007; m3y4aTh OTJINUMA ITOCPELCTBOM IIPOCMOTPA U CPABHEHNSA JOKY -
MEHTOB; 1CII0JIb30BATE O0JIEE ITPOCTOE CO3/IaHMe OOJIBIIX IOYTOBBIX OTIIPaB-
JieHnyt ¢ momoIrbio Bryragky Mail Merge (Comaname 1o4ThI).

m B Microsoft Office Excel 2007 onpobyiiTe KapAMHAJJIBHO yJIyUIIIEHHBIE
CKOPOCTHBIE U MOII[THOCTHBIE XapPaKTePUCTUKM 00paboTKM JaHHBIX, pabo-
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4yye JIMCTHI OOJIBIIIETO pas3Mepa, 3HAYUTEJbHBIE YCOBEPIIIEHCTBOBAHNUS B
IIOCTPOEeHMM TPaPMKOB, YCIOBHOM (POPMATVPOBAHNM, MHCTPYMEHTAJIbHYIO
maHeJb VIHTepHeTa, a TaKKe yCOBEPIIEHCTBOBAHHYIO IIOANEPIKKY CBOJI-
HbIX TabJsmi PivotTable.

B Microsoft Office PowerPoint 2007 1105B1/11Ch HOBBIE BEJIMKOJIEIHBIE
TEMBI, I0JIb30BATEJbCKIE CTPYKTYPbI, TEKCTOBBIE D3P EKTHI 11 3PPEKThI
SmartArt, a TaksKe rasepeu cTmIIeIL

B Microsoft Office Publisher 2007 ¢ momoinsio nmanesu 3agad Publisher
Tasks M0KHO IIOIIIArOBO CO371aBaTh ITyOJMKAIINN, MCIIOJIH30BATh AVIHAMM-
YeCKII [IPeIBa PUTEBHBIN IPOCMOTP JJISA OLEHKM ITyOJIMKAIIAN IIEPE T IO -
TBEPIKIEHNEM ITapaMeTpPOB, IOBTOPHO MCIIOJb30BaTh B MarTepuaJjax
Publisher conmepsxknumoe, cosgaBaeMoe B IPYTUX OPUJIOKEHUAX, a TaKKe
3aBepIlaTh IIyOJMKALINIO C TOANEPIKKOI ITOJIHOIIBETHO KOMMepPUeCKOI
neuatn. Kpome Toro, Office Publisher 2007 nmpekpacHO MHTETrPpUPOBAH C
Business Contact Manager B Office Outlook 2007, 6sraronapsa uemy MoK-
HO CO3/aBaTh, OTCJIEKNBATD I OIIEHMBATh PEKJIAMHbIE KaMIIaHIA.

B Microsoft Office Access 2007 rmosBumIICA KapAMHAJIBHO YCOBEPIIIEHCTBO-
BaHHBIN II0JIb30BATEJIbCKNUI MHTEP(ETIC, IT03BOJIAIINI IePEeKII0UATbCA
MesKIy IIpeiCTaBJIeHNAMY JaHHBIX, & TAK)Ke ellle ObIcTpee co3iaBaTh Tab-
JIUITBL, OTYETHI, CIIVICKY, 3aIIPOChI, MAKPOCHI 1 (popMbL. HOBbIE TOJTHOPYHK-
LIMIOHAJIbHBIE ITa0JIOHBI II03BOJIAIOT HAYaTh IIOCTPOEHYE CBOEr0 COOCTBEH-
HO peIllleHNA Ha OCHOBE IOTOBBIX K MCIIOJb30BAHUIO OTCJIEIKUBAEMBIX
npuaokeHuit. OcyiecTBidAiiTe coop MHGpOPMAIINK TOCPECTBOM POPM
3JIEKTPOHHOJ ITIOYTHI U J00aBJIIANTE MH(MPOPMAIMIO HETIOCPEACTBEHHO B CBA-
3aHHbIe Tabauubl B 0ase gaaubix Office Access 2007.

B Microsoft Office OneNote 2007 nosiuiics HoBbIl nHcTpyMeHT OneNote
Guide, T03BOJIAIOIINIL IOJTYYATh BCe HEOOXOIMMbIE TeTaJIbHbIE CBEJIEHUA O
nporpamme. VimeeTcs BO3MOYKHOCTD pabOThI C HECKOJIBKMMY HOYTOYKaMU I
CUHXPOHM3aLIMY HOYTOYKOB Ha HACTOJbHOM KOMIIBIOTEPE, JIFTITOIIE UJIN MO-
6usbHOM ycTpolicTBe. PeasimzoBaH mpocToit MmeTos nobaBjenns Tadbsmii,
aityIoB 1 JOKYMEHTOB, a TaKsKe COBMecTHasA paboTa ¢ 3aMeTKaMI B PeKI-
Me peaJIbHOTO BPEMEHN C IIOMOYbI0 pabounx ceancos Shared Live.
Microsoft Office Groove 2007 mo3BoJsisieT co3aBaTh COBMECTHOE pabo-
Jee IIPOCTPAHCTBO, ODecIeunBalollee IOAIEPIKKY PECyPCOB U CBA3M, He-
00X0AVIMYIO BallleMy KOJIJIEKTUBY, HE3aBJIICMMO OT TOTO, KaK paboTaer TOT
WJIV IHOV ITOJIb30BaTeJIb — B CeTU MJIM B aBTOHOMHOM pesxkume. Office
Groove 2007 paboraer ¢ Windows SharePoint Services n Microsoft Office
SharePoint Server 2007 Tak, 4TO BbI MOYKeTe JIETKO OTKPbIBATh JOKYMEH-
Tl 13 Oubsmorek qoKymeHnToB SharePoint, paborats ¢ HumMu B pabouem
npoctparcTBe Office Groove 2007 u Bo3BparmaTs ux Ha caiiT SharePoint
I10 OKOHYaHMM paboThl.



BeepneHue 15

CuctemHble Tpeb6oBaHna 2007 Microsoft Office System

B [lepcoHanbHbIn KOMNbIOTEP C Npoueccopom Intel Pentium 500 MIMy, (nnun

Boiwe). 1 My, n 512 M6 onepaTtuBHOM NamaTu unm 6onblie ana Microsoft

Office Outlook 2007 c Business Contact Manager (AucneTtyep AeN0BbIX KOH-

TakToB).

Microsoft Windows Server 2003 nnn 6onee nosgHss sepcus, nubo Microsoft

Windows XP Service Pack 2.

256 M6 onepaTuUBHOW NamMaTy Unn 6onblue.

2 6 cBOOOAHOIO NPOCTPAHCTBA HA ANCKE A1 UHCTaNIALNN.

DVD-npuBog.

MoHuTop Super VGA (800x600) nnn moHMTOp C 60Nee BbICOKMM paspeLue-

Huem (pekomeHayeTcsa 1024x768).

Mbillb, CEHCOPHas NaHenb, TPeKbon UM Apyroe ykasbiBarollee yCTPONCTBO

(onumMoHanbHO).

B [lepudepuitHblie yCTPONCTBa NO Mepe HeOOXOANUMOCTU: MPUHTEP, CKaHep,
undposasa kamepa, MUKPODOH U T.4. (ONLNOHANBHO).

®  LLInpokononocHOE MHTEPHET-COEAMHEHME.

Ing yero Hy)XHa KHuUra «HoBble BO3MOXHOCTH
cuctembl Microsoft Office 2007»?

Kuura «Hosbre BoamosxkuocTn cucteMb!l Microsoft Office 2007» mpennaszua-
4eHa JJ1A OBICTPOTO HOJYyYeHIUA IPeCTaBIJIEHUA 00 OTPOMHOM KOJIMYIECTBE 13-
MEHEeHUI 1 ycoBepIleHCTBOBaHNM, BHeceHHBIX B Microsoft Office n moxro-
TOBKM I10JIb30BATEJIA K VCIIBITAHUIO HEKOTOPBIX HOBBIX BO3MOYKHOCTEN IIPU
pabore c 6oiee paHHUMY BEPCUAMY IIPOrPAMMHOT0 00ecIiedeHns Ha ero cob-
CTBEHHOM KoMIibioTepe. CaMble CJIOMKHBIE 3aJa4l, C KOTOPbIMI Mbl CETOLHSA
CTAJIKMBaEMCs, — Ieperpyska nuHopMaimeii, yupapiieHne 3HAaHUAMM, OTPa-
HUYEHVs, CBA3aHHbIE C COBMECTHOI paboToii, BOIIPOCHI JIOKAJIM3AIUN U T.J]. —
PellleHbl IOCPEACTBOM HOBBIX U YCOBEPIIIEHCTBOBAHHBIX BOBMOYKHOCTEN I1a-
keta 2007 Microsoft Office. Ilesbi0 JaHHOV KHUTM ABJIAETCA 3HAKOMCTBO C
OTVMU BO3MOMHOCTAMMU. Hpome FOBOpH, MBI XOTHUM IIOMOYb OGJIeI“H/ITb BaLHy
SKU3HB ¢ nomoInkio peania 2007 Microsoft Office!

Crpyxrypa 2007 Microsoft Office B gelicTBUTENIBHOCTY JleJIaeT BaC X03d-
VMHOM IIOJIOYKEHIA, 0O0ecrieunBa s TeXHOJIOI MO, UHTYUTUBHO IOICTPaUBAOITY -
I0CA II0J] Balll CTUJIb paboThl, & He BBIHYIKIAI[YIO BaC IPOJOJIKATE U3yde-
HUe, 3allOMMHAHNE U BBINOJIHEHNE CJIOMKHBIX HEOJHOPOJHBIX 3a4adY AJIA
JIOCTUKEHUA 11eJiell, IyTh K KOTOPBIM MOKET ObITb HAMHOIO 00Jiee OYeBU -
HBIM 1 ObICTPBIM. B roiaBe 2 « HoBbIN B3TJIAL» BbI 03HAKOMUTECH C KAPAUHAJIb-
HBIMI I3MEHEHUAMY, BHECEHHBIMH B I0JIb30BATEJILCKUI MHTepelic, HalpaB-
JIEHHBI Telepb Ha AOCTIMIKEHME KOHEYHOI'O Pe3yJbTaTa U COIepIKallnii
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TOJIBKO HE00XOAMMble MHCTPYMEHTHI JIJIs BBIITOJIHEHNS TOM UJIV MHOM 3a/1a4ul.
Kuura «Hosrwle Bo3mosxkHOCTU cucTeMbl Microsoft Office 2007» mposmBaeT
CBET Ha OTPOMHBIE [TPEMMYIIIECTBA ATOTO HOBOTO IIPOTPAMMHOTO ITaKeTa 1 CII0-
CcOOCTBYET TOMY, YTOOBI IT0JIb30BaTEJIb MOT BUIETh, KAK MOYKHO IIOBBICUTD IIPO-
IYKTUBHOCTb, 3(P(PEKTMBHOCTb ¥ MacHITad NpuaaraeMbIX YCUJNI IIPU BbI-
rostHeHNM pabors! ¢ nomornkio 2007 Microsoft Office System.

9T1a KHUra — gng Bac

JauHasa KHUra cosnaBaJjiach Ha paHHel craguu OGeta-TecTupoBaHusa 2007
Microsoft Office, Tak Kak MbI ¢ caMOT0 HadaJa XOTeJIM IIOAeJIUThCS CBOMMI
naedaMIN 1 BAJOXHOBEHIMEM U IIOKa3aTh, I'le HaXO0OATCA y,I[I/IBI/ITeJIbeIe HOBEBIE
Bo3MOKHOCTI. Ecoin BbI mogyMbIBaeTe 06 00HOBIeHMN TakeTa 110 Bepeuy 2007,
TO C IIOMOII[bIO IIPVIMEPOB U BBIKJIAJO0K, IPECTABJIEHHBIX B 3TO KHIUTE, CMO-
JKeTe OLIeHUTD IIPpeyMYIIecTBa HOBbIX BOBMOKHOCTEN I c/ieslaTh IIPaBUJIbHBIN
BbIOOpP. Hageemces, uTo Bl HavigeTe AJid ce0sa MHOT'O ITPEKPaCHBIX BO3MOMKHO-
CTel, KOTOPBIMU 3aXOTUTE I10JIb30BATHCSA CHOBA U CHOBA.

Y10 Bbl HaAeTe B 3TOU KHUre

CTub ¥ IOAXOJ K M3JI0YKEHNIO MaTepuaJja KHUry « HoBble BO3BMOYKHOCTH CU-
crembl Microsoft Office 2007» opuenTHpPOBaHbI Ha BeleHKe OM3Heca, T.e. 0C-
HOBHOE BHIUMAaHIe yJeJAeTCsA BbIIIOJHEeHNI0 paboThl, OAHAKO DTO COIIPOBOK-
JdaeTCcd MHOTOYMCJIEHHBIMU IIPpVMMEeYaHMAMY, CHOCKaMI, IIOACHEHUAMN U
coBeTaMU, IIOPOY HOCAIIMMU JTasKe pal3BJieKaTeJIbHbIN xapakTep. OgHO 13
neJeii pesnaa 2007 ABIAeTCA eCTeCTBEHHAA MHTErPalyA B MMEHHO Ballly ITIPO-
€KTBI U IIPOLIeCChl, a He BBIHYIKJIeHJE BacC aJallTMPOBAThCA K MeTozaM pabo-
TBI, AMKTYEMBbIM IIPOrpaMMHbIM oOecnieueHreM. Hanboublllee BHUMaHME yae-
JIEHO BallMM B3TJANAM M TpebDOBaHUAM, a He BO3MOXKHOCTAM WJIU
OTpaHNYEeHUAM MHCTPYMeHTOB. IIpunepskuBasacey aToit 1esin, kaura «HoBbre
Bo3MOsKHOCTY cucTeMbl Microsoft Office 2007» comepsxkuT cneraabHbIe dJe-
MeHThI, 0OeclieunBalolye peajJbHOe OIyIlleHle I IIOHATME TOT0, KaKMM 00-
pPas3oM MO’KHO JCIIOJIb30BAaTh TY MJINM MHYI0 BOBMOYKHOCTD JJIf BBIIIOJIHEHNA
Heo0XonuMoro oobeMa paboTsl. ITo Bpedka «Tpu Bemy, KOTOpbIE CIeNyeT
roripo6oBaTh» ¥ HeGOJbIINE BPE3KY C KOMMEHTaPUAMY BEYIIX 9KCIIEPTOB
Office, o0 bACHAIOIINE CYTh CAMBIX APKUX HOBBIX MJIV yCOBEPIIEHCTBOBAH-
HBIX BO3MOYKHOCTEIA.

Kpowme Toro, mo npuunze 6ecrperieieHTHOro MaciTaba M3MeHeHNI B ITPO-
rpammuoM nakete 2007 Microsoft Office, a Takske ns-3a Toro, uro Microsoft
Office mocTerneHHO CTAHOBUTCA 11€JI0 (p11I0COMETt, MBI IIOLYMAaJIN, UTO OBLIO
OBI HEIJIOXO BKJIIOYUTL B KHUTY Bpe3Ku o npeasicropun Office 2007, comep-
sKalyie MMHTePBbIO C HEKOTOPBIMU JIIOAbMY, CTOABIIVMMU 3a I'NIaBHBIMU M3Me-
HEeHUAMNM B JaHHOM peJinae. BTI/I Ba6aBHbIe U MHTepeCHbIe MHTEPBbIO II0O3BO-
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JIAIOT IIOJIYYNTB OIYIIeHVe BHYTPEHHEN «KYXHI» CTOJIb MaCIITa0HOTO peJs-
3a, KaK 9TOT, ¥ PACCKa3bIBAIOT O HEKOTOPBIX JIOAAX, HEIIOCPEACTBEHHO OT-
BETCTBEHHbBIX 33 MBMEHEHN B [IPOrpaMMHOM OOecIiedeHny, KOTOPOe BbI CO-
O1paeTech MCIOJIb30BATh.

Teneps, IpeACcTaBUB CBEJIEHNA O CIEIMAJbHBIX DJIEMEHTAX COINEPIKIIMOTO
KHITY, [IpeJijlaTaeM BaM 03HAKOMUTHCA C MaTePUaJIOM, M3JI03KEHHBIM B €€ IJIa-
BaX.

Yacts I «Beenenne B 2007 Microsoft Office System» cporycupoana Ha
03HAKOMJIEHIY C MeTomaMy pabore! 1 nHTEphericom HoBoro nakera Office.

I'nmaBa 1 «Bpems nepeMeH» npejJaraeT 03HaKOMUTBCA C MCCJeS0BaHUA-
MM ¥ U3YUUTh HOBble BO3MOsKHOCTHU pesnia 2007. Brl y3HaeTe, KaKue uccyue-
JIOBaHNA II03BOJIMJIY IIOJIYYNTb CBEJIEHNMA O COBPEMEHHBIX MeToaxX PaboTsl
IoJib30BaTeJelt ¢ MHpopManyel 1 B 4eM 3aKJouaeTcsa KOHLENNA, JeKa-
II1as B OCHOBE OCHOBHBIX I3MeHEeHNII B II0JIb30BaTeJIbCKOM MHTepdeiice 2007
Microsoft Office System. B nanHOII riaBe Takske paccKas3bIBaeTcs 06 OCHOB-
HBIX [IPMJIOKEHNAX B pas3imyuHblX Bepeuax 2007 Microsoft Office System u
npejaraeTcs 0030p N3MeHeHNII, BHECEHHBIX B KaKJ[0€ 3 HUX.

I'nmaBa 2 «HoBblIi B3IVIA» IIOCBALIIEHA IT0Jb30BATEILCKOMY MHTepdericy. Bol
y3HaeTe 0 HOBbIX KOMaH/IHbIX dJIeMEHTaX, Ha0opax KOHTEKCTHBIX MHCTPYMEH-
TOB, MHTE€PAKTUBHBIX IIPeABaPUTEIbHBIX IIPOCMOTPAX M O MHOTOM APYTOM.

I'naBa 3 «/K13HeHHO BasKHbIE CHCTEMBI: IIOMOIIb ¥ 6€30I1aCHOCTE» IIOCBA-
IIleHa IBMeHEHMAM B criocobax IoJIydeHNsI CIIpaBKy ITpy paboTe ¢ JaHHBIMU U
IoxkyMeHTamu. Kpome Toro, 37iece mpesicraBieH 0030p yCOBEPIIIEHCTBOBAH-
HoJI cucreMsl 6e3omacHocTy 2007 Microsoft Office.

Yacts II «IToaroToBKa 1 JOCTUKEHE PO ECCHOHANBHBIX PE3YJJIbTaTOB»
IIOCBAIIEHA KJIIOUEBBIM IIPUJIOMKEHMAM U JOKyMeHTaM, 6a3aM JaHHBIX U CO-
€AMHEeHNAM, CO3JaBaeMbIM IIPV X MICIIOJIb30BaHMN.

B rnase 4 «Coszpnanue npodeccnonanpHeIx JoKyMeHTOB B Office Word
2007» pedb umeT 0 BOBMOYKHOCTAX, KOTOPBIE BBl OyZeTe UCIIOJIb30BATh B IIPO-
Iiecce CO3JaHNMA BBICOKOKAYECTBEHHBIX, IPO(ECCHOHAJIbHBIX JJOKYMEHTOB.
IIpodeccronasbHOCTD U 3aKOHUEHHOCTD JOKYMEHTOB JOCTUTAETCA II0Cpei-
CTBOM JCI0JIb30BaHIA HOBBIX TE€M, IIPOBEPKM PaboThI ¢ moMoIrbio Document
Inspector (VIHCIIEKTOP JOKYMEHTOB) VI COBMECTHOJ pabOTHI HaZl KOJIJIEKTUB-
HbIM TpoekToM B Office Word.

B raagse 5 «Pacmmpenne BoamosxHocTell ¢ Office Excel 2007» pacckassi-
BaeTCcA 0 TOM, Kak HanboJiee 5(p(peKTMBHO MCII0JIb30BaTh IIMPOKUI IMATIa30H
HOBBIX U yJIy4IIIEHHBIX BO3MOYKHOCTE, BKJII0Ua s yCOBEPIIIEHCTBOBAHHOE (DOP-
MaTMPOBaHMe, CTUJN U MHCTPYMEHTHI IIOCTPOeHNA IPpaPMKOB, CPEICTBO II0-
cTpoeHMA nyarpamMm, SmartArt, yckopeHHbIe BEIUMCIEHNA 1 00BN pabo-
Y4UIA JIVCT, pacIIPEeHHbIE BO3MOMKHOCTY COPTUPOBKY U (PUIIBTPAINN, & TAKIKE
noJHyIo MHTerpanuio ¢ Excel Services.
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B raase 6 «Cosnanne npussekaTesbHbIX npe3erTanuii B Office Power-
Point 2007» roBopuTCA 0 HOBBIX ITOPAYKAIONIINX BOOOPasKeHEe T0Jb30BaTEIb-
ckux 1mabsoHax, 6ubarorerax ciaiIoB, YIYUIIeHHbIX CTUIJIAX U T.1.

I'maBa 7 «<PaspaboTka npodeccrnoHasbHbIX Ou3Hec-MaTepuatosB B Office
Publisher 2007» mocBAIieHa TOMY, KaK MOYKHO CO3/I1aBaTh BLICOKOKAaYEeCTBEH-
HbIe TpopeccroHaIbHbIE PEKJIAMHbBIE MaTePHAJIbI, CIOCOOHBIE KOHKYPMPOBATh
¢ aHaJioraMy, pa3pabaTsIBaeMbIMI BEAYIIIVIMI PEKJIAMHBIMY KOMIIAHMAMIY, 32
HECPaBHMMO MEHBIIIYIO IIEHY (M ¢ TOpa3o 00JIbIIel CKOPOCTHIO!).

I'masa 8 «Cbop, monck u pacupoctpanenne nagopmanym B Office OneNote
2007» pacckasbIBaeT 0 TOM, Kak paboTaTb C HECKOJILKMMY HOYTOYKaMM, CO-
XPaHATH TEKCTOBBIE, 3BYKOBBIE I PYKOIVICHBIE 3AMETKI, a TAKKe IIPICOeaVI-
HATDb (PayiyIel, TaOJINIIBI U APYTME DIIEMEHTHI, He3aBICUMO OT TOro, paboraere
JIVI BBI B KOJIJIEKTVIBE MNJIN OTOEJIBHO.

I'maBa 9 «BbicTpoe 1 adpperTUBHOE OTCIIeKMBaHNE MH(MOPMAIIIN C IIOMO-
mibio Office Access 2007» mocBAIeHA TOPAYKAIOIIVIM BOOOpaKeHNe N3MeHe-
uuaMm B Office Access u oTpaskaer HabOOp HOBBIX BCTPOEHHBIX HIAOJIOHOB U
HaAXOOAIIIMXCA «II0, pyI{Oﬁ» VMHCTPYMEHTOB, TOTOBbIX IIOMOYb B BbIIIOJTHEHNU
BCEeX 3aJa4, CBA3AHHBIX C YIIPABJEHNEM JI€JI0BO MHPOPMAaIIMEL.

Yacrs III «CBa3b u coBMecTHaA paboTa: JIIOAU U IIPOIECCHI» IIOCBAIIeHA
peaJsms3almy COBMECTHO paboThI ¢ IPYTMMM II0JIb30BaATEAMM (KaK JoMa, TaK
” Ha paboTe) 1 00ecIieYeHNIO YCIIeIIHOM peasn3alyy COBMECTHBIX IIPOEKTOB.

I'maBa 10 «YnpaBiieHre BpeMeHeM, 3afadaMy U BJIE€KTPOHHOM IIOYTOM C
nomonbio Office Outlook 2007» pacckasbiBaeT 0 HOBBIX Bo3MosykHOCTAX Office
Outlook 2007, no3BosAOIMMUX Jydllle KOHTPOJUPOBATh PaclyucaHyue 1 opra-
HJ30BBIBATH BBIIIOJIHEHVE 3a7a4, KOOPAVHMPOBATh YCUJINSA C IIOMOIIBIO ITa-
Hes To-Do (Crnimcoxk fies1), HeBepOATHO OBICTPO HAXOAUTDL COODIIIeHN A, 3aa-
Y U KOHTAKTBI U T.JI.

B rnase 11 «Ilosrblienne 5ppeKTUBHOCTY pabOThI KOJJIEKTUBA C IIOMO-
mpio Office Groove 2007» paccka3bpIBaeTCsa 0 HOBOM yBJIEKATEJLHOM MHCT-
PyMeHTe, II03BOJIAIOIIEM CO3/IaBaTh COBMECTHOe pabouee MPOCTPAHCTBO, B
KOTOPOM MO’KHO IIPOBOIVTE IVCKYCCUM, OOMEHMBAThCA (paijigaMy, pasroBa-
p¥BaTh U IIJIAHVPOBATD BBIITIOJHEHME 33124 C KOJIJIETaMIL.

B koHIle KHIUTY HAaXOAUTCA NPUJIOKEHNE, COLepIKalllee OMVICaHye JOII0JI-
HUTeJbHbIX KoMIoHeHTOB nakera 2007 Microsoft Office System, a Taxsxe
CBEJIEHNA O TOM, KaKJIM 00pa30M obecriednBaeTcsa JOCTYITHOCTD OOJIbIIIel] qa—-
ctu Bo3moskHocTei 2007 Microsoft Office System B Microsoft Windows Vista.

Kaxk Bunure, Bam MHOroe npencront y3uate! Cienyromas roiaBa HauuHa -
€T II0BECTBOBaHME C HEOOJIBIIIOIO BKCKYPCa B MCTOPUIO M3MEHEeH! I, BHECEH-
HbIX B ITporpaMMubi naketr 2007 Microsoft Office, a Taksxe ¢ 0630pa HOBBIX
BO3MOYKHOCTEIL.
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Bpema nepemMeH

JIameHeHme Toax010B K paboTe

IBogtrorua Microsoft Office System

CooTBeTCcTBUE COBPEMEHHBIM JI€JIOBBIM 3a1a49aM

2007 Microsoft Office System — coBpeMeHHBIE MHCTPYMEHTHI
Bepcum moBOTO TakeTra 2007 Microsoft Office System

m  O6uosjyenne o 2007 Microsoft Office System

B coBpemeHHOM MMpe Bcerza IpuUCyTCTBYET BOIIPOC BbIOOPA MEKAY CTapbIM
¥ HOBBIM. KoMMepuecKye opraHu3aliyin, IIK0JIbI, PeJIUTI03HbIe coob1ecTsa 1
Jlaske IIPaBUTEJIbCTBA OLUTYIAIOT B cebe, C 0HOJ CTOPOHBI, TATOTEHMe K Oy-
IyLIeMY, a C IPYTOi — IPUBEPIKEHHOCTD TpaguumuaM. JJroboi 34paBOMBICIIA-
LIV YeJIOBEK OIITyIllaeT TOo ke camoe. Mbl, Bce »Ke, IpeAIiounTaeM IBVKeHIe
BIIEPE]] C I[eJIbI0 Y3HATh, UTO HAC YKJIET, YTOOBI CZleJIaTh MIP BOKPYT HAC JIyd-
11e, JJIA IPOJABMIKEHNA 110 KaPbEePHOIL JIECTHNUIIE M AOCTVIKEHN HaIllNX Ie-
Jeit. TeM He MeHee, MBI OCTaeMCsA IIPUBA3AHHBIMMI K HAIllE) UICTOPUN: K TOMY,
YTO MBI U3y4aJy, OTKYAa MbI IIPUIILJIV, YTO MBI [IEHUM VI KEM MBbI ABJISIEMCH.

To sxe camoe MokHO cka3aTb 0 2007 Microsoft Office System. Pesnz 2007,
B IIEPBYIO O4Yepel b, CTOJIb IIPMBJIEKATEJIEH TEM, UTO B HEM PeaJIi30BaHbI Ca-
Mble JJaJIbHOBYIHBIE KOHIIEIIINI 11, B TO YK€ BPeMsI, COXpaHeHbl OCHOBHBIE ITPVH-
LIMIIBI (DYHKLIMOHVPOBAHYSA U KJII0YEBBIE BOBMOXKHOCTH, OJ1arofapsa KOTOPBIM
3TOT IIPOrPaMMHBIN IIAKET B HACTOsIIlee BPeMA CTaJI CTOJIb HaJeKHBIM M MOIII-
HbIM. Paboras ¢ T0i1 KHUTOI, BEI y3HaeTe, kakuM obpasom B 2007 Microsoft
Office System peasn3oBaHbI BO3MOKHOCT, IIOMOTAIOIIVE BBIIIOJHEHNIO pe-
aJIbHBIX IIOBCEIHEBHBIX 3a4a4, C KOTOPBIMY MbI CTAJIKV/BaEMCS IIPM BBIIIOJIHE-
HyM paboTe! Hanbosiee 3(pPEKTUBHO, YTO HArPasKAaeT HaC TyBCTBOM BbIIIOJI-
HEHHOTO JIoJIra rfocye paboudero nua. O0y3naB cyeTy 1 paccTaByB IPMOPUTETHI,
MOJXKHO CMeJIO ZleJIaTh Iar B Oyayliee.

W3meHeHue noaxonos K pabore

3a nocJieiHye [Tapy AeCATKOB JIeT TeXHOJOTUY IOJHOCTBIO M3MEeHMUIIY Halll
I0X0bI K pabore. [BaAlaTh OATH JIET Ha3a /I, YTOOBI CBA3ATHCA C KJIMEHTa-
MM, He00XO0AMMO OBLIO ITI03BOHUTD UM II0 TeJe(POHY, OTIIPABUTH [IVICbMO MJIN
nocetuTh ux odpuc. CeroiHA CBA3aTHCA C KJIMEHTOM MOYKHO IIOCPEICTBOM OT-
IIPaBKY MIHOBEHHO JOXOIAIIET0 COOOIIEHNIA 10 B3JIEKTPOHHOI IIOYUTe, PACIIPO-
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CTPaHMB 3JEKTPOHHOE MJCBMO C HOBOCTAMY, OITyOJIMKOBAaB MH(MOPMALIO B
VInTepHeTe, IPOBEA IPE3EHTALMIO YePe3 MHTEPHET-COeqMHeHNe, 00 Aeri-
CTBY II0-CTaPOMY C IIOMOII[BIO CTAPOT0 JoOPOro TejiedpoHa, MM IPUIAA K KIIN-
€HTY ¢ HOyTOYKOM M ITaIIKOi B PyKaxX.

CerogHs MbI IMeeM JeJI0 ¢ aOCOJIFOTHO HOBBIMY BO3MOSKHOCTAMM ITPOYK-
TUBHOTO SCbeeI{TI/IBHOI‘O MICIIOJIb30BaHVA HAIIIETO BPEMEHI. W BoT IIouemy.

® Biarogaps 2JIeKTPOHHO II0YTe, TOJIOCOBOI II0YTE Y MTHOBEHHBIM cO00111e-
HMAM MBI MOKEM CBA3BIBATHCH OBICTPO (€cJy He MTHOBEHHO) ¥ HAIIPAMYIO.

® Buarozaps HaCTOJIBHBIM IIPMJIOMKEHNAM C BOBMOXKHOCTAMM ITyOJIMKAIMN
Y CIIMAHMSA JaHHBIX MBI MOYKEM KOHTPOJIMPOBATD 1 paboraTe HaZl JOMAIIl-
HIVIMJ 3aTOTOBKAMM, KOTOPBIE BIIOCJIEICTBIY Oy IyT MICII0JIb30BATHCA B IIPO-
eKTax Ha pabore.

® Buarozaps TeXHOJOIMAM COBMECTHON paboTel Hall JoKyMeHTamu, VIHTep-
HETY U DJIEKTPOHHOJ II0YTe CTAJI0O BO3MOKHBIM paclipeliesIeHNe yCUIni
1o paboTe HaJ IPOEKTaMM CPeAY HECKOJIbKUX JINI], He ABJIAIOIINXCA He-
IIOCPEACTBEHHBIMY COTPYIHMUKAMM ¥ APY3bAMM, JIMO0 HAXOLAIIVIMUCSA B
ocprice B Hallle OTCYTCTBME.

® BJaromapsa He3aBUCUMBIM OT IPUMJIOMKEeHMII popmaTaM paiijoB MOMKHO
OCYII[eCTBJIATE 0OMeH MH(OopMaIeli He3aBJUCUMO OT TUIIA KOMIIBIOTEPa 1
JICIIOJIB3YEMOTO IIPUJIOKEeHN .

®  Buaromapsa MHTErpaym NpuiIoKeHN MOKHO 000ralljaTh BO3MOKHOCT 10
pabore ¢ JaHHBIMM U JOKYMEHTaMM, CO3/JaHHBIMI PaHee.

B nanHOI ry1aBe, Kak U BO BCEI KHIUTEe, PACCKAa3bIBAETCA O TOM, KaK HOBasd
Bepcua Microsoft Office System criocobeTByeT mocTmskeHuIo 1eseit 6aaro-
Jlapd HaJIeKHBIM, MH(OPMaTUBHBIM 1 3(p(PEeKTUBHBIM cpescTBaM. BoJsee Toro,
BbI y3HaeTe, kak Microsoft Office System momoraer HaBecTu mopAgoK Ha
pabodem crToJie (11, COOTBETCTBEHHO, B F'OJIOBE) U CKOHIIEHTPUPOBATh YCUJIIAA
Ha HamboJiee BayKHbBIX BelllaX: BBIHECEHIN B3BEIILI€HHBIX pEHIEHMiI, IpomM3BOA-
CTBe BBICOKOKAYEeCTBEHHBIX MaTepnaJioB, apdekTuBHON pabore ¢ ApyruMm
JIIOABMMI OJIA COOTBETCTBUA BBICOKVM TeéMIIaM PBIHOYHBIX M3MEHEHUIA.

Jsonouma Microsoft Office System

IIepsrie Bepcun Microsoft Office OblIM PEBOJIOIVIOHHBIMY: OHY ITO3BOJIAJIN
HaM C IIOMOIIIbIO (P POBBIX cpesicTB 3(P(PEKTUBHO BBINTOJIHATh PYTHHHBIE 3a-
Jla4y U, 9YTO caMoe IJIaBHOe, COXPAHATh paboTy ¥ BO30OHOBJIATE €€ B aJlb-
HeviieMm. CocraBiieHne oTdyeTa 60JIbIIe He TPeboBaJIo KATYIIKY KOPPEKIIVIOH-
HOJ JIEHTBI JJIA CTApO¥ IMeYaTHOI MAaIIMHKM; MOYKHO ObLIO MIHOBeHHO (!)
BHOCUTB M3MEHEHNA eIlle ITIepe]] BEIBOJIOM Ha IIeYaTh.

B neproit Bepcym Microsoft Office Word nora Windows, BeITyIIieHHOM B
1989 r., 6B1IM TOJIBKO ABE MaHE M MHCTPYMEHTOB. MBI Imopaskaiich caMbIM



22 YacTsb I. Beegenue B 2007 Microsoft Office System

6a30BBIM BOBMOKHOCTAM (BBIZEJIEHNE TEKCTA KUPHBIM IIIPU(PTOM, I[EHTPOB-
Ka 3aroJioBKa, nobaBJjieHMe HOMEpPOB cTpaHul). Korjga Tpu roga crycTs mo-
ABuJack caenyomada Bepens Office Word, B mporpamme ro-npesxaeMy ObLIn
JIUIIb ABE MaHeJ U MHCTPYMEHTOB, OJHAKO NOABUINCE (DapabaHHYIO ApoOb,
IosKaJyiicTa!) BIOKEHHbBIE 11aJIOTOBbIe OKHA, T.€. OKHA BHYTPU APYIUX OKOH.

C 1989 o 2003 rozma Bo3amoskHocTu nmakera Microsoft Office Kosoccann-
HbIM 00pa30M HBOJIIOLVOHNPOBAJN. JlelicTBUTEIbHO, IAKEeT IPOrpaMM IIpe-
BpaTuMJICA B OTPOMHBIN 10 CBOeMy MaciTady Habop mpuioskenuit. Mob u
rMOKOCTDb — ZiBa KJIIOUEBbIX KAYECTBA IIPOrPaMMHOr0 o0eceueHns, — a TakKe
OCO3HAaHIE TOTO, YTO BBI BJaJieeTe IIaKeTOM IIPOrpaMM, CIIOCOOHBIX CHesaTh
abcosoTHO Bee, 00y CyIaBaMBaJIM 4yBCTBO HagesKkHoCT. OLHAKO IIPY HAJIMYUI
31 maHeJ M MHCTPYMEHTOB, 19 naHeseil 3a1a4, KOHTEKCTHBIX MEHIO, 3aKpeI-
JIAEMBIX MEHIO, epapXMUUeCcKNX MEHIO 11 PACKPBIBAIOIIIXCA MEHIO, KAK MOYK-
HO HaiTU HYHbI€e KOMaHAbI JJIAd HEMeJJIEHHOTI'O BBIIIOJIHEHMA HaMe4YeHHbIX
3ama4? A Kak Hac4deT IIPOEKTOB, HaJ KOTOPBIMY IIPUXOAUTCA padoTaTs pes-
KO, HAIIpMMep, COCTaBJIEHNE KBaPTAaJbHOrO oTuera MeHemkepa? Ilomck omn-
11, HeOOXOIMMBIX JJIA BBITIOJIHEHMA HEYACTO TPebyeMbIX 3a/iad, CTaJl II0-
XO3K Ha IIOJICK MTOJIKM B CTOre ceHa. B Tabu. 1-1 mpencraBieH MHTEPECHBIN
B3 Ha sBoJtonio Microsoft Office 3a mocsenume 17 jer.

Tabn. 1-1. 3sonouma Microsoft Office

Bepcusa Oata  PaspeweHue Mavenun [o0OaBneHHble

aKpaHa WMHCTPY-  BO3MOXHOCTMU

MEHTOB

Office Word 1989  640x480 2
nisa Windows
1.0
Office Word 1992 640x480 2 Bioxxennble quaJjoro-
naiss Windows BbI€ OKHAa
2.0
Office Word 1994  800x600 8 KoHTeKkcTHBIE MEHIO,
6.0 BBIBBIBAE€MBbIe IITeJTYKOM

IIPaBO KHOIIKY MBIII,
MaHeJI MHCTPYMEHTOB
BHU3Y 9KpaHa, MacTepa

Office Word 1995  800x600 9 ABTOMaTHYECKaA IIPO-

95 Bepka opdorpadun,
pyHKIMM aBTOMaTI3a~
1y BBoZa (ABTOKOPPEK-
TUPOBKA)
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Bepcus [data  Paspewenune Mavenn [Qo0GaBneHHble
3KpaHa MHCTPY- BO3MOXHOCTH
MEHTOB
Office Word 1996  1024x768 18 BosmoskHOCTE pasmenie-
97 HIA [IaHeJel MHCTPY-

MEHTOB B JII0OOM MecTe
DKpaHa, a TAaKKe [1JIaBa-
OLIVIE TIAHEJIU NHCTPY -
MEHTOB, IepeMelraemast
HaHeJb MEHIO, MHOTO-
YPOBHEBbIE KOHTEKCT-
HbIe MEHIO, 3Ha4YKI B
MEHIO, IPOBEPKa IrpaM-
MaTUKH, epapXudecKe
HUCITaJaoIIie MEHIO

Office Word 1999  1024x768 23 PackpriBarommecsa

2000 MEHIO, ITaHeJIV MHCTPY-
MEHTOB I10 YMOJIYaHIIO B
OZIHOJ CTPOKeE, ITaHeJb

CITPaBKU
Office Word 2001 1024x768 30 ITanenu 3amady, moJie
2002 BBOJIa BOIIpOCa JIdA

IIOMICKa B CIIPaBKe,
cMapT-Teru, ornnmnmn

BCTaBKU

Office Word 2003  1024x768 31 11 HOBBIX ITaHeJEN

2003 3a7la4, BO3MOYKHOCTH
aHaJM3a.

BbpknBaeT ymHeALWni

B xone nccneposaHus, npoBeaeHHOM B YHUBEPCUTETE LUTATa Oper0H‘, y4€Hble
OGHHDY)KI/IJ'II/I, 41O 60JIbLLIE BCEr0 HA BO3MOXHOCTM NaMSATN YesoBeka BMSeT Cno-
COBHOCTb He NMPUHNMAaTb BO BHUMaHMNE HEHYXHbIE UJTN HeobOs3aTesNbHbIe AeTanu.
MHbIMM cnoBamu, rnaBHbIM 3a710rOM ycnexa ABndaeTcd He TO, 4TO Bbl 3HaeTe, a 10,
4TO Bbl UTHOPUpPYyETE.

! Yopn Jecon, Mesogun. OTKpbITHE OIIPOBEPraeT IPOCTYI0 KOHI[EIIVIO TaMATI KaK «[IPOCTPaH-
cTBa AJA XpaHeHusa». MartepuaJs nocrymneH B VIHTepHere: www.eurekalert.org /pub_releases/
2005-11/uoo-dds111805.php.
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Bbl HaBepHsika 3HaeTe, 4To npu paboTe ¢ nHpopmaumein gena obCToAT UMEH-
HO TaK. Kaxabl AeHb Bbl UMEETE Ae10 C HOBbIMY dakTamu 1 dpannamu, a Takxe
nony4aete 60MbLIOE KONMYECTBO COODLLEHWIA MO 31eKTPOHHOWM no4yte. HekoTo-
pble 3/IEMEHTbI ABSOTCSH CPOYHbIMU N TPEOYIOT HEMEOIEHHO 06paboTKM, HO
6onbluas Ux 4acTb — 3TO BCEro JLUb NMHHDOPMALMOHHBIE 3aMETKN, HA KOTOPbIE
MOXHO OTBETUTb HE Cpasy, OTYEThI, KOTOPbIE HYXXHO MPOKOMMEHTUPOBATb, yKa-
3aHue, KOTOPOMy HE0OXOAMMO CNe0BaTb, MO0 HEXENaTENbHAs NoYTa, KOTOPYHO
TpebyeTcs yoanutb. [Mpexae Bcero, 4Tobbl 06pabdoTaTth BCO MHDOPMALMIO, He-
06x04aMMO 0TOOPaTh 31IEMEHTbI, KOTOPbIE COBEPLLEHHO HE CBSI3aHbl C BbIMNOJIHSIE-
MOV B AI@HHO MOMEHT 3aga4yel. lMomoulb B 3ToM MOXeT oka3aTb 2007 Microsoft
Office System.

CootBeTcTBME COBPEMEHHBLIM
LEeNnoBbIM 3apa4aM

O1yimeHne yCuenHoCTy BbIIOJIHAEMOM paboThl MOYKET 3aBIUCETh OT MHOMKE-
cTBa (paKTOPOB. Ecoy BBl Biageser My pyKOBOAUTEJb KOMIIAHUM, YCIIEX BO
MHOTOM 3aBJCUT OT BalllNX CIIOCOOHOCTEN PYKOBOAUTE, T.€. IPUHUMATD [Ipa-
BIJIbHbIE pelIeHNd, KOHIEeHTPMPOBaTh BHMIMaHMEe Ha BaKHeMIIINX 3agadax,
OCYIIECTBJIATH cOOp 1 00paboTKy HEOOXOAMMBIX TaHHBIX, a TAKIKE [I0PYyYIaTh
U KOHTPOJIMPOBATH BBIMIOJHEHNE 3aa4 TaKUM 00pa30M, 4TOOBI IIPOBUTaTh
KOMITIAHUIO MJIM TI0[pa3/iesieHre Opraumn3anun K HaMedeHHo 1esn. Ecym Bl
paboraere ¢ MH(pOPMAIMENR U KOHIIEHTPUPYyeTe BHUMaHNE, B OCHOBHOM, Ha
[IPOEKTaxX ¥ PaclUCaHUAX, TO YYBCTBO YCIEIIHOCTA IIPUXOJUT IIOCJIE 3aBepP-
LIEHNUs 3a/1a4 U [IPOEKTOB B Pe3yJbTaTe IJIOJOTBOPHOIO COTPYIHUIECTBA C
Temu, KTo 00J1a1aeT HeoOX0IMMON BaM MH(OpMaIeil, 1 pa3paboTKu pesyib-
TUpPYIOIIei MHpOopMayn, KoTopas HeoOX0AMa BaM U BallleMy Ha4aJbCTBY.

HesaBucumo oT HaIIMX POJIEN MIPY BBITOJHEHUY PadOThI, IJIS JOCTUMKE-
HUA ycIlexa CeroaHs HeobXoaumo cobanaaTs 6alaHC MEKAY CJIeAYIOIIIMUI
TpebOBaHUAMMN.

m  AKKypaTHbBII 1 5pdeKTUBHBI cbop 1 00paboTka MH(pOPMALIY ITPY BBI-
HECEHMI Ba'KHBIX JI€JIOBBIX PEeIeHMI (11 MTHOPMPOBaHME HEHY KHO MH-
dpopmarniym).

® OddexTuBHOE 1 OBICTPOE B3aNMMOAEIICTBYE C IPYIUIMU JIIOAbMU (KJIVEH-
TBI, IOCTABIIMKY, COTPYJHUKY, 3HAKOMBIE, MEHEIYKEPbI 1 COYIPEeITEIN).

m  JI3yueHMe U MCIIOJIb30BaHNE MHCTPYMEHTOB, IIOMOTAIOINX IIJTaHNPOBATD
U BBINOJIHATD 3aJaul, YIPaBJIATh B3aVIMOOTHOIIEHNAMM, OTCJIEKNBATE
JleJIOBBIE IIPOIECCHI U JOCTUTATE IIPODECCUOHAJBHBIX PE3YJILTATOB.

®  [Ipom3BOACTBO KaUeCTBEHHBIX MaTEPNAJOB, IOMOTAOIINX IIPOABIKEHIIO
KOMITaHIY MJIY TTOAPa3ieJIe A K HaMeUeHHbIM I1eJIAM (IIOBBIIIEHVIE YPOBHA



Fnaea 1. Bpems nepemeH 25

OCBEJIOMJIEHHOCTY O IPOMCXOAIIEM Ha PBIHKE, IIOBBIIIIEHNE CTEIIEHN Y 0B~
JIETBOPEHHOCTY KJIMEHTOB, PACIINPEHNE JIEJIOBbIX CBA3EN I T.JI.).

B caenyromux naparpadax OyzeT IpencTaBieHO HECKOJIbKO Oojee me-
TaJbHOE PacCMOTPeHNe KarK 01 113 ITO3UIMIL U OIIMCaHbl HEKOTOPBIE BO3MOMK-
HocTy Microsoft Office, koTopble MOryT CcrrocOGCTBOBATH COOTBETCTBMUIO II€-
pedyCIIeHHBIM TPeOOBaHMAM.

Mounck HeoOXoAUMBIX AAHHBIX AN NPUHATUS B3BELLEHHbIX
pelweHunii B OU3Hece

IIo mpuunHe 6bICTPO MEHAIOIETOCA COCTOAHMA COBPEMEHHOIO JIeJIOBOTO PhIH-
Ka, BJaJlesIbllaM KOMIIAHWI ¥ MeHeIXKepaM HeoOX0AIMO MMeTb BO3MOXKHOCTh
OTCJIE}KVBATD Pe3yJIbTaThl IPVHMMAEMBIX pelleHuii. BoaMoKHOCTb ObICTPOI
OLIEHKM JeliCTBMII (HalIpyMep, TOro, Oblyia JI IPOBeIeHHA A PEKJIaMHaA KaMIla-
HIA yCIIEIIHO) 3a KOPOTKOE BpeMsA II03BOJISAET IIOBLICUTD «KOI((UIIVIEHT 0~
JIE3HOTO JIeVICTBUA» CTPATErUy IOCPELCTBOM KOHIIEHTPAaIMM yCuanii Ha 6oJsee
IelicTBeHHBIX MeTonax BemeHus meJ. Microsoft Office Outlook ¢ Business
Contact Manager 2007 nmeer dpynrimio Marketing Campaign (Pexkiamuaas
KaMIIaHMA), T0O3BOJIAIOILYIO pa3padboTaTh KaMIIaHMIO, PACIIPOCTPAHUTb COOT-
BeTCTBYIOIIyI0 MH(popMalmio ¢ nomoibio Office Word 2007 mm Microsoft
Office Publisher Mail Merge (CansaHye II04ThI), IIOCJIE YET0 OTCIIEANTD Pe3yJIb-
TaTbl PEKJAMHO KaMIIaHNIY IIOCPEeACTBOM cOopa JaHHBIX U3 yUIETHON 3alCH
rkymeHTa. Microsoft Office Excel 2007 Takixe comepsKuUT CpeACcTBa, [IOMOTaio-
II[MI€ OCYIIIECTBJIATE COOP MHTEJJIEKTYaJIbHBIX PECYPCOB IIPENIIPUATIA, COLEP-
SKAIVX MHMOPMAINIO AJIA IPUHATNUA PELIeHNI B pPaMKaX KOMIIAHNY VMJIM IO~
pasneseHns.

Mpumeuanue. Office Outlook ¢ Business Contact Manager 2007 po-
cTynHa B Bepcusax Microsoft Office Professional 2007, Microsoft Office
Small Business 2007 n Microsoft Office Small Business Management
2007.

PaccTaHOBKa NpuopuTeTOB B paboTe: 0TKa3 OT HEHY)XHOro

ToT paKT, 4TO CETOIHA MbI MOYKEM «OCTABaTHCA HA CBA3Y C MMPOM» 24 gaca u
7 nHei B HeeJr0, 00ycJIaBIMBaeT OIIOJIHUTEJIbHbIe 3ana4un. Ham Heobxomym
JIOCTYII K MH(pOPMAaIMy, OZHAKO MbI XOTUM, YTOOBI OHA OBILJIA ITPOCTa AJIA BOC-
npuaTud. Ham HeoOXoayMa BO3MOYKHOCTb PACCTAHOBKM IIPMOPUTETOB B pa-
OoTe, IocJIe Yero BasKHO OBICTPO HAITY BCce HEODXOAVIMOE AJIA €€ BBIIIOJHEHN A
U IEPEeXOAUTH K APYTUM 3aiadaM. B IPOTUBHOM ciIydae Mbl YTOHEM B MOpe
HEeHY’KHOM NH(OPMAIMM, KOTOPasd HUKOTAA He IpUBeJeT Hac K KOHEYHO IeJI.
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3a Bpemsa MHoroJsieTHel aBosirony Microsoft Office B aTom mpoxykTe O6BL1
KOJIOCCAJIbHBIM 00pas30M pacCIlPeH CIIEKTP €r0 BO3MOYKHOCTEN M MHCTPYMEH-
TOB, JOCTYITHBIX IT0Jb30BaTe M. OIHAKO [0 CMX IIOP OTCYTCTBOBAJIA BO3MOMK -
HOCTBb PaCCTaHOBKM IIPMOPUTETOB 3a4a4, T.€. OIPEAEJIEHNS TOr0, YTO Hambo-
Jlee BajyKHO Ha JaHHBII MOMEHT, KaKle MHCTPYMEHTbl HEOOXOAMMbI JJIs
BBIIIOJIHEHVIA TOTO MJIV MHOTO AeiicTBuA. B HoBoM mpoxykTe Microsoft Office
[IOSABMJIACH BOZMOMKHOCTB ITOMCKA ¥ MCIIOJb30BaHNUSA MHCTPYMEHTOB, HE0O6X0-
IVIMBIX I10J] PYKOJi, 9TO [IOMOTaeT CKOHIIEHTPUPOBATh BHUMAHIE Ha CJIELYI0-
I[IeM II1are, COXPAaHsAA 1P 5TOM 00IIiee MpeaCcTaBJIeHNE O COCTOSHUN JEJI.

Komangubie BKIAIKN B KJIIOYEBBIX ITPUJIOKEHNAX COOTBETCTBYIOT dTallaM
paboThI HAJ TOKYMEHTOM MJIV IIPOEKTOM, [I03TOMY IIPOrPaMMbl 00€CIIeYNBAOT
HeOOXOAMMYIO ITOAAEPIKKY Ha KasKIOM dTalle CO3LaHnus NoKyMeHTa. K mpume-
py, B Office Word 2007 xoMaHAHBIMM BKJIAIKAMU ABJIAIOTCA (CJIeBa HAIIPABO)
Home (I'nmaBrasn), Insert (BecraBka), Page Layout (PaszmeTra cTpaHuIsl),
References (Ceputkm), Mailings (Paccsinkn), Review (Penensuposanne) u View
(Bun) (cm. puc. 1-1). Ecomm Be1 yeranoBuimu Office Outlook ¢ Business Contact
Manager 2007, Taksxe orobpaskaercsa Bryanka Tools (Cepsuc).

@ H9-0v )¢ Lokymentl - Microsoft Word - @ x
o) —
| rnaswan | Berasxa Pasmeria crpaHnLl Ceranin Paccenim Peuewsuposarue  Bug  Hagcipodiku @
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1 % e - : o A N 3 Haiia -
o CallBrEizicno suiofiy 11 : | AaBbeeDc | AaBbceDe AaBbCi S
2 - &,
= a2 A~ i
Eocenogls [ & 4 -abe % x* fa|¥- A T O6uiamsii | 163 wrre... 3aronoso.. - WEMewTS | o L

|Eydep obuena = | WpudT & & Cranm | Pepaktuposarive

Crpannua:1vs1 | Yneno om0 | anramitckmii (CLUA) | EEE s

Puc. 1-1. Kaxpas komaHaHas Bknaaka npeacTaBisieT OnpefeneHHbli 3Tan XM3HEHHOr0
LMKNa JOKYMEHTA UM NpoekTa
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Cxopee Bcero, Ipy Co3JaHny JOKYMEHTa Bbl CHauaJia 0y1eTe BBOIUTD TEKCT
(Brkaagka Home), BcTaBIATh rpauUKy, PUCYHKM, AMArPaMMbl (BKJIAIKa
Insert), 3aTem — yTBepskIaTh CTPYKTYPY CTpaHMIIbI (BRIanka Page Layout).
B HEKOTOPBIX TPOEKTAX MOYKET IOTPEOOBATHLCA 00aBUTh CIIENAJIbHbIE DJIe-
MEHTBI, TaK/e KaK CHOCKM MJIM IUTaThl (BKJIanka Reference), koMnoHeHTHI
CJVIAHMA TIOYTHI JJIA MacCOBOM pacchblIKM (BrJyanka Mailings), mmbo moskeT
BO3HUKHYTH HEOOXOAMMOCTb COBMECTHOI PabOThI C APYTMMMI IT0JIb30BATEI-
MI Ha CTaaUM yTBEPKAEHUA NOKyMeHTa (BKJagka Review). Pagzymeercs, B
mporiecce padoThl BaM IOTpedyeTcss BO3MOMKHOCTD OTCJIEKVBAHNSA U3MEHE-
HIJ B JOKYMEHTE C Pa3JIMYHBIX ToueK 3peHnd (View). JJaHHBI IPUHIAIL K13~
HenHoro nykJa anasornyeH B Office Excel 2007, Microsoft Office Power Point
2007 n Microsoft Office Access 2007. Ou rto3BoJIA€T B JIF000I1 MOMEHT HaiTI
HY?KHbIE DJIEMEHTBI 11 BCETJ[a 3HATh, KAKOB OyIeT CJemyoimii 3Tam paboThL

Ceasb C HY>KHbIMU NT1IOAbMU U BbiNOJIHEHUe pGGOTbI

CoBpeMeHHEBIN Ou3Hec TpebyeT aKTUBHBIX B3aMMOOTHOIIEHUN C APYTUMU
groneMmu. Korzia B mocsie fHMI pas3 Bbl YyBCTBOBAJM ce0s ITOJIHOCTBIO OTPEe3aH-
HBIM OT OCTaJIbHOTO Mupa? Peus user 06 oTCyTCTBIUYM MOOMIBHOTO TeJie(poHa,
TeseBusiennsa, Vlurepruera. Mbl IPUBBIKJINM K IOCTOSAHHOV CBA3M C IIOTOKAMU
MH(pOPMAaIVHM, IPOHN3BIBAIOIIVIMY TPYAOBBIE OYHM 1 JasKe CIIOKOVHbIE Be-
gepa goma. Kyza 66 Mbl He IIpuexaJsiy, Mbl MOYKEM IIOJIyIUTh HEOOXOAMMYIO
MH(OPMAIMIO C IIOMOIIbI0 MOOMIBHOTO TesedoHa, PDA nan HoyTbyka. Ha-
OJroias 3a UTPOIL AeTell Ha IeTCKOI IIIOIaIKe, MOKHO OCYIIIECTBIIATD I1JIa-
HUPOBaHNe coBelllaHMil. B osxnganmm kode B 3aKyCOIHON MOXKHO 3arPy3UTh
datisibl, HeoOXOAMMBIE NJ1A Hpe3eHTan M. Keratu, coBpeMeHHaa KOpetHa —
5TO He IIPOCTO TUXO0E MECTO, TIe MOMKHO «3a0bITb 0060 BceM». Terepb B TaKUX
3aBeJEHUAX TOABUIJIACH BOBMOMKHOCTL paboraTs B VIHTepHETE, OTBEYATHL HA
BJIEKTPOHHYIO ITOYTY, 100 3aBepIaTh paboTy HaJ OTYETOM K COOPAHMIO CO-
BeTa nupeKTopoB B KoHIle Hegesn. B Office Outlook 2007 noaBuiack Ben-
roJsrerntHa s nanesib To-Do (Crmcok fedt), orobpaskaroiiasd e IMHOBPEMEHHO BCe
UMEIIIeCA IPeNMCAHNA U 3a4a4l, KOTOPble HE0OXOAMMO BBITIOJHUTE B Te-
yeHNe caenyromux Heckoyabkux guert. Office Outlook 2007 kax HUKOrIga
paHee BBIMOJHAET POJIb KOMAaHIHOTO I[eHTPA, IT03BOJIAIOIIET0 UIAEHTUMUII-
POBaTh 3aauM U IPUCBAMBATD UM TY MUJIVM MHYIO CTEIEHDb BasKHOCTU JJIA CO-
KpallleHus BpeMeHy paboThL

NU3yuyeHue u ucnonb3oBaHme rubKux cpeacTs
NS PasnUYHbIX YPOBHENH ONbITa

Ha coBpemeHHOM pBIHKE TpyJAa IpefCcTaBJIeH HEBEPOATHO IIMPOKMIL Auamna-
30H BO3PACTOB I OIIBITOB. B KOMIIaHNAX paboTaroT JII0[1, HadaBIIe CBO TPy -
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JIOBOJ CTa’K ellle J0 MOABJIEHNS [IePCOHAIbHBIX KOMIIBIOTEPOB, U M MOJKET
TpeboBaThCA HEKOTOPOE BPeMA AJIA aJalITal[Mii K HOBBIM TEeXHOJIOTMAM; C IPY -
rom CTOPOHBI, MOJIOJbIE COTPYOHVKY, 3aKaHYMBAaIOIVe By 3bl CETOOHA, BbIPOCJIN
yoKe IIPpY KOMIIBIOTePax, BUAEOUTPaX ¥ TOMY IT0JJ0OHBIX BellaxX. Pasuuiia Mmesx-
LIy JIIOObMM BTUX JIBYX KaTeropuii MoKeT ObITb 04eHBb OOJIBIIION C TOYKM 3pe-
HIA ypobcTBa paboTsl, 4To 00ycIaBIMBaeT HEOOXOAMMOCTb COBMECTUTD CO-
BEpPIIEHHO pa3JIMYHbIe MHEHMA M IIO3VLMV BHYTPV KOMIIaHUMN. Kaxr mosxHO
YIOBJIETBOPUTD TpeboBaHMAM 00€1X KaTeropuii ojib3oBaTesei (1 Bcex, KTo
CTOUT MEXKIY HUMM ), YTOOBI KK IbIN YeJIOBEK IIOKA3bIBAJ XOPOIIYIO IIPOIYK-
TUBHOCTB PabOThI HE3aBMCYIMO OT OIIBITA WJIV YPOBHA KOM@OpPTa? ITOr0 MOXKHO
JIOOMTBHCA C IIOMOIIIBIO IIPOCTOT0, BJIETAHTHOTO ¥ MOII[HOTO ITaKeTa IIPOrpamMm,
aZanTUPYIOIIETroCsd [0 pa3JIndHble MeTOAbl PaboThI.

yeHuneM, wabdnoHamn, GUbIMOTEKON rpadrnHeckmx 3N1eMeHTOB U Apy-

Q CoserT. Microsoft Office System npegnaraet Bocnonb3oBaTbcs 00y-
rMMm maTepmanamm, HaxogawmmMmnca no agpecy office. microsoft.com.

2007 Microsoft Office System —
COBPEMEHHbI€ UHCTPYMEHTbI

B sro0it KHKUTE TOBCEMECTHO FOBOPUTCSA O TOM, UTO M3MEHEHNA, peasi30BaH-
Hele B Bepcuy 2007, HaIrpaBJIeHbl HA COOTBETCTBYIE CAMbIM PeaJbHBIM 3aia-
yaM, BCTPeYalo/IMCSA B 3KM3HI COBEPIIIEHHO 00BIYHBIX JIIofIelt. B 11koute, toma,
Ha paboTe HaM He0OX0AMMBI 3(P(EKTUBHBIE, ObICTPBIE METOABI PADOTEI C CY-
MacCIIeIIIMY PacIUCaHUAMY, YIIpaBJIeHNUA NH(popManeii, OM3HeCOM U py-
KOBOJCTBA BasKHENIIIMMI MePOIPUATUAMY. OTO COBCEM He JIETKO!

T'pymnmna pazpaborkn Microsoft Office Ha IpoOTAYMKEHNN HECKOJIBKUX JIET
u3ydaja TpebOBaHNA I0JIb30BaTeJEN, IPOBOAA leTalbHbIe VICCJIeN0BaHNA,
co3/1aBas IieJieBble TPYIIIbI M OCYII[eCTBIIAA KOMIMIIAINIO TaHHBIX, IT0JIy4dae-
MbIX ¢ noMoIrbio mporpaMmel Office 2003 Customer Experience Improvement
Program (IIporpamma ycoseprueHcTBoBanua Office 2003 Ha ocHOBe ombITa
norpeburesieit). KosoccanbHbll 00 beM 1CCIeOBAaHNUI U B3aMMOJECTBUI C
[I0JIb30BATEJIAMN IIpUBeJ K padpaborke npoaykra 2007 Microsoft Office —
paaMKaJbHO M3MEHEHHOV BepCuy MOIITHOTO IIaKeTa IIPorpaMM, KOTOPbIi Te-
IIepb He TOJIBKO IIPeJOCTaBIAeT He0OX0AMIMble NHCTPYMEHTHI JIJI8 BBIIIOJIHE-
HJA Ba’KHBIX J€JIOBBIX 3aJ1a4, HO TaKiKe pas3BMBaeTCA BO BpeMsA paboThl Kak
MHCTPYMEHT pa3paboTKy 1 Ou3Hec-aHaAIN3a.
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anunzaumm 2007 Microsoft Office System (MHTepBbIO pykoBOAUTENS
npoekTa Office Oyxxynuun JlapcoH-I'puH TenekaHany «Channel 9») Ha-
xoauTcs no agpecy http://channel9.msdn.com/Showpost.aspx?
postid=114720.

Q Coser. [pekpacHbIn MaTepunasn no paHHMM aTanam paspadoTKu 1 pe-

IIponyxT 2007 Microsoft Office System 6v111 paspaboraHn ¢ yueToMm cjue-
IYIOIIUX IIeJIe.

1. Caenare naker GoJiee MPOCTHIM B UCHOJb30BaHNN. KapanHasibHas u oc-
MbICJIEHHaA cMeHa cTpyKTypsl Microsoft Office mossosmia oTka3aThbCA OT
YPEe3MEpPHOT0 4lCJIa [IaHe el MHCTPYMEHTOB U YPOBHEN BJIOYKEHHBIX JMa-
JIOroBBIX OKOH. Kak Bbl y3HaeTe B IJIaBe 2, CTPYKTYpa 60JIbIINHCTBA IPIIIO-
skeruit (Office Word 2007, Office Excel 2007, Office PowerPoint 2007 u
Office Access 2007) Tenmepb COIEPIKUT MHCTPYMEHTBI, HEOOXOQUMbIE IJIA
BBIIIOJIHEHMA VMMEHHO TeX 3aa4, Hal KOTOPbIMM BbI pa60TaeTe. HoBrle Bo3-
MOKHOCTH, C KOTOPBIMI BbI HE MIMEJI JieJia paHee, JIETKO JOCTYIIHbI 6J1aro-
JlapsA KOHTEKCTHOI 3aBMCUMOCTHM 0TOOPaYKaeMbIX 9JIEMEHTOB, OJJHAKO BaM
He IPUJIeTCA VICCIIeJ0BATh MHOTOY POBHEBBIE MEHIO, YTOOBI 00HA PY KT KO-
MaHZy, KOTOPYIO BbI OTJAJIEHHO IIOMHITE, HO He MOYKeTe HaTHL.

2. Iosbuuenue s3¢ppekTuBHOCTU padoThl [lepecmMoTp CTPYKTYPBI IPO-
IPaMMHOIO [TaKeTa II03BOJIAET 9KOHOMUTD BPEeMs IIOCPELCTBOM obJerde-
HuA oucka onuuii. 'mbxkocts pabdotsl ¢ Microsoft Office (Br100p ocHOBHO-
ro MeTozia — paboTa ¢ MBIIBIO UaM paboTa ¢ KJIaBUATYPOIi) IO3BOJIAET
BBIOMpATHL HamboJee MOAXOAAIINMI CTUIIb paboTel. Bo3dMmoskHOCTH Gostee
OBICTPOTO ITOMCKA ITIOMOTAIOT HAITY Hy KHbIe BJIeMEHThI KaK HMKOra ObIc-
Tpo. IloBbIlIeHHAA MHTErpauya IPUJI0XKEeHNI IIOBBIIIaeT CKOPOCTD Y IIPO-
CTOTy OOMeHa JaHHBIMIU ¥ 00bEeKTaMM MEKIY IIPOrpaMMaMIU.

3. YmpoineHne momcka Hy:KHbIX 3Je€MeHTOB. [IpeBocXogHbIE TOICKA3KN
ToolTip nomMoraroT NOHATE, KAK MCII0JIb30BATh BO3MOYKHOCTE U TPEIOCTAB-
JIFIOT CCBLIKY Ha OoJiee meTanbHyIo cipaBky. Live Preview (JIuTepakTns-
HBIV ITpeIBaPUTEJBHBIN IIPOCMOTP) II03BOJIAET OIIPoOOBaTh IapameTp (Ha-
IIpMMep, CTUJIb, HIPU(T MM I[BET) IIepes TeM KaK ero BelbpaTs. I'asnepen
oTobpaskaroT HabOP OMINIL, KOTOPBIE MOYKHO OBICTPO BBIOMPATE, HE IIOTPY -
3KasCh B MHOTOYPOBHEBbIE MEHIO.

4. YupoiieHne co31aHNIs IEPBOKJIACCHBIX JOKYMEHTOB C MPO(eccroHab-
HBIM KadecTBOM. Boubliasa KoseKysa mabJIoHOB, CO34aHHBIX ITpodeccn-
OHaJIaMMU, TeIlepb IIPUCYTCTBYET BO BCEX KJIOUEBBIX ITpuiioskeHnax Micro-
soft Office. Kpome Toro, momoIrs mpy BBIIIOJHEHNUY KOHKPETHBIX 3aad
(manmpumep, komnoHeHT Publisher Tasks [3agaunm Publisher], Design
Checker [IIpoBepra cTpykTypsl], Document Inspector [MucniekTop mo-
KYMEHTOB] 1 T.ZI.) CHOCOOCTBYET TOYHOCTY U IIPOPECCUOHATNIMY ITIOCTPO-
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€HIA JOKYMEHTOB U IPOEKTOB Ha dTare pa3paboTKy repes OTKPBITUEM K
HMM ODII[ero JOCTYIIA.

Bl n ECM B 2007 Microsoft Office System

MOXHO CANLLKOM CUJTbHO YBNEYbCS COBEPLUEHHO HOBbIM BHELUHMM BMOAOM NOC-
nepHei sepcun Microsoft Office n He 3ameTUTb HeEKOTOpPbIE N3 Hanbonee MOLLL-
HbIX «(POHOBbIX» BO3MOXHOCTEN, YNTOMMHAEMbIX HECKOJIbKO pexe. TeM He MeHee,
Bepcusa 2007 naketa Microsoft Office nepeBoaMT NPoAyKT 13 paspsaa «MOLLHbIX
NPOrpamMmMHbIX MHCTPYMEHTOB», MCNOJIb3YEMbIX A1 BbINOHEHNSA KOHKPETHbIX 3a-
[ay, B KATErOPUIO MOLLLHOMO NakeTa NPUIOXEHWUIM, CTpaTErm4eckr NoMoraoLLero
pasBuBaTb 6U3HeC. KntovyeBbIMM KOMMOHEHTAMM, CNOCOOCTBYIOLLMMU YCMELIHO-
My npoaBuxeHnto 6usHeca B Microsoft Office System, saBnst0oTCS BO3MOXHOCTU,
nopnepxuatoime Business Intelligence (Bl) (MHTennekTyanbHble pecypcbl npea-
npuaTtusa) u Enterprise Content Management (ECM) (YnpaBneHue KopnopaTue-
HbIM COAEPXNMbIM).

Bl — 370 npouecc oueHkn, 06ayMbIBaHUS U aHanM3a Aes0BOM cpenpl, B KOTO-
po GyHKUMOHMPYET KoMnanus. [nsa cbopa aaHHbIx Bl, HeobxoamnmbIx, Hanpu-
Mep, TYPUCTUYECKOMY areHTCTBY, BNageney, nnm pykoBoamMTelb KOMAaHUM 40-
>XEH NPOBECTU OCHOBATEJIbHOE UCCNEeA0BaHNE PbIHKA U MHOYCTPUK, NOCIE Yero
npoaHannM3npoBaTbh KOHKYPEHLMIO U BbIICHUTb, YEM OTAN4YalOTCHa APYr OT Apyra
COOTBETCTBYOLWME KOMNaHn. IHpopmaums, cobpaHHas B pamkax Bl, nomoraet
PYKOBOANTENAM HAMETUTb ONPEAENEHHbIN KYPC KOMNAaHUM A AOCTUXEHUS Ha-
MeYeHHbIX uener. Bl nomoraet KoMnaHnsM OTBETUTb, B HACTHOCTU, Ha Cllieayto-
LMe BOMpocChI.

Hackonbko ycnewHa AesaTeNbHOCTb KOMNaHNN?

. JocTturna nu uenn peknamMmHas kamnaHma?

. COOTBETCTBYET NN HALLIA KOMMaHUA TEKYLLLIEMY YPOBHIO CNPOCa Ha PbIHKE?
Yem Halla KoMnaHua oTM4aeTcs OT OCTaNIbHbIX?

»oNo

ECM - 370 cucTemMa ynpaBieHus AaHHbIMUW, COAEPXaLLMMUCS Ha Npeanpus-
TMn. Kakne 0encTens BbINOSHAIOTCS C MPOU3BOANMbIM COOEPXUMbBIM? OTO MOryT
ObITb Takne UM@pPOBbLIE AaHHbIE KaK TEKCT, BUOEO-, ayanmomMaTepuasbl uin ¢goTo-
rpadum, TpaH3akUumn, KaTanorm, YACNEHHbIE 3HAYEHWSs1, MPOrpPaMMHbIA Koa, 1 Nnp.
Cuctema ECM npegHasHaveHa ans niaHMpoBaHUsl, CO34aHus, ynpaBneHus, nyo-
JIMKaLmmn, OTKPbITUS 06LLEro A0CTyNa, NPeacTaBleHUs U XPaHEHUS] COAEPXMMOTO.

HoBble BO3MOXHOCTW, BCTPOEHHbIE B Kito4eBble npunoxeHus, — Office Word
2007, Office Publisher 2007, Office Excel 2007 n gp. — nomoraioT yny4yiwaTb pe-
3ynbTaTbl PaboThbl U NIAHNPOBATL 3ALUUTY U PACNPOCTPaHEHME NMPON3BOAMMOro
copepxumoro ¢ nomoubto 2007 Microsoft Office System.
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Bepcuu HoBoro naketa 2007 Microsoft Office
System

Microsoft Office System mocTynHa B pa3iM4yHBIX BapMaHTaX, KasKIblil 13
KOTOPBIX IIpeJHa3HaYeH AJIs OlIpeiesIeHHOI KaTeropuy Iosb3oBaTeeii IIpo-
BeJleM KpaTKMil 0030p pa3JIMyIHbIX BEPCUii IPOAYKTA, & TAKIKe IPUIIOMKEHNA,
BKJIIOYEHHBIX B KaKYIO U3 HUX.

Office Professional 2007 cogepsxut Office Word 2007, Office Excel 2007,
Office PowerPoint 2007, Office Outlook 2007 c Business Contact Manager,
Office Access 2007 1 Office Publisher 2007.

Office Professional Plus 2007 conepsxkut Office Word 2007, Office Excel
2007, Office PowerPoint 2007, Office Outlook 2007, Office Access 2007,
Office Publisher 2007, Microsoft Office InfoPath 2007, Microsoft Office
Communicator 2007, Integrated Enterprise Content Management (Cuc-
TeéMa MHTEerpMpoOBaHHOTO yIpaBJIEHUA COAEePIMVMBIM HpeprI/IHTI/IH),
Electronic Forms (QaexTponnsie popmer), Advanced Information Rights
Management and Policy Capabilities (Pacmmpensoe ynpasieHne mpa-
BaMI JOCTyIIa K MH(pOPMAIMM ¥ HACTPOMKA IIOJIUTUKMN).

Microsoft Office Basic 2007 comepsxkut Office Word 2007, Office Excel
2007 n Office Outlook 2007.

Microsoft Office Home and Student 2007 cogepsxut Office Word 2007,
Office Excel 2007, Office PowerPoint 2007 u Office OneNote 2007.
Microsoft Office Standard 2007 sxarouaet Office Word 2007, Office Excel
2007, Office PowerPoint 2007 u Office Outlook 2007.

Office Small Business 2007 comepsxut Office Word 2007, Office Excel
2007, Office PowerPoint 2007, Office Publisher 2007 n Office Outlook
2007 c Business Contact Manager.

Office Small Business Management 2007 cogepsxnut Office Word 2007,
Office Excel 2007, Office PowerPoint 2007, Office Publisher 2007, Office
Outlook 2007 ¢ Small Business Contact Manager, Office Access 2007 u
Microsoft Office Small Business Accounting 2007.

Microsoft Office Enterprise 2007 Brurogaer Office Word 2007, Office
Excel 2007, Office PowerPoint 2007, Office Outlook 2007, Office Access
2007, Office Publisher 2007, Office InfoPath 2007, Microsoft Office
Communicator, Integrated Enterprise Content Management, Electronic
Forms, Advanced Information Rights Management and Policy
Capabilities m Microsoft Office Groove 2007.

3a JOIOJHUTeIbLHOM MHpopMalmeli 1o pasmraabeiM Bepeuam 2007 Microsoft

Office System obpaimjaiitTecs 1o anpecy http: / /of fice.microsoft.com.
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O6HoBnexnue po 2007 Microsoft Office System

Bompoc o Tom, caenyeT 1 00HOBJIATH IPOrpaMMHOe obecreueHye, paccMaT-
puUBaeTcA B KaXKJIOM CJIydae IIpM B3BEIBaHNUY BBITOABI OT HOBO BepCHUM ITPO-
I'PaMMbI B CDaBHEHMN C Y 0OCTBOM MCIIOJIb30BaHMA cTapoit. CTOJIb 3HAUMTE b~
Hble U3MEHeHNA B [10JIb30BaTeJIbcKOM nHTepderice npoaykTa 2007 Microsoft
Office, ckopee Bcero, CKJIOHAT 4allly BECOB B II0JIb3Y IIepexoja K MCII0Ib30-
BaHIIO HOBOTO peJjl3a, HesKeJl BO3BPpallleHNs K NPeAblAyIIM BepCUAM Ia-
KeTa.

OpnHO 13 OCHOBHBIX IPMYNMH JETrKOCTU ITepexona K Bepcun 2007 asaaeTca
IIPOCTOTA €T0 UCIIOJIb30Ba A ['JIaBHOI L1eJIbIo Pa3paboTuKOB, BEPHYBIIINX -
cA K YepPTEerKHOI ToCKe A pa3paboTKM II0JIb30BaTEJIbCKOTO MHTepdelica,
3aKJIo4aJsach B obecriedeHny ero COOTBETCTBUA MeToaM paboTel, IIPOCTHIX
Jozneil. BmecTo Toro, 4To6n!I 106aBJIATH HOBBIE BOBMOXKHOCTM M KOMAaHJbI B
yoKe IIeperpysKkeHHYI0 I CJIOKHYIO CUCTEMY MeHIO, pa3paboTuMKI IOCTPONIIN
CIICTEMY, PYKOBOJCTBYChH IIPOCTOTON MCIIOJNBb30BAHNA U OCTYIIA. OTO O3HA-
YyaeT, 4To 00yUNThCA IOJIb30BAHMIO IIPOTPaMMaMI CTaJI0 3HAYNUTEIJBHO IIPO-
111e B CpPaBHEHUM C IPeAbIAYIIVMMY BePCUAMY, TaK KaK OHM CKOHCTPYUPOBaHbI
B COOTBETCTBUY C T€M, KaK MbI IIPUBBIKJIN Pab0TaTh.

OcHoBHble npeumyuiectea 2007 Microsoft Office System

2007 Microsoft Office System — 3T0 HeuTo HosibIllee, HesKeV IIPOCTO HADOP
HOBBIX U YCOBEPIIIEHCTBOBAHHBIX BO3MOYKHOCTEN (3TO OyZeT 04eBUHO 1PN
JaJibHele pabore ¢ KHMUTOI). OTO KOMOVHAIVIA MOIITHBIX KJIIOYEBBIX IIPUJIO-
SKEeHUI, TTO3BOJIAIOIMX Oosiee 3(pPeKTUBHO BBIIOJHATD CJIeAYIONIVEe 3aJaUIL.

B  MrHoBeHHBIV IIOMCK HYMHDBIX 3JIEMEHTOB.

ITory4yenne HeOOXOAVMBIX MHCTPYMEHTOB IIPYV BO3BPAIIIEHN K PEJIKO BBI-

MIOJIHAEMOM 3a1ade.

OpuUrMHaJIBHOCTD PE3yJIbTATOB.

O6paboTka H6osbIIIOr0 00'BEMa MH(POPMAINIL.

CoBmecTHas paboTa B mpocTpaHCTBe «O6e3 rpaHuIl».

CospaHne npoeccroHa bHbIX MaTEPMAJIOB Ha JOMAIIIHEM KOMIIBLIOTEPE U

3a MEHBIIYIO IIeHYy.

O0pennuenue TMOKNX pabdoUMX TPYMI AJIA SOCTMYKEHMA I10CTaBJIEHHONM

LIeJIIL.

m OOHapy’KeHMe U VICIIOJIb30BAaHME BCEX BO3MOYKHOCTEN IProOpeTEeHHOTO
IIPOrPaMMHOI0 00€eCIIeYeHNA.

m OrcieskmuBaHNe M aHAJN3 [EeCTBUII 10 BeJeHMI0 Ou3Heca.

B YimpaBJiieHue, MCIIOJIb30BaHNE U aPXUBAIINA CO3/JaBa€MOT0 COLEPIKIIMOTO.
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BoicTpoe 00yuyeHue

Boaronapsa zosolt cTrpykType n nnTepdericy 2007 Microsoft Office, HoBble
II0JIb30BATEJV MOTYT cpasdy NPUCTYIaTh K BBIIOJHEHUIO 3a7ad4. boJbllle He
IPUAETCS JOJIO UCKATh PeIKO MCIIONIb3yeMYyI0 KOMaHy, CKPBITYIO Ha YeT-
BepTOM ypoBHe MeHI0. Korza mosp3oBaTesnn, HaipuMep, HAUMHAOT paboTaTb
C HOBBIM Pabodmm JMCTOM, OMIIMM AJIA BCeX 3aJay, KOTOpPbIe UM MOTYT IIOHa-
IOOUTHCA IIPM CO3LaHUY HOBOTO JIMCTA, HAXOAATCA B II0JIb30BATEJILCKOM MH-
Tepderice (cm. puc. 1-2). Onmuy, cBA3aHHbIE ¢ IPYIMMU 3aladaMy, BBITIOJIHA-
eMbIMI B paboueM JmcTe (HarpuMep, COPTUPOBKA UK (PUIbTPAIINA JaHHBIX),
BOBCE OTCYTCTBYIOT (a He IIPOCTO HEJOCTYIIHBI). DTO I03BOJIAET YIIPOCTUTH
paboTy 1 oToOpaskaTh MOJIL30BATENAM TOJBKO TO, YTO UM HEOOXOAMMO IJIA
BBIIIOJIHEHM I KOHKPETHOM 3a a1,

(r \\ = 3 )+ LokymenTl - Microsoft Word - = x

In
7 thaemas | Boaska  Powemeacpamaus  Cowmn  Paccnwn  Peuruposamne  Bug  Hapcrpodicn @
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Berasun | & &£ U - abs s x Aa-|?- A - =||12-|| B - 55 -] | |7 06uinwii | 1 Bes wue... 3aronoso.. - VEmeruTs
- 7 - = T - || & Buigennts >

Bydep obmera Wipngr = Agzay = Crnn % |Pegaxmposanme

Puc. 1-2. MNMonb3osatenbeckuii MHTEPdEIC 0TOOPaXaET TONLKO HEOOX0ANMbIE ANEMEHTLI
[N BLINOJIHEHWS ONPESENeHHON 3aaayn.

Q CogerT. [NogpobHOEe paccMOTPeHne NoJib30BaTENbCKOrO UHTEpdE-
ca B HoBoW Bepcumn Microsoft Office System cm. B rnaBse 2.

PeXxum nopaepXku ycrapesLuMxX MeToA0B paboThbl
M NoaAepXKa KnaBuatypbl

Ecan BBI IpennounTaeTe UCHIOJb30BaTh KJIABUATYPY BMECTO MBI (TaKUX
[I0JIb30BaTeJIeli O4eHb MHOTO0), TO BaM OyzeT MpUATHO y3HaTh, 4To B 2007
Microsoft Office ecTb pAg BOBMOYKHOCTEN AJIA JIIOOMUTEJIEN KIaBUATYPHL.

B Bo-nepBbIX, KaiKAasd «ropadasa KOMOMHAIMA» KIJIABUIIL, MMEBIIAACA B IIpe-
neinymnnx Bepeuax Microsoft Office, mpucyrerByet u B pesnze 2007.

® Bo-BTOpBIX, HOBBI 3yeMeHT KeyTip oTobpaskaer KJaBUIIM, KOTOPBIE
MOJKHO JICIIOJIB30BATh JIJ1A PabOThI C IT0JIb30BATEIBCKIM NHTEpdericoM Oe3
MBIIIIL

m Haxoner, B Microsoft Office ecTp pesxum nonmepsKkm cTapblX METOZIOB
paboThI, KOTOPBI MOKET OBITH BKJIIOYUEH IT0JIb30BATEJAMN JJIA aKTUBa-
LM «OBICTPBIX KIJIABUIII». Bece «ObICTPBIE KIABUIIN», C KOTOPBIMY 3HAKOM
II0JIb30BaTeNb, 0y Ay T pyHKIMOoHMpPOoBaTh B 2007 Microsoft Office System.
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Co3paB oauH pa3, CNOJb3YiTe MHOFOKPaTHO

Tax xak nponykT 2007 Microsoft Office System nmosiHoCTBIO TOCTPOEH Ha HO-
BoM cparisoBoM popmate Office Open XML, noKyMeHTbI 11 (PAIbI JaHHBIX,
cosnaBaeMble B Microsoft Office System, moyxHO Mcnosb30BaTh B APYTUX
npuioykeHnsax. Hampumep, BBl IPOBeJN [OJTOe BpeMs 3a COCTaBJIEHMEM U
pelaKTHPOBaHMEM rOJOBOTO OTUeTa II0 BallleMy MaJIOMy IPeIpUATHIO. Bbl
JIOBOJIBHBI TEKCTOM, BAM HPaBATCA BEIOPaHHbIE 11300 paske s, 1 11abJI0H o1~
JlepskuBaeT Bce hOpMaThl, KOTOPBIE OYAYT MCIIONIB30BATHECA B IPYTUX J1€JI0-
BBIX JJOKyMeHTax. [Ipy co3gaHNy peKJIaMHBIX OPOIITIOP B T€YEHIE FOJa, MO~
HO JICIIOJIb30BATh TEKCT I'0JI0BOTO 0T4YeTa 6e3 KompoBaHus 1 BctaBku. Ho kak?
OTBeT npocT: TeKcT coxpaHeH B popmate XML, u 3Tu faHHbBIE MOXKHO Ha-
IIPAMYIO IoMelaTh B 11abson 6pomropsl B Office Publisher 2007. Korpa tpe-
Oyerca coznats npesentanuo Office PowerPoint 2007, 4Tobb1 TOKa3aTh 10~
TeHIMAJbHBIM MHBECTOPaM, HaCKOJIbKO 3(p(PeKTUBHBI Ballll JeICTBIUA, MOYKHO
B3ATHb 3a OCHOBY TOT caMblii rofoBoit otueT (1 auctel Office Excel 2007, co-
Iepsxalye (pMHAHCOBbIE JaHHBIE), TaK KaK Bce coxpaHeHO B (popmaTe XML.

Dopmar Office Open XML He TOTBKO 3KOHOMUT BpeMs U II03BOJAET U3-
OesxkaTb TPYIHOCTEN, HO ellle U CHUIKAeT BEPOATHOCTE OIIMOOK, BOBHMKAIO-
LIIVIX IIPY IIOBTOPHOM Habope TEKCTa, a TaKsKe KOIMPOBAHNM I BCTaBKe ppar-
MeHTOB (pajiyIoB M3 OJHOTO AOKYMeHTa B npyroil. Pabora cranoBurca Hosee
3 PeKTUBHOIL, IIPOCTOII M1 OBICTPOIL, & ee pe3yJabTaThl O0Jiee TOUHbI OJ1aroma-
pa dopmaty Office Open XML B 2007 Microsoft Office System.

YutaiTte panee

JaJiee BbI TOAPOOHO 03HAKOMUTECH C PA3JIMIHBIMY aCIIEKTaMV HOBOT'O I10JIb30-
BaTeJsibckoro nHTepderica 2007 Microsoft Office. OTamuna HOBOTO IOJIB30-
BaTeJILCKOTO MHTEeP(eTica, HOBble KOHTEKCTHBIE KOMaH/IbI, TaJIEPEeN, MHTePaK-
TYBHBII ITpeIBaPUTEJIbHbIN IIPOCMOTP — 00 3TOM ¥ MHOTOM IPYTOM YUTANTE B
cJeyIolen raase.
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HoBbin B3rnan

m JIz3ydeHue NIOJIA AeATEJbHOCTU: MTOJb30BaTeJbCKUil nHTepderic 2007
Microsoft Office System

Pabora ¢ HOBBEIM nosIB30BaTENBCKUM MHTEPQETICOM

Hogoe menro File (Paii)

Pabora ¢ manesbio nactTpymenToB Quick Access (BbicTphlil JOCTYIT)
Hosele sneMeHTHI yIIpaBJieHNA IpeJcTaBJIeHN

ITonnepsxka KJIaBUATYPBI

Camoe obcysxaemoe HoBoBBegieHMe B IponykTre 2007 Microsoft Office System
(ob11eCcTBEHHOCTD K JJaJIa €T0 ¢ OOJIBIINM HeTepIIeHMEeM) — 5TO PEBOJIIOIMOH-
Hble I3MeHeHNUA B [10JIb30BaTeJIbckoM nHTepdelice Microsoft Office. Kak ysxe
rOBOPMJIOCH B IJIaBe 1, OBLI IIPOBEJIeH OrPOMHBIV 06'beM McCIeJOBaHMI, Tec-
THPOBaHNMIA, aHAJIM3a Y IPUJIOXKEHBI OOJIbIIINE YCUINUA TPy padpaboTke mpo-
IYKTa JIJI KOHEUYHBIX I10JIb30BaTeJEel, OTBEUYaIOIero TpeboBaHMAM Clriela-
JcTa 1o pabore ¢ nHpopManyeil (a TakiKe Biaesblla I PYKOBOAUTEIA
KoMIIaHuM). VIHBIMI cJI0BaMM1, IPOrpaMMHOe obecliedeHe Tellephb I0ACTpan-
BaeTcd II0J] BaIllM MeTOoAb!l paboTsl. [l JOCTUKEeHN DTOI eI METOIbI B3a-
MIMOJZIEJICTBMSA IIPOTPAMM C II0JIb30BaTEJIEM JOJIKHBI ObITh 0€3yIpeyuHbIMI.
Komannp! noskHE! ObITE JIETKO 0OHAPYKaeMbIMH, IIPY HEOOXOAVIMOCTH BbI-
IIOJIHEHMA KaKOoM-1100 3ajauy JOJKHBI 0TOOpasKaThCsa TOJIBKO T€ MHCTPY-
MEHTBbI, KOTOpbIe IJIA 9TOT0 HyKHbI, pabodad obsacTe JoJKHA OBITH OTKPbI-
TOV ¥ He3arpoMOKJEeHHO, YTOObI MOYKHO OBIJIO CKOHIIEHTPUPOBATHCS Ha
HauboJlee BayKHOJ 3a/iade — peasmn3alum IpoeKTa, — 6e3 HeobXoMMocTy Mc-
KaTb Hy’KHble KOMaHIbl B MHOTOYPOBHEBBIX MEHIO I II0CJeN0BATEeJIbHOCTAX
BJIOXKEHHBIX JIPYT B Ipyra AMUaJOoroBbIX OKOH.

U3yyeHue nons pesaTenbHOCTH:
nonb3oBaTtenbCkuit uHTepdeic
2007 Microsoft Office System

CTpyKTypa HOBOTO II0JIb30BaTesbcKkoro nHTepderica B 2007 Microsoft Office
System BrJIOYaeT [I0KMHY HOBBIX (DYHKIIVI, IPU3BAHHBIX YIIPOCTUTD pabo-
Ty ¢ HamboJiee 4acTO MCIOJb3yeMbIMI IpMiIoxkeHnamMu. Ecim, no-samremy,
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3TO IIPOTUBOPEYUNT 3IPABOMY CMBICIY (YIPOCTUTH paboTy rocpenctsom 12
HOBBIX (DYHKIINMII?), He CIIeIInTe ¢ BhIBogaMu. B nanHoM pasgese OymeT rmoka-
3aHO, KaK KasKJbI/l KOMIIOHEHT BHOCUT CBOJ BKJIAJ B YIIPOILlEHME VM CTaHOaP-
TN3al IO OHHI/IIZ, HaHpaBJIeHHI)IX Ha IIOCTOAHHOE HaJanu4me CpeﬂCTB BBITIOJIHE-
HISA TOM MJIM MHOM 3aa4.

CoBgeT. 3a4eM HyxeH 6oJiee NPOCTOoN NOSIb30BaTENLCKUIA UHTEPDEC?

Q 3Hasd, 4To nepeas Bepcus Microsoft Office Word (1.0) Bkntoyana oko-
no 100 komang, a nocnegHas — Office Word 2003 — cooepxuT okono
1500 koMaHA, MOXHO NMOHSATL, HACKOJIbKO OFPOMHOE YMCO OMUNIA «Ne-
pPepocno» CUCTEMY MeHI0. YToObl HANTU HEKOTOPbLIE KOMaHAbI, Npu-
XOAMTCSA BHUMATESNIbHO MPOCMATPMBATb MHOIOYNCIEHHBIE MEHIO, BIO-
XXEHHbIE MEHIO N ANanoroBble okHa. [Monb3oBaTenbCkun HTEPDENC
Bepcum 2007 npefocTaBnsieT BaM BCe HeOOXoanMble KOMaHabl, 06ec-
neymsasi 601bLUYI0O MOLLHOCTb, TrMOGKOCTb 1 COBMECTUMOCTb NPOrpamMm
C BbINOJIHAEMbIMM 33a4aMu.

PaGoTa ¢ HOBbIM MOJIb30BaTEJIbCKUM
uHTepdpencom

Ecan BoI yoxe yenesnu nopaborats ¢ Bepeneil Beta 1 makera 2007 Microsoft
Office System mamu yuTany cTaTby B IIpecce My OJIOorax, MOCBAIIeHHbBIE HO-
BOJI BepCUM NPOIYKTa, TO Bbl, CKOPEE BCETO, yiKe 3HAEeTe 0 KapAVHAJIBHOM
M3MEHEHNN II0JIb30BATEJILCKOTO MHTeP(delica B CPaBHEHNN C IIPEAbIAYIIVIMI
Bepcuamu Microsoft Office. Ilonb3oBaTesbckmit MHTEPeETiC Terepb pacio-
JlaraeTcs BBepxy pabouer 00sacTy B O0JIBIIMHCTBE KII0YEBBIX IIPUJIIOMKEHNI,
COIEPKNUT BKJIAAKY, KOHTEKCTHBIE KOMaH bl I IPYTME BJIEMEHTB], CBA3AHHBIE
C TeKyllel 3anadeii (cm. puc. 2-1).

ITosp30BaTeILCKMIL MHTEPETIC, TIO CYTH, IIPeICTaBIAET co00il Habop cie-
JIYIOIIVIX KOMIIOHEHTOB.

m  Kowmanpnuere Brianky (Hanpumep, Home [T'itaBuas], Insert [BeraBka], Page
Layout [PasmeTrka cTpannnsl]|, Formulas [©@opwmyasr], Data [[Jannsble],
Review [Penensuposannue| n View [Bug| B Microsoft Office Excel 2007)
PacCIoJI0KEHBI B TOPMB0HTAJILHOM PALY Ha DKPaHe cpady 0o/ CTPOKOIL 3a-
TOJIOBKA OKHA.

m Kasxnas BKJIaIKa COMEPIKUT KOMAaH/Ibl, CBA3aHHbIE C BLITTOJHAEMOI B JaH-
HBIII MOMeHT 3agadeil. Vima nabopa komaH oToOpasKkaeTcs oL KOMaHa-
mu (Hanpumep, Clipboard [Bydep obmena], Font [IIIpudT] n Alignment
[Ab3arr], kak mokasaHo Ha puc. 2-1).

m  KoHTeKCTHbIE MEHIO 0TOOPaYKaIOTCs TOJIBKO IIPY BbIAeeHnY 00 beKTa (Tab-
JINIBL, TUATPAMMBI U T.1.).
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Puc. 2-1. Monb3oBaTenbCkuini UHTEPQEIAC COAEPXUT KOMaHAHbIE BKNAAKM U Habopbl
KOMaHg, CBSI3aHHbIX C ONPEAENeHHbIM acnekTOM TEKYLLEro NpoekTa

KomaHpaHble BKnagku

Cucrema meHIo0, ucnosab3oBasIaaca samu B Microsoft Office, Terneps 3ame-
HEHa I10CJIe0BATEIbHOCThIO KOMaHHbIX BKJAJIOK, HAIPAMYIO CBA3AHHBIX C
IIO0JJIeXKAIIMMI BBIIIOJIHEHUIO 3aJaYdYaMI. HaHpMMep, HOBBI€ KOMaHIHBIE
BrJaaky B Microsoft® Office Word 2007 — ao File (Paiin) (momeueHa joro-
tunom Bepcuu 2007), Home (I'maBrasa), Insert (Becraska), Page Layout (Pas-
meTka cTpanuilel), References (Ceprikn), Mailings (Paccernkn), Review (Pe-
nens3upoBanue) u View (Bun) (cm. puc. 2-2). B Office Excel 2007 xomaHIHBIMUI
BrJIagraMy ABaA0TcA File (Paiin), Home (I'maBuas), Insert (Beraska), Page
Layout (Pasmerra ctpanniier), Formulas (Popmyasr), Data (Jarusie), Review
(Peuensuposanne) u View (Bupg).

Brkutaiku HemocpeACTBEHHO COOTBETCTBYIOT BTAIaM IIPoIiecca, KOTOPBI C
HanbOJIbIIIET BEPOATHOCTHIO MMEET MECTO IIPU Peasn3aliny IpoeKTa B IIpu-
Joykennn. K npumepy, npu cozganum pabodero jgmucra HeoOX0 UMbl KOMaH-
Abl, CBA3aHHbIEe C BBOAOM OaHHBIX, peJaKTIMPOBaHMEM (bOpMaTI/IpOBaHI/IeM.
B npornecce paboTsl ¢ nHpOpPMaIyeil TakKe MOTYT IIOHAJOOUTbCA (DYHKLINN
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Puc. 2-2. KomaHaHble Bknagkm B Office Word 2007 cooTBETCTBYIOT pa3NnyHbIM 3aad4am
Mpy NoAroTOBKE JOKYMEHTa

COPTUPOBKM, (PUIbTPaALMN, OO beMHEHNA U IIPOBEPKU JAHHBIX. OTU KOMaH-
JIbI IOCTYIIHBI Ha KoMaHnHo BRJanke Data (Jauusie) B Office Excel 2007.

Habopbl koMaHA

ITonb3oBaTenbcknit MHTEPEiic 0OToOpaskaeT pa3andyHble KOMAHJbI, B 3aBU-
CUMOCTM OT BBIOpaHHO BKJIaAKN. Ecsu BeibpaTs BKiIanxky Home (I'maBHasA) B
Office Word 2007, nosnb3oBaTesnbckuil METEPQECc 0TOOPa3uT OAMH HAOOP
KOMaHJI, ecJu BbIOpaTh BKJIAAKY Review (PenenaupoBanne), To OymeT oTo-
OpaskeH mpyroit Habop koMau. ITomobHaA PuUIbTPALIMA MHCTPYMEHTOB 10—
3BOJIAET CHM3UTDH YMCJIO MEHI0, KOMaHJ M JUaJIOTOBBIX OKOH, B KOTOPBIX
ropasio CJIOYKHee HalTy HysKHble DJleMeHThl. Kask bl Habop KOMaH[ IpyIi-
mIpyeTcs coryacHo cBoelt pyukumm. Ha puc. 2-3 rpynmsl Page Setup (ITapa-
MeTpsl cTpanuIlsl), Themes (Temsr) n Background (Pon) asnaior coboit Ha-
6ops! komaH Ha BRIagke Design ([Imnzaria) B Microsoft Office PowerPoint
2007.
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Puc. 2-3. Habop komaHp, B N0Nb30BaTENLCKOM UHTEPGEIICE BApbUPYETCS B 3aBUCUMOCTY
OT BbIOPaHHO KOMaHAHOW BKNAMKM

KOHTEKCTHbIE MHCTPYMEHTDI

YT06bI COXPaHUTH JJAKOHUYHOCTb ¥ COOTBETCTBME NM3aifHA BBINIOJHAEMON
3ajJlaye, KOHTEKCTHbIe HAOOPBI KOMaH]| 0TOOPAKAIOTCA TOJILKO IIPY BbIJEJe-
HMM ollpesiesieHHOro obbekra. Ha puc. 2-4 nokazas HaOOp KOHTEKCTHbBIX MH-
CTPYMEHTOB, CTaBIINX IOCTYIIHBIMI II0CJE N00aBJIEHNA qUarpaMMbl C IIOMO-
uibio saemerTa SmartArt (Joctynen Ha Braagke Insert [BeraBkal). Vma
0oTOOpa’XkaeMoro KOHTEKCTHOTO MHCTPYMeHTa 0ToOpaskaeTcs HaJ I10JIb30Ba-
TeJbCKUM MHTEeP(EicOM U BbIAEJEHO AJIA YIIPOLUIEHNA €r0 BOCIPUATHSA.

3anyck guanoroBbiX OKOH

HekoTopsie Habopbl KOMaH/ B IOJIb30BATEJILCKOM MHTEepelice TaKkKe H0C-
TYIHBL B TPAAUIMOHHBIX AMAJOTOBBIX OKHaX. J[1ajioroBoe OKHO MOYKHO OT-
KPBITh, IIIeJIKHYB Ha BBIKJIIOYATEJIE AMaJ0T0BOTO OKHA B IIPABOM HUKHEM YTJIY
Habopa koman. Paccmorpum ero pabory. lllenkHnTe Ha HYKHO KOMaHIHON
BrJyaske (Hanpumep, Home [I'naBuasa] B Office Word 2007). 3aTem miekHm-
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Puc. 2-4. KoHTeKCTHbIE kOMaHfbl 0TOGPaXaloT TOSbKO HE0OXOAMMbIE KOMaH/bI, CBA3aH-
HbI€ C BbIAENIEHHbIM B aHHbIA MOMEHT 0GLEKTOM

Te Ha HeDOJIbIIIOM CMIMBOJIE CTPEJIKM B IIPABOM HIKHEM yIJIy Habopa KoMaH/I,
KOTOPBIN HeoOX011Mo 0Tobpas3uTk. Ilocse 3Toro 0TKpoeTcs quasioroBoe OKHO
¢ aTuM HabOpPOM KOMaH[, KaK II0Ka3aHo Ha puc. 2-5.

BrikmrouaTesnn A1aI0roBhIX OKOH TaKiKe PACIIOJIOKeHbl BHI3Y JII0007 ra-
Jlepen, oToOpasKaloIeil JOOJIHNTENIbHbIE TapaMeTpbl. Hanpumep, npu BbI-
6ope komaHHOI BKIagku Page Layout (PasmeTka cTpaHMIlbl) ¢ OCTIEAY0-
IIMM IIeJYKOM Ha CTpPeJIKe, HallpaBJIeHHON BHU3, Ha 3jeMeHTe Columns
(Kosronkm) moABUTCA rajepes mapaMeTpoB liepeHoca cToJonos. IllenkanTe
Ha oy More Columns (Jpyrue KoJIOHKM) BHI3Y rajiepen, 4ToO0bl OTKPBITh
nuaJgioroBoe okHO Columns (Kostoukn) (cm. puc. 2-6).

Fanepeun

Tasepen — 5TO BENMKOJIENIHbI BU3YaJIbHBIN BJIEMEHT AM3aliHa OKOH HOBOTO
IpOrpaMMHOro npoaykra. OHM CBOAAT K MUHUMYMY YCUJINA IIPU BEIOOPE HEOO-
xonymoro BHerrHero Buja. B 2007 Microsoft Office System ects nBa Tnna ra-
Jaepeit. [asnepen c HEOOJIBIIIMM KOJIMYIECTBOM 3JIEMEHTOB, KaK [IPaBIJIO, 0TODPa-
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SKaIOTCA B cCOCTaBe Habopa KOMaH/I B ITOJIb30BAaTEJILCKOM NHTepderice. Hampo-
TUB, TaJiepeu ¢ OOJIBIIVIM YMCJIOM dJyieMeHTOB (Hampumep, Themes [Tewmsi],
Margins [ITona] n Position [IIonosxenne] B Office Word 2007) orobpaskaior
HIICIIAJAOIIVIE TaJlePen, B KOTOPBIX MOYKHO CIIeJIaTh HY KHBI BBIOOD.

DR e 2%
| rnasran { Beraska PasMETKa CTpAHMLE! Ceninku P

— WprT | HTEpEER |
=
N T T z
= Haseprarie: aarep;
| BerasnTs ¥ Hlx K U -abe x, x A..”ay._&-lu Haqep Pazmep:
- 11
|Eydep obmena = | Wpngr = & a Bl
= a =
Moy srprisiii 10
Moy HPHBI KypcHE:
| 1z &
L TercTa: MoavepkHEaHHe: LigaT noa-epKHBaHHa;
[ AETO ~] \(new) vl AETO
BHAOHZMEHEHHE
[ saueprryTeni [ reren [ mansie nponicHes
[[] aeoitvoe sauepruearie [ kortyp [ ece npanncrsie
[ Haagrpourei [ npunoanareri [ crpermeaii
[ noactpourgs [ yrannenment
Ofpaseu
Arial
LUpHT TrueType. O HENOME3YSTCA ANA BEIB0AS KaK Ha SKPaH, TaK H Ha MPHHTEP.

Puc. 2-5. Bbikntoyatenu auanorosbiX 0KOH 0TOOPaXatoT HEKOTOPbIE HAabOPbl KOMaHS,
B 0ObIYHbIX ANANOrOBbIX OKHAX

Do\ H9-0 )+ DokymeHTL - Mic
5 L_ﬂ‘ ——
InagHan Ecraska | PazmeTka cTpaHnLsl Ceblnkn Pacceinkn PeueHznp
n' |_.h OpueHTauma = P% Faspbibl ™ ﬂ Mognoxka =

IG Pazmep = §|'5‘] Homepa cTpok ~ | @ LieT cTpaHuubl = |

| - KonoHkw = b~ PaccTaHOBKA NEPEHOCOE ™ | @ TpaHWuEl CTRaHKML,

= | DOH CTpaHNLE

Tpw

Cnesa

Cnpaesa

Apyrue KonoHKR..,

Puc. 2-6. LLenkHute Ha onuumu More Columns ([pyrue KONOHKK) BHW3Y ranepewm,
4T06bI 0TOOPA3UThL ANANOTOBOE OKHO C AOMNONHUTENbHBIMU OMLMSAMN
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IIpu BBIOOpPE KOMaHABI, PALOM C KOTOPOI €CTh CTPeJIKa, HallpaBJIeHHa A
BHM3 (OHA 03HAYAET, UTO NOCTYITHBI JOIIOJHUTEJIbHBIE [TapaMeTpPhl), TI0ABJIA-
eTcd IaHeJb napamMeTpoB (cM. puc. 2-7). IIpyu aToM MOKHO cpasy MoJIydaTb
IIpeJiCTaBJIEHVIE O BEIOMPAEMOII IIBETOBO KOMOMHAIMH, (popMaTe, IIBETOBO
cxeMe, apdeKTe mepexoa NI TUIIEe ArarpaMMbl. IIpocTo IeIKHITE Ha HY 3K~
HOM aJIEMEeHTe (I/IJ'H/I HaBeOyuTe Ha HEero yxKas3aTeJlb MBI, 9YTOOBI MCIIOJIL30-
BaTh (pyHrnuio Live Preview [VIHTepaKTUBHBIN IpenBapPUTEJIbHBIN IPO-
CMOTp], O KOTOPOII MOAeT pedb najiee), U napaMeTp OyJeT IPUMEHEH K
TEKYIeMY JOKYMEHTY JJIJ BBIJIEJIEHHOMY O0BEKTY.

I@g H9- -0 )+ Puc. 2-7. l'anepen no3sonsgiot
i InaeHan Ecraeka PasmeTka cTpaHuLbl Ceblnkmn Nerko HaXODMTb n Bbl6”paTb
- |] [3 OpuetTauns = ¥= Paspeissi ~ 9NEMEHThI, noaxoadaiine ang
(Al IE Pasmep ~ £ Homepa crpok - Ballero npoekra
Mona  __
' - == KonoHkw b~ PaccraHOBKa NEPEHOCOE ™
BCTpoeHHble al

sy ] =] F

CTaHaapTHaA Anekc Acnekt EymaxHan

ol (2] (2] 2]

lopogckan MzawHaa NuTeiiHan MeTpo

ra ] A [ (22

MogyneHas HauaneHas OBbIYHaAR OTEpHITan

Al [aa] Ao [nF

OduymransHan MoTok ConHuecTo.. Cnpasegnu...

fa ] Ao [A2]] [a2]

TexHWU4eckan Tpek 3pkep Apkan -

BoccTaHoBWTE Temy wabnoHa
Apyrue Temel Ha ge6-y3ne Office Online..,
[Z Dowck Tem...

LCOXPAHWTE TEKYILYIO TEMY...

MHTepakTUBHLIA NpeABapuTesibHbIA MPOCMOTP

VInTepaKTUBHBI IPeBaPUTEIILHEBIN IIPOCMOT] II03BOJAET OIIPOO0OBATE dJIe-
MEeHT IlepeJ ero BbibopoM. Teneps mpy paccMOTPEHM BOIIPOCA VCIIOTIb30Ba-
HIA TOV MM MHOM onnny (HanpuMep, B rasepee Page Color [IIBeT cTpaHuM-
1IBI|, TOKa3aHHO Ha puC. 2-8), MOJKHO HaBECTM Ha Hee yKasaTeJb MbIn. [Tpu
9TOM JaHHBI IIapaMeTp NPUMEHNTCA K JOKYMEHTY, pabodeMy JIMCTY M



naea 2. HoBbI B3rnaa, 43

IIpe3eHTallVy, I BBl CMOJKETE BBIACHUTDh, KAK JOKYMEHT OyZleT BhIMIANETh B
5TOM cJrydae. UToObl COXPaHUTh M3MEHEHNeE, IIeJIKHUTE Ha OIInu. AToOBI
IIPOJIOJIKUTD IPEIBAPUTEIIbHBIN IIPOCMOTP, BEIOEPUTE APYIYIO OIIINIO.

;/59 H92-uv )+ Tnaea 4 - Microsoft Word - o X
o -
fnaewas  Beraoka | Paswerka crpabWus | Ctbnkm  Pacesku  Peushswposanme  Bua  Haacrporicm @
H D [ Opuetmans ~ ¥=, Paspbissi ~ [ Noanosxea Orayn WHTepBan g 4 Ha nepeanuii nnan - |2+
13 Pasmep - £ Homepa crpox ~ 0 User crparmup ~| || EE (127 om 2 B 21 Ha sagnmii inaw 5}
Temm an —— - || Nonoxcerme ﬁ
£3 MOHKK ~ b~ PaccTaHoBKa NepeHocos = LiseTa TemMBl = e [ O6exanme Texcrom ~ Sk
Temn MapameTpsl CTpaHMLBI il H  EEEEN 6: (] ¥nopajounTe

Cozganue npodeccuol I I I B HE§ i § enteB B Office Word 2007
CrangapTHbie useTa

L ] ENEEE

HoBEle mpeCcTaBIeHH s, Her ugeta

C1pykrypa okHa Office Dpyove ugeTa...

BEICTPOE CO3IAHHE BHICH Cnocose: sannext... YMEHTOB

BEICTpOE cO3IaHHE npoqmmox € IOMOIIBIO SmartArt

TlomcHeT cIoB

TIpodecCHOHATBHEIH BHENTHHH BHI — MOMEHTAIBHO!

‘Vhpormensas coEMecTHaA paboTa

VIy4nIeHHEIE BOSMOKHOCTH CTHSHHA TOYTHI

Puc. 2-8. /HTepakTMBHbIA NpesBapuTENbHbI NPOCMOTP 0TOOPaxaeT pe3ynbTar AeicTBuUs
BbIOMPAEMOIi ONuuMK eLLe Nepes, ee HeNoCPEACTBEHHLIM MPUMEHEHNEM

Vlsmenenus, peasn3oBaHHBIE B HOBOM IT0JIb30BATEJILCKOM MHTEpPQeEiice
Office 2007, B HacToAmmMit MoMeHT nocTynHbl B Office Word 2007, Office Excel
2007, Office PowerPoint 2007 n Microsoft Office Access 2007. HexoTopsle
xomroHeHTHI Microsoft Office Outlook 2007 Takske comepsKaT HOBbIE BOZMOMK~
HOCTIA.

Hoeoe meHio File (Pain)

Memro File (Paiir) monBeprioch 3HaYUTEIJIBHOMY « PECTAJIVIHIY» . BMECTO CJIO-
Ba «File» Teneps ncnosneayerca sororum 2007 Microsoft Office System, o6o-
3HAYAIIUI coboit MmecTonosioxkeHne MmeH:o File (Paiin). Kpome Toro, name-
HeHUA B MeHIO File (Daiin) He TOMBKO KocMeTH4decKre. @YHKIMOHAJIbHbIE
O0OHOBJIEHNA ITIOMOTAIOT CKOHIIEHTPMPOBATD YCUJINMA Ha OIlepalax ¢ daitta-
MM, KOTOpble HeoOxonumo BeInoJHUTE. HoBoe Mmenio File (Parir) cogepsxut
nBe nanesn. CjeBa 0ToOpaskaloTCs OCHOBHBIE 3a71a4y 110 paboTe ¢ daiinamuy,
CIIpaBa IIPY HaBeJIeHNM yKal3aTeJ s MBI Ha OJHY 13 KOMaH[ 0TOOpaskaroT-
CdA OMI[MY, COOTBETCTBYIOIME BTUM 3ajadaM. K npumepy, npu HaBeJeHUN
yKasaTeJis MbIy Ha KoMaHay Save As (CoxpaHUTh Kak) 0TOOpasKaroTCA rma-
pamMeTphl, IOKa3aHHbIe Ha puc. 2-9.

B ramnom nz npunoskenuit 3agaun B MeHI0 File (Paiti) cooTBeTCTBYIOT
0a30BOMY Pa3BUTUIO JKMBHEHHOTO IMKJIa TOKyMeHTa. OIHUM 13 IPEeKpPaCHBIX
HOBOBBeJeHIII ABJAeTcA KoMaHaa Finish (IlogroroBuTs), oTOOpaskaroIia s omn-
UM 3aBepIieHna qoKyMeHTa, o0yab To gokyment Office Word, suet Office
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Excel nyim npesenranmsa Office PowerPoint (cm. puc. 2-10). Komanga Publish
(Ony6smkoBaTh), TaKsKe MIPUCYTCTBYIOasA B MeHio File (Paris), mo3BosigeT
IIyOJIMKOBATh (Paiijbl B paboueM IpoCTPaHCTBE JOKYMEHTA C OOILINM JOCTY -
oM, Excel Services i B BallleM MHTEPHET-JHEBHUKE (9TO, IIOMKAIIYIL, ca-
MBIt OoJibItioi cekpet B Office Word 2007!).

Jokymentl - Micro:

@-HL‘? g )+

t PeueHsnpos

D Co3pate

=]
7 OTkpuite
H CoxpaHnTe
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4na ERGOpa Gpopmata daiina.
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MoAroToENTE 13 |
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5
3aKpHEITE
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NoAroTOBMTL AOKYMEHT K PaCccbinke
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v CeowWcrea
< MpoCMoTP M M3MEHEHNE CBOCTE A0KYMEHTA, TAKNX KaK
OTKpEITE HE3BAHME, AETOP W KKYEELIE C10BE,
=", Wncnextop goxymenTtos
= = i
Coxparuts MONCK CKPBITEX METAAAHHEL W MYHEIX CBEAEHUI B

AOKYMEHTE,

JawndposaTe LOKYMEHT
YCUAEHWE 3AWNTHI AOKYMEHTE NYTEM A0BABNEHMA
WHhpoEAHUA.

OrpaHHYKUTL paspeleHns
MpefocTaEneHie NONE30EATENAM A0CTYNA C OrpaHUueHen ¢
BO3SMOXHOCTH M3MEHEHWA, KOMWMPOBAHWA N NEYATH.

OoBaenTe uWd POBYH NOANHCE
OBecnedeHie LENOCTHOCTH 0KYMEHTE NYTEM A06ABAEHMA
HEBMAMMOH LGP OEDA NOAMNKCH,

TMomMeTHTE Kak DKOHYATENBHbIA
MoMEeTKa AOKYMEHTA KaK OKOHYATENEHOMO W
HEpeaKTUPYEMoro.

NpoBepka COBMECTHMOCTH
MpoBEpKa AOKYMEHTA HA HANWMHWE BOSMOKHOCTER, HE

i & b o/ B

‘ PeLeHsnpos

NoALepH] Bonee p sepcuami Word,
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Puc. 2-9. MeHio File
(Paitn) oTobpaxaet
JONONHUTENbHbIE ONLAN
npu HaBeJEeHUM yKasaTe-
N9 HA OCHOBHbIE KOMaH-
bl

Puc. 2-10. Komanaa
Finish (MogrotosuTs)
COLEPXMT KOMaHAbI Ang
MPOBEPKM 1 3aLLMTEI
danna
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PaGoTa cnoOMOLLbIO MHCTPYMEHTOB
Quick Access (BbicTpbiii gocTyn)

Crpasa ot meH!o File (Paiin) B 1o71630BaTeIbCKOM MHTEPQETICE HAXOIATCA yoKe
3HaKOMble BaM KoMaHzbl: Save (Coxpannuts), Undo (Ormenuts) n Redo (ITo-
BTOpuUTh). Romanga Print (IleuaTh) — mosie3HOe NOINOJIHEHNE K DTOMN TPYIIIE;
OHa 0TOOpaKaeTcs BMeCTe C IPYIMMI MHCTPYMEHTaMM AJIA IPOCTOTHI I0CTY -
Ia. TV MHCTPYMEHTBI ABJISIOTCA YaCThIO ITaHEeJV MHCTPYMEHTOB OBICTPOTO J10-
cryma Quick Access Toolbar, corrpoBoskiaroieii IoJab30BaTeJIA OT OLHOTO IIPU-
JIOXKEHMUA K IPYTOMY. OTY YeTbIpe KOMaH bl PACIIOJIOKEHbI B OLHOM 1 TOM JKe
MecTe BO BceX KJtoueBbIx mpuioskeHnax Office 2007 ¢ HOBbIM ToJIb30BaTEIbC-
kuM nHTepdericom. Ha naHesb MHCTPYMEHTOB OBICTPOrO JOCTYIIa MOXKHO JI0-
6aBUTB APYTHME PEryJIAPHO MCIOJIb3yeMble KOMaHAbL K mpumepy, MOKHO 10~
6aBMUTH Ha I[IaHeJb MHCTPYMEHTOB OBICTPOro mocTyra koMaHny Hyperlink
(T'mnepcebplika), 4ToObI OHa ObLIIA JOCTYIIHA BO BCEX IIPUJIOKEHNAX.

Yr0o06e! 106aBUTE KOMaHy Ha IIaHEeJb MHCTPYMEHTOB OBICTPOrO JOCTYIIA,
IIIeJIKHUTE IIPaBOJ KHOIIKOJ MBIl Ha KoMaHze 1 Beibepute Add To Quick
Access Toolbar (Jo6aBuTk Ha IaHeJb OBICTPOro focTyna) (cM. puc. 2-11).

_;_'}Jmmryphl = g)rmnepccnmka j BepxHWil KOADHTHT PMC- 2'1 1 . ﬂ,oﬁaBbTe Hamﬁoﬂee
T2 Smartart A 3aknagka =l Hioknmit konowTim 4aCTO NCNOJib3yEMblE€ KOMaHbI
il Ava T Ha NaHesb 6bICTpOI'O poctyna

TpaLmMn

HacTpoiika naHenu BEICTPOro 4OCTYNA...

PasMecTUTE NaHenk GEICTPOrO A0CTYNa NOJ NEHTOM

CEepHYTE NEHTY

ro focTyna, ToO MOXeT NoHanobuTbcs 0To6pa3nTb ero B OTAENbHOM
CTPOKE B MOJIb30BaTENbCKOM NHTEPdENce. LLienkHnTe npaBoii KHoOnM-
KO MbllIKX Ha NtoboM MecTe naHenn ObICTPOro 3anycka u Belbepute
onumio Place Quick Access Toolbar Below The User Interface (Pasme-
CTUTb NaHenb 6bICTPOro AocTyna nog neHTon). Ytobbl BHOBL 0TOOpPA-
3UTb NaHeNlb UHCTPYMEHTOB B UCXOAHOM COCTOSIHUW, LWENKHUTE eLle
pa3 NpaBoW KHOMKOW MbILWW HA NAHENI MHCTPYMEHTOB ObICTPOro 3a-
nycka n Bolbepute Place Quick Access Toolbar Above The User
Interface (PaamecTnTb NnaHenb BLICTPOro AOCTyNa Hag, IEHTOM).

Q CogerT. Ecnn Bbl 406aBWAIM HAOOP MHCTPYMEHTOB Ha NaHeb ObICTPO-

HoBble aniemeHTbl ynpaBneHus npeacTaBneHun

ITpn nzyuennn namenennit B uarepderice 2007 Microsoft Office System BrI
MOJKeTe cpa3y He HajiTy 4acTo UCIIOIb3yeMble BaMy KoMaHabl Kyna onn ge-
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Juce? Kak Tenepsb IepexoauTh K APYTMM OTKPBITEIM (pajiiaM (paHbIle I
3TOrO0 UCIIOJIb30BaJ0Ch MeHI0 Window [OkHo])? Kak mepekJiodaTs IpeacTaB-
JIEHUS IJ1s1 paboThI CO CTPYKTYPOIi JOKYMEHTa, 0TOOpasKaTh [IPEeACTaBIIEHE
Slide Sorter (Copruposka caaitnos) B Office PowerPoint nan yBesmunBaTts
IOKYMEHT JJIs IETAaJbHOIO PACCMOTPEHMUSA?

B Bepcun 2007 ¢ momoursio BKiIanku View (Bum) MOYKHO OCYIIIEeCTBIIATH
yIpaBJIeHVe IapaMeTpamy, HeoOX0aMbIMY JJIA IIPOCMOTPAa TOKYMEeHTOB. Bee,
4TO paHee HaxoamJoch B MeHI0 Window (Oxno) n View (Bun), Teneps MOKHO
0TO0pPa3UTh, OTKPHIB BKJIAAKY View (Bun) (cMm. puc. 2-12). 3HaKOMBIE BaM KO-
MaHJbI MeHIO View (Buya) oTobpaskarTcesa B IpaBOM HMYKHEM yIJIY OKHA JOKY -
MeHTa, cJieBa OT yaobHoro ajemenTa Zoom (Maciirab), mo3BOJIAIONIETO IO~
IIIATOBO YBEJIMYMBATE MJIM YMEHBIIATh M300paskeHne JOKYMeHTa B IIpollecce
paboThL.

I@n H92-0 )+ Tnaga 4 - Microsoft Word -7 x
a
~ TnasHas Beraska PazmeTka CTpanmiLpl Ceenkin Pacceinkin PelenzMpoBakne Eua Haacrpofiki @
J uﬂ 5} Be6-gorymert Nuneiika Cxema gokymeHTa Q { [ | 2 Hosoe oxuo BB % E
L=l crpykrypa Cetka Scrmzal o = ynopasounrs sce | 47 =
Pasmerya | Pexih _ . Macwraé 100% Mepeiitns || Makpocs:
crpanue urenia =] HepHoBNE Manens cooBuieHui =l || & Pasgenuts 14 | gpyroe oxro - o

Pexinsl NpOCMOTRa AokymenTa Mokasats wnn cepas Macura Oxno Marpoce

Cosganne npogeccnonaIbLHbIX JoKyYMeHToB B Office Word 2007

HoEBIe NPE/ICTABICHHA, HOBEIE HHCTPYMEHTE

Crpykrypa okHa Office Word 2007

BEICTPOE CO3JaHHEe BEICOKOKAYECTECHHEIX JOKYMEHTOR

BEICTPOE CO3AaHHe MPO(eCCHOHATBHEIX TPAgHKOB ¢ MoMoITbio SmartAr|
TlozcteT ClIOB

TIpodecCHOHATEHEIH BHEINTHHH BHI — MOMEHTATBHO !

VopomieHHad coBMecTHad paSoTa

YIyHIIeHHEIE BO3MOKHOCTH CTHTHHA MOYTEL

TIpunoxerne Microsoft Office Word Beerna 65110 0eHP MOITHOH MPOTPaMMOH.
JleficTBHTETEHO, © caMoH HepBoii BepcHH B Microsoft Office Word 65110 Gombmme
BO3MOKHOCTEH, 7eM TpeGoBalIoch N0Tb30BATETAM (FITH JKe 1eM MOKHO GBLTO HaliTH B IPYTHX
IOporpaMMax) [ULL cO3JaHHA JOKYMEHTIOE B [IOBCeHeBHOH padoTe. Co3aaHue

n0IHO QYHKIHOHATEHOH, THOKOH, MOITHOH IIPOTPaMMEL, B TO :Ke BpeMd, He 3arPOMOKISHHOH
H2ITHIIECTBaMH, He OTPaHHYHBAIONIeH H He BBOJAIICH N0Tb30BaTelIeH B 30Ty KIeHHE — HMEHHO
B 5TOM 3aKTIOYanack OCHOBHAS Ielh pa3pafoTIHKOE MpH co3naHuH Office Word 2007. Haen
3aKIKYaeTCA B YIIP OINeHHH IIOHCKA, H3VICHHA H HCIIOTb30BAHHA (YHKITHH THOIBMH C
PAa3THIHEIM YPOBHEM OTIEITA HAPAY ¢ PACIIHPEHHEM BOIMOKHOCTEH IPOTrpaMMEl IPH
BBIIIOJTHEHHH PealbHBIX IPO(eCCHOHATBHBIX 38,149, KOTOPBIMH [P OHH3aH JeT0E0H MHp. B

Crpannua: 1 ws11 | Yoo cros 3674 | < anrmicki (CLLIA)

Puc. 2-12. MepeknioyeHne Mexay OKHaMm 1 U3MEHEHUe NPEACTaB/IEHUs OCYLLECTBASET-
€1 NOCPEACTBOM KOMaHA Ha Bknagke View (Bug)

CogeT. YToObl yBENMUYNTL UM YMEHBLLUUTL 0TOBPaxXeHNe LOKYMEHTa
Q Ha 3KpaHe, NepeTawuTe NoN3yHok napameTpa Zoom (MacwTtab), 3a-
[aB HY>XHbI MacLuTab.
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Mopnepxka KnaBmatypbl

ITonp30BaTeN N, IpoheccroHaIBHO BIIaIEIOITNE IPOTPAaMMHBIM 00eCIIeYeH I~
eM, 9acTo UIIYT (1 Jaske cO3LaI0T!) «ropAdne KOMOMHAIM» KJIABUII, YTOOBI
COKPaTUTDb BPEMA BBOJIA U YMCJIO II[€TIYKOB MBIIIBIO IIPY BBIIIOJIHEHUY PYTUH-
HbIX 3azad. B 2007 Microsoft Office System ecTs HaOOp BO3MOKHOCTE 110
paboTe ¢ KIaBUATYPOI, KOTOPBIN yIOBJIETBOPUT JIasKe CaMOro TpeboBaTe b-
HOTO NOJIb30BaTesd. VIMeeTca HECKOJIBKO Pa3JIMYHbIX YPOBHEN MOIIEPIKKI
KJIaBUATYPbL

m OgemeHThl KeyTip M03BOJIAIOT BKJIOYATE OTOOPasKeHVe KJIABUII, KOTO-
PBIe MOSKHO VICIIOJIB30BATh JJIA PabOThI C IIOJIB30BATEJILCKYM MHTePderi-
COM C KJIaBMaTyPBbIL.

® DBrictrpore knaBuim B Bepeun 2007 paboTaioT B TOYHOCTH Tak Ke, KaK B
Office 2003 (cm. Tabur. 2-1).

KnasuwHsble nopckasku KeyTip

IToncrasku KeyTip B Bepcum oTo0paskaioT Bce MMeIecsa «ObICTphIe KJa-
BUIIN», 3 KOTOPBIX MOHO BbI6I/IpaTb HYKHBIE. IIJIH BRJIFOUYEHIIA VMJIV BbIK-
JIIOUeHMA 0TOOPasKeHys «ObICTPBIX KJABUII» IPOCTO HAKMUTE u He-
mHoro nonoskaute. [lonckaskn KeyTip orobpaskaioTea HaJ KOMaHIAMMI, TIe
ObI OHM HY HAXOMUJINCH; IPOCTO HAXKMUTE OYKBY KOMaHJbI, KOTOPYIO Tpedy-
ercs BeIOpaTh (cM. puc. 2-13).

.‘/E!g H9-¢ = Knural - Microsoft Excel
[nagHan BcraBka Pa3meTra cTpaHuLel DoOpMyNnsl AaHHele PeugeHzUpOEaHKHE Bug Hagerp ok

j L PazmeTka crpaHmue s C{ ] E,‘— | 3= HoBOE OKHO = 0
O

Izj MpeacrasneHnA E ¥NopARgoqWTE BLe
GhI4HEIA| PasmeTka MokasaTe Macwrad 100% Macwrabnposate -
CTPEHHLIEI EI Bo secs 3kpan WK CEPEITE ™ EEIGENEHHEIH G parmeHT IT—-] 3akpenuTe o6nacn ~ [ | #d pa

PesMMbl NPOCMOTPA KHHMKA MacwTas OKHO
| Al v e |
A B C D E F G H 1 J K L

L1

Puc. 2-13. Haxmure JU1S BKIIOYEHNS UM BLIKIIOYEHNS 0TOOPaXEeHNs MofcKasok
KeyTip

BoicTpbie KnaBULLIK

B 2007 Microsoft Office System cToJIbKO «OBICTPBIX KJIABUIIT», YTO PabOTATh
B [IPMJIOKEHNUAX MOYKHO, HE IIPMKACAACH K MBIIIN. T «ObICTPbIE KJIABUIIIN»
yHacaenoBaHbl oT Microsoft Office 2003, ogHako BaskeH TOT (PAKT, YTO €CJIN
[10JIb30BaTEJb AKTUBHO paboTaeT ¢ «ObICTPBIMI KJIABUIIIAMU», €My He IPU-
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JleTCA IepeyInBaThCA, T.K. MOXKHO JICIIOJIb30BaTh Bee 0e3 MCKIII0YeHN «ObIc-
TpbIe KJIaBUIIN», MMEIOII/ecd B IIpeAbIAYyIIell Bepcun npoaykra. B Tadar. 2-1
IIpeJICTaBJIeH IepeYeHb «OBICTPBIX KJIABUII», OOIINX JJIA BCEX KJIIOUYEBbIX TP~
JIOXKEHNIT; TEM He MeHee, KasKJ[0e IPUJIOsKEeHIe IMeeT CBOV COOCTBEHHBIN 00JIb-
111071 Habop «OBICTPBIX KJIABUIII».

Taon. 2-1. O6wwme kombuHaLmm «ObIcTpbIX knasui» B 2007 Microsoft Office System

KomGuHaums Komanpa KomGuHauus Komanpa
KNnaBuL KNaBuL
+(0] OTKpPBITH + Bripesats
+ OrmeHUTB + BceraButs
+ IIoBTOPUTE + Hajitn
+ CoXpaHUThb + 3aMeHNThb
+(P] ITeuaTnb + BoinesnnTs Bech
+ 3aKpBITh AOKYyMEHT
AKTVMBHOE OKHO 3aIryCcTuThb
+ ITosy»KMpPHBIA MPOBEPKY
+ HaxkJ10HHBI opgorpacun
+ ToguepKuBa e * Orobpasuts
Cr)+E  Tompas .
PaBomMy - Ilnasorosoe
Kparo
+ OKHO CTUJIEN
+
HonesTpy + Juatorosoe
+ Romyposarts + OKHO 1IpUQTOB

YuTtaitte panee

Teneps, mosyuns 6a30Boe mpeacTasienne o npogykre 2007 Microsoft Office
System, BbI cMOskeTe U3y4nuTs ero 6osee qeTasbHO. B cienyromeri raase pac-
ckaspIBaeTcA 00 M3MEHEHNAX B CUCTEME CIIPABKI 1 O METOJAX 3alINUThI (hali-
JIOB B 9aCTO MCIIOJIb3yE€MbIX ITPUJIOMKEHNAX.



[(naBa 3

XN3HEeHHO Ba)XHble
CUCTEeMbI: MOMOLLb
n 0e3onacHoOCTb

Y aydilleHHas cUCTeMa CIIPaBKU
Vlcnone30Banme nopckaszox Super Tooltip
VIamenennsa B Microsoft Office Online
Samura aitioB

IIpoayKTMBHOCTE HAXOAUTCA B IPAMOI 32aBUCUMOCT OT IBUYKEHNS: TPOABYI-
JKeHIe IIPOeKTa, CO3JJaHle TOKYMEeHTOB, BbIIIOJHEeHNe 3a7lad, Ha3HaYeHHBIX B
IJTAaHMPOBIIMKe 1 T.1. He 3aBUCMMO OT TOTO, KTO BbI: PYKOBOJIUTEJD KPYITHOM
KOMIIaHUM MJIV € IMHOJIMYHBINA BJanesel (pupMsbl, paboTarommii B oduce 6e3
JIPYIUX COTPYIHMKOB, CIIOCOOHOCTD IIPE0J0JIEBATh IIPENATCTBUA CErOgHA
o0ycJIaBIMBaeTCA TeM, HACKOJIbKO BbI (MJIM Balll OT/eJ/KOMIIAHNA) MOYKeTe
OBITH IPONYKTUBHEI B pabore.

JlarHa A raaBa MOCBAILIleHa IBYM BasKHbBIM CHCTeMaM, IOMOTAIOIIMM IO eP-
SKMBATB IIPOAYKTUBHOCTD Mcnosb3oBanua 2007 Microsoft Office System. Cuc-
TeMa crpaBKu B Bepcun 2007 ynasieHa ¢ maHe M 3afad U Tellepb HeMeIJIeHHO
CBs3bIBaeT M0JIb30BaTeJel ¢ PaCIIMPEHHBIMI 1 YCOBEPIIIEHCTBOBAaHHBIMI pe-
cypcaMu. YJIydllleHs B MeTO/aX 3aBepPIIeHNA M 3aIUThI JOKYMEeHTOB obec-
IIeYyBaIOT LIeJIbIM PAJ CIIocOO0B pasrpaHMYeHNs JOCTyIa II0JIb30BaTesell K
JOKyMEeHTaM U CTelleHN JOCTyIIa, OIIpelesIdrolielt, KaKye 3JeMeHThI IT0JIb30-
BaTeJIM MOI'yT MIBMEHATh, OTKPbLIBATE JJIA O0IIET0 TOCTYIIA, & TAKKe MOTYT JII
OHJ paclevyaThIBaTh IIPVHMMaeMble (hailbl.

YnyyuweHHas cuctema cnpaBku

CucreMsl CIIpaBKM B ITPOI'PaMMHOM o6ecnequMM, KaK IIpaBMJIO, HE ITPVMHOCAT
MHOTO ITOJIb3BI. Hom;sosa’rem/[, KOTOpPbI€ Ha HUX HaAeIOTCsA (,II;OBOJIBHO CTpaH-
HO, HO COI'JIaCHO CTaTUCTHMEKE 3TO Hallle BCETro AO0CTATOYHO OIIBITHBIE ITOJIb30Ba-
TeJH/I), XOTAT 6bICTpO BBIACHIUTB, 4Eero He XBaTaeT, 4YTO He pa60TaeT NI He
nomMoraeT. TaK Kak II0Jb30BaTeJu IIPVI BOBHMKHOBEHUN ITPEIIATCTBUA B pa6o—
Te, KeJad 6bICTpO II0JIy49UTHb OTBET Ha BOIIPOC, O6paH_IaIOTCH VIMEHHO K CIIpaB-



50 YacTs I. Beegerune B 2007 Microsoft Office System

Ke, JIJOBOJIbHO CUJIBHO Pa3049apPOBBIBAET TOT (PAKT, UTO UM IPUXOIUTCHA HAKU-
MaThb Y IIPOCMAaTPMBATh CIIPABOYHBIN MaTepyaJl B IIOMCKe HEOOXOAVIMOI
IIOMOLIIIL.

Ecan BeI mostb30BaTEINB, TPEAIIOYNTAIOIINI CAMOCTOATEIBHO Pa3dnpaTh-
CA B HOBBIX ITpOrpaMmax, To, BeposATHee BCETro, Bbl 6yneTe OTKPbIBATH BCE€ MEHIO
Y U3yYaTh IOCTYIIHBIE OV B IIONIBITKAX BBIACHUTD AJ1A cebA Bce HeobXoam-
MO€, BMECTO TOT0, YTOOBI 00paTUThCA K CIIPAaBOYHOMY pecypcy. Eciou Ber mpe -
IIoYMTaeTe CHavYaJa 03HAKOMUTBLCA C MHCTPYKIVET (Torna 3Ta KHUra JJ1d Bac!),
TO CHa4aJja Bbl 00paTNUTECh K ITI€YaTHBIM MaTeprasaM (MM JePiKUTe KHUTY
II0J PYKOJI IIPY CaMOCTOATEJIbHOM M3Yy4YeHN TporpaMMel). VITaxk, rae ske He-
obxoauma cucrema crpaBku? CrrpaBka He0OX0qMa TOTAA, KOTAa HY B OJTHOM
U3 IPYIUX PEeCcCypcoB HEBO3MOIKHO HalTV HEOOXOAVMBIN MaTepua, YTOObI
[IPEeosI0JIeTh IIPOOJIEMY; eCJIV BCA HAIesKIa Ha CIIPABKY, TO OHA JOJIKHA ObIlc-
TPO BBIZJaBaTh HEOOXOAVIMBI OTBET.

AIIMMHICTPATOPbI MOI'YyT OPraHM30BaTh XOPOIIYIO CUCTEMY CIIPaBKM B BUJE
[IePBOI JIMHUY CJIYKObI MOJIEPIKKM [I0JIb30BaTeJe, He MMEOINX OIbITa
pabote! ¢ mpumoskenneMm Microsoft Office. KpaTkoe BBeneHue B cucremy
CIIPaBKM MOKET IIPeZ0CTaBUTD IT0JIb30BATEJIAM 11eJiblit Habop cr1ocoboB ycT-
paHeHNA HENO0JIaIOK (M pecypCcoB AJid pa3paboTKN, TAKMX KaK I1a0JIOHBI, OH-
J'Iaf/'IH—TpeHI/IHI‘ n T.II.); B [IEPCIIEKTMBE OHV MOTYT COKOHOMMTD OJIS KOMIIaHUM
BpeMsd I JeHbI'M, KOTOPbIe ObIIM ObI TIOTPadYeHb] Ha IIOVICK OTBETa, PACCTOAHME
JI0 KOTOPOTO Ha CaMOM JieJle U3MePAeTCA BCEr0 HECKOJIbKMUMIU IIeJTIKaMI
by, CpaBOYHBIE pecypc, OTBedaromuii TpeboBaHUAM II0JIb30BaTEIEH,
HEe3aBJCUMO OT TOTO, IJie OHU HaXOAATCH, U IIPEeOCTABJAIOIINI TeTaJbHbIe
CIIpaBOYHbBIE CBeJleH)A (HaUMHAA OT IIPOCTOT0 Ha3BaHNA MHCTPYMeHTa [0~
ckas3ku ToolTip] n sakaH4YMBasA cTaThAMH, [IAOJOHAMIY, IPYIIIAMU HOBOCTEI,
BUJleOMaTepraiaMi 1 TPEHMHTraM), 00ecIiedBaeT II0CTOAHHYIO IO IePIKKY
TaM, I7ie IpyTyie CaMOCTOATeIbHbIE IPIUJIOKEHN, 110 OoJIbIIel YacTy, becro-
MOIITHBL

U3meHeHus B cucteme cnpasku penusa 2007

VlsmeneHus B cipaBO4YHO cuctTeMe nponykra Bepcun 2007 npusBaHb! 0b6ec-
[IeYNTh HAMJIYYIIYI0 00paboTKy BOIIPOCOB IT0JIb30BATEJNA B CaMble KpaTdaii-
e cpoku. HoBasa cucrema cripaBku Microsoft Office cnabsxena obiactbio
IIPOCMOTpPA CIpPaBKMU, 00eCIIeunBaoIIel ITOUCK, 0TOOpaKeHe U COXPaHeHe
CIIPaBOYHON MH(pOPMaLUN, CBA3aHHO C JeICTB/EM, KOTOPOE IIbITAETCA BbI-
[IOJIHUTB II0JIb30BATEb.

Ha puc. 3-1 nokazano okuo Help (CripaBka) B pesanze 2007. Ilanesb nuCT-
PYMEHTOB COIEPIKNUT yiKe 3HAKOMBIe cpeicTBa HaBuranym: KHonky Back (Ha-
3an), Forward (Bniepen) n Stop (Crorr), a Takske HOByI0 kKoMaHay Refresh
(O6HOBUTS), IpeJHABHAUEHHYIO JJ1A 0OHOBJIEHIA COIEPIKIMOT0 OKHA 10 Mepe
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HeobOxoxumocTy. VIHCcTpyMeHT Application Home (Caiit npuitosxeHns) 1o3Bo-
JIeT OCYILIECTBUTD JOCTYII K JOIOJJHUTEIbHOV MH(MOPMAaLM, CBA3AHHON C
JICTIOJIb3YEMOM B IaHHBIV MOMEHT IIPOTrPaMMOIA.

YeTrIpe JONOJTHNUTEIBHBIX MHCTPYMEHTA ITIOMOTAIOT VICKATH VI IIPOCMAaTPN-
BaTb CIIPABOYHYIO MH(OPMAIMIO, & TaKyKe COXPAHAIOT HaJIEHHbII MaTepy-
ai. Knonika TOC (ConmepsxaHne) I03BOJIAET OTOOPa3UTh ITepedeHb TeM CIIPaB-
KI, CBA3AHHBIX C TEKYIINM IIPUJIOKEHUAM (CM. puc. 3-2), mHcTpyMeHT Text
Size (Pasmep TekcTa) IO3BOJIAET YBEJINYNUTD (MJIM YMEHBIIUTE) pa3Mep TeK-
cra B okHe Help (CuopaBka), mactpymenT Print (IlegaTs) BEIBOAUT Ha I€YaTh
COZlepsKMMOe TeKYIIlero okHa, a KHonka Pin (Ckpernka) mo3BojigeT «3aKpe-
INTh» TEKYIIYIO CTPAHUIY CIIPABKM C OTKPBITOM COCTOSHUM TaK, YTOOBI K HET
MOSKHO OBbLJIO0 06paIaTbea BO BpeMs padOThIL.

Back (Hasap) Refresh (OGHOBUTH) Puc. 3-1. HoBblii BHELWHWI
Forward (Bnepegn) Application Home TOC (Conepxarue) BU[, OKHA CUCTEMbI CrpaBKu
| Stop (Cron) | (CaiiT npunoxexns) Pin (Ckpenka) 9007 Microsoft Office System
| Help
\+ W’er 1—19%7 o [ E— e
RCOREINGH] é o AL é ] =
~ J Search -
g
P
Wwhat's new Getting help
Activating Word Cuskamizing
File management Creating documents
Wiewing and navigating Margins and page setup
Headers and footers Page numbers
Page breaks and sectioh brepks Writing
Farmatting Tracking changes and comments
Lists Tables
Tables of contents and pthe ‘Working with graphics and charts
references
MMail merge Saving and printing
Converting documents Collaboration
Security and privacy ‘Working in a different language
Automation and progragmatilicy Add-ins
. [~
| All Word | O Connected to Office Online m

Print (Meyatb) Text size
(Pa3mep Tekcra)
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© Word Help =

@ Tables of contents and other references
@Workmg with graphics and charts
@Mail merge Canverting documents Coillabioration

@Sawng and printing

Iail merge Saving and printing

DEONCOEGRA A= - .
X) \& =
-~ O Search ~
Table of Contents X
@Whafs new @l h
@Getﬁng help
@Acﬁvahng Word s |
e Browse Word Help
@Cusbommng |
@F\Ie management What's new Getting help |
@Creah’ng documents Activating Ward Custarmizing
@\ﬂewmg and navigating
N File management Creating documents
@Margms and page setup
@Headers and footers Wiewing and navigating Margins and page setup
@/PEQE numbers Headers and footers Fage numbers
@Page breaks and section breaks
o Page breaks and section breaks Wriking
@erhng
@Formatﬁng Formatting Tracking changes and comments
@Tradqng changes and comments s Tebies
@Lislﬁ
@T Tables of contents and other working with graphics and charts
ables
2 references

Security and privacy Working in a different language
@Converﬁng documents
@Collaboraﬁon Autornation and programmability Add-ins
o g | g
All'Word | O Connected to Office Online m

Puc. 3-2. NHctpymeHT TOC comepXuT CCbKM Ha CPaBOYHYI0 MHGOPMALWIO, CBSI3aHHYIO
C BbINOHSEMON 3aaayeii

[Boaspau.l,euue F1 )

Ecnu Bbl NPMBLIKIN NCNONb30BATh KNABULLY ON51 NONly4eHUs KOHTEKCTHOM
cnpaBku npu paboTe ¢ BaLLMM JIIOOUMbIM NPUIOXEHUEM, Padbl BaM COOOLLIUTD,
4YTO Ternepb Knasmwia BEpPHyNack B psabl MHCTpyMeHToB Microsoft Office. Malik
Kennu na Microsoft Office Online rosopuT: «B Bepcnn 2003 9Ta BO3MOXHOCTb HE
Oblsla peann3oBaHa No TEXHUYECKOM NPUYMHe, KOTOPYO Mbl yCTpaHunu. Mpu Ha-
xartmm He Bceraa oTobpaxatoTCs KOHTEKCTHbIE CCbINIKK, 0AHAKO B 0OOM Ciy-
Yyae nNpu 3TOM Bbl CMOXETE OCYLLLECTBUTb NMOUCK... VI Mbl NpeayCMOTPUM KOHTEK-
CTHbIE CCbUIKM A1 GONbLUMHCTBA aKTUBHO MCMOJIb3yEeMbIX MaIorOBbIX OKOH (eLle
OJHO NPENMYLLLECTBO OHMANH-CMNPAaBKX B TOM, 4TO OHA NO3BOJISIET BbIIBUTb HAU-
6onee nonynsipHbie CTPOKM NMOUCKA M KOHTEKCTHbIE 3aMPOChl, HA COBEPLLEHCTBO-
BaHWM KOTOPbIX MOXHO CKOHLIEHTPMPOBATbL YCUIUS B MEPBYIO o4epeab)».’

J

! Marik Kemasu, uz Microsoft Office Online, kommenTupyercsa B 6iore [[sxencena Xappuca:
http: / /blogs.msdn.com /jensenh /archive /2005 /11,29 /49786 1.aspx.
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Ucnonb3oBaHue nopckasok Super Tooltip

OpHoM 13 IJIaBHBIX LleJieli mpy pas3paboTke HoBoro nusaiiHa Microsoft Office
System 6b1510 0becrieuenye IPOCTOTHI PAOOTEI 1 HAJIMYMA B MHTePerice TOIb-
KO MHCTPYMEHTOB I OIILIMI, HEOOXOAMMBIX JJIS BBIIIOJIHEHNA TeKyIell 3a1a-
uan. [Tonckasku Super Tooltip ABaAIOT co00IT HOBBIM METOJ OJYyUeHMUA KOH-
TEKCTHOJ CIIpaBKM, He 3aHIMAIOIIlell MHOTO MecTa Ha 9KpaHe.

ITomcrasku Super Tooltip nmpegocTaBAT 60JbIIE MHMPOPMAIUY, UEM
oOBbIYHBIE ITOACKA3KM (0TOOpaskaloliye TOJIbBKO Ha3BaHME MHCTPYMEHTa Ha
MecTe ykKasaTeJia Mblnu). HecMoTps Ha TO, YTO ITOACKA3KM O0TOOPaKAIOTCHA
JUIS BCeX MHCTPYMEHTOB B MHTepderlice pesusa 2007, monckasku Super
Tooltips MCIIONIBL3YIOTCA TOJBKO AJIA TEX DJIEMEHTOB, KOTOPBIe TPebyoT 60-
Jee noApobHoro ommucaHuA. K npumepy, paccMOTpMM IIOACKa3Ky Super
Tooltip, oTobpaskaeMyro Ipy HaBeJEeHNY yKasaTeJid MBI Ha MHCTPYMEHT
Format Painter (Popmat o 06pasiy) (cm. puc. 3-3).

H9-0)s now

InaeHan Bcraska PazmeTka cTpaHuusl Cebinkn Pacceinkn
j - Calibri (OcHOBHO# T¢ ™ |11 A A'||ﬁf}| = ="

Baasute [ & U - abe x, ¥ Aa-||2- A-l||I=

Eydep oBmena M LWpugT (F At

‘®opmat no obpasuy (Ctrl+Shift+C)

KonupoBaHue ¢ opMaTMPOBaHWA W3 04HOTO MECTA M NPUMEHEHKE Ero
B ApYrom.

JBa bl WeNKHUTE 3TY KHOMKY, YTOBH NPUMEHWTE 04HO M TO e
$OPMATMPOBAHKE K HECKONBKWUM HacTAM A0KYMEHTE,

@ Ananony .t CBEAEHMIA HANMKTE K y FL.

Puc. 3-3. Mogckasku Super Tooltips conepxat 6onblue MHbopMaLnn, HexXenu NpocTo
MM$ MIHCTPYMEHTA

Pazpaborunku cucremsl cipaBky B pesmse 2007 BHe PN ITOICKA3KY Super
Tooltip B KauecTBe HEJIOCTAIOIIETO 3BEHA MEKAY MHTeP(ECOM U CIIPaBKOA.
TTogckaskm Super Tooltip mpegocTaBIAIT HE TOJBKO Pa3BEPHYTOE OIMCA-
HIle, KOHTEKCTHBIE BBIKJIAJIKY U JasKe M300paskeHns, HO TaKyKe CChLIAITCH
Ha CIMCTEMY CITPaBKM, OJIATONAPA YeMy, HasKaB KIaBUILY | F1 ], MOMKHO IOJTy-
uuTh 0OJIEe AeTaJbHYI0 MH(OPMAIMIO 110 NaHHOV KOHKPeTHO KomaHe. I1o
OKOHYaHMM PaboThI ¢ mocKkaskoit Super Tooltip mesKHNTE BHE €€ OKHA, YTO-
OBbI 3aKPBITH IIOICKA3KY.
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CoBeT OTHOCUTENbHO BbIK/IOYaTEI AUaNoroBbiX OKOH

YT106bI HE ragaTb, NPUBEOET NN LWENYOK Ha BbiKJto4aTesle AnanoroBoro OkHa B
NPaBOM HVXXHEM Yrily Habopa KOMaHA, K MOSIBNIEHUIO HYXXHOMO AManioroBOro OKHa,
pasmecTuTe ykasaTeslb MbIlUW Haf, BbiK/loHaTenem, 1 noackaska Super Tooltip
NnokaxeT, Kakoe AManoroBOe OKHO OTKPOETCS NpU LLLeNYKe Ha Bbik/lovaTene.

I v:ﬂ\l i )~ NokymenTl - Microsoft Word
- - TnasHaa BcTaeka PasmeTka cTpaHWLbl Cebinkn Paccbinkn PeueH3MpoBaHne Bug Hagerpoiikn
_j - Calibri (QcHoBHOA T¢ ~ 11 MIF S N =R =R T 1 igl‘ﬁi‘l !Tl AaBbCeDe || AaBbCcD
BﬂavB"‘Tb _J | & 9 - abe x, x* Aa-||® - éVI == Elni'll& - T O6biuHBIiA | T Bes uHTe,)
Bydep obmeHa = LWpndt ] ABzay (F CTi

WpwdT (Cirl+D) I

OTKpPHITME AMAN0rOE0ro okHa LUpudT.

JaHHas BO3MOXHOCTb NpeaBapuTeibHOro NPOCMOoTPa AMaioroBOro OkHa Co-
KpalaeT paboTy Kak MMHUMYM Ha OAMH LLEMHOK MbILLW (1 UCKIIOYaET BO3MOXHbIE
Heya06CTBa MPY OTKPBLITUM ABYX UIN TPEX ANANTOFOBbIX OKOH B MOMCKAX HY>XHOTr0).

U3meHeHuda B Microsoft Office Online

Microsoft Office Online Teneps obecrieunBaer elrle HoJiee IMPOKYIO IOALEP-
SKKY Ipu pabore ¢ kirroueBbIMY Tpuitoskenuamy — Microsoft Office Word 2007,
Microsoft Office Excel 2007, Microsoft Office PowerPoint 2007 1 Microsoft
Office Access 2007. ITpu co3maHUy HOBOTO IOKYMEeHTa II0CPEeCTBOM KOMaHIbI
New (Cozzate) B Mento File (Paiin) B moaBiAroIieMcsa OKHE MOYKHO BbIOpaTh
11a6JI0H, MMeImiica (paiiil, OTKPBITE ITyCTOM TOKYMEHT WV IIePeiT K 06J1a -
ctu Microsoft Office Online, pacrnosioskeHHOV B HMYKHEN YaCTV OKHA, YTOOBI
BOCIIOJIb30BATHCA IIOCKA3KaMI, MHCTPYKILIMAMY, 3aTpysKaeMbIMY MaTepuaa-
MI ¥ JOIIOJIHMTEJIbHBIMM I11a6JI0HaMY, CBA3AHHBIMIY C JAHHBIM IIPUJIOKEHNEM.

HOunzaria Microsoft Office Online 6b1y mosTHOCTBIO IepepadoTaH AJA YIPO-
IIIeHNA M PaCIIMPEeHNs BO3MOXKHOCTeN nonnepsxkku. IloMmmnmo merannsoBaH-
HOJI CIIPaBKM 3[IeCh TAKyKe MOYKHO HaJTY CTAThY C MHCTPYKIMAMM, 00ydaro-
II[Mie Pecypcehl, JeMOHCTPAIM, TECThI, MaTepPyaJbl 10 MHMPOPMALVIOHHBIM
TEXHOJIOTMAM U IIPOrpaMMMpoBannio, pecypcesl Microsoft Security, Ask The
Community u np. Kpome Toro, 3mech mpencTaBIeHbl pecypchl, OKa3bIBa0-
IMe IOANEePIKKY IIPJM BBIIOJHEHM) KOHKPEeTHBIX 3anmad, Hampumep, Work
Essentials, Enterprise Solutions, Microsoft Learning n Microsoft Office Small
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Business 2007. O6as3aresnbHo o3HakoMbTech ¢ Microsoft Office Online 1 Boc-
[I0JIb3YMTECH IOTEHIMAJIOM AOCTYIIHBIX PECYPCOB JJIA JOCTUKEHVS BBICOKOM
adppexTnBHOCTU PabOTHI ¢ Bepcuelt 2007.

3awumTta ¢annos

He tax gaBHO TepMUH «1J100aJibHOE pabouee IPOCTPAHCTBO» BOCIIPUHUMAJICH
KaK HeUYTO KOHI[EIITYaJIbHOE U JaJIEKOE, U MbICJIb O TOM, YTO B OJI/H IIpeKpac-
HBI JIeHb BCe JIIAM CMOTYT paboTaThb coolIla IJId SOCTUKEHUA pe3ysIbTa-
TOB, ObL1a cponuu MeuTe. Ceronus roiobaabHOe pabouee IPOCTPAHCTBO — ITO
peasibHOCTE. MBI paboTaem ¢ rpynnamm IoJab30BaTe el 110 BCEMY MUPY, CBsA-
3bIBaeMCdAC MH(bOpMaHMOHHbIMM eHTpaMM Ha Pa3JINYHbIX KOHTMHEHTaX, 0Cy-
mecTBJIsAeM obMeH paitmamu (M paboraeMm cOBMeCcTHO B 00iiem pabouem
IIpocTpaHCTBe B VIHTepHeTE) IJIA peasn3alnnu KOJJIEKTUBHBIX IIPOEKTOB U
Ipe3eHTalnil

IIono6ub1it 0OMeH JaHHBIMY — HTO OTPOMHOE IIO/ICIIOPbE AJIA MaJIbIX U KPYII-
HbBIX KOMIIaHII1, OHAKO [P 3TOM TaKIKe BOBHIUKAET ITOBbIIIIEHHAA HEO0X0 AV~
MOCTB B 3alIMTe BayKHBIX JOKyMeHTOB. KoMnauuaM TpebyeTca BO3MOYKHOCTh
3allIIIIaTb CBOM NOKYMEHTEHI I CEKpEeTHbIe JaHHBbIe,; I10JIb30BaTeJIN JOJIMHDBI
6I::ITI:> YBEPEHHbI, 4TO CO3AaBaeMble MV NOKYMEHTDBI IIOIIaJJal0T B HYKHbIE DYKI
(1 TONIBKO B HyKHbIe pyKn). CriernaJjmcram B 06Jactu nH(pOpMaIny HeoOX0-
VM MEeTOJ pasrpaHuYeHNs JOCTyIa, 00yCIaBIMBAOIINI HAJU4IMe UM OT-
CyTCTBUIE IIPpAaB Ha MBMeHeHIe, I1e49aTh MJIM OTIIPABRY IIOJIYYEHHBIX JOKYMEH-
TOB Yy T€X MJIV MHBIX JINIT. HeSaBI/ICI/IMO OT pa3MepOB Opranm3aniyy, IIOBbIIIIEHNE
ypoBHsa 6e3onacHocTu (paiiyios u pyurimii 3amutel Microsoft Office System
obecrieunBaeT AOIOJHUTEJILHBI YPOBEHDb 3AIUIIEHHOCTY CO34aBaeMbIX U
pacnpocTpaHaeMbIX MaTEPUAJIOB.

3aBepLueHue u 3awura ¢painnos

B Office Word 2007, Office Excel 2007 u Office PowerPoint 2007 mesuzo File
(Daiin) comep:rut HOBYI0 KoMaHay Finish (IIogroToBuTs), mpenocTaBsA0NYIO
HabOp BO3ZMOIKHOCTEI] 10 3aII[TE 3aBEPIIaeMbIX JOKYMEHTOB, pabounx jmc-
TOB U IIpe3eHTaIui (cM. puc. 3-4). PaccmoTpuMm KpaTkoe onucaHne HEKOTO-
PBIX 13 3TUX BO3MOMKHOCTEIL

® Omnuusa Properties (CBoiicTBa) I03BOJIAET BBOAUTD MAEHTU(PUKAIIVIOHHYO
nHpOpManyio 06 OTKPHITOM (hajiyie, BKIOYa A UMA aBTOPA, KJII0YeBbIe CJI0-
Ba, TeMy 1 Ip. (M. puc. 3-9).

m  C nomorsio onimu Inspect Document (JHcIIeKTOp JOKYMEHTOB) MOYKHO
OCYIIIECTBJIATD IIOMCK ¥ yJaJIeHye JII000I JIMYIHOM NI KOH(MUAEeHIATIb-
HOJ MH(OpMAIMM B IOKYMEHTE IIePeJ] er0 PaCIIPOCTPaHEHNEM.
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@"-. H92-0 ) & Hokymentl - Micro: Puc. 3-4. KOMaHﬂ,a
| Finish (MoaroToButs)
D T [CoXpaimalL RIS DL ORI npenocTasnser Habop
i s Joxyment Word o
— % COXDEHEHHEAOK”MEHTE B HCNOAB3IYEMOM NO YMONYAHHID OI-IIJ'MM, KOTopble MOXHO
OTepbITE fopmare,
MCcnonb30BaTb AN

i 0| Wanon Word

Coxpi AOKY! T3 KaK Wab, . KOTOPEIA MOXHO 3aBep|.UeHV|9| n 06eCI'Ie-

MCMNOAL306aTE ANA GOPMATHPOBaHNA BYAYLINK A0KYMEHTOB, 6
| T 4YeHua 0e30MnacHOCTU

CoxpaHeHue KoUK JOKYMEHTa B HOPMaTE, NOAHOCTER d)aﬁj]OB
COEMECTHMOM ¢ Word 97-2003.

CoXpaHuTs

COXpaHWTE Kak | 3

Zall-ng

HaiiTi HapcTpoiiku Ana Apyrax hopmaros daiinos
CBeAEHMA 0 HAACTDOMKAX, NCMONB3YEMBIX ANA COXPAHEHWMA B
Apyrvx dopmarax, Taknx kak PDF n %P5,

Nevats »

Moarotoeute b Apyrwue dopmats

OTKPEITHE JWANOT0EOrD OKHA "COXpaHEHWE JOKYMEHTa"™
AnA BB opa dopmata daiina.

OTnpaenTe 3

Onyénvkogals F

7
3
&

—
D 3aKkphiTe
[@ DapameTpw Word I [X Brxon us Word ]I
@‘w H=2-u)= Noxymenrs - Microsoft Word - = x
il
Inasran | Beoraska  Pasmerka crpammus  Comakn Paccemkm Peuewswposarme  Bug  Hagcrpoiikm @

o T : Pl
I N T e S 1 M

AaBbCCT | AaBLCC AaBbC

3 - 4l Zamerums
Broenrs || & 4 - abe 2, 2 a7 A [1=-][&x- 5| | [v osumi | 1 563 mre.. 3aronoso.. e ——
Eydep obmena & IWpudt iF} Absaly (i Crann 7 || PegakTuposarme,
@ Ceoiicrea aokynerTa * OB} X
AETOR! HazgaHhe: Tena! [nKyeELIs CNoBa: [aTeropra: COCTORHHE!
[carepma | [Ofoprias nexuwe | ] | [rexun, soeacwe ] ] [reprosmc
MpHMesaHHs:
Konmamna «Bee g4 cagay

3auem HYKeH KoMnocT?

HWUTO TaK He COTPEBAET OYLUY UCTVHHOTO C L KaKn KapTod:

OYWCTOK, CKOWEHHOM TPaBbl, ONaBLIKMX NWCTEEB W Aaxe KodenHoro ocanka B Boratoe

nuTaTenbHLIMM BELeCcTBaMK opraHnyeckoe yaobpenve, naeectHoe kak komnoct. W
Crpaniua:1 w6 | Yncno cnos 1261 | G pycodii | ‘ EEEEE =

Puc. 3-5. [lob6aBnexne naeHTUdUKaLMOHHON nHdopmaluu B haidn ¢ NOMOLLbI0 KOMaH/bI
Properties (CBoiicTea)
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® Bribepure onuuio Restrict Permission (Orpaanunts paspelienns), 4To-
OBI HACTPOUTD M OCYIIECTBJIATH KOHTPOJIb AOCTYIIa K BaIlUM dpaiiaam Ipy-
T'UX [IOJIb30BaTEJIEI.

m Bribepure ommio Add A Digital Signature (JobaButb 1 poByo moz-
IIVICH), YTOOBI IPUCOEAVHUTD K IOKYMEHTY CKPBITYIO ITIOJIINCDH, 0OTOOpaska-
€MYI0 TOJIBKO aBTOPUB0BaHHBIM IT0JIYYaTEJISIM.

m  Jlcnosbayiite onuyio Mark As Final (IlomeTuTs Kak OKOHYATEJILHBI), YTO-
OBI COXPaHNUTD NOCTYIIHYIO TOJIBKO JIJIA YTeHUA Bepcuio dpaiiia Bo u3de-
JKaHME M3MEeHEeHNA JOKYMEHTA €r0 [10JIyYaTeJISIMU.

nmelowascs B nogmeHio Finish (MoarotoBuTs), N03BONSIET NPOBEPUTH
TEKYLLMIA JOKYMEHT Ha MpeaMeT COBMECTUMOCTU AaHHOM Bepcun pan-
na c opyrmmm BepcusmMmum nporpamMmeol.

Q CogeTt. Onumna Compatibility Checker (IMposepka coBmecTnmocTtn),

YaaneHuve nu4yHOM Unu 4yactHou nipopmauum u3 panna

VuacTpymenT Document Inspector (VIHcmeKTOp ZOKYMEHTOB) (DOCTYIIEH B
Office Word 2007, Office Excel 2007 u Office PowerPoint 2007) ocytiecTs-
JdAeT B paiiye mouck nHPOpMAaINY, KOTOPad MOIJIa ObITH CIIyYaliHO BRJIIOYE-
Ha B 3aKOHYeHHbI! TokyMeHT. [Ipu Beibope nyHkTa Finish (IlogroroButs) n
3ateM Document Inspector (MHcriekTop nokyMmeHTOB) B MeHIo File (Pariir)
noaBJsigeTcsa okHO Document Inspector (VIHCIEKTOP TOKYMEHTOB) C OIIIINMA-
MM, IIOKa3aHHbIMI Ha puc. 3-6.

Puc. 3-6. VHCTpymMeEHT
Document Inspector
(MHCnekTop fOKYMEHTOB)

HHCHBKTIJP ADEYAE HTOE

Mposepka AOKYMEHTA HA HANWHIE MDUMEYAHIAR 1 PYKOMUCHBIX NPUMEYSHA, MOXeT I'IpOBepVITb
CBOICTBa OKYMEHTA W INYHBIE CBEEHIA .U.OKYMeHT, paﬁoLI n |7| JINCT
Mposepka AOKYMEHTA HA HANWHINE CKPBITHIX METAAAHHEIX M MHHBIX CEENEHMIA. Wi n p83€HTaLI,I/I 10 HA
HacTpansaembie XML-AaHHbIE I'IpeJJ,MeT I'IOTeHLI,VIaﬂbeIX
Mouax HacTpausasMblx XML-A8HHBIX B AOKYMEHTE, He,U,OCTaTKOB

HesnauMoe copepumMoe Ha cnaiine

MpoBepka NPeseHTALWM Ha HaNW4KMe OFBEKTOB, KOTOPHIE HE BUAHBI, NOCKONEKY
OTHOPMATHPOBEHE! Kak HEEMAMMEIE, 3T0 HE OTHOCMTCA K OBBEKTEM, SaKPEITEIM LPYTHMM
ofiberTamm.

[] copepwumoe sne cnaiipa

MpoSepka NPE3EHTELAM Ha HankHMe 0fbEKTOoB, KOTOPBIE He ABNAKTCA BMAMMbIMK, NOCKONSKY
HAX0AATCA 38 Npeaenami 0BNacTk cnaiina. 3To He OTHOCMTCA K 0bbexTaM C sdiderTam
BHUMALMN,

3aMeTKH K Npe3eHTaumn
Monak 3aMeToK AOKNEAYMKE B npeseHTawmn.
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ITocne naskaTna knoniku Inspect (IIpoBepuTh) HAaUMHAETCA OI[€HKA JOKY -
MEHTa, II0CJIe KOTOPOJ 0TOOpaskaeTcsa OKHO C pe3yJbTaTaMy IIPOBEPKHA (CM.
puc. 3-7). YTobs! ynammnTs nHMOPMAIMIO, HAXKMIUTe KHONIKY Remove All (Y ma-
JIITBH BCE) NJIA JIIOOOTO DJIEMEHTa, KOTOPBIA clefyeT yIaJUThb; II0CJIe HTOr0
HaskMuTe KHOIIKY Reinspect (IIoBTOpuUTE IPOBEPKY), YTOOLI €111 pas IIpoBe-
puUTh NOoKyMeHT. IloBTOpANTE 5TM NEeVICTBUA 0 TeX IO, IIOKa JOKYMEHT He
IpuMeT TpebyeMblii BU.

Office System ngeHTn4Ha COOTBETCTBYOLWEMY Npoueccy B Microsoft
Office 2003, ogHako Tenepb HacTpoWka n ynpaeneHue ¢GannosbiMu
paspeLeHnsaIMn MOXET OCYLLECTBNATbCA U3 MeHto File (Paiin). Ona
paboTbl C pa3peLLeHS M KOHKPETHOro daina oTkpoiite meHio File
(Parin), BoibepuTte Finish (Mogrotosntk) 1 3atem Restrict Permissions
(OrpaHununTb paspelueHmns). B nogmeHio BbibepuTe onumio, yctaHas-
nvBaioLLyto Tpebyemble NnapameTpsbl.

Q Coser. lMpoueaypa HacTporkn dannosbix paspewieHnii B Microsoft

HHcnekTo P A0KYIAE HTOE

MpocMoTP PESYNLTATOE NPOBEPKH,

@ Npumeyannn
SNEMEHTEI He HafaeHs.

¥ CsoiicTea 4OKYMEHTA H IMYHBIE CBEQEHNA

HalineHsl cneqylowmre CBEASHUA 0 AOKYMEHTE!
* CEOMCTEE AOKYMEHTE

0 Hactp XML-g
HacTpansaemisie XML-AaHHEIE HE HEHAEHEI,

@ Hesngmmoe copepwmmoe va cnaiine
Hesnanmsle ofbexTE He HalfaeHs.

¥ 3ameTku Kk npeseHTaLmM

HallaeHs! 3aMETKM K npeseHTawn

_L MpumMedaHue. HexoTopble M3MEHEHWA HEBOZMOMXHO EYHET OTMEHWTb.

[I'IOB_Tomeb nposeprzy] | 3aKpEITE |

Puc. 3-7. Document Inspector (MHCnekTop AOKyMEHTOB) 0TOOPaXaeT pe3ynbTaThl
npoBeAEHHON NPOBEPKM
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Do6aeneHune undpoeoi noagnucu

IMucppoasa noamnnuck, TakKe HasblBaeMad IUQPPOBBIM UIEHTU(UKATOPOM,
IIpeCcTaBIAET cO00i DIIEKTPOHHBIN UAEHTU(MPUKATOP, Ay TEeHTUMUILINP YOI
JOKYMEHT U IIOATBEPIKAAIIINI TOCTOBEPHOCTD €r0 UCTOYHMKA. [[J1a nobaB-
Jenysa 1 poBoii moamnucu B dpaiinel, co3gaBaeMble B Microsoft Office System,
Heo0OxoaMMO Jib0 MoANMCATHCA Ha NG POBOI UAEHTU(PUKATOP OT TapTHEPa
Microsoft, 1160 co3gaTh ero caMoCTOATEJIbHO.

NMonyue Hue unhpoBROTD YADCTOEE PEHHA

Yrobbl noanucaTs aokymeHT Micrasoft Office, Heofixoaumo ubposoe
YOOCTOBEPEHUE, ToNY4NTh LMGPOBOE Y¥AOCTOBEPEHME MOKHO ABYHA
crocofiami:

(%) Nony4nTb UWdPOBDE YOOCTOBEPEHHE OT NapTHEpa MailkpocodiT:
Ecni widbposce yA0CTOBEPEHUE MOMYYEHO OT MEPTHEPE KOPMoOpaLM
MalikpocodT, APYTWE NULA CMOMYT NPOBEPMTE NOAMMHHOCTE BaLUEA NOAMMCH,

() CosgaThb ceoe undposoe yaocToBepenne

Ecnm Bl co3AaeTe coBCTEEHHOE LMBPOB0E YAOCTOBEPEHHE, APYTHE NALA HE
CHMOrYT NPOBEPHTEL NOANMHHOCTE Balei noanicH, MoanMHHoCTE cBoei
NOANKMCA CMOXETE NPOBEPUTE TONBKO Bbl, NPUYEM TONBKO Ha AaHHOM
KOMNBIOTEPE.

LononHuT enbHble CBEAEHWA O

LMBDOBLIX YAOCTOBEDEHWAX B
Offce..

MpuceoeHne [OKYMEHTY cTaTyca 3aBepLUEHHOro

YT00bI 10 OKOHYAHNUY PaboThI HAJ JOKYMEHTOM COXPaHUTE €T0 B (paiije, 1oc-
TYIIHOM TOJIBKO OJIA YTE€HUA (‘-ITO6bI Apyrue MOTJIM 9TaThb, HO HEe MOIJIVI BHO-
cuThb B Hero naMmeHenus), Beibepure Mark As Final (IlometuTrs Kak OKOHUA -
TesabHBIN) B nogMmeHnio Finish (IloxroroButs). IIpnioskeHne npensiosKuT
CHavaJa COXpPaHUTh paiir; HasKkMuTe Yes ([a), 9To0bI COXpaHUTb OKOHYATEIb-
HYyI0 Bepcuio pariia. Teneps Bce KOMaHABI, C IIOMOIIBIO0 KOTOPBIX II0JIb30Ba -
TeJIVI MOT'yT M3MEHUTB ¥ IOBTOPHO COXPAHUTB (Paiijl, OTKJIIOYEHBI, YTO [I03BO-
JIeT COXPaHUTD (Paiij B UICXOJTHOM COCTOSHMUML.

Mpumeuanue. M3 Microsoft Word 2007, Office Excel 2007, Office
PowerPoint 2007 n Office Access 2007 MoxHO obpaTuTbes B Trust Center
(LLeHTp ynpaBneHus 6e30MnacHOCTbI0), OTKPbIB MeHIo File (Paiin) n Bbi6-
pas komaHay Options (MapameTpbl) B NPaBOM HUXHEM Yrily MeHI0. Bbi-
6epute Trust Center (LLleHTp ynpaBneHnsa 6€30NacHOCTbIO) B OKHE
Options (MapameTpsbl), 4TOGLI OTKPbLITL NAapamMeTpbl 6€30MacHOCTU U
KOHPUOEHUMANBLHOCTN B paMKax TOFO UM MHOTO NPUTOXEHUS.

MpexHue meToabl 3aLWMThI AOKYMEHTOB

ITomumo nmepeunciaeHHBIX HOBBIX IapaMeTpoB 3amuTsl B Microsoft Office
System, MOKHO IIO-IIpe’KHEMY MCIIOJIb30BATh IIPOBEPEHHYIO (DYHKINIO
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Protect Document (3ammTnTh JOKYMEHT), TOCTYIIHYIO TeIlephb Ha BKJAJIKE
Review (Penensuposanne) B Microsoft Word 2007, a raxsxe pyurimm Protect
Sheet (3ammtuTs smct) u Protect Workbook (3ammntuTs KHUTY) Ha KOMaH I~
Hoii BKyanke Review (PenensupoBanne) B Office Excel 2007. O6e komaHabI
IIO3BOJIAIOT HACTPONUTD PA3JIMYHbIE YPOBHM 3aIIIUTHI 1 HASHAYNMTD I1aPOJIV OJIA
¢aitmoB Bo n3berkaHre HECAHKIIVIOHMPOBAHHOTO IOCTYIIA K HUM.

YuTtaitte panee

B manHOI raaBe mpoBesieH KpaTKuUil 0630p JBYX BasKHBIX CUCTEM, paboTaio-
IMX B (DOHOBOM PEKIMME [IPY CO3LaHUM JOKYMEHTOB, IOATOTOBKe paboumx
JIICTOB 1 pasdpaborke npeseHTanyii. HOBOBBeeHM A, TaKMe KaK II0JCKa3KA
Super Tooltips 1 mapameTpsI 3aIUThI HIMPOKOTO CIIEKTPa AeICTBUA, NeJIal0T
HOBbI€ IIPUJIOMKEHUA YHUBEPCAJbHBIMI MHCTPYMEHTAMIM OJIA e?Ke,ZIHeBHOf/I
paboTsbL

Co coenyromieli raaBbl HAUMHAETCA BTOPasd 4aCTh KHUTY. Bl n3y4nre HO-
BbIe BOBMOYKHOCT 11 YCOBEPIIIEHCTBOBAHSA, [IOMOTAIOIIIE CO3/1aBaTh IIpodpec-
cruonaJsbHbIe JoKyMeHTHI B Office Word 2007.



Yacto Il

NoarortoBka

N AOCTUKEeHMe
npodecCcnoHasibHbIX
pe3ynbTaTtoB

Cnaesa 4.

naBsa 5.

Mhasa 6.

lmaea?7.

Fnaea 8.

Mhasa 9.

Co3paHue npodeccnoHanbHbIX 4OKYMEHTOB B
Office Word 2007

PacwwmpeHune BoamoxHocTteu ¢ Office Excel
2007

Co3paHue npuBneKaTesibHbIX NPpe3eHTauum B
Office PowerPoint 2007

Pa3paboTka npodeccuoHanbHbIX OU3HEC-
matepuanos B Office Publisher 2007

CG6op, nouck n pacnpocrtpaHeHue uHpopmaumm
B Office OneNote 2007

BbicTpoe n adpPpekTUBHOE OTCNEXNBaAHNE
nHdopmauum c nomouubio Office Access 2007



[(naBa 4

Co3paHue
npodecCUoHalIbHbIX
nokymeHTtoB B Office Word
2007

Hosreie IIpencTraBJIeHNA, HOBbIE IHCTPYMEHTDBI

Crpyxrrypa okra Office Word 2007

BricTpoe co3paHne BEICOKOKAYeCTBEHHBIX IOKYMEHTOB

BricTpoe cozpanme mpodeccroHaIbHBIX IpahMKOB C ITOMOIIbI0 SmartArt
IloxmcueT ciyoB

IIpodeccronanbHbI BHENTHMIT BU — MOMEHTAJBHO!

YupoieHHada coBMecTHaA pabora

YryditieHHbIE BO3MOYKHOCTY CJAMAHNA ITOUTHI

ITpunosxkenne Microsoft Office Word Bcerga 06110 0O4eHb MOIIHOI ITpOrpaM-
Mmoii. JlejicTBuTeNBHO, ¢ caMoli nepBoii Bepenuu B Microsoft Office Word 61510
OoJIbIIIE BO3MOXKHOCTEN, YeM TPeO0BaJIOCH IT0JIb30BATEJIAM (MJIM 3Ke YeM MOK-
HO ObLJIO HAVITY B IPYTMX NIPOrpaMMax) IJId CO3LaHNA JOKYMEHTOB B IIOBCEI-
HeBHOJI pabore. Co3aHne OJTHOMYHKIIMOHAJIBHOM, TMOKO0J, MOIITHOJ ITpOrpaM-
MBI, B TO K€ BpeMs, He 3aIPOMOXKIeHHOM M3JIMIIIeCTBaMH, He OTpaHIMYMBaIOIIel
U He BBOJALLIEN IT0JIb30BaTe ell B 3a0 Iy KIeHe — MIMEHHO B 9TOM 3aKJII04a-
Jlach OCHOBHadA 11eJib pasdpaborunkoB npu cosdpaunu Office Word 2007. Vnesa
3aKJI04YaeTcA B YIPOUIeHNN IIOUCKA, U3YUYeHUA U UCIIOJIb30BaHMA (DYHKIMUI
JIIOZIbMM C Pa3JIMYHBIM YPOBHEM OIIbITa HAPAAY C PacllIupeHreM BO3MOYKHOC-
Te IPOrpaMMBbl IIPY BHIIIOJHEHNY peaJbHbIX IIPo(eCcCUOHaIbHBIX 3a5iad, KO-
TOPBIMM IPOHU3AH AeJI0BOI MUp. B pesysbTaTe 5TOro moJib30BaTelb IIOTPa-
TUT MeHbIIIe BpeMeH) Ha IIOMCK PeJKO MCIOJb3yeMbIX BO3MOYKHOCTEN U
yIeauT 60JIbllIe BpeMeHN MeTO[aM CO3aHIA BBICOKOKAYEeCTBEHHBIX JOKYMEeH-
TOB.
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HoBbie npeancraejieHns, HOBble MHCTPYMEHTbI

BoamoskHOo, cambiM ry1aBHBIM HOBOBBegeHneM B Office Word 2007 aBaisercsa
TO 3Ke, YTO U B APYIUX IPMIIOKEHNAX IPOLYKTA: HOBBI BHEITHNI BI OKHA
nporpaMmsbl. [loab30BaTeNbCKNIT MHTEPQEIIC YIIPOIIaeT I0MCK HeOOXOANMbBIX
BJIEMEHTOB (M [IPeAJIaraeT TOJILKO TO, YTO HY KHO [10J1b30BATEJI0) I0CPELCTBOM
KOMaHIHBIX BKJIAJOK; KOHTEKCTHBIE BKJIALKY 0TOOpaKarTCA IIpK Bblaese-
HuM 00'beKTa; HabOPbI KOMAH]] CBA3aHbI C KOMAHHO BKJIAIKOM, BEIOpAHHOI!
B JAHHBI MOMeHT. [IoMMMO HOBOTO BHEIIIHETO BIa, HOBAA MHTEPAKTUBHAA
naze b nHCTpyMeHTOB Word Count (Iloxcuer csioB) nossoJsisger HabionaTe
3a MIBMEHEHJEM pas3Mepa COLePsKIMOro JOKyMEHTA U II03BOJIAET 0TOOPaskaTh
[aHHbIe B IIOJHOOKPAHHOM PerKIMe.

Crpykrypa okHa Office Word 2007

Kowmannuble BKIagKM B mosib3oBaTesibckoM uHTepdeiice Office Word 2007
YIOPALOYEHbI COTJIACHO [IOCIEN0BATENbHOCTY 3384, KOTOPhIe, KaK IIPaBU-
JI0, BBITIOJIHAIOTCA IpyM paboTe HaJ PasyMYHLIMI HTAllaMM CO3LAHUA TOKY-
MeHTa (cM. puc. 4-1). PaccMoTpuM KpaTKoe omMcaHye KOMaHIHbIX BKJIAI0K 1
COZEPIKUMOE KaKI0i 13 HUX.

(o \H9-0 )+ AokymenTl - Microsoft Word - = x

| Trasras | Beraska PasmeTka rpaHuLs Ceomen Paceoinkn Peuersuposanme  Bug  Haacpoiikn @

e 4 Haitru ~ ‘
| AaBbCeDe | AaBbCcDe AaBbCi b

3, amenuTs

\\g- & 7| | |1 OBt | 1 Bes wwre.. 3aronoso.. - MmesnTs e

ann -
Bydep obmeria Wipugr = Agzay = Crun = || Pegaxposanue

@ “ Calibri (Ochosroitei ~ |11~ [A A7 c
o =

Bctsous ;; [% & 4~ abe x x Aar|[#- A

Puc. 4-1. Hosblit BHewHuit Bup, okHa Office Word 2007
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m Bruanka Home (I'maBHaA) comepskuT KOMaHAbI, CBA3aHHBIE ¢ Oydepom
obmeHa, BEIOOPOM HIPpUQPTOB, HACTPOKaMy ab3alia, CTUIAMHI U ITPaBKOIL

m Brxiazgka Insert (BcraBka) comepsKUT MHCTPYMEHTHI JIJ1A J00aBJIEHNA CTPa -
HULL, Ta0JINIL, UJLTIOCTPALNIA, CChLIIOK, 3aTOJIOBKOB, KOJIOHTUTYJIOB, TEKCTO-
BbIX O6'BeI{TOB VI CIMBOJIOB B IOKYMEHT.

m Brxianxa Page Layout (PasmeTka CTpaHUIIBI) COTEPIKUT KOMaHIBI 1A Pa-
00TBI ¢ TeMaMM, (DOHOBBIMU M300PAKEHNAMN U MHTEPBAJaMU MEXK Iy ab-
3amamn B TOKyMeHTe. Kpome TOro, 311ecb MOKHO HACTPAMBaTh [TapaMeT-
PBI CTPaHUIIBL U ITOPALOK PACIIOJIOMKEHA 9JIEMEHTOB Ha CTPAHNIIE.

m Brkuanka References (Ccblikm) comepskut crienmaJjbHble 3JIEMEHTHI, JC-
[10JIb3yEeMbI€ 1P CO3MaHNM OOJIBIINX JOKYMEHTOB, CTaTel, HAyYHBIX pPa-
00T 1 T.I1.: OTJIaBJIEHME, CHOCKH, IINTATHI M1 OMOJmorpadpnmt, 3aroJI0BKH, IIPE -
METHBII YKa3aTeJb I IIepedYeHb IIpaBoobJiiafaTesieri.

m Brkuazgka Mailings (Pacceikn) — HoBoBBeneHnme B maTepdeiice Office
Word 2007. 3mecbk MOKHO HAITH BCe, UYTO HEOOXOIMIMO TPV CO3/IaHNUM, TIPE I~
BapMUTEJIbHOM IIPOCMOTPE 1 PeaM3aliy IPOEKTa CIVSHNSA ITOYThL

m Brxianka Review (PenieH3upoBaHue) COmepsKuT Bce KOMaHbl, HEO0OX0IV-
MBbI€ 117 IPOBepKM (opdporpacns, Tesaypyc 1 T.1.) TOKYMeHTa U IPeioc-
TaBJIEHNUA K HEMY JIOCTYIIa APYTUM II0JIb30BATEJAM C LIeJIbI0 IIPOCMOTpA.
31eCchb TaKksKe MMeI0TCA KOMaHbI 1A 100aBJIeHA KOMMeHTapIeB, OTCIIe-
SKMBaHUA 1 00paboTKM M3MEHEHNI, CPABHEHNA BEPCUI U 3aIIUThI JOKY-
MEHTa.

m Brkuanka View (Bupg) cogepsxnut Bce He0OX0AMMOE JIA 0TOOpaskeHnsd 10-
KYMEHTa Pas3JMUYHbIMK criocobaMu, HauMHaA ¢ 0@30BBIX IIPeJCTaBJIEHUI
JIOKYMEHTA U 3aKaH4YMBasA HaOOPOM CPeACcTB 0TOOpakeHusA 1A PaboTs C
JIVHEIKaMJ 1 CEeTKaMM, & TaKiKe JJIs pabOThI C HECKOJIbKMMY JJOKYMEHTa -
MU B HECKOJIBKMX OKHAaX.

CpencrBa ynpaieHns oTobpaskeHneM TOKyMeHTa PacCIIoJIOXKeHbI B IIpa-
BoM HIskHeM yriy okHa Office Word 2007, moaToMy MOXKHO JIETKO IIEPEKJII0-
4aTh npencraBieHnsa. Hosbl nonsyHok Zoom (MaciuTad) — mpekpacHbIi
MHCTPYMEHT, II03BOJIAIOIINI YBEJNYUTh MY YMEHbBIINTDb MaciuTad 1306pa-
SKeHVIA HEeIIOCPeACTBEHHO BO BpeMs paboThI.
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pas3nmyHbiMn GYHKLUMSMN B HOBOM MOJSIb30BATENLCKOM UHTEpdECce
2007 Microsoft Office, Bkntoyas HaBopbl KOMaHA, KOHTEKCTHbIE UHCT-
PYMEHTbI, MIHTEPAKTMBHbLIN NPEABapMUTENbHbIA MPOCMOTP (BENMKONEN-
Hoe HoBoBBeaeHue B Office Word 2007), Bbiknto4aTenn gmManoroBbix
OKOH 1 ap., obpaTuTecs K rnaee 2 «HoBbll B3rnsg».

Q CogerT. [1ng nony4yeHns AONONHUTENbHOM nHdopmMaumn no padoTte ¢

BbiCTpoe co3aaHne BbICOKOKAYeCTBEHHbIX
AOKYMEHTOB

He xasxblil CMOKET CecThb 3a KOMIIBIOTED 1 3a OAMH JeHb Habpate 10-cTpa-
HUYHBIN JOKYMeHT. HeKoTopble I0JIb30BaTe N BCIIOMUHAIOT CBOUX yUnUTeJen
(c kpacHBIMM pYUYKaMM, YepHIJA B KOTOPBIX HMUKOTAa He KOHYaJINCh) I daca-
MM BBIOMPAIOT IIPaBUJIbHBIE CJIOBA, IIPOBEPAIOT IIYHKTYALIMIO M CTUJIb M3JI0-
sxeHndA. Office Word 2007 comepsXKUT MHCTPYMEHTBI, IIOMOTaloIIVe II0JIb30Ba-
TeJIIM BCeX yPOBHel ObICTPO cO34aBaTh JOKYMEHTHI II0CPELCTBOM I'OTOBBIX
111a0JI0HOB ¥ KOMIIOHEHTOB, UTO CHIM3KAeT 00'beM ITpujIaraeMbIX yCUImii (M pUCK
omnbOK) TP CO3LaHNY TOKYMEHTOB. B naHHOM naparpadye paccKasbpIBaeTcs
0 HEKOTOPBIX BOBMOYKHOCTAX, IIOMOTAIOIINX OBICTPO CLeJaTh O0JIbIINII 06 beM
pabotsl B Office Word 2007.

BbicTpoe co3paHue TUTYNbHOI CTPaHULbI

B sr06071 KOMIIaHMM, COOOIIIECTBE MUY [IOPA3eJIeHNN BasKHOM COCTABJIAIO-
II1el IIpoljecca B3aMMOJENCTBUA ABJAETCA IIpecTaBleHe NH(popMalnuu B
MaKCUMaJIbHO KOPPEKTHOM U IIpe3eHTabesbHOM Bue. BHeNTHMIT BUL TOKY -
MEHTOB II03BOJIAET CYUTh O CTEIIEHY CEPbEe3HOCTH COODII[eCTBa, €T0 OPraHy-
30BaHHOCTHU U Jja’ke, KOCBEHHO, 0 KaYeCTBe IIPeJoCTaBiIAeMbIX yciryTr. CHab-
JKeHIe 0TYeTa, KaTaJiora 1y Ou3Hec-I1JIaHa IPOogeCCUOHATIBLHO IIOCTPOEHHBIM
TUTYJIBHBIM JIUCTOM 00eCIleurBaeT YBEPEHHOCTb B IPOQEeCCUOHAIN3ME aBTO-
POB NOKyMeHTa, WJIN, [10 KpaliHell Mepe, IpUBJIEKaeT BHUMaHNE K IeTaJIAM,
M3JaraeMbIM B IOKYMEHTe.

B Office Word 2007 moskHO co3pmaBaTb IIpodeccroHaJIbHbIe TUTYJIbHbIE
JCThI AByMA iesrukamy Mbim. [Ilenkunte Ha Komauge Cover Page (Turyib-
Has cTpaHuIla) Ha BKJIaake Insert (BeraBka), 9T0661 0TOOpa3UTE rajiepero CTr-
JieVl TUTYJIbHBIX JIMCTOB, 3aTEM IIPOCTO LIIEJIKHITE Ha IIOHPaBUBIIIECA BaM CTpa-
Hutle (cm. puc. 4-2). Office Word 2007 qobaBUT cTpaHNUILy B TEKYIIMIL JOKYMEHT,
TI0CJIe Yero BaM OCTAaHEeTCs JIUIIIb BBECTU B MOJIAX CBOI COOCTBEHHBIN TEKCT.
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TIn, doTorpaduio UM BLIGPAB LIBETOBYIO CXEMY U WPUEDT, COOTBET-
CTBYlOLUME BalLleMy TOBapHOMY 3Haky. [ocfie aToro TUTYNbHbINA AUCT
MOXHO COXPaHUTb Kak 3/1eMEHT, KOTOpbI ByAeT NCMNoNbL30BaThCs B
OPYrnx AOKYMEHTaX C Liesiblo 06ecneynTb UX 3aKOHYEHHbIN BUA.

Q CogeTt. Bbl MOXeTe HACTPOUTb TUTYJIbHbIN JINCT, no6aBmB CBOW Noro-

(On) 90 )+ n Puc. 4-2. [inq cospanus
e - InaeHan Ecraeka PasmeTka cTpaHuLbl Ceblnkmn Paccuink TMTyﬂbHOFO ncTta HV)KHO b
ﬁlﬁ T |] EIE) P onrypu - am HABECTU YKa3aTeJib MbILLN,
BCTpoeHHBIR N LIENKHYTb U OTPEOAKTUPOBATH

+ TEKCT

Angasut BokoEan AMHWA

Fonosonomka JenHeHne Kaagp -
IE3< YAaNUTE TEKYLWYI0 THTYNEHYHD CTPAHKULY
5
—-d

Pa6ora ¢ anementamu Building Blocks
(CranpapTHbie 6noku)

Building Blocks (Cranzaprable GJI0KM) — BeJMKOJETHOE HOBOBBEJEHNE B
Office Word 2007, ocHOBaHHOe Ha ITPUHIINIIE IOBTOPHOTO VICIIOJIb30BAHNA CO-
nepsxkumoro. Ecou y Bac ects jiorotum, 6s1aHK, 00bABIEHNE Iiesell U 3a1ad,
subo npyrue cBefeHnsA, Tpebdylomye IIOBTOPHOTO UCIIOJIb30BaHNA B IIpodec-
CHOHaJIbBHBIX NOKYMEHTaX, IIo4eMy 6I:I HEe COXPaHATb 3TN 3JIEMEHThI B BUe
KOMIIOHEHTOB, KOTOPbIe MOYKHO OBICTPO BCTABJATH B CO3aBaeMble JOKYMEH-
TBI? OTO [IO3BOJIUT HKOHOMUTD BPEMA U MICKJIIOUUT HEOOXOAVIMOCTDb II0BTOP-
HOTO BBOJIa COLEPKMIMOT0, & TaKsKe CHUBUT PUCK OMMOOK (TaK Kak KasKIblil
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pas mpu BBOJE AAaHHBIX C KJIABMATYPHI CYII[ECTBYET BEPOATHOCTD OIIEYATOK I
IrpaMMaTIUYEeCKIX OIINOOK).

Dyuaruna Building Blocks (Crarmaprable O6/10KM) HaxoouTcA B Habope
KoMaHJ Ha BKJIanke Insert (BeraBka). [Ilenkuys Ha cTpenke Quick Parts (Oxc-
mpecc-0JI0KM), MOYKHO OTOOPa3UTh CO3aHHbBIE M COXPaHEHHBIE JOKYMEHTHL, a
TaKsKe HabOP OMIMIA 1J15 BCTABKM IT0JIEN, HOMEPOB CTPAHNI] MIJIU JPYTUX KOM-
noHeHToB 13 Building Blocks Organizer (OpraamsaTop cTaHZapTHBIX 0JI0-
KOB) (cM. puc. 4-3).

E BepxXHWil KONOHTHTYA © A ,A JKCNpecc-6A0KN ™ ,_g - | TT ®opmyna ~

S| Hie|  O6uwme

] Hom Fogosoi oTyeT (LuTaTa)

K|

Komnanwa "Bce gna caga” TuTyn

M(

IHONOTMYECKHE NPoBneMmBl

(= HOBOTD MA Bce Gonee

Elay! . Bopsfa © LHOCTH Gyner HenonHoH,

£CnK OrPAMIHUTLCA PELMKNONM KECTAHbIX TaHOK, CTEKNAHHbE DYTBINOK WM raser.

X OTHOE colol He ) L W KOMNCETHAA

a, KBK | |eua sensetca ogrwm wa cnocofioe ee pewerws. Hauae coBWpaTh pacTWTENkHele
,D,a}Ke oTxofbl, 8o BLCTPO BTAHETECH B 3TOT NPOUECs W NEpecTadeTe BuGpacweaTe Ha

~ nomoliny fame ASncunyo Kowypy. K Tomy e ropofceme ciywlol Bonee He cRNoHHb
JDEHME NPUHUMETE TEK0H MYCOP, K8K COLWEHHEA TDAB3, COPHAKW, NWCTER W BETEM,

nuilb
IMW KO
[=] | None...
2 npob.
@

IBHOCTY ~
{, CTeKl| ,3) LdononHuTensHo Ha Be6-ysne Office Online...

|H1| Ceoiicreo gokymenTa 3

OpraHWu3aTop TaHAapTHEX BNOKOE...

MEHbLL ._é LCOXpaHWTL BBIZENeHHbIA GPArMeHT B KOANEKLMI0 IKCNPeCc-BNOKOE. .

Puc. 4-3. lanepes Building Blocks (CtaHnapTHble 610KM) copepXuT GpparMeHTbl AaHHbIX
A5 NOBTOPHOTO UCMOJb30BaHUS, KOTOPbIE MOXHO 00aBASTb B JOKYMEHTHI

Blocks (CtaHpapTHble 6110k1) n3HavanbHO HadbiBanach Quick Parts.

MpumeuyaHue. B 6eTa-Bepcun Office Word 2007 dyHkums Building



68 Yacrts ll. NMogrotoska n goctmkeHne NpodeccnoHanbHbIX PE3ynbTaToB

BctpoenHblie anemenThbl Building Blocks (CtanpapTHbie 6510kK)

Office Word 2007 comepsXUT HECKOJbBKO JIeCATKOB I'OTOBBIX DJIEMEHTOB
Building Blocks (Cranmaprable 6JI10K1), KOTOPbIE MOKHO MCIIOJIb30BATh JJIA
00aBJIeHNA B JOKYMEHTHI [IUTAT, YPaBHEHUI, TAOJIMI] 1 AP. DTY KOMIOHEHTHI
oTobpaskarTca B Bue oniuii B pasanuabix rajgepeax Office Word 2007. K
IIPUMePY, eCJM IIeJIKHYTh Ha cTpetike Text Box (Hapmmcen) Ha BRIaake Insert
(BcraBka), To noasuTcd raseped ¢ komnoHeHTamu Building Blocks (Cran-
naprable 6J10KK), nocrasssaeMbiMu ¢ Office Word 2007. ST KOMITIOHEHTBI MOK-
HO JCIIOJIb30BATh B TOM BIJIE, B KOTOPOM OHM €CTb, J10OO0 OTPENaKTHUPOBATh
X, 106aBUB HEOOXOOUMOE COAEPIKUMOE, M3MEHNB AM3AaH U COXPaHUB KaK
xomnoneHT Building Block (CrannaprHble 6s10KN).

OpraHxzaTop cTaHOAPTHEIX HI0KOE

CTaHASPTHEIE BRokK: AnA npocMoTpa ofpasla WENKHKTE CTaHAAPTHEI BRok

WitA Konnexuna Kateropua Watinon ~
Cnoasaron.,.  Tabnuuel BCTpOEHHEIR Building Bl..

Cnoasaron.,.  Tabnuuel BCTpOEHHEIR Building Bl..

MaTpHua Tabinmue! BCTpOEHHEIR Building Bl.. an e s =z msann]

TaBmMUHEN ... TabnHuel BCTpOEHHEIR Building Bl..

AEoiiHaA Ta... TabnMukl BCTpOEHHEIR Building Bl..

Kaap THTYAEHEIE CT...  BCTPOSHHEIR Building Bl..

HeobkiuHan THTYNEHEIE CT...  BCTPOEHHEN Building Bl..

CTennax THTYNEHEIE CT...  BCTPOEHHEN Building Bl..

Monockk THTYNEHEIE CT...  BCTPOEHHEN Building Bl..

BOKOBaA MH...  THTYNEHEIE CT...  BCTPOEHHEN Building Bl..

[« MEHHEA  THTYMEHE .. BCTpoEHHEN Building El.. [BBeA“Te HazeaHue

J .. BcTpoeHHEIA il |

KOHCEPEETH. .. THTYNBHBIE CT...  BCTPOEHHBIA Euilding El.. AoKymeHTa]

MoAoE0H 0T, THTYAEHEIE CT...  BCTPOSHHEIR Building Bl.. [Boegure nopzaronoeos gorymenta]

KoHTpacTHaA  THTYNEHEE CT...  BCTPOEHHEN Building Bl.. [ ——

Mozamka THTYNEHEIE CT...  BCTPOEHHEN Building Bl..

AnhaeHT THTYNEHEIE CT...  BCTPOEHHEN Building Bl..

AEHMEHHE THTYNEHEIE CT...  BCTPOEHHEN Building Bl..

FonosonoMia  THTYNEHEE CT...  BCTPOEHHEN Building Bl..

CTporan THTYNEHEIE CT...  BCTPOEHHEN Building Bl..

TPHrOHOMET .., DOpHy el BCTPOEHHEI Building Bl.. [Fo,u,]
TPHrOHOMET .., DOpHy el BCTPOEHHEI Building Bl..

PAa Tedinopa  @opHynel BCTpOEHHEIR Building Bl..

KEaapaTHD...  opMy sl BCTpOEHHEIR Building Bl..

Teopema MK...  Dopry el BCTPOEHHEI Building Bl..

Paa dvpee Popy k! BCTpOEHHEIR Building Bl..

PaznomeHd, ..  Dopmynel BCTPOEHHEI Building Bl.. E
BrHoM Hetd, .. Gopry el BCTPOEHHEI Building Bl.. v
Mnowaak k... ©opuysl BCTROEHHBIA Building Bl.. ¥ eyBinen

< | > BRIPOEHEHHBIA N0 WEHTPY BN0K 38ronoBka C Y30poM 13
M=MEHHTE CEOMCTES. .. ] [ ¥AAMHTE ] [ BCTaEHTE S BT e (T B

Breibepnre Building Blocks Organizer (OpraxnsaTop cTaHIapTHBIX OJIOKOB)
B rasiepee Building Blocks (Crarnaprable 6J10K1), 4TOObI IPOCMOTPETDH BECh
Habop ssemenToB. Hasxkmure Edit Properties (JIaMeHnTS cBOTICTBA), YTOOBI Ha -
CTPOUTE IIapaMeTphl, CBA3aHHBIE C IaHHBIM DJIEMEHTOM; YTOOBI YAAJIUTE DJle-
MeHT 13 crmcka, Hasxkmure Delete (Y gaants), mmubo HaskmuTe Insert (BetaButh),
4TOOBI 00aBUTE 3JIEMEHT B JOKYMEHT B MECTe PaCIIOJIOKEeHNA Kypcopa.
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Hoebiii popmaT, HOBbIA ypOBEHb rMGKOCTHU

Office Word 2007 nogaep>xmBaet HoBbI dopmaTt Open XML — HoBbI dopmaT no
ymondanuto ana Office Word 2007, Microsoft Office Excel 2007 n Microsoft Office
PowerPoint 2007. ®opmaTt Open XML no3BonsieT 3HaYNTENBHO COKpaLLaTb pas-
mep dannos (0o 50%) n genaeT cosgaBaeMoe CoAEPKMMOE AOCTYMNHbIM A5 N0-
BTOPHOr0O MCMOJIb30BaHWA Ans Apyrmx uenen. Nposenem kpaTkuii 063op XML B
Office Word 2007".

m  dopmat Open XML B Office Word 2007, Office Excel 2007 n Office PowerPoint
2007 obecneunBaeT 06paTHYO COBMECTMMOCTb, 00yCNaBnMBast BO3MOXHOCTb
1cnonb3oBaHusa dannoB, coxpaHeHHbix B dopmaTte XML n3 Microsoft Office
2000, Microsoft Office XP 1 Microsoft Office 2003.

m  dainbl, cosgaBaemeblie B Office Word 2007, no ymMon4aHuio MMEIoT HOBOE pac-
WMpEHne, oTpaxatoLiee 3170 HoBoBeeaeHme (.docx).

m  QDaiinbl, coxpaHeHHble B NpexHnx Bepcusix Office Word (popmartsbl, OTinyHbIE
o1 XML), nonHocTbio nogaepxnsatotcs B Office Word 2007.

Cosert. HoBas komaHga Publish (Ony6nunkosaTb) B MeHto File (Paiin)
Q no3BosSeT co3aatb paboyee NPOCTPAHCTBO A8 TEKYLLErO JOKYMEH-
Ta, caenaTb AOKYMEHT 0OLLEAOCTYMHLIM HA CEPBEPE YNPaBieHns A0-
KyMeHTamMu (Hanpumep, Ha cepeepe Microsoft Office SharePoint
Server 2007), nn6o ony6ankoBaTb 4OKYMEHT B BUAE 3arncu B MUHTEp-

HeT-XypHane.

BoicTpoe co3aaHne npo¢decCUoHaNbHbIX
rpapukoB ¢ noMmoLubio SmartArt

VHucTpy™menT SmartArt — mpekpacHbIi MeTO CO3LaHNUA PUCYHKOB WJIM Ipa-
(puKOB, OTpasKkaloOIMX JaHHbIE B JokyMeHTax. C momorisio SmartArt MoyxHO
CO37]aBaTh CJOKHbIE JUarpaMMbl, OTpaskalolye NH(POPMAaIIOHHBIE IIPOoIiec-
Cbl, IEPAPXUN, IIVIKJIbL Y OTHOIIIEHA.

Bribepure SmartArt sHa Briaanke Insert (BeraBka), uTobbr HauaTh pabo-
Ty; 3aTeM BbIOepuTe OAVH 13 YeTbIpeX 0a30BbIX cTmiiel (List [Crmcok], Process
[IIpomecc], Cycle [Hura], Hierarchy [VMepapxusa], Relationship [Ceass],
Matrix [Marpuna] u Pyramid [IIupammunal), 9To0bI CO3aTh MMEHHO Ty Auar-
paMMy, KoTopas HeobxoAyMa B TEKYIeM JOKyMeHTe. RasKIblil CTUIIb MMeeT
HeCKOJIbKO JeCATKOB HacTpalBaeMbIX IapaMeTpOoB (M. puc. 4-4).

! 3a gomosHUTENILHO MHPOpMatueii mo XML B npuioskennsax Microsoft Office System o6pa-
TuUTeCh K Osiory meneprepa o Microsoft Office System Bpaitana J[»xoHca 110 agpecy http: / /
blogs.msdn.com /brian_jones/.
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Bbitop. pHcyHKa Smartart
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Puc. 4-4. NHctpymeHT SmartArt no3sonsiet 6bICTPO C03aBaTh COXHbLIE AUarpaMMmbl,
N00aBNsis B HUX M300PAXEHNS, ONUCAHUS U IPYrue ANEeMeHThI

SmartArt. MNpu nocTpoeHMn guarpamMmbl, oTpaxarowen o6bLem npo-
nax, nMbo co3aaHnm HOBOI OPraHM3aLMoHHON AnarpamMmel Ais nog-
pasfeneHuns KOMNaHmm, MOXHO UCMOJIb30BaTh LUMPOKMIA CNEKTP BO3-
MOXHOCTEeN, CnocoOCTBYIOWMX OOCTUXEHUIO HEOOXO0OAMMOro
pesynbTara.

Q CoBeT. [MBKOCTb — O4HO N3 rNaBHbIX MPEVNMYLLECTB KOMIMOHEHTA

Mopacuer cnos

Ecuin BBI OTBETCTBEHHBI 32 HAIMCAHNE OIIPELeIEHHO CIIelnpUKaIINY, HCT-
pymenT Word Count (HucJio csioB) obsierdaer oTciiekBaHme pa3Mepa JOKy -
MEHTa IIpM eTo co3xanum. BoJsee Toro, He Hy’KHO BBIIIOJIHATE KaKkue-anbo0 geri-
CTBMUA, YTOOBI 0TOOPABUTE STOT BJIEMEHT; OH 0TOOPaKaeTCA IIOCTOAHHO B JIEBOM
HyxkHeM yray okaa Office Word 2007 (cm. puc. 4-5).

Puc. 4-5. Hosublit nHcTpymeHt Word Count
(Yucno cnos) no3BoNSET OTCNEXMBATL PAa3Mep
[IOKYMEHTa HernocpesCcTBeHHO BO BPEMS €ro
Crpanwnua: 1 w36 | Ywono cnoe: 1 261 | @ pycckmii | COSﬂ,aHWﬂ

ITpnu cocraBnenun nokymenrta Office Word 2007 orobpaskaeT 4nucyo cjaoB
B JOKYMEHTe, & TaKyKe OCYIIeCTBJIAET IPOBEPKY opdporpadpunt 1 rpaMMaTUKN
ipu Habope TekcTa. (ATa PYHKUMA JeICTBYET aHAJIOTMYHO IIPOBEPKE TEKCTa
B Office Word 2003, mpu koTopoit opdgorpaduieckne 1 rpaMMaTUdeCKIe
OIIMOKM B JOKYMEHTE OTMEYaIOTCA IT0JYePKIBAHIEM. )
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( A
Q CoBerT. HYT06bI NOACHMTaTb KOIMYECTBO CJIOB B CTaTbe UM TEKCTOBOM

none, BblAeNMTe COOTBETCTBYIOWMN dparMeHT TekcTa. B cTpoke co-
CTosIHUS 0TOBpas3sATcs ABa Ynucna (Hanpumep, 35/1250), nepeoe 13 Ko-
TOPbIX OTPAXaeT YACNO C/IOB B BblAEIEHHOM TEKCTE, a BTOpoe — obLiee
4YMCNO CNOB B JOKYMEHTE. )

~

-

OnepaTuBHasa cTaTucTukKa AOKYMEeHTa

Ecnu Bbl XOTUTE BBLICTPO NONYYNUTb NPEACTABIIEHME O PA3NINYHBIX 3NIEMEHTAX Ba-
LIEero JOKYMEHTa, LLEIKHUTE NpaBoii KHOMKOW MbILLW HA CTPOKE COCTOSIHUS B OKHE
Office Word 2007. MNosiBUTCSA BCMbIBalOLLEE MEHIO C MHDOPMAaLUMEN O Pa3NYHbIX
3anemMeHTax, BKJoYas YACo CTPOK, CTONBL0B 1 CEKLMIA, a TakKe O COCTOSHUM Ta-
KMX 3/1IEMEHTOB, Kak NoAN1cK 1 paspeLleHunst, 06 0TCNexnBaHm U3MeHeH, na-
pamMeTpax BBOZA 1 0TOOpaxeHus.

HacTpoiika CTpoKM COCTOAHMA

DOPMETUPOEGHHEIA HOMED CTPAHWLE 1 1
H
Pazaen 1
Homep crpanuubl 1us6

EBepTUKaneHOE NONOKEHME HA CTPAHWLE
Homep crpokn

CronBey

E‘ Yucno cnoe 1261
E‘ MNpoeepka NnpasonMcaHla OwrbBKH
IEI Azbik PyCCKmit
El Noanuck OTknoYeH
EI MoNUTHKE YNPaENEHUA JaHHEIMK OTKNOYEH
7 PaspeweHna C.‘rnuuoue!H1
WenpasneHua BblK.ﬂ.:
Caps Lock OTkAoYeH
3ameHa Ecraskal|

PexcumM BhigeneHna

3anwce Makpoca HeT 3anunck

EI ApALIKK PEXWMOE NPOCMOTPA

v | Macwrag 100}

E‘ MNonzyHok MacwTaba i
CTpaHuua: 1 36 | Yuono enoe T 28T [ 5 PYCCRmm |

LLLenkHyB Ha 1t06OM 13 31EMEHTOB, €r0 MOXHO Pa3MeCTUTb B CTPOKE COCTOSA-
Husa. Hanpumep, wenkHute Ha onumm Line Number (Homep cTpokn), 4Tobbl fo6a-
BUTb COOTBETCTBYIOLLIMIA MHAMKATOP B CTPOKY COCTOSIHMSA CieBa OT CYETYMKA CJI0B.
YT00bl yOanuTb 31€MeHTbl, BHOBb LLIESIKHUTE HA CTPOKE COCTOAHNSA NPaBO KHOM-

\I(OIZ MbILLIY 1 BbIKJIIOYNTE BJIEMEHT, KOTOPbIN TPEOYyeTCa CKPbIThb. )
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NMpodeccnoHanbHbI BHELWHUA BUA, —
MOMEHTaNbHO!

IIpuxoamiocek a1 BaM HECKOJIBKO 4acOB pabOTaTh HaJl OTYETOM, IIOCJIe Yero
IIpocMaTpUBaTh ero B okHe Print Preview (IIpeagsapurebHEBI IPOCMOTP) U
0OHapy:KMBaTh €0 HECOOTBETCTBME 3HAUAJIBbHBIM TpeboBauuaM? [Ipekpac-
Hble HOBBIe BO3MOosKkHOCTM Office Word 2007 1o3BOJIAIOT YyIIPOCTUTD UCIIBITA-
HMe pa3JIMYHBIX CTUJIeN IIepe]l TeM, KaK OCTaHaBJIMBATHCA Ha OLHOM U3 HUX.
Tenepb MOYKHO OlleHMBATb BHEIIHMI BUJ AOKYMeHTa ellle 0 M3MeHeHUs
LIPUQTOB, IIBETOB, TabJINI] ¥ IIPOYMX DJIeMEHTOB. B maHHOM ITaparpadye roso-
putcs o HoBeIX pyHKIMAX Office Word 2007, momoraromux ocTu4b mpodec-
CHOHAJBHOCTYU JOKYMEHTOB.

MpumeHenue Quick Styles (3xkcnpecc-cTunm)

B Office Word ectb ¢pyrrima Quick Styles (Qxcnpecc-cTnin), mo3BOJIA0-
II1a s IpocMaTpPMUBaTh HAOOP cTuIIel mepes BEIOOPOM OJHOTO M3 HUX JJIA IIPU-
MeHEeHM K TeKyIeMy NOKyMeHTy. PazMecTnTe ykasaTesb MbIIIY B MECTE, K
KOTOPOMY HEOOXO0AVIMO ITIPYIMEHNUTh HOBBIN CTUJIb, IIIEJIKHITE KHOIIKOJ MBIIIIN,
I1ocJie yero BbIOepuTe onmyio B Habope komau Style (Ctuan) gis npocmoTpa
cTuA. YTobbl 0TOOPa3UTh Apyrue cTuan, HaskMuTe KHOnKy More ([JomosrHn-
TeJIbHBIE IIapaMeTphl) B IIPABOM HIKHEM yIJIy obpaslia CTIUJIIA; II0CJe DTOr0
oTobpasuTcd rasgepes cTuieii (cMm. puc. 4-6).

(On)\ e 9-0 )= Tnaga 4 - Microsoft Word —
5

fnaswan | Beaska  Paswerka crpannub  Cconkn  Paccukn  Peueawposamue  Bug  Hagcipoiikw

4aBbCel AaBbCi AaBbce AADB

ii-| || Bugenenne 3aronoso.. 3aronoso. | Hassarme

AaBbCel

7 O6bHEI

B B mimes NewRoman. -4 - | NI
- Ha

BerasuTe v} [ K| & U - ahe x, x* Aa-|®- A

yibeplcn el LG L L % |l 4aBbCc. AaBbCel AaBbCel 4aBbCcl AaBbCei

n .. Croorwi TG . Crsoem. G
Count (TTofCHeT c710B) IO3BOMAET HAGTEOIATD 38 H3MEE |~ TRorai &3 e e il orriot

JOKYMEHTa H TI03BONAET 0TOOPAKATE JAHHEIE B IIONHOY 4aBbCel AaBbCei AABRCC AABBCC AABBCC

Unata?  Bugencnm.. Cnabascc. Cwiskas . Haseamue..

CTpyKTypa okHa Office s

MAg3au c...

COXpaHUTE BEIAENEHHEIA GPRarMEHT Kak HOBLIR ZKLNP ECC-CTAAE. .

%% DuncruTe dopuat
KoMmaHIHEIe BKIAJKH B I01L30BaTelkCKOM HHTep (efice

COTTIacHO MOCIeN0BaTeTEHOCTH 3a1aY, KOTOPEIE. Kak
PAa3THIHBIMH 3TAllaMH CO3JaHHA JOKYMEHTa (CM. PHC. 4-1). PAaccMOTPHM KpaTKOE OIHCAHHE
KOMaH/IHBIX BKIa/I0K H COJIEP/KHMOE Kayk/I0H H3 HHX.

4, Npumens cuma...

Puc. 4-6. YTo0bl NpOCMOTPETL CTUNb, HABEAMTE HA HErO yKa3aTeNb MbllK B Habope
komanp, Styles (Ctunu). 4T06bl NPUMEHUTL CTUNb, WENKHUTE HA HEM
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Styles(9kcnpecc-cTunm), npuceamBas TEKCTY Xenaemble WpudThl,
cTunu u ugeTa. lNocne aToro cneayeT BblANUTb TEKCT U LENKHYTh Ha
HEeM MpPaBO KHOMKOI MbllX. B NosiBMBLUEMCSH KOHTEKCTHOM MEHI0
BbiOepuTe Save Selection as a New Quick Style (CoxpaHuTb BbiaeneH-
Hblh pparMeHT Kak HOBbI 9KCNPEeCcC-CTuUAb). B onanoroBom okHe
Create New Style From Formatting (Co3pnaHue ctuns), BBeauTte nms
Onsi HoBoro ctung n Haxmute OK. Tenepb HOBLIM CTUNb OyAeT [OCTY-
neH B ranepee Style (Ctunb).

Q CoBeT. Bbl MOXeTe co3gaBaTb CBOW CcOOCTBEHHbIe cTUAM Quick

Tpun Bewm, KoTOopble crieayeT nonpob6osaTb

Mapun MunnxonnoH n KatpuH Mioppaii, asTopbl kHurn Microsoft Office Word 2007
Inside Out, pekomeHayOT onpoboBaTh cnenyowme BoamoxHocTn Office Word
2007.

1. KomnoHeHThl Building Blocks (CtanpapTHbie 6110k1), NO3BOASAOLME CO3a-
BaTb, COXPAHATb U NCMOb30BaTh 6J10KM COAEPXMMOro B JOKYMEHTaXx.

2. TeMbl JOKYMEHTOB, OLICTPO NpUAAIOLLME AOKYMEHTAM NPOMECCMOHANbHBIN
BUA,.

3. DyHKUMS NONHO3KPAHHOIrO OTOBPaXeHUs AN MPOCMOTPa AOKYMEHTA B MyC-
TOM paboyem NpocTpaHCTBe.

BbiOOp TeMbl NS AOKYMEHTa

TeMbl JOKYMEHTOB ITI03BOJIAIOT HACTPANBaTh 0TOOpaskeHye TEKCTA, TaOJINIT 1
cIenMaJIbHbIX 3JIEMEHTOB B IOKyMeHTe. Tema onpepesdeT MIpU@T 3arojaoB-
KOB I TeJla JOKYMeHTa (BKJIOYas I[BeT, CTUJIb 1 MHTEPBAJIbl), a TaKsKe HaJl-
4ye rpaudecKknx 00'beKTOB, HAIIPUMED, JIVHNI, IT0JIeli, CKOOOK 1 rpanutl. Jlyia
IIPOCMOTPa pa3JIMYHbIX CTUJIEN B TOKYMeHTe, OTKpoiiTe BKJIagky Page Layout
(Pasmerka cTpaHniibl) 1 HasxkMuTe KHONKY Themes (Temsr). OTkpoeTcs raje-
pesa Themes (Tewmbl) c HabopoM pasmnyHbIX TeM. HaBequTe yrasaTesb MBI
Ha TeMy, KOTOPYIO CJIeIyeT IIPOCMOTPETS; IIPY DTOM M3MeHeHusa 0ToOpasaTcsa
B JIoKyMeHTe (cM. puc. 4-7). Korga BeI HalieTe IOHPaBUBIIYIOCA BaM TEMY,
IIIeJIKHUTE Ha Hell, YTOObI IPVMEHNTD €€ K JOKYMEHTY.

CeHcauus: BegeHue NHTepHeT-gHeBHUKOB u3a Microsoft Word 2007

Camoli ropsiyeit HoBuHko npoaykTa Office Word 2007 siBnsieTcsl BO3MOXHOCTb
BefeHus b6nora (MHTepHeT-AHEBHMKA). Tenepb MOXHO HenocpeacTeeHHo u3 Office
Word 2007 genaTb 3an1cu B AHEBHMKE, OTKpLIB MeHio File (Parin), HaBeas ykasa-
Tenb Ha NyHKT Publish (Ony6nukosatk) n Bbidpas Blog (Bnor). Bknaaka Blog Post
(Bnor) copepxut koMaHpl, NO3BONAOWME NYyOAMKOBATbL 3anncK, HacTpamBaTb
yyeTHble 3anucu 6nora, GopmaTnpoBaTh 1 MPOBEPSTL 3aAMUCU.
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LokymeHTs - Microsoft Word

| 3anues 6nora | Beraska Hapcrporiki

E% ji B serasurs wareropui T o - N ly
L5 OTKpETE ywecTsyowy0 53 E R S
Onyénukosats Jonauss Berasurs |x £ u ,h”ayv A- gﬂ Skenpecc-cunu || Opdorpadus
= crparua G YRRaBnenme yueTHEMM SaMACAM A - = = o =

e}

Enor Bydep o6MeHa OcHoBHoi Teker Canu T |Mpasonucatme

WMHTepHeT-AHe BHMK npaAmo u3 Microsoft Word 2007!

Tenepb MOHO HenocpeAcTeeHHo 3 Office Word 2007 fenaTs sanucu & AHesHMKe

\

oo\ 2-0 )+ Inasa 4 - Microsoft Word T
: Taaeran  Brraska | Pazerka crpasiuel Cernku Paceenky PeugHsuposaHue  Bug  HagcTpoiik @
B @ |23 OpuenTauna * 1= Paspriss ~ () Nognoxxa ~ WHTepsan ] {3 Ha nepegrmii nnan - [+

- 13 Pazmep ~ £ Homepa crpak ~ A Liger erpannus ~ = 2 4, Ha saarui naan M
Tentel Nonn — = || monoxenne
- [0 | - SSkonowku+  bE Paccramoska neperocos v | L] Mpanuus cpaHiL sl3slonm S [ O6Tekarme Tercron = Sk
Tl

|| Berpoennse Py Gon crpare A6zay YnopsgouuTs

G30p) COJIEPKHT BCE KOMaHJIE], HeOOXOJHMEIE 1711 TIPOBePKH

FDPVCH T.11.) JOKYMEHTA H IPEI0CTABICHHA K HOMY JOCTYIIA APYTHM
BB TIPOCMOTPA. 371eCh TAKKE HMEIOTCE KOMAHIBI 11714 100aBIeHHA
VIeKHBAHHA H 0GpaboTKH H3MEHeHHH, CPABHSHHA BEPCHH H 3aITHTEI

L
Cranaaptran

Anexc

II) COZEpAKHT Bee HeoOX0AHMOe 1A 0ToOpaskeHHA 0Ky MEeHTa

GaMH, HaUHHAS ¢ 6a30BHIX IIPe/ICTaRIeHHH JOKYMeHTa H 3aKaHIHBask
ToGpaskeHHA 111 paGoTH ¢ THHEHKAMH H CeTKaMH, a Takke 11

FIMH JTOKYMEHTAMH B HECKOIBKHX OKHAX.

OpaxeHHeM

Cosem. Ina nom

Texudeckan

Toex Sprep

Apran v
BoccranosuTs Temy wabnona

Apyrue Temsi Ha BeB-yane Office Online...

B TIPABOM HILKHEM
7. IO3TOMY MOKHO
raB1eHHA. HoBBIH
HHe) — MpeKpacHBIH
[ VBETTHIHTD HIH
DaKeHHA

10 paiome ¢ pasTuHEML GYRKYUTY 8 HOGOM

nob3osamensckoM unmepgeiice 2007 Microsaft Office,

SXTOHAR HABOPH KOMAR, KOHMESKCIMHBLE UHCHDYMEHMbL,

urmepaxmusHL npedeapumeTsHELT MpOCUOMD

(earuxonenkoe Hoeoesederue e Office Word 2007),
X OKOH 1 0P,

2aaee 2 wHoewlil 6321305.

2

EQ  Coxparmme Tekywyio Temy...

OOHEK TeM... 51 paGoTEL

— <TOTHHETETRHOH HHGOPMAIHH 0 padoTe ¢ pasTHIHBIMH QYHKITHAMH B
HOBOM II0JTE30BATeIBCKOM HETep defice 2007 Microsoft Office, prirouad HaOopEI KOMaHI,
KOHTEKCTHEIE HECTPYMEHTEL, HHTEPAKTHBHEIH IpeIBapHTeILHEIR IPOCMOTP (BETHKOTEMHOS
HoBoeeeaeHHe B Office Word 2007), BEIKTFOYATEIH AHATOTOBEIX OKOH H JIP.. 00PATHTECE K
raape 2 «HOBEIH B3LIAI».

CTpanmua: 2Mz 11 | MU0 CnoE 3674 | 5 pycekmi |

Puc. 4-7. HaseauTe ykasartenb Mbilun Ha Temy B ranepee Theme (Tema), 4To6bl yBN
kaK oHa Oy[eT BbIrAsLeTb B TEKYLLEM LOKYMEHTE

[EEEEE™ o oo

0ETb,

-
YcoBepLueHCTBOBaHHbIE CMUCKN

CTunu MapkMpoBaHHbIX M HYMEPOBaHHbLIX CMCKOB Tenepb NpoLle npume
6narogaps HoBbIM KoMnoHeHTam Bullet Library (Bubnnoteka mapkepo

\Bbll‘/ﬁ CTWJ1b C NCNOJIb3OBaHNEM NapaMeTPOB B OKHAX 61bnmoTekun.

Numbering Library (Bubnunoteka Hymepauun). BonbLue He HY>XHO OTKPbIBaTb MEHIO
N BNIOXEHHbIE MEHIO, YTOObI HANTWN HYXHbIE 3N1EMEHTbI, TENEPb MOXHO NMPOCTO
BblIOPaTb HOBbIV MAPKNPOBaHHbIV UM HYMEPOBAHHBIN CNNCOK, MO0 CO3aaTb HO-

~

HATb
B) n

J
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~

1 A4aBbCel Az

BuEnuoTeKa MapKepos

7
HET Y ] | - 0.0

> v

Mapkepsl B JOKyMEHTe

°

<%= | M3MeHWTE ypoBeHE Cnucka 3

———

OnpeaennTs HOBLIA MapKep...

B HoBol1 6MGNMoTEKE MapKePOB crnncka oTobpaxaeTcs Habop rpadnyeckmnx
WM NPOCTbIX MapPKEPOB AJ15 CckoB. Kpome Toro, 34ecb MOXHO CO34aBaTh CBOU
COBCTBEHHbIE UM PEAAKTUPOBAThL MMEIOLLIMECS YPOBHM MapKMPOBAHHbIX CMUC-
KOB.

£ E AaBbCcl Aa

= = BuEnuoTexa HyMepawun - L
1. 1—
HET 2 il i
3 )]
I A a)
II. B. 0]
M. . 4}
a. i.
h. i, =
[ i, e
© POB B JJOKyMEHTE
11—
2.
3.
b |
<% | M3MeHWTE ypoBeHE CcKa 3
OnpegennTe HOBLIA HOPMAT HOMEDA...
§£ 3343Th HAYANEHOE SHAYEHME. .,

BrbnnoTteka HyMepoBaHHbIX CMIMCKOB MO3BOJISET BbIGPATL HYXHbI CTU/b CNC-
Ka, a Takxke co34aTb HOBbIN hopMaT HyMepaLmm1, peaakTMpoBaTh YPOBHM CriMcKa
\m HaCTPOWTL 3HAYEHUS HYMepaLmn. )
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YnpolyeHHaa coBmecTHas paboTta

B cospanum npodeccnona bHOrO JOKYMEHTA, KaK M B IIPABUJIBHOM BOCIIATA-
Hyy pebeHKa, TOJKHO y4acTBOBATh OIIpeJieIeHHOe COODIIeCTBO JIoell. 3aja-
4a I10 pa3paboTKe JOKYMEHTa MOKeT ObITb BO3JIOXKEHA Ha OJJHOTO YeJIOBEKa,
OJHAKO B HTOM IIpoliecce TaKyKe MOTYT y4acTBOBaTb €r0 aCCUCTEHTHI, MeHe -
SKePBI, CIIeIMaJIVCThI 10 MAPKETHHTY U laske COTPYIHMUKM (DMHAHCOBOTO OT/ie-
JIa, KOTOpble OyoyT IIPOCMAaTPMBATE Balll JOKYMEHT ¥ KOMMEHTMPOBATH €ro,
BHOCUTb ITpeJIOXKeHNA M IpaBKy. HecMoTpsa Ha To, 4TO Mogo6HBbI ITpoliece B3a-
MMOJIeICTBUA JIF0JIelt MOXKeT ITOKa3aThCA UBJINIITHE CJIOKHBIM, B IeICTBUTEb-
HOCTM OH IIOBBIIIIaeT Ka4eCTBO JOKyMeHTa. Pa3Hble JI0AM ¢ pa3JIMYHbIMU CIIe-
LMaJbHOCTAMM U B3IVIAAAMM U3Y4aloT TOKYMEHT C Pa3JIMYHbIX TOUEK 3PeHMs,
YTO, B KOHEYHOM MTOTe, 00eCIIeYyBaeT ero LIeHHOCTh JJIA Y/TaTe.
BosamorxkHOCTU coBMecTHOII pabdote! Hax nokymenTtamu B Office Word 2007
ObLIV PaCIIVIPEHBI, YTO CAEJAJI0 KOJIEKTYBHYIO paboTy B JAaHHOM IIPUJIOMKEHNN
OoJiee ecTeCTBEHHOM, HEXKeJV B IPeAbIAYIINX Bepcuax. B nanHoM naparpade
OCBEIIAI0TCs HOBBIE 1 yCOBEPIIEHCTBOBAaHHbIE BO3MOXKHOCTY, KOTOPbIE MOTYT
JICIIOJIb30BATBCA BaMM M BaIllVIMIL COTpy HVKamy 11py padbote B Office Word 2007.

YcoBepleHCTBOBaHHOE CPaBHEHUE [OKYMEHTOB

IIpu pabore HECKOJBKMUX TOJIb30BaTENEN HAJZ OLHUM JOKYMEHTOM HEpenKo
CTaHOBUTCA 3aTPYAHUTEJBHBIM CPaBHUBATE Bepceun nokyMeHTa. lopaboras-
Haa pyurima Document Comparison (CpaBHeHMe JOKYMEHTOB) II03BOJIAET
COTIOCTaBJIATH JBE BEPCUY OJHOTO JOKYMEHTA M IPOBEPATH HAJIMUME N3MeHe-
HNI C IOMOIITLI0 Habopa onnuii (cMm. puc. 4-8).

OfbeJuHe HHE. 1KY HTOE Puc. 4'8. (DyHKLI,I/IFI
MICk0AHEIR A0KYMEHT MI3HEHEHHEIA AOKYMEHT Document Companson
Mnaea 4 : v| |j ‘I’nasa‘llﬂcnnaaneHH?ﬂ v| |3 (CpaBHeHMe ,U,OKYMeHTOB)
MOMETKA HENpABNEHK! MOMETKS HENPAENEHHA:
obneryaeT NpocMoTp

o BHECEHHbIX U3MEHEHWIA, a
-<< MeHbLWe -OK -OTMeHa
MapameTpkl CREEHEHHA Takxe 0TO6pa)KaeT

[#] Tatinkue I/IHd)OpMaLl,VIIO 06 nx

NEpEMELLEHH KONOHTHTY el
MPHMELEHHA
hOPMATHPOESHHE: H3AMHCH
H3MEHEHHA PECMCTRE nong
npofens

Mok asklsaTe HMEHEHHA

aBTOpax

CHOCKH

MoK asHIEATE H3MEHEHHA: MoKa3aTE HIMEHEHHA:
O no sHakam ) B HCXOAHOH AORYHEHTE
(&) no cnogan () B MameHEHHDN AoKyMEHTE

@) B HOBON AGKYHEHTE
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Ilocusie BoIGOpa HOKYMEHTOB U IIapaMeTPOB CPaBHEHMA B UTOTOBOM OKHE
oToOpaskarTcA 00a JOKYMEeHTa, 00'beIMHEeHHbBI TOKYMEHT, & TaKsKe ITaHeJb
Summary (CBozka), Ha KOTOPOJ OTMeYeHbl U3MEHEeHNA, BHECEHHBIE B JOKY -
MeHT (cM. puc. 4-9).

‘/E!:, H@2-0 )+ Pe3ynbTaThl cpaeHenna 2 - Microsoft Word - =2 x
)

[nagHan BeTaska PazMeTKa CTPaHHLE! Cesinkn Pacceinkm PeLEHzupOEaHUE Bug HaacTpoiiku @

[}, Cnpasounkie maTepuansl [+ \J = 2 @ g‘ E] 5

S Tesaypyc & ==
Mpasoncake e Cosgats | |OTerexusaHue| Mpurats CpagHuTs | SaupmiTs
a3 Nepesoa f23 || npumevanme = - B & - LOKYMEHT
Mpasonucarve Mpumeuarns Vsmererna SawpmuTe
CBoAKa: 26 MCNpaBneHkil £y A& X OB BEAMHEHHEIR ADKYHEHT x‘ WexoaHelt aokymenT (Tnasa 4 - ET)

U

X

iz
npo (e CCHOHATBHBIX
JokyMeHToB B Office Word

Beraski 2 Yaanenns; S5 Mepensuenis; 0

Co30ariLe np o)ecciloHAAbHBIN 0OKYMEHIILOG &
Qffice Word 2007

dopraTHpOBaHHE: 19 MpHmenana: O

2007

o Wkl ¢ Hoesle npeacTaBIeHAs, HOBEIE HHCTPYMEHTED
. ¢ Cpykrypa oxna Office Word 2007
Ulpudr: xypene PYRIE * HoEBIe MPeACTaEICHHA, HOBEIE
¢  BEICTPOS COZTaHHE BEICOKOKAUECTECHHEIX JOKYMCHTOE
OrdopmaTuposano Er E o !1)‘ HHCTPYMEHTEL
¢ Brictpoe cosganme npodeccHOHATBHER -TPadHKOE ¢
Ipudr: e Kypcue - P TP *  Crpyxrypa oxxa Office Word
- SmartAn 2007 *
Bcrasneno Work srv ¢ Tloacuer cior . o
= . * BricTpoe cozgaHme g
s IIpodeccHonaabHEll BEHEMHHA BHI — MOMEHTATEHO!
Yaanero Er o Vipomessaz cossicctran pagota [ T
¢  ViyamenHEIe BO3MOMHOCTH CIHAHEA TOYTE MSHEHEHHEIF ACKYMEHT ([ NSEa 4 McnpaEneHHa - [

Orchopmatnposane Work srv

Brigenennas nurtata 3mak
Ordopmarnposane Work srv
BrigenenHas nuTaTa 3Hak,
pycckuii

OrchopmaTuposatio Work srv

Brigenennas nurtata 3max

Orchopmatnposane Work srv

Brigerennas nmutata 3mak,

Ilpunoxcenue Microsoft Office Word écezda tviao ouens

stonoii npoepanmois. Jeicmeumernno, ¢ cansi nepsoii

sepcuu & Microsoft Office Word 6vi1o 6oaviue sosmosxcnocmeil,
ueM MPEBOsANOCH NOTBIOEAMETAM. (WTIL Hee UEM MONCHO BbLT0
Haiimu 6 Apyzix npozpaMna) O cosdanuR doKYMEHMOS &
noscednesnoi pabome. Cosdanue noanodynryuonanvnoi,
ZUBKOT, MOWHOTL HPOZPAMMDL, & TG HCE EPEMT, HE
302poMOHCOCH O HATHITECTEAME, He OTPAHIMHBAIOWER  He
BBOJAIEH N0I530BATENCH B 3aD/IyKICHHE — HMEHHO B 3TOM 2
23K/TFOYATACE OCHOEHAA IIe/E PazpaloTHHKOE IPH COZIaHEH =

2007

¢ HoBEle MpeaCTaBIcHHA, HOBEIE
HHCTPYMEHTE

¢  Crpyxrypa oxaa Office Word
2007

x
ta
npodreccloHanbHBIX
doryaermos 6 Office Word i
.
o
s

pyeckmHit Ot Woad 2007 11 * Brictpoe cosmanme
. § s
o ToeniIET Work srv 1ce ord 2 _ ¥igea mmf;l'lae'rns{ B VIIPOIMEHHH MOHCKA, - -
Mo Word 100 % HaxmuTe Esc 418 OTMEHE, [EE= % ( £

Puc. 4-9. OkHo, cocTosiee 13 Tpex obnactei, No3BoNSET 0AHOBPEMEHHO NPOCMATpU-
BaTb 00bLEAMHEHHBIN JOKYMEHT 1 06e Bepcum daiina

MpocMOTp AOKYMEHTOB B NOJIHOIKPAHHOM peXume
yTeHus

B zaBucuMOCTY OT TUIIOB TIOKYMEHTOB, co3naBaeMbIx Bamu B Office Word 2007,
BaM MOKET II0Ka3aThCA II0JIE3HOI BO3MOYKHOCTD CKPBITUA MEHIO U ITaHeJen
MHCTPYMEHTOB JIJIA MaKCUMAaJbHOTO OCBOOOKIEHNA IIPOCTPAHCTBA Ha dKpa-
He. [[J14 TpOCMOTpa IOKYMEHTA B IIOJITHODKPAHHOM PEsKIMMeE OTKPOIITe BKJIA -
Ry View (Bupn) n Beibepure Full Screen Reading (Pesxum urenns). JJokymeHT
oToOpaskaeTcA B ABYXCTPaHUYHOM (pOpMaTe, a ITaHeJ b MHCTPYMEHTOB BBEP-
Xy DKpaHa CONEP KUT KOMaHbI JIJIA ITeYaT, COXpaHeHnsa, 0030pa 1 n3MeHe-
HUA IPeJCTaBJIeHNA 0TobpaskaeMoro TokyMeHTa (cm. puc. 4-10).
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= YMeHbWMTE pasmep Tekcia
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Puc. 4-10. MN0nHO3KPaHHBIA PEXUM YTEHUS MAEANIBHO NOAXOANUT s NPOCMOTPA
KOMMEHTUPOBAHNS JOKYMEHTOB MPU UX CO3AaHMN

(., N
CpepncTBa NPOCMOTPA B MOSIHOIKPAHHOM PEXUME YTeHNs

MonHoakpaHHbIN pexunm yteHns B Office Word 2007 oTnnyaeTcst OT NOSIHOSKPaH-
Horo pexuma B Office Word 2003 Tem, 4To coaepXXunT nosHbIi HABop CpeacTs pe-
LLeH31POBaHMS U NPOCMOTPa JOKYMEHTa, 04HAKO B 9TOM NPeACTaBAEHUN HENb3S
penakTnpoBaTb OTAeNbHble CnoBa. BMecTo aToro, npu BblAeneHnn cnosa nnm
$pasbl B LOKYMEHTE, OTOOPaXEeHHOM B NMOJSIHO3KPAHHOM PEXVME YTEHUS, NOsIB-
NIIeTcs KOHTEKCTHOE MeHIo ¢ KomaHgamu Highlight (Beiogennts), New Comment
\(ﬂ,oﬁaBMTb KomMmmeHTapuin) n Research (Miccneposatb). )

MpoBepka AoKymMeHTa

Bo Bpemsa coBmecTHOIE paboTEI HAZL JOKYMEHTOM YaCTO BO3HUKAIOT CUTYaLINN,
B KOTOPBIX HECKOJIBKO [T0JIb30BaTesel 106aBIIAIOT CBOM KOMMEHTaPUI, BCTaB-
JIAIOT (ppasbl, UBMEHAT (POPMATHI, YAAJAIOT TEKCT U M300paskeHnd. IIpu sTom
BO3MO’KHO, YTO HEKOTOPBIE BJIEMEHTHI, KOTOPBIE OJIFKHBI ObITh y1aJIeHbI, OC-
TAIOTCA B IOKyMeHTe ciydaiiHo. YToObl obecrieunTs NPUCYTCTBME B 3aKOH-
YEeHHOM JIOKyMEeHTe TOJIbKO HeoOXOAVMOM MH(OopMaIny, IpeiHa3HaYeHHO
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A obIero AocTyIa, MOYKHO MCIIOJIb30BaTh PpyHKIMIO Document Inspect
(MIHCTIEKTOP IOKYMEHTOB), AOCTYIIHYIO I0CJie Bbibopa KoMauas!l Finish (Ilog-
roToBuUTh) B MeHIO File (Pari).

JuctpymenT Document Inspector (VHCIEKTOP JOKYMEHTOB) IPOBOJUT
IIATH Pa3JIMYHBIX IIPOBEPOK AOKyMeHTa (cM. puc. 4-11). ITpu BeIOOpe KOMaH-
el Inspect (IIpoBeputs) Document Inspector (MIHCIIEKTOP JOKYMEHTOB) OCY -
IIIeCTBJIAET BEIOPaHHbIE IIPOBEPKY 11 0TOOPasKaeT OKHO C Pe3yJIbTaTaMM, OII0-
Bermaroliee 060 Bcex mpobsemax, HalileHHBIX B JOKyMeHTe. [IpocTo HaskMuTe
kHONIKY Remove All (YganuTs Bce), 4TOOBI yCTPAHUTE IIPOOJIEMY, U 3aTEM
HaskMuTe Reinspect (IIoBTOpUTE NONBITKY ), YTOOBI yOEIUTHCA B OTCYTCTBUN
IPYTIUX Ipo0JieM B IOKYMEHTe Ilepel] OKOHYaHMeM paboThl HaL HYIM.

HHCNEKTOP DOKYe HTOE

Yrofibl NPOBEPMTL HANWYWE BLIAENEHHOM0 COAEPMKMMOrD B AOKYMEHTE, HEMMUTE KHOMKY TIpoBepUTL ",

Mp ; p
MpoBEpKa AOKYMEHTE Ha HANWYME NPUMEYEHMIA, BEPCWIA, SEMUCAHHBIX MCTPABNEHWIA M PYKOMMCHBIX
MPMMEYEHMIA,

CBOICTEa AOKYMEHTA H NIHYHBIE CBEOEHNA
MpoBEpKa AOKYMEHTE Ha HANMYWE CKPLITEIX METAAAHHEIX U MMYHBIX CEEAEHMA.

Hactp XML-g
Monck HacTpanBaeMblx XML-AaHHbIX B AOKYMEHTE,

KONOHTHTYNBI H NOANOMKN
MOWCK KONOHTWUTYNOE M NOANCHEK B AOKYMEHTE,

CHPBITLIA TEKCT
TMoWCK CKPLITOrD TEKCTE B AOKYMEHTE,

[Dposepmb] [ 3aKpEITE ]

Puc. 4-11. Document Inspector (MHCnekTop AOKYMEHTOB) BLINOHAET NSTh PA3/INYHbIX
HabOPOB NPOBEPOK A1 UCKIIOYEHUS N3 JOKYMEHTA MHdOpMaLMK, He nofnexalleii obLemy
Joctyny

OkoH4YaHue paboTbl HaA, JOKYMEHTOM

[To 3aBeplieHnn cocTaBNeHnsa AOKyMeHTa (nocne BbinonHeHns Document
Inspector [MIHCnekTop AOKYMEHTOB]) MOXHO caenatb dana 4OCTYNHbIM TOSIbKO
0151 4TeHUs, 4TOObI MOSIb30BATENN, YNTAOLWME OKYMEHT, HE MOV UBMEHUTL Er0
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TEM 1Unn nHbIM criocobom. OTkpoiTe MeHto File (Paiin) n HaBeguTe ykasaTtenb
MbILM Ha komaHay Finish (MoarotosuTs). B nogBMBLLUEMCS BIOXXEHHOM MEHIO Bbl-
6epute Mark As Final (MomeTuTb kak OKOHYaTENbHEIN). Tenepb Nosib30BaTeIv CMO-
ryT OTKPbIBaTb, YNTATb, PacrneyarbiBaTb M OTMNPABSATb JOKYMEHT MO 3/1IEKTPOHHOM
noyTe, O4HaKO OHW HE CMOTYT U3MEHATb COAEPXMMOe nn GopMaTpPOBaHME B
[OKYMEHTE.

YnyuwenHasa unterpauus ¢ Office SharePoint Server 2007

Ecom B Bameit komnauum mcriosbayeres mponykKT Microsoft Office SharePoint
Server 2007, BbI cMOsKeTe IOJIb30BATHCA PACIINPEHHBIMY BO3MOYKHOCTAMU
nHTerparmu Office Word 2007 1 Microsoft Windows SharePoint Services, a
Takske Office SharePoint Server 2007. C nomorisio Office SharePoint Server
2007 MO3XHO OpPraHN30BBIBATD, OTCIEIKMBATE I YIIPABJIATb JOKYMEeHTO060pO-
TOM I BBITIOJIHEHNEM 3a/lad, CO3/IaBaTh OMOIMOTEKNM MCXOIHBIX MAaTEPUAJIOB,
CBA3BIBATHCA C JAPYTUMIM WJIEHAMM KOJJIEKTVBA, YIPOIIATh IIPOIleCcC PEreH-
3MIPOBAHNA VI BBIIIOJIHATE MHOTYIE APYTHE 3aJatIL.

yﬂy‘-II.IJeHHbIe BO3MOXHOCTU CJIMAHUSA NMOYTHI

HeszaBucumo ot TOro, HaCKOJIBKO YaCTO BBI MICIIOIb30BAJIN (DYHKIINIO CAVAHNA
Io4THI B IpeskHuX Bepcuax Office Word, Be1, 6e3 coMHeHNA, 3aMeTUIIN, YTO
HaITV (PYHKIIMIO CIAMAHNSA IT0YTHI ObLJIO TOBOJIBHO HEJIETKO, TaK KaK OHA HAX0-
nuyack B MeHI0 Tools (Cepsuc). Ceronusa nporiece CansgHNUA IOYTHI TOPasio
boJstee nocTynen: komaHgHa A Bkiagka Mailings (Paccelnkm) B mosb30BaTeIb-
CKOM MHTepdeiice 1103BoJAeT ObICTPO U 3(P(PEKTUBHO CO3MaBaTh, IIPOCMAT-
pPUBaTh, yIIOPALOUYMBATD M OTIIPaBJIATH nucbMa. OTkpoiiTe BRIagky Mailings
(Pacchblikn), 9ToOBI HAaUaTh Ipoliece, 3aTeM HasxkmuTe Start Mail Merge (Ha-
4aTh cauaHnue) (M. puc. 4-12), 9TOOBI OTKPBITH yiKe 3HaKOMbIe omyn. Kask-
Jlas 13 KOMaH] B I0JIb30BaTEJIbCKOM MHTepdeiice IT03BOJIAET OCYIIeCTBIATh
IIOZITOTOBKY ITOYTHI IJI5 PACIIPOCTPAHEHNA.

Wizard (Mactep cnnaHmna noyTbl) AN BbINOJHEHUS LWAroB No NOAro-
TOBKE MaCCOBOW paccCblsIK1, MOXeTe 3anyCTUTb ero, Haxas KHOMKY
Start Mail Merge (HauaTb cnuaHume) n Boibpas Step By Step Mail Merge
Wizard (Mowarosbin MacTtep CansaHus).

Q CogerT. Ecnn Bbl NpegnoynTtaeTe ncnons3osarte Mactep Mail Merge
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T'naea4: Cosgarnre npodeccHoHaIbHEX fokymeHTOE B Office Word 2007

T'naea 5: Pacmmpenne BozmoskHOcTeH ¢ Office Excel 2007

T'naea 6: Co3gaHHe IPHBICKATENBHBIX pe3eHTanui B Office PowerPoint 2007

T'mapa 7: PaspaGoTtranpodeccHonaTsHEX Gnanec-maTepranos s Office Publisher 2007
T'mapa 8: CGop, MOHCK H pacmpocTpaHeHHe HHGopMann B Office OneNote 2007
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Puc. 4-12. Oynkuma Mail Merge (CnvsiHue noyTbl) UMEET CBOIO COOCTBEHHYI0 KOMaHHYIO
Bknaaky Mailings (Paccbinku) B nonb3osatensckom nhtepdeiice Office Word 2007

YnpowieHue cneuuasbHbIX 3JIEMEHTOB

OpHa 13 npobnem npu paboTe € NOHOPYHKLUMOHASbHLIM MPUIIOXKEHUEM, TAKUM
kak Office Word 2007, 3aknto4aeTcsl B BO3HMKHOBEHUM CNIOXHOCTEN Npu 3anomMun-
HaHUW MeToAo0B PaboThl, UCMONb3yeMbIX MWL MHorga. K npumepy, raoe HamTtu
MHCTpyMeHT Equation Builder npmn HeobxoanmocTn fob6aBneHns B roqoBoi OT4eT
CNOXHOr0 ypaBHeHMS? M B YeM KOHKPETHO 3akJltoHaeTcs pasnnyme Mexay nosic-
HEHUSIMM 1 CHOCKaMU, 1 B KaKUX CUTyaLMsIX cneayeT MCnosib30BaThb NepBblii Ui
BTOPOW 3/IEMEHT?

HoBbIi komnoHeHT Equation Builder o6neryaet nobasneHue B AOKYMEHT C/IOX-
HbIX YpaBHeHu. Bbl MoxeTe BbibpaTh rOTOBbIE YpaBHEHUS B ranepee Equation
Gallery (Fanepes ypaBHeHUIA) nnn co3pgaTb HOBOE YPaBHEHME C MOMOLLbIO KOH-
TEKCTHOW BKJ1aJKW C COOTBETCTBYOLLMMN MHCTPYMEHTaMU.

(G I=1r-Y- Dl [flokymerl - Microsoft Word PaoTa ¢ hopuyAanin -5 x
i) il -

Traswan  Baaska  Pasuerkacrpaduus  Counkn  Paccenkm el

TU Greeoee [J ana
- oo EIAl]

©opryna
Cepouc 5 Cumsone Crpyiypst

Bua  Haactpoiikn Koncrpyxtop

Sty [ % ree 3 lm A [

pose Mngexc Pagnkan WTerpan Kpynkuii  CkosKka OyMeuna [akpumaeckue Mpefenn  Onepatop MaTpuua
S & - onepaop~ - - swakn  norol - -
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Kpome Toro, Tenepb npoLue BCTaBASATb B LOKYMEHT U UCMONb30BaTh UUTATbI U
apyrue ccbink. MoxHO BblGpaTh onpeaeneHHblil CTUMb LMTaT, NCMNOJIb30BaTb
komMnoHeHT Resource Manager (ucnetyep pecypcoB) s opraHmM3aumn cChbi-
NOK, @ Takxe aBToMaTtunyeckn co3gaBaTtb 6ubnmorpaduio Ha OCHOBE PECYPCOB,
MNCMNOJIb30BAHHBIX MNPV COCTaBIEHMM OOKYMEHTA.

K PeueHInpoEaHue Bug Hagcrpoiiku
Cﬁ)’npaaﬂeHme WCTOMHMKAMM :dj (|
= l% CTune: APA [ - =t

BcTaenTe
CCBINKY ~ ijj Crncok] APA

Cewinkn u cingy] Chicage

GEBTT14

150 690 - NepELIi 3NEMEHT W 4aTa
IS0 690 - undpoBEan CCeiNka

MLA

SISTO2

Turabian

MOCT - copTMPOEKE NO UMEHAM

MOCT - copTMPOEKE NO HA3EAHWAM

UHTepBbIO C COTPYAHUKOM «KyxHU» 2007 Microsoft Office System

Jlecnmn Koyn, oTBeTCTBEHHas 3a nybankaumto uHdopmaumm no Office
Word 2007

Kakune us HoBbix Bo3amoxxHocTen Office Word 2007 Bbl cuutaeTe camMmbiMu
npuenekartenbHbIMU?
9 HaXx0Xy O4eHb MHTEPECHbLIMU HOBbIE CPEACTBA yrnpaBfieHUss COAEPXUMbIM,
no3BoJisiioLMe co3aaBaTh WabnoHbl U GopMbl. MHe Takke NoHPaBUINCE HO-
Bble BO3MOXHOCTW CO34aHMs TUTY/bHbIX JIMICTOB 1 FOTOBbIE CTPYKTYPbI CTPa-
HULUbI, HOBble PYHKLUMK paboTbl C ypaBHEHUSIMUW, BO3MOXHOCTU A006aBneHus
umTat n bubnuorpadum, U3MeHeHUst CNUCKOB, CTUNeNn 1 Tabauu, a Takxe, pa-
3yMEETCS, BEINKOJIEMHbIN HOBLIV NOMb30BATENLCKUIA MHTEPdENC, NO3BONS-
IO peanm3oBaTb 3TU NPEBOCXOAHbIE BO3MOXHOCTM Office Word 2007.
Kak ponro Bbl paGoTaeTe ¢ HOBOI Bepcueii nporpaMmmbl? Hag yemMm nmeHHo
Bbl paboTaeTe?
PaspaboTka 4OKyMeHTaumMm st HOBOrO NPOoAyKTa OCYLLEeCTBASeTCs Ha Nnoc-
NeaHnX CTaausx, Koraa novyty Becb 06bem paboT No co3aaHuo camoro npo-
OyKTa yXe BbINOSHeH. Y co3aaBana HEKOTOPbIE KOMMOHEHTb! AOKYMEHTaLMN
ans gaHHon sepcumn Office Word ¢ anpens 2005 roga. 9 aBnsgtocb 0gHUM 13
TPex COTPYAHMKOB, 3aHMMAaIOLLMXCS Pa3paboTKoM AOKYMeHTauumy aas HoBoM
nporpammbl Office Word 2007.
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Y10 ABNSieTCS NPUYNHON BBEAEHUS HOBOW CTPYKTYpPbl CTpaHuLbI? O6GpaT-

Has CBSI3b C MOJIb30BaTEJIIMU NMPOrpaMmbl?
MHorve dyHkuunm He aBnsoTcs HoBoBeeaeHuamum B Office Word 2007, ogHako
CyLLEeCTBOBaNN OnpeneneHHble 3a4a4M Mo COBEPLLUEHCTBOBAHUIO X BHELLUHE-
ro Buaa n pyHkumMoHnpoBaHus. Becb npouecc paspaboTtku Office Word 2007
6asvpoBasncs Ha 06paTHOM CBA3W C KIIMeHTaMK. B HEKOTOPLIX CIy4asix UCMosib-
30Banacb MHGOPMALMS OT KIIMEHTOB, MNOJly4EHHAsA B pe3yfibTaTte npoyYTEHNs
cTatei, paboTbl C AEMOHCTPALMOHHBIMU BEPCUSMUA, 00yYaloLLMMm MaTepua-
famMun v pasgenamu Cnpasku, U NOSIb30BaTENN HALLMX MPOAYKTOB CXOOUUCH
BO MHEHMM, YTO MHOTME GYHKLUMUN Bbv TPYAHOAOCTYMNHBIMU MU HEYO,00HbI-
MU B paboTe.

EcTb nu y Bac npeacrasnieHue O TOM, KaKUM SIBII€TCS TUMUYHbIA NOJIb30-

BaTenb Office Word 2007? Kakue fOKyMeHTbl OH co3paeT?
¢ 3aHMalOCb CO34aHMEM CMPABOYHbIX MAaTEPUANIOB A1 NONb30BaTENEN, KO-
TOpble eXeNHEBHO OCTaBNSOT CBeAEHUS 0 cebe 1 CBOM MoXenaHus K npo-
rpaMmam nocpeacTtBomM 06paTHOM OHNanH-cBa3n. Kak npaBuio, nosib3oBa-
TEeNb BbINOJHAET ONPEAENEeHHYIO 3a4a4y U, CTOJIKHYBLUNCH C TPYOHOCTbIO, XO4eT
cpasy e Nony4ynTb OTBEThI HA BCE CBOW BOMNpocCkl. Mbl cTapaemcs pa3paba-
TbIBaTb MaTEPUasibl, KOTOPbIE B MAaKCUMasibHO BO3MOXHOW CTENEHN YOOBET-
BOPSNN Obl TpeO6OBaHMSM MOJIb30BaTENEN.

Yutaite panee

Tenepb, KOrga Bbl 3HaeTe, KAK OTKPLIBATH U paboTaTh ¢ HOBBIMM ¥ PaCIIIV-
penubiMu BoaMoskHOcTAMMU Office Word 2007, mpuroroBbTech K OoJiee moz-
pobromy nzyuennto Office Excel 2007. B coegyroniesi riaaBe pacckas3blBaeTcsa
0 3HAYMTEJILHOM BJIMSHMY HOBOJ KOHIIENIINY YIIPOLIEeHHO paboThl ¢ IOBbI-
IIIEHHOJ IPOM3BOAMTEILHOCTBIO Ha Ka4eCcTBO (DMHAHCOBO JOKYMEHTALIVIL.
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PacwupeHue
BO3MOXXHOCTEeHn
c Office Excel 2007

Juzaita okna Office Excel 2007

Pasmerka cTpaHMIbI: yaydIlleHHOe [Ipe/ICTaBIJIeHNE JJIA [IedaTy

Boarbire mecra, 00JbIle CKOPOCTH, O0JIBIIIE BOZMOYKHOCTEN

BricTpoe coznanme ycoBepIIeHCTBOBAHHBIX DJIEKTPOHHBIX TabJINIY
OOmmit mocTyn K pabodumm KHUraM I yIIpaBJeHne NH(popMaIyeli ¢ IIoMo-
mibio Excel Services

IIpencraBiennsa cBOAHBIX TabJMIl: OOJIbIIE TOAAEPIKKN, OOJIbIIIE UHTY M-
TUBHOCTU

g maorux nosaba3oBaTesieir Microsoft Office Excel — onna u3 nmporpamm, k
KOTOPOIL OHM y?Ke TaBHO NPUBBIKJN. Ecion ¢ camoro Hadasia paboune 06A3aH-
HOCTY 3TUX II0JIb30BaTeJIeN He NTogpa3yMeBaju yrIyoJeHHbIe 3HAaHUA B 00~
JIACTMU BJIEKTPOHHBIX TabJIn1l, TO, CKOpee Bcero, oHM HaunHaau paboty B Office
Excel 2007 ¢ cosmanma OpocTbIX (PUHAHCOBBIX TOKYMEHTOB (BO3MOYKHO, II0
IIOPYYEHUI0 PYKOBOIUTEJIA, ITI0 HEOOXOIMMOCTY B paMKax COOCTBEHHO KOM-
IIaHUY VIV I10 3aIIpOCy (PMHAHCOBOTIO COBETHMKA ).

C rogamu Office Excel sBosrornonnposasa oT 6a30BOT0 MHCTPYMEHTA II0
paboTe ¢ BIEKTPOHHBIMIY TAbINIIAMHI 10 ITOJHOMACIITabHOTO O13HEeC-TIPIIIO-
SKEeHIA, [I03BOJIAIOIIET0 IT0JIb30BATEAM CO3/IaBaTh, AaHAJIM3UPOBATh, 00be-
IVHATDH, BECTY OTUYETHOCTD M PACIPOCTPAHATD BAYKHYI0 MH(MOPMAIINIO, OT KO-
TOPOJ 3aBUCUT KUBHEHHBIN IUKJ JEJIOBBIX IIPOIeCCOB. ATO He 0abyIIKuH
raspkysaTop! Office Excel 2007 pemraet Ty sxe 3agauy, uro n Microsoft Office
Word 2007 — npepocTaBiieHMe MOIIHBIX IIOJHO(MYHKIMOHAJIbHBIX MHCTPYMEH-
TOB JOCTYIIHBIM CIIOCOOOM, IIO3BOJAMIINM II0Jb30BATEJAM BCEX YPOBHEN
OBICTPO HAXOOUTH HEOOXOAMMbIe PYHKINM U IIOJIYyYaTh IPO(PEeCCUOHAbHEIE,
TOYHBIE VI OCMBICJIEHHBIE Pe3yJIbTaThL

OcuoBzble n3menenns: B Office Excel 2007 3akirodaroresa B 1o00aBIeHNN
IIPEBOCXOIHBIX (PYHKLNI, YIIPOILIAIOININX ¥ PAaCHIMPAONINX BO3MOYKHOCTH
II0JIb30BaTEJIel 10 CO34aHMI0, paboTre 1 obecredeHN0 00IIeT0 JOCTYIIA K PUI-
HaHCOBBIM JJOKYMEHTaM — BJIEKTPOHHBIM Tabauiam, paboumum KHUraM, OT4e-
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TaM 1 T.1. ['oBopa 6osiee KOHKPETHO, JOTIOJIHEHUA 1 YCOBEPIIIEHCTBOBAHNA B
Office Excel 2007 momoraroT oJb30BaTeJaAM CO3ZaBaTh 0oJiee KadyeCTBEeH-
HbIE BJIEKTPOHHbIE TAOJMITLI 38 MEHbIIIee BpeMs, a TaKsKe Jierde OHMMATh,
BM3YaJIbHO IIPEJCTABJIATE U PACIPOCTPAHATD BAYKHYIO MH(OPMAIIMIO CPenn
IPYTIUX II0Jb30BaTesell, ObicTpee 1 3(p(PeKTIBHEE BBHITOJHATL aHAJN3 TaH-
HBIX, 00y CJIaBIMBAIOIINIA JIyYIlIee OCMBICJIEHNE IIPVHVIMAEMBIX JIeJIOBBIX pe-
eHnii. B JaHHOI TyIaBe paccKas3blBaeTCsa O HEKOTOPBIX U3 3TUX HpyUMeUa-
TeJIbHbIX M3MEeHEeHUIA.

Aun3aitH okHa Office Excel 2007

Hoss1ii, opnenTnpoBaHHbIN Ha pe3yabTaT naTepderic Office Excel 2007 co-
IepsKUT HeoOXonyuMble (M TOJIBKO HeoOXoayMble) paboure MHCTPYMEHTSI,
IIpeJHA3HAYEHHBIX JJIA CO3LAHNA, aHAJIM3a 1 0OTOOPasKeHNs JaHHbIX B pabo-
4eM JicTe (cM. puc. 5-1).

‘/ﬁ., H9-®- )= Khura2 - Microsoft Excel -7 Xx
2 TnasHas Boraska PazmeTka CTpaHmLLbl Dopuynel Janneie PelieHzMpoBaHie Eua Haacrpaiiku @ - @ X
3 31. it B Fra e = |[osunn - [ Yoosroe dopmatnposanme ~ || S=Berasus v | X v ?

53 |E3 - 2 q00| | g5 opmatupoBaTe kak TagAMLY * | 3 YaanuTe - - =
BRI | et [ 5 W | cm e Blvopuar= || G~ ‘wipnmorn= owpenmra~
Bydep obm.. Wpngr = BripasrnBanne 5| oo & Cruan Aueiinn PegakTupoBarie
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Puc. 5-1. Hosbiin au3aiin okHa Office Excel 2007

ITo amasoruu ¢ gpyrumu KiarodeBbIMu npuioskeruamm Microsoft Office
System, mosb3oBaTeIbCKNUI MHTEP(ENIC TPU3BaH HOBLICUTL 3(P(PEKTUBHOCTD
paboThI IOCPENCTBOM KOMaHIHBIX BKJIAJOK, a Takke HAOOPOB KOMaH/ 1 KOH-
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TEKCTHBIX KOMaHJ, CBA3AaHHBIX C OIIpeJieJIeHHbIMM 00'beKTaM B paboueM Jvi-
cre. PaccmoTpum koMaHAHBIE BRIAAKY, TpucyTceTBytomye B Office Excel 2007.

m Brkianka Home (I'1aBHaA) COmEpsKUT KOMaHIbl, HE00X0AMIMbIE AJIA pabo-
ThI ¢ 6ydpepom oOMeHa, BbIOOpa U UBMEHEeH!A IIPUQTOB, YIPABJIEHIUA BbI-
PaBHUBaHIEM CONEPIKIMOTO AUeeK, BbIO0pa YMCJIeHHBIX (DOPMAaTOB, & TaK-
’Ke IIPaBKM, COPTUPOBKMU I IIOVICKA.

m Brkuanka Insert (BeraBka) comepsKuUT KOMaHAbI 1A fobaBaeHns B pabo-
4yie JIUCTHI 00'beKTOB, HAIIpUMeP, TaOJINI, IuarpaMm, MILIT0CTPALINIL, CChI-
JIOK ¥ pa3JINYHBIX TEKCTOBBIX BJIEMEHTOB, HAIIPUMep, Ha3BaHNII CTOJIOIIOB
WJIN CTPOK.

m Brkuanka Page Layout (Pasmerka cTpaHUIIBI) COOEPIKUT Bee HEOOXOAM-
MoOe [IJIA HaCTPOIKy pabouero Jsmcrta, BKIOYad BBIOODP TeM, TapaMeTpoB
CTPYKTYPBI CTPAHUIIBI, YIIPAaBJIEHNE PA3MEPOM OTIEJIbHBIX 00 bEKTOB, BbI-
Oop mapameTpoB paboduero JMCTa U ONUUM YIOPALOUMBAHUA DIJIEMEHTOB
JIACTA.

® Bruanka Formulas (Popmyasr) conepsxut Macrep Function Wizard (Ma-
crep pyHKUMIN), budbmmorery Function Library (Bubamnoreka dpyHKImMII),
KOMaH/Ibl, He0OXOAMMbIe JJid CO3MaHnUA ¥ 00paboTKM MMEHOBAaHHBIX A4e-
€K, KOMaHbl ayauTa PopMyJI U IapaMeTpPhl BEIUMCIIEHNA.

® Brianka Data ([Jlanable) cOmepsXUT KOMaHAbL AJIA IOJyYeHUA BHEITHIX
IaHHBIX, YIIPABJIEHNA BHEIIIHVMY COeIMHEeHUAMY, COPTUPOBKY U (PUIBT-
pauuy NaHHbIX, YCTPaHeHUA Ny0JIMKaTOB, IPOBEPKU M KOHCOJIMUAALINY JaH-
HBIX, & TaKsKe TPYIIMPOBaHNA U PA3rPyIIMPOBaAHNA AUEEK.

m Briagka Review (PerieH3upoBaHme) COnep:KUT Bce He0OX0aMUMOe 1A pe-
LIeH3MPOBaHI A, KOMMEHTVPOBAHN, PACIIPOCTPAHEHNA U 3aIIIUThI JILCTA.

m Brxuanka View (Bun) comepsXuT KOMaHAbI AJ1A BEIOOpA Pa3IMIHBIX IPe-
cTaBJeHUit pabodueri KHUTY, CKPBITUA 1 0TOOpaKeHN A 3JIeMEeHTOB paboue-
roJmcTa (CeTKM, IMHEeNKM, CTPOKM (POPMyYJI 1 T.11.), YyBeJIUIeHN UM YMEeHb-
LIeHNA 1300pakeHns, a TaksKe paboThl ¢ OKHOM pabouero Jsmcra.

MeHTax B uHtepoderice Microsoft Office System, Bkntoyas HoBblE Ha-
60pbl KOMaHA,, KOHTEKCTHbIE UHCTPYMEHTbI, MHTEPAKTUBHBIM Npeasa-
pUTENbHbIN NPOCMOTP, ranepeun n ap., obpaTntecsb k rnase 2 «<HoBbIN
B3rnagy».

Q CogerT. [1519 nony4yeHus 6onee nogpobHON MHGOPMaLIMN O HOBbIX 35e-

Pa3ameTKka CTpaHuLbl: yNy4LIEHHOe
npeacTaBieHue pag nevyatu

ITeuaTs pabounx gycToB (Tpebyromasd coryIacoBaHMsA 'PAHNI] Y BKIIIOYEHN B
CTPaHMILY BCeX HEODXOVIMBIX BJIEMEHTOB) MOKET IIPEJICTABIIATE HEKOTOPYIO
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CJI0?KHOCTb (M OTHMMATh HEMAJIO BpeMeHN) KaK 1J19 HOBUYKOB, TAK U JJI OIIbIT-
HbIX osb3oBaTtesaent Office Excel. B Office Excel 2007 ects HOBOe mpenicTaB-
Jaenne Page Layout (PasdmeTka cTpaHMIlbI), I03BOJIAIOIIEE BIUIETH, KAK BBIT-
JAnuT pabounii amcT, B 110607 MOMeHT paboTe! Hax HUM. YToOBI 0TOOPa3UTH
pabounii et B mpencrasienny Page Layout (PasmeTka cTpaHuIie!), OTKPOii-
Te BKIaARy View (Buxa) n Beibepure Page Layout View (PasmeTka cTpanm-
1bl) (cM. puc. 5-2).

JInHeikun
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Puc. 5-2. lNpepacrasnenue Page Layout (PaameTka cTpaHuLbl) oTo6paxaeT pabounii nuct
TaK, kak OH OyaeT BbIFMSAETb HA pacneyaTaHHON CTPaHuLEe

IIpencraBnenne Page Layout (PasmeTka cTpaHUITBI) I03BOJIAET 130€KaTh
paboTsl «HA aBOCh». JIMHEIKY B BBEPXY U cJeBa OoT pabouelt 06s1acTy I03BO-
JITIOT PacIpenesaTh 00JacTy CONePIKMMOro Ha cTpaHnile. Tak Kak B Ipen-
craByeHuu Page Layout (PadmeTka cTpaHMIlbl) UMEIOTCSA BCe BO3MOMKHOCTI
PEeNaKTUPOBAaHNA, MOXKHO BHOCUTb U3MEHEHNA B JaHHBIE, BEIOMPATH HOBBIE
o1y (POPMATUPOBAHNA, & TAKIKE COXPAHATD M BBIBOIUTE JOKYMEHT Ha IIe-
4aTb. Kpome TOro, B 3TOM IIpeACTaBJIEHNN MOYKHO IIPOCMATPUBATE HECKOJIBKO
CTPaHNI], YMEHBIIINB pa3Mep CTPAHMI] C IIOMOIIBI0 KOMaHAbl Zoom (Macri-
Tab).
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HVILI,bI) pekomMmeHayeTcqa BHOCUTb UBMEHEHUSA, BNAOLNE Ha obLwni
BHELUHWNI BUA, AOKyMeHTa, HanpumMep, HacTtpanBaTb rpaHnLLbl, OPNEH-
Tauno nnnm OCyLecCcTBNATb d)manpau,mo DaHHbIX. DTO NO3BONSET MNO-
Ny4nTb NpaBuJibHOE npeacrtaBseHne 0 TOM, Kaknum o6pa30M BHOCU-
Mbl€ UBMEHEHNA CKaXXYTCA Ha nevyatu pa6oqero nncTra.

Q CogerT. Npun paboTe B NpeactaBneHnmn Page Layout (PasmeTka cTpa-

IIpencraBnenne Page Layout (PasmeTka cTpaHUIIbI) TaKkyKe JOCTYIIHO B
HaCTPONMKAaX IpeCcTaBJIeHNA B IpaBoM HykHeM yriry okHa Office Excel 2007.
CreBa OT dJ1eMeHTa yIIPaBJIEHUA yBeJIMYEeHIEM PaCIIOJIOKEHbI APJIBIKY TPEX
npepcraBsennit — Normal (Oberunsiit), Page Layout (PasmeTka cTpaHMIlb) 1
Page Break (CtpaHnyHbI).

I [
[EEEE eSO

Tenepb 4OCTynHa Ha Bknaake View (Bua) nonb3oBaTenbCKOro MHTep-
deitca. HacTtpoiite napameTpbl 0TOOpaxeHus HeobxoaMmbIM obpa-
30M, BblbepuTte Custom Views (Mpeactasnenus) n saatem Haxmnte Add
(Oo6aBuThb), 4TOObLI CO34aTb HOBOE NPEACTaB/IEHNE, KOTOPOE MOXHO
Takxke Ncnonb3oBaTh Ans paboTbl C APYrMMu IMCTaMu.

Q Coget. OyHkums Custom Views (Mpeanctasnexuns) B Office Excel 2007

Bonblue MecTa, 60sblLe CKOPOCTH,
0osblLe BO3MOXHOCTEN

Hexoropeie namenennsa B Office Excel 2007 nmeror Hanbosibillee 3HaYEeHME
UL OTIBITHBIX 10JIb30BATEJIEN, CO3/JAI0IMX, 0OHOBJIAIOIINX, PEIAKTUPYIOIINX
Y BeAYIIVX OTYETHOCTB I10 OOJIBIINIM padoUuyM JiucTaM, TPeO YoM O0IbIX
BO3MOKHOCTEN B OTHOIIIEHUU MOIITHOCTM M CKOPOCTI BBIUMCJIeHU. PacemoT-
PUM HEKOTOPBIE 113 HOBOBBEIEHNI, BAUAIOIINX Ha YIIPABJIEHIE U IONEPIKKY
B Office Excel 2007 60sbIIMX 1 CIJIOMKHBIX pabOUNX JIMCTOB.

Ecan BeI cTONIKHYIMCE C TPOOJIEMOT HEXBATKM CTPOK U cTosb1oB B Office
Excel 2003, To MbI pasibl coo0IUTE, 4T0 padounii et Office Excel 2007 3ua-
unTeJbHO pacimpes. [IoBuy [eiitHep, oTBeyaronuii 3a paboTy Ha I mporpam-
moit Microsoft Office Excel, ckazai: «'oBopsa Oosee koHKpeTHO, ceTKa Excel
12 6ymer comepsxats 1048576 ctpok u 16384 cTosbiios. OTo Ha 1500 mporieH-
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TOB 0OoJibIlle CTPOK U Ha 630 mmpoiieHTOB OoJibIlle cTOJIOIIOB, YeM B Excel 2003.
IIpumedaTenbHO, 4TO Tenepsb cTONOITLI 3aKaHUYMBaIOTCA Ha Ynciie XFD Bmec-
To IV»L

Jasxe nipu paboTe ¢ 0UeHb OOJIBIINMH, COZIEPIKAIIVIMI MHOYKECTBO (hop-
MYyJI, pabouyMM JIMCTaMM BBIUMCIIEHNA Oy Y T BBIITOJHATHCA OBICTPEE, TAK KaK
Office Excel Teneps nopgmep:KmBaeT ABYXIIPOILIECCOPHYIO aPXUTEKTYPY U
MHOT'OIIOTOYHBIe ynriceTsl, mo3BoJiAtoie Office Excel 2007 ncrosnb30BaTh BCe
BO3MOJKHOCTH BBIUMCJINTETHHOM MOII{HOCTY CMCTEMBI U KaPJIMHAJIBHO COKPa-
TUTb BPeMsA Balllero 0yKuganusA. Eite oHO IpenMyIiecTBO B CKOPOCTH: yII-
paBiaenne namATbio B Office Excel 2007 pacumpeno ¢ 1 I'6 no 2 I'6, uto obec-
reuyrBaeT 60JIbIIIEe TPOCTPAHCTBO AJIA PABOTHI CO CIOMKHBIMIY JIEKTPOHHBIMI
TabaniaMu, KOTOPBIM paHee He XBaTaJlo CUCTEMHBIX PECYPCOB.

Kpowme toro, B Office Excel 2007 ycTpaHeHbl HEKOTOpPbIE OTPAHNYEHNUH,
IIPMCYTCTBOBaBIINE B IpebIAyllieli Bepcun. Hanpumep, Terneps MOXKHO Ha-
CTpayuBaTh HEOrPAHMYIEHHOE YNCJIO TapaMeTPOB (pOpMaTUPOBAHNSA B paMKax
OZHOV paboueit KHUTY (paHee YMCJIO TUIOB (POPMaTUPOBAHNA ObLIIO OTPAHM-
gyeHo Ha ypoBHe 4000). IIBeroBaa nasutpa B Office Excel 2007 Teneps co-
craBifeT 16 MUILIIMOHOB 11BeTOB. KpoMe Toro, Terneps AJIA OAHOM AUEeIKI MO~
HO CO3/1aBaTh CTOJBKO CChLIOK Ha IPYTUe AYeiKI, CKOJIbKO II03BOJIUT IIaMATh
KOMITBIOTepa (paHee X MaKCUMaJIbHOe 41cyo Ob110 paBao 8000).

BbiCTpoe co3aaHue ycoBepLIeHCTBOBAHHbIX
3JIeKTPOHHbIX Tabnuy,

Boubiiasa gacTb NpodeccroHaIbHO CO3/1aBaeMbIX pabouMX JIMCTOB CErOfH:A
(ecsivt oHM TIpeIHA3HAYEHBI AJIA IIyOJIMYHOTO IIPOCMOTPA) MMEET OIpeeJIeH-
HBIVl 1V13a/iH — BBIJIeJIEHHbIE 3aT0JIOBKM, JIMHEVKY MJIM TeHeBble 3(P(PEKTHI,
[IPMBJIEKAIOIIIE BHUMAaHIE K HamnboJjee Ba)KHBIM NaHHBIM. Paboune JIMCTHI,
BKJIIOUAaeMble B (PMHAHCOBBIE OTYEThI, OMB3HEC-TIPOEKThI MJIN [IPEe3eHTAI[UN
YaCTO MMEIOT BHEIIIHNI BIJ, aHAJIOTMYHbIN 0CTAJIbHOMY MaTepuaJIy, I09TOMY
CTAaHOBUTCS HEOOXOAVMBIM MCIOJIb30BATh BO3MOYKHOCTH YIIPaBJI€HUA HIPU(-
TaMU, I[BETOM U YIIOPALOYNBAHNA JAHHBIX.

Office Excel 2007 obierdaer co3nanne npe3eHTabesbHBIX JOKYMEHTOB
IIoCcpe ICTBOM Habopa IIPOCThIX B IIPMMeHeHuy onuii popmatuposanmusa. Kpo-
Me Toro, npu pabore B nipencrasienun Page Layout (Pasmerka cTpaHuIb)
MOJKHO BIUZIETh, KaK/M 00pa30M 0TPa3ATCA U3MEHEeHIUA A13aliHa Ha BHEIITHEM
BIJIe PACIIeYaTaHHOI'O JOKYMEHTA.

13a gonosHuTEIbHOM NHpopManueii o namenenuam B Office Excel 2007 obparturecs K MHTEP-
HeT-)KypHaJsy Oaeuna Teitnepa mmo angpecy blogs.msdn.com /excel /archive,/2005,09 /32 /
473185.aspx.
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BbiCTpbIl 4OCTYN K HOBLIM WaGNOHaM

ITpn cospannm HOBOrO pabouero sucra B Office Excel 2007 nmocpencTBoM Ko-
maHnbl New (Co3nats) B MeHto File (Paiiir) orkpriBaercsa okHo New Workbook
(Co3naHne KHUIM), cOmepIKallias IepedeHb KaTeropuii I1abJI0HOB, 13 KOTO-
PBIX BBI MOKeTe BhIOpaTh HyKHOE. OTO 3HAUNTEJBHO YIIPOIIAeT IIOAKII0Ye-
uue K Microsoft Office Online (aBTOMaTH4ecku ocyiiecTBasgeMoe B Office
Excel 2007 mpu BbIGOpe THIa 111a0JI0HA) M IIOMCK KaTeropuii 1abIoHoB, KOTO-
pble MOKHO OIIpOo0OBAaTh B pabore.

IITenxkunTe Ha KaTeropuy 1abJIOHOB, C KOTOPOIL BBl XOTUTE 03HAKOMUTHCH
(manpumep, Business), 1 ecyy KaTeropmsa COLEePIKUT BIOYKEHHbIe KaTeropu,
BrIOepuTe OnHYy 13 HUX (Hanpumep, Accounting). Office Excel 2007 mogxirto-
unteda B Microsoft Office Online n oro6pasut HabOp 111a06JI0HOB, JOCTYIIHBIX B
9TON KaTeropun. BeiOpaHHbI 111a0JI0H 0TOOPa3UTCA HA IaHeJ U IpeaBapy-
TeJIbHOT'O IIPOCMOTpPA B IIPaBoil yacTy oKHa (cM. puc. 5-3). Ecoin 510 HY*KHBI
BaM 11abJsoH, HasxMute Download (3arpysuTs), 4To0ObI 3arPy3UTh €70 Ha KOM-
IIBIOTED.

WaGnows! | [ [=2] | OTuert o satparax
MycTeie M NoceaHue Microsoft Corporation
VeTaHOBNEHHEIE OTueThbl 0 pacxogax I3 20 K6aiit (<1 MUH NpK cKOPOCTI 56 KEWT/E)

wabnoHsl AT (124 ronocos)

Mow wasnoHsl..

W3 cywecTeyowero
AOKYMEHTA, .,

Microsoft Office Online

roToBkE

BrogxeTn

KaneHaapw OT4eT 0 3aTpaTax

OTueTel 0 packoaax
Yuer

Cueta

Crnckn
Mnaxsl
MAaHKPOBWMEKN

PacnucaHma

BnaHku
Hapagbl Ha pa6oTy

Apyrue KaTeropum

Puc. 5-3. B Office Excel 2007 ecTb HECKO/bKO A€CATKOB HOBbIX LIABAOHOB, KOTOPbIE
MOXHO MCMONb30BaThb A1 CO3AaHUs pabounx NMCToB
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Tpwu Bewm, KOoTOpbIE cneayeT nonpo6osaTh

Mapxk Jopx n Kpanr CTuHCOH, aBTopbl kHUrv «Microsoft Office Excel 2007 Inside
Out», pekomeHayoT onpoboBaTb cneayoLime HoBble BO3MOXHOCTU.

1. Vcnonb3oBaHue npeactaeneHne Page Layout (Pa3meTka cTtpaHuLpbl), 4TOObI
HabnogaTb 3a pacnpeneneHnemM padoyero nMcTa no cTtpaHmuam, ajs ObicT-
pPOro nepeksiloyYeHNs MeXAy KHUKHOW 1 anbOOMHOM OpueHTaumen, a Takxke
151 BBOAA KOJIOHTUTY/IOB HENOCPEACTBEHHO B paboynii 1CT.

2. lVcnonb3oBaHne TabanyHbIX CTUNEN U TEM A4S NpUAaHUs paboymm nmcTam
3aKOHYEHHOr 0, NPOMECCUOHaNIbHOro BHELLHErO BNAaA.

3. HoBble dyHKUMM yCnoBHOrO dopMaTnMpoBaHna s BbiAeNeHns aat, ocylle-
CTBNAEMOro Npu OnpefesieHHbIX AMHaMNYEeCKNX YCNOBUSX, HanpuMep, Aar,
oTpaxaroLyx BYepaLlHUA OeHb, TEKYLLNIM AeHb, NPOLUYIO HeAEeNto, Cneayio-
LLLYIO HEOEJTH0 U CReRyoLWnii Mecs,

BbiOOp TEM M HacTpoliKa CTUNe aueek

B Office Excel 2007 peaJsn30BaH HOBBIJ METOJ IIONCKA, MCIIBITAHNA 1 IIPUIMeE-
HEHUA CTIUJIEN 1 TeM, KOTOPbIN ropasnio 6osiee ynobeH B CpaBHEHUY C TEKCTO-
BBIMM OILIMAMM, CIPATAHHBIMY B labupnaTax Menio B Office Excel 2003. Te-
IIepb MOJKHO BBIIEJNUTH 00JacTh pabodero Jicra, HaskaTb KHONKY Themes
(Temsr) Ha Braanke Page Layout (PazmeTka cTpaHUIIbI) I0JIb30BATEIHLCKOTO
MHTeperica 1 IPOCMOTPETD Tajlepelo CTUJIEl TeMBI, OIIPeIeIAIINX 1IBET,
IpUQT U MHTEPBAJIbI BBl eJEeHHBIX g4ueek (cM. puc. 5-4).

TOB ¢popMaTUPOBaHnS. HEKOTOpPbIE XapakTEPUCTUKN UMEIOTCS B KaX-
[0 N3 TEM: UCNoNb3yeMble UBeTa, WpndThl U apdekTbl. TP MHCTPY-
MeHTa, pacnofloXXeHHble cnpaBa OoT komaHabl Themes (Tembl)
No3BOJISIOT, EC/IN 3TO HEOOXOAMMO, HACTPaMBaTh KXAbIN N3 ATUX e
MEHTOB MO OTAENbHOCTH.

Q CogerT. Kak BngmTe, BbiOOp ApPYroi TeMbl 3MeHsieT Habop anemMeH-

Hacrpoiika popmaTa Aueiiky npexie TpebdoBaJO TIATEJIHLHOTO 000y MbI-
BaHUA U IIPUJIOMKEHN ONIpeJeJIEeHHBIX YCUJINIL; Tellephb K A4delikaM ¥ nualra-
30HAM MOJKHO IIPMMEHATH IIpesiolpeiesieHHble (POPMAaThl [I0CPEICTBOM KO-
maugel Cell Styles (Ctunu adeek) Ha Brianke Home (I'masras). IIpocto
LIIeJIKHUTE Ha KOMaHe, YTOObI IIPOCMOTPETh U BIOPATH TOCTYIIHBIN (DOpMaT.

cTunen sueek n 3ateM o6aBnATb UX B raniepeto. HayHuTe ¢ npumeHe-

Q CoseT. Bbl MOXxeTe co3gaBaTb dopMathbl ASii CBOMX COOCTBEHHbIX
HUSA HY>XXHOrO ¢dopmaTa K oaHol suelike. 3atem Bbibepute Cell Styles
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o)\ H 9 -~ )+ BanaHcoeslii oT4eT ¢ W 06 - Microsoft Excel R
way m——
fnaswan  Beraska | Pasmerka pasuus | Gopmyns  Jawbbe  Peuersvposamme  Bua  Haacrpoiiki @ - = x
I Usera - @ w IE N %j 5 g doro | Cenra sororamn | < anepepii v - |2+
LipudTel = = 3] Becora: | AsTo < || [F] Bua | Bug 4 Ha 3agHui naak he5)
Temer Mona Opwentauna Pasmep OBnacte Paspeissl Mognoxka [evyatate = -
« |[@]30dexta - - = T saroncexw || £ Macwraé:  (96% = ||| [ Mevars | [F] Mevars || Sty O6nacrs soienerma Sk
Berpoentitie - ir] Brmcats || Mapamerpunucra YnopagouuTe

B [c] D I =J—
| Cranaprras Anexc AcnexT BywaxHan insaumnn] [[IATA]
] 3,38  KOS(h@HUMEHT HannuHoCTH 0,24
| 2,91 OGopoTHuii kKannTan 3 761p.
[ MACCHEBI
] = - = Tekyume naccusbi
| [ et e iy 373  3an0MKeHHOCTs Mo CCYAaM W TeKyWas YacTb 38
| 1517  KpegvTopckas 3340/eHHOCTb M HaUMTNeHHsIe PACXoas! 1205
[ 1918  330MKEHHOCTD MO NOACXOAHBIM HANOraM 327

743 HauncneHHbie pacxofsl N0 NEHCUOHHBIM 06R3aTensCTEaM 10 4
| Oguunaneran  fotox Conrljecto,.  Cnpasegnu 445 3
] bl 345
[ 5341p.  WTOro Texyumx NaccHsos 1580p.
| bd Mpoume naccuas
i Apyrue Tewsi Ha se6-yane Office Online... 10963  [loNrocpouHas 33A0MKEHHOCTL 2345
i ot Te (3098) HauMcneHHble PAcXoabl MO MEHCHOHHLIM 06AZaTensCTEaM 1211
1@l c 6495  OTCpoueHHbIi Hanor Ha Nprbsine 485
1 e | 472 OTCpOHEHHbIE KPEAWT U Apyrie o6A3aTenbeTsa 331
EarTT

23 OTepoueHHbIA Hanor Ha Npubsinb
24 Mpoune axTes
25 WTOro Npounx aKTMBOB

WToro npounx naccusos

ﬁ WTOro akTMBOB 23 216p. HWTOro naccHeos

27

G i orer 473 T m
fotoso |

Puc. 5-4. BcTpoeHHbIe TeMbl NO3BONSIOT NpKAaBaTh paboynM NMcTam HOBbI Npodeccuo-
HaJIbHbIA BHELLHWIA BUA,

HY-¢- s Tabanua yuera yueGHeix Yacoe - Microsoft Excel -

s x
| Thaeman | Beraska Pasmerxa crpamuLE opmynsi  [Jameme  Peuewsuposamme  Bug  Haacrpoiiku @ - = x

ES & | Canoms ~ [Evcnosnoe popuatnposarme - || 5= Berasurs | X v H Eﬁ
2

s 000| | [ Popmauposare kak a6y - || I aanure - || [3] -

Bcraswme i P T = Coptuposka  Haiitn u
| = =) Conam aeer - [Elwopmar - | 2+ wownerp - seiaenurs -

Bypep obm... Wpugr L BHP3  Xopouwmi, n1oxofi u Heftpansbiit -
| 85 - x| 13.09.2008 — 20.1 OBt } HeiitpanoHbii | Mnoxoi Xopotuwii
Al B [ ¢ T D T E | pousenmopens
1
= ] Co N | ] oo [
2 Tabnm yeta bannos u yuebt
- I.la y v CeA3aHHaA TekcT npeay...
e  CEASAHHEAA... |
3 i Ha3sanwa 1 3aronoskn
LiaTel yuebHoro Opyr/pan Ko —
4 L Wrona  PPYTPS 3aro/ioB...  3arosioEok 2 3arosioEok3  3aronosok4  MTor Hasga...
13.00.2003—  |Cpearsm  |LienTpansHsl = —_—— —
5 2. 12,2005 Hmas i potion MIM170 | Crunu auee ¢ remoit
5 28.06.2004—  |Cpeprisa  |Boctoubbl | oop 500 € D0% - AkuenTl  20%- AkueHT2  20%- AkueHT3  20%- AkueHTd  20%- AKUeHTS  20% - AKLEHTE
26.07.2004 WwKona QKDY
7 18.06.2003 = Cpearian  VIWTEPAKTHS | (gp 5)5 | [40% - AKUEHTL  40%- Akuemt2  40%- Axuewt3  40%- AkuenTd  40%- AkueHtS |40% - AKusHTS
26.06.2004 wKona HO
g 60% - AKLEHTL 60% - AKLEHTE
N EEE ] Lo |
- Uncnosoii popmar
! a i al A0 Mpouethaiii @ oo -
11
|| 1E] Cosaatb cunb aueiiku
Az 5] OEvequnTs T
3]
4
8]
18]
Ll
H 4 » M| Tabnmya yuera <77 [N m
Totoso | Konuuecrso: 10

Puc. 5-5. [pumeHeHune ctunei sueek Ang NpuBIeYEHUs BHUMAHUS K ONpesesieHHbIM
aueiikam unm GyHKUMAM B paboyemM nucte
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(Ctunu siveek) Ha komaHaHow Bknaake Home (MnaeHas) v BoiGepuTe
komaHay New Cell Style (CosapaTtb cTunb suelikn) B ranepee Cell Styles
(Ctnnn ayeex). O3HakoOMbTECH C MHbOPMALMEN B ANANOrOBOM OKHE
Style (Ctunb) 1 HaxmuTe kHonky Format (dopmart), ecnu Heobxoam-
MO BHECTU U3MEHEHUSs, BBEAUTE uMs cTunsa B none Style Name (Mms
cTuns), nocne yero Haxmute OK, 4ToObl COXpaHUTb CTUb. HOBBIN, CO-
3[aHHbIN BamMu, CTUIb 0TOOPA3NTCS BBEPXY rasepen B KaTeropmm
Custom (Monb3oBaTenbckue).

Co3paHue KONOHTUTYNOB: LLENIKHYTb U BBECTU TEKCT

Ecsm BeI KOra-HMOY Ab CTAJIKMBAJIVICH C IPOOIEeMaMy IIPU BBIBOJIE Ha II€YaTh
pabounx JIMCTOB C BEPXHMMM ¥ HVPKHVMM KOJIOHTUTYJIAMM, BaM IIOHPABUTCH
YIIPOIIEHHBI MeTO N00aBJIEHNA M PEJAaKTUPOBAHNA KOJOHTUTYJIOB B pabo-
unx smcrax Office Excel 2007. Termeps MOKHO IIPOCTO OTKPBITH KOMaHIHYIO
BrJanKY Insert (BeraBka) u BeibpaTs komauny Header & Footer (KosonTn-
TyJiel) B Habope komaHy Text (Tekcer). Pabounit suct oroOpasurcsa B mpes-
craByeHny Page Layout (PasmeTka cTpaHUIlbl), 1 10JIb30BAaTEJIbLCKIUI MHTEP-
deiic mpeaIIoKUT HabOpP MHCTPYMEHTOB IJA padOThI C KOJOHTUTYJIAMMU (CM.
puc. 5-6). B pabouem smcTe OTKpPOETCSA IT0JIe BEPXHETO KOJIOHTUTYJIA; BBI MO-
sKeTe MIPOCTO IIEJKHYTh ¥ BBECTY TEKCT KOJIOHTUTYJA, & TaKiKe MCIIO0JIb30-
BaThb IIOKA3aHHBIE 3JIEMEHTHI IJIA J00aBJIEHNA Pa3JIMIHBIX 00'bEKTOB, HAIIPU-
Mep, HOMepa CTPaHMIIbI, JaThbl, BPEMEHN U IMEHM pabodero JIicTa.

I ,5\\ Il = C = Tabnnua ydera yuebHbix 4acoe - Microsoft Excel PaBoTa ¢ KONQHTHTYAAMH - 2 X
i
- TnasHas Baraeka PasmeTka CTpaHmLsl Dopmyns JaHHbie PeLieH3MpoBaHue Bua HaacTpoiiku KoHcTpykTop @ - = X
n:j :j [*) Homep cpanuysr @ Tekywee spema [ M ancra J ]
— — i) Yncro crpakuy [y MyTe K Gaiay (8] PugyHok L
Bepurmt  Huokhmil - = Mepeiitu i sepxremy Mepeity k HivkHemy |MlapameTper
wonomTuryn~ konowtumyn - || B2 Teryuian gata ] vina paiina £ opmat pugyHka KOAOHTHTY KONGHTHTYY <
Konomumyner SnEMENTE KoAOHTUTYAOE Nepexoan
B5 bl Je | 12.09.2003 — 20.12.2003 OC0BHIli KONGHTUTYA 413 NEPBOI CTPaHHLE 7] VIsMEHATS MACWITaB BMECTE € AOKYMEHTOM
i T
I A B C D PasHEIE KONOHTHTYAE ANA YETHEIX W HEUETHEIX CTPAHML, BEIPOEHATE OTHOMTEAEHO NONel CTRAHULE!
Napamerpes
,—‘ BepxHuii KONOHTHTYN
1
2 Tabnuua yuera 6annoB 1 yuebHbix uacos 1
i 3 Ypoku Bannbl/ yuebHbie yachl COCTOAHHE OTUETZ
4 Aatel yueGroro likona  OKPyr/pai Koa HazeaHue ypoka Banasl Yackl Omnaue  cyuwa  Otuer otnpaenes
il 13.09.2003 — Cpearsin Lerrpansris: Gcrose!
5 20.12.2003 wona i paion 70 pudmeieckoro cieTa .00 fa 1000p. 222203
28.06.2004—  Cpegmsa  BocTouHsiit OcHomsl BesonaciocTn
6 26.07.2004 wkona opyr OFP 10 usmesestencroc 20 Hha (el ety
19.05.2004 — Cpeanss WrTepakTie LiKoRbHEIE NPaBHAE
N 7 26.06.2004 wrona o OFP 315 (o6 sopran nexuuis) 18,00 HAa “00p. Buon 03
& 8
9
10

Puc. 5-6. LLlenkHute Header & Footer (KonoHtutynbl) Ha Bknaake Insert (BcTtagka),
yT06bI 0TOOPA3UTL MHCTPYMEHTHI AN PABOTHI C KONOHTUTYNIAMM
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(HWUXHWIA KONOHTUTYN) cneBa OT MHCTPYMEHTOB OTOOpaxatoT Habop
rOTOBbIX KOJIOHTUTYJIOB, KOTOPbIE MOXHO A06aBUTbL B paboynin NINCT.
MpPOCTO WenkHUTe Ha KOMaHAe N BbiIOepUTE HYXKHbI 3NIEMEHT, YTOObI
aBTOMaTU4eCkn A,06aBUTL €ro B paboyunii NNCT.

Q CogeT. KomaHapl Auto Header (BepxHuii konoHTuTtyn) 1 Auto Footer

Mpeumywectea Microsoft Office Open XML

Mpunoxexunsa B Microsoft Office System Tenepb ncnonb3yot popmat Microsoft
Office Open XML kak ¢popmaT dainnos no ymonyaruio. Open XML obecneuymBaet
3HA4YMUTENbHbIE NMPEVMYLLECTBA, CBA3AaHHbIE C BOMNPOCAMMU, MHTEPECYIOLLMMU
nonb3osatenen Office Excel 2007.

® Open XML no3BonsieT coxpaHsaTb O4eHb Oonblume darinbl pabovymx NUCTOB,
Tpebys Npu 3TOM NULLbL YaCTb MeCcTa, He0OX0AMMOro A COXpaHeHus dari-
NoB B NpexHem dopmare.

®  Open XML coxpaHseT He3aBMCMMOCTb AaHHbIX OT dpopmMarta Unu Cxemsbl, Uc-
nonb3yeMbix Aas oTobpaxeHusa nHopmMaumm KakumMm-nmbo KOHKPETHbIM
06pa3oM. OTO 0O3HAYaET, YTO COAEPXKMMOE MOXHO COXPaHUTb O AalbHEeN-
LLIEero UCnonb30BaHUs (HE3AaBUCUMO OT ero GopMbl) MPaKTUYECKN N0ObIM CMOo-
cobom. NHdopmaums, cosgaBaemas U pacnpocTpaHsiemMas B paboyem nucTe,
nunarpamme unu otyete Office Excel 2007 moxeT 6biTb fo6aBneHa B Apyrue
JINCTbI UV AOKYMEHTbI, KOTOPbIE OyayT CO34aBaTbCS B AANIbHENLLEM, HYTO C3-
KOHOMUT BPEMS 1 COKPATUT BEPOSITHOCTb OLLIMOOK NPV BBOAE AAHHBbIX.

OCHOBHble YCOBEpPLIEHCTBOBAHMS AnarpamMmm

HduarpaMmel — 5T0 €110c00 OBICTPOro BU3YaJIbHOTO IIPEJICTABIEHNA CTATUCTI-
YeCKUX JaHHBIX B pa6oqu JINCTE. I[I/Ial"paMMbI IIOMOTaIlOT APYIVIM II0JIb30BaTe-
JIAM IIOHVIMATh MHTEPIPeTNPYyEeMble TaHHbIe, OBICTPO ¥ KaYeCTBEHHO 0TOOpa-
skad TeHneHny u cpaBHeHnda. B Office Excel 2007 BHeceH paA 3HAUNTEIBHBIX
YCOBEPIIIEHCTBOBAHNI B AMArPaMMbl, B YACTHOCTY, — raJiepey IIpeiorpeesieH-
HBIX (POPMATOB, KOTOPBIE MOYKHO ITIPVIMEHATE HEMeJIEHHO, HOBBIE ITPEBOCXOI-
Hble (DYHKLMM TPEXMEPHOI rpadpmky, a TakyKe IIOJIHbI HabOp KOHTEKCTHBIX
VHCTPYMEHTOB JIJ18 Heo0X0o1Moii 00paboTky MHMOPMAIIL

Haunwnre c Beibopa ananasoHa (AMana30HOB) JaHHBIX, KOTOPBIE CJeLyeT
OTPas3UTh Ha AyarpaMMme. 3aTeM OTKpPoiiTe BKiIagry Insert (BeraBka) 11 BbIOe-
puTe TUII CO3IaBaEMOI AMarpaMMEb! (CM. puc. 5-7).

Hdunarpamma orobpasuTesa B pabodem smcTe, 1 KOHTeKCTHaA BKiIagka Chart
Tools (Pabora ¢ suarpaMMaMm) IPeI0KUT TPY IIOJIHOIIEHHBIX Ha00pa MHCT-
PYMEHTOB JJIs U3BMEHEHMA AVarpaMM.

m Bruanka Design (KoHCTPpYKTOP) COOEPIKUT TapaMeTpsl, OITpeeIaolye
TUII AyiarpaMMBbl, MCTOYHMK JAaHHbIX VM UX yIIOpAJO4YVMBaHME, 3JI€MEHThI
Quick Layout, Quick Styles, a Taksxe komaggy Move Chart (Ilepemec-
TUTB quarpaMmy) (cm. puc. 5-8).
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D)\ HD - )¢ TaBnuua yueta yueBHex yacoe - Microsoft Excel
- ——
TnaeHan | Bcraska l PazmeTka cTpaHnusl DopmMynkl JaHHbie PeueH3npoBaHue Bug Hagcrpoii
7 e A U il:boc,ﬂ,ﬁhLO
@muwpu'
| CeogHaa Taéauua || PuoyHOK || Tucrorpamma Tpaguk Kpyroeasa JNnHeiyartan TodeyHan Apyrue
|Taﬁnnu,a' il ‘SmartArt ” &2 k4 ke ~ oﬁnacrsmn' 4 Anarpammel - |
Tabauupl J Wnnwcrpaumi J Kpyrosas I fa |

(E 11 12|

'k r'| y-
= £
€=

O6beMHanA KPYToBan

Tabnuua yuera 6anng @ ‘6\9 0B

i iﬁ Bce TUNLI gUarpamm... Bannbi/yy

Puc. 5-7. Habop komanp Charts (Juarpammsl) Ha Bknaake Insert (BctaBka) conepxut
0a30Bble TUMbI AnMarpamm, ¢ KOTOpbIX MOXHO HayaTb paboTy

D\ H - )= TaGauya yueta yueGHeX yacoe - Microsoft Excel | Pagara ¢ guarpamian i
- pasias  Boraska  Pasmerka crpauusl  Gopwynel  JaHeee  Peuersuposanve  Bug  Haacpoiikn | KowcrpykTop Maker dopuar | @ - T X
oW & 3
- D e oD O W e .
VsmennTs Tan CoxparuTe || Crpoxa/croney
AUGTPIMME k3K WABAOH
' § — e S
| prapawmaz - (3 |
l:' DI LT I |
- Tabnuua Cruns 17
—— alb B o o D a
B [aTsl yuebHor )
~ 13.09.2003 — - .
28.06.2004 —
= 26.07.2004
18.06.2004 —
B 26.06.2004 \P
[ 13.09.2003 —
N 20.12.2003
28.06.2004 — ——CpemREE—]
26.07.2004 wkana | 1200p. 27wion 03
= 19.06.2004—  Cpepwn 3
26.06.2004 uona | | 400p. 2B mon 04
13.08.2003 — Cpeanss |
20.12.2003 wkona ns L0002 22pex03
= 28.06.2004— Cpeansn
26.07.2004 wrona 6 élmeD- 27won 03
19.06.2004—  Cpepwsn
= 26.06.2004 uKona m7 | 400p. 2B won 04
13.08.2003— G
B 20.12.2003 onn =8 | 1o00p. 22803
28.06.2004—  Cpeanss |
= 26.07.2004 wwona | Bt 27won 03
| 19.06.2004—  Cpeawan
26.06.2004 urona | 400p, Bwion 04

Cpepnee: 842  Koanuecrso: 12 Cymma: 101,00

Totoso |

Puc. 5-8. LUnpokuit BbiGOp NapamMeTpoB AuarpamMm no3sonsieT hopmmpoBatb Heobxoam-
MblIil BHELLHMI BI, 0TOOPaXaeMblX JaHHbIX
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m Brxianka Layout (Maket) B macTpymenTtax Chart Tools mosBosigeT yka-
3BIBATh CBOJICTBA Amarpamm, BbioupaTs asemenTs! Office Shapes (Pury-
PBI), T00ABIATL UM PEAKTUPOBATE 3JIEMEHTDI AMATPAMMEBI, & TAKIKE BbI-
O6upaTh MapaMeTphl, CBA3aHHBIE C TPEXMEPHBIMY IpaUKaMI.

m Brxiagka Format (Popmat) comepskuT onmm BbIOOPa pPa3IMIHbIX JIEMEeH-
TOB rpauKa, IPUCBOEHNA CTUJIEN TpaYecKM dJIeMeHTaM AMarpaMMEbl,
BKJIIOUAA TPeXMepHbIe Kpad, TeHu, packu 1 ap. (cM. puc. 5-9).

(D) 9 ) Tabnuua yueta yueBHeix uacoe - Microsoft Excel PaoTa ¢ gnarpamman -7 X
e | A
fnasas  Bcraska  PasMeTka cpamuusl  Gopuyas  Jadbeie  PeueHswposanme  Bug  Hagapoikn | KoHcrpykTop Maker oopmar | @ - T X
OBnacTs guarpammel - $% 3anuska dmrypel ~ & A - | Ty Ha nepegunii nnan ~ |2+ ez -
By dopmar smgenernoro Gparmerta ABs Abs ags | = 2 Kowmyp durypm ~ &7 ~ || B4 Ha sagrnii nnan ~ 1 -
=l Skenpece-crnn Sliz7m °
&4 Boccranosuts dopmatuposarne cina 7 | <k 3¢ pexrr ans duryp - = || By Onacrs sugenenma G- || 84125 o
Texywwi dparment Crnan gy —— ut = YnopagounTs Pasmep &
‘ [Ouarpamma 2 -3 b |
T T T i T T & T 4 T o T & I —
A B C D l Tens ,
2 Tabnuua yuera 6annos u y : .
L Orpawenne
r Ypokn b1/ yuebHble uace! Ce oTyeTs|
- F — Her ceeuenus -
Jatbl yuebHoro Wkona  OKeyr/pai | | e B
13.09.2003—  Cpemnasn  LewTpansre
20.12.2003 wrona ii paion
28.06.2004—  Cpeawsn  Bocrodmsii Conaxusanue >
26.07.2004 wKona oKpyr G ma
19.06.2004—  Cpewss _ Vwrepasrus | o
25.06.2004 R — | Penvedy > || P— —
13.09.2003 — Cpeanan Ld | |
20.12.2003 wKona — — —
28.06.2004 — Cpeatan l MoBOpOT OBBEMHO durypsr
26.07.2004 wrona — —
19.06.2004 — Cpeavss | 4 | |
26.06.2004 wKona —) —)
13.09.2003—  Cpearss
20.12.2003 wKona — - g
28.06.2004 — Cpeanan | | |
26.07.2004 wKona ~—J -/
19.06.2004—  Cpemnas
26.06.2004 wrona . —_—
13.09.2003 — Cpeavss | | |
20.12.2003 wKona o _—
28.06.2004—  Cpeawsn
26.07.2004 wkona i Apyrve useta ceevenma >
19.06.2004—  Cpeawas
25.06.2004 wKona mil s
W 4 b ¥ Tabamya yuera <7 4 T m
foroso | Cpeguee: 8,42 Kommwecrsoi 12 Cyma: 101,00 |

Puc. 5-9. Hactpoitte adpdekTbl TeHM, 4TOObI NpUAaTh GOHY AnarpaMMbl OPUTMHANBbHBINA
BUA

Hoebie ¢purypol Office n WordArt

Durypsi Office Shapes — nmHNM, TPAMOYTOJIBHUKM, 00'bEMHbBIE CTPEJIKY U JP.,
KOTOpBbIEe paHee IPUX0IMJIOCh OTBICKVMBATD Ha IIaHEJ M MHCTPYMeHToB Drawing
(PucoBanue), Tenepb NMeIOT CBOe COOCTBEHHOE MECTO Ha [TaHeJ IV MHCTPYMeH-
ToB Insert (Bcraska). HToObI 0TOOPa3UTE pacCIIpPeHHBIN HAOOP PUTYD, IIEJIK-
HuTe Ha MHCTpyMeHTe Shapes (Purypsr). OTobpasdarcs qonoJHUTEIbHbIE
HaCTPOMKM M HOBbIe KaTeropuu, BKJIO4Uasa HoBble purypsl Equation Shapes
(Purypst gisa popmy.r).

KomnonentT WordArt Takske 011 yCOBEPILIEHCTBOBAH I ciesiaH bosee 1o-
CTYIIHBIM; OH Tellepb paclioyiosKeH B Habope komanz Text (Tekcr) B MeHI0
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Insert (BcraBxka). IIpnu Beibope komauaer WordArt orobpaskaerca rasepes
cTuieii. Beibepure HYKHBIN CTUIb, ITocse dero synemeHT WordArt Gynmer
nobaBJieH B pabounii JMCT; [IeJIKHITE Ha dJIeMeHTe, YTOObI 3aMEHUTD MMeI0-
LIMIICS TEKCT CBOMM COOCTBEHHDIM.

PaBoTa C guarpamMmami - B X

KoHCTpyKTOp MakeTt dopwar | @ - = X
Hagnwce % CTpoka nognuac ™

«
Sl 2] Konowtumyne b OBwekT

TMnepccenka
ﬂWordAr‘t - £2 Cumeon
| n
A A A
L /

=\
J f AN
— AR
— e / f—

g Ly ¥ N

AAA A

Cogert. B Office Excel 2007 ¢yHkuma SmartArt npegHa3zHadeHa gns

Q Tex clyyaeB, korga Heob6xoanumo 006aBUTb B paboymii IUCT CIIOXHYIO
amarpammy. Yto6bl co3gaTb pMCYHOK SmartArt, oTkpoiiTe BKnagky
Insert (BcTtaBka), Bbibepute SmartArt Ha KoMaHOHOI Bkaake
Illustrations (Mnnoctpaunn), BbIBEpPUTE TN CO3AaBaeMOl anarpam-
Mbl, YK@XUTE HYXHbIN CTU/b 1 3aTEM HaxmMmuTe OK.

YcnoBHoe ¢popmaTtupoBaHue U BU3yasibHOE
npeacTaBneHne faHHbIX

YcsoBHOE (hopMaTHpOBaHMe — MpeKpacHasd (PYHKLNA, TO3BOJAIOIIAA IPU-
MEHATH K A4YeiiKaM oIlpeieIeHHbI (popMaT B 3aBUCUMOCTH OT 3HAUEHUA A4eli-
KV MJIV 3HAYEeHU S (POPMYJIIBL. OTa BOSMOYKHOCTE IIOMOTAET JIETKO BBIABUTD OIl-
pelleJieHHBIE 3HAYEHMA WJIM M3MEeHeHMA B paboueM JmcTe; 5TO IIOMOTaEeT
[IPUBJEYDb K HYKHBIM 3HAUYEHMAM BHUMAaHNE IPYTUX Iosb30oBaTeseit. Heko-
TOpble (PYHKIMM YCJIOBHOTO (popMaTupoBaHua Obliyu moctymHbl u B Office
Excel 2003, onaaxko B Office Excel 2007 nx ropaszmo jierde HaiiTI U MICIIOIB30-
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BaTb. KpoMme TOrO, 371€CH YCII0BHOE (DOPMATIPOBAHME MOYKHO HACTParBaTh 0e3
HAOMCAHUA KaKUX-JINb0 PopMy.I.

Haunwnre c BeliesieHNA Anana3oHa g4eek, K KOTopoMy OyaeT IpuMeHATb-
¢4 ycJioBHOe (popMaTupoBanme. 3aTeM Ha BKyaaake Home (I'slaBHaA) HAMKMM-
Te Conditional Formatting (YcisoBHoe dpopmaTmupoBanne). Iloasusmieecs
MeHIO OyZeT comepskaTh JiBa pas3sindyHbIx Habopa mpasus — Highlight Cell
Rules (ITpaBuna Beigesnenns aueek) 1 Top/Bottom Rules (IIpasuia orbopa
IIEPBBIX U IIOCJIETHNX 3HAYEHNIT), — KOTOPbIE MOYKHO IIPUMEHATH K JAHHbBIM,
IIPOCTO BBIOpAB HYKHOe IIpaBuio. K nmpumepy, AJs ObICTPOro onpeseseHns
15 mpoI1eHTOB HAMBLBICIIMX 3HAYEHMI B BBIJEJIEHHOM AMalla30He, BbIOepuTe
Top/Bottom Rules (IIpaBuia or6opa mepBbIX 1 IIOCTEIHNX 3HAUEHMI) U 3a-
TeMm BeiOepute Top N % (Ilepsoie 10%). B mosgsBuBIIIEMCS OKHE yBEeJIMYbTE 3HA-
YeHle IIPOIEHTOB /10 15 1 BeIbepnuTe He0OXOAMMOe yCJIOBMeE (II0 YMOJIYaHIIO
ycranoyeHo yciaoBue Red Fill With Dark Red Text [CeTso-kpacHas 3a-
JIMBKA ¥ TEMHO-KPACHBIN TeKcT]). [IpenBapuTebHBIN TPOCMOTP BHOCUMOTO
u3MeHeHuA oTobpasuTea B paboueM JucTe cpasy mocje Bbioopa omuyn. Ha-
semute OK, 94T00BI COXPaHNUTE M3MEHEHNE.

[lepepie 10%

@opmaTHposaT b MEPBBIE aueiinn

|15 3‘ % |CEETHD-KDEEHERBEHHBKE M TEMHO-KDP2CHIR TEKCT v|
Omere

ITomumo npenycranoBienHbIx npasui, B Office Excel 2007 Taksxe ecTb
HOBBIE CPeJICTBA BU3yaIM3alyN JaHHbBIX, [IOMOTAIOIIe TOHATD M ITPONUJLIIIOC-
TPUPOBATH IBMEHEHN Y CPaBHEHe 3HaYeHnil. PaccMOTpuM Tpy HOBBIX cpeji-
CTBa BU3YyaJM3alNIL.

® T'ucrorpammsbl. HemensieHHO 0TOOpasKaIOT 3HAUYEHNA BbIIEJIEHHBIX AUeeK
B BUJIe CPaBHMBAEMBIX I10JIOC 3HaUeHU1 (cM. puc. 5-10).

m [IBeToBbIe mikaJIBIL [IprMeHAIOT BEIOpaHHBIE IIBETOBBIE CXEMEBI K OIIpeie-
JIEHHOMY AMalla30Hy 3HAa4YEeHMI TaK, YTO OTAeJbHBIE AYelKM oToOpaska-
I0TCA OIIpeieJIEHHBIM IIBETOM B 3aBUCUMOCTY OT X 3HAUYEHMA.

m HaGopsl 3Ha9k0B. [IprMeHAIOTCA K AYeKaM JJIA OTPaKeHNA Pa3INIHbIX
VI3MEHEHU U TeHJeHIIUINA.

t+t= ¥ t=3

W 0@
0@ [ A
@00 1 X
+tAuE +A%Y
o000 . all all
eCoe E 2R
172393 00000

®IPRO

[pyrue npaswia...




Maea 5. Paclunperne Bo3moxHocTel ¢ Office Excel 2007 99

o \d9-e- ) Tabnuua yuera yuebHbix uacos - Microsoft Excel -
i)

-
Inasrasn | Beraeka PasmeTka crpannus! Gopuynsi dannsie Peuensnposanie Bua  Haacrpoiikn @ - =

= - = | uncioeoir || [ B ¥crosmoe popmatnposanme -| | 3@ Borasuts - E -
=== [ i E

:3“ Tahoma MRS

b3 |52~ % o ] B
Borasns ¥ [ & g~ |8~ Av‘ |I= i B8 |0 Eﬂ MpaBuna BbigeneHns aueer » [pptvposka Haiftwn
- Jio = GuAsTp T BEgERNTS
Eydep oém... & LipndT ) BoipasHuBaHne I} Yuco T Benaktuposarine
— Mpasuna oT60pa nepsbix 1 HaueHmn >
| G5 - AE E=(T]

[ »

e e ) i

2 leTa 6annos u yuebHbix yacos £ AR HE =
- F=l| Userossie wkansl »
3 B
- 2 Apyzve npasuna... -
4 likona  OKPYT/pait (=3 ypoka i=| HaGopbl 3HauKoB » BT KommeHTapui
™ Cpeanss LlenTpanssi OcHose! I
| 5 Juxona i paiion 70 pudmeriieacoro cueta 00 B | cospars npasuna... OTueT yTEepKa |
Cpeansa BOCTOuHEIR OcHose! Besonac-ocTi I 3
= 6 Juxona oKpyr OBP 310 svenesensHocT G 5 Yaanute npasuna > [FmETGEaETY
Cpeanss  Wrepakmis LLikonbrole npaBina I = |y
[ ¥Npasneme NpagHami...
7 |omenn - OB 315 ) 5,00 13,00 i Oruer yreepry
| Cpenrss LlerTpanetsl Ocrosb! .
Y oo MTM A7) eaor cuera 7,00 o= 1000p. 22 nex 03 5 s 04 Oruer yTeeprs
| 9 Lo EEEeiid)  grpgy BoETEnETEEn . 8,00 aa 1200p. 27won 03 QTuET HaxoANT]
uicona oxpyr HUSHEASATENHOCTIA
= | Cpeanss VHTEpaKTIE LUKONEHBIE NPSENNG -
10 |ohean - OB 315 o) 00 13,00 s 400p. 28 won 04 & won 04 Oruer yreemie
- Cpearsn  LlenTpansiisl Oavosbl ‘
| 11 fufona et MM A0 eora ceee 00 fa 1000p. 22 pex 03 5 s 04 Oruer yreepre
= Cpeanss BocTouHENR ] BesonacHocT - aa 1 200p T ]
12 Jurona oRpyr HRUSHEACATENGHOCTH .
Cpeanss WTepaxTie LUKoNbHbIE NpaBAnNa -
[ 13 |uscona o OB 315 ) 00 18,00 o 400p. 28 ok 04 6 on 04 OTueT yTsEmKE
Cpeanss UeHTpansHs! OcHosE! I
T il i T 170 earo caera 5,00 s 1000p. 22 pex 03 5 s 04 Oruer yreemie
Coearss  BocTowli 0 Octioskl BesenacrocTn l . = L p— E—
= | 15 Juwona oxpyr RHZHEAEATENHOCTH
- Cpeanss WHTepakTe LUKONbHbIE NPSBUNG .
16 |ureene e OBR 315 | ) 7,00 18,00 o= 00p. 28 iom 04 6 mon 04 Oruer yTeepre
|17
M

W 4 b 4| TaGamua yuera < F0 [ I
rotoeo | Crpakiua:lnsl Cpegnes:542  Komwuecrso:12  Cywma: 101,00 |(65/0 [ e .

Puc. 5-10. ['mctorpammbl HarfgHO OTPAXAIOT BEAMYMHBI, CPABHUBAEMbIE APYT C APYrOM
1 CO BCEM [11aNa30HOM B LiENOM

Co3paHue npaBun yC/I0OBHOro popmMaTUpoBaHus

Bbl MoXeTe pa3paboTaTb CBOM COOCTBEHHbIE NpaBmia oas Budyanmsaunm pabo-
yux nuctoB. Mpu Beibope komaHabl New Rule (Co3paTb NpaBuio) B MeEHIO
Conditional Formatting (YcnoBHoe dopmaTnpoBaHmne) nosBnseTcs AmManoroBoe
okHo Rule (Co3paHure npasuna popmaTtmpoBaHms). (Ecnm Bel paHee yxe npume-
HANM ycroBHOoe GpOpMaTUPOBaHME K BbIAENEHHOMY AMana3oHy, No yMoa4aHuio
oTobpasaTcs napaMeTpbl COOTBETCTBYIOLLEro Npasunia.) Beibepute Tvn npaBsuna
(Hanpumep, Format Only Cells That Contain [PopmaTnpoBaTb TONLKO SYENKU,
KOTOpble coaepkat]) M 0TpeAakTUPYMTe onMcaHmne Tak, HTobbl He06X0aUMBIN Hop-
MaT oTobpakancs npu NpMMeHeHnn Hoeoro npaeuna. Haxmute OK, 4ToObI CO-
XPaHUTb U NPUMEHUTb HOBOE NPaBUIIO K BblAENIEHHbIM SA4elikam.
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CoznaHHe npaexaa dopaTHpoOEaHHA

BrifiepuTe TUN NpaBuna:

» QOPMATMPOBATL TOMBKD AYEMKM, KOTOPLIE COAEPHAT

» QOPMATMPOBATL TONMBKO NEPBLIE MW NOCNEAHHME SHAHEHWA

» QOPMATMPOBATE TOMBKO SHAHEHMA, KOTOPLIE HAXOAATCA BLILE MW HIKE CPEAHErD
» QOPMATMPOBATE TOMBKO YHUKENEHEIE MW NOBTOPAIOWMECA SHAHEHUA

» Vcnonb3osaTe GopMyny ANA oNpeaeneHka hopMaTHPYEMEIX AHEEK

W3MEHWTE oNMCcaHWE NPpaBKMna:

DOpMaTHPOBATL BCE Ha X

CTung dopMaTa: | ABYXUBETHAA WKANa %

MUHMMaNEHDE 3HaYEHHE MaKcuMManeHoe sHaYeHHe

Tun: MUHUMENBHOE SHAYEHHE | v |MEKCHNEﬂhHDE SHAYEHHE W |
3HaueHne: | (MMHMMANEHDE SHAYEHHE - (MakCHManeHoe sHa4eHE -
Uger: | v

- |

OO6wwmia pocTyn K pabo4YuM KHMram
u ynpasneHue uHpopmauuen ¢ NOMOLLbIO
Excel Services

Excel Services — HoBada pyukuusa B Office Excel 2007, mosBosiAromiasa coxpa-
HATb pabouyro kHUry Ha cepBepe ¢ Microsoft Office SharePoint Server 2007
(Takske moggepsxuBaetr Office Excel Web Access).

PaCCMOTpI/IM HEKOTOpbIe 113 OCHOBHBIX IIPEeMMYIIeCTB MCIIOJIb30BaHNMA
Office Excel 2007 ¢ Excel Services.

m BoJsee Ge3omacHoe OTKPBITHE JOCTYIIA U YIIPaBJIEHNE COBMECTHBIMU pa-
OounMu JIMCTaAMIU.

m  OrobpaskeHne TOJBLKO TeX 0bJiacTelt pabounx JIMCTOB, Ha MCII0JIb30BaHIE
KOTOPBIX ¥ MTOJIb30BaTEJel MMEIOTCS pa3pelleHnsi; CKPbITIe KOHPUIeH-
MAJIbHBIX JAaHHBIX, POPMYJ M MAKPOCOB.

m Coaznanue, COPTUPOBKA, (PMIILTPALINAA Y M3MEHEHME [TPeJ[CTaBJIEHNU CBO/I-
HbIX TabJsu1l B 1r000M Opaysepe.

L7151 HACTPOVKM paspelnennii pabodero JucTa ¢ I{eJIbI0 BKJIUYEHU J0C-
TyIa yKa3aHHBIX [I0JIb30BATENEN K pabodyuM JIMCTaM MM Aualna3oHaM, OT-
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kpotite meHo File (Paiin), HaBequTe yrasaresab MblIn Ha Save As (Coxpa-
HUTb Kak) 1 BbiOepuTe Excel Services.

IToaBurca puasoroBoe okHO Save As (CoxpaHUTh KaK) ¢ KHONKO Excel
Services Options (IlapameTpsr Excel Services), mosBosidromnieit onpenenarsb
oToOpasKeHMe JMCTOB B Opays3epe noab3oBaTtesd. Ilocsae Beibopa He0OXOaM-
MbIX omiuit 1 HaskaTusa OK BBeauTe nmsa obireir manku B mojie Save In (Co-
xpaHuTh B) u HasxkMure Save (Coxpanuts). Pana coxpauurca B Office
SharePoint Server 2007, u Bamm COTPYIHMKY CMOTYT OCYIIIECTBJIATD JOCTYII
K pabounm smcram yepes VIHTepHeT.

HekoTtopble ceegeHunsa 06 Office SharePoint Server 2007
n Office Excel 2007

B Bbl MOXETE COXPaHATb CEKPETHbIE NN XN3HEHHO BaXKHbIE 3JIEKTPOHHbIE Tab-
nmupl B Office SharePoint Server 2007 v yka3biBaTb pa3peLleHmns, onpeaens-
loLume, Kakme anemMeHThl (0TaeNbHble paboyne NUCTbl, TabnnLbl, AMarpamMmebl,
AuanasoHbl U T.4,.) 6yayT OOCTYMHbI APYrMM YieHaM KOJIekTuBa.

m B Office SharePoint Server 2007 ecTb komnoHeHT Report Center, nomorato-
LMiA NoNb30BaTeNssM Co3aBaTh U paboTaTb C «A0BEPEeHHbIMU» MHDOPMaLM-
OHHbLIMU COEANHEHUAMMN A1 6€30MacHOro NOAKIYEHUA K BHELUHUM UCTON-
HUKaM [JaHHbIX.

®  cnonb3yiTe Office SharePoint Server 2007 ana LeHTPaNM30BaHHOIO XpaHe-
HUS BaXHbIX 3JIEKTPOHHbIX Tabnuu, o6ecnedveHnss KOHTPOIS pacrnpocTpaHe-
HUS Pas3INYHbIX BEPCUi 1 NpeaoCcTaBeHns COTPYAHMKaM U NapTHepam Hau-
6onee akTyanbHbIX parnos.

[na nonyyeHuns 6onee nogpodHon nHdopmaumm no Office SharePoint Server
2007 obpaTtuTtech K cTpaHuue www.microsoft.com/office/preview/servers/
sharepointserver/highlights.mspx.

MpencraBneHns cBoAHbIX TaOnuL,: 6onblue
noAnepXKu, 60nblie UHTYUTUBHOCTH

Ecan Bama pabora nogpasymeBaeT 00paboTKy 00JbIINX 06 bEMOB TaHHBIX U
nx orobpaskeHne B r'MOKOM M [IOHATHOM APYIVM [I0JIb30BaTeIAM (hopMaTe, TO
BaM InoupaBaTcsa BoaMmosxkHocTy Office Excel 2007, obJserdarorme Bocpmsa-
TJI€ U JICIIOJIb30BaHVIe CBOAHBIX Tabsnil. VIHOra, ka3aJsock Obl, IPOCTHIE BEIIV
MOTyT MMeTb pellalolllee 3HaueHne, HanpuMmep, pyHrnua Undo (OTMeHUTS),
KOTOpas Tellepb JOCTYIIHA JJIA O0JIbIIIel] YacTy ollepanyil, 3HaKOMbIe MHIVI-
KaTOphbI B BUJe IJIIOCOB U MMHYCOB JJIA pa3BepPThbIBaHUA JAHHBIX, & TaKiKe
COPTUPOBKA U (PUIbTPALUA.
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PacwupeHHas nopaepXka CBOAHbIX Tabnuy,

Haunute cosmanme cBomHO Tabauibl ¢ BEIOOpA Ouanas30Ha NaHHBIX, KOTO-
PBIil He0OXOIMMO IIPEeICTaBUTD B 0TUETe, 3aTeM Bbibepute PivotTable Ha Ko-
MmaHnHON BKJanke Insert (Beraska). I[loaBurca nuasoroBoe okHO Create
PivotTable (Cosmanmue cBOIHO TabMMIBI) ¢ MPEAJIOMKEeHEM IOATBEPAUTD
BBIOpPAHHBIN AMAalla30H U yKasaThb MECTO, B KOTOPOM OyZieT co3aHa CBOOHAA
TabJsmila — B HOBOM MJIM CYIIIECTBYIOIIEM paboueM jcte. Boibepure HyKHYIO
ommio 1 Haxxmute OK.

PivotTable Field List (Cumcox nosieit cBogHOM Tabiniibl) oTodpaskaeTcs B
BIJIe [TaHEeJV B IPaBoi 4acTy paboueri obsacTy, a HaJl I0JIb30BaTEJIbCKUM MH-
TepdelicoM oTobpaskaerca KOHTeKCTHaA BKiIaaka PivotTable Tools (Pabora
co cBoAHBIMYM Tabsmmamn) (cM. puc. 5-11). Bkianka Design (KorcTpyKTOpP) I10-
3BOJIAET BEIOPATH CTPYKTYPY CBOAHON TaOJIMIIbL, TpUMeHUTh cTviin Quick Style,
HaIpuMep, K 3ar0JIOBKAM CTOJIOIIOB U CTPOK, a TaKsKe BbIOpaTh qu3aiiH Tabim-
bl B rasepee PivotTable Quick Styles (Ctuin cBobogHOI TabIMITED).

[Joruer otnpasnen
[Jorser npust
[Konmerapu

iﬁg (= R s Tanuua yueta yueGHeix uacoe - Microsoft Excel PafioTa co CEOAHEIMM TAGAMLEAMM =5
[raBHan BTaska  PasMeTka CTPaHWUBl  QopMyas  /JaHHbie  PeLeHsuposaHuwe Bua  Hagcrpofikw | Mapamerper KoHcrpyktop | (@) - X
= [ > Al = /j ﬁj Iy 75 oumeruts - @, | |5 crucok nonei
= A A e |E] - =
= sl (R Busop - L) Knonm +/-
Csopran |\ Aktusoe Fpynnupogats) 9| Copruposka || OBHOBHTE VamennTs Cepsnc -
TabnMuE | noneT % L N METouHIK garke - || L MEPEMECTUTE CBOAHYI0 TaB MLy = 3aronosku noneit
CopTuposka AarHeie Aeiicrena MokasaTk WAk CKpEITE
‘ A3 M) 5| ¥
A B c D E F & H = [Erep———— - x
" [ikona
CeogHanTabnuual [CJOkpyr /paiton
Koz ypoxa
HToBel NoCTPONTE OTYET,
[ JHassarve yposa
Eh\ﬁEpMTE nona ua3 cnucka DB
noned ceofHoA Tabnuusl el
[Hac
[Connauero
----- Clcyma

TlepETaWMTE NONS MEXAY YKASEHHSIMA HDKE
ofinacrsmm:

W ounbTp oTueTa

5 Hassarua cronfbios

$3 Hassanun crpox

X 3HaueHus

ralralmalmalralmalmlre | alalalalalaalal= o "
N E AR PSP P I E S L R bl Rl Bl R o

[] OTnoxus ofHosneHmre MakeTa
[T e pp—
Puc. 5-11. Cpeau HOBbIX BO3MOXHOCTEN CBOAHbIX TaONNL, CEAYET BbIAENUTb YNyuLLEH-

HbIiA CNUCOK NOJEN, BO3MOXHOCTb OTMEHBI OMepaLmin, a Takxke 3HaYMTeNbHO PaCLUMPEHHBIN
Habop MHCTPYMEHTOB

29
4 4+ v Nucrl < Tabanua yuera %1

FoToBo
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YnyyweHHble cBOAHbIe auarpammsbl PivotChart

3aBepiuB paboTy HaJ CBOJHON TabJuIell, ee 3HAUEHN MOYKHO 0TOOpa3uTh
Ha CBOJIHOM Amarpamme JJis MIJTIOCTPAI[MN JaHHbIX. PacinpeHHble BO3MOMK-
HOCTM CBOJHBIX NMarpaMM aHAJIOTMYHbI YCOBEPIIEHCTBOBAHUAM B METOJbI
noctpoenus rpacdgpukos B Office Excel 2007; mpu co3maHny CBOAHOM quarpam-
MBI B BallleM PaCHOPSKEHNN MMEIOTCA NHCTPYMEHTBI O0BIYHBIX TPadUKOB 1
MHCTPYMEHTBI CBOJHBIX NUAarpaMM, 4TO 00yCJIaBJIMBAET IIIMPOKIE BO3MOMK-
HOCTM aHaJIM3a, 0TOOPasKeHN s, COPTUPOBKY, PENAKTIPOBAHNA VI COXPaHEHN A
nH@OopMaIuu (cM. puc. 5-12).

AN LR Tabamua yueta yueGHex uacos - Microsoft Excel PaGota co caogbmMm AHarpaMMaMI - = x
Tnacran | Beraska  Pasmerka crpanvum  Qopwynel  Janebe  Peueksuposanue  Bud  Hagcrpoiikw  Komcrpyrop  Maker  Gopwar  Amanwswpomars @) — T X
% PR G ST |AA A.‘ |§ = Obumit £ Yenosroe gopuaTuposatine Sr=BeraguTs ~ || = ,3_7 Eﬁ
Er % GOPMATMPOBATE KaK TaBAMLY * Yganurs + || (8] Z
Barasis, E ~A-|[= - || @ @ g0 Coptuposka Halit
) [ ] ] [ S A =[5 % o[58 <58 ) Cruan aveer Eoopuar - || 2+ m;mﬂi‘rp BHAENUTS
Bybep 06, Wpngt = BpasHnzatine o Huao o Crmm Aueiin PeaakTUpOEaHUE |
| Anarpamma1 - @ A ¥
A B Coala) E F ] crvcon moncii cooriof rabmate: - x
1
2 Buepure nons ana Aobasners o orver:
[Cwkena
[Coxpyr paiion
[Ckon ypoxa
[7]Hassanue ypoxa
[Z5anne:
[Hac=
[Flonnaueno
11 . |0BRacTe dunbTpa caoanol ¥ x [lcymma
2 45 Axugite nons Ha oareli | o [CJorser ormpaenen
13 anarpanme =| [CJoruer npust
14 40
[Kammerraom
15 35 7 ownbrporuera
16 30— [— =
17 25 TIepETaLLITE MO MEKAY YKE3aHHSIHI HIKE
18 i Non ocei (kaveropm) I
19 20 m400p ¥ onnstpoTaera 0 Nona nerenas (pa...
15 Ha3saHie yporka =]
20| I 1000p. [ Onnaeria ~ || coma -
21 o —,—————————— 1200 Z Nona nerenpe! (prne)
22 5
= Cymia ]
= 0 e e p—
OcHosbI OcHosbl WKoABHEIE NPasuAa I 3xauexun
25 o s o | Hassarme ypoka ™ || || Cywia no nonoB...
= apubmETMYECKOTO esonacocT  (0BzopHan nekumA T
CHETB ANA  AMINEMEATENSHOCTH
21 P
28
q | = [] Otnewus ofiHosnerue MakeTa
A4 b | Nncrl < Tabmn yuera 7D 0| n
Totoso |

Puc. 5-12. [lononHutenbHble CPEACTBA YNPABNEHNS CBOAHLIMU AUarpaMMamMu nNo3BONAOT
0T0OpaxaTb AaHHbIE MHOXECTBOM Pa3fiMyHbIX CNOCOO0B
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TepBbIO C COTPYAHUKOM «kyxHu» 2007 Microsoft Office System

Mop Xesu, cTapwnii meHepxep npoekta, 2007 Microsoft Office
System

MoxeTe nu Bbl Ha3BaTb Hanbosnee UHTepecHble AN ceds HOBbie BO3MOX-
HocTu Office Excel 2007?

MHe o4yeHb HpaBAaTCS ABe BO3MOXHOCTU nporpamMmel. [lepeas n3 HUX — 310
npeobpa3oBaHue AmnanasoHa syeek B Tabnmuy 1 nocnenyoLee UCrnonb3oBa-
Hue 6bIcTporo dopmaTmpoBaHus. JINYHO s kak nonb3oBartenb Office Excel Tpa-
TU MHOIO BPEMEHWN Ha popMaTmpoBaHme Tabauu,: BblaeneHne 3aroyioBKOB,
pasrpaHnYyeHme CTPoK, UBMEHeEHKeE LIBETOB sHeek U T.4,. Tenepb xe Office Excel
2007 HeBepOsTHbIM 06pa3oM pacrno3HaeT Tabnuuy aaxe npu LWeadke Nnlb
Ha 0OHOI Avelike B auanasoHe. [anepes ctuner Tabnuubl NnpocTta, yaobHa u
npuaaeT aNeKTPOHHbIM Tabnnuam NPeKpPacHbIn BUA, Tak 4TO Tabamuy MOXHO
cpasy BCTaBnATb B cnaifg npesentauumn Microsoft Office PowerPoint 2007.
BTopoih 0COBEHHOCTbLIO MPUNOXEHWS, KOTOPasi MHE O4YeHb NMOHpPaBuach, SB-
NSeTCS HOBbIA HABOP MHCTPYMEHTOB AJ1 paboTbl CO CBOAHbIMY Tabnmuamm
PivotTable. PaHblLue s Bcerga ucnbitbiBan anckomeopT npu paboTe ¢ npea-
CTaBNEHUSIMU CBOAHbIX TabnuLL,. MHe Ka3anocCb, OHY MOTYT MOHPABUTLCS TOJb-
KO YOKHYTOMY. Tenepb Xe nNpeacTaBiieHns CBOAHbIX TabnuL, CTanu NpocTbIMr
B MCMOJIb30BaHUK 6n1aroaaps MHCTPYMEHTaM C nepeTackMBaHNEM 3/1eMeEH-
TOB, a TakXe CTasio O4EBMOHbIM, 3a4€M M KOrAa cnenyeTt UCrnosib30BaTb CBOA-
Hylo Tabnuuy ans aHanmsa nidopmaumm. Kpome Toro, 04eHb 3aHMMaTeNIbHO
nepekstoyaTh Noss 1 HabnaaTe 3a USMEHEHMEM PE3YNbTAaToB TabNNLbl; 3TO
[aeT AONOSHUTENBHOE NPeACcTaB/eHne O NPOUCXOASLLEM.

Kakum o6pa3om B gaHHoi Bepcum Office Excel 2007 peanu3oBaHbl Noxe-
JNlaHus NnoNb30BaTesieil, 3aHATbIX B OusHece?

Mpexnae Bcero, 60MbLUMHCTBO KJIMEHTOB COLLJIOCb BO MHEHMU, YTO BU3HEC-
nonb3oBartenu 3agencteytoT nnwb 10 % BoamoxxHocTen Office Excel 2003.
[axe c y4eToM TOro, 4To Nob3oBaTENM PAbOTAOT NNLLL C HEKOTOPOW YaCTbiO
BO3MOXHOCTEWM, Mbl MPUNOXUIN BCE YCUNUS, 4TOObI Nonb3oBaTensam Obiio
nerye HanTn HeobxoanMble GYHKLMN MIMEHHO TOrAa, KOrga OHM B HUX HY>XAa-
toTcs. Kpome Toro, Hawel uenbto 6610 yNpocTuTh paboTy C BO3MOXHOCTS-
MW, KOTOPble Npexae aapeCcoBbIBANIMCL OMNbITHBIM NOoJib30oBaTeNnsaMm. Kpome
TOro, CErofHs HALLVM KJIMEHTaM 4acTo TpebyeTcs pacnpoCTPaHATb 3NIEKTPOH-
Hble TabNuLbl U COXPaHATb y cebs1 OAHY KOMUIO «AJis1 BEPHOCTU». MNpn 3TOM OHM
HepeaKo NyTalTCs B pasd/iMyHbIX BEPCUSIX MaTepmana u TEPSIIOT KOHTPOJb Haf,
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nHpopmMaumein. Ha aToT cnyyan npegycMoTpeHa nHrerpaums c Excel Services
[J151 COXPaHEHMs 9NIEKTPOHHbIX TabnL, Ha cepBepe C NPeaoCcTaBleHNEM K HAM
noctyna nocpencteoMm Office Excel Web Access.
B paHHOI" Bepcuu nporpaMmmel npeacTaBsieH Habop NpeKpacHbIX BO3MOX-
HOCTel BU3yasibHOIro NpeACcTaB/ieHNd AaHHbIX: HA00pPbl 3HAYKOB, MOJIOCHbIE
rpadukmu, yCcoBepLIeHCTBOBaHHbIe AuarpaMmmbl 1 T.4. Y10 Bbl 3HaeTe O
cpenHecTaTUCTUYECKOM NoJsib3oBaTesne, AJis KOTOporo 6b11M Ao6aBneHbl
BCe 3Tu BO3MOXHocTn? Kak, no BauemMy MHeHUI0, OyayT BOCMPUHATbI 3TN
HOBOBBefeHuna?
BTN PYHKLMM [0 CUX NMOP «CPbIBAIOT anjioAnCMEHTbI» NoJib30BaTeNet LeEMOH-
CTpauUMOHHbIX Bepcuin NpoaykTa. MNonocHble anarpaMmmbl, HAGOPbI 3HAYKOB,
KapTbl 3HAYEHWN 1 Opyrme BOSMOXHOCTM YCNOBHOIo ¢popmMaTMpoBaHus rnpo-
CTbl B MOHMMaHUM 1 B UICNOJIb30BaHUW. YeM 60sblLe 06bEeM AaHHbIX, KOTOPbIA
Bbl aHANM3NpPYeETE, TEM CNIOXKHEE ONPEAENUTb TEHAEHLMN, NPOBasbl NN MO-
MEHTbI, OTHOCUTENIbHO KOTOPbIX HEOOXOAMMO MPUHUMATb BaXHbIE PeLIEHNS.
¢ pymato, 4TO Nosib3oBaTeNM cHavana 6yayT CAULWKOM MHTEHCUMBHO UCMOJIb-
30BaTb 3TV BO3MOXHOCTU, YTOObI MPUYKPACUTb CBOU 3JIEKTPOHHbIE Tabnumubl,
0[HaKO CO BPEMEHEM, KaK MHE KaxeTcs, 3TN PYHKLMN CTaHYT HE3aMEHUMbI-
MW NHCTPYMEHTaMu Ans BeaeHus 6uaHeca. JuarpaMmbl aKTUBHO UCMOSb3Y-
I0TCA 419 NPeacTaBneHns JaHHbIX APYrMM Noib3oBaTensim. VX BCTaBAsoT B
nokymeHTbl Office Word n npezenTtauum Office PowerPoint. JTioasim HpaBuTtcs
COCTaBNATb Npe3eHTabesbHble 0TYETbLI. ATO GOPMUPYET BrevaTieHne 06 1x
npodeccrnoHanmame n nomoraeT BOCAPUATUIO pedybTaTos. HOBble anarpam-
Mbl B TPDEXMEPHOM Buae, ¢ apdekTamun 3aTeHEHNS N aBTOMATUHECKOWN Ha-
CTPOWKOW LIBETOB B COOTBETCTBUN C NPUMEHEHHOM K LJOKYMEHTY TEMOW — Npe-
KPACHbIA MHCTPYMEHT 419 TaknX NOSIb30BaTENEN.
Yem Obl10 AJiS Bac CTOJIb aKTUBHOE y4acTue B TAaKOM MacLUTaGHOM npoek-
Te?
¢ cH4aCTNMB N HEBEPOSTHO FOPXYCb TEM, YTO MHE 40BEN0Ch CTaTb HEMOCPeL-
CTBEHHbLIM y4acTHMKOM pa3paboTkm Bepcum 2007 npoaykta Microsoft Office
System. Camoe npuaTHOE, YTO Thl OAMH U3 NEPBLIX JIOAEN, KTO MOXeT pabo-
TaTb C HOBeMLWMM npoaykToM. B yactHocTu, Office Excel 2007, BeposiTHO, SIB-
nseTcs ogHUM 13 Hambosiee pPacnpPOCTPaHEHHbIX MPOrPaMMHbIX MPOAYKTOB B
Mupe. PaboTtaTb pykoBoauTenem npoekTta 1 ObiTb YIeHOM rpynnbl pa3paboT-
Kn — 6onblias yaada. Kaxapli oeHb y3Haellb YTO-TO HOBOE, @ MOJIOXMUTEb-
Hble OT3bIBbl KIMEHTOB JOCTABASAOT OOJbLLIOE YAOBOLCTBUE.

Yutaite panee

B manHOI riaBe paccKasblBaJIOCh 0 Haubosee 3HaUNTEIbHBIX U3MEHEHIUAX B
Office Excel 2007. Cynenyromiasa riaasa IpoLOJIKAeT PAaCCKas3 O BeJVKOJIeI-
HBIX BU3yaJIbHbIX HOBOBBeZleHMAX B Microsoft Office Ha mpumepe npuioxe-
Hua Office PowerPoint 2007.



[(naBa 6

Co3paHue
npuBNeKaTeNbHbIX
npe3eHTauun B Office
PowerPoint 2007

Oxwno Office PowerPoint 2007

Hossle onmum 1 MHCTPYMEHTHI u3aiiHa

Y coBepIlieHCTBOBAHHbBIE BOBMOMKHOCTY IIPEJCTABJIEHN TEKCTA
Pacmmpennbie BO3MOKHOCTY rpadpmKmu

Cosmaune 0MOJIMOTEK CJIai0B

Y nydilleHHBIE IPYNIIOBBIE IPEe3eHTalN

IIpuBieuenne u coxpaHeHye ayauTOpuy — OOJIBIIIE YeM II0JIOBYHA JIeJia 1Py
[IpeJicTaBJIeHNM MHMOPMAIMM IPYyIIaM JuI], OyIb TO Ipe3eHTalys HOBOrO
IIPOZYKTa, 00y4YeHye COTPYJHMKOB, IIpeicTaBJIEH)e MH(pOopMaLuy Ha cobpa-
HUM aKI[MOHEPOB UJIM 03HAKOMJIEHIE TTOTeHIMAaJbHBIX KJINEHTOB ¢ yCJIyraMu
romnanun. Microsoft Office PowerPoint 2007 conepsxuT Habop IpeKkpacHbIX
HOBBIX BO3MOXKHOCTEN!, CHaO3KeHHBIX HOBBIM ITPOCTBLIM B paboTe I10JIb30BaTe b~
CKMM MHTepdericoM, A1 pa3paboTKN, pacIpoCcTpaHeHN s, COXPAaHEHNA U 10~
BTOPHOTO MCIOJIb30BaHUA CO3JaBaeMbIX IIPOdeCCUOHAJIbHBIX CJIalifoB.

OkHo Office PowerPoint 2007

B Office PowerPoint 2007 peanu3oBaHbI Te ke HOBble Bo3MoskHOCTHI 2007
Microsoft Office, uTo 1 B APyIUxX NPUJIOMKEHUAX [TaKeTa — MOJIb30BaTEJbC-
Kuii mHTepdelic, HabOPbI KOMaHJ C KOHTEKCTHBIMY KOMAaHIHBIMY BKJIAKAMI,
MHCTPYMEHTBI, HEOOXOAMMBbIe IIPY BBIIIOJIHEHNY TOJ WJIM MHOJ KOHKPETHON
3agaun. Kak BuaHO Ha puc. 6-1, kOMaHAHBIE BKJIAIKM II0JIb30BaTEJILCKOIO
MHTepderica COOTBETCTBYIOT OOBIYHBIM 3TalaM paboThl Hal Ipe3eHTallell.

m Brxianka Home (I'staBHAA) COMEpsKUT KOMaHABI, KOTOPbIE Yallle BCETO UC-
[IOJIB3YIOTCS IPM CO3hanmn 1 paboTe co caanmamu, HalpuMep, KOMaH bl
1A 100aBJIeHNA U yAAJIEHNA CJai0B, BbIOOpa CTPYKTYPBI CJIaiI0B, BhI-
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Oopa mpndToB 1 mapaMeTpos ab3ara, obasaeHnd oo bekToB WordArt, a
TaKsKe [I0MICKa TEKCTa B OIPEIEJIEHHOM CJaiizie.

m Brianxka Insert (BecraBka) mo3BosigeT 1006aBJIATDH B CAAMABI PAJ DJIeMEH-
TOB — Tabisuil, n3o0paskeHnii, nuarpamm, rpacgukos, puryp Office, ccoi-
JIOK, TEKCTOBBIX 00'bEKTOB U POJIKOB.

m Bxianka Design ([Ju3aiin) comepsKuUT Bce HEOOXOIMMOE IJIA HACTPONKN
BHEIIIHET0 ByJa Ipe3eHTarmn. KoMaHabl Ha 5TOM BKJIAJKE [IpegHa3Hade-
HBI JIJIA BbIOOpA OPMEHTAIMM CTPAHUIIbI, TEMbI IIPE3eHTaIN, OPOpMIIe-
HIA (POHA CJIaiifa ¥ yIOPAZOUYMBaHNA 00 BEKTOB CJaiaa.

® Bxianka Animations (AHMMAaIMA) COOEPsKUT MHCTPYMEHTHI IJ1A 100aB-
JIeHIA aHVMAIMIOHHBIX 00'bEKTOB U 3BYKOB, 9P(PEKTOB IIepexoia 11 BbI0O-
Pa BpeMEeHHbIX MHTEPBAJIOB.

m Brkuagka Slide Show (Ilokas ciaiiioB) cCOmepsKuT KOMaHIbI IJIS HACTPO-
KM, PEIIeTUIIAN U [IOKa3a CJaliI-1110y. 34eCh TaKKe eCTb KOMaH/IbI JJIA 3a-
MVICY TOJIOCA, HACTPOMKY CIBOEHHBIX MOHMTOPOB 1 U3MEHEHIA paspelle-
HIA 1300 pasKeHns.

P 1 - Microsoft PowerPoint -2 X
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Puc. 6-1. OkHo Office PowerPoint 2007



108 YacTs Il. 3HakomcTBo ¢ 2007 Microsoft Office System

m Brxianka Review (PeniensupoBanne) COnepsKUT MHCTPYMEHTBI JJIA IPO-

BepKMu opdorpacdun u Te3aypyc, a TaKKe CpeiCTBa IIepeBoia U MICCIIeI0-
BaHuA. Kpome Toro, 3gecry BBl HalifleTe KOMaHIbI 1A N00aBJIEHNA, IIPO-
cMoTpa 1 06paboTKY KOMMEHTapUEB B JOKYMEHTE.

Braagka View (Bup) comepsknt HaOOp pas3siMYUHBIX O IpeicTaBIe-
HUA IIPpe3eHTal . Cux TIIOMOILIBIO MOXKHO BI)I6I/IpaTb TpaaMIIVIOHHbIE ITpen-
craBJyieHnsa PowerPoint, IpuMeHATh CEeTKY 1 JIMHEKY, HaCTpauBaThb IiBe-
Ta ¥ OTTEHKM CEPOro, a TaKyKe paboTraTh ¢c OKHAMM IIPe3eHTalINI.

ne3eH npu HeO6XOJJ,I/IMOCTVI YBENMNYUTb NN YMEHBLLUNTb onpeaneneH-

Q CogerT. [Non3yHok Zoom (MacLutab) B npaBOM HUXHEM Yrijly OKHa Mo-

HbIi 3n1IeMeHT B npe3eHTaunn. B npeactaBneHnn Normal (O6bI4HBbIi),
4YTOObI Pa3BEepPHYTb TEKYLLWUIA Craiia oo pa3Mepa okHa oTobpaxeHus,
ncnonb3ymte nHCTpymeHT Fit Slide To Current Window (Bnncatb cnaing,
B TeKyLL,ee OKHO).

CospaHue npe3eHTauum

Teneps npu coznanuy HoBolt mpesenTanuy B Office PowerPoint 2007 aBTo-
MaTU4decKy oTobpaskaercsa Habop pecypcos (cMm. puc. 6-2). BmecTto Toro, uro-
OBI IIIeJIKATh MBIIIBIO HA Pa3JIMYHBIX dJeMeHTax naHean New Presentation
(HoBasa npesenTarus) (kak 3To 661510 B Office PowerPoint 2003), mpu paboTte
c HoBbIM OKHOM New Presentation (Cosmanme mpeseHTaImm) npejiaraeTcs
HabOp oML

OrobpaskeHne Habopa I1abJIOHOB B I[€HTPAJIBHO HaHEJU II[eJIYKOM Ha
KaTeropuu 1iabJioHa ciesa.

CosnaHne HOBOV IIpe3eHTAllNM «C HYJfA» IIocpencTBOM KomaHabl Blank
Presentation (HoBasa npesentanms).

Bri6op oxHOro 13 1osabp30BaTENBCKUX HIAOJOHOB IIOCPELCTBOM KOMAaH b
My Templates (Mowu ma0J0HEI).

ITocTpoeHnne HOBOII IIpe3eHTAIM HA OCHOBE Y3Ke VMEIOIIECS C IIOMOIIBIO
xoMmaH bl New From Existing (VI3 cyiecTByOIIero JOKyMEHTA).
Tlosryuenue cOBETOB, pEKOMEHAAINI U APYTUX IT1a0JIOHOB IIPE3EHTAIAINA U3
Microsoft Office Online.

dopmat Microsoft Office Open XML, co3naBaembie ¢aiinbl He ByayT

Q CogerT. Tak kak B Office PowerPoint 2007 ncnonb3yetcs ¢annosbiii

COBMECTUMbI C Npeapiaywymu sepcunsamm PowerPoint. 31o Takxe oT-
HocuTcs kK Microsoft Office Word 2007 n Microsoft Office Excel 2007.
[na obmena ¢parinamu B popmate Office PowerPoint 2007 ¢ nonb3o-
Batensmu, paboTtawowmmm B PowerPoint 2003, HanpumMep, MOXHO CO-
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( XpaHaTb Npe3eHTauuto B dopmate PowerPoint 97-2003. Kpome TOFO,\

nonb3oBartenu npeabiayLmnx sepcuii Office Word, Office Excel n Office
PowerPoint moryT 6ecnnartHo 3arpy3nte npeobpasoBaTtesnb $ainnos,
NO3BOJISIOLLNI OTKPbLIBATb dainbl, co3aaHHble B Bepcusix 2007 cooT-

\_ BETCTBYIOLLMX NPUTOXEHUN.

Co3ngHue Npese HTauMm

Wabnose: ‘ © [Mowor wataora

Mycreie u nocnearine

I YeTaHoBNeHHEIE } YcraHoBNEHHbIE WaBN0HDI
WasAoHE!

licrosoft Office Online [[1] | CoBpeMeHHBIA doToansGom

>

YETAHOBNEHHBIE TEMbI
Mow waBnoksi..,

iz ywecrsylowero
AOKYMEHTa, .,

Microsoft Office Online

FoToBkIE

awards and Certifica... Knaccuuecknii 3HakoMeTEa ©
DoToaneGaom PowerPoint 2007

Ereak Timers
Calendars

Charts and Diagrams
Content Slides
Images and Quates

Presentations

Contemporary Photo Album

Slide Backgrounds COEpEMEHHEIH PexnamHeili Gyknet

doToane6oM
Training Presentations

3

Puc. 6-2. OkHo HoBoW npe3eHTauuu B Office PowerPoint 2007

HoBbie OnuUuKM U MHCTPYMEHTbI Au3aiiHa

Hosgle ommiimn qusaiina B Office PowerPoint 2007 gesaroT co3maHne KOMILIEK-
CHBIX ¥ D(P(PEKTHBIX IIpe3eHTalMii IPOCTBIM KaK HuUKora paHee. HaunHada c
1mabJIoHa MM co3/1aBasd IIPEe3EHTAIMIO «C YYCTOTO JIMCTA», MOYKHO JICIIOJIb30-
BaTb HOBbIE TE€MBI ¥ CTVJIN, IPUAAIOIIVE NH(OPMAIMY IIPEBOCXOAHBINA B,

MpocTota opopmMaEeHNs C NOMOLLbIO TEM
Office PowerPoint 2007

Ecau perynapHoe cos3paHye npe3eHTalii BXOAUT B Baly paboune 06A3aH-
HOCTH, TO BbI, BEPOATHO, CTAJIKMBAJNCH C IP0bJIeMOoil 0oqHO00pas3ua (POHOB B
npeseHTanuax. HoBrele TeMbl, nMerlnecsa Ha BriIanke Design (Jusaiin) B
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Office PowerPoint 2007 nMerOT JOMOJHUTENbEHBIE HACTPOKM U TTIO3BOJIAIOT
OBICTPO IMPOCMATPMBATE UBMEHEHNA, YKa3aB HA MHTEPECYIOIINI IapaMeTp B
rasepee Themes (Tewmsr) (cm. puc. 6-3).

D)\l 9-0 )= MpezexTaunal - Microsoft PowerPaint T
1) —_—
Maskas  Boasea | Jusaiin \ AHumaLms Mokas chafigos  Peuewsuposabue  Bug @
s Bee Temel El—r
L] e : e dona
[ Il Wengrer ~ | |
”55::53‘1.“ Di:ae;;:lim I | T CrpuiTs paHoBEIE PHAYHKN |

[@]3ddexts =
| Napametpsi crparmua | _Cmy

7 [
Aa Ao
scmman | |mmsms
Apyrue Tems Ha Be6-ysne Office Online.

[ouceK Tem...
5| Coxpanurs rexyuyio Temy.

[10A3aroA0BOK CAaiAa

3ATONOBOK CAAMAA

3aMETKM K cnanay

Craiglwsl | “Acnexr” | <% pyecknit |

Puc. 6-3. MpocmoTp Buibupaemoii onuun B ranepee Themes (Tembl)

TeMbl MOKHO JIETKO PEaKTUPOBATh U COXPaHATh B rasepee Themes
(Tembl) 115 TOBTOPHOTO MUCIIOJIL30BAHNA; BTO OUYEHb IIOJIE3HO IIPY HAJINYIUN
OIIpEZIeJIEHHOM KOPIIOPATUBHOM CTUJINCTUKN U OM3aifHa, MCIOJIb3YEMOr0 B
JIeJIOBBIX Ipe3eHTalnax. IIpocTo n3aMeHuTe CJaii cCOTJIacHO BallleMy KOPIIO-
paTUBHOMY IM3aiiHy (MM OTKPOITE UMEIIIYIOCA IIPE3EHTAIINIO C YIKe Me-
Iolerica TeMolt) u meJKHUTe Ha KoMaHge Save Current Theme (Coxpauuts
TEKYIIYIO TeMy) B HIDKHel dacTu rasnepeu Themes (Temer).

CogeT. BbibpaHHy0 TEMY MOXHO MPUMEHUTb K BblAENIEHHbIM Cnain-

Q 0aM 1IN yCTaHOBUTb B KQYECTBE TEMbI MO YMOJIHAHUIO 1S Npe3eHTa-
LM Noche Wwen4yka NpaBon KHOMKOM MblLIW Ha TeMe B rasiepee Themes
(Tembl).
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BbiOOp HOBOW LIBETOBOiI CXEMbl

Br16op 11BeTOBOIT cXeMBI — TPyZAHAA 3a5iava JJid MHOTUX Jiofeil. Onpenese-
HIle yIaYHbIX IIBETOBBIX KOMOMHA NI 9aCTO OCYII[ECTBIIAETCA HayTa ] II0JIb30-
BaTeJAMY, He MMEWIIMMI IIpeAcTaBieHnsa o0 ocHoBax ausaaiiHa. Office
PowerPoint 2007 momoraeT He 1300peTaTh BEJIOCUIIET M IIPEIJIATAET YIKe ro-
TOBBbIE I[BETOBBIe KOMOMHAIMM. BbI MOKeTe BbIOpPATh MMEKIIYIOCA TPYIIILY
LIBETOB (MJIM CO34aTh CBOIO COOCTBEHHYIO), KOTOPas 3aMEeHUT 1IBeTa, IIPUCYT-
cTByIOLIMeE B TeKyIeli TeMe. [Ipu Beibope 11BeToBoii cxembl B Office Power-
Point 2007 nzmeHeHUA npuUMeHAITCA K (POHY, KO BCeM TabsuiiaM, TEKCTY U
obbeKTaM, B pesyJsibTaTe 4ero (OpMupyeTca CJIasKeHHbIN U yOOoOHBIN I
BOCIIPUATHUA HAOOP I[BETOB.

Kowmangna Colors (IIBera) HaxoauTcsa B Habope komang Themes (Temsr) Ha
BrJyagke Design (duzaitn). [Ilenkuute Ha cTpenke crycka Colors (Ilsera),
4T0OBI 0TOOPA3UTE rajiepelo onimii (cM. puc. 6-4). HaBenure ykasaTesb MbIIIN
Ha II0JIE I[BeTa, YTOOBI BBIACHUTD, KaK JAaHHBI IIBET OyAEeT BBIIJIALETh B IIpe-
3enTaiuu. Haiinsa sxesraeMblil I{BET, IIIEJIKHUTE Ha HEM, UTOObI IPUMEHUTD €TI0
K IIPEe3eHTalNI.

(Oa) 90 )+ Mpe3entauma2 - Microsoft PowerPaint - 7x
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Puc. 6-4. l'anepes Colors (LiBeta) conepxumt Habop LBETOB, KOTOPLIE MOXHO NMPUMEHATH
K BbIOPAHHOI Teme
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Hactpoiika ctunei poHa

Quick Styles — ¢pyHKIMA, NMeEIOIIAACA BO BCeX KJIOUYEBBIX NPUJIOMKEHUAX
Microsoft Office System u mosBousisroniasa BEIOVPATH Pa3JIMYHbIE CTUIIN, IIPO-
CMaTpMBaTh ¥ IPVMEHATH UX K CJIajilaM OJHMM IleT9koM Ml Habop cTm-
Jeit Quick Styles 3aBucut or BeibpanHoro ooeekTa. Ilpn pabore Ha BrIagKe
Design (Inzaiin) komanga Background Styles (Ctuaim poHa) OTKpbIBaET Ha-
6op cTuIent poHa, KOTOPBIE MOMKHO IIPMMEHATh K TeKYIeMY CJIANILY MM KO
BCeM cJalifjlaM B Ipe3eHTalUI.

E Usera ~ @ CTiam poHa =

@ bopmar foHa...
*B| BoccranoeuTe poH cnaiiga

K dony ciaiiioB MOKHO IPUMEHATH U APYTYE CTUJIN, JIA DTOTO IIIeJIKHI-
Te Ha KoMaHIe Background (Popmar dona) B rasepee Background Styles
(Ctunu cpona). B moasusmiemcsa quasorosom okHe Format Background (Pop-
MaT (poHA) MOYKHO BBIOPATh 1M300paskeHe UM TeKCTYPy AJidA poHa (CM. puC.
6-5). Kpome TOro, MOKHO TaKsKe BHECTM M3MeHEHNA B I[BeTa (pOHA, BbIOpaB
HOBYIO LIBETOBYIO CXEMY.

Puc. 6-5. Hacrpoiika ¢poHa
cnamza ¢ nomoLLbIio NapameTpoB B
Janveka A1anorosoM okHe Format

P 19 roounes saera Background (Popmart ¢poHa)

Dopisar hoHa

L

@) [paaueHTHaA 3aMHEKa
O PucyHok nm TexcTypa
[ Crpits dorossie pucyrim

HassaHne 3aroToBkm:

Tun: THEAHEN
HanpasneHue:

Yron:

I

ToukM rpaaneHTa

Todka 1 | % LofaeuTs YaanuTte

J

MonoxeHre ToukK:

Lier:

OpospaqHocTL:

11

b o I JaKpbITh 1 [ MPHMEHNTE KO BCEM ]
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(nonbaosa'renbcxue wabnoHbl cnanpoe n3s Slide Master R

(O6paseu cnainpos)

B Office PowerPoint 2007 MoxHO co3aaBaTb CBOW COOCTBEHHbIE LIAaBIOHbI Cnai-
noB ans 6osiee NoJSIHOrO COOTBETCTBMS TUMY NpeacTaBnsemMon nidopmauum. B
npeaplayLmx Bepcusix co3gaHne cBoen cobCTBEHHOM CTPYKTYpPbI craliaa nogpa-
3yMeBasio U3MEHeHMe MeloLLEencsa CTPYKTypbl cnanga. Mpu aTom Bpems oT Bpe-
MeHW B cnainge BO3HMKaIM HeHYXHble TEKCTOBbIE MOJst U paMKN 0ObeKTOB (He
roBops y>xxe 0 He06X0AMMOCTN NOACTPOVKM UK OTMEHbI MapamMeTpoB popmaTu-
poBaHus).

Tenepb CTPYKTYpbl CrnaigoB, co3naHHble B pexunme Slide Master (Obpasel,
cnangoB), MOryT cogep>kaTb MHOXECTBO Pas/iMyHbIX 9IEMEHTOB — MybTUMeaunii-
Hble 0O BbEKTbI, TEKCTOBbIE NOJS U T.4., U AJ15 pa3MELLLEHMS 3TUX 3/1IEMEHTOB B Cliaii-
ne vcnonb3dyeTtcd komarnaa Insert Placeholder (BctaBuTb 3anonHUTENb) KOMaHA-
Hol Bknaaku Master Layout (MakeT o6pasua) Ha Bknagke Slide Master (Obpasel,
cnanaos).

Mpumeuyanue. KomaHga Insert Placeholder (BctaBuTb 3anonHum-
TenNb) CTAHOBUTCS AOCTYNHOM Npu Beibope komaHabl Slide Master
Ha Bknaake View (Bug).

Vi - e Mpeze
| O6pazey cﬂaﬁp,os | Tnaexan BcTaeka Anumayma Pever
P £ I =1
B © =Rk

BrrasuTs BerasuTs N PasmeTka| BecrasuTh
06pasel CNalidoE MakeT ‘|| 0Bpasua [3anonHWTENB ™

3mMeHuTE 06pasel,

V| 3aronosok

V| HuoicHne konoHTH

Copepxumos
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YcoBepLueHCTBOBAHHbIE BO3MOXHOCTU
npeacTaBieHUs TeKCTa

CroBa 1 060pOTHI, CIIOJIb3yEMbIE B TEKCTE IIPe3eHTalM, CYIIIeCTBEHHO BIIM-
AIOT Ha TO, KAKMM 00pa30M OHa BOCIIpUHMMaeTcsA. TeKcToBbIe BO3MOKHOCTH B
caaiinax Office PowerPoint 2007 mogpasyMeBaloT HeuTo O0JIbIlIee, YEM ITPO-
cTO oTOoOpaskeHye HECKOJIbKMUX 3aroJIOBKOB MJIM MapKMPOBAHHBIX CIIVICKOB,
oTOOpaskaeMblil TEKCT IIPOCT AJIA BOCIPUATHUA U JIETKO OTKJIAABIBAETCH B ITa-
MATH TeX, KoMy IpenHa3HaueHa rpedeHTanysa. B Office PowerPoint 2007 ects
Habop BO3MOYKHOCTEI 110 paboTre ¢ TEKCTOM, 00eCIIeUMBaIOIINIX IMOKOCTb €ro
IIpeJiCTaBJIeHN A, BKJIOYaa TpexMepHble 3P eKTol, 9pdeKrTr] OJecKa 1 aHM-
Maliio, & TaKsKe ITIOHATHbBIE, YeTKMe MIPUQPTHI ¥ 3 PeKTHbIe N300pakeHN .

BoamoxHocTtu Rich Text

TekcrT B caiifax — 9To HeYTO OOJIbIIIe, YeM IIPOCTO OYKBBI; TEKCT — HEOT'bEM-
JeMas COCTaBJIAIIIAA Ipe3eHTalNl, OTPpakalolas OTBETCTBEHHOCTD U Ije-
JIeyCTPEeMJIEHHOCTb KOMIIaHMY, OTIEPATUBHOCTD M 1300peTaTeJIbHOCTb, OTKPBI-
TOCTb I APy KeI00ue ee coTpyHUKOB. HoBbIe BodaMmosxkHOCTU TeKcTa B Office
PowerPoint 2007 nosbiaoT yo604nTaeMocTs 1 'MOKOCTh TEKCTOBOTO Ha-
roJsiHeHN . Terepsb OCTYIIHEI CJIeAYIOIIe BO3MOKHOCTIL.

m Jlcnosp30BaHMe JIMHEEK B OTJIEJIbHBIX ab3arax JJid TOYHOIO BEIpaBHMBA -
HIA TEeKCTa.

m Co3snaHue BePTUKAJIBHOTO TEKCTA JJIA CIIeNaJbHBIX 9(P(peKTOoB B rpadn-
KaX I Ha IpaHuIlax CJaliJoB.

m JlepeHoc TekcTa B (purypax IJjsd CO3LaHNA IPUBJIEKATEIbHBIX Ipadudec-
KUX 3(ppeKToB.

YnyyweHHble 00bekTbl WordArt

WordArt — ogxa 13 pyHKIMI, ClIOCOOHBIX IPEBPATUTH CKYYHbIV TEKCT B MH-
TepeCHbIN BU3yaJbHbIN dJieMeHT. JIcronb3yeMblit JJ1a crieyalbHbIX 3JeMeH-
TOB, KoMIToHEeHT WordArt fgesaer npeseHTalMIO OJIMIKeE K JIFOAAM U IPUBJIE-
KaeT X BHIUMaHNe K HaI/IGOJIee BajKHBIM BeIllaM.

Hopasarasnepes cruineit Word Art mo3BosisieT mpocMaTpmBaTh U BbIOMIPATh
CTUJN 1A TeKceTa mpe3eHTaruit. Word Art MOsKHO IPUMEHATD K MMeIoeMy -
cdA TeKCeTy uin 706aBUTH B ciaiig HoBbll 06 bekT WordArt. OTkpoiiTe BKJa -
ry Home (I'naBHasn), 3aTeMm HaskMuTe KHONIKY More (Bosibliie) B mpaBoM HIK-
HeM yriy rasepeu WordArt, uTobsl oTrobpasuts poctymnHble cTyin. Ilocse
BBIOOpA CTUJIA CTaHeT AocTyHA BKJaanka Drawing Tools (Cpexncrsa pucosa-
HuA) (em. puc. 6-6). C momorusio komany Text Fill (3anusra durypsr), Text
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Outline (KouTyp ¢purypsr) u Text Effects (3dpderTs! 11 purypsr) HaCTPOII-
Te 00 beKT WordArt.

P\ 9~ 8 )+ MpesenTauna2 - Microsoft PowerPoint Cpeacrsa pucosaHia T
L),
fraenan  Bcraska fvsafin Asumayns Mokas craiiqos  Peyersuposakve  Bug Bopuar @
EN 000 . 2| B 3anueka durype - Iy A | S nemeainan - B |
Avpoe: i e e
= =~ Kenpecc-crin ;
LIRSS~ = Q 30perm ans pumyp - | 7P £y~ | By Osnacrs wgenenn S || = (250

BTaBuTE QUYL CTvmm guryp G| Cowanwordart & YnopagounTe Pasmep

[F]

Craiig3 ws18 | “IntroducingPowerPoint2007" | 5 pycoxmit

Puc. 6-6. Vcnonbayiite onuum Ha Bknagke Drawing Tools (Cpenctea pucosaHus)
Ans HacTpoitkm o6bekta WordArt

N
Tpun Bewm, KoTopble crieayeT nonpobGosaTb

HaHcu C. Myup, aBTop kHUrm «PowerPoint 2007 Plain & Simple», pekomeHayeT
onpoboBaTh creaytollee.

1. HoBbili rpaduryeckmin KOMNoOHEHT SmartArt NO3BONSET NPEBPATUTL MAPKNPO-
BaHHbIN CMUCOK B 3/1IEMEHThI AnarpaMmbl, KOTOPbIE, HANPUMep, CTaHYT TeK-
CTOBbIMU MeTKaMu Ha nossix rpacduka xoaa padoTol.

2. MNpwuHaBenoeHUM ykasaTens MbllUX Ha NpeaBapUTENbHbIN MPOCMOTP 3/IEMEHTA
B ranepee, Hanpumep, B ranepee Themes (Tembl), COOTBETCTBYIOLNI dne-
MEHT BPEMEHHO NMPUMEHSETCS K cnanay Anas 03HAKOMJIEHUS.

3. MpenctaeneHune Presenter (Joknagynk) oTobpaxaeT Npe3eHTaumio oTaeb-
HO MpY HaIMYMN ABYX MOHUTOPOB, 4TO 06ecneynBaeT BO3MOXHOCTbL 0TOOpa-

L XXKEeHA KOMMeHTapueB Npn 4eMOoHCTpaunn npe3eHTaunn. )




116 YacrTs Il. 3HakomcTBO ¢ 2007 Microsoft Office System

PaclumpeHHble BO3MOXHOCTU rpaduku

B Bepcun 2007 paccmaTpuBaeMoro nIpoayKTa IIOBCEMECTHO cAellaH aKIeHT
Ha yZ00CTBe 3pUTEJIBHOT0 BOoCIpuATIUA 06 beKkToB. HoBRBIN nHTEpeETic paspa-
6oraH TakuM 00pas3oM, YTOObI COKPATUTE BPEM ITOVICKA HY KHBIX MHCTPYMEH-
TOB; IIPM 3TOM MHCTPYMEHTBHI NIPEeAJaraloTcaA I0JIb30BaTeJI0 TOJILKO TOTAA,
KOTIJla OHU JeVICTBUTEeJIbHO HyKHbBL TaKkske cieyeT OTMETUTb OU3alH 1 PyH-
rnuoHabHBIe Bo3MoskHOCTY Office PowerPoint 2007; rasepen ctuiieli u crie-
LMaJIbHbIe (P (PEKTHI I03BOJIAIOT CO3/IaBaTh IpadudecKrie 00'bEKTEI, CDABHI-
MBbI€ II0 Ka4eCTBY C IPOAYKIMel IPodeCcCrOHAIbHON CTY AN IPaUIecKoro
nou3aiiHa.

Ynyywenuoie purypol Office Shapes

Office Shapes — 510 Hab0OP rOTOBBIX (PUTIYP, KOTOPBIE MOXKHO JICIIOJIb30BATh B
npezerTanuax Office PowerPoint 2007 guia npusBiedeHna K 00 beKTaM 0CO-
6oro Banmauusa. B Office PowerPoint 2007 uncio dpuryp yBeanueHo; Kpome
TOr0, COOTBETCTBYIOI[ME KOMAaHAbl HAXOJATCA TaM, I'Zie UX IIPOollle HaliTy BO
BpeMs pabore! — B Habope komaung Illustrations (VnarocTpanum) Ha BRIagKe
Insert (BcraBka) (cm. puc. 6-7).

,/,59 H9-0)- Puc. 6-7. Buibepute durypy B ranepee Office Shapes
T N . ~ b
— namas  Boama wssiin (durypel Office), 3aTem Hapucyiite durypy B cnaiige

Mocnegnme ncnonb3osanHbIe hUrypbl
ENNO0GALLRS G
AL Pk

Turn

HHDHLLLR ZBAB R
TNpamMoyronsHKA
HEEeEEEEE

OcHOBHBIE QUIYDDI
HoAMILASCCOROO®
®@6o0ar LywaBs
= [OIOLAIWIORAL e (i
CELILSP

DUrypHbIE CTPENKA

S eTdLrR IS
§ dwnpn D RN
Lo

Durypsi 4na Gopuyn

=R ==

Bnok-cxema
Eler:Ylnlslelt=Ye I=iv]
CudRN®P I ¢ AVED
QEOo

3B€3bl ¥ NEHTL

LT AQDODE RS
sk 2% 5 ) [T PRI

BuiHOCKK

[0 QDA 0 AL A giz 4 A
i ADAD 0

¥npasnsiowpe KHOMKA
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ITIocsie pucoBaHuA puUrypsl HaZl IOJIB30BATEJILCKUM MHTEP(EICOM IT0AB-
JAeTcsa KOHTeKCeTHasA BKJIaaka Drawing Tools (Cpexncrsa pucoBanus). OTKpbI-
BaeTrcsa BKJagka Format (Popwmart), oTodbpaskaroniasa HaOOp MHCTPYMEHTOB,
O3BOJIAIOIINX paboTaTs ¢ BeIOpaHHOI hurypoii (cm. puc. 6-8). Ctuanu Shape
Quick Styles (Ctunu puryp) mo3BoJIA0T BEIOPATE OCBEIIEHHOCTD, I[BET, CTUJIb
u TeHr o6beKTa, a ctuan WordArt Quick Styles (Ctuom WordArt) (cm. mpe-
OBIIYIINL Taparpad) I03BOJAI0T BEIOPATh BHEIIIHNI BUJI TEKCTA, BIIVIChIBAE-
moro B purypy. Habops! nHCTpyMeHTOB Arrange (Yruopagounts) u Size (Pas-
Mep) II03BOJIAIOT HACTPOUTE Pa3Mep M MECTOIIOJIOKEHNE 0O beKTa.

On)\H9-0 )+ Mpe3sexTaunA2 - Microsoft PowerPoint CpeAcTEa pHCoBaHinA -7 x
tea) — | |
fragnan  Boraska  Jvsaiin AHumanma Mokas cnaiigos  Peuerswposadwe  Bug bopuar @
DE N NOO |~ - .| & 3anuexa purypu ¥ y A - | ThHa nepegrini nnan - |E-v Sl =
OAL Lo | | Ace e Ate | - I KoHyp durypei - 3 & - | ByHazagnwiinaan - [T~ o
- - Kenpecc-cn ; -
RO 7 L) 3¢ dexro ana puryp - L= A~ | By Osnacrssspencunn Sh- || v M T
| BLTaBHTE DUIYPEL CTimm R G| Ccruanwordat & YnopagounTs Pasmep & _J

[& x]

MAMIOCTPMPOBATE CBOM MBIC/IM BaM
MOMOXKET BEMKONENHAA rpaduKa.
Teneps 8 PowerPoint MoxHo
CO343EaTs HACKIWEHHEIS rRadmKoi
ApEe3EHTaLMM, ANA COSAHHA
koTopsiX paxee Tpebosanocs
HECKO/EKO NPUAOXeH M. (Tano
APGCTO NPUMEHNTE MArKHME TEHK,
OTpaXeHWe, CBeUeHMe, penbed,

= ofbemubie 3bdekTe M MHOroe

| Apyroe.

° | 3aMeTKM K Cnandy
“IntroducingPowerPoint2007" | 5 pyccuii | ‘ (=) T

Puc. 6-8. Bknagka Drawing Tools (Cpeactea pucoBaHus) COLEPXMUT onuumn Ang paboTsl ¢
¢durypamu Office

PacwumpeHHblit Habop cpeacTB Ang padboTbi
¢ AMarpaMmmamm

Amnagornuano Office Word 2007 n Office Excel 2007, 8 Office PowerPoint 2007
TaKKe eCTh HOBBII BBICOKOKAUYECTBEHHbBI MHCTPpYMeHT SmartArt qmia pado-
TBI C AyarpaMMaMy, [I03BOJAIINI cO34aBaTh TMOKIe, HacTpayBaeMble /-
arpaMmbl, IpeACTaBJIAIIINE MHPOPMAIMIO Pa3JINIHbIMU criocobamu. Juar-
PaMMBbI MOYKHO ODABJATD B CJIAiiAbl (OTKpOiiTe BKJIAAKY Insert [BeraBra] n
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BeIOepuTe SmartArt); kpome TOro, TakiKe MOKHO ObICTPO IIpeobpas3oBaThb
TEKCT B OTJIEJbHBIX CJaiax B nuarpaMmy (cM. puc. 6-9).

Do\ 92-0 )= Mpe3eHTauna2 - Microsoft PowerPaint CpepcTsa prcosata -
Maaghan  Brraska  Jusaiin AWWMAUMR  Moka3 Cnaiigos PeusMINposaHME  Bua Dopuat @

SEN N0 - - Dr3anmera purypei M A - | T Ha nepeannii nnar ~ |2+

i 1257 em 2

O AL L ~ I Kormyp durypa - i, &~ | Wrssaguminnan - - |
- Kenpecc-cTin =
& = 3 PLE] 2 A Snzm o

T @ 3bdekTa ana DU - - || By o6nacts seaenerna Sk
| Berasus Guirypsi Crnnn puryp 5| CowwmWordart & Ynopagosms Pasmep 1w

I r'lpeaocx%qaaa rpaduka OfficeArt Q
E

O - S,
WnnocTpUpoBaTE CEOM MEICAN B3M :

T
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}"ﬂMjcemel[cv 0 A R T
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x

Markue TeHun

| Ten

lcosg K & =A-
| npe3enTaumn, Ana c
| koTq # | Buipesats
Lnecdza | g [F———] . =
onnposats

I e [e— —_—
TIPOY (& | Bcrasums - —
joTp 3a5EpUIMTS WS EHEHME TeKET

» | obb Bl - — ﬁ E EEE
! w %— =

| |apy| A | Lowor 35
! =¥ | A63au.
| . . o
|E s b e% % ¥ B
| : a6 =
! 1= | Hymepauns K3 - o0 ¥

©-——| 32 DOpeospasosats & Smarthrt » [

smems) E-ER-ER
&, runepcceinks... [- =T D
e ’ =
| e E == ‘ d
- il
3ameTku K caiiay By | gapuar uryp
Crafig5ws 15 | IntroducingPowerPoint2007 | 5 pycckuit | T2)| Apyrve pucyin Smartart... =

Puc. 6-9. LLlenkHyB MbiLLbIO 1BA Pa3a, MOXHO Npeobpa3oBaTh TEKCT NPe3eHTaLuu B
amarpammy

Co3paHue OMOnuoTek cnanpos

ITouemy 6BI mocJie paboThI HAJT cCO3aHMEM 3P EKTHON ITPe3eHTAINN He ClIe-
JIATh TaK, YTOObI MOKHO OBIJIO MICIIOJIBb30BATE ITPEACTABIJIEHHYIO MH(OPMAIIIIO
B KQ9YeCTBE COAEPIKMMOr0 APyrux npe3erraimii? Ternepb MOKHO COXPaHATh
cJaasl B OubamnoTeke caaimoB 1 1o0aBIATE UX (C afanTameil opOpMIeHNA
II0J] TEMY HOBOJ IIPE3eHTalNN) B CO3/IaBaeMyI0 IIPEe3EHTAINIO.

4 . . R
Q CoBeT. PekomeHayeTca co3gaBaTh cnangbl ¢ MHPOpMaLUMEN, YacTo

1CroJib3yemMom npu obmMeHe oenoBon Hdopmaumen, Hanpumep, 310
MOXeT ObITb ONMcaHue uener u 3aaay KoMnaHum, opraHn3aumnoHHas
amarpamma, KOHTakTHas MHDOopMaLnsa Uan yCrioBMS npvemMa Ha pa-
60Ty. Nocne aToro cnanabl cnengyeTt CoxpaHsaTb B 6ubnuoteke cnam-
00B, 4TOObI B AaNbHENLLIEM UX MOXHO Oblsio ObICTPO BCTABNATL B CO-

3[aBaeMble Npe3eHTaLmun.
- J
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YT00BI COXPaHUTh IPE3EHTAIMIO B OMOIMOTEKE CIaiI0B /1 IIOBTOPHOTO
JICIIOJIb30BAHUA CJAIA0B B laIbHelIeM, oTKkpoiiTe meHo File (Paiin), HaBe-
IUTe yKasaTeJsb MbIIM Ha NyHKT Publish (OnybsnkoBats) 1 BeibepuTe
Publish Slides (OnybankoBaTs caaiinel) (cm. puc. 6-10). B nnasoroBom okHe
Publish Slides (ITybankaimsa ciaiioB) OTMETbTE CIaiabl, KOTOPBIE CIeqyeT
coxpaHuUTh B Oubanoreke, HasxkMuTe Browse (O030p), 4TOOBI BEIOPATH HATIKY,
B KOTOPOI OyAyT cOXpaHeHb! cyaibl, rocse dero HaskmuTe Publish (Omy6-
JMKOBATh) (cM. puc. 6-11).

/EE s Hw-0 = Mpesextauna2 - Microsoft PowerPoint
leLeHIMp OBaHK
j Paccbinka AOKYMEHTA ADYTAM TMLaM
Cosaate ACKY Apy! ual
.4 MoaroTosuTs Ana komnakT-ucka
~ W KonuposaHWe NpeseHTALMM W CCHNOK HA MYNETUMEZNIHEE
7 OTkpeTs daiine B Nanky Ana Nocneayiowei 3anuct Ha KOMNaKT-3HcK,
L 3| Ony&nMKoBaTE CNangbl
I I CoxpaHuTe __. CoxpaHeHne Caigoe B BUBANOTEKE CIAMA0E WAK APYTOM
= MECTE 404 NOCIEAYIOWErD NOETOPHOMD MCNONE30EAHMA,
ﬂ:‘—_lh Co3aath Beigauu B Microsoft Office Word
CoxpaHuTe Kak  * ‘Bﬂ OTKpBITUE NpeseHTaLMK & Word W NogroToeka
HaCTPaNEaEMEIX CTPAHML, BEIAAY.
P o 15 CepBep ynpasneHna AoKyMeHTaMK
_.,:‘Ij CoxpaHeHe NPE3EHTALMN HA CEPEEPE YNPAENEHKA

AOKYMEHTAMKW ANA COBMECTHOMD MCNONB30EaHKWA,

MoaroToenTe r a‘qa‘ Co3aaTh pabouyo 06M1acTh ANA AOKYMEHTOB
B 9 Cosganme HOBOro BE6-Y3N3 ANA NPEIEHTALIMN W

CHHXPOHMZALNA € NOKANEHDI KonKedd,

OTnpaenTE 3

Q@ NEE

;, Ony6nukoeale  *

L
3aKphLITE

T
|,:_:‘] NapameTpe PowerPoint | |X Beixog ns PowerPoint |

Puc. 6-10. Boibepute komanay Publish (Ony6nukosatb) B MeHio File (Paiin), utobbl
HayaTb co3faHue brubnnoTekn cnainaos

Mpeunmywectea XML

B Microsoft Office System ¢popmat Microsoft Office open XML ncnonb3yeTtcs kak
dopmat no ymonyaHuio ans Bcex npunoxerHuin. @ainel, coxpaHsemblie B Office
PowerPoint 2007, nmetoT paclumperune .pptx. CoxpaHeHnune dainos B dopmarte
XML obycnaBnmBaeT MHOXECTBO NPenMyLLECTB. Bo-nepsbix, XML no3sonsieT pas-
[enaTb faHHble 1 popmMaTMpoBaHme Takum o06pa3om, YTo MHOoPMaLMS, BBOAM-
Masi B OJHOM MPUIIOXKEHUN, MOXET ObITb JIEFKO MCMOJIb30BaHa B APYyrux popmax.
Bo-BTOpbIX, Pannsl XML nmMmetoT ropasfno MeHbLUn pasMep, Hexenn dannbl B
TPaALMOHHbIX popmaTtax, BOCOOEHHOCTM 3TO KacaeTcsl LOKYMEHTOB C 60/bLLNM
KONM4YeCcTBOM rpadmnyeckmux aNeMeHToB, Hanpumep, npeseHtauun Office
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Myfinukauna coanooe

BhlenuTe cnaidbl, KOTopbIE CNeayeT onybnMKkosaTh.

SckMz Wna daina OnMcaHue L]

3xakomcTeo © PowerPoint 2007_001  3wakomcreo © PowerPoint 2007

3xakomcTeo © PowerPoint 2007_002 PowerPoint 2007

3xakomcTeo © PowerPoint 2007_005  TekcT M pHCYHKEM

3xakomcTeo ¢ PowerPoint 2007_004 Benukonentsii TeKCT

Fuarmmeren - DrwarDaint I007_00E Mz s men nusan rea husws Nffiranct

e JUMCTHTE BCe [] NowasaTe Tonbko BbineneHHsle cnains
OnyBnuKoBaTe B: || e’ | Ofzop...

OnyBnMkoBaTE OTMEHS

Puc. 6-11. Buibepute cnaiapl, koTopble TpebyeTcs BKIOYNTL B OMOAMOTEKY, BbIAEANB UX
B AnanoroBom okHe Publish Slides (Mybaukaums cnaiifos)

MoBTOPHOE HCNONL30BAHKWE C]'IaiADB X

v 3

[onyckaeTca NOETOPHOE WCNOME30BaHUE
cnaiinos us BubnnoTek cRaiaos 1 Apyrix
thaitnos PowerPoint B 0TKPEITOM NPEIEHTELM,

BCTaBnTb cnailg us:

OTKDLITL GMbIMoTERY Cnaitnos
OTKDLITH daiin PowerPoint

[ononHUTENbHbIE CEEAEHWA O NOETODHOM
WCNONb30BaHUK c.naﬁgos.

Puc. 6-12. lMNaHenb 3anay Reuse Slides (MoBTopHOE MCNONL30BaHWE CNaia0B) NpeaHas-
HayeHa Aans BbIOOpa CNaifoB ¢ Lenbio 406aBneHus Ux B Npe3eHTaumio
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PowerPoint, noatomy darinel Office PowerPoint 2007 ropa3no MeHbLue, NPOCThl
B YNpaBieHnn, 3arpy3ke 1 pacrnpoCTPaHEHUN.

YnyyuwieHHble rpynnoBbie Npe3eHTauumn

CoBpeMeHHBII J1eJI0BOII MU CTAHOBUTCA Bee OoJiee MOOMIBLHBIM. MbI 60JibIiTe
He IPUBA3aHbI K pabodyuM MecTaM (11, II0 KpaljiHel Mepe, He 3acCyiKyBaeMcs
Ha paboyeM MecTe CIMIITKOM JI0JIT0) IIPY He0OXOMMOCTY 3aBepIINTh padbory
HaJ npoekToM iy npesdeHtanueii. Office PowerPoint 2007 npexgycmaTtpu-
BaeT HECKOJIBKO PA3JIMYHBIX CII0CO00B IIPOOJIMKEHNIA OTIIOKEHHON PabOThI Ha L
IIpe3eHTalMAMY, HAX0AACh B OpIce MM Ha APYTOM KOHTMHEHTE.

YcoBeplieHCTBOBaHMS B TEXHONIOrUM o0Lwero padoyero
NpocTpaHCTBa

B npenpinymeit Bepenn Office PowerPoint nmpucyrcerBoBasa noggepskka 00-
IIMX JOKYMEHTOB, KOTOpasd, €CJy B KOMIAHMUM MCIIOJIb3YeTCA IPOSYKT
Microsoft Office SharePoint, mo3sosisieT co3gaBaTh 0b111e€e pabodee mpocTpaH-
CTBO JJI XpaHEHMA U PACIPOCTPAHEeHNA ITPe3eHTAlMI MeXK Y COTPYAHIKA -
vu. Microsoft Office SharePoint Server 2007 nonnepskuBaerca B Office
PowerPoint 2007, 4To 1103B0OJIAET UCIIOJb30BATh HOBbBIE BO3MOYKHOCTM, CBA-
3aHHBIE, B TOM 4ICJie, ¢ paboToil HaJl IPOEKTOM ¥ IIPOLIECCOM YTBEPIKIEHN .
Ecsmi BbI HanpaBJseTe Ipe3eHTanNIio Ha PaCCMOTPEHIE OIIpeleJIEHHOM IPyII-
IIe COTPYAHMKOB, MOKHO CO3/IaTh IIepedeHb 3a7jaY JJIA YIEHOB KOJIJIEKTUBA C
aBTOMaTUYECKVM yBEeIOMJIEHVEM, OITOBEIIAIOIIM X 00 00HOBJIEHN ITPE3EH-
Tanuy B paboyeM IPOCTPAHCTBE CEPBEPA U O €€ TOTOBHOCTH K IIPOCMOTPY.
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UHTepBbIO C COTPYAHUKOM «KyxHU» 2007 Microsoft Office System
s

Mapu Cobuuk, Office PowerPoint 2007

KakoBbl, N0 Bauemy MHEeHM IO, OCHOBHbie HoBoBBeaeHus B Office Power-

Point 2007?
HoBbIN, OPUEHTUPOBAHHBIN Ha pe3ynbTaT, N0Nb30BATENLCKUIA NHTEPdEIC,
Tembl, ctunm Quick Styles, TpexmepHble addekTbl, HOBblE TEKCTOBbIE 3ddek-
Thl, NONb30BaTENIbCKNE CTPYKTYPbI CNanaoB, CNocobHble coaepKaTb HECKOSb-
KO nnntocTpaunii, o6bekTbl SmartArt n 6ubnnoTekn cnannos.

Kak Bbl gymaeTe, KTO fiBJifseTCA TUNUYHbIM nosb3oBaTtenem Office

PowerPoint 2007?
MeHs Bcerga yamensina n3obpetaresibHOCTb HALLMX KIIMEHTOB N aKTUBHOCTb
MCMNONb30BaHNS Hallen npoaykunm. A gymato, 4to nosab3osatensammn Office
PowerPoint 2007 aBnatoTcs Kak CTyAEHTbI M NpenogaBaTenu, Tak U Manble 1
KPYMHble KOMMaHuK (rae KnneHTamMmum ABNSoTCS Kak co3aaTeny npe3eHTauuni,
Tak 1 Te, OJ1s KOro oHu npegHasHadvatoTces). B 60nblmnx KoMnaHusx, BkIoYas
Microsoft, rpynnbl COTPYAHMKOB 4aCTO CO34at0T CIOXHbIE NPEe3eHTaumn ans
PYKOBOACTBA, 0OHAKO Npe3eHTaunm MoryT co3aBaTbCsl M OQHVM YEeST0BEKOM
Ons HeGOosbLLIOro Kpyra Nioaen.

Ana BoamoxHocTen aHnmauum B Office PowerPoint 2007 BbigpeneHo oT-

aAenbHoe meHlo. NMoyemy? (Mo npocb6e nonb3oBaTeneil, NO NPUYNHE HO-

BU3HbI BO3MOXXHOCTEN unm npoyee?)
OaHUM 13 NPUHLMMNOB Pa3padoTKu OPUEHTUPOBAHHOIO Ha Pe3ysibTaT Nosb30-
BaTENbCKOro nHTepderica ABASEeTCS BblABUXKEHNE HA NePEeaHUI NAaH MMEIo-
LUMXCS BO3MOXHOCTEN. AHMMaLMs — 3TO TO, YTO XenaeT UMEeTb B CBOMX Mpe-
3EeHTaLMSX YyThb JIN HE KaXkablii NONb30BaTesb, OAHAKO B NpeablayLLX BEPCUSIX
nporpaMmmbl NPUXOANN0CE NMPUIOXKUTL HEMASO YCUNNIA, YTOObI HANTV HEOBXO-
aumble onumn. Co3aas 0TOENbHYIO BKIAAKY M MOMECTMB Ha Hee Bce DYHKLMN
aHvMMauum, Mbl 06n1er4ynnm BHegpeHMe Nob3oBaTensMm 3/IeMEHTOB aHMMa-
umm B nx npeseHtaumun. Kaxxaas 13 Bkiagok — 3To atan npouecca co3gaHns n
dopMnpoBaHuns npeseHTaunn. A nobasneHne aHMMaLMKy B Npe3eHTaumio Ya-
CTO SIBNSIETCS K/IOYEBLIM MOMEHTOM B CO3[aHNM NPe3eHTaLun.

YacTo nu nonb3oBatenu Office PowerPoint 2007 pa6oTtatoT coo6wa? Ka-

K1e HOBbI€ UJIU YCOBEepLUEeHCTBOBaHHbIE BO3MOXXHOCTU 00ecrne4yvBaloT noa-

AEpPXKY COBMECTHOI paboTbl?
OaHUM 13 HOBOBBEOEHWI, KOTOpPOoe, 683 COMHEHUS, MOHPABMUTCH COBMECTHO
paboTalowmm nonb3oBartensam, aeaseTcs 6udnmoteka cnagos. OHa No3Bo-



Fnaea 6. Co3naHue npuenekatenbHbix npe3eHTaumii B Office PowerPoint 2007 123

nsieT ObICTPO 0OMEHMBATLCS, MEHSATb NMPeAHA3HAYeHNE 1 MOBTOPHO UCMNOSb-
30BaTb MMEIOLLMECS Califbl NOCPEACTBOM XPaHEHMS BCEX CNanaoB B 00LeM
XPaHWINLLLE, YTO UCKITIOYAET HEOOXOAMMOCTb MOBTOPHOMO CO34aHMS yXKe NMe-
loLLEerocst CoAepXnmMoro nnmn o6padoTkmn 60/bLLIOro Yncna GalinioB npeseHTa-
umi. CnenyeT UMeTb B BUAY, HYTO A5 NOSHOLLEHHOM paboThl ¢ 6ubnnotekamm
cnanpos Heobxoanm npoaykT Office SharePoint Server 2007, oaHako AaHHYO
BO3MOXHOCTb MOXHO Tak>Xe NCMONb30BaTh MPY HAIMYUN HECKOJIbKUX MPE3EH-
Tauwnii, COXpaHEeHHbIX JIOKasIbHO UJIM B CETEBOM PECYPCE.
Ewe oamH HoBbI kKOMAOHEHT — Compatibility Checker (MpoBepka coBMmecTu-
MOCTM), coobLaoLWLNi 0 noTepe Tol MU NHO DYHKLMOHAIbHOCTU NpU CO-
XpaHeHun npeseHTauum B opmaTte 6onee paHHen Bepcum B Office PowerPoint
2007. ViccnepoBaHus nokasann, 4To BO MHOMMX B0JbLLIMX KOMMAHUSIX B pas-
HbIX OTAENax NCnonb3ytoTcsa padnmyHble Bepcum Office, Tak kak He BCe OOHO-
BPEMEHHO 0OHOBNSIOT NporpaMmMHoe obecneyeHne. M, pasymeeTcs, HOBbI
dannosbin popmaTt Microsoft Office Open XML cHuxaeT pasmep ¢pannos, 4To
obneryaeT pacnpoCTpaHeHVEe NPe3eHTauNiA.

Y710 BbI MOXETE paccka3daTb UHTEPECHOIo 0 paboTe Hap, HOBbIM NMPOAYKTOM

Office PowerPoint 20077?
Camoe BenukonenHoe B paboTe Hag npoayktamu Microsoft Office 3akntoua-
eTCsa B BO3MOXHOCTU pa3pabatbiBaTtb HOBble DYHKLMM 1 HABAo4aTh 3a npe-
BpaLLEHMEM NOEN B peasnibHble KOMMOHEHTLI NporpamMmsbl. Tpy roga Hasap,
MaTtTbio KoTnep, pykoBoautenb npoekta SmartArt, npnayman HeyTo, 4YTto B
JanbHEeNLWEeM B HaWeM KOJIJIEKTUBE CTann Ha3blBaTb «KOH(METHOM Npe3eHTa-
umein». bynyum niobutenem KoHdeT, B 60NbLUNX KONMYEeCTBax NoTpebnsiemMbix
coTpyaHukamm Microsoft, oH npencTaBun Ham NpeseHTaumto, «M3IOMUHKON»
KOTOPO OblNN NepennBaloLMecs pasHbiMU LBETAMU, TaHLYOLWME KPYrible
KoHdeThl. Toraa oH ckasan, 4To B «Office 12» MoxHO OyaeT co3aaTb Takyto
NPe3eHTaLMIO MEHbLLIE YEM 32 BE MUHYThI (LLENKHYB MbILLbIO MEHEE MATY pas),
B TO BPEMS Kak TOrga Ha cosfaHue Takol npeseHTaumm TpeboBanochk 0KoJ0
OBYX 4acoB. M Tenepb, KOraa s BMXyY, HACKOMbKO NIErko CO31aBaTb M PpeaaKTu-
poBaTb rpadpuyeckne o6bekTbl SmartArt, 1 noHMMato, 4To MaTT 1 ocTasnbHble
yneHbl rpynnel paspaboTku Office PowerPoint 2007 v rpadunyecknx Komno-
HEHTOB NPoZenany NONUCTUHe paHTacTUYecKyo paboTy.

Yutaite panee

B nanHOI ry1aBe OBLIIO IPeCTaBIeHO KPATKOE OIVICAHME HOBBIX BO3MOMKHOC-
teit Office PowerPoint 2007 — HOBOBBegenmii, 6sarogapsa KOTOPBIM pas3pa-
0oTka, co3aHMe U PacCIpPOCTPaHEHNMEe BBICOKOKAYECTBEHHBIX 3(P(PeKTHBIX
IIpe3eHTalil OCyIecTBIAeTCA KaK HIMKOIa JIeTKO 1 ObIicTpo. B caenyromeit
IJIaBe IIPOZJOJIPKAETCs pacckas 06 yCOBEPIIIeHCTBOBAHHOM AM3aiiHe U ITOBbI-
IIIEHHOJ IIPOM3BOAMUTEILHOCTY IIAKETa IIPOrPaMM; BbI y3HaeTe 0 HOBBIX 1 yCO-
BePIIIeHCTBOBAHHBIX BO3MOsKHOCTAX Microsoft Office Publisher 2007.
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PaspaboTka
npodecCUoHalIbHbIX
Ou3Hec-maTepunanos

B Office Publisher 2007

Yro nosoro B Office Publisher 2007

Pabora ¢ 3agayamu Publisher

CamocTosaTreabpHoe co3nanme mabaoos Office Publisher 2007

Coszpganne 1 NIpUMEHEHVE MHOTOKPATHO MCIIOJIb3YEMOI0 COIEPIKIIMOTO
3aBepienne pabdorsl Hax nybankanueii: Design Checker (IIpoepxka
MakKeTa)

m IloaroroBka MaTepmajioB K KOMMEPYECKOMY THUPAKIUPOBAHIIO

m CoszgaHne, OTIIpaBKa U OTCJEKMBAHIE PACCHLIOK

B Microsoft Office Publisher 2007 ecTs Bce He0b6X0aMMOe 114 CO3IaHMUA U ITyD-
JIMKaLVY BEICOKOKaYeCTBEeHHBIX d(P(PEeKTUBHBIX PEKJIAMHbBIX MaTepUaJoB, He-
3aBYICYIMO OT IIOCTABJIEHHO 11eJ111, Y Ib TO pacIpoCTpaHe e HOBOCTE 110 DJIEK-
TPOHHOII IIOUTE, pa3paboTKa IIOYTOBBIX OTKPBITOK, ITOCBAIIEHHBIX OTKPBITIIO
Balel PUPMBbI, MK Iy OJIMKAIA KaTaJI0ra TOBaPOB Balllero MHTepHeT-Marasm-
Ha. Paspaborka u cosznanme myOimKaimii, Kak Ie4aTHbIX, TaK ¥ BJIEKTPOHHBIX,
VMEIOIINX Ka4eCTBEHHbI BHEIIHUI BUJ U yI0OOUMTaeMOe CONEPIKIMOe —
HeoTbeMJIeMasa COCTaBJANNIAA IIpollecca oOMeHa MH(popMalneil ¢ JpyTuMu
smopemu. Office Publisher 2007 conepsxut Habop npodeccroHabHbIX HACTpa-
VBaeMbIX I11a0JIOHOB, KOTOPbIE IIOMOTYT JJOCTUYb IIOCTABJIEHHO 1IeJIIL.

HeszaBucumo oT pazMepoB opraHmsalnuy 1 TUIIA CO34aBaeMoli myOmka-
uun, Office Publisher 2007 npenocraBiaseT obecriednBaeT IOANEPIKKY B CJIe-
IYIOIINX BOIIPOCAX.

m CamocrodATesbHaA padpaboTka myOJamMKaImii B CpoK, 63 HeoOXOAVMOCTH
KaKuXx-J100 JeHe)KHbIX 3aTparT.

® PenaxTupoBaHue npodecCcruoHaJbHBIX I1abJ0HOB AJIA OTpaskeHnd pup-
MEHHOJI CUMBOJIMKIM — IIBETOBOJ CXeMBbI, IIPUQTOB, JIOTOTUIIA U IPYTIUX
3JIEMEHTOB.
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m  CoxkpallleHne BpeMeH), He0OXO0 VMO0 JIJIA IIOBTOPHOTO CO3AaHMUA aHAJIO-
IMYHBIX MaTEPUAJIOB II0CPEICTBOM COXPaHEHIA [IOBTOPAIOIIXCS MaTePu-
aJIoB (T€KCTOBBIX OIMCAHMI, JJOTOTUIIOB, IEBU30B U T.NI.) B OMOJIMOTEKE
Content Library (Bubsamnoreka conepsKmumoro).

®m Brictpas peanmsaliusa MIPOEKTOB CJAUAHNUA [IOYTHI ITIOCPECTBOM MCITOJIb-
30BaHMSA CIIMCKOB NAaHHBIX M3 APYIMUX MCTOYHMKOB, BKJIIOYAA CIIMCKM
Microsoft Office Excel 2007 nan nagpopmalmio 13 6a3s! gaHHbIX Microsoft
Office Access 2007, a Takske (pUIbTPAIA, COPTUPOBKA M HACTPOIKA ITy0-
JIMKALMI JJIS O PeeJIEHHBIX TPYIII KJIMEHTOB.

Y10 HoBOro B Office Publisher 2007?

IIpu nepsom 3amycke Office Publisher 2007 BrI, mpeskne Bcero, obpature
BHMMaHIe Ha OTCYTCTBIE KapAMHAJIbHbBIX [IepeMeH B MHTepdelice Iporpam-
MBI, B OTJIMYME OT HEKOTOPBIX Apyrux npuioskenuit. B Office Publisher 2007
JCIIONIb3YEeTCs Ta YKe CUCTeMa MeHI0, uTo B Bepcun 2003, mo3TOMy ecJi BbI
paree yoxe paboraau ¢ Office Publisher, To Bam MmHOrOe 6y et 3HaKOMO.

Tem He MeHee, IEPBOe BIeUYaTJIEHNE YACTO ObiBaeT obMaHuMBBIM. Ecian
IIPUCMOTPETHCA, TO MOKHO 3aMeTuTh, uTo B Office Publisher 2007 ects 3Ha-
quTeJbHbIe HOBOBBEJEHIUA, YIIPOI[aloyie BhIITOJTHEHME CJIOMKHBIX OHepaLU/If/i,
obecrieunBaroiye 6oJbIINIT HAOOP OMIMIT U IO3BOJIAOIIE paboTaTh Gosee
3¢ eKTUBHO, co31aBasd HADOPbI JaHHbIX JIJIA IIOBTOPHOTO MCIIOJIb30BaAHNUA U
MICKJII0YaA ITIOBTOPAIOIVECH 3a1a4N.

0630p nameHenuii B Office Publisher 2007

B 7011 rmaBe mogpoOHO paccMaTPUBAIOTCA OIOJHEHNA U YCOBEPIIIEHCTBOBA -
uudA B Office Publisher 2007. Cpean Hux He0OX0AMMO OTMETUTD CJIELYIOLINE.

m Jlanmess 3azmau Publisher Tasks, mocpencTBoM KOTOPOT OCyIIleCTBIAETCA
co3MlaHMe, paciIpocTpaHeHye 1 padboTa ¢ myOaMKaIMAMIL

®  YydireHHbIe [11a0JIOHBI TEIIePhb OUeHb JIETKO PeJaKTIPOBATh [JIA IPUBe-
JIeH)A VX B COOTBETCTBIE C (DMPMEHHBIM CTUJIEM KOMIIaHUIA.

m  Bubsmmorera Content Library (Bubsmoreka conepsK1Moro) IIo3B0JIAET Xpa-
HITD BJIEMEHTHI ITyOJIMKauy — TEeKCT, M300paskeHns, JJIOTOTUIILL 1 T.1., KO-
TOpPBIE MOKHO BIIOCJIEACTBIUM MCIIOJIb30BATh B IPYIUX MaTepuaiax.

®  YcoBepieHcTBOBaHHEI KOMITIOHEeHT Design Checker (IIpoBepka makeTa)
[IOMOTa€eT HaXOOUTh B IIyOJIMKAIMI HEJOCTATKY, KOTOPbIE MOTYT OTPa3UThb-
cA Ha BBIBOOMMBIX JAHHBIX, HAIIPUMeEpP, Ha PacledaTaHHOM TEeKCTOBOM
dpparmenTe nan Beb-caire.

® PacmupeHHad NOANEPIKKA KOMMEDPYECKOIO TUPAMKMPOBAHNA (BRJIIOYAA
nBeta Pantone) ympoiaer mporecc IIoArOTOBKY MaTePUaoB K Ipodec-
CHMOHAJILHO I1e49aTH.
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m BosmosxkHOCTB coxpaHeHud aitiaos B popmate XML Paper Specification
(XPS) nozBosigeT my0OJaMKOBAThL MaTepuaJibl B VIHTepHETe 1 pacrpocTpa-
HATDb 3aKOHUEHHbIE MaTepuaJbl cpeu GOJIBIIOro YnucJa I0JIb30BaTeIei
(mezaBucumMo oT HamunA y Hux nporpammel Office Publisher 2007).

B YIpOIIeHHBIN 1 MO PHUBPOBAHHBIN IIPOI[ECC CAMAHNUA IOUTHI II03BOJIA-
eT OpICTpeEe, YeM Korga-sambo, co3/1aBaTh, HACTPANBATh, PACIIPOCTPAHATD
U OTCJIEXKVBATH PACCBLIKY [1I0 BCEMY CIMCKY KJIMEHTOB (1 110 n3bpaH-
HBIM 3aMICAM BTOTO CIIMCKA ).

OxkHo Office Publisher 2007

Hecmotpa ga To, uTo B okHe Office Publisher 2007 oTcyTcTBYIOT HOBBIE B~
3yaJibHbIe 3JIEMEHTHI, IPMCYTCTBYIOINE B HEKOTOPBIX APYTUX IPUIIOMKEHN-
AX, OHO BCe JKe IIpeTepIliesio HeKoTopble naMmeHeHns. Ilocoe 3anmycka Office
Publisher 2007 okno Getting Started (Ilpucrynas x paboTe), Toka3aHHOE Ha
puc. 7-1, npenjaraet BeIOpaTh TUII IIyOJMKAIIMY MM OTKPBITE OJHY U3 He-
JlaBHUX ITyOJIMKanmit, 4TOOBI cpady HadaTb paborTy.

B Microsoft Publisher

‘ bain Dpaeka Bra  Boraska  dopwat  Cepewe  Tabndus  Pacnoncwente  Okho  CnpaBka

BIO

Microsoft Publisher
PewcTynas k pabote

Mo wabnoHs!

Tuns! ny6 avkaumii
Pa3MEl MYCTED CTOAHML
ENaHiM
BYKNETE!

BYMEKHEIS MOAEMM
BICTREIE MyEMbkaUp
Eionneteqm

Be-yzns

BY3MTHBIE 1GapTONa
Jenoesie fnanie

MMNopT AoymenTos Word
MHopMaoHHele Tafnu, .
Kaneraapm

Katanoru

KoHEETH

MEHID

Hakneliki

OOAENSHUA

OTREEITI

Mnararel

MoAZPOHHGIE CEpTMdMETE
MOUBTHLIE rpaMOTE!
MouToBEE KapTou
TPHBETCTEEHHEIE OTHDETHA
TPk NaLEHA
MpOrpaMMEA

Pesiome

PiEMaMHEIE OEBABNEHNA

]

Bee e sonpoc -

Mowci wanoroe: | ||Bee wasinore:

vlBa X

lpucmynas k pabome c Microsoft Office Publisher 2007

TMony AapHbie TANG! ny6aMKaywiA

r
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PasMEpkl MYCTEIX BykneTe! EionneTeHu
CTpaHAL

=)

BU3UTHEIE KapTOUKA AMnopT HKaneHaapu
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. |\“ = |
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Hakneliia

3n. nouta

Puc. 7-1. Okno Office Publisher 2007 Getting Started (Mpuctynas k paboTe) conepxut
Gonblue onuuii, WabnoHoB 1 HeaaBHMUX NyONMKaLWMii
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ITpm BBIGOPE THIA ITyOIIMKAIMY B IIEPBOM CTOJDIIE BO BTOPOM CTOJIDIIE OTO-
OpaskaeTcsa m1abJI0H, COOTBETCTBYIOIMI BEIOpaHHOMY THUITY. BBepXy BTOpPOro
cToJib11a oToOpaskaeTcA IepeveHb KaTeropuii mabjgoHoB, HanpuMmep: Newer
Designs (CoBpemennsbie makeTsl), Classic Designs (Kiaccuueckne MakeTsl) u
Blank Sizes (ITyctbie cTpanuisl) (cM. puc. 7-2). HermocpecTBeHHO IO KaTe-
ropusAMM 0TOOpasKaeTCs CChLIKA, OTKPbLIBAIOIAA IIepeUueHb 111a0JI0HOB, H0C-
TynuabIx B Microsoft Office Online.

(B Microsoft Publisher

| Wafin Mpaera Bria  BcTaska ®opwat  Ceperc  TaBmua  Pacnonoxenre  OKHO  Chpaska BieeAHTE BONPOC -
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Puc. 7-2. BuibepuTe kateropuio WwabnoHa ang onpeneneHus Tuna cosaasaemoit nybnuka-
umm

Tpetbsa ob6gacTb 0TOOPaAKaeT MpeABaPUTEIbHbIN IPOCMOTP BbIOPaHHOTO
rabJsoHa, a Takske noJia Customize (Hacrporiika) u Options (Hacrtporika). Ilose
Customize (HacTpoiika) 103BoJIsAeT BRIOMPATD 1IBETA U HIPUQPTHI JJIA COTEP-
SKMMOTO ITyOJIMKAIINY, & TAKIKE BBOAUTD JaHHbIE 0 KOMIIAHUN, KOTOPbIE MOTYT
JCITOJIb30BATHCA B HECKOJIBKIX PABJIMYHBIX IIyDJINKAIIUAX.

MOXHOCTSX HacTpamBaeMsbix wabnoHos B Office Publisher 2007 06-
paTuTecb K naparpady «CamocTosiTenbHoe co3aaHue waboHOB
Office Publisher 2007» panee B aToi rnase.

Q CoserT. 1ns nony4eHus 6onee nogpobHon nHdopmaLmm 0 HOBbIX BO3-
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Pa6orta ¢ 3apayamu Publisher

ITonbzoBaresnam Office Publisher 2007, 3aunmaromnmmceda pa3paboTroii myoim-
KaIVil, 3a4acTyI0 IPUXOANTCS BBITOJIHATD I1eJIblil pAX 3aa4. Y TPOM HeoOX0-
JIVIMO CO3JIaTh pabOuMIi JIMCT WV 3aBEPIINTh OTUET, JHEM — CAeJaTb Habpocok
[Ipe3eHTalNy, IPUHATh y4acTye B coOpaHuy, a B CBOOOJHbIE MUHYThI MEXKIY
JpyTUMM 3afiadamMy — nopaboTaTs Hax HOBO mybsimkaryeii. Ecom Bel paborae-
Te ¢ Office Publisher mpumepHo B TaKOM K€ puTMe, TO ITaHe b 3a7a4 Publisher
Tasks (3agaun Publisher) momoskeT BBITIOJHUTD BCe HEOOXOAMMbIE AEICTBUA
pu paboTe Haz IyOIMKAIMAMY, KOTOPBIM yAaeTcd yAeIATb BHYMAaHe JIAIITb
MU3peJiKa, B CBODOJHOE OT OCHOBHBIX 005132 HHOCTEN BpeMs.

Yr0o0bl 0TOOpas3uTh naHesb 3azad Publisher Tasks, HasKMMUTe KHOIKY
Publisher Tasks (3amaun Publisher) na nmanenn nacTpymenTos Publisher
Tasks. Kpome Toro, MokHO HasKaTh KHOIIKY CIIVICKA CIIpaBa BBEPXY B CTPOKE
3aroJIOBKa Ha JI000J1 nmaHeay 3a7ad ¥ BeIOpaTh B CIMCKe IIaHeJb 3a7ad
Publisher Tasks. ITanesns 3anay Publisher Tasks orobpaskaeTr CImUCOK cChI-
JIOK, KOTOPbIe MOJKHO JMCIIOJIb30BaTh JJIs IO3TAITHOTO CO34aHNA, IOATOTOBKY,
PpacIpoCTPaHEHN U OLIeHKM Pe3yJIbTaToB IIyosmkanym (cM. puc. 7-3).

Puc. 7-3. Manenb 3apay Publisher Tasks (3apaun

Japnauu Publisher v X !
Publisher) copepxuT cCbiiki Ha pekomMeHaaLmm 1
KOHKPETHbIE Warn ang 3aBepLlieHns paﬁOTbI Haj
CCBIMKK BHHSY MPEAOCTAENANIT ADCTYN K o
nonesHeM cpeactear Publisher v gononrkTenEHOH ﬂyﬁj’lMKauMeM

HH(IOPMALHH B0 BPEMA NOArDTOBKH MyYBIHKALHH,

Co3AaHqe nyGavKaL M1
TMEMCK BEAPHAHTOE TEKCTA H FHCYHKOE
JA0BSENEHHE TEKCTA M PHCYHKOE
MEMEHEHHE MAKETa

PacnpocTpaHen1e nybnukaq
MoAroTOEKS K PACCEIKE
Medate
OTNPEBKA N0 INEKTPOHHOA NOYTE
OTNpaBka Ha Beb-ysen

Mocne gyromye AedcTEMA
OTCNEXHESHHE 3dbEk THEHOCTH
COXPaHEHHE ANA NOETOPHOMD HOMONES0EAHHA

@ LeHTp Manoro BusHeca Microsoft
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CamocToqTennHoe co3gaHue WabnoHoB
Office Publisher 2007

Office Publisher 2007 cogepsxut HaOOP CKOOPAVIHMPOBAHHBIX I11a0JI0HOB, CO-
OTBETCTBYIOUINX Pa3JIMYHBIM TUIIAM IIyOJIMKAI[UI ¢ pa3HOOOPa3HBIMI IIBETO-
BBIMM CXeMaMU 1 I1eJieBoit ayauropueit. Ctuian mabJIoHOB yIIOpALOUYEHbI Ta-
KM 00pasoM, 9YTO MOYKHO BbIOpATh CTUJIb MH(POPMAILVIOHHOTO OMOJIIeTeHA
(Ranpumep, cTUIb Arrows) 1 ykasaTb TOT sKe CTUIIb (ArTows) 4JI BUSUITHBIX
KapTOUeK.

naHnn? BkOYMB B HErO KOMMIO KOPNOpaTUBHOMO MHDOPMALIMOHHOIO
GloNneTeHs, CoOrnacoBaHHbIn NepeyYeHb NPOAYKUUM U BUSUTHYIO Kap-
TOYKY, UMEIoLLME eAMHbI KOPNOPAaTUBHbI AN3aiiH, Bbl AAANTE MOHATb
nony4aTesto KOPPECNOHAEHLUMU, YTO COTPYOHUKM Ballein KoMnaHum
XOPOLLO MHPOPMUPOBaAHbI, OTBETCTBEHHbI U MPOdECCMOHaNbHbI.

Q CogeT. 410 BXOAMT B NaKeT Ae/I0BON KoppecrnoHaeHunn B BaLLEn KOM-

Hactpoiika aneMeHTOB GUPMEHHOro CTUNS

ITpm BBIGOpE 11abs0HA B oKHE Getting Started (IIpucrynas k pabore) obsactb
crpaBa oTobOpaskaeT IIpeiBapUTEJIbHbIN IIPOCMOTP 11a0JI0OHA, a TaKKe obJac-
T Customize (Hactpoiika) n Options (Hactpotika) (cm. puc. 7-4). 3tu nBa
3JIeMeHTa Oy Ay T MCII0JIb30BaThCA BaMl IJ1A 0DecIiedeHNsA COOTBETCTBMA 11a6-
JIOHA (PUPMEHHOMY CTUJIIO.

3aknapwu Puc. 7-4. Vcnonb3osaxue noneit Customize
HacTpoiika (Hactpoiika) n Options (Hactpoiika) ans uaMeHeHus
UseTosan cxema: wabnoHa nepep ero oTKPbITUEM

(MO yMONYaHKHD M3 WabnoHa)

WpHToEaA CHemat

(MO yMONYaHKHD M3 wabnoHa)

fenoekie AaHHEIE:!
Co34aTk... A

Hactpoika

[CIBknrounTe aapec sakasunka

dopma:

|:| OTCYTCTEYET v
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(HacTtpoliika), oTobpaxatotcs B 06nacTv npeasapuTesibHoro npocMoT-
pa nyénvkaummn B TpeTbem ctonbue. C nomMoLLblo NpeaBapuTesisHOro
npocMoTpa ONpenennuTe, ABASIOTCS NN NOAXOAALMNMUN BHECEHHbIE
M3MEHeHNs, npexae 4em Haxmmatb kHonky Create (Cosgatbh) ans
NpYMeHeHns 3MeHeHWnI K LabnoHy. Ecnuv BHeLwHMIA BUA, WwabnoHa Bac
He yCTpanBaeT, BHECUTE N3MEHEHUS eLLLE pas.

Q CogerT. LipeToBas cxema n wpndT, BoibMpaemMble B nosie Customize

Y10 BKJIIOYaAET B cebqa 6peHa?

Bpena nogpasymeBaeT TEKCTOBOE HAarMoJsIHEHME 1 3HAYeHWS, KOTOPble MakcUMallb-
HO MHTEPECHbI Y>K€ MMEIOLUMMCS U MOTEHLUMASIbHBbIM KiMeHTaM KoMnaHun. B pam-
Kax 6peHaa MOXeT NPoBOAMTLCS onpenesieHHas noamTMka MMeHOBaHWS NPOAYK-
LMK, COrNacHO KOTOPOI ToBapbl A0JIXHbI UMETb NMPOCTbIE U A0CTYMHbIE HAa3BaHWUS,
6narogapsi KOTOPbIM KIIMEHT UCMbITbIBAET B HUX HEOOXOAMMOCTb U NMPosiBAseT
nosepue kK komnaHmn. Kpome Toro, aestenbHOCTb KOMMaHnUM MoXeT OblTb OCHO-
BaHa Ha NpuHUMe «Bce s floaei», nogpasymeBaioliem 6epexHoe OTHoLeHne
1 yBaXKeHue Kak K NepcoHasny, Tak U K KlIMeHTam.

MpuBneyeHne BHUMaHNSA K OBpeHay BO MHOrOM 3aBUCUT OT TOr0, HACKOJIbKO
3anoMuHallLWLMMCEs OH aBnsieTcs. Jaxe, ka3anoch Obl, HE3HAYNTENbHbIE 3JIEMEH-
Thbl, TakmMe Kak onpenesieHHbl WpndT, UBET UK AEBMU3 KOMMaHWUW, YTBEPXKOEH-
HbI eLe B 60-x rogax, B 60J1bLLIOK CTENEHN CNOCOOCTBYIOT YKpenaeHmto bpeHaa.

Bbi6op uBeToB, WpndToB 1 dpas, Aenaoyx 6peHa Nerko 3anoMmHaoLWLNM-
csl ANs KIIMeHTOB — HEeOTbeMsieMasi 4YaCcTb MHDOPMaALMOHHOM KamMnaHum, Nocesi-
LLeHHOW Ballei opraHmsaumun. Ecnv npaBuiibHO Nogobpath 31eMeHTbl M KOPPEKT-
HO MX CMOJIb30BaTb, TO Ny6nnkyemasi UidopmMauus MoXeT CTaTb He3aMeHUMbIM
NMOMOLLHNKOM B npoLecce MHGOPMUPOBAHUS KITMEHTOB O BalLeli KOMMNaHUW 1 ee
NPOAYKLMN, YTO MO3BOJIIET B 3HAYNTESIbHOIM CTENeHM pacrnosioXuTb Kk cebe no-
TeHUMaNbHbIX KIIMEHTOB.

BbiOOp LBETOBOI CXEMbl

B Office Publisher 2007 ecTh HECKOJIBKO JECATKOB IPOQECCUOHATIBHO pas3-
paboTaHHBIX ITBETOBBIX CXEM JAJIA CO3MaHNA IIyOIMKaIMil. ATO II03BOJIAET He
JICIIOJIL30BATh METOJ «IIP00 1 OIIMOOK» PV BEIOOPE MOAXOAAIINX ITBETOB BO
BpeMsdA IIOATOTOBKM MaTepuajioB. YToObI yCTAHOBUTE IIBETOBYIO CXEMY IIO
YMOJTHaHUIO 1714 co3iaBaeMbIX B Publisher my6smkarinii, mesikHNTE Ha KHOIIKe
crmcka Color Scheme (IIBeroBas cxema) B mojyie Customize (Hacrpoiika) u
BBIOEPUTE HYKHYIO OIILIMIO (CM. puc. 7-5).
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SaAKHA Puc. 7-5. BribpaHHasi LBETOBas cxemMa HeMeJJIEHHO
HacTpoiika NPUMEHSIETCS K TEKyLLEMY LabnoHy

LEeToBaA CxemMa:

(MO yMONYaHKHD M3 WabnoHa)

(M0 yMON4aHKHD M3 WabnoHa) A
ANENHACKanA
Anerc
AcnexT
BaknaxaHHanA
Bopaoean
EymMaxHan
Bepeck
BHHOrpaaHHe
| |BHwHeBan
Boaonaa
Bocxog
Faneka
[ nrHa
Mopoackan

BbiGop cxembl Wwpu¢pTOB

Cxema mipndToB JJid IyOaMKaInmMy — 3TO He IIPOCTO OOMH HIPUQT ompese-
JIEHHOTO CTWJIA ¥ pa3dMepa, a KOMOMHAIA U3 ABYX MIPUQTOB, OJMH U3 KOTO-
PBIX [IpeIHa3HaYEH JIA 3aT0JIOBKOB, a IPYT0ii — JIs OCHOBHOTO TEKCTA MaTe-
puaJioB. Y Ka’KIOl CXeMBbl eCThb CBOe Ha3BaHMe (HampuMmep, ApxXuBHad,
Bywmasknasa u BupryaJsbpHasd, Kak II0Ka3aHo Ha puc. 7-6). YTobs! BEIOpATh cXe-
My HmIpuQTOB, IIeJKHNUTe Ha KHOIKe crucka Font Scheme (IIpudrosasa cxe-
Ma) ¥ IPOKPYTUTE CIMCOK, YTOObI HAMTM 1 BBIOPATh HYKHbI DJIEMEHT.

~ Puc. 7-6. LpudToas cxema — 310 COrnacoBaHHas

(o ymansanra ks waBnana) napa WwpndToB, NPUMEHAEMBIX K 3arofioBkam 1

Anexc OCHOBHOMY TEKCTY Nybnnkauuii
Lucida Sans
EBook Antiqua
ApxHEHAA
Georgia
Georgia
AcnexT
Verdana
Werdana
Bazogan
Arial
Arial
| BymaxHan
Constantia
Constantia
[ |BHpTYyaneHas
Trebuchet MS
Trebuchet M
[opogckan B

(MO yMONYaHKHD M3 wabnoHa)  w
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Ucnonb3oBanue nHpopmauum 0 KOMNaHUM

Office Publisher 2007 mo3BoJisieT HECKOJIBbKMMY criocobamu 106aBJIATH B pe-
JaKTUpyeMblii 11abJI0H MHMOPMALIMIO 0 KOMIIAaHUY, HAIIPUMEP, HOMEeP TeJe-
¢ona My geBu3, 4TOObI He BBOAUTDL 9TU JTaHHBIE KaKIblil pas3 Ipu CO3IaHUN
HOBOro fokyMmeHTa. B ceknuu Business Information ([lesnoBbie nanubIe) A11a-
JoroBoro okHa Customize (HacTpoiika) MOKHO JieTKO 00aBUTH 1 0TOOPa3UTh
nH@OopMaIm. [[J11 5ToTo I1eJJKHNUTe Ha KHOMKe ciycka Business Information
(desoBrie nauuble) u Beibepute Create New (Cozgats) (cm. puc. 7-7).

| Hacpoiika Puc. 7-7. Co3naHne HOBOro Habopa AenoBbiX JaHHbIX
LlBETDBaF! CxemMa;
|LI.MTDvc [ | v

WpHToEaA CHemat

OTEpRITaA
Candara b
Candara

AEnoBbe AaHHEIE:

MonbsoBaTENECKaA & A4

| [MonesoEaTensckan 1
o NonesoEaTensckan 2 |-
Co34aTE...

B nuasoroBom okne Create New Business Information Set (Cosznmanne
HOBOTO Habopa AeJIOBBIX JaHHBIX) (CM. puc. 7-8) ocylecTBasAeTcA BBOJ, MH-
dopmanmm Ui ee aBTOMAaTUYECKOTO IPUMEHEHN B IIyOanKanmsax. Beegure
MH(pOPMAIMIO U IPUCBOJiTe HADOPY HaHHBIX Ha3BaHMe B moJie Business
Information Set Name (VIma sabopa eJI0BbIX JaHHBIX).

CoznaHHe HOEOTO Habopa AeA0BbIX AAHHbIX |t Puc. 7'8 BBeﬂMTe
BCIO HEOOXOAMMYIO

JEenoEbie ASHHEIE ANA HAGopa

Vima: JONONHHTENEHEIE CEEAEHHA HIH ASEHS! VIHd)OpMaLLI/IIO 0

| lma | | AEEHz OpraHHzaLHH | KOMI‘IaHVIVI, a TaKxe
AonHocTE: Smbnema: ,U,eBM3 W oroTun

| AonsHocTE |

KOMMNaHuu, B
QINanoroBOM OKHe
Create New Business
Information Set
(Co3paHwe HOBOrO
Habopa aenoBbIx

HazBaHHe opraHWzamm:

| HazgaHHe opraHuzatym |

Aapec:

AApEC OCHOEHOMD MECTa patoTel
Aapec, cTpoka 2
Aapec, cTpoka 3
Aapec, cTpoka 4

TenedioH, GaKC M 3NEKTPOHHAA NOHTA:

TenedoH: (555)555-55-55
dakc: (555)555-55-55 W3HEHHTE. .\ ] [ ¥AANHTE ] -UaaHHbIX)
=0, nouTa: proverka@example.com

MMA Hafiopa AENOELX ASHHEE: | MONE30EATENLCKSA 3 |

[CDXDaHHTb] [ OTHMEHA ]
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MpumeHeHue penosoit UHPOpMaunmn

BBeneHHas BaMu MHGOpMaLms 0 KOMnaHnm 6yaeT aBToMaTUyYeckm o6aBNATLCS
B cOo34aBaeMble nybnuvkaumm npu Belbope COOTBETCTRYOLWEro Habopa nHpop-
Maumm B cnmcke Business Information (LenoBbie gaHHbie). MHpopmaumsa BcTas-
JI9eTCS BO BCE N0OJK, NpeAHa3dHavYeHHbIe 419 a4PECHbIX AaHHbIX (HAaNnpuMep, B TEK-
CTOBbIN 610K 06paTHOro agpeca KOpnopaTUBHOIo MHPOPMALLMOHHOIO
6tonneteHs). Kpome Toro, MOXHoO [,00aBNSATb Apyrue aNemMeHTbl U3 Habopa aeno-
BOM MHdOopMaumn, oTobpas3me NnaHesnb 3aaa4 Business Information (JenoBble naH-
Hble) (BbIbepuTe Business Information [[lenoBbie naHHbIe] B MeHio Insert [BecTa-
Ka] unn WenkHNTE Ha KHOMKE CnMcka B CTPOKE 3arosioBka naHesnn 3agad u
BblOepuTe Business Information [JenoBbie faHHbIE]).

: JlenoBbie AaHHbIe v x

BCTAaBWTE AENOEBLIE A AHHBIE

YTofibl A0BAEHTE AENOERIE AGHHEIE B
MyBNHK AL, NEPETAWHTE ANEMEHT BHHEY Ha
CTPaHHLY.

Mna:

WA

AomsHOCTE:

Inbnema:

MZMEHNTE AENOBLIE AAHHEIE. ..

Y10o6bl OTPEAAKTMPOBATL MHMOPMALMIO O KOMMaHUW, BBEAEHHYIO B ONpeae-
NeHHbI Habop AaHHbIX, BbIbepuTe Business Information ([enosbie gaHHbIE) B
meHio Edit (Mpaska) (nnu wenkHuTe Ha cebiike Change Business Information [U3-
MEHUTb MHMOPMALMIO O KOMNaHnK] BHU3Y NaHenu 3agad Business Information
[LenoBble aaHHbIe]). AnanoroBoe okHO Business Information (enoBbie gaHHbIE)
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No3BOJISIET BbIOPATh HYXHbI HAOOP AaHHbIX SIS PEAAKTMPOBAHMS, NOC/E Yero
BHECTUN HEOOXOAUMbIE U3MEHEHMS, YOANUTbL UM 0OHOBUTL HABOP AAHHbIX.

,"_-"B JIOBbIE AGHHBIE

BrifiepHTe HAGop AENOEEL: ASHHEL:!

|i'|DJ'IbBDBaTEJ'IbCKaF|3 §V| [MsMEHMTb... ] [ ¥AannTe ] [CDBﬂaTb... ]

WA KA SMbnema:
AonxHocTe:  JonsHOCTE
HasEaHHE OPraHHIaUMH:  HasBaHHE OPraHH3ALHH

AApec: AAPEC OCHOEHOMD MECTa patoTel

Aapec, cTpoka 2
Aapec, cTpoka 3
Aapec, cTpoka 4

TenedioH, hakc v 3neKTpoHHAA nodTa:  TenedoH: (555)555-55-55
Pakc: (555)555-55-55
=0, nouTa: proverka@example.com

A0NonHHTENEHEIE CEEASHHA MK ABEHS:  JBEHS OpraHHZalLHK

[ OBHOBMTE MyBNHKaLHID ] [ 3aKpEITE

CoxpaHeHue u NpUCBOEHUE KaTeropum
peaakTMpoBaHHOMY LIAGNOHY

ITocsie BrIOOpa mapamerpos Customize (Hacrtpoiika) n Options (Hactpoiika)
JIJIs1 HOBOTO ItadJiona n HaskaTuA KHONKY Create (Co3naTh) HOBadA myOJmKa -
ua orobpasurca B okHe Office Publisher 2007. ITogxonAmmit MOMEHT JJIA
COXpaHeHMs IIyOJMKaIMy B Bue 11abJioHa, eCyi Bbl IIPEAII0JIaraeTe pPery-
JIAPHO paboTaTh ¢ MyOJMKAIIMAMN JaHHOTO TUIIA.

YT0o06BI CO3JaTh CBO COOCTBEHHBI IT11a0JI0H HA OCHOBE TEKYIINX ITapaMeT-
poB, mpocTo Beibepute Save As (Coxpaunts Kak) B MeHto File (Paiin). B qua-
JoroBoM OKHe Save As (CoxpaHUTDb Kak) I[eJIKHUTE Ha KHOIIKE CIIICKa Save
As Type (Tun darina) B muasorosom okHe Save As (CoxpaHUTB Kak) U BbIOe-
pute Publisher Template (IITabsou Publisher). ITpucBoiiTe mabsony Kate-
ropuio (HarmpuMep, Bykier), HaskaB kHonky Change (VI3menuTs), Habpas cJ0-
BO nJm ppasdy B KauecTBe Ha3BaHUA KaTeropun 1 Haskas OK.

Teneps B Ha4YaJie pabOThI HAJ HOBOI IIyOJIMKALIEN MOKHO MCII0JIb30BaTh
COXpaHeHHbIN 111a0J10H, BeIOpaB omnimio My Templates (Mowu 111a0J10HbI) B ipm-
BerctBeHHOM okHe Office Publisher 2007.
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CoXpaHHTb Kak

|BLLIa6npo| y| @ -0 X o &

|0 Document Themes
I[)Smartart Graphics

=
il o
=

I

ol

HeaaeHme
ACKYMEHTEL

&

Kare ropya wafaoHa |E||Z|

Pafioqi cTon

EriBepHTE KaTEropHHO WabnoHa:

‘EYKJ‘IST e |

oM

&<

Mok
KOMNeHTER

&

CETEEDE
OKpYHEHHE Vima dharina: ‘nyﬁnHKauMgz v ‘

Tn diafina: ‘LLIaEnoH Publisher ~ ‘

KATEropMa: GEs KATErOpHH
[ COXPAHHTE V][ OTHMEHS ]

Co3spaHue U npuMmeHeHne MHOroKpPaTHo
MCNONb3yeMOro coaepXumMoro

B marepnasnax, nyObanKyeMbIX B OOJIBIINHCTBE KOMIIAHNM, CYIIIECTBYIOT He-
KOTOpPBIE ITIOBTOPAIOIIEC 3JIeMEHTbI, HAIIpMIMep, OIVICaHVe KOMIIaHWU, I1eJN
¥ 3aJa4y KoMItauuy, inbo ceegenns o nponyknun. B Office Publisher 2007
MOSKHO COXPAHUTB 3TU dyieMeHTHI B bubsamorexky Content Library (Bubimno-
TeKa COAEePIKMMOr0) IJIA IT0CIJIe AYIOero OpICTPOro 100aBJIeHNA B APyTHe Iy
Jukaimn. JJaHHaa IpoleAypa O4eHb IIPOCTa;:

® Yro6b!r 106aBUTHL dyieMmeHT B 6ubsnoreky Content Library (Bubamoreka
COJZIEPIKMMOT0), IIeJIKHITE Ha HEM IIPaBOJl KHOIIKOM MBI (CM. puc. 7-9) u
BeiOepute Add To Content Library (Jo6aButh B 6MOIMOTERY COMEPIKI-
MOT0).

® YTo0Obl BCTABUTH BJIEMEHT 13 OUOJIMOTEKM COLEPIKMMOr0 B TEKYIIYIO IIy0-
JuKanuio, orobpasure nanesasb 3agad Content Library (Bubsamoreka co-
IepsK1MOoro), Beibepure syeMeHT 1 HaskMmure Insert (BeraButs) (cMm. puc.
7-10).
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Puc. 7-9. Y1006 106ABUTL ANEMEHT B

T O6nbnuoTeky comepXxumoro, NpocTo
KomposaTte LENKHUTE HA HEM NPABON KHOMKOIA MblLLIK
m—— BCTEEHTE

e s, ¥aanuTe obbekT
AoBaEHTE B BHENHMOTERY COAEPHMMOra. .,
COXPAHMTE KaK PHCYHOK, ..

pynNHMpoEaTE.

PasrpynnupoBaTe

Mopaaok 3

¢ TE B 6o

dopMat obbekTa. ..

Macwrab 3

, [CHNepcceinka. ..

g (TR

b e e e

| A U————— - x Puc. 7-10. Y1066l f06aBNUTL 3NEMEHT B nybnuka-
L0, BOCMONb3YiTECh NaHenbto 3agay Content
AOCTYN K 3NEMEHTaM B BHONMOTEKE COASHHMOrD I—'brary (BMGHMOTeKa .U.OKyMEHTOB)
HE NPeA0CTAENAETCA HH M3 0AHOMD 3K3EMNNAPa
Publisher.
HaiiT cogepxvMoe
KaTeropma: |(Bce) v|
Tun: |(Bce) v|

BHONMOTEKE COAEPHMMOrD

COpTHROEKS: |CaMbIE NOCNEAHHE HCNONES0E: % |

Cepeep
CosaaH0:16.10.2006
MocneAHee HCNONES0,, .
Ten:Mpynna
Pazmep:173 KB
J0287645.IPG
CosaaH0:16.10.2006
MocneAHee HCNONES0,, .

i Tun:KapTHHES
Pazmep:36 KB

N XuMua

1 CosaaH0:16.10.2006

| MocneAHee HCNONES0,, .

m Ten:Mpynna
Pazmep:52 KB

MokazaTe 3CKMIE!
A0BEEMTE BEIAENEHHEIE 3NEMEHTEI B BHENHOTEKY

AoBABMTE INEMEHT K3 Oydepa oBMeHa B BHMEMMOTE
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Ba 1 KaTeropun ans obneryeHms nx nomcka B obnactax Category (Ka-
Teropus) u Type (Tun) Ha naHenu 3agad Content Library (BubnuoTteka
coaepxnmoro). Kpome Toro, MoxHo f06aBNSTb HOBbIE 3NIEMEHTHI U
KonnpoBaTb cogepxumoe 13 dydepa obmeHa B GMGnMoTeky cogep-
XXMMOr0 C MOMOLLIbIO CCbINOK BHM3Y NaHenu 3agad Content Library.

Q CoBeT. B a51eMeHTbl COAepPXMMOro MOXHO A406aBUTb KJIlOYEBbIE CJI0-

B 6ubsamoreke comepsKMMOro MOYKHO COXPAHATh TEKCT, N300 pasKeHns, JIo-
TOTUIIBL, 1eBU3bI, 00beKThl WordArt u gaske 1esble 00J1aCTU 1 CTPAHUIIBL DTO
He TOJIbKO 3HAUUTEJIbHO YCKOPUT CO3LaHMe 1 (POpMaTHPOBaHME COLEPIKIIMO-
r0, HO TaKyKe 00ecreduT KOPPEKTHOCTh TEKCTOBOTIO HAIIOJHEHMA U COTJIACO-
BaHHOE IIpPeJCTaBJIeHNe 00 BEKTOB, YTO CIIOCOOCTBYET YKPEILJIEHNI0 UMUK
KOMITa HUIL.

3aBeplieHue paboTbl Hap NyoNUKaLMen:
Design Checker ([poBepka makeTa)

Mucrpyment Design Checker (IIpoBepka Makera) yske IPUCYTCTBOBAJ B
Publisher 2003, onnako B Office Publisher 2007 3TOT KOMIIOHEHT ITOBepPrcsa
OCHOBaTeJbHO MonepHM3anym. Tenepsb IporpaMMa I103BOJIAET BbIOpaTh OI-
penesieHHbII HAO0P IIPOBEPOK V1 [IOMOTAaEeT VICIIPABUTD BCE HaJIeHHbIE OLIVIOKIL.

Design Checker (IIpoBepka MakeTa) II03BOJISIET BbIIIOJIHATh IIPOBEPKY Ye-
TBIPEX TUIIOB (CM. puc. 7-11). M0XHO BBIITOJIHUTE OOIIIYIO IPOBEPKY CTPYKTY -
pbI Ty OJsIMKaLy, IPOBEPKY FOTOBHOCTY K KOMMEPUYEeCKOMY TUPAasKMPOBAHNIO,
OLIeHRY (pailya Ajs IIyOsamKanm B KadecTBe Beb-caliTa, Jmbo onpenesnTh,
rOTOB JiM (DAL K OTIIPaBKE B BUJE COODIIEHNA DIIEKTPOHHO TOYThL B Kam-
oM n3 caydaeB Design Checker (IIpoBepka MakeTa) OCYIIECTBJAET IIOUCK
OIIpeieJIeHHBIX ITI0TeHIMAJbHBIX IIPOOJIEM.

® IIpu npoBepKe roTOBHOCTM K KOMMEPUYECKOI IIeYaTyl ONHYM 13 OLleHUBae-
MbIx MHCTpyMeHTOB Design Checker (IIpoBepka MakeTa) 3J1eMEHTOB fAB-
Jadetrca pesxuM 11setorrepenaun (RGB — pesxym 1o ymosrgaHmio — OITuMa-
JIeH 1714 0(pMCHOIE ITedaTy, HO He JIJIA KOMMEPUECKOTO TUPAYKUPOBAHNA).

®m JIpwu BeIIOJTHEHNM IIPOBEPKM Ha cOOTBeTCTBIE Beb-carita, Design Checker
(ITpoBepkra MakeTa) BBIACHAET, BCe JIM N300pasKeHNA B Ballleil my0OJImKa-
LM CONEPsKaT aJIbTEPHATUBHBIN TEKCT (TEKCT, 0TOOpasKaeMbIil BMECTO
n300paskeHNnda B cirydae, ecan 1300 paskeHnsa OTKJIII0YEHbI B Opaysepe).

m [Ipu nmpoBepKe COOTBETCTBUA IIyOJMKALMM DJIEKTPOHHOMY COOOIIIEHNIO
Design Checker (IIpoBepka MakeTa) OCyIIECTBIIAET IIOVICK HEKOPPEKTHBIX
IIyCTBIX 00JIacTell, HeEeICTBUTEJIbHBIX TUIIEPCCHIJIOK, HEITIPAaBUIbHO pas3-
MEIIIeHHbIX PVICYHKOB U T.nO.
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Puc. 7-11. Design Checker ([poBepka makeTa)

MNpoBepka HAKETa * X
MOXET BbIMOJHATL HECKOJIbKO Pa3ninyHbIX NPOBEPOK
BRINOAHMTE OBLWHE NPOEEPKH MAKETAa npu 3aBepLUeHnn pa6OTb| Haj, HY6HMKauMeﬁ

[ BeinanHmTE ApoEspim npodeccHoHansHo
NEYaTH

[ BeinantmTe npoespim sefi-ysnoe

[ BEInanHmTE ApoESpH 3NeKTROHHON NouTE!
(TONEKD TEKYILAA CTRAHHLA)

Bribepute T ANA HCNp

Moa, EBEPXHHM NONEM Ha CTPaHKUE
ﬁ ECTe NYCTOE MECTO
(CTpaHMua 1)

Moa, EBEPXHHM NONEM Ha CTPaHKUE
ﬁ ECTe NYCTOE MECTO
(CTpaHHua 2)

[ 1

SaKPLITE NPOBEPKY MAKETA

[ NapareTpbl NPOESQKH MAKETA. ..

@) Crpasxa no NpoEspKe MaKeTa

Econ Design Checker (IIpoBepka makeTa) obHapysKMBaeT IpobJIeMBbI B
JIOKYMEHTe, OHM 0TOOpaskaloTCsa B II0JIE CIVCKA II0 I[eHTPY IIaHeJ u 3aaad
Design Checker (IIpoBepra makera). IllenkHNTe Ha BJIeMeHTe, YTOOBI OTO-
Opas3uTh MEHIO OILNIA, IIOCPECTBOM KOTOPBIX MOYKHO MCIIPaBUTDb IPObIeMy.
B HexroTopsIx cayuaax Office Publisher 2007 moskeT aBTOMaTH9eCcK) ycTpa-
HUTb IIpobsieMy. B mpoTuBHOM citydyae HeOOXOAVIMO BPYUHYIO YCTPAHNUTD IIPO-
biemy.

CogeTt. Ecnu Bam He noHaTHO, nodyemy Design Checker (IMposepka

Q MakeTa) MoeHTUOUUMPYET TOT UM MHOW acnekT AOKYMEHTA Kak Mnpo-
6nemy, LLENKHUTE Ha anemMeHTe 1 BbibepuTe Explain (O6bacHUTL), 4TO-
Obl NONYYNTb ONMCaHne NPobeMbI.
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: MpoBepKa MaKeTa v x

BEINONHHTE OBWLHE NPOBEPKH MaKETA

BEINONHHTE NPOBEPKH NPodeccHOHaNEHDA
NEYaTH

BEINONHHTE NPOBEPKH Bef-y3noE

EBINOMHMTE MPOEEPKK 3NEKTPOHHDA NOYTE!
(TONEKD TEKYILAA CTRAHHLA)

Bribepute T ANA HCNp

MyBnMkauna & pexime RGE -
ﬁ (MyBnmEaumra)

MEPEATH K 3TOMY INEMEHTY
VICNpaEHTE: NpeofpasoBaTh K ADYTOMY LEETOBOMY DENHMY, ..

BonbLIE HE BEINONHATE 3TY NPOEERKY

OBBACHHTE. ..
= CTRaRALE 1]

PHICYHOK HE MMEET 3aMELLAHIWLErD

'ﬁ TEKCTE
(CTpaHMua 1)

[ 1

SaEKPLITE NPOBEPKY MAKETA

[P MapameTpel NPOBEPKH MAKETa. .

@) Crpasxa no NpoEspKe MaKeTa

NoprotoBka maTtepuanoB K KOMMEPYECKOMY
TUPaXUPOBAHUIO

IIpoexTnpoBaHMe, CO3qaHNe U IPOBEPKY MyOIMKaIINI MOYKHO BBIITIOJHATD Ha
HACTOJILHOM KOMIIBIOTEPE, OJHAKO KOTa Bce Oy IeT FOTOBO K IPOdeCcCHOHab-
HOJ ITeYaTy, Bbl, CKOpee BCero, 00paTUTech K yCsIyraM Ioanrpaduieckoi KoM-
nauuy. HecMoTpsa Ha TOCTOAHHOE COBEPIIEHCTBOBAHNE IIPOLIECCa, II0TOTOB-
Ka IIyOJIMKaImm K KOMMePYeCKOl IIe9a Ty MOKeT OKa3aThCsA 3aTPY AHNUTEbHOIL.
Office Publisher 2007 ympormiaet aTy 3a7jaqy I1ocpeicTBOM Habopa (pyHKIMIA,
IIOMOTAIOIIVX BBIITOJIHUTD BCe HEOOXOAMMBIe AeliCTBUA IJIA IIOATOTOBKY haii-
JIa K IPO(peCcCHOHAIBHOMY TUPAKMPOBAHNIO.

XeT ObITb TPYAHOW 3afa4eit, ecnn, Hanpumep, B IOroTuUne KOMMnaHum
WUn opyrnx aneMmeHTax GUpPMEHHOro CTUAa NCNonb3yTca cneunon-
yeckue otTteHku. Office Publisher no3sonseT He TpaTUTL BPEMS Ha «M0f-

Q CogerT. [loarotoBka LIBETOB A5 I'IpOd)eCCI/IOHaJ'IbHOVI ny6n|/1|<au,|/||/| MO-
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rOHKY>» LIBETOB, @ UCMNOJIb30BaTb MMEIOLLYIOCS B MporpaMmme rnogaepx-
Ky uBeToB Pantone. Pantone — 910 MeTOoq naeHTudmkaunm LBETOB ons
KOMMeEpPYEeCcKolr nevaTtn, obecneymsaiolunii cornacoBaHme LBEeTOB BO
BCcex nybnvkaumsax. Hanpumep, npy Hann4mMm YNCTOro CUHEro LiBeTa B
GUPMEHHOM CTUME OH A0KEH ObITb OANHAKOBLIM BO BCEX NMyOIMKaLm-
S1X — HU CBETNEE, HN TEMHEE, H1 3eneHee. CTtaHaapT Pantone noagpaasy-
MeBaeT 4ncio, onpeaensiollee ocobyo KOMOMHALMIO YePHUI, Heob-
XO0ANMYI0 A5 GOPMNPOBAHMA TOYHOIO OTTEHKA MNPU KaXO0M neyartu.

Hasxmure Print (Ileuats) Ha manesin Publisher Tasks, 4To6b1 Ha4aTh IPO-
Liecc nevaTy, 1 3aTeM BelbepnuTe komaHay Print at a commertial printer (Ile-
yaTe B Tunorpadun). Office Publisher 2007 comepsXnUT HECKOIBKO CCBHLIOK,
no3BosiAroIux 3arnyctuTb Design Checker (IIpoBepka makeTra), M3MEHUTH
pasMep MM OpMEHTAIMIO CTPaHNUIIbl, IPOCMOTPETh 1 pacredaTaTb obpaserr,
IIocJIe Yero MOArOTOBUTD (PAiJIbI K ITedaTIL.

Co3paHue, oTnpaBka U OTCNEXUBaAHUE
paccbUIOK

Ecsii BbI 0TBeTCTBEHHBI 32 paboTy CO CIIMCKOM PaCCBhLIKM, TO BAM M3BECTHO,
YTO COB3JJaHNMe IyOJIMKAINY, BBIOOP IIOJIydYaTes e, Jo0aBIIeHIE IO 1A CIIM-
AHNUA Y Pe3yJIbTaTUBHAA OTIIPABKA PACCBLIKY — 3TO HACTOAIEE VICKYCCTBO.
Office Publisher 2007 criocoben momoraTts B CO34aHNY, COPTUPOBKE, OTIIPAB-
K€ PaCChLIKI I 1asKe OTCJIEKVBAHNSA Pe3yJIbTaTOB C I[eJIbI0 M3y UeHIA Peak-
LMY TIoJIydaTesiell, Hd OCHOBE KOTOPOJi MOYKHO BHECTY KOPPEKTUBBI B JaJIb-
Helllle PaCChLIKIL

Vlamenenns B pyurimm canaauda noutsl Office Publisher 2007 ymopormia-
IOT IIPOLIECC CIAMUAHNA, II03BOJIAA CKOHIIEHTPYPOBATHLCA Ha TUIIE CO3/1aBaeMo-
ro mpoekra. Byap To mepcoHanmaaima MHQPOPMAIMOHHOTO OI0JIIeTeHs, OT-
IIpaBKa COODIIIeH)A 3JIEKTPOHHOI IIOYTEI ¢ MH(OPMalLeii o Ipofaskax, ambo
M3MEeHeHNe I OTIIPaBKa KaTaJjora, Bbl 0OHAPyKIUTe, YTO IIpeodpasoBaHyie Co-
3JaHHOI MyOJMKanuy B JOKYMEHT CJAUAHUA IIOYTHI TPeOyeT BbIIOJHEHUS
JINIIb TPpeX IIaros.

1. Cozgaume, nobaBIIeHNE MM UMIIOPT CIVCKA [I0JIyYaTeJEen.
2. JlobaByeHua pajiyioB CAMAHUA B ITyOIMKAIINIO.
3. Ciumanue my0OJMKaIMii CO CIIMCKOM II0JIydaTeJell.

BbiGop TMNa paccbinku

Office Publisher 2007 npennaraeTr Ha BbIOOp TPy BapMaHTa CIUAHUA, YTO
[I03BOJIAET BhIOMPATh HEOOXOOMMBII TUII IIPOeKTa. YTOObI IPOCMOTPETD OII-
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myn canaaud, Beloepute Mailings And Catalogs (IlouToBble cooliieHnsa u
xaraJjiorn) B MeHto Tools (Cepsuc) (cm. puc. 7-12), mnbo BeibepuTe aHe b 3a-
nad Mail Merge (Cananane), E-mail Merge (Co3naHye cOCTaBHBIX BJIEKTPOH-
HbIx nmceM) mym Catalog Merge (O6benuHeHNEe B KaTAJIOT).

ITaness 3aad, COOTBETCTBYIOI[AA BHIOPAHHOMY TUILY IIPOEKTA, IPEAJIo-
SKUT BBIOPATH OMITNUY, HEOOXOIMMBIE JJIA 3aBepIlieHns npoiecca. [Tpu qobas-
JeHny PaiyioB CAMAHNUA B IIyOJIMKAIMI0 MOYKHO AMHAMUYECKN IPOCMATPU-
BaTb PE3yJbTAT COAUAHNA, IIIEJIKHYB 3a [IpeJieJlaMy TeKCTOBOro moJs. MoyxHo
TaK’Ke PACIIOJIOKUTD YKa3aTeJ b MBIV Ha II0JIe CIMAHNUA, 4TOOBI 0TOOPa3uUTh
CMapT-Ter; IpH IIeJUYKe He CMapT-Tere 0ToOPas3nuTCAa MEHIO OIINii, CBA3aH-
HBIX C JAHHBIM KOHKPETHBIM 00bEeKTOM (CM. puc. 7-13). OTY BOBMOYKHOCTb MO~
HO MCIIOJIb30BAaTh AJIA M3MEeHEeHIA JaHHBIX BO BpeM:A paboTsl (Harpumep, ecymn
BBbI OOHAPYKUIIM, YTO HEOOXOAMMO UCIIPABUThL OPPOrpanuIecKyio omnbKy B
OOHOM 13 I/IMeH) U OJIA IIpeaBapnuTeJIbHOTO IIPOCMOTPA JaHHBIX KJIVIEHTA B TOM
BIUJie, B KOTOPOM OHM OyAyT 0TOOpakaThbCsA II0CJEe CIAUAHNUA.

CEPEHC i Tafinvua  Pacnonowedme  OkHo  Cnpaeka PMC. 7'1 2. BblﬁepVITe
IPEEEEERTE e OZINH N3 TPEX TUNOB
ﬂ COpaBoqHElE MATEPHANEL, . AlHuenyokr CNUSHUSA

Akl 3
MpoEEpKa MakeTa. .,

AncneTqep rpadiiH, ..

CPeACTES NPOECCHOHANEHON NEYSTH 3
MoHToERIE COOBLWEHHA H KaTanard P2y Covanme
Makpoc 3 SNEKTRPOHHOE CAMAHHE
HaacTpodikH. .. OBbEAMHEHHE B KaTanor
T TapaMeTpel SBTOSAMEHEL ., I8 Cosaas cnucox aapecos. ..
LIEHTP ¥NPaBneHkA BE50NacHOCTERD. .. M=MEHHTE CAHCOK 3ARECOE. ..
HacTpoika. .. OTHEHHTE CAMAHHE
MapaMeTpel...
R, I Puc. 7-13. Npu co3panum
[s) =R o o
nonen CnnugHng MOXHO
aman MSMEHHTE CIMCOK NONY4aTeNeA. .. OCYWECTBASITb AOCTYN K
CNHAHHE
onunam AaHHbIX
¥AANHTE None
«QPratreee

IIpu moAroToBKe K 3aBepIIeHNIO ONepaluy CAMAHUA IpefocTaBJdAeTcA
HabOp oMMt AJiA OTHpaBKU IyOoanKanuu (cM. puc. 7-14). ITommumo aTnx dpu-
HaJIbHBIX HACTPOEK, MOYKHO TaKiKe OIlpeJeINTh NaJbHelIne NelicTBUA, CBsA-
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E Co03AaHHE COCTABHbIX INEKTPOHHBIX N Y X

BriGop NapaMeETPOE BLIB0AA COCTABHLIX
3NEKTPOHHBIN NHCEM

ConfilEHHA BJ'IEKTDDHHDH NoYTEI FOTOBBI K
OTNPaEke.

Q.'ﬁl OTNPABKS 3NEKTPOHHOA NOYTEL ..

BrIBop y4eTHOA 3aMHoK 3NeKTROHHOA NOYTEl M
PACCEINkE MYENMKaLHA B BHAS
HACTPAHEAEME CODGULEHHA 3NEKTROHHOH
nouTEl

MpEABSPHTENEHBIA NPOCMOTR 3NEKTROHHON N

B A3HHOM Co0BWLEHHH 3NEKTROHHOH NOHTE
obHapy#eHo 11 BosmomHER: Npobned, Ana

YETPAHEHHA 3TH: NPOENEM HCNONESYATE
CPEACTED NPOEEPKH MAKETA,

MpoEEpKa MakeTa. .,

MoAroToBKa K OTCRENWBAHHWHD

MenaTte cnHcka I'IDJ'IYHBTEJ'IEH. o

Jtan 3 us 3

PESY¥NbTATOE PACChINKK

COXPaHNTE ARNEIK Ha CAHCOK I'IDJ'IYHBTEJ'IEH. m

SKCNOPT CRMCKE NONYYaTENEA B HOBEIA dakn

4@ Hazaa, MoaroToska myGnMkaiHm

@J Cnpaeka

Puc. 7-14. 3aBepuieHne npoekTa CAngHUs noapa-
3ymMeBaeT BbIOOP METOAa ero OTrpaBku

3aHHbI€ C II€Y9aThI0o JOKyMEHTa CJAMAHMA. HapaMeprl VICIIOJTHEHU A OJIA CIINA-
HIA SJIeKTpOHHOIZ IIOYTBhI TAKOBBI.

m Print Recipient List (Ileuats ciucka noJsrydaTesieii) oToOpaskaeT IMajio-
roBoe okHO Print List (IleyaTs crmcka), B KOTOPOM MOYKHO BBIOPATH ITOJIA
JIJIs BKJIIOUEHN A B OTUET, BBIOPATh 3aI1CH, KOTOPbIE CIeAYeT BKJIIOUYNTD, &
TaKKe OPMEHTAIMIO ¥ pa3Mep CTpaHuIb! (cM. puc. 7-195).

m Save A Shortcut To Recipient List (CoxpaHUTb APJIBIK Ha CIIVICOK IIOJIY-
JaTeJiel) oTKpbIBaeT nauajiorooe okHo File Save (Coxpanenue paiina), B
KOTOPOM MOJKHO BEIOpaTh MECTOIIOJIOMKEHME patiia apJbika. CImcox, muc-
[I0JIb3YEMBIIl B TEKYIIIEl Ollepaliuy CIANAHNA, 3aTEM COXPAHAETCA B BULE
Habopa JaHHBIX, KOTOPBI MOYKHO MCIIOJIb30BATH IIPY JAJIbHENIINX pac-

CBIJIKAX.
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Ile yatk cMcKa, |E‘E|

EBrifiop cTonfuoe MpockHaTe

BeifieprTe He fonee 15 cToNGWOE ANA BKMKOUEHHA:  YT0fR MEMEHMTE WHPHHY CTONGLA, NOMBCTMTE YKASATENE HA PA3AENMTENE CTONGUOE M NEPETALMTE MPAHHILY MEILLBH).

Hun | Opr:

Kinoglu MS Fress

Caglar MS Press

[ Novroseit awe
Anpec
ropos
[JPervon

€

[ BrApguTE MycToid cTondew "MpHmeyaHHa"
Brifop 3anHced

(5) TOMBKD BKNHIMEHHGIE SaMHCH

O venonezosate Bre
MapareT bl CTREHHLE!

() kHvHaR

(O anefiomHan

Pa3ME CTRAHHUEE | aq w

CTonfiuk fyAyT HanedaTaHel Ha 1 cTpaHHUe 0 pasHEpY CTREHHLE!

[ MNeqate... 1 [QKcnopTEnyﬁnmauwm ] [ OTHEH ]

Puc. 7-15. Cnucok nonyyateneii MOXHO NErko pacneyaratb Unu 3KCNOPTUPOBATh ANs
UCMONb30BaHNS B APYTUX NPUIOXEHUSX

m Export Recipient List To New File (3xcmopT crimcka mosydaTteseil B HO-
BBIII (paiiy) oTtoOpaskaeT quajioroBoe okHo Save As (CoxpaHeHue OOKY-
MEHTAa), B KOTOPOM MOYKHO YKa3aTh MMA (pajija 1 Manky AJIA CIIICKa. 3Iech
MOJKHO TaK’Ke BbIOpaTh COXpaHEHNE TOJIbKO KOHTAKTOB, BKIIOYEHHBIX B
TEKYILYIO OIIePALVIO CIAMAHNA, 100 BKIIOYNTD BCE 3AIIMCH M3 CIICKA.

® Omnuma Track Through Business Contact Manager (OrciesxmnBaTh yepes
Business Contact Manager) noctyImsa, eciy Ha KOMIIBIOTEPE YCTAHOBJIEH
nponykT Microsoft Office Outlook 2007 ¢ Business Contact Manager.
ITenxunTe Ha onmyy, YTOOBI OTKPEITE OKHO Marketing Campaign (Pexk-
JlaMHas KaMIIaHMsA), B KOTOPOM MOXKHO 3aIlyCTUTDb M OTCJIEKMBATDH PEK-
JAMHYIO0 KaMIIaHUIO C VICIIOJIb30BaHMeM IIybankaimmu, co3gannoii B Office
Publisher 2007 (cm. puc. 7-16). BBegure He0O6X0AMMYIO MH(POPMAIINIO 1
HasKkMuTe KHONKY Save & Close (CoxpaHUTh 1 3aKPBITh), YTOOBI COXpa-
HUTDHb JaHHBIE.

Office Outlook 2007, Office Excel 2007, Office Access 2007, Office
Publisher 2007, Microsoft List Builder n Office Outlook 2007 c Business
Contact Manager. Kpome Toro, B Publisher MoxHO 006aBNATb KOHTaK-
Thbl, OCYLLECTBAATb GUIbTPALUIO 1 COPTUPOBKY CMUCKOB, NMPOBEPATL
3anucu, ,ELOGaBﬂﬂTb cneunanbHble TEKCTOBbIE COO6U.I,eHI/Iﬂ nnn cosna-
BaTb HOBblE CMNCKMW.

Q CogeT. CrncKn 3neKTPOHHOM MOoYThl Tenepb MOXHO o6pabaTtkiBaTh B
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Print List
Select columns Preview
ck up ko 15 columns to include: Adjust column width by placing the cursor over a column divide and dragging.
: = Na First Name |Last Name | Address Line 1 | City
Address Line 1 Karen Archer
Chris Aghton
Eli Bowen
Eva Corets
Brenda Diaz

[ tnclude blank Motes' column

Select records
() Use only included records
O Use all
Page setup
(&) Portrait
() Landscape

Colurmns will print across 1 page Fit ko page width

[ Print... l[gxporttoPublication][ Cancel ]

Puc. 7-16. B Business Contact Manager, komnoxeHTe Outlook 2007, MOXHO oTCnexw-
BaTb pe3y/nbTaThl ONEpauyy CANGHUS

Yutaute panee

B nanHOI rsiaBe nmpoBesieH 0030p HOBBIX M PACIIMPEHHBIX BO3MOYKHOCTEN
Office Publisher 2007. Cienyroias raaBa pacckasbiBaeT 0 MeTonax cbopa,
YIOPALOYMBAHNSA, IIOVCKA, IIPYMEHEHNA U PACIIPOCTPAHEHNUA 3aMETOK U pe-
cypcos ¢ nomorrsio Microsoft Office OneNote 2007.



[[naBa 8

CoOop, nouck

M pacnpocTpaHeHue
nHbopmauumn

B OneNote 2007

Hosrrit sBuemanic sug Office OneNote 2007

Pabora ¢ HECKOJBKMMI 3aIMCHBIMY KHIKKAMU

Cbop 3aMeTOK 1 MHPOPMALINK

Vlcniosib30BaHME MHCTPYMEHTOB PUCOBaHNUSA 1 TabJIIIL
IInaunpoBaune paboTel HA LT 3aMETKAMM

Y coBepIlleHCTBOBAHHbBIE BOBMOYKHOCTY OBICTPOrO IIOMCKA 3aMETOK

B coBpemMeHHOM MUpe, IPOHM3aHHOM MH(OPMAaIVel, IOVCK HyKHBIX JJaHHBIX
He IIPeJICTaBJIAeT 0CO00r0 TPYa, YeTo HeJIb3s CKa3aTh 00 yIIopALoYMBaHUN
nH(popmanyu. OueHb MHOTMM JIIOIAM IPUXOANTCA 00pabaTeIiBaTh OIPOMHbBIE
00'beMBI MH(OPMAIMM C MOMEHTA yTPEHHEro IIoAbeMa ¥ [0 OTX0Ja KO CHY
BeuepoM. MoOMIbHBI Tesle(OH CBA3BIBAET C POACTBEHHNMKAMM, IPY3bAMUI U
koJteramy, PDA xpaHUT pacnucaHyue 1 3allJlaHMPOBaHHbIE MEPOIPUATHA,
MP3-nyeep aBTOMaTUYECK) 3arpysKaeT BaIly JIOOMMble KOMIIO3MIINY, T10-
CTyHaloIas dJIEKTPOHHAS IT0YTa COAEPIKUT HOBOCTH, (paliibl U IpUTJIalIe-
HMA Ha BCTpedy, a IIpocMaTpMBaeMble BaMy BeO-CTPaHMIbI 1 BOBCE MOTYT
cozepsKaTh BCe, YTO YTOTHO.

Microsoft Office OneNote 2007 — aTo nporpaMma, npegHa3HaYeHHAA AJIA
60pbOBI ¢ MH(POPMAIMOHHBIMY «IIEePErPY3KaMI» IIOCPeACTBOM Oostee apder-
TUBHOJ OpraHusaluy, yrpasJeHNus, cbopa M MCIOJIb30BAHMA [I0JIydaeMot
Bamu nH@poOpMaluu. IIporpamma Office OneNote 2007, npu3BaHHaA OKa3bI-
BaTh MOJJEPIKKY Ipu cOope, yIOPALOUMBAHNY, IIOVICKE ¥ VICIIOJIb30BaAHNUN
IIoCTyHaloIe MHPOPMAaLNY, COLEPKNUT OOJIBIIION Habop BOBMOKHOCTEI], TI0-
MOTAIOIMX OBICTPO COXPAHATH (Ha HACTOJILHOM KOMIIBIOTEPE, HOYTOYKe, KOM-
nbiorepe Tablet PC, ycrpoiictee Microsoft Windows Mobile n ap.) nudpo-
BYIO MHQOpPManumo Jboro tuna (Tekct, n3odpaskeHnusda, BeO-CTpaHUIIHI,
COODIIIEHNA SJIEKTPOHHOM II0UTEI, & TaKKe ayM0- U BUAE03aIVC) U OBICTPO
OTKPBIBATD VX IIPY HEOOXOAVIMOCTIL.
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Hoebii BHewHuy Bug, Office OneNote 2007

ITpn nepsom orkpsiTuM Office OneNote 2007 mporpamma oTobpaskaeT KOM-
noueHT OneNote Guide (I'mzg mo OneNote) — o6pasel; 3anMCHOI KHUKKIM, KO-
TOPBII MOKHO MCIIOJIb30BATD AJIA MCIBITAHNA PA3JIMYHbBIX 3a1a4 IPYU U3yde-
unuu pabotsl B Office OneNote 2007. IlepBas cTpaHKUIla COTEPIKUT 0030p C
uH@OpMaIMell 0 TOM, KaK Ha4aTh I0Jb30BaThCA Pa3JIMYHBIMI BO3BMOMKHOC-
TAMU IIporpaMmbl (cMm. puc. 8-1). B 0030pe npeasaraercd IIEJKHYTh Ha JIIO-
OoM MecTe CTapTOBOJ CTPAHUIIBI ¥ BBECTHU Ballle UM, YTOOBI IIOJIyIUTD IIPeJ-
CcTaBJIEHNE 0 MeTOJe 0DaBJIEHNA 3aMEeTOK B JIFOOOM MecTe U B Jit06011 yI00HOT

dopme.

1. Geta Quick Feel for OneMote - Microsoft Office OneNote

© mafn  Opaeka Baa  BcTaeka  GopwarT  docTyn Cepewc  Tafnvua  Okeo  Cripaeka | 7]

(@ - @ - cucosaas - d] £ B3 B9 - | Waasawa - Y ler - geknn | @ 5 P18 v | K|S |07, i
# ﬂjﬂ Obpazey OneNote 2... [ gononnrenshee sosma... | IPMETYNas k paboTe... Mokck B BCEX SanMcHbX kroxkax S ¥
E . . | _JHosaA cTpaHiua v | 5
2 1. Get a Quick Feel for OneNote : gﬁi:‘é L. Get & Quick Fesl for 0
§ 2. How Can Oneklote Hel
2
E 3. Take Motes of Mary T

ﬂ ~ a 4, zather Screen Clippin
: Step 1: How are OneNote pages different? s e
g Thisis an example of a normal page of notes. You can type anywhere — just clickar—| &, Search Your Notes
2
5 notesaround. For example, type your name here. . Work with Outlook
E 2, Send Motes ko Others
3
= 9. Mark Important Motes
D 10, Use Shared Moteboo
3 11. Upgrading from One
% 12, Mare Resources
S
= Step 2: What are all the tabs?
o
u§ OneNote keeps all your notes, clippings, thoughts, and reference materials easily ac
H&ﬂ visible here — organized by notebooks, sections, and pages. You can create all thes:
Notebooks: Sections in the current notebook:
[’@ Startwith 1 or 2. Sections break down notes by activities, topics, or
ﬁ — peopleinyourlife. Start with a fewin each notebook. &
LIRIES L

Puc. 8-1. CraptoBoe okHo Office OneNote 2007

Ha puc. 8-2 norkaszana crpykrypa oxkaa Office OneNote 2007. JImeHa OTKpBI-
TBIX 3aIIMCHBIX KHIKEK (B fanHoM npuMepe — Obpaser; One Note 2007, JIyu-
Hasd 3alMCHadA KHIKKA U Pabodas 3anmcHad KHMMKKA) OTOOpaskalTCA Ha
BKJIAJKe HaBUTAIIY CJIeBa, BKIIAIKY CEKIINIA I BEIOPaHHO 3aIIMICHOM KHIMK -
KM 0TOOPaskaroTCA BBEPXY OKHA, & BRJIAJKIM CTPAHNI] PACIIOJATaI0TCA BIOJb
IIPaBOi CTOPOHBI 00JIACTY 3aMETOK, YTO 0bJerdaeT BbIOOP HYKHOI 3aIICHOM
KHMKKM, CeKIIMY VIJIV CTPAHUIIBI (cM. puc. 8-2).
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{@ 3. Take Notes of Many Types - Microsoft Office OneNote

Egaﬁn MOpaska Bwa EBoraewa  ©opmar  Joctyn Cepsnc Tafiomwa  OkHo Cnpaska |j

@ - @) - CaCosagre v | 4 oo B 90 - W3anawa v (v Ter v ddEomn [ (1] ;_ 18 - M =L L
£ luﬂ Oﬁpa3eu, OneNote 2... AONONHHTENEHGIE BOSMO, .. NpucTynaa k pabore... Mouck B0 BCEX SANUCHBIX KHIkkax S ¥
g S | JHosad cTparbua v
2 { y
g : LS Take Notes of Many Types _ 1. Get a Quick Feel for O
E ' 2. How Can Onetote Hel
2
E 3. Take Nates of Many T

| Move your mouse over each note 4, Gather Screen Clippin
g You can take notes straight down the page from top to bottom like in a alCI0rgar2= Nok=
z word processor or use the whole page surface to arrange things as they 6. Search Your Motes
% make sense to you. Whenyoutake notes all overthe page, theyend up 7. work with Outlook
5 inseparate note containers that you can move around. Try dragging 2. Send Notes to Others
é the note containers using the handle at the top of each container. N
D 10. Use Shared Nokeboo
3 11, Upgrading from One
= ‘You can paste imagesinto
= your notes, including clip ¥ou can store information in Iseas [IESMMRIEAERNEE
f artand digital photos tables. 4
o -
‘§ Food to bring | Quantity ,
uﬂ Apples 5
Oranges 4
_
Drinks 8 1. v
Ty« | >3

Puc. 8-2. Yt06bl BLIOPATL HYXHYIO 3aMUCHYI0 KHUXKY, CEKLMIO UK CTPAHULLY, WENKHUTE
Ha BKJIA[KE 3/1eMEHTa CeBa, BBEpXY WK Crpaea oT 06/1acTy 3aMeToK

BO3MOXHOCTb PaboTbl C HECKONBKMMW 3aNUCHBIMU KHUXKamu. Tenepb
MOXHO OTKPbITb HECKOJIbKO 3amnMCHbIX KHUXEK OAHOBPEMEHHO U ne-
PEHOCUTb MHPOPMALMIO U3 OOHOWN 3aNNUCHOW KHUXKW B OPYrylo No-
CPeACTBOM MepeTacknBaHus.

Q CoseTt. OgHum n3 HosoBBegeHuin B Office OneNote 2007 asnaetca

IITenxHNUTE HA IBOJHOI CTPEJIKE B IIPaBOli YaCTY HaBUTaAlIMIOHHO ITaHeJ !,
4TOOBI pa3BEPHYTH €€ 1 0TOOPA3UTh IepedeHb OTKPBITHIX 3aIIICHBIX KHIKEK
U CeKLUii B TEeKyIIeM ceaHce paboTsl (cM. puc. 8-3). [IlenkHuTe HA BIIeMEHTe
CIIVICKA, YTOOBI [TIepeiiTi K HEMY; TaK)Ke MOSKHO IIepeMellaTh CeKIUM U3 01—
HOJT 3aIIMCHO KHMYKKIU B IPYIYIO (MM IEePeyIopPAL0YMBaTE 3JIEMEHThI) I10-
CpeJCTBOM IIepeTacKUBaHMUA IMEH CEKIMI B IPyTroe MeCTO CIIMCKA.
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@ 3. Take Notes of Many Types - Microsoft Office OneNote
dafin  Mpaeka Ewa  Bcraska  Gopwatr  Aoctyn Cepewc  Tabmmua  Okno Cnpaeka E

@ v @) | Cacosaate v o] 4 Ha B9 - | WEasaa v Yy Ter v getken | @

Tie - K| =L WL
| -

3EMACHEIR KHDKIN « @ Oﬁpa3e|_|| OneNote 2... | gonontwmen.,, | MpUcTYRas... ||Flmlc|: BO BCEX SANKCHLIX KHskax S0 '|
o
D LR U & e A _]HoEaA cTpaHHua v | »
= /
o e o 3. Take Notes of Many Types 1. Get a Quic Feel far ©
B MpoexT A 2. How Can Onehlote Hel
s MpoexT B 3, Take Motes of Many T
e MyTewecrene
. HEW‘DDBEH“E Move your mouse over each note 4. Gather Screen Clippin
= . | 5. How ta O late
Pazrios You can take notesstraight down the page from top to bottom lit e i
{ s s, 2 word processor or use the whole page surface toarrange things : | 5 Search Your Notes
o make sense toyou. When you take notes all overthe page, they: | 7. work with Outlook
- ’Eena o in separate note containers that you can move around. Try drag | 5, sand Motes ko Others
HArA, QMNEMEL 1 MY R R N d
o Noe coenchis the note containers using the handle at the top of each containel 5. Mark Impartant Nates
- =
a Emcynm 10. Use Shared Moteboo
YTEWECTEHE
[T PazHos 11, Upgrading fram Cne
[y p— You can paste imagesinto
your notes, including clip You can stare informationin | 12 More Resources
moﬁpasau. Oneo... % artand digital photos tables.
S [loNanHUTENEHEIE BO. . Foodto bring | Quantity
s MpucTynas k paboTe... |
Apples 5
Oranges 4
HeENoAWMTEIS 3aM. .. N
Drinks 3 v €ra
% Bce sanHcHeie kH, .. > || | € | ¥ Mpmeer!

Puc. 8-3. Y100bl pa3BepHyTb WM CBEPHYTb HABUTaLMOHHYIO MaHENb, WENKHUTE Ha
[BOMHOIA CTPEJIKe B NPABOM BEPXHEM Yriy

B Office OneNote 2007 ecTb 1Ba MEHIO, OTPAKAIONINX BaKHBIE BO3MOMK -
HocTy mporpammel. Mento Share (JJocTyIr) m03BOJIAET CO31aBaTh 3aIIMICHBIE
KHVYKKM JJ1s OOIIIEr0 NOCTyIIA U IOALEPIKMBATEL CEaHChl OOMEHa 3aMETKa MU
B pesKMMe peaJsibHOTO BpeMeHn, MeHIo Table (Tabsmniia) comepsxnut KomaH-
IIbI, HeOOXOAMMEBIE NIJIA Jo0aByieHnA U paboThel ¢ TabauiiaMy Ha CTPaHUIIAX
3aMETOK.

AocTyn thJBMc Tafmmua OwkHo  Cnpaeka E

C0343Tk 0OWYHD SENHCHYHD KHHHEY. .

—J Fas0CnaTh CCBINKH Ha OBLLYHD SAMHIHYHD KHHEY . ..
[PEKPATHTE COBMECTHOE HCNONES0ESHHE SAMMCHOA KHHMEH, .,

COBMECTHBIA CEaHT 3

@) PasbACHHTE BAPHAHTEI B 3TOM MEHHD. .
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Tafbnmua hQKHD Crpaetka _E_]

"1 BrrasTe TabnMuy...

BrTaemTe cTonbubl cnega  ChrH+-A+HE
BrTaemTe cTonbukbl cnpasa  Chrl+Al+R
BCTSEMTE CTROKH CEERXY

BCTABMTE CTPOKH CHHZY Ctrl+Beoa
¥AANMTE Tatnuuy

¥AaNMTE cTonAUE!

¥AanMMTE CTROKH

BelAEMHMTE TafnHLy

BelAEMHMTE CTONGUE!

BRIAEMMTE CTROKH

BElAEMMTE AHefty

< EEEBE W K EE E S

MoKA3aTE FPAHHLE]

06LWMMIM 3aNUCHBLIMU KHXKaMU 1 NMOAAEPXKE CeaHCOoB 0OMeHa 3anu-
CSIMU B PEXMME pearnbHOro BpeMeHu, obpaTtutecs k naparpady «06-
LUMIA [OCTYM K 3aMETKaM B PEXMME peasibHOro BpeEMEHW» fasiee B 3TOMN
rnaee. Ytobbl y3HaTb 60JIbLLE O HOBbIX BO3MOXHOCTSIX paboThl C Tabnu-
uamu, obpatuTecs k naparpady «Mcnonb3oBaHne MHCTPYMEHTOB pu-
COBaHua 1 Tabnunu».

Q CogerT. 115 nonyyeHus 6onee nogpobHon nHdopmaumm no paboTe ¢

Ucnonb3oBaHue WaGIOHOB gnd HaCTPONKN 3aMeTOK

B Office OneNote 2007 ecTb HECKOJIbKO AECATKOB LLIAGIOHOB CTPAHULL, C MOMO-
LLIbI0 KOTOPbIX MOXHO YNopsiaoynMBaTh 3amMeTkn. Hayas paboTy ¢ nycToin cTpaHu-
Ubl 1 3aTEM NPUMEHMB LWaboH, nMb0o BbIOpaB WaboH N3HayvanbHO, Bbl CMOXETE
NPUMEHUTb K CBOMM [laHHbIM Hanbosiee NOAXOAALLINA CTUSb.

Y7106bI BbIOPaTh WABIOH CTPaHULBI, LLIESIKHUTE Ha KHorke crnncka New Page
(HoBas ctpaHuua) u Bbibepute More Template Choices and Options (JononHn-
TeNbHbIE NapamMeTpbl U BapuaHThl WAaBIOHOB) BHM3Y 0TOOpaxaemMoro cnvcka. B
natn kateropusax (Planners [[NnaHuposwmnkn], Decorative [JekopaTuBHble],
Business [denosbie], Blank [[ycto] n Academic [Ansa yyawumxca]) npeacrasieH
Habop roToBbIX LAGNOHOB, KOTOPbLIE MOXHO UCMOL30BaTh B Ka4ecTBe 6a30BOM
CTPYKTYpPbI AJ151 XxpaHeHnst uidopmauuu. LLLenkHuTe Ha kaTeropum, 4Tobbl oTOGPa-
3UTb OMLMKY B CMICKE; LLEJIKHUTE Ha 3N1IeMeHTe crnmcka, 4Tobbl 0To6pa3unTb cTpa-
HULLY 3aMEeTOK B COOTBETCTBYIOLLLEM KOHKPETHOM NMpPeACcTaBEHNN.
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(@ Hazeanme cofipanwa - Microsoft Office OneMote

@afin  [Opseka BWg  BoTaeka ®opvat  Joctyn Cepewc  TafnMua  OkHo  Cnpaeks Eﬂ
(@-@ - |oucossame - & S3 @Y - Waaama - gy Ter - Ghien B @ Fi7 -] I= - (¥ -0
I
» M Pabouan 3anucHas K... [33“&1--. 4 ||!‘Iouc|< B0 BLEX ZAMMCHBIX KHIDIKEX | © LUatnoHe! ——
; @8 |
2 | JHoean cpannua v‘ »
H NobasuTb cTpanuuy
5 EHeceHme 3amMeTok K cof .
© CosaaHue HoBoi CTpaH1UbI B
? Hazeanne EUGD&I‘MH KOHLE TEKYLLEro Pasaena Ha
= e ocHose BbibpaHHoro wabnoHa.
L} ! "
o ~
M ¥ |Ha?'BaMME COGPaHHﬂ MpoCcTbie NPUMEYEHIA K —
17 okrabpAa 2006 1. cofpanmo 2
1 9-48 Mpymeyaning Kk cobparno
o {He ana npoTorona)
i
= 6 TuHEE 3EMETHM K
& Aetanu cobpanua | coBpaHIto
= c MoapofHble NpUMEYEHIA K
g = [laTa Bpema: coél;’aHm P ||
I c
ﬁ = MecTo npoBeAeHHA: MpoTokon cobpaHkA 3
= [oBecTka:
EEJ LafnoHe Ha yzne Office
: Online
= YyacTHUKKM
e Wabnon no yMonuanmo
2 = [prCcyTCTBYHIWME
o £ BribepuTe wabnoH, KoTopbii
g CNENYET MCNONB305ATH MO
E =  OTCYTCTBYHOWME YMONHEHNKD ANA HOBhIX CTPEHMLL
o TEKYILErO pasaena.
@ Het wabnoka no ymomyakmo [
UaBeweHmna [« HoBOrO
13 b COXPEHHTD TEKYLULYID CTPaHMLY
%» < | bS ‘!. Kak wabnoH

Pa0oTa ¢ HeCKOJIbKUMU 3anNUCHbIMU
KHUXKaMM

B Office OneNote 2007 M0OXHO OTKpPBIBATDH, 06pabaThIBATDL U OCYII[ECTBIATH
IIepeHoC MH(MOPMaLUM MEKIY HECKOJIBKMMY 3alIMCHBIMY KHUTAMI B paMKax
onHOTO ceaHca paborel. Kak mpaBuio, He BO3HMKAET HEOOXOAVIMOCTY OHO-
BpeMeHHO paboTaTb HaJ MH(OpPMAaI[el, CBA3aHHO Ccpa3y ¢ HECKOJIbKUMU
npoexktamu. IIpy IOATOTOBKE PEKJIAMHON CTPATErnu IJiA HOBOTO IIPOLYKTA
MO’KHO, HAIIpuMep, paboTaTb C 3aICHOM KHUTOI, ComepsKaIeil nupopma-
LIMIIO O TIPOZIYKTE, & IPU HEIIOCPEeCTBEHHOM 3aIlyCKe IIPOeKTa — C IPYyroii 3a-
MIVICHOV KHUTOI.

Hosw1it Baertanit Bupg okzHa Office OneNote 2007 obJsierdaer neperoue-
HIEe MEXKAY 3alMCHBIMIY KHUTAaMU; IPOCTO IIIEJIKHITE Ha BKJIAJIKE HY KHOI 3a-
IIMICHOJ KHUTY CJIEBa OT OKHA. KpoMe TOro, MOYKHO TaKKe KOIMPOBATD L BCTAB-
JATHh MH(POPMALVIO B 3alMCHbIe KHUTY U JIETKO PacCIPOCTPAHATDL JAaHHbIE
IIOCPECTBOM BBIZEJIEHNA, IEPETACKUBAHNA U PACIIOJOKEHA MH(POPMAIIUY
13 OJIHOI 3aMVICHOV KHUTY Ha BKJIAAKY OPYTOIL.
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HacTtpoiika napameTpoB 3anMCHON KHVKKW

Tenepb, KOraa MOXHO OTKPbITb HECKOJbKO 3aMUCHbIX KHUXEK B paboyer o6nactu
B pamMkax oaHoro ceaHca padoThl B Office OneNote 2007, Heobxoamm cnocob pas-
rpaHNYeHns 3aNUCHbIX KHUXKEK, KOMAa HECKObKO KHXKEK OTKPbLITO B paboyeii 06-
nactu. Beibpas komaHay Notebook Properties (CBoricTBa 3anvMCHOM KHUXKN) B
MeHto File (Daiin), MOXHO MPUCBOUTL 3aMMCHOM KHUXKE MMS U MPUCBOUTL €11 LiBET.
B nnanorosom okHe Notebook Properties (CBolicTBa 3annCHOM KHMXKM) MOXHO
BBECTU 3KPAHHOE UMS O 3aNUCHOM KHUXKN U BbIOpaTh LBET ee BKNaaku. Ha-
xmMute OK, 4ToObI COXpaHUTbL NapamMeTpbl, MOC/E YEro HOBbIV LIBET U UMS OTpa-
34TCS Ha BKIAAKE 3aMMCHOM KHUXKN B HABUIaLMOHHOM NaHenu.

CEOHCTEA 2aNHCHOH KHHHKH

C:\Documents and
Settings\junior Mo
AOKYMEHTEI\SANHMCHBIE KHIHKK
OneMote\Pabiouas 3anMcHaR KHITKKS

V3MEHMTL PACTIONOHEHKHE. .. ]

OyTb:

KpaTkoe uMa: |PEGO"IER 3anuCHan KHKKa |

L
9 - |

OK ] [ COTmeHa

COop 3ameToK M MHOpPMaLUK

MeTozb! xpaHeHNA MH(POPMAIMY BO MHOI'OM 3aBJICAT OT €€ MICTOYHMKOB. Ecom
BBbI y4acTByeTe B eJOBOM COOpaHNUN, TO JJId XPaHEeHNUA 1 JOCTyIia MHpOp-
Malnuy ynoOHee Bcero ncrnoab3oBaTh HOyTOYK ¢ Office OneNote 2007. IIpu
V3y4eHNY TOV MJIV MHOV CTaThy B VIHTEepHETE MOYKHO COXPaHATE azpeca Bed-
CTPaHUIL, IUTATHI, CTATUCTUYECKNE JaHHBIE UM APYTYIO MHPOPMAIIMIO C I10-
cemtaeMbIx BeO-cTpanutl. Ecam Bel ocy1riecTBiigeTe cbop mHpOpMAILINN, C-
[I0JIb3YEMOIi B OTUeTaX, paboumx jamucrax UM LeJs0BOil KOPPECIOHIeHINH,
xpaHeHne 3Tux ¢aitnos B Office OneNote 2007 — xopommnii crtocob obecrie-
4UTh UX JOCTYIIHOCTH B pabore. B nanHOM naparpade pacckas3blBaeTcs 0
pasanMYHbIX MeToAax N00aBIeHNA 3aMETOK U JPYTOi nHopManyn B 3amc-
uble KHMKKM Office OneNote 2007.

Co3aaHue HOBOW 3anNUCHOM KHUXKU

C nomomisio Macrepa New Notebook Wizard (Co3manne 3anmcHOM KHIYKKI)
B Office OneNote 2007 MOXHO cO371aTh HOBYIO 3aIIVICHYIO KHUKKY C «UJICTOTO
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JmcTar, Jubo Ha ocHOBe IabJsioHa. OTKpOJiTe 3aNNMCHYIO KHVIKKY, BOMIA B
meHIo File (Paiin) n BeiopaB New Notebook (Co3maTh 3anncHyo KHIKKY). B
mactepe New Notebook Wizard (Co3nanue 3anmcHOM KHMKKA) (CM. puc. 8-4)
BBeAuTe NMA AJs paboueit KHMIKKY, BIOEPUTE I{BET (I €€ OTJININA OT APy -
I'MX OTKPBITBIX 3alMCHBIX KHUKEK) I, IIPU HEOOXOIMMOCTH, BbIOepuTe 11ab-
JIOH, T10ocJie uero Haskmute Next ([asee).

CozaaHMe 2anMCHOH EHHHIEN

YKaMHNTE CBOICT Ba SaNNCHOMH KHIDHKI ﬁ

Wma: Lset:

|Microsoft Office 2007 Ot A go 5 | -

W3 wabinona:

MycTas
3anucHaA KHAHKE WCCNefoBaHHA

3EMHUCHARA KHUAKS KNWEHTOB

TMMYHERA 33MMCHEA KHIHKKS

OfLEA 38NMCHEA KHIDRKE - NPOEKT rpynnk!

&
a
@ 3@NMCHARA KHIKKS CTYAEHTAa Ha CeMecTp
a
a3
=

v

PFiimn samarssn v s - emEE A s wETam

o ) :
%9 WabnoHbl sanucHbix kHvkek Ha sefi-ysne Microsoft Office Online

Qanee = OTMeHa

Puc. 8-4. Mactep New Notebook Wizard (Co3gaHne 3annucHOM KHIUXKM) NO3BONSET
BBECTU Ha3BaHMe 1 BbIOPATb ANS HOBOIA 3aMUCHOI KHUXKM LIBET

Mactep New Notebook Wizard (CozzmaHne 3anCHOM KHUKKN) IIepes, Co-
3IaHMEeM 3aIVICHOM KHMIKKM 3aJaCT BOIIPOC O ee IpedHa3HAaUYeHUN U MecTe
xpaHenuda. ITocsie Hasxkatua kHouku Create (CoszaTb) oToOpasuTcsa HOBasA
3amMcHag KHIGKKA. HecKosIbKo BKJIAIOK I10 YMOJTYaHNIO BBIITOJIHAIOT POJIb 3a-
IIOJIHUTEJIeN CeKLMIA, a B 06J1acTM 3aMETOK 0TOOPasKa0TCA COBETHI I IIPeJIo-
SKEeHUA.

Beopa TekcTa B l0O0OM MecTe CTpaHULbI

Korpa BbI nesaere 3aMeTky Ha OOpBIBKAaX OyMaru, BbI IPOCTO OepeTe pyUuKy U
mymete. C TakoJ ’Ke JIETKOCTBIO MOYKHO J00aBJIATH 3aMETKM Ha CTPAHMUILY
Office OneNote 2007, HyKHO IIPOCTO HIEJKHYTH Ha JIIOOOM MeCTe CTPaHUITbI
¥ HaYaThb BBOJ TeKcTa. IIle/M0K MBIIIN ¥ BBOJ, TEKCTA IIPUBOAUT K CO3IAHIIO
«KOHTeJHepa», B KOTOPOM XPaHATCS 3aMEeTKM, IJie ObI OHM HI OBLIIV CO3AHBL

YT00BI CrpyINMPOBATE AHAJIOTUYHbIE 3JIEMEHTRI, IePeTAIINTe OOUH KOH-
TeJiHep Ha JPYTOl; TaKyKe MOYKHO IlepeMellaTb KOHTeHephbl B 3alMCHOM
KHIKKe, [IIeJIKHYB Ha Hell B obsactu Outline u mepeTaIms ee Ha HOBOe MecC-
T0. Co3taBaemble 3aMeTKM 00J1a1a10T elrle 00JibIel rMOKOCThIO, HEeXK eIV 3a-



Fnaea 8. C6op, nouck 1 pacrnpoctpaHeHne nipopmaumn B OneNote 2007 153

IIViCH, CeJIaHHbIe BPYYHYIO Ha OyMare. PaboTas ¢ a1eKTpOHHOI MHpOpMaI-
e¥l, MOKHO IIepeMellaTh, IepPeyrIopAL0YNBaTh, PeSAKTUPOBATE, MICIIOIb30-
BaTb, KOIMPOBATH ¥ [IOMEYATh 3aMETKN B 3aIIMCHOI KHIKKE JJIS VICIIOJIb30-
BaHMA B HEOTPAaHNMYEHHOM 4JICJIE IIPOEKTOB.

BepeHue WUHTEepHeT-AHEeBHUKa

Hogas yBnekatensHas dyHkumsa B Office OneNote 2007 no3BonsieT co3paTth B 6510-
re 3an1cb 0 BO3MOXHOCTMU, MbICIN UIX NPOAYKTE, AaHHbIE O KOTOPOM BHECEHbI B
3ameTku. Npur paboTe ¢ 06LEKTOM Ha CTPaHMLLE 3aMETOK LLEJIKHUTE NPaBOoiA KHOIM-
KO MblKM Ha 06bekTe 1 BbibepuTe Blog This (MomecTtntb B 6510r). [aHHas BO3-
MOXHOCTb nopaepxuneaetcsa coBmecTHo ¢ Office Word 2007 gns 6bicTporo oo-
6aBneHns CooBLLEHNS C MUHUMAJTbHBIMW YCUITUSIMU.

1@ OrcaexueaHHe pekomeHgaumi e Onelote - Microsoft Office OneNote

tafn  [Mpaeka EBua  EBcraska  topmar Joctyn Cepewc Tafwua  OkHo  Cnpsesa |j
(@ - @ | Cosaare - [ (S3] 4 Ga B[ 9 - | Waasaua v frTer v dken O @ Zit1 - [K || W2
* m JnyHas 3anvcHas K... Aena | K S faan S Moy, P | |Mouck 8o scex sanucrbix krmsosax 2+
2 e ——— M [ Hosan cTpaHMua v | »
= ] -
] . OTcnexusaHme pekomeHgaumnini 8 OneNote OTCnERHBAHHE BERTHEN
i
2
E Npumepulcofep ¥ Eopezare
.
D Pexomen 53 HKonuvpoeaTte
®  CCblMKKMH; moGpectmuepes MHTI
1 lji BCTEEHTE
z *  CChINKMH
é * 0B3opsl -é‘ CRONMPOBATE CMNEPCCEINKY Ha 3TOT abzay,
c -
5 * CeepeHni @ Tunepcceinks...
@
? * ®otorpa CO3A5TE CEAZEHHYHD CTRAHMUY
& *  CColnknH,
MomecTTe & Gnor
E‘m CoeeTel A WpkdT..,
£ * ¥ Bac ume = | (e encTeo OneNote Mob
a doTorpad | _ B 117 GUADMOB M CHHY
a =
‘8 moBunpy| i— Hymepausa. . e 2007, utobbi npocm
@ OneNote| F__:\ ¥ AagnTe Ter
* CHOMMPYE 3 wnanime saaauy Outlack npocTof Teer. Ecav—
@ ofo3pes: MHCTPYMEHTOB Haita)
B AL Oowck...
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@ OneNotel v  Caenats doHoBEM pHcyHIKOM
* Mpwnkony MocneaHes WkeHeHKe: 23,09, 2006; 5:31 FTPaHuLY BCTABAAETCE b
By L« >3
Kem H3MEHEHD! HET AAHHELX

DyHKUMA BEAEHUS NHTEPHET-XypHana, nobasneHHas B penus 2007, 6bina
COBCEM HOBOW U1, Kak FOBOPSIT NPOrpamMMUCTbI, «ropsidert». 1o 60bLIOMY CHETY,
310 6eTa-Bepcus (C HEKOTOPLIMU BENUKOIEMHBIMU BO3MOXHOCTSMU U OTPOMHbIM
noTeHumManom), o4HaKko B Bepcum 6eTa 2 MOXHO CTOJIKHYTbCS C HEKOTOPLIMU TRY -
HOCTAMU. PaccMoTpuM peLueHre aTon npobnemsl, NpeanoXeHHOe PyKOBOAUTE-
nem npoekta Office OneNote 2007 Kpucom MpaTnm B €ro MHTEPHET-AHEBHUKE
(blogs.msdn.com/chris_pratley/archive/2006,/05/12/596010.aspx), 4ToObl yCT-
paHnTb HepocTaTkn GyHKUMN BeaeHus 6noroe B Office OneNote 2007:
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«K Bawemy cBeneHuio, 4ToObl MPUBECTU COOTBETCTBYIOLLYIO DYHKLUIO
OneNote 2007 B paboyee coCTOsiHME, HEOOXOAMMO BbINOSIHUTL HECIIOXHOE Neii-
cTBue — ckonuposatb daiin Blog.dotx na C:\Program Files\Microsoft Office\
Templates\ 1003 B C:\Documents and Settings\%umsi_nonb3oBartesns %)
Application Data\Microsoft\ Templates.»

MpucoepauHenune ¢ainos

IIpu popMupoBaHNY 3aMETOK, KaK IIPAaBIJIO, IPUXOAUTCA MMETD JI€JI0 HE TOJIb-
KO CO CKaHVPOBaHHBIMU N300PasKeHNAMNI 1 PUCYHKAMM, KOTOPbIE MOYKHO ObLIO
BCTaBJATH B npeapiayieii Bepcun OneNote. B Office OneNote 2007 mosxHO
HEIIOCPEeICTBEHHO 0OABJIATD K 3aMeTKaM (Paiiyibl JIOOBIX TUIIOB, IIPOCTO I1e-
perackuBas u pasMerad (paiibl Ha CTPaHuIle, UM BeIOUpasa Hy KHbIe (pai-
Jabl komaupoi Files (Paiisnr) 13 menmo Insert (Beraska). Paiissl 106aBIA0T-
c4 B BUJie APJIBIKOB, KaK IT0Ka3aHo Ha puc. 8-5. [lyia mpocMoTpa Takoro dpaiiia
Heo0XOMMO JIBasK bl II[eJIKHYTh Ha €ro 3HaUKe.

(@ Pecypcw - Microsoft Office OneNote
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Puc. 8-5. MpucoeamnHerne daitnos ntoboro TMna k cCoxpaHeHHoN MHbopmaLmu
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C6op nudpopmauum B UHTEpHETE

IIpu pabore ¢ Internet Explorer mosxHO coxpaHATb MH(pOPMAIMIO ¢ Beb-cTpa-
Hu1 ¢ nomoInbio kKHOIKM Send To OneNote (OrnipaButs B OneNote) Ha rtane-
au nactpyMmeHToB Standard (CrarmapTHasn). B pe3ysibTaTe 3TOr0 COmepIKm-
Moe BeO-CTpaHMIIbI 3allMICbIBaeTCA B TeKyIyIo cTparuily OneNote.

B Office OneNote 2007 Taksxe ecTb HOBada pyHKIMA Side Note (3ameTka),
OJsarozaps KOTOPOIE ITpollecc COXpPaHeHNA U BCTaBKU nH(popMalmy 13 VHTep-
HeTa CBeJleH K BBINOJIHEHMIO ABYX IIPOCThIX maros. IIpu mpocmoTpe caiita, ¢
KOTOpPOro TpebyeTcs CKOMMPOBaTh MH(OPMAIMIO, IIIeJKHITE IIPAaBOi KHOII-
ko1 MbIiy Ha 3HaukKe OneNote B obsactu 3agay u Beibepute Open New Side
Note (CosnaTh 3aMeTKY Ha I10JIAX). B BepxHeli 4acTy OKHA OTKpoeTca HeboJb-
III0e OKHO 3alMCKU. BBequTe TEeKCT 3alMCKU M HaYKMUTe KHOIIKY 3aKPBITUA
OKHa, 4TOOBI 100aBUTH 3JIEMEHT B 3aIIMCHYIO KHIIKKY.

MMmnopT paHHbIX B 3aAMUCHYIO KHMXXKY

Hopasa dgpyHKIMA MMIIOpTa IT03BOJIAET «IIeYaTaTh» (Paiybl HEIIOCPEeACTBEHHO
B 3amucHyo kKHury Office OneNote 2007 nis masbHeliero npocMoTpa, IIo-
METKM K VCIIOJIHEHMIO U PACIIPOCTPaHEHN A IOKYMEHTa Cpey IPYTUX I10JIb30-
BareJeit IIpocTo OTKpOIiTE OKHO IeYaTy JOKYyMeHTa My pabodero jcTa (BbIo-
paB Print [ITeuaTs] B meH:o File [Paiiin]). B nuasnorosom okue Print (Ileuats)
HaskMuTe KHOIIKY crmicka Name (Vmsa) n Boioepure Microsoft OneNote Import
(VImmmopt B Microsoft OneNote). Hasxxmure OK, n OyzeT ocyliecTBieHa Ie-
4aTh B (paiiy ¢ mocaeAyIONIMM IEPEHOCOM JaHHbBIX B IpadudeckoM popMaTte
Ha CTPaHUITY 3allMICHOM KHMKKM (cM. puc. 8-6).

Wcnonb3oBaHne MHCTPYMEHTOB PUCOBaHMUS
u Tabnuy,

B Office OneNote 2007, kak 1 paHee, peaJn30BaHa IIOJIePKKa CPEJICTB PU-
COBaHNA, TO3BOJIAIIINX CO3L4ABATh PUCYHKM OT PYKM IPAMO HA CTPAHNUIIAX
3amnycHoi KHMKKY. OTHAKO Tellepb PYCOBATH MOKHO C MICIIOJIb30BaHMEM I10JI-
HOro Habopa MHCTPYMeHTOB. Tenepb MOMKHO MHTYUTUBHO BBIOUPATD UHCTPY -
MEHT ¥ PEeKMM PUCOBaHNA, BCTABJIATH TA0JMIBI, a TaK:Ke (pajijbl IpaAMO Ha
CTPaHNUIIBI 3AMIVICHOM KHUSKKIL
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@ CrpanmMua ez zanonoeka - Microsoft Office OneNote
Egaﬁn Opaska Bua Bcraeka  ®opmat  Aoctyn Cepewc  Tafnmua  ©xHo Crpaska Ea
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Puc. 8-6. Tenepb MOXHO pacneyatbiBaTb Gaisibl HEMOCPELCTBEHHO B 3AMUCHYI0 KHUXKY
Office OneNote 2007

CpepncTtBa pucoBaHus

B Office OneNote 2007 Teneps ecTb OJIHBI HAOOP MHCTPYMEHTOB PUCOBA-
HUA, 0TOOpasKaeMbIX BJIOJIb HMIKHET0 Kpad OKHa 3aMeTOK (cM. puc. 8-7) Ko-
maupoii Drawing Toolbar (ITaress pucoBarus) B Merio View (Bug). Vlactpy-
MEHTBI Ha BTOI IaHeJ M ABJAT cob0l Bce HEOOXOAMMOE AJA PUCOBAHUA
IIPOMBBOJILHBIX (PUIYP, aBTOPUTYP U dJIeMeHTOB rpadukoB. MOKHO TakKe
BBIOMPATH IIBET U TOJIIMHY JIMHMIA 1 Jaske NyOJIMpoBaTh U BpalllaTh BhIOpaH-
Hble 0O'BEKTHI HA CTPAHNUIIE.
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@ Hoewm aia KoHthe pe HumMKM - Microsoft Office OneNote

dakin [Opaska Bwa Boraeka  @opmar  Joctyn Cepewc Talmua  OkHo Cnpaska Ea

(@ - @ -] Ncosaare - | 4 B3 B9 - Waaea - frler - fbinn @ 20 - K= - w0
» HenoAWKTLIE 3aMETKA | |I'I0ucx BO BCEX SaNMcHbIX khvoskax S v|
E E ., _|HoBaA cTpatmua v| »
ﬁ M.ﬂ'eM .ﬂ'ﬂﬂ KOH¢}e pEHLI,MH CTpaHMuLa Bes saronosk
=3 ., K
g 17 oktabpa 2006T WMaen ana koHbepeHLm
N 10:20
o
[
£
A
[
p:
E!
=
5
(=]

ﬁ Bef koHdepeHuMA

— Moanucka

|

Ep

AlS - XF|L-~ W T 1-O00OAQCL-2-=-I Cosennyrs~

Puc. 8-7. HoBble MHCTPYMEHTLI PUCOBAHKS MO3BONAIOT A00aBNSTL HA CTPAHULLI DUTYPHI,
CTPEJIKM 1 NPOU3BOJIbHBIE PUCYHKU

MHCprMeHTbI Ang nucbMa U pucoBaHug

Office OneNote 2007 pacimpsaeT BO3MOXKHOCTH IIVICbMa ¥ PUCOBaHUSA ITIOCPEI-
CTBOM MX Pa3JeJIeHNs Ha caMoCcToATeNbHble PyHKIMM. Teneps pesxknum Pen
(ITepo) MOKHO MCIIOJB30BATH JJIA BBIOOPA PUCOBAHNUA, IMCbMA, JIMOO 1 TOTO 1
npyroro. Omima Writing Tools (CpencTBa A1 pyKOIMCHBIX TAHHBIX ) (B MEHIO
Tools [CepBuc]) m03B0OJIAET BEIOPATE CTUIb ABTOPYYKM VJIN JIACTUKA JJIA IICh-
Ma BPpYYHYIO Ha CTPAHMIAX 3aMMCHOM KHIKKY. KpoMe TOro, MOYKHO UCIIOJIb-
30BaTh nHCTPYMeHT Type/Selection (Beox u Bergesenne) aiia 6b1cTporo mme-
pexozna ot pesknuma Pen (Ilepo) k pesxnmy Typing (BBozx ¢ KiaBuaTypsl).
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CEPEHC hTaﬁnMua OkHOD  Cnpaska _E]

MpasonrcaHHe 3

G CopasouHie maTepHankd,..
g BrIBpaTe A3bI. ..
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PaCCMATPHEATE BEIAENEHHEIE PYKOMMCHEIS ASHHEIE KaK b MacTHE 3
CozAaTE 3nemeHT Outlook 3

i}

[
o

=5 MapaMeTphl SETOSAMEHEI .,

HacTpofika. ..

MNapameTpel...

Kpowme Toro, HOBEINT MHCTpYMeHT Lasso (IIpon3BoJsibHOE BbIIEJEHME) 10~
3BOJIAET BbIAEJATH IPOU3BOJILHBIM KOHTYPOM JII000M OOBEKT Ha CTPaHUIIE,
KOTOPBIN TpebyeTcsa CKONMPOBATh, COXPAHUTh UJIM IIEePEeTAIUTh Ha CTPAHM-
Iy 3aMMCHOV KHUTY. OTOT MHCTPYMEHT IIPEKPACHO IOAXOANT K BbIIEJIEHNIO
3aIMCOK, CO3JaHHBIX Ha JPYTOil CTpaHUIEe JOKyMeHTa. Tenepb MHCTPYMEHT
Lasso (IIpon3BoJsibHOE BbIIEJIEHE) MOYKHO MCIIOJIb30BATD JIJIA BhIJEJIEHVIA TOMI
3aINCKU U €€ IIepeMelleHNA Ha TEKYITYIO CTPaHNUITY 3aMETOK.

LoGaBneHue TabnuL Ha CTPAHULbI 3aNUCHOW KHUXKH

B Office OneNote 2007 1o6aBuTs TabMIly Ha CTPAHUITY 3AMIVICHOV KHIMMKKN
OYeHb JIETKO: BeIbepuTe B MeHI0 Table (Tabania) komauny Insert Table (Bera-
BUTE TabJnITy), BBeUTe TpedyeMoe YICJIO CTOJIOIOB M CTPOK B Tabuile, moc-
Jie yero Hasxkmute OK. C momoinbio Komas g B MeHI0o Table (Tabimiia) MoKHO
M3MEHATb Tabsmiy, 106aBJIAA B HEe CTPOKM MJIV CTOJIOIIBI, & TaKyKe 0ToOpa-
SKadA U CKpBbIBasA ee TpaHuIlbI (eM. puc. 8-8).

amun Microsoft Office 2007, MOXHO ckonunpoBaTb B Oydep obmeHa 1
BcTaBuTb Tabnuuy n3 Office Word 2007 Ha cTpaHuuy Office OneNote
2007, nnbo NpPOCTO NepeTaLLUTb BbIAENEHHbIV TEKCT UK n306paxe-
HUS Ha CTPaHULY 3aNNCHOWN KHUXKW.

Q CogeT. bnarogaps yny4eHHOW MHTErpaumm ¢ 4pYruMmn NpunoXeHu-
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(@ M8 - Microsoft Office OneNote
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Puc. 8-8. Vcnonb3yiite meHio Table (Tabnuua) ans nobasnexns u paboTel ¢ Tabnuuamu B
3armMCHON KHure

Ucnonb3oBaHue KanbKynaTopa A NPOCTbIX BbIYUCIEHUIA

B Office OneNote 2007 nosiBunack 3ameyartesnbHas GyHKLNUSA — ObICTPbIE BbIYNC-
neHna. CkonbKo pas 3a AeHb BaM NpUXoauTca Aenatb nay3y B paboTe n OTKpbI-
BaTb nporpammy Calculator (Kanbkynatop) ons BbIMOSHEHUS HEKOTOPBIX BbIYUC-
neHuin? Bam moxeT noTpeboBaTbcs onpenennts obLiee 4icno o6enoB, KOTopoe
HeoOx0aMMO 3akaldaTb ANa NpeacToswero cobpaHusi, n1Mbo 3ape3epBUPOBaATL
KOHdepeHL-3an 60/bLLIero pa3mepa 1 nocynTaTb, CKOJIbKO 3TO OyAeT CTOUTb.

B Office OneNote 2007 MOXHO NPOCTO BBECTU BblpaXXEHWE AN BbIYUCAEHUS
Ha CTPaHULLy 3anMCHOM KHUXXKM, MOCTaBUTb NOCIIEe HEro 3HaK paBeHCTBa (=) 1 Ha-
xaTb npoben. NMocne atoro Office OneNote 2007 BbINOSHUT BbIYUCNIEHNE U ABTO-
MaTuMyeCcKM 3anuiieT pedynbTaTt. dTa Npoctas GYyHKLUMS 3KOHOMUT BPEMS U UC-
Kto4yaeT Heo6XO0AMMOCTb NPepbIBaTb PAbOTy, OTKPbIBATL APYroe NMpuioXeHue,
BBOANTb B HEM BbIPAXEHWE AJ151 BbIYMCNEHUS 1 3aTEM BCTAB/ATb €0 B 3aNUCHYIO0
KHUXKY.

NnanupoBaHue padboTbl HapA 3aMeTKaMu

Heszasucumo ot Toro, padoraere s Bel ¢ Office OneNote 2007 nagUBUIY -
aJIbHO WV IIJIAHMPYeTe [IPEeJOCTaBUTDh K 3aMeTKaM JOCTYII CBOMM KOJIJIeraM,
IJIAHUPOBaHME IPOPabOTKY BJIEMEHTOB — HTO BasKHOE JIeJICTBIE IIPY paccTa-
HOBKE IIPVOPUTETOB U IIOATOTOBKE K BBIIIOJHEHNIO BaXKHBIX 3anad. B Office
OneNote 2007 ecTb HIMPOKUI BEIOOP TETOB 3aMETOK, KOTOPBIMM MOYKHO IT0-
MedaTb 3aIlJCY; DTY TErM TaKyKe MOYKHO M3MEHATHb COIJIACHO TPeOOBaHUAM
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mpoekTa (cMm. puc. 8-9). Cy1iecTByeT BOBMOYKHOCTD 0OaBJIEHMA CBOUX COD-
CTBEHHBIX 1300paskeHnit, BbI0Opa HOBBIX IIBETOB U T.1.

T .

b |
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K &5

Aena

BawHo

Y
ak

Bonpoc
S3anoMHHTE
CNpeasneHHe
BrlaeneHne
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Waea
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MpoekT &
MpoekT B
MocMOTpETE dHAEM
MpodecTE KHAMY

MOCAYWATE MyShIKY

PoeorfHuE<~-BoP®FERB N?»v)
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-

MokazaTe BCE 3AMETKH C TEMaMH

Chrl+1
Chrl+2
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Puc. 8-9. Wcnonb3yiite Teru 3ametok Office OneNote
2007 pns nnaHMpoBaHus paboThl Haf ONpefefeHHbIMU
aneMeHTamu

Ob6gacts 3agad Note Flags Summary (CBoaka Teros) orobpaskaet Bce Tern
3aMeTOK, fo0aBJeHHbIE B 3alIMICHYIO KHIDKKY (cM. puc. 8-10). Kpome Toro, sty
obJiacTb 3a7ja4 MOKHO JICIIOJIb30BATh JIJIA [IePeX0/ia K OIlpeJieJIEHHbIM 3aMeT-
KaM; IIPOCTO II[eJIKHUTe Ha pjiare, 4TOOBI IIePETI K COOTBETCTBYIOLIEN 3a-

MeTKe B 3aIlMICHOM KHIUMKKE.

CogerT. J1i060i1 3anemMeHT, noMeyeHHbli Terom To Do (K ncnonHeHuto)
Q B Office OneNote 2007, aBToMaTn4eckn otobpaxaeTcs B BUae 3aaa-
4y B Microsoft Office Outlook 2007 Ha naHenun To-Do (Cnncok gen).
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Puc. 8-10. O6nactb 3anay Note Flags Summary (Mepe-

CBO0AKa TEroB v ®
YeHb TEroB 3aMeTOK) MO3BONSET ObICTPO NPOCMOTPETH BCE
[@ Moncs sasepuen 9NIEMEHTbI, MOMEYEHHbIE K MCMOJIHEHMIO B CEKLMM 3aMUCHOM
Lt et KHVXKU UK BO BCEI 3aMUCHOI KHUXKE B LIESIOM

||r'1NR Tera . |

[ NoxaseisaTs Tonsko
HEOTMEYEHHBIE SNEMEHTEI

= 3anoMHHTb

M [

|ersmaans
[Famn

2 KpHTHYECKH BaMHO

HaiiTi:

| CerofHAWHKE 3aMETKH b |

|#] OBHoBuTE pesyneTaTHI

’ |87 Cosaats crpaHiuy csoakm ]

Cu. Takoue

HacTpolika NM4HBIX TEros

HacTpoviika Teros

B Office OneNote 2007 MOXHO NIerko HacTpamBaTb TEM, LENKHYB Ha KHOMKE CNnC-
ka Flags (Tern) Ha naHenn nHctpymeHToB Standard (CtaHgapTHasi) n BblOpaB
Customize My Note Flags (HacTtpolika nuyHbix Teros). lMosiButcs o6nacTb 3agay
Customize My Note Flags (HacTpoiika nMyHbIX TeroB), B KOTOPOW MOXHO BbIOpaTb
Tnn dnara, KOTOpPbIA cneayeT N3MEHUTb, U HaxkaTb KHONKy Modify (M3menunTs). B
amanorosom okHe Modify Note Flag (M3mMeHeHMe Tera) ykaxuTte nms Tera v Bbl-
6epuTe HOBbLIN 3HAYOK, UBET WpudTa 1 UBeT BbiaeneHuns. Haxmmute OK, 4ToObI
COXPaHUTb U3MEHEHMS.
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BQBOHMMOE HMAL TEKYLLLME TEMM:
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Bonpoc (Ctrl+3)
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| ] 2

OobaeuTe YAanuTe
WzmeHuTb. ..

Cu. Takoue

Cumeon:  LeeT wpndTa: LBET BrigeneHns:
G- a-]) ®-]

Obpazey

‘ Oena ‘

HECI'DOﬁKB HE BNHAET Ha YHE NOMEYEHHbIE
3aMETKHM.

L OK J [ OTMeHa ]

FOPsEBLE ~BRBoP@PFal PP 9

[¢]

o J
YcoBepLueHCTBOBaHHbIE BO3MOXHOCTU
ObICTPOro NOMcKa 3aMeToK

Pacmmpennsie n yay4diensble Bo3MoskHOCTY rtoncka B Office OneNote 2007
II03BOJIAIOT OBICTPO HAXOJNUTH BCE 3aIICAHHbBIE DJIEMEHTHI, CBA3AHHbBIE C OI-
pexnenennoit remoit. B OneNote ncnonsayerca aapo Windows Desktop Search
JUIA IOCTOSHHON [TOAEP3KKI MHIEKCa 3aMETOK B (DOHOBOM PEsKMMe, 4T0 0bec-
Ie4ynBaeT ObICTPOTY MHOJYyUYeH)A Pe3yJIbTaTOB TOIIa, KOTJa STO He0OXO0AIMO.

IIpocTo BBeAUITE CIIOBO MJIM CJIOBOCOYUETaHME 1A rToucKa B rioJie Find (Haii-
Tn) cupasa BBepxy okHa Office OneNote 2007 u Hasxkmute Go (Bnepen) (cm.
puc. 8-11). HToOBI OTPaHMYUTD IIOMCK OIIPeAeIEHHBIMMI ITalIKaMM, IIIeJIKHUTE
Ha KHOIIKE CIJICKAa ¥ BbIOEpUTE 3aMMUCHYIO KHVIKKY, CEKINIO UV TPYIIY, B
paMKax KOTOPOii JOJKEH OCYIIEeCTBIIATHCH ITIOMCK.

IR
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Puc. 8-11. Beeaute CnoBo unm CnoBOCOYETaHNe Ans
noucka B none Find (Haiitu), ykaxute MecTo noucka u
HaxmuTe Go (Bnepen)

KnmerTsl Foihd

OBNACTE NOMCKa:
3TOT pazaen
3Ta [PYNNa pasAenos

3Ta 3aNMCHaA KHH¥ES

v Bce 3anmoHele KHH3ER

IIporpamMma OCYIIIECTBUT IIOMCK BCEX DK3EMILIAPOB 3AIIPOIIEHHOTO 3Je-
MEHTa B TEKCTE, Ay Mo parMeHTax, COOOIIEHNAX BJIEKTPOHHOI IIOYTHI U JIasKe
n300paskeHnAx 1 oTobpasuT ux B crucke Note Search Results (PesysbraTs!
II0MCKa B 3aMeTKaXx) Ha naHeJsy 3agad Page List (Cmcox cTpanuil) B mpaBoit
4acTy OKHAa. BBI MOYKeTe HaIIpAMYIO IIEPETI K OJTHOM M3 3aMETOK B CIINICKE
pes3yJIbTaTOB, IIIeJIKHYB Ha HA3BaHIM 3aMETKIL.

ITpu coxpanennn sametku B Office OneNote 2007 mporpamMma 1CIIOJIb3yeT
onTndeckoe pacrosHaBaHue cuMBoJioB (OCR) g 3armoMrHaHNA TEKCTA B OT-
ZleJIbHBIX M300pasKeHNAX (HalpuMep, Ha BeO-CTPaHMIIaX, BUBUTHBIX KapTOd-
Kax J TpadMKax) 1 CpeicTBa PacIO3HABAHNMA rOJIOCA AJIS HAXO0MKIEHNA IIPO3-
HOCVIMBIX CJIOB B ayAV0- 1 Buieodailyiax, COXpaHeHHBIX Ha KOMIIBIOTEDE.

Coger. Eule oamH meton noncka NnoMoraet KOHKPEeTU3NMPOBaThb Mo-

Q MCK 1 BbICTPO HANTU HY>XHbIV 9NeMeHT. Tenepb Ana 0603HavyeHns 6amn3-
KOro pacnofioXeHnsa opyr K APYry ABYX CJIOB B CIOBOCOYETAHUM MOX-
Ho ncnonb3oeaTtb onepaTop NEAR (Bce OykBbl 3arnaBHble). Hanpumep,
4yTO6bI HAMTY BCIO MHDOPMALMIO O COOPaHUM N0 0B6CYXAEHUIO MPOAYK-
Ta, NpoLle/illieM B aBrycTe, MpOUrHOPMpPOBaB BCE AaHHbIE O COOpaHu-
X, UMEBLLMX MECTO B UIOHE, MOXHO BBECTU B CTPOKY NOMCKA «0OCYX-
neHune npoaykta NEAR ABrycT», 4tobbl HanTu B Office OneNote 2007
BCE CCblJIKM, COAepXaLle ABa CI0BOCOYETaHUS, BM3KO PACMONOXEH-
Hble ApYr K APpYry.

OTKpbITUE [OCTYNA K 3aMEeTKaM
APYruM nosib3oBaTensam

Bo3MOKHOCTB OTKPBITIA JOCTYIIA K 3aIIMCHBIM KHIMKKAM — IIPeKpacHoe HO-
BoBBegeHne B Office OneNote 2007. Teneps cyIiecTByeT HeCKOJIBKO Pa3JIMU-
HBIX CII0COO0B OTKPBITIA OOIIIET0 JOCTYIIa K CO3/IaBaeMbIM 3aIIVCHBIM KHIMK-
KaM; JeliCTBUTeJIbHO, MOYKHO JlasKke OPraHM30BaTh MHTEePaKTUBHBIN ceaHC
oOMeHa 3aMeTKaMM, PabOTAIOIMiI aHAJIOTMYHO OHJIAIH-COOPaHMUAM, B KOTO-
POM MMeeTCs BO3MOXKHOCTb PabOTHI C JOCKOI 00CyskieHN, oOMeHa (aiiaamu
u T.1. B naHHOM naparpadpe pacckasblBaeTca O TOM, KaK MOXKHO obecrieun-
BaTb JOCTYII IPYIUX IIOJIb30BaTeJel K 3alMCHBIM KHIKKAM.
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OOLWMit JOCTYN K 3aNUCHBIM KHMXKaM

Menio Share ([JocTyn) comeps:XUT KOMaHbI, UCIIONb3yeMble IJIS CO3LaHUA
ob11iert pabodelt KHUIY MJIM BHECEHVA M3MEHeHMI B CII0c0o0 IpesoCTaBIIeH A
00I11ero JoCTyIa K 3aMEeTKAM.

AocTyn hCQJBHC Tafmmua OkHo  Cnpaeka |j

C0343Tk 0OWYHD SEMHCHYHD KHHHEY . .

Pa30CNaTh COBIMKH Ha OBLLYHD 3AMHCHYHD KHHMEKY . ..
[PEKPATHTE COBMECTHOE HCNONES0ESHHE SAMMCHOA KHHHEH, .,
COBMECTHBIA CEaHC 3

'@I Pa3bACHHTE EAPHMAHTE! B 3TOM MEHHD, .,

Hasxas xuonky Create Shared Notebook (CozmaTts o0uryio 3anmcHyo
KHIDKKY), BbI 3anryctute Macrep New Notebook Wizard (Co3gaune 3amnuc-
HOV KHVKKM), TIPEeAJIaraioliyii BBECTY MM HOBOJ 3aIIMICHO KHMIKKHN, & 3aTeM
yKas3aThb IapaMeTpsl 0011ero gocryna (cM. puc. 8-12). 3gech MOYKHO BEIOPATH
cosaHue 00111elt 3aICHOM KHIKKIM Ha CEpBepe WJIN B ITaIIKe ¢ 00IIMM JOCTy -
II0M, PaCIIOJIO}KEHHOI Ha TeKylleM KoMnbioTepe. [Tpn naskatuu Next (Jasee)
IIocJie HaCTPOVKM ITapaMeTpoB MacTep M03BOJAET yKa3aTh MECTOIOJIOMKE-
Hue ¢ obmmMm goctynom 1 HaskaTh Create (Co3maTh).

Coz0aHHe 2anMCHOH KHHEKKH

K10 ByaeT ncnonb3o08arth 3Ty SaNUCHYID KHIKKY?

O T Ha 3TOM p

() Ha pasubix KOMnBIOTEpaX

) Pasubie Tenm bygyt Th3TY
e BYAET XPEHUTHCA 3TE SAMMCHAR KHIDKKE?
(2 Ha cepsepe (fuBnuoTexa aokymenTos SharePoint, ofwuil ceTesoil pecype M apyroe ofluenocTynHoe HecTo)

() B oBlueli Nanke Ha 3TOM KOMMBKOTEE

'@ O COBMECTHOM MCNONE30EEHWN 3ANMCHBIX KHIAEK HA DASHLIX KOMMLIOTEDaEX. ..

(@ O CoBMECTHOM MNONE30BAHWN AMMCHBIX KHIHKEK PA3HBIMA NONSI0BATENAMA. ..

[ < Hazan ] [ Janee > ] [ OTMeHa ]

Puc. 8-12. B Mactepe New Notebook Wizard (Co3naHue 3anncHON KHUXKM) OCYLLECTB-
nsieTcs HacTpoika o6Leit paboyein KHUXKM

IIporpaMmma aBTOMaTHYeCKM IIPOBOANT I10JIb30BaTEJA Yepes IIPoliecc Ha-
CTPOVIKM 00IIIeil 3aMCHOM KHIMKKI M CONEVICTBYET B OIIpeiesieHny HeobxXo-
JIVIMBIX IIapaMeTpPOB paspelieHnii 118 I0JIb30BaTesel, KOTOPBIM Tpedyercsa
IIPeJIOCTaBUTD JIOCTYII K 00I1Iel] ITaIrTKe MJIM IPOCTPAaHCTBY Ha cepBepe. Kpome
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TOT0, aBTOMAaTIYECKN CO3/IaeTCs COODIIeHIe BIIEKTPOHHOM ITOYTHI JIJIA OTIIPAB-
KM IT0JIb30BAaTEJIAM CChIJIKM Ha (Paiiy, YTOOBI OHM CMOTJIM OCYIIIECTBJIATD JTOC-

TYI K 00I11elt 3aIIMCHOM KHIKKe (cM. puc. 8-13).

-‘/5'-1 = 9 & & % |5 MNpurawenne B 2anncHyro kHckky OneNote: TperuHr cemuHap - CooBenne (.. e —
CoobuieHme Beraska Mapametp DopMaT TekeTa Haacrpoiikn (7]
3 % | sgﬂ @tjl 0 =- v - {y
=" Ga ||| = -9 !
BorasuTe Agpecras MposepuTe Opdorpagus
b
< © a1 - Sl KHMFE  WMEHa 2 || menoanenme - | & -
Bydbep o6Mena OCHOBHOI TekTT Wwmena BAOUUTE MapameTpsl 1 || Mpasonucatne
Coo6lLieHmE He GLND OTNPAENEHD.
= | Gom] | |
OTnpasute [ T ] ‘
[ masnsan- | [ ex. ||

Tema: ‘ MpUTALIEHIAE B 33MACHYH KHITKKY OnelNote: TRERIHT CEMiHap

] » &S0

llenkHUTe 38eCk, 4TOBW OTKPHTL 3aNUCHYR KHWXKY B OneNote:
onenote://file:///\\WORK-ECOM\Tpenunr¥2@cemanap

ECnNW 3Ta CCeNKa OTKMWYEHa WNM He OTKpeBaeTcA B OneNote, 3anycTute OneNote, eeibepuTe B
MeHWw "0ain” koMmaHay "OTKPHTL 3aNWCHYW KHUXKY", & 3aTeM BCTaBbTe B none "WMA nanku”
caegywumid nyTe:

file:///\\WORK-ECOM\Tpenunri20cemuHap

Ecnu nporpamma OneNote He YCTaHOBMEHA Ha [aHHOM KOMNsKTEDE, MOKHO 2arpy3uTe BecnnaTHyw
O03HAKOMATENBHYW BEpCUW C y3na:
http://r.officebeta.iponet.net/r/rlidOneNoteTrial?clid=10498ver=12&app=onenote.exedpl=12

Puc. 8-13. Office OneNote 2007 dbopmupyeT coobLIeHUE INEKTPOHHOIA
0TNpPaBKM NONb30BATENAM C MHpOPMALMeEi Ans aocTyna K obLeii nanke

noyThl ang

Korma npyrue nosb3oBaTes BHOCAT M3MeHEHN A B 3aIlICHYI0 KHIGKRY, Office
OneNote 2007 aBTOMaTIYECKY CUHXPOHV3VPYET M3MEHEHN s TaKM 00pas3oM, 4YTO
BO BCceX Bepcusx paiia 0TpaskaroTCa caMble IocjIeHYe I3MeHeHNA.

CogerT. Bce nporpammel B 2007 Microsoft Office System nmetotr Bo3mox-
Q HOCTb coxpaHeHus ¢parnos B dopmarte XPS, n Office OneNote 2007 — He
ncknoyeHme. lNMpu coxpaHeHnn 3anncHom kHurmn B dopmarte XML Paper
Specification (XPS) ocyLuecTBNSIETCS COXpaHEHNE OKOHYaTENbHOW hop-
MaTUPOBaHHOM Bepcun darina, KoTopas NpeaHasHavyeHa ans npocMoT-
pa (HO He pefakTMPOBaHWS) OPYrMMU NONL30BATENSMN, HE3ABUCUMO

oT TOro, ectb n y Hux Office OneNote 2007.

0O6Lwwmit goCTyN K 3ameTKaM B peXume peasibHoro BpeMeHu

Eme onayM criocobom nmpeocTaBIIeHNA NOCTyIIA K 3alIMCHBIM KHUYKKAM
7 00CyIKIeHNA BCEX DJIIEMEHTOB CPas3y B PeKMMe peaJbHOTO BpeMeH ABJIA-
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eTcs IPUIJIAIIeHNE [T0JIb30BaTe el K yIaCTHUIO B MHTEPAKTBHOM CEaHCE CO-
3naHua 3aMeToK. IIpy Beibope komauas! Live Sharing Session (CoBmecT-
HBIN ceaHc) n 3aTeM kKoMauAbl Start Sharing Current Section (HagaTs co-
BMECTHOE MCIOJIb30BaHMe TEeKyIlero pasjgena) B meHio Share (Joctym)
oTKpbIBaeTcA obsacTs 3agad Start Live Session (HauaTb coBMeCTHBI ce-
aHc) (cm. puc. 8-14).

 Hauare connectnoii ceancw x| PMC. 8-14, 3anyck MHTEPAKTMBHOrO ceaHca co3faHus

3aMeToK OCYLIEeCTBIAETCA NOCPEACTBOM HAXATUA KHOMKKU 1
HauaTb coBMECTHBII ceae, OTNPaBKN COOOLLEHNS ANEKTPOHHOIA MOYTbI

NOSEONAKOWMNIA HECKONMBKMM
nonesoeaTenam OneMote paboTaTte
C 3THM Pa3AEN0M 0OHOBPEMEHHO.
1. ¥cTaHoBNT b Naponk CEaHca

JLnA yNpaBneHns KONMHECTEOM
YHECTHWKOE MOMHO 33A3Th
Naponb ANA 3T COBMECTHOrO
ceaHa.

Maponk ceaHca:

2. HauaTb ceanc

Hau4aT COBMECTHEIN CEEHC

3iech MOYKHO BBECTY HEOOXOAVMYIO MH(OPMAINIO, BEIOPATh CTPAHNUIIB
J1A ob1iero moctyma u 3anmycTuThb ceaHc. IIpu Beibope onmum Invite Parti-
cipates (IlpuraacuTbk y4acTHUKOB) HA BTOPOII cTpaHuile obaactu 3agad Start
Live Session (HagaTbs COBMECTHBIN ceaHC) 0TOOpasKaeTcA COODIIeHNe DIEKT-
POHHOI1 IOYTHI ¢ IPUTJIAIIIEHNEM K YUaCTHIO B ceaHce obiero focryna. IIpo-
cTo nobaBbTe moJsib3oBaTesiell B cTpoky To (Komy) u orripaBbTe coobiieHMe.
ITocusie aTOrO APyrUEe MOMB30BATENN CMOTYT IPUHATD yYaCTHE B CEAHCE, IPO-
CTO OTKPBIB BJIOJKEHNE, ¥ BBl CMOYKETe IIPOCMaTpPUBAThL 3aMETKY, L00aBIIATh
TEKCT ¥ PUCYHKN U 3aIlIpalllMBaTh MHEHNE II0Jb30BaTeJell BO BpeMs ceaHca
ob1ero pocrymna. [To okOHYaHUNM ceaHca 3aMETKM aBTOMaTUYECK) COXPaHA-
I0TCS Ha KOMITBIOTEPE KasKJ0ro yIaCTHIKA.

OTnpaBka 3aMeTOK MO 3/IEKTPOHHOI nouTe

Co6op nucopmanuu B Office OneNote 2007 ocyIiiecTBIAETCA CTOJIb IPOCTO U
MHTYUTUBHO, 4TO 33 HEOOJBIIO) IPOMEKYTOK BpeMeH! MOKHO 3aIllcaTh
6OJIbIIIOE KOJIMYECTBO 3aMETOK, (PajijioB, MHTEPHET-POJMKOB U JPYTUX dJIe-
MEHTOB. BbI MOYKeTe IesMThCA ITOJIyYeHHO MH(POpMaIeli C APYTUMU 10JIb30-
BaTeJAMM, YTOOBI 00€CIIeUNTD MCII0JIb30BaHE UMY UIEHTUYHOI MH(pOpMa-
LMY Y VICKJIIOUNTD CO3J/JaHNe NyOJIMKaTOB pe3yJabTaTOB BalllnX COOCTBEHHBIX
yenmit. OgHMM 13 crioco00B IIpeIoCTaBJIEHNA O0IIEro OCTyNa K 3alMCHON
KHIOKKE fABJIAETCA OTIIPABKAa BbIJI€JIEHHBIX CTPAHNI] IPYTYM II0JIb30BATEJIAM
B BIJIe BJIOYKEHUI B COOOIIEHNAX DJIEKTPOHHO IIOYThL
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Ecom otkpriTh Mento File (Paiin) u Beibpats E-mail (SnekTponnas mo-
4Ta), OTKPOETCA OKHO COODITEHNA DIIEKTPOHHO IIOYTHI, ¥ TEKYIIAA CTPaHNITA
3aMeToK OyzeT mpucoequHeHa K COODIeHnIo B Buje dpaiiina (cm. puc. 8-15).
Ilepen oTripaBKOIL CTPAHMITEI MOYKHO CHaYaJa BBECTY II0JIb30BATEJIEN B KypC
IeJa, OTIPaBUB HeDOJIbIIIOE 03HAKOMUTEJIbHOe coobirenne. Iloabp3oBaTesn
Office OneNote 2007, mosryunBine paiii, MOryT JOOABUTE CTPAHUILY B CBOU
coOCTBEHHbIE 3aIMICHBIE KHUTHY, & IT0JIb30BaTe N, He paborawiye B Office
OneNote 2007, MOryT mpocMaTPUBATh CTPAHUITY 3AIIMCHOM KHMMKKM KaK YaCThb
BJIEKTPOHHOT'O COOOIIIEHNUA.

[ Crpanwup ez zaronoexa - Microsoft Office Gnelote
dafin  [paska Bua Boraeka  dopmar  fAoctyn Cepewc Tabomua  OkHO  Cnpaska Ea
@@ -l ¥ Ea B9 | VWasassa - Ay Ter - Eivn | @ .‘; BIE =Ry
EI OTNRAEMTE KOMHHD | ¥YeTHEIE 3anHcH ™ @ - | (G a/ |—E - ? ' 4 @ |§j MapaMeTpel,., -
[E | Jack. |
[ Komma. . | |
@Wac. | |
|
|

Tema: |I'IDJJ.r0TUBKa 1 KOHDEPEHUMH

Bnoxure. . @3EMETKH OneMoke,one (30 KAaAT)

BEeaEHHE: BOT nepead HHOPMALAA O KOHEpeHLHI,
1 |HoBad cTpaHMua |
= | CTpaHMua Bes 3aronosk
17 oktabpa 2006T. —| MaeK AnA KoHBEpEHLMM
10:12

NoAaroTosb BCE K 3TOMY MEPONPUATHID

WL ) vacH >
m— & 3

Puc. 8-15. CTpaHuLibl 3anMCHOI KHUXKU MOTYT ObiTb OTNPaBNEHbl APYruM Nosb30BaTe-
NSM N0 3NEKTPOHHOI noyTe; nonb3oBatenu, pabotatowme ¢ Office OneNote 2007, moryt
COXPaHMTb CTPAHMLYY MPSIMO B CBOWX 3aMUCHbIX KHUKKAX

& |
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UHTepBbIO C cOTPYyAHUKOM «KyxHU» 2007 Microsoft Office System

Danmnanb Sckana, pykosogutens npoekta Office OneNote 2007

KakoBebl HanGonee nHTepecHble AN Bac HOBbie Bo3MoXxHocTu Office
OneNote 2007?

OT0 AOBOJIBHO CMOXHbI BONPOC, CPOAHM BOMPOCY «KOr0O U3 BalLMX AETEN Bbl
nobute bonbLue Bcero?». HaBepHoe s otaan Obl npeanoyTeHme GyHKLUUN Kanb-
kynatopa. OHa NO3BONSET MPOCTO BBECTU HECKOJIbKO MPOCTbIX YPABHEHUN,
nocne yvero Office OneNote 2007 BbINOAHUT UX BblYMCIEHME. YTOObI Y3HATb,
CKONbKO OyneT 7*6, npocTto BBeanTe 7°6=, n Office OneNote 2007 BbiBeaeT
pes3ynbTaT. OTO He TpebyeTcsa Kaxablh AeHb, HO Korga HeobXxoauMO YTO-TO
ObICTPO NOCUNTATh, 3TA QYHKLMS HE3aMEHMMA.

Kak Bbl NnpeactaBnsete ceb6e psaaoeoro nonb3oBatena Office OneNote
20077? Kakue pelicTBus OH OyAeT NbiTaTbCS BbINOJHUTL?

Ha camom fene Bce noam — Nonb30BaTENN; OHW MPOCTO eLle 06 3TOM He 3Ha-
10T. BCce Mbl MeeMm Jerno ¢ exegHeBHO GuKcupyemon nHdpopmaumen, ogHako
npu 3TomM Mbl He obecrneyrBaeM 3 DEKTMBHOE XpaHEHNE N ObICTPbIM MOUCK
naHHbIX. Bee Halle paboyee MeCTo 3akyieeHo 3anmckamm, Bce TeTpaau, 651ok-
HOTbI, KHUMM UCAMCaHbI 3aMeTKaMK Ha MNoJsiX, MOBCIOAY KJo4yky Bymaru ¢ 3a-
nucsmu... loxoguT [o TOro, Y4To Nosib3oBaTeny camu cebe oTnpPaBnsioT co-
00OLLLEHNS 9NEeKTPOHHO MOYTbl C HANOMUHAHUAMM. [oYTU Yy BCEX NIOAEN eCTb
MHbOpMaLMs, KOTOPYIO HEOOXOAMMO XPaHUTb: YMCNA, AaHHbIE O TOBapax, Jiek-
LIMOHHbIE 3anucu Unu 3aMeTkK, caenaHHble Ha cobpaHun. O6CcToATENLCTBA
CKaablBalOTCS Tak, YTO Mbl AeflaeM 3arnncu 1 HMKoraa 60bLue K HAM He 06-
paLlaemcs; KpoMe TOro, 3T 3anucu OY4eHb TPYLAHO HANTU, KOr4a OHU HYXHbI.
Office OneNote 2007 — BOT roe Hy>XXHO XPaHUTb BCKO 3Ty MHGOPMaLMIO ONs
nanbHenwero obpauweHus! MNycTb 9Ta NporpaMma CTaHeT HaaCTPOMKOW Ans
BaLUero rosioBHOro moara!

Kakas ¢yHkuus B aTonn Bepcum Office OneNote 2007, no Baluemy MHEHMUIO,
BbI30BET BCEOoOLmnii axmnortax?

O6LWwmMin 4OCTYNM K 3anMUCHbIM KHUXXKaM. MNpeacTtaBbTe cebe, 4To y BaC eCTb BO3-
MOXHOCTb NpeaocTaBneHnst obLLero 4ocTyna CoOTPYAHMKOB K CBOEN 3annc-
HOW KHWXKE, rAe KaxAbl U3 HUX MOXET BHOCUTb KOPPEKTUBbLI 1 JOMOJIHEHUS.
Bbl MOxeTe 06MeHnBaTbCS MHDOPMAaLMEN, 3aMeTKaMu, CAENaHHbIMU Ha CO-
OpaHuK, He JalLMMK NOKOS MbICISIMU 1 ApYroin nHdopmaumnen, Heobxoam-
MOW BCEM COTPYAHMKAM (OOKYMEHTbI, CTPaHULbl C aHHOTALMSAMM, BIIOXXEHHbIE
darinbl 1 T.4.). ObLLas 3anMcHas KHUXKa CPOAHN KHUIe OT3bIBOB 1 Npensio-
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XXEHWM, TONMbKO B JAHHOM CJly4ae MHOXECTBO N0/Ib30BaTENEN MOTyT O4HOBPE-
MEHHO BHOCUTb M3MEHEHUS, Bbl MOXeTe 3abpaTb 3anuCHYIO KHXKKY C OO0
Ha BpeMsi aBBTOHOMHOW paboThl, a Takxke NpuaaBaTh CTPAHULAM HACILLEHHbIN
BMUA, HE OCTAHABAMBASACb HA MPOCTOM TEKCTOBOM UHPOPMALMOHHOM HanoJ-
HeHnn. M Bce paboTaeT 6e3ynpeyHo. Ty TEXHOIOMMIO MOXHO TakXe UCMOoSb-
30BaTh /151 CUHXPOHM3AUUU JIMYHOM 3aNUCHOM KHUXKWN C HACTOJTbHBIM KOMMb-
loTepoM. Becnepn 3a oOwmM AOCTYNOM K 3aMUCHBbIM KHUXKAM cneayeT
PacnonoXuTb YCOBEPLLUEHCTBOBAHHBIE BO3MOXHOCTU PUCOBAHUSA U CUHXPO-
Hu3auwmio 3apad Office Outlook 2007.

OeiicTBUTENBLHO N OONbLUAs YacTb NoJsib3oBaTtesneii padoTaeT ¢ Office OneNote

2007 Ha pa3nuy4HbIX YCTPOMCTBaX, Hanpumep, Tablet PC, HaCTONbHbIX KOMIb-

toTepax n PDA? Unu xe nonb3oBartenu npegnoyurtaiotr padéoraTte ¢ Office

OneNote 2007 Ha ogHOM, HanGonee NOAXOAALLEM AJ1Sl HUX KOMMbloTepe?
B nenctBnTenbHOCTU, BEPHO BCE, 4TO Bbl ckadanu; Office OneNote 2007 mo-
XeT paboTaTb Ha HACTOJIbHbIX KOMMbOTEPAX, HOYTOYyKax, ycTponcTeax Tablet
PC v Tenepb Takxe nogaepxunsaeT yctponctea Windows Mobile. bonbluas
yacTb Nonb3oBatenen MoObuNbHbI 1 PaboTalT ¢ HOYTOYKaMK, UCTONb3YIOT
Office OneNote 2007 Ha coBelLaHusaX, neperoBopax, 3aHatusx n T.4. C Office
OneNote 2007 paboTaTb CTaso eLLe NPOLLEe, Tak Kak NossBMIacb BOSMOXHOCTb
ObICTPOV CUHXPOHM3ALMN 3aMETOK MEXYy BCEMU KOMMbioTepamu. Kpome Toro,
¢ nomoLubio OneNote Mobile Tenepb MOXHO Aenatb 3aMeTky Ha KapMaHHOM
KOMMbOTEPE UM cMapT-hoHEe C nocnenyLlein cuHxpoHnsaumen ¢ Office
OneNote 2007, Bkntoyas dpoTorpadurm ¢ MOOUIIbHOIO TenedoHa 1 rosIoCoBbIe
coobueHus. Takke MOXHO HanpsMyto nepeanasath 3ameTkn n3 Office OneNote
2007 B Office OneNote Mobile Ha Baliem nopTaTMBHOM KOMMbIOTEPE. Tenepb
MOW 3anncu Bceraa co MHOW, rae Obl s HX Obll.

Yem cTano Ang Bac ydactue B CTOJIb MaclUTabGHOM npoekTe?
B nencTBUTENbLHOCTH, S HE 3HatO, Kak paboTaTb MHa4Ye, Tak Kak a9 npucoeau-
HWUJICS K KOJIIEKTUBY BO BpeMs paboThl HaA AaHHbIM penn3oM. Bece coTpyaHu-
K1 ObINV BENVKONENHBLI B paboTe 1 TPYAUIMCHL He Nokaaas pyk, 4Tobbl Aatb
NnoJsib30BaTESNISIM TO, 4TO UM HeobxoaMmo. JomkeH cka3aTb, YTO UCMbITbIBAID
HEBEPOSTHbIE YYBCTBA, KOraa OrisablBaloChk Ha3a, U BCMOMUHAI0, YTO Obio
coenaHo B Office OneNote 2007, paBHo kak 1 B npoaykte Microsoft Office B
LesiIoM — 3TO NpocTo notpsacatoLle! HoBbi Nosib30BaTENIbCKUA NHTEPDENC,
HoBble dopmatbl GansioB, HOBblE BO3MOXHOCTU MHTErpauum ¢ CeEpBepoM U1
MHOIO€ Apyroe — BCe 3TO 3axBaTbIBAET AyX, 1 1 FOPXYCb, YTO SIBASIIOCb HEMOC-
PEACTBEHHbBIM YH4aCTHMKOM 3TOrO BENMKONENUS.

Yutaute panee

B nanHOI rIaBe paccKkasbIBaJIOCh O Pa3JINYIHBIX MeToax cOopa, TOMCKa 1 0T~
KRPBITIA focTyma K nHpopmarym ¢ nomoiisio Office OneNote 2007. Coenyro-
111as TJIaBa [IOCBAIIeHa YLy YIIIeHHON CTPYKTYPU3aliii JaHHbIX, Peajin30BaH-
HOJI 6J1arofapsa HOBBIM M yCOBEPIIIEHCTBOBAHHBIM BO3MOKHOCTAM Microsoft
Office Access 2007.
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BbicTpoe n adbPpekTuBHoe
oTcJieXXuBaHue
nHdopmMaunm ¢ NOMOLLbIO
Office Access 2007

m Oxno Getting Started (Ilpucrynas x pabote)

m  Bri6op npodpeccrnonaspHOro madJsona

®  HoBblil H0JIB30BaTEIbLCKUI MHTEPDETIC

m JIpocToTa m3amMeHeHUA AM3aliHa

®  Bpog, mpocMOTp 1 pa3BepPTHIBaHME TAHHBIX C IIOMOII[bIO HOBBIX IOKMX BO3-
MOXXHOCTEN

m Pa0Oota B HOBOM npexcrasienun Report (Oryer)

B YiydmieHHada 6e30macHOCTh

m  COop JaHHBIX ITIOCPECTBOM BJIEKTPOHHO ITOYTHI

B YOpoIlleHHOe pacIpoCTpaHeHNe NaHHBIX C IOMOIIBIO CIIMCKOB Windows

Share Point Services

Kaxkuwm Bel Mmeurasy yBugeTb Microsoft Office Access 2007? Ecimvi BBI 03K
BO3MOYKHOCTB ObICTpee, d(ppeKTVBHEE 1 ITPOITe YIIPABJIATh JAHHBIMIY, TO BaIlM
OYKMJIaHNA OIIpaBaach. II0JTHOCTEI0 0OOHOBJIEHHBIN [T0JIB30BATEIILCKII IHTEP-
dpetic Teneps IpocT B paboTe ¥ IIpegHa3HaYEH 1A OBICTPOrO OCTVKEHVIS KO-
HEYHOro pe3yJbTaTa. [IoTHO(yHKIIOHAIbHBIE IIIa0JI0HBI M IIPUJIOMKEHNA C BO3-
MOXKHOCTBIO OTCJIEXKVBaHNA (DOPMUPYIOT IPOhecCOHATIbHYI0 IPOTPaMMHEYI0
OCHOBY 1111 paboTBI ¢ 6a3aMy JaHHBIX, K MICII0JIb30BAHIIO KOTOPO MOMKHO IIpM-
CTYNUThb HEMEJJIEHHO ¥ HaCTPOUTh HEeOOXOVMble ITapaMeTpPhl I COOTBET-
CTBUA IPEbABJIAEMbIM TPeOOBaHMAM, HE3aBICUMO OT BaIllero OIIBITA.

Office Access 2007 MOYKHO MCIIONB30BaTh JJIA CO3NAaHMA IPOCTHIX UJIN
OYeHb CJIOKHBIX IIPUJIOKEHM 0a3 JaHHBIX, ¥ B HOBOJ BepCUM IIPOrPaMMbl
IIOABMJINICH IIPEBOCXOAHBIE (DYHKIVM, ITIOMOrarIye B 00oux ciaydaax (1 B
IIPOMEKYTOUYHBIX 0b6cToATesnbcTBaxX). Ecan panee Bbl cTropormsnck Office
Access 113-3a CJIO}KHOCTY M3YUeHM s [IPOrPaMMBI (IIPeAIIounTa s XPaHUTb 00JIb-
e Habope! faHHBIX B Microsoft Office Excel sy gpyrom, «6oJiee mpocTom»,
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IIPMJIOYKEHNM), 9Ta Bepcus AJid Bac! B Hell mpeicTaBiieHb! HOBBIE 3D (PEKTUB-
HbIe CITIOCOOBI OPTaHM3AIN, OTCIIEKMBAHNA, YIIPABJIEHN, 0OHOBJIEHA M pac-
IIPOCTPaHeH)A JaHHBIX, KOTOPBIMM BBl CMOKETE II0JIb30BAThHCA JasKe IIPU
IIOJTHOM OTCYTCTBUM OIIbITa pa6OTbI C IIPUJIOKEHMAMM bas JaHHBIX. Haunemc
OoJtee TeTaBbHOTO PACCMOTPEHMA HOBOBBEEHNI B IT0JIb30BATEILCKOM MHTEP-
erice Office Access 2007.

Mpumeyvanue. B nonb3osartenbckom nutepderice Office Access 2007
peann3oBaHbl BCE HOBOBBEAEHUSA (CTPYKTypa KOMaHOHbIX BKNAaLOK,
Ha60pbl KOMaHL, KOHTEKCTHblE KOMaHAbl, I'Ipe}:l,Bapl/ITeJ'lebIVI npo-
CMOTP B PeXVME peasibHOro BpeEMeEHN, rafiepen u ap.), MMetowmecs B
Microsoft Office Word 2007, Microsoft Office Excel 2007 n Microsoft
Office PowerPoint 2007. B paHHoM naparpade peyb NonaeT o BO3-
MOXHOCTSX, npucyLumx Tonbko Office Access 2007. YTo6bl noapo6HO
03HaKOMUTbLCS C HOBOBBeAeHnsaMU, oowmmm ana 2007 Microsoft Office
System, obpaTuTecsk Kk rnaee 2.

OkHo Getting Started (Mpucrtynas k pa6ore)

IIpeneinymmas Bepena Office Access Ob11a coBpeMeHHOM 11 3P PeKTUBHOI ITPO-
IpaMMOii, OTHAKO CKa3aTh, YTO OHA IIpOCcTa B paboTe, MOKHO ObI1JIO OBI TOJILKO B
TOM cJIydae, ecyy OblI B Hell ObLIIM peaJin30BaHbI CPEJICTBA, IT03BOJIAIOIIVIE HO-
BOMY II0JIB30BATEJIIO Cpasy HadaTh padory. Ilo-HacTodAmemy 6b1cTpo 1 acpper-
TYBHO PaboTaTh C Hell MOTJIV JIMIIB Te IT0Jb30BaTENV, Y KOTOPBIX IIPVICYTCTBO-
BaJI HEMAJIBII OIIBIT PabOTHI C IPUJIOKEHNAMM 0a3 JaHHBIX, PAHHVIMM BEPCUAMUI
Office Access, B KOTOPBIX HOBBIM II0JIb30BATEJIAM IIPEJOCTABIIANIACE BECBMa
orpaHMYeHHasa nojnepskka. B okHe Getting Started (IIpmcrynasa k pabore)
Office Access 2007 mpenocTaBisaeT HAOOP OMINIA, TO3BOJIAIOIINX OBICTPO TP~
CTYIUTH K paboTe He3aBUCHMO OT YPOBHSA IIOATOTOBKM (cM. puc. 9-1).

Ob6gacts Template Categories (Kateropun mabJs0HOB) comepsKuUT Habop
TOTOBBIX IIPUJIOYKEHNMIE 623 JaHHBIX, KOTOPbIE MOKHO IBMEHSATh COTJIACHO Ba-
M TpeboBarUAM. IleHTpaJibHaA TaHeJ b II03BOJIAET CO3JATh HOBYIO ITyCTYIO
0asy maHHBIX MJM BeIOpaTh mabsaon B VuTeprere. Obmacts Open Recent
Database (OTkpbITh IOCTEAHIO 623y JaHHBIX) 0TOOpaskaeT Bce (paiyibl 6a3
JIlaHHBIX, MCIIOJIb30BaHHbIE HEJABHO, a TaKike cchlIKy More ([lpyrue), mo3so-
JIAIOUTYIO TTIePEeNTU K APYTUM (pajiiaM.

3y LieHTpanbHol obnactn okHa Getting Started [[MpucTtynasa k pabo-
Te]) Ans BbIBNIEHMS HOBOro MaTepuana ais 3arpy3ku (4ononHeHus,
OBHOBNEHNS, KOHBEPTEPLI U T.A4,.), NPeAHA3HAYEHHOr 0 A1 UCMOJb30-
BaHus B Office Access 2007.

Q CogerT. PerynapHo oTkpbiBarTe ccbiiky Downloads (3arpyaka) (BHU-
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.‘f@ A9 - ¢ Microsoft Access - = x
K =
@

KaTeropun wabnonon

OBpaTuTe HuEHIe

lpucmynasa k pabome ¢ Microsoft Office Access

NokankHsie WadnoHs!

¥s Microsoft Office Online
Hosas nycras 6asa AanHbIx & OTKpLITE ROCnenHIo 6asy AanHbIX

Accounting and Finance -

Assets and Inventory &5 apyree...

Budgeting Hosas Gaza

Education asnriei

Wabnonbl us MuTepHeTa
Human Resources

A
WMarketing |
Office Management
Project and Team Management ' v = 4
- =t
sales Py sagy? =

Travel [=:

13 Mot -
2.0ffice Online

HoBbie sosmoskHocTk Access 2007

5 TlomEHie HOBERLIETD COARD¥MMOD NpK PABOTE C BbINyCKOM 2007 cHCTeNb
Microsoft Gffice

PykDBOACTED N0 MHTERDER0) N0AE30BTEAR ACCess 2007

OpraHm3aLAA Brex DBBEKTOR € NOMDIYEI0 HOBOW, AETKa ADCTYMHOR D6A3CTH
nepexagas

OBHOENEHHEA NPArP3MME ACCess 2007 COARPRUT MOLIHEIE COEACTES,
KOTOREIE NOSEQARKT GEICTAD DTCIEKMEATE AIHHEIE, BIBOTATE C HUMI
COEMECTHO M COBA3E3TE OTHETEI B YMIPAEAAEMOH cpede, JonaaHKTEABHbIE
CBEAEHIA © HOBbIX E3MOCKHOCTAR M WAy WEHHS,

.

Taiwe wa sebyane Office Online:
Yaebreit oype | Wagnome | 3arpysea

Fotoso | Num Lock

Puc. 9-1. Oxno lMpuctynas k pabote ¢ Microsoft Office Access 2007

Bbi6op npodeccnoHanbHOro wabnoHa

Office Access 2007 comepsxut HabOp MOJHOPYHKIMOHAJBLHBIX IIPOeccuo-
HAJIbHBIX I1a0JI0HOB, KOTOPBIE MOXKHO PEaKTHPOBATD IJIA COOTBETCTBIA OII-
pexnenenubM TpeboBannuaM. OxkHo Getting Started (Ilpucrynasa k padore) oTo-
OpasxaeT KaTeropun 11abJOHOB B HaBUTAILMOHHON IIaHEJM B JIEBOM YaCTU
sxpana. [Ipy mesdke B leHTPaAJIbHOI 00J1aCTY HA OLHOM 13 CTHIIE ] 11a6JI0HOB
(cm. puc. 9-2) B oOstacTy cipaBa oTobpaskaeTcd onycaHye 0a3bl JaHHBIX, II0JIe
File Name (MIma caiina) u kHonka Create (Co3gats).

MOXHOCTb CcBA3aTb 6a3y AaHHbIXx ¢ y3nom Microsoft Windows
SharePoint Services. Ecnu Bbl 6yaeTe oTKpbiBaTb 06LWLNIA OCTYM K HO-
BOI Oa3e paHHbIX Ha caiTe SharePoint, oTMeTbTe onuuio Haa, KHor-
ko Create (CospaTb) nepepn ee HaxaTnem.

Q Coset. OgHnm n3 HoBoBBegeHui B Office Access 2007 aBnsaeTcs BO3-
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‘/l:‘D 9=t )3 Microsoft Access -5 x
i

Kateropm wabnonos
OBpaTuTe BHAMaHIE ,ﬂeﬂOG e
Mokanshsie WaEnoHs!
e Renosbie
OBpazosarie

Yuefinas 6asa aaHHBIX

Mz Microsoft Office Online

Accounting and Finance

Assets and Inventory 0'
>

Budgeting

8

Bonpocs! 3anzun KaHan npoaax KoHT2KTEI

Education

Human Resources

l| Marketing | ‘ Il el -

| =
Office Management )l 8 “
Project and Team Management ?j/ I'.l | i L

Sales

[enosble

Travel MeponpusTus OcHoBHbIE MpoekTel MpoekTs no KOHTaKThl
ravel cpeacTea MAPKETUHTY
Co3aaHME Bashl AGHHSIX KOHTKTOS AN yIpaBAenvs
CBEREHAAMA O MIOARAX, C KOTOPLIMA PaGOTaET Balua
KOMaHA3, BI04AR 33KAZ KOS 1 NZDTHEDOE,
Wnn dhaitna:
kosran | &
C:\Documents and Settingsjunior Mon mokymerTel|
[ Cosaatme 1 npucoeauHenme Bass! aaHHbIX K
yany Windows SharePoint Services
Cosaate Otriena

fotoso | Num Lotk |

Puc. 9-2. MNpu Buibope wabnoHa B okHe Getting Started (Mpuctynas k pabote) otobpa-
XaeTcs A0N0HMTENbHAd MHdOopMaLms

IIpn BeIGOPE oxHOTO 13 mabnoHoB Office Access 2007 orobpaskaeTcs 1o-
JIe3HbIN Habop TabJINIL, 3aIIPOCOB, OTYETOB U APYTUX 00 BEKTOB, KOTOPbIE MOYK~
HO JICIIOJIb30BATh B KaUeCTBe OCHOBBI JJIA BBIIIOJHEHMA KOHKPETHBIX 3a7ad
1o pabore ¢ nanapIMu. Hanpumep, eciiu Bbl OTBeUaeTe 32 KOOPANHAIMIO PeK-
JIAMHBIX IIPOEKTOB B Ballleli KOMIIaHUM, TO BBl MOXKETEe JICIIOJIb30BaTh 6a3y
nauabix Marketing Projects (IIpoekTs! 110 MapKeTHHTY) (B KaTeropuu mab-
JoHOB Business [[lesoBbIe]) 1A HACTPOIKY, OPTaHM3aLUUK U OTCIIEKUBAHNUA
PeKJIaMHBIX IIPOEKTOB, HaJl KOTOPbIMU Bbl paboraere. I11abson 6a3bI faHHBIX
comepsxuT Habop roroBbix Tabmau (Projects [IIpoexTsi], Open Projects [OT-
KpbIThle TpoeKThI|, Common Deliverables [O011ie KOHeYHbIE Pe3yJIbTATHI],
Deliverables [Kouneunnie pesynbraTsl]|, Employees [Corpynuuku], Vendors
[TIocTaBumKM] 1 Ip.); MOYKHO IIPOCTO HAYATh CO3JjaHe 3aIICeNl ¥ BBOJ JaH-
HBIX, YTOOBI KCIIOJIb30BATH IIPUJIOMKEHE B TOM BUJIe, B KAKOM OHO eCThb. ['0TO-
BbI€e IIPUJIO}KEeHNA 623 JaHHbIX He TOJIbKO 3HAUNTEJILHO BKOHOMAT BPeMs, KO-
TOpPOE, B IPOTUBHOM CJIy4dae, IPUIILIIOCH ObI TOTPATUTD Ha pa3paboTKy HOBO
0a3bl TaHHBIX, HO TAKiKe IIOMOTAIOT B U3YUYEHNUN TOTO, KaK IIPO(PeCcCroHaIb-
Hble pa3paboTunKy co3marT cucteMy 6a3 HJaHHBIX, M 00€CIIeYMBAIOT OTCJIe-
JKVMBaHIE Ba’KHBIX JIEJIOBBIX IIPOLIECCOB HAMUJIY UM 00pa30M.
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Hoeblie NMPUIOXEeHNHA C BO3SMOXXHOCTbIO OTCJ1eXXnBaHus

B npoLunom HekoTopble NoTeHUManbHbie nonb3osartenu Office Access onacanucb
MCNONb30BaHMS 9TOW NPOrpamMmsbl, Tak Kak co3gaHne 6a3bl AaHHbIX AJ11 OTHOCU-
TEsNbHO NMPOCTbIX 33434 MO YNPaBAEHMIO AaHHLIMU Ka3a/10Cb C/IULLKOM CIIOXHbIM.
Tenepsb B Office Access 2007 ecTb HaBOP roTOBbIX MONHODYHKLIMOHANBHbIX LWab-
JIOHOB, GYHKLMOHUPYIOLLIMX KaK «OTCNEXMBAEMbIE NPUIOXKEHUS>». C MOMOLLIbIO 3TUX
LwabnoOHOB MOXHO IEFKO OTCNEXUBATb AaHHbIE, HACTPOMB PSS, NapaMeTpoB.

HoBbiit nonb3oBaTenbCkun UHTEpPdenc

Hogoe okno Office Access 2007 paspaborano Takum 06pasom, 4T0ObI MOYKHO
6b1710 OBICTPO BBLIEIATH U paboTaTs ¢ TabauiiaMy, popMaMit, OTIETaMM I 3aIl-
pocamu B 6a3e naHHBIX. HoBble pyHKIMM MHTepdelica I03BOIAIT OBICTPO
IIOJIYYUTh IIPECTaBJIEHE O BA)KHEIIINX 9JIEMEHTaX M BOCIIOJIb30BaAThCSA He-
00XOAVIMBIMY MHCTPYMEHTAMM JIJIA BBIIIOJHEHUA TeKYIIel 3a1a4n.

BbiOOp npeacrTaBneHus

s Toro 4To6sI paboTaTh ¢ MHPOPMAIIMENR Ha JOJMKHOM YPOBHE, HE0OX0IUM
Habop mHCTPYMeHTOB. JloskHa ObITH BO3MOXKHOCTD OBICTPOTO BBOJA MH(OP-
Mmanuu B npencraBienne Datasheet View (Pesxknm Tabsmiibr), oTrobpaskeHns
3JIEMEHTOB JIaHHBIX, TAKMM 00pa30M, YTOOBI APYTIE I10JIb30BATEJIV MOLJIN JIeT-
KO0 oObpabaThIBaTh NaHHbIE B IIpencTaBieHun Forms View (Pesxum dopmer),
CO3aHMA U U3MeHeHNA (POPMBI AJIA IPYIUX II0JIb30BaTesell (B IpeacTaBIe-
Hym Design View [KorcTpykTop]) 1 HacTpoiiky oTobpaskeHs MHPOPMaLn
B oTdeTe B npejcrasieHnn Layout View (Pexum maxera). Tenepb MOKHO
JIETKO IIePEKJII0YaThCA MEeKLYy DTUMM IIpeJCTaBJIeHUAMY IIpy paboTe ¢ MH-
dopmarnmeri ¢ nomoIbo KHONKY View (Bup) va Brianke Home (I'maBHasA)
(cm. puc. 9-3).

(Oa)\H9- o) Puc. 9-3. Knonka View (Bug) Ha Bknapke Home (MnasHas)
2 pasmen | cosew  TIO3BONIAET NIETKO NEPEKIIIOYATHLCS MEXY PAsNNYHbLIMU NPEACTaB-
== % NEHNAMU
=]
3 ||| K
| B?,a. | BcravBme 7 |ITA

— || Pexum popmb
l]j Pexum Tabnuue

—=]

Pexum maketa
—=]

M Kowcrpyxtop
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pa COOTBETCTBYIOLWLENO 3Ha4YKa B NpaBoOM HuxXHeM yray okHa Office

Q CogerT. [lpeacraBneHne MOXHO Takke CMeHUTb NocpeacTBOM BblOO-
Access 2007.

KomaHpHble BKnagku

OTKpPBIB IIpOrpaMMy, BbI cpasdy 00paTuTe BHUMAaHYeE Ha HOBBIe BKyanky Office
Access 2007. Tenepb KOMaHIHble BKJIAJAKM BBICTPOEHBI B YIIPOIIEHHO II0C-
agenoBatenbHocTy: Home (IstaBuas), Create (Cospmanne), External Data
(Buemnne naunbie) 1 Database Tools (Pabora ¢ 6a3zamu naHHBIX). B pazing-
HBIX MEHIO HAXOIATCH CIeNYIOIMe 3JIeMEeHThL

m Brxianka Home (I'maBHas) conepskmuT HaOOPBI KOMAHJ, ITPpeJHa3HAYeHHBIX
JIJLA CMEHBI [TPeICTaBJIEHNI, & TAaKIKe 1A fo0aBJIeHns, POpMaTUPOBaHKA,
(puabTpanyuy 1 IoMcKa 3amnuceli B 6a3e TaHHBIX.

m Brianka Create (Co3gaHne) COIepsKUT MHCTPYMEHTBI, HE0OXOAVIMBbIE JJI
paspaboTku u 1o6aBIeHNA TAOJINLL, a TAKIKE CIIICKOB, (pOPM, OTIETOB, 3aIl-
pocoB 1 makpocoB Office SharePoint 2007.

m Brkuanka External Data (Buernue nauusie) (cM. puc. 9-4) conepskut nH-
CTPYMEHTEI JJId MMIIOpTa 1 sKcropTa nadopmanun B Office Access 2007,
Office Excel 2007, TexcToBble (paiinbl, daiiael XML u gp. Kpome Toro,
3/1eCh PACIIOJIOYKEHbl MHCTPYMEHTHI IJIA COXPaHeHNs JaHHbIX B (hopmaTe
XPS, coopa nadopmanuy n3 3JeKTPOHHOI IOYTHI, a TAaKIKe CMHXPOHN3a -
nuu gauubix co cuuckamu Office SharePoint 2007.

m Brkuanka Database Tools (Pabora ¢ 6a3amu maHHBIX) cOnep:KuUT Gosee
CJIOYKHBIE MHCTPYMEHTHI 171 paboThl C MaKpocaMy, 0TOOPaskeHnA OTHO-
LIEeHNI ¥ 3aBUCUMOCTEl, a TaKiKe aHaJaMn3a, yIIPaBJIeHUA U CUHXPOHMU3A-
LMY MHQOPMAaLVIL

I6 “.J\‘ = = KoHTaKTsl : Baza gaHHbix (Access 2007 (Beta)) - Microsoft Access >
e ©
¥ s _“1 =i Cosgate  |E Mvomm =l ]? 7 Bigenerie - j‘j sh
e B ||x & 4= =1 | 2B Coxpanmre S Opoorpadus a V4 AononnuensHo - =
Bug || Beasws b7 | | O6HosuTs @unstp Haiitn

= = 7 || A& B |2 =ie=| | | X Yaanure - 5 dononmutensmo - | 7 TpUMEHHTE GuasTp

Mpeact... Bydep 06, = Wpndt fa Tekcr RTF 3anuen CopTUPOBKa W PHALTD Haifmn

Puc. 9-4. Bxnagka External Data (BHewwHue fjaHHbIE) COAEPXMT BCE MHCTPYMEHTHI ANs
MMNOPTa, 3KCnopTa 1 c6opa AaHHbIX

HasuraunoHHas naHenb

HoBas HaBuUranmoHHas naHe b PACIIOJIOMKeHa BI0JIb JIEBOTO Kpasa OKHa 6a3bl
JIaHHBIX BO Beex npexacrasiennax Office Access 2007. IIpu oTKpBITUM HABY-
rallOHHOM HaHeJ M MIeJIYKOM Ha HAIIpPaBJIEHHBIX BIPABO CTPEJIKAX OHA 3a-
IIOJIHAET JIEBBIN cTOJI0el] OKHA 0a3bl JaHHBIX, 00ecrieunBas ObICTPHBIN JOCTYI



176 YacrTs Il. 3HakomcTBO ¢ 2007 Microsoft Office System

K Tabauiam, 3anpocam, ordetaM 1 T.J4. (cM. puc. 9-5). HoBasa HaBurammonsasa
maHeJb 3aMeHdAeT okKHO Database (Basa gauubix) u pyuknmio Switchboard
(KomMmyTanmoHHas aHeJsb), IPUCYTCTBYIOIINE B HPEABbIAYIINX BEPCUAX
Office Access. (JImeiiTe B BUAY, YTO KOMMYTAIMOHHbIE TIAHEJIV, CO3/IaHHbIE B
Ka4eCcTBe KOMIIOHEHTOB IT0JIb30BATEJIbCKIX IIPUJIOYKEHNI B IIPEAbIIYIIX BEP-
cnaAx nporpaMmel, PyHKIMOHNPYIOT 1 B Office Access 2007.)

B Puc. 9-5. HaBuraumoHHas naHenb otobpaxaet Bce
Konmarres A TabaunLbl, GOPMbI, OTYETLI, 3ANPOCHI 1 MAKPOCHI, MCMOb-
+5] Coepenna o konTaktax 3yemble npu paboTe ¢ nHdopmaLmeii B 6ase faHHbIX

W2 Cnucok konTakTos
8 Agpeckan knura kowTakTos

,.E Cnucok Tene@oOHOE KOHTAKTOB

Bcnomorarenshbie obbektel &
,.j KoHTakThl

L JononHuTenbHEE CBEAEHMA ...

Ha maBuraumoHHOM nmaHe u 06beKThl 0a3bl JaHHBIX CIPYIINVPOBAHBI Ta-
KM 00pasoM, 4TOOBI MOYKHO OBLIO ObICTPO HAXOAUTHL HYYKHBIE DJIEMEHTHI.
Hanpuwmep, ecan nmeercs tabiauiia ¢ JaHHBIMU O KJeHTe 1 POpMa, T03BO-
JAIad J00aBIATh U MBMEHATh MH(OPMAaIMIO B 3TOM Tabinite, To 0ba dje-
MeHTa OyyT CrpyNIMPOBAHbI Ha HABUTALIVIOHHON aHeJII.

OkHo Home (naBHas)

B 3aBucumocTy or mabsoHa, BEIOPaHHOTO 1A 623kl JaHHBIX, IIPY OTKPBITUN
IPUJIOKeHN A 6a3bl JAHHBIX MOKeT oToOpaskaTbea okHO Home (I'maBHaA). ATO
OKHO COZEP KT OCHOBHYIO MH(OPMAIMIO O JaHHBIX B TeKyIIleil 6a3e faHHBIX.
T'padurn, orpaskaroiye OCHOBHbIE TEHIEHIINI, CIIVICKY, CBA3aHHBIE C COZlep-
SKVIMBIM ¥ 00JIACTBIO IIPVIMEeHEeHN NpuUIosKeHuda (Hanpumep, Active Orders
[AxkTuBHBIe 3akasbl] 1 Inventory to Reorder [Ckyian o1 mOBTOPHBIX 3aKa-
30B], cM. puc. 9-6), orobpaskatorca B okHe Home (I'staBHaA).

OkHa ¢ BKNagkamu

IIpn oTKpBITIY TAOIILT, 32IIPOCOB, OTYETOB ¥ (DOPM JBOIHBIM II[€TIKOM MbIIIIN
Ha HaBUTALVIOHHOJ IIaHeJ, OHYM OTKPBIBAIOTCA B paboueit obaactu (cM. puc.
9-7). Rask b1l OTKPbIBAEMBIN BJIEMEHT 0TOOpaskaeTcA B OKHe ¢ HaOOpOM BKJIa-
oK. OTKpbIBaA BRJIALKY, MOYKHO ITIEPEXOANUTD OT OHIX BJIEMEHTOB K JPYTUM.
YT00bI 3aKPBITH IIPEeLCTaBJEHNE, IIEJKHITE IPAaBOi KHOIKOM MBIV Ha
BrJasike 1 BbIOepuTe Close (3aKphITh).
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‘\ H9-®-)s Bopefi 2007 : Ga3a gaHHLX (Access 2007 (Beta)) - Microsoft Access o= x
i Tnaskan | Cosgamue BHEWHNE JaHHbie  PaBOTa € 6a3aMU AHHLX @
|Gl e = = Cosaats X Mrorn 4l ? V7 Brigenerne + a,
=3 Coxparume %7 Opdorpagua V2 Aononkutensio

see~ | X YaanwTs - [ AononkuTensho ~
3anucn CopTMPOEKE M dHAETD.

&
W | twnep
24

“ NpUMEHUTE GUNETD

AKTUBHEIE 33Ka3b! CKIaK 1A NOKTOPHBIX 3aKa308 BLICTpLIe Cobinin
[T ne - [coeron - Ta - | Kwenr - Tosa - [ aty Availe «
p
Ema? I Moka3ate aanackl
[ Tepmaz 1 Moka3aTe 3aKasel
[ |#mmaz Mokasats knuexTo
g #mA? MokaaaTh 3aKa3sl 4a NpuoGpeTenne
§_ | | #Ama? Moka3aTe nocTaswHios
°
@ || fma? M0Ka3aTs COTRYOHHKOE
= #Ama? .
e Mokaaars [py3ooTNpasuTensii
[ Hma? | |
3 T - OTYeTHl 0 Npofaxax
o « T— »
1,50p.
o
g
g 1000
&
=
5
I 0,50p.
o
0,00p

Pesxum GopuEl | num Logk | ‘
Puc. 9-6. CtpaHuua Home (InaBHas) comepxuT KpaTkuii 0030p aN1EMEHTOB [JaHHbIX

‘\ H9-&- )+ Bopeii 2007 : Gaza AaHHbIX (Access 2007 (Beta)) - Microsoft Access T

Tnaswan | Cosaamme  Brewdneganee  PaboTa c 6asamu gamHei C]
= Cossate = Vs Bugenerne ~ b
=Bl Coxpanuts ‘9 Opdorpadus
OBHOBUTE
scer | X Yaannrs ~ 5 dononmuTensho * 7 Mpumennrs duasTp
Sanuen CopTuposka u GunsTp

£ ¥ fenonsuTensio -
a | owaeTp
)

Knnenmo: v saxassi
LBl Coepenma o sakase

CBeeHNA 0 KAMEHTe New Supplier  Collect Data via E-mail  Add From Qutiook  E-mail List

Crucok 3akazos Kog - | of vima damunua - | Agpecan #i nouTsl - | PaGouniiTenedon - | [MommHocte

CNWCOK KNMEHTOE 1 A HauanbHuk 01
3anacel W 3aKynKu E3 2 NoCTaeWwMK b MapHHa Bonkoea HauaneHKk 01
i) onucs 7 W |Oner [nacHos Mapi
Bl Coeaern o 3akase Ha npnos... 3| [ AHToH gy HEINEARES)
W2 Coeaerms o Tosape 3 8 Koroea < o

l_gﬂDCIEB“lMKK WMHra HemuyeHko HauaneHKk 01
ALH crucok sakasos ke npnospe... 4|Noctaewmk T |Hukonast Opnos MapxeTonor
Nocragwmkn 2 8 MocTaswpk 3 bopuc Cupopoe CoTpyaHuK 01
[E Coeaenus o nocrasupake 9|Moctaewmk U | Napuca Coronosa HauanbHuK o1
JLE Crueox 6 E EBrenmii Xpomos n
Aocraska s |I*
e v Wror] 10
Compyasmicn ¥
Benomoratenshbie ofbektbl ¥
Henasnauennbie obbexibl ES
[leCaTE NepBLIX 3aKa308 N0 Y.,
» ¥ b [ W Her guaspa | [Mowe KX m

Pexun Gopuki | Hum Lock | EEE

Puc. 9-7. OkHa ¢ Bknagkamu no3BosiitoT 0ToOpaxaTb HECKOMbKO 3NEMEHTOB U ObICTPO
nepeknioyaThes Mexay HUMK
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MpocToTa usMeHeHUs Au3anlHa

Hesasucumo ot Toro, kakum o6pasom Oblla co3faHa 6a3a JaHHBIX — C «UNC-
TOTO JIMICTa» WJIM IIOCPEACTBOM PeJaKTUPOBaHNA OJJHOTO 13 II1a0JIOHOB, IMe-
IOLIMIXCS B IIPOrpaMMe, BaM IIoTpedyeTcs 00aBIATE (POPMBI, TabJINITBI M JPY -
I'Vie BJIeMEHTBI, 4T00bI a1anTIpoBaTh 6a3y JaHHBIX II0J] BallM Hy kbl IIporecc
nobaByeHNA 00'bEKTOB B 0a3y SaHHBIX ropas o 6oJiee IPOCT 110 CPaBHEHNUIO C
npeabigymyMy Bepeuamu Office Access. OtkpoiiTe Bkaagky Create (Cosnma-
HIIe), 4TOOBI 0TOOPaA3UTE O AJA CO3LaHNA TabJIIII, CIICKOB, (pOpM, OT4de-
TOB, 3aIIPOCOB ¥ MaKpOCoB (cM. puc. 9-8).

/[:2,,\ %] & Bopeii 2007 : Ga3a AanHbix (Access 2007 (Beta)) - Microsoft Access - =X
- TnasHas Co3parue EHeWwHNe AgaHHBIE PaBoTa € BasamMm AaHHBIX (7]
Tabnmua B wopma (e = 7= (2] Hakneiikm b
K] g v )
5] Wwasnors Ta6anL ~ = Pasaeneritian dopma || = 5 {1 ryeroii otuer = S = —5
KocrpykTop Kowcrpyktop || OTuer Konctpyktop || Macrep  Koncrpykrop Makpoc
[ Crvekn SharePoint = ragauy & Heckonuko snementos T gopm [E Macrep 0T4eT08  grueros || 3anpocos sampocos S
Ta6auuel Popuel OTueTH Apyrue

Puc. 9-8. KomaHabl Ha Bknagke Create (Cozpanne) no3BonsitoT GbICTPO A06aBASTH
3NeMeHTbl B 623y AaHHbIX

Tpwu Bewy, koTopbie cnepyeT onpob6oBaTts B Office Access 2007

IbxoH J1. Bueckac n Oxedd KoHpan, aBTopbl kHUrn «Microsoft Office Access 2007
Inside Out», pekomeHayIoT caenaTb creaytoLlee.

1. M3yuntb HOBOE npeacTtaBneHune Layout View (Pexunm maketa) B Access 2007
Onst GbICTPOro HarNsAHOro reHePUPOBaHMS OTHETOB C UCMOJIb30BaHNEM [aH-
HbIX, MOJly4aEMbIX B PEXVME PeasibHOro BpeMEHM.

2. Onpo6oBaTtb HoByto onuumio Split Form View (PasgeneHHas ¢opma) ans oto-
BOpaxeHuns oaHo YacTn GopMbl BBOAA AaHHbIX B NpeacTaBneHum Single Form
(Popma), a ppyroin — B pexmme Datasheet (Tabnunua). 31a BO3MOXHOCTb O4EHB
BMeYaT/ISeT 1, C APYroil CTOPOHbI, 06neryaeT paborTy.

3. Cpoenatb cebs nobumuem 6yxranTepoB U COTPYAHMKOB, OTBETCTBEHHbIX 3@
BBOZ, JaHHbIX, MOCPEACTBOM BCTPOEHHON (PYHKLIMM N3MEHEHUS LIBETA CTPOK
(Takke Ha3blBaeTCs 9PEKTOM «3€/IEHON CTPOKM») B pOpMax 1 oT4yeTax.

0060 BCeX 9TNX BO3MOXHOCTSX MHOTMME NOJIb30BaTENN MedTanm yXe AaBHO, HO
TOJIbKO celiyac OHW Bblnun peann3oBaHbl B ACCESS.

Cosnanue n coBepLieHCTBOBaHME (GOpPMbI

IIpenmosiosxkum, uTO BaM Tpebyercsa no0aBUThE (POPMY BBOJA INAHHBIX B CIIV-
cok Customers List (Crincox kimenTos). Beiopas Braanky Customers (Kan-
eHTHhl), OTKpoViTe BKJIaAKy Create (Co3ganne) u BeIOepuUTe OOHY 13 KOMAaH],
CBA3AHHBIX ¢ (POPMOI (HamTpuMep, HieJKHUTe Ha KoMaHae Form [Popwmal).
Dopma oTobpasurca B paboueit obsactu npeacrasienus Layout View (Pe-
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JKUM MaKeTa), TJe B Hee MOYKHO BHECTU BCe HeoOXOIMMble M3MeHEeHMA (CM.
puc. 9-9). 3mech TakyKe IPUCYTCTBYIOT KOHTEKCTHbIE KOMAHJHbIE BKJIAKN
Form Tools (Pabora ¢ maketamu ¢popm) ¢ HAOOPOM MHCTPYMEHTOB JJIA Ha-
CTPOIKY (DOPMBI JJIA COOTBETCTBIUA NPEIbABJIAEMBIM TPeOOBAHIAM.

‘/.;g,, I ¥ - © - )5 Bopeii 2007 : 6asa gaHHeix (Access 2007 (Beta)) - b | PaGora < makeTamn bopm ST
o —_— =
fraptan  CosgaWme  BHeWwMe AavHbie  Pabota < 6asamu daHHEx | GOPMATApOBaHME | YnopRAOHTE @
E Calibri - &= rj = @ =-| B 5] 3aronosok =- i’“jl
== = Ji# o
| & 4|11 -S| = L [#] Homepa crparmy ==+ -
B — YenosHoe =0 00 | Cerka Subnema 06aHTs — =
bl — == =2 58 o o [35 55 | o7 g Bamanowan o - oueemnt o || L=l [
Mpegcra... Wpngr Popmatvposame Cerxa SnemenTsl ynpasaena AsTacopmar
Bopeii EPETTTT = 5 | 2] Crmcok no = cnn(uxmmmoa\{ 2| Cnmcok knnerToBL | 5
Knuente: u sakase: S E
B Coeacnna o sakase “=]  CnWCOK KJIMEHTOB
B Csegenma o knnerTe
Crncok sakason |
[
A2 Crmcok kaneHTos " Koa: 28
3anacel W 3aKyNKK ES E
F3 Wnsermapras onucs OpraHnsaumna: Oprasmnzauma ko
CeeasHMA 0 3aKa3e HA NPHOG... damunnaz ‘BEPEZMH
2 CeeaeHua o Tosape Wms: ‘prp

W Crwcox sakasos ma npuoBpe...

Anpec 3NeKTPOHHOI NouThi: ‘

Nocrasuymm 2

[ T — JI0AMHOCTB: ‘HauanuHm 0TAENE CHaBMeHHA

L cnmcox nocrasunkos Pabounii Tenedon: ‘(123):155,73549

Aocranka
Orueten

Corpyammicn

Benomorarenbhbie obbexTsl

» el |«

Henasnauentbie 06LEKTEI

B Aecat nepssix sakazos no

£

Zanmce: 4 41129 | b M OB ] MNovck [« m ] ¥
Pexam makeTa Num Lock | =k

Puc. 9-9. Hoeas dopma pobasneHa B npeactasneHne Layout View (Ctpyktypa)

Mcnonb3oBaHue npeacraBneHnsa A HeMeAJIeHHOro
BHECEHUS! U3BMEHEHUN

IIpencrasienne Layout View (Pexxum mMakeTra) — 5TO CPeACTBO, (PYHKI[MO-
Hupyoiee o npuHInIy WYSIWYG (4To BUANM, TO 1 ITOJIy4aeM), ITI03BOJIA-
€T BHOCUTD M3MeHEeH)A B (OPMY MV OTHET U HeMeAJIEHHO BUIETh Pe3yJIbTaT
BHECEHHBIX M3MeHeHMI1. IIpy HeoOXoaMMOCTY MOYKHO IIEPENTH B IIPECTAB-
aenne Layout View (Pesxum makera) ¢ moMomisio KHOIKY View (Bupn), BbIO-
paB B HeM KoMaHAy Layout View (Pesxkum makeTa). DjieMeHTbI B Ta0JIMIIe M
dopme cTaHyT BBIIEIAEMBIMI; X MOKHO IIEPETACKMBATh B HOBBIE MECTA Ha
CTpaHMIle, PEJAKTUPOBATh COLEPIKIIMOE 11 pa3MellleHlle METOK I VIMEH II0-
JIell, a TaK’Ke M3MEHATh (POPMaT M MHTEPBAJIbI 3aTOJIOBKOB, pas3fienTeei
CTPOK, JIOTOTUIIOB ¥ APYTUX 3JeMeHTOoB (cM. puc. 9-10).
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X

Add From Qutlook  E-mail List

m Hog - | Oprat - Hma v | ®amunuA - | ADpec 3NeKTPOHHOW NouTel ~ | Pabouwni TenedoH -
[ @ Opr. 10 |ApTyp Bepe3nH (123)456-7890
25/ Opranm3auma L | Ceprei Bopucos (123)456-7890
17 Opranmzauma C | Ouaun BamuH (123)456-7890
2| OpraHusauma b | puropmid BepHbii (123)456-7390
12| Opranm3auma M | BUKTOp BonoguH (123)456-7890

Puc. 9-10. MNpeacTasnenue Layout View (CTpykTypa) no3BoasieT BHOCMTb 1 NPOCMATpH-
BaTb M3MEHEHMs B OT4YETE UK hopme

~N
HoBoe casoeHHOe nNpeacTaBneHue Gpopmbl

Tenepb B OLHOM 1 TOM Xe€ NPeACTaBNEHMM MOXHO paboTaTb C JaHHbIMU 1 C Gop-
moi. LLlenkHyB Ha komaHae Split Form (Pa3peneHHas dopma) Ha Bkiaake Insert
(BcTtaBka), MOXHO 0TO6pa3uTb GOpMy B HUXHEN YacTu npeacTtasneHms Layout
View (Pexum makeTa). B a1y popMy MOXHO BBOAMTbL MHMOPMaLMIO, KoTopas Oy-
[eT aBToMaTU4eckn 00aBnsTbCa B TabnyLy B BEPXHEN YacTn OKHa.

Dia) = ¥ - © - ) * Bopeii 2007 : 6a3a panHbix (Access 2007 (Beta)) - b | PaGora ¢ makeTamm Gopm =
Y —
naskan | Cosgamue P R e @
A Tamua @ [Evopma Hakneiikn ﬁ @ a
Wabnonsi Tagmmy - == PasneneHias bopua £1 Nycroii otwer )
K 2 on 2 Macrep K Ma
oncTpyKTO) oncrpyKTol et oncrpyKTol crep Komarpykrop Makpoc
[0 Cruckw SharePaint ~ ,as'ﬂu ® || = Heckonbko anementos =} q,u";,, " =] Macrep otueros e mpa(:,, ,ar,::mp i
Tabanus: Gopuel Oruers Apyrne
Bopeii = « ||i=E] B E =3 ==] Cnncok kanenTosl
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JEBl Crucok sakasos | Kom: 28
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JEBl  WmBertaphas onnes @amunua; |EEPE‘“‘"
2 Coepenun o sakase Ha npuOG.. Mma: [aprye
A Coenerun o Tosape Afpec 3NeKTPOHHOI NouTBI: |
8 Crucor saxases v nprospe... [LlonsHocts: |Hsuanwmk o1aena cHaGmenuA
Mocrasuyki 2
T Coeasmn o nocrasusme PaBoumii Tenegon: [(123)456-7890
S Cnucor nocrasuwikos
) v It m ] >
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[ v || |28 Opranmsauws b Gepesnn Apryp Hauanbuk oTAena cHab (123)456-7830
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Henasnauennsie obveran % || 117 Opranmsauws ( Bawun ©unnn OrgeTcTBeHHbIA (123)456-7850
Aecsm nepoeicsaxasos o op.. || |2 OpraH3auwa E BepHbiii Tpuropuii OTeeTcTBEHHbI (123)456-7890
| 12 Opranmzauwa | Bonogux Buxrop HauanbHuk oTaena cuab (123)456-7830
HE Oprauuzauws ) BpoHckuii  10puii OtseTcTBEHHbI (123)456-7890
| 14 OpraHm3auws ( (OpHOKEHKO  [IMMTUA COTpyaHUK OTAENa cHab (123)456-7830
10 OpraH1zaumna t Mpaues HHRonaH HauanoHUK 0TAeNa cHab (123)456-7890 b
3anues H 4 > M b | W Her guabtpa
Pesxu makera | NumLogk | I

- J
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[lo6aBneHue Tabnuuy

Pabora ¢ rabmmuamu B Office Access 2007 Takske Oblya ynpoleHa. Ternepb
MOKHO CO3/1aBaTh TabmITy ¢ momotbio Briaagku Create (Cozganne); mpu 9ToM
MOJKHO BBIOpATh CaMOCTOATEJbHOE CO3JaHMe TaOJIUIBI, MO0 C IIOMOIILIO
mrabsrona Tabsmiet (Contacts [Kouraktei], Tasks [3agaun], Issues [Bompocsi],
Events[Cobbrtua] nnm Assets [OcuoBubIe porzbl]). [Tlabson Tabniib: comep-
SKUT I10J1A, HamboJtee ob011e AJ1A BhIOpaHHOro Tumna tadbanusl. Hanpumep, econ
coznaetrcsa tabauna Contacts (KoHTaKThI), B HEl Oy Ay T IPUCYTCTBOBATE CTOJI-
o111, First Name (VMma), Last Name (Pamunusa), E-mail (Axpec sa1eKTpoH-
Ho1t mouThl), Job Title (osKHOCTD) U T.1I.

ITpu Be1GOpE KOMan bl Table (Tabauna) u 3atem nyukra Table (Tabania)
OTKpbIBaeTcs HoBasA BKIagka Table (Tabismnia) B npencrasienun Datasheet
View (PesxkyuM Tabinifbl), B KOTOPOM MOYKHO HEMeJJIEHHO HauaTh BBOJ MH(OP-
Manuu, 6e3 HeoOX0IUMMOCTI HacTpanBaTh TuIkl faHHBIX. Office Access 2007
aBTOMAaTHUYECK! PACIIO3HAET TUII JaHHBIX.

[lo6aBneHue noneu

Cawmpblit mpocToii criocod nodaBuTs mose B Office Access 2007 — HauaThL BBOJ B
rocsiegHeM cToJiOie. JIBask bl II[eJIKHUTE Ha 3aroJIOBKe, YTOOBI IIPUCBOUTH
TIOJIIO VIMAL.

YT00bI MCIOIH30BATE HIA0JIOHBI IT0JIEN, TPUMEHAEMbIX B APYTUX Ta0Jm-
nax may mabJsoHax TabJsuiy, oTkporiTe obisacts 3anad Field List (Crimcox mmo-
Jeit). Obsacts 3amau Field List (Comcok mosieit) 3amelriaeT MHCTPYMEHT BbI-
Oopa moJiel 1 mpeicTaBIAET I0JA U3 APYTUX Tabisui] B 6ade qaHHbIX. [IpocTo
IepeTalTe Hy KHbIe II0JIA U3 CIIMCKAa B pefakTupyemyto Tadsmniry, u Office
Access 2007 aBTomMaTH4ecKM co3pacT Heobxonumble cBA3U. COOTBETCTBYIO-
masa KkomaHga Haxoautcesd Ha BrIagke Create (CosmanHue) B KOHTEKCTHOM
BrJasike Form Tools (Pabora ¢ maketamu popm) B Habope komang Controls
(DaemenTs! ynpassaennus). Beibepure Add Existing Fields (lobaButs cyre-
CTBYIOIINE 110J15), 4T0ObI 0TOOpasuTh crncok Field List (Cnmcok mosieit) (cm.
puc. 9-11), u robaBbTe Hy KHbIE [10JI, [IEPETAIMB UX B TAOIMITY.
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(0|l = © - ) bopeii 2007 : 6a3a AakHaix (Access 2007 (Beta)) - I | Pagota ¢ makeraum popm T
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3ammes M 4 (11329 | b M ki | K Her dunepa | [Monce 4 > = sanmcein
Pesin MakeTa | NumLock | ==

Puc. 9-11. [lJo6aeneHne noneii B Tabnuuy ¢ nomolbto cnucka Field List (Cnucok noneit)

~

NMpumeHeHue TemM

B Office Access 2007 ecTb 25 HOBbIX NPOdECCUOHANBHO pa3paboTaHHbIX TEM,
KOTOpbIE MOXHO NPUMEHATb K dopMaM 6a3bl AaHHbIX A MPUAAHUS UM 3aKOH-
yeHHoro Buaa. MNpu otobpaxeHnn dopmebl B npeacTtasneHmn Layout View (Pexunm
MakeTa) B NpaBoi HacTu NOJIb30BATENLCKOro MHTepdeica oTtobpaxaeTcs rane-
pes Quick Format (ABTodopmar). HaBeaute ykasaTenb MbILLW HA TEMY B ranepee
Quick Format (ABTodopmarT), 4TOObI NPOCMOTPETL TEMY; BbIOPAB MOAXOASALLYIO
TEeMy, LLENKHUTE Ha Hel, 4TOObl MPMMEHNTb ee K 6a3e JaHHbIX.

\_ J
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Il 9 - © - )% Gopeii 2007 : Gasa aarHeix (Access 2007 (Betal) - b | PagoTa c Makeramm popu
FrasHas Cospanue BHEWHWE AaHHEE  PaBOTa € 6a3aMi AaHHEIX DopMaTHPOBaHME
El Calibri -|A | @ = 5 3aron
—=1 || G -[& | = & Homep]
g (et = I [ N E =
Noeacra... Wongr Sopnarnpasarine Cerxa
Bopeii - « fnassan | =] Crmcoxsakasos | 2] Crucok nocrasumkos | |
Knunentbt v 3akasbl £

A= Ceeaennn o saxase
JEl Ceeaenna o knuenTe
JFH Cnmcok sakazos

A Crucok knmenTos.

3akasbl Ha npuobpeTeHne

HoGaBiTe HOEY!D 3aRYTIKY.

¥nopagouuTs

Crncok

N¢ ~ | CoctoAnme ~ |MocTaswmk ~ | Wroro -

148 OTnpaeneHo | MOCTABWMK J

3anace: v saKynKm x
JE Wnsentapras onucs

JE Coeaetun o sakase Ha npuos

A2 Ceepenwa o Tosape

A=l Cnueox sakasos Ha npuoBpe...

147 Otnpaeneno |Moctasumk 1
146 OTnpaeneHo |MNoCTaBWHK B
142/ Vreepiaeno | Nocrasumk 3
141 YreepxaeHo MNOCTABWHK 3
140 Vreepiaeno | Nocrasuyuk E

Mocrasuykm 2
A= Ceeaennn o nocrasumke

JE Cnucor nocrasupkes

111 Yreep. n A
110 Vreepiaero | Nocrasuyuk A
109 Yreepiaero | Mocrasumk 5
108 Vreepiaero | Nocrasuyk B

Jloctanka

107 Yreepiaero | Mocrasuys A

Omaers

106 YTBepiaeHo | MocTasuwuk E

Corpyammxn

Bc Gt

105 Yreepiaero |Mocrasuyms [

104 p: n 3

Henasnauenubie obbenTol

2 o]« |« |«

£ Aecars nepeex 33kazos no

103 Yreepiaero | Nocrasuymk 6
102 YreepxaeHo MoCTaBWHK A
101 Yraepiaero | Mocrasuymk A
100 YreepxaeHo MNOCTABWHKE
59| Vreepmaeto | Mocrasumk A

Ornpaeneto -
1040,00p. | AHapeii Tamkix | -
1560,00p. | Anapeii Fnagxux
3 960,00p. | AHApeW Mankux
13,50p. | AHaperi Fnagkix
187,50p. | AHapei Magkux

| Macrep asTomatiueckoro opMATHPOBAHMA..,

90,00p. | Auppeii Tnapkmx
500,00p. | Anape#i Mnagkmx
8500,00p. | Eeremmii Kynmkos
175,00p. | Mapua Ceprietsc
750,00p. | Mapua Cepruetixc
3 000,00p. | Bagum Kopenus
1300,00p. | Cepreii Knumos
1500,00p. | Cepreii Knumos
350,00p. | OnuA MnbuHa
70,00p. | K0nwA Unbua
10 200,00p. | KONMA MnbKHa
400,00p. | Auapedi Mnapsmx
1.000,00p. | AapbA Monkosa
10 200,00p. | Esresuii Kyankos

P
31.03.2006 Anapeii [nagkm)
24.03.2006 Anppeii Fnagum|
24,03.2006 Anapeii [nagum|
24.03.2006 Anapeii Fnagum|
24,03.2006 Anape [nagum|
24.03.2006| AHapeii Fnagum|
24,03.2006 Anapeii [nagum|
24.03.2006 AHapeii [nagxm|
24,03.2006 Anape [naguw|
24.03.2006| ARApeii TNankKs)
14.01.2006 Anapei [nagum|
14.01.2006| AHApeii TNanKKs)
14.01.2006| AHapei Mnagum|
14.01.2006| AHADER [NANKKS

8
3anmnce: M

n
L1025 |0, 00| Hergmaenpa. | [Doiex \

E | 1400.000,  Mapua CenreHke
4

04.04.2006
04.04.2006

PEXUM MaKeTa

| Num Lok |

BBoz, NpoCcMOTP U pa3BepTbiBaHMe AaHHbIX

C NMOMOLLbIO HOBbIX FMMOKUX BO3MOXXHOCTE

Metopsp! cbopa mauabix (v Tunb! gaHubix) B Office Access 2007 6b1m1 pacim-
penbl. B nanHOM naparpade pacckasbiBaeTcAa 0 HEKOTOPBIX BO3MOMKHOCTAX,
KOTOPBIE MOYKHO MCIIOJIb30BaTh JJIA BBOAA, 10OaBIeHNA 11 paboThI C JaHHBIMU

B Da3e JaHHBIX.

BbiOop paartbl ¢ nomouwbio kHonku Calendar (Kanenpapb)

Teneps KakAbBI pa3 npu pabdbore ¢ gatamu B Tabauite mau gopme Office
Access 2007 mosxHO moarb3oBaTheA KHOMNKO Calendar (Kasnennaps) ni1s BbI-
b6opa matel. Haskmure kHonky Calendar (Kasengaps), ¢ HOMOIIIBIO CTPEJIOK
BbIOEpUTE HY KHBI MECAI] M YKaKUTe JaTy. S3HaUeHNe JaThl OyaeT nqobase-
HO B popMy 1 Tabauiry, Kak IIoKa3aHo Ha puc. 9-12.
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[ CEgAEHWA O 2aKaze Ha V'I[’Jl-IlejpeTEHl-ID_

YTBEpHKOEH!
MocTaewmr ||'|QCTEE||_|_|'V|K'£|| v| PacuyeTHan gata ﬁ

= 4 Oxtafpo 2006

C03aaHo |Cepreu KAUMOB v| [lata coanaHua nEcuncas

OTRpaBneHo |Cep|’eﬁ KAUMOB v| [laTa oTpaskn 252627282930 1

2345678

YTeep#ieHo |AH,n,peF| rnagrux v| [ara yTeepxaeHns 910 1112 13 14 15

16§17 18 1920 21 22

[P O NoKY |I" W Hacwn”f‘ [ | 232325627282

3031 12 3 45

Toseap - |K0n| - |CTOMMOCT - |HTOTOBEH u -
PaBuoan v 100 15,00p.| 1500,00p.

o |
[Zanuce 4 < 1e1 | b W b [N Counetpom | Movck I

Puc. 9-12. Ucnoneayiite kHonky Calendar (Kanexgape) ans no6aenexus aar B Tabnuuy
unu Gopmy

PaGoTa ¢ MHOro3Ha4yHbIMK NONSIMU

HekoTopsie moJis npegycMaTpuBaiOT Pl BO3MOMKHbBIX 3HAYEHU, a He abco-
JIIOTHBIE BeJNYMHBL JJIA 0JIeil, KOTOpbIe JOJIKHBI 0TOOpakaTh 3HAUEHUA
TUTA «KaK ..., TAK U ...», & HE «VJIA..., VJIA...» MOKHO MCITOJIb30BaTh UX Pa3HO-
BUJIHOCTb, IO PIKMBAIOIIYIO COCTaBHbIe 3HaYeHusA. Hanpumep, MHOTO3HA U~
HbI€ I10JI5 MOYKHO MCIIOJIb30BATh [IPU HEOOXOAMMOCTHM OTPaKeHnsa paKTa mo-
KYIIKU KJIMEHTOM JIBYX MJIM 00Jiee TOBaPOB U3 KaTaJora. B MHOrO3HAYHOM I10J1e
00a aJ1eMeHTa MOTYT IPUCYTCTBOBATH B II0JIE KAK JIETUTUMHbBIE 3HAUYEHIA.

daiinoBbie BNOXeHUN

B Office Access 2007 pacipeHbl BO3MOKHOCTH IT0 cOOPY JaHHBIX; pedb UJIET
0 HOBOM THUIIE IIOJIeN JJIA BJIOsKeHuMit. K 3ammcy MOKHO IpUCOeqMHNUTE 1300-
paskeHue, JOKYMEHT My paboumit mcT, 4TOObI IPELOCTABUTD AETAJIbHYIO
MHQOPMAIVIO O KOHKPETHOM I10JIe. JIBOIHOI! II1eII0K Ha II0JIe BJIOYKEHNU OT-
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kpbiBaeT OKHO Attachments (BioskeHnns), B KOTOpOM ¢ ToMoIbi0 KHOnky Add
(Jo6aBUTBH) MOKHO TPUCOEOVMHNTD HYKHBIN (haiii (cm. puc. 9-13).

BroseHuA

BRomeHA (0TKPEITHE - AB0AHOIN LWENYoK)

1l 5716301118_frontcover.jpg

COXpaHWTb KaK...
CoXpaHWTb BCE...

[ OK ] [ COTMeHa ]

Puc. 9-13. Ucnonb3yiite HOBLIA TUM JAHHBIX «BNOXEHUE» A4S NPUCOEAMHEHNS DANNOB K
3anucsm B Tabnuue Office Access 2007

PaGoTa B HOBOM NpeacTaBNeHUm
Report (OTyer)

Hexoropeie dpyurmun B Office Access 2007 obiserdaroT co3saHme OTUETOB.
ITnpoxnit BEIOOP MHCTPYMEHTOB IIOCTPOEHUA OTYETOB IIOMOTraeT OCyIIeCTB-
JATH cOop M 0TOOpaKeHMe CTPOro TeX NaHHBIX, JJIA KOTOPBIX HEOOXOIVIMO
cocraBuTh otueT. [IlenxkunTe Ha Bryianke Create (Co3ganme) v BbIOEpUTe HY K-
HYI0 KOMaHZy B Habope komany Reports (OTuets), Hanpumep, Report Wizard
(Mactep oTueToB). MacTep OTUETOB BBIIIOJIHUT CO3JaHMe OTHYeTa; KOMaHIa
Report (OtyeT) 0TOOpa3UT IPOCTOI OTUET C IOMOIILIO BBIIEJIEHHON B JJaH-
HBIJ MOMeHT Ta0JsmIibl. YTOOBI COCTaBUTE CBOJ COOCTBEHHBIN OTYET, BEIOEPYI-
Te Blank Report (ITycroii oT4er).

ie=| |2| Hakneiikn

f_| Mycroii otuer

OTyeT KoHcTpykTOp

E\ Macrep 0THETOE  gryetog

OTueThl

Ilocne cospmanusa oruera KoHTeKCcTHAsA BKJIagka Report Tools (Pabora ¢
MaKeTaMl OTUYETOB) MPEAJOMKUT TPU JONOJHUTEJbHBIX Habopa OIImii:
Formatting (Popmatnposanne), Layout (Ynopanounts) n Page Setup (ITa-
pameTpsl cTpanuisl). C X IOMOIIBIO 3TUX ONLMII MOKHO 00AaBJIATH I0JI,
0TOOpasKaTh M CKPbIBATH Pa3JIMYHbIE DJIEMEHTHI, POPMATUPOBATD U YIIOPS-
A04YMBAaTDhb JaHHbIE, a TaKMe HaCTpaBaThb I'DAaHUIBI, BbIpaBHMBaHME U I1apa-
MeTpbI meyaTu (cMm. puc. 9-14).
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(o) \H 2 -~ *  Bopeii 2007 : 6a3a AakHLIx (Access 2007 (Beta)) - b | PaoTa ¢ MakeTamm oT4eToB
)
Tnasran Cosgarue BHewrne gannbie PaGoTa ¢ Gazamn gaHHEX BopmaTpoBanie ¥nopagounte
 Tag, P . _ I Z

8l & cronénk

MapameTpe crpanHL

= E3- [ 21| 3l no npasomy kpaw 1t no mknewy kparo || BeGpaTe pasmep Ha nepeannii Ha sagnnii || Crparmua
22l Yaanute No AaHHEN nnak cEDiicTE
Maker anementa E anemerTa Nonoxenue Cepsuc
Bopeii ard| < ‘ ==] Crmcor nacrasuwikos | [“Z] Crvcok 3akasos Ha NpHOBPETeHMe | —5] CRAVMCOK KAWEHTOS {H Cnmcok knuenTos

Kaenmei  saxase: ~
JE Coenenus o sakase
W= CeeasHma o kaneHTe

2 Crucox sakasos

JE Crucok kinertos

3anace: w sarynm =
W= VMkeeHTapHaR onnes

L Csepenma o sakase Ha npuos...
L= Ceepenma o Tosape

L=l Crucok sakasos Ha npuospe...

Nocrasumin S
22 Caeperia o nocraswpnke

W= Crucok nocrasumkos

llocraska

Oruers:

[ |

Corpyanuin

W=l Ceepenma o cotpyarmkax

W= Crucok cotpyarmkos

Bcnomorarenshbie ofbexbl

Henasnauennbie 0bbeKThl E3

EF Aeess nepsbix 3akasos no ...

=

OpraHMzaLyuA
OpraHuzaumna A
OpraHMzauyMa B
OpraHuzaumna B
OpraHusaumal
Opranmsauma [
OpraHuzauma E
OpraHMzaLyuA K
Opranmsauma 3
Opranmzaumna M
OpraHMzaLya K
Opranmsauma
OpraHuzauma M
Opranmsauma H
OpraHusauna O

OpraHusauna N

a
Crnucok KaneHToB

QamMunuA
KocrepuHa
BepHbIi
Eropos
OMenbyeHKka
Mecouwui
Wawkos
BpPOHCKHH
MogxonsuHa
Epémenko
paues
Opexos
BonoauH
TymaHoB
TFOpHOMKEHKO

CanumsaHoBa

17 okTAGPA 2006 T

vima
Onera
TpHropuii
Bnagummnp
CeeTnaHa
Cranucnas
Pycnax
Opuii
ExaTepuHa
Anexcein
Hukonaii
Anekcei
BukTop
AnexcaHap
AmuTpri

LwnHa

12:09:36,

-

PEXHM MBKETa

Num Lock

»
[ EIEE

Puc. 9-14. KoHtekcTHas Bknagka Report Tools (PaboTa ¢ MakeTamu OTYETOB) COAEPXUT
6onbLLOi HAbop oMLK OTYETOB

€T OTCNEXNBATb UBMEHEHUS B NONAX MAMATOK. Tenepb MOXHO HACTPO-

Q CoserT. Eule oanH HoBbIM TN gaHHbIX B Office Access 2007 no3sons-

uTb Office Access 2007 Ha COxpaHeHne NCTOPUM BCEX UISMEHEHUI MONS
Memo (lMNamsaTka); 9T0 No3BOAAET NpocCMaTpPUBaTb NCTOPUIO BHECEH-
HbIX NBMEHEHU.

YnyyweHHaa 6e30nacHOCTb

Teneps Py OTKPBITHUY IpUJIOsKeHNs 6a3bl JauHbIX B Office Access 2007 mpo-
rpaMMa aBToOMaTudecku cBepset ero co cuuckoM Trusted Publishers (Ha-
JlesKHBle M3JaTeN) A ollpeiesIeHIA TOro, IIpeicTaBisaeT Jau (paiii IoTeH-
LIMaJbHYIO yIrpo3y 0e30MIacHOCTM NaHHBIX. Ecim aiiya comepskuT Makpoc,
JIOIIOJIHEHIe, dJIeMeHT ynpabieHua ActiveX mim uHoe pacliupeHune, ycra-
HOBJIEHHOE JIMIIOM MJIM OpraHmsalueil, oTcyTcTBylomnieil B cuucke, Office
Access 2007 oTrJII049aeT IporpaMMy 1 0TOOpaskaeT Ipeaynpexaenne ob yr-
pose 6e3onacuHocTy Ha maHesu Document Action ([eiicTBuA JOKyMeHTa) HE-
IIocpenCcTBeHHO HaJ paboueli odsmacTthio Office Access 2007 (cm. puc. 9-15).
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‘@D H92-®-)+ Bopeii 2007 : 6a3a AanHLIX (Access 2007 (Beta)) - Microsoft Access _mx

a

= fraenan | Cosganme BHewHne ganHsie  PaGoTa  6a3aMn AaHHED
— iy " < Cos, . A vz Y -
= & =) ‘@ =i Cosgare I Wrorm I Brigenerine ﬁ b
= S ||xo&w||E = F| . =B Coxpanure %7 Opdarpadua Al 7 flononsmrensHo

Duastp Haiiti

A
.73 "7 MRUMEHNTE GINETD

By Bcrasnte b, QEHoEMTE
= 7 A B =) g (S e B flomanhierencia

Mpeacr... | Byep 06... & Wpudr Texcr RTF anuan CopTuposka n duasTp Haiitu

@ Npeaynpexacnme cncremui 6e30nacHoCTM  HacTs COAEPRUMOTD Ga3bl A3HHBIX OTKAIDHEHS Mapauerpsi

Puc. 9-15. NpeaynpexnaeHue 06 yrpose 6€30nacHOCTH COOOLIAET O TOM, 4TO B daiine
€CTb COAEPXMMOE, CO3AaHHOE NINLLIOM U KOMNaHWeNn, OTCYTCTBYIOLLE B cnncke Trusted
Publishers (HapexHble nparenu)

Yrobbl 1obaBuTh Koro-smb0 B crimcok Trusted Publishers (Hamesxkubie
U3aTesn), He0OX0AMIMO IMEeTh BO3MOYKHOCTD IIOKa3aTh, UTO IIPOEKT OBLII IO~
mcaH pas3paboTYMKOM ¢ AeiCTBYIOIIel, KOPPEKTHON 1P POBOI ITOAINCHIO,
1 9TO 9Ta MOAINCH OblLIa 3aBepeHa IIeHTpoM cepTuduranymu. Beibepure Trust
Center (IIenTtp noepusa) va naneau Document Action ([elicTBua JoOKyMeH-
Ta), 4ToOBI 0T0Opas3uTh okHO Office 2007 Trust Center (IlenTp ynpaBieHns
OesonacHoOCThIO) 1 IpocMoTpeTh crincok Trusted Publishers (Hanesxubie nz-
narenn). Takske MosxkHO BbIOpaTh Enable Content (BriarounTts comepsxumoe),
4T00ObI 0TOOPa3uTh guaJsorosoe okHo Trust In Office (Ilapamerps! 6e3omac-
Hoctu B Office) (cm. puc. 9-16) 1 1pm HeOOXOAUMOCTY OTKJIIOYUTH IPOBEPKY
COZEPIKIIMOTO.

[NapatseTpb GezonacHocTH Microsoft Office

@ Onosewedne CHCTEMBI be3onacHocTH

Makpoc VBA
MoTeHWMaNEHD ONACHOE COAEPHMMOE 3TOM Ba3bl AaHHLIX OTKMIOHEHO.,
Ecnu copepsimoe 3Toi Ga3el AGHHBIX NONYHEHO M3 HAAEKHON0 MCTOMHMKE, HEMMUTE

KHOMKY “Pa3PELWMTL 3TO COAEPHMMOE”, HTobbI PASPEWNTL 3TO COAEMHMMMOE TONLKD B
AEHHOM CEaHCe,

Buumanne! He yaanocs onpefeniTb Ha[eMHOCT b HCTOUHHKE 3TOro

coAep¥uMoro. PEKOMEHYETCA OCTABHT b 3TO COf oT
33 UCKNHYEHHEM CNYYaEes, KOrAa Cof 6
KPHTHYECKYHD dy b W Bbl JOBEPAETE Er0 HCT V.

[oNonHUTENbHEIE CBEAEHUA
MyTe K dainy:  C:\Documents and Settingsjunior Mon gokymeHTe\Bopeit 2007.accdb

(&) YCTEHOBMTE 3EWMTY 0T HEMSBECTHOMD COAEMMMMOrD (DEKOMEHAYETCR)

() BKMOUMTE 3To COREWIMOE

OTKDbIT UEHTD YNDAENEHWA BesonacHocTo | oK | [ OTnera ]

Puc. 9-16. [uanorosoe okHo Trust In Office (MapameTpel 6e3onacHocTu B Office)
MO3BONIIET OTKPbITb AOCTYN K COAEPXMMOMY, NOCTYNaloLLEMy 0T u3aaTeneit,
He BKJTI0YEHHbIX B cnucok Trusted Publishers (HagexHble npatenu)
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COGop AaHHbIX NOCPEACTBOM 3JIEKTPOHHOM
noyThl

COop naHHBIX, HEOOXOAMMBIX JJIA IIPOBENIEHNA MCCIIeI0BaHNA B PAMKAX OIl-
pellesIeHHOTO IPOeKTa, MOYKeT OKa3aThCA TPYAHOM 3agauell. 3alpochkl Ha BBO,
JIaHHBIX [10JIb30BATEJIAMIY MOTYT ObITh CJIOKHBIMY VI 32aHMMATh MHOT'O BpeMe-
HIY; OyIb TO aHKETHI, OTIIPaBJIAeMble «OyMasKHOI» IIOYTOM, (hailibl, Ipucoe-
JVHSAEMbIe K COOOIIEHNAM DJIEKTPOHHOI II0YTEI, UJIV IIPeJIOKEeHe PEeCIIOH-
JIeHTaM IIeJIKHYTb Ha CCBIJIKE J OTKPBITH BAlll CaiiT — B JIIOOOM ciydae
Heo0X0MMO MaKCUMAaJIbHO YIIPOCTUTD IIPOLIeyPY 3aIIMCY OTBETOB II0JIb30-
BaTeJIell, YTOOBI OHM CMOIJINM CeJaTh HeOOJIbIIIOi TIepephIB B CBOEM IIJIOTHOM
rpaduke paboThel 1 OTBETUTH Ha BOIIPOCHL.

B Office Access 2007 noaBuiach npekpacHas PYHKINUA, II03BOJIAONIAA
OTIPAaBJIATH (POPMBI 110 3JIEKTPOHHOI IT0YTE, YTOOBI PECIIOHIE€HThI MOTJIV ITPO-
cTo HaYKaTb KHONIKY Reply (OTBeTnTh), BBECTM OTBETHI B (DOPMY 1 OTIIPABUTh
ux obpaTHO. BBO#MIMBIE MM TaHHBbIE BCTABJIAIOTCA B COOTBETCTBYIOIIYIO Tab-
auiy B Office Access 2007 cpa3y no ux noctymyieHnun B nanky Inbox (Bxona-
1111e), YTO B 3HAUNTEJIbHO CTelleHl 3KOHOMUT BpeMA U CHMYKaeT BePOATHOCTb
oImMOOK IIpY BBOJIe AaHHBIX, KOTOPBIE MOT'YT OBITh IOIIYIIIEeHbI IIPY BBOJIE BCEX
OTBETOB BPYUHYIO.

Orkpoiite Braanaky External Data (Breminne nanaele) u Belbepure Ko-
manny Create E-mail (Co3gats cooOliieHne 3JeKTpOHHOI mouThl). MacTep
BBIIIOJTHUT CO3JlaHle DJIEKTPOHHOr0 coobiennsa ¢ HabopoM maHHbIX. Jljia mc-
II0JI30BAHMA HTON (PYHKLMM HeoOxoayuMo Hasy4ne rmporpamm Office Access
2007 n Office Outlook 2007. Takxe MOKHO JMCIIOJIb30BaTh IPOrPaMMy
Microsoft Office InfoPath 2007; Tem He MeHee, cylIIecTByeT BO3MOXKHOCTb
BBIOOpA Mexay ucnonbzoanueM popmbl HTML 1 popmer InfoPath (cm. puc.
9-17). YTo0BI Bally IIOJIydaTe M UMV BO3MOMKHOCTD IOCTYIIA U UCIIOJIb30-
BaHMA OTIIpaBJsieMoli popMsl (ecsn BbiOpana dopma InfoPath), Heobxomu-
MO, 4TOOBI Ha X KOMIIBIOTEPaX TaKsKe ObLIIM yCTaHOBJeHb!I TporpaMmbl Office
Outlook 2007 n Office InfoPath 2007.
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Puc. 9-17. Coop nHdopmaumn nocpeacTBOM 3NEKTPOHHON NOYTHI: CKUSIHWE COOOLLIEHMS
3NeKTPOHHOM nouThl ¢ AaHHbIMK Office Access 2007

YnpouieHHoe pacnpocTpaHeHne AaHHbIX
¢ nomoubio cnuckoB Windows SharePoint
Services

PyxkoBomcTBO KOMIIaHMII, B KOTOPBIX MCIIOJb3yeTcAa mpoaykT Microsoft
Windows SharePoint Services (kommiorerT Windows Server 2003), 3HaT,
HaCKOJIBKO Ba’KHO MIMETb BO3MOKHOCTb XPaHUTb, PACIIPOCTPAHATh, pe3ep-
BMPOBATb U YIPaBJATb AOKYMEHTaMM U JaHHbBIMM Ha canrtax Windows
SharePoint. Teneps B Office Access 2007 peannszoBaHa MHTerpanusd
SharePoint ¢ npogykTom Windows SharePoint Services, nmocpeacTBoM Ko-
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TOPOJ MOYKHO [TIepeMeIaTh JaHHbIe 13 JIOKAJIbHOT0 XpaHuianina B Windows
SharePoint Services. 9To obecrieunBaer nBa criocoba yrrpaBeHNA JTaHHBIMMA:
MOSKHO J100aBJIATh/PENaKTUPOBATD JaHHbIE HEIIOCPEJICTBEHHO B CPeJie K-
enra Office Access 2007, nym ncroab30BaTh MHTEPQeric bpaysepa Windows
SharePoint Services. Kpome T0Or0, MOYKHO TaKsKe OTCJEKMBATD JIIOOO CIIM-
cok B Windows SharePoint Services, orkpsis ero B Office Access 2007, rne
MO3KHO co3naBaTb 00bekThsl Office Access 2007, obsamaromye MIMPOKMIMU
BO3MOMKHOCTAMM (Harmpumep, popmbl 1 oTueTsl). B Office Access 2007 Taksxe
MOMKHO pa6OTaTb C JaHHBIMI B aBTOHOMHOM pPeMK1MMe BO BpeMdA ITOE3AKN U 11PN
cJenyIoIeM MOAKJIOYEeHN K CeTU CUMHXPOHM3UpoBaTh caiit Windows
SharePoint.

UHTepBbIO C COTPYAHUKOM «KyxHU» 2007 Microsoft Office System

Mop Xe3u, pykosogutens npoekrta, Microsoft Office 2007

KakoBbl ocHOBHbIe HoBOBBeAeHus B Office Access 20077
Mporpamma Office Access 2007 6bina NOSIHOCTbLIO NepecMmoTpeHa. MpocTo oT-
KpOUiTe ee 1 NoYyBCTBYIMTE pa3HuLy. Bam 60nblLue He HYXXHO ObITb AMUHNCT-
paTopom 6a3 AaHHbIX, 4ToObl paboTaThk ¢ Office Access 2007. 3aHOBO CKOHCT-
PYMPOBaHHbLIN MNOJIb30BaTENIbCKNN MHTepdenc penaet nporpammy
3HaunTeNbHO BONee NPOCTOM B UCMOJIb30BAHMM; C NMOMOLLbIO MHTEPAKTUBHbIX
cpencTB pa3paboTku co3paHne GopM 1 OTYETOB MaKCUManbHO YNPOLLEHO, a
mHTerpauus ¢ Windows SharePoint Services genaet Office Access 2007 npe-
KpacHbIM MHCTPYMEHTOM A1 COBMECTHOW paboThl. ELle 0iHO HECOMHEHHOE
LOCTOVHCTBO — Hanu4yme B NporpamMmMe rotToBbiX MatepranoB, C MOMOLLLbIO KO-
TOPbIX HALUW KITMEHTLI MOMYT Ha4aTb NPOAYKTUBHO paboTaTk C CaMoro NepBo-
ro oHsa ncnonb3oaHus Office Access 2007 1 BO MHOrOM ynpoCTUTb ynpasne-
HUe nHdopmMaumren.

Kto, no-Bawemy, aBnsercsa TMnu4HbiM nonb3oBartenem Office Access

2007?
[a, 06 aTom cTouT ckasaTb. A aymato, 4to Office Access 2007, npexae Bcero,
Oy[eT NoNb30BaTLCS CMPOCOM Y TEX, KTO UMeeT 60s1bLLoM onbIT paboTsl ¢ Office
Excel 2007, T.e. He y AEHEXHbIX MarHaToB, a y paboTHUKOB, KOTOPbLIM NMPUX0-
OWTCS XpaHUTb 60JiblLuMe 06beMbl AaHHbIX B O4eHb 6osbLuMx Tabnmuax. Cko-
pee Bcero, ata nporpamma 6yaeT noBCEMECTHO UCMONb30BaThCS BNALEb-
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LamMu MasnblX KOMMaHN, MEHEOXKEPaMU NPOEKTOB MO HaMMYy (BHELUTATHbIMMA
COTpyAHUKaMK), aCCUCTEHTAMN PYKOBOOUTENEN, MEHEAXKEPAMU U UHXKEHE-
pamu. Tenepb nporpamma Office Access 2007 no-HacTosLWEMY cTana npuio-
xeHnem Office. A yBepeH, 4TO OHO CTaHET HaCTOJIbKO NMOMYASPHbLIM, YTO €ro
OyayT NCNoNb30BaTh 1 4S9 INYHBIX LIenein (Hanpumep, Ans y4eta Konnekumm
CD/DVD-anckoB, COCTaBEHUS Crcka NpUrialleHHbIX Ha cBaabby 1 T.M.)

Asunuce nu HoBoBBepeHus B Office Access 2007 pe3aynbTaToM KOMMEH-

TapueB un NpeasioXXeHnin nonb3oBatenen? Ecnu ga, To KAKUX UMEHHO?
YT0 X, C OAHOI CTOPOHbBI HALLW KIINEHTbI XanoBaancb Ha YPE3MEPHYIO CIIOX-
HocTb paboThbl B Office Access (onbITHbIE NOJIb30BATENM NPeablayLLEen Bepcun
Office Access ByOyT LIOKMPOBaHbI, KOraa y3HatoT, HaCkosbKo NPocTo pado-
TaTb B HOBOV BEPCUN); KPOME TOro, ObIIO O4EHb TPYAHO YNpaBnsTh 6a3amu
naHHbIx Office Access Ha kopropaTMBHOM ypoBHe. Mbl Hawwm cnocob paspe-
wnTb 06e npobsiembl B HOBOW Bepcuu nporpammel. MpunoxeHue ctano 60-
iee OpyXXeCTBEHHbIM K Nonb3oBaTento, a nHrerpaumns ¢ Windows SharePoint
Services No3Bosvia He TOJNIbKO CO3aaTb cpeny AJisl COBMECTHOM paboThl, HO
Tak>Xe NOoBbICUTb YA0OCTBO 1 KA4ECTBO yrnpaBieHns 6a3amMm AaHHbIX, Tak Kak
JaHHble MOTYT HAaXOAMTbLCS Ha CEPBEPE, IAe MX MOXHO apXMBMPOBaTh, NoA-
Beprartb ayauTy, yNpaBfsTb U OTKPbIBATb K HAM OOCTYN APYrvxX nonb3oBarte-
Nen; ynaneHHble AaHHble MOryT OblTb BOCCTAHOBJEHbI, @ MOJITHOMOYUS HTEHUS
1 3anvcu NIerko HacTpameatoTCs.

EcTtb nn B Office Access 2007 pyHKuUsa, KOTOpas, No BaLiemMy MHEeHuUI0, Npu-

BJieyeT BceoOLliee BHUMaHme ? KakoBbl 3aecb Baluu JINYHbIE NpeanoyYTeHua?
CnoxHbln Bonpoc. Korga s npeactaensn npoaykT pasnnyHbiM ayanuTopusam,
3puUTENV 3a4epXnBan CBOWM B3NS HA Pa3NIMYHbIX acnekTax NpeseHTaumnn.
BkntoyeHme B NpoayKT HECKOJIbKUX FOTOBbIX PELLEHWIA ONPEAENIEHHO NPUBIE-
yeT 6onblue nonb3oBaTeneit k npoaykty Office Access 2007 1 noMoXxeT UM
0CO3HaTb BCIO €€ MOLLb Y HEMEAJIEHHO NPUCTYNUTb K NPOAYKTUBHOW paboTe.
MopaxaeT BooGpaKeHne HOBbI MHCTPYMEHT AJ1 CO30aHNS OTHETOB, PABHO
Kak 1 BO3MOXHOCTM COBMECTHOI paboTbl nocpeactesoM Windows SharePoint
Services. Moein camoi nobuMon dyHKLMEN SBASIETCS BO3MOXHOCTb cbopa
0OHOBNEHMI B Ba3y OaHHbIX Yepes3 aNeKTPOHHY noyTy. Tenepb Access
MOXeT aBToMaTmnyeckn co3pgaBatb dopmy InfoPath (Takke MoxHO BbIOpaTb
dopmy HTML, ecnu npunoxeHue InfoPath otcytcTByeT), koTopas 6yaneT aB-
TOMaTMYEeCKN OTMPABAATLCSA MO 3NEKTPOHHOM noyTe Ans cbopa AaHHbIX He-
NOCPEACTBEHHO OT COTPYAHMKOB UM KIMEHTOB, N HE NPUAETCS BPYYHYIO Nne-
peHOCUTb 3Ty MHPOopMaumio B 6a3 AaHHbIX. XXasb, 4TO paHblUe He Obl10 Takow
BO3MOXHOCTN. ITa PYHKUNSA OENCTBUTENBHO XOpoLLla.

EcTb nny Bac kakasi-HMOyAb LUYTKa WM UHTEpPecHasi UCTOPUS, CBA3aHHas C

y4yacTueMm B CTOJIb MacluTabHOM npoekre?
CaMoe Becesioe — 3T0 BHYTPUKOPNopaTrBHbIe «60on» 3a TO, Kakol 13 NPoayK-
TOB Hanbosnee nHTepeceH. [laxe BHYTPU KOMMAHUM HEKOTOPbIE COTPYAHUKMN
BbICKa3blBanu MHeHune, 4yto Office Access aBngeT coboit 04eHb CNoXHOoe ANnd
paboTbl NPUNOXEHNE, B KOTOPOM He Oblfo 3HAYNTESNbHLIX HOBOBBEAEHWNI Ha
npoTsXXeHun gonroro spemeHn. Korga g npogemoHcTpuposan nm Office
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Access 2007, oHM nopagoBany MeHs yOUBIEHNEM, KOTOPOE Bblpaxasnn Ux
nmua. bes comHeHnusa, ns scex npoayktos Microsoft Office System npunoxe-
Hue Office Access 2007 — camblli 60MbLLON «NPOPbLIB». [laxe koraa 8 4eMOH-
CTpUpOBas NPOAYKT areHTCTBaM M BHYTPEHHVM Fpynnam, NoMoratLLMM B pas-
paboTke CoaepPXMMoro 1 obyyaloLllx MmaTepuranoB, BCE OHU B OAMH rOfl0C
BbIPa3UN XenaHne HemeneHHO NPUCTYNUTbL K paboTe C 3TOM NPOrpaMmMon.
MHe o4yeHb HpaBWIOCh y4acTBOBaTh B NpoekTe Bepcum 2007, Ho elle 60sb-
LLee yooBONbCTBME 51 UCMbITan oT ydacTtus B padpaboTke Office Access 2007.

Yutaite panee

B aT0i1 rmaBe pacckasbIBaJOCh O HOBBIX M YCOBEPILIEHCTBOBAHHBIX BO3MOMK-
HocTax Office Access 2007. Co cuenyrolieil raaBbl HauyHaeTcsa dacThb 111
«CBaA3b 1 cCOBMeCTHAa A paboTa: JIFOM U IIPOLIECCHI»; PeUb MIOIET O IIPorpaMme
Office Outlook 2007.
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YnpaBJsieHne BpeMeHeM,
3a4a4YaMm U 3JIeKTPOHHOM
no4ytoun ¢ nomouubio Office
Outlook 2007

0O630p Office Outlook 2007

YupasJjieHre BpeMeHeM U OpTraHmM3alIid 3a1a4

OTkpbITHE 0OIIETO AOCTYIIA K KAJIEHAAPAM U X CPpaBHEHNE
Yupasaenune nankoit Inbox (Bxogsamine)

Muorum 13 Hac He xBaTaeT 24 yacoB. MbI uzem Ha paboTy yTPOM C XOPOIINM
HaCcTpOeM (HaIlIpyMep, IIpyY He0OX0AMMOCTY HABEPCTATh TO, YTO He OBLIO che-
JIAHO JHEM paHee), HO KaK/M-T0 00pa30M B KOHIle pab0o4ero JHA B CIVMICKE JeJl
OKa3bIBaeTCs He MeHbIIIe (a IIopoii naske OoJblire!) 3axad, yeM yTpoM. Rak-
JIblil IEHb MBI II0JIy9aeM ropy COOOIIeHNII BJIEKTPOHHOI II0YTEI, (DOPMUPYyeEM
3a7la4y, IOpydIaeM M y4acTBYEeM B MX BbIIIOJIHEHNN, IJIAHMPYEM COOPaHus 1
ydacTBYyeM B COBeI]aHIAX, 3BOHIM I10 TeJedOHy I OTBedaeM Ha Maccy TeJse-
dounbIx 3B0HKOB. HoBble BodmosxHOCcTU B Microsoft Office Outlook 2007 mo-
MOTalOT MaKCUMaJbHO PAI[MOHAJbHO UCIIOJIb30BaTh BpeMsI I Jlaske IIOMOTaloT
HaBepCTaThb TO, UTO BbI He yclesu caesnaTh. [IocpecTBOM yIpaBJieHKA 3a1a-
yaMy, (PUIbTPALINY 3JIEKTPOHHOM ITOYTHI I COBMECTHOTO JOCTYIIa K KaJleH1a-
pam B Bepcun 2007 M0O3KHO 0cBOOOAMTE OOJIbIIIE BpEMEH) Ha 3a1a4i, KOTOPbIe
JIeJICTBUTEJILHO TPeOYIOT BHUMAHNUA, VI He OTBJIEKATHCA Ha TAKYIO PYTUHY, KaK
COPTMPOBKA DJIEKTPOHHO IIOYTEI, IIOMCK ITIOTEPAHHBIX COODIIIEHNIA U IIJIaHM-
poBaHIe BpeMeH) cOOpaHuA KOJJIEKTIBA.

0630p Office Outlook 2007

B Office Outlook 2007 He mcrosb3yeTcs HOBBIM MHTepdelic, obmmit nisa
Microsoft Office Word 2007, Microsoft Office Excel 2007, Microsoft Office
PowerPoint 2007 u Microsoft Office Access 2007. Ha nepssiit B3ry1ax, Office
Outlook 2007 Beirsagut anajsiornaso Office Outlook 2003: Te ke menrio (File
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[Paiin], Edit [IIpaBka], View [Bug], Go [IIepexoxn], Tools [CepBuc], Actions
[LerictBusa] n Help [CripaBkal), Ta ske HAaBUTAIMOHHAA IAHEJIb CJIeBa (CM. pHC.
10-1). Oguako mpu 60J€ee AeTaJIbHOM PacCMOTPEHUY BBIACHAETCS, UYTO B IIPO-
rpaMme IOABUJIICA PAJ HOBBIX BOBMOYKHOCTEN, B yacTHOCTH, 1oJe Search (ITo-
1CK) BBepxy croJsbia Inbox (Bxonamne), nanka RSS Feeds (RSS-rkanabr)
Ha HaBurarmonHoi nanesn Mail Folders (IlouToBble mamnkmn), a Takske HOBas
na"esb To-Do (Crmcok ziest) BIoJib IPaBoil CTOPOHBI OKHA. KaskabIil 13 5TUX
3JIEMEeHTOB OyzeT 6oJiee geTaabHO 00CY KIaThCA B COOTBETCTBYIOIINX Iapa-
rpadax 5Toii IJIaBhl.

Mone Search (Mouck) CoobLueHue 0TCNexmBaHus
2 Bxopsuwme - Microsoft Outlook ST
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Puc. 10-1. Hoeoseenenud B Office Outlook 2007

U3meHeHue okHa Office Outlook 2007

Ternepb MOYKHO «CBOpa4YMBaTh» HaBUranyouHylo nanesb B Office Outlook
2007, uToOBI 0CBOOOANTE Ha dKpaHe 60JIbIlle MecTa 1A padoTsl. [Tanky u 3Ha Y-
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K1 OCHOBHBIX npencraBjenuit — Mail (IToura), Calendar (Kasnennpaps),
Contacts (RourakTsr) n Tasks (3agaum) — qOCTYIIHBI Ha CBEPHYTO TaHEJN,
II03TOMY MX MOSKHO BBIOMPATD I B TOM CJIydae.

YT00BI CBEPHYTH HABMUTALMOHHYIO [IaHEJb, [IIeJKHITE Ha CTPEJIKAaX, Ha-
IIpaBJIEHHBIX BJIEBO, BBEPXY IIaHEJIN. HaBI/II‘aLH/IOHHaH IIaHeJIb IIPEeBPATUTCA B
BEPTUKAJIBHYIO 00JIaCTh, PACIIOJIOKEHHYIO BIOJb JeBoro Kpad okHa Office
Outlook 2007 (cm. puc. 10-2). YToObI BepHYTH HABUTAI[MOHHYIO IIaHEJb B €€
JMCXOJTHOE COCTOSHIE, IIIeJIKHITE Ha CTPEJIKaX, HallpaBJIeHHbIX BIIPABO, BBEP-
Xy MaHeJII.

2 Bxoaawme - Microsoft Outlook =
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Puc. 10-2. HasuraumonHas nanens Office Outlook 2007 B cBEpHYTOM COCTOSIHMM

YnpasneHue BpeMeHeM U opraHu3auus
3ajav

OHMM 13 CJIOKHBIX ACIEKTOB YIIPABJIEHNA PACINCAHUAMY U NH(pOpMaIen
ABJIAETCA UCIIOIb30BaHNE MHOKECTBA PAa3JIMYHBIX BO3MOYKHOCTEN OpraHmn3a-
myn gauHbix B Office Outlook 2007. B Office Outlook 2007 3HauMTEIBHO yII-
POIIIEHO yIIpaBJIeHNE CIVICKAMM 3aJad M OTCJEKVMBAaHNUE IIPEACTOAINX Me-
pomrpuaTuii nocpencTeoM nanesy To-Do (Comcok fe), orobpaskaroireil Bce
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nogobHbIE DJIEMEHTHI B OJHOM MECTe BJOJIb IIpaBoil cTopoHbl okHa Office
Outlook 2007. AHaJIOTMYHO HABUTAIMOHHOI TaHesu, maHesib To-Do (Crincok
JIeJI) MOKHO CBEPHYTh, YTOOBI 0CBOOOAMTL MECTO Ha BKPaHe JIJIA CIICKa CO00-
IIIEeHNI BIIEKTPOHHOM NTOYTEI 1 0b6aacTy urennda. Ha puc. 10-3 mpencraBieHb!
pasymuHble dyeMeHThI naHesn To-Do (Cricok neor).

CI'IHCDI(AEJI » X PMC. 10'3. naHenb TO'DO (CHMCOK

4 OxmBps2006 ) [len) — 370 KOMaHAHbIA LEHTP ans
L = paboThl C 33434aM1 U MEPONPUSTUSMU
2 3 4 5 8 7 8
9 10 11 12 13 14 15 | C
16[17] 18 19 20 21 22 €J1eKTOp AaT

23 24 25 26 27 28 29
30 31

OTyeT 0 Npofakax
Cp 9:00 - 2:30
— [lpencroswme MeponpugTus

¥nopagodeHune: Cpok

= Y CerogHa
Windows Vista \d
¥

MapkeTHHr

Teru, COOBLIEHNS U KOHTAKTbI, NOMEYEHHbIE K UCMOSHEHUIO
Office 2007 fir... \d

ITanesns To-Do (Coucok mes) oroOpaskaercsa Bo Bcex monyiiax Outlook,
[I03TOMY MOJKHO OCYII[ECTBJIATE JOCTYII K MHOpMalmu npu pabore B MOLY -
aax Calendar (Kanengaps), Tasks (3agaun), Mail (IToura) mim B iro6om npy-
roMm KomroHeHTe. Kpome toro, maness To-Do (Comcox ges) MHTErpupyerT He
TOJIbKO 3a7a4n, co3gaBaemble B Office Outlook 2007: 3amaum Microsoft Office
OneNote 2007, Microsoft Office Project 2007 n Microsoft Office SharePoint
Server 2007 Takxe MoryT oroOpaskarbcsa Ha nanean To-Do (Crmcok meur),
4TO ITO3BOJISIET B OJJHOM MECTE BUIETh BCE 3a1a4lM, KOTOPbIe HEOOXOIMMO BbI-
IIOJIHUTD 3a TeKYINWI JeHb.

IIpu nomeTke cooOIIeHMA BJIEKTPOHHO TOYTHI UM KOHTAKTA, JIMOO IIpn
IepeTacKMBaHNM cO00IIeHNA Ha TaHe b To-Do (Cromcok geJr), Ha 1ocje JHIOI0
aBTOMAaTUYECKM N00aBJIAETCA COOTBETCTBYIOIMIT syieMeHT. [Ipu nmomeTrke
¢tarom cood1iienna B nanke Inbox (Bxonamme) B kateropuio Today (Cerog-
HA) Ha a"esu To-Do (Crmcok ges) mobaBisgeTcsa COOTBETCTBYIONIAA 3aIIVICh;
IIpM IIepeTacKMBaHNY dJjieMeHTa Ha naHesb To-Do (Coucok mest) oH pasme-
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1IIaeTCsA B TOM KATEropuy, B KOTOPYIO ObLI IIOMEIIEeH BO BPpEMS [IePEeTAaCKIBa -
uuda (Later [ITos:ke], Next Month [B caenyromem mecsane], Next Week [Ha
caenyrtoiieit Hegese| nau Today [Ceronua]).

LEeNKHMTE Ha NioGoM MecTe CTPOKM 3arosioeka u Bbibepute Customize
(MapameTpsbl), 4TOOLI 0TOOPaA3NTL Ananorosoe okHo To-Do Bar Options
(MapameTpbl cnncka gen). 34ecb MOXHO HACTPOUTL NapamMeTpbl, Orl-
penensiowme Yncno otobpaxaemoix Ha naHenn To-Do (Cnucok oen)
MECSHLEB U MEPOMPUATUIN (MM CKPbIBAIOLLMX UX). YKaXUTE HY>XHbIE na-
pameTpbl U HaxxMuTe OK, 4TOObLI COXPaHUTbL U3MEHEHUS; NaHenNb To-
Do (Cnucok gen) oTo6pa3nT BHECEHHbIE UBMEHEHUS.

Q CoBeT. HYT06bl N3MEHUTb BHELWHWI BuA, naHenu To-Do (Cnncok gen),

Jo6aBneHue 3apay B KaneHAapb

Paccmorpnm ertte oguy pyurmnmo Outlook 2007, sKOHOMALTYIO BpeMsA U IIOMO-
TaIOIIYIO B OpraHn3aln JaHHbIX. Terrepb MOYKHO HEIIOCPEICTBEHHO ILJIaHUPO-
BaTh BpeMdA A paboThl HAJ 3ajadaMiu, IepeTacKnBad UX B KOMIIOHEHT
Calendar (Kanennaps). Panee zamaun n komnonent Calendar (Kasnenmaps)
(PYHKIMOHNPOBAJIM B HEKOTOPOM CMBbICJIE Pa3JeJIbHO; JIJIA OTCJIEKMBAHNA O~
HOTO COOBITUSA UJIM IIPOEKTa B 000MX IIPeCTaBIEHUAX HEOOX0AMMO ObLIO CO-
3aBaTh 3AIMCH JJIA KasKJ0r0 13 HIX, YTO YABAUBAET YCUJINA, IPUJIaraeMble K
opraam3anuu 3agaun. Tak kak cumcok Daily Task List (Cnmcok esxeHEBHBIX
3aza4) orobpaskaer 3agaun Ha nanesu To-Do (Crincok fest) B COOTBETCTBUM C
JIHEM, KOT/Ia ICTEKAET CPOK MX VICIIOJIHEHVISA, 38 a4y YKe YIIOPAI0YEHbI TAKUM
00pas30oM, 4TO MX MOYKHO JIETKO reperaiinTb B KomoHeHT Calendar (Kasen-
Jlapb), YTOOBI COKOHOMUTB BpeMd 11 X BoInosHeHN . C momorsio ciycka Daily
Task List (Crincok esxeJHEBHBIX 3aJ71a9) TAKIKE MOYKHO MEHATD CPOK MCIIOJHE-
HIA 3324, IepeTacK1Bad X C OQHOM aThl Ha IpYyTryto, u rnaHesb To-Do (Con-
COK 11eq1) OymeT oTpaskaTh 9T U3MEHEHN .

MpumeyaHue. Ha npakTuke Mbl peako BbINosHeM abCOoJIIOTHO BCe
3aJa4m, HameveHHble Ha AeHb. B npouecce paboTbl HAM NPUXOAUTCS
npepbiBaTbCS M UBMEHSITL MPUOPUTETHLI 3a4a4, B pe3ysibTaTe Yero He-
KOTOpPble N3 HNX OTKJ1a4bIBaOTCS HA clienyowmi aeHs. Ecnm ato npo-
ncxoguT ¢ 3apaden, co3gaHHon B Office Outlook 2007, oHa aBTOMa-
TNYECKM NepPeHOCUTCs Ha creaylowmii eHb 6e3 kakoro-nnmbo yyacTus
CO CTOPOHbI MOAb30BaTeNs. 3agaya OCTaeTCs akTMBHOW Ha naHenn To-
Do (Cnucok gen) (a takke B cnmucke Task [3agayun] n KOMNOHEHTE
Calendar [KaneHpapb]) 40 TeX NOp, NOKa Bbl HE MOMETUTE €€ Kak 3a-
BEPLUEHHYIO.
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17 ETOPHUE 18 peaa 19 YeTEEpr

OTyeT 0 Npojakax

0630p peIHKa
KOMMBTEPHOMR

NMTEpaTYpbI

Cpok

Windows Vista Y MoAroToEMTE ... Wecnegosate ... \

v
MapkeTHHr Y PaccynTate H... \(v
Office 2007 fi... \d

Puc. 10-4. 3anaun n3 cnucka Daily Task List (Cnucok exenHeBHbix 3aaay) natenn To-Do
(Cnucok nen) aBTomaTuyeckn otobpaxatotcs B Mmogyne Calendar (Kanenaapb)

MpuceoeHue LBETOB 3apa4amM, MepPONpPUITUIM,
COOOLLLeHMIM U KOHTaKTam

JIrobomy siemenrty, cozgasaemomy B Office Outlook 2007, MosKkHO IpUCBOUTH
IIBETOBYIO KaTeropuio, YTo0bl BM3yaJbHO BbIIEJUTb €r0 He3aBIUCYMO OT JIC-
II0JIb3YEMOT0 IIpeicTaBIeHnA. Hanpumep, 4ToOb! OBIIO JIETKO HAWTY TOJIBKO
4TO co3gaHHoe npennucanne B moxnyJie Calendar (Kanennaps), eMy MOMKHO
IIPMCBONUTD IIBeT ¢ noMoiibio KHOKM Categorize (BeibpaThk kaTeropuio) B
II0JIb30BaTeJbCKOM MHTepdelice. IIpn oTkperToM okHe Appointment (BeTpe-
4ga) HaskMuTe KHoNKy Categorize (BeiOpaTh KaTeropmio) u BbIOEpUTE HY K-
HBIN 1IBET B ITIOABMUBIIIEMCS cIIicKe (cM. puc. 10-5).

ITsetoBsle kaTeropun B Office Outlook 2007 momoraioT yHUPUIMPOBATD
criocob opraHmM3anym 1 noucka naopmanyy. Tak Kak KaTeropum paciupocT-
PaHAIOTCA Ha [I0YTY, KOHTAKTBI, 3a71a4M M KaJIEHIaphb, C X IIOMOIIIHI0 MOYKHO
JIETKO BU3YyaJM3MPOBATh PaA3JINYNA MEeXXAY TUIIaMM OHaHHBIX, CBA3aHHbIX C
OJHVIM IIPOEKTOM WJIM IIPEeHA3HAYEHHBIX JJIA JOCTMKEHNA KaKoi-a1bo o1~
Holt nesin. HanpuMmep, eciiu BbI paboTaeTe HaJ AeJOBBIM OTYETOM, TO BCE CO-
Opanus, 3a7ja4y M KOHTAKThBI, C KOTOPBIMY BBl paboTaeTe IIpy CO3aHNM CO-
JIEPsKUMOT0 OTYeTa, MOTYT IIPEeLCTaBIATh c000II KaTeropuy, roMedaeMble
3eJIeHBbIM IIBeTOM. B pe3yibrare, IoABJIAETCA BO3MOKHOCTD JAJIbHENIIIEero yII-
paBJIeHMA U MOMCKa MH(MOPMaIUM B JAHHON IBETOBOI KaTETrOPUM C I[eJIbI0
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cbopa HY’KHOI MH(OpPMAIM, YTO, B KOHEYHOM CcYeTe, 3HAUYNTEJBHO D9KOHO-
MUT BpeMdA.

@ H9 U a«% 5 OB620p pPLIHKE KOMNLTEPHOI NUTepaTyphl - BoTpeua o= Lo 2
\ et
BcTpeua BeTaBka DopMaT TeKCTa @
l i: % & [ Bapeua B[ 3orer 1A NosTopenne iy y |‘?E
= x @I‘InaHMpoBaHue Q Yacoekle NoAca ¥ e
Coxpanwte MpuraacnTe . A (15 MuH, - —- Opdorpagua || JameTku K
W 33KPLITE YHACTHUKOE Q i BuSpate Ka“-“”"‘ﬁ L i CO6paHNID
eicTena Mokasate Ma BT SED e TR BEONUcaHWe | OneMote | |
Tema: |0630p PEIKKA KOMMBTEPHOR NUTEPATYREI D >Kentaa kateropua
Mecra: | C] Jenenan kaTeropua w
@) Kpacras kateropua  EETEETEET
Hauano: |47 19.10.2006 v [230 v | O uensii gen i
Kowew: | 47 19.10.2006 v [1100 ] C pae
Q CMHARA KaTeropua x|
I |;| Bce kateropumn... 2

-

Puc. 10-5. Mpuceoiite anemeHTy LIBETOBYIO kKaTeroputo, 4Tobbl OLICTPO ONPEAeNsTh, YT0
OH co00i1 npeacTaBnseT

Cawmblii IPOCTOI CI10COD IPUCBONUTE IIBETOBYIO KATETOPMIO — IIEJKHYTh Ha
cronbre Categories (KaTeropun) B roJie cumcKa B TEKYIIEM ITPEICTABIIEHNI.
Obsactu Inbox (Bxomamme) n Task List (Cromcok nmest) comepskat CTOJOITBI
Categories ciyieBa ot cTosnbra daaros (cm. puc. 10-6). IIpn pabore ¢ komiio-
HentoM Calendar (Kasnennmaps), kak BugHO Ha puc. 10-7, crosnber; Categories
(Kareropun) orobpaskaerca nox obsacteio Calendar (Kasnengaps) (Oosee
moipoOHO 00 5TOM Oy ZIeT paccKkas3bIBaAThCA B cylenyloleM naparpade). B mpen-

¥ Cnncokgen (OT60p ebnonken) Puc. 10-6. LWenkuute Ha cTonbue Categories
[Mlowek & ranke “Crscok aen Py (Kateropum) B cnucke Task List (Cnucok gen),
HaxmuTe 3Ty CCBINKY ANA BKNKYEHWUA ‘ LIT06bI anCBOMTb Sap.al'le LLBeT

MrHOBEHHOro NoOWCEa

¥nopagodeHune: Cpok CHa4ana HoBkle |A

I BeeguTe HOBYIO 3ajaqy |

= Y CerogHa
@ Windows Vista Y
‘z MapkeTuHr !
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craBaenuu Contacts (Korrakrsl) cronber; Categories (KaTeropun) aBnsaercsa
gacteio crincka Contacts (KouraxTsl) (cm. puc. 10-8).

Puc. 10-7. Cronbe Categories (Katero-

Jene | Hegena | Mecay |
T puu) B npeacTtasneHumn Calendar (KaneH-
©) (2) 18 okTabps 2006 1. [apb) oTobpaxaetcs nog, 061acTbio Npeanu-
| P-|v | caHus
|Haxmm’e 3Ty CCRUIKY ANA EKNKYEHWA MTHOBEHHOMO NOWCKE |
18 peaa

1000
1100 OTYeT 0 NpoAamax | I%|
1500
12

500 |

MokaseEaTE 334341 I'I;J’:”C'DOK ¥

= =

,-e.—., PaccynTaTe HeoBXOAMMEIE

=

&=
e Puc. 10-8. lNpucBamBaiiTe KOHTaKTaM LiBETOBbIE KaTeropumn
|Haxmm’e 3Ty CCBINKY ANA BKAI ANga uX pacnpepeneHnd no AomMKHOCTU, KOMMNAaHUKU UK YCTAaHOB-
0118/ Noatoe uma e JIEHHbIM B3aUMOOTHOLLUEHUSIM

Wenyok go6aEM...

=& daiin AaHHbx Cutlook: [He
85  Kum Annen (]
Mapk BuncoH

KapeH Bepr
Mapu Belikep I

[ [l

Mpumeuyanue. B cnucke Contacts (KoHTakTbl) cTon6e, Categories
(KaTeropuun) otobpaxkaeTcs Ha HECKObKO CTONOLIOB NpaBee; Ha AaH-
HOM pucyHke ctonbel, Categories (Kateropuu) 6bin nepemMeLLeH Bne-
BO, 4TOObI ero ObIJ10 BUOHO Ha NpUMepe.

Yro0bI CMEHNUTD LIBET BBIAEJEHHON KaTeropuy, e IKHATe IIPaBoil KHOII-
KO MBIIIIN Ha BJIEMEeHTe B cIucKe mian Ha rmaHes To-Do (Concox nea). Hesza-
BJICVIMO OT TOTO, ABJIAETCS JIM DJIEMEHT 3ajadell, IpenncateM, COO0Ie -
eM JMJIM KOHTaKTOM, IIPOCTO IIIeJIKHNMTEe Ha HeM IIPaBOil KHOIKOM MBIIIN 1
BrIOepuTe Categorize (Kateropumn); mocsie 3Toro BbIOEPUTE HYKHYIO KaTero-
puto niig aneMmenTa (cum. puc. 10-9).
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¥ Cnucok gen (OT60p BuNonHeH) Puc. 10-9. M3meHuTe LBETOBYIO KaTeropuio,
| AR LLeNIKHYB Ha 3N1EMEHTE NPABOM KHOMKOMN MblLLN

HaxMWTe 3Ty CCRINKY ANA BKAKYEHWA
MrHOBEHHOTD NOWCKa

¥nopagodeHune: Cpok CHa4ana HoBkIe |

I BEeguTe HOBYIO 3ajaqy I

= Y CerogHa
§] Windows Vista \d
| | Office 2007 first look (A 4
OTEphITE
= ¥ 3astpa
ugﬁ MNevate
& MogroToEwTe gwarpamn
. & OTteeTuTE
'« PaccumTaTh HeoBXOgMMI
& OteeTuTh Brem
= Ha 310l Hegene
= \ - 'E?. Mepecnate
j MapkeTuHr P
- [ Nometute kak 3aEepwEHHYI0
] Weeneposate ocHoBHEE|
zzl HasHauwTe 33gaqy
K vcnonHeHno 3
EriGpate kaTeropuio 4 OUMCTUTE BCE KaTeropum
>< YaanuTe Q KpacHan kaTeropua
C] ZKenTas kaTeropua
C] 3eneHan kaTeropma
Q ﬂnnosa%i(a'reropm
C] OpaHxeEan KaTeropua
D CHHAR KaTeropua
B5 B
Tm Bce kateropum...
3343Tk NapaMeTpel WeNYKa..,

HacTpoliTe dyHkumto Quick Click, no3sonstoLlyto caenatb KaTeropumio
NMPUCBOEHHOM MO YMOJIHAHUIO OAHUM LLENYKOM MbILIW HA 9NIEMEHTE.
LLlenkHMTe NpaBoOi KHOMKOW MbIWK HAa 3fiIeMeHTe U BbibepuTe
Categorize (KaTteropun); 3atem Bbibepute Set Quick Click (BknounTb
Quick Click). BoibepuTte uget ana kateropum Quick Click n Haxmute
OK, 4T06bI COXpPaHUTbL NapamMeTpbl.

Q CoserT. Ecnu BbI perynapHo ncnonb3yeTe OaHYy N Ty Xe KaTeropuio,

OTkpbiTUE 00LLEro fOCTYNA K KaNneHaapsam
U UX CPaBHEHMe

IIpn pabote c rpymnmoit 3aHATHIX JIIOJEN IOUCK BpeMeHM, KOrZa BCe CMOTyT
IIPMUCYTCTBOBAThL Ha cobOpaHuy, 3aTPyAHUTEJEH. B aToM cioydae mmomMoraroT
IIPUTJIAIIEH) A 110 BJIEKTPOHHOM II0YTe, OJHAKO II0-IIPeXKHEMY OCTaeTCsA IIPo-
6sema koopauuanuuu spemenn. B Office Outlook 2007 ecTb HECKOJIBKO HOBBIX
pYHKIMIL, TOMOTAOIIVX IIJIAHMPOBATE BpeMsA COOPaHMIL.
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m OrTmnpaBKa «CHUMEKAa» KaJIeHJapsA COTPYIHUKY B COOOIIIEHNY DJIEKTPOHHOI
IIOYTHI.

m ITonkarouenne kasennapeit Office SharePoint 2007 k Office Outlook 2007
U AMHaAMMUYecKasa CUMHXpoHm3aua gauabeix Meskay Office Outlook 2007 n
Office SharePoint 2007.

m Jly6omrarma kasnenngapsa s VaTepreTe ¢ momorsio Microsoft Office Online
Hosting Services.

®  MHorocJoiiHOe IIpeicTaBJIeHNE KaJleHgapeii 1151 ObICTPOrO BbIABJIEHNA HE
3aHATBHIX BPDEMEHHBIX IIPOMEKYTKOB.

OTnpaeka KaneHgaps no aNeKTPOHHOI noyrte

ITIpu BeIGOpE KOMauAE! Send A Calendar Via E-Mail (OrnpaBuTs KajeHgapb
110 BJEeKTPOHHOI nouTe) Ha HaBuramonHoy naneau Calendar (Kanennaps)
Office Outlook 2007 mosBosisgeT orupasutb HTML-npencraBiaenne napOp-
MaIuy 13 KaJIeHAaPsA. ATO CIIOCOOCTBYET yAOOCTBY CBA3M MEXKIY BAMU U IPY -
TYIMU JIIObMY, OYIb TO KJIMEHT, paboTaronuil B APYyroi KOMIIaHUM, WJIA IIPO-
cto apyr. IToce mesuka Ha 910 ceblnke Office Outlook 2007 aBToMaTuecKkn
OTKPBbIBaeT OKHO HOBOTO COODIIIeHNA 1 0ToOpaskaeT AMaJjioroBoe oKHO Send A
Calendar Via E-Mail (OTnpaBka kaJjieHIaps 10 3JeKTPOHHOM IT04Te) (CM. PIUC.
10-10). 3mech yKa3blBaeTCsa AMAIa30H AaT (MOMKHO BbIOpATh JH000I IIpome-
JKYTOK BpeMeH!, HaUHaA C TEKYILIET0 IHA) M OIIPeJIeJIAeTCA CTEelIeHb IeTallb-

OTnpaeka KaqeHAAPA No 3/1eKTPOHHOH NouTe

;:.*.:13 YKAHHTE CEEASHHA KaNeHASPA, KOTOPLIE TREGYETIA BKIKYHTE,

KaneHaape | KaneHaape = |

AnanasoH AaT: |Cer0,a.Hs| 7 |

MoapoBHOCTH: TONBKO JOCTYNHOCTE

Bpema ByaeT oTobpamxateca Kak "CeobogeH”, "3aHat", R
"Moa gonpocom” Mk "HeT Ha patoTe”

[ Nokastieate Tonkbko pafioume Yack! 334aTh pabodHe Yack!

AononHKUTEnEHD! CKPBITE <<

BrnroMdaTE I'IU,\’J.DDSHDCTH 3INEMEHTOE, NOMEYEHHEIX KAK HACTHEIE

BENHIHATE BNO¥EHHA B INEMEHTAX KaneHAapA

IMakeT cooflEHHA 30, NoYTE: |PaCI'IHCaHHE Ha AgHE v |

[ O ] [ CTMEHS ]

Puc. 10-10. Bbibepute Habop nHdopmauum, BKIKOYAEMbIV B KaneHaapb Npu ero 0Tnpas-
K€ MO 3NEKTPOHHOI NoYTE APYrM MOJb30BATENIM
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HOCTM IIPEeACTABJIEHNA (MOMKHO BKJIIOYUTL OTOOpaskeHye TOJIBKO CBOOOHOTO
BpeMeHJ, BRJIIYNTDb OTpaHNYeHHbIE AeTaJil, HallpuMep, CBeIeHNA O JOCTYII-
HOCTY M IIPEeIMETHbIE CTPOKM M3 3alNCell KaJleHAaps, a TaKyKe ITOJIHYIO
MH@OPMAINIO IJ1d Bcex 3amucelt). Kpome Toro, ¢ momorso kHonku Show (ITo-
kazaTtb) B obsactu Advanced ([[0mOJHUTENBEHO) MOMKHO BKJIIOUUTD MHPOP-
MalIyio, IOMEUYEHHYIO KaK YaCTHAs, & TAKIKe KaKkue-ymbo JaHHbIe, IPUCOe Iy~
HsAEMbIE K 3aIMCAM KaJeHIaps.

B nnasoroBom oxkze Send A Calendar Via E-Mail (OrnpaBka KajseHnapsa
I10 BJIEKTPOHHO [T0YTE) MOKHO TaKyKe YKa3aTh CTPYKTYPY OTIPaBJIAEMOrO
coobirenns ¢ nomoinsio onuny E-Mail Layout (MakeT coo01ieHIA 9JIeKTPOH-
HOJI IOYTHI), BKJIIOUMB B HETO JMOO0 IepedeHb COObITHIA, MO0 Ballle esKeTHEB-
Hoe pacnucanue. Ha puc. 10-11 moxasaH nmpuMep cooOIIIe A, B KOTOPOM Py -
rOMY II0JIb30BATEJII0 OTIIPABJISAETCA €3KeJHEBHbBIN KaJeHIaPb.

(Ca) HY G+ )5 Kanenaaptk - Evgeny Govorukhin - Coofuwenne (HTML) P =TI
bt | =
CooBLeHne BeTaeka MNapaMmeTpel DOpPMaT TEKCTa Hagerpoikn @
1 % Calibri [OcHe = |11 A AT ggﬂ @ 0 &2 Y | Ed ~ w
s a |||x &° =) . 0 2 i e
CTaBuTE = pecHan MpoeepuTe phorpadua
b
J ||[#- é 6| KHWra MMeEHa (& wenonkenmo - | & -
Bydep o6MeHa M OCHOBHOM TEKCT ) NmeHa Brawunte = MapameTpel & | MNpasonucaHne
— |G | |
OTnpasnTe [ TR I | |
[ THaA 2an = ] [ CK... I | |
Tema: |Kaﬂeﬂqaph - Evgeny Govorukhin |
Bnoxenne: | kanernape - Evgeny Govorukhin.ics [2 Kéair |
ca
-

Kanenpapt - Evgeny Govorukhin

junior@ecom.ru

1 oKkTAGPA 2006 1. — 31 owTAGpPA 2006 T.

Yacoeoii noac: (GMT+03:00) Mockea, CaHkT-NeTepbypr, Bonrorpag
(YuecTs Nnepexof Ha NeTHee BpemA)

OkTa6pL 2006
necuyneces

Puc. 10-11. Kanengapb MOXHO GbICTPO OTNPABUTH APYrMM NONb30BATENSIM MO 3NEKTPOH-
HOIA noyTe
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Tpu Bewm, KOTopblie cnenyeT onpodoBaTb

Ixun Boiic, aBTop kHur «Microsoft Office Outlook 2007 Inside Out» n «Microsoft
Office Outlook 2007 Plain & Simple», pacckasan o Hanbosnee NoOHPaBUBLLNXCS EMY
HoBoBBeaeHusx B Office Outlook 2007.

1. ®yHkuma Attachment Preview (MpepsaputenbHbii NpocMoTp darina) no3so-
NSeT NpeaBapuUTesibHO NPOCMAaTPUBaTbL COOEPXMMOE BIOXeEHUS 6e3 ero oT-
KpbITUS.

2. dyHkumsa Instant Search (MrHoBeHHbIN NOMCK) NOMoOraeT 6bICTPO HANTU CO-
o0LLeHNs, 3383491 1 Apyrme 3NeMeHThI.

3. BO3MOXHOCTb MOANUCKN, YTEHUS 1 ynpaBneHns aaHHeiMu Really Simple
Syndication (RSS) npsimo 13 Office Outlook 2007.

My6nukauuns kanenpapa B UHTepHeTte

Ecan nepen Bamu cront npobiema ob1ero JOCTyIa K JOJITOCPOYHBIM KaJleH-
JapAM [IapTHEPOB, IPy3ell MM 4JI€HOB CeMbl, VICTIOJIb3YIITe HOBbIE BO3MOK-
HOCTY ITyOJIMKAIMY TaHHBIX, YTOOBI CZIeJIaTh JaHHbIE KaJIeHIapsA TOCTYITHBIMU
1A apyrux Jjroneit. Hampumep, eco Bel opraHn3yeTte coObITHE, M HEOOXOaV~
MO, YTOOBI BCE YYACTHUKY O3HAKOMIJIVICH C KaJIEHAapeM MEPOIIPUATINA 1 0~
JIyYNIIV TIOCJIeJHMe OOHOBJIeHMA, co3nariTe kasennapb B Office Outlook 2007 n
onrybsmryiiTe ero B Office Online. ITocsie mpuriaieHus ojgb30BaTeNeN K IIPO-
CMOTPY KaJleHZaps OHM CMOTYT IIPOCMAaTPUBATh €ro B BeO-0paysepe mim 3ar-
pYysKaTh Ha CBOM KOMITbIOTepPHI AJidA rmpocMoTpa B Office Outlook 2007 mom stro-
601t mpyroit mporpamMMme, oIePsKIUBaIOIell (pajiibl ¢ pacipenneM .ics. Bece
0OHOBJIEHNMA KaJIeHIapsA Oy Ay T aBTOMaTUYECK) PACIIPOCTPAHATHLC HA €TI0 MH-
TepPHET-BEPCUIO, & TAKIKe CUHXPOHM3MPOBATE C JIOKAJILHO COXPAaHEHHBIMU KO-
IIVIAMMN.

Ccrunka Publish My Calendar (OnybankoBaTh MO KaJleHIaphb) Ha HABU-
rarnonHont nanesu Calendar (Kasengaps) mo3BoJigeT Ha4YaTh IIpoliece myo-
sgurkaumu. B nnagorosom okHe Publish Calendar To Microsoft Office Online
(ITybmukanmsa kasmennapsa Ha Beb-ya3se Microsoft Office Online) (cm. puc. 10-
12) ykassIBaioTcA CaeayIOIIVe DJI€MEHThL

® BpemeHHOI MHTEPBAJ KaJIeHJapsi, KOTOPBIN CJIe1yeT 0TO0pasuThb.

B YpOBEeHb AeTajn3ainn (TOJbKO CBEIEHIS O JOCTYITHOCTHI, OTPaHNYEHHbIE
JleTaJiy UV BCe IeTaJin).

m Hacrpoiika pasperiennii 1 pasrpaHndeHns JOCTyIa K KaJleHIapIo.

® OjHOKpaTHASA OTTPY3Ka KaJIeHJaps MM aBTOMaTUYeCKas OTTPY3Ka IIpu
OOHOBJIEHUL.
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[y6amKkauma kane HaapA Ha eeb-yzne Microsoft Office Online

ﬁ MyBnmKauma; KaneHaaps - Sergey Taraew
1 {IVONMEOEATE ADYTHE KANEHAANM, ,
VES¥HTE CBEASHHA KANEHASDA, KOTOPLIE TREGYETCA BKNNYMTE,
MHTepean speneri: (5 Mpeasiayiuie |30 ape ¥ | B TEYEHHE CledyowMy | 60 AHEH v
MoapafiHocTh: TONLKO AOCTYNHOCTL
Bpema GyaeT oTobpaxaTteca kak "CeoboaeH”, "SaHat", "Moa sonpocom” mak "HeT Ha R
paboTe"
[INokaskisate Tonkko paboqme Yack! 343Th paBoqKe Hackl
BnoseHHA B KaneHAape onyGnHKOEaHE! HE ByayT.
PazpeleHa: (%) OrpaHMHEHHER AOCTYM: BAW KANEHAAPE ADCTYNEH ANA MPOCMOTRE TOMBKD NPMMIAWEHHEM N0NES0BATENAM
() HeorpaHiqeHHEIR A0CTYN: BalW KaNEHASPE AOCTYNEH ANA MPOCHMOTRE BEeM
Cnocaf sarpysem: (5] ABTOMATHHECKHE 38MPYSKH] 38rPy#aTE 0BHOBNEHHA NEPHOAHHECKH
() OAMHEUHaA 3arpy3ka; 0BHOBNEHHA He ByAyT 3arpyieHs!
JONonHHTENEHD: P
[ O ] [ OTHEHS ]

Puc. 10-12. Mybnukaums kaneHpapsa B MIHTepHeTe 06neryaeT 03HakKOMIEHWE JioAen ¢
BalMM pacnucaHnem

ITocne mybaukanmum kaneHgapsa B VIHTEpHETE €10 MOYKHO COeIaTh JOCTYII-
HBIM APYTMM MOJIb30BaTesisAM. Ilocsie BBOJZA apPEeCOB BJIEKTPOHHON TOYTHI
[I0JIb30BaTe e, KOTOpbIe JOJKHBIL II0IyYaTh JaHHbIE KaJleHAaps, COOTBET-
CTBYIOIIIMM afpecataM OTIpaBJAeTCs coobiieHne ¢ Beb-aapecoM KaseHaa-
P, a TakKe MHCTPYKUMAMY JOCTYIIA.

OTnpaeKa NpHIAaWe HMA Ha J0CTyn
Baw kaneHAape Gbin yonewHo

! onyBnMKoEaH,
OTNRAEMTE MPMMNAWEHKE Ha A0CTY,
YTk 00ECNEYHTE NONES0EATENAM

AOCTYN K ONyBNHKOBaHHOMY
KaneH apH?

OToOpaxeHue n cpaBHeHUe KaneHpapeun

B Office Outlook 2007 craJo eliie serde mpocMaTpMUBaTh KaJeHAAPU JPYTUX
[I0JIb30BaTeJIell, 4YTO II03BOJIAET ObICTPee OIPenesNTh BO3MOXKHOCTb IIPOBe-
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neHus cobpanmii u qpyrux meporpuatuit. Kajgennapu, JocTynHble A8 IPO-
cMOTpa, oToOpaskaroTeA Ha HaBuranmonHoit manean Calendars (Kanennapn).
YT00BI 0TOOPA3UTE UJIM CKPBITH JOCTYITHBIE KAJIEHAAPY, BKJIIOUNTE UJIN BBIK-
JIIOYNTE COOTBETCTBYIOINIT (DJIAKOK cJieBa OT MMeHM Kasenaaps. Ilo ymos-
YaHUIO TPV 0TOOpaskeHMM HECKOJIbKIIX KaJIeHaPell MCIIONIb3yeT s IIPeiCTaB-
JeHne Side-by-Side (Pamom) (cm. puc. 10-13).

24 My Work Day in Archive Folders - Microsoft Outlook T
{ File Edit View Go Tools Acions Business Contact Manager Help Type 2 question for help =

ENew - | Sy X | H5 BB Today [ Typeacontactisfind - | @ V‘-l-:(es,‘ah-:utThws[len|._.
: {3y Business Contact Manager Home | [ Accounts & Business Contacts 53] Opportunities g4 =4 #¢ WL Bb =

Calend « Day ‘ Week Month | To-Do Bar EeS
|2, All Calendar Items - ars Pl o April 2008 »
Wy Calendars = SM TW TF S
[7] [ My Work Day (&) (2) April 20, 2006 1

23456 78

Janie @ Work in Internet Calends 16 17 18 19[20) 21 22
[7] 7] skip's Schedule 20 Thursday 20 Thursday 20 Thursday 23 24 25 26 27 28 29

30

Browse Calendars Online — | | T
Send a Calendar via E-mail.. B 12:00 PM - 12:30 PM

Publish My Calendar.. s
1008 St. Vincent's HOspital Open H
Add New Group Sat 900 AM - 330 AN
Sat & 5Un 13-4
[ | Conference call with new
hires Tl
12pm Blog post on Windows Yista
Arranged By:Due Date| |~
T  Cepeonewto |
= ¥ Today
200 The Hiwe editorial .. v
wista blog conten.. [@I'&
E Office of Financia. (W
----- | summer movies v
=4 Mmail = Reminder to pay . v
Elliotand Sid pho.. (¥
] catendar Chapter 1 returned ()W
oy || The Hive editorial.. [ ¥+ cer et
= Conference call w.,
(B) contacs < |sieaconten. O ¥ |5 M
2w E Office of Finanda. | ¥ E ¥ Tomomow
Summer movies Ad RE:MSH Spaces ar. |
L@@ - -1 w | Lunchwith Frin v

21ltems

Puc. 10-13. Oto6paxeHune Heckonbkux kaneHaapeii B pexume Side-by-Side (Pagom)

Pesxnm Overlay Mode (MHOTroCI0HEBIN peskuM) ITI03BOJISAET HAKJIAIbIBATD
OIVH KaJIeHIapb HA APYTON NJA OonpeeseHI He3aHATHIX BPEeMEeHHbIX MH-
TepBaJIOB; BbIIEJNTE COOTBETCTBYIOI[ME KaJeHAapU U 3aTeM LIeJKHUTE Ha
3eJIeHOI CTpeJIKe, PacIIOJIOXKEeHHO Ha KaJieHjape cripaBa. ITocpencTBoM 11Be-
TOBBIX KaTETOPUI MOYKHO OIIPEEeJIUNTD [IPUHA JIEKHOCTb MEPOIIPUATINI K TOMY
MV THOMY KaJIeH1aplo; IIPeIIICaHNA M3 HUYKHET0 KaJIeH1apsa 0To0paskaioT-
CA TaKUM JKe I[BETOM, KaK U ero ITaHeJIb 3aroJioBKa (cm. puc. 10-14).
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B eSS Puc. 10-14. Pexum Overlay Mode (MHorocnoit-

20 st HbIA PEXUM) NO3BONSET pacnpenenuTb KaneHaapu
Mo Cnosm Ans onpefeneHns WHTepeanoB CBOOOAHO-

| o cooven

[ Blog post on Windows Yista ]

Show tasks on: Due Date ¥

The Hive editorial possibilities

VE

“ista blog content rw @ v

A4
A4

Office of Financial Aid - FAFSS, Stat..,

Summer movies

-

YnpaeneHue nankoi Inbox (Bxoaswume)

Kaxk sBunure, Office Outlook 2007 — aT0 HeuTO OOJIBIIIEE, YEM ITOUTOBBIN KJIV-
€HT, OJHAKO paboTa C DJIIEKTPOHHO II0YTOM 3aHNMAaeT 3HAUYNTEJIbHYIO YaCTh
pabouero gua. B Office Outlook 2007 ecTs pAx HOBBIX (PYHKIINIL, TIOMOTAI0-
X S3HAYMUTEJIbHO SKOHOMUTDL BPpeMA U YCUJINA; Pa3JIMMIHbIe METOAbIL HaCTpOI‘/JI—
KM, JOCTABKM COJIEPIKIMMOTr0, OIII[MM TI0MCKA U (PUIIBTPI HEYKeJIaTeJIbHOM 110~
YTBI YCKOPSAIOT U MOBBIMAIOT 3pperTnBHOCTE paborsl Office Outlook 2007,
YTO IOMOTaeT 0CBOOOAUTDL BpeMsA JJIA APYIUX JeJl.

ABTOMaATUYECKUIA NPOCMOTP BNIOXEHUH

Temneps, BMECTO IBOMHOTIO IIeTYKA Ha BJIOYKEHNN Y OSKUIAAHNA €T0 OTKPBITIA
B IPYTOM IIPUJIOKEHNM, MOYKHO OBICTPO IIPOCMATPUBATD BJIOMKEHMA coo0IIe-
HUI BJIE€KTPOHHOI ITOYTHI OJHMUM IIEJTYKOM MBIIIN. OTa BO3MOYKHOCTD B 3HA-
YJTEJIbHON CTEeIIeH) YKOHOMNT BPeMs:A U IT03BOJIAET OBICTPO ONIPeeNIATh, Ka-
KVIM BJIOJKEHIUAM CJIeAyeT yAeJIUThb O0JIbIlie BpeMeHN, 1 KaKye 13 HUX MOYKHO
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COXPaHUTB, 06paboTaTs MM ynaanTe. YToObI IPOCMOTPETH BIIOKEHNIE, IIeJI-
KHITE Ha HeM, 1 (paiis oTobpasuTesa B TeJjie COOOIIeHNA JIEKTPOHHON ITOYTHI.

MpumeuyaHue. B 3aBMCMMOCTM OT TOrO, MPUCYTCTBYET NN OTNPAaBU-
Tenb coobueHus B cnucke Safe Senders (HapexHble oTnpaBuTtenn),
nepepn oTobpaxeHMeM NpenBapuUTESIbHOro NPOCMOTPA MOXET Mo-
SIBUTbCS1 COODBLLEHNE, NpeaynpexaatoLLee 0 NoTeHUnanbHOM yrpose
6e3onacHocTu. BeibepuTte Preview File (MpensapuTenbHbIi NPOCMOTP
daiina), 4Tobbl NPOAONXKUTL PabOTY.

BbICTpbIA NOUCK HEOOXOANMBIX 3/IEMEHTOB

B Office Outlook 2007 mcnosb3yeTrcd Ta ke TEXHOJIOTUA MHIEKCUPOBaHNA,
uTto 1 B Windows Desktop Search n Windows Vista. OTo nosBoJsigeT makcu-
MaJIbHO OBICTPO OCYIIECTBJIATDH NOCTYII K MH(OPMAIINY BO BCEX IPeACTaBIIe-
Huax (Mail [IToura], Calendar [Kanennaps], Contacts [KouTaxTtsei] n Tasks
[3amaun]). Ber 3ameTuTe, 4TO 0TOOpasKEeHNE PE3yJIbTATOB IIOVCKA Telleph 3a-
HJIMaeT HaMHOTO MeHbIIIe BDEMEHM) — TeIlepb CKOPOCTD II0VICKa HEOOXOAVIMBIX
9JIEMEHTOB NPMUOIM3NUIACh K CKOPOCTM OTOOPasKeHN A CIMBOJIOB IIPY BBOJE C
KJIaBUATYPBbL

Brepxy crosnbua Inbox (Bxomamme) n cincka Tasks List (Comcoxk mea)
oTobpaskaeTcs HOBOe 11oJIe noncka. IIleskHUTE Ha 3TOM 110JI€, ¥ 00J1aCTh CMe-
HUT LIBET JJ1d 0003HaYeHNMA TOTO, UTO OHA BbIAeJseHa. IIpocTo BBeiuTe MCKO-
MOe€ CJIOBO MJu cJaoBocodeTaHue (cMm. puc. 10-15). Eite He 3aBepIlyB BBOJI, BBI
YBUINUTE Pe3yJbTaTel B BUje cO0OIeHnii (Man 3a7ad), Cogep Kallx JCKO-
MOe CJIOBO MJu ppasy.

5 Bxogawme
| P-x

Puc. 10-15. BbiCTphbIil NOMCK NO3BONSET ONEPaATUBHO HAXOAMTb COODLUEHUS 1 3aa4u,
conepxalume Beoaumyto B none Search (Mownck) cTpoky noucka

Il ycKopeHMs oucKa oIpesieJIEHHBIX 3JIEMEeHTOB MOYKHO BRJIIOUUTD KPU-
Tepuy noucka. Haskmure kHonky Add Criteria (JobaBuTb KpuTepuii), 4T00bI
BBIOpATE HYKHBI KpuTepuii noucka (cm. puc. 10-16). Taksxe MoKHO OBICTPO
IIOBTOPUTB IIOVICK, €CJIV OH YoKe BBINOJIHAJICA PaHee; JJIA 3TOT0 HaXKMUTe KHOII-
Ky Show Instant Search Pane (Otob6pasuTts 06JacTh MTHOBEHHOTO IIOMCKA)
cIpaBa OT I0JIA IIOMICKA, 3aTeM HaBeAUTe yKa3aTe b MBIIIM Ha TyHKT Recent
Searches (HenaBHMe ITOMCKOBBIE 3aIIPOCHI) Y BBIOEPUTE MICKOMBIIL 3JIEMEHT (CM.
puc. 10-17). Kpome TOro, MOYXHO HACTPOUTD IapaMeTphI IIOMCKA 10 yMOoJIda-
Huio, BbIOpaB Search Options (ITapamerps! noucka) B MeHto Instant Search
Pane (O6Js1acTb MTHOBEHHOTO TTOMCKA ).
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T —— Puc. 10-16. Kputepuit noucka obecneunsaet
[Search Inbox 2 -]a Oonee ObICTPLIN 1 3PPEKTUBHBIA MONCK

s |
E £, Add Criteria ~ 1

A Attachments Eon top é‘
Bec
¥
B Bod
g 4PM
Cc
Created & PM w
Flag Status
2 PM
From v
Importance o5 PM v
In Folder laire..
Message Class e AE W
Modified g -
Outlook Data File  [fo T
Bead TAM v
Received
eceive 17 A -
Sensitivity
Sent 47 A w
ok Dem |
Size in Store
10 Ar
Subject g ¥
To 5 &0
ette.. v
Add Forms...
com

B3 Inbox (Search Results) Puc. 10-17. O6nactb
|datecreated:today contentsregistry a: 3 InStant SearCh Pane
Created Recent Searches 4 datecreateditoday contentsregistry (O6ﬂaCTb MrHOBEHHOr0
Body ul Search All Mail Items datecreateditoday HOMCKa) Coﬂep)KMT
p‘,Add *  Search Options categong(Vellow category) MHCprMeHTH onsa MOBTO-
Arrangsd B °  Help attachmentpenguin peHnda noncka u HaCTpOVI-
Sl EENg KW napamMeTpoB noucka
&) Today clients
(1 Katherine 254 PR [T
reqistry
 Kelly 138 PM Eli
My registry | quilt
L wau find what yaw wers searching far? meeting on Manday
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BoicTpoe npeobpa3oBaHue COOOLEHUI INEKTPOHHOM
NOYTbl B 31IEMEHTbl AeNCTBUM

OpnHoit 3 3a7a4 9ppeKTUBHOI paboThI C BIIEKTPOHHOI ITI0YTOM ABJIAETCA Pas3-
JIeJieH1e COODIIeHNit, TpebyoInx HeMeaJeHHo 06paboTKy, 1 cOODIIIeHMIE,
KOTOPBIMI MOYKHO 3aHAThCA no3aHee. B Office Outlook 2007 mosxHO 1cIonn-
30BaTh YJIYYILUIEHHYIO (DYHKI[MIO ITIOMEeTKY (pjlaraMy JJId OIpeaesIeHs BarK-
HBIX COODIIeHNI, TPeOYIOIMX HEMEIJIEHHBIX nelicTBuil. IIpu momeTke coob-
LIeHuA (pJIaroM BJIEMEHT aBTOMAaTUUEeCKU nobaBideTcda Ha maHesab To-Do
(Cancox neut).

MomeTka aneMeHTOB AelNCTBUA dnaramu
ANS Apyrux noab3oBartenen

YaydineHHada (PYHKIMA (PJIaroB TaKIKe MOYKET JMCIIOJIb30BAThCA JIJIA ITIOMEeT-
K OTIIPaBJIAEMBIX U IPUHMUMAaEMbIX co0b1eHNit. Ecou BbI, HAaIpuMep, TOJIb-
KO YUTO 3aKOHYMIM PaboTy HaJ YepPHOBBIM BapMaHTOM MHCTPYKIIMU JIJIA CO-
TPYLHUKOB, €e MOYKHO OTIIPAaBUTh B BUJE COOOIIEHNA BJIEKTPOHHON MIOYUTHI
IPYTUM II0JIb30BaTEJIAM, 3aHUMAIOIIMMCA TeM 3Ke IIPOeKTOM, 3aIIPOCUB Y HUX
OT3BIB JI0 KOHIIa HeJesn. Bel mpocuTe aOOHEHTOB OTBETUTH K OIpeeJIEHHOM
IaTe, HOPTOMY coobIileHne nomedaercsa PIarom K mucrnosHeHno. Tak Kak co-
ob1ieHne moMedeHo PJIaroM, TO IIPY €ro MOoJIyYeHUN ajpecaTaMy OHO aBTO-
MaTudecky nobaBisgerca B uMeroecd y Hux naHesu To-Do (Cromcoxk neit) B
BIJIe 3aJa4M C (DMKCUPOBAHHON JaTOl BRITTOJIHeHKA (cM. puc. 10-18).

-'/EEJ HD G« % 7 YepHoBmK Gykneta - Coobierne (HTMIL) - =2 x
H =
CooBweHne Beraeka MapameTpsl DopmaT TeKcTa Hagcrpoiikn 7]
'i"j # Calibri (Ocne = |11 - A AT IR %'J 0 B v Ld ~ ly
B, N a8l 9 5 '
BeTasnTe AgpecHan MposeprTe K Opdorpadua
J KHWra HMeHa Lg‘v HINOAHEHWKD ™ 3 b3
Eydep oEmena OCHOBHOM TeKCT HmeHa BKAl4NTE ¥ | Ceroans
| Ceewe | - K
R [ —— I | " | Hazroi Hegene
\ Ha cnegywoweid Hegene
= CK...
[ THaA zan ] [ ] | Y EESAETQ
Tema: |‘-|EDHDEMK BykneTa ¥ | Apyroii..
2 | [oBaBWTE HAMOMWUHAHKE...
Bcem npueert!
BoT nepeblii yepHosmk! MNpucbinaiiTe BaWK KoMMeHTapUW/NpeanoXeHNA  MameHel DI (I (AT EIE b

Cnacmnbo!

Puc. 10-18. YcoBeplueHCTBOBaHHbIE BO3MOXHOCTM paboThl ¢ pnaramu no3sonsior
0TNpaBNgaTb COOOLLEHUS NEKTPOHHON NOYTHI, CO3AAIOLIME ANEMEHT AEACTBUS B CIMCKAX
Jen apyrux nonb3osarenei
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MpocToTa HACTPOMKN SNIEKTPOHHOM MOYUTHI

B Office Outlook 2007 cTaJio HAMHOTO IIPOIlle HACTPAMUBATh YUEeTHbIE 3aIJICH
3JIeKTPOHHOM nouTsl. HoBasa aBTOMaTU3MpPOBaHHAA HACTPOIKA YUETHBIX 3a-
mcelt IPOCTO 3alpallnBaeT UMs [I0JIb30BaTeNA U IapoJb yUeTHOM 3allCH,
IIocJie Yero BBIIOJIHAET Bce ocTaJbHble neiicTBuA (cMm. puc. 10-19). Mactep
oIIpeJiesiAeT HaCTPOIKY cepBepa, aBTOMaTUUeCK) HacTpauBaeT yIeTHYIO 3a-
IIVICh, TIOCJIE Yero 0ToOpaskaeT 00HOBJIEHHOE fmasoroBoe okHO E-Mail Accounts
(YuerHble 3amycy BJIEKTPOHHOM IIOYTHI) C HOBOJ YUETHO 3alMChIO ¥ MECTO-
nososxenvieM PST-daiina yaersoi 3anmcnu. ITocsie aToro ocraeTcs JuIb IIPo-
BepuThb nouty! B cinicke Personal Folders (JIu4uHble nanku) Ha HaBUTALVIOH-
voii maresin Mail (ITouTa) moABmuTCA HOBadA MOYTOBAA [TATIKA.

[loGagne HHe HOBOH YUe THOH 2aNHCH 31EKTPOHHOH NOuTbI

ABTOMATHYECKANA HACTPOAKA YUETHOH 3an1cuH
HammuTe kHONKY "Janee”, 4Tobel NOAKNKHMTECA K NOHTOBOMY CEPEERY M HACTROMTE NAPAMETPE! YHETHOR 3aNHoH
NOCTEBWHKES YCnyr MHTEpHETa MM cepeepa Microsoft Exchange,

Bawe 1Ma: || |

MpHMep: Anekcel Opexos

AApEC INEKTPOHHOA NOYTHE | |

Mpwrep: alexeyorekhov@esxample, com

Maponb: | |

MNMposepka napona: | |

BEEAMTE NapONk, NPEADCTAENEHHEIF NOCTAEWLHKOM YCNyT MHTEpHETA,

[ HaCTREMTE BpyHHYH NEREMETRE CEPEERa HIH AONOMHHTENEHEIE THIE CEPEEPOE

R

Puc. 10-19. lpocTo BBeAMTE aapec anekTPOHHON NouTsl 1 naponb, u Office Outlook
2007 HacTpouT 3a Bac BCE He0OXoaMMble MapameTpbl

3arpy3ku ee B nanky Inbox (Bxogswme), 4To no3BonsieT 3arpyxartb no-

Q\ CogerT. B Office Outlook 2007 ecTb GyHKLUUS NONy4eHUS BEO-NOYTLI U
YTy C PA3/INYHBIX MOYTOBBIX SLLMKOB.
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Co3paHue n pacnpocTpaHeHne 3JIeKTPOHHbIX BUSUTHbIX KapTo4Yek

HoBas yBnekatenbHasa n dyHkumoHanbHaa dyHkuma Office Outlook 2007 nosso-
NSIeT co34aBaTh, COXPaHSATb M PACNPOCTPAHATL KOHTAKTHYIO MHGOpMaLMo cpeau
APYrnx nosb3oBaTesie B BUAE 3JIEKTPOHHOM BU3UTHOW KapTo4dkn. B okHe New
Contact (HoBbili koHTakT) Bbibepute Business Card (BusutHas kaptoyka) Ha
Bknaake Contact (KoHTakT), 4T06bl UBMEHUTbL BU3UTHYIO KAPTOUKY MO YMOSHaHUIO,
CO30aHHYI0 AJ151 HOBOIO KOHTaKTa. B 9T 06beKTbl MOXHO BCTaBNATb poTorpadun
1 opyrue CreumasnbHble 3/IEMEHTHI.

B13uTHbIE KAPTOYKM MOXHO NEerko OTNPaBASATb APYrvM NOAb30BATENSM MO
3N1EKTPOHHO NMoYTEe, MO0 NPUCOEONHSITL UX K UCXOASALLMM coobLieHusam. Mpo-
cTo BbibepuTe Options (MapameTpbl) B MeHto Tools (CepBuc) 1 OTKPONTE BKNAAKY
Mail Format (CoobLieHne) B ananoroBom okHe Options (MapameTpsl). Boibepute
Signatures (Moanucu), 4To6bl 0TOOPA3UTL AnanoroBoe okHo Signatures and
Stationery (Moanuncwu), 3aTem wenkHUTEe Ha anemeHTe Business Card (BnantHas
kapTouka) B obnacTtu Edit Signature (M3ameHnTb Noanucek), 4To6bLl 0OTOOPA3NTL
avanoroBoe okHo Business Card (BusntHas kapToyka), B KOTOPOM MOXHO BblO-
paTb KapToyKy, MPUCOEAMHSAEMYIO K COOBLLEHUNSIM.

Monyyenune panubix RSS B Office Outlook 2007

C momenTa Berxona Office Outlook 2003 na prIHOK, RSS cTasna ouens nomy-
JIAPHOM TEXHOJIOTMEN MOJyUeHUs comepsKuMoro u3 VInrepuera. VIHTepHer
COZIEPSKUT HEVICUNCIIVIMOE MHOKECTBO VHTEPECHBIX (M HYKHBIX ) BeO-CTPaHNI],
HO MOKHO IIPOBOANTD JIOJITVIE YaChI 3a TIOVICKOM CaiITOB C IEICTBUTEJIBHO MH-
TEPECHBIM U 3aCJIY KMUBAIOIIMM JOBEPNA COAEPRUMBIM. Ecom a1y cariTe! mon-
IIePsKMBAIOT MeTo mepenayun naHubeix RSS (T.e. nHpoOpMalna nybaukyercsa
U pacOpoCcTpaHAeTCsa U3aTesIeM COLEPIKMMOro IOCPEeICTBOM TEXHOJIOTUNI
RSS), To 3Tu maHHBIE MOYKHO IPUHMMATL HEIIOCPEACTBEHHO B nanky Inbox
(Bxogamme) B Office Outlook 2007, uTo 1103BOJIAET 3HAUNTEJIBHO COKPATUTD
BpeMs, IPoBoAUMOe 3a paboToii B VlHTepHETE, U B J1I060I MOMEHT M10JIy4aTh
ZIOCTYTI K HEOOXOIMIMOMY COLEPIKIMIMOMY.

Yro68s! ncnosnb3oBaTh pyHrnuio RSS B Office Outlook 2007, gBaskabl
menkHUTe Ha nanke RSS Feeds (Jauusie RSS) B paszgese Personal Folders
(JInunble mankyu) Ha HaBurammouHoi maHesu Mail (IToura). ITogBuTCS OKHO C
OIMICaHVEM OCHOBHBIX IpuHIUIIOB RSS 1 nudopmamnmeit o Tom, Kak Ha49aTb
paboty (cm. puc. 10-20).
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RS Feeds subscribe you to that feed, Others require you to copy and paste the sddress of the feed in crder to
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= ¥ Tomomow
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E Music videos Sports videos
i Calendar 2 -
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8] contacts Microsoft Office Blogs Research time v
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2007 Microsoft Office 2007 Microsoft Office system features
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Done

Puc. 10-20. RSS-coaepxmumoe MOXET [OCTaBAATLCSA NPSAMO B nanky Inbox (Bxoagime)

MpumeuaHnue. MNMpu pabdoTte ¢ Microsoft Internet Explorer 7.0 noTokun
naHHbiXx RSS cuHxpoHusunpytotes ¢ InTepHeTtom m ¢ Office Outlook
2007, yto obycnaBnMBaeT HanMyMe PasnnyHbiX CNocoboB YTEHUS U
MCNOJb30BaHNA Hanbonee NMHTEPECHOIO COAEPXNMOrO.

YnyyweHHasa GpunbTpaums HexenaresnbHOW NOYThI

B Office Outlook 2007 ycosepmieHcTBoBaH huabTp Junk E-Mail Filter
(PusnbTp HeKesaTeJbHON MOYTHI), BBIABJAIONINI, IIepeXBaThIBAIOIINI 1
YHUYTOKAIOINI BXOAAIME COODIIeHNA, KOTOPbIe MOT'YT IIPEICTaBJIATb CO-
6oit He)KeJIaTeJIbHYIO IIOYTY (MJIM, YTO HAMHOTO XY2Ke, COODII[eHNA OT MHTEeP-
HeT-MOIIeHHUKOB). PUIIbTP HesKelaTebHO II0YThI CKAHUPYET CTPYKTYPY 1
COZEPYKVIMOE BXOAAIIVIX COOOII[EHNI 1 JasKe OTCIIeKMBAET II0I03PUTEIIbHbIe
COODIIEHNSA ¥ OTKJIIOYAET CChLIKY, KOTOPbIe MOTYT IIPMBECTY HA IIOTEHIVATIb-
HO oItacHbIi caifT. ITpn nosyuyennn coobiiieHns, ICTOYHNKOM KOTOPOTO, BEPO-
ATHO, ABJAeTcA nHTepHeT-MoIleHHMK, Office Outlook 2007 orobOpaskaeT pe-
LyIpeKieHne, 1 M300paskeH VA I CChLIKY B COOOII[EHNN OTKJIIOUAIOTCA J0 TeX
II0p, IIOKa He OyAyT pas3pellleHsl I10JIb30BATEJIEM.
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Bopbba ¢ UHTEepPHET-MOLIEHHUKaMU

PasroBuAHOCTE MHTEpPHET-MOIIEHHIYECTBA [I0] Ha3BaHMeM «(PUIIMHT» (OT
aHrg. phishing —BeIy)K1UBaHMe TaHHBIX y IOJIb30BaTEJA C LI€JIBIO IOCTEAYI0-
el Kpaski JIMYHOCTY — NPUM. nep.) — MOTEeHIMAJbHO OllacHad (popMa HeMKe-
JIaTeJIbHOJ ITOYTHI, ICTOYHVKOM KOTOPOJ ABJIAIOTCA 0€CCOBECTHBIE OTIIPAB-
TeJI), PACIIPOCTPAHAIOIIVIE BJIEKTPOHHbIE COODIIIEHNA OT JINIA OPTaHM3alNMY,
KOTOpasd BaM M3BECTHA ¥ KOTOPOJ BBI loBepsAeTe (9TO MOKeT ObITh Balll OaHK,
MIOITY JIAPHBII CaliT, KOTOPBI BbI YaCTO IIOCEIlaeTe, MM Ballla UTIOTeYHa A KOM-
naHuA). MoleHHMKY, OTIIPaBJIAIOIIME TaKle COODIIeHN A, YaCTO UCIOJIb3YIOT
JIOTOTHUII, IIPUT U AV3aiiH, MIeHTUYHbIe HACTOSAIIMM COODIIEHNAM, IIOCTY-
MaIMM OT KOMIaHuM. BaMm npensaraeTcsa IIEJIKHYTh Ha CCBLIKE B BJIEKT-
POHHOM co00IIIeHN, KOTOpasi BHEIIIHEe He BbI3bIBAET IIOJ03PEHNI, HO Ha Cca-
MOM JeJle HaIlpaBJIgeT Ha CaliT MOIIIEHHIKOB, Ha KOTOPOM BaM IIpejJiaraeTcs
«IIOATBEPIAUTD» JUYIHYI0 MH(popManyio. HekoTopsle 13 I0100HBIX COODIIIe NI
MOTYT COZIePsKaTh IIPeayIpeskeHNs, IIPU3BaHHbIe 00ECIIOKONUTD IIoJIydaTe-
J1d, HanpuMep: «KTo-To meITacA OCyIecTBUTh HeCaHKIMOHMPOBaHHBI JOC-
TYII K Ballleli ydeTHoii 3anyicy. Heob6xonmumo, 4ToOb! BBl BOLILIYM B CUCTEMY U
IIOATBEPAVIIV CBOM JIMYHBIE JaHHbIe». He OTKpBIBaliTE CCBIIKY B TAKMX CO00-
meHnAxX. OTKPbIB CCBUIKY 1 3aII0JHUB JIMYHbIE JaHHbIe, BB, CAMM He 3Hasd TOTrO,
MOJKeTe IIPeJIOCTABIUTDb MOILIIEHHVKAM JOCTYII K JAHHBIM O BallleM 0aHKOBCKOM
cueTe U KPEANUTHON KapTe, BeO-cajitaM C JIMYIHOI MHPOPpMaLyeil 1 1.1,

B Office Outlook 2007 mpucyTCTBYIOT (PYHKIMM 3aIIUTHI OT (PUIIVIHTA,
aBTOMATMYECKM aKTUBMPYIOIMecd IIpy HadaJe paboTsl ¢ npuioskenneM. [la-
paMeTphl HACTPOMKM 3alUTHI OT (PUIMHTa HaxoaATca Ha Bkaaake Options (Ila-
pameTpsl) nuajsorosoro okHa Junk E-Mail Options (Ilapamerps! HeskesaTe b-
HoV nouThl) (cM. puc. 10-21). Hu B KoeM carydae He BBIKJIIOYATE DT IBE O,
4TOOBI B 3HAYNTEJILHON CTEIIeH) CHUBUTD PUCK, CBA3AHHBIN ¢ (ouiHroM. Jia
rosiydeHus: 6oJsiee moapoOHOM MHGOpPMaIMy moceTuTe crpanuny http://
www.microsoft.com /athome/security /email /phishing.mspx.

Thl, NOBbIWAKOWME 6€30NaCHOCTb KOMMNbIOTEPOB. HacToATENbHO
pPEKOMEHAYETCS PerynsipHo nocewaTtb cTpaHuuy http://www.micro-
soft.com/update n pecypc Windows Marketplace (http://win-
dowsmarketplace.com) ons Nnony4eHNs HOBbIX U YCOBEPLLUEHCTBOBAH-
HbIX YTUINT, MOMOTaloLWNX 3aLUTUTb CUCTEMY.

Q CogeT. Microsoft noctosiHHO pa3pabaTbiBaeT 0OHOBNEHUS N YTUIN-
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[lapameTpbi He #edaTe AbHOH NOUTHI |7 _ Puc. 10-21. [Ige HoBblE
onuuu ang 60pbObl ¢ PULIKH-

3a6N0KHPOESHHEIE OTMNPAEHTENH M AYHAPOAHBIE KOHTAKTE
MapareTpe! | HaaemHele 0TNPAEMTENN HaaexHee nony4aTeny rom paCHOHO)KeHH B ﬂ,l/laﬂoro-
Cutlook NOZE0NAET NEPEMELLATE NOADSPMTENEHEIS CO0GLWEHHA BOM OKHE JUnk E- Ma” OptIOHS

! = &
INEKTPOHHOW NOYTEI B DCDSY}O Nanky ANA HEXENATENEHOK NOYTEI.

BrIfiEpHTE YPOEEHE SALUHTEI 0T HEWENATENEHOM INEKTROHHON NOYTEL

(O HeT aeTomaTH4eckoro oThopa. MMCkMa oT 388N0KMPOBAHHEL
OTNPEEHTENEA NOMEWAKITCA B Narky HEXENATENEHOH NOYTh,

() Huzkwid, MEpEXBaT M NEPEMELLEHHE ABHBLX HEMENATENEHELX
Co0BLWEHHA B 0T ABMEHYHD Nanky,

(5) Bricokki, MNepexsaT BoNbWER HacTH HEXENATENEHOR NOYTE C
EEPOATHOCTERD MEPEXEATA HEKOTOPLIX NONESHBE CODBLWEHHHA,
Yallle NPOBERARTE NANKyY HEwEenaTenbHOA NoHTh

() TonbKD CMCKM HAAEXHER aapecaTos, B nanky "BxoaAwme"
ADCTSENASTCA TONBKD NOHTA OT NOMES0EATENEH H M3 AOMEHDE,
EKMMIHEHHBD B CMHCKH HAAEKHEE 0TNPAEHTENEH H NONY4aTensi,

[[]BesBosEpaTHE ¥AANATE BOSMONHYH HEXENATENEHYH NOHTY Bes
NEPEMELLLEHHA B NaNKy

OTKNHHATE CCLINKH M APYTHE BOSMOMHOCTH B CODGLIEHHAX
DHWKMHNE (pEKOMEHAYETCA),

TpH OTMP&BKE 3NEKTPOHHOA NOYTE! A0BAENATE WTEMMEME,
NOMOrSHILHA NOHTOEBIM KIMEHTSM OTNHYHTE O0BIMHYHD NOYTY 0T
HEWENATENEHOM

[ O H CTHMEHS ]

T T 7

ABTOMaTHYeckoe AoOaBneHUe NMOYTOBbLIX LUITEMNeneun

B Office Outlook 2007 ecTs HOBasA (PYHKIMA, aBTOMATUYECKM H00aBIIAOIAA
B OTIIPaBJIAEMbIE DJIEKTPOHHBIE COODIIIEHNA TIOYTOBBIE IIITeMIeN . IIo4TOBbIN
LITEMIIEJIb COEPIKUT [TIepedeHb NToJIydaTesiell 1 BpeMsdA OTIIPaBKY COODIIeHN S,
3TO [I03BOJIAET MCII0JIB30BATh IITEeMIIEJIb B KaUeCTBe CPeICTBA UIeHTU(PIKA -
LY COODIIEHNA — CIIaMePhl OAHOBPEMEHHO OTIIPABJIIAIOT THICAYY COOOIIEeHNI
3JIEKTPOHHOM IIOYTHI C OJHOI'O KOMIIBIOTEPA, UTO MCKJI0UaeT BO3MOMKHOCTD
CyILIeCTBOBaHMSA YHUKAJIBHOIO HITeMIe . [louToBasa mporpaMma II0J1b30Ba-
TeJIdA, IIOJIYUYMBIIIETO COODIIIEHE CO IITEMIIeJIEM, Ay TEeHTUPUINPYET BTO CO-
ob11eHME, OIIPeeIVB JIETUTUMHOCTD €I'0 OTIIPABUTEJA U He 00HAPY KB TP~
3HAKOB CITaMa.

YnyuyweHus gna nonb3oBartenein Exchange Server 2007

B Office Outlook 2007 ecTb HEKOTOPLIE HOBLIE AOMNOJIHANTENbHLIE BO3MOXHOCTH,
npenHasHadYeHHble ans Tex, kto pabotaet ¢ Exchange Server 2007. Cpean ynyyd-
LLIEHHbIX 1 HOBbIX BO3MOXHOCTE CriefyeT BblAenTb cneayloLlee.
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m CospaHue pa3nuyHbix coobweHunii Out Of Office (HeT Ha mecTe). Tenepb
MO>HO Jly4Lle KOHTPONMPOBaTb COOOLLEHMS, OTMNPABASEMbIE BbI3bIBAIOLLYVM
BaC NOMb30BATENSAM NMPY BalleM OTCYTCTBUU HA paboyeM MecTe U 3aHATOC-
™. 3anporpammupyiite Out Of Office Assistant Ha onpeaeneHHbie NPOMEXYTKMN
BPEMEHU (C yKa3aHMeM BPEMEHM Ha4vana n OKOHYaHus), 4ToObl He 3abbiBaTh
BKJIHOYATb U BbIK/IOYATb 3TOT KOMMOHEHT. KpomMe Toro, MOXHO co3aaTth pas-
JINYHBbIE COOBLLEHMS 06 OTCYTCTBUM AN pa3nnyHbIX Nonyydateneii. Hanpumep,
ecnu Bbl COBMpaeTechb OTCYTCTBOBATb HECKOJILKO AHEN, OCTaBbTE BHYTPEHHEE
coolLLeHVe, npeanararwLee COTPyAHMKAM 3BOHUTbL BaM HA MOOWIIbHbIN Te-
nedoH nnn obpalaTbCs K BalleMy NOMOLLHUKY. [119 BHELIHUX KOHTaKTOB (Ha-
npumMep, KIMEHTOB 1 NMOCTABLUMKOB) MOXHO CO34aTh COOOLLEHME O TOM, YTO
BAaC HET Ha paboTe, 1 Bbl CBSXETECH C HMMU MO BO3BPALLEHUN.

m Tlonocosbie U pakcuMUIbHble coobOLeHuna B nanke Inbox (Bxoaswue).
Tenepb ronocosas noyTa n GakCUMmnIbHblE COOBLLEHVS MOTYT OCTaBAATLCA
HenocpeacTBEHHO B nanky Inbox (Bxoasiwme), yto npespawaet Office Outlook
2007 B OCHOBHOW KOMMYHUKALMOHHbIN LLEHTP.

UHTepBbIO C COTPYAHUKOM «KyxHU» 2007 Microsoft Office System

— 1 Jixeccuka ApHonbp, pykoBoautens npoekTa Office Outlook 2007

Kakas s Hoebix pyHkunii Office Outlook 2007 HpaBuTCca Bam GoJibLue BCe-
ro?
CnoxHo BbIOpaTh kakyto-nmbo ogHy ¢yHkumio Office Outlook 2007, koTopyio
MO>HO Ha3BaTb CAMOI-CaMO, Tak Kak B MPOrpamMmMe CTOJSIbKO HOBbIX BO3MOX-
HOCTEN, NCNOJIb3YEMbIX MHOM eXeOHEeBHO. TeM He MeHee, A, CKOpee BCEero,
Hanbonee 4acTo UCMNOoNb3Y HOBYIO GyHKUMIO Instant Search (MrHoBeHHbI
nouck) — okono 20 pas B aeHb! M'MbKoCTb MHTEPdENica No3BoAseT O0bLLE He
TPaTUTb BPEMS HA MOUCK COOBOLLIEHMS SNIEKTPOHHOM NOYThI, 3aTEPAHHOIO Cpe-
Ou Teicsay apyrux nucem. C nomoubio oyHkumm Instant Search (MrHoBeHHbIN
NMou1CK) 1 MOy BBECTU JINLLb HECKOJbKO KJTKOYEBBIX CJI0B, HTOObI HANTU HY>KHbIIA
dparmMeHT nHdopmaunm, He3aBMCMMO OT TOrO, B KAKOM Nanke OH HaxXoauUTCA.
flBunucb N1 Kakme-nm60 NSMeHeHusa pe3yibTaToM 00paTHOI CBA3U C KNu-
eHTamu? Ecnu ga, T0 Kakue UMeHHO?
Mpu paboTte Hapn kaxaon HoBok Bepcueln Office Outlook Mbl NnpuHMMaem BO
BHMMaHMe MHeHne nonb3dosareneit. Mpu npoektuporanum Office Outlook 2007
1 NePeCTPOEHNN MOJIb30BATENBLCKOrO MHTEPdECA Mbl BCTPEYANMUCH C HALLIK-
MW KIIMEHTaMu 1 cobpann OrpoOMHbIN 06bEM AaHHbIX, 06PaboTaB KOTOPLIN,
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Mbl MOHSAN, 4TO HEOOXOANMMO CAENaTb A5 NOBbILLEHNS 3PDEKTUBHOCTHU pa-
©60Tbl NONBL30BATENEN N MONTIOXUTENBHOIO BAUSIHUS HA X MOBCEAHEBHYH XN3Hb.
OTn faHHbIE MO3BOINN ONPEAENUTb TEHAEHLMN U KITIOYEBbLIE MOMEHTbI, BMOC-
NeACTBUM yYTEHHbIE FPYNMO pa3paboTku Ans CO34aHNSA BO3MOXHOCTEN, KO-
TOPbIE B 3HAYUTENIbHOWN CTEMEHM BAMSIOT Ha PabOTy HALLMX KIIMEHTOB.

EcTb nu B Office Outlook 2007 ¢pyHKUMS, O KOTOPOI1 GyAyT roBOPUTb BCE U

Kaxabin?
¢ nonarato, YTO HEBEPOSITHO MONIE3HBIMU 151 MOJIb30BATENEN OKAXYTCS YyCO-
BEPLLEHCTBOBAHMS METO40B YNPaBieHNs BpEMeEHeM 1 3aaa4amu. MNaHens To-
Do (Cnucok gen), nHrerpaums 3agad ¢ gpyrumu nporpammamm Office u ka-
neHpapb B OENCTBUTENBHOCTU GOPMUPYIOT BENNKONENHOE NPOrpaMmMHOe
peLleHve A9 Nonb3oBaTesnen, NoBbilaLLLee NPOAYKTUBHOCTb paboThl U, Ta-
KM 06pa3omM, oceoboxaatoLLee BpeMs A5 Apyrux, 6onee BaxHbIX eXeaHEeB-
HbIX 3a4au4.

EcTb nIn y Bac Becenias unm MHTEpecHasi UCTOpMS O BalleM y4acTum B CTOJIb

mMacwTabHoM npoekre?
OpHMM 13 Hanboee NHTEPECHbIX M 3aHUMATENIbHbIX MOMEHTOB BO BPEMS y4a-
CTUS B AAHHOM penu3e 6blIv BCE 3TV MHOTOYMCIEHHbIE «MENKMNE» ANIEMEHTHI,
Takxe chopmMmmnpoBaBLUMe KOHeuYHbI npoaykT Office Outlook 2007. HaunHas ¢
4yncna NMKCENOB B 3HaYke diaxka «K UCMOSHEHWNIO» B MOJIb30BATENIbCKOM UH-
Tepdeice n 3akaH4YMBasi cCo3aaHnemM HOBbIX A3bIkoBbIX Bepcuii Office Outlook
2007 — Bce TpeboBano KONOCCANbHbIX YCUUIA MPU KOOPAVHALMN U COBMECT-
HOW paboTe HalLMX FPyMn COTPYAHWKOB A/s BbINyCKa NPOAYKTa, KOTOPbIM Mbl
Tenepb 04eHb ropammcs. HabnogaTe 3a pa3paboTKol 1 BHEOPEHNEM BCEX,
[aXe CaMbIX MENKNX, KOMMOHEHTOB Ha MPOTSXKEHNN ABYX JIET — OFPOMHbIA OMbIT
1 yOOBONbCTBUE.
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NMoBbilLeHue
3dbPeKTMBHOCTU PadOThbI
KOJU1IeKTUBa C NOMOLLbIO
Office Groove 2007

Jlcrionb30BaHME TaHe M 3aITyCcKa

BricTpoe cozmanme pabouero mpocTpaHCcTBa

Oxno Workspace (Pabodee mpocTpaHCTBO)

MoririHble MHCTPYMEHTBI COBMECTHOM paboThI

VlcnonbsoBanue Office Groove 2007 c 6ubimoreramu qokymenToB Office
SharePoint

m IIpumep ceanca paborsl B Office Groove 2007

HesaBucumo ot Toro, kakoit paboToil Bel 3aHMMaeTeCh, OHA, CKOPee BCEro,
CBs3aHA C OIPeJIeJIeHHBIMM IIPOEKTaMy U JIoabMy. Hanpumep, BaM MOKeT
IIOHAJOOUTHCA COCTABUTD 00YYaIONUTYI0 MHCTPYKINIO, CO3ATh paboumii JI1CT,
IIOATOTOBUTD IIPE3EHTALNIO, PACCMOTPETD IIPEJIOMKEeHVE IV OPTraHN30BaTh
oTzeJs npojask. Bce aTu 3aauy MMeloT HaYaJI0, cepeanHy M KoHell. VI kasknas
U3 HUX MOKeT TpeboBaTh COBMECTHON PaboThl ¢ JPYIMMM JIOAbMY, HE3aBU-
CMMO OT TOTO, O KOM MJIEeT PeUb — 3TO MOKET OBITb PEIIeH3eHT MHCTPYKLINH,
MeHeJ[3Kep, yTBePsKIaIoImii paboumii JMCT, KOJLJIera, OLleHMBa oI IIpe3eH-
TalNIo, AVPEKTOP, 000 PAIOIINIL TIPEeIJIOMKeHYIe UV HOBbIE COTPYOHUKM OT-
JleJia IIpoJask, Tpedytome o0ydeHns.

Microsoft Office Groove 2007 — 5T0 HOBBIVI MIHCTPYMEHT JJII COBMECTHOM
paboThl, TOMOraomyii HeOOJIBIIINM KOJIJIEKTVBAM 00'be AVIHATD yCUJINA B paM-
KaX OJHOr0 pabouero IIpocTpaHCTBa AJsA ObICTPOI U 9peKTUBHOI PaboThI
Hax npoekramu. Office Groove 2007 co3naer pabodne IpocTpaHCTBa HA Ha-
CTOJIBHOM KOMIIbIOTEPE, He Tpebys criennabHO HacTPOMKY cepBepa. Daii-
JIBI, HaJ, KOTOPBIMM BbI paboTaeTe BMeCTe ¢ COTPYLHMKAMY, XPAHATCA Ha CO-
OTBETCTBYIOIIMX KOMIIBIOTEPAX I10JIb30BaTeJel, I09TOMY YUaCTHUKM IIPOEKTa
MOTYT OCYII[ECTBJIATh JOCTYI K (paiijaM He3aBMUCHUMO OT TOTO, IIOJKJIOYEHbI
JI1 OHM K ceTy. VI KaskIblil pas3 Ipy BXoJe COTPYAHMKA B cUCTeMy (paiibl Ha
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5TOM KOMIIbIOTEPE OOHOBJIAIOTCA JJIA OTPAYKEHNUA M3MEHEHM, BHECEeHHBIX
JPYTUM YJIEHOM KOJIJIEKTIBA.

OTO IPUJIOKEHNE MOYKHO MCIIOJIB30BaTh 1A PaboThl HaJ| IPOEKTOM, He-
B3Upasd Ha TO, e BBl TPYAUTECH — B Kade, KOH(pepeHI-3aJe N Ha Teppace.
Office Groove 2007 MOKHO yCTaHOBUTB Ha BCEX KOMITBIOTEPAX I YCTPOIICTBAX
Windows Mobile, 4To0bI Bcersia MMeTh JOCTYII K CaMOII ITOCJeHe MHPOP-
Manuy B paboyeM IIpOCTPaHCTBE, HE3ABICUIMO OT TOTO, KAKOE YCTPOIICTBO BbI
ucrnons3yete. C momonisio Office Groove 2007 mosxHO ObICTPO CO371ABATH CIIE-
a3 POBAHHBIE CAMOLOCTATOYHbIE paboUne IPOCTPAHCTBA JJIA KasKI0r0
OTJIeJILHOTO IIPOEKTa, OJHAKO MIPIMJIOKEHNE TaKKe IIPEKPACHO B3aMMOeli-
ctByetr ¢ Microsoft Windows SharePoint Services u Microsoft Office
SharePoint Server 2007, 94T0O 1T03BOJIAET JIETKO ITyOJIMKOBATb JOKYMEHTHI,
co3gaHuble B pabounx npoctpanctax Office Groove 2007, B paMKax g0Jro-
CPOYHBIX ITPOEKTOB MJINM JJIA XPaHEHUA.

B sroii roraBe pacckasbiBaeTCsa 0 HEKOTOPBIX 3(PPEKTUBHBIX U IMOKMIX BO3-
moskHOCcTAX Office Groove 2007, momoraromnux B paboTe HaJ COBMECTHBIMU
IIPOEKTAMI.

keT Microsoft Office Enterprise 2007 1 npeactaBnsieT coboli oTaensHoe
npuioxexHune, npeagHa3Ha4eHHoe ana KJIMeHTOB C EA-cornaweHnem nnm
015 TeX, KTO npuobpeTaeT nporpammMHoe obecrnedeHme yepes Microsoft
Volume Licensing. Bnagenbubl Manoro 6usHeca, paboyve rpynnbl, co-
3[aBaeMble BHYTPU KPYMHbIX OpraHn3aumii, a Takke oTAeNbHbIe N0J1b30-
BaTenu moryt npuobpectn Microsoft Office Live Groove — roposyto noa-
NUCKy, BKJOHAOLWYI0 knveHTckoe npunoxeHue Office Groove 2007, a
TakXe JOCTyn K cnyxx6am kKoMmmyTaumm aaHHbix Microsoft.

Q Cosger. I'ne B3aTtb Office Groove 20077? Office Groove 2007 BxoamT B na-

Ucnonb3oBaHue naHenu 3anycka

Haunnre c¢ 3anycka Office Groove 2007 kak J11000ro Apyroro IIpuIoKeHNs
2007 Microsoft Office System; na pabouem cToje oToOpa3UTCA NaHEJb 3a-
IIyCcKa, IIOMOTaIasa co34aBaTh U yupaBiaAaTh geiictBuamu B Office Groove
2007 (cm. puc. 11-1).

BbicTpoe co3faHue paboyero NnpocTpaHcTBa

Cospatb pabouee npoctpancTBo B Office Groove 2007 mpocTo, HYKHO JIMIITb
HECKOJIBKO Pa3 IIeJIKHYTh MbIIIBI0, YTOOBI HACTPOUTH 0011Iee pabouee mpocTpaH-
CTBO KOJIJIEKTVBA IT0Jib3oBaTesell. Ha manesm 3amycka oTkpoiite meHio File
(Parin), HaBeguTEe yKaszaTesb MblM Ha IYHKT New (Co3maTh) u BeIbepuTe
Workspace (Pabouee npoctpancTso). (HTobbI co3maTs pabouee IpOCTPAHCTBO
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Puc. 11-1. Manenb Launchbar (Manenb 3anycka) copepxut nHpopmaumio o0 AENCTBUSX B
Office Groove 2007

Ha OCHOBe IIabJIoHa MJIM apXMBHOI'O IIPOCTPAHCTBA, BHIOEPUTE KOMaHAY
Workspace From [Pabouee npoctpancTso us]). Iloasurca guasioroBoe 0KHO
Create New Workspace (Co3gaHnue HOBOTO pabodero mpocTpaHCcTBa) (CM. puUC.
11-2) c ormuaAMY, HEOOXOOMMBIMMY AJIA CO3AaHMA pab0Yero IpOCTPaHCTBA; HY K-
HO IIPOCTO BBECTU UM, BEIOPATh TUII pabouero mpocTpaHcTBa u HaskaTh OK.

OkHo Workspace (PaGouyee npocTpaHCTBO)

OxHo pabouero npoctpanctsa Office Groove 2007 nmpegHazHaYeHO AJIA yII-
POIIleHNMA HaBUTralyy II0 3ajadaM, CBA3aHHBIM C COBMECTHON paboToil Haj
npoekToM (cM. puc. 11-3). ITanesp 3arosoBKa OKHa paboduero IpoCcTPaHCTBA
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Cosganue Hoeol pabouei obaactu Puc. 11 '2. B ANanoroBomM OKHe
I Create New Workspace (Co3ganue
=1 = HOBOro pabo4ero NPOCTPaHcTBa)
Tun paboueii obnacri: CﬂeﬂyeT BBECTU UMK pa60l'|er0
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"ObcysaeHne”, Mozxe B HEE MOKHO 00DEBMTE apyrue
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Puc. 11-3. Pabouee npoctpatcteo Office Groove 2007 comepXuT UHCTPYMEHTHI AN
opraHuaauumm obLiero foctyna k daiinam, npoBeAeHUs LUCKYCCHIA U 0BLLEHUS B pEXUME
peansHoro BpeMeHu

oToOpaskaeT MMA TeKylero pabouero mpocTPaHCTBa; 3HAKOMaA CTPOKA MEHIO
COZLEePIKUT KOMaHAbL AJ1A yIpaBiaeHnsa dajimamy, paboTel ¢ MHCTPYMeHTaM,
M3MEeHEeHN)A IIPeICTaBIIeHNA M HACTPONKY TpeanouTennii. Kuonka Workspaces
(Paboume mpocTpaHCTBa) B CTPOKE MEHIO IIpeJHAa3HAUYeHa [JIA IIepexosa OT
onHOTO pabouero mpocTpaHcTBa K npyromy. KoHrekcrHasa naness Common
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Tasks (Obmme 3a1a4n) B IpaBOM HMKHEM yTJIy pabodero mpocTpaHCTBa TaK-
sKe COIEePIKNUT I0JIe3Hble (PYHKIMMY, HaOOP KOTOPBIX 3aBUCUT OT MeCTa B pa-
0oUYeM IPOCTPAHCTBE UJIM OT BEIOPAHHOTO BJIEMEHTA.

ITpm cozpanum pabouero mpocrpancTea Standard (CrannapTHOe), Hanbo-
Jlee MOOXOMAIIET0 JIJIA Hadasa paboThl B OOJIBIIIMHCTBE CJIydaeB, B HEM OTO-
Opaskatorca mactpymeHTsl Files (Paitnbr) u Discussion (O6cysxnenmne). Ilpnu
OTKPBITUM pabodyero IpoCcTPaHCTBA 10 YMOJIYAHIIO BBIOMPAETCA MHCTPYMEHT
Files (Paiinbl), M BIOJIb BepXHEN rpaHUIILI paboueit 06J1acTy pacrosaraeTcs
Habop KHOIIOK AJ1A paboTsl ¢ paiimamu. KaskIoMy MHCTPYMEHTY COOTBETCTBY -
€T OTZleJIbHAa A KHOIIKA MEHIO, PACIIOJIOYKEeHHAA 10T YYKe 3HAaKOMBIMI OII[MAMUI
MeHI0 B cTuiie Windows. B srob6oe Bpemsa nipu paboTe HaJ IPOEKTOM BBI MJIN
BaIlIM COTPYIOHMKM (B 3aBMUCUMOCTY OT HACTPOEHHBIX pas3pelleHNii) MoMKeTe
106aBJIATH TONIOJIHNTEJIbHbIE MHCTPYMEHTHI B pabodyee IpOCTPAaHCTBO (IO~
pobHee 00 3TOM B ciieiyIoleM maparpade).

Obgacts 3amay Workspace Members (Hoennsr pabodero mpocTpaHCTBa)
cIipaBa OT OKHa 0TOOpaskaeT YJIEeHOB KOJIJIEKTVBA, HAXOAIIMXCA B JAHHBIN
MOMEHT B ceTH, a TaksKe 1oJie Invite To Workspace (IIpursmacuts B pabouee
npoctpaHcTBo). Obsacts Chat pane (ObsacThb 06111eHNA) C UMEHEM, COOTBET-
CTBYIOIIVM MMeHM pabodero mpocTpaHCTBa, PACIOJOKEHO I10] 00J1aCThIO
Workspace Members (HyeHnl pabo4ero mpocTpaHCTBa) M MOYKET ObITh OT-
KPBITO ¥ 3aKPBITO C IIOMOIIBIO CTPEJIOK, HAIIPABJIEHHBIX BBEPX 1 BHUS.

Mpurnawexnue gpyrux nonb3osarenen
M NPUCBOEHUE ponen

IIpurnamenne noab3oBaTteseil B padbouee nmpocrpancTeo Office Groove 2007
OCYIIIeCTBJIAETCA OUeHb JIeTKO. IIpocTo miesnkamTe Ha noJe Invite To Work-
space (IIpursacuts B paboduee MpoCTPaHCTBO), BBEAUTE UM MUY aAPEC KOH-
TakTa 1 HasxkMuTe KHONKY Go (Bnepepn). (Ecau Bl yiKe BBOOWUIN paHeEe MH-
dopmannio 0 JaAHHOM KOHTaKTe, ero aJpec aBTOMAaTUYeCKM 0ToOpasurcsa
elre 1o oKoHYaHUA BBoja.) [loasurcsa quasoroBoe okHO Send Invitation (Or-
[IPaBUTh IPUTJIAIIEHNE), B KOTOPOM MOYKHO yKa3aTh IIPUIJIAIIAEMbIX I10JIb30-
BaTeJel, BhIOpaTh POJI, BBECTU COODIIleHMe U HAasKaTh KHONKY Invite (IIpu-
raacuThb) (cm. puc. 11-4). AgpecaTsl, y KOTOPBIX yCTaHOBJIEHA IIPOrpaMMa
Office Groove 2007, mosry4aT IpuUrjalleHne Yepes 3Ty IporpaMmy. Te mojab30-
BaTeJM, y KOTOPBIX HET 3TOJ IIPOrPaMMBI, IIOJIydaT COODIIIe e 3JIeKTPOHHOM!
IIOYTHI CO CChLIKAMM, HEOOXOAMMBIMU JJIA Ha4YaJia paboThL

Office Groove 2007 rmo3BoJsieT NPMCBaMBaTh YieHaM pabouero mpocTpaH-
cTBa TpuU pasinudHble posn. Kak co3paresb pabouero IpocTpaHCTBa, BbI 110
YMOJIYaHNIO ABJIAETECh €r0 PYKOBOAMTEJIEM 1 00JjasaeTe BceMy HeobXoam-
MBIMM pa3pelleHAMN YPOBHA paboduero IpoCcTPaHCTBa, [I03BOJIAIOIIVIMY IIPU-
IJIalaTh ¥ OTMEHATDH IIPUIJIAIIEeHNA [I0JIb30BaTeJIel, a TaKkKe J00aBJIATb U
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Mpueet! Mel HaYaNW hOPMUPOBEHWE KOMaHOLI ANA pasoTel Haa
3TvM npoekToM. MNoaknwyalica ckopei kK Groove. C ero NOMOWLH Thl
CMOXEWEL pAGOTATE C O6WMMA hafnaMi HE38BNCMMD OT TOro,
HEX0OMIWLCA N Tkl B OUCe.

TjEGOBETb MOATEEMHAEHMA MPUMHATHA [ Mpurnacute ] [ OTMeHa ]

Puc. 11-4. pu npurnawexnn Apyrux nons3oBareneid MOXHO yKadbliBaTb WX PO U
BBOJWUTb NPOU3BOJIbHOE COOOLLIEHME

YIaJIUTh MHCTPYMEHTHL KaskIoMy I10/Ib30BaTeI0, IPUTJIAIIIEHHOMY B pabo-
Yee IPOCTPAHCTBO, II0 YMOJIYaHIIO ITpHcBamBaeTcsa poJib Participant (Yaact-
HUK), KOTOpasd, KaK IIpaBUJo, pa3peliaeT UM IPUIJIAIIATE HOBBIX ITOJIb30Ba-
TeJsiell n 00aBaATh MHCTpyMeHTHL. Ilapamerp Guest (I'ocTe) nmpucBanBaeT
II0JIb30BATEJIAM OTPaHMYEHHBIN HaDOp IPUBUJIEINH, 3alIpellaoiyx 100as-
JIeHVe U yaJieHye MHQopManuy 13 pabodero IpocTPaHCTBa, a TaKMKe IIpU-
rJallleHne IPYrux MoJb30BaTeelt.

4Yero NPoOCTPaHCTBA M Pa3peLLeHnin, MPUCBOEHHbLIX MOJIb30BATENAM,
LJ191 3TOro cnenyet HaxaTb kHornky Set Roles (HacTpoutb ponu) B 00-
nactn Common Tasks (O6wme 3apayun) nnm Belbpate Set Roles (Ha-
cTpouTb ponun) B MeHio Options (MapameTpsbl). KpoMme TOro, MoXHo
TakXke HaCTPOUTb pa3peLLeHnNst a1 Kaxaoro MHCTPYMEHTA, LLESNKHYB
rnpaBoW KHOMKOW Ha ApJiblke BKNaaku 1 BbibpaB Properties/Permissions
(CeolicTBa/paspellueHmns).

Q CogeT. CylLlecTByeT BO3MOXHOCTb UBMEHEHUS poJiei ypoBHs pabo-

Office Groove 2007 n 6e30nMacHOCTb AaHHbIX

JocTtaTto4yHo nn 6e3onacHa nporpamma Office Groove 2007? MHorune nonb3o-
BaTeNn B HacTosLee Bpems 03aboyeHbl npobnemMoii 6e30nacHOCTM CBOE UH-
dopmaumn (1 He 3ps!), B ocobeHHOCTM Npu paboTe B 00beaNHEeHHOW OHNanH-
rpynne cotpynHukoB. Office Groove 2007 aBTomaTtnyeckm wmdpyeTt BCIO
nHdopmauuio, nepesaBaemyio Mexay pabouyrmuy NpoCcTpaHCTBaMU, Kak Ha KOM-
NnblOTEPaXx NoSib30BaTENEN, TaK U NPU Nepefayde AaHHbIX YePe3 KOPNopaTUBHYIO
ceTb unn NHTepHerT.
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MouHbIe MHCTPYMEHTbI COBMECTHOW paboThI

Office Groove 2007 conmepskuT pa3HOOOPa3HEBIN ¥ MOIIHBI HA60P MHCTPY-
MEHTOB JIJI BBIIIOJIHEHNA OIIPEIeJIeHHBIX 3a/1a4 IpoekTa. Hanpumep, MOKHO
nobaBuTh daeMeHT Pictures (VI3o0paskeHns) qyia oOMeHa 1300pakeHUAMMN,
KOTOpBIE [IJIaHNPYEeTCA UCIIONb30BaTh B TOJOBOM OTUETE, O AeATEeJIbHOCTI Ba-
IIIeli HeKoMMepudeckoli opranusaiun. VHctpyment Calendar (Kanennaps)
rosie3eH npu pabore Haj MacITaOHBIM COOBITIIEM.

IIpu oTrpeITMM pabouero mpoctpancTBa Standard (Crarnapraoe) B Office
Groove 2007 110 yMOJT9aHIIO 0TOOPAsKAIOTCA TOJILKO MHCTPYMeHThI Files (Daii-
abl) u Discussion (O6cysxnenne). C momorsio kHonku Add A Tool To This
Workspace (Jo0aBuTh MHCTPYMEHT B 3T0 pabodee IPOCTPAHCTBO), PACIOJIO-
JKEeHHOJI cyieBa oT naHeayu uHcTpyMeHTOoB Common Tasks (O0mue 3anayn),
MOSKHO B IIOABMBIIIEMCSA MEHIO BBIOMPATh MHCTPYMEHTHI U A00aBJIATb UX B
pabouee mpocTpaHcTBO (cM. puc. 11-5).
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) Aobasus aitnr.. (g Coxpanurs dainsn. (F | Cy @ | X | oty | W Jarpysia (%) B paboueii o6nactm
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Puc. 11-5. Haxmute kHonky Add A Tool To This Workspace ([Jo6aBuTb UHCTPYMEHT B 3TO
paboyee NPOCTPAHCTBO), 4TOOLI 0TOOPA3UTb NEepPeyeHb UHCTPYMEHTOB, KOTOPbIE MOXHO
nobaeutb B pabouee npoctpaHcTeo Office Groove 2007.
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OOmeH daitnamu

ObsacTe paboyero nmpocTpaHcTBa 0TOOpa)kaeT pas3yMYHOE COJEPIKMUMOe, B
3aBYICMMOCTY OT BEIOPAHHOIO MHCTPyMeHTa. IIpy nepBoM OTKpBITMM paboue-
IO IPOCTPAHCTBA I10 YMOJ4YaHMI0 oToOpakaercsa nuctpymenrt Files (Paiiibr).
OTO IpeJicTaBJEHNE [T03BOJIAET CO34aBaTh OMOIMOTERY (PaiijioB, KOTOPYIO
MOJKHO JICIIOJIb30BATh AJIfA Iy OJIMKayN, paclIpocTpaHenns, 0030pa v 00HOB-
JleHn (paiioB JI000TOo THIIA, CBA3AHHBIX C TEKYIIVMMIY IIPOEKTaMIA

Mpumeyanune. B Office Groove 2007 MoxHO paboTaTs ¢ daitnamm nio-
6oro Tuna; ntoboi dain, ABNSIOLWMACA KOMMOHEHTOM NPOEKTa, MOX-
HO 106aBUTbL B MHCTPYMEHT Files (Paiinbl) B OkHe paboyero NpocTpaH-
cTBa.

Daitner qobaBiAmwTeA B pabodee MPOCTPAHCTBO MTOCPELCTBOM KOMAaH b
Add Files (Jo6aBuTb (haiiiibl); IOCJE HTOTO OCYIIECTBIIAETCA BEIOOP (paiiyios,
KOTOpbIe HYXHO 00aBUTH (cM. puc. 11-6). Parinbl, nodbaBiaeHHbIe B pabouee
IIPOCTPAHCTBO, MOTYT IIPOCMATPUBATLCH, PEIAKTIPOBATHLCA M 00CYKAaThCA
IPYTVUIMIY [T0JIb30BaTEAMIL
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Ml Desktop R
= R - @ Office 12 Client - Session 3 - InfoPath F... eqOCT2BNTE
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Puc. 11-6. Buibepute Add Files ([lo6aBuTb daiinbi), 4T0Obl BHIOPaTL daiinbl ans nobas-
nexns B paboyee NPoCcTPaHCTBO
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MpoBepeHune ob6CyxaeHui

Mucrpyment Discussion (Obcy:kneHne) I03BOJIAET CO30ABATD I y4aCTBOBATh
B IIOTOKOBOM OOCYSKJeHMUY Pa3JIMIHBIX TeM, CBA3aHHBIX ¢ IpoeKTOM. ObCy K-
IleHye MOXKeT OBITh YIIOPALOYEHO II0 TEMeE JIJINM 110 IaTe, B 3TOM CcJIydae Jerde
onpenennTb HauboJsee BasKHbIe (pparMeHTs! MH(popMarym. Kaskapi pas, Kor-
Jla yIaCTHMEK 00CyskIeHnA nobdaBJiseT B 00Cy KAeHNe 3alllCh, OHa CMEIlaeTCA
B CTOPOHY JLJI TOTO, YTOOBI OBLIIO JIerdye pas3iinyiaTh BETBY JVICKYCCUY M y4acT-
BOBAaTb B 00CY’KJI€HMAX, CBA3AHHBIX C KOHKPETHBIMY 3aJa4aMI.

KoopauHauus kaneHpapeu

Kowmmnonent Calendar (Kasennaps) ocyiriecTsiiseT cOop BasKHOM MHPOPMAIII
JLJIS1 4JIEHOB KOJJIEKTVBA, 0TOOpaskasa CPOKY BBIIIOJIHEHN Pa3JIMIHbIX 3TAIIOB
npoekra. VIHcTpyment Calendar (Rasnernapb) MoKHO ycnosb3oBaTh B Office
Groove 2007 s cocTaBIIeH)A PACIVICAHNA IIPOEKTA, [IOMOTaloIIlero BeCTH IIPo-
TOKOJI BBIIOJIHAEMBIX paboT. Cofa MOMKHO JIETKO 400aBJIATH IIPEANVICAHNA U
M3MEHATD IIPeICTaBJIeHNe, JIf DTOT0 Hy KHO IIPOCTO 0TOOPa3UTh MHCTPYMEHT
U LIEeJIKHYTb IIPaBOJl KHOIIKOJ MBIIIY Ha OIIpeJiesIeHHO aTe, 4Tobbl 0ToOpa-
3UTh IapaMeTpPhI KaJIeHJaps M BbIOPaTh HY KHYIO onIyio (cM. puc. 11-7).
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Puc. 11-7. WUHctpymeHT Calendar (Kanenmapb) no3BonseT 0TCNEXMBATh KNIOYEBbIE AaThbl
1 3Tanbl NpoekTa
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YnpaBnenue cobpaHnamm

Mosxro ncniosre30BaTh nHCTpYMeHT Office Groove 2007 Meetings (Cobpanns)
JUIA IIJTAaHMPOBaHYSA, IIPOBEIEHNA U 3aIMCY IIOBTOPAIOIIVIXCS COOPaHMI B paM-
kax npoekTa. Macrep Meetings Wizard (Mactep cobpanmnii) obecrieunBaeT mpo-
CTOTY YCTAHOBKM, BBIIIOJIHASA BECh ITPOIeCC YCTAaHOBKIL. TaK Kak BCce 4JIeHbI pa-
Ho1dero IpocTpaHCTBa MOTYT J00ABJIATH MH(OPMALMIO B HOBOE COOpaHe, MOKHO
COBMECTHO pa3pabaTeIBaTh IIJIaH paboT, a He BO3JIaTaThb 9Ty 3aJ1ady Ha OJJHOTO
coTpyZHMKA. Bo BpeMa cobpaHus COTPYAHMK, BeAYIINI IIPOTOKOJ cobpaHys,
MOKeT BCTaBUTb IIOBECTKY B 00JIACTBh 3aMETOK ¥ BECTM IIPOTOKOJ B PEKVIME
peaJIbHOTO BpeMeHM. Y YaCTHMKY COOpaHMsA MOTYT CJIEAUTb 3a IIPOTOKOJIOM.
ITocie cobpanus KIrO4YEBBIe AEMCTBMUA MOTYT OBITH 3aIlMICAHBI M IIPYICBOEHBI
COOTBETCTBYIOLLVM COTPYAHMKAM. DJIEMEHTbI IOBECTOK, IIPOTOKOJIBI V1 IEVICTBIUA
13 IIPOBEJIEHHBIX paHee coOpaHmMii MOIyT B JaJIbHENIIIEeM KOIMPOBATbCA JJIA
JICIIOJIb30BAaHNA B IIPEACTOAIINX COOPaHNAX.

G et o e oo S L DA . o

®ajin Npaska Bwg Mapamerper Cnpaeka &1 PaBoune obnacm ~ | @
EZ] Cospats cobpanne... ‘ % E3 i ‘ X | X & 4 | g B (&) B paboue# o6nactu
- & Mposepka MaTEpHanos @) Andrey V. Kalugin (...
E Kem cosnano: Andrey V. Kalugin (Manpower) Microsoft 19 oxTafpa 2006 T, 18:16:55Ru... | (&) B mHTepaxiMeHOM pex...
[ Mpogane [yuaermmmn | Mosecrea | myrer | Acficrans] ) B @]
Bce cofpams %) B a5TOHOMHOM pEXHME

Tema Hauano: 10.10.2006 13:15

Mposepka MaTEPHaNoE
10, 10. 2001 5 OKOHYEHME: 10.10.2006 14:15

Mnarepka Pasmewenne:
19.10.2006 18:30

MNocTaswikm Bnoxerma: & @~

24,10,2006 16:45
-| Ceeperms:

Mpurnacuts:  [lonoaxutensHo

Boemite v Tepetim

& Chat =~

I
—

Komanae!

O BoicnioumTs onoseLenn. .
E3 [loBaBUTE MHCTRYMEHTbI
<= G &3 Npocmotpers coolicTsa ...

I 2 Files “ =3 Discussion “ |44 Pucyrion ] Kanengaps ” % CoGpanmn 1 ‘ ) & OmpasuTs coobLueHie ...

= GeL2KB

Puc. 11-8. NHctpyment Meetings (Cobpanus) B Office Groove 2007 nomoraeT npoBo-
JNTb NPOLYKTMBHbIE CODPaHNS B PEXMME PeabHOro BPEMEHH

N Mpumeuyanue. MHcTpymeHTol Meeting (Cobparune) n Calendar (Ka-
NeHpapb) NOMOraloT BamM 1 BalLMM COTPYAHUKAM CKOHLLEHTPUPOBATb
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BHMMaHWe Ha 3ajadax, CoObITUAX U 3Tanax NpoeKTa UM Mepornpus-
NN, ONs KOTOPOro co3naHo paboyee npocTtpaHcTeo Office Groove
2007. Bbl 1 BaLLM COTPYAHMKN CMOXETE NapanienbHO ynpaBnsaTb CBO-
VMW JINYHBIMW KaneHaapsiMu, 3aa4aMu U KOHTakTaMmu ¢ NOMOLLbIO
Microsoft Office Outlook 2007.

Pa6ota ¢ popmamum

Ecan hopmbr ABAAIOTCA BayKHOI 4aCThIO MeToia coopa nHpopmaym u pado-
TBI C MH(POPMAaIVell, CBA3aHHO C IPOEKTOM, TO BaM Oy Iy T II0JI€3HBI MIHCTPY -
meHTBI Forms (Popwmsr) 1 InfoPath Form (Popma InfoPath), nmeromumecs B
Office Groove 2007. C momorisio nacTpymenTa Groove Forma (©Dopmbr) Mok~
HO CO3]aBaTh CBOY COOCTBEHHbIE (DOPMBI B OKHE pabodero IpocTpaHCcTBa, Ipn-
cBauBasd popMe MM, BbIOMpPa s II0JIA AJIA BRIIOYEHNA B POPMY, & TAKIKE CTIUIIb
OopMBI 1 T.JI.

Vucrpyment InfoPath Forms (Popwmer InfoPath) mossossgeT nmmnoptupo-
BaTb popMbl, co3nanuble B Microsoft Office InfoPath 2007, uro nosBoJssaeT
paboratsk ¢ (popmMamy, ysKe UCIOJIb3YIOIIMMICA B KOMIIAHNM UJIV II0Apa3zie-
JIEHMV OPTaHM3aIINI.

OtcnexuBaHue npobnem

Wucrpymenr Issue Tracking (OrcioesxkuBaHme npobseM) — roToBad KOHCTPYK-
uusa Groove Forms (©Popmbl), mocraBigeMas ¢ IPUJIOKEHNEM, IpeIHA3HA -
4deHa AJiA cbopa nHGoOpMaIMn 0 3aadax, npobaeMax u Iporeccax, Tpedyo-
VX BHUMMaHUA. IIpy pemeHny TeXHUYEeCKON IpobieMbl, BOCCTAHOBJIEHNUN
IIPOM3BOACTBA II0CJIE aBaPUIHON cUTyaryy 1y oopaboTke BoIrpoca CoTpy -
HIMKa MOYKHO 3aJIOKYMEHTUPOBATb BOIIPOC, MPUKPENNB BCIIOMOTAaTeJIbHbIE
MaTepuraJibl, ¥ OTCIEKMBATh IIpoliecc perterns 3agaun B Office Groove 2007.
IIpn orrpertuy Mmento File (Pasin) u Beibope komannsl New (CosnaTs) mis
n00aBJIeHMA HOBOJI ITPOOJIeMBI ITOABJIAETCA hopMa.

npuBeOeHnst B COOTBETCTBME BalLMM TPeBOBaHMSM C MOMOLLbIO KHO-
nok Add (Jlo6aBnTb) C CMHUM 3HAYKOM MJlloca, C NocneayoLwmm BBO-
[OM BallMX COBCTBEHHbIX KAaTErOpPUiA.

Q CoeeT. DopMy OTCNEXMBAHUS NPOBIEM MOXHO peaakTUpoBaTh AN

Co3paHue 6uMGnuoTekn n3odpaxeHum

Jly1 HEKOTOPBIX IIPOEKTOB HEOOXOAMMO MMETb BO3MOKHOCTb cOopa 1 opra-
HM3AI[MY PUCYHKOB (9TO MOTYT OBITBH rpaduKu AJda OM3Hec-IJIaHa, poTorpa-
oy 15 TOLOBOTO OTYETA IV CXEMbI HOBOTO IIPOYKTa, FOTOBAIIETOCH K BbI-
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mycky). IIpu gobaBsienun mactpymeHnTta Picture (JI3o0paskenne) B Office
Groove 2007 co3naercsa 6ubMoTEKa N300 PAKEHNIT, TOCTYIIHAA BCEM YJIEHAM
KOJIJIEKTVMBA i o0palljeHus B xozae paborsl Haj npoexktoM. [llenkuure Ha
xomange Add Pictures (JobaButh n3obpaskenus), YTo0bI HAYaATh PabOTYy, 1 C
IIOMOIIIbI0 HABUTAIMOHHBIX KHOIIOK, PACIIOJIOMKEHHbBIX HaJ N300pasKeHUAMA,
IIPOCMOTPHUTE No0aBJIeHHBIE N300paskeHnd (cM. puc. 11-9).

[ Case studies - Pucysiru - Microsoft Office Groove @E‘Q
Maiin Mpaska Bwy Mapamerpel Cnpaska T4 Paboune oBnactu * | @
& obasnte pucyrkn.. &) 2 OF ‘ Lale ] | < BB R | B i (4) B pabouei obnactu
Green Sea Turtle 34 Sl L T D (e
EE] (£) B MHTEPAKTHEHOM pEX...

@ Denis Guz/Microsoft
¥) B asTOHOMHOM pexHmMe

Mpurnacute:  [lononxutensHo

-Beemte - Mepefm

S Chat A2

4 BbIKNHOUMTE OMNOBELLEHM. .
£ Nobagute MHCTpymMerTS!

&3 Npocmorpers ceoiicTa ...
[ 7= Files ][ 3 Discussion H iz Pucyrcm | [i2] Kanergaps H % Cobparma ] (i) & OmpasuTs coobuyerie ..

= SeL2ke

Puc. 11-9. WUuctpymeHT Picture (M306paxeHne) no3sonseT no6aBnstb U306paxeHus,
rpapukn n opyrue 3NeMeHThbl

Q CogeT. YT1006bl YOANUTb NHCTPYMEHT, LLENIKHUTE NPaBoi KHOMKOMN
MbILLN Ha ero Bknagke v Bolbepute Delete (Yoanuts).

Ucnonb3oBanue Office Groove 2007
¢ oubnuorekamm gokymentoB Office SharePoint

Office Groove 2007 — mpeKpacHOe CpeACTBO AJA PaboThI HaJ COBMECTHBIMU
npoekTamu. Ero MOsKHO MCII0JIb30BATE, HAIIPYUMED, AJIA Pa3paboTKM U BBIITYCKa
HOBOTO KaTaJIora, IIOATOTOBKY COOBITIA MJM pa3paboTky yuebHOro Kypca A
oTzesia MH(POPMAIIMOHHBIX TexXHoJoruii. OqHaKo, BepoATHee BCEro, BaM IIPH-
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nercs paboTaTh C IPOEKTOM, KOTOPBIM B IaHHBII MOMEHT 3aHMMAaEeTCHa Opra-
HM3alMsA, U 37eCh OKa3bIBaeTcAa HedaMeHnMoii nuterpanms Office Groove 2007
¢ 6ubsmorekamu gokymentoB Office SharePoint.

Windows SharePoint Services n Office SharePoint Server 2007 ncrosanb-
3YIOTCA BO MHOI'MX KOMITAHUAX JIJIA XPaHEHNA, PACIPOCTPaHeHN A, yIIpaBie-
HUA 11 06paboTKM TaHHBIX B O0JIBIINX MaciuTabax ¢ cobaogeHneM besomnac-
HocTu. IIpu pabore ¢ Office Groove 2007 coBmectHo ¢ Office SharePoint
Server 2007 yym c rpynnoseiM cariTtom Windows SharePoint Services V3,
MOJKHO, 3a0JI0KMPOBAB JOKYMEHT B ICXOLHOM MeCTe, KOJIJIEKTVBHO PeJaKTI-
poBaTs ero B pabouem npoctpancTse Office Groove 2007, rtocsie yero mpocTo
BO3BpalIaTh ero oopaTtHo B bubsnorery nokymeHnToB Office SharePoint. Kpo-
Me TOT0, MOYKHO TaK’Ke OCYII[eCTBJATh CUHXPOHMU3AIMIO (PaiiyioB B pabouem
npoctpancTBe Office Groove c cogepsxuMbIM 610moTeku nokyMeHTOB Office
SharePoint Ha TpoTAKEHNN BCETO IIPOEKTA.

Jlna sactpoiikn Windows SharePoint Services HasxkmuTe kHOnky Add A
Tool To This Workspace ([[o6aBuTb MHCTPYMEHT B 3TO pabdodyee IpocTpaH-
CTBO) B OKHe pabouero nmpoctpaHcTBa u Beibepure SharePoint Files (Patiinl
SharePoint). OTobpasurcsa okso Setup (HacTpoiika), B KOTOPOM MOKHO Ha-
4aTh pabory (cm. puc. 11-10). Bam nonanoburca URL caiita SharePoint, ¢
COZEPYKUMBIM KOTOPOTO CJIEAYET CUHXPOHU3MPOBATD (PaiiyIbl, & TaKKe HeoO-
XOAMMBIE IIpaBa JOCTyIa K CaiTy.

(& Case studies - Gaiin SharePoint - Microsoft Office Groove =lE )
®aiin Mpaska Bua Mapamerpsi Cnpaska | =t PaGoune obnacri | @

1) Aotasnre painsi., g Cospanime diaiinsi, §3 w (B |G @ | X G | % W |9 sepens () B paGoues obnactn

( @) Andrey V. Kalugin (...

(%) B mrTepaxTmsroM pex...
@ Denis Guz/Microsoft

() B aBTOHOMHOM pexuMe

MHCTpyMeHT "daiinel SharePoint”

STOT UHCTPYMHEHT NO3EGNAET PASGUMM FPYMINEM COBMECTHO PAZpaBaTLIEATS U MEHEHATS AOKYMEHTSI & BUBNMOTEKEX
SharePaint. Bo Epena paBoTeI B GroovE AOKYMEHTS! SharePoint N1Erka MPeAoCTAENAKOTER NONb30BATENAM MPYML & 06
RocTyn 1 cacu cpencts kol HHTErpaLI.

Mpurnacuts:  flonoanurensro

Boce Tepeim
MpvicTynas Kk paboTe:
HEoRHTE Britay Kriamiy “YCTaHaBHTS ", WToGil GiGpaTs GHBNMOTERY RorkyHEHTES. S Chat oc

Komanas: ¥

2 BannoHuTE ONoBELLENY...
£ MloBasuTe uHCTpyMEHTEI
&4 NpocuoTpers ceolicrea ...

[ oFiles || 8 Discussion || (i Pcymen || (i) Kannaops || % Cobpanna | B @ain... 1 [E5T0 2 Ompasums coouenuc ..

= 4 615K8

Puc. 11-10. [lo6aBbTe nHctpymeHt SharePoint Files (®aiinbi SharePoint) ans pabotbl ¢
daiinamm u3 dubnuotek fokymentos Office SharePoint
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NMpumep ceanca paboTbl
B Office Groove 2007

OpxHolt 13 caMbIX 3aMedaTelibHBIX ocobenHocTteli Office Groove 2007 siBsi-
eTCs IIPpeJOCTaBJIeHNe COTPYAHMKAM IIPOCTPAHCTBA AJIs COBMECTHO pabo-
TBI, He3aBJUCUMO OT TOTO, IOAKJIOUEHD! JII BCe OHU K CETU B JaHHBII MOMEHT
BpeMmeHu. Korza Bel paboraere aBTOHOMHO, PyTYIe [I0JIb30BATENN MOTYT ITy0-
JIMKOBATb ¥ OOHOBJIATDH (DAIJIbI, OTIIPABJIATL BAM COOOIIIEHNA U IIPOJOJIKATh
pabory Haz npoekTaMu. Korza BeI caenyoommii pas Boiinere B cucremy Office
Groove 2007, Bce n3MeHEHNA aBTOMATUYECKN 3aTPy3ATCsA Ha BaIlll KOMIIbIO-
Tep, ¥ BbI CMOYKeTe C HUMM paboTaTh, HE3aBJMICMMO OT TOrO, IJie M KOTJa 9TO
nporcxonut. B nanHOM naparpadye pacckasblBaeTca 0 MeTOAAaX JICIIOJIb30Ba-
Huda Office Groove 2007 B TunuyrOoM paboueMm ceaHce.

ITpn nepsom Bxoze B Office Groove 2007 mosxeT 0TOOPa3UTHLCA PAL TEK-
cToBbIX omnoBerlennii Hax 3uaukoM Office Groove 2007 B cucTeMHOM MEHIO
Windows ¢ nH(opMarmeii o ToM, Kakye 13 pabodyux IPOCTPAHCTB CONEePIKAT
JlaHHBbIE U OBLIIM JIV IIOJIYYEeHbI HOBbIe coobuienus (cM. puc. 11-11). ITTesnxuuTte
Ha OIIOBelleHMy 0 pabodyeM IPOCTPaHCTBE, YTOObI IEPENITY IIPSMO B DTO IIPO-
CTPaHCTBO U K HOBOI nHpopMmanumu. Kpome Toro, Ha na"esan Launchbar (ITa-
HeJIb 3allycKa) oTobpaskaerca MH(pOpMaIysa 0 TOM, Kakye pabodne mpocTpaH-
CTBa COJEp’KaT HeNpPOUMUTaHHble NaHHbIE U CKOJIBKO IIO0Jb30BaTesell B
HaCTOAIMI MOMEHT PaboTaloT ¢ IPOCTPAHCTBAMY (T.€. ¥ CKOJIBKUX I10JIb30-
BaTeJIell OTKPBITO OKHO pabo4uero IpoCTPaHCTBA).

B Hies™s 1 Projects™ UTEHHEIE iAHHGIE. I--£:‘~

Puc. 11-11. MNpu 3anycke Office Groove 2007 nosBNSIETCS OKHO C COOBLLEHNEM O
HaJINYNN HENMPOYUTAHHLIX AAHHbIX B paﬁoqu NpoCTpaHCTBE

3anyck npu Bxoae B Windows. 1nsa aToro otkpoiiTe meHio Options (Ma-
pameTpsl), BbibepuTe Preferences (MpeanoyteHns), OTKponTe BKNaaKy
Options (MapameTpbl) 1 oTMeTbTe onuuto Launch Groove When
Windows Starts Up (3anyckatb Groove npu Bxoae B Windows) B o6na-
cTu Startup Settings (MapameTpbl 3anycka). Haxmnte OK, 4Tobbl CO-
XPaHUTb HACTPOMKMN.

Q CogeTt. Office Groove 2007 MOXHO HaCTPOUTb HA aBTOMaTUYECKUM

Otnpaeka cooOweHnii B Office Groove 2007

I 6eicTpoit orripaBKku coobiennit noab3oBatenam Office Groove 2007
IBaKIbI IIIeJIKHITE Ha MMeHY KOHTaKTa Ha BRJasike Contacts (KouTakThl) Ha
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IMaHeJM 3aIIycKa Ji0oro pabodero nmpoctpaHcTsa (cMm. puc. 11-12). Beennure
TekcT B okHe Send Message (Otmpaska coobiienns) un Haskmure Files (Pari-
JIBI), YTOOBI TPUCOEAVMHNUTE BJIOKeHNe. KpoMe Toro, MOKHO 06aBUTB IPYTUX
ToJry4aTeJiert cood1ieHnA ¢ momorbio komauasl Add More (Ipyrue). Haskmure
kHONKY Send (OTonpaBuTh), YTOOBI OTHIPABUTL COOOIIIEHNE; [IOCJIE STOTO Ha
9KpaHe 0To0pas3mUTCA cOObIeHNe O TOM, YTO OT Bac ObLIO IOJIYYEeHO COo0IIe-

HUIE.

[Z} Otnpaska coofiuwenua - Microsoft Office Groove E@Iﬂ

Or:  Andrey V. Kalugin (Manpower)Microsoft
Komy: Dmitry Grishin/MS Partners *  [ONONHUTENLHD. ..

CoofuieHme:

MpueeTcTaytol Bel 3aKoHUMNM Nepeeon?|

[OTI‘IDEBMTb l ’ OTMeHa ]

BnoskeHma:

Puc. 11-12. Yro6bl oTnNpasuTh
co00LLUEeHNEe [PYroMy YieHy
KONNeKTMBA, NPOCTO ABAXAbl
LENKHUTE HA UMEHM KOHTaKTa

Office Groove 2007 c moMoIIbIO OIIOBEIIeHNI MHPOPMUPYET O COCTOAHNN
OTIIPaBJIEHHOTO COODII[EHNS, UTO B 0COOEHHOCTY II0JIE3HO IIPY CPOUHOI 06pa-
60TKe MH(MOPMAIMM ¥ HEOOXOAMMOCTH 3HATD O TOM, IIOJIYYINJI JIV aJIPECaT OT-
npaBJjeHHbIe JaHHble. OnoBeleHne nHPOPMUpyeT 06 OTIIpaBKe COOOIIe N,
IIOJIyueHMM COODIIeHNA U 1aske 00 OTKPBITUM COODIIEHN A IOy daTeIeM.

Q

Coget. OTnpaBfieHHble 1 NOy4YeHHbIe COOBLLLEHNSI MOXHO NpocMarT-
puBaThb, YNOpa404MBaTh, a TAKXe OCYLLECTBAATb MOUCK AAHHbIX, Bbl-
BOAUTb COOBLLEHNSA Ha NeYaTb W yaansTh cTapble COOOLLEHMs C MOMO-

wpto kHonkn Message History (McTtopus coobuieHunin) (nmeeTt popmy
KOHBEPTA) B IEBOM HUXHEM Yry NaHenu 3anycka unuv noboro pabo-

4yero NPoOCTPaHcTea.

PaboTta ¢ onoBeLeHuIMu

IIpu Bxogme B Office Groove 2007 BBI cpa3dy y3HaeTe 0 TOM, ObLjIa JIU U3MEHe-
Ha uH(OpMalmsa B pabouem mpocTpaHcTBe. B 3aBMCHMMOCTH OT MapaMeTpPOB
omoBeleHnit, Ha maHean 3a7a4 Windows 6yayT oTpaskeHbl BCILJIbIBAIOIINE
TEKCTOBbIE OIIOBEIIEHN A, & TaKKe 3HAUKY PA3JIMIHOTO HEIIPOYUTAHHOTO CO-
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IIEPsKMMOTr0 Ha BRJIAJKE paboumx IMPOCTPAHCTB ITaHe M 3aIIyCKa; 9TO II03BO-
JISET 3HATDb O TOM, Korza paboune mpocrpaHcTBa ObLyiv 00HOBJIEHBL HecmoTps
Ha oToOpaskeHme BerbiBaromux ornoserrennit Office Groove 2007 Tosrpko A1
HanboJIee YacTo MCIOJIb3yEeMbIX Pab0UYNX IIPOCTPAHCTB, PEKOMEHAYETCA Ha-
CTPONUTB [1apPaMeTPhI OITOBEIIE NI, YTOObI 0TOOPAsKaJICh OIIOBEII[EHNA O BHE-
CEeHNM IBMEHEHMI B COAEPIKIIMOe UM L00aBJIEHNY COOBITII B HAMb0JIee BasK-
HbIE IJIs Bac pabodne IpocTpaHCTBa.

OrmnoBeIeHNnA IpenyCcMaTPUBAIOT LIEJIBIN P HACTPOEK, IOCPELCTBOM KO-
TOPBIX MOKHO MIBMEHATh YPOBEHb OIIOBEIIeHNI, a TaKyKe BKJIYATh U BBIK-
JIIOYATh MX COIJIACHO BaIIuM IpearnodreHnAM. O003HaAUMB COOBITIA, OTIOBE-
IIEHNA O KOTOPBIX MOJIMKHBI OTOOPAasKaThCs, MOYKHO OIPENEeJUTh CTEIlEHb
«4yBCTBUTEJBHOCTI» CUCTEMBI OIIOBEIIEHNT; BOBMOYKHO, BaM HEOOXOIMMO
3HATDb JIMIIB 00 OTTPy3Ke paitioB, foOaBJIEHNM BOIIPOCA COTPYAHMKOM IV
naMmeHeHMn aiinoB SharePoint. OnoBernieHna BRIIOYAIOTCA II0 YMOJIYAHIIO
[IPM CO3IaHMY HOBOTO Pabodyero mpocTPaHCcTBa; YTOObI OTKJIOYNTD MX, BBIIIOJI-
mute komaHay Turn Off Alerts (OTkrounTs onoBereHn) B obsact Common
Tasks (O6une 3amaun) Ha nanesm Launchbar (Ilaness 3amycka).

L1517 HACTPONKM OITOBEIEHNI KasKI0r0 pabouero mpocTPaHCTBa IIeJIKHN-
Te IIPaBoii KHOMIKOI MBI Ha pabodyeM IIPOCTPaHCTBE Ha [TaHeJ M 3aIlyCKa 1
BoiOepute Set Alerts (Hactpouts onoserienns) (cm. puc. 11-13). ITocsie aToro
BBI CMOJKETE YKa3aTh YPOBEHb OIOBeIlleHni pabouero nmpocrpancTea — Auto
(ABromatmuecku), High (Beicoxkuit), Medium (Cpenumnit) nom Low (Huskwnit),
a TaKiKe BKJIIOYNUTD OIIOBEIIEHNA O BXO/I€ II0JIb30BaTe el B paboduee IpoCTpaH-
CTBO (O, IT0JIe3HA A IIPY OKUTAHNUY CPOUHOTO OOHOBJIEHU).

[ CeoiicTea "Case studies” H = PMC. 1 1 -1 3.
[O6ume] Onosewiennn |Pann..| Paspemenns HacTpoitka

YCTEHOBHTE YPOBEHS OMIOBELLEHII O HEMPOUTEHHOM COAEPXMMON , UTOBE! ONPEAENHTE, UTO AOMKHO NPOMCXOANTS Mpit onoBseLweHnn
0BHAPYHEHUHM HENPOYTEHHLIX AaHHEIX B paboqeil obnacTk Case studies.
no3BongeT nony-

yDOBEHb DI'\DEEI.MEHVIIR 0 HENPOYTEHHOM COASPUKIMMOM ANA Case studies: LlaTb M H¢0pMauM lo
e BeTo 0 BaXHbIX 06HOBNE-

AHANOrHUHE ONOBRIEHHIO BbICLUENG YPOBHA, B ACMONHEHME K HEMY SETOMATUHECKM OTHEHRET | HUAX
MPOMIHOPMPOBEHHDIE OMIOSELLEHIA O HEMPOUTEHHON COAEPAKMMOM,

|Eher - J v] [ Ofzap...

[[] ¥eenomnaTs Mexa o sxoae Moforo yHacTHUKE B 3Ty pabouyio ofnacTs

- Het - 0B3ap...

oK ] [ OThera puMeriTs
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Mpocmotp ¢ainos

IIpn pabore B pabouem npocrpancTse Office Groove 2007 MOKHO JIETKO ITPO-
CMaTpyMBaTh M3MeHeHHbIe (pailibl 11 106aBIATE HOBbIe (haiiiel. OTKpoNiTe pa-
Oouee MPOCTPAHCTBO U IIeJIKHNTe Ha nHCTpyMeHTe Files (Daitsbr), 4T00BI 0TO-
6pas3uTe pailabl coO 3BHAYKAMM «He IIPOYMTAHO» CJIeBa OT MMeHM (aiiia; 9T
paiisibl elfe He ObLIV IPOYMUTAHEI (CM. puc. 11-14).

Qaiin [paska Bua ﬂapﬂME’rphl Cnpaska & Paboune obnactu v | g
) fobaswTs daitnbl. |wl Coxpannte daiinen., 1 | EEF = ‘ X ca | LN | W Farpysea (%) B pabouesi obnactm
Nanky s Pasmep Tin i @) Andrey V. Kalugin (...
# || Files (kopresan narcs) | | 48 B access 2007 Product Guide _readyforweb  1643KE RocywenT MaosofcOfFF... || @ B MHTEPAKTHEHOM pex...
Gt @ Drmitry Grishin/MS Part...

| Product guides i EPMGu\da_refrashed_readyforweb 15846 OokymenT Microsoft Off...

<1 |, warshies WjinfoPath_Guide_refresh_ready for web 1 316KE Jloxyment Microsoft OFF.. ||| ) B aBTOHOMHOM pexnme
Scraenshots k] Micmsof't Office Access Vision 1568KE OowymeHT Microsoft Off... |

Mpurnacate:  ononnwrensHo I
Beemire - Mepeidm

2 Chat =) €

Komaras! % al

e —

< I > P4 BelkitounTe ONoBELLEHM. .
Mara: Files (xopresas nana)/Product guides/translated Y [loGaswTe nHCTpyMenTE!

[ % Discussion ” # Files 1 ‘ Ej - .ﬁ MpocmoTpeTs cBoficTaa ...

= L' 612KB

Puc. 11-14. B komnoHeHTe Files (Paiinbl) HenpountaHHble aiifibl noMeyeHsl Hebosb-
LIMM 3HAYKOM

YT00bI IPOCMOTPETH (Paiiy, IPOCTO ABAKILI II[eJIKHITe Ha HeM. Paiis oT-
KpoeTcs B IIPUJIOYKEHNN, B KOTOPOM OH 0b1JI co3aaH. ITpn HeobxogmuMocTy 5TOT
darin MoxkHO M3MeHUTH. [locse aToro HaskMuTe KHONIKY Save (CoxXpaHUTh) 1
3akpoiite npuioxkenne. Coenyrommii mar — cambiii rotaBHbL. Office Groove
2007 npenoskuT 1100 COXPAHUTD U3MEeHEeHHBII (Paiy ITI0BepX MMeIOIIerocsd,
J100 co31aTh HOBYIO Bepcuio datina. ITpu orcoeskuBanuy paboTh! HAJ TOKY -
MEHTOM PEKOMEHIYyeTCA COXPAHATh HOBYIO BePCHUIO (pajia ¥ Ip1CcBanBaTh e
nH@opMaTuBHOe M. ITocisie coxpaHeHnA N3MeHeHn paiiy OyieT moMedeH
kak Unread (HempoumTaHHBIN) B BK3eMILIApax pabodero mpocTpaHCTBa, C
KOTOPBIMM PabOTAIOT BAIIIM COTPY JHUKIL
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Yar B Office Groove 2007

BosamosxrocTs 00111eHM:A B Office Groove 2007 — mpocToii, ObICTPBI ¥ MHOTO-
(PYHKIMOHAJBHBIN CI1I0c00 3aJaTh BOIIPOC U IIOJIYUUTH OTBET OT COTPYIHUKOB
BO BpeMsA paboTel B paboueM MPOCTPaHCTBe IPoeKTa. BBennuTe TekcT B o0Ja-
ctu Chat (HaT) Ha HaBUTAIMOHHON IIaHEJ M B IPABOil YacTU OKHa pabouero
IIpocTpaHCcTBa, Indo meaxkHnTe Ha onuy Open Chat In A New Window (Ot-
KPBITh YaT B HOBOM OKHe), 4T00BI pa3BepHyTh 0b6aacts Chat (Hat) 1 oTobpa-
3UTH JONOJHUTEJbHbIE MHCTPYMEHTHI AJIA PabOThI C 4aTOM.

Yrobb! HAYATEH ODII[eHNE, IEJIKHNUTE Ha CTPEJIKaX, HallpaBJIeHHbBIX BBEPX,
B IIpaBOIl YacTu mmaHesm 3arosioBka obsactu Chat (Har). IIlesnxHuTe Ha TeK-
CTOBOM II0JIE U BBeZIUTE cOOO0IIIeHMe, 3aTeM HasKkMuTe KHONIKY Send Chat Entry
(OTHpaBUTDb) MM KJIABUITY (cm. pue. 11-15). TekeT oTo6pasutes B
obJsracTy HaJ IIOJIeM NIJIA BBOJa TeKcTa. Bece uieHbl pabouero mpocTpaHCTBa,
HaxonAmnecda B ceTu u mogxrJtoueHHble k Office Groove 2007 rmosryuaT BCribI-
Balollee cOODIIIeHMe O TOM, UTO Bbl MHUIIMMPOBAJIN YaT B paboueM IpocTpaH-
CTBE, I CMOT'YT IIPUCOEOUHUTHCA K ODIIEHNI0 OOHUM LI€JTYKOM MBIIIN, OTO-
OpasuB OTIIPaBJIEHHBIV BAMU TEKCT U IPUCTYIIUB K HAIIMCAHNIO OTBETA.

- M
bty
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-8 ||| translated InfoPaﬂ’LGuideJeﬁashJaady for web 1316KB OokymesT Microsoft OFf... 3 B aBTOHOMHOM pexuMe
B | Screenshots 8 @ microsoft Office Access Vision 1568K6 fokymenT Microsoft Off... |
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drey V. Kalugin
anpower ) Microsoft:
19.10.2006 18:41
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-
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Puc. 11-15. C nomowbio dyHkumm Chat (YaT) MoxHO BbICTPO 06MeHUBaTLCS MHGOPMA-
LuMeil C COTPYAHNKAMM, KOTOPbIE B HACTOSILLUMIA MOMEHT HAXOASTCS B CETH
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MpumeuyaHune. YaT oTobOpaxaeTcs B paboyMx NPOCTPaHCTBaX BCEX
nonb3oBaTefien, N03TOMY AaXe eCNu N0Jib30BaTeslb B HACTOALLMN
MOMEHT He B C€TU, He HA MEeCTEe WM 3aHAT ApyrumMn genamu, 4at by-
net otobpaxatbcs B o6nactu obLeHns, 4ToObl NOb30BaATE/Ib CMOT
NMPOCMOTPETb ero, BEPHYBLLUNCH Ha paboyee MecTo.

MpocmoTp, NOUCK U NevYaTb COAEPXMMOro YyaTa

TeKkCT YaTa aBTOMATUYECKM COXPaHAETCS AN AanbHenwero obpalleHms. Haxmu-
Te kHonky Options (MapameTpsb!) van knasuwm (Shift J+(F10], 4To6bl 0TOBPa3nUTL
MEHI0, HaBeauTe yka3aTesb Mblln Ha NyHKT Chat (YaT) n BbiGepuTte onuumto Find
In Transcript (Hantu B TekcTe 4aTta), Print Transcript (IeyaTb TekcTa yaTta) nam
Delete Transcript (Yoanutb TeKCT yata).

@ Logrus Projects - Chat - Microsoft Office

®ain [paska Bwg [apametper Cnpask

D Chat B3

landrey V. Kalugin (Manpower)Microsoft: 19.10.
cnacnio

landrey V. Kalugin (Manpower)Microsoft: 19.10.

BCE NOIy4Mnoct

Dmitry Grishin/MS Partners: 19.10.2006 18:41

CKPMHLIOT! HEM AENaTh HE HyxHO? 3}

Wndrey ¥, Kalugin (Manpower)Microsoft: 19,10,

A Tefie opasnAn KaneHaapK

Wndrey ¥, Kalugin (Manpower)Microsoft: 19,10,

VX HYKHO NEPBECTA

X X

TMepeiiTi B pEsKUM PYKONWCHOTD BBOJA
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BepHyTe

Beipesats
Konuposate

BeTasuTs
Boigenuts sce

Wpugt

Abzay

Onpegenute URL-agpeca
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Opdorpagua..

MacTep HacTpofkn 38yKa..,
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Ctrl+T

Ctrl+Z
Ctrl+Y

Ctrl+X
Ctrl+C
Ctrl+V
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UHTepBbIO C COTPYAHUKOM «KyxHU» 2007 Microsoft Office System

Paian Xonn, pykoBoautens npoekta Office Groove 2007

Kakune ¢pyHkuum Office Groove 2007 HpaBaTca Bam Gonblue BCero?

Bes comHeHnn, camoe BenukonenHoe HoeoseBeaeHue B Office Groove 2007 —
3T0 MHCTpyMeHT SharePoint Files (Painbl SharePoint). CTaHoapTHbINA MHCT-
pyMeHT Files (Paiinbl) naeanbHO NOAXOAMNT A1 COBMECTHOWN paboThbl C YneHa-
MW KOJNINeKTMBA Hag, OOHUM U Heckonbknmu dannamm. Ho kak 6biTb, ecnm
HeobxoanMo peann3oBaTb 00LLMIA 4OCTYN K MaTepuany, cosgaHHomy B Office
Groove 2007, 605bLUOro Yncna nosb3osatesnein? C NoMoLLLbio HOBOMO MHCTPY-
MeHTa SharePoint Files (Paiinbl SharePoint) MoxHo «nybnnkoBaTb» OKOHYa-
TefibHble BapuaHTbl OOKYMeEHTOB nNnbo Ha rpynnoBom caite Windows
SharePoint Services, nn6o B Office SharePoint Server 2007; o5 9TOro HY>XHO
JINLLIb HECKOJMbKO Pas3 LWeSKHYTb Mbllblo. Takum o6pa3om, paboTa, BbIMOJIHS-
emasi BalM HebOoNbLUMM KOIEKTUBOM B paboumnx npocTtpaHcTBax Groove,
CTaHOBUTCS AOCTOSIHMEM BCEX COTPYAHMKOB KOMMaHUM 6€3 IULLHUX YCUINIA.

KakoBbl, no BawlemMy MHEHUIO, cpeaHecTaTuCTU4ecKkue nosib3oBartesnu
Office Groove 2007 u kakue 3aaa4v OHU BbIMOJIHAIOT?

Office Groove 2007 MoXeT NPUHECTUN peasibHylo Nob3y TeM, KTO paboTaeT ¢
nHdopmMauyren n B3anMo4eNCTBYET C APYrMMU NOAbMU MPWY BbINOSIHEHUM 3a-
nad. OgHako, pasymeeTcsi, 6onbLue BCEro nosib3bl U3 3TOro NpoaykTa n3ene-
KYT Te, KTo paboTaeT Haz, HAabOPOM FPYMNMOBbIX MPOEKTOB COBMECTHO C ApYri-
MW NoObMU B KOMIMaHUKN 1 3@ ee npefenamMu, a Takke Hepeako paboTaeT B
ABTOHOMHOM PEXUME NPV OTCYTCTBUM NOAKOYEHNS K cETU. Hanpumep, peyb
MOXET NATN O MEeHeOKepe Mo pekiamMe, 4acTo ObiBaOLLEM B KOMaHAMPOBKAX
1 paboTaloLmM C PSAOM BHELLHMX NOCTaBLUMKOB, Hanpumep, PR-komMnaHns-
MU 1 peKNIaMHbIMU areHTCTBamMu. OTO TakKe MOXeT OblTb TOProBbI NpeacTa-
BUTENb, 4ACTO paboTaloLMii B MECTE PACMONOXEHNS KIIMEHTA N B3aUMOLEN-
CTBYWOLWMNI C Pa3nnyHbIMW NapTHeEpaMu ANS UCMNOJIb3OBAHUSA HOBbIX
BO3MOXHOCTEN. B aTnx cnyyasx kio4eBbiM MOMEHTOM SIBASIETCS TO, YTO CO-
TPYAHWKW HE BCEraa noaKayeHbl K ogHom cetn v cucteme. Office Groove 2007
no3sosiseT 6e3 kakux 6bl TO HM ObINo 3aTpaT 0ObEANHUTL YCUNNS MOOUITbHBLIX
COTPYOHUKOB, B3aUMOAENCTBYIOLLMX C PA3NYHBIMU OpraHu3aLmsmMun.
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Mo kakoil npuymnHe GbINIO peLleHo BbINyCTUTb Takok NpoaykT kak Office

Groove 2007? CkosibkO Bp€MEHM yLLJI0 Ha pa3paboTKy nporpaMmmbi?
Office Groove 2007 6epeT cBoe Havasno n3 ganekoro 1997 roga, paspaboTtym-
KoM npopaykTta 6bin Paii 0331, KOTOPLIN Tenepb IBASETCH TEXHUYECKUM AM-
pekTtopom Microsoft. Toraa Pai u rpynna pa3padoTku Groove oco3Hanu ToT
dakT, 4To paboyee NPOCTPAHCTBO N3 YETKO LLEHTPanM30BaHHOM cpeapl No-
CTEMNEHHO NpeBpaLLanoch B AELEHTPANIM30BaHHYIO cpeny. ATO CTano cnes-
CTBUEM Takmnx GakTOPOB Kak BPEMEHHOE NPYBJIEYEHNE BHELLHVIX KaAPOB, NapT-
HEepCTBO, yaaneHHas paboTta, pacTyLLee YMCN0 KOMaHAMPOBOK 1 6osbLloe
XenaHue ycTpaHuTb «cnabble 3BeHbsi» B KOMMYHUkauusax. Moyt 10 net cnyc-
TS feueHTpann3oBaHHas paboyas cpefa, npeackadaHHas Paem 1 ero kKomaH-
non, ctana peanbHOCTbiO. [MpoekT Groove 6bi1 BO306HOBIEH AJ1s1 o6ecrneye-
HMS1 COOTBETCTBUSA M3MeHMBLLIENCS paboyei cpeae. Llenbto ero paspaboTtku
SIBUIOCh CO3aHMe NPOoAYKTa, KOTOPbIA MO3BONUT rpynnamM COTPYAHWKOB Ner-
KO 1 9 DEKTUBHO peann3oBaTb COBECTHYIO paboTy, HE3aBMCUMO OT TOro, Ha
KaKylo KOMMaHuo OHM paboTaloT, rAe OHM HaXOOSATCS, UK KakKUMU AaHHbIMU
MM HeobxoaMMo 0OMeHMBaTbCA.

Yem cTano g Bac yyactue B CTOJIb MacLUTaOHOM npoeKkTe?
YyactBoBath B paspaboTke Office 2007 — 3HaumMT npeogonesatb TPYAHOCTH,
NCNbITbIBATb CTPECC U B UTOre ObITb BO3HArpaXAeHHbIM, B NMEPBYIO o4epepb,
OOCTUTHYTbIM pe3ynbtatoM. OQHOM N3 nepBoHavasbHbIX Liefieit pa3paboTku
Groove Networks B 1997 rony 6b110 o6ecneyeHne CB31 He3aBUCUMO OT Bpe-
MEHU 1 MecToHaxoxaeHus. OCHOBHas 3aa4a 3ak/oyanachk B TOM, YTOObI BCe
noan, paboTatowme ¢ nHpopmaumen, AeHb 0TO AHS ncnonb3osann Groove 1
M3Bfiekann N3 nporpamMmmel MakcmmasnbHyto nonabdy. Office Groove 2007, koM-
noHeHT 2007 Microsoft Office Enterprise — Hanbonee nonHol Bepcum nakeTa,
6Gnarofapsi CBOMM HOBBIM 1 YCOBEPLLEHCTBOBAHHBIM BO3MOXHOCTSIM CTaHET
paboynM MHCTPYMEHTOM [OJ11 OYEHb LLUMPOKOM ayaAnTopumn nosib3oBartenei. A
C HETEPMNEHMEM XY BbiNycka NporpamMmbl, YToObl y3HaTb MHEHWE HALLMX HO-
BbIX KJIMEHTOB 1 O TOM, Kak OH MOMOT MM NPeoaoNeTb TPYAHOCTU, CBA3AHHbIE C
COBMECTHOI paboTo.

Ectb nn y Bac Becenas wam nHrepecHas uctopusa (Miv saHMMaTesibHbIN

¢dakT), KOTOpPYI0 Bbl MOrnM Obl paccka3aTb?
MHoOrve KnMeHTbl B NPOLLSIOM BbiCKa3biBaI MHEHWE O HEOOXOAMMOCTU yyeTa
Bepcuii B Groove. PeannsoBaTb 3TO Obl/10 AOCTATOYHO TPYAHO, TaK Kak OOHUM
13 0CHOBHbIX NpeunmyLecTs Office Groove 2007 aBASIETCS BO3MOXHOCTb 40C-
Tyna 1 pegaktupoBaHus GalinioB BO BpeMsi aBTOHOMHOWM paboTbl Npu OTCYT-
CTBUM NOAKIIOYEHUS K ceTU. Bnoknposka ¢annos, B pedyfnbrate, CTAaHOBUTCS
KpaWHe 3aTPyAHUTENBHOW, ECNIN OAMH U HECKOJIbKO COTPYAHMKOB paboye-
ro npocTtpaHcTBa paboTaloT B aBTOHOMHOM pexume. Office Groove 2007 06-
nagaeT rmbkMMU, HO NO-MPEXHEMY MOLLHBIMU BO3MOXHOCTSMU, KOTOpPbIE,
6e3 COMHEeHWUS1, NOBbICAT 3D PEKTUBHOCTb GUKCUPOBaHUS Bepcuin daiinos. MNpu
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OTKPbITUM AOKYMEHTa 13 paboyero npocTpaHcTBa Groove 1 BHECEHUN N3Me-
HEHUI Tenepb eCTb BO3MOXHOCTb COXPaHEHNSA N3MEHEHMWIN NOBEPX MMEIOLLLEN -
ca sepcun UJIN coxpaHeHns HOBOM Bepcumn danna. 9 HECKONbLKO MecsaueB
pabotan c 6eta-Bepcueli Office Groove 2007 n 3a 370 Bpems ycnen yoeanTb-
CS1 B TOM, 4YTO 3TO HEDOJbLLOE HOBOBBEAEHME YNIPOCTUIIO COBMECTHYIO paboTy
C noKyMeHTamu. WM, pasymeeTcsi, ecnm Bbl cobupaeTeck pabotatb ¢ 00ub-
HbIM MOTOKOM pa3HO0Opa3HoOM MHPOPMALUN, TO HOBbI UHCTPYMEHT
SharePoint Files — pnsa Bac!



[TpunoxeHne

BbiCTpbIN B3rnaa
Ha gpyrme nameHeHus

MpbI pacckaszasm errie najieko He 060 Bcex nameHennax B 2007 Microsoft Office
System! B nmpuoskeHny MBI IPOBeeM KPaTKUII 0030p HEKOTOPBIX JAOIIOJTHYI-
TEeJIBHBIX IIPOrpaMM, KOTOPBIE CTAHYT IIMPOKO M3BECTHBIMM B OJyKaiiiiee
Bpemsa. Obsas3aresnsHO oceture caiir-npeserranyio Microsoft Office (http: /
Jwww.microsoft.com /of fice /preview /default. mspx), 9T00bI IOy INUTH 6O-
Jlee IIMPOKOE IIpeJICTaBJIeHNE O IIPOrpaMMax, IaKeTax 1 cepBepax, CBA3aH-
HbIX C HOBBIM PEeJII30M.

Microsoft Office Visio 2007

Microsoft Office Visio 2007 — 3T0 HOBaA BepCUA IOITYJIAPHON IPOTPaMMBI JIJIA
IIOCTPOEHMA IrpapuKoB, BKI0YaeMoli B makeTsl Microsoft Office. Cpenm nz-
menenuii B Office Visio 2007 HeoOX0AMIMO OTMETUTD CJIEAYIOIIEE.

m TJosbaoBaTenbckuii nHTEpetic Getting Started (Hauaso paborsr) momo-
raeT BbIOPATh HYKHBIJ I'PadUK JJIA PELIeHNA TOM MM MHON 33 a4n.

® Hosble puryps! 1 111abJI0HBI IIOMOTAIOT JIETKO BU3YyaJM3MPOBATD U IIpe-
CTaBUTB MH(OPMALINIO, CYCTEMBI I IIPOLIECCHI U JIeJIal0T IIOCTPOeH e Tpa-
duxoB bostee 5pPEKTUBHBIM, IMOKVIM U ITPOQECCHOHABHBIM.

m Dynrmma AutoConnect nomoraet ObICTpee CO37]aBaATh AVAarpaMMbl II0CPeT-
CTBOM KOMOVHMPOBaHMA TPEX OCHOBHBIX 9TAIIOB — BbIOOpA, COEIVHEHNA U
pacrnosyoKeHns (Uryp — B OAMH IIIar.

® Hossbii Tun auarpamm — PivotDiagram — no3soJisieT reHepupoBaTh AMa-
IrpaMMbI Ha OCHOBE CTPYKTYPbI MMEIOUINXCS JaHHBIX.

m Ob6usacte 3aga4d Data Graphics Gallery (Tasepes rpadudecknx 06 beKTOB)
II03BOJIAET JIydllle KOHTPOJIMPOBATh OTOOPaKeHe [I0JIell Ha AyarpamMMe.

m Jlurerpanmnsac Microsoft Office Project 2007 Microsoft Office SharePoint
Server 2007 mo3BoJiseT 3P PEKTUBHO IPEACTABIATh MH(POPMALIIIO B OT-
JeTax Ha OCHOBe IIPOEKTHBIX JaHHBIX U3 APYTUX UCTOUYHUKOB.
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TepBblO C COTPYAHUKOM «KyxHU» 2007 Microsoft Office System

Spuk Pokun, pykosogurenb npoekta Office Visio 2007

KakoBbl 0OCHOBHbIe HOBble BO3MOXXHOcTU Office Visio 2007? EcTb i B npo-
rpaMmme, no BaliemMy MHeHUI0, QYHKLMNS, KOTOpas 0COGEHHO NMOHPaBUTCS
nonb3oBaTtenam?

Mpwn pabote Hap Office Visio 2007 Halwa Lenb 3akoyanacb B TOM, YTOObI yri-
POCTUTbL NpeacTaBNeHne AenoBoi MHpopmMaumm ¢ nomollpsto rpadpukos Office
Visio. 119 3TOro Mbl CKOHLLEHTPMPOBAJIM YCUITNS HA TPEX OCHOBHbIX acrnekTax.
Bo-nepBbiX, Mbl MPeanonoXmnu, Kakum obpasoMm MOXHO Oblsi0 NO3BONUTb
nonb3oBaTensm 6bICTPeEe 4OCTUraTb HAUMYYLLMX PE3YNbTaTOoB; AJ151 3TOro nna-
HMPOBANOCh YNPOCTUTbL N YCKOPUTbL CO3aaHne npodeccmnoHanbHO Bbirnsas-
wmx anarpamm B Office Visio 2007. Bo-BTOpbIX, Mbl MPUIIOXWIN BCE YCUIUS
ON151 TOro, 4ToObl yNPOCTUTL OTOBpaXeHne AenoBo MHGOpMaLMN HEMOCPEe-
CTBEHHO Ha rpadwukax Office Visio. To, 4To Tenepb MOXHO AeNnaTtb C NOMOLLbIO
Office Visio, sBnsieTca NoucTuHe peBostoUnoHHbIM. HakoHel, B Office Visio
2007 MOXHO 1cnonb3oBaTth rpaduku ang npeactaBneHns MHpopmMaumm no-
ObIM NosIb30BaTENAM, AaXe TeM, y Koro HeT nporpammebl Office Visio 2007. B
nporpammy 6bin go6asneH Habop ONuMii AN YNPOLLEHUS PaCNPOCTPaHEHMS
rpadpukos Office Visio. Bce OHM AOCTOMHbBI BHUMAHWS, HO 1 AyMato, YTO camMoe
60/bLUOE yaAMBAEHME BbI3OBET CKOPOCTb paboThl dyHKkUMM AutoConnect npu
cos3paHum rpadpukos B Office Visio 2007.

ByneT nu Office Visio 2007 BknioyeH B nakeT Microsoft Office System kak
€ero KOMMNOHeHT?

Office Visio 2007 asnsetcsa komnoHeHToM Microsoft Office, ogHako oH He By-
[eT BKIOYeH H1 B 0gHy 13 Bepcuii naketa (Microsoft Office Standard 2007,
Microsoft Office Professional 2007 v T1.4.). Office Visio 2007 — Heckosbko 60-
Nee cneumanManpoBaHHOE NPUIoXeHWe, YeM NporpamMmbl aTux nakeTtos. Office
Visio 2007 6yneT npeacTaBfieHa Ha pbIHKE Kak OTAeSIbHOE NMPUJIOXKEHNE B ABYX
Bepcusx: Office Standard 2007 u Office Professional 2007. Kpome Toro, Tak-
Xe CyLeCcTBYyeT BepCcus NporpaMmmsbl, SBASIOWAACSA HYACTblo NPUIOXKEHUS
Microsoft Visual Studio n Hocsauas Ha3BaHue Visio for Enterprise Architects.

KT0, no Balmuemy MHeHUI0, ABNIIeTCA TUNUYHbIM NoNb3oBaTtenem Office Visio
20077? Kakue uenv oH npecneayet?

Office Visio 2007 B 4eACTBUTENBHOCTN MOXET UCMOJIb30BaTLCSA PA3/INYHbIMU
noabMu, 1 3To 00ycnasnMBaeTcs pa3Hoobpasmem TUMOB rpadukoB, KOTOPbIE
MOXHO co3aaBaTth B nporpamMmme (B HacTosilee Bpems ux 6onee 50). IT-cne-
umanucTbl ncnonbadytoT Office Visio 2007 pnsa pa3paboTky CXEM CETEBbLIX TO-
nonorunii, BU3yasnbHOro npeacTasfieHms 6a3 JaHHbIX M MPOrpPaMMHbIX CUCTEM,
co3JaHunsl kapT Be6-CanToB M NaHOB Pa3MeLLEHMst CETEBOro 060pya0BaHMS.
AnannTtukm npumensioT Office Visio 2007 kak Ktlo4eBOW MHCTPYMEHT AJ1s1 CO-
30aHUs rpadurKoB (CxeM) AenoBbIX MPOLECCOB A1 LOKYMEHTUPOBAHWS 1 ON-
TUMM3ALNN CUCTEM, TaK Kak yrnpasfieHne OU3Hec-npoLeccammy oka3biBaeT BCe
6onblUee BAUSHME Ha 3P PEKTUBHOCTb AEATENIbHOCTU YCMNELLHbIX KOMMaHWIA.
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EcTb in y Bac Becenasi i uHTepecHas uctopusi 06 yuactuv B paspabortke

Visio, kKoTOpoi1 Bbl Obl XOTENU NoAeNnTbCA?
Onsa meHsa 6onblioe yaoBonbCTBME paboTaTb Ha, MPOAYKTOM, KOTOPbIA Mo-
noduncs o4eHb MHOTUM NoAAM. 9 BCeraa yamBnsancs ToMy, C Kakum nHTepe-
com ntoan otHocaTtcs kK Office Visio, npuyem 910 kKacaeTcs n rpynnsl paspa-
60TKM, N HaLWKX KnneHToB. MHorme nonaratot, 4to Office Visio npeaHasHavyeHa
cyry6o s pelleHns AenoBbIX 3a4a4, 04HAaKO HEKOTOPbIE KITMEHThI NpUCkIna-
N Ham npuMmepsbl Urp, Takmx kak Asteroids (Visteroids) u Tetris (ShapeTris),
KOTOpble ObN co3aaHbl B BUAE NporpaMmmmpyemMbix aunarpamm B Office Visio!

Microsoft Office SharePoint Server 2007

Microsoft Office SharePoint Server 2007 — aT0 cucTeMa KOPIIOPATUBHOTO
YPOBHSA, ITO3BOJIAONIAA OPraHM3AIIAM YIIPaBJIATb COLEPKMUMBIM, YIIPOIIATh
IIPOLIECCHI PEIIeHNs 3a4ad ¥ COBMECTHYIO paboTy IIOCPeACTBOM HOBBIX 9(h-
derTnBHBIX crtocoboB. [Ipnu ncnosnb3oBauny coBMecTHO ¢ Microsoft Windows
SharePoint Services V3 nponykt Office SharePoint Server 2007 mpexncras-
JIAeT co00¥1 MOTHO(P YHKIIVOHAJIBHBIN IAKeT CePBEPHBIX IPUJIIOKEHNI, ITpe -
Ha3HA4YEHHBIX AJIA PaOOTHI C HACTOJIBHBIMI IIPUJIOKEHMAMY, II03BOJIAIOIIVIMU
II0JIb30BaTeJIAM, paborasd coBMecTHO, 6e30macHo 1 3P(PeKTUBHO CO30aBaTh U
YHIPaBJIATH IIOTOKAMM MHMOPMAIY B KOMIIAHUI.

Kak ysxe roBopmiiock B 9TOV KHUTE, OTHUM 13 OCHOBHBIX IIPEVMYIIIECTB
Bepcuu 2007 aABaserca pacumpenHasa nHTerpanua ¢ Windows SharePoint
Services. 3a coBMecTHOII paboToit — OyayIiee, U paciIvpeHHasa IOgIePIKKa
Windows SharePoint Services V3 B KirtoueBBbIX TPUIIOMKEHNAX IT03BOJIAET HE
[IPUBA3BIBATH CBOIO JIEATEJIBHOCTD K OJHOMY 0(PUCY, YTO 00yCIIaBIMBAET BO3-
MOSKHOCTB 9(P(PEKTUBHOI, Pe3yJIbTaTMBHO 1 0€30I1aCHOI COBMECTHO pabo-
TBI OOJIBIIINX I'PYIII II0JIb30BaTEJE Ha ITyTY K O0IIell I[eJI.

Microsoft Office InfoPath 2007

Microsoft Office InfoPath 2007 — sTo npuiokeHne, mpegHa3HAYEHHOE JJIA
paboTsl ¢ popMamu, ITO3BOJIAIOIIEE OCYIIECTBIATL cOOp, OOMIMI TOCTYIT U
JICIIOJIb30BaHIE JAHHBIX B IOKYMEHTaX, pabodunx JiMcTax 1 gaske cOoOIeH-
AX DJIEKTPOHHOI IoUTHI, TepenaBaeMbrx yepes Office Outlook 2007. Microsoft
Office InfoPath 2007 serko mHTErpMpyeTcAa ¢ APYTUMU IIPUIOKEHUAMI B
mmakere 2007 Microsoft Office, uTo mosBosiaeT paboraTs ¢ hopmMamy He3aBU-
CUIMO OT METOJ 0B B3aMOJENCTBIUS C APYTUMU JIFObMIL.

Kpowme Toro, Office InfoPath 2007 nostHOCTEIO coBMecTuMm ¢ Office Groove
2007 n Microsoft Office SharePoint Server 2007. 3To obecrieunBaeT MHTYN-
TYBHO IIOHATHBIN 1 5 PEeKTUBHBIN MeTo ] cbopa MHMpOPMaIM OT COTPYIHM-
KOB, KJIMEHTOB, IOCTABIIVIKOB I PYTUX JIAI], & TAKIKE CUHXPOHM3ALINIO 1 BHE-
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ApeHune 3TUX JaHHbIX HEIIOCPEACTBEHHO B MICIIOJIb3yeMble BaMU ITPUJIOKEHUA.
Office InfoPath 2007 Taksxe comep KnUT HAOOP MHCTPYMEHTOB, IIOMOTAIOIINX
B pa3paboTke nm3aifHa; MOYKHO BEIOPATh FOTOBYIO (DOPMY B rajiepee u nsmMe-
HUTD €€ B COOTBETCTBUM C BAIIMMM TPeOOBAHMUAMMN, CO37ATh POPMY «C HYJIA»
MJIV MIBMEHUTD VIMEIOIIYIOCA (DOPMY, YoKe UCII0Ib3yeMyI0 B KOMIIAHNM, ¥ CHab-
IUTBb €e HOBBIMM BO3MOKHOCTAMY, nMmetomumucs B Office InfoPath 2007.

Microsoft Expression Web Designer

BecnnaTtHas npobHas Bepcus Microsoft Expression Web Designer Takke MoxeT
ObITb BKoYeHa B nakeT 2007 Microsoft Office System. Microsoft Expression Web
Designer — 9T0 NHHOBALMOHHbIN MHCTPYMEHT BEG-AM3aiHa C YNpPOLLEHHbIM UH-
Tepdercom, No3BoNALWMIA ObICTPO padpadaTbiBaTb, CO30aBaTb, OOHOBNATbL U
OCYLLECTBMATL NOAAEPXKKY BEO-CANTOB.

[na nonyyeHuns 6onee nogpobHor nHdopmaumm o Microsoft Expression Web
Designer v 0 ero BcnomoratenbHbix Npoayktax — Graphic Designer n Interactive
Designer, — oTkponTe cTpaHuLy www. microsoft.com/products/expression.

Microsoft Office System
ang Microsoft Windows Vista

Microsoft Office System n Windows Vista — omepanmnonHas cucTtema
Microsoft ciegyroiero mokoseHnsa — 0ZHOBPEMEHHO IIPOLLIN CTaquio Gera-
TecTupoBaHuA. K BIxony 060X IPOyKTOB IPOABJIAeTCA OOJIBIION NHTEPEC,
Y II0JIb30BATEJM C HETEPIIEHMEM K1y T MOMEHTa, KOTZla MOYKHO OyIeT IIpoBe-
PUTb, HACKOJIBKO CJIA’KEHHO OyAyT paboTaTh HOBas OllepalllOHHAA CHUCTEMA
Y HOBBI ITaKeT IPUKJIAAHbIX IPOIPaMM.

Hecmorpsa rHa mogmepsxkky B Windows Vista mpeabinymux Bepcuit
Microsoft Office, cucrema 2007 Microsoft Office mo3BossieT B oJIHO Mepe
JICIIOJIb30BAaTh MOIITHbIE BO3MOYKHOCTY HOBOJI OII€PalVIOHHON cucTeMbl. BoT
JIMIIIb HECKOJBKO HOBBIX BO3MOKHOCTE, KOTOPbIE CTAHYT AOCTYIIHBIMU IIPK
coBMecTHOM ncroab3oBauun 2007 Microsoft Office System 1 Windows Vista.

B 3HAYNTEJILHO yCKOPEeHHas 00paboTKa JaHHBIX PN IIOVICKe MJIV OOHOBJIE-
HUM (Paiios.

B YIPOIIEeHHBIN IIOKCK ¢ OoJiee IIMPOKMMY BO3MOYKHOCTAMIL.

B YCOBepIIeHCTBOBAaHHbIE METOIbl OPTaHM3aIMY, YIIpaBJIeHNd 1 BbIOOpa
aitnos.

B YupollleHHbIe oIlepaliuy ¢ paiiaaMu IocpeicCTBOM YHIUBePCAJIbHO CTPYK-
TYpPBI AMaJoroBblx oKoH B Windows Vista.

m Ilonnepsxka texHosornu Really Simple Syndication (RSS) B Internet
Explorer 7 u Microsoft Office Outlook 2007 nmo3BoJssaeT IpMHMMATD IIOTO-
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K1 JaHHBIX RSS B VIHTEpHETE MM OCYHIECTBIIATL UX JOCTABKY HEIIOCPE -
CTBEHHO B nanky Inbox (BxonAimue).

® 3HaunTeJIbHbIE YCOBEPIIIEHCTBOBAHNSA B BOBMOKHOCTAX PabOThI ¢ Meaya-
JIaHHBIMM, BKJIIOYAs [IPEe3eHTalMM, KaTaJIOTU C KJIIYEBBIMIM CJIOBaMMU, a
TaKkyKe YIPOIeHHOoe IpescTaBeHne ororpaduil, BUAeOMaTePUAJIOB,
MYS3BIKM U JPYTUX JaHHBIX B CO34aBaeMbIX NOKYMEHTaX U IIpe3eHTalnAX.

MpumeyvaHume. [1ns nonyveHns 6onee nogpobHoN MHGoOpMauUm o0 BO3-
MoxHocTax Windows Vista oTkponTe cTpaHuuy www. microsoft.com/
windowsvista/features/forhome/gallery.mspx.

Microsoft Office Live

Microsoft Office Live — aTo HOBadA oHJaH-CcIIy:K0a, HAXOOAAACH B TAHHbBINA
MOMEHT Ha cTaauyu 6eTa-TecTUpPOBaHN A, TIO3BOJIAIIAA CO3LABATE U YIIPAB-
JATH BeO-caniTaMy npodeccruoHaJIbHOTO YPOBHA B HEOOJIBIIINX OPTraHM3aI-
ax. Office Live comepsXuT Tpu cepBUCHbBIE IIPOrPaMMBbI, II03BOJIAOIITNE BbIO-
paTh HeoOXOAMMBIEe BO3BMOYKHOCTY, COOTBETCTBYIOI/E BBIIIYCKAEMOII
IPOAYKIVY UM IPEAOCTaBIAEMbIM YCIYTaM.

m  Microsoft Office Live Basics mo3BosisieT ObICTPO OpraHn30BaTh JOMEHHOE
UMs, IATh YYETHBIX 3aIMCEN BJIEKTPOHHO ITOYThI 1 OTYETHI O TpaduKe,
IIPOXOJAIEM dyepe3 BeO-caT.

m  Microsoft Office Live Collaboration npezacraBisser coboit Habop 6a30BbIX
caysk0 C MHCTPYMEHTaM!, HeOOXOAVMMbBIMIU JIJIA CO3aHUA CAITOB, Ipe-
Ha3HAYEHHBIX JIJIA COBMECTHOI paboThl, a TaKyKe COBMECTHOIO yIpaBJie-
HILA IIPOEKTaMy, B3aMMOIEICTBUA C KJIMEHTaMU, I0CTaBIIVKAMI, COTPY I~
HUKaAMU U T. 1.

m  Microsoft Office Live Essentials crtocobcTByeT passutuio OusHeca mocpes-
cTBOM 0a30BbIX KOMIIOHEHTOB U CPEACTB COBMECTHON paboThl, a TaKiKe
CrenyMan3uPOBaHHBIMI OTUETAMMI O TPa(PUKe ¥ BO3BMOYKHOCTBIO PEICT-
paruu 50 agpecoB 3JI€KTPOHHOM TOYTHL

Ha sramne 6era-Tectupoannsa nporpamma Office Live npenocrasisercsa
OecraTHO; B JaJibHeleM rarta 3a mosb3oBanne Office Live Collaboration
n Office Live Essentials OyeT B3uMaTbCs e3xeMeCATHO COIJIACHO YCIOBUAM
noanucky. A mosrydeHns NOMOJHUTEJNBHON MHMOpMauuy o cayskdax
Microsoft Office Live obparturech K crpaHnuiie officelive.microsoft.com/
default.aspzx.
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