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He3aBMCMMO OT MECTOHaXOXAEeHUs U ycnoBui paboTsl Beb-npunoxeHuns Microsoft® Office Web
Apps No3BOAAIOT NoOAyYaTh 4OCTYN K YA0OHON 1 3ddekTmBHOM cpege Microsoft Office nocpeactsom
Be6-uHTepdeiica. ITM yA06HbIE UHTEPHET-aHaIorM NpunoXeHUit Microsoft Word, Excel®,
PowerPoint® n OneNote® o6ecneurBatoT NPocTyto cpesy NPOCMOTPa, PeAakTUPOBaHUA 1 06MeHa
darinamu HenocpeACTBEHHO B Be6—6pay3epe.1

PaboTta B I'IpI/IBbIHHOI\/JI cpene pefaktmpoBaHna M Haanydme XopoLo N3BECTHbIX (I)yHKLI,I/II\/JI.

Bo3moxxHOCTb paboTaTb COBMECTHO C APYrMMM Noab30BaTeNAMU HE3aBMCUMO OT TOrO, KakKas
Bepcusa Microsoft Office yctaHoBneHa Ha nx koMnbloTepe (M Aaxke npu oTcyTcTBUKM Microsoft
Office).

Bo3moXHOCTb NpocMaTpmBaTth Gaifibl B peXmnMe BbICOKOrO KauecTBa M BHOCUTb MpPaBKy,
KoTopble ByayT C TOYHOCTBIO OTOBpPaXKeHbl B UCXOAHOM AOKYMEHTE.

Bocnonb3ywteck Be6-npunoxermsmn Office Web Apps — npekpacHbIM gornoaHeHreM K Habopy
Microsoft Office 2010.

! Ains paboTsl Office Web Apps TpebyeTcs cOOTBeTCTBYHOLLEE YCTPONCTBO, MHTEPHET-COeANHEHNE, NoaaepKnBaeMmblii bpaysep

n SharePoint Foundation 2010 (an15 kommepueckoro noab3osaHmns) uav Window Live™ ID (gns AMUHOro noab3oBaHuWs)

ans nonyyerus goctyna k Office Web Apps B cetn Windows Live™ SkyDrive™. BoamoxxHocTv Be6-npunoxeHuii Office Web Apps
n Office 2010 nmetoT pAA OTANYUNA.

Microsoft 3



™ » Microsoft®
~.office

Bbl HaxoanTeCh BAanu oT AoMa nan opuca 1, COOTBETCTBEHHO, OT CBOEro KoMnbtoTepa. Bbl yxxe
NPUrOTOBMINCH HauaTb NPe3eHTaLuIo, Kak BAPYT MNOJlyYaeTe HOBbIE BaXHbIe /15 KAMEHTA AaHHbIE,
Wnwn, Hanpumep, Bbl yXXe caaeTe BaXKHbIA JOKYMEHT, Kak BAPYT O3apsieT BAOXHOBeHMe. YTo agenars,
KOrga y3HaeTe, UTO Ha €4UHCTBEHHOM AOCTYMHOM KOMMbIOTEpPe He YCTaHOBAEH nakeT Microsoft
Office?

MpocTo oTkpoeTe daiin B Be6-6pay3epe. MpunoxeHus Office Web Apps no3sonstot paboTatb

C AOKYMeHTaMW NpakTnyeckn B Nro6omM MecTe u B toboe Bpems. Cogep>KMMoe, co3gaHHoe

B PowerPoint, Word, Excel 1 OneNote Ha HacTOIbHOM KOMMbIOTEPE, MOXHO OMy6/MKOBaTh Ha caliTe
Microsoft SharePoint® 2010 unu B nanke Windows Live™ SkyDrive™ ¢ nocneaytoLnm 40CTyrnom K
HVUM A8 NPOCMOTPA, PefakTMPOBaHMA N COBMECTHOrO MCMO/b30BaHMA C MOMOLLbIO MPaKTUYeCKM
Ntoboro KoMMbrOTEPa, MMEOLLLEro BbIxoA B VIHTepHeT. MNMoayyats goctyn K cogepxunmomy Word, Excel
n PowerPoint 1 npocmaTprBaTh ero B 6pay3epe MOXHO Aaxe C MOMOLLLIO MOBUILHOMO YCTPOIACTBA?

Bbl TpaTute Maccy ycmanii, utobel co3gaBaeMoe CoOAepP>KMMOE BbIrNAAEN0 MaKCUManbHO
npvBAeKaTesbHO. Bam Bbl XOTENOCh TOUHO 3HaTb, YTO NHOAW, MPOCMaTPUBatOLLME BaLlLW AOKYMEHTbI,
npeseHTaunm, TabanLbl 1 3aNmnCHbIe KHUXKKY, OyAYT BUAETb MX TaKUMW, KaKUMW Bbl UX CO3aaBann?

Beb-npunoxenuns Office Web Apps obecneurBaroT BbICOKOKaUeCTBEHHOE U JOCTOBEPHOE
oTtobpaxeHwue dpannos Word, Excel, PowerPoint n OneNote. PazHoobpa3Hble dyHKLMM NnakeTa
Microsoft Office ana HacToNbHbIX cUCTEM NO3BOAAOT NPOdeccMoHaNbHO 0GOPMANATL COAEPXKUMOE,
KOTOpOe 3aTeM MOXHO ny6avkoBaTh B VIHTepHeTe, CoOXpaHAsA BbICOKOE KayeCTBO M COrlacoBaHHOe
dopmaTposaHme.®

? daiinbl Word, Excel n PowerPoint MoxHO npocmaTpuBaTh ¢ nomolisto Office Web Apps Ha pasimuHbix ycTpoiicteax. Be6-
npunoxenns Office Web App B SharePoint 2010 noazep>xuBatoT ciegytolime MobunbHble cpeactea npocmotpa: Internet Explorer
B Windows Mobile 5/6/6.1/6.5, Safari 4 B iPhone 3G nau 3GS, BlackBerry 4.x n 6onee nosgHew sepcum, Nokia S60, NetFront 3.4, 3.5
n 6onee nosaHel Bepcun, Opera Mobile 8.65 n 6onee nosaHeli Bepcun n Openwave 6.2, 7.0 n 6onee nosgHen Bepcuu. Monyyatb
poctyn Kk cogepxvmomy Word, Excel n PowerPoint n npocmatpurBath ero B 6paysepe MOXHO gaxe € NOMOLLbH MOBWABHOTO
yCTpoOncTBa.

3 Microsoft Silverlight™ npu npocmoTtpe gokymeHToB PowerPoint u Word B Office Web Apps He TpebyeTcs, ogHako pekomeHayeTcs
[J151 TIONlyYeHNs MaKCMMaslbHO BbICOKUX Pe3y/ibTaToB.
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Mpw co3gaHnmn JOKYMEHTOB ¢ NoMoLbto nakeTa Microsoft Office ana HacToNbHbIX cucTeM danbl
MOTYT BK/OYaTb Pa3NnyHble Tinbl GOPMaTUPOBAHHOTO COAEPXXMMOrO N pacLUMPEHHbIe PEXMMBbI,
KOTOpble y4acTBYOT B ODOPMAEHUN BaXKHbIX CBEAEHWI: Fpaduueckmne afneMeHTbl, n30bpaxkeHuns u
AVHAMUYECKMe 3N1EMEHTbI, Takue Kak OrfaBieHUs AN NepeKpPeCTHbIe CCbINKM.

Mpunoxenus Office Web Apps no3sonstoT oTkpbiBaTh Gaitnibl, co3aaHHble B nporpammax Word,
Excel, PowerPoint 1 OneNote Ha KOMNbrOTEPE, BHOCUTL HebobLLINE NpaBKK B Be6-6pay3epe,

a 3aTeM CHOBa OTKpbIBaTb MX B NpuaoxeHmnsax Microsoft Office Ha komnbtoTepe, Npogokas
6ecnpobaemHoe peaakTMpoBaHMe C AOCTYMOM KO BCEM pa3HOOOpasHbIM GYHKLMAM OGOPMAEHUS.

Bbl 1 yyacTHMKM BaLen rpynnbl ncnosb3yete pasHble Bepcun Microsoft Office, HekoTopbie
Ans Microsoft Windows®, a HekoTopsble a8 Mac. bbino 66l 3amevatesibHoO paboTtaTh € 06LLMM
HabopOM CPeACTB A/17 COBMECTHOTO UCMOJIb30BaHWNA U pesakTMPOBaHWSA COAEPXXUMOTO.

Office Web Apps ynpoLyatoT coBMecTHy0 paboTy npu Mcnoib30BaHWM Pa3iyHbIX NaaTGopm

n Bepcuii Microsoft Office n gaxe B TOM cnyuyae, ecam y nonb3oBaTesiein BOOGLLE He YCTaHOBJEH
nakeT Microsoft Office. Jltoaun, nonyyarowme focTyn K Bawnm darinam, MOryT pefakTMpoBaTth X B
pexxunme peanbHOro BpeMeHu C MOMOLLbIO NOoAJep>KMBaeMoro Beb-b6paysepa Ha komnbtotepe PC
nam Mac.*

Baw pabounin geHb neperpy>ceH. Kak pelueHne Ha ocHoBe Beb-mHTepdelica NO3BOANT BaM
3KOHOMWTb BPeMS, eC/IV NPUAETCA TPaTUTb €ro Ha TO, YTODbI HayUnTbCA C HUM paboTaTb?

K cuactbto B 06yueHumn HeT HeobxoanmocTu. Mpunoxenuns Office Web Apps no3sonstot paboTaTts B
NPUBbLIYHOW Cpeje, UCNob3yA Te e GYHKLUN pesakTMpOoBaHUA U GOpMaTUPOBaHUSA, KOTOPble
nmetotcs B Microsoft Office.

* MoppepxvBaemMble 6paysepsl: Internet Explorer 7 unu 6onee noagHux Bepeuii Anst Windows, Safari 4 unn 6onee nosaHux Bepcuit
anst Mac, Firefox 3.5 unu 6onee nosgHux Bepcuii anst Windows, Mac unu Linux. Office Web Apps B cpene Windows Live Taxske
nopepxusator Chrome 3 u nocneayromux Bepeuit s Windows.
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Ecan Bac BHe3anHoO 03apuT naes nam NpuaeTca BHOCUTb U3MEHEHWA B MOCNEAHIOK MUHYTY, KOTAa Bbl
y>Xe B NyTW, 415 Bac 370 He byaeT npobaemoii. MpunoxeHus Office Web Apps no3BosstoT BbicTpo

¥ NpocTo paboTaTb C AOKYMEHTaMW, HE3aBMCMMO OT Ballero MeCTOHaxoXAeHus: B l0boe Bpems

M C MOMOLLBIO NHOHOro KOMMbOTEPa € JOCTYNOM K VIHTepHeTy.

OAHVM LWEeNUYKOM MbILWN JOKYMEHT, Tabanua, npeseHTaumsa Uan 3anmcHas KHUXKKa, COXpaHeHHble

Ha canTe SharePoint 2010 nan B nanke SkyDrive, oTkpbiBatoTca B 6pay3epe. ®avinbl Word, Excel,
PowerPoint n OneNote MOXHO NpocMmaTpmBaTh B BbICOKOM KauecCTBe M ObICTPO BHOCUTb M3MEHEHMNS
B X copepxmmoe. Ecnm Bam TpebytoTcs AononHUTENbHbIE GYHKLUN, NMPUBbIYHbIE CPEACTBa
dbopMaTMpOBaHNA N peAakTMPOBaHWUS AOCTYMHbI BO BCcex npunoxeHusx Office Web Apps Ha neHTe
(c™m. puc. 3).

Ecav Bam Tpebyetcsa noaHbii Habop GyHKLMIA, 13 atoboro npunoxenns Office Web App MoxHO
OTKpbITb Baiin B COOTBETCTRYIOLEN nporpamme Microsoft Office Ha HacToNbHOM koMmnbloTepe.”

e ~ -

PR -

> BO3MOXHOCTb OTKPbIBATH haiin B MPUMOKEHUN HACTONBHOTO KOMMbIOTEPa 13 npunoxeHus Office Web Apps gocTynHa Ha
KOMnbloTepax, rae yctaHoBneHa nogaepxveaemas sepcust 6paysepa, a tTawke Office 2003 nnn 6onee nosgHas sepcua Habopa
Microsoft Office ans Windows. 3Ta yHKUUsI Takke AOCTYMNHa Ha KOMMNbIOTEPaX, rAe YCTaHOBINEH NoAaepXuBaemblt 6paysep
Hapsily C roToBsiLLMMCS K Bbinycky Habopom Office for Mac 2011.
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NMpocmoTp B 6paysepe

®annbl Word, Excel, PowerPoint 1 OneNote MOXHO COXpaHATb HEMOCPEACTBEHHO U3 MPOrpaMm
naketa Office 2010 Ha canT SharePoint 2010 nan B nanky SkyDrive. Kpome Toro, dpaisibl MOXHO
nepefaBaTb C KOMMbIOTEPA C MOMOLLbH MHCTPYMEHTOB brubanoTtekn gokymeHToB SharePoint 2010
nam nankm SkyDrive. 3aTeM Hy>KHO L EeNKHYTb Gaiin, YTOObl OTKPbITh €r0 U3 CETEBOTO PaCMoNIOXEHUS:

e npu ucnonb3osaHum Office Web Apps B SharePoint dpannbl Word, Excel n PowerPoint cpasy
e OTKPbIBalOTCA B peXXMMe NpocMoTpa, a dainnbl OneNote — B pexxvme peaakTMpoBaHUS;

e npu ucnonbzosaHumn Office Web Apps B SkyDrive oTobpaxkaeTcs naHenb KOMaHz,

C MOMOLLbHO KOTOPOW MOXHO OTKPbITb $arn Anf NPOCMOTPa UK peAakTMpPOBaHUA.

Ytobbl BHECTU M3MeHeHUs B dalin, KOTOpbI OTKPbIT B npuaoxeHun Office Web App B pexumme
NpPOCMOTpa, HaXMuUTe KHoMKy PepakTtupoBath B 6paysepe, koTopas oTobpaxaeTcs

B COOTBETCTBYHOLLEN NaHenn KomaHg, (cm. puc. 2). Mpwu ncnonbsosaHum Office Web Apps B SkyDrive
npviBeZeHHas Ha PUCYHKe NaHeNb KOMaHJ, Takxe BKIYaeT KHOMKY «/JocTyn», C MOMOLLbH KOTOPOW
MO>HO BbI6GpaTh ApPYrvx Noab3oBaTeei A1 COBMECTHOM paboTbl Haj akTMBHbIM halriioM.

?

m (W] Omxpeirs 8 Word | Msmenne & Gpaysepe | g Paspewums obumit gocryn (33 Haima | 100% Crpamna 1 sl 4 ‘
7 3 x
m [P Orepema s Powerpoint A Viamesime & Gpayaspe g Aocryn 7 Havats nokas crarigos Find more imsges to enhsnce your document, Ofice Image Librery
(3] Orxpeims & Excel | (2 Msmenurs & Gpaysepe | Paspewunme o6uwii gocryn [ 2] Aarmmie 3 Haiimn Browse OneNote Templates. |
7?3 x
(] Orepema s Onshlote  f Vsuissie & Gpaysepe | g Paspewims obuii aecyn G Mokasams seTopos Update your CV with a template. Easy and free to use ‘

Puc. 2. BeicTpbii gocTyn K KoMaHzam B npunoxerusx Office Web Apps. Mpu oTkpbITvn dalina
B pexxvMe npocmoTpa B Office Web Apps oTobpadkaeTca cooTBeTCTBYyOL@A NaHeNb KOMaHJ,

Coger. MNpwu nonyyeHnmn pannos Word, Excel, PowerPoint nan OneNote B kauecte BaoxeHu B Windows
Live Hotmail npunoxenuns Office Web Apps no3soastoT npocmatpmBaTte UAN pPesakTMpOBaTb BAOXKEHUA

HEMOCPEeACTBEHHO M3 MOYTOBOrO ALiMKa.®

PeaakTupoBaHue B 6paysepe

JleHTa Bcex npunoxeHnin Office Web Apps BkatouaeT pasHoobpasHble NpuBbIYHbIE CPeACTBA
dopmaTMpOoBaHUA N pesakTUPOBaHWS.

b lna nHTerpaummn HekoTopbix dyHKUMI Hotmail ¢ npuaoxennamu Office Web Apps Tpebyetca Silverlight.
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Kak 1 Ha neHTe B nporpammax Microsoft Office ans HacTonbHbIX KOMMbLIOTEPOB, NP BbIGOPE
onpeseneHHbIX TUMOB COAEPXXUMOr0o, Hanpumep TabauL, AN PUCYHKOB, OTOBpaxaroTcs
[OMOIHUTE/IbHbIE KOHTEKCTHbIE BKIAJKW, COAEPIKALLME HY>KHble ANs paboTbl C HUMU UHCTPYMEHTBI.

Mpunoxerus Office Web Apps ynpoLuaroT octyn K cogepxumomy, obecneunsatoT NpocMoTp
balinoB B pexxMme BbICOKOro KayecTBa 1 HbICTpOe BHECEHWE M3MEHEHWI HE3aBUCMMO

OT MeCTOHaXOXAeHna noab3osatens. [py He0o6XoAMMOCTH BOCNOIb30BaTLCSA NOAHBIM HabOPOM
dyHKkumi nporpamm Microsoft Office, ycTaHOBAEHHbIX HAa KOMMBIOTEPE, MOXHO MEPENTUN K HAM
HenocpeACcTBEHHO M3 pexxuma NPoCMOoTpa UAK peaakTupoBaHus B Atobom npunoxeHun Office Web
Apps. MpocTo HaxxMKTe KHOMKY OTKPbITh B <MPU/IOXKEHUN > Ha NaHENN KOMaHJ, B pexnme
npocMoTpa (CM. puc. 2) nan Ha Bknagke FnaBHas B pexxumMe pefaktmpoBaHua (CM. puc. 3).

Bbl xpaHuTe dpaiinbl B VIHTepHeTe, 4TO6bI yNPOCTUTL AOCTYN K HAM U COBMECTHOE MUCMOJIb30BaHMe.
[na co3paHna Takoro coaep>XnMMoro NPUXOANTCA NPUKAaAbIBaTb MHOTO YCUANIA. Mo3ToMy npu
MCNoNb30BaHUM pa3HoobpasHbix yHKUMIA nporpamm Microsoft Office ana npodeccnoHanbHoro
O0pOPMAEHMA BaXKHbIX CBEAEHWN XOUeTCA ObITb YyBEPEHHBIM, YTO Apyre Noab3oBaTeny,
npocmarpmBearoLme 3tn danbl, yBUAAT X UMEHHO Tak, Kak Obl10 3aaymaHo.
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Mpw npocmoTpe dainnos ¢ nomoLbto npunoxermii Office Web Apps kauectBo nx oTobpaxkeHus
BCerga Ha BbICOTe. ITN MPUNOXKEHWS obecneymBatoT 4OCTOBEPHYIO Nepesaydy BCeX 31EMEHTOB
bopmaTMpoBaHUs, TakMX Kak rpaHuLLbl TabnL, YeTHbIE N HEYETHbIE KONOHTUTY/IbI, TEKCTOBbIE
3bdekTbl, a TakKe rpadnyeckmx 3N1eMEHTOB 1 N306paKeHU.

Mpunoxerus Office Web Apps Takxke obecneunBatoT yaobHy0 cpesy NpoCcMOoTpa, KoTopas
BKJIFOYAET NPOCTble CPEACTBA AOCTyMNa K COAEP>XKMMOMY 1 ero npocmoTpa. Hike npveegeHo
onucaHve GyHKUMR, Hanbonee YacTo MCnoab3yembix Npu npocMoTpe darinos B cpege Office Web

Apps.

Ecnm B pexxume npocmoTtpa Word Web App HaxaTtb kHonky Haiitm, oTkpoeTtcs okHo Haiitu
B JOKyMeHTY. BbIMOAHMB NOWCK TeKCTa B JOKYMEHTE, Bbl yBUAMNTE Ha NaHeN OTPbIBKU

AN KaXAOro pesynbTaTa Hapsaay C BblAeneHVeM HaAeHHbIX COBMajeHNN B TekcTe
AokymeHTa. LenkHute ntobon pesynbtaT B NaHenu, YTobbl MepenT K 3TOMy PacroNoXKeHMHo
B OKYMEHTE.

KonnpoBatb TEKCT OKYMEHTa MOXHO HEMOCPeACTBEHHO B pexxumMe npocmoTtpa Word Web
App. TeKCT HY>KHO BbIAENNTb, YAEPXKMBAsA HaXkaToM KHOMKY MbILWW, M MCNOAb30BaTh
couyeTaHwue knauw CTRL+C (nam kKomaHAbl MeHIO B Be6-6paysepe).

Bo BpemMA NpoCcMOTpa AOKYMEHTa MOXHO NMpoCMaTpuBaTb CTpaHULUbl AW NMEPEXOANTb
K Hy)KHOI\/’I CTpaHuue. ,ﬂ,ﬂﬂ 3TOro A40CTaTO4YHO NPOCTO BBECTU HOMEP CTPaHWULLbI B NOJE

CrpaHunua naHenn KoMaHg 1 HaxaTb knasuwy BBO/.

I'Iapalvleprl nedvyatn JOKYMeEHTa MO>XHO HaCTpOUTb Ha BKJlajKe ®dan naHenn KOMaHA,.
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Coger. beicTpoe 1 yaobHoe macwtabupoBaHue gokymeHtoB Word. [1ns Bbibopa cTaHAAPTHBIX 3HaUYEHWI
oT 50 % 80 200 % cnyxuTt packpbiBaroLLMACA cnUcoK «MacwTab» Ha naHean koMaHg. Kpome Toro, MOXHO
BBECTU MPOM3BOJIbHOE 3HaYeHMe U HaxaTb knasuwy BBO/, utobbl BbibpaTb HeCTaHAaPTHbIM MacwTab ot

33 po 400 npoueHTOoB.

NMpocmoTp AokymeHTOB B PowerPoint Web App

MpocMoTp CrainfoB MK 3amyck nokasa cnaAos 13 pexuma npocMotpa PowerPoint Web
App. MNpwn HaxaTun kHonku Mokas cnaigos Nokas npeseHTaumm 3anyckaeTcs B
nosHO3KpaHHOM pexume. PowerPoint Web App noaaep>xwvBaet n pasnnuHble 3dpdexTbl
aHMMaL MK, KOTopble MOXHO NpumeHaTb B PowerPoint 2010.

HaxxmuTe kHonky 3ameTku BHU3Y okHa PowerPoint Web App B pexxume npocmoTpa, 4ToObl
NMPOCMOTPETb 3aMeTKU K cnaingam. Ytobbl cCKONMpoBaTb 3aMeTKy, MPOCTO BblAENNTe 3TOT
TEKCT U HaxkMuTe coueTaHmne knasumww CTRL+C nam BoibepuTte koMaHay «KonnmpoaTb» B

MeHIo Beb6-6pay3epa.

KomaHgapb! Ha Bkiagke daiizi N03BONAOT NPOCMaTpMBaTh NPEe3eHTaLMIo B BUAE CTPYKTYpPbI

NN nedvatatb Bbl6paHHbIe CJ]aIZﬁI,bI.7

Rpp - Windows

el —Mirosoft

G v [l hps/cttceivecom

G Mpaea Baa Wobpwmoe Cepanc Copansa

g VsSparece 1y {8 Pexouenayeunse cat ~ ¢ Monpwem: Gomue po.. v £ SOLTM Server
] Mpesermaana2 pptx — Microscht PowerPaint We...

o
PowerPoint Web App Mpesentauna2 s cryx6e SkyDrive

T Puc. 5.
MNpocmoTp
CNanzaos,
nepexoz K
npuMeYaHusm
CnanaoB u
3anyck rnokasa
CnanaoB B
pexvme
BbICOKOIO
KayecTBa

v epe g Aoron ¥

@ Vrepner | Jauimenust pexsus s . ®0% -

7 Ha AaHHbIi MOMEHT BO3MOXHOCTL MeuaTn craiigos U3 npunoxenus PowerPoint Web App goctynHa Tonbko B cpeae Windows Live.
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CogerT. Vicnonb3ynte GyHKLMIO WUIMPOKOBELLATeIbHOMO nokasa ciangos PowerPoint 2010, utobbl
NPeACTaBNTb NPE3eHTaLMI0 YAANEHHO ayAUTOpUM B AUHaMUUeckoM peskume.® [loknaaumk ncnonb3ayet
ANA nokasa npeseHtaunn PowerPoint Ha cBoeM KOMMbIOTEPE, a C1yLlwaTen M NPOCMaTpUBaLoT ee

B 6bpay3epa nocpesactsom PowerPoint Web App. Taknm o6pa3om, OHM MOTyT NpocMaTpuBaTh Clangbl

B pPeXUME peanbHOro BPEMEHU U C BbICOKMM KayeCTBOM, JaXKe eCan Ha UX KOMMboTepax He yCTaHOB/IEHO
npunoxeHune PowerPoint. PyHkuunsa «LLinpokoBeluatenbHbIi NoOKas claijoB» HaXOAWUTCs B rpynne

«Hauatb nokas cnangoB» Ha Bkaagke «lMokas cnangos» okHa PowerPoint 2010.

Ya06HbIN NnpocMoTp KHUT Excel ¢ moMoLLbio CpeacTB, aHaNOMMYHbIX CPEACTBaM
NoNHOdYHKLMOHaNbHOM Bepcun Excel. YToObI OTKPbBITb JINCT, LLLENKHUTE €ro APAbIYOK, a ANS
BbI6Opa COAEPXKMMOro SUYENKU LWeAKHMTE 3arofIoBOK CTPOKM MK CToN6La.

[ns copTMpOBKM 1 GuabTpaLmmn cogepxxnmoro B Tabauuax Excel n npeacraBneHunsx csogHowm
Tabanubl CayXaT BCMJbIBatoLLMe MeHI0 GUAbTPOB B 3arosioBkax Tabauu,. Ecam anct cogepxxmnt
cpe3 ans cBogHon Tabamubl Excel 2010, ana dunbTpaunm cogep>XMMoro Tabanupbl Takxe
MO>HO BbIGMpaTb KaTeropum B cpese, Kak nokasaHo Ha puc. 6.

BbicTpoe 06HOBAEHME AaHHbIX A48 BCEN KHUMM UAWN TOIbKO A5 BbIODPAHHOMO COAEPXXUMOTO.
C nomMoLbto KHOMNKK [laHHble Ha NaHean KOMaHZA MOXHO HalTW KOMaHAbl OOHOBAEHMS
NOAKAHOUEHUN K aHHBIM A5 BCEN KHUTU UAW TOAbKO ANS BbIBPAHHOW CBOAHOW TabauLbl,

a TakKke nepecyeta KHWrn.?

Haxxmute KHOMKY HaiATn Ha naHenu KOMaHA, UTOObI BbINOJHUTbL MOWNCK coAepP>XnNMoro
AUuenKkn ANA aKTUBHOTO JIUCTa.

Ha Bknagke ®aiin naHenn KOMaHJ, COAep>KaTcsl KOMaHAbl 3arpy3Ky NOJAHOW KOMWUK KHUTU
NAN MOMEHTANIbHOMO CHUMKa, BKIHOUAIOLLErO TONbKO AaHHbIE U HACTPOMKM

bopmaTpoBaHMs, a Takxke nepesarpysku KHUMM U3 MHTEPHET-PacnonoxeHus daina.

& Tpebyetcs SharePoint Foundation 2010 ans opraHuzaumii n Windows Live ID 418 MUYHOTO No/b30BaHWA. [l1s OCyLLECTBAEHMA
LUMPOKOBeLLaTeNbHOro Nokasa nocpeActsom SharePoint 2010 gonxkeH bbiTb yctaHoBAeH nakeT Office Web Apps.
LLinpokoBellatenbHbI nokas nocpeacteom Windows Live — 310 6ecnnatHas ycayra, noagepxvsatowas 4o 50 y4acTHUKOB.

° NMpw ncnonszosaHum Office Web Apps B cpege SharePoint 2010 06HOB/IEHME AaHHbIX TakKe NPUBOAUT K OGHOBAEHNIO
NOAKNHOUEHWIN K AAHHBIM AOCTYMHBIX BHELLIHWUX NCTOYHMKOB.
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MpocmoTp AokymeHTOB B OneNote Web App

3anucHble KHKKM OneNote Mo yMo4aHUIO OTKPbLIBAKOTCA B peXXMMe peAakTMpoBaHus (eciun

ANA KHUXKKW He 3a/laH PeXNM «TONbKO ANA UTeHUA»). YTOObI OTKPbITb 3aMMCHYHO KHUXKY B pexXnme
NpocMoTpa, Ha neHTe npunoxeHus OneNote Web App nepeingute Ha Bknagky Bug v Beibepute
Pe>xxum uteHums.

o [Mpw oTKpbITMKM 3anncHOM KHMXXKN B OneNote Web App oHa nogpasgensetcs Ha pasgensi
W CTPaHULbI B KaXXA0M pasgene, kak B npunoxeHun OneNote ana HaCTONIbHON CUCTEMBI.
OgfHako BKNaAKW pa3fenoB v CTpaHWUL, oTobpakaroTcs BMeCTe Ha naHenu cieBa, Ytobbl
YNPOCTUTb HaBUraLunio B COOTBETCTBUM CO Cpeaon Beb-bpay3sepa. LLlenkHute ntobyro BKNaaKy
pasgena, UTobbl pa3BepHYTb UAN CBEPHYTb CTPaHULbl B 3TOM pasgene.

e HaxwmuTe KHOMKy MokasaTb aBTOPOB Ha NaHeNN KOMaHJ, YTobbl yBUAETb CMMCOK aBTOPOB
KOHKPETHbIX M3MEHEHUIN B O6LLIEN 3aMMCHOW KHUXKE (CM. puc. 7).

e [lpunoxeHue BkAtOYaET GYHKLMIO MPOCMOTpPa NPeAbIAYLLMX BEPCU CTPaHMUL, obLel
3aMnCHOM KHWXKKM. YTOObI NepeliTn K koMaHze Mokaszatb Bepcun, WenkHUTe BKAAAKY
CTPaHWLLbl NPaBOW KHOMKOW MbILLN.
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Coger. B pexwvmMe npocmoTpa B aro6oM npunoxeHun Office Web App Haxxmute kHonky Pegaktuposatb
B 6pay3epe Ha NaHeAn KOMaHg, 4To6bl OTKPbITh Gain Ans pegakTmpoBaHusa B npuaoxerun Web App.
YT10bbl OTKPBITE Paiin Ans peAakTUPOBaHMsA B NONAHOdYHKLMOHaNbHOM npunoxeHnn Microsoft Office,
HaXXMunTe KHOMKY OTKpbITh B <npuioxeHun>. Kpome Toro, oTkpbITh Gaiin ans pesakTMpoBaHus

B NMPWIOXEHUN ANA HAaCTOJILHOTO KOMMbOTEPa MOXHO C MOMOLLbIO BKAaAKN Dalin C 1eBOW CTOPOHbI
naHenn KOMaHA.

NMpocmoTp chbanaos Microsoft Office Ha MOGUABHOM yCTpoOUCTBE

Mpunoxenus Office Web Apps Takxxe nossoastoT nosyyatb goctyn K ¢arinam Word, Excel n
PowerPoint, coxpaHeHHbIM B 6nbanoTeke SharePoint 2010 nan nanke SkyDrive, n npocmatpmBaTtb 1xX
C MOMOLLbIO MOBUILHOTO ycTpolicTsa. ™

o [IpocMoTp dopmaTMpoBaHHbIX JoKyMeHTOB Word ¢ BbICOKMM Ka4yeCcTBOM B BUAe CTPaHWUL,
WAN 3CKM30B, a TakKe BbICTpas NPOKPYTKa TeKCTa JOKyMEHTa.

e [pocmoTp cnangos PowerPoint nam cTpykTypbl claifoB v ya06HbIA TEKCTOBbIVM MOUCK B
npe3seHTauuu.

10 Cnuncok noaaep>XmnBaemMbix MOBUbHBIX CpeacTs NPOCMOTpa CM. B pasjene «Tpe6OBava N yBeJoMIeHUA» AaHHOIo AOKYMEHTa.
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O6HoBAEHME 1 NOUCK AaHHbIX B KHUTaX EXCG', HaCTpOI\/JIKa npeacraBneHnAa N 3akpenjeHume

obnacten Ana akTMBHOrO IUCTa.

Mpun ncnonblosanum npunoxxennin Word, Excel, PowerPoint 1 OneNote Ha koMnbloTepe Ans
CO3,aHNA COAEP>XKMMOTO, co3AaBaeMble Gpaiibl MOTYT BK/IKOUATb NpuBAeKaTeNbHble rpadpuyeckme
3NIEMEHTbI, HarNsAHble AnarpaMMbl Excel, cnoxHble MaTeMaTuyeckme ypaBHeHUs 1 Apyrve Tunbl
bopmaTMpPOBAHHOIO COAEPXKMMOTO, KOTOPbIE NO3BOAAIOT 6osiee 3GDEKTUBHO BbIPa3nTb Balln UAEN.
Kak Mbl y>e 3HaeMm, 3TO cozep>KMMoe MOXHO NpocMaTpmBaTh B Beb-npunoxeHmnsax Office Web Apps.
OcTanochb BbISACHWUTb, YTO MPOUCXOAUT C COAEPXKMMBIM, KOTAa KTO-HNOYAb BHOCUT NpaBku B daiin
yepes NHTepHer.

B AoKymeHTbI, cogepkalume pasnmyHble 3ddekTsl 0hoOpMaAEHNS, CO34aHHble B nporpammax Microsoft
Office Ha KOMNblOTEPE, MOXHO BHOCKTb HEOO/IbLLIME M3MEHEHMNS C NOMOLLbIO NpuaoxeHuin Office
Web Apps, a 3aTeM CHOBa OTKpbIBaTb UX B MONHOPYHKLIMOHABbHBIX MPUAOXKEHUAX U MPOAOIKATb
pefaKkTUPOBaHME C MOMOLLbI Pa3HOOBPa3HbIX MHCTPYMEHTOB GOPMaTUPOBaAHUS.

Mpu pepaktnpoBaHum darina B npunoxernun Office Web App ana cogepxummoro, kotopoe
Hesb3s 0TObpasnTh B pexume pegaktmpoBaHus Web App, oTobpaxkatoTcs 3anosHuTenm (cm.
puc. 8). B atom npumepe B Word Web App 3anonHutenn (pamkn) otobpakarotcs st
rpadunyecknx anemeHToB SmartArt, gnarpamm Excel v anemMeHTOB ynpaBieHWs COAeP>KUMBIM.

CopepxnmMoe, oTobpaxkaemoe B pamkax, U3MeHUTb ¢ NoMoLLbio Web App Henb3s, HO MOXHO
yBUAETb B pexxume npocmoTpa Web App uan npu oTkpbiTun darina B nporpamme Microsoft

Office Ha komnbtoTEpE.
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CoBeTbl

e 3DnemMeHTbl GOpPMaTMPOBaHUS, KOTOPbIE HE MOAAEPXMBAIOT OTOOPAXKEHME B PEXMME PefakTMPOBaHMs
Web App, Hanpumep nonb3oBaTenbckne Mapkepbl U LMdpbl CNMCKOB, MOTYT 0TObpaxaTbCs npwu
pefakTVpoBaHWM B BUAE, 3aflaHHOM MO yMonyaHuto. OZHaKo Npu nepexoje B pexvM npocMoTpa
Web App van otkpbITum daiina B NOJTHOPYHKLMOHANbHOM MPUIOXEHWMN BCE CreLvanbHoe

bopMaTUpoBaHNE COXpPaHSIETCS.

o OGannbl, pegaktnpyemble B Office Web Apps, coxpaHstoT Bce HacTpOWKK, faxe ecau cogep>kat
HekoTopble QYHKLUN, KOTOPbIe HE MOAAEPXUBAOTCA B UHTEPHET-pexmMe. Hanpumep, eciu
aokymeHT Word cofepxuT fuHaMMueckoe oriaBieHe AN 31eMeHTbI YNPaB/ieHNs COAEPXKUMBIM,
CBfI3aHHblE C BHELUHVMMM AaHHbIMW, TaKMe AUHaMUUYECKNe JaHHble COXPAHSOTCA U CBsA3aHHble
byHKLMM NpogomkatoT paboTaTb NPy OTKPLITUN OKYMEHTA B MOJAHOGYHKLMOHAIbHOM MPUIOKEHUN

Word nocne pegaktnposaHus B Word Web App.

XopoLnit NOMOLLLHUK BCErAQ PSAOM B TPYAHYIO MUHYTY

YTo Aenatb, ecan y Bac Nog Pykon HeT KOMMbOTEPa W NMPUAOXKEHWI ANA HACTONbHbIX CUCTEM,

1 BO3HWK/A HEOBXOANMOCTb OTPEAaKTUPOBATb UAN M3MEHUTbL He TOIbKO TeKCT? Mpunoxeruns Office
Web Apps noaaepxunBatoT pasinyHble pacnpocTpaHeHHble TUMbl GOPMaTUPOBAHHOTO
COZEPXKMMOro, BKIOYas TabanLbl, PUCYHKN 1 MHOTOe Apyroe.

¢ BcraBka un pegaktnpoBaHue Tabauy B Word, Excel 1 OneNote Web Apps. Ha Bknagke
BcraBka HanguTte komMaHay Ans BCTaBku Tabanuel. Mpw 31om B Word n OneNote Web Apps
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Ha NleHTe NOoABAAETCA KOHTEKCTyaAbHas Bkaagka Pabora c tabanuamu | Maker, kotopas
COZEPXKUT UHCTPYMEHTbI A1 pPeAakTMPOBaHNSA OCHOBHOW CTPYKTYpbl Tabanubl, Hanpumep
Ans fobaBneHns Uav yaaneHms cTpok un ctonbuos. [MNpu BctaBke Tabanubl B Excel Web App
aBTOMaTM4yeckn oTobpaxaerca Tabanua Excel ¢ uepegyrolwmmuncs ctpokamm 1 GyHKLUAMM
COPTUMPOBKN 1 GuabTpaLmu.

BcraBKa pucyHKoB un paboTa ¢ Humu B PowerPoint, Word n OneNote Web Apps. Ha
Bknagke BcraBka B Word 1 OneNote Web Apps Haligute KOMaHAy BCTaBKU PUCYHKA 13
darina nam ns konnekummn kaptuHok Office.com. Takxke MOXHO BbIGpaTb PUCYHOK B
AOKYMEHTE MW 3aMNMCHOWM KHUXKKe, UTODObI BbIBECTM Ha 3KpaH KOHTEKCTHYHO Bkaaaky Pabora c
pucyHkamu | @opmart, C NOMOLLbIO KOTOPOM MOXHO U3MEHSATb PUCYHKU UK A06aBAATb

AOI'IOJ'IHVITGIIbeIVI TEeKCT.

B PowerPoint Web App MOXHO BCTaBAATb M 3aMeHATb PUCYHKMN B KOO0 pamKe pUcCyHKa Wau
CoAepP>XMMOro Ha cnarige. LLlenkHnTe 3HauoK pucyHka B pamke 1 jobaBbTe n3obpaxeHue,
ncnonb3ya npoueaypy, aHanornuHyro PowerPoint na HactonbHOro komnetotepa. Mpw
BblbOpe pucyHka Ha cnainge Bknaaky Pabora ¢ pucyHkamu | Dopmat MOXHO MCMNO/b30BaThb
ANA CMEHbI PUCYHKA WAV NPUMEHEHNA rpaduruecknx 3pPekToB 13 KOANeKL MmN CTUen

PVICYHKOB.

Co3paHue, pegakTupoBaHue u ¢popmaTupoBaHue rpapuuecknx anemMeHToB SmartArt

B PowerPoint Web App. PowerPoint Web App no3sossieT onepatneHo f406aBasdTb

N pegakTupoBaTtb cxeMbl SmartArt. BctaBbTe rpadumyeckmii anemeHT SmartArt, Takou

KaK opraHv3alVoHHasa guarpaMma uim cxema npoLiecca B pamku COAep>XXMMOro

B Npe3eHTauun. MOXHO WenkHyTb 31emMeHT SmartArt, uTobbl NosBUAACE TeKCTOBaA 0b6aacTb,
B KOTOPYO MOXHO BBECTW TeKCT cxeMbl. [106aBaaTb U yaanaTb GUrypbl CXeMbl MOXHO,
Aob6aBnaa nnn yaanas NyHKTbl cnvcka B obnactu tekcta. Kpome Toro, npw Beibope
rpaduueckoro anemeHTa SmartArt aBTomaTMyeckn oTobpaxkaeTcst KOHTEKCTyalbHasA BKAAAKa
Pa6ota c pucynkamu SmartArt, cogepxallas MHCTPYMEHTbI MPUMEHEHNS LBETOB U CTU/IEN

bopmaTMpoBaHUS, U Aaxe N3MEHEHNA Pa3MeTKM CXEMbI.
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Coser. CywectByeT HeboNbLIOW Habop GYHKLMIA, He NOAAEPXKNBAEMBIX B JOKYMEHTAX B pexXunme
npocMoTpa un pegaktnposanus B Office Web Apps, Hanpumep npumedanus n ourypel B Excel nam
npumeYaHuns n otcaexnsaHve ncnpasiaeHnin 8 Word. Eciv dalin cogep>uT 3TM KOMMNOHEHTbI, NpU
npocMmoTpe daiina otobpaxkaeTcs cOObLLEHNE O HAANUYNN HEMOAAEPXKMNBAEMbIX PYHKLUMA U OHU He
OTKpbIBaeTCs B npuaoxxeHnn Web App (4Tobbl 3awmTnTth cogepxunmoe daiina). B paninax Excel moxHo
ncnonb3oBaTb KoMaHAy CoxXpaHuUTb KOMUIO, KOTOPas COAEPXUTCA Ha Bkaagke Maiin B pexunme
npocmoTtpa Excel Web App. C ee nomoLLbto MOXHO cO3aaTb KOMUIO Gaiiia, KOTOPYH MOXHO byaeTt
pefakTupoBaTtb B 6pay3epe.

Mo3roBoii WTypM BO BpeMs KOMaHAMPOBKW, OBHOBAEHWE AaHHbIX MPOEKTa COBMECTHO C KOJ/IJIErom
Ha APYroM KOHTMHEHTe, coCTaBaeHne poToanbboMa BbIMYCKHUKOB AN ya06HOe ynpaBaeHne
pacrnvcaHnem CnopTUBHOW CeKLUMN 1 OBMEH UM C APYrMMmn poguTenamn. He3aBMCcMO OT yCI0BUM

W Lener coBmecTHon paboTbl Be6-npunoxerms Office Web Apps obecneurBatoT npocTyto,
3PPEKTUBHYHO N MPOM3BOAUTENBHYIO CPeAy B3aUMOAENCTBUA C APYTUMWN NOb30BaTENAMMY,
ncnonbsyrowmmn komnetoTepbl PC 1 Mac, 6pay3epbl Windows Internet Explorer®, Safari unu Firefox,
a TakxXe pasnunyHble Bepcun Habopa Microsoft Office.

Mpunoxerus Office Web Apps yaydLiaroT ycioBus coBMecTHo paboTbl 6aarogaps GyHKLUAM
COBMECTHOTO pejakTUpPOBaHMA, KOTOpble MO3BOAAIOT peAakTUpoBaTh KHUry Excel nam 3anmchyro
kHWXKY OneNote ogHOBpeMeHHO ¢ ApYrMMu Nonb30BaTENAMMU, r4e 6bl OHU HWN HAXOAUANCH.
®yHKUMA COBMECTHOTO pefakTupoBaHus gobasneHa B Excel Web App no MHOrouncaeHHbIM
npocbbam nonb3osatenen Excel. Tenepb coBMecTHas paboTa N0 0OGHOBAEHWUIO AaHHbIX
npomncxoaunT ropasao beictpee 1 B 6onee yao6HOM cpeae. Hy>XHO NPOCTO OTKPbITb KHUTY
13 pacnonoxeHusa SharePoint 2010 naun SkyDrive ans pegaktnpoBaHusa B Excel Web App.
MNpwn ogHOBpPEMEHHOM OTKPbITMM 3TOro Xe ¢aina B Excel Web App apyrumu
nonb3oBatenamu, paboTa N0 BHECEHNIO U3MEHEHWI Npojo/KaeTca 6e3 3aTpyaHeHNI
Y NepepbIBOB.

N3meHeHns obHOBAAIOTCA B pexnme, 61M3KOM K peanbHOMY BPEMEHMU, 1 MOb30BaTeNM
MOJly4aroT BO3MOXHOCTb MPOCMOTPETb MX NpaKTU4eckn cpasy. Kpome Toro, MOXHO y3HaTb,
KTO eLle BHOCUT NpaBku B dalrin 04HOBPEMEHHO C BaMU, C MOMOLLbIO CTPOKM COCTOAHMUSA
(c™m. puc. 9).
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MpunoxeHne OneNote Web App no3BosisieT pesakTMpoBaTh 3annCHYH KHUXKY
OAHOBPEMEHHO C APYrMMuM noab3oBaTensmu, ncnonbsyrowmmm OneNote Web App, a Takxe
OneNote 2010. Mpu oTKPBLITUN peaakTUPYyeMOon KHUXKN ApyriMuU Noab3oBaTtensmMu pabota
MO BHECEHMIO M3MEHeHWI NpogokaeTca 6e3 3aTpyaHeHWN 1 nepepbiBoB. CUHXPOHM3aLMA
N3MEHEHUI NPONCXOAMNT B pexknmMe H6M3KOM K peasbHOMY BPEMEHN — COAEepP>KMMOE,
fobaBnsgemMoe B 3aMMCHYH KHUXXKY APYTMMW NOAb30BaTeNAMM, OTOBpaXKaeTca NpakTnyeckm

MIHOBEHHO.

Ha Bknagke Bup, neHTbl MOXHO HaxaTb KHOMKy Mokasatb aBTopoB, YTOObI YBUAETD
CBEJEHMNS O TOM, KTO BHEC KOHKPETHbIE M3MEHEHWNS BO BPEMSA C€aHCa COBMECTHOrO
pefakTUPOBaHMA MK Nocae ero 3aBeplueHus. Kpome Toro, Ha Bknagke Bua cogepxutcs
KOMaHza Bepcum ctpaHmL, C NOMOLLbIO KOTOPOM MOXHO NPOCMaTpMBaTh, BOCCTaHaB/VBaTb
VAN yaanaTb NpeablayLne BepCcumn cTpaHmnLbl. Taknm o6pa3om, ecam KTo-To M3MeHUT
cozepXXnmoe, KoTopoe BaM TpebyeTcs, Bbl BCE PaBHO CMOXETe MOYYMnTb K HEMY JOCTYn.

Coget. DyHKLMA COBMECTHOTO peAakTUPOBaHWA TakKe JOCTYMHa B MOAHOPYHKLMOHANBHbIX
npunoxenunax Word 2010, PowerPoint 2010 1 (nocpeacTBom 06Lwmx 3anncHbIx kKHmkek) OneNote 2010
npu OTKPbITUN JOKYMEHTa, Npe3eHTaLunn Nan 3anmncHOM KHUXKKK, XpaHUMBbIX Ha canTe SharePoint 2010
wav B nanke SkyDrive.
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Bo3mMoXKHOCTb MHTEPAKTUBHOIO peaakTnpoBaHNA ¢aﬁﬂOB nogpasymMeBaeT, UTO NOoNb30BaTENAM He
NPUXo4nNTCA XaaTb cBOEM oyepean, yTOObI BHECTV BaXKHOE U3MEHEHME: NPOCMOTP M neyvaTb
I'IOCI'IeAHeI‘/JI BEPCUN OKYMEHTA HE3aBUCMMO OT TeKyLLEero MeCTOHaxoXXaeHna, noJyvyeHne aktyaabHbIX
¢0Torpac|>|/1|7| 4NAa Npe3eHTaunn Kak pas nepej ee Ha4vaaom, nonyvyeHme HOBbIX AaHHbIX OT KOANEry,
,£I|06aBI/IBLLIeFO MX B Ballu 3anmcum, nan obHOB/IEHME AAHHbIX B KHUT€ B MOMEHT X NOJIyYEHUA.

dakTnyuecky, npu ncnosb3oBaHum Excel Web App ans 06HOBAEHMS faHHBIX B IMCTax BCe
COAEPXKMMOE KHUTM aBTOMATUYeCKN OBHOB/IAETCS TaK Xe, Kak npu paboTe B Bepcun Excel ans
HaCTO/IbHbIX cMcTeM. [lnarpaMmel, yCIOBHOe dopMaTpoBaHme 1 crnapkiaiiHbl, JobaBasemblie B
KHUrM ¢ nomoubto Excel 2010, MrHOBEHHO OBHOBASAIOTCA NPU BHECEHWUW U3MEHEHWI B JaHHbIE KHUTU
¢ nomoubro Excel Web App. Kpome Toro, MoxHo B nto60e BpemMsi 0OOHOBUTb MOAKAOUEHUA K
JAaHHBIM OZHMM LLENYKOM MbILKW, MpOoCMaTpuBas nan pegaktnpysa kHury B Excel Web App.

Cosertbl

o TMpunoxenuns Office Web Apps coxpaHstoT dainnbl B popmate Office 2010. Mpu pegakTmpoBaHum
yepes ViHTepHeT darnos apyrux Bepcuin Microsoft Office, npeawectsytowmx 2007 aas Windows
unn 2008 ana Mac, npunoxerue Office Web App coxpaHnsiet konuto paina B popmarte Office 2010,
He BHOCA M3MEHEHW B OpurMHan, xpaHuMbln B Gubanoteke SharePoint 2010 waun nanke SkyDriver.
(Mpumeuanme. Eciv Ha komnbtoTepe ncnonbsyetcs Office 2003 nan Office XP, ansa paborsl
¢ pokymeHTtamm Office 2010 Heobx0AMMO YCTaHOBUTL BecniaTHbIN NakeT obecnevyeHms
COBMeECTUMOCTW.) [lonosHUTENbHBbIE CBEAEHUS O NOAAEP>KKe HOPMATOB CM. B pasgene «Bomnpockl v
OTBETbI» AAHHOMO JOKYMEHTa.

e OpraHuszauuu, nepexogsawme Ha Office 2010, moryT ncnonb3osatb Office Web Apps B cpege
SharePoint 2010 ans ynpolieHnsa nepeHoca COAEPXXNMOro /A NOAb30BaTeNen opraHnsaumm. Tenepb
No/ib30BaTeNM, Ha KOMMbOTEPAX KOTOPbIX elle He ycTaHoBeH nakeT Office 2010, moryT
becnpensTcTBeHHO paboTaThb ¢ gokyMeHTamMum Office 2010 coBMeCTHO ¢ ApYyrvMuM NOJIb30BaTENAMMY,
KOTOPpble yXKe NepeLunn Ha HOBbIM Bbinyck, nocpeactsom Office Web Apps.

Bam y>e nsBectHo, uto nporpammel Microsoft Office Ha komnbroTEpe BKAOUAIOT 3P PeKTMBHbIE
CpeACTBa CO3/aHNs AOKYMEHTOB, MPe3eHTaunii, Tabanw, 1 3anmncHbIX KHUXEK 1 paboTbl C HUMW.
MHorve 13 Hac NOAb3YHTCA TUMU CPEACTBAMM NMOCTOSHHO.

A ecnv TpebyeTcs BO3MOXHOCTb paboTaTth ¢ dpannamm yepes NHTepHeT? HaumHaTb BCe € Hy s,
OCBauBas HOBble NporpamMmbl? K cyacTbto, HeT.

Mpunoxerus Office Web Apps obecneurBatoT NpmBbIYHYIO Cpeay paboThbl, rae Obl Bbl HU
Haxoanancb. MoxHO paboTaTb B MPVBbLIYHOW Cpese peAakTMpOBaHUs 1 NCMOb30BaTb
onpejeneHHble cpeacTBa POpPMaTUPOBAHUA N PefaKTUPOBAHMSA, CXOXME C QYHKLMAMM NPOrpaMm
Microsoft Office.
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To4yHas HOCTPOMKA U POPMATUPOBAHUE COAEPXMMOTO C MOMOLLLBIO
NPUBbIYHbIX CPEACTB

BbICcTpbIN AOCTYN K cornacoBaHHOMY Habopy cpeacTB popmaTupoBaHus WpUpToB

n ab3aues Bo Bcex npunoxeHusx Office Web Apps. CmeHa wpwudTa ans BbigeneHHOro
OTpbIBKa, HAaCTpOViKa pa3mepa U LBeTa WpUdTOB, MPUMEHEHME HAaCTPOeK GOPMaTMPOBaAHMS
TekcTa (KUPHbIN, KypPCUB 1 NogyYepkMBaHWE), HACTPOMKa BblpaBHVBaHWNA ab3aLes v T.4.

®yHKLUMM aBTOMaTUUecKoi npoBepku opporpadum 1 aBTo3ameHbl Npu BBoge B Word
Web App n OneNote Web App, a Takke BO3IMOXHOCTb MPUMEHUTb CTUJIW K TEKCTY B 3TUX
NPUAOXKEHMNSAX.

ABTOMaTMUeCKMe MHOTOypOBHEBbI€ HYMepPOBaHHbIe U MapKUPOBaHHbIE CMUCKKU

(8o aessTn yposHel) B Word, PowerPoint 1 OneNote Web Apps 1 npuBbIUHbIE KHOMKM
YBennunTb U yMeHbLIUTb OTCTYN (YpOBeHb cnucka) B rpynne «Ab3aL» BKIaAKM
«[naBHas», KOTOpble CAy>XaT AN U3MEHEHWA YPOBHSA CTPYKTYpPbl TekyLuero ab3aua.

Mpocrtaa pabota co cnagamu B npunoxeHnn PowerPoint Web App. Mo>xHo BbibpaTb
MakeT AN BCTaBKM HOBbIX GpainnoB. [ly6avpoBaTh, yaansTb U CKPbIBaTb Clakibl Tak)Ke MOXKHO

O4HVM LWEeNYKOM MbILLN.

CozpgaHue dopmyn B Excel Web App ¢ nomoubto cnuckos IntelliSense (aBro3anosiHeHune)
ana GyHKLMA. TakKe MOXHO UCMO/1b30BaTb MPUBbIYHbIE QYHKLUM GOPMaATUPOBaHUSA SUEeK,
Hanpumep NepeHOC TeKCTa B fiUelikax, U3MeHeHMe uncnoBoro ¢opmarta U NnpuMeHeHmne

rpaHny A4eeKk U 3anBKn.

Cogert. MNpuBbluHble GYHKLUNM HaxoaaTcs B npunoxeHusax Office Web Apps B nprBbIUHbIX MecTax.
Hanpumep, runepccbiiky MOXHO BCTaBWTb U3 BKagku BctaBka B ntobom npunoxenunmn Office Web App.
AHanornyHo, npu pabote B Word nam OneNote Web App MOXHO LenKHYTb KpacHOe nojyepknBaHue,

O3HauatoLee opdporpadpuueckyto owmnbKy, UTOObI BbIbpaTb BapnaHTbl ee NCrpaBAeHus.
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CocrtaBnseTe pe3tome 414 CBOEro gpyra? XoTute HaneyataTb JOKYMEHT, HAXOAACh B NyTN?

Word Web App ynpoluaet pelueHmne 3Tux 3agay 6narogapa HaAMumo NPUBbIYHBIX CPEACTB, KOTOpble
ncnosb3ytotcs n B Word, Takmx kak GyHKLMM aBTO3aMeHbI 1 NpoBepku opdorpadumm npu BBOAE,
dopmaTmpoBaHme WpndToB 1 ab3aLes, a Takxke Tabanubl. OAHMM LLENYKOM MbIWN MOXHO
HecnpenAaTCTBEHHO NPOAOMKNTL PesakTUPOBaHe JOKYMEHTOB B MOAHODYHKLMOHANBHOM
npunoxerHun Word Ha KOMnblOTepe.

MpocmoTp AokymeHToB B Word Web App

Bo3zmorxHoCcTM M OnucaHue lae HaxoauTca
npenmyLiecTsa
|_|eL|C1Tb [leyaTb akTUBHOrO AOKYyMeHTa. ° Ha naHenun KOMaHJ, nepeﬁAMTe
Ha Bknaaky daiin n Bbibepute
Meuatsb.
MNouck Mownck TekcTa 4OKyMEHTa C MOMOLLbIO e Ha naHenu koMaHA HaxmuTe
Word Web App B pexume npocmoTpa. KHOMKy Haiitu,
Bce coBnaseHna aBTomMatnyecku
BbIJENAOTCA B TEKCTE, KPOME TOro
CBOJKa pe3y/bTaToB MoucKa
oTObpaxkaeTcs B COOTBETCTBYHOLLIEN
naHenu. LenkHuTe ntobow pesynbtaT B
naHenn, 4Tobbl MepenTn K 3SToMy
OTPbIBKY B AOKYMEHTE.
MacLuta® MoxHOo BbIbpaTb CTaHAapTHbIE e PackpbiBaroLMACs CMCOK

3HauyeHns MacwTtaba ot 50 go 200
NPOLLEHTOB, a TakxXe pexumbl «Ha Bcro
CcTpaHuUy» 1 <o WupmrHe cTpaHnLbl».
Kpome TOro, MoXHoO BBECTM
Npoun3BobHbIV MaclTab ot 33 go 400
MPOLIEHTOB.

MacwTaba Ha naHenu KOMaHA.

MpumeuaHue. /115 60nee BbICOKOrO
KayecTBa OTObpaXKeHWsa Npu N3MeHeHUn
MacluTaba pekoMeHayeTcs yCTaHOBUTb
Microsoft Silverlight.
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Bo3moixHoCTU U OnucaHue Fae HaxoauTcsa
npevmMmyuiectea
HQBl/]rQLLMﬂ |_|pVI OTKPbITUM JOKYMEHTA B pexnme ° KHonkun «Y4ucno CTpaHuL»

npocmotpa B Word Web App
oTobpakaertcs obLiee KONMYECTBO
CTpaHuUL, B AOKyMeHTe. MOXHO
MPOANCTLIBATL JOKYMEHT MOCTPAHUYHO
WAV BBECTU HOMEP HYXXKHOI CTpaHMWLbl,
4TOGbI MEPEenTH K Hew.

n «MepemelLieHre No cTpaHULamM»
C NpaBOW CTOPOHbI NaHen
KOMaH4,

OtkpbITs B Word

MpoACAXNTb peAakTMpoBaHme
JAOKYMeHTa B NMOJAHOGYHKLIMOHAIbHOM
npuaoxeHnn Word MOXHO ogHVMM
LEeYKOM MbILLK.

e B pexume npocmotpa Word Web
App Halante koMaHay OTKpbITb B
Word Ha naHenn KOMaHg nan Ha
BKNagke Daiin.

Mpumeuanue. Npu pegakTMposBaHnn
B Word Web App 3Ty KOMaHAy MOXHO Hantu
Ha Bknagke MnasHas B rpynne Office.

PeAQkTMpOBAHME
B MPMAOXKEHMM Web

App

Mpy NpocMoTpe JOKYMEHTOB B pexxume
npocmotpa Word Web App oTkpbITb
AOKYMEHT /1 peAaKTUPOBaHUs

B Hpay3epe MOXHO OAHVM LLENUYKOM
MbILLW.

e Ha naHenun koMaHg Haxmute
kHonky PepakTupoBatb
B 6paysepe.

AoCTyn K dOamAam
M MPOCMOTP

MX HO MOOBUABHOM
YCTPOMCTBE

Mpw coxpaHeHun sokymeHtos Word
Ha canTe SharePoint 2010 nau B nanke
SkyDrive MOXHO noay4aTb A0OCTyn

k dalinam 1 npocMaTpuBaTh

nx ¢ nomotybro Office Web Apps

Ha MOBW/ILHOM YCTPOICTBE.

PeaakTupoBaHue pookymeHToB B Word Web App

Bo3mo>)kHOCTU N npevmMmyujecrsa

OnucaHune

e C nomoubto Hpaysepa
Ha MOBW/ILHOM yCTpONCTBE
nepenaunTe B pacrnooxeHne
SharePoint nawu SkyDrive, 3aTem
WenkHTe UMs paiina, KoTopbI
TpebyeTcs OTKPbITb A5 MPOCMOTPa
B 6pay3epe.

Fae HaxoauTtca

COoXpaHUTb

CoxpaHeHVe U3MeHEeHW
B JOKyMeHTe

npu peaakTpoBaHum

B Word Web App.

e Haxwmute kHonky CoxpaHuThb,
KoTOpasi oTobpaxkaeTcs Haz
Bknagkon ®aiin. Takxke
MOXHO HaWTV KOMaHay
COXpaHeHus Ha BKaagke
«®Dala» A UCNob30BaThb
CTaHAapTHOe coyeTaHne
knasnw CTRL+S.

MNMPOCMOTP B MPUAOKEHUM
Web App

Mpu pesakTMpoBaHUM LOKYMeHTa
B Word Web App mMoxHo
nepekatoyaTb NpescTaBAeHuUs,
yTo6bI B 110601 MOMEHT BbIBECTU
Ha 3KpaH BepCuto C MOJHOLEHHbIM

oTobpaxkeHnem dopmaTUpoBaHUs.

e CoxpaHuTe AOKYMEHT, UTObbl
M3MeHeHMNA BCTYNUAN B CUITY.
3aTteM Ha Bknagke Bua neHtbl
HaXxmuTe KHomky Pexxkum
YTeHus.
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F'ae HaxoauTca

bydbep obmeHa

BbipesaHue, konnpoBaHue .
1 BCTaBKa COAEPXXMMOro

B AokymeHTe. [Noaaep>xvBaeTca
BCTaBKa W KOMMpPOBaHMe Mexay
npunoxeHunsmn Web App, a Takxe
mexgay npunoxeHunsmm Office
Web Apps 1 nporpammamm
Microsoft Office Ha komnbtoTepe.

Ha Bknagke lNaeHas

B rpynne bydep obmeHa
HaauTe KOMaHZAbl Bbipesarts,
Konunposatb 1 BctaButhb.

MpumeuaHwme. OT1 KOMaHAbI Takxe
JAOCTYMHbI B KOHTEKCTHOM MEHHO,
KOTOpOe OToBpaXkaeTcs Npu Lwenuke
3/€MeHTa NPaBoOW KHOMKOW MbILLW.

OTMEHQ 1 MOBTOP AEMNCTBUS

OTMEHa UAN NOBTOP MOCAEAHUX o
AEeNCTBUIN B aKTUBHOM AOKYMEHTE.

MpumeuyaHmne. MoXXHO OTMEHNTL
H6eCcKOHeYHOe KONMYECTBO M3MEHEeHWI
B aKTVIBHOM JJOKYMEHTe, BHECEHHbIX BO
BpeMsA TeKyLLero ceaHca
peaakTupoBaHus B pegaktope Word
Web App 0 coxpaHeHUs foKyMeHTa
VAW BCTaBKW PUCYHKa.

KHonkn OTmMeHunTb

n MoeTOpUTH,
oTobpakaemble Haj BKIALKOM
®daiin nan ctaHaapTHble
coyeTaHma knaenw CTRL+Z
(otmeHa) n CTRL+Y (nosTop).

POPMATUPOBAHME LLUPUADTOB

MpumeHeHve wWpndToBs, pasmepa .
WPUGTOB M PasvUHbIX aTpUByTOB
dopmaTupoBaHua, BKIKOYas

BapWaHTbl Ha4YepTaHWA: XXMPHBbIN,
KypCvB, NoAYepKMBaHue,

HaACTPOUHbIN WPUT 1 T.4. Takxe
MO>HO BbIAENNTb TEKCT, U3MEHUTb

uBet Wwpudta 1 cbpocnTb
dopmaTtupoBaHme ana

BblZ,€/IEHHOrO TEKCTa.

Mpumeyanue. OyHkLmM
dopmatmposaHus Tekcta B Word Web
App BK/IHOYAIOT HAaCTPOIKY TeMbl
AokymenTa. LpudThl Ans akTMBHON
TeMbl MOXHO HalTV B BEPXHeW YacTu
KOAEeKUMM WpPKUTOB, a LiBeTa TeMb

B KO/MNeKumm «LiBeT wpundra».

Bce komaHgbl
dopmatnposaHua WpndToB
cogepxatca B rpynne Wpudr
Ha Bknaake MnasHas.

PopMATUPOBAHME AB3ALC

MN3meHeHve BbipaBHUBaHWS .
ab3aua, yBenunyeHue n

YMEHbLUEHWE OTCTyna ANs IEBOrO

Mo, a Takke U3MeHeHne

HampaBAeHUs TekcTa.

Bce komaHgbl
dopmatupoBaHua ab3aua
cogep>katca B rpynne A63au,
Ha Bknagke MaBHas.
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F'ae HaxoauTca

MapkmpoBAHHbIE U
HYMEPOBAHHbIE CTMMCKM

[octynHbl Tpn cTuns
MapKMPOBaHHOIO W NATb CTUNEN
HymMepoBaHHOro cnucka. Kpome
TOrO, ANl U3MEHEHUSA YPOBHS
CNNCKa UMEIOLLIMXCA B JOKYMEHTe
M co3gaBaeMbix ¢ nomolbo Word
Web App MapknpoBaHHbIX 1
HYMepPOBaHHbIX CINCKOB MOXHO
MCMosb30BaTb KHOMKW yBeMYeHNA
M YMEeHbLLEHWs OTCTyna.

e  CTuam HymepoOBaHHbIX
N MapKnMpoBaHHbIX CMNCKOB
M KOMaHAbl N3MEHEHMNS
YPOBHSA CMCKa MOXHO HanTK
B rpynne A63aL, BKi1ajKu
FnaBHasA.

Mpumeuanue. CneunanbHble
dopmaTbl MapKMPOBaHHbIX

N HYMepPOBaHHbIX CMINCKOB, KOTOPbIe
6bIM NPYMEHEHBI B HACTONbHOM
Bepcvmn Word, coxpaHstoTes

B JOKyMeHTe BO BpeMms
pesaktmpoBaHus B Word Web App.
YT106bI MPOCMOTPETH CrEeLManbHble
dbopmaTbl CIUCKOB B AOKYMEHTE,
ero Hy>xHo oTkpbITb B Word Web App
B peXume nNpocMmoTpa.

Ctunu

Ctnan 3HakoB v ab3aues,
COXpaHeHHble B JOKYMEHTE,
MOXHO NPUMEHSTb K TEKCTY
B Word Web App.

e Ha Bknagke MNaBHas
B rpynne CTuan MOXHO
HaNTW CTUAK, KOTOpPbIe
BKJIFOYEHbI B CMUCOK
3KCMNpecc-cTuaern KonekLmm
CTUNEN TEKYLLErO JOKYMEHTa.

e Kpome TOro, passepHys 31y
KOANEeKL Mo, MOXHO BbI6paTh
KoMaHgy MNMpumeHunTsb cTuam,
C MOMOLLIbIO KOTOPOW MOXHO
noay4nTb AOCTYN KO BCEM
cTunam ab3aua 1 3HaKoB B
JAOKyMeHTe.

MpumeuaHune. Takxe MOXHO
BOCMOJ/1b30BaTbCA 3HAKOMbIM
coyeTaHnem knasmw CTRL+ALT+1,2,3
A1 NPUMEHEHNA CTUAEN 3aroN0BKOB
n covetaHnem CTRL+SHIFT+N

AN NpUMeHeHns cTuna «OBbIYHBIN».
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F'ae HaxoauTca

CpeACTBA NPOBEPKMU

Word Web App Bkaroyaet
dYHKLMIO aBTOMaTNYECKOM

e Ha Bknagke MNaBHas
B rpynne MNMpaBonucaHue

NPAaBoOnMMCAHMA nposepkmn opdorpaduu Npw HaXKMUTE KHOMKY

BBOZe TekcTa. [lnq BbigeneHma MpaBonucaHue, YTOO6HI

opodorpaduryeckmx owmbok nepeiTn K cnegyrowei

MCMONIb3YeTCA KpacHas BOJIHMCTanA opdorpaduryeckon owmnbke

NMHWA. Kpome Toro, MpuUMeHstoTcs B AOKyMeHTe. Mpun 3ToM

CTaHAapTHble AencTBus oTobpaxaeTtca

aBTO3aMeHbl NPV BBOZAE TEKCT, PacKpbIBaAOLMIACA CMINCOK

Takue Kak ucnpassieHne BapuaHTOB NCMPaB/EHUS.

pacnpocTpaHeHHbIX oneyaTok Kpome Toro, MoxHo

n NpeobpasoBaHMe 3HAKOB LLEeIKHYTb C/IOBO C OLLNBKOW

B CUMBOJIbI. npaBoO KHOMKOM MbILLW,

Kpome Toro, MoXHO 3agatb 3bIK 4TOBbI OTKPLITL CKCOK o

NPOBEPKY MPABONMCaHMA BapuaHTOB UCMPaBJEeHWA.

WA OTKAFOUNTE MPOBEPKY e Ha Bknagke NnaBHas

opdorpadum ana BeibpaHHOro LeSIKHNTE CTPenKy

OTpbIBKa TEKCTa. nog kHonkon MNMpaBonucaHue
1 BbIbepUTe KOMaHay 3aaathb
A3bIK NPOBEPKN
npaBonucaHus, ¢ MOMOLLbHO
KOTOPOM MOXHO M3MEHUTb
A3blK NPOBEPKMU
npaBonucaHus uam
OTK/IKOUNTb MPOBEPKY
opdorpadum
AN BbIBPaHHOTO TeKcTa.

Ta®AmLpbl Bcraska tabanup, e YT06bI BCTABUTL TabauLy,

pesakTpoBaHue TekcTa B TabauLie
¥ BHECEHWE N3MEHEHWH

B 6a30BYI0 CTPYKTYpPY Tabaunupl,
Hanpumep gobasaeHne

¥ yZaneHue CTpok 1 cToa6LoB.

Ha BKknagke BcraBka B rpynne
Tabnuubl HAXXMUTE KHOMKY
Tabauua. 3atem nepemectute
yKasaTesib Mo ceTke, YTobbI
BbIGpaTh HYXXHOE KOJIMYeCcTBO
CTPOK 1 CTONIBLIOB U HaXkMuTe
KHOMKY MbILLW, YTOBbI
BCTaBUTb AUEMKN.

e YT06bI BHECTU U3MEHEHMS
B CTPYKTYpY Tabaunupl,
LenkHuTe ee. Npun 3TOM
aBTOMaTUYeCKM NOABUTCA
Bknagka Pabora
c Tabavuamu | Maker,
Ha KOTOpOW cogepxaTca
KOMaHZbl BbI6Opa, yaaneHus
N BCTaBKW 31€MEHTOB
TabaunLpl, a Takxe
BblPaBHMBaHUA COAEP>XKUMOro
B Auerikax. Takxke MOXHO
LLEeNKHYTb SYeiKy npaBoMm
KHOMKOM MbILWK, YTOGBbI
OTKPbITb MEHIO KOMaHJ,
pesakTMpoBaHua TabauLbl.
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PUCYHKM BctaBka pucyHKoB 13 pannoB uim e Y706bl BCTABUTH PUCYHOK,
13 KONNEKLIMN KapTUHOK Ha Bknazgke BcraBka B rpynne
Office.com. MOXHO M3MeHATb Mnntoctpauum HaxmuTe
pa3smep pUCYHKOB U J06aBAATb KHOMKY PUCYyHOK nan
TEKCT. KapTtuHka.
e YT106bI M3MEHWTb pa3mMep
pucyHKa nan AobaBuTb TEKCT,
BbibepunTe pucyHok. Mpu
BbibOpe pucyHKa Ha BKkaajke
Pa6ota c pucyHKkamu |
®Dopmat oTobpaxarotca
HY>XHble KOMaHApbl.
rVII'IepCCbIAKl/I BcTaBka rvnepccbinkn Ha Beb- . Ha Bknagke BcraBka B rpynne
aApec nav NpUMeHeHme CCbliku K CCbINKN HaXXMUTE KHOMKY
BbIGpPaHHOMY TeKCTY. Ccbinka.
3ANOAHUTEAM B pexxnme pesakTpoBaHus e 3anosHUTeNn AN O6BLEKTOB,

B Word Web App a5 GyHkUMR,
He Nnoajep>XnUBaemMblix
NPUAOXEHNEM, aBTOMATUUYECKN
oTobpakatoTca 3anoAHUTENN.

K Taknum afiemeHTaM OTHOCATCS:
rpapuyeckne anemeHTbl SmartArt,
anarpammebl Excel v anemeHTbI
yrnpaBaeHnsa COAePXUMbIM.
3anonHuTenn (paMKkm) NO3BONAKOT
npeAoTBPaTUTb U3MEHEHNE MaKeTa
n GopMaTMpPOBaHHOTO
COAEPXXUMOTO AOKYMEHTa

M yNpoLaroT HaBurauuio B paiine
npw BHeceHnmn npasok B Word
Web App.

pesakTVpOBaHWE KOTOPbIX
He NoAJEpPXKMBaETCS,
oTobpaxatotcs
aBTOMaTUYECKMN.

e YT06bI NOCMOTPETH AOKYMEHT
B MOJIHOM BUzje
(c anemeHTamu,
oTobpaxaembiMun B BUAE
3anofHUTeNEel B pexrmMe
peaaktnposaHus Word Web
App), Ha Bknagke Bupg,
HaXXmMuTe KHOMKy Pexkum
uteHun. Kpome Toro, Ha
BK1agke MnaBHas MOXHO
HaxaTb KHOMKY OTKpbITh
B Word.

Excel Web App nomoraet peluatb ntobble 3agaumn: oT 06HOBAEHNA AaHHbIX OroAXEeTa COBMECTHO

C y4acCTHUKaMKM pabouelt rpynmbl 4O OTCAEXMBAHWUSA BbINOAHAEMbIX YNPaXXHEHNN. MOXHO
pesakTMpoBaThb TabavLy OAHOBPEMEHHO C APYTMMM NOAb30BaTENAMW HE3ABMCUMO

OT WX MecToHaxoXaeHus. [lnarpaMmmbl, ycnoBHoe dopmMaTpoBaHUE U Aaxe crapkialiHbl
OBHOBAANTCA NPY NMPYMEHEHUN COPTUPOBKMN CTONBLOB UAN 3IMEHEHUN HOPMY MOUTU MTHOBEHHO.
Kpome Toro, 310 Be6-NpuioxeHne BKIOYAET MHOTME NpuBbIYHble GYHKUUK Excel, Takne kak cnvckum
IntelliSense, koTopble oTO6paXkatoTca NPu BBOAE MMEHN QYHKLNN.
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OBOHOBAEHME AQHHbIX

Mownck

Hasuraums

OTKpbITh B Excel

PeAQKTMPOBAHME B
npuAOXeHun Web

App

CopTmpoBKa
M PUABTRALMS AQHHbBIX

O6HOBIEHME MOAKIHOUEHWNI K JaHHbIM
AN BCEW KHUTW UAW BbIBpaHHOWM
CBOAHOW TabanLbl. Takyke MOXHO
BbINOJHUTL NepecUeT KHUTU.

Mpumeuanue. Mpu ncnonbzosaHum Excel
Web App B cpese SharePoint 2010 npu
OBHOBNEHUM JaHHbIX TaK)KE BbIMOAHAETCA
O6HOB/IEHME JOCTYMHbIX BHELLHWX
MOAKIHOYEHWI B aKTUBHOW KHHUTE.

Mounck coaep>XMMOro siuenku B
aKTMBHOM sncTe. Y06HOe agnanorosoe
OKHO COZLePXXNT KOMaHZbl MOWCKa B
HamnpaBJIEHNN BBEPX WU BHW3 OT
BbIBpaHHON AYenku.

[Ans nepexoza K Apyromy JmucTy,
LWEeKHUTE COOTBETCTBYHOLLMI APAbIYOK.
YT106bI BBIOPATL CTPOKY UM cTONGEL,
LLeIKHWTE ero 3aros0BoK.

[Ans nepemelLeHns No AnCTy
NCMOAb3YITE KNaBULLK CO CTPEKaMMU.

MpPoACAXNUTE PeAaKTUPOBaHNE KHUMH
B MOJHOPYHKLMOHAIbHOM
npunoxeHunn Excel MoXHO ogHUM
LEeNYKOM MbILLK.

Mpy NPOCMOTPE KHUT B pexxume
npocmoTpa Excel Web App oTkpbiTh
KHUTY ANS peAakTMpoBaHus B bpaysepe
MO>XHO OJHWM LLLENYKOM MbILLM.

CopTtupoBKa 1 ¢puAbLTPaLMa AaHHbIX
B Tabamnuax Excel n npegcraBnenunax
CBOAHOM Tabanubl.

e Ha naHenn KoMaHg Haxmure
KHOMKy [aHHble.

Mpumeuanme. MNpu pegakTmposaHny B Excel
Web App 3Ty KOMaHay MOXHO HalTh
Ha Bkiagke MnaeHas B rpynne [aHHbie.

e Ha naHenn KomaHA Haxmute
kHonky Hantw.

Mpumeuanme. MNpu pegakTmpoBaHny B Excel
Web App 3Ty KOMaHAy MOXHO HaliTV Ha
BkAagke MnaBHaA B rpynne [aHHbie.

e lonb30BaTbCs APbIYKAMU JIUCTOB
W 3arosioBKamu CToN6L0B 1 CTPOK
MOXHO 1 B pexuMe NpocMoTpa,

W B pexume pegaktuposaHus Excel
Web App.

e B pexume npocmotpa Excel Web
App HalianTte koMaHay OTKpbITb
B Excel Ha naHenn komaHg nau
Ha Bkiazke daiin.

MpumeuaHume. B pexxume pesaktmpoBaHms
Excel Web App 31a KOMaHAa HaxoanTcs
Ha Bknagke MasHas B rpynne Office.

e Ha naHenn KOMaHg Haxmurte
KHonky Pegaktuposatb
B 6paysepe.

e Haxmute cTpenky «ABTOodOUALTP»
PAJLOM C 3aroJI0BKOM TabauLbl Mau
CBOAHOM TabanLbl, UTOGBI
NoAy4nTb AOCTYN K BapnaHTam
duabTpaLMM 1 COPTUPOBKW.

MpumeuaHue. 3ta GyHKLMA TaKxKe
[OCTYMHa, €C/IN KHWra OTKpbITa B pexvme
pesakTmpoBaHus B Excel Web App.
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Bo3moixHOCTH OnucaHune Fpe Haxogutca
1 npevmyLlecTBa

CoxpaHeHue 1AM C nomouubto Bknagku «dais» e B pexume npocmotpa Excel Web
npwnoxeHus Excel Web App B pexume App nepeiiante Ha Bknaaky ®aiin
3Qrpyska Konmm1 MPOCMOTPa AN pPeaakTUPOBaHNA Ha NaHen KoMaHs,
MOXHO CO3/AaTh KOMMIO KHUTY, a TakxKe
3arpy3nTb MOAHYIO KOMMIO AN e B pexume pegaktnpoBaHus Excel
MOMEHTabHBIV CHUMOK — daiin, Web App nepeiiaute Ha Bknaaky
coaepaLinii TOAbKO 3HaUEeHNA 1 aiin neHtl.

dopmMaTMpoBaHMe TekyLLeh KHUTU.

AOCTyn K OAMAQM U Mpw COXPaHEHMM KHUT Excel Ha cant e C nomoulbto 6pay3epzi
NPOCMOTP MX HA SharePoint 2910 MOXHO noayyaTb Ha Mc36w1bHOM ycTpoiicTee
A0CTyn K (baVInaM M npocMaTpuBaTb UX nepevanTe B pacrosioxeHue
MOOBUABHOM ¢ nomoubto Office Web Apps Ha SharePoint, 3aTem LieskHWTE NMA
YCTPOMCTBE MObW/IbHOM YCTPOWCTBe. danna, KoTopsbln TpebyeTcs
OTKpPbITb ANl NPOCMOTPa
B H6pay3epe.

PepakTupoBaHue nokymeHToB B Excel Web App

BO3MOXXHOCTM M NpenMyLLecTBa OnucaHue ae HaxoauTcA

CoBMmecTHoEe CoBMecCTHOe pefakTMpoBaHue e Ortkpoliite kHury B Excel Web
KHUTW OZIHOBPEMEHHO C APYrMM App B pexume

PEACKTMPOOBAHME No/b30BaTENAMM HE3aBUCMMO OT pesakTupoBaHus. Ecam
MECTOHaXOXAeHWA. ApYroii nonb3osatesb

OTKPbIBAET Ty Xe KHUTY AN1s
peaakTupoBaHus B Excel Web
App, aBTOMaTLYECKM
3arnycKaeTcs ceaHc
COBMECTHOTO
pesakTMpOBaHMS.

e CBejeHus O NO/ab30BaTENAX,
pedakTupyroLwux daiin,
oTobpaxatoTcs B NpaBoM
4acTU CTPOKMN COCTORHMS
BHW3y 3KpaHa.

MpumeuaHune. V13MeHeHVs, BHOCUMble
APYTVIMU NOJIb30BaTENAMMU,
oTobpaatoTcs aBTomMaTuyecku
6narogaps CUHXPOHM3aLMN B PeXUMeE,
6/IM3KOM K peasbHOMY BpeMeHMU.

COoXpaHMTb MpW OTKPLITUM KHUTW B peXMMe e B Excel Web App dyHKuua
pesakTnpoBaHus B Excel Web App coxpaHeHus paboTaeT B
AaHHas BEPCUsA KHUTU aBTOMaTUYECKOM PEXMUME.

ABTOMATUYECKN COXPaHAETCA.
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F'ae HaxoauTca

bydbep obmeHa

OTMEHA 1 MOBTOP AEMCTBMS

CTpoka chopmMyAa

POPMATUPOBAHME LLPUADTA U
A4EMNKM

BeipasHMBOHME

BbipesaHue, konnpoBaHue n
BCTaBKa COAEPXXMMOro B KHure.
Mopaep>xrBaeTca BCTaBKa U
KoMMpoBaHue mexay
npunoxeHunsmn Web App, a Takxe
mexgay npunoxeHunsmm Office
Web Apps 1 nporpammamm
Microsoft Office Ha komnbtoTepe.

OTmeHa 1 nosTop A0 25
nocieAHNx AefCTBUN,
BbINO/JHEHHbIX B TEKYLLIEM CeaHce
pefakTMPOBaHUS B aKTUBHOW
KHUre.

Tak >e Kak 1 B
MONHOQYHKLIMOHAALHOW BepCum
Excel pepakTvpoBaTtb TeKCT 1
bopMysibl B AUelikKax MOXHO
NPsSMO B AYeiiKe NN B CTPOKe
dopmyn. Ctpoka ¢opmyn
no3Bo/seT NpocMaTpmBaTh U
pesakTnpoBaTb GopMybl —
pe3y/nbTaT U3MeHeHWM
oTobpaxaeTcs B BbIGpaHHON
Ayerike.

MpumeHeHve WwWpndToBs, pasmepa
WPNHTOB M pas3MyHbIX aTpMbyToB
dopmaTpoBaHms, BKAOUas
BapWaHTbl HaYepPTaHWA: XXMPHBbIN,
KypCWvB, NOAYEPKMBaHNE U
JBOVHOE nojuyepKmBaHue 1 T.A.
Tak>ke MOXHO NPUMEeHATb
rPaHNLbl SYEEK U 3a/IMBKY.

Mpumeuanue. B Excel Web App

MO>XXHO HaCcTpOWUTb LUBETa aKTUBHOW

TeMbl 418 TEeKCTa U 3a/IMBKN AYeeK.
LiBeTa TeMbl MOXHO HalTu B
Kosnnekumax «Liset wpndra» un
«LlBeT 3annBKkm».

BblpaBHI/IBaHVIe cogepXxumoro
A4elnkn no BEPTUKaNnN nnn
rOPM30OHTaNN; NepeHocC No C10BaM.

e Ha Bknagke NmaBHas
B rpynne Bydep obmeHa
HanauTe KoMaHabl
Bbipe3aTb, KonupoBaTtb
1 BctaButb.

Mpumeyanue. Take MOXHO
Mcnonb3oBaTh CTaHAAPTHbIE
coyeTtaHusa knasuw: CTRL+C
(konuposaTtb), CTRL+X (Bblpesatsb)
n CTRL+V (BcTaBuThb).

e  KHOMkM OTMEHUTBL
n BepHyTb, oToGpaxaemble
Hapg Bknagkon dann nnm
CTaHAapTHbIE COYETaHNs
knasuw CTRL+Z (oTmeHa)
n CTRL+Y (BosBpar).

e CTtpoka dopmyrn nog NeHTown.

e  Bce komaHabl
dopmaTtnposaHua WpnUPToB
N AYeeK coepxxartca B rpymnne
WpwndT Ha Bkragke MNaBHas.

e HacTpoiikun BbipaBHMBaHWA
1 nepeHoca rno cioBam
HaxoAATCA Ha BKAajKe
naeHas B rpynne
BbipaBHUMBaHMe.
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PopMAT YUCEA

Hannumne 11 nonynapHbix
$opmMaToB, Taknx Kak 4ncso,
Ba/ItOTa, MPOLEHT, AaTa U TEKCT.
B uncnoBom popmate MOXHO
YBEANYNTD AN YMEHBLUUTb
KO/NNYeCTBO 3HaKOB nocne

Bce komaHabl
bopmaTnpoBaHma uncen
cogep>karca B rpynne Yucno
Ha BKknaake lNnaBHas.

3anaTon.
PYHKLM Bo3MOXHOCTb UCNoOAb30BaTh LlenkHnTe siueitky ancra.
MHorve QyHKLMKM, 3HaKOMble Mocne BBOAA 3HaKa
no Excel. Mpu BBOAE NEPBbIX paBEHCTBA, 32 KOTOPbIM
3HaKOB MMeHUN PYHKLK cnepyet xoTs 6bl NepBas
oTobpaxaetca cnucok IntelliSense, 6yKBa MMEHMW HY>HOM
cofep>aLluii AoCTyrMHble dyHKUMM, oTOBpaxaeTcs
byHKUMN. cnncok IntelliSense.
Tabnuubl Cospanue Tabanupl Excel BuibepuTe Aueiikn IncTa,

C BO3MOXHOCTSIMU COPTUPOBKU
1 GUAbTPaLIMK, YepesyroLLMXCA
CTpOK 1 popmaTnpoBaHus,
aBTOMaTUYECKM COrIacyemMoro

C TEMOW aKTUBHOM KHUTW.

B Tabaunuy Takxke MOXHO 406aBuTb
CTPOKY 3arofoBKa Uan CTPOKy
NTOTOB.

Kak n B Excel npu BBOAE TEKCTa
B CTPOKY, KOTOpas HaxoamTcs
HermocpeACTBEHHO MNog,
AnanasoHoM Tabauubl, Tabanua
aBTOMaTMYeCku paclumpseTcs.
Kpome Toro, npu gobasneHnu
bopMybl B AYeliKy,
pacrnooXeHHy
HermocpeACTBEHHO crpaBa OT
ntobow ctpoku Tabamubl Excel Web
App co3aaeT BbluMCAsieMbIV
cTonbew, pacwmpas Tabavuy

n fobasnsas 3Ty Gopmyny BO Bce
OCTaNbHble CTPOKM AaHHbIX

B Tabanue.

YTObbI MCMO/b30BaTL UX B
KayecTBe jmanasoHa
Tabauupl. 3aTeM Ha BKaagke
FnaBHas B rpynne Tabanubi
BblbepuTe KOMaHAy
CoptupoBatb 1
¢unbTpOBaTh KaK Tabauuy.
Kpome TOro, MOXHO HaxaTb
kHonky Tabauvua Ha Bkiagke
BcraBka.

Jna HacTpoWKM CTpOKM
3arosioBKa 1 CTPOKUN UTOrOB
Ha BKnagke MaBHas B rpynne
Tabnuubl HAXXMUTE KHOMKY
MapameTpbl Ta6anLbI.

PeACKTHMPOBAHWE CTPYKTYPSI
AUCTO

BctaBka v yaaneHve aveek,
CTPOK ¥ CTONBLLOB AnCTa.

KomaHabl BctaButb
n YaanuTb B rpynne Aueikn
Ha Bknagke naBHas.

[MNEepCChIAKM

BcTaBka runepccblaky Ha Be6-
aApec nan NpUMeHeHme CCblku
K BbIOpaHHOMY TeKCTy.

Ha Bknagke BcraBka B rpynne
CcbI/IKM HaXMUTE KHOMKY
Ccbinka.
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MNMoka3 npe3eHTauuin B itoboe Bpems B Nro6oM MecTe ¢ nomollbio PowerPoint Web App. Haxoautecb
Bbl B MYTU UAN MPOCTO HE MOXETe BOCMO/b30BaATLCS CBOMM KOMMbHOTEPOM, — BHECTU U3MEHEHUS

B NMPE3EeHTaLUIO B MOCEAHION MUHYTY M 3anyCcTUTb NMOKa3 ClaiZoB MOXHO NpsSMo 13 Beb-bpaysepa.
C noMoLLbto NPUBbLIYHbIX GYHKLMI PowerPoint MoXHO f06aBAsATb U yAanaTe Canfbl, UISMEHATb
dopmaTmpoBaHve WPUGTOB 1 ab3aLieB, NPUMEHATb Pa3MeTKy Clailnga Uiv 3aMeHsTb PUCYHKN

B nNpe3eHTaunn. Kpome Toro, MOXHO MCMoAb30BaTh rpaduyeckme anemMeHTsl SmartArt gns 6bicTporo
CO3/,@aHNA CXEMbI UV OPraHM3aLMOHHOW Anarpammsbl (Hy>KHO MPOCTO 3aMOHUTb MapPKMPOBaHHbIN

CMUCOK).

Mpocmotp gokymeHToB B PowerPoint Web App

Bo3mo)kHOCTU N
npenmyLiecTsa

MpocmoTp

M KOMUPOBAHME
NPUMEYAHMM

K CAOMAOM

3anyck nokasa
CAQMAOB

Me4yaTb CAOMAOB

OnucaHune

BbiBOA Ha akpaH obnacT 3ameTok

ANS Chaiifia OAHUM LLEeNYKOM MbILLW.
TekcT npuMeyaHms Takxke MOXKHO
KOMMpoBaTb HEMOCPeCTBEHHO

B peXume npocmotpa PowerPoint Web

App.

3anyck nokasa cnagos B 6paysepe
B peXWUMe BbICOKOro KayecTBa.
PowerPoint Web App noaaep>xviBaet
pasnunyHble 3GPeKTbl aHMMaLuu,
KOTOpPble MOXHO MPUMEHATb

B NMOJNHOPYHKLIMOHaNbHON Bepcum
PowerPoint.

MeuyaTb aKTUBHOWN npeseHTaunn.

MpumeuaHue. Ha gaHHbIA MOMEHT 3Ta
dyHKLMA AOCTyMHa Toabko ans SkyDrive.

lF'ae HaxoauTca

e Haxmwute kHOMNKy 3ameTku B
CTpOKe COCTOAHUA B pexume
npocmotpa PowerPoint Web App.
BbibepuTe 3aMeTKM C MOMOLLbHO
MBILIM U HAXMUTE coYeTaHne
knasnw CTRL+C, yTobbI
CKONUPOBaTb UX.

e Ha naHenu KomaHg HaxmuTe
KHonky HauaTtb nokas cnaiigos.

MpumeuaHue. YTo6bI 3aMyCcTUTL Nokas

CNariZioB B pexxvMe peaakTupoBaHus

npeseHTaummn B PowerPoint Web App,

Ha Bknagke Bupg, Haxmure kHonky Mokas

CcnanpoB.

e Ha naHenn KomaHg B pexvime
npocmMoTpa (MAn Ha feHTe
B peXvMe peAaKkTMpoBaHua)
HaxkmuTte KHonky Daiin
1 Bblbepute lMeuats.

Hasuraums

[ns nepexoga no changam cayxat
KHoMKW «Mpeablaywnin cnang» u
«Cnegyrowmii cnaing». Takke MOXHO
LLEeNKHYTb MHAMKATOP HOMepa Calija,
UTO6bI BBIBECTM Ha 3KpaH CNMCoK

CNanfoB v NepenTn K HY>KHOMY Crangy.

e B pexwume npocmortpa
B PowerPoint Web App kHomku
«[Mpepplaywmii cnang»
n «Cnepyrownin cnang», a Takxe
WHAMKaTOPbI HOMepa cnaiga
OTOBPaXaOTCH B LLEEHTPE CTPOKM
COCTOSIHMS BHU3Y OKHa.
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Bo3modKHOCTU N
npenmyLiecTsa

LLIMpOKOBELLLOTEABHbIN
NMOKA3 CAOMAOB

PexXxnm CTpyKTypbl

OTKkpbITb B PowerPoint

PeAQKTMPOBAHME B
npuAoxXeHmn Web App

OnucaHune

LLinpokoBellatenbHbli Nokas cianjos
— 3TO HOBas BO3MOXHOCTb PowerPoint
2010. OHa Takxe AOCTyrnHa

B PowerPoint Web App un cayxut

AN nokasa CfaliZioB yAaneHHOW
ayaMTOpUM B pexXunMe peanbHOro
BpeMEeHM.

MpocMoTp, KONMpPOBaHME U NeYaTb
CTPYKTYpPbl 3aro/I0OBKOB U1 TeKCTa
Cnangos.

MpoponxknTb pegakTMpoBaHue
npeseHTauun B
NOJHOMYHKLMOHAABHOM MPUIOXKEHNUN
PowerPoint MOXXHO OAHWM LLEAYKOM
MbILLIN.

Mpu NpocMoTpe NpeseHTaLmm

B pexuvmMe npocmoTpa PowerPoint Web
App OTKPbITb Mpe3eHTaLuto

419 pefakTupoBaHus B 6paysepe
MO>XHO OJHUM LWeNYKoOM MbILn.
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lF'ae HaxopuTtca

e /N4 WnpokoBeLLaTeNbHOro nokasa
CNalifioB yAaNEeHHOW ayanTopum
¢ nomolubro PowerPoint Web App
HeobXoAMMO MpPUAOXKEHWE
PowerPoint 2010.

e  Caywartenn nony4yarot AOCTyn
K NMpe3eHTaLnmn NoCpeacTBOM
PowerPoint Web App, HesaBucMmMo
oT Hannumsa PowerPoint
Ha X KOMMbIOTEPaX.

MpumeuaHune. s npocmoTpa
LUIMPOKOBeLLATeNbHON Npe3eHTaLum
TpebyeTtcsa nogkntoveHune K NHTepHety
1 noaaepxvBaembliii 6paysep Internet
Explorer, Firefox nnwn Safari.

e Ha naHenn komaHzg nepenante
Ha Bkiagky daiin 1 Bbibepute
Pe>xnum cTpyKTypbl.

e Yrt0bbI CKOMMpPOBaTL MU
HareuaTaTtb TEKCT CTPYKTYpbI,
BbIJE/INTE HY>KHbIN OTPbLIBOK
N LLENKHUTE NPaBOW KHOMKOM
MbILUW B OKHE bpay3epa, UTobbl
OTKPbITb MEHIO C KOMaHAaMu
KOMMPOBaHWA U NevaTu.

e B pexume npocmotpa PowerPoint
Web App Halante koMaHay
OT1kpbITb B PowerPoint Ha
naHesn KOMaHg Uau Ha BKiajke
daiin.

MpumeuaHue. B pexxume pefakTmposaHus
PowerPoint Web App aTta komaHaa
HaxoauTcs Ha Bkaaake MnaBHas B rpynne
Office.

e Ha naHesnn KoMaHg HaxXmuTe
KHonky PepaktupoBatb
B 6paysepe.

AOCTYNn K OAMAOM U
MPOCMOTP UX Ha
MOBUABHOM
YCTPOMCTBE

Mpw coxpaHeHUn npeseHTaLmUm
PowerPoint Ha caiT SharePoint 2010
nnn B nanky SkyDrive MOXHO nosyyatb
JocTyn K dpainam n npocmatpmatb

ux ¢ nomolbto Office Web Apps

Ha MOBUWILHOM YCTPOICTBE.

e Cnomolybto bpaysepa
Ha MOBW/ILHOM yCTpOMCTBE
nepenanTe B pacrnonoxeHune
SharePoint nan SkyDrive, 3atem
LenKHUTe UMs daina, KoTopbli
TpebyeTcs OTKPbITb AN
npocmoTpa B 6paysepe.
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PepaktupoBaHue pokymeHToB B PowerPoint Web App

B0O3MO>XHOCTU U NpeumyLLecTBa

OnucaHne
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F'ae HaxoauTca

COXpAHUTb

Mpwv OTKPBLITUM Npe3eHTaLUM

B peXvMe pesakTMpoBaHus

B PowerPoint Web App paHHas
BEPCUS Npe3eHTaLum
aBTOMATUUECKN COXPaHAeTCs.

e B PowerPoint Web App
byHKUMA coxpaHeHus
paboTaeT B aBTOMaTMUYeCKOM
pexume.

MpocmoTp 1
PEACKTMPOBAHME
MPUMEYAHUI K CAOMACOM

MPOCMOTP B MPUAOKEHUM
Web App

bydbep obmeHa

OTMEHA 1 MOBTOP AEMCTBMS

Co3A0HME CAOMAOB
M YMPABAEHME MMM

B ctaHgapTHOM pexunme
pesaktnpoBaHus PowerPoint Web
App naHenb 3ameToK
oTObpaxkaeTcs BHU3Y 3KpaHa.
YT06bI 06aBUTb UIN U3MEHUTb
npvMeYaHue K cianay, NpocTo
WeNKHUTE 3Ty NaHenb.

Mpwv pesakTMpoBaHUK
npeseHTtaumm B PowerPoint Web
App MOXHO 6bICTPO NepenTn

B PeXWM NPOoCMoTpa.

BbipesaHue, konnpoBaHue

1 BCTaBKa COAEP>XKMMOro

B nNpe3eHTaumn. MNoaaep>xkmeaerca
BCTaBKa M KOMMpPOBaHWe Mexay
npuaoxeHuammn Web App, a Takxe
mexgay npuaoxenunsmm Office
Web Apps 1 nporpammamu
Microsoft Office Ha komnbroTepe.

Moaaep>xkmBaeTca OTMEHa

1 MOBTOP HEOrpaHWUYEHHOTO
KOMYeCTBa AENCTBUN,
BbIMOJIHEHHbBIX B TEKYLLEM CeaHce
pefakTMpPOBaHUS B aKTUBHOW
npe3seHTaLmn.

Mpumeyanue. Ecin ncrekno
BpeMs ceaHca uav npeseHTaLms
HaxoAnnacb B pexunmMe NpocMoTpa
60s1ee 30 MUHYT, XXypHan
AeNCcTBUIN copacbiBaeTcs.

BcrasaATb cnaiiabl MOXHO

B Nt060I MaKeT, AOCTYMHBbIN

B aKTUBHOI npeseHTaumm.
[Oy6ampoBath, yAanaTb U CKPbIBaTh
CNangbl TakxKe MOXHO OAHUM
LEYKOM MbILLN.

e  YT106bI OTOOPA3NTH
WAW CKPbITb NaHesb 3aMeToK,
Ha Bknagke Bug HaxmuTe
KHOMKy 3aMeTKw.

e Ha Bknaake Bupg, neHTol
HaXkmuTe KHomnKy Pexkum
YyTeHus.

e Ha Bknaake MNaBHas
B rpynne bydep obmeHa
HaauTe KOMaHZbl BbipesarTs,
Konunposatb 1 BctaButhb.

MpumeuaHue. Takke MOXHO
MNCMOAb30BaTh CTaHAAPTHblE COYeTaHUs
knasuw: CTRL+C (konupoBartb),
CTRL+X (Bblpe3aTb) 1 CTRL+V
(BCTaBUTB).

e  KHoOMku OTMEHUTb
1 BepHyTb, oTobpaxkaeMble
nog sknaakon ®aun nam
CTaHAAPTHbIE COYETaHUSA
knasnw CTRL+Z (oTMeHa)
n CTRL+Y (Bo3BparT).

e Bce komaHgbl ynpaBneHus
cnanfamu cogepkartcs
B rpynne Cnaijbl Ha Bkaagke
FnaBHas.
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Bo3morkHOoCTU N npevmMmyujecrtsa

OnucaHune
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F'ae HaxoauTca

POPMATUPOBAHME LLUPUTDTOB

BeipasHMBOHME,
MOAPKMPOBAHHbIE
M HYMEPOBAHHbIE CMUCKMU

PucyHkmn

MpumeHeHne wpndTa, pasmepa
1 uBeta WpndTa, a Takxke
aTpunbyToB HauepTaHus (KUPHbIN,
KypCUB, NogUYepKNBaHWMeE).

Mpumeuanume. B PowerPoint Web App
K TEKCTY MOXHO NPYMEHUTH LiBeTa
aKTUBHO TeMbl. LiBeTa akTMBHOM TeMbl
coaepxxatcs B konnekuun "Liset
wpndra".

M3meHeHve BbipaBHUBaHWS
ab3aua, NpvMeHeHne
MapKUPOBaHHbIX U HYMepPOBaHHbIX
CMNCKOB N U3MEHEHWE WX YPOBHS.

BcTaBka pMCYHKOB B 3aMonHUTENN
PVICYHKOB WJIN COAEPXXMMOrO

B cnalifbl. Takke MOXHO 3aMeHATb
CYLLeCTBYIOLLME PUCYHKM

¥ NMPUMEHATb CTUIN PUCYHKOB.

e Bce KoMaHabl
dopmaTtnpoBaHua WpndTOB
cogep>katcsa B rpynne Wpudr
Ha BKknaake lNnaBHas.

e HacTpoliku BblpaBHUBaHUS
n opopmaeHns
MapKMpPOBaHHbIX
¥ HYMEePOBaHHbIX CMINCKOB
HaxoAATCA Ha BKNajke
FnaBHas B rpynne A63au,.

e [Ina n3meHeHns ypoBHsA
Crnmcka MOXHO
BOCMO/b30BaTbCA COYETaHMNEM
knasuw TAB n SHIFT+TAB
npw ycTaHOBKe yka3zaTens
B Hayano MapKMpPOBaHHOIO
WA HymepoBaHHoro ab3sada.

Mpumeuanwme. B pexxume
pesakTMpoBaHWs nonel
HYMepOBaHHbIX M MapKNPOBaHHbIX
CMWCKOB K COOTBETCTBYHOLLUM CTUNAM
npvmMeHseTcs popmaTMpoBaHue

no ymon4aHuto. 3aBepLumnB
pesakTMpoBaHue, LWenkHUTe obaacTb
3a npezenamu 3anoaHuTens, 4Tobeb!
oTobpasnTb cneyynansHoe
opopmieHne MapKepoB Uan Ldp.

e  YT106bI BCTABUTb PUCYHOK,
LLIe/IKHUTE 3HAaYOK PUCYHKa
B nycTor pamke. Kpome Toro,
MOXHO HaxaTb KHOMKY
PucyHok Ha Bkagke
BcraBka.

e [lpu Bbibope pucyHka
oTobpakaeTcs BKAagKa
Pa6ota ¢ pucyHkamum |
®Dopmar, cogepxxallas
KOMaHZbl 3aMeHbl pUCYHKa
VAN NPUMEHEHUSA CTUAS.

Mpumeuanue. Knonka «PucyHok»
[OCTYNHa Ha BKIaAke «BcTtaBka», ecan
aKTUBHBIW CNaig Coaep>KUT AOCTYMHbIN
3aM0/IHUTENb PUCYHKa.
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Bo3morkHOoCTU N npevmMmyujecrtsa

OnucaHune
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F'ae HaxoauTca

SmartArt

MNepCChIAKM

[JobasneHue, pegaktnpoBaHme

n dopmaTmpoBaHue rpadpuyeckmx
anemeHTOB SmartArt B
npesenTauunn. lpadpunyeckme
anemeHTbl SmartArt no3sonatoT
co34aBaTb CXeMbI
nNpo$eccnoHaabHOro ypoBHS,
Takune Kak opraHun3aLMoHHbIe 1
pasuanbHble AnarpamMmmel, MPOCTO
BBO/A MYyHKTbI CrIMCKa.

BcTaBka runepcchbinku Ha Beb-
aApec Uav NpUMeHeHne CCbiKK
K BbIOpaHHOMY TeKCTy.

e  YT106bI BCTABUTH rpaduyecknia
3neMeHT SmartArt, WwenkHUTe
3Hayok SmartArt B nyctoi
pamke cogepxxmmoro. Kpome
TOro, MOXHO HaXaTb KHOMKY
SmartArt Ha BKnagke
BcraBka, a 3aTem BbIGpaTh
MaKer.

e [lpwu BbIbOpe rpadpuyeckoro
anemeHTa SmartArt
oTobpaxkaeTcs BKAagKa
Pa6ora c pucyHkamu
SmartArt, cogep>calas
KOMaHZbl NPUMEHeHMUs
LBeToB, PopmMaTMpOBaHMA
CTUNEN U Jaxe N3MEHeHMUs
MaKkeTa CXeMbl.

e [lpu wenuyke rpapunyeckoro
anemeHTa SmartArt
aBTOMaTUYeCKm
oTObpakaeTcs TeKCToBas
obnactb SmartArt.

OTa 061aCTb CAYXUT AnA
pefakTVpPOBaHWS TEKCTa
cxeMbl. Kpome TOro, B Hew
MOXHO J06aBAATb U yAansTh
NYHKTbI ANS j06aBAeHUS

1 yaaneHuns Guryp B cxeme.

Mpumeuanne. Knonka «SmartArt»
[OCTYNHa Ha BKiaAke «BcTtaBka», ecan
aKTUBHBIV CNang CoaepXXUT AOCTYMHbIN
3aM0/IHUTENb COAEPXKUMOTO.

e Ha Bknagke Bcraeka B rpynne
CcbINIKN HaXXMUTE KHOMKY
Mmnepccbinka.
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Ecau Bbl paspabaTbiBaeTe NaaH NPoOeEKTa, OpraHM3yeTe 3anncu NcCcaefoBaTeIbCkon paboTbl rpynnbl
WA TOTOBUTECH K 3K3aMeHY COBMECTHO C ApYrnMU CTyAeHTamu rpynnbl, npunoxeHne OneNote Web
App obecneumBaeT oaHy yAOOHYIO cpesy AN XpaHeHUsa naen u nHbopmMauum n obMeHa mu.
PefakTpoBaHmWe 3anMCcHOM KHUXKN OAHOBPEMEHHO C APYTMU NOAb30BaTENAMY, UCMOJb3YOLWNMM
OneNote Web App nan OneNote 2010. Yao6Has opraHn3aumns BaXKHbIX CBEAEHUI C MOMOLLbHO
MPVBbIYHbIX CPEACTB NONHODYHKLUMOHANbHOTO NpunoxeHns OneNote, Takmx Kak aBTO3aMeHa,
npoBepka opdorpaduu, Teru, CTMaM TeKCTa U pucyHku. baarogaps Tomy, uto OneNote Web App
MO3BOISIET MPOCMAaTPMBaTh CBEAEHWNSA O MOJb30BATENAX, BHECLUMX KOHKPETHbIE U3MEHEHWS, 1 Jaxe
BO3BpaLLaThCs K MPeAbIAYLLUM BEPCUMAM CTPaHULL 3aMUCHOM KHUXKKM, Bbl BCETAA COXpaHseTe

KOHTPO/Ib Haj CBOUM AOKYMEHTOM.

MpocmoTp aokymeHToB B OneNote Web App

Bo3mo)kHOCTU N OnucaHune

npenmyLiecTsa

MoKa3aTh ABTOPOB OtobpaxeHne nosb3oBaTenei, BHeCLLNX
KOHKPETHbIE N3MEHEHMA B 3aMnnCHYHO
KHUKKY.

MpoCcMOoTP MpocMOoTp NpeablayLwmnx Bepcuin

~ CTpaHnUbl KHUTK. Bepcvm CTpaHunubl
MPEABIAYLLIMX BEPCUM COXpaHAaeTca, Korga KTO-1M60 BHOCUT

CTPAHMLLbI M3MEHEHVA B OBLLYHO 3aMMUCHYH KHIXKKY.

Hasuraums UYT0Obl OTKPBITE BCE CTPaHULbl pa3gena,
LLeNIKHUTE UMA pa3gena. 3aTem
WeNKHUTE BKNAAKY CTPaHMWLbl, YTOObI
NMPOCMOTPETb €€ COAEPXKMMOE.

lFae HaxoauTtca

. Ha naHenn KOMaHJ, HaXXMUTe KHOMKY

Moka3aTb aBTOPOB.

MpumeuaHume. B pexnme pesaktrpoBaHus
OneNote Web App aTa kHoMKa AocTynHa
Ha Bknagke Bup,

e Yrtobbl NpOCMOTpPETL NpeAbiayLine
BEPCUM CTPaHULbI, WENKHUTE
BKJ1aZKy CTpaHWLibl MPaBOM KHOMKOW
MbILLW U BbiBepuTe KOMaHAY
Moka3aTb Bepcum CTpaHUL.

Mpumeuanwue. [1na BOCCTaHOBAEHNS UK
yAaneHus npejplayLieit Bepcumn cTpaHmLpl
HY>XHO OTKPbITb 3aMMNCHYHO KHUXKY B pexxume
pesakTmpoBaHus OneNote Web App.

e  OG6nacTb HaBuraLmmn otobpaxaercs
B JIEBOI YaCTW CTpaHWLbl Npu
NPOCMOTPE NN pesakTMPOBaHUN B
OneNote Web App. OHa cogepxuT
pa3szenbl U CTpaHuLbl aKTVBHOW
3aMUCHOW KHUXKW.
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Bo3modKHOCTU N
npenmyLiecTsa

Ot1kpbITb B OneNote

PeAQKTMPOBAHME B
npUAOXKeHUM Web

App

OnucaHne

MpoAoAXNTb pesakTMpoBaHUE 3anNmnCcHON
KHVXXKW B MONHOPYHKLMOHANBHOM
npunoxeHnn OneNote MOXHO OgHUM
LLENYKOM MbILLW.

Mpy pesakTMpOBaHUM 3aNUCHOM KHUXKKM
OneNote Web App MoXHO nepekntoyathb
peXunmbl NPOCMOTpPa W peaakTMpoBaHMA.

PepakTupoBaHue gokymeHTtoB B OneNote Web App

Bo3morkHOCTU N npevmMmyujecrtea

COXpaHUTb

OnucaHne

CoxpaHeHve npasok B OneNote
Web App BbinoaHseTcs
aBTOMaTU4ecKu, Kak
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F'ae HaxoauTca

e B pexume npocmotpa OneNote
Web App Hangmte koMaHay
O1kpbiTh B OneNote Ha naHenn
KOMaHZ uau Ha Bknagke ®aiin.

MpumeyaHue. Mpu pegakTnpoBaHmn
3anucHon kHmxkn B OneNote Web App 3ty
KOMaHzy MOXHO HalTh Ha Bknagke FnaBHas
s rpynne Office.

e Ha naHenn koMaHz HaXxxmMuTe KHOMKy
PepaktupoBartb B 6paysepe.

lFae HaxoauTtca

e B OneNote Web App
BHOCVIMbIE N3MEHEHWS
COXPaHAOTCA aBTOMaTUYECKH.

MPOCMOTP B MPUAOKEHUM
Web App

CoBmecTHoEe
PEACKTUPOOBAHME AAL OOLLIMX
3AMUCHBIX KHMXKEK

1 B MONHOGYHKLIMOHANBHOW Bepcum
OneNote.

Mpw pesakTMpoBaHUK 3anncHOM
kHU>XKM OneNote Web App MoxHO
nepekatoyaTh PeXXrMMbl NPOCMOTPa
N peAaKkTMpPOBaHWMA.

PesakTnpoBaHue 3aMnMCHOM KHMXKHN
OAHOBPEMEHHO C ApYrnmmn
NoAb30BaTeNfAMU, UCMONb3YIOLWUMMN
OneNote Web App nan OneNote
2010, He3aBUCUMO

OT MX MECTOHaXOXAEHWS.

e Ha Bknaake Bupg, neHrol
HaXXmMuTe KHonky Pexkum
UTeHUS.

e OTKpOWiTE 3aNMNCHYIO KHUXKY
B OneNote Web App B pexume
pesakTupoBaHus. Ecan gpyroi
noJib30BaTe/lb OTKPbIBAET Ty Xe
3aMMUCHYH KHUXKY AAs
pesaktnpoBaHusa B OneNote
Web App nan OneNote 2010,
aBTOMaTM4Yecky 3anyckaercs
CeaHC COBMeCTHOro
pesakTMpOBaHMA.

MpumeuaHune. VI3meHeHNs, BHOCUMbIE
APYTVIMU NOJIb30BaTeNAMMU,
oTobpaatoTcs aBTomaTuyecku
6narogaps CUHXPOHM3aLWN B PeXuMe,
6IM3KOM K peasbHOMY BpeMeHMU.
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Bo3morkHOoCTU N npevmMmyujecrtea

bydbep obmeHa

OTMEHA 1 MOBTOP AEMCTBMS

POPMATUPOBAHMUE LLIPUTDTOB

PopMATUPOBAHME AB3ALC

MaPKMPOBAHHbIE
M HYMEPOBAHHbIE CMUCKM

OnucaHne

BbipesaHue, konnpoBaHue n
BCTaBKa COAEP>XMMOro B 3aM1CHOWM
KHVXKe. MNogaep>xmBaeTcsa BCTaBka
1 KONUpPOBaHWe Mexay
npunoxeHunsmn Web App, a Takxe
mexay npunoxeHuamu Office Web
Apps 1 nporpammamu Microsoft
Office Ha koMnbroTepE.

OTMeHa 1 NOBTOP HeJaBHMX
AEVCTBUIA 418 KaXkaom
pefakTVpPyeMO CTpaHuLbl B
3aMnCHOM KHUXKE.

Mpumeuanune. OneNote Web App

coxpaHseT OTAe/bHbIV XypHan AeNcTBUIA

419 KaXKAOW pefakTMpyemMon CTpaHmLbl
B aKTUBHOM KHUre. MOXHO OTMEHUTb
6eckoHeYHOe KONMYECTBO AEUCTBUM Ha
CTpaHuLe B TEKYLLEM ceaHce
pesakTMpoBaHWs 40 BCTaBKM PUCYHKa
VAW NONYYEHWUs NPaBKW OT APYroro
aBTOpa. YUTnTE, UTO NnepemeLleHve n
yAaneHve CTpaHUL, OTMEHUTb HeNb3s.

MpumeHeHve WpndToBs, pasmepa
WPUOTOB M pPasNUHbIX aTpUBYTOB
dopmMaTupoBaHuma, BKIKOYas
SKUPHBIW, KYpCWB, MOAYEPKMBaHME,
HaACTPOYHbIN WPKUT 1 T.4. Takxke
MOXHO BbIAENNTb TEKCT, U3MEHWUTb
uBet Wwpudta 1 cbpocnTb
dopmaTmpoBaHue ana
BbI€/IEHHOTO TEKCTa.

VI3meHeHwne BblpaBHMBaHNA a63au,a,
yBeinyeHne n ymeHbleHmne oTcTtyna

ANA NeBOro nond, a Takxe
M3MeHEeHNE HanpaBaeHnA TeKCTa.

JoctynHbl Tpy cTunAa
MapKMPOBaHHOIO W NATb CTUNEN
HymMepOBaHHOro cnucka. Kpome
TOro, ANnAa USMeHeHUA ypoBHA
CMMCKa UMeOLLMXCA B 3aMMnCHOM
KHUXKKE U CO3/aBaeMblX C
nomoubto OneNote Web App
MapKMUPOBaHHbIX 1 HYMepPOBaHHbIX
CNNCKOB MOXHO MCMOJ1Ib30BaThb

KHOMKW yBeNNYEHNA N YMEHbLUEHNA

OTCTYna.
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F'ae HaxoauTca

e Ha Bknagke MaBHasA B rpynne
Bydep obmeHa Halignte
KOMaHgabl «Bbipe3aTb»,
«Konunposatb» n «BctaButb».

MpumeuaHue. 3TN KOMaHAbI Takxe
[OCTYMHbI B KOHTEKCTHOM MEHHO,
KOTOpOe OToHpakaeTcs Npu Lwenyke
3/€MeHTa NPaBOW KHOMKOW MbILLW.

e KHonku OTmeHuTb 1 BepHyThb,
oTobpakaemble Haj BKIALKOM
®daiin n cTaHfapTHble
coyetaHmna knasmw CTRL+Z
(otmeHa) n CTRL+Y (Bo3Bpar).

e  Bce komaHapl
dopmaTtnposaHma WpndToB
cogep>karca B rpynne
OCHOBHOW TEKCT Ha BKJIajKe
FnaBHas.

e  Bce komaHabl
dopmaTmpoBaHua ab3aLa
cofepxkatca B rpynne
OCHOBHOW TEeKCT Ha BKAajKe
FnaBHas. HanpaBneHwe TekcTa
MOXHO BblbpaTb
B packpblBatoLLemMcs crnucke
BbipaBHMBaHMe ab3aua.

o  CTuam HymepoOBaHHbIX
N MapKMpOBaHHbIX CMINCKOB
N KOMaHZAbl U3MEHEHNSA YPOBHSA
CMMcKa MOXHO HaWTK B rpynne
OCHOBHOM TEKCT BKAAAKM
FnaBHas.
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Bo3morkHOoCTU N npevmMmyujecrtea

Ctnam

Tern

CpeACTBA NPOBEPKM
MPABOMUCAHMS

OnucaHne

MpocTble cpeAcTBa MPUMEHEHNA
CTUNEel TeKCTa AN BbICTPOro
dopmaTnpoBaHua, KOTopble
MO3BOJIAKOT OPraHN30BaThb U
YyNopaA0UUTb NAEN.

K 3ameTkaM MOXHO NMpUMeHsTb
pa3/sivuHble CTUAW ANA YNPOLLEHUS
opraHu3aumm u Bbibopa
AaZbHENLMX AENCTBUIA, Hanpumep
3aMeTKM MOXHO MOMETUTb Kak
BOMPOChI, 33Ja4L, KOHTaKTHble
CBEAEeHUA U T.4.

OneNote Web App Bkaroyaet
bYHKLMIO aBTOMATNUECKOWM
nposepku opporpadunmn Npu BBoAe
TekcTa. [lna BbigeneHuna
opdorpadumueckmx owmbok
MCnosib3yeTca KpacHas BONHWCTasA
AnHua. Kpome TOro, NprMeHaroTCA
CTaHAapTHblE AEMCTBUA aBTO3aMEHbI
npwv BBOJE TeKCTa, Takne Kak
ncnpaeaeHne pacnpoCTPaHEHHbIX
oneyatok v npeobpasoBaHune
3HaKOB B CUMBOJIbI.

Tak>ke MOXHO 3aaTb A3bIK
NPOBEPKM NpaBonNuncaHmsa nam
OTK/IHOUNTb MPOBEPKY opdorpadpumn
417 BbIBpaHHOro OTPbIBKA TEKCTA.

7Jj C E:oMi:rm&*

F'ae HaxoauTca

e  CTUAM TEKCTa MOXHO HaUTK
Ha Bknagke MnaBHasa B rpynne
Crunwn.

e  Takxe MOXHO
BOCMO/1b30BaTbCA 3HAKOMbIM
coueTaHneM KNaBuLL
CTRL+ALT+1,2,3 and
NPVYMeHeHUs cTunen
3aro/I0BKOB U cOoYeTaHneM
CTRL+SHIFT+N ans
NpYIMeHeHWs CcTuAs
«OBbIUHbIN».

e Ha Bknagke MnaBHasa B rpynne
Terun Haxxmute kHonky Ter.

e Ha Bknagke [naBHasA B rpynne
MpoBepka opdorpadpun
HaXXMUTe KHOMKY
Opdorpadus, ytobbl NnepenTn
K cnegytoLei
opdorpaduryeckort owmnbke
Ha cTpaHuue. MNpu 3Tom
oTobpakaetcs
packpbIBakOLLMIACA CMINCOK
BapWaHTOB UCMPaBEHMS.
Kpome Toro, MOXHO LLeNKHYTb
CNOBO C OLUMBKON NpaBoW
KHOMKOW MbILLU, YTOBbI
OTKPbITb CMVCOK BapyaHTOB
ncnpasneHui.

e Ha Bknagke [naBHas WenkHUTe
CTpenKky noj KHOMKOWM
Opdorpacdusa n Boibepute
KOMaHgy 3apaath A3bIK
NpoBepKM NpaBonMcaHus,

C MOMOLLbHO KOTOPOIN MOXHO
N3MEHWUTb fA3blK MPOBEPKM
npaBoONMCaHNA AN OTKOUNTb
nposepky opdborpadun ana
BbI6paHHOro TekcTa.
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Co3AQHME CTPAHMLL
M PA3AEAOB U YMPABAEHME
MMM

MPOCMOTP 1 BOCCTOHOBAEHME
BEPCUI CTPAHMULLBI

PUCYHKM

OnucaHne

YpobHoe pobaBneHvie v yaaneHve
CTpaHWL, 1 pasgenos,
nepenMeHoBaHMe pa3Lenos,

a TakXKe MOBbILLEHWNE U NMOHUXEHME
YPOBHS BOXEHHBIX CTPaHMLL,

Bepcus cTpaHuLbl COXpaHsaeTcs,
Korga KTo-11Mbo BHOCUT M3MEHeHMU:
B O6LLYIO 3anNCHYIO KHWXKY. Ecan
3anMcHas KHUXKa OTKpbITa B
OneNote Web App B pexume
pefakTMPOBaHUS, MOXHO
npocmaTpuBaTh, BOCCTaHaBAMBaTb
W yAanaTb Npesblayline Bepcum
CTpaHuLL.

BcTaBka pucyHkoB 13 $hainioB uam
13 koanekumm kaptuHok Office.com.
MOXHO M3MeHATb pa3mMep PUCYHKOB
" A06aBAATb TEKCT.

L office

F'ae HaxoauTca

e  YT106bI 106aBUTL CTPaAHULLY,
wenkHuTe 3Havok Cospartb
CTpaHuLLy B 06/1acTh
HaBurauum nan Ha Bknagke
Bcraeka B rpynne 3anucHas
KHVKKa HaXXMUWTe KHOMKY
Cospgatb cTpaHULYy Nan
Co3patb pasgen.

o llenkHuTe BkI1aAKy pa3gena
NnpaBoW KHOMKOM MbILWK, YTOObI
Noay4YnTb AOCTYN K KOMaHAaM
nepevMeHoBaHWsA Uan
yAaneHns pasgena.

e LlenkHuTe BKaAKY CTpaHULbI
NpaBoW KHOMKOM MbIWK, YTOObI
nepenTn K KOMaHAaMm yaaneHus
CTPaHuLbl, @ TakXe yBEANYEHUS
W YMEHbLLIEHUSA OTCTyna A1
CO34aHVA BAOXEHHbIX CTPAHMULL.

e Ha Bknaake Bug Haxmute
KHOMKy Bepcum crpanu,.

e [pu BbibOpe NpeablayLLEel
BEPCUU CTPaHULLbl BBEPXY
CTpaHuLbl oTobpaxaeTcs
CTpOKa yBeJOMJIEHNS,
coobLatoLlas o ToM, YTo 37a
BEPCUA ABASETCA NpesblayLLel
BEepCMEeN CTpaHNLbl, OTKPbITON
TONbKO ANs uTeHus. LWenkHuTe
CTPOKY, YTOBbI NMOAYUNTD
JOCTYN K KOMaHzam
BOCCTaHOBAEHUS WU YAaNeHNs
BEPCMU aKTUBHOW CTPaHULLbI.

e Y10bbl BCTABUTL PUCYHOK,
Ha Bknagke Bcraeka B rpynne
M3o06parkeHunsa HaxxMuTe
KHomKy PucyHok nan
KapTtuHka.

e YT06bl M3MEHUTb pa3mep
puUcyHka nam obaBUTb TEKCT,
BblbepunTe pucyHok. MNpwu
BblOOpE pUCyHKa Ha BKAaZKe
Pa6ota c pucyHkamu |
®dopmat oTobpaxkaroTcs
HY>KHblE KOMaHZbl.

41



Bo3morkHOoCTU N npevmMmyujecrtea

TaBAMLLbI

[MNEepPCChIAKM

3ANOAHUTEAMU

OnucaHne

BcraBka TabimnLbl, pegakTMpoBaHve
TekcTa B TabsmLe v BHeceHne
N3MEHeHNN B 6a30BYyHO CTPYKTYpY
Tabanupl, HanpumMep gobaeneHve

W yAaneHue CTpoK 1 CToN6LL0B.

BctaBka rvnepccbinkv Ha Beb-agpec
WAV NPUMEHEHME CCbINKK
K BbIOpaHHOMY TeKCTy.

B pexxume pegaktnpoBaHus
OneNote Web App ana dyHKUMIA,
HeAOCTYMHbIX B 3TOM MPUNOXKEHWM,
TakMX KaK MaTemaTnyeckme
$OPMy/bl U PYKOMUCHBIA BBOA,
aBTOMaTMyeckn oTobpaxkaroTcs
3anoNHNUTeNN. 3anonHUTeNn (pamkm)
MO3BOAAIOT NPeAOTBPATUTL
M3MeHeHMe MakKeTa U
$opmMaTMpoBaHHOrO COAEPXUMOro
3aM1UCHOM KHWXKM 1 ynpoLuatoT
HaBurauuto B daiiae npu BHECEHUN
npaeok B OneNote Web App.
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F'ae HaxoauTca

e  YT106bI BCTABUTL TabmLy,
Ha Bknagke BcraBka B rpynne
Tabunubl HAXXMUTE KHOMKY
Tabnunua. 3atem nepemectuTe
yKasaTesib MbILLIVW MO CETKE,
yTobbI BbIOPATH HYXXHOE
KOJIMYECTBO CTPOK M CTONIBLOB
N HaXXMUTE KHOMKY MbILWW,
YTOObI BCTABUTb AYENKN.

e YTOObI BHECTU N3MEHEHWS
B CTPYKTYpY Tabauupl,
wenkHuTe ee. Npun 3ToM
aBTOMaTUYECKM MOABUTCA
Bkiagka Pabora ¢ Tabanuamum
| Maker, Ha koTopol
cogep>kaTcs KOMaHAbl Bbibopa,
yAaNeHUs 1 BCTaBKM 3N1EMEHTOB
Tabanubl, a TaKxe
BbIPaBHVMBaHUSA COAEPXKMMOro
B fiueikax. TakxKe MOXHO
LLEeNKHYTb SYeiKy npaBoMm
KHOMKOW MbILLUU, YTOObI
OTKPbITb MEHIO KOMaHJ,
pesakTMpoBaHus Tabaunubl.

e Ha Bknagke BcraBka B rpynne
CchINIKU HaXXMUTE KHOMKY
Ccbinika.

MpumeuaHmne. Takke MOXHO LLENKHYTb
BK/IAAKY CTPaHWLbl MPaBON KHOMKOW
MbILLIKY, YTOObI BbIOpaTh KOMaHAY
KOMMPOBaHWA MPAMOW CCbINKM

Ha 3Ty CTpaHuLly.

e 3anonHuTenn ana obbEKTOB,
pesakTMpoBaHue KOTOPbIX
He noajep>KnBaeTcs,
oTObpakatoTca aBTOMaTUYECKW.

e Y10bbI NOCMOTPETHL
COZlePXXMNMOe B MOJHOM BUuAe
(c anemeHTamMM,
oTobpaxaeMbiMU B BUAe
3anoNHVTeNel B pexxume
peaakTnpoBaHua OneNote Web
App), Ha Bkiagke Bug HaxxmuTe
KHomMKy Pexxum uteHus. Kpome
TOro, Ha BKi1agke MnaBHas
MOXHO HaXaTb KHOMKY
OtkpbITh B OneNote.
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Windows Live SkyDrive — 310 6ecnnaTHas cny>ba, koTopas NO3BOAAT NOJAb30BATENSAM
obmeHmBaTbcA gokyMeHTammn Microsoft Office n pannamm mynbTmeamna, a Takke noayyatb 4OCTyn
k ceBoum darnam yepes ViHTepHer. MNMpouesypa nepegaun pannos ¢ KOMMbLOTePa OYeHb NPOCTa:
HY>XHO NepeTaLinTb UX Ha NaHesb 3arpy3ku uam cosgatb HoBbl dann Word, Excel, PowerPoint nan
OneNote, BbINOAHUB HECKOBKO NMPOCTbIX AENCTBUN.

Ecam y Bac ectb yuetHas 3anuck Windows Live, npocto HaxxmuTe kHonky Office Ha naHenn
HaBUrauum BBEpPXy 3KpaHa, YTobbl MONYUUTb BO3IMOXHOCTb NPOCMAaTPMUBaTh, PeakTMpoBaTh
1 co3gaBatb Ganbl, a Takxke OOMEHUTLCA M YyNPaBAATb MU U3 OAHOTO LEHTPAAN30BaHHOTO
pacnonoXeHus.

SkyDrive npesoctaBasieT B Balle pacrnopsXeHue xpaHuauiie eMkocTbro 25 I'b, B koTopom
MO>XHO XPaHUTb AOKYMeHTbl 1 yrnipaBasaTb umn. Kpome toro, SkyDrive obecneuvsaert
Hage>XHble QYHKLMM COBMECTHOTO MCMOAb30BaHMA dannos baarogaps CoOXpaHeHWIo
npeablaywmx Bepcmii Gpanaos, KOTOpble MOXHO BOCCTaHOBUTb B C/lydae BHECEHWA APYTMMU
Nnosib30BaTeENAMMN N3MEHEHUIW UAN HEOHXOAMMOCTM NOAYUYUTb COAEPXKMMOE B TOM BUAE,

B KakOM OHO 6bINI0 A0 U3MEHEHUS AN yAANEHNA.

Mpw oTKpbITUM 06LEero Aoctyna kK Gpanam MOXHO HaCTPOUTb paspeLLeHns AN KaXaoro
NoJsib30BaTeNs, NOJyYatoLero 4OCTyn. 3T0 MOXHO caenatb B cpege SkyDrive nan, ecam daiin
OTKPbIT AN MPOCMOTPa UAN peAakTUpOBaHUA B Beb6-6pay3epe, HEMOCpPeACTBEHHO B OKHE
npunoxeHuin Office Web Apps. MoXXHO HacTpouTb pa3peLlueHuns peAakTMpoBaHNs nan
ToNbKO YTeHus. Kpome Toro, SkyDrive no3sosiseT nonb3oBaTtensMm nybamkosatb
KOMMeHTapuu a5 daiina, K KOTOPOMY OTKPbIT 0OLLMA fOCTYN.

Point Web App - Windons Internet Explorer e )
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Coser. [Jns MrHOBEHHOrO coxpaHeHus GpalriioB HenocpeAcTBEHHO Ha Be6-canT SkyDrive MOXHO

BOCMONb30BaThcs dyHKLMen CoxpaHUTb Ha Beb-caiiTe B pa3anyHbix nporpammax naketa Office 2010.

Joctyn k cny>xbe SkyDrive MOXHO noayunTh € noMoLbo becnaaTHol yyeTHol 3anucn Windows
Live ID. 3apeructpupyiTtecs, UTobbl NoAy4YnTb yUeTHble gaHHble Windows Live ID, n HaunHanTte
ncnonb3oBatb cnyxby SkyDrive Ha carite htip:/office.live.com.

Windows Live Hotmail Takxxe noaaepxumsaet Office Web Apps n SkyDrive, obecneumnsas 6onee

3pPeKkTMBHOE B3aMMOAENCTBMNE NOAb30BaTeNeN, YeM Koraa-1mbo. MNpocmatpuBaTb U pesakTMpoBaTb
AokyMeHTbl Microsoft Office 13 BNOXeHWIA 31eKTPOHHOM NOYTbI MOXHO NPSIMO W3 ManKy BXOASLLNX

coobuieHnn Hotmail.

LlenkHuTe BNOXeHHbIN gokymeHT Word, Excel nan PowerPoint, utobbl OTKpbITb
ero ana npocmotpa B npunoxxeHun Office Web Apps. UTobbl BHECTU n3MeHeHWs B dalin

B WHTEPaAKTMBHOM PEXWUME, NMPOCTO HAaXMUTe KHOMKY «PeaakTmpoBaTb B bpay3epe», kKoTopas

oTobpaxkaeTcs Ha NaHeAn KOMaHA cooTBeTcTBytoLLero npunoxenns Office Web App
B pexxmme npocmoTpa. Windows Live aBToMaTnueck coxpaHseT Konuo Gaina B cnyxbe
SkyDrive 1 oTKpbIBaeT ee A/ pefaKkTMpPOBaHMs.

Mpw 3akpbITUK Paitna nocae BHeceHUs nameHeHun SkyDrive aBToMatuyeckm npeanaraet
OTNPaBWTb OTBETHOE COOBLLEHME OTNPABUTEIO U BKIOYAET CCbIKY Ha OOHOBAEHHYHO
Bepcuto danna (cMm. puc. 23).

OTBETUTL, OTNPABUE U3MEHEHWA?

BHeceHHble Ha cTpaHuue MpuMep.dock H3MEHEHMA GLIN COXpaHEHkl B
SkyDrive. Mpw oTNpaeke oTEeTa B cooBLLUEHNE 3NEKTPOHHONH NouTkl
Gy0eT BKIHOYEHA CCBIKA Ha ODHOBNEHNA.

SharePoint 2010 no3sosifieT NoaAb30BaTeNAM OpraHu3aumm 6onee appekTMBHO 06MEHMBaTLCA
AaHHBIMY 1 B3aMMOZEeNCTBOBaTb Haarogapa NpocTbiM, YAO6HbIM 1 3GdEKTUBHBIM HacTpanBaeMbim

Microsoft
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CpeACTBaM ynpaB/ieHUs AOKYMEeHTaMK, CO34aHnsa pabounx NpoLLeccoB U B3aUMOAEUCTBUA.
MpocToe co3paHve 1 HacTpoWKa CaNToB AN YNpaBAeHWs NPoeKTaMun paboyelt rpynnbl U NoAyYeHus
yAOBHOro AocTyna K coaep>XUMomy yepes VIHTepHer.

Beb-cantbl SharePoint MOXHO HacTpavBaTb MO TUMY KOHTEHTA: 3TO MOTYT 6bITb BMBANOTEKM
JOKYMEHTOB, KaNeHAapw, CMINCKKM, AOCKM OBCYXXAEHMSA N CMUCKN KOHTAKTOB. ®alinbl MOXHO
no ogHoMy A06aBAATb C KOMMblOTEPa B 61MbamoTeky SharePoint v nepegasatb
OZHOBPEMEHHO HEeCKO/IbKO GaioB, NepeTackmBas X B OKHO 3arpy3ku.

Ecam B opraHmsaumm yctaHosaeHbl SharePoint 2010 n Office Web Apps, coaep>xnmoe MoxHO
npocMaTpmBaTh U pesakTUpoBaTh, a Takke 0bMeHUBaTbCA UM B be3onacHom cpese,
3awmaemMoin bpaHamaysapom opraHunsauun. Kpome Toro, NnpeasioxeHns Koprnopawum
MaikpocodT BkatoUatoT pa3mMeltaemyto cnyxby SharePoint Online ans opraHusaumi.

Mpw xpaHeHun dannos Word, Excel, PowerPoint n1 OneNote B 61banoTeke 4OKYMEHTOB
SharePoint 2010 MK MOXHO yNpaBAsTb MNPaAKTUUECKN 13 NH06Oro MecTa C MOMOLLLbHO TaKMX
CpeAcTB, Kak HaCTPOWMKa pa3peLleHnin Ans Nosib3oBaTener, UMerLLNX 4ocTyn K dainy,
co3gaHue v ynpaeneHne pabourmm npoueccamm Ana Gannos, a Takxke NoayyeHne JocTyna
K npegblaywnm Bepcmamm Gannos 1 ynpaeneHne nmu. JleHta SharePoint, nokasaHHas

Ha puc. 25, obecneumBaeT ya06HYHO cpesy AOCTymna KO BCeM HEOBXOAMMbIM CpeACTBaM.

Library Tools

Site Actions ~ B Browse Documents

j ﬁj i 7_,;}' Ly Check Out _ |:I 4 E-mail a Link _s.@' g- @ 7 ),

Check In = L G g Alert Me -
Mew

New Upload Edit View, Edit Download a -~ Workflows Publish ILike Tags &
Document ~ Document» Folder Document Discard Check Out ~ Properties Properties )( Copy It Motes

New Open & Check Out Manage Share & Track Copies Woarkflows Tags and Motes

PaznnuHble acnekTbl cantosB SharePoint gonyckatoT HacTpowky noab3oBaTtenamun. Kpome Toro,
NT-agMnHUCTpaTOp MOXKET HacTpouTb cpesy paboTtbl SharePoint, Hanpumep, 3agaB orpaHUYeHns
Ha pa3mep ¢danna nav NO3BOAMB NONb30BaTENAM CO3/aBaTb HOBble AOKYMEHTbI Yepes VIHTepHeT.

[JononHuTenbHble cBefeHns o pabote B cpene SharePoint 2010, Bkatouas pecypcsl

AN HAUMHaloWMX noab3osatenen SharePoint, MOXXHO HalTK Ha Beb-calTax
http://microsoft.com/sharepoint u office.com/sharepoint. JonoaHUTeNbHblE CBEAEHUS O Cay>Kbax
SharePoint Online cMm. Ha Be6-canTe http://www.microsoft.com/online/sharepoint-online.mspx
(Ha aHTNMNCKOM A3bIKE).

Cneaytowas 0630pHas Tabamua cogepXXunT KpaTkoe cpaBHeHWe GyHKLMIA Npu ncnonb3osaHum Office
Web Apps B cpeae SkyDrive, SharePoint 2010 (yctaHoBka B opraHu3auun) n SharePoint Online:


http://microsoft.com/sharepoint
http://office.com/sharepoint
http://www.microsoft.com/online/sharepoint-online.mspx

O6bem
XpaHuauwa

OrpaHnyeHuns
pa3smepa daiina

CronmocTb

Peknama

UHTerpauna
¢ Hotmail

Pe3sepBHOe
KonvpoBaHue
1 BOCCTAHOBJIEHME

YnpaBneHue
YKNU3HEHHbIM
LiMK/I0M

AOKYMEHTOB

YnpaBneHue
CO CTOPOHBbI

NT-agMmuHn-
cTpatopa

Bo3MOXXHOCTb
co3aaBaTb HOBble
AOKYMEHTbI

Moapep>xnBaembie
6pay3epbl

Moapepixka
MOGUABHBIX
yCTpOWCTB

SkyDrive

,ﬂ'ﬂﬂ JINYHOIo Nonb3oBaHMA

25Tb

50 MB ans Word, PowerPoint
1 OneNote; 2 Mb ans Excel

BecnnaaTtHo (C peknaMHbiMu
06bABAEHNAMMN)

v
v

Internet Explorer 7

N NocneayoLwyx Bepcuia
ans Windows, Safari 4

N NOoCAeayroLmnX BepCuin
ans Mac, Firefox 3.5

N NocneayoLwyx Bepcuia
ans Windows, Mac v Linux,
a Takxxe Chrome 3

N NOoCAeayroLmnx BepCuin
ans Windows

Word n PowerPoint Web
Apps

Cucrema SharePoint 2010,
yCTaHOBJIeHHas
B OpraHusauum

[na kommepyeckoro
Nno/b30BaHMA

HactpamnBaetca
NT-nepcoHanom

HactpanBaetca
NT-nepcoHanom

B cooTBeTCTBUM C ycnoBmaAMM
KOpMopaTMBHOIO
nnuensmposarmns Office 2010

HactpamnBaetca
NT-nepcoHanom,

€C/IN Ha UCMOo/Ib3YEMOM
KOMMbtoTEpE

He yCTaHOB/IEHbI
NPWAOXKEHUA NakKeTa
Microsoft Office

Internet Explorer 7

W NocCaeayroLLyX BepCuii

ans Windows, Safari 4

W NoCaeayroLmnx Bepcuin

ans Mac, Firefox 3.5

W NoCaeayroLLyX BepCuii

ana Windows, Mac nau Linux

Word, Excel u PowerPoint
Web Apps

™ » Microsoft®
~.office

SharePoint Online

[na kommepueckoro
No/ab30BaHMA

HactpamnBaetca
NT-nepcoHanom

HactpamnBaertcs
NT-nepcoHanom

MoanexuT yTouHeHnto

HactpamnBaetca
NT-nepcoHanom,

€C/I1 Ha UCNo/b3yeMOM
KoMMbloTepe

He yCTaHOBJIEHbI
NPWIOXeHNs nakeTa
Microsoft Office

Internet Explorer 7

N NOC/eAYHOLLNX BEPCUR

ans Windows, Safari 4

N NocaeayroLmnx Bepcuin

ans Mac, Firefox 3.5

N NOC/IEeAYHOLLNX BEPCU

ana Windows, Mac nau Linux

Word, Excel u PowerPoint
Web Apps
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Moapepxka
6paysepoB
MOBUABbHBbIX
yCTpPOWCTB
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SkyDrive

Safari 4 pnsa iPhone 3G un 3GS,
a Takxe Internet Explorer 7
A9 FOTOBSALLLErocs K BblINycKy
Windows Phone 7

Cucrema SharePoint 2010,
yCTaHOBJIeHHas
B OpraHusauum

Internet Explorer B cucteme
Windows Mobile 5 1 6onee
nosgHux Bepcui, Safari 4 gns
iPhone 3G namn 3GS,
BlackBerry 4.x n 6onee
nosgHux sepcuin, Nokia S60,
NetFront 3.4, 3.5 1 6onee
no3saHux Bepcumii, Opera
Mobile 8.65 1 6onee
NMO34HUX BEPCUNA 1
Openwave 6.2, 7.0 n 6onee
NMO34HUX BEPCUN

SharePoint Online

Internet Explorer B cucteme
Windows Mobile 5 n 6onee
nosgHux Bepcuia, Safari 4
ansa iPhone 3G naum 3GS,
BlackBerry 4.x n 6onee
nosaHux sBepcnin, Nokia S60,
NetFront 3.4, 3.5 n 6onee
no3aHux Bepcumii, Opera
Mobile 8.65 1 bonee
NO34HUX BEPCUN 1
Openwave 6.2, 7.0 n 6onee
NO34HUX BEPCUN

47



ce

BONpOCHI 1 OTBETHI

O npuaoxeHusax Office Web Apps
1. Yro npeacraBasaroT cobon npunoxenns Office Web Apps?

2. [ns yero MOXHO Mcnoab3osatb npuaoxeHua Office Web Apps?

MoAy4veHune poctyna K Office Web Apps

1. Kak nonb3oBatbca npunoxeHuamm Office Web Apps?

2. Kakue 6pay3epbl MOXHO MCNOb30BaTh AAs paboThl ¢ npuaoxeHnamm Office Web Apps?

3. MoxHo au pabortatb ¢ npuaoxeHuamm Office Web Apps ¢ nomoLubro bpay3epa Ha MOBUAbLHOM
ycTporicree?

4, KakoBa byzeT ctonmoctb Beb-npunoxenmin Office Web Apps?

Ucnoab3oBaHue Office Web Apps
1. Ecau a ncnonbsyro seb-npunoxerduna Office Web Apps, Hy>XHO au ycTaHasanBatb Microsoft Office?

2. B yewm pasanume oyHKUMN npunoxeHunmn Office Web Apps B cpeae SkyDrive v B cpeae SharePoint
2010?

3. O6ecneuymsaer an naket Office 2010 6osee ya06HYIO cpeay paboTbl C MCNOb30BaHUEM NPUAOXKEHWUI

Office Web Apps, yuem npeabiayuive sepcun Microsoft Office?

4. MNopaaepxkmpatoTt av npunoxenms Office Web App coBMecTHYH paboTy B pexnme peasbHOoro
BpeMeHu?

Ha kakux A3bikax Bbinyckakotca npuaoxenusa Office Web Apps?

Kakrm 06pa3om BbINOAHAETCS coxpaHeHne dannos B npunoxeHunsax Office Web Apps?

Kakue tmnbl danios noaaepxmnsarorca B npunoxeHuax Office Web Apps?

Kak Haneyatatb A4OKYMeEHT 13 npuaoxenunsa Office Web App?

o ®©® N o u

MoxkHO i1 ¢ nomMoLbo npunoxeHun Office Web Apps co3sasatb HOBblE JOKYMEHTbI?

O npuaoxenmax Office Web Apps

1. Yro npegcraBasator coboit npunoxxeHus Office Web Apps?

Mpunoxennsa Office Web Apps — 310 nHTepHeT-aHanorn npuaoxexunin naketa Microsoft Office,
KOTOpble NO3BOAAIT NoMy4YaTh AOCTYN K gokymeHTam Microsoft Office, pegaktnposatb

WX N MCMONb30BaTb COBMECTHO C APYrMMUM NMO/b30BaTENAMMN NPAKTUYECKM HE3aBUCUMO

OT MECTOHaXOXAEHWA.
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2. [Ansa yero MOXXHO Mcnosb3oBaTb npuaoxkeHus Office Web Apps?

Mpunoxxenus Office Web Apps obecneunBatoT BO3MOXHOCTb paboTsl ¢ dparinamm Word, Excel,

PowerPoint n OneNote uepes VIHTepHET 1 OTKPbLITUA K HUM 0bLLero goctyna. Hanpumep, MOXHO
npocmaTpmBaTb GOpPMaTUPOBaHHbIE AOKYMEHTbI, CO34aHHble B MpuaoxeHusax Microsoft
Office Ha KOMMbIOTEPE, C BLICOKMM Ka4yeCcTBOM OTOBpaXkeHNs nNpsamMo B Beb-0Opay3epe;

BHOCWTb HebObLINE 3MeHeHMS B dain B 1t06oe Bpems 1 ¢ 1t060ro KOMMbOTEPa;

OpraHn30BbIBaTb COBMECTHYIO paboTy Haj COAEPXKMMbIM AN NOJb30BaTeNEN,
ncnosb3ytoLmx pasHole Bepcum Microsoft Office Ha komnbroTepax Windows n Mac
nnn BoBce He nmerowmx Microsoft Office Ha cBoeM KomnbroTepE;

pesakTMpoBaTb oAHY KHUry Excel nan 3anmcHyto kHmxky OneNote ogHOBpeMeHHO
C APYTMIMW NONb30BATENAMM HE3aBUCUMO OT UX MECTOHAXOXAEHUS.

1. Kak nonyuutb gocrtyn k npunoxkeHnam Office Web Apps?

[ns anuHoro ncnonb3oBaHus npunoxenuns Office Web Apps agoctynHbl B cnyxbe SkyDrive,

Ans paboTbl ¢ KOTOpOW TpebyeTcs becnnaTHas yuyeTHas 3anncb Windows Live ID. [lns opraHm3aumi
npunoxenus Office Web Apps MoxxHO ycTtaHoBUTb B cucteMy SharePoint Foundation 2010

nam SharePoint Server 2010 B cpese npeAnpuaTUa UK pa3meltaemblix cyx6 Microsoft Online.

[JononHuTenbHble cBefeHNs 0 Havane paboTsl ¢ npunoxeHuamu Office Web Apps MOXHO HaliTu
Ha Beb6-caiTte

2. Kakue 6payzepbl MOXXHO MCMO/Ib30BaTh ANA paboTtbl ¢ npunoxxeHusavu Office Web Apps?

MNopaep>xkvBaemble bpay3epsl: Internet Explorer 7 unn 6onee nosgHux sepcuii ans Windows, Safari 4
nnn bonee NosgHWx Bepcuii ans Mac, Firefox 3.5 nan 6onee nosgHux Bepcuii gna Windows, Mac van
Linux. Office Web Apps B cpene SkyDrive takxe noanepxusator Chrome 3 u mocineayronmx Bepeuii Iuist
Windows.

3. MoixHo nu pabotatb ¢ npunoxxeHuamm Office Web Apps ¢ nomouubio 6paysepa
Ha mobunbHOM ycTpoiicTBe?

®annbl Word, Excel n PowerPoint, coxpaHeHHble Ha canTte SharePoint 2010, MoXHO npocmaTpuBath
¢ nomoubro npunoxenuin Office Web Apps Ha pa3nnuHbIx ycTpoicTeax. MNogaep>vBaemMble
Hpay3epbl A1 MOBUABHbBIX YCTPOMCTB BKAtOYatoT Internet Explorer B cucteme Windows Mobile 5

n 6onee no3aHunx Bepcui, Safari 4 ans iPhone 3G nam 3GS, BlackBerry 4.x n 6onee no3aHWX BepCcui,
Nokia S60, NetFront 3.4, 3.5 n 6onee no3gHunx Bepcuin, Opera Mobile 8.65 1 6oee No3gHMX BEpCUi
n Openwave 6.2, 7.0 n 6o1ee No3gHNX BEPCUIA.
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Kpowme Toro, painnsl Word n PowerPoint, coxpaHeHHble B nanke SkyDrive, MOXHO npocMaTpuBaTh
¢ nomoubro npunoxenuin Office Web Apps Ha pa3nnuHbIx ycTponctaax. MNogaep>kvBaemble
Hpay3epbl MOBU/IbHBIX YCTPOWCTB BKAtoYatoT Safari 4 ansa iPhone 3G nam 3GS, a Takxe Internet
Explorer 7 ans rotoBswerocs k Boinycky Windows Phone 7.

4. KakoBa 6yget ctoumoctb Be6-npunoxkenuin Office Web Apps?

[Ans nmyHoro nonb3oBaHusa foctyn K npunoxernusm Office Web Apps Ha cante Windows Live
npegocTtaBaseTca 6ecnnaTHo (Heobxoamma yuyeTtHas 3anmncb Windows Live ID).

[Ana opraHusauni avueHsuna Ha npunoxennsa Office Web Apps npegoctaeasetca B pamkax
KoprnopaTuBHOro auueH3nposaHus BbinyckoB Office 2010 — Office npodpeccmoHanbHbiv natoc 2010
nan Office ctangapTHbIM 2010. Monb3oBaTeny B opraHv3aLMm 3aTeM MOTYT YCTaHOBUTb

1 ncnonb3oBaTb NpunoxenHuns Office Web Apps B cpese SharePoint 2010.

5. Ecawm s ucnonbsyio Be6-npunoxkeHus Office Web Apps, Hy>kHO m ycTaHaBAuBaTb
Microsoft Office?

Mpunoxerus Office Web Apps — 3T0 MHTepHET-aHanoru NonyaspHbIX NPUIOXKEHUA NakeTa
Microsoft Office ans HacToNbHbIX KOMMbOTEPOB. s paboTsl ¢ npunoxeHuammn Office Web Apps

He TpebyeTcsa ycTaHaBamBaTb naket Office. OgHaKo MHOrVe cLueHapumn NCNOb30BaHUA NPUIOKEHWNI
Web Apps npegnonaratoT B3auMoAeNCTBME C HACTOIbHbIMW BEPCUAMMU NPUIOXKEHWIA: MPUNOXKEHWNS
Office Web Apps ncnonb3yrotcs 418 6bICTPOro BHECEHWS HEOONbLUMX U3MEHEHWI U NPeAOCTaBAEHS
obLLero AocTyna, a HaCcTo/bHble MPOrpaMMbl Ans Bosiee CIOXKHOTO peAakTUpPoBaHUA 1 paboTbl

C NosHbIM Habopom cpeacTB naketa Office.

6. B uem pasnunume ¢pyHkumi npunoxkeHuin Office Web Apps B cpeae SkyDrive u B cpege
SharePoint 2010?

Mo 6osbwomy cuety, npouecc paboTsl ¢ npunoxerHuammn Office Web Apps sBasieTcs oanHaKoBbIM
BHE 3aBMCMMOCTMN OT TOro, NoAb3yeTeck M Bbl MU B cpege SharePoint 2010 nan Windows Live
SkyDrive nocpeactBom 6pay3epa Ha komnbtotepe PC nan Mac. OgHako camu 3T cpebl
pa3nnyatoTCcs, YTo onpegenseT npemmyLectBo cpeabl SharePoint npu ncnonb3oBaHwun ans
opraHusaumi. HecMoTps Ha TO UTO KOPMNOPAaTUBHbIE KIMEHTbI MOTYT MCMOb30BaTh MPUIOXKEHWS
Office Web Apps nocpeactsom SkyDrive, Mbl cumMTaem, UTo BObLUINMHCTBY KOPMOPATUBHBIX KJINEHTOB
byaeT yaobHee BbiNosHWTL pasBepTbiBaHme Office Web Apps B cpese SharePoint B Tex cayuasy,
koraa npunoxeHus Office Web Apps 6yayT ncnonb3oBaTbCs BCEMU COTPYAHUKAMMU KOMMaHUN.

BapwaHT ncnonbsosaHusa Office Web Apps B cpeae SharePoint 2010 6onee npeanoytuteneH
A9 OpraHun3aLmK, Tak Kak No3BoaseT Nosib3oBaTeNsmM paboTtaTb B NPUBbLIYHOW Cpese
SharePoint n obecneurBaeT ocTyn K HEOHXOAMMbBIM KOpropaTMBHbLIM GyHKLMAM SharePoint,
TakVM Kak yrnpasJ/ieHVe CaiTOM, yrpaBAeHNe XN3HEHHbIM LUKIOM AOKYMEHTA, ayAuT, a TakxKe
pe3epBHOE KOMMPOBaHWE U BOCCTaHOBJ/IEHUE.
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Mpunoxxeruns Office Web Apps B cpeae SkyDrive npesocTaBastoTCs C peknamMHbIM
COMPOBOXAEHNEM.

[JononHuTenbHble cBegeHns 06 ncnonbzoBaHum npunoxennii Office Web Apps B cpeae SharePoint
2010 wawn SkyDrive cm. B pa3agene [laHHOTO PYKOBO/ACTBA.

7. O6ecneumnBaet nu naket Office 2010 6onee yao6HyI0 cpeay paboTbl c UCNONb30BaHMEM
npunoxxeHnt Office Web Apps, uem npegbiaywme sepcumn Microsoft Office?

[a, Hanbonee yaobHas pabota ¢ npunoxeHusamm Office Web Apps obecneumnBaeTcs B coueTaHM
C NpuaoxeHuaMn nan Habopamm Office 2010:

coxpaHeHue ¢arina B nanky SkyDrive nau Ha caiT SharePoint 2010 HenocpeacTBEHHOTO
13 HekoTopblx Nnporpamm Office 2010;

ncronb3oBaHme GyHKLUN coBmecTHOro pegaktuposarus B Word 2010, PowerPoint 2010
nan OneNote 2010, ecnm 371 dalinbl coxpaHeHbl B nanke SkyDrive naun Ha cante
SharePoint 2010;

MCroab30BaHWeE NPeNMYLLECTB HOBOW QYHKLMW LUMPOKOBELLATENBHOIO NoKasa ClanjoB
B PowerPoint 2010 ans npeactaBAeHWs Npe3eHTaLWi yaaneHHOW ayauTopum,
npocmaTpuBatoLelnt cnangbl B cpese PowerPoint Web App B pexxme peasbHOro BpeMeHu.

8. MNoppepxxusatot n npunoxxeHus Office Web App coBmecTHyto paboTy B pexxume
peanbHOro BpemeHun?

[Ja. Excel Web App n OneNote Web App MOXHO MCNOb30BaTh A5 PeAakTUPOBaHWNA OLHOM KHUMM
VAN 3aNNCHOM KHUXKKN OJHOBPEMEHHO C APYTMMU MOAb30BaTENAMU HE3aBUCUMO OT
MeCTOHaxoXaeHus. Kpome Toro, MOXHO 0HOBPeMEHHO peakTmpoBaTtb AokymeHTbl Word 2010,
npe3eHTaunn PowerPoint 2010 n 3anuncHble kHWXXKM OneNote 2010, coxpaHeHHble Ha canTte
SharePoint 2010 nan B nanke SkyDrive ¢ nomoubto npunoxkeruii naketa Office 2010

Ha KOMMbloTepe.

9. Ha kakux A3bikax BbinyckatoTca npuaoxkeHus Office Web Apps?

Mpwunoxenus Office Web Apps byayT soctynHbl Ha Bcex a3bikax Office 2010: aHrAMIACKOM, SMOHCKOM,
dpaHLy3CcKOM, HEMELIKOM, MCMaHCKOM, KUTaNCKOM (ynpoLleHHOe NMCbMO), apabCckoM, KUTaCKOM
(TPaANLIMOHHOE NNUCBbMO), KOPENCKOM, PYCCKOM, UBPUTE, FONNAHACKOM, UTaNbAHCKOM, XUHAMW,
TaCKOM, LLUBEACKOM, AaTCKOM, 6pa3unibCKOM, MONbCKOM, HOPBEXCKOM, GUHCKOM, MOPTYranbCkoM,
BEHrepCckoM, YeLLICKOM, YKPaUHCKOM, TYPEeLIKOM, FpeyeckoM, PyMbIHCKOM, KaTanaHCckoMm (nakeTt
nHTepderica Nosb3oBaTeNs) , CIOBEHCKOM, CIOBALKOM, XOPBATCKOM, 60/rapckoM, 1aTBUIACKOM,
JINTOBCKOM, 3CTOHCKOM, CEPOCKOM (1aTUHMLA), Ka3aXxCKOM, 6HACKCKOM U FafMCUACKOM.

SkyDrive He noaAep>XBaeT raIMCUIACKUIA N Ka3axCKuK, MO3TOMY A/ noab3oBaTesnen Windows Live
AN 3TUX A3bIKOB ByAYT COOTBETCTBEHHO OTOBPaXaTbCA UCMAHCKUIA U PYCCKUIA.

YutunTe, uto goctynHoctb npunoxeruii Office Web Apps B cpeae SkyDrive 6yaeT pa3BepTbiBaTbCS
Ha NMOCTENEHHOM OCHOBE (B Pa3HbIX CTPaHaXx).
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10. Kakum o6pazom BbiNoHAETCA coxpaHeHue ¢aiinoB B npunoxeHuax Office Web Apps?

B npunoxeHusx Excel, PowerPoint 1 OneNote Web Apps dalinbl coxpaHaroTcs aBToMaTUYeckn npu
BHECEHUN M3MeHeHNN. YTobbl coxparuTb darin B Word Web App, HaxxmuTe kHonky «CoxpaHuTb»,
KoTopas oTobpaxaeTcs Hag Bknagkon «dain», unm nepenante Ha Bknagky «Pann» n Bbibepute
KoMaHay «COXpaHUTb».

11. Kakve Tunbi ¢ainnoB nogaepkmBatorca B npunoxkenunnax Office Web Apps?
Mpunoxenns Office Web Apps coxpaHstoT dpainbl B popmate Office 2010. Mpun pesakTnpoBaHum
yepes VIHTepHeT painos gpyrux Bepcuii Microsoft Office, npegwectytowmx 2007 ans Windows

nnn 2008 ans Mac, Office Web Apps coxpaHsieT konuto dpainna B popmate Office 2010, He BHOCS
M3MEHEHWI B OPUrMHaN, XpaHUMbI B bubanoteke SharePoint 2010 nan nanke SkyDriver.

Huxke nprBeaeHbl 0630pHble cBeAeHUA O Tunax Gpannos, nogaepxunsaembix Office Web Apps:

®dopwmar ¢aiina MpocmoTp B NpuioXkeHUn PepakTtnpoBaHue B NpUIO)KeHUU
Web App Web App

AoxkymeHTbl Word, co3panHblie B Word ‘95 1 nocneayrowmnx Bepcuii

docx [Ja [a

doc Ja Mpeobpazyetcsa B docx
docm Jla™ Jla*

dotm, dotx Ja Het

MakcumaneHsili pasmep ¢atina: 50 ME ons SkyDrive; 0ns SharePoint pa3amep ozpaHu4ueaemcs moJsibko 3a0aHHbIMU
adMuUHUCMpamopom o2paHuveHuUaMU pasmepa gatiaa.

Knuru Excel, cozpaHHble B Excel ‘97 n nocnepyrowmnx Bepcuii

xlsx, xisb Ja Jik:]
xls [a, Tonbko B cpege SkyDrive [Ja, nocne npeobpasoBaHus B
dopmar xlsx, Tonbko B cpese
SkyDrive
12 12
xlsm Ja [la, C OTKNtOUEHHBIMWN MaKpocamm

MakcumaneHelli pasmep ¢gatina: 2 Mb dns SkyDrive, 10 Mb no ymondaHutro a5 SharePoint (aOMuHucmpamop moxem
3adame pasmep ¢atina 0o 2 )

1 Makpocbl He BbINOAHAOTCS.

12 I'IpM Hain4ynn mMakpoCoOB BblAaeTca npuriawleHne cosgatb Konuo ¢a|7|na 6e3 MakKpoOCOB.

Microsoft 52

™ & Microsoft®
off\ce
L



®opwmar ¢aiina MpocmoTp B NpuioXkeHUn PepakTtpoBaHue B Npuio)KeHUN
Web App Web App

MpeseHTauum PowerPoint, co3paaHHbie B PowerPoint ‘97 uam nocneayrouwmnx sepcunii

PPtX, ppsx fa fa
ppt. pps [Ja Mpeobpasyetcs B pptx uam ppsx
pptm, potm, ppam, potx, ppsm ,CI,alZ Het

MakcumaneHeil pasamep gatina: 50 Mb ons SkyDrive; 0aa SharePoint pa3mep o2paHu4usaemcs mossko 3a0aHHbIMU
adMUHUCMpamopom oepaHuydeHuUsMU pasmepa gatia.

3anucHble KHMXXKN OneNote, co3pgaHHble B OneNote 2010
one — OneNote 2010 [Ja [Ja

MakcumaneHsili pasmep ¢atina: 50 Mb ons SkyDrive; 0ns SharePoint pa3mep oepaHu4usaemcs moJ/ibko 3a0aHH6IMU
adMUHUCMpamopom oepaHudeHuUsMU pasmepa gatiia.

12. Kak HaneuaTaTb oKyMeHT u3 npunaoxkeHus Office Web App?

Meuatatb gokymeHTbl U3 Word Web App MOXHO B pexume npocMoTpa. a4 3Toro Ha naHenv 3agay
nepenanTe Ha BKNaaky «Pain» n Haxkxmute KHomky «Meyatb» (TpebyeTcs nporpamMmma yteHus PDF-
dannos, Takas kak Adobe Acrobat Reader). Kpome Toro, npu pabote ¢ npunoxenusmu Office Web
Apps B cpese SkyDrive MOXHO HamneyaTaTb npeseHTauno PowerPoint ¢ nomoLubro
COOTBETCTBYHOLLIEN KOMaHAbl Ha Bkaagke «Parn» B pexnme npocMoTpa van peaakTMpoBaHuUs.

[na nevatn gokymeHTa 3 npunoxenuns Excel nam OneNote Web Apps Bocnonb3syirtecb KomaHaom
«[MeyvaTb» H6paysepa.

13. MoxxHo nm c nomolbio npunoxxenuii Office Web Apps co3paBatb HoBble JOKYMEHTbI?

HoBble OKyMeHTbI MOXHO co3aaBaTb B cpese pasmMeleHuns Office Web Apps: SkyDrive nam
SharePoint 2010.

Mpw pabote c npunoxerHnem Office Web Apps B cpese SkyDrive n Bbibope kKomMaHApbl
co3gaHus danna Word, Excel, PowerPoint nnn OneNote dain aBTomaTnyecky co3zgaercs
B Office Web Apps.

Mpwu pabote ¢ npunoxeHnem Office Web Apps B cpeae SharePoint 2010 1 Hannuum
naketa Microsoft Office Ha koMnbloTepe HOBble dalibl BCeraa co3zaroTcs C MOMOLLbHO
NONHOPYHKLIMOHAILHOTO NpUaoXKeHus. Ecam Ha koMnbloTepe He YyCTaHOBAEH MakeT
Microsoft Office, moxxHo HacTpouTb SharePoint 2010 Takum 06pazom, 4TObbl HOBbIE
AOKYMeHTbI co3gaBanunce B npunoxerusx Office Web Apps (cm. 61or

)
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Mpunoxxenus Office Web Apps aBastoTcs HTEpHeT-aHanoramMmu nporpammam naketa Microsoft
Office. Ans ncnonb3osaHus npunoxexuin Office Web Apps TpebyeTcs nogxogsiuee ycTponicTBoO
W HaAnume NoAKN0YEeHNA K VIHTepHeTY, a Takxke cobarogeHve cneayowmnx TpeboBaHmii:

Ana komnaHuin n opraHmsaumia: gns pabotsl ¢ Office Web Apps Tpebyetcsa SharePoint
Foundation 2010.

Ana nuuHoro ncnonb3soBaHua: 415 pabotebl ¢ Office Web Apps Tpebyetcs yueTHas 3anucb
Windows Live ID.

Ana ncnonb3oBaHuA Ha KomnbloTepax: Beb-npunoxerHns Office Web Apps
noagepxveatoT Windows Internet Explorer 7 unn 6onee nosgHue sepcum Windows, Safari 4
nnv 6onee nosgHue sepcun ana Mac u Firefox 3.5 nan 6onee nozarue Bepcum ana Windows,
Mac nan Linux. Office Web Apps B cpese SkyDrive Takxxe noaaep>xxmsatotr Chrome 3 n
nocnepyrowmx sepcunin ans Windows.

Ana ncnonbzoBaHna Ha MO6UNbHBIX ycTpoucTBax: Pannbl Word, Excel n PowerPoint
MO>XHO npocMaTpumBaTh ¢ nomolubto Office Web Apps Ha pa3nnyHbIx ycTponcTBax. Beb-
npunoxeHus Office Web Apps B SharePoint 2010 noaaep>uBatoT cregyroLine MobuabHble
cpeactBa npocmoTpa: Internet Explorer 8 Windows Mobile 5/6/6.1/6.5, Safari 4 B iPhone 3G
nnun 3GS, BlackBerry 4.x n 6onee nosgHei Bepcun, Nokia S60, NetFront 3.4, 3.5 n 6onee
nosaHen sepcum, Opera Mobile 8.65 1 bonee no3aHen Bepcum n Openwave 6.2, 7.0 n bonee
no3saHewn Bepcum. Beb6-npunoxenns Office Web App B SkyDrive noaaepxuBatoT cregytoLime
MobunbHble cpeacTBa NpocmoTpa: Safari 4 B iPhone 3G mnan 3GS u Internet Explorer 7

B roToBsLemcs kK Bbinycky Windows Phone 7. MpocmoTp dainos Excel nocpeactsom
6pay3epa MOHBUABHOIO YCTPONCTBO AOCTYMNeH TOAbKO B NpunoxeHusx Office Web Apps

B cpege SharePoint 2010.

OTOT AOKYMEHT NnpeAcTaBeH «kak ecTb». CBeAeHWs, cogepKallecs B 3TOM JOKYMeHTe, BKatoYas
URL-agpeca, a Tak>Ke CCbIIKM Ha Apyrue Beb-canTbl, MOTyT ObiTb M3MeHeHbl 6e3 NpeaBapUTeNbHOro
yBeAOMAEHUA. PUCK, CBA3aHHBIN C UCMONb30BaHNEM 3TUX CBeAeHWI, Bbl bepeTe Ha cebs.

MpeacTaBieHHble MPUMEPbI NCMONb3YHTCS TONBKO AN WIKOCTPALUA U ABASHOTCA BbIMbILLAEHHbBIMU.
Jlroboe coBnageHme ¢ Kaknm-a1bo peasibHbIM JIULLOM SIBASETCS CyYalHbIM.

[JlaHHbIN JOKYMEHT He MPeAoCTaBAseT HUKAKNX FOPUAMUECKMX NPaB Ha Kakyro-1mbo
NHTENNEKTYasIbHYH COBCTBEHHOCTL B NIHOOOM M3 NPOAYKTOB Kopropauunn MankpocodT.
3TOT AOKYMEHT MOXHO KOMMPOBaTb 1 UCMOJ/Ib30BaTh TOJbKO AS1 BHYTPEHHMX CMIPABOYHbIX LieNen.
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