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BeeacHME

C nomollblo MPOCTHIX B MUCMoAb3oBaHUM cpeacts Microsoft® Publisher 2010 nossonser
co3faBaTtb, neyatatb U OOMEHMBATLCA MaPKETUHIOBbIMW MaTepuanamm un nybavkaumamm
npogpeccnoHanbHOro KavecTsa.

Pabotante 6onee 3ddeKTMBHO C MOMOLLbIO OBHOBNEHHOro UWHTepdeiica noab3oBaTens,
YNYULLIEHHbIX CPeACcTB 06paboTkm M306paxkeHURn, KOTOpble MO3BOASAKOT MOAyYaTb HY>KHble
pe3y/nbTaThbl, @ TakXe BM3yaibHbIX MOACKA30K, NMOMOralWwmnx nepeMeLtatbcs no nybavkaumsm
W BUAETb, YTO neuvaTaercs. bpowopbl, MHPOPMALMOHHbIE MUCbMa, KaTanorn u 6ronneteHun
MO 3/IEKTPOHHOW MOYTe — BCE 3TO MOXHO CAenaTb CaMOCTOATE/NIbHO U C HeboMbLIMMK 3aTpa-
Tamu. Publisher 2010 ynpowaeT co3gaHne COOCTBEHHbIX MaTepuanoB ANs  YCrewHou
KOMMYHMKaLMW.
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NoapobHeie ceeascHUa @ Publisher 2010

He HyxHO ObiTb npodeccroHanbHbIM AM3anHEPOM, 4TObbl co3gaBaTb MNpodeccMoHanbHble
MapKeTWHroBble 1 MHPOPMaLMOHHbIe MaTepuanbl. LLIMpokM Anana3oH BCTPOEHHbIX, HacTpau-
BaeMbIX LWabnoHOB M yaobOHble cpeacTBa paboTbl MO3BOAAKOT ObICTPO MEPEXOAWUTb OT MAEN
A0 3aBepLUEHHOW B13yanbHO NMpuBaeKaTesIbHOW nybankaumm.

CO3A0HME MPUBAEKATEABHbIX NMYDAMKALLMIM

BHeLWHWN BUA coaep>XMMOro MOXeT CUAbHO MOBVATL Ha ero BoCnpuaTne ayautopuei. Ho ecan
Bbl HE XYAOXHWK-OQOPMUTE/b M Yy BaC HET BPEMEHWN HauuMHaTb BCE C HY/A, Bbl, CKOpee BCero,
3aflaBa/MCb BOMPOCOM, KaK CO34aBaTb BMW3yalbHO MpwuB/ekaTenbHble nybamkaumu. Publisher
2010 npepocTaBAseT MHOXECTBO HOBbIX U YAYYLLIEHHbIX GYHKLIMM, C MOMOLLbE KOTOPbIX MOXHO
co3gatb npodeccMoHanbHble nybavkauuy, KOTOpble BCerja MNpOW3BOAAT  OTAMYHOE
BMevaTneHue.

o BcTpoeHHble u yao6Hble Wwab10Hbl — BCTPOEHHbIE /I0Ka/IbHO U pa3MelleHHble Ha Be6-
caute Office.com — B Publisher 2010. HacTtpolite BbibpaHHble WabaoHbl B COOTBETCTBUM
C BalIMMM NOTPEBHOCTAMM, UTOObI BbICTPO NONYUNTL NPEKPacHbIe pe3ybTaTbl.

e Wcnonb3ynTte ynydlieHHble cpeAcTBa peAakTMpoOBaHUA U paboTbl ¢ M3obpaxkeHnaMN,
B TOM uunCie cpeAcTBa NaHOPaMMpPOBaHWUA, MaclTabnpoBaHua 1 obpeskun, KOTopble MO3BO-
NAROT BbICTPO 3aMeHATb U yayullaTb U306paxkeHns, CoXpaHas Npu 3ToM popmaTMpoBaHme
M pa3MeTKy CTpaHuLbl.

o Co3gaBaiiTe U GoOpMUpPYNTE CTPaHWLIbI KakK 3KCMepT C MOMOLLbO HOBOM TEXHOJ0rMm
BbIpaBHMBAHUA  O6GBEKTOB, KOTOpas  MpejoCTaBisfeT  BU3yasbHble  MOACKa3KW,
NO3BOJIAOLLME NIETKO pa3MeLLaTb 3NeMEHTbI U GOPMMPOBATL HY>KHYHO CTPYKTYPY CTPaHMULbI.

® Co3p,aBa|7|Te Brieyataaowmne I'Iy6}'IVIKaLI,I/IVI MIrHOBEHHO, BCTaBnAA N HaCTpanBaAa BCTPOEHHbIE
CTaHAapTHbIe 610kmM cojepiKkumoro.

¢ Bblbupaiite U3 MHOXeCTBa YacTen CTpPaHWL, TakMx Kak OOKOBble NaHenn n ctaTby, a Takxe
MCnonb3ynTe KaneHAapw, rpaHunLbl, peknamy n MHoroe apyroe. lNpuaainte TekcTy npodec-
CMOHaNbHbIM  BHELWHWA BWA C MOMOLbIO HOBbIX pPacIMPEHHbIX BO3MOXXHOCTEMN
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odopmnenus. Publisher 2010 nopaepxunBaer CTUaAUCTUYECKME HABOpPBbI, CTUAUCTUYECKMNE

BapWaHTbl, AuUraTypbl, anbTepHaTMBHble dopmaTtbl umcen u apyrve npodpeccMoHanbHble
BO3MOXHOCTU opopMaeHns ana mHoxecTea wpndtos OpenType.

OKOHOMMS BDEMEHM U YNPOLLEHME PADOTHI

HesaBncrMmMo OT TOro, YTO Bbl CO3jaeTe, BaCc BCerAa MHTepecyeT KOHEUHbIA pe3y/bTaT, a He Ha
3afjlaun, CBA3aHHble C €ero nosyyeHnem. Ytobbl MOMOYbL COXPaHUTb BHUMaHWE Ha HY>KHbIX
momeHTax, Publisher 2010 npeanaraet HOBble W yay4lleHHble CPeAcTBa 1 bonee 3PPeKTUBHYHO
pabouyto 0bnacTb AN 3KOHOMUW BPEMEHW 1 yrpoLeHna paboTbl Ha KaXaoMm 3Tarne.

e [lenavite npaBuabHO C nepBoro pasa. Publisher 2010 npeagocTtaBaseT BO3MOXHOCTb
AVHaMMUecCKOro rmnpeaBapuUTe/IbHOrO MNPOCMOTPa BapuvaHToB (GOPMATUPOBAHMUS ANS
MHOTUX TUMOB COAEP>XKMMOTO nepes TeM, Kak BblbpaTb OAUH U3 TakMX BapUaHTOB.

o [pocmaTpuBaiiTe BapmaHTbl BCTaBKW TEKCTa W Aaxe TO, Kak WabaoH ByaeT BbIrsAeTb npu
NPobHOM npuMeHeHUn cxem odopmaeHus. Vicnonb3ynte npenmyliectBa bonee rnmbkom
paboueli obnact C BO3MOXHOCTbIO CKPbIBaTb BCMOMOraTe/lbHyl obnacrtb, KoTopas
okpy>kaeT okHo nybamkauum Publisher 2010. OTtobpaskaliTe nav ckpbiBaviTe CogepXXMMoe 3a
npesenaMmy neyataeMolr CTpaHuLbl, 4TODObl NlerkO HacTpavBaTb Kpas Wan  JAepxKaTb
cozep>KMMoe Noj pykow Bo BpeMs paboTbl.

o HoBasa obnactb HaBurauum npeanaraetT 3CKM3HOE MpPEeACTaBAEHME KaXOW CTpaHuULbl
ny6avkaumm ana ObICTPOro MepemelleHns OT CTPaHULbl K CTpaHuLe W nepemMelleHuns
3CKW30B A/11 UBMEHEHWs nopsajKa CTpaHuL,

Hy>KHble CPEACTBA B HY>KHOE BREMS

DKOHOMbTE BpeMs WU Co3jaBaiiTe aydwive nybavkaumm C NOMOLLbIHO NErkoAOCTYMHbIX CPEeACTB,
HeobxoAnMbIX Ana paboTbl.

o Publisher 2010 coaep>uT yay4LleHHY HacTpanBaeMyo JIGHTY, MPeAOCTaBAAOLLYH AOCTYN
KO BCEM HY>XHbIM KOMaHZaM.

o Co3paBaiiTe HacTpamBaeMble BKIaAKM C 4aCcTO UCMOb3yeMbIMU KOMaHAAMM 1 HacTpavBawnTe
BCTpOeHHble BKnagkn. Hooe npegctaBneHve Microsoft Office Backstage™ 3amenser
MeHto «Painn» Bo Bcex npunoxerusax Microsoft Office 2010 n npepocTaBaseT LeHTpanu-
30BaHHY0 06/1aCTb, B KOTOPOU YNOpPAAOYEHbI BCE 3a4a4M ynpaBaeHns nybavkaymnen.
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Mpw oTtnpaBke OtonneTeHs B COOOLLEHUWN S1EKTPOHHOW MOuThl, 60abWOro obbema MnouThl
B TMnorpaduto nanm nybamkaumm B VIHTepHeTe nporpamma Publisher 2010 npeapoctaBnset
HOBbIE M yJlyyLlLEHHble Cnocobbl MPOCTOM neyaTu, nybavkaunm n obmeHa AOKyMeHTaMu.

besonacHag nepeAaya nyoAmMKaLmm

C nomouybto Publisher 2010 mMoXHO npesBapuTesibHO MPOCMOTPETb KaXAyro AeTanb ny6au-
Kauuwv, yBUAETb, Kak OHa OyaeT HameuyataHa v onybavkoBaHa BO MHOXecCTBe HOPMATOB, UTO
3HAUYUTE/IbHO YNPOLLAeT O6MEH AOKYMEHTAMM.

o bnarogaps nHTerpupoBaHHbIM $yHKUMAM nedyatu B Publisher 2010 neuatb Kak NPOCTbIX,
Tak U CAOXHBIX AOKYMEHTOB, a TakXe MOJyYeHWe HYXHbIX pe3y/nbTaTOB CTaau npolue
n 6bicTpee, uyeM korga ambo. Wcnonb3ynte BCe nNpeuMyLLecTBa MOJAHOCTPAHUYHOIO
npeaBapuTENbHOIO MNPOCMOTPa BMeECTe C HacTpavBaeMbiMM MapameTpaMmn nedyatm U
npocmoTpa.

e Ecam Tpebyetca neuatb OOAbLIOIO KOAMYECTBA MaTepuasoB WM BbiICOKOKaYeCTBEHHas
neyatb, UCMONb3YNTE YAyULLIEHHYH QYHKLMIO NOAAEPXXKU NpodeccnoHanibHON U Lugppo-
Boi neuatn. Boibupaiite 13 MHOXecCTBa NpPOdeccMOoHaNbHbIX LBETOBbIX MoJenen wu
HacTpanBaeMblX NapameTpoB.

e bbicTpo co3paBante PDF- naum XPS-konuro nybavkauum ans 6onee NpocTton neyatu
¥ nepeAayn AOKYMEHTOB, @ TakXe UCNob3yKTe 3awuty naponem ans PDF-dalinos.

e HacTpoiTe MHOros3blkoByto pabouyro cpesy 1 paboTaiTe BMecTe C MOMOLLbHO YYULLEHHbIX
A3bIKOBbIX CPEACTB, KOTOPble MO3BOAAIOT 3ajaBaTb OTAEe/bHble A3bIKM AN MHOXECTBA
obnacten cpeapl pegakTmposaHua Publisher 2010.

¢ Komnunupyiite, pegaktupynte un ynpasasite CNMMCKOM KJIMEHTOB HEMOCPEACTBEHHO B
Publisher, ncnonbsysa yaobnyto n adpdektnBHyro Bknagky «[louToBble pacCblKU» Ha JeHTe
Publisher 2010.
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BOMAOLLLEHME NAEM

Co3A0HME MNPUBAEKATEABHbIX MYDAMKALLMM

NMpocToi AOCTYN K UHTEPAKTUBHBIM LLABGAOHAM! YAy4LueHo!

WNHorpa camoe TpyaHOe B MpoekTe — 3TO ero HavasibHblid 3Tan. iMeHHo noatomy Publisher

2010 npepnaraeT HeMOCPEACTBEHHbIA AOCTYN K MOCTOSAHHO MOMOJHAlOLWeENCs bubamnoteke

wabnoHoB Ha cavte Office.com. Monb3oBatento AocTynHo 25 kateropuii HacTpavmBaeMmbIx

WabOHOB, CO3/,aHHbIX KaK KOMMaHMAMM, Tak U COOBLLEeCTBOM nonb3osaTtenei Publisher.!

Peyernposanie

Mly6nvkauwsl - Microsoft Publisher (Osraxommrensrian sepcus)
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Puc. 1. JocTyn

K Beb-11abnoHam u
npeayCcTaHOB/EH-
HbIM LLIABNOHAM Ha
Bknagke «Co3aatb»
B NpeACcTaBaeHUN
Backstage.

! Nocne oduumansHoro Beixoga Office 2010 KOHTEHT, pa3pabaTbiBaeMblili COOBLLECTBOM, TaKOM Kak obLume WabaoHbl 1 CTaHAAPTHbIE
610kM, ByaeT JOCTYNeH Ha CAeAyrLWMX pbiHKax M a3blkax: ABCTpanus, ABCTpus, Benbrus (ronnaHackvin v GpaHLy3ckuin A3biku),
Bpaswnuvs, Fepmanus, ToHKOHT, NHAWA (@Hranickmin a3bik), Vicnanus, Utanns, KaHaga (@HraviAckmin u dpaHuy3ckuid a3bikm), Kopes,

JlatnHckas Amepwika, Jlrokcembypr, Mekcuka, Hugepnanapl, Monbla, Poccus, CoegnHenHoe Koponesctso, CLUA, TaliBaHb, PpaHuus,

LBenuapwus (GpaHLy3CcKuii 1 HeMeLKMIA A3bIkM1) U ANoHKA. KOHTEHT coobLLecTBa MOXET BbITb AOCTYMEH B AOMONHUTE/bHBIX BEPCUAX

nocne Bbixoga Office, noatomy nocelyarite Be6-cant Office.com neprognueckun n NpoBepsiiiTe, ykasaH A HYXXHbIV S3bIK UMW PbIHOK.

Microsoft
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HacTpo#ka WwabAOHOB M NOBTOPHOE UCMOAb3OBAHME NMOAb3OBATEABCKOrO
KOHTEHTA

Monb3oBaTesb MOXET HaCTPOWUTb BCTPOEHHbI WM MYyCTOW WabnoH, 4YTOObl MPUMEHUTb
bVpMEHHbBIV CTUAb OopraHm3aummn nav obaBuTb CO6CTBEHHbIE naen K nybankauun. HezaBncmo
OT TOrO, UTO HY>XHO HacTpouTb, Publisher 2010 npegoctaBnser Habop CpeAcTB ANA MONyYeEHMUs
HY>KHbIX pe3y/1bTaToB.

o Cxembl MakeTa. MOXHO BbIOpaTh HY>XHYH CXeMYy Cpean AeCATKOB LBETOBbIX CXEM M CXEM
WwpndTOB NAM co3aaTb cOOBCTBEHHY. Ha Bknaake «MakeT CTpaHWULbl» NEHTbI MOXHO HanTu
KOMNEKLMN CXEM LIBETOB U LIPUPTOB: NPOCTO HaBeAWUTE yKa3aTe/lb Ha 3/1EMEHT KOJIEKL MM
A9 MTPOCMOTpPa BHELLHero B1uAa akTMBHOM nybamkaumm uam wabnoHa.

¢ [MMoBTopHOEe Mcnonb3oBaHWe MOJIb30BaTe/IbCKOro KoHTeHTa. CoxpaHsliTe M NOBTOPHO
MCNonb3ynTe cxembl LBETOB W LWPUGOTOB, a TakXke KOHTaKTHble JaHHble W 3Mbaemy
opraHusauun. Jlerko npuMeHsanTe QUPMEHHbIN CTWAb W CO3jaBalTe nybavkaumm c
eanHoobpasHbiM obopmMaeHreMm.

* [AvHamMunueckni npeaBapuTe/ibHbIA NPOCMOTP WabsnoHoB. [TpocMaTpmBanTe HaCTPOWMKM
nepes TeMm, kak co3gatb nybavkauumto. B npeacraBneHum Backstage Ha Bknagke «Co3patb»
BblbepuTe CyLLecTBYOWMIA WabnoH, BCTPOeHHbIN wabnoH Publisher 2010 nan Be6-wabnoH,
a 3aTeM WUCnosab3ynTe 06aacTb HACTPOMKM, MOKa3aHHY Ha puc. 2, 4Tobbl MPOCMOTPETH
ny6AnKaumo ¢ NPUMEHEHHbIMU CXeMaMK, CBEAEHVAMW O KOMMaHuM 1 3M61eMoi, Jaxe He
co3gaBas ee. Co3paHne KOHTEHTa C PUPMEHHBIM CTUAEM elLle He Bbl0 HacTONbKO NPOCTbIM!
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CoBeTbl.

e Mcnonb3yinTe ysyuylleHHYIO LIBETOBYIO Ma/JUTPY, B KOTOPOM AOCTYMHO MHOXECTBO OTTEHKOB
BblbpaHHONM LBeTOBOM cxembl. lNpu nobom obpalieHnn k LBetoBoil naautpe B Publisher 2010,
HanpumMep, nNpu GopmMaTMpPOBaHMN TeKCTa W GUryp, OTTEHKM OTOBpakatoTcs aBTOMaTUYeckn nog
LiBETaMMW CXEMBbI.

LipeTa cxembl

e [lnA 3KOHOMWM BPEMEHW W yayylleHus BuAa Tabavy B NybAMKALMAX MOXHO BOCMOJb30BaThCS
MHOXECTBOM BCTPOEHHbIX CTW/IeW Tabauu. [MpocMoTpuTe W MPUMEHWUTE CTUAN M3 KOJNEKLUM
«®opmaTbl Tabauu» Ha Bkaagke «Pabota ¢ Tabavuamu/KOHCTpyKTOp» WM OTKPOMTE 3HaKkoMoe
AnanoroBoe okHo «ABTodopmat Tabanupbl» ANS HACTPONKKU CTUAEN TabaunL.

e Pasgenaiite cob6cTBeHHble WabnoHbI Ha KaTeropum v obpallantecb K HAM M3 nankn «Mow wab-
NoHbl». TMpu coxpaHeHun dana B Buge wabnoHa Publisher MoxHO co3gaBaTb M HasHauatb
kaTeropuu. 3atem, ecamn Tpebyetca 06paTUTbCA K COBCTBEHHBIM LWABAOHaM, UX MOXHO HalTK B CBOMX
KaTeropusax B nanke «Mow wabnoHbl», pa3MeLleHHON Ha Bkaagke «Co3faTb» B MpeAcTaBieHUU
Backstage.

CraHaapTHble 6A0ku! Yay4ywieHo!

HukTo He nrobUT TpaTUTL BpeMa Ha NOBTOPHOE CO3JaHNe N MOUCK YXXe UMEeLWMXCca 06beKToB.
Publisher 2010 no3sonseT nerko NMOBTOPHO WCMO/Ib30BaTb KOHTEHT M3 My6/aMKauuin U apyrux
AokymeHToB. CoxpaHAnTe YacTo WMCMOJIb3yeMblid TEKCT, dNeMeHTbl An3aiHa U PUCYHKU B BUAE
CTaHAapPTHbIX 610KOB, KOTOPbIE NPY HEOBXOANMOCTM MOXHO BbICTPO A06aBAATL B Ny6AMKaLMW.

Kpome TOro, MOXHO MCMO/Ab30BaTbh KOMIEKLMU BCTPOEHHbIX CTaHAAPTHbIX GJOKOB KOHTEHT,
a Tak)Ke KOHTEHT, CO3JaHHbIN ApyrMmun nosb3osatensmu Publisher, koTopbil OHM pa3mecTuan
B VIHTepHeTe. pocmaTpuBaliTe rpaHuubl, GOKOBble MNaHenW, LWabnoHbl CTPaHWL U Apyrve
3N1eMEHTbI, YTOObI BbIBPATh TO, UTO caenaeT NybavKaL Mo YHUKaAbHOMN.
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Puc. 3. Konnekumm ctaHZapTHbIX 610KOB A5 YacTein cTpaHuL,
KaneHzapewn, obpamaeHum, akLLeHTOB U pekNaMHbIX OO BbABAEHNI

Ha BKkJlagKe «BcTtaBka».

O6MeH ¢ coobuw,ecTBoM NnoAb3oBaTeAen Publisher HosuHka!

[Jenvtecb cBoumU WeaeBpamun Ha Beb-calrite Office.com HenocpeactBeHHo m3 Publisher 2010.
Tenepb, Nocne cCoxpaHeHUs CBOEro LWabsoHa WAM CTaHAAPTHOro 6/10Ka, NO/Jb30BaTENb MOXKET
NnoAennTbCa cBoer paboTton ¢ apyrumu nonb3osatensmu Publisher.

Onybankynte cBOM WabAOH UAM cTaHZapTHbIN 6aok Ha canTte Office.com B kauecTBe KOHTEHTa
coobuiecTsa.’ Mocne pasmelleHna KOHTeHTa B MHTepHeTe nonb3osatenn Publisher 2010 moryT
BUAETb €ro B pe3ynbTaTtax novcka wabaoHOB nan cTaHAapTHbIX 610K0B Ha Beb-canTe Office.com
nan B Publisher 2010, ecnn B HacTpovikax pa3peLleH Nonck Beb-KOHTEHTa.

? ins oTNpaBKuM KOHTEHTa Ha Be6-caiit Office.com HeoBxoaMMO noaktoueHme K HTepHeTy.

Microsoft
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Puc. 4. MNocne coxpaHeHus wabnoHa Ha Bknagke «COXpaHUTb M OTNPaBUTb» B

npeactaBneHunn Backstage goctyneH napametp «OTKpbITb AOCTYN

coobLuecTBy WabaOHOB».
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Puc. 5. LLlenkHnTe npaBow KHOMKOW COXPaHeHHbIA CTaHAaPTHbIV 610K B

Konnekumn 1 Boibepute «OTKPbITh AOCTYN COOOLLECTBY CTaHAAPTHbIX

6/10KOB».
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CpeAcTBa peAGKTUPOBAHMA U PAGOTHI
C U306paxeHnUsMu HoBble u yAyYLLeHHble ¢pyHKLUn!

Tenepb fJ06aBNATb, 3aMeHATb WM HacTpamBaTb M306paxkeHus B nybankaumsax CTano MpocTo,
Kak HuKorga. Jlerko MeHsaWTe M306paXkeHWs, COXPaHAs BHELHWA BUA W MakeT JOKyMEeHTa.
MNaHopamupyunTe, yBeanuMBauTe, yMeHbllanTe n obpesaniTe n3obpaxeHue AN MNOAYyYEeHUs
HY>XHOTO PWUCYyHKa. Vicnonb3yliTe MHOXeCTBO CpeAcTB GpOopMaTUMpOBaHMS W pefakTUPOBaHMUSA
Ha Bknagke «PaboTta ¢ pucyHKamu», KOTopas aBTOMaTU4yeckum otobpakaeTcs npwv BbigeNeHUM
nsobpaxenmns. Publisher 2010 npepoctaBaseT nNo/b30BaTeNIAM BO3MOXHOCTM  Y/yULLEHWS
n3obpaxeHnin B nybavkaumm 6e3 NnpuMeHeHus AOMOAHUTE/bHBIX NPOrpamMM pefakTUPOBaHUS
PUCYHKOB.

¢ Hacrpoiika pucyHkoB. [TpocmaTpuBanTe n3obpaxeHne LIeNMKOM BO BpeMs MaHOpPaMmnpo-
BaHWA, MaclITabnpoBaHuWs 1 06pe3kn n306paXkeHnn B 0b61acTn n3obpaxkeHns, 4tobbl Bceraa
oTobpaxkanacb Hy>Has 4acTb PUCyHKa.

00—

o

O

O

0l
&

Puc. 6. ,ﬂ,flﬂ AOCTUXKEHNA NAEaNbHOIo pe3yJibTaTta BO BPeEMA
MnaHOPaMMpoOBaHWA, MaCLIJTa6I/IpOBaHl/IFI n O6p€3KI/I OCTaBLUaACA YacCTb
I/|306pa>KeHVI$I 3aTeHAETCA.

¢ [Jlo6baBnante n 3amMeHANTe PUCYHKU. YTOObI 106aBUTb pPUCYHOK M3 (ailnoB, LLENKHUTE
3Ha4yoK B LiEHTpe 3amnoiHUTeNs pucyHka (Ha3biBaeMbli paHee paMKou pucyHka). [pu BcTas-

Microsoft 10
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Ke pVCyHKa 3amno/iHUTeNb COXPaHsAEeT CBOM pa3Mep W 3amnoJHAETCA BCTAaBASAEMbIM PUCYHKOM.
MepeTawmTe n3obpaxeHne AN NaHOPAMMPOBAHUSA, YBEMULTE Ero pa3Mep Uan obpexbTe,
YTOGbl OHO 3aHA/IO HYXHYH MJOWaAb, KaK MOKasaHo Ha puc. 6. Kpome Toro, MOXHO
MCMONb30BaTb HOBblE KOMaHAbl 0b6pe3ky, MO3BOAANOWME BCTaBAATb M306paeHns
NponopuUMOHanbHO 061acT 06pe3Kky, 3anoNHATb 06/1aCTb M306paXkeHWeM WAU yaansaThb
obpe3aHHble dparmMeHTsbl.

¢ CmeHa nnm popmaTtupoBaHMe PUCYHKOB. [TomeHANTe MecTaMu tobble ABa BblAENEHHbIX
PUCYHKa Ha cTpaHuue nybamkauumun, 4ytobbl M3MEHUTb MakeT CTPaHMWLbl OAHUM LLENYKOM.
PUCyHKN MEHSAIOTCS Ha CTpaHuLLe MecTaMun U K HUM NMPUMEHAITCA napameTpbl dopMaTupo-
BaHWS B HOBOM MOJIOXEHUWN. VNN NoAKOPPeKTUpYnTe AmM3aiiH CTpaHuLbl, BbiIOpaB KOMaHAy
obMeHa TONbKO HacTporkamu dopmMaTvpoBaHus M306paxkeHWn. [pn 3TOM BblAeNeHHbIe
PUCYHKN OCTarOTCA Ha MecCTe, a MEHSOTCA TONbKO WX MapameTpbl APKOCTW, KOHTPACTHOCTU
M uBerTa.

* BcraBka noanucen ana KapTUHOK. Bbibepute 13 Koanekunmn BapmaHToB GpopmaTMpOBaHMA
W pa3meTKy BCTaBbTe OTPOPMATMPOBAHHYKO MOAMUCH B HY>XHOE MECTO OAHUM LLen4yKoM
MblLLKW. Pa3mecTute NoANMChL CBEPXY, CHU3Y MAN COOKY OT N30B6paxKeHWI, Nan Jaxke Ha HeM.

¢ ®opmaTupoBaHMe M peAaKTUpoBaHMWe PUCYHKOB. lVicnonb3yinte Bknagky «Pabota
C pucyHkamu | dopmaT» Ha NeHTe Ans BbICTPOro A0CTyna K MHOXECTBY HOBbIX W YYyYLLEH-
HbIX CPeACTB PaboTbl C M306PaKEHNAMM, ONUCAHHBIX 34eCb, @ TakXe Aaa JOCTyna K cpej-
CTBaM peaKkTMPOBaHWA, HauMHasA C 3/EMEHTOB YrpaBJeHUs APKOCTbI, KOHTPACTHOCTbIO
W LBETOM W 3aKaH4YMBas HOBOW KOANEKLMEN CTUAEeA PUCYHKOB U BO3MOXHOCTbIO M3MEHATb

dbopmy pucyHka.

Blld9-®-G-|= My6ankauma2 - Microsoft Publisher Pa6oTa C pucyHKani [E=REal %™
m hasHas  Bcraska  MakeT crpaHuusl  Paccbnku PeueHsuposamme  Bug | ®opmar @

b v g it 1 - e

A O 7] B - - - Z rparnua puayka ¥ = S Nepemectuts nepea ~ [#] :{d 51 14,18
O3 ;] s +| P oopua prcmka - _J 090, \j B Nepemecrvs nasa ~
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VsmennTs Mepekpuns CTUAM PUCYHKOE 3 SeekTsi TeHM YriopagoLuTe Pasmep

Puc. 7. Mpwn Bbibope ntoboro nsobpaxenus B Publisher 2010 otkpbiBaeTca Bknagka «Paborta

C pucyHkamu | @opmat».

Publisher 2010 obneruyaetr dopmatnpoBaHue, NpUMeHeHne 3PPeKToB U pefakTUpoBaHMe
n3obpaxeHnn B NybAMKaLMAX ANS MONYUYEHUA HY>XXHOTO pesysbTaTta 6e3 ncnoab3oBaHUA Apyrux
nporpamm.
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TexHOAOIUSA BbIPABHUBAHUA 06'beKTOB HOBMHKd.’

Bnarogaps TexHoNOrMWM BbipaBHMBaHWUSA OOBEKTOB CO3AaHMe COOCTBEHHbIX MakeToB CTaslo
MpoCTbIM  Kak HuKorga. [lMHamuuyeckue HampaBastowme oTobpaxatloT —npegsiaraemoe
pacrnonoxeHvie GuUryp, TEKCTOBbIX MONEN 1 U306PaXKeHWI NPU NX NepeTackMBaHUMN U MO3BOASAIOT
JIerko BblpaBHMBaTb UX OTHOCUTE/IBHO CyllecTBytoLWmMX o6bekToB. Publisher 2010 otobpaxaet
npeAnaraemMoe pacrnofoXeHne nepemellaeMoro obbekTa, KOrAa OH HaxoAuTCs psAoM C Apy-
MMM obbekTamMn Ha CTpaHuLe, HO OKOH4YaTe/lbHOe pelleHMe Bcerja 3a Mosb3oBaTeNeMm.
Monb3oBaTesib yNpaBaseT pa3meLLeHMEM KaxXa0ro 0bbekTa U NoayYaeT Hy>XKHble pe3ynbTaThbl.

Puc. 8. lnHamunueckne
HanpasastoLLne
oTobpakatoTca aBTOMa-

TUYECKN NPW BbipaB-

HMBAHWUM HOBOro 0bbekTa
OTHOCUTEJIbHO APYIuX,
HanpumMep, OTHOCUTE/IbHO
NeBOro kpas
CYLLLECTBYHOLLLETO PUCYHKA,
KakK Nnokas3aHo 3J€ecCh.

PaclumpeHHble BO3MOXHOCTU ocpbopMmAeHus HoeuHkal!

MNpuaanite TeKCTy OCOObIA CTWUAb C MOMOLLbIO pPacLUMPEHHbIX BO3MOXHOCTEN odopMaeHUs
TekcTa, goctynHbix B Publisher 2010. [Jo6ewtech cxoactBa ¢ NpodecCMOoHanbHOM BEPCTKOW,
BbIMOJIHMB HECKONbKO MPOCTbIX AEUCTBUA A8 MPUMEHEHUA avraTyp, CTUANCTMYECKMX Habopos
v Apyrnx yHKUMA obopmaeHNs, JOCTYMNHbIX Ana MHorux wpudTtos OpenType. Hanpumep, n3y-
ynTe BO3MOXHOCTM odopmaeHna OpenType B cyulecTByrownx wpudTax, Takmx kak Calibri,
Corbel n Cambria. \an nopabortaite ¢ Gabriola — HoBbIM WwpudTom B Office 2010, npeanarato-
WM LUMPOKNI AMana3oH CTUANCTUYECKMX HabopoB.

Publisher 2010 nogaep>xrBaeT ciegytoLine BO3MOXHOCTM odopmaennsa wpudTtos OpenType.

¢ Crnamctnueckme Habopbl. Vlcnonb3yinte cruamctudeckme Habopbl, 4YTOBbI U3MEHWUTH
BHELUHWI BMA BblAeNeHHOro Tekcta 6e3 HeobxoaMMocCTM noabvpaTs A4pyron WpneT.

Microsoft 12
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Mo ymonuanuto

Microsoﬁ Publisher 2010

Vansuayanshsii

Microsoﬁ Publisher 2010
Microsoﬁ Publisher 2010
Microsoﬁ Publisher 2010
‘Microsoft Publisher 2010
Microsoft Publisher 2010
Micr()fgﬁfjnﬁﬁ%er 2010
MiCVO?g&%l;LEﬁ)S%CV 2010

q)OprI ANnAa oTAeNbHbIX BblAeNeHHbIX CUMBOJIOB.

Puc. 9. Heckonbko
CTUANCTUYECKMX
HabopoB WwWpudTa
Gabriola (TekcT ana
obpaszua).

Ctuancruueckme BapuaHTbI. Ctunncrnyeckme BapWMaHTbl NPeaoCTaBNAOT a/ibTeéPHATUBHbIE

UncnoBble cTUAKU. YNpaBAsiiTe BHELWHUM BUAOM U CTPYKTYPOW YMCEN B TEKCTE C MOMOLLbIO

YNCNOBbIX CTI/IﬂGI;I, KOTOpble COYETarOT BapunaHTbl ANA YMC/IOBbIX (I)OpM N NHTEPBANOB MeXay

undpamu.

1 Hayes 393,00 15 Mapma_

Yaya 450,00 16Mapma_

3Ya 450,00 17'Mapma_

Puc. 10. PaznnuHble
UMCNOBbIE CTUAN,
NPVYIMEHEHHble

K TEKCTy afpeca, LieHe
n gate C UCNob-
30BaHVeM WpudTa
Cambiria.

e Jluratypbl. bnarogaps snvratypam JAOKYMEHT MOXET BbIraAeTb Kak NpodeccMoHanbHbIN

TI/II'IOI'p8¢CKVII7I AOKYMEHT. 10 AOCTUTaeTCAa 3a CYeT ocoboro coBMeleHna nap CMMBOJIOB,

NO3BONAKOWETNO YNYHLLINTb YNTAaeMOCTb.

13
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Puc. 11. CraHpapTHble
NNraTypbl, NPUMEHEH-
HHF&TYPBI ITO3BOJIAIOT COBMENTATD ITAPbI CHMBQJIOB, TAKIM€ KaK ffufi

Hble K TeKCTy CO
wpmndtom Constantia.

¢ KepHuHr OpenType. Npn npuUMeHeHUWN Yy>Ke W3BECTHON OYHKUMM KepHWHra wpudTta
B Publisher 2010 tenepb wncrnonb3ytotca 3HayeHus OpenType , ecin OHW AOCTYMHbI ANSA
AaHHOro wpudTa, ANA nonyveHua Hosnee TOYHOro pesynbTaTta, 3afyMaHHOro co3gatenem
wpudTa.

Mpumeuanne. MHore BO3MOXHOCTY odopmaenus wpndtos OpenType Takke AOCTYMHbI
B npunoxenun Microsoft® Word 2010.

Coger. Vicnonb3ayiite dpyHkuMo «OpHaMeHT», JOCTYMHYH Ha Bkiagke «Pabota ¢ Hagnucamu | Popmat»
B rpynne «OdopmsieHne», 4TObbl BK/IOYATh W OTKAOYATb YKpalleHWs Ans BblGPaHHbIX CUMMBOJIOB
B CTUANCTMYECKOM Habope, HampuvMep Takmx Kak «P», «b», «l» n «h», nokasaHHbIX Ha chegyroLiem
pUCyHKe:

OO
[Sher 2010

OKOHOMMS BPEMEHM U YNPOLLLEHME PADOTDI

AVHaMH4ecKkui NpeABAPUTEAbHbIN NPpocMoTp HoBuHka!

C3kOHOMbTe Bpems W BblbepuTe HYXHbIM BapuaHT GopMaTUPOBaHWUA, NpesBapUTENbHO
NPOCMOTPEB ero nepes NPYMeHeHWeM K TeKCTy uan obbekTaM. [pocTo HaBeauTe ykasaTenb
Ha NnapamMeTpbl B KOMNEKUUM GOpPMaTUPOBaHWs, Hanpumep «3anvBka ourypbl», «Liet» mam
«LlBeToBasi cxema», K cpa3y >Xe MPOCMOTPUTE BbIOPAHHbIA BapWaHT Ha BblAeNEHHOM
COAEPXKMMOM.
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Puc. 12. NpeaBapuTenbHbIA NPOCMOTP NapameTpoB GOpMaTMpPOBaHMA
COAEPXXMMOTO nepes Ux NPpYMeHeHneM.

BcTaBka ¢ AMHOMUYECKUM NPEABAPUTEAbHBIM MPOCMOTPOM HoBuHKA!

DKOHOMbTE Bpems Mpu MHOroOKpaTHOM Wcnonb3oBaHuu Tekcta B Publisher 2010 u apyrux
npuaoxeHusax. MNpun KonuposBaHU 1N BCTaBKe TeKCTa C NOMOLLbIO QyHKLUUKN «BcTaBka ¢ gnHamum-
4YeckUM npeaBapuTeNbHbIM NMPOCMOTPOM» MOXHO MPOCMaTpMBaTh pas/iniHble BapuaHTbl TOro,
Kak 6yaeT BbIrAAafeTb TEeKCT, HanpuMmep, nocne Bbibopa napametpos «CoxpaHeHwe ¢opmara
NCXOAHOTrO TeKCTa» Uan «BcrtaBka TOIbKO TekcTa». Vicnonb3oBatb KoMaHay «OTMEHUTb» U Npej-
NMPVHMMaTb MHOTOYMC/IEHHbIE MOBTOPHblE MOMbITKM 6Hosblie He HyxHo. HoBas &yHkums
NO3BOJIAET BbIOPaTh HY>XXHbIV BapuaHT C NepBOro pasa.

Microsoft 15
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3aron0BOK OCHOBHOH CTaTtbM

TMORCHHTEABHEA NOANHCE NOA
PHCYHKDM.

3Ta CTaTbA MOXET COCTOATE
He Bonee ven uz 150-200
CAOB.

BHOAWETEHE NpEeAHAa3HaYeH
AR MPEADCTABNEHHA Ce
UMaNMEMP OBaHHOW WHOOP-
MaLUHK KOHKDETHOM ayau-
TOPHK. BrinycK Bronete-
HEW ARAAETCH XOPOLIHM
cnocobom ARA MpOoABHKE
HHWA BALLErD TOBEPAE WAK
YCAYTH HE PhIHKE, 8 Talke
ANA CO2p8HWA obpasaco-

AMAHOW OpraHuzaumi, no-
EblLUEHHA 88 NPECTHXA,
ONPEAENEHHA MECTA CREAH
LPYTHX 2HAADTHYHLIX Opra-
HHZALMA.

CHa4Yana ONpesen TE, AMA
KAKOW 3yAHTOPHH BhIMyC-
KaeTcA BIOAETEHB. 3T0
A0 HBI BbITh NOAM, KOTO-
PBIE MOMYT MOAYMHTL K3
HEFD MOAESHLIE CBEABHHA,
HENPHMED, COTRYAHHKH
MAH 38Ka3YHKL
COBaHHLIE B

wero Toeaps | "h A

Bhl MOKETE COZAATE CNk-
COK NOYTOBLIX ADECOE
NOTEHLMANEHEIX 3aKa34H-
KDE, HanpHMep, H3 DCHO
EE CEEAEHWH HE BMIHMTHBIX
KAPTOUEK H HHOOPMaLMHOH-
HbIX AMCTKOE, COBPaKHBIX
Ha NpEezeHTaUMAx. MOXHO
28Ka2aTb TAKOH CNMCOK B
KaKoW-nHDO KOMMEH WM.

MNapameTpsl BCTABKM:

B karanore Publisher el
HAHAETE MHOMO MyBruKa-
LMH, COOTEETCTEYHILLIMY
CTHAKD EALWWEro BronneTeHn.

Aanee, ONPEAENHTE CKOM-
KO BPEMEHMH W ABHET Ehl
FOTOELI NOTPATHTE Ha Bron-
NETEHb. 3TO NOMOMET pe
WKTL EONPOC 0 €ro pasMme
pax ¥ YacToTe BeIXOAA B
CEEeT. PEKOMEHAYETCA Bbl-
NyCKaTk BHOANETEHE, NO
ed Mepe, pas e
yTobE OH Npea-
:060M peryrap-
veoner rrs U MHHK CBEASHHMAL
Toraa BallM 28K3sUHEH W

COTPYAHWKM ByayT ¥aame
Ero NoOABENEHHMA.

Pnc. 13. MpocTo
HaBOAMWTE yKa3aTesb
MbILIWN Ha NapameTpsl
BCTaBKW, UTOO®bI
NOCMOTpPETb pe3yabTaT
BCTaBKW 1 BblOpaTb
npeanoYTUTENbHbIN

BapWaHT.

aBTOMaTUn4eCckn namMeHaeTcA.

Coger. [MapameTpbl BCTaBKM AOCTYMHbI U Mocie GpakTMUYeckon BCTaBKW (€CAN MO/Ib30BaTe/lb M3MEHUT CBOE
pelleHne) 6e3 HeoHXOAMMOCTU OTMEHATD BbIMOJHEHHbIE AelCTBUA. YTOObI pa3BepHyTb NapameTpbl BCTaB-
KW, LLEeNKHUTE 3HAYOK, MOSBMBLUMIACA PAJOM CO BCTaBJEHHbIM COAEPXMMBIM. M MOXHO BOCNO/b30-
BaTbCA KNaBMaTypoW U HaxaTb knaBuwy CTRL, ytobbl pa3BepHyTb NapamMeTpbl BCTaBKKW, @ 3aTEM C MOMO-
Wb KAABUL CO CTpesikaMun BbibpaTb HyXHble mapameTpbl. Ecan BbiOpaTh gpyroi napameTp, pesysbTaT

Microsoft

CkpbiTHE BcnoMorateAbHou o6AaacTu HosuHka!

I'IpVIMel-IaHVIe. BCTaBKa C AMHaMN4YeCKM I'Ipe,u,Bapl/lTeanblM I'IpOCMOTpOM TakKXke p,OCTyI'IHa B
Microsoft Word® 2010, Microsoft PowerPoint® 2010, Microsoft Excel® 2010 u Microsoft
Outlook® 2010.

BcnomoratenbHas obnactb Publisher okpyxaet Bcto nybankauuro 1M nossoaseT pacrnonaratb
06beKTbl, BbIBOAA UX 3@ Npejenbl CTPaHWLbl ANA YA0OHOro U3BAEYEHMS, WM YaCTUYHO BbIBOAA
3a npegenbl CTPaHWLbl ANA CO3J4aHUA BbLIXOAALLMX 3a Kpal snemeHTOB. [Npu pasmMelieHun
o6bekToB BO BCnomoraTenbHon obaactu Publisher 2010 npeaoctaBifeT BO3MOXHOCTb CKPbITUSA
nan otobpaxeHus ee cogep>XXMMoOro. pocTo LWenkKHUTE KHOMKOMW MbIlK, 4YTOBbl CKPbITh
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® Microsoft®

ICE

COoZEepPXUMOe BCMOMOraTeNibHOM 061acT U BUAETb TONbKO MeYaTHYH CTpaHuLYy; YTObbl BEPHYTb

06n1acTh, WenkHWTe ewe pas. Ecim ectb 06bekTbl, KOTOpble He MOMELLAFOTCA Ha CTpaHuLe, 3TO

npeacrasjeHne NoO3BONAAET yBUAETb, KaK UMEHHO OHU 6yAyT o6pe3aHb|.

Obswaranl Fraenan
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Puc. 14. CkpouTe BcnomMoratesbHyto 0baacTb, UTobbl BUAeTb 0bpe3aHHble N300paXkeHus.

O6AACTb HOBUrALMMU NO CTPAHMLAM HoBuHKAa!

VlCI'IO}'IbSyIZTe HOBYHO obnactb HaBuraumm no CrtpaHnuam gnad npocMoTpa I'Iy6J'IVIKaLI,VIVI B BUAe

MWUHWNaTHOP. npOCManMBaVITe 3CKN3bl Ka)KAOVI CTpaHuuUbl, B TOM 4YWhCne pa3BoOpOTbl U3 ABYX

cTpaHuy,. MpocTo WwenkHUTe 3CKM3, YTObbl BbICTPO MepenTn K HY>XKHOW CTpaHuLie, Win nepeTa-

LnTe 3CKM13 AnA 6bICTpOFO n3MeHeHnAa nopagka CtpaHuu,.

KpOMe TOro, MOXHO LWENKHYTb HpaBOVI KHOMKOW 3CKM3 B 3TON ob6iactu ANA AOCTyNa K HECKOJib-

KM 4acTo MCnonb3yembiM GYHKLMAM ynpaBaeHna CTpaHunLEen, Kak nokasaHo Ha pwuc. 15. Cpeam
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HUX — BCTaBKa HOBOW CTpaHuubl, AybanpoBaHve BbIOPaHHOW CTPaHWLbl, W3MEHEeHWe
NPUMEHEHHOW MNaBHOW CTPaHULbI U T. 4.

Haewrawaa no crp... £ Y : i i
. E
EE
B E
= 1 1—;
1 3 Puc. 15. Ecav wenkHyTb
3 npaBOW KHOMKOW MbILLN
3 | ]
NoBasuTs cpanmLy... CTpaHuLy B obnactm
HaBuraumm no
EcTaBWTe AVENMEAT CTRaHHMLUE
CTpaHnuaM, NoABUNTCA
[_3.;. Yaanute
- KOHTEKCTHOE MEHHKO
] MNepemecTiTE..
3ajad yripaBaeHunsa
E] nMepeumenosate.. B
CTpaHuLewn.
BcTaeWTe paznen
Hymepauna crpaHuL,..
@ [naeHele CTRaHWLE 4
MpoctMoTPpeTe Ha JEYX CTPaHMLLEX

[oAxoAdLLME OYHKLUMU B HY>KHOE BPEMS
AeHTa! HoBuHka!

HaxoauTe Hy>XHble KOMaHZbl, Korga 3TO Heobxoaumo. JleHTa, KOTopas He MCMoJsib30Banach
B NpeAblayLinx sepcuax Publisher, no3sonser bbicTpee nosyyaTb 4OCTYN KO MHOXECTBY KOMaHJ,
W yAenaTb BHUMaHME KOHEYHOMY NPOAYKTY, He BCMOMWHasA, rAe HaxoAAaTCa Hy>KHble QYHKLMN.

JleHTa 3ameHseT OOblUHble MEHIO M MaHeNn MHCTPYMEHTOB M MO3BO/AET NepCoHaNn3nMpoBaTtb
pabouyee npocTpaHcTBO. bosble He TpebyeTca nepexoanTb MO CAOXHBIM MEHHO M OTKPbIBaTb
HEeCKOIbKO MaHese MHCTPYMEHTOB, YTOObI MPOCTO MOAKOPPEKTMPOBaTb GopMaT MAN N3MEHUTb
PVCYHOK.

Ncnonb3ynte neHTy, utobbl BbICTpee HaxoAnTb M NMPUMEHATb BeCb Habop QyHKLMM, NpeAocTaB-
nsembix Publisher, n genatb 6onblue 3a MeHbLIee Bpems.

® CTaHAapTHbIe BKJIaAKN Ha NeHTe Coaep>KaT KOMaHAbl AnAa KOHKPETHbIX 3aja4, NO3TOMY
HaXo4MTb HY>XHblE CpeaCTBa MOXHO ropasgo 6bICTpee.
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e Ha Bknagkax NeHTbl HaXoAATCA CPeACTBA, KOTOPbIMA MOXHO BOCMO/1b30BaTbCA AJ/1A BbIMOJ-
HeHus 3agaun. Hanpumep, Bknagkm «Pabota ¢ Hagnucamu | ®opmat» 1 «VHCTPYMeEHTbI
pucoBaHua | Popmat» OTOBpaxKaroTCA NPWU BbiAENEHUM TEKCTOBOrO MOAS, NPeAoCTaBAss
[OCTYN KO MHOXEeCTBY NapamMeTpoB, Kak NokKasaHo Ha puc. 16.

e MoXHO co3paBaTb COBCTBEHHbIE U HAacTpanBaTb BCTPOEHHbIE BKIAJKN Ha JIeHTe B COOTBET-
CTBMM C YHMKaNbHbIM cTUeM paboTbl nonb3osatens B Publisher 2010.

Eld9-6-G- = MyBaukaunas - Microsoft Publisher o Pasiora c Hag [E=REo8 >
m TnagHas Boraska MakeT cTpanL Paccankn PeLieHsnpoBaHie Bua ©opmar ®opmat @
@B o e ax m BEE B so b pmopsan p— = q33 fj sk o -

BEEE 3 aanee A yronnennwii (B oprament
Mo paswepy Hanpasnenue PaccraHoska * Aav | AV | A - Konowkn Mona | Cosgate Tewb BykBMLA YNCI0B0I IMraTypst
oo s i XK & U x, X Aav | &N~ A = = = = caase g Hasaa A, NpunogHaTei S Eonno s A0 CTUANCTUYECKUE BAPUAHTE ™

Teker I Wpnt [ BLpasHyEaHie CensbiEatie 3dpertti Odopmnetie

Puc. 16. KOHTEKCTHbIE BKIAAKM, Takme Kak BKaagka «PaboTa ¢ Hagnucamm | dopmat»,
Nnoka3aHHas 34ecb, 0TOHpakatoTCAa aBTOMATUYECKM NMPU BblAENEHNM COOTBETCTBYHOLLLETO

COAEP>XKMMOTO.

CoBerTtbl.

e [lpn BblAeNeHMM TeKCTa Ha CTpaHWLUe HeHaZosro rosABAAeTCA Mpo3payHas MWHU-NaHeNb
MHCTPYMeHTOB. [1p1 HaBeAeHUW yKa3aTens MbllUn NaHeab CTAaHOBWUTCSA HENPO3payHOW, NpesocTaBss
6bICTPBIN AOCTYN K MHOXECTBY CpesCcTB GOpMaTVPOBaHNA TEKCTa.

e [MMaHenb 6biCcTpOro gocryna no ymMoauaHWito OToDOpaXkaeTca Haj NeHTOW, Kak BWMAHO Ha puc. 16.
LLlenkHWTe NpaBOin KHOMKOWM MpakKTUYecky Ntobyro KOMaHAy Ha JieHTe, UTobbl J06aBUTL ee Ha NaHenb
6bICTPOro JOCTYNa v BCeraa Aep>kaTb YacTo MCMOJb3yeMble KOMaHAbI «Mog PYKOW».

e Eciv nonb3oBaTteny npeanoynTaloT BbIMOJAHATE KOMaHZbl C MOMOLLBIO K/IaBMATypbl, OHW MOTYT
NPVMEHATb HOBYI OYHKLMIO YCKOpeHWs paboTbl € KkiaBuaTypol, Ha3blBaeMylo KaBULLHbIE
noackasku. Haxmute knasuwy ALT Ha knaBuaTtype, Utobbl Ha JieHTe 1 nNaHenn BbICTporo Aoctyna
oTobpasnance nogckasku. MoaeBuTca codeTaHue 6ykB AW LUpP, KOTOpble MOXHO HaxaTb AfS

BbINMOJIHEHNA Ka)KAOﬁ KOMaHAbl.

MpeacTasAeHue Backstage HosuHka!

B neBon uactM neHTbl MOXHO YBWUAETb Bkaagky «®Pawa». [1pocTo wWenkHuTe ee, 4TObbI
oTObpa3nTb BCe HeobXOAUMble CpeACTBa AN ynpaBaeHUs Nyb6avMKaumaMn W HaCTPOWKM
nHtepdeinica Publisher. MpeactaBneHne Backstage 3ameHseT obbluHOe MeHIO «Daiin», No3Boass
6bICTPO NPUCTYNUTL K paboTe M BbIMONHATL Takume onepauun, Kak obLmi A0CTyn, neyatb U
nybankaums BCero HeCKONbKMMU LesykaMu Mbiwn. Hanpumep:
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BbicTpo HaumHaTb PaboTy C MOMOLLbLIO HOBbIX BCTPOEHHbIX U OTMPABAEHHbIX Y4aCcTHUKaMM
coobuiecTBa WabNOHOB, KOTOPbIE HAaXOAATCA B VIHTEpHETe U MOryT 6bITb 4OCTYMHbI C MOMO-
wbto Publisher.

MNpocMaTprBaTh W pesakTMpPOBaTb COXPaHEHHble KOHTaKTHble JaHHble ANA OpraHvsauuu,
n3yyatb M 06HOBAATL CBOWCTBA (aWaoOB, 3anyckaTb MPOBEPKY MakeTa, YTOObl yCTpaHUTb
owmnbkn nepea nepegaven nybankauumn, n HacTpavBaWTe MapameTpbl NPOpeccroHaNbHOM
nevaTn — BCe Ha OAHOM BKNaake «CBeseHNA», Noka3aHHOW Ha pwuc. 17.

Vicnonb3oBatb WMHTErpvpoBaHHble BO3MOXHOCTM Me4yaTn A8 HacTPOWKM MnapameTpoB
neyat Npu NPoCcMoTpe Ny6arKaLmum ¢ IMHENKaMu 1 HOMepaMu CTpaHuL,.

CoxpaHaTb konuto nybavkaumto B popmate PDF nam B Buge nobpaxkeHns ana ynpoeHms
obmeHa 1 nepegaun nybaMKaLMM NO 3NEKTPOHHOW NouTe, MOArOTOBKMU NMybavKaumm K npo-
beccnoHanbHOM NeyaTn n MHoroe apyroe — Ha Bkaagke «CoxpaHUTb U OTNPaBUTb>.

@GS ” fea k@
EER oo oo bocomes o peasomomne o )
i Comanre
Ceepenus: Mybavkaumas =
B Coxparurs kax. A Y uf [

5 onowm [ —
(aF 3epems a-

— Puc. 17. Monyuute
Tmm [0CTyN KO BCEM
o 3aga4vam

B X ynpaBieHuns

dannamum B 04HOM

LEeHTPa/M30BaHHOM

npeAcraBieHumn
Backstage.
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Mepeaaya NyOAMKALMIA APYTUA MOAb3OBATEAIM

MHTeI’pMpOBGHHbIe BO3MOXHOCTHU nevaTtu HosmHka!

Publisher 2010 npesoctaBnseT coBMeLLEHHble BO3MOXHOCTW MeyaT U npeaBapuUTebHOro
NPOCMOTPa, UTO 3HauWTeNbHO ObneryaeT meuyatb Kak MPOCTbIX, Tak U CAOXHbIX AOKYMEHTOB.
HacTtpavBaiite napameTpbl neyatu nNpv npesBapuTeNbHOM NPOCMOTPE Ny6anMKaLMm — He HyX-
HO MepekYaTbCs MeXAy HECKONbKUMW 3KpaHamu, 4ToObl YBUAETb pe3ynbTaT W3MEHEHWN.
MpocMaTpuBaliTe rpaHnLLbl CTPaHWL, HOMepa CTPaHWuL, JUHENKU W Apyrve BaXkKHble CBeAeHMS
0 nevatu.

YBennunBante BbibpaHHyto 061acTb, NCMOAb3YWTE NNHENKY AN NPOBEPKN pa3Mepa bymaru nam
BblbepuTe, CKOAbKO CTPaHWL, AOKHO OTObpaxkaTbCi OfHOBPEMEeHHO. MOXHO TakXe WMCMonb-
30BaTb HOBYIO QYHKLIMIO NOACBETKM AN MPOCMOTPa CKBO3b Bymary, 4tobbl yBUAETb 06paTHYLO
CTOPOHY nybankauum n ybeantbca B NpaBUALHOCTU Neyatn. HenocpeacTBEHHO B 3TOM 06beAu-
HEHHOWN Cpefe MneyaT W NpeABapPUTENBHOTO MPOCMOTPA MOXHO YybeamuTbCs, UTO OO6BEKTHI

BbIPOBHEHbI Ha BCEX CTPaHULaxX ny6n|/||<au,v||/|.

@l o | . g =210
m frammss  Boames  Morercrpawmuw  Pscowsen  Peuswwposawne  Ewa

i Cowamms

o]
\et{

T Compamams xax =)
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CeeaeHns MNpunrep

Mocaegme -

Cozzam

CoxpawiTh 4 OTIpaBHT

Ommpasims & OneNote 2010

Haseanue Gpanerens

Tt s s e
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3 e

Puc. 18. MpocmoTp 1 ynpaBieHve BCeMU acrnekTaMu nevatu nybamkaumm.
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MoaAepXka npodheCCUOHAAbHOU U LUPPOBOU NeYaTH YAyyLueHo!

Yacto ans 6onblumx ob6bemMOB neyaTy BbICOKOTrO kKayectBa TpebyeTtca medyatb Ha npodeccumo-
HanbHOM npuHTepe. C nomoubto Publisher 2010 moxHo 6€3 npobaem ocyLecTBAsTb Npodec-
CMOHa/IbHYHO MeyaTb, UCMO/b3ys YYULEHHY MOAAepPKKY NPOodeccMoHanbHOM nevaTty, B TOM
yncne pasNYHbIE LLBETOBbIE MOAENN A1l MPOCTOrO MOJYUYEHNs HY>XKHOTO pe3ybTaTa.

Huxe nepevyncneHbl HEKOTOPbIE U3 AOCTYNMHbIX CPEACTB.

CoxpaHeHuve PDF-dalina c 3awutor naposem nam 6e3 Hee.

e Bbibop 1 yKka3aHne napaMeTpoB AN HECKOJIbKUX LBETOBbIX MOZE/NEN, B TOM UYMCie naalley-
HbIX UBeTOB, Komno3uTHoro upeta CMYK, Pantone PMS ©n HoOBOW UBETOBOW CUCTEMBI
Pantone GOE.

o Jlerkoe ynpaBaeHne BCTPOEHHbIMU WPUGTaMn 1 3aMeHOM LIPUDTOB.

e YcTaHOBKa MHOXeCTBa napamMeTpoB perncrpaumnn ny6n|/||<au,|/||/|, TakmMx Kak nedyatb noBepx

n HaCTpOI7IKVI naaweyHbIX LBETOB.

* Wcnonb3yite mMacTep coxpaHeHWa Ana naketa NpPodeccMoHanbHOro MpuHTepa, 4Ytobbl He3
YyCUAWUIA NOATOTOBUTL NyBAMKALIMIO K OTNPaBKe Ha NPOpeccMoHaNbHYO neyaTtsb.

CeeaeHna 0 NpodeccoHanbHOW Nedatm

L =

ﬁ‘ ¥npaeneHne napameTpamm AnA LEETOBEN MOAENEN,
BHEAPEHHBLX LWPNGTOE W pErMCTRaLIN.

Mapamertpel

" B 370 nyBankaumm ncnonssyerca ueetosan meaens RGE,
npofeccoHaneHo nevatn ~

-_- BuiGOp UBETOBOA MOAENW
' BuifepuTe UBETOEY MOAENE 404 NpodeccnoHansHo R
neyati: RGE, TpWagHbie MAK NAaWeYHbIE LEETa,

¥npaBnenue BHegPeHHBIMA WPHdTamMKA

BrBepuTe wpr@Te 408 3aMeHB M NapaMeTpel
nogHaBopos.

f MapameTpsi perucrpaumm
yl'lpEBﬂEHME TPENNWHIoOM, NEYaTbd NOBEPX U
NA3WeYHBIMK LUESTaMUH.

ab|
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CoxpaHuTs 4na NPodeccMoHansHOM neyat
MoaroTeeka nyBaukaunm aAna npodeccMonaneHoi neqaT: BeiBop Ka4ecTsa M TMNa daina, HanBonee Nogxo ALK
ANA BALLErD NPUHTEPA.

Coxpanenue ¢ kavectsom "Tpodeccmonansran nedats” oBeCnNeYMEET MAKCMANEHYHD rMBKDCTE B
NOAroTeBKE NyBAMKALIMK K NEYaT

Apyrie BapuaHTel KAYECTEa 0BECNEYAT MEHELLWE pasMepkl daitnoe (Npn HeoBxoaumocTi)

¢ MpodeccnoHansHan Nevate -
Co3aaHNe BbICOKOKaYECTBEHHOTO Garina camore BonsLUOro pasMepa, NOArOTOBAEHHONO ANA NPOGECCH...
& ®aiine Publisher (PUB) w PDF

L Co3sgaer konuwo B dopmate Publisher u PDF

o

Macrep
ynakoskn

Puc. 19. 3agaBante napameTpbl NPodeCccMOHaNbHOM NeyaT U 1erko NoAroTaBAnBanTe
ny6anKaumio K neyatu.

Coger. He TpaTbTe LeHHOe BpeMs, rajas, kak byaeT BbirfageTb Nybankauns nocae nevatm uimn nepegavv
APYrMM MOfb30BaTeNiiM — MOJy4YMTe MOMOLb nepes nybavkauumen. Bo3amMoXHOCTb NMpoBepKU Makera
B Publisher 2010 poctynHa Ha Bknagke «CBegeHus» B npeacTaBneHun Backstage. OHa nosBonser
npoBepsaTb NybAMKaLMIO Ha HalvuMe pacrnpoCTpaHeHHbIX OWWBOK B MakeTe U MpejoCTaBiseT BO3MOX-
HOCTW Ans ux ucnpasieHus. [poBepky MakeTa MOXHO TakXe MCMOo/b30BaTb AJis MPodeccroHanbHowM
neyatm un nybamkaumi, OTNpPaBAsieMbiX MO 3EKTPOHHOM MouTe, UTOObl OnpeaensaTb U UCNPaBAATb
pacnpocTpaHeHHble oWnBKN Nepes nx nepegadert nydbamkaumm.

NMy6Aukaumsa B cbopmaTte PDF nam XPS YayyweHo!

BbicTpo co3paBavite naeansHole PDF- nan XPS-Bepcumn nyb6avkaumm ¢ NOMOLLbIO PacCLUMpPEHHbIX
nmapameTpoB BbIBOAA, KOTOPbIe yNpoLatoT obwmin 4oCTyn Aaa nevatm Ha npodeccroHaibHOM
WAN HACTONbHOM MpPUHTEpPe, OTMPaBKM MO 3NEKTPOHHOM Mo4YTe WAWM MNPOCMOTPE B CeTW.
Co3paBaemble PDF-dalinbl MOXHO Aaxke 3aluTUTb naponem, utobbl 6esonacHo obmeHMBaTbCA
KOHPUAEHLMANbHBIM COAEPXUMbIM.
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Cenenun

Thnu gaiinos
Mocneanme

Bid9- & 3= m sepcus) Lo | ® s
[nasHan Bt Maker cpanmwe P Bua @
I coxparume
Coxpanus u oTnpasuTs CoxpanuTh nyGnukaunto
CoxpanuTe Kak
8 Tunsi paiinos Publisher
(5 omepems =4 Or ¢
. @ Ny6nucauun (*pub)
[ 3akpoms = | Gopmar baitna ne ymonuzHIo

(B] ] ws6aom (*.pub)
4 Havanenan Touka ann HoBEIX

‘ﬂ VissiennTs Tun paiina
Cospate
Mevats Cozpars AvymenT PDF/XPS
% Onybncosats HTML-oa
Cnpaeka
Ynakesarb
[:3 Mapamerpu
L@» Coxpanums 413 npodeccuonanshol
Bricon neuatn

Coobuecrao

= QTKpsiTs goCTYN CooBlLeCTsy
EL wabnoros

Ml o smaspyrar coummere

ublisher 2000 (*.pub)
Publisher 2000

MlyGaucauus Publisher 98 (* pub)
2| Cosmecrin € Publisher 98

Tnbi aiinos usoBpaxennii

y PucyHok & b

opuate Portable Network ..
aKEHIR K40 CTPHULE

0GP aseHI KaKACH CTPaHMYEI
ans nepeaasm o Urreprery

§& Pucymox s gopuste GIF (gif)

Z @opmar TIFF (" £iff)

Z PucynoK s Gopuate DIB (*.bmp)

Zpyrie THNL! Gaiines
@‘ Bet-crpanuua (*.htm)

H Coxparus xaK daiin apyror Tuna

Puc. 20. Co3painte
Konuto ny6am-
Kauumun B BUAE
PDF- nan XPS-
banna nam
COXpaHuTe KOMuto
B APYrmx
dopmartax

Ha BK1ajKe
«CoxpaHnTtb 1
OTNpPaBUTL»

B NpeACTaBaAeHUN
Backstage.

CoBerTtbl.

Ans cozpaHus PDF-¢daiina ¢ 3awmTon naponem Bbibepute napametp Cosgatb gokymeHt PDF/XPS
“ 3aTeM B AManoroBoM okHe Ony6aukoBatb kak PDF nam XPS wenkHute Mapametpbl. Hanante
napametp 3awmndgpoBaTb OKYMEHT C MOMOLLbIO Napon noj 3aronoskom Mapamertpbl PDF.

Konuto nybavkaumm MOXHO COXpaHUTb B HECKO/IbKMX dopmaTax n3obpaxeHui, Takmx kak JPEG, ans
NpoCTOM nepefayn Apyrum MoJb30BaTensM, kak mnokasaHo Ha puc. 20.Puc. 20. Co3gaitte konuo
nybankaumm B Buge PDF- nan XPS-daiina nam coxpaHute konuio B Apyrvx Gopmatax Ha BKAaAKe

«CoxpaHuTb 1 OTNpPaBuTb» B NpeacTaBaeHnmn Backstage.

fl3biIKOBble CPpeACTBA YAyYLIeHO!

Tenepb Bce MNO/b30BaTENN, KOTOPbLIM MPUXOAUTCA paboTaTb Ha HECKO/IbKMX A3blKax, MOTyT 6onee
rmbKo OpraHv3oBbIBaTb CBOKO feATebHOCTb. [1pocTas HacTponka MHOroA3bIKOBOTO UHTepdeica
C MOMOLLbIO OTAENbHbIX A3bIKOBbIX HAaCTPOEK A1 PefakTMPOBaHWUA, BCMbIBAOWMX MOACKA30K,
cnpaBku 1 nHTepdeiica.
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Mapamerpei Publisher | % e

Obwme E
m %’? 3a/aHne A3bIKoBLIX NnapameTpoe Office.

Mpasonucanne -

CoxpaHeHue BbiGOp A3bIKOB PEaKTMPOBAHHA

Ak ] Ao6aENEHNE JONOAHNTENBHEIX A3EIKOE 418 PEAAKTHPOEAHNS 0KYMEHTOE, ASHIKM PEAAKTHPOEAHNA
ONPEAENSIOT ASLIKOBEIE HYHKLINM, TAKME K3K C10B3PK, NPOBEPKA rPAMMATHEM W NOPRA0K COPTUPOBKN

AcneanuTeasHo FA3bIK peAaKTUPOBaHHA Packnagka knasMatypsl  Mpasonucadue (opdorpad

HacTpoiika neHTel PYCCKMIA <MO yMON4aHKuio>  BraueHo ‘7 YcTaHoBNEHD | |
aHrMIACKKE [CLLA) BrAnueHo v

MaHens GBuCTpOro AocTyna

4 m 3

HaacTpoiiku

‘moﬁaame,qononnwenunuenamcm PEAAKTUPOEAHNA] lz' ‘ JoBasuTe |

LiEHTp yNPaENEHHA BE30NACHOCTED
BoIBOD A3LIKOB WHTEPHENRCa W CNPaBKK

3a4afTe NPHOPHTETE A3LIKOE 419 KHOMOK, BKA3ACK W CNPABKK (1)

Asbik WHTepHelica A3blK CNPaBKN

1. Wcnons3oBatk a3bik Microsoft Windoy) | - | 1. WMcnons3oBaTh A3bIK MHTEpdeica <1 ‘ - |
2. pycckui [Z] 2. pyceruii E]
4 L 3 a4 n 3

[» NpocMoTp A36IKOE MHTepdeica, YTaHOBAEHHLIX A8 KaX40il nporpammsl Microsoft Office

% Kak no/yuuTe AONOAHUTENbHEIE A3EIKW MHTEp G elica  cnpaBky ¢ Beb-caiita Office.com?

BmBOp A3bIKa BCNALIBAMIMX NOACKAS0K

BrifepuTe a3bik 419 BCUALEI0WMY NoACKa30K ) | Menons306aTh ASEIK MHTepdeiica lzl

% K8K NONY4uTE AONOAHWTENbHEIE A3EIKN BCMABIEE M WX NOACKAIOK € calTa Office.com?

Puc. 21. lNpocTan ycTaHOBKa OTAE/IbHbIX A3bIKOB
AN pefakTMpOBaHMA, CpaBky, OTOBpaXeHNs 1 NOACKa3oK.

CoBerTbl.

° an AO6aBﬂeHI/II/I A3blKa, ANA KOTOPOro He YyCTaHOBJIEHbI CpeacCTBa MPOBEPKM WM packnajka
KnaBuaTypbl, BbIBOAUTCA yBEAOMAEHNE CO CCbJIKAMU ANA peLleHna I'IpO6J'IEMbI, KakK noka3aHo Ha pwuc.
21.

e [lpn BbIBOpe s3bIKOBLIX MapameTpoB B Publisher 2010 oHu npumeHsitotca ans Bcex sasbikoB Office
2010, B Tom umcne Microsoft Word, Excel, PowerPoint, Outlook, OneNote®, u (3a UckartOUEeHMEM
napamMeTpoB BCMJbIBatoLWMxX Noackasok) Access®, SharePoint® Workspace n InfoPath®.

Co3A0HME CMUCKOB KAUEHTOB U YNPABAEHUE UMMU

Mpy HanAMuMM CyLLeCTBYHOLUMX CMUCKOB KAWMEHTOB WAM KX npuobpeteHun Publisher 2010
obnervaetr obbeaVHeHVE W pefaKTUPOBaHME CMWUCKOB W3 HECKOJbKUX MCTOYHMKOB, a Takxe
ynpasneHve nmn. ObbeanHanTe N peaakTUpymnTe CNMCKM KINEHTOB U3 Pa3INYHbIX UCTOYHMKOB,
Takmx kak Excel, Outlook, Word n mHorue gpyrue.
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4 83 Bwépatk us koHTakToE Outlook...
0
i OTMEHNTE CAUAHKE

I Puc. 22. Co3gaBavite CNUCKNU paccbiikm 1 yrnpasasnte nmn B Publisher 2010.

OTnpaBka HHPOPMALLMOHHbIX GIOAAETEHEN MO DAEKTPOHHOM NoYTE

Bbl Mcnonb3yeTe 3NEKTPOHHYO NOYTY Ha paboTe UM Ha OTAbIXe NMOYUTU Kaxabll AeHb. O6bIUHO
Mbl MOXEM KOHTPOJIMPOBATb TONbKO COAEPXUMOE COOOLLEHWUS 3/1eKTPOHHOW MOUThbl, HO He
BCErfa MOXHO KOHTPO/AMPOBATb BHELWHWA BUA COOOLLEHWUs, KOTOPbIA ByaeT AOCTyreH auuy,
noayumBLLEMY coobLLeHne. MoryT OTCyTCTBOBaTb PUCYHKM Wan xe GopMaTMpoBaHME MOXET
6bITb MCNopyYeHo. Bbl faxe MoxeTe He 3HaTb 06 3TOM, eCan NoslyyaTeNb COOBLLEHNSA He CKaxeT
BaM. Publisher 2010 no3Bonsetr He 6ecnokoutbcs O TOM, Kak OyaeT BbIrNAAeTb COObLLeHMe
3/IEKTPOHHOW MOYTbI MOC/e ero oTrnpaBku. [eno B TOM, YTO MO/Ib30BaTe/lb MOXET BOCMOJ/Ib30-
BaTbCA CneLmanbHON GyHKLUMEN NpeaBapUTeIbHOro NPOCMOTPa COOBLLEHMS Nepes ero oTnpas-
KOW 1 y6eanTbCs, UYTo Apyrve noayyat coobLieHne B TaKOM Xe BuAe.

Hanpumep, MOXHO nerko npeobpa3oBaTb MHOrOCTPaHW4YHyr0 nybauvkauuto B dopmat ane-
KTPOHHOW MOuYTbl U MepejaTb ee B BUAE OAHOro CoobLeHMsa C 3akiajkaMu, KOTopble MOMOryT
ynTaTensam HbICTPO NpocMaTpmBaTb coobLeHMe.

MNpocMoTpute BronneTeHb, nNepesaBaeMblli MO 3J1EKTPOHHOW MoOYTe, U OTNpaBbTe €ro C NOMo-
wbto Outlook 2010 nam apyroro NpuUaOXKeHNs SNEKTPOHHOM NOYTbI HEMOCPEACTBEHHO Ha BK/1aj-
ke «COXpaHWTb 1 OTNPaBUTbL» NpeAcTaBaeHNs Backstage, kak mokasaHo Ha pucyHke puc. 232

® BO3MOXHOCTb OTNPaBAATL NYBAMKALMIO MO 3NEKTPOHHOW MOuTe HEeMoCpeAcTBeHHO W3 Publisher gocTynHa Tonbko npw
ncnonbsosaHum Microsoft Outlook nan Apyroro NpuAoXeHns aas pPaboTbl C 31EKTPOHHOW NMOYTOW, coBMecTuMoro ¢ MAPL
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Puc. 23. B Publisher 2010 mo>xHO npeaBapuTeNbHO NpocMaTpuBaTh
CoObLLEeHMe 31eKTPOHHOW NOYTbI, YTObbI y6eanTbecs, uto dopmat
N N306paxKeHnsa B HEM He NOBPeXAEHbI.
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Bce noa pyrou

Publisher 2010 nomoraet co3gaBaTtb, HacTpamBaTb W COBMECTHO MWCMOJIb30BaTh LUNPOKMNI

AnanasoH npodeccMoHasbHO OPOPMAEHHbIX MNybAMKauMA W MapKETMHTOBbIX MaTepuasnos.

Ans a3pdekTMBHOrO npenogHeceHns uaen B NybanKaumax pasANYHOrO TMMa He HY>XXHO ObiTb

CNeumranncToM B 061acT HaCTONbHBIX M3AaTeNbCckux cuctem. MNpu co3gaHnm bpoltop, MHPOop-

MaLIMOHHbIX 6I-OJ1}1€T€H€I7I, OTKPbITOK, MO34PaBUTENbHbLIX OTKPbITOK WAW 3NEKTPOHHbIX 6ronne-

TeHen MOXHO A0OUTHLCA BbICOKOTO KauecTBa, He MMes onbiTa paboTbl € rpaduKon.

Bo3smoxkHOCTH
M NpeuMMmyLLecTBa

Fae HaxoaAuTCH

HoBuHka! AEeHTa

e JleHTa 3aMeHSET MEHIO U MaHean WHCTPY-
MEHTOB, pacrosiaraBlUMecs B BepXHeW yac-
TV 3KpaHa.

e YTOObI HacTpPOWTb JIEHTY, B NpeAcTaBAeHUN
Backstage wenkHute Mapametpbl, a 3aTem
— Hacrpoiika neHTbl.

HoBuHka! MpeacTtaBAaeHME
Backstage

e LlenkHute Bknaaky ®aiin (otobpaxaemyro
Ha NeHTe cneBa OT BKNaAkM «[naBHas»),
yTobbI OTKPLITL NpeacTaBneHme Backstage.

YnyuweHue! MNpocTon AOCTYN
K LLOBAOHOM B MHTEPHETE

o [leperigute Ha BKnaaky ®Dain Ha neHTe,
4TOb6bI OTKPLITL MpeacTaBneHne Backstage,
a 3aTem wenkHuTe Co3path.
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Bo3smoxkHOCTH
M NpeuMMmyLLecTBa

Fae HaxoauTCH

Ynyuuwenue! DOKOHOMMUS BPEMEHM e [lepenante Ha Bknagky ®aiun, ytobbl OT-
30 CYEeT NOBTOPHOIO KpbITb MpeacTaBieHve Backstage, a 3atem
MCMNOAb3OBAHMA wenkHuTe Co3paTth.
COAEPKUMOTO e BbibepuTte Hy>XHyO KaTeroputo WwabioHoB,
a 3aTeM BblgennTe WabnoH.
e HactpoWte wabnoH C nomoubio napa-
METPOB B MpaBol obaactu npeacraBieHuUs
Backstage v npocmatpuBalite naMeHeHus
Nno Mepe UX BHECEHUS.
Ytobbl COXpaHUTb CBEAEHUS O KOMMaHUK
M MCMOAb30BaTb MX B NybANKaLWAX, BbINOAHUTE
cnepyroline AencTBus:
e [leperignute Ha Bknagky @Pain, 4TOOBI
OTKpbITb NpeactaBneHne Backstage. LLenk-
HWTe Bkiagky CBeAeHMs, a 3aTeM LLeNK-
HuTe NU3ameHnTb 6U3HEC-nHPpopMaLuto.
YnyuuweHue! CTOHAQPTHbIE BAOKM Ans poctyna k cTtaHAapTHbIM 6a0KaM BbIMOA-

HUTe CiesytoLLme AeCTBIS.

e Ha Bknagke BcraBka sieHThl B rpynne CraH-
AapTHble 6a0KkM wWenkHMTe Yactn crpa-
Huu, Kanenpapu, O6bpamneHue u akueH-
Tbl i PeknamHble 06bABNEHUA.

Ans  co3paHma  COBCTBEHHbIX  CTAHAAPTHbIX
6/10KOB BbINONHUTE CleAytoLLme AeNCTBUSA.

e llenkHute npaBoW KHOMKOW MbIUN Bbl-
H6paHHbI 06BEKT, PUCYHOK, TEKCTOBOE Moje
nunnm unx codetanue. LenkHnte CoxpaHuUTb
KaK CTaHAapTHbIN 610K, a 3aTeM HaXMuTe
kHonky OK.
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Bo3smoxkHOCTH
M NpeuMMmyLLecTBa

Fae HaxoauTCH

HoBuHka! OBbmeH C cooBLLLECTBOM
noAb3oBaTeAen Publisher

Ytobbl NpepocTaBMTL AOCTYMN K CBOeMy Liab-
JIOHY Monb3oBaTeNiM COObLLECTBa, BbINOAHUTE
cnepyroLine fencTBus.

e [lepelignte Ha BKknagky @aiAn, uTOObLI
OTKPbITb NpegcTaBneHne Backstage, a 3atem
wenkHuTe JMoctyn. Bbibepute napameTp
OTKpbITb AOCTYN coobliecTBy WabioHOB
1 3aTeM LWenkHUTe OTKPbITb AOCTYH.

Ytobbl npepoctaBuTb  COObLLECTBY  AOCTYN
K CBOEMY CTaHZAApTHOMY 6J10Ky, BbINOJHUTE
cnepyroLne AencTBus.

e lllenkHMTe NpaBON KHOMKOW COXPaHEHHbIN
CTaHAAPTHbIM BAOK B KOMNEKUUW U Bbibe-
pute KoMmaHZy OTKpbITb AOCTYn coobuie-
CTBY CTaHZAaPTHbIX 6/10KOB.

YnyuweHue! 3ameHa
N PEAAKTUPOBAHME
PUCYHKOB

[ns 3aMeHbl pucyHKa BbINOJHWUTE CaeayroLive

AencTBus.

e Bblgennte pucCyHOK, a 3aTeM Ha BKJIajke
Pa6oTa c pucyHkamu | ®opmar B rpynne
KoppektupoBka LenkHute W3meHUTb
PUCYHOK.

OnA pefakTMpoBaHNa 0TObpaXKaemMoro pucyHka
BbINONHUTE ClejytoLine AeNcTBrS.

e Ha Bknagke Pabota c pucyHkamu |
®dopmar B rpynne Pasmep wenkHuTE
O6pesatb. [lpn noaeneHMM 0Ope3HbIX
MeToK nepeTawute n3obpaxeHne n obpa-
TWTE BHWMaHWe, YTO FpaHULibl PUCYHKa He
nepemMeLlatoTcs. ViameHslTe pasmep, mac-
wrab, naHopamupynte wan obpesaiite
n3obpaxeHne Ans OTOOPaKEeHW HY>KHbIX
3/IEMEHTOB PUCYHKa B BblZeNeHHON obnac-
™M  WIM  NepeTackvMBainTe, obpe3aliTe
1 M3MEHANTe ee pa3mMep, Kak Tpebyetcs.
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Bo3smoxkHOCTH
M NpeuMMmyLLecTBa

Fae HaxoauTCH

Ynyuwenwue!

3ameLLatoLLme PAMKM
PUCYHKOB

e Ha sknagke BcraBka B rpynne Unnroctpa-
UuM LeKHWUTe 31eMeHT 3ameljarolias
pamKa pucyHKa.

HoBuHka!

MoANMCH K PUCYHKOM

e B nybaukauum BbIbepuTE PUCYHOK WAU

3aMelLLatoLLy0 paMKy pUCyHKa.

e Ha Bknagke Pa6ora c pucyHkamu |
®opmar B rpynne CTuam puUCYHKOB
LenKkH1Te 3aro/iIoBOK.

HoBuHka!

CMEHA PUCYHKOB

e Bblgenute gBa nzobpaxeHuns B nybankauum
nan wabnoHe. 3ateM Ha Bknagke Pabota
¢ pucyHkamu | ®opmar B rpyrnne O6meH
WwenkHTe O6MeH. an wenkHnTe cTpenky
nog komaHgou Mepeknrountb 1 BbibepuTte
napametp Mepekntountb T0/1bLKO popma-
TUpoOBaHue.

HoBuHka!

OdopmaerHme OpenType

e Bbigennte TekcT B TEKCTOBOM mnosie. 3aTem
Ha Bknagke Pa6ora ¢ Hagnucavm |
®opwmar B rpynne OpopmaeHue otkponTte
byHkumn opopmnenmsa OpenType.

Mpumeuanwme. MNpy npumeHeHUn GopmaTMpPOBaHUA
C ManbiMu nponucHbiMm uepes rpynny LpudgT
Ha Bknagke Pa6ora ¢ Hagnucamu | ®opmart
Masble nponucHble 6ykBbl ByayT aBTOMaTUYECKM
NCMOAb30BaTbCA B LIPUdTaX, NpesycMaTpyUBarOLLIX
3Ty GYHKUMIO.
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Bo3smoxkHOCTH
M NpeuMMmyLLecTBa

Fae HaxoauTCH

HoBuHka!

AMHAMMYECKMM
NPOCMOTP

Bbigennte TtekcT wvam obbekT (Hanpumep,
Tabamuy wam  m3obpaxeHuwe), HaBeauTe
yKasaTeNb Ha MapamMeTpbl B KOJAEKLMUAX
dopmaTMpoBaHMa, 4UTOBbI  MPOCMOTPEThb
npumeHeHve QGopmMaTUPOBaHNA K COAep-
KUMOMY.

Hanpwvimep, Bbigennte nsobpaxeHuve, a 3a-
TeM Ha Bknaake Paborta ¢ Hagnucamm |
®opwmar B rpynne CTUAM PUCYHKOB HaBe-
AVTe yKasaTesb Ha CTUN PUCYHKOB, YTOObI
MPOCMOTPETb UX MPUMEHEHME K BbIAENEH-
HOMY U306paxkeHuto.

HoBuHka!

BCTOBKO C AMHOMMYECKMM
MNP EeABAPUTEABHBIM
MPOCMOTPOM

B TekctoBomM none wienKkHuTe KHOMKOM
MbILWN MECTO A/1d BCTaBKN CKOMMPOBAHHOIO
TeKCTa.

Ha Bknagke TlnaBHas B rpynne bydep
obMeHa LefKHUTE CTPenky mnoj KHOMKOW
BcraBUTb, UTO6BI NPOCMOTPETL NapameTpsl
BCTaBkW. WMan npaBol KHOMKOW  MbILK
WeNKHUTE B MeCTe BCTaBKW, 4TOObI Mpo-
CMOTpeTb NapameTpbl BCTaBKW. 3aTeM HaBe-
AVTe yKasaTeslb Ha OTAe/bHbIV BapuaHT A4
NpocMoTpa pe3yabTaToB U BblbepuTe HyX-
HbIVi MapameTp BCTaBKMW.

MapameTpibl BCTaBKH:

%ﬁi

HoBuHka!

TEXHOAOIMS BbIDCOBHMBAHMS
0ObEKTOB

Ha ctpaHuue wan Ha Bknagke BcraBka
BblibepunTe O6BEKT AN BCTABKM.

MepetalwmTte 06BbEKT N 06paTUTE BHUMaHME
Ha MOSBMBLUMECS HamnpasAslOLLME NPU Bbl-
paBHUBaHWUN ob6bekTa OTHOCUTENbHO
CYLLEeCTBYIOLMX N306paxeHul, duryp mau
TEKCTOBbIX NOJIEN Ha CTPaHuLLe.
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Bo3smoxkHOCTH
M NpeuMMmyLLecTBa

Fae HaxoauTCH

Ynyuwenwue!

LLeeToBOs NAAUTPA

Bblgennte TekcT nam obbekT B nybankaumm
M obpaTuTecb K LIBETOBOM Manutpe Ans
dopmatnpoBaHus 3Toro obbekTa. Hampu-
mMep, Bblgenute GUrypy WaM TekCT. 3aTem
Ha Bk1agke MHCTpymMeHTbl pucoBaHusA |
®opmar B rpynne Cruam  ¢urypbl
WenkH1Te 3anneka purypbi.

YnyuweHue!

ABTOCOOPMAT TABAMLLBI

Bbigennte  Tabavuy B nyéankaumn.
Ha Bknagke Pabora ¢ Ttabauuyamu |
KoHcTpykTop B rpyrnne ®opmatbl Tabauw,
npocMoTpuTe konnekunto  dopmatbl
Tabnuy, VAN B HUXHEN 4YacTu KOoAneKLuuun
wenkHute ABTodpopmatbl Tabnuu,

CxeMbl MaKeTa

Ha Bknagke MakeT cTpaHuubl B rpynne
Cxembl HaxogaTca ranepeu LiBetoBble
cxembl ¥ LpudToBble cxembl. BHU3y
06enx KONNeKUUA MOXHO BblbpaTh MYyHKT,
Mo3BO/IAKOWNA  CO34aTb  COBCTBEHHYHO
cxemy.

HoBuHka!

CkpblTne
BCMOMOTATEAbHOM
obAacCTH

Ha Bknagke Bwug B rpynne [Mokasatb
Bbibepute BcnomoratenbHas o6nacTb,
ytobbl MOKasaTb COAEPXKMMOE BCMOMO-
ratenbHo obnactn. CHAMUTE BblAeNeHue,
yTObbI CKPbITh COAEPXKMMOE BCMOMOraTeb-
HoW obaacTw.
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Bo3smoxkHOCTH
M NpeuMMmyLLecTBa

Fae HaxoauTCH

HoBuHka!

MWHU-MAHEAD
MHCTPYMEHTOB

Ans paboTbl C MWHM-MAHEbIO WMHCTPYMEHTOB
BbIMOJIHUTE CliedytoLLime AeCTBUS.

Brigenute TEKCT. Mpwn nosBAEHUN
npo3payvHoin naHenu WNHCTPYMEHTOB
HaBeaMTe Ha Hee ykasaTtenb, 4TObObl OHa
npuobpena obblYHbIN BUA. MNocne 3Toro
MOXHO BblbUpaTh HEObXOAMMbIE CpeacTBa
WAN NepemMeLLaTb NaHeb.

Utobbl aKTMBMPOBaTb MUHU-MAHENb WHCTPY-
MEHTOB, BbIMOJIHUTE C/eAytoLme AeNCTBUS.

Echv MUWHWM-naHenb  WMHCTPYMEHTOB  He
NnoABAAETCA aBTOMAaTU4Yecky, nepernute Ha
BKNaaKy @ain, utobbl OTKPbITh MpPeAcTaB-
neHve Backstage, a 3aTem LenkHWTe
MapameTpbl.  Bikiounte  MUHM-NaHenb
WMHCTPYMEHTOB Ha BKknazke O6wue B auna-
norosom okHe Mapamertpbl.

[MpocToe co3aaHme
KATEropum 1 AOCTYyN
K COBCTBEHHbIM
LLIOBAOHAM

Mepenante Ha Bkiagky @aiin, uTOOBLI
OTKpPbITb NpescTaBneHne Backstage, a 3atem
wenkHMTe CoxpaHutb Kak. B none Twun
daiina Bbibepute LWabnoH Publisher
(*.pub), uTObBLI BbLIGPATL WAM yKa3aTb
KaTeropwmto.

Ans poctyna K Moum wabaoHam Lenk-
HuTe BkAaaKy ®ain, yTobbl OTKPLITE Npes-
cTaBneHne Backstage, a 3aTem wWwenkHuTe
Co3parthb.
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BO3MOXXHOCTH
U NpeuMmyLLecTsd

Fae HaxoaAUTCA

Ynyuuwenue! MHTErPMPOBAHHAOS e [lepelignte Ha Bkaagky Pain, yTobbI
nevyaTb OTKPbITb NpejcTaBneHne Backstage, a 3atem
wenkHute Meuatb.

e YCTaHOBWTE AN MHOrFOCTpaHW4YHOW ny6auka-
UMN ABYCTOPOHHIOK MevaTb, UTOObl BKJIHO-
UATb JNEMEHT YynpaBfAeHWs MOACBETKOW B
BEPXHelM MpaBoW 4yactu obnactv npegBapu-

TeNbHOro NPOCMOTpa.
Ynyuuwenue! MNoaAep>XKA e [epelignte Ha Bkaagky @ain, uTO6LI
NPOJdECCUOHAABHOM OTKpbITb NpegcTaBneHve Backstage. Llenk-

M LMJOPOBOM NEYATH

HWTe BKJaaKky CBefieHUs, a 3aTeM LUEKHUTE
MapameTtpbl npodgeccuoHanbHOW neyvaTy,
yTO6bI BbIGpPATL LBETOBYHO MOZAENb U yNpaB-
NATb BCTPOEHHbIMW LWpUbTaMU U APYTUMUA
napameTpamu.

e Korga npeseHTauma byaer rotoBa K nedartu,
B NpeAcTaBAeHUM Backstage LLEeNKHUTE
Aoctyn, a 3atTem — CoxpaHuTb ANA npo-
deccmoHanbHO NevaTu.

Ynyuwenwue! CosaaHue PDF nam XPS

o [epelignte Ha BKnagky ®aiin, uTOGHI
OTKpbITb npeacTaBneHne Backstage. Llenk-
HuTe [loctyn, a 3aTeM — Co3paTh AOKYMEHT
PDF/XPS.

MpumeuaHune. [lns npocToli nepejauv ApyrvM MoJb-
30BaTeNsM  KOMUKO  MyGAMKaLMM MOXHO COXPaHWUTb
B HECKONIbKMX  dopmMaTax  M306paxkeHWn,  Takux
kak JPEG. Hagctpoiikun He TpebytoTca. YTobbl BbibpaTh
HY>XHbIA dopmaT dalino., B npeacTaBaeHun Backstage
Ha Bkaagke Joctyn uwenkHnute U3mMeHUTb TUN
daiina.
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Bo3MoXXHOCTH
U NpeMmyLLLecTsd

Fae HaxoauTCS

YnyuweHue! 93bIKOBbIE CPEACTBA

Ha Bknagke PeueHsupoBaHue B rpynne
A3bIK wWenkHUTe A3biK, a 3aTeM — fA3bIKO-
Bble napameTpbl.

MpumeuaHme. V3mMeHeHVe 3TUX NapameTpoB B HO60M
npunoxenun Office 2010 pacnpocTpaHseTcs Ha Bce
JOCTYMHbIE MPUIOXEHNSA 3TOrO Habopa.

MNpoBepka MmakeTa
AAS BbISBAEHMS

M UCMPABAEHMS
TUMMYHbBIX OLLIMOOK
MaKeTa

Mepenante Ha Bknagky ®aiin, utobbl OT-
KpbITb npeactaBneHne Backstage. LenkHute
CBepeHus, a 3aTeM — BbinonHUTbL NpoBep-
Ky MakeTta.

Co3aaHME CcnMcKa
KAMEHTOB
M YMPABAEHME UM

Ha Bknagke Paccbiniku B rpynne Hauano
paborTbl WwenkHTe BoibpaTb Nnonyuyateneii.

Otnpaska
MHAOOPMALLMOHHBIX
BlOAAETEHEN

MO DAEKTPOHHOM MoYTe

OTkpoiTe bronneTeHsb.

MNepenante Ha Bknagky ®aiin, utobbl OT-
KpbITb NpeacTaBneHne Backstage. LenkHute
Doctyn, a 3atem — OTnpaBuTb No 3se-
KTPOHHOW nouTe, 4TO6bI BbIOpPaTh nNapa-
METpbI A5 OTAPABKW TeKYLLEeN CTpaHuLbl Uan
BCEX CTpaHuy, WHdOpMaLMOHHOro 6rosise-
TeHs.

OTNpaBKa dOAMAOB
HENOCPEACTBEHHO
M3 NPOrPAMMGBI
Publisher

Mepenante Ha Bkaagky @aiin, uUTOOGBLI
OTKpbITb MpeacTaBieHne Backstage, a 3atem
wenkHnTe [Mfoctyn. UenkHute OTnpaBuTb
Mo 3/1eKTPOHHOI mnouTe, YTO6bI OTNPaBUTb
dalin B BUAE BAOXEHWUA K 3NEKTPOHHOMY
COO0bLEeHNIO.
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CpoeHEHUE BEPRCKIA

O ®yHKLUMS 1AM BO3SMOXHOCTb B YaydweHve

BonAoLLLEHME MAEM

CoO3A0HME MPUBAEKATEABHbBIX MYDAMKALLMM

M HoswuHka

Aoctyn Kk Be6-wwabnoHam

HenocpeactBeHHo m3 Publisher 2010 nonyuarite
AOCTYN K WwabnoHaMm, CO3AaHHbIM M pa3MelLLeH-
HbIM B WHTepHeTe opraHv3auuamMu u Apyrumu
nonb3osatenamu Publisher.

Hacrpowka wa6a0HoB

DKOHOMbTE BpeMA 3a CYeT MHOrokpaTHOro
MCNONb30BaHNA COAEPXMMOrO B  HECKOJNbKMNX
wabsoHax n nybankaumax, Hanpuvmep KOHTaK-
THble JAaHHble OpraHv3auun, LBeTOBble CXeMbl
M cxembl  WPUPTOB,  BKAKOYalOLWMe  3Imbremy
W aApec opraHv3auuu.

MpeaBapuTeNnbHbIA NPOCMOTP Ppe3y/IbTaToB
npUMeHeHUA pas/IMYHbIX WabioHOB K coaep-
XXUMomy

HacTtpaveas wabnoHbl, npocmaTpusamnTe
M3MEHEHUA COAEPXMMOro ele A0 CO3AaHuA
nybankaymn.
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YA06HbIV AOCTYN K HY)KHOMY COAEPXXUMOMY

Bbibupalite U3 KOANEKLMIA BCTPOEHHBIX U Mpea-
CTaB/I€HHbIX COOBLLECTBOM CTaHAAPTHbIX 610KOB,
Takmx Kak obpamseHus, 6okOBble MaHeaw,
KaneHAapw v T. 4., AN CO3jaBanTe U COXpaHamnTe
cobcTBeHHble 610KM AnA UX BbICTPOro NUCMOAb-
30BaHus.

2003

2007

2010

O6bmeH ¢ coobuwecTtBoM MoJib3oBaTesen
Publisher

OTtnpaBnsnte  nonb3oBaTeNbCkMe  LWABAOHBI
N cTaHgapTHble 6aoku Publisher 2010 Ha Beb-
cant Office.com B BUAe KOHTEHTa coobLlecTBa.

yl'lOpSlAOl-IVIBaHMe wabaoHoB

MpocToe co3gaHve KaTeropuin U Joctyn K cob-
CTBEHHbIM WabnoHaMm M3 nankn «Mow wabno-
Hbl».

3ameHa 1 peaKTupoBaHMe PUCYHKOB

MeHsnTe n3obpaxkeHns, COXPaHAN BHELUHUI BUA
n maket nybamkaumn. B Publisher 2010 tenepb
MOXHO MpocMaTpuBaTb BCe M306paxeHne BO
BpeMA  MepeTackuMBaHWsA, MaHOPaMWPOBAHWS,
MacluTabupoBaHus, obpeskun doTorpadmm
B 06/1aCcT mM306paxeHns, 4TOObI KaxAbli pa3
oTobpaxanacb Hy>KHas KapTUHKa.

Pe3epBupoBaHue mecta ANs PUCYHKOB

YT0bbl f06aBUTL PUCYHOK M3 GaNNoB, LLESKHUTE
3HaYOK B LIEHTpe 3amnoJIHUTeNs puCyHka (Hasbl-
BaeMblll paHee paMKOW pucyHka). [Mpu BCTaBke
PUCYHKa 3amoJIHNTENb COXPaHAeT CBOW pasmMep
Y 3anoJIHAETCA BCTaBAAEMbIM PUCYHKOM.

Microsoft
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2003

2007

2010

Bbi6bop M3 MHOXecTBa Nognucei K pUcyHKam
M MaKeToB

B konnekuun napametpoB $opmaTMpoBaHuA
M MakeToB MNOAMWCEN MOXHO BblbpaTb pas3nu-
YHble MaKeTbl PaCrnoNIOXEHNA MOANNCEN K U30-
HpakeHNAM, HanprvMep B BEPXHEW UAN HUXKHEN
yactm  poto, no 6Hokam WM NOBepX WU30-
HpaxkeHus.

MpocToe BbipaBHMBaHWE OTHOCUTEJILHO Cyllie-
CTBYHOLUX 06BbEKTOB

YcoBepLueHCTBOBaHHasA TEXHONOTUA  BblpPaBHU-
BaHWSA nNpejnaraeT JuWHaMUYyeckume Hanpass-
loliMe,  yKasblBaloWwMe — pacrnonoXeHus  Ans
06BEKTOB (TEKCTOBLIX MOJIEN WA N30BpaxKeHWUI)
npyv nepetackMBaHWM W MO3BOJSOWME JIErKO
pa3mellaTb HOBble O6bekTbl B NtO6OM MecTe
nybankaumn.

Bbonee s3¢dpdpexkTHOE OpOopmMaeHUe

BHewHWn BuA nybankaumii MOXHO yayuylnTb
C NnomMoLbto GYHKUNA OPOPMAEHUS, AOCTYMHbIX
ans MHorux wpundtoB OpenType, a Takxke ans
nmratyp, CTUANCTUYECKUX HabopoB 1 T. A.

OdopmneHne nybamkaumn B GUPMEHHOM
cTune

CoxpaHsainTe GUPMEHHBbIV CTUAb, BbIBUpPas 1 npu-
MEeHSS LBETOBYH CxeMy K nybamkauumsm u cylue-
CTByIOWMM LWabnoHaM, KOTOpble Tenepb coze-
p>XaT LWAPOKMIA Anana3oH OTTEHKOB.

MpocToe popmaTpoBaHue Tabany,

Ana 3KOHOMWUW BpPEMEHM W yayylleHus Buaa
Tabavy B Nnyb6anKaLmMax MOXHO BOCMOJ/Ib30BaTbCA
KO/IeKLen BCTPOEHHbIX CTUaen TabaunL,

Microsoft
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C3KOHOMbBTE BPEMS U YNPOCTUTE CBOIO PABOTY

2003 2007 2010

MpeaBapuTEeNbHBIA NPOCMOTP pe3y/ibTaToB

CakoHOMbTEe BpemMA W BbibepuTe Hy>XHbIM Ba-
pvaHT GopmMaTMpoBaHVs, NpeABapUTENbHO MPO-
CMOTpPEB ero nepej NpMMeHeHneM K TeKCTy Wau
obbekTam.

Bonee yao6Hasa pabouas obnactb

MpoCTO  LWENKHUTE MbIWbHD, YTOObI  CKPbITh
COZEpPXMMOe BCMoMoOratesbHon ob6aactn u BU-
AeTb  TONbKO  06nacTb  CTpaHuubl;  YTOOBI
BOCCTAHOBUTb COAEPKMMOE, LLEJKHUTE elle pas.

Mpocra HaBuraumsa no ny6ankaumnam

HoBas ob6nactb HaBuraumm no cTpaHuLam
COAEPXUT 3CKU3bl BCEX CTPaHMWL, B nybavkauumu,
yTO NO3BOASIET ObICTPO NepemMeLLaTbCs MexXay
CTpaHuLaMu, nepeTackmBatb MX AN U3MEHEHUS
nopsAka 1 Nerko BbINMOJHATL Pa3/nyHble 3aZaun
ynpaBAeHWs CTPaHULAMW.

Hy>XHble CPpEeACTBO BCETAQ MOA PYKOM

2003 2007 2010

bosnblue pe3y/bTaToOB 3a MeHblUee BpeMs

flBnascb HoBuHKOM B Publisher 2010, Hactpau-
BaeMas JieHTa AOCTyrnHa MpakTMYeckn BO BCEX
npunoxenuax Office 2010 wn obecneumBaet
BbICTPBIN AOCTYN K BONbLUMHCTBY KOMaHA.
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2003

2007

2010

MHo>xectBO PpyHKUMIA paboTbl C AOKYMEHTOM
B e4VHOI o6aacTn

MpeacrtaBneHne Backstage 3ameHseT 06bIvHOE
MeHto «®Pann», nos3sonsetr ObICTPO NPUCTYNUTb
K paboTe ¥ BbINOMHATL TakuMe onepauuy, Kak
obwwun poctyn, nedyatb W nybavkauma BCero
HECKONbKUMMU LenyYKaMm MbILLW.

BoicTpbii goctyn K cpeacTtBam ¢opmartu-
poBaHMA TeKcTa

I'Ip|/| BblAg€NeHNN TEKCTA Ha CTPpaHMUE NOoABNAETCA
npospavyHaa MWHU-NMaHENb WHCTPYMEHTOB, B
KOTOpOVI AOCTYNMHO HEeCKOJIbKO 4YacTo WUCnoJib-
3yeéMbIX KOMaH/ q)OpMaTVIpOBaHVIFl TeKCTa.

YAOOHQS NevyaTb 1M NPEAOCTABAEHUE AOCTYMNA

MNepeaada NyBAUKALMM ARYTUM MOAb3OBATEAIM

2003

2007

2010

M3meHeHMs napameTpoB neuyatu Mpu npea-
BapuTe/IbHOM NpocMoTpe

Mcnonb3yinte NONHOCTPaHWYHBIA NpeaBapuTenb-
HbIi MPOCMOTP MeyaT BMeCTe C LUMPOKUM
AManasoHoOM MapameTpoB pPa3MeTKM CTPaHULibl
¥ neyatu, 4Tobbl OAHOBPEMEHHO MPOCMaTPUBaThL
ny6AnKaLMIO 1 perympoBaTth HacCTPOWMKK nevaTtu
B OAHOM OKHe.
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2003

2007 2010

MpodeccnoHanbHaa neuatb 6e3 npobnem

Boibepute cneunanvsmpoBaHHble MNapameTpbl
Ana neyatn 6onbwnx 06bLEMOB MaTepUanoB Man
nybavMKauuin - BbICOKOTO  KayecTBa, Hanpumep
npodeccmoHanbHble LLBETOBbIE MOAENN UAN BO3-
MOXHOCTb coxpaHeHusa B popmart PDF.

MpoBepka nepeps, oTNpaBKOW

Onpegensite 1 ycTpaHanTe npobaembl npodec-
CMOHa/NIbHOW NeyaTu WM OTNpaBKK MO 3NEKTPO-
HHOM MOYTE C MOMOLbI GYHKLMM MPOBEPKM
MakeTa.

CoxpaHeHue B ¢popmarte PDF nan XPS

BoicTpo co3gaBalite naeHTMyHble PDF nam XPS-
Bepcun nybamkaumm B Publisher 2010, a Takxe
sawmwante PDF-dannbl naponem. Haactporikum
He TpebytroTcs.

CoxpaHeHue B  ¢aiinbl  n306parkeHnn
HecKo/IbKux ¢popmartoB

Konuto nybavkaumm MOXHO COXpaHUTb B OAHOM
M3 JOCTYMNHbIX GOPMATOB M306padKeHU, Hanpu-
mep JPEG, ana 6onee npoctor nedyatn u nepe-
Aaun ApyrvM nosib3oBaTensM.

Cos,qal-me CMNCKa KJINeHTOB U ynpaBJsieHne v

C nomowbto Bknagkum «Paccbinkm»  neHTbl
Publisher 2010 MoXxHO co3aaTb eAMHbIA CANCOK
KJVEHTOB W YNpaBaATb UM HEMOCPEACTBEHHO U3
Publisher.
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2003 2007 2010
OtnpaBka WHPOPMaLUOHHBIX 6ronnereHemn
Nno 3/1IeKTPOHHOI noute
Mpwn oTnpaBke WHGOPMAaLMOHHBIX OronneTeHen

4] O O

B Pa3/IYHble MPUNOXEHUA SNEKTPOHHOMW MOYThI
C Be6-MHTEPdENCOM MAN MOYTOBbIE KANEHTbI MX
dbopmaTMpoBaHMe M CTPYKTypa OCTakOTC Heuns-
MEHHbIMMW.
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Bonpock! 4 OTBEThI

1. KakoBble ocHoBHble oTanumsa Publisher 2010 ot npeabiaywmnx Bepcmin?

B Publisher 2010 npepactaBaeHbl HOBble W y/yylleHHble BO3MOXHOCTM, @ Tak)Ke OBHOB/EHHbIN
NO/Ib30BaTENbCKUI UHTEPdENC, MO3BONAIOLWMIA BbINOAHATE BONbLWINA 06BbeM paboTbl 3a MeHb-
wee Bpema. O630p MHOrMx yayudweHHbix GyHkumn B Publisher 2010 cm. B pa3gene [1oapobHbie
ceegeHnsa o Publisher 2010 paHHoro gokymeHta. Wam mayuute 10 raBHbiX NpevMyLLecTs
Microsoft Publisher 2010.

2. MoxxHo nu B Publisher 2010 oTkpbiBaTb 0KyMeHTbI Npeabiaywmx sepcuii Publisher?

[Ja, B Publisher 2010 moxHo oTkpbiBaTh dannbl, co3gaHHble B Publisher 98 nan 6onee nosgHen

BEPCUN.
3. MoixHO i oTKpbiBaTb AokymeHTbl Publisher 2010 B npeabiaywmnx Bepcuax Office?

[Ja, dannbl, co3gaHHble B Publisher 2010, moxHo oTkpbiBaTh B Publisher 2002 nnn 6onee no3a-
Hei Bepcun. Takxke Publisher 2010 no3sonseT coxpaHatb ¢arinbl B popmatax Publisher 2000
n Publisher 98, ecnn TpebyeTtcs BO3MOXHOCTb Nepeaatb Gaisibl NONb30BaTENSM 3TUX BEPCUNA.

4. MpepocraBnser am kopnopauma MaiikpocopT 6ecnnatHblie pecypcbl u obyuatoume
maTtepuanbi no Publisher 2010?

MHo>XecTBO 6ecnnaTHbIX pecypcoB ANA CaMOCTOATENbHOrO M3y4eHUs JOCTYMHbl Ha Beb-canTe
Office.com. 3T pecypcbl cogep>aT MpakTuyeckne pPyKOBOACTBA W JAE€MOHCTPALMOHHbIe
mMaTepuanbl C OTBETaMW OT eANHOMBbILLIEHHUKOB U He3aBUCUMbIX 3KCMEPTOB, Hanpumep camble
LLleHHble npodeccnoHasnsl MarikpocodT, B coobuiectBax Microsoft Office.

5. Ha kakunx s3bikax goctynHo npunoxkeHue Publisher 2010?

Mporpamma Publisher 2010 6yaeT AocTynHa Ha Caefyrowmx A3blKax: aHIIMKACKUK, apabckui,
6ackckmi, 6onrapcknin, 6pasvabCKUN, BEHFEPCKUI, TFaUCUACKNKN, TONNAHACKUNA, Tpeyeckuni,
JATCKUIA, VMBPWUT, WUCMAHCKUIWA, UTANbSHCKUM, KaTaNOHCKUK, Ka3aXCKWUW, KUTAWCKUA, KOPENCKUN,
NaTBUNACKWIA, NNTOBCKUIA, HEMELIKMA, HOPBEXCKUN, MOPTYrasbCKUA, PYMbIHCKUA, PYCCKURA,
cepbckunin (natmHuua), cepbckmn (KMpuaaMua), CAOBaLKUKM, CIOBEHCKWUW, TaWCKUWA, TypeLKuu,
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YKPaUHCKNN, GUHCKNNA, GPaHLy3CKMIN, XMHAW, XOPBATCKUWA, YELLCKWM, LBEACKUN, 3CTOHCKUK,

AMNOHCKUMN.
6. Mory nn a HactpouTb Publisher 2010 B cooTBeTCTBMM CO CBOUM CTU/IEM PaboTbI?
MOXHO HaCTPOUTb MHOXECTBO acrnekToB paboTsl B Publisher 2010:

¢ Hacrtpoiika BK/IafOK Ha JieHTe M co3faHue cobcTBeHHbIX BKAagok. [lepenante
Ha Bknagky «®ann», 4tobbl OTKPbITL NpeacTaBaeHve Backstage. WlenkHute «[Napametpsbi»,
a 3aTeM — «HacTpowika neHTbI».

* [ob6aBneHne yacTto Mcnonb3yemMbiX KOMaHA Ha naHesb 6bicTporo paocryna. LlenkHute
NpaBoOW KHOMKOW NIeHTY U BbibepuTe KoMaHay «/Jo6aBuTb Ha NaHesb BbICTPOro AocTyna.

* YcTraHOBKa OTAEe/NbHbIX A3LIKOB AJIA peAaKTUPOBaHWUA, CMpaBKW, OTO6pa)keHuMa u
nopckasok. Ha Bknagke «PeueH3npoBaHune» B rpynne «fA3bik» WeaKHUTe «fA3bik», a 3aTemM —
«f13bIKOBblE NapaMeTPbl». YUTUTE, YTO BCE 3TV MapaMeTpbl BAMAIOT Ha Bce nporpammbl Office
2010.

* 3apaiiTe NpeaAnouvTeHUs ANIA LUMPOKOro AnarnasoHa napamMmeTpos nyb6aukauum v npo-
rpaMmbl — OT NoBeAeHUA PYHKLMA NPOBEepPKM M aBTO3aMeHbl A0 cnocoboB oTobpa-
YKEHUA U nevaTy coAep>KMMOro, a TaKxKe 3almTbl cucTeMbl U pannos. Bce 3T 1 MHOTne
Apyrvne napameTpbl JOCTYMHbl B AManoroBom okHe «[lapametpbl Publisher». Ana atoro
WwenkHUTe Bknagky «®Pann», utobbl OTKPbLITL NpeacTaBneHve Backstage, a 3aTem wwenkHuTe
«[NapameTpbl».

¢ Hactpoiika n co3paHne co6CTBEHHbIX LWA6/I0HOB U COAEPIKMMOro ¢ BO3MOXXHOCTbIO
NOBTOPHOro wucnoab3oBaHuA. [lpu pabote B Publisher 2010 moXxHO HacTpaunBaTb
bopmaTnpoBaHne 1 pasmetky nybamkauui. Bel nerko moxete caenatb nybankauum
YHUKaNbHbIMW — OT COXPaHEeHWA KOHTaKTHbIX JaHHbIX, BKJOYaeMbix B nybamkaumuv, Ao
HaCTPOWKM BCTPOEHHbIX LWab/OHOB M CO3jaHMA COBCTBEHHbIX CXeM LWpPUGTOB U LBETOB.
CripaBky MO BCEM 3TMM BO3MOXXHOCTAM MOXHO HauTu B pasgenax cnpasku Publisher 2010
nan Ha Beb-camte Office.com.

7. FAae MOXXHO HaWiTK CBeAeHUs MO UCMNOJIb3OBAHUIO JIHTbI?

CBegeHNa O neHTe MOXHO HawWTu B cripaBke Publisher, nan ecan BbinoaHUTL Nowck no ciosy
«neHTa» Ha Beb-cante Office.com. Ana oTkpbitna cnpaBkn B Publisher wenkHuTe BKAaaKy
«®ain», 4TobbI OTKPLITL NpeacTaBaeHne Backstage, 1 3atem wenkHuTe «Cnpaska».
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8. KakoBbl TUNUUHbIe cnocobbl ncnonniosaHua Publisher 2010?

Publisher 2010 nomoraet opraHu3aumsaM BbINOJHATb MapKETUHIOBbIE U TUNOrpadckne 3asaum
COBCTBEHHbIMW  CMNaMW  C  MOMOLWbO Habopa cpeacts, WabiOHOB U COAEPXMUMOTrO,
ONTUMW3NPOBAHHbBIX ANs co3gaHus nybavkaunin. B Publisher 2010 npepacraBieHbl BO3MOXHOCTH
ANA  CO3JaHUA  Takux nybavkauuin, Kak BU3WTHblE KApPTOUKW, OTKPbITKYM, MpUraalleHus,
no3apaBuTe/ibHble OTKPbITKW, KaNeHAapy 1 MHOroe Apyroe, a Takxe A4 UX pacnpocTpaHeHns B
neyaTHOM WM 3NEKTPOHHOM BUAE.

9. Yem otimuaerca pa6ora B Publisher 2010 ans gomawHux 1 opUCHbIX Nob30OBaTeNen?

Publisher 2010 nomoraet Bam 1 goma, U Ha paboTe, NpeAocTaBAsAsA WaABAOHbI U CpeacTBa ANS
co3aaHus npodeccnoHanbHbix nNybamkaumn. EamHcTBeHHoe, UTo M3meHuTcs B Publisher — 3to
TVN WabaOHOB AN PUCYHKOB, KOTOPblE ByAyT MPUMEHATLCA A8 CO3A4aHMsA NyHAMKaLWNA.

10. C kaknmu apyrumu nporpammvamm Office 2010 pa6otaer Publisher 2010?

Publisher 2010 B3aumogewnctByer ¢ Microsoft Word, Microsoft Outlook, Microsoft Excel u
Microsoft Access, No3BosiAA MepPCOHa/NM3NPOBaTb MaTepuasbl 3a CYET CO3A4aHUA COCTaBHbIX
3NEKTPOHHBIX MUCEM, a TakXe BCTaBAATb B MNybavkauum O6BEeKTbl, Takve Kak Auvarpammbl w
rpadukn, nam nepepasatb Gannbl Publisher B kauecTBe BNOXKEHWI 31EKTPOHHOW MOYTHI.

11. NoapeprxuBaet an Publisher 2010 HaacTpoiku?

Publisher noaaep>xwvBaet Takme Haactpouky, kak Adobe Acrobat Professional u apyrue
HaACTPOWMKM, CO34aHHble CTOPOHHMMMW MOCTaBWMKaMKW. Ha AaHHbIA MOMEHT HaM HEW3BECTHO,
Kakme HaacTponku byayTt aoctynHbl ans Publisher 2010.

12. Mory nm A HaneyaTaTb MaTepuasibl B YaCTHOM Nau npodeccmoHasibHOW Tunorpapun?

[Ja. Jna 60nblIOro KOANMYECTBO MaTepuanoB 1 nybankaumii Beicokoro kayectsa Publisher 2010
MOJIHOCTBIO MOAAEPXKMBAET BO3MOXHOCTM NPOodecCMOHaNbHOM neyaTtn, B TOM 4yucie neyatb B
yeTblpex Kpackax wan nnaweudnbix usetax, CMYK n npodeccnmoHanbHble cpepcrsa nevatu.
MNybavkaumm  Takxke  MOXHO npeobpasoBbiBaTb B  PDF-dann, noaxopswmin  ans
npodeccMoHanbHOW 1 LMPPOBOKM nevaTu.

13. Mo>xHo nu coxpaHuTb ¢aiin Publisher 2010 B popmate PDF?

[a, B Publisher 2010 moxHo coxpaHaTb dpannbl B dopmate PDF ana 6onee npocton neyatu um
COBMECTHOM paboTbl. loNONHUTE/IbHbIE HAACTPOMKN He TpebyroTcs.
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14. CywectByeT v npo6bHas Bepcus Publisher 2010?

[Ja. Mocne Bbixoga Office 2010 6yzetr apoctynHa npobHas Bepcus nporpammbl. [Mocetute

Office.com ans noayyeHns 4ONONHUTENbHbIX CBEAEHWNA.

15. Mpeabasnsaert nam Publisher 2010 ocobblie TpeboBaHna Kk cucreme?

Office 2010 6bin pazpaboTaH Ans ONTUMaNbHON PaboTbl Ha CyluecTBytoLLeM 060pyAOBaHMM, HO

TakK>XXe y4duTbiBaeT UHHOBaUWMKU O60pyAOBaHl/IF|, KOTOpbleé MOTyT CTaTb HOpMOI‘/lI B b6mxariem

byayuiem, Hanpumep 64-paspsfHble MUKPOCXEMbl, YCOBEPLLUEHCTBOBAHHbIE BWAeOajanTepsl,

MHOrosiepHble NPOLLeCCopbl M CBEPXKOMMAKTHbIE YCTPOMUCTBA.

B cneaytowert Tabanue npuBeseHbl MUHYMaNbHble cUCTEMHbIE TpeboBaHua ana Microsoft Office
Professional Plus 2010:

Mpoueccop

Mpoueccop vactoton 500 Mry; ans Outlook ¢ AucneTuepom KoHTakToB Tpebyetcsa 1 M.

Mamarb

256 MBb O3Y; ana ncnosb3oBaHuA rpaduuecknx CpescTs, GYyHKLUM MIHOBEHHOro mnowucka
Outlook, Outlook ¢ [AucneTyepoM KOHTaKTOB W HEKOTOPbIX PacUMPEHHbIX GYHKLWA
pekomeHgyetca 512 Mb.

XKectkuin anck

3,0 Tb gocTynHOro mecrta Ha gmcke

MoHuTtop MoHuTOop ¢ pa3peleHnem 1024x768 nav Bbiwe

OnepaunoHHas Windows® XP c¢ naketom o6HoBneHus 3 (SP3) (tonbko 32-paspagHasa Bepcusa OC)

cucrtema nnan Windows Vista ¢ naketom obHosaeHuns 1 (SP1), Windows 7, Windows Server® 2003 R2
¢ MSXML 6.0, Windows Server 2008 nnun 6onee nosgHss 32- nau 64-paspsgHas OC.

paduka [na annapaTHoro yckopeHus 06paboTku wu3obpaxeHuii Tpebyetca rpapuueckas nnata

¢ noaaepxkor DirectX®9.0c n BugeonamsaTtbto 64 Mb nam 6onbLue.
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Ans HekoTopbIX AOMONHWUTENbHbIX GYHKUMA TpebyeTcs nogkatoueHne kK Microsoft®
Exchange Server 2010, Microsoft SharePoint Server 2010, Microsoft Office
Communications Server 2007 R2 n/wan Microsoft SharePoint Foundation 2010.

[ns HekoTopbIX PyHKLMIA TpebyeTca cnyxkba Windows Search 4.0.
[na HekoTopbIx GyHKUMIA TpebyeTca foCTyn B VIHTEpHeT.
[Jns paboTbl HekoTOpbIX Beb-PpyHKL MM TpebyeTcs Windows Live™ ID.

[lna HekoTopbIx KOMMOHeHTOB TpebyeTcsa H6paysep Windows Internet Explorer® 6 (IE 6)
nnu bonee No3gHen Bepcum (Toabko 32-paspsagHas Bepcus).

[ns wuvpokoBeLlaTeNbHOro nokasa npeseHTauunii PowerPoint Tpebyetcs ofuH 13 cne-
ayrolimx Beb-6payzepos: Internet Explorer 7 uan 6onee nosaHsas Bepcus ans Windows,
Safari 4 uan 6onee no3aHsAs Bepcus ana Mac, Firefox 3.5 nan 6onee no3aHss Bepcus ans
Windows, Mac vau Linux.

Jns HekoTopbix ¢yHkumi OneNote Tpebyetcs Windows Desktop Search 3.0, Windows
Media® Player 9, Microsoft Active Sync® 4.1, MUKPOdOH, BbIXOAHOE ayANOYCTPOMNCTBO,
yctpoictBo 3anucy Buaeo, TWAIN-coBmecTumas umdpoBas Kamepa WM cKaHep.
[ns paboTbl ApaiBepa nevaTy, MO3BO/AIOLLETO OTMNPaBAATb AoKyMeHTbl B OneNote,
W MHTerpaumumn co cayxéon Business Connectivity Services Tpebyetcsa Microsoft .NET
Framework 3.5 n/unun ¢yHkummn Windows XPS.

MpepocTaBasemMble NPOAYKTOM BO3MOXHOCTM 1 oTobBpaxkaeMoe MM n306paxkeHne MoryT
pasnnuaTbcs Ha pasHbix MK 1 3aBucaT ot koHpurypaumin MK. Ana HekoTopbiX GyHKLMIA
MOXeT TpeboBaTbCs [OMOJHUTENbHOE UK CrieluanbHoe obopygoBaHue Wan MOAKA-
yeHue K cepBepy, M. Beb-cTpaHunuy http://www.office.com/products.

[na nonyyeHns cBefeHW O CUCTEMHbIX TpeboBaHMAX Ans Bcex Habopos Microsoft Office 2010

W OTAENbHbIX MPUAOXKEHMI noceTute Beb-cant Office.com.
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TpeGoraHMS 1 KOHPUAEHUMOALHOCTL

HekoTopble CCbIIKY, MpeACTaBleHHble B 3TOM PYKOBOACTBE, He OyAyT AOCTYyMHbl AO BbIXOAA
Microsoft Office 2010.

OTOT JOKYMEHT MpesoCTaBAfeTca «Kak ecTb». CBeAeHWs, coAep>kalinecs B 3TOM JOKYMEHTe,
Bkatoyasa URL-agpeca, a TakxKe CCbIIKM Ha Apyrue Beb-canTbl, MOTyT ObiTb M3MeHeHbI 6e3 npea-
BapUTeNbHOTO yBeAomeHUA. Bbl bepete Ha cebs pucky, CBA3aHHble C MCMOJ/b30BAHMEM 3TUX

CBeJEHUN.

npe,ﬂ,CTaBﬂeHHble npuMepbl NCNONb3YHOTCA NCKTKOYNTENBHO B UNNTKOCTPATUBHbBIX LLENAX N ABNAKO-
TCA BbIMbIWAEHHbIMKW. Jlroboe coBnageHve cC Kaknm-anbo peanbHbIM AnMUOM Caeayet

paccMaTpuBaTh Kak caydaniHoe.

DTOT JOKYMEHT He MpefoCTaBAfeT HUKaKUX HOPUANYECKMX MpaB Ha Kakyl-aMbo WHTennek-
TyaNbHytO COBCTBEHHOCTb B /I0OOOM M3 NMPOAYKTOB Kopropauuv MainkpocodT. TOT AOKYMEHT
MOXXHO KOMMPOBaTb M UCMOJIb30BaTb TOJIbKO B Npejenax opraHu3aunm B CpaBoYHbIX LIeasX.

© Kopnopauwusa MaikpocodT (Microsoft Corporation), 2010. Bce npaBa 3aLyumLLeHbl.




