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Çàïóñê ïðîãðàììû äëÿ ñîçäàíèÿ ïóñòîãî ôàéëà
 Word, Excel  PowerPoint 

. -
.

 1. Start ( ) .

.

 2. All Programs ( ).

.

 3. , ,  Microsoft
Word  Microsoft PowerPoint.

, , -
.

Ñîçäàíèå ïóñòîãî ôàéëà â ðàìêàõ ïðîãðàììû
 Word, Excel  PowerPoint ,

:

New ( ) ;

 <Ctrl+N>.

. 1.1.

Кнопка Создать

. 1.1. New ( ) -
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,  Office 2003 
, .

File New ( )
Office 2003 ,

 (  — ).

Ñîçäàíèå ôàéëà íà îñíîâå øàáëîíà
 Word, Excel  PowerPoint -

.  — - , -
. -

, , ,
, - ;

.
,  Web-

 Microsoft.

Èñïîëüçîâàíèå ëîêàëüíîãî øàáëîíà
 Office 2003 -

. .
 Office 2003,  Access  PowerPoint,

.

 1. File New ( ).

New Document (
), . 1.2.

 2. On my computer ( ) Templates
( ).

Templates ( ), 
. 1.3.

 3. OK.

Office 2003 .
.

Çàãðóçêà øàáëîíà èç Internet
, -
, , -

,  Internet.

 Web-  Microsoft -
 Internet.
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. 1.2. 

. 1.3. -
,

, .

 1. File New ( ).

New Document (
) ( . . 1.2).
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 2. Templates on Office Online (  Office
Online) Templates ( ).

 Web-  Microsoft Office Templates (  Microsoft Of-
fice), . 1.4. -

, Calendars and planners ( )
Meetings and Projects ( ).

. 1.4.  Web-  Microsoft Office -
 Office, 

 3. , Calendars and planners (
).

 Web- , ,
.

 4. , .

 Web- , -
, ,

 ( . 1.5).

 5. Download Now ( ).

Office 2003 
,  Word  Excel. ,

.
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. 1.5.  Web-

Îòêðûòèå ñóùåñòâóþùåãî äîêóìåíòà
, -

 Office, .  Microsoft Office  2003 -
. -

 ( , Excel  Access) -
.  (

).

,  Office 2003 (
Outlook  Access), . ,

 Microsoft Word, , , -
. , -

, ,
, . , -

, -
, .

Îòêðûòèå ôàéëà Office ñ ïîìîùüþ ïðîãðàììû Ïðîâîäíèê
 Office, 

, , , -
, . -

.
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 1. Start ( ) .

 2. All Programs Accessories Windows Explorer (
).

 Windows Explorer ( ).

 3. .

,  “ ” -
.  Win-

dows Explorer ( ) Windows XP  “ ”
,  “ ”.

 Office ,
 Excel  PowerPoint, .

, Search ( )
 Windows Explorer ( ).

Îòêðûòèå ôàéëà Office ïðè çàïóùåííîé ïðîãðàììå
 Office,  Word  Excel, 

.

 1. .

• File Open ( ).

•  <Ctrl+O>.

• Open ( ) .

 2. , .

,
Look In ( )

,  Local Disk (C:) (  (C:)) My Documents ( -
).

 3. Open ( ).

Office .

 Office ,
, -

.

Ðàáîòà ñ ÿðëûêàìè
 Windows, 

 Microsoft Office 2003. 
, .

 — , .
 (  Microsoft Word) ,

-  ( , ,
 Word). .
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Ðàçìåùåíèå ÿðëûêà íà ðàáî÷åì ñòîëå
 Windows, -

.

 1. .

 Windows, -
-

Show Desktop ( ).

 2.  Windows.

.

 3. New Shortcut ( ).

Create Shortcut ( ) ( . 1.6).

. 1.6. 

 4. Browse ( ).

Browse for Folder ( ).

 5.  Office ,
 Windows.

,
Excel. . -

 Microsoft Office C:\Program Files\
Microsoft Office\Office11.

,  Microsoft -
, .

 Access  Msaccess
 Excel  Excel
 Outlook  Outlook
 PowerPoint  Powerpnt
 Word  Winword
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 6. , Mspub Powerpnt,
Open ( ).

Create Shortcut ( ).

 7. Next ( ).

Create Shortcut ( )
. , Windows -

, Msaccess Winword.

 8. , Microsoft Word -
, Finish ( ).

 Windows. -
.

 9. , .

, -
Delete

( ).

Äîáàâëåíèå ÿðëûêà ïðîãðàììû â ìåíþ Ïóñê
Start ( )

, . -
Start ( ) .

.

 1. Start ( ) .

 2. All Programs ( ).

.

 3. Microsoft Office.

, -
 Microsoft Office.

 4. , -
Start ( ).

, . 1.7.

 5. Pin to Start menu (  " ").

Start ( ).

Start ( ), -
Remove from This

List ( ).

Ñîõðàíåíèå ôàéëà
,

. ,
, My Documents ( -

).  Office 2003 
. , :
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 <Ctrl+S>;

Save ( )  (
) ( . 1.8);

File Save ( ).

. 1.7. 

, , -
, .

, ,
,

.

, - , -
.

.

Çàêðûòèå ôàéëà
-

, . -
.
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Кнопка Сохранить

. 1.8. 

,
Office 2003, File Save ( ).

, -
 Word, ,  <Shift>,

File Close All ( ). 
Close All ( ) File ( )

 <Shift>.

File Exit ( ).

,
. (   — X,

.)

-
, Microsoft Office 2003 ,

, : Yes ( ), No ( ) Cancel
( ).

Yes ( ), .

No ( ), -
.

Cancel ( ) (  <Esc>), 
.


