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KHOMKY, W CrpaBa NosBUTCH OKHO AN BBOAA
TEKCTa, a TOYHee, BaLIUX MbiCNel U UAei.

[ins Toro 4To6bl Bal [pyr He foman roo-
BY, BCMOMWHASA, KAaKOW BUI, UMEN AOKYMEHT 0
Ballero BMeLATeNbCTBa, CYLeCTBYET PEeXuM
WUcnpaBneHus. Y1obbl BKNOYMTL €ro, BbiGe-
pute CepBuc > UcnpaBneHus unu Haxmute
OJHOUMEHHYI0 KHONKY Ha lMaHenu MHCTpy-
MeHTOB. [locne 3TOro BCe BHOCKMbIE B [OKY-
MEHT U3MeHeHUs byayT HUKCUPOBATLCS U OT-
MeyaTbCs CrneunanbHbIMU BbIHOCKAMU, MOXO-
Xumu Ha MpuMeyaHus, B KOTOPbIX yKa3biBa-
€TCS, YTO UMEHHO W KaK OblI0 U3MEHEHO.

Mepemelarbcst MeXAY KOMMEHTApUAMU U
MCNPaBNEHUAMMU MOXKHO C MOMOLLbIO KHOMOK
Npepbipywee vnv Cnepyowee ucnpasne-
HUe wan npumevaHue. Bbl Takke Mmoxere
0TO6Pa3nTL BCE BHECEHHbIE MPABKU B OTAE/b-
HOM OKHe. [lna 3Toro Bocnonb3ymTecb KHOM-
Kot OKHO NpocMoTpa. B HuKHel YacTu 3kpa-
Ha 0TOOPA3ATCA BCE BHECEHHbIE B [JOKYMEHT
1CnpaBieHus 1 npumeyanus. Tenepb Bbl MO-
XKeTe Mo oYepesy BbILENAT UX U NPUHUMATD
pelueHne — COMacUTLCA C HUMMU NGO OTKIO0-
HUTb. 3TO MOXHO CAenaTb Kak C MOMOLLbI0
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A B pexume ncnpasneHnunit Bce M3MEHeHNs

oTo6paxKaloTcs Ha NonAX AOKYMEHTa

T

0pnHa ronosa XxopoLuo, a iBe — nyyiue. C 3TUM YTBEPXAEHNEM, NoXa-
Nyi, COrNacaTCs AaXe camble 3aKOPeHenble UHAVBUAYANUCTbI. Beab
B3N CO CTOPOHbI MOMOraeT U36exXaTb MHOTUX OLWUGOK: NOrNYECKIX,
CTUNNCTUYECKUX, TPAMMAaTUYECKIX.

kHonok MpuHAT 1 OTKNOHUTL BbigeneH-
Hble U3MEHEeHMs, TaK W BOCMO/b30BABWMCh
KOMaHAaMM1 KOHTEKCTHOTO MEHIO.

Wcnonb3ys none OTo6pasutb pna npo-
BEPKM, MOXHO NPOCMATPUBaTh JOKYMEHTbI B

peacTaBbTe, YTO BaM [anu npoyu-

TaTb Kakol-nnbo TekcT (pedepar

unn BnaHk forosopa) ¢ npocb6oit
OTMETUTb BCE HEMOHSATHBIE WK HEBEPHbIE Me-
cTa. Kak Bbl noctynute? B cyyae, ecv oH Ha-
nucaH Ha bymare, caenaere NoMeTKM Ha Nosisx
WAKM NpAMO B TeKcTe. A ecin Bbl NOAYYMAN
3NEKTPOHHbIN JOKYMEHT?

B[ saveronva nonx

Bce HeobxofuMble MHCTPYMEHTbI PasMeLLeHb
Ha naHenu PeueH3upoBaHue. 0To6pasuth ee
MOXHO, BbIOpae Bupg - MaHenu uHCTpymeH-
T0B > PeueHsnposaHue.

T

Ecin BaM HyXHO BCTaBUTb B TEKCT KOM-
MEHTapuW, HO He UCMpPaBAATbL €ro, BOCMONb-
3yitecb KHonkoi Co3parb mpumevyaHue —
BblAenuTe PparMeHT TEKCTA, HAXKMUTE Ha 3TY
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pasHbIX MPEeACTaBAEHUAX: B WUCXOJHOM WAM
M3MEHEHHOM, C UCNpaBAeHUAMN unn 6es. U3-
MeHeHUs oToOpaxaloTcs B 3aBUCMMOCTU OT
BbIOPAHHOrO peXxuma npocMoTpa.

€ Ecnun ykasatb
MbilUbIO HA Bbife-
NeHHbli parmMenT,
nossurcs uHthopma-
1 ums o Tom, KEM 1
Korpa 6bino nob6as-
NIeHO npumMeyaHue,
a TaKXe ero TeKer




CoBMecTHas pa60Ta C AOKyMeHTaMun
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MU coanmenms noxywnon

/TaK, Mbl BbIACHWIY, KaK OpraHM30BaTb COB-
MeCTHOe pefaKTUpoBaHue fokyMeHTa. Ho yto
€C/IN peLieH3eHTOB HECKONIbKO U Kaxpablii Xo-
yeT [06aBUTL B TeKCT 4To-To cBoe? [pea-
cTaBbTe cebe, YTO Bbl MOJYYUIU HECKOJbKO
halinoB, TEKCT B KOTOPbIX OfMHAKOBBIIA, @ BOT
npuMeyaHus W ucnpaeneHns pasHble. Paso-
6paTbcs BO BCEM 3TOM MHOroo6pasuu nomo-
XeT komaHaa CpaBHeHue U ob6bepuHeHUe
DOKYMEHTOB. B pe3ynerarte ee ucnonb3osa-
HUA Bbl NOJIyYUTE OAUH-EAUHCTBEHHbIN daiin,
B KOTOpOM OynyT 06beAUHEHBI BCE UCMpaBne-
HUA U NPUMEYAHNA [IBYX JOKYMEHTOB.

Buibepute CepBuc > CpaBHUTL U 06BE-
AVHUTb MCNPaBNEHUA — MOABUTCA OKHO, Tae
cnepyet BbiGpaTh UMA haiina, C KOTOPbIM Bbl
XOTUTE CPAaBHUTb UCXOAHbIN AOKyMeHT. [lanee
yKaxuTe cnocob obbeanHeHus, Bbibpas xe-
NIaeMblii MYHKT M3 CMWUCKA, MOSABASAILLErocs
MPU HAXATUN HA YEPHYIO CTPEIOYKY B NPaBOM
HUKHEM Yy KHOMKK 06beAUHUTD.

Ecnn ke Bbl XoTuTe 0TOGPA3UTbL TONLKO
pasnuuus mexay AOKYMeHTaMu, BaM npuro-
auTca napameTp YepHbie CTPOKM. Bl
Nnosy4YnTe HOBLIN JOKYMEHT, B KOTOPOM 0TOG-
pasATcA BCE PasNMuMA MeXAY YKa3aHHbIMM
taitnamu. B cnydae, ecnm 3TM JOKYMEHTbI CO-
AEep3KaT UCnpaBneHus, CpaBHeHWe byneT npo-
UCXOANTb TaK, OYATO BCE OHM ObINM NPUHATHI.

J

B MS Excel moxHo opraHu3oBaTb COBMECT-
Hblil focTyn K paboynm kHuram. B Takom pe-
XUME [LOKYMEHT MOXET 6bITb 04HOBPEMEHHO
MCNONb30BAH HECKONBKUMMW NONb30BATENAMY,
paboTalolWnmMu B T0KaNbHOMN CETH, NOC/e Yero
BCE U3MEeHeHUs OyayT 00befUHEHbI B Pe3y/ib-
Tupytowem daine. Beibepute CepBuc - flo-
CTYN K KHUre, nepeiiguTe Ha BKnaaky lMpaeka
M oTMeTbTe NMYHKT PaspewnTb M3MeHATbL

thaiin HeckonbKMM nonb3oBarenam. Bknaa-
ka MNoppo6Hee No3BOAUT HACTPOUTL Napame-
Tpbl paboTbl C 06LEN KHUMOM: CO3AaTh Kyp-
Han n3mMeHeHui (no3sonsiowWwmii npocMaTpu-
BaTb NPaBKM, BHECEHHbIE B PabouUyto KHUTY, 1
npu HeOBXOAMMOCTU OTMEHSATb UX), YKa3aTh,
4TO flenarthb B cyyae oGHapYHKEHNs NPOTUBO-
peyunit B U3MEHeHNAX.

Bbl Take MOXeTe OTCNeXMBaTb N3MeHe-
HUA, BHECEHHble B paboyyio KHUTY APYTUMK
nonbzosarensmu. Buibepute CepBuc -
UcnpaBneHusa > Boipenutb ucnpasieHuns
1 B OTKPbIBLIEMCA OKHe OTMETbTE Nepekio-

Pa6ota ¢ NetMeeting

A Npn akTMBHOM nepeknioyarene «BbigensaTb McnpasneHus Ha 3kpaxe» (Cep-
Buc - [locTyn K KHUre) NpaBKu 0TOOGPaXalOTCA BO BCMJIbIBAKOLYMX NOACKA3KAX

mmmeme= ;| € C nomowbio «0KHa NnpocMoTpa> Bbl 6€3 TPyAa pasbepeTech Co BCEMU UMEHLYM-
| mMucA McnpaBneHNSIMU U KOMMEHTapUsMK

yarens OTcnexxuBatb ucnpaBneHus. Pa6o-
yasl KHUra CTaHeT obLyeil, HO BCE BHOCUMbIE
M3MEHeHNs ByLyT He TONbKO 3anucaHbl B
KypHane ucnpaeneHuii, Ho U 0TOGPaXKEHbI
Ha 3KpaHe. W pewartb, cornacutbcs n C
NPaBKOW WAM OTKNOHWUTL ee, OyaeTe Bbl
camu, a He nporpamma.

WNcnonb3ys cpeactsa coBMecTHOM paboTsl
naketa Microsoft Office, Bbl cmoxeTe npe-
BPaTUTL CBOK pabouyyio rpynny B HACTOSILMIA
MO3TOBOI LIEHTP M 3HAYMTENbHO MOBLICUTH
KauecTBO JOKYMEHTOB.

Hapexpa Banoscax

PefjaKTHpoBaHHe
OHNaMH

Bbl MOXeTe opraHnM3oBaTb COBMECTHYIO paboTy C JOKYMEH-
TaMu B peXunMe peanbHOro BpemeHu. [ns atoro B 1t060m
npunoxexHun MS Office BhiGepute CepBuc > CoBmecT-
Haf pa6orta > Hayatb co6paHue. llocne ykasaHus Bcex
Heo6X0AMMbIX NMapamMeTpoB aBTOMAaTUYECKM 3anyCcTUTCS Npu-
noxxeHne NetMeeting, ¢ nomMoLLbIO KOTOPOro M OCYLLECTB-
NfeTca coBMecTHas paboTa ¢ JOKYMeHTamMu. 3Ta nporpam-
Ma No3BOJISET YHaCTHMKaM cobpaHns 0OMeHMBaTLCS CO06-
LeHnsMn (KHonKa PasroBop) 1 ogHOBpeMeHHO paboTaTb B
pepakTope Paint (kHonka JlocKa). HacTpouTb AOCTYN K TeM
WM MHBIM 31IEMEHTaM Ballero KOMMbloTepa MOXKHO C MOMO-
b0 KHOMKK O6LWKMe nonoxeHus. 11 opraHn3aumm co-

6paHust NetMeeting nomkHa 6biTb yCTaHOBEHA Ha KOM-

ﬂi.-l.i-q.m
BlB

Momnmo opranusaymm coB-
MECTHOM paboTbl, y npo-

rpammbl NetMeeting mHoro
MHTEpPECHbIX BO3MOXHOCTEN

nbtoTepe Kaxaoro ydacTHuKa. lNocne 3anycka nporpammsl B npunoxenun MS Office nossut-

€ nNaHenb UHCTPYMeHTOB CoGpaHue no ceTu. YnpasnseT cobpaHWeM opraHn3aTop, KOTOpbIH

Manens nHcTpymenToB «Cobpanue
no ceTH> N03BOJNIMT BaM YNpaBisATh

A0CTYNOM K JOKYMEHTaM Henocpen-
CTBEHHO M3 npunoxennii MS Office

paspellaeT pefakTMpoBaTb JaHHble APYrMM ydacT-
HWKaM (KHoMnKa Pa3pelunTb COBMECTHOE pefaKTu-
poBaHue). Y4acTHUK Ans peflakTMpOBaHUA JOKYMEH-
Ta JO/MKEH BblI6paTb YnpaBneHue > 3anpocuTb
ynpaBJ/ieHue, a No OKOH4YaHWK paboTbl Ynpasne-

Hue -> MpekpaTuTb ynpaBjieHue.
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