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5. TEXT AND TABLES IN MS WORD 2

Show hidden symbols

maBHasa (Home) > CKkpbITble 3HaKu (Hidden symbols)
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5. TEXT AND TABLES IN MS WORD

Font formatting

maBHaa (Home) > MNonyxupHbin (Bold), MNoayepknBaHue
(Underline)
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5. TEXT AND TABLES IN MS WORD

Font and paragraph formatting

'maBHaa (Home) > Kypcus (ltalic), Mo ueHnTpy (Center)
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5. TEXT AND TABLES IN MS WORD 5
Show paragraph dialog

maBHaa (Home) > Ouvanor "Ab63ay" (Paragraph dialog)
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5. TEXT AND TABLES IN MS WORD

Using paragraph dialog

Agsau
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5. TEXT AND TABLES IN MS WORD 7

Tables inserting

BcTtaBka (Insert) > Tabnuua (Table)
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5. TEXT AND TABLES IN MS WORD 8

Tables paragraph formatting

IlnHeunka (Ruler) > Mapkepsbl (Handles)
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5. TEXT AND TABLES IN MS WORD

Merging cells in tables

Pabota c Tabnuuen (Table tools) > MakeTt (Layout) >
> Ob6beauHeHune sivyeeK (Merge cells)
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5. TEXT AND TABLES IN MS WORD

Text alignment in cells

Pabota c Tabnuuen (Table tools) > MakeTt (Layout) >
> BblpaBHuBaHUe TekcTa (Text alignment)

@“ = L N |= Text_tables.docx - Microsoft Word m — = 57

m lnagHas Beraska| PasmeTr | Cobinkw | Pacceink | Peuensi | Buwag | Paspabd Kanrpyrrrnpdh 9

mc BCTaBuTe CHWS === H — .
W }‘2| = ! === F = E
*[JEEr:raBMTb CNeEa

Tabnuua| Yaanute BoraBute DewegnHeHwe Pazmep BripaeHWBaHwe JdaHHbIE

- - CBEpXY il BcrasuTe cnpasa - AYEHKN ™ - A

CTPOKKW W cTONGLUE P
LB 1 1 2.1 -3 14 -1 - GMB 6 17 1 B 151 10 1 B A= ]
L 1 1 1 1

™ Paoragraph? text text fext text text text text text text text text text text
B text text text text fext
4
| text .
T text text +
] text
— (]
o R




5. TEXT AND TABLES IN MS WORD

Changing text orientation in cells

PaboTta ¢ Tabnuuen (Table tools) > MakeT (Layout) >
> HanpaBneHue TekcTa (Text direction)
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5. TEXT AND TABLES IN MS WORD

(Draw borders)

1o S5 ee] 0 (=18 | PaboTa ¢ Tabnuuen (Table tools) >

> KoHcTpyKTOp (Design) > MNpaHuubl
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5. TEXT AND TABLES IN MS WORD 13

Fill cells with color

Pabota c Tabnuuen (Table tools) > KoHctpykTop (Design) >
> 3anuBka (Shading)
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5. TEXT AND TABLES IN MS WORD 14

Tables (cells) size

PaboTta ¢ Tabnuuen (Table tools) > Bord .
> Maket (Layout) > LUnpuHa/BbicoTa Orders moving

(Width/height)
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6. GRAPHICS IN MS WORD

Screenshot using

PrintScreen (keyboard), FrmaBHas (Home) > BctaBuTtb (Paste)
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6. GRAPHICS IN MS WORD

Cropping images

dopmat (Format) > Obpe3ska (Crop)
m lnagHaa Beraska  Pasmetka O Cowinen | Pacceinkw | PeueHzwpo | Bug F'a3paEc|Tu

-e iy Koppekuwa = ﬁ @ E=-? ’ h 'E'lJ
:.‘ Sy Liger ~ LF o

-
gy
¥AannTE . JKCNPecc-cTIAm YnopagoduTe Pazmep
dhoH 38| XypoxecTEeHHEE 3 dekTa T g - s - - -
MzmeHeHKe CTHNW PUCYHEDE T
R I GRS S S E TR MK AEF IO NE e e=areas [ S (ENeary
'lI ]

Jepe3ka o< WrpuHa: 13,

L

I Sutodesk [rventar Professaonsl 2018

..‘;) Painit
-

__:r’] BnokHoT

¥ Bce nporpasskp

Fazmep

-|-E.-|-5-|-4-|-3-|-1-|-1-|-| -||E|

H 0O w4




6. GRAPHICS IN MS WORD

Cropping images

dopmat (Format) > Obpe3ska (Crop)

=dl

% UgeT ~
¥ 1anuTe

[

hoH || XysomeCTEEHHEIE 3 dEerTsl ~ ‘m*

FIKCNPecc-CTHAK

-

¥ U

&

L

- -

-
all
+..

YnopagoduTe Pazmep

|
m lnasHana Becraeka | Pasmetka O Ccwnkr | Pacceinky | PeueHswpo | Bug | Paspa&oTtd (A 3
"’ i Koppekuwsa - ﬁ @ L_r-’«=|" -

I Aurtodesk Invvertor Professional X003

.f Paint

MzmeHeHKe CTHNW PUCYHEDE T
: O O T T S T T T T T T T I T PN e I .
|_| 1 1 1 1 1 1 1 1 1 1
[—T'.

DBpezka

L

Fazmep

|J Bwicota: 6,%

o< WupuHa: 13,

H 0O w4




6. GRAPHICS IN MS WORD

Image size, image rotation

dopmat (Format) > Paamep (Size) > Width, Height
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6. GRAPHICS IN MS WORD

Image effects

Popmat (Format) > IddekTbl (Picture effects)
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6. GRAPHICS IN MS WORD

Background removing

dopmat (Format) > Yopanutb poH (Remove background)
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6. GRAPHICS IN MS WORD 21

Background removing
Ynanexnue chpoHa (Remove background) > Obnactu ans
coxpaHeHusa (Mark areas to keep)
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Background removing

Ynanexnue chpoHa (Remove background) > Obnactu ans

yaaneHus (Mark areas to remove)
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6. GRAPHICS IN MS WORD 23

Background removing

YoaneHue ¢poHa (Remove background) > CoxpaHuTtb
nameHeHus (Keep changes)
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6. GRAPHICS IN MS WORD 24

dopmart (Format) > Koppekuusa (Corrections)
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6. GRAPHICS IN MS WORD 25
Image Correction

HacTtpowuka pucyHka (Picture corrections) > Pe3KocTb
(Sharpen), Apkoctb (Brightness), KoHtpacTtHocTb (Contrast)
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6. GRAPHICS IN MS WORD

Position type (wrapping style)

dopmart (Format) > ObTekaHue Tekctom (Wrap text) >
> Bokpyr paMku (Square)
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6. GRAPHICS IN MS WORD

Autoshapes inserting

BcTtaBka (Insert) > durypbl (Shapes)
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Levels sequencing

RMC > Ha 3agHuu nnaH/ Ha nepeaHnn nnaH (Send to
back/bring to front)
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Outline parameters

Popmat (Format) > KoHtypsbl (Outline)
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Fill parameters

dopmat (Format) > 3anuska (Fill) > 'paguneHnT (Gradient)
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Fill parameters, gradient

dopmat (Format) > 3anuska (Fill) > 'paguneHnT (Gradient)
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6. GRAPHICS IN MS WORD

Objects alighment

dopmat (Format) > Ynopsapgouutb (Arrange) > BolpoBHATbL (Align)

@“ =, R = graphics.docx - Microsoft Word
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Word Art object

BcTaBka (Insert) > WordArt
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Font size of WordArt

maBHas (Home) > YBennuntb (yMeHbLUTL) pa3mep (Grow
(shrink) font size)
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Effects of WordArt

dopmat (Format) > 3ddekTbl (Text effects) ..
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Effect parameters of WordArt

Popmat (Format) > IddekTbl (Text effects) ... lNapameTpbl
(Format text effects)
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6. GRAPHICS IN MS WORD

Text path for WordArt dopmart (Format) > ddpdekTbl (Effects)
> TpaHcdopmauus (Transform)
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6. GRAPHICS IN MS WORD

WordArt mooving

Keyboard > UP, DOWN, RIGHT, LEFT
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Grouping objects

MultiSelection > RMC > N'pynnupoBaTtb (Group)
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Canvas using

BcTtaBka (Insert) > durypbl (Shapes) > NonotHo (Canvas)
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Inserting objects In canvas
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Fill color and borde

I'S

Popmat (Format) > Kontyp (Outline), 3anuBka (Fill)
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Text in shapes
RMC on shape > lobaButb TekcT (Add text)
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Format duplicating

maBHasa (Home) > ®opmaTt no obpasyy (Format painter)
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Universal connector Iin canvas

BcTaBka (Insert) > durypbl (Shapes) > Osan (Oval)
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Line segment in canvas

BcTtaBka (Insert) > ®durypbl (Shapes) > JluHua (Line)
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Snap points in canvas

Drag and drop vertex on snap points
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Elbow connector In canvas

6. GRAPHICS IN MS WORD

49

BcTaBka (Insert) > durypbl (Shapes) > Yetyn (Elbow)
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Elbow and oval connector in canvas
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Math equations

BcTtaBka (Insert) > YpaBHeHue (Equation)
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Using of Integral template

KoHcTpykTOop (Design) > UHTerpan (Integral)

PaBoTa ¢ ypaeHeHwAamn  Qopm_add - Word
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Using of the script template

KoHcTpykTOop (Design) > UHaekc (Script)

PaGoTta c ypaeHeHwAmn  «opm_add - Word
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Using of the fraction template

KoHcTpykTOp (Constructor) > po6b (Fraction)
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