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SAHEM HY XHO CKAHNUPOBATb AOKYMEHTbBI?

®» BO3MOXHOCTb PEAAKTUPOOBAHUA/DOPMATUPOBAHMS

®» BO3MOXHOCTb OTNPABUTb AOKYMEHT B DA.BUAE MO MOYTE/B MECCEHAXEPE/B
[OCYCAYrax

®» CO3A0HME APXMBA AOKYMEHTOB

®» SKOHOMMS MNPOCTPAHCTBA M OyMaru
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PABOTA C MNPE3EHTALMAMMU —
APYTUX KPUTUKYIOT, A CAMU
AEAAIOT TAKXE...

OBPA3ELL

HYUTABEABHOCTb (BUAMMOCTb M3 CAMBIX AOABHMX YTOAKOB MOMELLLEHUS U C PA3ZAMYHbIX
YCTPOMCTB);
OTCYTCTBME HAOKOMAEHMS, HETKMM MOPIAOK BO BCEM.
TLLATEABHO CTPYKTYPUPOBAHHAS MHADOPMALLMS.
HaAm4me KOPOTKMX M AQKOHMYHbBIX 3ArOAOBKOB, MAPKMPOBAHHbIX M HYMEPOBAHHbIX
CMMCKOB.
BAXKHYIO MHADOPMALMIO (HONPUMEP, BbIBOAbI, OMPEAEAEHMUS, MPABUAQ U T.A.) HY>KHO
NOACQBATb OOABLLIMA U1 BIAEAEHHbBIM LLIDUAOTOM M PA3ZMELLLOTb B AEBOM BEPXHEM YTAY
CAQMAQ.
BropocTteneHHyo MHGOOPMALMIO XXEAQTEABHO PA3MELLLATL BHU3Y CAQMAQ.
KO>KAOMY MOAOXKEHUIO (MAEE) HOAO OTBECTU OTAEAbHbIM AB3ALL.
[AQBHYIO MAEID HOAO BbIAOXMTb B MEPBOM CTPOKE ab3aLa.
MCnoAb30BATb TABAMYHBIE GOOPMbI MPEACTABAEHMI MHAOOPMALMM (AMATPAMMBbI, CXEMBbI)
AAS UAAIOCTPALMM BCDKHEMLLIMX JOAKTOB, YTO AQCT BO3MOXXHOCTb MOAQTh MATEPUAA
OMMOKTHO U HOFASAHO.
OFTAHUYHO AOMOAHSATb TEKCT.
DAMXKE K MAAIOCTPALMM, C KOTOPBIMMK OHM



Pabota B Word — HEMCMOAb3YEMbBIE
BO3MOXXHOCTMU

1. Heneyataembie CMMBO/bI

a. A63au

b. Mpoben
c. Hepa3pbiBHbIV npoben

d. MepeHoOC CTPOKMU
e. HoBasa cTpaHuua
f. HoBbi pa3gen
2. Paborta c Tabnauuamm
a. O6TeKkaHue Tabany
b. Atonoab60op WKPUHDbI CTPOK
CopTUpPOBKA AaHHbIX
3ameHbl, NTOUCK
O6TeKaHMe KapTUHOK
Paccbinku
PaboTa B ABYX OKHaX, peLeH3upoBaHue NOKYMEHTOB
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Pabota B Excel — HencnoAblyemsble
BO3MO>XXHOCTU

» ABTOCOOPMATUPOBAHME
» PQo30mMeHme No CTOADLLOM
®» Pacrnevyatka AOKYMEHTA HO bymare

» POOOTbl C AMCTOMM




