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1.1 Purpose of the work: to study the possibilities of the editor; Acquisition of skills of working with various formatting objects (texts, tables, figures, diagrams, related data), as well as with the tapes and tools of the program.
1.2 Work assignment:
1. Form the report cover sheet on the sample in Appendix 1.
2. From the next page set the page numbering and leave the page empty (further on it you will need to make the table of contents of the report).
3. Guided by the sample in Appendix 2, write your resume.
4. Configure the Quick Access Toolbar (in different color schemes), as shown in Figures 1 and 2. Press the PrintScreen key on the keyboard, save the resulting drawings in .jpg format, import them into the report.

 [image: C:\Users\SantaK\Desktop\1.jpg]
 
Figure 1 - View of the Quick Access Toolbar
 
   [image: C:\Users\SantaK\Desktop\2.jpg]

    
Figure 2 - View of the Quick Access Toolbar
 
5. Type the text and format it, as shown below:
1. Posters A2 ------ 5 pcs.
2. Paper100 --------- 5 pcs.
 Format A3 ------- 7 pcs.
 Format A4 ------- 4 pcs.
3. Notebooks ---------- 11 pcs.




6. Type any text and format it in the styles shown in Figure 3.
 [image: ]
Figure 3 - Example sample for formatting
7. Type your own text, apply the effects as in Figure 4. Insert the breaks of the section before and after the page. Make an arbitrary page frame.

 [image: ]

Figure 4 - Example sample for formatting
 









8. Build the table, format it, an example of the format is shown in Table 1.
Table 1 - Example table



 
	Это
Одна
ячейка
	 
	 
	123
	456
	 

	
	 
	 
	 
	 
	

	
	 
	 
 
 
 
 
 
Это одна ячейка
	 



 
 
This is one cell
 
9. Create 2 tables: the first is given in the explanations of the implementation of the guidelines below paragraph 9, and in the second give similar examples of the use of functions for ABS, AVERAGE, COUNT, INT, ROUND.
10. Create a table by model (see table 2). Fill it with the data, summarize and build the diagram.

Table 2 - Data table for example
 
[image: ]

11. Develop your style to any 3-columned text. Apply this style to any paragraph in the report. Set a bookmark on your page with your style.
12. Using the tools of the Formula panel, write down the formula for the mass of the earth's atmosphere and the algebraic expression

[image: http://lib.aipet.kz/aies/facultet/frts/kaf_kt/3/umm/kt_1.files/image008.gif]dh=5*1015m                            [image: http://lib.aipet.kz/aies/facultet/frts/kaf_kt/3/umm/kt_1.files/image009.gif].

13. Give any example of using 3-4 links and notes.
14. Use any of your choice of drawing objects, add a shadow to them, group all objects.
15. Create serial letters on an arbitrary subject to any addressee.
16. Make the header, paste in it the date, time and title fields of the document.
17. Write your answers to the test questions.
18. Create a report in the report that will contain your name and surname.
19. Go back to page 2 and create a report table of contents, having previously marked the "titles 1-3" of the job titles in the entire report.
20. Put the protection on the document.
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Mapwuposanu

C NUKaMu; Bce OHu Bbinn oueHb

Bckope W NOKa3aNoCh. gepean NO ABOE Aecats

congar
NOXOXM Ha CAOBHMKOB - TAKUE e AAOEKHE 1 NPAMOYIOVIBNE®, PYKU M HOTH y-pacnu no yrnam. 3a
HUMU, TOXE Napamu, WK NPUOBOPHLIE 8 MbILUHLIX 00EAHUAX; CPeAN HUX BbIN0, ki, Hemano Tysos,
610 m WyTel ¢ BybeHunkamu, H © B c e B b CTYynaam npsamo -
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6 e X a A mn , pe3B8 AacCObL (H o T O X e
nonapHO) M a nwT KM N pwuHUY B "

8 Ko CcCcT KO MaXx, P acwwunrT T o X
3 0 A1 O T O M ; Aanee napamu CefOBaNM rocTy - sce 6onsie Kopoam 1 lambi pasHbix

Macrei.
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I BCkope wecTsue NOKa3anoch.

Briepeau N0 AB0E MAPWHPOBANK ACCATL CONAAT C NUKAMK; BCe OHM GbiNY O4eHb NOXOXH Ha
Ca/|0BHMKOB - TaK¥e e NNOCKHE ¥ NPAMOYTONbHBIE, PYKM 1 HOTH Y HUX POCAH N0 YIAaM. 32 HUMM, TOXe
Napamu, WAK NPUABOPHBIE B NBILIHBIX OACAHHAX; CPeAH HiX 6biN0, BUAUMO, Hemano Ty308, Gbinn 1
LWyt ¢ GyGeHumnKamu, HO BCe BHICTYNANM NPAMO-TAKM KO3bIPEM; 33 HUMM BNPUNPLIKKY Gexany,

Pe3sACh (HO TOXe NONAPHO), ManOTKM MPUHLB! W MPHHLECCHI, B KOCTIOMAX, PACWHTLIX 3010TOM; Aanee
Napamu CNea0Bany rocT - Bce 6onbuwe Koponu 1 [lambl PasHbIX MacTed.
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HaumeHoBaHue Uewa Konuyecrtso (wr.)
KOHAUTEPCKMUX U3aeNnin ( TH.) | 3akasawo | NponawHo
nupoxHoe Mpodutpons 52 17 15
NUPOXHOE [ONbYMHM 58 23 22
nupoxHoe Wrpyaens 118 10 9
nupoxHoe fonbye Buta 94 12 11
NUPOXHOE 3cTepxasm 130 10 7
Pynet Makosbii 165 10 6
TopT Munsopoi 1020 6 4
TopT Yuskenk 338 15 13
TopT Tprodens 736 12 9
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