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AHHOTALIUA

Hacrosmuii 1OKyMEHT SBJISIETCSI 4YacThi0 KOMIUIEKTa JOKYMEHTAlUUu IS
IporpaMMHOro Komiiekca «CepBep HOOKYMEHTOB» — €IUHOTO PEIICHHs IS
opraHuzanuu padboThl C JOKYMEHTaMH B OHJalH-cpene. «CepBep HOKYMEHTOB)
oOecrieuynBaeT B3aUMOJEHCTBUE MEX]Y KIMEHTCKOW M CEpPBEPHOM CTOPOHAMH s
3¢ (HEeKTUBHOTO XpaHEHUs, IPOCMOTPA, PEIAKTUPOBAHUS U YIIPABICHUS TOKYMEHTAMHU.

B nmannom nokymenrte, B paznene «HasHaueHue mnporpammbly, HTPUBOIATCS
o0111ee Ha3HAYEHUE KOMILIEKCA U €0 KITI0UeBble (QyHKITHH.

B nanpuelimem, ayis ynoOcTBa MOJIb30BATENs, PYKOBOJICTBA IMOJIL30BATENS 1O
paboTe ¢ OTAENbHBIMU OHJIAWH-PEAAKTOPAMH (TEKCTOBBIX JOKYMEHTOB, AJIEKTPOHHBIX
TaOJIUI U TPE3eHTalUil) MPEICTaBICHbl B BUJE TPEX OTACIbHBIX TOKYMEHTOB. TeM He
MEHEE, BCE OHU SIBISIOTCS KOMIIOHEHTAMHU €IMHOW cucTteMbl «CepBep NOKYMEHTOBY.
JIaHHBIM TPOTPAMMHBIA JOKYMEHT IIOCBSIIEH OHJIAMH-PENAKTOPAM TEKCTOBBIX
JOKYMEHTOB.

B pasnene «YcnoBusi BBINOJHEHHS] NPOTPAMMBbl» TMPUBENECHBI CBEIEHUS O
TEXHUYECKUX U MIPOTPAMMHBIX CPEICTBAX, HEOOXOAUMBIX JUIsl padOTHI KOMILIEKCA.

B paznene «Boinonnenne nporpamMmbl» JaeTcsi onucaHue QyHKIHM, TOCTYTHBIX
MOJIb30BATENI0 CUCTEMBI, U METO/IOB UX MUCIOJIb30BaHMUS.

B pasgene «CooOmieHuss mOJB30BaTENI0» OMNHMCAHBI PEKOMEHIAMHM 10
JEHCTBUSAM IOJIb30BaTENEH B Cilyyae BOZHUKHOBEHHS HEIITATHBIX CUTYaLIUN.

JokymenTt mnoarorosieH B coorBerctBuuM ¢ ['OCT 19.103-77 — B wyactu
HauMeHoBanus u o6o3zHauenus, ['OCT 19.106-78 — B uwactu odopmienus, ['OCT

19.505-79 — B 4acTu CTPYKTYpHI U COJCPIKAHUSL.
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IHEPEYEHb TEPMHUHOB

ITporpammubIil kommieke «Cepsep gokymenTos» (I1IK CJI).

WHcTpyMeHT 11 co31aHus Npo¢eCCUOHATbHBIX U BU3YaJIbHO
MPUBJIEKATENFHBIX UAarPaMM, CXeM U TpadUKOB U3 TEKCTOBOM
uHpOpPMaLINH.

OOBEKTHI, CO3/JaHHbIE B OJTHOM IPUIOKEHUU U BHEAPEHHbBIC UIIH
CBSI3aHHBIE C JPYT'HM MPHIOKEHHUEM.

Crangaptasiii Habop u3 128 cumBonoB (ot 0 10 127), KOoTOpHIit
BrrogaeT mudpsi (0 — 9), natuackue OykBbI (A-Z, a-z), 3HAKH
NpeNUHaHUs ¥ YIPaBJISAIOIINE CUMBOJIBL. JTOT CTaHapT (American
Standard Code for Information Interchange) onpenensier, kak TeKCT
KOJMPYETCsI B BUJIE YHMCET, YTOOBI KOMIIBIOTEPHI MOTIIM 00pabaThIBaTh U
nepeiaBaTh TEKCTOBBIE JaHHBIE.

Hancrpounsle, HOACTPOYHbBIE UM BHYTPUCTPOUYHBIE CUMBOJIBI, KOTOpPbIE
J00aBISIOTCS K OYKBE MJIM CUMBOJTY JUJIsl 0003HAUEHUS €r0 OTINYUS,
YTOUYHEHUS WJIH JUIS Pa3JInYCHUs TIOX0KHUX 0003HAYCHUH.

Komrmiekc mporpaMMHOTo obecriedeHust 1 000py0BaHUs, KOTOPOE
pasmeniaet u 3amyckaeT [1TK C/I.

KommeloTepHas nporpamma, KoTopas 3alyckaeTcsi B Be0-0paysepe u
TpeOyeT MOAKIIOUCHHS K UHTEPHETY, a He YCTAHOBKH Ha YCTPOHCTBO
MOJIb30BaTEIsl.

[TporpamMMbl 1 IPUIIOKEHUS, IOCTYITHBIE Yepe3 MHTEPHET 0e3
YCTaHOBKH Ha JIOKAJIbHBIM KOMITBIOTEP, MPEAOCTABIISIONINE
MOJIb30BATEISIM Pa3InYHble PYHKIIMH U YCIIYTH, TAKHE KaK MOUCK
uH(popMalnu, oblIeHre, XxpaHeHue (aiaoB, yrpaBieHUe TaHHBIMU U
(MHAHCOBBIE OIIEepAITHH.

HabGop naHHbIX, Onpenestonyi BHEIHUN BUA rpaduueckoro
uHTEpdeiica mporpaMMbl, HAIPUMEp, IIBETOBYIO CXEMY, IIPHQTEHI,
MKOHKHU U PACIOJIOKEHHE JIEMEHTOB, CO3/1aBasi YHUKAIbHBIN CTUJIb.
Crioco6 B3auMOIEUCTBHUS € AJIEMEHTaMu UHTepdelica, TP KOTOPOM
M0JIb30BATENb «3aXBaThIBAECTY» O0BEKT (Hampumep, (Gpaiiia Ui 3Ha40K),
MEPETACKUBAET €0 B HOBOE MECTO U «OpocaeTy TaMm.

YHUKaNbHBIN U(PPOBOI «IOYTOBBIN aApecy s KaKIO0ro yCTpoiicTBa
B ceT UHTepHeT Wi JIOKaJbHOU ceTH (HalpuMep, TOMaIllHeN CETH),
KOTOPBI 103BOJISIET YCTPOUCTBAM HAaXOAMUTh APYT JIpyra u
OOMEHHBATHCS TAHHBIMH.

[TpeobpaszoBanue u3 ogHoro hopmarta daiina B Apyroit popmar daiina.
DOneMeHT uHTepdeiica, KOTOPHIH MO3BOISET MOIB30BATEIIO
MEPEKIII0YATHCS MEXKAY Pa3IMYHBIMU pa3esiaMi UM CTPaHUIIAMHU, HE
MOKHUAAst OAHO OKHO MPHIIOKEHUSI.
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1. HA3BHAYEHMUE IPOI'PAMMBbI

[Tporpamma «CepBep [OKyMEHTOB» NpeIHA3HA4eH s OpraHu3aluu
COBMECTHOM palbOThl C JOKYMEHTAMHM pPAa3IMYHbIX (OPMATOB (TEKCTOBBIMH,
TaOJIMYHBIMU, TPE3CHTAIUSIMH) HEMOCPEJICTBEHHO B Opaysepe. OH oOecrieunBaer
LEHTPAIN30BaHHOE XPAHEHUE, IPOCMOTP U pPEeJaKTUPOBAHUE TOKYMEHTOB, & TAKKE UX

KOHBEPTALMIO B HEOOXOIUMBIE ()OPMATHI.

1.1 HaumeHoBaHMe MPOrpaMMbI

[Tonnoe Ha3Banue: [Iporpammuslii komruieke «CepBep TOKYMEHTOBY.
Cokpamennoe Haumenosanue: 11K C/I.

Howmep noxymenta: RU.48324255.CJI(TP)-TP-B1.1.

HaumenoBanue kommnanuu pazpadborunka: AO «P7».

1.2 ®yHKIHMH NPOrPaMMbI
[TporpamMmmubIil KoMILIEKC «CepBep TOKYMEHTOBY» MPEIOCTABIISIET KOMIIJIEKCHOE
pEIIeHNEe JIs OpraHu3auy padoThl ¢ JOKyMEHTAMU B OHJAMH-cpesne, oOecreunBast
B3aUMOJICUCTBUE MEX]y KJIMEHTCKOM M CepBEepHOM cTopoHaMu s 3(HPEKTUBHOTO
XpaHEHUs, MPOCMOTPA, PEAAKTUPOBAHUS W YINpaBieHUs AokymMeHTamu. OCHOBHBIE
(GyHKIIUHA BKITIOYAIOT:
e Pemaktopsr:
o OHaifH-pelaKTOp TEKCTOBBIX JOKYMEHTOB, OJJIEKTPOHHBIX TaOJuIl |
MPE3EHTAUN;
o IMonnepxkka mmpokoro cnekrpa dopmaros: DOC, DOCX, PDF, TXT,
ODT, RTF, HTML, EPUB gnst TtekcTtoBbIX HOKyMEeHTOB; XLS, XLSX,
ODS, CSV u PDF nnsa tabmui; PPT, PPTX, ODP nns npesenTanuii;
o CoBMeCTHOE peJlaKTUPOBAHUE U MPOCMOTP B PEKUME PEATHHOTO BpEMEHHU
(Ipy HaIM4YKMK COOTBETCTBYIOLIUX MPAB);
o Kouepranus pokymentoB B dopmarsl Office Open XML (DOCX,

XLSX, PPTX) nnst penakTUpOBaHMS U1K CKaUUBaHUS;
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o Hurepdeiic penakTopa JOKYMEHTOB KaK MPOMEKYTOYHOE 3BEHO MEXKIY
MOJIb30BATEIEM U CEPBUCOM PEIAKTUPOBAHMS.

MeHnemxep TOKyMEHTOB:

o OtobpaxeHue Cucka JOKyMEHTOB B Opay3epe MmoJIb30BaTes;

o BrlfieneHre W BBITIOJIHGHHWE ONEpaMii HaJ JOKyMEHTaMHu (IPOCMOTP,
peIaKTUpPOBaHUE, OOMEH C IPYTUMH TOJIH30BATEISIMU B 3aBUCUMOCTH OT
MpaB JIOCTyTa);

o WMuTterpanust ¢ cepBUCOM XpaHCHUS JTOKYMEHTOB JUIsI TOJYYCHHS
UJCHTU(HUKATOPOB U CCHIJIOK.

CepBuc XxpaHeHHS TOKYMEHTOB:

o besomacHoe XxpaHeHuE TOKyMEHTOB C pa3rpaHHYEHUEM TIpaB JOCTYIa;

o IlpenocraBnenue CChUIOK W UACHTU(HHUKATOPOB JTOKYMEHTOB MEHEKEPY
JIOKYMEHTOB;

o Ilogaepxka mpaB moctyna Uit IpOCMOTPa, peIaKTUPOBAHUS WM OOMEHa
JIOKyMEHTaMH.

CepBuc peaKTUpOBaHUS JOKYMEHTOB:

o B0o3MOXXHOCTP TpocMOTpa ¥  PENAKTUPOBAHHMS  JOKYMEHTOB  C
HEO0OXOMMBIMHU MPABAMH;

o BrImoniHeHHE BCceX OCHOBHBIX (YHKIMHA pPENAaKTUPOBAHHUS Uepe3
uHTepdEeic penakTopa JOKYMEHTOB.

CepBuC KOHBEPTAIMH IOKYMEHTOB::

o ABTomaTuyeckas KOHBepTamus JokymMeHTOB B (opmarel Office Open

XML nnst COBMECTUMOCTH U y100CTBA pelaKTUPOBAHMSI/CKAUMBAHHUSL.

1.3 IIpuMeHeHHe MPOTrPaMMBbI

Oo6nactu npumenenus [K C;

Jlns opraHu3anii COBMECTHOM palOOThl HaJ JOKYMEHTAMH B KOMITAHMSIX
1000T0 pasmepa;
Hns IPEAOCTABICHUS MOJIb30BATEIISIM BO3MO>KHOCTH OHJIAIH-

PENAKTUPOBAHUS TOKYMEHTOB HEMIOCPEACTBEHHO B Opaysepe;
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e B mpoekTHBIX KOMaHAaX IJsi COBMECTHOW pa3pabOTKU JOKyMEHTAIlUU U
OTYETHOCTH;
e B TOCYymapCTBEHHBIX OpTraHHW3alldAX JII OOpabOTKM W  XpaHEHUs
JIOKyMEHTAITUH.
e (OOnayHoe pelieHHEe MO3BOJSET paboTaTh B PEKUME OHJAWH U3 JIFOOOTO

Opay3epa u B 110001 oneparuoHHON CUCTEME.



2.
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YCJI0BHAA BBITNTOJIHEHHUSA ITPOI'PAMMBbI

2.1 Cgpenenusi 0 TeXHUHYECKHX M MMPOTrPAMMHBIX CPeICTBAX

Hns xoppextHort pabotel I[IK CJI HeoOXoaumo coOIOJieHHE CIEaYIONUX

TpeOOBaHUI K MPOrPaMMHOMY H alIapaTHOMY 00eCTIeUeHHIO.

TpeOoBaHuA K KJINEHTCKON YacTu (Be0-Opay3epbl)

Cucrema peanu3oBaHa B  BHJI€ BEO-IPUIIOKEHUSA, TMOIACPKUBAEMOIO

OOJBITMHCTBOM BeO-0pay3epoB aKTyallbHBIX BEPCHIA:

Google Chrome;
Sunexc bpaysep;
Mozilla Firefox;

Safari.

MunumajibHbIe TPeOOBAHMS K CepBepy:

[TonnepxuBaercs TOIbKO 64-OuTHas ApXUTEKTYPa;
[Ipoueccop ot 2 sanep;
OnepaTtuBHas naMarthb ot 6 ['0;

CB000OIHOE MeCTO Ha )KeCcTKOM aucke ot 40 I'6.

OnepanuoHHbIE CUCTEMBbI:

OOb1yHas Bepcus

ALT Linux:

o Anbt Cepsep 10.2;

Astra Linux:

o Astra Special Edition 1.8.1 Pemakmus MakcumanbHas 3alIWIIEHHOCTh
Cwmonenck (6e3 311C u MKII);

PEJl OC:

o PEJI OC 8.0 crannaptHas peakuus;

o PEJ] OC 7.3.5 crangapTHas peaaKiiusi.

Debian:

o Debian 12.
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e Windows:
o Windows Server 2022;
Docker-Bepcust
e Debian:

o Debian 12.

\J
# Tlpumeuanue

CBeneHus 0 MOAICPKUBAEMBIX ONEPALMOHHBIX CHCTEMaX MOTYT OOHOBIATHCA. AKTYyaIbHY

UH(POPMAIIMIO BCET]a MOKHO HANTH Ha O(UIHATIHLHOM CalTe 1O apecy:
https://support.r7-office.ru/document server/general document server/requirements_os_ds/

PexkoMeHaUU K KJIHEHTCKUM Pa004YUM CTAHIUSIM:

Knnenrckue pa6oqI/Ie CTaHIIMKU OOJDKHBI HMMCETHb XapPaKTCPUCTHUKH HC HWIKC

YKa3aHHBIX:
e [Ipoueccop AByXbsSAepHbIN ¢ TAKTOBOM yacToToM 2 I'T'11 miiK BhIIIE;
e OmneparuBHas nmamsaTh He MeHee 2 ['0;
e (CB00O0OIHOE MECTO HA KECTKOM JHCcKe He MeHee 2 0.
2.2 TpeOoBaHMS K NEPCOHAILY
[Tonb3oBaTesIM PEKOMEHAYETCS HMMETh HAaBBIKM pPabOThI C TMEPCOHATBHBIM

KOMIIBIOTEPOM TMOJI YIpaBlIEHHEM onepanuoHHbix cucreM Windows wiam Linux, a

TaKXe C OPUCHBIMHU ITAKETAMH.


https://support.r7-office.ru/document_server/general-document_server/requirements_os_ds/
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3. BbBIIIOJHEHHUE ITPOI'PAMMBbI

PeﬂaKTOp JOKYMCHTOB — 3TO OHHaﬁH-CCpBHC, I'[OBBOJISII-OIHI/If/'I IMpoCcMaTpuBaTh U

pEeAaKTUPOBATh JOKYMEHTHI IPSIMO B Opays3epe.

OHnaliH-pegakTop AOKYMEHTOB IO3BOJISIET BBINOJHATH PAa3JIMYHBIE OIEpPALAH
pPEeNaKTUPOBAHMs, COMOCTABUMBIE C (PYHKIIMOHAJIOM JECKTOMHBIX mporpamm. OH

00€eCIIeYnBaET:

e PepaktupoBaHue u pacnedyaTky JOKYMEHTOB C COXPAHEHHEM BCEX AETalleh
dbopMaTupoBaHUS.

e (CoxpaHeHHE JNOKYMEHTOB Ha JKECTKMH IUCK KOMIIBIOTEpa B IIMPOKOM
cnekrpe popmato: DOCX, PDF, ODT, TXT, DOTX, PDF/A, OTT, RTF,
HTML, FB2, EPUB, PNG, JPG.

e [IpocMOTp Tekylieil Bepcuu MporpaMmbl, HOMepa COOpKU U MH(OpMAIHU O
BJIQJICIIBLE JMUEH3UN OCYILIECTBISIETCA IyTEM WIENYKa 1O 3Hauky © Ha
JeBOI OOKOBOM MaHEIN UHCTPYMEHTOB.

HHonnep:xkuBaemsble popMaThl JJIEKTPOHHBIX JOKYMEHTOB

DJIEKTPOHHBIE  JIOKYMEHTBI TPEACTaBISAIOT CcoOOM oauH U3 Hauboliee
pacipocTpaHEHHBIX TUIMOB HUMPOBBIX (ailyIoOB B COBPEMEHHON HH(OPMAIMOHHON
cpene. Brwicokuii ypoBeHb pa3BUTHS HMHPPACTPYKTYPbl KOMIIBIOTEPHBIX CeTel
o0ecreynBaeT NpeBOCXOAHYI0 AP (HEKTUBHOCTh UX PACIPOCTPAHEHHUS IO CPABHEHUIO C
TPaJAWIIMOHHBIMU TI€YATHBIMU HOCHUTENISIMH, Onaromapsi TakuMm (akTopam, Kak
MTHOBEHHAs Mepeadya, MaclITabupyeMOCTh U OTCYTCTBUE (PU3MUECKUX OTPaHUYCHH.
Pa3nooOpazue ycTpoWcTB mjisi 00pabOTKM U OTOOpa)KeHHs JOKYMEHTOB (OT
crarmoHapubix [IK 1m0 mMoOunpHBIX miuaTdopM) 0O0yCIOBIMBAET HAJUYHE IIUPOKOTO
CIEKTpa MPOMPUETAPHBIX M OTKPBITHIX (HaloOBBIX (POPMATOB, BKJIIOYAs CTAHIAPTHI,
takue kak DOCX, PDF, ODT u npyrue. Pemaktop nOKyMEeHTOB oOecreduBaet
COBMECTUMOCTH C Hanboyiee BOCTPEOOBAaHHBIMHU W3 HUX; MOJAJEpPKUBaeMble (hopmaThl

npuBeneHsl B [Ipunoxenue 1.
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3.1 Hnutepdeiic nporpamMmsl
3.1.1 OxkHO nporpamMmmsl
Penaktop JOKYMEHTOB MCHOJB3YeT BKJIaJOYHBIA HHTEp(deiic, B KOTOPOM
KOMaH/bl PENAaKTUPOBaHMsSI OPraHMW30BaHbl MO MNPUHIUNY (PYHKIMOHAIBHON

npuHajiexHocTH (PucyHnok 1).

& P1-ODU( ® e o~ IOKYMEHT 7% IPOBEPKH BOSMOXHOCTEH TEKCTOROO POAaKTOPa.dOCX

oain [NESSSRN Bcraeca  Pucosawwe  Maxer Cownei  Coswecrwanpabora  dauwra  Bun  Mnanme

Obbrait | Beawmepsa 3ArOJI0  3arofoB  3aronoso 3azonosox8  3acanosox 9

3aron10Bok NEPBOro ypoBHs

OcHoBHO#A TexcT

| — S— romsterm < @ [ B+ | @ 1 - oo 5

Pucynok 1 — OkHO OHJIaliH-pPeIaKTOPAa JOKYMEHTOB

B okne wuHTEepdelica pegakTopa OHJAWH-pEIaKTOpa JOKYMEHTOB MOXKHO
BBIJICIUTD CIEAYIOIIME COCTABIIAIOLINE:

1. Hlanka penakropa (Pucynok 1, mos. 1).
[lanmka pemakTOpa COICPXKUT: JIOTOTHUI, BKJIAJAKH OTKPBITHIX JTOKYMEHTOB,

Ha3BaHUE JIOKyMEHTa W BKJIaJAKu MeHo. B meBoin wactu Illanmku pemakropa
(PucyHok 2) pacroI0KeHbl KHOTIKH:
o Coxpanurs El
o Hameuarartsp (aiin & ,
o OTMeHHTD & |
o Mosropurr, & .
EE'I] T o~

PucyHok 2 — JleBasi 4acTh WIANKH PeAaKTOpa

B mpaBoii yactu manku penakropa (Pucynok 3) 0TOOpaXKaroTCs:
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O ABartap noJib30BaTeJis;

o Knonka OTkpbITH pacnoJioxkenue ¢aiiaa H ;

o Knonka IMTouck & ;

o Knonka mpocmoTp mosab3oBartenei © (oToOpakaercsi, Korjaa

JIOKYMEHT PEIaKTUPYIOT HECKOJIBKO MOJIb30BATENEH ).

Pucynok 3 — IIpaBasi 4yacTh IANIKH PeJAKTOPA

2. BepxHsisi naHeJb HHCTPYMEHTOB (Pucynok 1, M03. 2).
BepxHsis maHens MHCTPYMEHTOB COJAEPKUT KOMaHIbI peAaKTUpPOBaHUS, HAOOP
KOTOPBIX 3aBUCUT OT BHIOPAaHHOM BKJIAJAKU MEHIO. JIOCTYIHBI ClieIyIOII1e BKIAIKU:
o @aiia (3.1.2);
o I'maBuas (moapobHoe onucanue B 1. 3.1.3);
o Bceraska (nmogpo6Hoe onucanue B 1. 3.1.4);
o PucoBaunue (mogpo6Hoe onucanue B 1. 3.1.5);
o Makert (nonpoOHoe onucanue B 1. 3.1.6);
o Cceblaku (monpoOHoe onucanue B 1. 3.1.7);
o CoBmecTHasi pabora (moapobHoe onucanue B 1. 3.1.9);
o 3ammra (mogpoOHoe onucanue B 1. 3.1.9);
o Bua (mogpo6Hoe onucanue B 11. 3.1.10);
o Inarunsl (moapo6bHoe onucanue B 1 3.1.11).
Komangsl Komuposats '@ , BcraButh B, Beipezats &<, wu Bblaenutb
BcE ‘K Bcerga OTOOpaXkaroTCA B JIGBOM YAaCTH BEPXHEH MaHEIM, HE3aBHCHMO OT
BBIOpaHHOM BKJIQJIKU (32 UCKITIOUCHUEM BKIAAKU «Daltim).
3. Crpoka cocrosaus (Pucynok 1, mos. 3).
B Crtpoxke cocTostHuSI 0TOOpaXkaroTCsi: HOMEP TEKYIIEH CTpaHUIlbl, KOJIUYECTBO
cloB (C BO3MOXXHOCTb OTOOpa3uTh BHINAJAIOIIUMNA CHOUCOK, B KOTOPOM JIpyrue

KOJIMYECTBEHHBIE MMapaMeTphbl JOKYMEHTA), HEKOTOpbIE OMOBeNieHus (Hanmpumep, «Bce
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M3MEHEHHS COXpaHEHbD» U T.1.). Kpome Toro B CTpoKe COCTOSHUS MOXKHO 3a7aTh SI3bIK
TEKCTa, BKIIOYATH TPOBEPKY opdorpaduu, BKIIOYUTH PEKUM OTCICIKUBAHUS
W3MEHEHUH, HaCTpOouTh MaciTab (moapobHee o HacTpoiike macmitaba cwm. 1. 3.10.4).
4. JleBasi 6okoBasi manejib (Pucynok 1, nos. 4).
B neBoit 00KOBOI maHene HaXOAATCSI KHOTIKU:
o Kommenrapuit & — 103BONAET OTKPBITH IIaHENh KOMMEHTapHEB
(monpobHoe onucanue B 1. 3.9.1);
o Yar "= — nos3Bonser oTKpsITh maHens Yarta (MoApoOHOE OMMCaHWE B .
3.9.1);
O 3aroyioBKM = — TIO3BOJISIET TEpPeTH B TMaHeNnb 3arojoBKU IS

YIOPABJICHMS 3ar0JI0OBKaMHU (IMOApoOHOe onucanue B 1. 3.6.13);

o OrpaHnuyuTh pEIaKTUPOBAHUE ®  _  nossonser OTPaHUYMTh  WJIU
paspeninTh PeIaKTUPOBAHHE OTIEIBHOTO (PparMeHTa B TEKCTOBOM
JIOKYMEHTE;
o O nporpamme & — comepsKuT cBeIeHUS O MPOrpaMMe, €& BEpCHH U JIp.
5. IlpaBasi OoxkoBasi maHe b (PucyHok 1, 1103. 5).
[IpaBass OOkoOBasi maHedb MO3BOJSET HACTPOUTH JOMOJHUTENbHBIC MapaMeTPhI
Pa3IUYHBIX OOBEKTOB:
o TTapamerpsi a63ana 11 ;
o IlapameTpsl Tabnuub! &

o TTapameTpsl n306paxenns &
o IlapameTpbl KOJTOHTUTYJIOB D;
o Tlapamerpsl Qpurypsr ©O;

o ITapameTpsl quarpammebl ol

o ITapameTpsl 00bekTa «Text Arty» I ;

o Ilapamerpsl nrucrMa
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[Ipn BbBIIENTIEHMM B  TEKCTE OMNPEIEICHHOTO OOBEKTa  aKTUBUPYETCS
COOTBETCTBYIOIIMI 3HAYOK Ha IpaBod OOKOBOM mnanenu. HaxkmuTe Ha STOT 3HAUOK,
9TOOBI Pa3BEPHYTH MPaBYIO0 OOKOBYIO TTAHEIb.
6. TI'opu3zoHTanbHasi u BepTUKAJbHAas JInHelku (Pucynok 1, mos. 6).
['opu3oHTANIbHAA U BEpPTUKAIbHAS JIMHEWKU MO3BOJISIIOT BBIPABHUBATH TEKCT U
JpyrUe 3JIEMEHTHI B JIOKYMEHTE, HACTPAUBaTh IOJISI, TO3UITUU TaOYJSAIUUA U OTCTYTIBI
a03ares.
7. PabGouas ob6nacts (PucyHok 1, nos. 7).
Pabouast o6mactb Cay>KUT AJIA MPOCMOTPa COAEPKUMOIO JOKYMEHTa, BBOJIa U
pEeIaKTUPOBAHUS JJAHHBIX.
8. IMosaoca mpokpyrku (Pucynox 1, nos. 8).
[Tonoca IpoOKpYyTKH, PacIioNOKEHHAs CIpaBa, MO3BOJSET IPOKPYYUBATH BBEPX U
BHU3 MHOTI'OCTPAHMYHbBIC JOKYMEHTHI. [[1s ymoOCTBa MOXKHO CKpPBITh HEKOTOpBIE
AJIEMEHTHI ¥ CHOBa OTOOpa3uTh UX NMpu HeoOxoaumocTu. [loapoOHas uadopManms o
rapaMeTpax IpeACTaBICHUs U MHCTPYMEHTaX HaBUTALUK colepkuTcs B 1. 3.10.4.
3.1.2 Bkuagka ®Paiin
Ha Bxnagke «®aiim» (PucyHok 4) 1OCTYIHBI CIEAYIOIIUE OMITUU:
e 3aKkpeITh MEHIO — 3aKphIBA€T BKJIAJKy M BO3BpalllaeT K Mpeablaylien
aKTUBHOM BKJIQJIKE;
e CoxpaHUTh — MO3BOJIAET COXPAHUTD TEeKyluH ¢aiin (mogpodHee B 1. 3.10.2);
e (CkauaThb Kak — MO3BOJISIET COXPAHUTh JOKYMEHT B BhIOpaHHOM ¢opmare Ha
XKeCTKoM jaucke (rmoapoduee B 1. 3.10.2);
e [leuarpb — OTKpBIBAaET TapameTphl MeYaTH JOKYMEHTa (MOoApoOHee B I
3.10.2);
e 3alUTUThH — MO3BOJISIET 3aUTUTH (DA C TOMOIIBIO MAPOJIs, U3MEHUTh UJTN
yAaIuTh napods (noxpoduee B 1. 3.10.9);
e (BeneHus O JOKYMEHTE — MO3BOJSET MPOCMOTPETh OOIIME CBEICHHUS O

JIOKyMEHTE WJIM U3MEHHUTh HEKOTOphbIe CBOMCTBa (aitna (moapoOHee B .

3.10.1);
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e JlomOMHUTENBHBIE MapaMETPhl — IIO3BOJISIET OTKPBITH JOMOIHUTEIHHBIE
napamMeTpsl penakropa (moapoduee B 1. 3.10.3);

e CrmpaBka — IpeJOCTaBIISET JOCTYI K CIIPABOYHBIM MaTepHUaIaM MporpaMmel;

e Coobmute 00 ommubke — coodmuTh 00 omubke uyepe3 popmy o0OpaTHOI
CBSI3U;

e OTKpBITh pacroyiokeHue (aiina — MO3BOJISIET OTKPBITH B HOBOM BKJIAJIKE

Opay3epa mamnky B XpaHWIHILE, HAIpUMep B Moayie «Jluck», B KOTOpoi

coxpaHeH ¢aii.

+* P7-001C

JlokyMeHT 415 NPOBEPKM BO3MOXHOCTEH TEKCTOBOMO pegakropa.docx

=

Bcraska

InasHas Pucosanne Maxet Ccbinm CosmecTHas paboTa 3awmra Bua MnarmHbl

3aKpbITh MEHK0

CkauyaTb Kak

CoxpaHuts
CkauaTtb Kak b —~—
A P P
Meuvars
DOCX PDF oDT
3awuTnTb

CeefleHnA 0 JOoKyMeHTe

[lononHuTeNbHLIE NapameTpbl

Cnpageka

CoobuuTs 06 owmbke

OTKpbITb pacnonoxexne maina

A

JPG

Pucynok 4 — Bkiaaaka «®ailin»

3.1.3 Bkuaaka I'naBuHas
Bxnanka «I'maBuas» (PucyHOK 5) OTKphIBaeTcs 1Mo YMOJIYAHUIO MIPU OTKPBITUU
nokymenta. Ona mo3Boiisgier (opmaTupoBath MWPUGT U abd3ampl. 31€Ch TaKKe

AOCTYIIHBI HCKOTOPLIC APYTUC OIIIKUH, TAKUC KAaK CIIMAHUC U [IBETOBLIC CXCMBEI.

«* P7-0®UC B = [loKyMEHT NS NPOBEDKY BOIMOKHOCTE! TEKCTOBOTO peaakTopa.docx

naeHas Beraska Pucosanne Maxet Cebinkm CoemecTHan paota Jawurta Bug MnarmHe!

By & M~
o e besukrepsan | 3@roNioBC | 3aroJioB = Saroncsok! 3aronos(

Pucynok 5 — Bkiuaaka «I'1apHas
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C momoI1bi0 3TON BKIJIAJIKK MOYKHO BBIMIOJTHUTH CJEIYIONIUE ACHCTBUS:

e 3agaBath THI, pa3Mep U 1BeT mpudra (mogpoduee B 1. 3.5.2);

e [lpumensats ctunu opopmiieHus mpudra (nmogpodHee B 1. 3.5.3);

e BriOupats uBet ¢oHa s ad63aia (nmogpoduee B 1. 3.4.3);

e (CozmaBath MapKHpPOBAaHHBIE M HYMEPOBaHHBIC CIUCKHU (MOApOOHEE B TI.
3.4.9);

e I3MmeHsTh OoTCTYIBI a03a1ieB (moapoOHee B 1. 3.4.4);

e 3ajaBaTh MEXIYCTPOUYHBIN MHTEpBa B ab3arax (moapoduee B 1. 3.4.5);

e BripaBHuBaTh TeKCT B ab3arie (moapobHee B 1. 3.4.1);

e (OTtoOpaxaTh U CKpPbIBaTh HETIEUaTaeMble CUMBOJIBI (TI0JIpoOHee B 1. 3.3.2);

e KomupoBaTs u ouniath popMaTupoBanue Tekcta (moapooHee B 1. 3.5.4);

e 3MeHATh IIBETOBYIO cxemy (mojpoOnee B 1. 3.2.2);

e lcnonb3oBaTh GYHKIUIO CAUSHUS (JOCTYIMHO TOJIBKO B OHJIAWH-BEPCHUM)
(moxpobnee B 1. 3.7.1);

e VmpaBnars cTwisiMu (moapoOHee B 1. 3.5.1).

3.1.4 Bkuaaka BcraBka

Bxnagka «BctaBka» (PucyHoxk 6) mo3BosisieT J00aBISATH  DJIEMEHTHI

dhopmMaTUpPOBaHUS CTPAHUIIBI, & TAKKE BU3yaTbHbIE OOBEKTHI 1 KOMMEHTAPUH.

" PT-OBUC B e ~ JloKyMEHT [/19 NPOBEPKM BOIMOXHOCTE TEKCTOBOIO pegakTopa.docx

Qaiin nasHas Beraska Pucosaxne Maxet Cebinkn CoemecTHar pabota 3awwmra Bua MnarmHbl

2 m B o bR B f£ BB AR F Q£

(=]
. MycTan  Paspsissl  Tabnaua  Msobpameswe [parpamma Owrypa SmanArt  KoMmwesTapwil MWnepcceinka  KoroTwtymel Jataum  Hagnuce Text  Ypaswewe CuMBON  BYKBKUA  SMEMEHTH ynpasneHiA
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Pucynok 6 — Bkiaaka «BcraBka»

C moMOIIbIO 3TOH BKJIAJKH MOXHO BBITIOJTHUTH CIIEAYIONIUE NCHCTBUS:

e BcraBnsare nmyctyto ctpanuily (mojapodnee B 1. 3.4.6);

e BcTaBmaTh pa3phiBbl CTPAHUIl, Pa3phIBBI Pa3leioB U Pa3phIBBI KOJIOHOK
(moxpoduee B 11. 3.4.6);

e BcraBiaTh TaOIUII, H300paKCHUS, JHarpaMMbl, GUTYphI, 00bEKTHI smartart
(monpoodnee B . 3.6.1, 3.6.3, 3.6.4, 3.6.5, 3.6.7);

e BcraBnsaTh runepcchbuiki, KoMMeHTapuu (moapoouee B oi. 3.5.5, 3.9.1);
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e BcTaBnaTh KOJOHTUTYJIBI M HOMEpA CTpaHUI, JaTy W Bpems (moapoOHee B
nn. 3.3.4, 3.3.6, 3.3.5);
e BcCTaBiuATh:
o TekcroBbie nons u 00bekThl Text Art (moapobuee B 1. 3.6.6);
o YpaBuenus (nmoxpoOuee B 1. 3.8.1);
o CumBorsl (mogpobuee B 11. 3.6.9);
o bykBunpl (mogpobuee B 1. 3.5.7);
o DJIEMEHTHI YIIPaBJICHUS COACPKUMBIM (1oipoOHee B 1. 3.6.12).
3.1.5 Bkuaaka PucoBanmue
Bxrnaaka «PucoBanue» (Pucynok 7) mo3BojsieT neiaTh MOMETKH MPSIMO Ha
dKpaHe, pUCOBATh MPOU3BOJBHBIE (PUTYPHI ¥ JUHUW TPHU MOMOIIU YCTPOWCTB BBOJA,
TaKMX KaK MBIIb WIM SJIEKTPpOHHOE Tepo. s BXoma B PEXUM PUCOBAHUS

HEO0OXOJAMMO BBIOPATH COOTBETCTBYIOLIUN UHCTPYMEHT.

+ P7-0®UC B S e ~ JIOKYMEHT JJ1R NPOBEPKI BOIMOXHOCTEH TEKCTOBOTD pefakropa.docx

oaiin nasHas Bcraska PucoBakue Maxet Cebinm ‘CoemecTHan paboTa 3awmra Bua MnarvHel

& b ¥ & ¥

i BolSniTh  mmmm — Nacrux
B v v v

Pucynok 7 — Bkiaaka «PucoBanue»

C nmoMoUIbI0 3TOM BKJIAJIKK MOKHO BBIMIOJHUTD CIICYIOIINE IEUCTBUSA:
pUCOBATH JIMHUM PA3HOTO LIBETA ITPU OMOIIM HHCTPYMEHTOB «Pyuka» u «Mapkep»,
yAaJIsTh HAPUCOBAHHBIC JIMHUM C TIOMOIIbIO HHCTpYyMeHTa «JlacTuk»,

BBIJICIISITh JIMHUH.
3.1.6 Bxuaaka Makert
Bxnagka Maxket (PucyHok 8) Mo3BOJISIET U3MEHUTh BHEIIHUM BUJI IOKYMEHTA!

3a7aTh IMapaMeTpbl CTPAHULBI U ONIPEAEIUTD PACTIONIOKEHUE BU3YAIbHBIX JIEMEHTOB.

" P7-O®UNC = e ~ JLOKyMEHT 1A NPOBEPKA BOZMOKHOCTEH TEKCTOBOTO pejakTopa.docx

oaiin FnaeHas Beraska Pucosaxne Maxet Ccblnm ‘CoBmecTHan paboTta 3awmra Bug MnamHbl

o« 0 B [ OE 2 B &
=]

Mons Opuertauus Faimep Komowxt Paspeissi Hymepaus PaccTasoska e Moanora
- - ~ ~ CTpOK~  nepeHoCos v 5

Pucynok 8 — Bkiaaaka «Maker»

JlaHHasi BKJaJKa MPEIOCTaBIsCT CICAYIONIUE BO3MOXKHOCTU JJIsI HACTPOMKHU

CTpPaHHUIIBI:
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Hacrpoiika mone#t, opueHTaniu U pazMepa CTpaHuIlbl (moapoOHEe B .
3.3.1);

JloOaBneHre KoJoHOK (moapooHee B 1. 3.3.1);

BcTaBka pa3pbhIBOB cTpaHull, pa3iesioB U KOJIOHOK (roapoOHee B 1. 3.4.6);
Bxorouenue Hymepanuu ctpok (mogapoduee B 1. 3.3.7);

VYpasneHne nepeHocamu;

BripaBHuBanue u ymnopsijiounBaHue OOBEKTOB (TalnuWIl, H300paKEHUM,
nuarpamm, ¢uryp) (mogpoOunee B m. 3.6.1, 3.6.3, 3.6.5, 3.6.4);

Hacrtpoiika ctwis oOTekaHuss W PpPEJAKTUPOBAHWE TPAHUIl OOTEKAHUS
(moxpobnee B 1. 3.6.11);

Jlo6aBneHue moaioxKku (moapodnee B 1. 3.3.12).

3.1.7 Bruaaka CcbLIKH

Bxnaaka «Ccputkn» (PucyHok 9) mo3BosisieT ympaBisiTh pa3iIMYHbIMU THUIAMU

CCBIIIOK: I[O6aBJ'I$ITB 1 OOHOBJIATH OTJIaBJICHUC, CO3AaBaTb WU PCAAKTUPOBATHL CHOCKH,

BCTABJIATH I'MIICPCCBLIKH.

«* P7-00NC = ~ J0KYMEHT ANA NPOBEPKA BOIMOXHOCTEH TEKCTOBOMO pefaxTopa.docx @
Qaiin nasHas Beraska Pucosanne Maxet Cebinkm CoBmecTHas pabota 3awmTa Bua MnarmHs o Q
[ =: 1Y HoGasw v ! ) =ic " it

= =: T DoGasrs Texcr AR & 1 Ciy S Crwcox wocTpau

B 0§ Omasnense  (~ oyogu, ranuy « | CHOSH | Mmepccoa anaga | Heseamse Mepempecmien -

Pucynok 9 — Brkinaaka « CcblUIKI

C IIOMOIIIBIO 3TOM BKJIAJIKHM MOJKHO BBIIIOJIHUTH CJICAYIOIIUC I[GﬁCTBHﬂI

Co3naBath M aBTOMATHYECKHM OOHOBIATH oOrjaBieHue (moapoOHee B 1.
3.6.13),

BceTaBmsTh CHOCKHM M KOHIIEBBIE CHOCKH (moapooHee B 1. 3.3.8, 3.3.9),
Berasmsats runepccbuiku (moapobHee B 1. 3.5.5),

Jlo6aBnsaTe 3aknanku (moapoduee B 1. 3.3.11),

Jlo6aBsaTh Ha3BaHus (ToaApoOHee B 11. 3.6.8),

BcraBnsaTs nepekpecTHble CChUIKH (oApoOHee B 1. 3.5.6),

J100aBIATh CIMCOK WILTFOCTpaIuii (moapodHee B 1. 3.6.14).
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3.1.8 Bkuaagka CoBmecTHasi padoTa

Bxnanka «CoBmecTtHas pabota» (Pucynok 10) mpenoctaBisieT MHCTPYMEHTHI
JUIsL OpraHMU3allii COBMECTHOM paboThl HaJ JOKYMEHTOM, BKJIIOYas MPEAOCTaBICHUE
JOCTyIa, BBIOOp peXHMa peJakTUPOBaHUS, YIPaBICHUE KOMMEHTApHsIMU U
W3MEHEHUSMHU, OTCIECKUBAHUE PEUEH3MA W NOpOCMOTP Bepcud. B pexume
KOMMEHTHPOBAHUS JOCTYIHBI J00OaBieHUe/yJaleHne KOMMEHTapHeB, HaBUTALUs I10

HU3MCHCHUAM, YaT U UCTOPUA Bepcnﬁ.

" P7-0®NC B & ~ JlokyMEHT 117 NPOBEPKY BO3MOKHOCTEN TEKCTOBOTO peaakTopa.docx

®afin  TnasHas  Bcraska  Pucosakme  MakeT  Ccoin ENOGENVCIMJECIEGGIENN 3auwta  Bua  MnamHe

5 B o B OB 8 B T 5 B M =

Pexun coswectworo  [lofamuTe  Yaanus Pewnms  OTcnesusasve OToSpamerie Cpaswio Ofwepiwirs  Mar

i K
B~ L DPEAAKTUPOBAHMA v KOMMEHTAPIT WIMEHEHIT NPeRbIAYILEMY  CReyILEmy

Pucynok 10 — Bkaagka «CoBmecTHasi padoTa»

C moMoIIbIo 3TOM BKJIAJAKH Bbl MOKETE BBIMOJHUTD CIEIYIONINE IECHCTBUS:
nepekiaoyatbess  Mexay Crporum W BRICTpEIM  peXMMaMH  COBMECTHOIO
penaktupoBaHus (moapobHee B 1. 3.9.1),

e JloOaBnsATh WK yAaIsTh KOMMEHTApUH K TOKyMEHTY (mogpobuee B 1. 3.9.1);

e Bximrouarh QyHKIHIO OTCICKUBAHKUS U3MEHEHUH (TToapoOHee B 1. 3.9.2);

e BriOupatp pexxumM oToOpakeHus1 n3MeHeHu (moipoodxee B 1. 3.9.2);

e  VYrpaBiuaTh NpeasiOKEHHBIMU U3MEHEeHUsIMU (TToApoOHee B 1. 3.9.2);

e 3arpyxaTh JOKYMEHT JJIsl cpaBHeHUs (oapoOHee B 1. 3.9.3);

e OrtkpeiBaTh naHenb Yata (mogpobHee B 1. 3.9.1);

e OOBeAMHUTH TEKYIIUNA JOKYMEHT C IPYTHM.

3.1.9 Bkuaaka 3amurta

Bxnanka «3amura» (PucyHok 11) mo3BosisieT 3allUTUTh CBOM JTOKYMEHTHI MPU

IIOMOIIIH ITapOJI.

" P7-0DNC =5 e ~ Onucanme.docx

daiin nasHas Bcraska PucosaHmne MaxeT Ceblnm CoamecTHan paGota 3awmTa Bua MnarmHe!

Wichposats

Pucynok 11 — Bkaaaka «3ammra»

JInst 3amuThl JOKYMEHTA MapojieM HE00X0IUMO:

@
1. Haxatp kHOnKy IlIndpoBaTp e,
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2. B OTKpbIBIIEMCS OKHE «Y CTAaHOBKA MapoJish» 3aJaTh U MOATBEPAUTH MAPOIIb.

3. Haxatb «Ox», 111 OTMEHBI HaKaTh «OTMEHay.

Teneppr mpu OTKPBHITUM JOKyMEHTa MOTPEOYyeTCs BBECTH YCTAHOBJICHHBIN
MapoJib.

Buumanue: Eciu maposnb 3a0bIT WM YTEpSH, €0 HENb3s BOCCTAHOBUTH.
XpaHuTe €ro B HaZAEKHOM MECTE.

3.1.10 Bxuaaaka Bug

Bxnagka «Bum» (Pucynok 12) mpennaszHadeHa i HacTpoidkm mHTepdeiica

AOKYMCHTA B IIPOUCCCC PCAAKTUPOBAHUA.

«* P7-0®UC S ~ JLoKyYMEHT Jn1A NIPOBEDKH BO3MOXHOCTEH TEKCTOBOMD pedakTopa.docx

dain maexas Bcraska Pucosanue Maxer Cobini CoemecTHaA paGora 3aumTa

= 100% v | [ Mo pasmepy crparmus: I | Bcera noxaseieats narens HCTpymenTos | v| Jlesas nakens V| Nueeiion

B~ 0§ ¥ Macwrag kol Mo umpune mm;mfmv | Crposa cocronmmus | Mpaean nanens.

Pucynok 12 — Braagka «Bump»

Ha sToit BKnaake JOCTYIHBI CIEYIOMNE TapAMETPBI:

e 3aroJsoBku (HaBuramus) — mo3BosisieT 0ToOpaXkaTh 3aroJIOBKH B JOKYMEHTE
U TIepeMenaThbes o HuM (rmoapooHee B 11. 3.6.13);

e Macmrad — N03BOJISIET YBEIMYMBATh U YMEHBIIATh MacIITad JOKYMEHTa;

e Ilo pa3mepy cTpaHMubl — MO3BOJIIET U3BMEHUTH pa3Mep CTPAHUIIbI, YUTOOBI
Ha dKpaHe 0TOOpa)kanach BCS CTPAHMIIA,

e [Ilo mmpuHe — TO3BOJISIET HW3MEHUTh pa3Mep CTPAHMIIBI, YTOOBI OHA
COOTBETCTBOBAJIA IIMPUHE SKPAHA;

e Tema wuHTepdeiica — TmMO3BONIET W3MEHUTHL TeMy wuHTEep(deiica Ha
Cucremuyr, Csernyro, Krnaccuueckyro cBernyro, TeMHyw — winu
KonTpactHyto TeMHYy10;

e Ilapamerp TeMHBIH JOKYMEHT CTaHOBHUTCS AKTHUBHBIM, KOI'ZJAd BKJIIOYEHA
Temuas unu Kontpacthas temnast tTema. Haxmure Ha Hee, yTOOBI CIenaTh
pabouyro 00JaCTh TEMHOM.

Crenytouiye napameTpsl MO3BOJISIIOT HACTPOUTh OTOOPaXKEHHUE UM CKPBITHE

anemeHTOB (Pucynok 13). OTMeThTe TamouKkoil 3JEMEHThI, YTOObI CleNaTh UX

BUJIUMBIMU.
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e Bcerna noka3biBaTh NaHeJlb HHCTPYMEHTOB — 00CCTICUMBAET IMOCTOSTHHOE
0TOOpaKeHHE BEpXHEN NMaHEeI UHCTPYMEHTOB;

e CTpoka COCTOSIHUA — OTOOpa)kKaeT CTPOKY COCTOSHHUS B HWKHEH YacTH
OKHa;

e JleBasi maHeJb — OTOOpaXCHHUE/CKPHITHE JIEBOM TTAHEIH;

e [IpaBas maneab — 0TOOpaKE€HUE/CKPHITUE MPABOW MAHEIH;

o Jluneiikum — obOecreynBaeT MOCTOSHHOE OTOOpa)XeHHWE JHMHEEK it OoJjee
TOYHOM Pa3METKHU.

+ Brerga nokassiBate NaHENs MHCTPYMEHTOE  JIEEAR NaHene v TuHenrm

| CTpoKa COCTORHMA v [lpaean naHens

Pucynok 13 — [IapameTpsbl 0TOOpaKeHUA/CKPHITHA 3JIEMEHTOB

3.1.11 Brxkuaaaka Ilnarnusl
Bximaaka «IDiaruHbe» MO3BOJISIET TMOJAYYUTh JIOCTYN K JOMOJHUTEIbHBIM
BO3MOXXHOCTSIM PEIaKTUPOBAHUSI, HCIOIb3YsI JOCTYMHBIE CTOPOHHHE KOMITOHEHTHI.

3I[CCB TAKKC MOJKHO HCIIOJIb30BAaTh MAKPOCHI JIJIA aBTOMATU3allu PYTUHHBIX 3a14a4.

& P7-091C = ] JlOKyMEHT [|/17 NPOBEPKM BO3MOXHOCTEH TEKCTOBOIO pefakTopa.docx

daiin nasHas Bcraeka Pucosaxue Maxet Ccbinkm ‘CoBMecTHas paboTta 3awmTa Bug MnarnHbl

B~ {} et 2 =

Marpocki  Mnaspea MMoacaeTea Pacnoswasakwe QOTOPSAakTop Peds
¥omA Texcta e g

[CL

Pucynok 14 — Braagka «Ilnarunsny

o Kuonka Makpochl M0O3BOJISIET OTKPHITH OKHO, B KOTOPOM MOYKHO CO3/1aBaTh
coOCTBEHHBIC MAaKpOCHI M 3aIyCKaTh UX. J[omomHUTEIbHYI0 HH(OPMAITHIO O
MaKpocax MOYKHO MOJY4YUTh Ha mopTane: https://support.r7-office.ru/,

e Kuonka I'maBpex — moMoraer OYMCTHTH TEKCT OT CIIOBECHOIO MYCOpa,
IIPOBEPSIET Ha COOTBETCTBUE HHPOPMAITMOHHOMY CTHITIO.

e Knonka IloacBeTka Koga — TMO3BOJISICT TOJCBEYMBATH CHHTAKCHC KOJa,
BBIOVpAst HYKHBIN A3BIK, CTHIIb, IIBET (POHA.

e Kuonka Pacmo3naBaHMe TeKCTa — TMI03BOJISIET pAClO3HABATh TEKCT C

KapTHUHKHU 1 BCTABJIATH €ro B TCKCT JOKYMCHTA.


https://support.r7-office.ru/
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Knaonka ®oTopeaakTop — TO3BOJSIET PEIAKTUPOBATH HW300PAKECHUS:
o0pe3aTb, U3MEHAThH pa3Mep, MPUMEHITh 3(PPEKTHI U TaK Aaliee.

Knomnka Peub — mo3BossieT mpeoOpa3oBaTh BbIACIECHHBIN TEKCT B PEUb.

3.2 ba3oBbie onepannu (OCHOBHBIC (DYHKIIMH)

3.2.1 KonupoBaHue/BCTABKA TEKCTa, 0TMEHA/MIOBTOP ACHCTBUH

Hcnonb30BaHue 0CHOBHBIX onepanuii ¢ 0ydepom od0MeHa

I[JBI BBIITOJIHCHU S onepaunﬁ BbIPC3aHUs, KOIIMPOBAHUSA U BCTABKU Q)paFMeHTOB

TEKCTa U OOBEKTOB (aBTO(Uryp, PHUCYHKOB, IMarpamMMm) B TEKYILIEM JOKYMEHTE

HCHOHBBYﬁTe COOTBCTCTBYIOIIMC KOMAHIAbI KOHTCKCTHOI'O MCHIO MM 3HAYKH,

JOCTYIHBIE Ha JII000H BKJIAJIKE BEpXHEH MaHEIH HUHCTPYMEHTOB:

Beipe3arb — a1 3TOro HEOOXOJWMO BBIAEIUTH (PArMEHT TEKCTa WM
00OBEKT W B KOHTEKCTHOM MEHIO BbIOpaTh «BbIpe3aTs» WM 3HAYOK
Bripesats < Ha BepxXHeH TAHENH MHCTPYMEHTOB, TAKKe MOYKHO
BOCNOJB30BaThCsl  coderaHueM  kiaBumr  Ctrl+X, 4roObl  yaamuTh
BBIJICJICHHBIN (parMeHT W OTHpaBUTHh €ro B Oydep oOMeHa KOMIBIOTEpA.
BeIpe3aHHbIE TaHHBIE MOYKHO 3aTEM BCTaBUTh B JIPYTO€ MECTO 3TOrO XKe
JOKYMEHTA.

KonupoBath — Juisi 3TOro HEOOXOAMMO BBIIETUTE (PparMEHT TEKCTa WM
O0OBEKT B KOHTEKCTHOM MEHIO BBIOpATh OIIHUI0 KOHTEKCTHOIO MEHIO
«KommposaTe» wiu 3Ha4ok KomupoBaTs ®  Ha BepxHeil TaHemn
MHCTPYMEHTOB, TAaKX€ MOYKHO BOCIIOJIb30BAThCSI COYETAHHEM KIJIABHUII
Ctrl+C, uToObl CcKOnMMpOBaTh BbIAENEHHBIN ¢parmMeHT B Oydep oOMeHa
KoMIbtoTepa. CKONMPOBAaHHBIE JaHHBIE MOKHO 3aTEM BCTaBUTh B JPYroe
MECTO ATOI'0 XK€ TOKyMEHTA.

BceraButh — 114 3TOro HEOOXOAMMO BHIOpaTh B JOKYMEHTE TO MECTO, Kya
HEOOXOJMMO BCTaBUTh paHee CKONMUPOBAHHBIM WM BBIPE3aHHBIN (hparMeHT
TEKCTa UM OOBEKT, U B KOHTEKCTHOM MEHIO BBIOpaTh omnuuio «BcTaBUTH»

I

WJIY 3Ha40K BcTaBuTh Ha BEPXHEU MaHEJIM UHCTPYMEHTOB, TAK)KE MOXKHO
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BOCIIOJIb30BaThCs coderanueM kiaBumn Ctrl+V. Tekct/o0bexkT Oyner
BCTaBJICH B TEKyIIeW MO3UIMU Kypcopa. JlaHHBIE MOTYT OBITh paHee

CKOIMUPOBAHBI U3 TOTO KC CaMOI'0 JOKYMCHTA.

A Buumanue

[Tpu KOoMpPOBaHUU JAHHBIX U3 IPYTOro JOKYMEHTA WIIM KaKOW-TO IPYroi IporpaMMsl
WJIM BCTABKU JIAHHBIX B HUX UCIOJB3YIOTCS TOJIBKO COYCTAHUS KIIABHIIL.

\J
# Tlpumeuanue

Bmecto omepaumit  Beipesanust u  BctaBku (Ctrl+X w  Ctrl+V) nonnepxkuBaercs
nepemenieHne tekcra merogoM Drag and Drop. 1y 3Toro Heo6X0AMMO BBIIEIUTH TEKCT U
yIep>KUBasi KHOIIKY MBIIIH, MEPETalluTh Kypcop B HY)KHOE MECTO U OTIYCTUTh KHOIIKY.
DTOT METOJI TTO3BOJISIECT MIepEMEIaTh TEKCT 0e3 UCIIONIb30BaHus Oydepa oOMeHa.

Hcnoab3oBanue pynkuun CrenuajibHass BCTAaBKa

\J
# Tlpumeuanue

Bo Bpemst coBMecTHOI pabOTHI B OHJIaiH-Bepcun peAakTopa, CneunanbHasi BCTaBKa (uepes
KHOTIKY, MOSIBJISIFOILYFOCS ITOCIIE BCTABKM CKOMMMPOBAHHOTO TEKCTA PSIIOM CO BCTABJIEHHBIM
(¢parMeHTOM TEKCTa) 1OCTyIHA TOIbKO B CTpOroM pe:xxume peaaktupoBanusi. CneruanbHas
BCTaBKa Yepe3 KHOMKY Ha BEpXHEH MaHelIu HHCTPYMEHTOB JIOCTYIIHA B JIIOOOM peKume
PEIAKTUPOBAHMSL.

Oyukiusa «CreruanbHasi BCTaBKa» JTOCTYITHA:

B Ha mamemm

yepe3 KHOMKY CO CTPENKOW BHH3 PAJOM C KHONKOM «BcTaBUTH»
MHCTPYMEHTOB.
yepe3 kKHONKy «CrenuanbHas BCTaBKay © , oToOpakaeMyro psIIOM C BCTAaBJICHHBIM
(dbparMeHTOM TEKCTa MOCJje ONepaIuy BCTaBKH.

[Ipu BcTaBKe TOCTYIHBI CIEAYIOIINE TapaMeTpPhI:
BcTaBuTh (Ctrl+V) — mo3BoJsieT BCTaBUTh CKOMHPOBAHHBIM TEKCT, COXPAHUB €ro
UCXO0JIHOE (hOopMaTUPOBAHUE.
BCTaBUTH TOJbKO TeKCT (Ctrl+Shift+V) — nmo3BossieTr BCTaBUTh TEKCT 0€3 MCXOIHOTO
dbopmarupoBanus. [locie BCTaBKU CKOMMPOBAHHOTO TEKCTA PSJIOM CO BCTABJICHHBIM

@paFMCHTOM TCKCTa IIOABJIIACTCA KHOIIKA CHCHI/IEUIBHBJI BCcTaBka . Haxxmure Ha Ty

KHOIIKY, YTOOBI BEIOpaTh HYXHBI MapaMeTp BCTABKU, WU UCIONb3yiiTe kinaBumy Ctrl
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B coueTaHuu ¢ OYyKBOW, YKa3aHHOW B CKOOKax psIOM C HEOOXOJMMBIM MapamMeTpoM
(crauana Haxxmute Ctrl, oTnycTuTe KiaBuIly, 3aTeéM HaKMUTE KIIABUILLY C OYKBO).

[Tpu BcTaBke TekcTa ab3ala Wik TEKCTa B aBTOGUTYpaX JOCTYITHBI CIEAYIOIIHE

napameTphbl:

e Coxpanuth ucxomnoe ¢opmarupoBanue (Ctrl,LK) — mo3Bosisier BCTaBUTH
CKOMTMPOBAHHBIN TEKCT, COXPAHUB €T0 UCXOAHOE (hopMaTUPOBAHKE;

e Coxpanute TOibko TekcT (Ctrl,T) — mo3BOJSET BCTaBUTH TEKCT 0e€3
UCXOJHOTO (hOPMATHUPOBAHUS.

[Ipu BcTaBKE CKONMMPOBAHHOW TAOJIUIIBI B CYIIECTBYIOUIYIO TAOJIHUIlY JOCTYIHBI

CJIeIyIOLIUE TTapaMeTPhI:

e 3amenutb cojaepxkumoe siueek (Ctrl,O) — mo3BoJIIET 3aMEHUTH TEKYyIee
COJICP’)KUMOE TaOJIMIIbl BCTABJICHHBIMU JAHHBIMHU. JTa OMIMS BbIOpaHa MO
YMOJTYaHUIO;

e BcraButh kak BiokeHHyr Taomuiy (Ctrl,N) — mo3Bossier BCTaBUTH
CKOITMPOBAHHYIO TaOJUIy KaK BJIOKEHHYIO TAOJIUITY B BBIICTICHHYIO STYCHKY
CYIIECTBYIOIICH TaOJIUIIBL;

e Coxpanute Tonbko TekcT (Ctrl,T) — mo3BoisieT BCTaBUTH COJAEPKUMOE
Ta0IUIbI KaK TEKCTOBBIC 3HAYEHUSI, Pa3/ICICHHbIE CUMBOJIOM TaOYJIALINHY.

UTtoObl BKIIOYNTH / OTKIIOYHATH aBTOMATUYECKOE IMOSIBIICHWE KHOIKHU

CneunanbHas BCTaBKa IIOCIE BCTaBKW, mepeiaure Ha Bkiaagky @ain —
JloTIoTHUTEIbHBIC TApaMeTPhl U MOCTAaBbTE / CHUMHTE Tallouky [loka3piBaTh KHOIIKY
[TapameTpbl BCTaBKU TP BCTaBKE COAEPKUMOT0, HAKMUTE KHONIKY [IpuMeHuUTS.

OT1mena / moBTOp AeiicTBUI

JIns1 BBITIOJTHEHHUS OTEeparii OTMEHBI/TIOBTOPA HCIIOJIB3YHTE COOTBETCTBYIOIINE

3HAYKU B IIANKE PEAAKTOPa UJIM COUCTAHUS KIJIABHIIL:

e OrMeHUTH — 4YTOOBI OTMEHUTH TOCIEIHEE BBIMOJHEHHOE JEUCTBUE,
UCIIONb3YyHTEe 3HAYOK OTMEHUTh B JIEBOM YacTHM WIANKU PEIaKTopa WU

coueranue xiaasuin Ctrl+Z.
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e IloBTOpuTh — YTOOBI MOBTOPUTH TMOCIEAHEE OTMEHEHHOE JEHCTBHE,
ucnosib3yiire 3Hadok [loBTOpUTH B JIEBOM YacTH IIANKU peJaKTOpa WIH

coueranue xiaasum Ctrl+Y.

A Baumanue

[Ipu coBMECTHOM pelaKTUPOBAHUM JOKYMEHTa B BBICTpOM pexuMe HEOCTYITHA
BO3MOKHOCTb [ [0OBTOpUTE IOCIIEIHEE OTMEHEHHOE JIEUCTBHE.

3.2.2 H3meHeHHe IBETOBOH CXeMbI

[{BeTOBBIE CXEMBI MPUMEHSIIOTCSI KO BCEeMY JOKYMEHTY. OHM UCTOIB3YIOTCS JJIs
OBICTPOTrO M3MEHEHHS BHJIA IOKYMEHTA, TOCKOJIBKY OHU ONpEACISIIOT manutpy l{Bera
TEMBI JUIsl JIEMEHTOB JOKyMeHTa (pudT, GoH, TabauLbl, aBTOUTYPBI, IHUATPAMMBI
noapobHee B mm 3.5.2,3.4.3, 3.6.1, 3.6.4, 3.6.5). Ecniu npumeHensl kakue-to l[Beta
TEeMbI K DJIEMEHTaM JJOKYMEHTa, a IOTOM BbIOpaHa japyras L[BeroBas cxema, TO 1IBETa,
MPUMEHEHHBIE B 3TOM JIOKYMEHTE, COOTBETCTBYIOIIUM 00pa30M U3MEHSITCS.

Jl711 u3MEHEHHsT IBETOBOM CXEMBbI IICJIKHUTE IO HAIPABJICHHOW BHU3 CTPEIIKE
psAIOM cO 3HaukKoM «l/I3MeHeHMe IIBETOBOM CXeMbl» Ha BKIaJke «[J1aBHas» BepxHel
MaHeI WHCTPYMEHTOB W BBIOCPUTE HYXKHYIO IIBETOBYIO CXEMYy W3 HMEIOIIHUXCS
BapUaHTOB:

e Hosas oducnas;

e (CraHmapTHas;

e OTTEeHKHU ceporo;

e Amekc;

e ACIEKT;

o OdununanbHas;

e OrtkpsblTas;

e (CnpaBeIMBOCTE;

o [loTok;

o Jlureiinas;

e (OObIyHas;
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e Mertpo;

e MopynbHas;

o I3sgminas;

e Dpkep;

e HavanpHas;

e bymaxHas;

e CoOJIHIIECTOSHHE;
o Texuuueckas;
e Tpek;

e ['oponckas;

o Spkas.

BribpanHas nBeToBas cxema OyaeT Boiaenena B cnucke (Pucynok 15).
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| |

B BBl Hosas opucHan
B BBl CraipaptHas T

“ [ | Bl OtreHkn ceporo
EOEEN  Anexc
H BEEE Acnexr
HEEE OduumancHas
B BBl Omipbras

B BEE CnpasenMEOCTh
A B EHEBE ook "
6 B BEE Nwureidan

B BBl OtbuHas

B EEE  Merpo

EOEEE  Monynoas
# B EEE Vsawyuan 3

g _mEm o
Bl EE[ HavansHas
B BN bymaxian
B EPE ConHuectosHue

B BBl Texduyeckan

b B EEE Tpex

¢
B BB rlopoackas
B EEE S

Pucynok 15 — Cniucok uBeTOBBIX CXeM

Bri6paB npeanouTUTENbHYIO IBETOBYIO CXEMY MOXKHO BBIOpATh I[BE€Ta B OKHE
IBETOBBIX MAJUTP, COOTBETCTBYIOIIEM TOMY DJJIEMEHTY IOKYMEHTa, K KOTOpOMY
TpeOyeTcst MPUMEHUTh TOT WM MHOM 1BeT. J{7s1 OONBIIMHCTBA 3JIEMEHTOB JIOKyMEHTA
K OKHY LBETOBBIX IAJUTP MOXHO IIOJYyYUTh JOCTYII, HaXXaB Ha LBETHOHN
NPsIMOYTOJIbHUK Ha MpPaBOM OOKOBOW MaHEIW, KOTrJa HY>KHBII 3JIeMEHT BblaeneH. Jis

mpu@Ta 3T0 OKHO MOKHO OTKPBITH C TIOMOIIIbIO HANPABICHHON BHU3 CTPEIKU PSIOM
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co 3HaukoM «L[BeT mpudra» Ha Brnaake «[ maBHasH BEpXHEW MaHEIH UHCTPYMEHTOB.

[IpenycMOTpeHbl CAeAyIOINE NaTUuTPhL:

B Asromarvueckuin

LieeTa Tembl
H EEENTEN
-r— 1
| 5]
|| 1

FEEEEEEEEN
FEEEEEEEEE

CraHaapTHble LBeTa
HE | CENEEE

HepasHue ugeta

/2 Munetka

[Opyrue ueeta

Pucynok 16 — Ilanurpa uBera

[[Bera TeMbl — T1BETa, COOTBETCTBYIOIIME BBIOPAHHOW IIBETOBOW CXEMeE

HOKYMCHTA.

CrangapTHble BeTa — HA0Op CTaHAAPTHBIX LIBETOB. BbiOpaHHas 1BETOBas
CXEMa Ha HHUX HE BIIMSIET.

ITunerka — UHCTPYMEHT, PU IIOMOIIY KOTOPOTO MOKHO CKOIIUPOBATH LIBET
Ha BBIJIETICHHBINA TeKCT. BriOepute nunctpymenT [lunerka u KIMKHUTE JIEBOU
KHOTIKOM MBIIIM Ha HEOOXOJMMOM IIBETE B 00JaCTH JOKYMEHTa. BriOpaHHbIH
L[BET IIPUMEHUTCS K BBIJIECICHHOMY TEKCTY. LBET, NpUMEHEHHBIN K TEKCTY C
OMOILBIO MMUNETKH, OyJeT nobasieH B nanutpy «HenaBaue npetay.
Jpyrue nBera — WIIEIKHUTE MO 3TOM HAAMNMUCH, €CIM HA JOCTYIHBIX
HNaJIUTpax HET HYXHOro LBeTa. BpiOepuTe HYy)XHBIH IIBETOBOM AMAaIa3oH,
nepeMenas BEPTUKAIbHBIM IOJ3YHOK ILBETA, W OINPEIEIUTE KOHKPETHBIN
I[BET, IMEpeTacKuBasi MHCTPYMEHT /AJisi BbIOOpa IIBETa BHYTPHU OOJIBIIOrO
KBaJipaTHOro 11BeToBoro nossd. Kak Toapko Bel BeIOEpeTe KakoW-TO LBET, B
MOJISIX CIIpaBa O0TOOPA3ATCsI COOTBETCTBYIOIIME 1BETOBbIE 3HaUeHUs1 RGB u

sRGB. Taxxe MOXHO 3a7aTh IBET Ha Oa3e nBeToBOil Mouenu RGB, BBens
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HY>KHBIC YUCJIOBBIC 3HAaUeHUA B ToyisiX R, G, B (kpacHbIil, 3eeHBIN, CHHUN),
WJIM yKa3aTh mecTHaauarepuunbii koa SRGB B none, oTMEUeHHOM 3HAKOM
#. BpIOpaHHBIM IIBET IOSBUTCA B OKHE IIPEABAPUTEIBLHOTIO IPOCMOTpPA
Hospiii. Eciin k 00bekTy ObIT paHee TPUMEHEH KaKON-TO MOJIb30BaTEIIbCKUM
LIBET, ATOT LBET OTOOpakaeTcss B OKHE Tekylui, Tak 4TO BBl MOXKETE
CpaBHHUTHh HCXOAHBIM W HW3MEeHEHHBINM IBeta. Korma mBer Oyner 3amaH,

HaXXMUTE Ha KHOTIKY «Jlo6aBuTh» (Pucynok 17).

(= I Hoswlit
"ﬂ" Tekywmit
R| 216 0
G: 245
B: 215
# | DS8F5D7

R4

-2 E S 3

Pucynok 17 — Ilosb30BaTesIbCKHUI LIBET

[Tonb3oBaTenbckuii 1BET OyJIeT MNPUMEHEH K BbIOpAHHOMY OJJIEMEHTY U

no6asieH B nanutpy «HegaBHue nietay.

3.3 dopmaTupoBaHHe CTPAHMLBI

3.3.1 Hacrpoiika napaMmeTpoB CTPAHULbI

YroObl U3MEHUTD PA3METKY CTPAHUIIbI, @ UMEHHO 3a/1aTh OPUEHTALIUIO U pa3Mep
CTpaHMIIbI, HACTPOUTH MOJS W BCTAaBUTh KOJIOHKH, HCIIOJNB3YHTE COOTBETCTBYIOINE

3HAa4YKH Ha BKJIAaAKC «MakeTr» BerHeﬁ INaHCJIW NHCTPYMCHTOB.
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\J
# Tlpumeuanne

Bce napameTtpsl IpUMEHSIIOTCS KO BceMy AOKyMeHTY. Eciiu TpeGyercs ycTaHOBUTH pa3HbIe
0JIsI, OPUCHTAIIHIO, Pa3Mep CTPAHMII MJIM KOJTUYECTBO KOJIOHOK B Pa3HBIX YaCTIX
JIOKyMEHTa, cM. 1. 3.3.3.

OpueHTanus CTpPaHULBI

I[J'IH N3MCHCHHUA  TCKYILICro THUIIA  OpPHUCHTALHH, HaXXaTb Ha  3HA4YOK

= .
«Opuenranus» == . [lo ymonmuanuto ucnonb3yercs «KHMKHBIID) TUI OPUEHTALINH,

KOTOPBIN MOKHO NEPEKITIOYUTH Ha «AJIbOOMHBII.
Pa3mep cTpanunbi

N3MeHuTh ucCnonb3yemblii Mo ymondanuio (opmatr A4 MOXHO, HakaB Ha

3Ha4oK Pazmep - U BbIOpaB HYXHBIH #3 crucka. JloCTymHBI cClieqyronue
MIpe1yCTaHOBJICHHBIE Pa3MEphI:

e US Letter (21,59 cm x 27,94 cm);

o US Legal (21,59 cMm x 35,56 cm);

e A4 (21 cmx29,7 cm);

o A5(14,8 cmx 21 cm);

e B5(17,6 cmx 25 cm);

e Envelope #10 (10,48 cm x 24,13 cm);

e Envelope DL (11 cm x 22 cm);

e Tabloid (27,94 cm x 43,18 cm);

e A3(29,7 cm x 42 cm);

e Tabloid Oversize (30,48 cm x 45,71 cm);

e ROC 16K (19,68 cm x 27,3 cm);

e Envelope Choukei 3 (11,99 cm x 23,49 cm);

e Super B/A3 (33,02 cm x 48,25 cm).

MoXHO Takke 3a/aTb HECTAHJAPTHBIA pa3Mep CTpaHUIlbl, BHIOPAB M3 CIIKMCKa
ormuio «Oco0bIid pazmep cTpanuilby. OTKpoetcs: okHO «Pa3mep crpanutib (Pucynok

18), B KOTOpoM MOXHO Oyzaer BbIOpaTh HyXHYyIO IIpemycranoBky (US Letter, US
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Legal, A4, A5, B5, Envelope #10, Envelope DL, Tabloid, A3, Tabloid Oversize, ROC
16K, Envelope Choukei 3, Super B/A3, A0, Al, A2, A6) unu ykazath NPOU3BOJIbHBIC
sHauenus Illupunbl u BpicoTel. BBenuTe HOBBIE 3HAaYEHHsS B IIOJsS BBOJA WIIH

CKOppGKTHpYﬁTC HMCHOIMUCCA 3HAYCHUA C ITIOMOIIBIO KHOIIOK CO CTPCIIKAMU.

Pasmep cTpaHuuybl

MpenycTaHoBKa
Ad W

LWinpuHa BbicoTa
21¢cm 297cm

Pucynok 18 — OxHno «Pa3mep crpaHnubp

IMoast cTpaHubI

W3mMeHuTe UCcosib3yeMble TI0 YMOTYaHUIO MOJIs, TO €CTh MyCTOE MPOCTPAHCTBO
MEXy JICBBIM, TIPABBIM, BEPXHUM W HIDKHUM KpassMH CTPaHUIBI U TEKCTOM ab3ara,
Haxa Ha 3Hadok Hoas H u BBHIOpPaB OJWH W3 JOCTYMHBIX IMPETyCTAHOBJICHHBIX
BApUAHTOB:

o (OOBIYHEIC;

e (OObIyHBIC (AMEPUKAHCKUHN CTAaHAAPT);

e V3kue;

e Cpennue;

e [llupoxue.
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v/ O6blYHbIe
BepxHee: 2 cm HiskHee: 2 cm
INesoe: 3 cm Mpasoe: 1.5 cm

O6bIYHBIe (AMEepPUKAHCKWIA CTaHOApT)

BepxHee: 2.54 cM
NeBoe: 2.54 cM

Y3KHe
BepxHee: 1.27 cM
Nesoe: 1.27 cm

CpegHue
BepxHee: 2.54 M
Nesoe: 1.91 cm

LWupokue
BepxHee: 2.54 cM
Nesoe: 5.08 cm

Hiknee: 2.54 cMm
Mpagoe: 2.54 cM

HikHee: 1.27 cm
Mpaeoe: 1.27 cM

HitkHee: 2.54 oM
Mpasoe: 1.91 cM

HitkHee: 2.54 oM
Mpasoe: 5.08 cM

HacTpausaeMble nona

Pucynok 19 — I[oast crpaHunbl

MoXHO Takke HUCHoJIb30BaTh onuuio «HacTtpanBaembie monsi» U yka3aTb CBOM
coOCTBEHHBIC 3HAaUeHUS B OTKphiBIIeMcs okHe «lloms». BBemure B 1oas BBOAA
HYKHbIE 3HaueHus 1711 Bepxnero, Huxuero, Jlesoro u IIpaBoro mosien cTpaHuilpl Uin

CKOPPEKTUPYHTE UMEIOIMECS 3HAUEHHSI C IIOMOIIBIO0 KHOIIOK CO CTPEIKAMH.

Monsa X
Mons MpocmMmoTp
BepxHee HixHee
2 el 2em
Nesoe MNMpaeoe
3em 15¢cm
MonoxeHWe nepenneta =

Ocm [ | MNesoe -
OpHWeHTauMA
KH#HaA v

HeckonkbKo cTpaHWL
OfblYHbIE v

Pucynok 20 — Okno «Ilosas»

OTMeHa
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«[lonoxenue nepernseTa» HCNONb3YEeTCAd I YCTAaHOBKU JIOIOJHUTEIBHOTO
MPOCTPAHCTBA clieBa WM CBepxy AokyMeHTa. DyHkuus «llojoxxkeHue mnepereray
MOJKET TPUTOTUTHCS, YTOOBI YOEIUTHCS, UTO MEPeIUieT KHUTH WM JTIOKyMEHTa He
3aKkpbIBaeT TeKcT. B okue [lonst BBeauTe HY)XHYIO JUIMHY IEpeIUieTa B MOJIE BBOJA U

BBIOEpUTE MECTO, Ky/1a OH OYyJET MOMEILIEH.

\J
# Tlpumeuanue

Kornma BeiOpana onmus “3epKalibHbIE TIOJIST, MOXKHO TOJIBKO U3MEHHUTh PACCTOSHUC
MOJIOKEHUS TIEPEIUIETa, MOCKOIbKY B JAHHOM Clly4ae OH OyJIeT pacnosiaraThCsi napauieabHO
C IBYX MPOTHUBOIIOJIOKHBIX CTOPOH JIUCTA.

B Brimanaromem cnucke «Heckoabko cTpaHUID BRIOEPUTE OMIIMIO «3€pKaIbHbBIE
MOJIsD», 9YTOOBI HACTPOUTH JIMIIEBBIE CTPAHMIIBI I IBYCTOPOHHHUX JOKYMeHTOB. Korma
BbIOpaHa JaHHas OMIMs, JIEBbIE U IpaBble MOJIA MPEBPALIAIOTCS B BHYTPEHHUE U
BHEITHHE TT0JISI COOTBETCTBEHHO.

B packpeiBatomemcss MeHio «Opuentanusi»y Boioepute «KHmkHas» wunum
«AnbOomHas». Bce BHECEHHBIE B JJOKYMEHT M3MEHEHHs OYyIyT OTOOpaKE€HbI B OKHE
peBapUTEIHLHOTO MPOCMOTDA.

Korna Bce Oymer roroBo, Haxkmute KHONKY «OK». OcoObie mons OyayT
NPUMEHEHbl K TEKyleMy JJOKyMeHTy, a B chucke «lloms» mosBHTCS MyHKT
«Ilocnemqnue HacTpamBaeMbIe» C yKa3aHHBIMH IapamMeTpaMH, Y4TOOBI MOXKHO OBLIO
NPUMEHUTH UX K KAKUM-TO JPYTUM JOKYMEHTaM.

[Tonst MOKHO Tak)ke U3MEHUTH BPYUHYIO, TIEpeMeniasi MBIIIbI0 TPaHUILY MEXITY

cepoil u Oenoit 00s1acThio Ha nuHENKe (Pucynok 21).

vl 2 L LRI ¢ '7"| z

Pucynok 21 — JIuneiika

Kosonkn
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HpI/IMeHI/ITe Pa3MCTKy C HCCKOJIbBKMMU KOJIOHKAMH, HaXdB Ha 3HAYOK

«KOIOHKMY torons 1 BBIOpAaB M3 BBIMAJAIONIETO CIUCKAa HYXHBIA THIT KOJOHOK.
JlocTynHel cnegyonye BapuanThl (Pucyrok 22):

e OpgHa — OTMEHUTH pa3OUEHUE HA KOJOHKH,

e JIBe — 100aBUTH JIBE KOJOHKH OJMHAKOBOU IIMPUHBI;

e Tpu — 106aBUTH TPU KOJOHKH OJMHAKOBOU IIMPUHBI,

e (neBa — 100aBUTH JBE KOJIOHKH: Y3KYIO CJI€Ba U IIUPOKYIO CIIPaBa;

e (CmpaBa — 100aBUTh JABE KOJIOHKH: Y3KYIO CIIpaBa U MIMPOKYIO CIIEBA.

HacTtpanBaembie KONMOHKK

Pucynok 22 — KosioHku

Ecnmu TpeOyeTcss u3MEHUTh MapaMeTphbl KOJOHOK, BHIOEPUTE M3 CIHCKA OIIIUIO
«HactpauBaembie Kom0HKH». OTkpoercss okHO «KomoHkn» (Pucynok 23), B KOTOPOM
MOXHO OYyJIeT yKa3aTh HY>KHO€ KOJIMYECTBO KOJOHOK (MOXHO J00aBUTH HE Oojee 16
KOJIOHOK JIJISl CTPaHUIIBI pazMepa A4 B KHIDKHOW OpUEHTAINH, ISl JPYTUX pa3MepoB U
OpUEHTAIlUM MaKCHUMAJIbHO JTOIyCTUMOE KOJWYECTBO KOJIOHOK OyAET OTINYAThCS) U
MHTEpPBAI MEXAY KOJOHKaMU. MOKHO YCTAaHOBUTh WHIWBUAYAJIbHYIO IIUPUHY U
UHTEpBAN ISl KaXJAOW KOJOHKH, JUISl 3TOrO0 CHUMHUTE OTMETKY ¢ onuuu CTonO1bl
OJIMHAKOBOW IIMPUHBI. BBeauTe HOBBIC 3HAUEHUS B MOJIA BBOAA WM CKOPPEKTUPYUTE
MMEIOIIMECS 3HAYEHUsI C MOMOIIBID KHOMOK cO cTpenkamMu. OTMEThTE ONIUIO
«Paznenurenby, 4ToObl 100aBUTh BEPTUKAIBHYIO JMHUIO MEXAYy KojloHKamu. Korma

Bce OyzieT TOTOBO, HAKMHTE KHOMKY «OK», 9T00BI MPUMEHUTH U3MECHEHHUS.
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Konoxku

KONWYeCcTBO KONOHOK

/M
<>

1 125¢em [

v'| Ctonbupl 0AMHAKOBON LUIMPUHb

Pasgenurent

Pucynok 23 — Okno «KoJ1oHKW»

UToObl TOYHO OMNpENeNuTh, T/€ JOJDKHA HAYMHATHCS HOBas KOJOHKA,
YCTAaHOBUTE KypCOp IMepejl TEKCTOM, KOTOPbIA TpeOyeTcss NEpPeHEeCTH B HOBYIO

=l
=i

KOJIOHKY, Ha)KMHUTE Ha 3HAYOK Pa3phIBBI P=pses Ha BepXHEH MaHeNW MHCTPYMEHTOB, a
3aTeM BbIOepuTe Omnuuio «BcTaBUTh pa3pbiB KOMOHKW». TekcT OyleT mnepeHeceH B
CJIEAYIOIIYIO KOJOHKY.
JloOaBiieHHbIE pa3pbIBbl KOJIOHOK 0003HAYAIOTCS B JOKYMEHTE TYHKTHPHON
nuHuen (Pucynok 24). . ECiv BCTaBIEHHBIX pa3pbIBOB KOJOHOK HE BUJIHO, JUISl UX
0TOOpayKeHUs HY»KHO HaxkaTh Ha KHonKy Y Ha Bkmanke «['1aBHas» BepXHEW MaHe M

WHCTPYMEHTOB. J[711 TOro 4To0Bl yOpaTh pa3phlB KOJOHKH, BBIICIUTE €T0 MBIIIBIO U
HaxmuTe kinaBuinry «Deletey.

+ PA3PLIB KOMOHKMK

Pucynok 24 — Pa3pbIB KOJIOHKH

UToOBl Bpy4YHYIO H3MEHUTH IIMPUHY KOJOHOK W PACCTOSTHUE MEXKIYy HUMH,

MOYHO MCIOJIb30BaTh TOPU3OHTAIIbHYIO JIMHEHKY (Pucynok 25).
Iv>v|-‘ |;|'§--!i|ij (}—':lf)'

Pucynok 25 — I'opuzonTanbHas JuHeiika
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UToOBbl OTMEHUTH pa30MEHHE HA KOJOHKH M BEPHYTHCS K OOBIYHOW pa3sMeTKe C

ONIHOM KOJIOHKOM, HaXMWTe Ha 3Ha4oK KOJIOHKM == Ha BepXHEeW MaHelu

MHCTPYMEHTOB U BbIOEpUTE U3 crircka oniuto OaHa
3.3.2 OroOpakeHune/CKpPbITHE HeMeYATAEMbIX CHMBOJIOB

HeneuaTtaemble CcHMBOJIBI [OMOTAIOT  pEJaKTUPOBaTh JOKyMeHT. OHu
0003Ha4Yal0T MPUCYTCTBUE Pa3HBIX TUMOB (HOPMATUPOBAHMS, HO HE BBIBOASTCA Ha
neyaTh MpHu MeYaTH JOKYMEHTA, JaXKe €ClI 0TOOPaKaroTCs Ha dKpaHe.

UtoObl TOKa3aTh WM CKPBITh HEMNeYaTaeMble CHUMBOJIBI, HAXMHUTE 3HAYOK
Heneuaraemeie cumBonbl Y1 Ha Bkaagke «[7aBHas» BEpXHEN MaHEIM HHCTPYMEHTOB.
Takxe MOKHO UCIOIb30BaTh coueTanue kiapum Ctri+Shift+Num§.

[TonHbIM IEpeUeHb HeTleYaTaeMbIX CUMBOJIOB TIpuBeieH B [Ipunoxenue 2.

3.3.3 BcraBka pa3pbIBOB pa3jesia

PaspeiBbl  pa3gena  [alOT  BO3MOXKHOCTh — NPUMEHSTh  pa3Hble  BUIBI
dbopmaTUpoBaHMs K OIpEJEIEeHHBIM paszfenaM JoKyMeHTa. Hampumep, MOXKHO
MIPUMEHUTH 0COOBIC BEPXHUE M HIKHUE KOJIOHTUTYJIBI, HyMEpaIuio CTpaHuil, opMar
CHOCOK, TIOJISI, pa3Mep, OPUEHTAIUIO CTPAHUIIBI WIM KOJUYECTBO KOJOHOK K KaXJAOMY

OTJIEJBHO B3ATOMY pa3zieny.

\J
# Tlpumeuanue

BcraBneHHbIi pa3phIB paszziena onpeneiser popMaTupoBaHue MPeANIeCTBYIOMIEH YacTh
JIOKYMEHTA.

JIns BcTaBKM pa3pbiBa pa3fena B TO MECTO, II€ HAXOAUTCS Kypcop:

1. llenknyts no 3Hauky Pa3peiBbl = Ha Bkiajake «BcraBka» wim «Maker»
BEPXHEU NaHEIM UHCTPYMEHTOB.

2. BriOpath noaMmeHto « BctaBUTh pa3phiB paszjenay.

3. BriOepuTe HYKHBIN TUI pa3pbiBa pa3jena:
o Co caenywmieid cTpaHunbl — 4YToObl HayaTh HOBBIA paszien co

CIIEAYIOIIEN CTPAHULIBI;

o Ha Tekyumieli crpanmue — 4yToObl HauaTh HOBBIM pa3/ie]l HA TEKylIeh

CTpaHuLE
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o C d4eTHOil cTpaHMIbI — YTOOBI HayaTh HOBBIM pa3fien Co Cleayrouen
YETHOM CTPAHULIBI
o C He4yeTHO# cTpaHUIbl — YTOOBI HaYaTh HOBBIM pa3fei CO CICAYIOIICH
HEYETHOM CTpaHULIbI
JloOaBieHHbIE pa3pbiBbl pasjesia 0003HAYaITCA B JOKYMEHTE JBONHON

MYHKTUPHOU JTIMHUEH (PucyHok 26).

tiinisiiziiiiiiii: PaspwlB pasfelia (crnefypmas CTpaHMila) :tizoiisizsooiss:y

Pucynok 26 — Pa3pbiB pa3aena

Ecnu pa3peiBoB paszena He BHAHO, TO HEOOXOJIMMO HaXXaTh KHOIKY bl Ha
BKJaJKe «l JIaBHAsH BEpXHEW MaHEIU HHCTPYMEHTOB.

VYaneHue paspblBa pasziefla BBINOJHICTCA BBIICICHUEM €ro KypcopoM H
HaxatneM kiaBuiid Delete. BaxxHO yuWThIBaTh, 4TO pa3pbIB pas3jeiia ONPEICIIsieT
dbopMaTupoBaHue MpeAlIecTByIomero Tekcra. CrnegoBarenabHO, MNpU  yAAJICHUU
paspeiBa pasnena, GopMaTHpOBaHHUE MPEIUICCTBYIOMIEIO TEKCTa OyAeT M3MEHEHO U
npUBEAEHO K QopMmaty cienyromiero pasjaena. [IpeamecTByromumii TEKCT HAacIeayeT
(dbopMaTupoBaHueE CIEIYIONIEro pa3zena.

3.3.4 BcraBKa KOJIOHTHTYJIOB

Jlnst 1oOaBiIeHHs] B TOKYMEHT BEPXHErO WMJIM HM)KHETO KOJIOHTUTYJIOB, a TaK XKe
JUISL yAAJIEHUSI WU U3MEHEHUS CYLIECTBYOLIMX:

1. IlepeiTu Ha Bknaaky «BcTraBka» BEpXHEW MAHENTU UHCTPYMEHTOB;

2. Haxats 3na40k Konontutynsl = Ha BepxHeii maHenH HHCTPYMEHTOB;

3. BuIOparth OJIHY U3 CIICIYIOIMIMNX OIIIHMN:

o U3MennTh  BepXHMH  KOJOHTHUTYJ, 4YTOObl  BCTaBUTh  WJIHU
OTPEaKTUPOBATh TEKCT BEPXHETO KOJIOHTUTYIA.

o U3MeHNTh  HWKHUI  KOJOHTHUTYJ,  4YTOOBI  BCTaBUTb  WJIU
OTPEIaKTUPOBATh TEKCT HUKHETO KOJIOHTUTYJIA.

O YJaJIuTh BePpXHUI KOJOHTHUTYJI, YTOOBI YJAIUTh BEPXHUN KOJTOHTUTYII.

O YAaJIuTh HUKHUHA KOJOHTHUTYJI, YTOOBI YJATUTh HIXKHUM KOJIOHTUTYJL.
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4. VI3MeHUTH TEKyIHMe MapamMeTpbl KOJOHTUTYJIOB Ha MpaBoOil OOKOBOW MaHETn

(Pucynok 27):

O YCTaHOBUTE MOJIOKEHHE TEKCTa OTHOCHUTEIIBHO BEPXHETO (ISl BEPXHUX
KOJIOHTUTYJIOB) WJM HWXHEro ([Jie HIKHUX KOJOHTUTYJIOB) Kpas
CTpaHHUIIBI.

o YcranoBute ¢rnaxok OcoOblii aig TMEepBON CTpAaHUIIBI, €CIH Haa0
MPUMEHUTh OCOOBIM BEPXHUW WM HWKHHUI KOJOHTUTYJ JUIsl camou
MIEPBOM CTPAHUIIBI WJIA BOOOIIE HE JOOABIATH HA HEE KOJIOHTUTYJIHI.

o Onuust Pa3Hble i1 YETHBIX M HEYETHBIX HMCIOJIB3YETCA ISl BCTaBKHU
Pa3HBIX KOJOHTUTYJIOB JIJI1 YETHBIX U HEYETHBIX CTPAHMII.

o Ommusa CBsi3aTh ¢ OPEIbIAYIIUM JOCTYIHA, €CIM BBl paHee J00aBWIN B
JIOKYMEHT paszfienbl. B npotuBHOM ciiyuyae oHa Oyaer HeakTuBHa. Kpome
TOTO, 3Ta OMNIMS HEAOCTyIHA IJis CaMOro MEepBOro pasnena (TO €cThb
KOrJla BBIJCJICH BEPXHHUMU WA HWKHUN KOJOHTUTYJ, OTHOCSIIUHCS K
nepBomy paszzeny). I[lo ymomuaHuio 3Ta Omnuus BKIIOYEHA U KO BCEM
pazzenamM IPUMEHSIOTCS OJHHU M T€ K€ BEPXHHUE/HUKHUE KOJIOHTUTYJIHI.
Ecnu BeIOpaTh 0051aCTh BEPXHUX WIM HIDKHUX KOJIOHTUTYJIOB, OHA OyIeT
ormMedyeHa Haamuchto Kak B mnpenpigymem. s Toro  4ToObI
UCIIOJIb30BaTh pa3HbIE BEPXHHUE/HUKHUE KOJOHTUTYJIBl B KaXKIOM
paszznene JoKyMmMeHTa, ybOepute ranouky CBsi3aTh C MNPEAbIAYIIUM, U

Haanuch Kak B mpenpiayiiemM 60biie 0ToOpaxarbcst He OyIeT.
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NonoxeHue
BepxHWA KONOHTUTYN q

125¢m [

NapameTpel

OcoObiit ANA NEpPBOA CTPaHWLbI

Pa3Hbie AnA YETHbIX W HEYETHbIX E

BcTaEKa HOMepa CTpaHWLbI

Beepxy CTpaHuLbl

BHW3Y CTpaHMLbI

BCTABHTL B TEKYLIEN NOINLIMK

HymepalMa cTpaHWLy
@® [Ipodom#HTh

Hayats C 1

Pucynok 27 — U3MeHeHne mapaMeTpoB KOJOHTUTYJIOB

YToOBI BBECTH TEKCT WM OTPEIAKTHPOBATH YK€ BBEACHHBIA TEKCT U HACTPOUTH
[1apaMeTpbl BEPXHETO MJIM HUYKHETO KOJIOHTUTYJIOB, MOYKHO TAKXKE JIBAX/bI IIEJIKHYTh
B BEPXHEN WJIM HUKHEW YaCTH CTPAHULBI WM IICJIKHYTh TaM MNPaBOM KHOMKOW MBIIIH
U BBIOpaTh €IUHCTBEHHYIO OMNIUI0O MEHIO — «/3MEHUTh BEpXHHI KOJOHTHUTYID» WU
«3MeHUTh HIKHHUUN KOTOHTUTYD» (PucyHok 28).

YTOoObI MEPEeKITIOUUTHCS HA TEKCT JOKYMEHTA, JBAXKIbI IIECJIKHUTE MO padoyeit
00JacTH win HaKMUTe Kiapuiny «Escy. TeKcT, UCTonb3yeMblil B KOJOHTUTYJIAX OyIeT

O0TOOPAXKATHCS CEPHIM LIBETOM.

Bepxuuit KOMOHTMTYN —-Pasmen 3— Kax = npemmmymen

PucyHnok 28 — PenakTupoBanue KOJOHTHTYJIA
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\J
# ITlpumeuanne

[Ipouecc mobaBiaeHUs B JOKYMEHT HOMEPOB CTPAHMI] IOJIPOOHO OMHKCaH B 1. 3.3.6.

3.3.5 BcraBka 1atbl M BpeMeHH
Jlnst no6aBieHus B JOKYMEHT JIaThl U BPEMEHH HEOO0X0UMO:
1. YcraHoBUTB Kypcop TaM, rJe TpeOyeTcsl BCTaBUTh 1aTy U BpeMs;
2. llepeiTu Ha BKnaaky «BcTaBka) BEpXHEW MAHENN UHCTPYMEHTOB;
3. Haxars knonky Jlara u Bpems “©;
4. B otkpeiBiieMcs okHe «Jlata u Bpems» (PucyHok 29) yka3zars ciegyromue
napaMeTphl:
o SI3bIK (BBIOpATh M3 BHITIAJAIONIETO CITMCKA);
o ®opmar aartsl;
o ®nar «OOHOBIATH aBTOMAaTUYECKU» IMO3BOJISIET 3a/1aTh aBTOMATUYECKOE

OOHOBJICHHE AaTbl 1 BPCMCHHU HAa OCHOBC TCKYIIICT'O COCTOAHMUA.

\J
# Tlpumeuanue

Takxe MOXKHO OOHOBJISITH IaTy U BPEMsI BpYUHYIO, UCIIOJIb3Ys ITYHKT KOHTEKCTHOIO MEHIO
«OGHOBHUTH MOJIEN.

o Haxatp KHOTKY «YCTaHOBUTH TI0O YMOJYAHHUIO», HJIs YCTaHOBKH
Tekymero ¢opmara kak ¢opMara Mo yMOJIYAHUIO U YKa3aHHOTO
S3BIKA.

5. Haxkatb «Ox».
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OaTta v BpemnA

Asbik

Pyccrmid (Poccus) v

dopMaThbl

10.09.2025

cpena, 10 ceHTAdpAa 2025
10 ceHTAOpA 2025
10.09.25

2025-09-10

10-cen-25

10/09/2025

OBHOBNATL ABTOMATHYECKH YCTAHOBUTE NO YMOMYAHUID

Pucynok 29 — Oxno «/laTta n Bpems»

3.3.6 BcraBka HOMEpPOB CTPAHMLY

JIJ1st BCTaBKM B IOKYMEHT HOMEPOB CTPAHULL:

1. Ha Bknagke «BcTaBka» BepxHEW TaHEIM HWHCTPYMEHTOB HaXKaTh
KonoHTuTy MBI a.

2. B moamenro BeIOpaTh «BcTaBUTH HOMEP CTPAHUIIBD).

3. Bb1OpaTh 0JiHY U3 CIAEAYIOLUIUX OMIIHIMA:
o0 YToObl OMECTUTh HOMEP CTPAHUIIBI HAa KaXAYIO CTPAHUILy JTOKYMEHTa,

BbIOEPUTE MOJIOKEHHE HOMEPOB CTPAHUI] HA CTPAHMUIIE;

o UYroObl BCTaBUTh HOMEp TEKYIIEeW CTpaHUIbl B TEKyLIEH MO3UIUU

Kypcopa, BeIOepuTe onuuio «B TeKyIien mo3uium».

\J
# Tpumeuanue

Jns BCTaBKM HOMEpa TEKYILIEW CTpaHWIbl B TEKYLIECW IO3UMLHMHU Kypcopa
MOXHO TaKKe UCMOJb30BaTh couetanue kinaBuil Ctrl+Shift+P.

Jl1st BCcTaBKM OOIIETO YKCiia CTPaHUIL B IOKYMEHTE:
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YcraHoBUTE Kypcop Tam, rje TpeOyeTcss BCTaBUTh 00IIee YUCIIO CTPAHHUIL.

Haxatp 3nHauok KosmoHTHTYJIBI = na BEPXHEH NTAHEJIM UHCTPYMEHTOB.
Bri6pats onuuio « BcTaBUTh YMCIIO CTpAHUID.

JInst u'3MeHeHus MapaMeTpOB HOMEPOB CTPAHMII:
JIBax<1bI MIENKHYTH B 00JACTH, II€ PACIIONI0KEH HOMEDP CTPAHUIIBI.

N3mMeHuTh TEKyIIMe napaMeTpbl Ha MPaBold OOKOBOM MaHENu:

MonoweHne
BepxXHWA KONOHTUTYN q

13cm °
&

MapameTpkl

Ocobbiit ANA NEPBOA CTPaHMLLBI
v PasHble AnA YETHbIX M HEHETHDIX
v/ CBA3aThb C NpeablayLMm E
BcTaBka HOMepa CTPaHWLUbI

Beepxy cTpaHuLbi

C C

BHW3Y CTpaHMLbI

L

BCTABUTb B TEKYILLIEH NOIULHK

HyMmepaumua cTpaHuy,
® [ponomKHTL

Havatk C 1
Pucynok 30 — [IapameTpbl HOMEpPOB CTPaHHUI]

O YCTaHOBUTE TMOJIO)KEHUE HOMEPOB CTPAHUI] HA CTpPaHULE, a TaKxke
MOJIO’KEHHE OTHOCUTEIIBHO BEPXHETO U HUXKHETO Kpasi CTPAHUIIBI.

o YcranoBute (rnaxox «OcoObl s MEpBOM CTPAHUIIB), €CIIU Haa0
MIPUMEHHUTH OCOOBI HOMEP JJISI CaMOM MEePBOM CTpaHUIIbI, WU BOOOIIE
HE 100aBIsATh HA HEE HOMED.

o YcranoBute (naxok «Pa3Hble ISl YETHBIX W HEUETHBIX» JUISI BCTABKU
Pa3HBIX HOMEPOB ISl YETHBIX U HEUETHBIX CTPAHMUII.

o Ommusa «CBs3aTh ¢ NPEIBIAYIIMMY JOCTYITHA, €CIIM BBl paHee 100aBWIA B

JIOKYMEHT paszfienbl. B npotuBHOM ciiyuyae oHa Oyaer HeakTuBHa. Kpome
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TOTO, 3Ta OMIMS HEIOCTyIHA JUIsI caMOTo IepBOro pasjaena (TO €CTh
KOTJla BBIJCIICH BEPXHUM WM HWKHUWA KOJIOHTUTYJI, OTHOCSIIUNCA K
neppoMy paszzaeny). Ilo yMonuanuio 3Ta Ommus BKIIOYEHA U KO BCEM
pazienaM MOPUMEHSIOTCA OJlHA W Ta K€ Hymepauus crpaHull. Ecim
BBIOpaTh 00JIACTh BEPXHUX WJIM HUXKHUX KOJOHTUTYJIOB, OHa OyJer
ormedyeHa Haanuchio «Kak B mpenpiaymem» (Pucynok 31). [nst Toro
4TOOBI MCIOJIB30BAaTh PA3HYI) HYMEPAIMIO CTPAHUIl B KKJIOM paszjeie
JIOKyMEHTa, yoepuTe rajiouky «CBsi3aThb C MPEIbIAYIIUM», U HAANUCH

«Kak B mipeapiayiieM» 00JibIlie 0TOOpakaThCsl HE Oy IeT.

Pucynok 31 — Kosnonturya «Kak B npeabiaymem»

o Pasmen «Hymepamusi cTpaHui» MO3BOJIIET HACTPOUTH MapameTpbl

HyMEpalWHd CTPAaHUI] MEXKIY PAa3JIU4YHbIMU pasfeinaMu JoKyMeHTa. Ilo
yMOJT4aHul0 BblOpaHa onmus «lIpogomkuTe», KOTOpas IO3BOJISIET
COXPaHUTh MOCJIEIOBATEIIBHYI0 HYMEPAUMIO CTPAHUL] TOCIE pa3pbiBa
paszgena. Ecam TpeOyercs HayaTh HyMEpalMio CTpPaHHI] TEKYIIETO
paszena JOKyMEHTa € 0co0Oro Homepa, BBIOEpPUTE MEPEKIIOYaTeNb

«Hauvatb c» u BBCAUTC HYKHOC HAYaJIbHOC 3HAYCHHC B I10JIC CIIpaBa.

UToOBl BEpHYTHCS K PEAAKTUPOBAHUIO JOKYMEHTA, NBAXKIbI MICIKHUTE TI0

paboueit 00JaCcTH WM HAXXMUTE KiaBuiry Esc.

3.3.7 BcraBka Hymepauum CTPOK

OHJIAMTH-peIaKTOpamMu (TEKCTOBBIX JOKYMEHTOB

PC,ZIaKTOp TCKCTOBBIX JOKYMCHTOB MMOAACPKHUBACT ABTOMATHYCCKYIO

HyMEpALHIO

CTpOK JOKyMeHTa. JlaHHas (QYHKUMOHAJIBHOCTh TMOJ€3Ha IS

UJCHTU(GUKAIIMN CTPOK B CTPYKTYPHUPOBAHHBIX IOKYMEHTAX, TAKMX KaK IOPUIUICCKUC
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COIJIALICHUS WU MPOTPaMMHBIN KOJ. AKTHUBALUsl HyMEpaluU CTPOK OCYIIECTBISAETCS
yepes COOTBETCTBYIOIYI0 (QyHkuuio Hymepaius crpok = . Cneayer oTMeTuTs, 4TO
HyMepaiusi CTpOK HE MPUMEHSETCS K COACPKUMOMY OOBEKTOB, TAKUX KaK TaOJHIIBI,
TEKCTOBBIEC TIOJIsl, JAMArpaMMbl, BEPXHHUE/HUKHUE KOJIOHTUTYJbI. Kaxnpii Takoit
00BeKT 00padaThIBaeTCs Kak €AUHBIA OJOK M, CIEJOBATENbHO, HE HYyMeEpyeTcs
IIOCTPOYHO.
IIpumeHeHUe HyMepaUH CTPOK
1. Ilepeiimure Ha BrIAgKy «Maker» BepXHEHW MAHENUM HWHCTPYMEHTOB H
IeNKHUTE 3Ha40K Hymepaius cTpok = |
2. B BbImajamnieM MEHIO BBIOEPUTE HEOOXOJIUMBbIE MapaMeTphl AJisg ObICTPOi
HACTpPOUKH (Pucynok 32):
o HempepbiBHass — KaXJgoil CTpoke JOKYMEHTa OyJeT MpPUCBOEH
MOPSAKOBBIA HOMED.
o Ha xaxmoll cTpaHuie — mocienoBaTeIbHOCTh HyMEpaluu CTPOK OyzAer
nepes3anyiieHa Ha KaX/10M CTpaHUIIEe JOKYMEHTA.
o B kxaxaom paszmene — mocienoBaTeIbHOCTh HyMEpaluu CTPOK OyAer
nepes3aryIiieHa B KaxaoM pasjiese JokyMeHnTa (moapobnee B 1. 3.3.3).
o OTKIIOYUTH ISl TeKYIIEero ad3aia — TeKyIuil ab3ai OyJeT MpoIMyIleH B
MOCIIEA0BATEIBHOCTH HyMepauu CTpoK. YToObl MCKIIIOUNUTH HECKOJIBKO
a03a1leB U3 MOCIIEIOBATEIIbHOCTH, BHIOEPUTE MX JICBON KHOIMKOM MBIIITN

nepes MPUMEHEHUEM 3TOr0 apaMmeTpa.

HeT

HenpepbiBHanA

Ha Ka#aoi cTpaHuue
+ B KaxgoM pasgene

+ OTKNMHOMUTE OnA Terywero absaua
BapWaHTkl HyMepaLMuK CTPoK

Pucynok 32 — [lapameTpbl HyMepauuu CTPOK
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3. [Ipu HEOOXOOUMOCTH YKaXXUTE OTMOJHUTENbHBbIE Mapamerphl. Jjis 3TOro
HIEJIKHUTEe Ha «BapuaHThl HymMepaluu CTPOK» B PACKPBIBAIOIIEMCS MEHIO
«Hywmepanus ctpok». YcranoBute ¢iaxok «Jlo0aBUTh HyMepaIioo CTPOK»,
YTOOBI MPUMEHUTh HYMEPALMIO CTPOK K JOKYMEHTY W TOJYYHUTh JOCTYI K

paCHIMPEHHBIM NTapaMeTPaM:

Hymepauus cTpok X

LoGasuTL HYMEPALMID CTPOK

Havyatk C OT TekcTa LLar

Hymepaumn

[PUMEHWTE M3MEHEHMWA K

Ko BCEMy AOKyMeHTY v

Pucynok 33 — Oxkno «Hymepanusi cTpok»

o Hawatp ¢  ycTaHaBiuMBaeT  HayajJbHOE  YHUCJIOBOE  3HAUYCHHUE
MOCJIE0BAaTEIbHOCTH HyMepauuu cTpok. [lo ymomuanuio aist napamerpa
YCTaHOBJICHO 3Ha4YeHHE 1.

o OT TekcTa yKa3bIBa€T PaCCTOSHUE MEXKIYy HOMEpPAaMH CTPOK M TEKCTOM.
Brenure HeoOxomumoe 3HaueHue B cM. I1o ymoiganuro juis mapamerpa
YCTaHOBJICHO 3HAYCHUE «ABTOY.

o Hlar 3agaeT MOPSIKOBBIE HOMEpA, KOTOPHIE OTOOpPaXKAIOTCS, €CIH HE
MOJICYMTHIBAIOTCS IO 1, TO €CTh UKClia CUMTAIOTCA B rpynne no 2, 3,4 u
T. 4. BBenure HeoOxoaumoe uucioBoe 3HaueHue. [lo ymomyanuto nis
rapaMeTpa yCTaHOBJICHO 3Ha4YeHueE 1.

o Ha kaxknoil cTpaHMue — IoCJIeI0BaTeIbHOCTh HyMEpalluK CTPOK OyaeT

nepe3anylieHa Ha KaXxa0M CTPaHULE TOKyMEHTA.
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o B kaxaom paszaesie — MOCIeAOBATEIbHOCTh HyMEpaluu CTPOK Oyner
Nepe3anyeHa B KaKI0M pas3eiie JOKyMEHTA.
o HenmpepbIBHAsi — KaXJI0M CTpoke JOKyMeHTa OylIeT MpUCBOCH
IOPSIIKOBBIA HOMED.
o Ilapamerp IIpuMeHUTH U3MEHEHUS K OIPEICIACT YacTh JOKYMEHTA, K
KOTOPOH BBl XOTUTE MPUMEHHUTH MOPSIKOBBIE HOMepa. Bribepure onny
W3 JIOCTYNHBIX TIpeayctaHoBok: K Tekymemy pa3menay, 4YTOOBI
MPUMEHUTh HyMEpalUI0 CTPOK K BBIOpAaHHOMY pazneny JokyMeHnrta; Ko
BCeMY JOKYMEHTY, 4TOObl NMPUMEHUTh HYMEpAIUI0 CTPOK KO BCEMY
nokymeHTy. [lo yMonyaHuio Jj1s mapamerpa ycTaHoBieHO 3HaueHue Ko
BCEMY JOKYMEHTY.
o Haxwmute «OK», 4T0OBI NPUMEHUTH U3MEHEHUS.
Yinanenue HymMepauuu CTPOK
UToO0B! yIanuTh MoCae0BaTeIbHOCTh HyMEPAIUK CTPOK:
1. IlepeitauTe Ha BKiIaAKy MakeT BEpXHEW MaHEIU UHCTPYMEHTOB U IICJIIKHUTE
3Hauok Hymepamus ctpoxk .
2. B orkpeiBuieMCS BbINAAalONIeM MEHIO BbiOepuTe myHKT «Het» wm
BBIOEPUTE B MEHIO MYHKT «BapuaHThl HyMepaluu CTPOK» U B OTKPBIBILIEMCS
okHe «Hymeparmus» ctpok yoepute ranouky ¢ mojis «Jlo0aButTh HymMeparuio

cTpoKk» U HaxMuTe «OK».

3.3.8 BcraBka cHOCOK
CHOCKH MOXHO J00aBIATh, YTOOBI IMOSCHUTH MM IMIPOKOMMEHTHPOBATh KaKHe-
TO (ppa3bl WM TEPMUHBI, HCTIOJIb30BAHHBIC B TEKCTE, YKa3aTh CCHUIKM Ha UCTOYHUKHA U
T.II.
UToOBI BCTAaBUTH CHOCKY B JIOKYMEHT:
1. YcraHoBUTh Kypcop B KOHIIE hparMeHTa TEKCTa, K KOTOPOMY HaJ0 JI00aBUTh
CHOCKY.

2. Tlepetitu Ha BKiIaKy «CChbUIKNY BEpXHEW MaHEIn HHCTPYMEHTOB.
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3. Haxartp Ha 3Hayok CHOcCka A8 Ha BepXHEH MaHEIW HHCTPYMEHTOB WIIH
Ha)KaTh Ha CTPEJIKY PSAIOM CO 3HAUKOM «CHOCKa» U BHIOpATh B MEHIO OIIIUIO
«BcTaBUTH CHOCKY.

4. B TekcTte MOKyMEHTa MOSIBUTCS 3HAK CHOCKHU (TO €CTh HAACTPOYHBIA 3HAK,
0003HAYaIOMUA CHOCKY), a Kypcop MEpPEeMECTUTCS B HIKHIOK YacTh
TEKyLIEU CTPAHULIBL.

5. BBecTH TEKCT CHOCKH.

[ToBTOpUTH BhIILIEYKa3aHHBIC IEUCTBUSA, YUTOOBI 100aBUTH MOCIEAYIOIINE CHOCKH

K JIpyruM (parmentam Tekcta B nokyMeHte (Pucynox 34). CHOCKM HyMepyroTcs

ABTOMATHUYCCKH.

1 Canvas - anemeHtT HTML5, npeaHa3aHauyeHHbii
NOMOLLM CKPUMNTOB
206parutecs Kk gokymeHTaumum no APl

Pucynok 34 — Ilpumep cHOCKH

HpI/I HaBCACHNH KYpCOpa Ha 3HAK CHOCKHM B TCKCTC JOKYMCHTA ITOABJIACTCA

HEOOJIBIII0E BCIUIBIBAIOIIEE OKHO C TEKCTOM CHOCKH (PucyHok 35).

OHNalH-peJakTopbl OKY MEHTOB, HanucaHHbIe

OGpaTtHTeCk K goxyMeHTauwi no AP
WHTETPUPOBATL® B Ball CalT unu Beb-npunoxe

Pucynok 35 — BeruibiBariuee OKHO ¢ TEKCTOM CHOCKH

UroObl JIETKO NEpeXOauTh MEXKIy JOOaBICHHBIMH CHOCKAMH B TEKCTE
JOKYMEHTA:
1. Haxxmure Ha CcTpenKy psaoM co 3HaukoM «CHOCKa» Ha BKIAAKE «CCBUIKN»
BEpXHEU TaHEJIM UHCTPYMEHTOB,
2. B pazgene «llepeiiTh K CHOCKam» HCIIOJNB3YWTE CTPENIKY U Iepexoda K
IPEABIIYIIEN CHOCKE WIH CTPEJIKY JUIS IIEPEX0/1a K CIEAYIOIIEH CHOCKE.

YToOBI N3MCHHUTH mapamMCTpbl CHOCOK!
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HOXMUTE Ha CTPENKY PsijoM co 3HAUKOM «CHocka» Ha BKIanke «CCBUIKI

BEpXHEN MMaHEJIN UHCTPYMEHTOB,

BbIOEpUTE B MEHIO omniuio «IlapaMeTpsl CHOCOKY,

HU3MCHHUTC TCKYIIUC IIApaMCTPbl B OTKPBIBIICMCA OKHC «HapaMCTpI)I

CHOCOK».

o 3anaiite «llomokeHre CHOCOK» Ha CTpaHHIE, BBHIOpaB OJIUH U3

JOCTYIIHBIX BAPHUAHTOB!

BHu3y cTpaHuLbl — 9TOOBI pacMoNOKUTh CHOCKH BHU3Y CTPaHHIIbI
(9Ta onuus BeIOpaHa 10 YMOJIYAHUIO).

[Tox TekCTOM — YTOOBI PACIIOIOKUTH CHOCKHM OJIMKE K TEKCTY. JTa
OTLIKA MOXKET OBITh MOJIE3HA B TEX CIIyYasiX, KOTJa Ha CTPaHUIIE

COACPIKUTCA KOpOTKI/Iﬁ TCKCT.

o Hacrtpoiite ®opmat CHOCOK:

dopmat HoMepa — BbIOEpUTE HYKHBIN (hopMaT HOMeEpa U3
JTOCTYMHBIX BapuaHToB: 1,2, 3,...,a, b, c,..., A, B, C,..., 1, 11, 1i1,..., |,
I, II1,....

Hagatb ¢ — ucronb3yiTe CTpeNKu, 4TOOBI 3a1aTh TUGPY WK OYKBY,

C KOTOPOU JTO>KHA HAYMHATHCSI HyMEpausl.

o Hymepanms — BeiOepuTe crmocod Hymeparuu CHOCOK:

HenpepriBHas — 4T0OBI HyMEpOBaTh CHOCKHU MOCIIE0BATEIBLHO BO
BCEM JIOKYMEHTE,

B xaxaoMm paznene — 4To0bl HAYMHATH HyMEPAIIMIO CHOCOK C IIU(PbI
1 (unm gpyroro 3alaHHOrO CUMBOJIA) B HaUalle KaXKJoro pasjena,
Ha xaxmoit ctpanuiie — 9To0bI HAYMHATH HyMEPAIIMIO CHOCOK C
mudpsl 1 (Win gpyroro 3ajaHHOTO CUMBOJIA) B HaYase KaXI0u

CTpaHUIIBI.

o0 OcoOblii CUMBOJI — 3aJlaliTe CHEIUATbHBIA CUMBOJ WU CIOBO, KOTOPHIE

TpeOyeTCsl MCIOJIb30BaTh B KAYECTBE 3HAKa CHOCKM (HaAmpumep, * uiu

[Ipum.1). BBegute B moJsie BBOJA TEKCTa HYXKHBIA CUMBOJI WJIH CIOBO U
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HOXMUTE KHONKY «BcraButh» B HMKHEM 4vacTu OkHa «llapamerpsl
CHOCOK.
o Hcnonw3yiite packpeiBaromuicss Ccnucok «lIpuMeHuTs W3MEHEHUs,
4yTOOBl BBIOpaTh, TpeOyeTcs JIM NPUMEHUThb YKa3aHHBIE MapaMeTphbl

cHOCOK «Ko0 Bcemy TOKyMEHTy» WM TOJBKO «K TeKyiemy pasaeiry».

\J
# Tlpumeuanue

YToObI HCIOJB30BaTh pa3uvyHOe (opMATHPOBAHHWE CHOCOK B OTIACIBHBIX YacTIX
JIOKYMEHTa, CHauaa Heo0X0IuMo T00aBUTh PAa3pPhIBBI pa3/ela.

4. Korna Bce OyzieT roToBO, HA)KMHUTE Ha KHOTIKY «IIpuMeHUTh.

UroObl yJaluTh OTAENIBHYIO CHOCKY, YCTaHOBUTE KYypCOp HEMOCPEICTBEHHO
nepea 3HAKOM CHOCKM B TEKCTE JOKYMEHTa M Haxmure Kiasuily «Deletey.
Hymepanus ocraBmmxcsi CHOCOK U3MEHHUTCS] aBTOMAaTHYECKU.

UToOB! yanuTh BCE CHOCKHM B JIOKYMEHTE:

1. Haxxmure Ha CTpesKy psaoM co 3HaukoM «CHOCKa» Ha BKIAAKE «CCBUIKN»

BEPXHEU IMaHEIN HUHCTPYMEHTOB,

2. BpiOepute B MEHIO OMIUIO «Y TaJIUTh BCE CHOCKM.

3.3.9 BcraBka KOHIEBBIX CHOCOK
Brl MOXeTe BCTaBIATH KOHIIEBBIE CHOCKH, YTOOBI TOOABISATH TOSICHEHUS WU
KOMMEHTAapUU K OINpPEIEICHHBIM TEPMUHAM WIH MNPEAJIOKEHUSAM, JI€JaTh CCHUIKH Ha
HMCTOYHUKH U T.JI., KOTOPbIE OTOOPaXKAIOTCS B KOHIIE IOKYMEHTA.
UToOBI BCTaBUTH KOHIIEBYIO CHOCKY B IOKyMEHT:
1. ITomecTuTe Kypcop B KOHEI| TEKCTA WA y CJIOBA, K KOTOPOMY BBl XOTHUTE
N00aBUTh KOHIIEBYIO CHOCKY,
2. llepeiigute Ha BKIaaKy «CChUIKM BEpXHEW MAHENIN HHCTPYMEHTOB,
3. Ilenxkaute Ha 3Ha4oK «CHOCKa» Ha BEpXHEW IAHEIIM WHCTPYMEHTOB U B
BBITIIAIOIIEM MEHIO BBIOEpHUTE OMINIO0 « BCTaBUTH KOHIIEBYIO CHOCKYY.
4. 3nak xkonueBoi cHocku (T.E. Haxactpounsiii cumBoi, 0003HayaroIIuit
KOHIIEBYIO CHOCKY) TOSIBIISIETCSI B TEKCTE JOKYMEHTa, a TOYKa BCTaBKHU

nepeMemacTCsa B KOHCI JOKYMCHTA.
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5. BBeauTe TEKCT KOHIIEBOI CHOCKHU.
[loBTOpUTE BBIICYIIOMSHYTHIC OIEpaluK, 4YTOObI JOOABUTH MOCIEIYIOIINE
KOHIIEBBIE CHOCKH JIJIsI IPYTUX (PparMeHTOB TEKCTa B JOKyMeHTe. KOHIEBbIE CHOCKU

HyMepyroTcs aBTomaTtuuecku. [lo ymonyanuto 1, i, 1il, ¥ T. 1.

' Canvas - anemeHT HTML5, npeaHa3HayYeHHblin Ans
' OBpaTuTech Kk AoKymeHTauum no API.

Pucynok 36 — KonueBasi cHocka

IIpH HAaBCIACHUN KYpPCOpa Ha 3HAK CHOCKH B TCKCTC OOKYMCHTA IIOABIIACTCA

HeOO0JIBIIIOE BCIUIBIBAIOIEE OKHO C TEKCTOM KOHIIEBOM cHOCKH (PucyHok 37).

OHNaWH-pe 4akTopbl OKYMEHTOB, HanucaHHbIe

OGpaTuTech x goxymenTaymu no API
nHTerpuposarth! B BaLl caiT unu Beb-npunoxe

Pucynok 37 — BeruibiBaroniee OKHO € TEKCTOM KOHIIEBO CHOCKH

YroObl JIErKO NEPEeXOAUTh MEXAy J0O0aBIEHHBIMH CHOCKAMU B TEKCTE
JOKYyMEHTAa!

1. Haxxmurte Ha cTpenky psiaoM co 3HauKoM «CHoOckay» Ha BKIaAKe «CChUIKN»
BEPXHEU IMaHEIN HUHCTPYMEHTOB,

2. B pazgene «llepeiitm Kk CHOCKam» HUCHOJIB3YWTE CTPEIKY Ul IEepexoja K
IPEABIIYIIEN CHOCKE WIH CTPEJIKY JUIS ITEPEX0/1a K CIEAYIOIIEN CHOCKE.

YToObl U3MEHUTH MapaMeTPhl CHOCOK:

1. Haxmure Ha cTpenky psanoM co 3HaukoM CHocka Ha Bkiaake CcbUiku
BEPXHEU MMaHEIN HHCTPYMEHTOB,

2. BwiGepuTte B MeHto oniuto «[lapameTpbl CHOCOK»,

3. U3menute Tekymue mapaMeTrpel B OTKpbiBIIemMcsi okHe «llapamerpsl

CHOCOK»:
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MapameTpekl CHOCOK
MonoweHue
CHocka

® KoHLeBas cHocka B KOHUE [AoKyMeHTa %

®opmar

Dopmat Homepa Hayatb C

Lo, b &

Hymepauua

HenpepeieHan v

Ocobbii cumeon

MPUMEHHUTE H3MEHEHHA

Ko Bcemy LOKyMeHTY v
| Beramm. [TV OTmena

Pucynok 38 — Oxno «IlapameTpsl CHOCOK)

o 3apaiite [lono’keHne KOHLEBBIX CHOCOK, BBIOpaB OJIMH W3 JOCTYHHBIX

BapHAHTOB:

* B koHIe pazzena — 4ToObl PacloI0KUTh KOHIIEBbIE CHOCKH B KOHIIE
paszzena. JTa OMIKUs MOXKET OBITh MOJIE3Ha B TEX CIIyYasx, KOTja B
pasznene CoOOepKUTCSI KOPOTKUM TEKCT.

* B KoHIIe JOKyMeHTa — 9TOOBI pacIoIOKUTh KOHIIEBbIE CHOCKH Ha
MOCJIEAHEN CTpaHUIEe JOKYMEHTa (3Ta Onius BhIOpaHa 1o
YMOJTYAHHIO).

o Hacrpoiite «®opMa» KOHLEBBIX CHOCOK:

=  dopmaT HOMepa — BHIOEPHUTE HY KHBIM (opMaT HOMEpa U3
JTOCTYMHBIX BapuaHToB: 1, 2, 3,...,a, b, c,..., A, B, C,..., 1, 11, 1i1,..., |,
II, II1,....

* Hauate ¢ — ucnoab3yiTe CTpENnKH, 4ToObI 3a7aTh ITUPY UK OYKBY,
C KOTOPO# JI0JDKHA HAUWHATHCS HyMeparlusl.

o Hywmeparus — BeiOepuTe crocod HyMepauu KOHIEBBIX CHOCOK:

* HenpepsiBHas — 4ToObI HyMEpOBaTh KOHIIEBbIE CHOCKU

IMOCJaCaA0BATCIBbHO BO BCEM JIOKYMCHTC,
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* B kaxaom paznesne — 4ToObl HAaUMHATHh HyMEpaIiio KOHIIEBBIX
CHOCOK ¢ IU@psbI 1 (MK Apyroro 3aJlaHHOrO CUMBOJIA) B HaYase
Ka)KJ0T0 pas3zena,

* Ha kaxoit cTpanuiie — 4ToObl HAYMHATH HyMEPAILMIO KOHIEBBIX
CHOCOK ¢ U(pbI 1 (MM 1pyroro 3aJlaHHOrO CUMBOJIa) B HaYase
KaXJI0W CTPAHUIIBI.

o Oco0bIil CUMBOJI — 3aJlaiiTe CHeIUaIbHbI CUMBOJ WM CJIOBO, KOTOPBIE
TpeOyeTCsl UCMOJIb30BaTh B KAUECTBE 3HAKa CHOCKM (HAmpumep, * uiu
[Ipum.1). Beeaute B mose BBOAA TEKCTa HYKHBIM CUMBOJI WM CJIOBO U
HaXMUTE KHONKY «BcTaBuTh» B HIKHEW uacth okHa «llapamerpsl
CHOCOK.

o HMcnonb3yiite packpbiBaroluics cOoucok «lIpuMeHnTs HW3MEHEHUSY,
4TOOBl BBIOpaTh, TPeOyeTCs JIM NPUMEHUTh YKAa3aHHbBIE MapaMeTphl
KOHLIEBBIX CHOCOK «KO BceMy NOKyMeHTy» Wiu Tojibko «K Tekymemy

pazzeny».

\J
# Tlpumeuanue

YtoOBbl HCIOIB30BAaTh pas3iudHOEe (opMaTHpPOBAaHHUE CHOCOK B OTACIBHBIX YaCTAX
JIOKyMEHTA, CHavajia He0O0X0AuMo T0OaBUTh Pa3phIBHI pa3iena.

4. Korpna Bce OyzieT roTOBO, HAKMHUTE Ha KHOTIKY «[IpuMeHUTh.

UroObl yAamuTh OTHENbHYIO KOHIIEBYIO CHOCKY, YCTAHOBHUTE KypCOp
HEINOCPEACTBEHHO IEPE/l 3HAKOM CHOCKHM B TEKCTE€ JOKYMEHTAa M Ha)XKMHUTE KJIaBUILLY
«Deletey». Hymepanust ocTaBmmxcs KOHIIEBBIX CHOCOK U3MEHUTCS aBTOMATUYECKH.

YToObl y1anuTh BCe KOHIIEBBIE CHOCKHU B IOKYMEHTE,

1. IlenkHuTte cTpenky psaoMm co 3HaukoM «CHocka» Ha BKIaake «CChLIKN»

BEPXHEU IMaHEIN HUHCTPYMEHTOB,
2. Bribepute B MEHIO ONIUIO «Y TaTUTh BCE CHOCKI.
3. B oTkpbIBHIEMCSI OKHE HaXXMHUTE€ «YJAJIUTh BCE KOHIIEBBIE CHOCKH» H

menkauTe «OKy.
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3.3.10 IIpeoOpa3oBaHue CHOCOK H KOHIEBBIX CHOCOK

PenakTop MOKYMEHTOB MO3BOJIIET OBICTPO MPeoOpa3oBaTh CHOCKU B KOHIICBBIC
CHOCKH U H3060p0T, HaripuMcep, €CJIU Bbl BUJUTC, HTO HCKOTOPBIC CHOCKH B TOKYMCHTC
JOJDKHBI OBITh TOMEIEHb B KOHEN. BMecTo Toro, 4ro0Obl BOCCO3[aBaTh HMX Kak
KOHIICBBIC CHOCKH, PICHOJ'IIByﬁTG COOTBCTCTBYIOH_[I/Iﬁ HHCTPYMCHT MJId JICTKOI'O
npeoOpa3zoBaHus.

1. Ha Bxianke «CcChUIKM» BEPXHEW IMMAHENM HWHCTPYMEHTOB HAKMHUTE Ha

CTPEJIOUKY PSIOM CO 3HAYKOM «CHOCKay,
2. HaBemute yka3zaTellb MBIIIIN Ha MyHKT MeHIO «[IpeoOpa3oBaTh BCE CHOCKH» U

BbIOEpUTE OJIMH U3 BAPUAHTOB B CIHCKE CIIpaBa:

Ccbinku CosmecTHan pabota 3aumTa Bun [namHb

v AR' O‘/’) m [jl‘ﬂ = CnWcok MnniCTpaLmil
i CHocka FMnepccbinka  3aknagka Ha3eaHue [lepekpecTHan
Hy ~ CCbINKa
T BcraBuTth CHOCKY b5 B T 8 G 10 T 120 1A

BCTaBMTb KOHLIEBYH CHOCKY

MepeiTy K CHOCKaM 4 >

MepeiTy K KOHUEBLIM CHocKam 4

YAanuTb BCE CHOCKW
Mpeobpa3oeaTs BCE CHOCKK v Mpeobpa3osats BCe 00bI4YHLIE CHOCKM B KOHUEBLIE CHOCKM
MapameTpbl CHOCOK MpeodpazoBaTh BCE KOHLEBbLIE CHOCKW B 00bIYHbIE CHOCKM

IMOMEHATL CHOCKW

Pucynok 39 — Menio «Ilpeodpa3oBaTh Bce CHOCKI)

o IIpeoOpazoBarh Bce OOBIYHBIE CHOCKM B KOHIIEBBIE CHOCKH, YTOOBI
3aMCHUTH BCE CHOCKH B KOHIICBBIC CHOCKHU;

o IlpeoOpa3oBarh Bce KOHIIEBBIE CHOCKM B OOBIYHBIC CHOCKH, YTOOBI
3aMCHUTH BCE KOHIIEBBIC CHOCKH Ha CHOCKHU;

o IloMeHSTh CHOCKH, YTOOBI 3aMEHHUTHh BCE KOHIIEBBIC CHOCKHM Ha CHOCKH, a

BCC CHOCKH Ha KOHIICBBIC CHOCKH.
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3.3.11 /lo0aBi1eHMe 3aKJIAA0K
3aKkiajKy MO3BOJISIOT OBICTPO MEPEUTH K OMNPEACIEHHOMY MECTYy B TEKYIIEM
JOKYMEHTE WM J00aBUTh CCHUIKY Ha 3Ty MO3UIIMIO BHYTPH TIOKYMEHTA.
Yro06b! 100aBUTH B TOKYMEHT 3aKIaJIKY:
1. Ompenenute MecTo, Tlie HaJl0 JOOABUTH 3aKIAIKY:
O YCTaHOBUTE Kypcop B Hauaje HyKHOTro (hparMeHTa TeKCTa Uiu
o Beigenure HyXHbINA (pparMeHT TEKCTa,
2. Tlepeligute Ha BKIAAKy «CCBUIKMY BEpXHEN NaHEIN HHCTPYMEHTOB,
3. HaxxMuTe Ha 3Ha4OK «3aKJIa/iKa» Ha BEpXHEH NaHEIH HHCTPYMEHTOB,
4. B otkpbiBIIEMCS OKHE «3aknaaku» (Pucynok 40) BBenute MMs 3aknaaku u
HaXMHUTE KHONKY «/loOaBuTh» — 3akiagka OyneT noOaBiieHa B CIHCOK

3aKJIaJI0K, paCHOHO}I(CHHBIfI HUWIKC.

\J
# Tlpumeuanue

Wms 3akmaaku TOJDKHO HAYMHATHCS ¢ OYKBBI, HO OHO MOJKET TaK)Ke coJepkath mudpsl. Ms
3aKJIaJKA HE MOXKET COJIepXKaTh MPOOEIBI, HO MOXKET COJACP)KAaTh CHUMBOJI TOTYEPKUBAHUS
« ».

3aknagku

MmA 3aknagku

Mopsgok @ MmA MNonoeHne

CKpbiTbie 3aKknagk1

SaKpbITE

Pucynok 40 — OxHo «3akiaagkm»

UtoObI IepelTH K OJTHOM 13 T00aBICHHBIX 3aKJIaJ0K B TEKCTE JOKYMEHTA:
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1. Haxxmute Ha 3Ha4oK «3akiajka» Ha BKJIaJke «CChUIKM» BEpXHEW MaHEIH
UHCTPYMEHTOB,

2. B oTkpeiBIIEMCS OKHE «3aKJIaJKi» BBIOCPUTE 3aKIagKy, K KOTOPOH HaJIo
nepedTd. UToObl TpoIlle HAWTH HYXHYIO 3aKJIajKy B CIHCKE, €ro MOXKHO
coptupoBath 1o «Mmenn» 3aknagku win no «llomoxxkeHuro» 3akiagku B
TEKCTE JIOKYMEHTA,

3. Ormetrbre onmuio «CKpBIThIE 3aKJIagKh», YTOOBl OTOOpa3UTh B CIHCKE
CKpBIThIE 3aKJagku (TO €CTh 3aKJIaJK{, aBTOMAaTHYECKH CO3/laBacMble
nporpaMMoi TpH J00aBJICHHMH CCBHUIOK Ha KaKyl-TO YacTh JIOKYMEHTA.
Hanpumep, eciiu Bbl co3auTe TUNIEPCCHUIKY Ha OMpPEACICHHBIN 3aroJoBOK
BHYTPM JIOKYMEHTa, PEJAaKTOp JOKYMEHTOB aBTOMATHYECKH CO3/acT
CKPBITYIO 3aKJIaJIKy Ha 11€JIEBOM OOBEKT 3TOU CCHUIKH).

4. Haxwmute kHomky «llepeiiTu» — Kypcop OyIeT YCTaHOBJEH B TOM MECTE
JOKYMEHTa, TJe Jao0aBlieHa JaHHas 3aKiajka, Wid OyJeT BbIJEICH
COOTBETCTBYIONIHNI (hparMeHT TEKCTa.

3aknagku

MMa 3aKknagku

MHCTPYKL{MK_2 [106aBUTE

MopAgok @ WVmA MNonoxeHne

WHCTPYKLUMIA_1

MNepenTn Ynanutb

CKpbITblE 3aKnaaku

3aKpbITh

Pucynok 41 — Bo16op 3aknagku

5. Haxxmure KHONKY «3aKpbITh», YTOOBI 3aKPBITh OKHO.
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UToOBl ymanuTh 3aKJajKy, BBIOEPUTE €€ B CIHUCKE 3aKJIaJIOK M HCIOIb3YHTE
KHOMKY «Yaanuthby. UYToOBI y3HATh, KaK HCHOJb30BaTh 3aKJIAJIKU TPU CO3JaHUU

CCBUIOK, 0OpaTuTeCh K 1. 3.5.5.

3.3.12 JloOaBjieHH e MOAJI0KKH
[Toanmoxkka — 3TO TEKCT WM HU300paK€HUE, PACIOJIOKEHHBIE TMOJ CJIOEM
OCHOBHOTO TEKCTA. TEKCTOBBIE IOUIOKKH IO3BOJISIOT yKas3aTh CTaTyC IOKyMEHTa
(HampuMep, CEKPETHO, YEPHOBUK U T.1.), TpadUUeCKUE TMOAJIOKKH IO3BOJISIIOT
100aBUTh U300paKeHUE, HAPUMED JIOTOTUIT KOMITAHUH.
Jlia noGaBieHHsI MOAJIOKKH B IOKYMEHT:
1. Ilepeitnute Ha BKIAAKy «MakeT» Ha BEpXHEHN MaHEIU HHCTPYMEHTOB.
2. Haxwmure Ha 3Ha40K «Ilo/uioxkay Ha BEpXHEN NTaHEIN HMHCTPYMEHTOB U
3. BbiOepute nyHKT MeHI0 «HacTtpanBaemas mnomioxka». OTKpOeTcss OKHO
«ITapamMeTppl NOATTOKKI.
4. BpiObepuTe TUI NOJJIOKKH, KOTOPYIO TPEOYETCs] BCTABUTD:
o Ucnonp3yiite onuuto «TekcToBas MOIIOKKa» U HACTPOUTE TOCTYIHBIE
IapaMeTphl:
MapameTpbl NOANOXKKH
Het

@ TeKCcToBaa NoANoKKa

HA3bIK TeKkcT

PycckuiA v | | ONA CNY>XKEBHOIO NONL30BAHNA
LWipucpT
Arial v ABTo v A~ X K 4 F

v/ TMonynpo3payHbli

PacnonoxeHue
® [lo auaroHanu Mo ropusoHTanu

paduyeckan noanoxka

Macwad
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Pucynok 42 — Oxno «IlapameTpsbl NOAT0KKI»

o S3bIK — BI:>I6epI/IT€ M3 CIIMCKAa OJIMH M3 NOCTYIIHBIX S3bIKOB,

o Tekcr — BeIOEGpUTE OAMH W3 JOCTYITHBIX MPUMEPOB TEKCTa Ha BEIOPAHHOM

SA3BIKC. I[J'I}I PYCCKOTO A3bIKA HJOCTYIIHBI CJIICAYIOINUC TCKCTBI IMOJJIOKKHU:

JUTS CJTY)KEBHOT O TIOJIb30BAHUS,
JCII,

KOITMPOBATD HE PA3PEILIAETCS,
KOITNS,

JINYHOE,

OBPA3EIL

OPUTMHAIJL,

CEKPETHO,

COB. CEKPETHO,

COBEPIIEHHO CEKPETHO,
CPOYHO,

YEPHOBUK.

o lllpupt — BeIOEpUTe Ha3BaHue 1pupTa W €ro  pasMep U3

COOTBCTCTBYIOIIHUX BbIITaAar0OIIMX CITMCKOB. HCHOJ’IBSyﬁTG

pacroyioKeHHbIE CIpaBa 3HAYKW, 4YTOOBI 3a7aTh LBET IIpudTa WU

MPUMEHUTH OJIUH U3 cTUjel odopmiieHus mpudra:

[TomyxupHbIH,
Kypcus,
[ToguepkHyTHIN,

3a4epKHYTHIMH.

o Ilonynpo3paunplii — ycTaHOBUTE ATOT ¢hjiar, €Clid Bbl XOTUTE TPUMEHUTH

HPO3PAvYHOCTb,

o Pacnonoxenne — BwIOepuTe ommuio «llo mmaronamm» wim  «Ilo

TOPU3OHTAI.
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o Hcnonp3yiite onmuto «I'padudeckas moamoxka» U HACTPOUTE TOCTYITHbBIE
napamMeTphl:

* BriGepute uctouHuKk rpadguueckoro daina, UCTOIb3ys OJHY U3
kHomok: «3 daitnay, « M3 xpanunuma» uinm «Ilo URLy» —
n3o0paxeHue OyAeT 0TOOpakeHO B OKHE MPEIBAPUTEIIHLHOTO
IPOCMOTpA CIIpaBa,

* Macmrab — BeIOEpUTE HYKHOE 3HaUCHHE MacITada U3 TOCTYITHBIX:
«ABTO», «500%)», «200%», «150%», «100%», «50%>.

5. Haxwmute kHONKY «OK».

YtoObl  OTpenakTUpOBaTh  JOOABJIECHHYIO  MOJJIOXKKY, OTKPOMTE  OKHO
«ITapameTppl MOANIOXKKW» KaK OIMKUCAHO BBINIE, MU3MEHUTE HY>KHbIE MHapamMeTpbl U
Ha)XMHUTE KHONIKY «OK».

YroOsl ynanuth A00ABICHHYIO TMOMIOXKKY, HAXMHUTE 3Ha4oK «llommokkay Ha
BKiasike «Maker» BepXHEW MaHeId HMHCTPYMEHTOB M BBIOEPUTE B MEHIO OIIIUIO
«Ynanuth MOJJIOXKKY». Takke MOXKHO HCIoJab30BaTh onmuio «Her» B okHe

«ITapaMeTphI MOTOKKI.

3.4 dopmarupoBaHue ad3ana
34.1 BbipaBHuBaHMe TeKcTa B a03ale
TekcT OOBIYHO BBIPABHMBAETCS YETHIPHMS CIIOCOOAMU: IO JIEBOMY Kparo, IO
MpaBOMY Kparo, Mo LIEHTPY WU 10 mupuHe. J[Jis 3Toro:
1. ycTaHoBUTE Kypcop B TOM MeECTe, TJie TpeOyeTcss MPUMEHUTh BEIPABHHUBAHUE
(3TO MOXeET OBITh HOBAsI CTPOKA WJIU YK€ BBEJACHHBIN TEKCT),
2. mepeuauTe Ha BKIAAKY | J1aBHAs BEpXHEW IMAHENN UHCTPYMEHTOB,
3. BeIOEpUTE THUI BBIPABHUBAHUS, KOTOPBIM HAJ0 MPUMECHUTH:
o BripaBHUBaHME 10 JIEBOMY Kparo, MIPU KOTOPOM TEKCT BHIPABHUBAETCS IO
JIEBOMY Kpar CTpaHMIbl (MpaBblii Kpall OCTaeTCsi HEBBLIPOBHEHHBIM),
BBITIONIHAETCS C IOMOILIBIO 3HAa4YKa BBIpaBHUBAHUE 110 JIEBOMY Kparo L

pPacnoJioKEHHOTO Ha BEpXHEN aHEI HHCTPYMEHTOB.
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o BbeIlpaBHMBaHME IO LEHTPY, IPH KOTOPOM TEKCT BBIPABHHMBAETCS I10
LEHTPY CTpaHULlbI (MPaBbIi U JEBBIN Kpasi OCTAIOTCS HEBBIPOBHEHHBIMHU ),
BBIMIOJIHACTCS. C IOMOIIBIO 3HAYKa BbIpaBHUBaHHE 10 HEHTPY E |
PACIIOI0KEHHOTO HA BEPXHENW MMaHEIM HHCTPYMEHTOB.

o BrlpaBHMBaHME MO NMPaBOMY Kparo, MPH KOTOPOM TEKCT BBIPABHUBAETCS
[0 TPAaBOMY Kparo CTpaHMIIbI (JIEBBII Kpail OCTaeTCcsi HEBBIPOBHEHHBIM),
BBINOJIHAETCS ¢ MOMOLIBIO 3Ha4Ka BrIpaBHUBaHHKE 10 IPABOMY Kparo 5 |
PACIIOI0KEHHOTO HA BEPXHEH MTaHEIM HHCTPYMEHTOB.

o BrlpaBHUBaHME MO MIMPUHE, TPU KOTOPOM TEKCT BBIPABHUBAETCA KaK IO
JEeBOMY, TaK M MO TMpPaBOMy Kpaw CTpaHULbl (BbIpaBHUBaHUE
OCYILECTBISIETCS 3a CYeT M00aBJIEHUS JOMOJHUTEIbHBIX HWHTEPBAJIOB
TaM, TJ€ JTO HEOOXOJMMO), BBINOJHAECTCA C TMOMOIIBIO 3HAuYKa
BhIpaBHUBaHHUE 110 INMPUHE = , PACIONOKEHHOTO Ha BEPXHEH MaHEN!
UHCTPYMEHTOB.

[TapameTpbl BbIpaBHUBAHMS TaK>Ke JIOCTYIHBI B OKHE A03all — IONOJHUTEIbHBIE

napameTpsl (Pucynok 43).

1. IlenkHuTe MO TEKCTY MPaBOil KHOMKOW MBIIIM U BHIOEPUTE B KOHTEKCTHOM
MEHIO ONIMI0 «/lomomHuTEeNbHBIE MapaMeTpbl ad3ala» WM HCHOJb3YyWTe
onmuio «J{onoJHUTENbHBIE MTapaMeTPhDy Ha TIPABOM OOKOBOI MaHEeNH,

2. Otkpoiite OKHO «AO3al] — JOMOJHUTENbHbIC MapaMeTpbl», MepeuuTe Ha
BKJIAJIKy «OTCTYIIBI U UHTEPBAJIBLY,

3. B cnucke «BripaBHUBaHKE» BRIOEPUTE OJIMH U3 TUIIOB BHIPABHUBAHMS:

o Ilo neBomy kparo;

o Ilo uentpy;

o Ilo mpaBoMy Kkparo;

o Ilo mmpune.

4. HaxwmuTte kHonKy «OK», 4TOOBI MPUMEHUTH U3MEHEHUSI.
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AbBzau - gononHUTeNbHBLIE NapaMeTpel X
BripaeHWBaHME YpOBEHb CTPYKTYPbI

Mo NnesoMy Kpaw v | (OCHOBHOW TEKCT v
PaspeiEkl CTPOK M
CTPaHWLbI

OTCcTYNBI
MpaHMLUEI K 3aNTMBKa Cnesa Cnpasa Mepean CTpoOKa

Ocm © Ocm (HET) v Ocm

UJPHqJT W b W

WHTepean me absauamm
TaBynauus P -y 4

Mepen Mocne Me#OyCTPO4HBIA MHTEPBAN
BHYTpeHHME NoNA 0cm : 0.35cm : MHOSMTENL v 1.15 :

He noGaBnATE MHTEpPBAN MexXay ab3alamn o4HOoro CTMNA

Pucynok 43 — OxHO «A03an — 10NOJTHATEIbHBIC IApAMETPhD)

3.4.2 Hacrpoiika ypoBHsI CTPYKTYPbI ad3ana

YpoBeHb CTPYKTypbl 0003Ha4aeT ypoBeHb ab3ala B CTPYKTYpE TOKYMEHTA.
Hoctynnsl cnenytomue ypoBHU: OcrogHou mekem, Yposenwv 1 — Yposens 9. YpoBeHb
CTPYKTYphl MOXKHO 3a7aTh pa3HBIMU CIOCOOAMHU, HAmMpuUMeEp, HWCIOIb3YS CTHIN
3arojoBKoB (rmojpoOHee B m. 3.6.13..): nmpu Ha3HaYeHUU ab3ally Kakoro-iu0o CTHIISA
3aronoBka (3aconoseox 1 — 3aconosox 9), ab3al npuoOpeTaeT COOTBETCTBYIOIIUI
YPOBEHb CTPYKTYpHI. Eciii Ha3HayaTh ypoOBEeHb a03alia, UCTOIb3Ys JTOTOJHUTEIbHBIC
napaMeTphl ab3aria, ab3ail MpUOOpPETaeT TOIBKO YPOBEHb CTPYKTYPHI, TOTJa Kak €ro
CTWJIb HE MEHSCTCA. YPOBEHb CTPYKTYpPHl TaKKE MOXXHO H3MEHUTh Ha IMaHEIH
«Hawurarus» cineBa, UCIOJIb3Ys OMIIMA KOHTEKCTHOTO MEHIO.

UT0oOBI M3MEHUTH YPOBEHB CTPYKTYPHI ab3a1ia, HCTIOIb3YS JOTIOTHUTETHHBIC

napameTpsl ab3aria,

1. llenkHUTE TO TEKCTy TMPABOH KHOMKOW MBI W BBIOEPHUTE OTIIHIO

«I[OHOJ'IHI/ITCJ'IBHBIC mapaMcCTphbI 36381_[8» U3 KOHTCKCTHOIO MCHIO HWIIHU
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UCIIOJIb3YWTE oMU «/lomomHuTeNbHBIE MapaMeTpbl» Ha MpaBoil OOKOBOH
NIaHEIH,

2. OtkpoiitTe OKHO «AO3al] — JOMOJHUTENIbHBIC MapaMeTph», MEeperHIuTe Ha
BKJIaAKy «OTCTYynbl U UHTEpBaIbDy (PucyHok 43),

3. BriOepute HyKHBII1 YPOBEHb CTPYKTYPBI U3 CIIHCKA «Y POBEHb CTPYKTYPBI»,

4. Haxwmute kHonKy «OK», 4TOOBI IPUMEHUTH U3MEHEHUS.

3.4.3 Bei0op usera ¢gona qis ad3amna

[[Ber ¢ona mnpumeHsercs KO BcemMy ab3ally © TOJTHOCTHIO 3aIlOHSIET

MIPOCTPAHCTBO ab3a1na OT JIEBOTO MOJI CTPAHUIIBI /10 MPABOTO MO CTPAHUIIBI.
YroObl mpUMEHHUTHh LBET (JOHA K OMNpEAEICHHOMY a03ally WU W3MEHUTh TOT
I[BET, KOTOPHIN BIOpAH B JAHHBIN MOMEHT:

1. BpiOepute 1IBETOBYIO CXEMY JOKYMEHTa W3 JOCTYIHBIX, Ha)KaB Ha 3HAYOK
«/3MeHeHre 1BETOBOM CXEMbD» Ha BKJIaJKe «lJ1aBHas» BEpXHEW MaHENU
UHCTPYMEHTOB

2. YcTaHOBUTE Kypcop B Tpejenax HYKHOro ad3aiia WM BBIJEIUTE MBIIIBIO
HECKOJIBKO a03alleB UM BECh TEKCT C ITOMOIILIO coueTanus kiasuin Ctrl+A,

3. OTKpoHTE OKHO LBETOBBIX MAJUTP. DTO MOXHO CHENAaTh 3TO OAHUM U3
CIEAYIONIUX CIIOCOOO0B:

o HaxxmuTe Ha HampaBlIeHHYI0 BHHM3 CTPEIKY PSIOM CO 3HAYKOM Ha
BKJIaJKe «IJlaBHasD) BEpXHEW MaHEIW UHCTPYMEHTOB, WU

o Haxmwure Ha nBeroBoe mone psagoM ¢ Haamuceio «IllBer ¢ona» Ha
npaBoil 00KOBOM MaHEIN UHCTPYMEHTOB, WU

o Haxmure Ha ccpuiky «/lomoJiHMTEIbHBIE HapaMeTpbl» Ha NPAaBON
OOKOBOW TMaHeTW WHCTPYMEHTOB WM  BOCHOJB3YWTECh  OMIUEH
«/lononHuTenpHbIe MapaMeTphl ad3aia» B KOHTEKCTHOM MEHIO, a 3aTeM
nepeuauTe Ha BKIAAKy «['paHuibl M 3anuMBKa» B OKHE «A03am —
JAOMOJIHUTEJIbHbIE MApaAMeTPbl» U HAKMUTE Ha LIBETOBOE MOJIE PSAIOM C
Haanucero «LBeT poHay.

4. Bribepute 110001 IBET HA TOCTYIHBIX ManuTpax (moapoduee B m. 3.2.2).
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BriOpaB Hy>XHBIN IIBET ¢ MOMOIIBIO 3HAYKA < | BBl CMOJKETE IIPUMEHUTH 3TOT

IBET K JI00OMY BBIJICJICHHOMY a03aily, MpOCTO IIEJIKHYB [0 3Ha4yKy & (om
MOKa3bIBaeT BBIOpaHHBIN 1[BET). [Ipu 3TOM He MpuAETCS CHOBA BHIOMpATh ATOT IBET Ha
nanutpe. Ecnu Bol ncnonb3yete onuuio «LBeT ¢pona» Ha mpaBoit 00KOBOM MaHEIH WK
B OKHE «A03all — JOMOJHUTENbHBIE ApaMETPb», UMEUTE B BUAY, YTO BBIOPAHHBIN
L[BET HE 3aroMuHaeTcs. (DTU OMIMU MOTYT OBbITh MOJIE3HBI, €CIIU Bbl XOTUTE BBHIOPATH
Apyroi 1BeT (QoHa Al KOHKPETHOro ab3aila, MpojoJikas MpPU 3TOM HCIOJIb30BaTh
OJIMH U TOT K€ OCHOBHOM LIBET, BHIOPAHHBIN C TOMOLIBIO 3HAUKA & ).
UT0oOBI OYMCTUTH 1BET (hOHA ONPECICHHOTO ad3aia:
1. YcranoBute Kypcop B Ipejenax HY»KHOTO af3alla, WJIM BBIJICIUTE MBIIIBIO
HECKOJBKO a03aleB, WM BECh TEKCT C ITOMOILBID COYETAHUsS KJIABMILI
Ctrl+A,
2. OTKpOWTE OKHO LBETOBBIX MAJHUTP, Ha)KaB Ha LBETOBOE IIOJE PIIAOM C
Haanuckio «l[Bet hoHa» Ha mpaBoit GOKOBOI MAHENH,
3. Beibepute 3Hau0K 7 .
3.44 MHM3meHeHue OTCTYNOB a0d3aueB
B penakrope 10KyMEHTOB MOKHO M3MEHHUTH CMEIIICHHE MEPBOM CTPOKH abd3aria
OT JIEBOT'O MOJISi CTPAHMUIIbI, a TAKXKE CMEUIEHUE BCEro adzana OT MpaBoOro W JEBOTO
MOJIEN CTPAHULIBI.
Jlis aToro:
1. BriOepute HeoOXoauMble TApamMeTpbl Ha NPaBoil OOKOBOW MaHENH
«ITapametps! ab3ama» B pazuene «Otcrymnb (Pucynok 44):
o CaeBa — 3ajaiiTe cMelieHue Bcero ad3ama OT JIEBOIO IO CTPAHMIIBI,
yKa3aB HY>KHO€ YHCIIOBOE 3HaYEHUE,
o CnpaBa — 3ayaiiTe cMelIeHre Bcero ad3aia OT MPaBoro MoJis CTPAHMIIBI,
yKa3aB HY>KHO€ YHCIIOBOE 3HaYEHUE,
o IlepBas cTpoka — 3ajmaiiTe OTCTYN JUIsl IEPBOM CTPOKHM ab3aiia, BHIOpaB

COOTBETCTBYIOIIMIA MyHKT MeHIO (HeT), Oteryn, BbicTynm) u n3mMeHuB
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YHUCJIOBOC 3HAUYCHUC I OTCTyl'la 201041 BI)ICTyl'la, 3aJaHHOC IIO

YMOJYAHHUIO.

MexaycTpouyHLIM HHTEPEAN

MuoswmTEND 1.15 : ﬂ
HuTepean mexay absauammu
Mepeg Mocne

Ocm 0.35 cm

He goSaenaTs wHTepean Mexay
afsauamn 0aHOro CTHNA

OTecTyns
Cneea Cnpaea

064 cm Dcm O

Mepeas cTpoka

BricTyn v 0.64 cm
_~"~| LgeT hona
JdononHuTensHne napameTpsl

Pucynok 44 — Orcrynsl ad3ana

Tax:ke MOKHO:

1. YcraHoBuTh Kypcop B Tpeiefiax Hy»XHOro a03alia, Uid BBIICTUTH MBIIIBIO
HECKOJIBKO a03alleB, WM BECh TEKCT JOKYMEHTA, Ha)KaB COUYECTaHUE KIJIABHUII
Ctrl+A,

2. lllenkHyTh mNpaBOi KHOMKOM MBIIIM W BBHIOpPAaTh M3 MEHIO IYHKT
«JlomomHUTENbHBIE TapaMeTpbl ab3alla» WM  HKCIOJb30BaTh CCHUIKY
«JlonmonHUTENBHBIE TApaMETPhDy HA TIPABOM OOKOBOM MaHENH,

3. B oTkpbiBIIEMCSl OKHE «A03all — IOMOJIHUTENbHBIE TapaMeTpb» (Pucynok 43)
nepeiTi Ha BKIAAKYy «OTCTyNbl M HHTEPBAIbD» M HACTPOUTH HYXKHBIE
napaMeTpsl B pazzene «OTcTynsl (ONUCaHUE TapaMeTPOB MIPUBEICHO BHIIIE),

4. Haxatp kHONIKY «OK».
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Uto0BI OBICTPO U3MEHUTH CMEIEHHE ab3alia OT JIEBOTO MOJISI CTPAHHUIIBI, MOYKHO

TAKKC HCIIOJIBb30BaTh COOTBCTCTBYIOIIMEC 3HAYKHW Ha BKIIAAKE «I'maBHas» BerHeﬁ

TIAHE]TH HHCTPYMEHTOB: YMEHBIIHUTh OTCTYIT & W YBEJIHIUTH OTCTYI =
UroObl 3a7aTh OTCTYNBl, MOXHO TAaKXE HCIOJIb30BaTh TOPU3OHTAIBHYIO

nuHenky (PucyHok 45).

20 A ] oA T Y 2 003 A 5060 T 8118010100 1011

Pucynok 45 — I'opuzonTanbHas JuHeiika

Breinenure HyxHBIM a03ail uiau ab3aipl U MEpeTaluTe MapKkepbl OTCTYIIOB 10
JIMHEUKE:
e Mapkep oOTcTyna mnepBOd CTPOKM '  HCMOJB3YyeTCs, 4YTOOBI 3a1aTh
CMEIIEHHUE OT JIEBOTO MOJIsi CTPAHUIIBI JIsl IEPBOM CTPOKH ab3ara.
e Mapkep BBICTYNA 0 HCMOIB3YETCS, YTOOBI 3a7aTh CMEIIEHUE OT JIEBOTO
NOJISI CTPAHUIIBI 1711 BTOPOM M BCEX MOCIEAYIOUIMX CTPOK ab3ara.

e Mapkep orcrynma cjaeBa ] UCHONb3yeTCs, YTOObI 3a/laThb CMEIICHUE OT
JIEBOTO TOJIsI CTPAHMIIBI JUIsl BCEro ad3ara.
e Mapkep oTcTynma cmpaBa i HCNOJb3yeTCs, YTOObI 3aJaTh CMEIIEHUE
a03a11a OT MPaBOTo TMOJISI CTPAHUIIBI.
3.4.5 Hacrpoiika MeK1yCTPOYHOI0 HHTEPBaJIAa B ad3anax
B penakrope DOKYMEHTOB MOHO 3aJaTh BBICOTY CTPOKH JJisi CTPOK TEKCTa B
ab3arie, a TaKXkKe MOoJIsl MEXAY TeKYITUM U TMPEIbLIY UM WIH MOCISAYIOMNUM a03a1eM.
g aToro:
1. YcranoBure Kypcop B Mpejenax Hy>KHOro ad3ama WM BBIAEIUTE MBIIIBIO
HECKOJIbKO a03alleB WM BECh TEKCT JOKYMEHTa, HakaB COYETAHHE KIIABMIII
Ctrl+A,

2. Vcnonw3yiiTe COOTBETCTBYIOIIME TOJISI HAa TPaBOM OOKOBOW MaHENu ISt

IMMOJYUCHU HYKHOI'O pEe3yJibTaTa:
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MexaycTpo4HBIA HHTEPBAN
MuosuTENE - 1.15:

HMuTepean mexny absauamm
Mepeg Mocne

Ea .
ODcm 0.35cm

He pofaenats MHTEpEAN MEXOY
afsaLamn 0JHoro CTUNA

/ LieeT droHa

JononHWTENEHBIE NAPAMETPR
PucyHnok 46 — HacTpoiika Mexk1ycTPO4YHOI0 HHTEPBAJIa B ab3amax

0 MexaycTpoYHblii MHTEPBAJ — 3aJaWT€ BBICOTY CTPOKU I CTPOK

TekcTa B ab3arie. MoxHO BbIOpaTh OJIHY U3 TPEX OMIIHIL:

" MHMHUMYM (yCTaHaBIMBAET MUHUMAJIbHBIN MEXI1YyCTPOYHBIN
UHTEPBAJ, KOTOPBIHA TpeOyeTCs, 4TOOBI COOTBETCTBOBATH CAMOMY
KpyHHOMY HIpU(TY Wi rpaduuecKkoMy 3JIEMEHTY Ha CTPOKE),

"  MHOXMUTENb (YCTAaHABIMBAET MEXIYCTPOUYHBIN HHTEPBAJI, KOTOPHII
MOJKET OBITh BBIpAXEH B yKciax Oombiie 1),

* TOYHO (yCTaHaBIMBaeT (UKCUPOBAHHBIN MEKyCTPOUHBIN
uHTepBan). Heobxoanmoe 3HaueHre MOXKHO yKa3aTh B TOJIE CIIpaBa.

o WuTepBan Mexny ad3anamm — 3a/1aiiTe BEJIMUYMHY CBOOOJIHOIO
IPOCTPAHCTBA MEXy ab3alamu:

= [lepen — 3amaiiTe BeIUYUHY CBOOOJAHOTO MPOCTPAHCTBA MEPE]
ab3aueM.

» [locne — 3anaiiTe BEMMYMHY CBOOOJHOTO MPOCTPAHCTBA MOCIE
a03ara.

* He n0o6aBnsath HHTEpBAI MEX Ay ab3aiaMu OJHOTO CTHIIS —
YCTaHOBUTE 3TOT (IIaKOK, €CITU CBOOOTHOE MPOCTPAHCTBO MEKITY
ab3anaMu OJHOTO CTUJISL HE TpeOyeTcsl.

UToOBl OBICTPO W3MEHUTh MEXKIYCTPOYHBIA HHTEpBAI B TEKyIleM ab3arlle,

MOJXHO TaKiKC HCIIOJIbB30BaTh 3HAYOK Me}K,Z[}ICTpO‘IHHﬁ HHTCPBAJ B a63auax v Ha
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BKiasike «['maBHas» BepXHEW MaHETu WHCTPYMEHTOB, BHIOpAB HY)KHOE 3HAYEHUE U3
crucka: 1.0, 1.15, 1.5, 2.0, 2.5, wim 3.0 cTpokwu.

3.4.6 BcraBka pa3pbIBOB CTPaHHUIL

B penaktope 1oKyMEHTOB MOXKHO JT0OABUTH pa3pbiB CTPAHUIIBI, YTOOBI HAYaTh
HOBYIO CTPAHHMILY, @ TAK)KE HACTPOUTH MTapaMeTpPhl Pa30MBKH HA CTPAHUIIBI.

UToOBl BCTaBUTH pa3pbiB CTPAHUIBI B TEKYIIEW MO3UIMU Kypcopa, HAXKMUTE

Paspbisbl

3Ha4yoK PaspeiBbI - Ha BKiaake «BcraBka» wnm «Maker» BEpXHEW IaHENU
MHCTPYMEHTOB WM WIEJIKHUTE MO HAIPAaBJICHHOW BHU3 CTPEIKE 3TOr0 3HAYKA H
BBIOEpUTE U3 MEHI omnuilo «BcTaButh pa3pelB  cTpaHUIB». MOXHO TaKkxke
HCIOIb30BaTh coueTanue kiapum Ctrl+Enter.

UToOBl BCTaBUTH MYCTYIO CTPaHUILy B TEKYIIEW MO3UIMU Kypcopa, HAKMUTE

0

3HAYOK IlycTas CTpaHMIA «»ewe Ha BKIagKe «BcTaBka» BepxHeil maHemu
MHCTPYMEHTOB. B pe3ynbrare OynyT BCTaBJICHBI JBa pa3pbiBa CTPAHUIIbI, YTO CO3ACT
MyCTYIO CTPAHUILY.

UToOBI BCTaBUTH Pa3pblB CTPAHUIIBI ITEPE]T BHIOPAHHBIM a03a1leM, TO €CTh HayaTh
ATOT a03all B BEPXHEH 9acTH HOBOM CTPAHHIIBI:

HICJIKHUTE MPaBOi KHOMKOM MBIIIU U BEIOEpUTE B MEHIO MyHKT «C HOBOM

CTPaHUIbIY, WU
MICJIKHUTE TIPABOM KHOMKON MBIIINA, BHIOEPUTE B MEHIO MYHKT «JlomoTHUTENbHBIC
napameTpbl ad3ama» WA HCHOJb3YWTe CChUIKY «JlOMONMHUTENbHbIE MapaMeTpbl» Ha
mpaBoil OOKOBOW TaHEIH, 3aTEM B OTKPBIBIIEMCS] OKHE «AO03al — JOMOJTHUTEIHHBIC
napaMeTpb» IMeperanTe Ha BKIAIKy «Pa3pblB CTpOK Ha CTpaHUIE» W YCTaHOBUTE
dnaxok «C HOBOM CTpaHUIIBD.

Uto0Bbl pacmonarath CTPOKHM ab3aila Ha OJHOW CTPaHUIIE M TEPEHOCHTHh Ha
HOBYIO CTpaHUIy TOJBKO Iiefible ab3albl (TO ecTh He AOIMYCKAaTh pa3pblBa CTPAHUIL
MEXIy CTPOKaMHU OJTHOTO a03a1ia):

HISJIKHUTE TIPABOM KHOMKOM MBIIIH U BIOEPUTE B MEHIO MyHKT «He pa3pbiBath ab3aip

501041
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HICJIKHUTE TIPABOM KHOMKOW MBIIINA, BBIOEPUTE B MEHIO MYHKT «JloMOTHUTENbHBIC
napameTpbl ad3ala» WIA UCHOJb3YWTE CChUIKY «JlOMONMHUTENbHbIE MapaMeTpbl» Ha
mpaBoil OOKOBOM TaHEH, 3aTEM B OTKPBIBIIEMCS] OKHE «AO3al] — JOMOJTHUTEIbHBIC
napaMeTpe» IMEeperaInTe Ha BKIAAKY «Pa3pblB CTpOK Ha CTpaHULIE» W YCTaHOBHUTE
dnaxox «He pa3preiBath ab3aiy.

Ha Bxmanke «Pa3pwiB ctpok u crpanunie» (Pucynok 47) B okHe «AO3ar —
JIOTIOJTHUTENbHBIE TMapaMeTpbl» MOXKHO 3aJaTh €Ile JiBa IMapaMerpa pa30MBKH Ha
CTpaHUIIbIL:

e He oTpbIBaTh 0T CJIeAYIOIIET0 — UCIOJIb3YETCSI, YTOOBI 3aMPETUTh BCTABKY

pa3pbiBa CTPAHUITBI MEXTY BHIOPAHHBIM a03aIleM U CIISIYIOITUM.

e 3amper BHMCAYMX CTPOK — OTa ONIUSA BKIKYEHA MO YMOJIYAHUIO H
UCIIOJIB3YETCs, YTOOBI 3aNMPETUTh TMOSBICHUE OJMHOYHBIX TMEPBBIX WIH
MOCJIETHUX CTPOK a03alia HaBepXy WU BHU3Y CTPAHUIIBL.

e 3anperuTh HYMepalUI0 CTPOK — HUCHOJB3YEeTCS [JIsi TOrO, YTOOBI

OTKJIFOYUTHh ABTOMAaTUYECKYI) HYMEPALUIO CTPOK B OIPEICIEHHBIX YaCTAX

JOKYMCHTA.
AB3al - 4ONONHUTENbHBIE NapamMeTpel
OTCTYNkI U MHTEPBankI C HOBO# CTPEHMLbI He pa3pbisats af3all
Pas h | 3anpeT BUCAYMX CTPOK He oTpbiBaTh OT CREAYHOLIEro
CEPIEECH 3anpeTuTs HYMEPALMIO CTPOK

FpaHMUbl U 3anMBEKa

WpudpT
Ta6ynauna

BHYTpeHHMe nons

Pucynok 47 — Bkinaaka «Pa3pbIB ¢cTPOK M CTPaHHIIBD)
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3.4.7 JloGaBJjieHMe rpaHUI]

Jnst noOaByieHUs TpaHUIl K ad3aIly, CTpaHUIIE WU BCEMY JTIOKYMEHTY:

1. YcranoBute Kypcop B mpeiaeiiax HYKHOTO a03ama WA BBIIEITUTE MBIIIBIO
HECKOJIbKO a03alleB UM BECh TEKCT JOKYMEHTa, HakaB COYETAHHE KIIABMIII
Ctrl+A,

2. lllenkHuTe T™paBON KHONKOM MBI U BBIOEPUTE U3 MEHIO ITYHKT
«JlononHuTenpHbIE MapamMeTpbl  ab3ana» UM MCHOJB3YHTE  CCBUIKY
«/lomonHUTETBPHBIE TAPAMETPBI» HA MPaBO OOKOBOW MaHENH,

3. B orkpeBmiemcs okHe A03all  —  JIONOJIHUTENBHBIE  MapaMEeTpPhI
NEPEKITIOYUTECH Ha BKIAAKY «I paHullpl 1 3anuBKa» (PucyHok 48),

4. 3anaiite Hy)xHOe 3HaueHue s [llupunsl rpanun u Beioepute LBet rpanmuil,

5. IlenkaiiTe Mo UMEIOIMIECHCS CXEMe WU UCTIOIb3YUTE KHOIKH, YTOOBI BEIOPATH
TPaHUIbI U TPUMEHUTh K HUM BBIOPAHHBIN CTUJIb,

6. Haxwmute kHONKY «OK».

AG3ay - AonoNHUTeNbHEIE NapameTpkl X
OTCTYMbI M MHTEPEAML LLIMpWHa rpaHul] ————— v LBeT rpaHuLy -v
PaspbiBbl CTPOK M LLenkaiiTe Mo CXEME MIW MCMONL3YHTE KHOMKK, 4TOOLI BLIODATH
CTPAHMLEI rPaHULb! M MPUMEHWTE K HUM BbIOpaHHBIA CTUNL
I I ...... = -
WpndpT =
Ta6ynaumsa I E

BHYTpeHHHe nons i

UgeT qpona |~ v

Pucynok 48 — Bkanaaka «'paHunbl ¥ 32 1MBKAa»

[Tocne no0GaBiieHHsI TpaHUL Bbl TAKXKE CMOMKETE 3a/1aThb BHYTPEHHHUE MOJIA, TO
€CTb PAacCTOSHUS MEXJy TEKCTOM ab3ala, KOTOpPbIM HaXOAUTCS BHYTpU TpaHUI], U

ATUMHU IpaHULIAMU CIIpaBa, CJIEBa, CBEPXY U CHUBY.
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UtoObl 3a1aTh HyXXHBIE 3HAYCHHS, MEPEKIIOUUTECh HA BKIAAKy «BHyTpeHHue

MOJIs» B OKHE «A03all — 10NO0JHUTEIbHbIE napaMeTpbl» (PucyHox 49).

AB3au - fonoNHUTeNbHLIE NapaMeTpbl

OTCTyNbI M HHTEpBansI Caepxy Cnesa
~ ~
0 | Ocm
v v

CHu3y Cnpasa

Pa3pbIBbl CTPOK M
CTpaHuUBI

ocm * ocm
FpaHuLBI M 3aNUBKa v v

WpngpT
Ta6ynaums

BHYTpeHHMe nons

Pucynok 49 — Bkaaaka «BHyTpeHnue moJisp»

3.4.8 YcranoBka no3uumii Tadyasiuuu

B penakrope JOKYMEHTOB MOXHO M3MEHUTh MO3ULIMU TaOyJSLMU, TO €CTh TE
MO3ULKHU, KyJa IEPEXOIUT Kypcop MpH HaXKaThH KiaBuiK «Taby» Ha kiaBuarype.

JUis yCTaHOBKHM MO3ULMH TaOYJSIMH MOKHO HCIOJB30BaTh TOPU3OHTAIBHYIO
JINHEUKY:

1. BpiOepute Hy HBI TUI MO3ULMK TaOYJSLMU, HA)KAB HA KHOMNKY &~ B JIEBOM
BEpXHEM yIiy pabodeil oOnactu. JlOCTymHBI cieayiouiye TpU TUIA
TaOyJISALNN:

o Ilo JeBoMy Kpaw ~ — BBIPaBHUBAET TEKCT IO JIEBOMY Kparo
OTHOCUTEJIBHO NO3ULMM TaOyJsUH; INpU HaOOpe TEKCT MABMXKETCA
BIIPAaBO OT MO3ULMM TaOynsumu. Takas mno3uuus TaOyisuuu OyaeT
0003HaueHa HA TOPU3OHTAIBHON JTUHEHKE MapKepoM k.

o Ilo meHTpy + — LIEHTPUPYET TEKCT OTHOCUTEIHHO MO3ULMU TAOYJISALHUU.
Takas mosunus Talymsammu Oyner o0O3HaUE€HA HA TOPU3OHTAIBHOU

JMHENKE MapKEpOM = .
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o Ilo mpaBomMy Kparw < — BBIPABHMBACT TEKCT II0 IIPaBOMYy Kparo
OTHOCUTEJIBHO MO3ULIUU TaOYJSUMU; TPU HAOOpE TEKCT ABUKETCS BJIEBO
OT no3uuuu Tadymsaiuu. Takas mo3unus TaOyssuu Oyaer obo3HaueHa

Ha TOPU30HTAJILHOM JIMHEHUKE MapKepoM = .
2. IlllenkHuTe MO HHUXKHEMY Kpar JUHEHKH B TOM MeCTe, Tle Tpedyercs
YCTAaHOBUTh MO3ULMUIO0 TaOyisuuu. Jlas U3MEHEHUs MEeCTOMOJIOKEHUS
NO3UIIMK  TaOyJISIMK  MepeTaluTe ee mno JuHehke. g  ynaneHus

N100aBICHHON MO3UIIMH TaOYJISIIUH MEPETAIINTE €€ 3a MPEeAeIIbl TUHEHKH.
L P2 X v 20 3 4t B B T8

Pucynok 50 — YcranoBka no3unuu tadyJisiiuy Ha JIMHelKe

JInsi HACTPOWKH TO3WIMK TalOyJdsauu MOXXHO TaKXKE HWCIOIb30BaTh OKHO
cBOMCTB a03ara. [llenkHuTe MpaBoil KHOMKOM MBIIIH, BHIOEPUTE B KOHTEKCTHOM MEHIO
NyHKT «JlomonHUTENnbHbIE TapaMeTpbl a03ala» WIM  HCMIOJIb3YHTE  CCBUIKY
«/lonmomHuTeREHBIE TTAPAMETPHI» HA MPaBOW OOKOBOHM MaHe WM. B OTKpBIBIIEMCS OKHE
«A03a1] — TOMOJHUTENbHBIE TTApAMETPh NEPEKITIOYUTECh Ha BKIAAKY «TaOynsuusy
(Pucynox S1).

AbB3zal - QONONHUTENbHEIE NapaMeTpkl
OTCTYNbI U MHTEPBAnkI Mo ymonuaHmio
S
Pa3pbIBbI CTPOK U
CTpaHUUBI
Mo3uums BuipasHuBaHue 3anonHuTens
MpaHULE! M 3aNMEKa 125cm [ Monesomykpalo v  HeT v
WpudT

BHyTpeHHUe nons

3anats YOanuts YOanuTs BCe

Pucynok 51 — Bkaaaka «TaOyassuus»

MoOHO 3a7aTh CJIEAYIONINE MapaMEeTPHhI:
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[Mozummst Tabynsauuu Ilo ymogauanuio wumeer 3Hadenue 1.25 cMm. ITo
3HQYEHUE MOYKHO YMEHBIINTh WM YBEIWYUTh, HCHOJIb3Yys KHONKH CO
CTpEJKaMU WM BBEJS B MOJIE HY)KHOE 3HAUEHUE.
Ho3uumss — wucnonb3yercsi, 4YTOObl 3aJaTh IOJIb30BATEIbCKUE MO3ULIUH
TaOynsiuuu. BBeaute B 3TOM 1oJie HY)KHOE 3Hau€HUe, HaCTpOMTe ero bosee
TOYHO, UCIIOJb3ysl KHOMKHU CO CTPEJIKAMH, U HAXKMHUTE HA KHOMNKY «3aJaThy.
[Tonb3oBaTenbckas mo3unus Talynsanuu Oyner go0aBieHA B CHHCOK B
pacrosoxkeHHOM Huxe 1ose. Eciu panee Bbl 100aBUINM Kakue-TO MO3UIIMHU
TaOyJSAUA TIPU TOMOINM JIMHEHKH, BCE OTH TMO3UIUH TOXE OYyIyT
OTOOpPaKEHBI B CITUCKE.
BoipaBHMBaHMe — HCIOJIB3YETCsA, UTOOBI 3a/laTh HYXHBIM  THII
BBIPABHUBAHUS ISl KKIOW W3 TO3UIMN TaOyJSIIIUM B PACIOJIOKECHHOM
BBIIIE CIUCKE. Bplaenure HYXHYIO TMO3UIMI0 TaOyJSIIIMM B CIIHCKE,
BbIOepuTe omnuuio «llo neBomy kpatoy, «Ilo nentpy» unu «Ilo mpaBomy
Kparo» M3 BHINAJIAIONIETO CIIUCKA U HAXKMHUTE Ha KHOIKY «3aaThy.
3anoJHUTENb — MO3BOJIIET BHIOPATh CUMBOJ, KOTOPBIA HCIHOIB3YETCS IS
CO3JIaHUSI 3aMOJHUTEIIS IJI KAXKJ0M U3 MO3ULIUKM TaOyIaiuu. 3anoJIHUTENb —
ATO CTPOKA CUMBOJIOB (TOYEK WJIA JAE(PUCOB), 3aMOTHSIONIAS TPOCTPAHCTBO
MEXAY MO3ULUSIMH TaOyisiuu. Beiaenure Hy)XKHYIO MO3UIUIO TaOyJAlUU B
CIIMCKE, BHIOCPUTE THUI 3aMOJHUTENS U3 BBIMAJAIONIETO CIUCKA U HAXMUTE

Ha KHOTIKY «3aJaThy.

I[J'ISI yYAaJICHUA HOBI/II_II/Iﬁ Ta6yn51u1/11/1 N3 CIIMCKa BBIACIIUTC ITO3HUITHUIO Ta6yn51u1/11/1

Y HOXKMUTE KHOTIKY «Y JaJUTh» WIH «Y JaTUTh BCE».

349 Co3xaHue CIIHCKOB

I[J'I?I CO3J1aHHA B JOKYMCHTC CIIMCKaA:

1.

YcTaHoBuTe Kypcop B TOM MECTe, TJleé HaYHETCsI CIUCOK (3TO MOXKET ObITh
HOBasl CTpOKa UJIU YK€ BBEJCHHBIN TEKCT);
[lepelinnre Ha BKiIaaKy «l'maBHash) BepxXHEW MAHENN UHCTPYMEHTOB;

BriGepure Tum crvcka, KOTOpbIi TpeOyeTcs Co3/aTh:
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o HeynopsaodeHHsblll CIIMCOK C MapKepaMH CO31a€TCs C IIOMOIIBIO 3HAYKa
MapKupoBaHHBIN CITUCOK = ¥ , PACIONOXKEHHOTO Ha BEpXHEH mNaHenu
MHCTPYMEHTOB.
O YHNOpsIO4eHHbI CcIUcOK ¢ nuppamMu uiam OyKBaMU CO3JAeTCsl C
MOMOLIBI0 3HAuKka HyMepoBaHHEIN CIHMCOK = * , pACIONOKXEHHOTO Ha

BEPXHEH MTaHEIU UHCTPYMEHTOB.

\J
# Tlpumeuanue

Haxmurte HanpaBieHHY0 BHU3 CTPEIIKY PSAIOM CO 3HAUKOM «MapKUpOBaHHBIN CIIMCOK» WIIN
«HymepoBaHHBIH CLIMCOK», YTOOBI BEIOPaTh, KaK JOJKEH BBITJISIETh CIIUCOK

4. Tenepb mpu KaXJOM HaXaTHMM B KOHIIE CTPOKHM kinaBumn «Enter» Oyaer
HOSIBISATBCS HOBBIM 3JEMEHT YIOPSJIOYEHHOTO WM HEYNOPSAAOYEHHOTO
cnucka. YToObl 3aKOHYMTH CHHUCOK, HaxmuTe kiuasuiny «Backspace» u
POAOJDKaWTE TEKCT 0OBIYHOTO ab3ara.
HymepoBaHHbIE CIMCKHM TaK)Ke€ CO3JAIOTCS aBTOMAaTHYECKH IIpH BBoAE UGpsI 1
C TOYKOM WM cKOOKOM U mpoOesnom nocie Hee: «1.», «1)». MapkupoBaHHbIE CHUCKU
CO3/1al0TCS aBTOMATHUECKH TP BBOJIE CUMBOJIOB «-», «*» M Mpo0esa mocie Hux.
MOHO Takke W3MEHUTh OTCTYIIBI TEKCTa B CIIMCKAX U HX BIIOKEHHOCTb C
MIOMOIIBIO  3HAYKOB MHOIOYPOBHEBBIM CIIUCOK =* , YMEHBUIUTh OTCTYIl £ W
VBenu4uTh OTCTYI 2= Ha BKiIajake «[J1aBHas» BepXHEH aHeNu HHCTPYMEHTOB.
YtoObl U3MEHUTH YPOBEHb CIUCKA, MIETKHUTE HA OJJUH U3 CICAYIOIINX 3HAUYKOB:
1. HymepoBaHHBIN CIIMCOK = * ;
2. MapKupoBaHHBIH CITUCOK =
3. MHOroypOBHEBBIH CITUCOK = *;
Jlanee B myHkTe MeHIO «/3MEHUTh YpOBEHb CHHUCKa» BBIOEPUTE MOIXOIAIIUN
CTWJIb cniucka. YTOoOBI MEepelTH Ha CIEAYIONUMN YPOBEHb CIIMCKA, IOMECTUTE KYpCop

Ha Ha4YaJIO CTPOKH U HAKMHUTC Ha KIIAaBHATYPC KIIaBUITY «Taby.
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BubnuoTeka Hymepauum Jumama BbloenerHas \ﬁ:
A a) a. 20 1 11301 + 140 | 1150 | 116 Aud7s
Het B. b) ' ' ' '
C. c)
1. 1) I i. 1
2: 2) Il. i )
% 3) 1. iii. 1
A A) a. a) 1
b. B) 6. 6)
B. B) B. B) 1.
dbopmars! HymepaLUuy B JOKyMeHTe 1
1: 4. 5.
; 5. 6. 1
3 6. 7.

Namenuts YPOBeHb CNUCKa L

MapameTpbl cnucka

b OTCTYMbl TEKCTA B CNUCKaX U MX BNOXKEHHOCTE C NOMOLWBH 3H

PucyHnok 52 — Boi0op cTuis cnucka

O0bennHeHue U pasaeieHue CIUCKOB

Jlst Toro 4T0OBl 0OBETUHUTH CITUCOK C MPEIBIAYIIUM CITUCKOM:

1. IlenxkHuTe npaBoM KHOIKOM MBIIIH 110 MIEPBOMY ITYHKTY BTOPOI'O CIIMCKA,

2. Hcnonp3yiTe OMIMIO KOHTEKCTHOTO MeHI0 «OOBEIUHUTH C MPEeAbIITyIIUM
CITUCKOM.

Crucku OyayT oObeAMHEHBI, 1 HyMepalus OyAeT MpoI0JKeHa B COOTBETCTBUH

C HyMepaluen epBoro CrucKa.

Jyist TOro 94TOOBI pa3AeTUTh CIIUCOK:

1. IlenkHuTe MpaBOi KHONKOW MBIIIM MO TOMY HYHKTY CIHCKa, C KOTOPOIO
TpeOyeTcsl HayaTh HOBBIN CIHCOK,

2. Hcnonp3yiTe ONIuI0 KOHTEKCTHOTO MeHIO «HauaTh HOBBIN CITHMCOK.

Crnucok Oyzer pasjieneH, 1 BO BTOPOM CIIUCKE HyMepallys HaYHETCsl 3aHOBO.

HN3meHnenune Hymepanuu
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Jigs  Toro, 4roObl MPOJOJIKUTH BO BTOPOM CIHUCKE IOCJIEI0BATEIIbHYIO
HyMEpALHUIO B COOTBETCTBUU C IPEABIIYIIUM CIIUCKOM:
1. IlenkHuTe MPaBO KHOMKOW MBIIIH IO IEPBOMY IIYHKTY BTOPOTO CIIHCKA,
2. Mcnonp3yiTe ONIMI0 KOHTEKCTHOIO MEHIO «IIpogoiKuTh HyMepanuo».
Hymepanuss OyaeTr mNpoJoKeHa B COOTBETCTBMM C HyMEpAlMel MNepBOro
CIIMCKa.
Jjist TOoro 4To0BI 334aTh MPOU3BOJIBLHOE HAYAJIbHOE 3HAYEHUE HYMEpallUU:
1. IlenkHuTe mpaBOM KHOIKOM MBIIIM IO TOMY IYHKTY CIIHCKa, K KOTOPOMY
TpeOyeTcs IPUMEHUTh HOBOE 3HAUEHUE HyMepaluH,
2. Hcrnonb3yiTe ONMINI0 KOHTEKCTHOIO MEHIO 3aJaTh Ha4aJbHOE 3HAYEHUE,
3. B HOBOM OTKpBIBIIEMCSA OKHE YKaXXUTE HY)KHOE YHCIOBOE 3HAYECHHE H
HaxmuTe KHONKY «OK».
HN3meHeHue mapaMeTpoB CIIMCKOB
Jly1g TOro, 4TOOBI U3MEHUTH MAapaMEeTPhl CIIUCKA, TAKUE KaK TUII, BBIpABHUBAHUE,
pa3Mep U LIBET MAPKEPOB WIM HYMEPALUU:
1. llenkHuTe Mo KaKOMY-IMOO0 MYHKTY CyIIECTBYIOIIETO CIHCKA WIN BBIICINTE
TEKCT, KOTOPbIN TpedyeTrcst oT(popMaTupoBaTh Kak CIHUCOK,
2. Haxmunre Ha KHONKY «MapKupoBaHHBIM crucok» win «HymepoBaHHbIM
CIIMCOK» Ha BKJIaJKe «[ J1aBHas» BEpXHEU NaHEIN HUHCTPYMEHTOB,
3. Bribepute onmuto «[lapameTpsl crivckay,
4. Otkpoercs okHO «Ilapamerpsl crnmcka». OKHO HAacTpOEK MapKHPOBAHHOIO

CIIMCKA BBITTIAOUT CICOYIOIIUM O6p2130M:
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NapameTpbl cnucka

Tun BuipaBHWBaHWe
CumBon: . Mo nesomy Kpato
Paamep

9 “|B I A~
Mpocmotp

PucyHok 53 — OkHO HACTPOECK MAPKHUPOBAHHOIO CIIUCKA

OKHO HacTpOEK HyMEPOBAHHOI'O CIIMCKA BBIMIAIUT CIEAYIOIUM 00pa3oM:
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MapameTpkl CNMCKa
Tun BripaBHuBaHne
g M B, 5 Mo npasomy Kpato

dopmar Homepa
1

WipudoT Paamep
B I & Kak Texkcr

MpocmoTp

Pucynok 54 — OkHO HaCTpoeK HYMepPOBAHHOIO CIIUCKA

JIJ1si MApKUPOBAHHOTO CIIUCKA MOXHO BBIOPATh TUIl CUMBOJIA, UCTIOIb3YEMBIH B
KaueCcTBE MapKepa, Torja Kak il HyMEpPOBAaHHOIO CIIHCKAa MOXHO BbIOpaTh THUI
HyMmepauuu. Ilapamerpsl «Tum», «BeipaBauBanue», «Pazmep» u «llser», «Kypcusy,
«ITomyXUpHBII» HICHTUYHBI KaK Uil MAapKUPOBAHHBIX, TaK U Uil HYMEPOBAHHBIX
CITHCKOB.

o Tun — mo3BosseT BbIOpATh HYXKHBIN TUIT HyMEpalliy, UCTIOIb3YEMBbIH 1S
HYMEpPOBAHHOI'O CIIMCKAa, W TIO3BOJIIET BHIOpATh HYXXHBIM CHUMBOII,
UCIIOJIB3YEMbIA 11 MAapKUPOBAHHOTO crucka. J[OCTYyIHBI Cleayromnme
BapUaHTHI JIJI1 HyMepoBaHHoro cnucka: Her, 1, 2, 3,..., a, b, c,..., A, B,
C,..., 1, 1, 1it,..., I, II, IIL,....

o BrlpaBHUBaHME — TMO3BOJIAET BBHIOPaTh HYKHBIA THIl BBIPABHUBAHUS

MapKkepoB  WJIM  HyMepalMuH,  KOTOPbIM  HCHOJB3yeTcs  JUId
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TOPU30HTAJIBHOIO BBIPABHMBAHUS MapKEepOB WIM HyMEpauuud BHYTPH
OTBEJEHHOI'O0 I HUX MPOCTPaHCTBA. JlOCTYIHBI CIIEIYIOIINE THIIbI
BBIPABHUBAHMSL:

o Ilo neBomy kpato;

o Ilo uentpy;

o Ilo mpaBomy kparo.

o Pasmep — mo3Bosisier BBIOpaTh HYXKHBIH pa3Mep MapKepoB WJIHU
Hymepauu. [To ymomuanuto BeiOpana onuust Kak rexcr. Korna BeiOpana
3Ta ONLMSA, pa3MEP MAPKEPOB WIH HyMEPALMH COOTBETCTBYET pa3Mepy
TekcTa. Bbl Mokere BbIOpaTh OJIMH M3 NPEABAPUTEIBHO 3aJaHHBIX
pa3mepoB ot 8 10 96.

o lIBeT — no3BosseT BHIOpaTh HyKHBIN LIBET MapKepoB wWin Hymepauuu. 1o
yMmMon4anuio BbiOpana omuus Kak tekctr. Korma BeiOpana sTa omius,
LBET MAapKepOB WJIM HYMEPALUMU COOTBETCTBYET IBETY TEKCTa. BbI
MOXEeTe BBIOpaTh OMNIUI0 «ABTOMAaTHYECKW», YTOOBI TMPUMEHUTH
aBTOMATUYECKUH IIBET, WJIM BBHIOpATh HA MAJIUTPE OJUH U3 LIBETOB TEMbI
WIM CTaHJAPTHBIX LIBETOB WM 3a1aTh 0JIb30BATEIbCKUH 1IBET.

o KypcuB — mo3BoOsIsIeT BBIAENATH TEKCT, IpHUJaBas €My HAKIOHHOE
HauepTaHue. [10 yMOIIYaHUIO OH BBIKIIFOYEH.

o IMonyXupHbIi — MO3BOJIAET BBIACIITH TEKCT, /IeJiasi €ro BU3yallbHO OoJiee

O HACBHILIECHHBIM U 3aMETHBIM. [0 yMOJIYaHNIO OH BBIKIIFOYEH.

o @opMar HOMEpA — NO3BOJISIET HACTPAaWBaTh BHEIIHUI BUJ U CTPYKTYpPY
HyMEpaIuu 3JIeMEHTOB cnucka. [To ymomuanuio 1, 2, 3,...

o Ulpudt — mno3BoiseT U3MEHATh BHEIIHWN BHJ TEKCTa B JJIEMEHTaX
cnucka. Bce usmenenust oroOpaxatorces B nosie [Ipocmotp.

5. Haxmure KHONKY «OK», 4ToOBl NIPUMEHUTh MU3MEHEHHUS U 3aKPbITh OKHO

HACTPOEK.

JI1st TOro 4ToObl U3MEHUTH MapaMeTPbl MHOTOYPOBHEBOT'O CITHCKA!

1. llenkHuTE MO KAKOMY-JTMOO MyHKTY CITUCKA,
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2. Haxmure Ha KHONKY «MHOrOypOBHEBBIN CIIMCOK» Ha BKIIAJKE «l TaBHas»

BEpXHEN MMaHEJIN UHCTPYMEHTOB,

3. BriGepute onmuro «[lapamerpsl crinckay,

4. Otkpoercs okHO «Ilapametpsl criucka». OKHO HACTPOEK MHOTOYPOBHEBOTO

CIIMCKA BBITVISIAUT CJIEAYIOIINM 00pa3om:

Tun
1,2,3

dopmar Homepa

2

BuiOpath ypoBeHb

MapameTpbl cnucka

Paamep

9 .| B

b

Il S
2

W
—
.

PucyHok 55 — OKHO HACTPOEK MHOTOYPOBHEBOI'0 CIIUCKA

BriGepute HYXHBI ypOBEHb CHHCKa B TOJie «YPOBEHb» CIIEBa, 3aTeM

UCIOJIb3YyITEe KHOINKHM B BEPXHEHl YaCTU OKHA HACTPOEK, YTOObI HACTPOUTHh BHEIIHUUI

BU/JI MapKepa WA HyMepaliuu i BHIOPAaHHOTO YPOBHSI:

o Tun — no3BosisieT BbIOpaTh HYHBIM THUI HyMEPALMH, UCTIOJIb3YEeMbIN IS

HYMCPOBAHHOI'O CIIMCKa, WA HY)KHbIﬁ CHMBOII, HCHOHBByeMBIﬁ JJIs

MAapKHUpPOBAHHOI'O CIIMCKa. I[J]H HYMCPOBAHHOT'O CIIMCKa JOCTYIIHBI

cineayromue Bapuantel: Her, 1, 2, 3,..., a, b, c,..., A, B, C,..., 1, 1, 1ii,..., I,

I, II.... Jlis MapKupoOBaHHOTO CHHCKa MOXXHO BBIOpaTh OJIMH U3

CTaHIapPTHBIX CHUMBOJIOB HJIM HCIIOJIB30BATH OIIIIUIO «HoBr1i MapKep».

[Ipu BBIOOpE 3TOM oOmUMH OTKpbIBaeTcsa OKHO «CHMBOI», B KOTOPOM
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MOKHO BBIOpaThb OAMH M3 JOCTYIHBIX CHUMBOJIOB. [l moJydeHus

JOTIOJTHUTENBHOU HH(pOpMaLMK 0 paboTe ¢ CHMBOJIAMU cM. T1. 3.6.9.

o Pazmep — mo3BOJiseT BBIOpaTh HYXKHBIM pa3sMep MapKepoB WU
nymepanu. [To ymonmuanuto BeiOpana onuust Kak texct. Korna BeiOpana
9Ta OMNLMSA, pasMep MApKEpOB WM HYMEPALMU COOTBETCTBYET Pa3Mepy
Tekcta. Bbl MoxeTe BbIOpaTh OAMH M3 MPEABApPUTEIBHO 3aJaHHbBIX
pasmepoB ot 8 10 96.

o LIBer — no3BosEeT BEIOpATh HY>KHBII LIBET MAPKEPOB Wiau Hymepauuu. [1o
ymonyanuto BbiOpana omius Kak Ttexcr. Korma BbiOpana sta omius,
LBET MapKepOB WJIM HYMEPALMU COOTBETCTBYET LBETY TEKCTa. BbI
MOJKeT€ BBIOpaTh OMNIUI0 «ABTOMAaTUYECKH», YTOOBI MPUMEHHUTH
aBTOMAaTUYECKUM I[BET, WM BHIOPATHh HA MAJIUTPE OJWH U3 LIBETOB TEMbI
WJIM CTAHJAPTHBIX LIBETOB WJIM 33/1aTh MOJb30BATEIbCKUM 1IBET.

o KypcuB — 1103BOJIET BBIAEIATH TEKCT, IIPUIAaBasi EMY HAKJIOHHOE

HauepTaHue. [10 ymoluaHNIO OH BBIKIIFOUEH.

o Iloay:KupHBI — MO3BOJISIET BBIACIATH TEKCT, JeIasi €ro BU3yalbHO OoJjee
HACBIIIEHHBIM U 3aMETHBIM. 110 yMOTYaHUIO OH BBIKIIOYEH.

o ®opMar HOMepa — IO3BOJIIET HACTPAaWBaTh BHEIIHUM BUJ U CTPYKTYPY
HyMepauuu 3JeMeHTOB cnucka. [lo ymomwanuto 1, 2, 3,.... MoxkHo
BbIOpaTh onuuio [TokazaTe 60JbIIE HACTPOEK.

* [pudTt — no3BOIAET U3MEHATH BHEIIHUNA BUJ] TEKCTA B 3JIEMEHTAX
CITHCKA.

"  BKIIOYUTH HOMEP YPOBHS — IMO3BOJISIET CO3/1aBATh MHOTOYPOBHEBBIE
CIIUCKH C YETKOUW CTPYKTYPOH U aBTOMAaTHYECKOW HyMEpALUEH IS
KQKJIOTO YPOBHS.

* BripaBHUBaHME — TO3BOJISET BEIOPATh HY>KHBIM THUI BBIPABHUBAHUS
MapKepOB WJIA HYMEpalu, KOTOPbIN UCIIOIb3YETCs IJIA
TOPU30HTAIBHOTO BHIPABHUBAHMS MAapKEPOB WM HYMEpPALUU BHYTPH

OTBCACHHOI'O AJIs1 HUX
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IIPOCTPAHCTBA HA yKa3aHHBIA OTCTYMN B Haudaje a63ana. JlocTynmHBI cleayrolme

Tunbl BelpaBHuBaHus: «llo neBomy kpatoy, «Ilo nentpy», «Ilo mpaBoMy Kparo».

OTtcTyn TeKCTa — MO3BOJISIET YIPABISATH PACIIOI0KEHUEM TEKCTa
OTHOCUTEIHLHO HOMEPOB, MapKEPOB.

CumBOII mociie HOMEpa — MO3BOJIIET HACTPOUTH KAKOW CUMBOJ OyIeT
CTOSITh MOCJIE HOMEPA JIEMEHTA CIUCKA. JIOCTYIHBI CIeayIoIue
CUMBOJIBL: «3HaK Tadysuum», «IIpodeny, «He».

Hauatb ¢ — mo3BoJisieT 3a/1aTh Ha4alIbHOE 3HAYEHUE HyMEepaluu
CITUCKA.

HymepoBath 3aHOBO — O3BOJISIET COPOCUTH HYMEPALIMIO CIIHCKA U
HayaTh €€ 3aHOBO C YKa3aHHOTO 3HAYEHUSI.

JlobGaButh nepexon no TAB — B mapaMmeTpax crrcka mo3BojisieT
100aBUTH TaOYJIALMIO TIOCIIE HOMEPa AJIEMEHTA CIHCKa Ha YKAa3aHHOE

3HAa4YCHHC.

Bce nusmenenus orodpaxarorcs B mosie «IIpocMoTpy.

5. Haxmure xHomky «OK», 94TOOBI MPUMEHUTH M3MEHEHUS M 3aKPBITh OKHO

HaCTPOCK.

3.5 ®opmaTnpoBaHUE TEKCTA

3.5.1

IIpumenenue cTuiied popmaTupoBaHUs

Kaxnapiii ctune ¢opmatupoBaHus — 3TO HAOOp MPEABAPUTENBHO 3a/laHHBIX

napameTpoB (GopmatupoBaHus: (pazmep, HBET mpudTa, MEKIYCTPOUHBIH WHTEPBAI,

BbIpaBHUBAHUE U T.1.). CTHUIU MO3BOJISIOT OBICTPO (hOpMATUPOBATH Pa3IMYHbIE YACTH

JIOKyMEHTa (3arojloBKHM, MOJ3arojIOBKU, CIUCKH, OOBIYHBINA TEKCT, LIUTAThl) BMECTO

TOTO, YTOOBI KaXJbl pa3 MPUMEHATh HECKOJIBKO MapaMeTpoB (HOpMaTUPOBAHMS IO

OTIEJIBHOCTH. DTO TAaK)Ke 00ECIEYMBAECT €IMHOE O(POPMIIEHNE HA MPOTSKEHUH BCETO

nokymeHTa. CTUIIb MOXKHO MPUMEHHUTHh TOJBKO KO BceMy ab3airy. Bel Takke moxkere

WCIIOJIB30BaTh CTUJW JUISl TOTO, 4TOOBI J00aBUThH orjiaBieHue (cMm. m. 3.6.13) wuam

CIIUCOK WIITIOCTpanuii (cm. 1. 3.6.14).
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\J
# Tlpumeuanue

[IpumeHeHue CTUIISL 3aBUCUT OT TOTO, SIBJISIETCS JIM CTHJIb CTHJIeM ab3ara (0ObIYHBIN, 0€3
WHTepBala, ab3all criucka v Jp.) WU CTHIIEM TekcTa (Ha 6a3e HauepTaHus, 1BETa, pa3Mepa
TEKCTa), a TAKKE OT TOTO, BBIJICIICH JTM (PparMEHT TEKCTa WIIM KYpCOp YCTAHOBJICH B CIIOBE.
B HekoTOphIX ciydasx Aiisi KOPPEKTHOTO MPUMEHEHHsI CTWIIsSI TPeOyeTCsl MOBTOPHBIM
BBIOOD ATOTO K€ CTHJISA U3 OMOJMOTEKH CTHIJICH: B IEPBBIA pa3 MPUMEHSIOTCS MTapaMeTphI
cTHIIA ab3a1ia, BO BTOPOH pa3 — mapaMeTphl CTUJIS TEKCTa.

Hcnosb30BaHue CTAHAAPTHBIX CTHJICH

UT0oOBI NPUMEHUTH OAWH U3 AOCTYIHBIX CTUJIEH (OpMaTUPOBAHUS TEKCTA:

1. YcranoBute Kypcop BHYTPHM HYXKHOTO a03alla WM BBIICIUTE HECKOJBKO
a03a1eB, K KOTOPBIM TpeOyeTcs MPUMEHUTDh CTUITh (hOPMATHPOBAHUS,

2. BriOepute HYXHBIH CTUIIb U3 OUOIMOTEKH CTHIIEH, pacIOIOKEHHOUN crpaBa
Ha BKJIaJIke «[ 1aBHAs» BEpXHEUW NaHEIM HUHCTPYMEHTOB.

JlocTynHBI crieyromue CTiM popMaTupoBanus (Pucynok 56):

o OOBIYHBIH,

e be3 nHTepnana,

e 3aronoBok 1-9,

e Ha3Banue,

e Jloa3aroioBoxK,

e [lurara,

e BrigeneHHas nurara,

e AO03aI cImcKa,

e HwxHuii KOIOHTUTYI,

e BepXHU KOJOHTUTYI,

e Texkct cHOCKHU,

e TeKCT KOHIEBOM CHOCKH.
OBbIYHBIA Bea wHTepear 3aronol 3aronoB( 3aronoBol 3aronoBok 3aronosok .
3aronoBok 6 3azonoeok 7 3asonosoxk8  3asonosok 9 HHSBa Mogsaronoe  Lumama

BoideneHHas  Abaal cnUcKe Hassawnuwe BepxHuid kone  HUXHWIA KONO  TekcT cHockm TekeT KoHUeso

Pucynok 56 — Ctuiiu ¢popmaTupoBanus
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PenakTupoBaHue CylmecTBYHIIMX CTHJICH U CO3IaHHE HOBBIX
YT100bI K3MEHUTD CYLIECTBYIOIIMI CTHIb:
1. IlpumeHuTE HYKHBIN CTUIIb K a03aly.
2. Beizenute ab3a1 ¥ NpUMEHUTE HEOOXOIUMBIE TapaMeTPphl POpMaTUPOBAHUSI.
3. CoxpaHHUTE BHECEHHbIE N3MEHECHHUS:

o IlenkHuTe mMpPaBOM KHOIKOM MBIIM MO OTPEJAKTUPOBAHHOMY TEKCTY,
BbIOEpUTE omniuio «DopMaTUpOBaHUE KaK CTUIIb», a 3aTEM — OIIUIO
«O6noButh  ctunb  «HazBamme Ctumsi»y  («HazBamme — Crumsi»
COOTBETCTBYET TOMY CTHJIKO, KOTOPBII Bbl IPUMEHUIIN HA TIEPBOM IIIare),
WIn

o Beigenure MbIbI0 OTPENaKTHPOBAHHBIN (parMeHT TEKCTa, OTKPONTE
OMONMMOTEeKY CTUJIEH, ILIEIKHUTE MPAaBOM KHOMKOW MBIIMIM IO CTUIIIO,
KOTOpBI TpeOyeTcss M3MEHuTh, M BbeIOepuTe om0 «OOHOBUTH U3
BBIJICJICHHOTO (PparMeHTay.

Kak Tonbpko cTuib OyaeT u3MeHeH, opopMIIeHHE BCeX a03alleB B JOKYMEHTE,

OT(GOPMATUPOBAHHBIX C MIOMOIIBIO ITOTO CTUJIS,, U3MEHUTCS COOTBETCTBYIOIINM
o0Opazom.

YT0o0bI €031aTh HOBbII CTUJIb:

1. Ordopmatupyiite pparMeHT TEKCTa TakK, Kak BaM HY>KHO.

2. BpiOepute moaXo i crnocod COXpaHeHUs CTUIIS:

o IllenkHuTe NpaBOM KHOIKOW MBIIIM II0 OTPEJAKTUPOBAHHOMY TEKCTY,
BbIOEpUTE om0 «DopMaTUpOBaHUE KaK CTUIIb», a 3aTE€M — OIIHUIO
«Co31aTh HOBBIM CTUIIbY, UIIU

o Brigenure MbIIBIO OTPENAaKTHPOBAHHBIN (parMeHT TEKCTa, OTKPONTE
OMONMMOTEeKy CTWIeW M IeldKHUTe Mo Haanucu «HoBbl cTUiIb U3
BBIJICJIEHHOTO (PparMeHTay.

3. 3apaiiTe mapamMeTpbl HOBOTO CTHJIA B OTKpbIBIIEMCS OKHE «(C03/1aHlE HOBOT'O

CTHIISA»:
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03aHne HOBOTD CTHUNA X

Cmune cnegyrowero absaua

OO0biuHBIA

Pucynok 57 — Co3nanue HOBOro CTHJISA

o YKaxuTe Ha3BaHHE HOBOTO CTHUJIS B MOJIE€ BBOJIa TEKCTA.

o Bribepure u3 criucka «CTWib CleIyIOniero ad3ama» HYXHBIH CTHIIb IS
nocieayomiero adzamna. Takxke MOXHO BbIOpaTh omiui0 Takoil ke, Kak
CO3/1aBa€MbIil CTUJIb.

o Haxwmwure kHOnKy «OK».

CoznanHblil cTrib Oynet 7o0aBiieH B OMOIMOTEKY CTUIIEH.

YnpasieHne mojib30BaTe/JIbCKUMU CTHISIMU:
UYT0OBI BOCCTAaHOBUTH MApaMETPhI 0 YMOTYAHUIO OMPEICTICHHOTO CTUIIS, KOTOPBIM BbI
W3MEHUJIM, IIEJTKHUTE MPaBOW KHOIMKOW MBIIIM IO CTWIK, KOTOPBIM BBl XOTHUTE
BOCCTaHOBUTH, U BBIOEpUTE OMIINI0 «BOCCTAHOBUTH MapaMeTPhl 10 YMOTYAHHIOY.
UToObl BOCCTAaHOBHUTH TMapaMeTpPbl IO YMOJYAHUIO BCEX CTUJICH, KOTOpBIE BHI
W3MEHWIN, MIEIKHUTE MPaBOil KHOMKOW MBIIIM MO JIOOOMY CTaHIAPTHOMY CTHITIO

CTHJIIO B OMOJIMOTEKE CTHIICH U BI)I6€pI/ITe OIIITHIO «BoccraHoBUTH BCe CTaHIapPTHBIC

CTUIIN.
_ . Y -
OBbIYHbBINA Bes nHTepBar 3aronc e 3aronoBoK 3aronoBok
—— ObHOBUTE K3 BbIQENeHHoro f}](:‘ii MEeHTa
3aronoBoK 6 3a20/m060K7 3azonogok  BOCCTAHOBMTL NApameTpel o ymomako - TlonsaronoB  Lumama
BOCCTAHOBWTE BCE CTAHAAPTHLIE CTUMK
BobidenenHaa  AB3au cnucke Hazsamue DEPXHAN KOJIC  FVMHAW KOJIO  TeKCT CHOCKN TekcT KoHUeso

<+ HoBbIA CTUNG 3 BLIGENEHHOM (hparveHTa

Pucynok 58 — YnpasJiieHue nosib30BaTe1bCKMMHU CTHJISAMHA
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UYto0bl yJanuTh OJWH W3 HOBBIX CTHJICH, KOTOPBIM BBl CO3/alid, HICIKHUTE IPABOM
KHOIKOW MBIIIU 10 CTUJII0, KOTOPBIM BBl XOTUTE YAQJINTh, U BBIOEPUTE OMIUIO
«Y IaluTh CTUIIBLY.
YtoOBl yIanuTh BCE HOBBIE CTHIIU, KOTOPBIE Bbl CO3/1aJU, IIETKHUTE TPABOM KHOMKOM
MBI TIO JIIOOOMY HOBOMY CTHJIIO, KOTOPBIM BBl CO3[ajiu, U BBIOEPUTE OMIUIO

((YILEU'H/ITB BCC ITIOJB30BATCIIBCKUC CTHIIN).

OBbiUHbIi MW ET  Oromums o smpenenion dpamenra 101 3@FOMOBC  3aronoBol  3aronosok
Yoanute cTune

3aronoBok: 3aronc ¥ 8 3azonosok 9 H 8388 MNopaaronos
YaanuTe BCE NONL30BaTENLCKME CTUNK

Lumama BeideneHHaas  Abaal CnucKe  Hazeauwe BepxHuit kone  HUXKHWIA KONO  Tekct cHockw

TekeT KOHUEBO

<+ HOBLIA CTUNL K3 BLASNEHHOMD (PparveHTa

Pucynok 59 — Yaanenue cruiei

3.5.2 Hacrpoiika Tuna, pa3mepa u uBera mpugra
Beibop tuma mpudra, pasmepa U I[BETa OCYIIECTBISETCS TMOCPEACTBOM
COOTBETCTBYIOIIMX 3HAYKOB Ha BKJIaJke «[ 1aBHas» B BepXHEHl maHelIn HHCTPYMEHTOB

(Tabmuna 1).

\J
# Tlpumeuanue

Ecnu tpebyercs oTgopmMaTupoBaTh TEKCT, KOTOPBIH yKe €CTh B JOKYMEHTE, BBIACIUTE €r0
MBIIIBIO WJIM C NOMOIIBIO KJIaBUATYphl, a 3aTeM NpuMeHuTe (opmarupoBanue. Taxxke
MOYKHO TIOMECTUTh KYypCOP MBIIIU B HY>KHOE CJIOBO, YTOOBI MPUMEHUTH (hOpMaTUPOBAHUE
TOJIBKO K TOMY CIJIOBY
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Tabésimna 1 — Hacrpoiika Tuna, pazmepa u nBera mpugra

[TapameTp

Mpudt

Pazmep mpudra

YBenuuuTs pasmep
mpudra

YMEeHBIIUTH
pasmep mpudra

W3menuts peructp

IIBeT BbICTICHUS

CHUMBOJBHOE
o0o3HaueHnE

Arial w

A

Aa ~

Onucanue

Hcnone3zyercs s BeiOOpa mpudra U3 CIUCKA
JIOCTYITHBIX.

Hcnonb3yercs i BBIOOpA MPeAyCTaHOBIEHHOTO
3HAUYEeHUs1 pa3Mepa IIpudTa U3 BHINAJAIOIIETO
cnucka (JOCTYNHBI CIEIYIOLIME CTaHIapTHBIE
3Hauenus: 8, 9, 10, 11, 12, 14, 16, 18, 20, 22, 24,
26, 28, 36, 48, 72 u 96). Taxxke MOXHO BPyYHYIO
BBECTU NPOU3BOJIbHOE 3HaYeHHE 10 300 MyHKTOB
B I10JI€ BBOJIA U Ha)KaTh KiaBuury «Enter».
Hcnonb3yercst A7l U3MEHEHHs pa3mepa mpudTa,
Jienas €ro Ha OJUH IIyHKT KpyIIHEe IPU KaKIOM
Ha)KaTUH Ha KHOIIKY.

Hcnonb3yercst A7 U3MEHEHHs pa3Mmepa MpUQTa,
Jienas ero Ha OJIMH IyHKT MEJb4€ MpU KaKJIOM
Ha)XKaTUH Ha KHOIIKY.

Ucnonw3yeTcst s M3BMEHEHHUsT perucTpa mpudra.
«Kak B mpemioKeHusax» — PEerucTp COBHNAAAET C
OOBIYHBIM TPEAJIOKEHUEM. «HUKHUU PETUCTP» —
Bce OykBbl Manenbkue. «BEPXHUU PETUCTP»
— Bce OyxBbl mnponucHsle. «Kaxnoe Ciaoso C
[TponucHOM» — KaXI0€ CJIOBO HAYMHAETCS C
3arnaBHoi OykBbl. «u3MEHUTDH pEI'MCTP» —
IIOMEHATh PErucCTp BBIACIEHHOIO TEKCTa WIN
CJIOBa, B KOTOPOM HaXOIUTCSI KYPCOP MBILIH.
Hcnonp3yercss 11 BBIACIIEHUS  OTHENIBHBIX
npeiokeHni, (pa3, CIOB WM Ja)Ke CHMBOJIOB
yTeM no0aBiIeHUsS L[BETOBOM T10JIOCHI,
UMUTHPYIOUIEH OTUYEPKHUBAHUE TEKCTAa MAPKEPOM.
MOKHO BBIIENIUTH HY)XHYIO 4YacTb TEKCTa, a
[IOTOM Ha)XaTb HANpaBJIE€HHYIO BHU3 CTPEIKY
PSIOM C 3THUM 3HAYKOM, YTOOBI BBIOpATh L[BET HA
najguTpe (9TOT HAO0Op ILBETOB HE 3aBUCUT OT
BBIOpaHHOW 1[BeTOBOI CXEMBbI M BKJIFOYACT B ceOs
16 1mBeTOB), W JTOT IBET OyAeT NPUMEHEH K
BbIOpaHHOMY TeKCTy. Mimm e MOKHO CHayaia
BBIOpAaTh I[BET BBIACICHHUA, a IOTOM Hadvarhb

BBIICIIATh TCEKCT MBINIBIO — YKa3aTcjib MbIIIN

OyneTr  BBITISAAETh Tak: — W TIOSIBUTCSA
BO3MOXHOCTb  BBIICJIUTh HECKOJIBKO  Pa3HbIX
yacTe TekcTta oOAHy 3a JApyroil. YUtoOsl
OCTAaHOBHUTH BBIJICJICHUE TEKCTA, MPOCTO €IIe pa3
HIEJTKHUTE 1O 3Hauyky. Jlnsg ouyucTKH 1BeETa
BBIJICJICHHUSI  BOCIHOJB3yWTeCh  omuuen  «bes
3aiauBKW». LBeT BeIeneHU oTinyaercs ot LBera
¢dboHa , TOCKOJBKY MOCJIEIHUN MPUMEHSETCS KO
BceMy a03ally W  TIOJIHOCTBIO  3aIOJIHSIET
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MPOCTPAHCTBO ab3alla OT JIEBOTO MOJIsI CTPAHUIIBI
JI0 TIPaBOTO TOJISI CTPAHUIIBI.

Hcnonb3yetcs VIS W3MEHCHUS 1BeTa
OykB/cuMBOJIOB B Tekcre. [lo ymomuanuio B
HOBOM  IyCTOM  JOKYMEHTE€  YCTaHOBJICH
ABTOMAaTUYECKUH LIBET mpudTa. On
oroOpakaeTcs Kak dYepHbId mpudt Ha Oemom
¢one. Ecnu w3MeHuTh 1BeT (poHA HA UYEPHBIH,
IBeT Mmpu(pTa aBTOMATHYECKH HW3MEHHUTCS Ha
OeIbIil, TaK YTOOBI TEKCT MO-TIPEKHEMY OBLT YE€TKO
BuieH. J[ns BbiOOpa Ipyroro nBera HAXMHTE
HAIpPAaBJIEHHYIO BHU3 CTPEJKY PAIOM CO 3HAUKOM
¥ BBIOCPUTE [BET HA JIOCTYMHBIX MaIUTpax (IIBEeTa
Ha nanutpe l[BeTa TeMbI 3aBUCAT OT BHIOpaHHOM
nBetoBoit cxembl). Ilocie wu3MeHeHUs 1IBeTa
mpudra MO YMOITYAHUIO MOXKHO HCIOJIb30BaTh
OMIMI0 «ABTOMAaTHUYECKHI» B OKHE IIBETOBBIX
nanuTrp Uit OBICTPOrO  BOCCTAHOBJICHUS
ABTOMATHUYECKOTO I[BETa BBIOPaHHOrO (hparMeHra
TEKCTa.

[{BeT mpudra Ao

3.5.3 Ilpumenenue cTuiei opopmienus mpudra
Paznuunble ctunu  opopmiieHus mpudTa MPUMEHSIOTCS  MOCPEICTBOM
COOTBETCTBYIOIIMX 3HAYKOB, pACIMOJIOKEHHBIX Ha BKiIajke «['naBHas» BepxHen

MaHEIN UHCTPYMEHTOB (Tabauua 2).

g
# THpumeuanue

Ecnu tpebGyercsa oTgopmMaTHpoBaTh TEKCT, KOTOPBIHA YK€ €CTh B TOKYMEHTE, BBIACITUTE €T0
MBIIIBIO WK ¢ TTIOMOIIBIO KJIABUATYPHI, a 3aTeM MPUMEHUTE (PopMaTHpPOBAHHE.

Tabéumna 2 — Ctuimm ogopmitenust mpudra

Hauepranue mpudra CumBon Onucanue

5 Hcnonb3yercs nins
HomyxupHbrii % npugaHus mWpudTy OobIIei
HaCBILIEHHOCTH.
Ucnonb3yercs ans
Kypcus K npuaaHus mpu@Ty HaKJIoOHA
BITPABO.
Hcnonb3yercs nmns
TToauepKHyTHIi NOMEPKUBAHNS TEKCTa
= YepToii, MPOBEAEHHON MO
OyKBamH.
Hcnonb3yercs nmns
3 3aUepKUBaHUs TEKCTA
4epTou, 76 MPOBEAECHHON 1O

3a4epKHYTHIN
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Hauepranue mpudra CumBon Onucanue

OykBam.
Hcnonb3yercst, 4T00bI
c/IeNaTh TEKCT MeJbYe U
Hazetpounble 3naku A HOMECTHUTH €r0 B BEpPXHEH
94acTH CTPOKH, HAIIPHUMeED,
KaK B IPOOSIX.
Hcnons3yercst, 9To0bI
c/IenaTh TEKCT MeNbye U
T10ACTPOUHbIE 3HAKN 5 MIOMECTUTD €0 B HIDKHEN
2 94acTH CTPOKH, HAIIpUMeEp,
KaK B XUMHYECCKHX

hopmymax.

JUia mony4eHust AOCTyNa K JOMOJHUTEIbHBIM HACTPOMKaM MIpU(Ta IIETKHUTE
MpaBOil KHOMKOW MBIIIKA M BHIOEPUTE B MEHIO MYHKT «JOMOJHUTENbHBIE MapaMeTphbl
ab3ara» WIH HCIOIb3YHTE CChUIKY «JlOTIONTHUTENbHBIE TapaMeTpbD» Ha MPaBOU
OookoBoii maHenu. OTKpoeTcss OKHO «AO3all — JIONOJHUTEIbHBIE NapamMeTpb», B
KOTOPOM HEO0OXOUMO NEPEKIIOUUThCS Ha BKIAAKY «Hpudt» (Pucynok 60).

31ech MOXKHO NPUMEHUThH CIEIyIOIHMEe CTWIM O(OpPMIIEHUS U HACTPOUKHU
mpudra:

e 3au€pKMBAHME — HCIOJB3YETCA [ 3a4EPKUBAHUA TEKCTA YEPTOU,

IIPOBEJICHHOM 10 OyKBaM.

e JIBOITHOE 3a4€PKUBAHUE — UCIIOIB3YETCS JJIsl 3aU€PKUBAaHMS TEKCTA JBOMHON

4epTOH, IPOBEIEHHOMN MO OyKBaM.

e HancrpouHbsle — UCHIONB3yeTCA, YTOOBI CAENaTh TEKCT MEJIbY€ U OMECTUTH

€ro B BEpXHEH 4acTu CTPOKH, HAPUMED, KaK B IPOOSIX.

e TloacTpouHble — UCMONB3YETCs, UTOOBI CAENATh TEKCT MEIbY€ U MOMECTUTH

€ro B HWKHEN 4acTH CTPOKHU, HAIIPUMEDP, KaK B XUMUYECKUX (PopMyaax.

e Masble IpONUCHBIE — UCIIOJIb3YETCS, UTOOBI ClIeNaTh Bce OYKBBI CTPOUHBIMHU.

e Bce nponucHble — UCTIONB3YETCS, YTOOBI C/I€TaTh BCE OYKBbI POMUCHBIMHU.

e lnuTepBas — UCHOJB3YyETCs, YTOOBI 33J1aTh PACCTOSTHUE MEXY CHUMBOJIAMHU.

VYBenuubTe 3HAYEHUE, 3aJaHHOE [0 YMOJYAaHHUIO, YTOOBI MPHUMEHUTH

Pa3pexxeHHbpli WHTEpBaJ, WM YMEHBIIUTE 3HAYECHUE, 3aJaHHOE II0
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YMOJIYaHUIO, YTOObI TPUMEHHUTH YIUIOTHEHHBIM uHTepBasi. HMcmonb3yiiTe
KHOITKH CO CTPEJIKAaMH WJIA BBEIAWTE HYKHOE 3HAYCHHE B MOJIC BBOJA.
[Tonoxenne — UCTIOIB3YETCs, YTOOBI 3a4aTh MOJIOKEHUE CUMBOJIOB B CTPOKE
(cMeleHue 1Mo BepTUKAIN). YBEINYbTE 3HAUCHHE, 33JJaHHOE 110 YMOJIYaHUIO,
9TOOBI CMECTUTh CUMBOJIBI BBEPX, WJIM YMEHBIITUTE 3HAYCHUE, 3aIaHHOE 10
YMOJTYaHUIO, YTOOBI CMECTHTh CHMBOJBI BHHU3. VICMONB3yHTE KHOIKH CO
CTpeJIKaMH WJIM BBEJAUTE HYKHOE 3HAUCHHE B T10JIe BBOJIA.
Jluratypsl — 3TO OOBEAMHEHHBbIE OYKBBI CIIOBa, HaOpaHHOTO JIOOBIM W3
mpudroB OpenType. OOparure BHUMaHWE, YTO HCIOIH30BAHUE JIUTATYP
MOXKET HapyUIUTh MEXKCHUMBOJIbHBIH MHTEpBal. J[OCTYMHBI cleayrolme
napaMeTphl JINTaTyp:
o Her.
o Tonmpko cranmapTHeie (BkmtouaeT «fi», «fl», «ff»; mnoBeImaeT
yA000YUTAEMOCTb ).
o KoHTekcTHble (JUTaTyphl MPUMEHSIOTCS HA OCHOBE OKPY’KAIOIIMUX OYKB;
MOBBIIIAET YI000UYNTAEMOCTH ).
o Hcropuueckne (uraTypbl ¢ OOJBIIMM YHUCIOM TEPEMaTOB M KPUBBIX
JIMHUMN; CHUKAET Y1000UUTaeMOCTb).
o JIuCKpeIrmoHHbIC (mexopaTHUBHBIE JUTATYPHI; CHUXAeT
yA0004YUTaeMOCTB ).
o CraHmapTHbIC U KOHTCKCTHBIC.
o CraHmapTHBIC U NCTOPUUYECKHE.
o KoHTekcTHbIE U UCTOPUYECKHUE.
o CraHmapTHBIC U JUCKPEITMOHHBIC.
o KoHTekcTHbIC U AUCKPEIIMOHHBIC.
o Hcropuueckue u TUCKpELIUOHHBIE.
o CraHmapTHbIC, KOHTEKCTHBIC U UCTOPUIECKHUE.
o CrannmapTHbie, KOHTEKCTHBIC U JUCKPEIIMOHHBIC.

O CTaHI[apTHBIC, HCTOPHUYCCKUC N JTUCKPCUHUOHHELIC.
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o KoHnTekcTHble, HICTOpUYECKUE U JUCKPEIIUOHHBIE.
o Bece.
Bce wu3menenus OyayT oToOpakeHbI B  PACIHOJOKEHHOM HHUXKE TOJE

MpeABaApPUTEIHLHOTO TPOCMOTpA.

AbB3zay - AONONHUTENbHEIE napamMeTpel

OTCTYNbI U HHTEPBaNbI SpdpekThI
3a4epKuBaHue MogcTpoyHbie
PazpeIBbI CTROK M
CTPaHHLUbBI [BOiHOE 3a4EpKUBaHHe Manbie NponucHble
HaacTpoyHele +| BCe NponUcHbIe

FpaHWUbl U 3anWBKa

MHTEpBan MonoxeHue

TabynAums 0.18cm 025cm
BHYTpeHHWe nonsa LLpmdbTeI OpenType
Nuratypbl | HeT ¥

HELLO WORLD

Pucynok 60 — Bkaagka «lpudm»

3.5.4 KonupoBanue/ounctka GopMaTHpPOBAHUSA TEKCTA
UYto0Obl CKOMMPOBATH OIpeelieHHOe (hOpMaTUPOBAHUE TEKCTA,
1. C momomp0 MBI WIM KJIaBUATYpPhl BBIIAECTUTE (parMeHT TEKCTa,

dbopMaTHpOBAHUE KOTOPOT'O HAJIO CKOITMPOBATH,

2. Haxwmure 3Hauok KomupoBaTth CTHIB ﬂ_? Ha BKiaJke «[aBHas» BepxXHEU

INaHCJIM THCTPYMCHTOB (YKaBaTeJ'II) MbIIIHN 6YI[6T IIPpHU 5TOM BBII'TIAJICTDh TAK: «

I, a 3Ha90K «KonupoBaTh cTUIbY GyIeT 0CTAaBaThC HAKATBIM: « * » ),
3. Boigenute ¢parMeHT TekcTa, K KOTOPOMY TpeOyeTcss NPUMEHUTh TO XKe
camoe (popMaTUpOBaHUE.
YroObl MNPUMEHHUTH CKONUPOBAHHOE (POpPMATUPOBAHHME KO MHOXKECTBY

(bparMeHToB TEKCTa,
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1. C mnomouipl0 MBIIM WM KJIaBUATypbl BbIIEIUTE (PparMeHT TEKCTa,
(dbopMaTupoBaHrE KOTOPOIO HAJI0 CKOMMUPOBATh,

2. JIBaxnapl HaxkmuTe 3Ha4oK «KomupoBaTh CTWJIb» Ha BKiIagke «laBHas»
BEpXHEH MaHeIu HHCTPYMEHTOB,

3. IloouepenHo BbIIEASNUTE HYXHbIE (DparMEHTHI TEKCTa, YTOOBI NMPUMEHUTH
OJIMHAKOBOE (pOpMAaTHPOBAHKE K KaXKJIOMY U3 HUX,

4. Jlns BbIXOJa M3 3TOr0 pexuma emnie pa3 HaxmutTe 3Hadyok «KomupoBarthb
CTWJIb» WM HAXKMUTE Ki1aBully Esc Ha kiaBuarype.

Uto0bI OBICTPO YOpaTh M3 TEKCTa IPUMEHEHHOE (hopMaTUPOBAHUE,

1. Beinenute ¢pparMeHTt TekcTa, popMaTHpOBaHUE KOTOPOro Haa0 yOpaTs,

2. Haxmure 3Havok Oumctuth cTiah € Ha BKIagke «[aBHAs» BepXHEH

HaHEIN UHCTPYMEHTOB.
3.5.5 JloGaBJjieHMe THIIEPCCHIIOK
JInst no6aBIeHMs TUIIEPCCHUIKU:
1. ycTaHoBUTE KypcOp B TOM MECTe, I7ie HaJl0 J100aBUTh TMIIEPCCHUIKY,
2. mepeiinute Ha BKIaaky «BcraBk»a umm «CccbUlkM» BEpXHEW NaHEIU
UHCTPYMEHTOB,

3. HaxXxmuTe 3Ha4OK [ 'mnepccouika ¢ ,

4. mocne 3toro nosiButca okHO «Ilapamerpsl runepccbuiku» (Pucynok 61), B
KOTOPOM MOKHO yKa3aTh IapaMeTPbl TUIIEPCCHUIKU:
o BeiOepuTte TUI CCHUIKH, KOTOPYIO TpeOyeTCs BCTaBUTH:

Ucnonp3yitite onuuto «Baemnsisi ccpmika» u BBenure URL B ¢dopmare
http://www.example.com B pacronoxeHHOM Huxe mosie «CBs3aTh C», €Clii TpedyeTcs
100aBUTh TUIIEPCCBUIKY, BEAYLIYIO Ha BHEIIHUH caiT. Eciam Hago 100aBUTH
TMIEPCCHIIKY ~ HA  JIOKanmpHBIA  Qaitn, BBemute URL B dopmare

file://path/Document.docx.

\g
# lpumeuanne

I'unepccesuiku file://path/Document.docx nnu file:///path/Document.docXx MOKHO OTKPBITH
TOJBKO B JECKTOITHOH BEpCcHH pelakTropa. B BeO-pemakTope MOMKHO TOJIBKO /100aBHUTH
TaKyIO CChUIKY 0€3 BO3MOXKHOCTH OTKPBITh €€.



file://path/Document.docx.
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MapameTpkl rTMNEpPCCLINKMN X

ERETEEER e el MecTo B JokyMeHTe  E-mail

CeR3amtb C

http:/iwww example.com
OToDpaxars

hitp://www.example.com

TeKCT NoacKaskm

MeperguTe Mo CChinke

Pucynok 61 — IlapameTpbl runepccblIKH

Hcnonp3yiite omnmuio «Mecto B JOKyMEHTe» U BbIOEpUTE OAMH U3
CYLIECTBYIOIIMX 3arojIOBKOB B TEKCTE JOKYMEHTA WM OJHY U3 paHee J100aBIECHHBIX

3aKJIaJIOK, €clii BaM TpeOyeTcs 100aBUTh TMIEPCCHUIKY, BEAYILIYIO HAa OIpPEIEICHHOE

MCCTO B TOM K€ CaMOM NOKYMCHTC.

MapameTpel runepcceInkm

GLETLERESGICR  MecTo B JokymeHTe  E=RE]

CBR3atb C
Ha4yano AokyMeHTa
»  3aronoBkM

»  3aknagku

Otobpaxarb

TEKCT NOACKa3Ku

OTmeHa

Pucynok 62 — IlapameTpsbl runepccblIKUA (MeCTO B IOKyMEHTE)
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Hcnonp3yitte onuuio «E-mail» 4T006 ChOpMUPOBATH CCHUIKY IJISi OTKPBITUS
MOYTOBBIM KJIIMEHTOM. BBeaute aapec anekTpoHHoi nouTsl B nose «E-mail». Beenure
TeMy mnucbma B mone «Tema muceMa». byner chopmupoBana ccwiika dopmara
mailto:example@mail.com?subject=Tema. Temy mnucbMa MOXHO HE 3alOJHSITh.
[lepexon MmO STOM CCBHUIKE OTKPOET IMOYTOBBIM KIMEHT C 3allOJIHEHHBIMH TOJSMHU
«Komy» n «Tema nuceMa». Takxke MOXKHO BCTABUTH JIAHHYIO CCBUIKY Ha BKJIAJIKE
Buemnss ccpinka. [Ipu 3TOM, Mpu M3MEHEHWH THIEPCCHIIKUA TUAIOT OTKPOETCS Ha
BKianke «E-maily.

MapameTpkl rUNepcchINKM

BHeLHAR cChinka MecTo B AokymeHTe E-mail

E-mail

test01@pakbankdigital. online

Tema nucbma

OToOpamars

mailto:test01@pakbankdigital.online

TeKCT NoACKa3KK

Pucynok 63 — [lapamerpsl runepccsuiku (E-mail)

=  OrtobpaxkaTb — BBEIUTE TEKCT, KOTOPBIN JOHKEH CTaTh CCHUIKOM U
OyJieT BECTH 1O aJIpecy, yKa3aHHOMY B I10JIE BBILIE.

= TeKCT MOJACKAa3KH — BBEIUTE TEKCT KPATKOTO MPUMEYAHUSA K
TUIEPCChUIKE, KOTOPBIN OYJET MOSBISTHCS B MAaJICHBKOM
BCIUTBIBAIOIIEM OKHE MPU HABEJICHUU HA TUNIEPCCBUIKY Kypcopa.

1. Haxwmute knonky OK.
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Jliis noOaBiIeHMs TUIIEPCCHUIKM MOYKHO TaK)K€ UCIOJIb30BaTh COUYETAHUE KIIABUII
Ctrl+K win 1menkHyTh NpaBOil KHOMKOM MbIIIM TaM, Tae TpeOyercss 100aBUTh

THIICPCCBUIKY, U BI)I6paTB B KOHTCKCTHOM MCHIO KOMaHy ((FI/IHepCCLIJIKa».

g
# Tlpumeuanue

TaK)KE€ MOXXHO BBIJICIUTH MBIIIBI0 WM C TOMOIIBIO KJIaBHATYpPHI CHMBOJI, CIIOBO,
CJIOBOCOUYETAHHE, OTPBIBOK TEKCTA, a 3aTeM OTKPHITh OKHO IlapaMeTpbl rumepccbluIKH,
KaK OmpcaHo BbIIE. B 3ToM cimydae mose «OtobOpaxars» OyneT comepkaTh BBIACICHHBIN
TEKCTOBBIN (pparMeHT.

[Tpu HaBeneHUM Kypcopa Ha TOOABJICHHYIO TUIIEPCCHUIKY MOSBUTCS MOJICKa3Ka C
3aJJaHHBIM TEKCTOM. MOXHO MEepenTH 1o ccbuike, 3axaB knaBuily CTRL u menknys
10 CCBUIKE B IOKYMEHTE.

UT0oOBI OTpEeNaKTUPOBATh UM YJIAJTUTh H00aBJICHHYIO TUIIEPCCHUIKY, IIEIKHUTE
0 HEH NpaBOl KHONKOW MBI, BbIOepuTe onuuio «l'mmepccbuika», a 3aTeM
JNEUCTBUE, KOTOPOE XOTUTE BBINOJIHUTH, — «MI3MEHUTH TUIIEPCCHUIKY» WA «Y JATUTh
TUTIEPCCHUIKY.

3.5.6 BcraBka nepeKpecTHON CCHLIKH

[lepekpecTHbIE CCBUIKM HCIIOJB3YIOTCA ISl CO3JaHUSl CCBUIOK, BEAYLIMX Ha
JIpYTUe 4acTU TOrO K€ JOKYMEHTa, HAlpUMEpP 3aroJIOBKU WJIM OOBEKThI, TAKUE KakK
JrarpaMMbl WA TaOauIlbl. Takue CChbUIKH OTOOPaXKaIOTCs B BUJIE TUIIEPCCHUIKH.

Co3naHue nepeKpecTHON CCbUIKHU

1. IlomecTure Kypcop B TO MECTO, KyJa Bbl XOTUTE BCTABUTH MEPEKPECTHYIO

CCBUIKY.
2. llepeiimute Ha BKIAAKY «CCBUIKM» BEpXHEHW IAHENM HWHCTPYMEHTOB H
HIEJTKHUTE 3Ha4OK [lepekpecTHas ccpuika O,
3. B orkpeiBmiemcsi okHe «llepekpectHas ccbuika» (Pucynok 64) 3anaiite

HE0OXO0IUMbIE TapAMETPHI:
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MepekpecTHan cceinka X

TN CChINKK BCTaBUTL CChINKY Ha
3aronoBok v || TEeKCT 3aronoeka v

v'| BCTaBWTb KaK MMNepCChiky

[INA KaKoro 3aronoska

PatoTa c (hopmynamu
PaboTa c aguarpaMmami

PaboTa c aBTourypamu

Pucynok 64 — Oxno «IlepekpecTHasi CCBIIIKa»

o B packpsiBaromemcs crucke «THIT CCBUIKMY) yKa3bIBaeTCs JJIEMEHT, Ha
KOTOPBIN TpeOyeTcst COCIaThCA:

* HymMmepoBaHHBII cIHCOK (YCTaHOBJIEH MO YMOJIYaHUIO),
=  3arojoBOK,

=  3aKkJaJKy,

=  CHOCKY,

= KOHIEBYIO CHOCKY,

=  VYpaBHeHue,

= @urypy,

=  Tabnuy.

o B packpeiBaromemcsa cnucke «BcCTaBUTh CCBUIKY Ha» YKa3bIBAe€TCs
TEKCTOBOE WJIM YHUCIOBOE 3HAYEHHE CCBUIKH, KOTOPYIO TpeOyeTcs
BCTaBUTh, B 3aBUCUMOCTH OT 3JIEMEHTAa, BBIOpaHHOTrO B MeHIO «Tum
cceUikn». Hampumep, ecnu BblOpaH mnapameTp «3arojaoBOK», MOXKHO
yKa3aThb CIEAYIOLIee CONEPKUMOE: TEKCT 3aroJIOBKa, HOMEP CTPaHMIIBL,
HOMEp 3aroJioBKa, HOMEp 3arojioBka (KpaTKWii), HOMEp 3arojioBKa

(mosnHbIit), Belte / HUXE .
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[lonHbINA CHHCOK JOCTYIIHBIX OHHI/Iﬁ B 3aBUCHMOCTH OT BbIGpaHHOFO THUIIA CCBIJIKH

npuBeacH B Tabmuua 3.

Tadoauna 3 — Onuuii B 3aBUCHMOCTH OT BHIOPAHHOI'0 THUINA CCHIJIKHU

BcraButh

Tun ccpuiku Onucanue
CCBUIKY Ha
Howmep
Bcrapnsier HoMep cTpaHMIbI IPOHYMEPOBAHHOTO DJIEMEHTA
CTpPaHULIBI
Howmep
Bcrasnser Homep ab3ana NpoHyMEpOBaHHOTO JI€MEHTa
a03ama
Homep BcraBnser cokpamieHHbIii Homep ab3ana. Ccbuika aenaercs
ab3ana TOJIBKO Ha KOHKPETHBIM 2JIEMEHT HyMEPOBAaHHOTO CIIUCKA,
(kpaTkwuii) Hanpumep, BMecTo «4.1.1» BBl ccblulaeTeCh TONBKO Ha «1»

IIponymepoBanublii  Homep

ab3ana Bcrasnser nonHslii Homep ab3ata, Hanpumep, «4.1.1»
(TIOJTHBIHT)
Texer BcrasnsieT TekcToBOe 3HaueHUE ab3aria, Hapumep, ad3ail
ab3ana Ha3biBaeTcs «4.1.1. IlonoxxeHus u ycnoBus», Bbl
cchuiaeTech ToMbKO Ha «I1o0KeHUs U yCIOBUS
BceTaBnsier TEKCT «BBIIIE» UIH «HUXKE» B 3aBUCUMOCTH OT
Berime/nmke
MTOJIOKEHUS AJIEMEHTA
Tekcr
Bcrapnsier Bech TEKCT 3aroyioBKa
3aroJjioBKa
Howmep
Bcrasnsier HoMep cTpaHUIlbI 3ar0JI0BKa
CTpPaHULIBI
Homep o
BcrasnsieT nopsiiKoBbI HOMEP 3arojoBKa
3arojioBKa
Bcrapisier cokpanieHHbIH HOMEp 3aroyioBka. Y 0eIuTech,
34T OIOBOK Howmep YTO KypCcop HaXOJUTCS B pa3/iene, Ha KOTOPBIN BbI
3aroJI0BKa CCBhLIAETECh, HAIPUMEP, BbI HAXOAUTECH B pazzeiie 4 u
(KpaTkwii) XOTHUTE COCNAThCS Ha 3arojoBOK 4.B, mosToMy BMECTO
«4.B» pesynbratom Oyzaet Toapko «By»
Homep .
Bcrapnsier moHbIi HOMEp 3arojoBKa, Jaxe eciu Kypcop
3aroJI0BKa
. HAXOJIUTCS B TOM K€ pasjielie
(TIOJTHBIH)
BceTaBisieT TEKCT «BBINIE» WM «HUXKEY» B 3aBUCHIMOCTH OT
Berime/nrmxke
MOJIOKEHUSI AJIEMEHTA
Teker
3akimagka BcTaBiseT Bech TEKCT 3aKJIagKU

3aKJIaKU



Twum cceuikn

CHocka

KonueBasg cHocka

Pucynok / Tabnuia

/ YpaBHEHHE
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BcraButh
CCBUIKY Ha

Howmep
CTpaHULIbI

Homep
ab3ara

Howmep
ab3ama
(kpaTKuii)

Howmep
a03ama
(TIOJIHBIN)

Brrme/amxe

Howmep
CHOCKH

Howmep
CTpPaHUIIbI

Brire/auxe

Howmep
CHOCKH

(popm)

Howmep
KOHIIEBOU
CHOCKH

Howmep
CTpaHULBI

Brite/auxe

Homep
KOHIIEBOU
CHOCKH

(popm)

Hazsanue
LETUKOM

[TocTostHHAS
qacTh U
HOMED

Omnucanne

Bcrapaser HOMCD CTpaHUIbI 3aKJIaJIKN

Bcrasnsier Homep a03ana 3aKkiajku

BcraBmnsieT cokpameHHbIit Homep ab3ama. Cceplika aenaeTcst
TOJIBKO Ha KOHKpCTHbeI DJICMCHT, HaHpI/IMep, BMECTO
«4.1.1» BBI cchUIaeTECH TOJIBKO Ha «1»

BcrapnsieT momHbIi HOMep ab3ana, Hanpumep, «4.1.1»

BcTaBnsieT TEKCT «BBIIICY UM «HUMKE» B 3aBUCUMOCTH OT
IIOJIOXKCHHUA 2JICMCHTA

BcTasnser Homep CHOCKH

BcraBnster HOMCP CTPpaHUIbl CHOCKHU

BcTaBisieT TEKCT «BBIIIEY UIIH «HIDKE» B 3aBUCUMOCTH OT
ITOJIOXKCHUS DJICMCHTA

Bcrasnsier HoMep cHOCKH, 0T(OPMATUPOBAHHON KaK
cHocka. Hymeparnius peaqbHbIX CHOCOK HE U3MEHSIETCS

Bcerasiisier Homep KOHIIEBOM CHOCKH

Bceranser Homep cTpaHULbl KOHIIEBON CHOCKHU

BcTaBnseT TEKCT «BBIIIC)» UM «HIDKE» B 3aBUCHMOCTH OT
IOJIOKCHUA 2JICMCHTA

Bcrapinsier HoMep KOHIIEBOW CHOCKH B (popMaTe KOHIIEBOI
cHocku. Hymepanius hakTuueckux npuMeyaHuii He
MU3MEHSIETCS

Bcrasiger monHbIil TEKCT

BcrapnsieT TobKO Ha3BaHUE W HOMEP 00BEKTa, HAPUMED,
«Tabmuma 1.1»
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BcraButh

Tun ccpuiku Omucanue
CCBUIKY Ha
Toapko
TEKCT BcTaBisieT TOJIBKO TEKCT Ha3BaHUSA
Ha3BaHUI
Homep BcrasnsieT HoMep CTpaHUIbL, COAEPKALIEH YKa3aHHbBIN
CTpaHUIIbI 00BEKT
BcTaBisieT TEKCT «BBIIIE) WA «HUKEY» B 3aBUCHUMOCTH OT
Brle/nmxe

ITOJIOKCHU DJICMCHTA

O YCTaHOBUTE TrajoyKy HampoTuB «BCTaBUTh KakK TUIEPCCBUIKY», YTOOBI
MPEBPATUTH CCHUIKY B AKTUBHYIO CCBUIKY.

O YCTaHOBUTE TajlouKy HanmpoTHUB «J{00aBUTH ci10BO "BhImIe" WK "HUKE")
(ecnu 1OCTYIHO), YTOOBI yKa3aTh IMOJIOKEHHE 3JIEMEHTa, Ha KOTOPBII
ccputaetech. PegakTop JOKYMEHTOB aBTOMAaTHYECKH BCTaBJISIET CJIOBA
«BBIILEY» WA «HIKE» B 3aBUCUMOCTH OT TOJIOKEHUS DJIEMEHTA.

O YcTaHOBUTE rajouky HanpoTuB «Pa3zienutesib HOMEpPOB», YTOObI yKa3aTh
paszenuTeNb B ToJjie cipaBa. Pazgenurenu HEOOXOTUMBI ISl TOTHBIX
KOHTEKCTHBIX CCBLIOK.

o B mnone «Jlng Kakoro...» NOPEACTaBIEHbI 3JIEMEHTHI, JOCTYIHBIE B
COOTBETCTBHH C BBHIOPAHHBIM THUIIOM CCBUIKH, HallpuMEp €CJIM BbIOpaH
BApUAHT «3arojoBOK», Bbl YBUJIUTE IOJHBIM CIHCOK 3arojioBKOB B
JIOKYMEHTE.

4. Haxwmute «BcTaBuTh», 4TOOBI CO3AaTh MEPEKPECTHYIO CCHUIKY.

YnajieHue nepeKkpecTHOM CChLIKHU

UTo0Bl yJanuTh MEPEKPECTHYIO CCBHUIKY, BBIOEpUTE MEPEKPECTHYIO CCBUIKY,
KOTOPYIO BBl XOTUTE YJIaJUTh, U HAKMHUTE KHOIIKY «Y TaTUThY.

3.5.7 BcraBka OyKBHIIBI

bykBuna — 3T0 mepBas OykBa ab3ama, KOTOpas HaMHOrO OoJibllie BCEX
OCTQJIbHBIX U 3aHUMAET B BBICOTY HECKOJIBKO CTPOK.

Jlns noGaBiieHUsT OYKBHIIBI:

1. YcraHoBuTe Kypcop B Ipesenax Hy>KHOTo ad3ana,
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2. llepeiigute Ha BKIaAKy «BcTaBka) BEpXHEW MaHENIN UHCTPYMEHTOB,

3. Haxwmute Ha 3Ha4OK BykBUIIa= Ha BEpXHEU MaHEIU UHCTPYMEHTOB,

4. B OTKpBIBIIEMCS BBITIAJIAIOIIEM CITUCKE BHIOEPUTE HYKHYIO OTIIHIO:

i

o B tekcre = — uT00OBI MOMECTUTH OYKBUILY BHYTpH ab3alia.

o Ha mosie = — 9T0OBI MOMECTHTH OYKBHILY Ha JICBOM TIOJIE.

0-CBOEM-CYyTU-PbIDaTEKCT-ABNSAETCA-a/IbTEPHATUBO
BbI3bIBaETY-HEKOTOPbIX /K0 AeN-Hea0yMeHue npu

oT-lorem-ipsum,-TeKcT-pbl6a-Ha-PyCCKOM-A3bIKE H:
M-NPUACT-HEMOBTOPMMBbIM-KOOPUT-COBETCKUX-BpeMeH.

Pucynok 65 — Ilpumep OykBHIIBI

[lepBplli cMMBOJ BBIOpaHHOTO ab3ara OyaeT mpeoOpa3oBaH B OyKBHILy. Ecim
Tpedyercs, yToObl OyKBHIIA BKJIOUajia B CeOsl elle HECKOJIbKO CUMBOJIOB, 00AaBbTE UX
BPYUYHYIO: BBIJIEIUTE OYKBUILY U BIUIINTE HY>KHbIE OyKBBI.

Uto0bl U3MEHUTH BUJ OYKBHIIBI (TO €CTh pa3Mep, TUII, CTHIb 0QOPMIICHUS WU
uBer umpudra), BbaeauTe OYKBY M MCHOJB3YWTE€ COOTBETCTBYIOIIME 3HAYKH Ha
BKJaJKe «l J1aBHas» BEpXHEU MaHEJIU UHCTPYMEHTOB.

Korpa OykBuila BblJIeJI€Ha, OHA OKPY)KE€HA «PAMKOI» (pamka — 3TO KOHTEHHeED,
KOTOPBIA HCIONB3YeTCs ISl TO3UIMOHUPOBAaHUS OyKBUIBI Ha CTpaHuUIE). MOXHO
OBICTPO U3MEHUTDH pPa3MEP PAMKH IyTEM MEPETACKUBAHUS €€ TPAHUI] UM U3MEHUTH €
MOJI0KEHHE C IIOMOLBIO 3HauKa % , KOTOPBII NOSIBISETCS MOCIIE HABEAEHUS Kypcopa
MBIIIIA Ha PaMKY.

YroObl ymamuTh A0O0ABIEHHYIO OYKBHUIY, BBIJCIUTE €€, HAXMUTE Ha 3HAYOK
«bykBuia» Ha BkIagke «BcraBka» BepXxHEW MaHEIM MHCTPYMEHTOB M BBIOGPUTE W3
BBINIAJAIONIET0 crucka onuuto «Hery.

UToOBI HACTPOUTH MAPAMETPHI T00ABICHHOW OYKBHIIBI, BBIACIUTE €€, HAKMUTE

Ha 3HA4YO0K «BYKBI/IHa» Ha BKJIAJKC «BcTaBkay» BGpXHGﬁ IMaHCJIM HMHCTPYMCHTOB U
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BBIOEpUTE U3 BBIMAAAI0NIero cnucka omniuio «Ilapamerpsl OykBHIlb». OTKPOETCS] OKHO

«bykBuIa» — NOMOTHUTENLHBIE TapamMeTpsl (PucyHok 66).

Sykauua - AONONHUTENbHBIE NapaMeTpbl

H-
MapameTpbl

LLipucpT
Calibri v

FpaHuUEIl ¥ 2anuBKa

I
i

Mons

BbICOTa B CTPOKaX PaccTosHUE 10 TeKCTa
3 3 ocm

PucyHok 66 — OxkHo «byKBHIIa — JONIOJTHUTEIbHBIE IIApaMETPbD)

Ha Bxnanke «bykBuiia» (Pucynok 66) MOXHO 3a7aTh CIIEIyIOITUE TapaMETPhI:

[Tonoxenue — HCMONB3YyETCS, YTOOBI M3MEHUTH PACIOJIOKEHUE OYKBHUIIBI.
Bribepute oniuio «B Texkcre» unm «Ha mosie» wiM HaXMHUTE Ha 3HAYOK
«Het», 4T00BI YIaIuTh OyKBHILY.

[pudT — ucnonb3yeTcs, 4TOOBI BEIOPATh MPUPT U3 CIIUCKA JOCTYHBIX.
BricoTa B CTpokax — MCHOJIB3YyeTCs, YTOOBI YKa3aTh, CKOJBKO CTPOK JODKHA
3aHUMaTh OykBHIla. MOXHO BBIOpaTh 3HaueHue ot 1 go 10.

Paccrosinne 10 Tekcra — UCHONB3YeTCs, 4YTOOBI YKa3aTh BEIUYUHY
CBOOOJTHOTO MPOCTPAHCTBA MEXKTY TEKCTOM ad3alla M PaBbIM KpaeM PaMKH,

OKpY>Karolen OyKBUILY.
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ByKBuUa - AONONHUTENEHEIe NapaMeTpPEl X

Bykeuua LLMpuHa rpanMy = ——— v LiBeT rpanuy -v

TpaHULbI ¥ 3aNMBKa LLlenkaiTe No CXeMe UMM UCONb3yHTE KHOMKK, YTOObI
BbIGpaTh rpaHuLbl

Nons

I o

Pucynok 67 — Bkinaaka «I'paHunsl U 3aJIMBKa)

Ha Brianke «I'panuubl u 3anuBkay (PucyHok 67) MOXHO 100aBUTH BOKpPYT
OyKBHIIbI TPAHUIIBI U HACTPOUTD UX MapaMeTphl. ITO CIEAYIOLIUE TapaMeTphl:
[Tapametpsl ['panuil (MprHA, BET U HAIMYUE U OTCYTCTBHE) — 3aJlaiTe€ TOJIIUHY
rpaHul], BEIOEPHUTE UX LBET U YKAXKUTE, K KAKUM T'paHUIaM (BEpXHEH, HIKHEH, JTEBOH,
IPaBOM WJIM UX COYETAHHUIO) Ha/10 IPUMEHUTh 3T apaMETPhl.

L{BeT pona — BeIOEpUTE 1IBET (hOHA OYKBUIIBI.

Bstnua - AONONHUTElbHbIE NapaMeTpbl

Bykeuua Caepxy Criesa

~ ~
0 cvill Ocm |,

FpaHMULI U 3anuBeka

CHu3y Cnpaga
oon oo ¢

o

Pucynok 68 — Bkaagka «Iloss»



104
RU.48324255.CJI(PT)-PII-B1.1

Ha Bxnaake «Ilons» (PucyHok 68) MOXKHO 3a/1aTh pacCTOSIHUE MEXKTy OyKBHUIIEH
U TpaHWIIAMH CBEpPXY, CHHU3Y, CJI€Ba M CIpaBa BOKPYr Hee (eCiau TpaHMIBl ObLIN
MIPEBAPUTEILHO JT00ABIICHBI).

[Tocne noGaBneHuss OyKBUIIBI MOXHO Tak)Ke H3MEHUTh TapaMeTpbl Pamkw.
YToOBI MOIYYUTHh K HUM JOCTYI, METKHUTE MPAaBOK KHOMKOW MBI BHYTPU PAMKH H
BBIOCpUTE B KOHTEKCTHOM MEHIO MYHKT «JlomOTHUTENbHBIE MapaMeTphl PaMKNY).

OTtkpoetcst OkHO «PaMka — JOOJTHUTENbHBIE TAPaAMETPhD».

Pamka - gononHUTeneHkeIe napamMmeTpel

Pamka MonoxeHue

FpaHULUL! ¥ 3anHEKa ? @

Mons S
LLnpHHa ABTO v 0.02cm [
BbicoTa ABTO v 0.02cm :

Mo ropuzoHTanu
OTHOCHTENBLHO

MonoxexHune Ocm v | | Cronbua v

PaccroaHue [o TekcTa 0cm :
Mo BepTHkanu

OTHOCUTENBHO
MonoxexHne Ocm v AbD3aua v

PaccrosHwe [0 TekcTa 0Ocm :

v MNepeMeLyarb C TEKCTOM

Pucynok 69 — Oxno «Pamka — 10no/THUTe/ILHBIE IAPAMETPbD»

Ha Bximanke «Pamka» MOXHO 3aaTh CIEAYIOIIME apaMETPHI:

e [Ilonoxkenue — wucmoyb3yeTcs, 4YTOOBI BBIOpaTh «BCTpOEHHBIN» WIH
«[TmaBarommii» cTuiib 00TEKaHUA TEKCTOM. MM MOKHO Ha)kaTh HAa 3HAYOK
«Het», 4T00BI yIaTUTh PaMKY.

e [llupuna u BeicoTa — HCHONB3YIOTCS, YTOOBI U3MEHHUTH Pa3MeEpPbl PAMKH.
[Tapamerp «ABTO» MO3BOJAET AaBTOMATHYECKH KOPPEKTUPOBATH pa3Mep

paMKH B COOTBETCTBUHU C pa3MepoMm OykBuilbl B Hei. [lapamerp «Touno»
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NO3BOJIIET 3a4aTh (uKcUpoBaHHble 3HaueHus. [lapamerp «MuHUMYM»
UCIIOJIb3YETCsI, YTOOBbI 3a/JaTh MHUHHUMAJIbHOE 3HAYEHUE BBICOTHI (IIpH
U3MEHEHUH pa3Mepa OYKBHUIIbI BHICOTA PAMKH M3MEHSETCS COOTBETCTBEHHO,
HO HE MOJKET ObITh MEHBIIIE YKa3aHHOTO 3HAUEHUS).

e [Ilapamerpsl «Ilo ropu3oHTaNM» HCHOIB3YIOTCS WM JJIE TOTO, YTOOBI
3aJaTh TOYHOE IOJIO)KEHHWE PaMKH B BBIOPAHHBIX €JAMHULIAX H3MEPEHUs
OTHOCHUTENIBHO TOJs, CTPAaHULBl MM CTOJOLA, WM AJI1 TOTO, 4YTOObI
BBIPOBHSTH PaMKY (CJi€Ba, 0 UEHTPY WM CIPaBa) OTHOCUTEIBHO OJHOU U3
ATUX ONOPHBIX TO4YeK. MOXXHO Takke 3anarbh «PaccrosiHue A0 TEKCTa» 1o
TOPU3OHTAIM, TO €CTh BEJIMYMHY CBOOOJHOTO MPOCTPAHCTBA MEXKIY
BEPTUKAJIBHBIMU TPAHULIAMH PAMKH U TEKCTOM ad3aria.

o [lapamerpsl «Ilo BepTHKAIW» UCIOIB3YIOTCS WX AJIS TOrO, YTOOBI 33aTh
TOYHOE IIOJIOXKEHHE paMKU B BBIOpAHHBIX €IMHULAX HU3MEPEHUs
OTHOCHUTENIFHO TIOJsI, CTpPaHWIBI WM a03ana, WIA JUisi TOTO, YTOOBI
BBIPOBHSTH PaMKY (CBEPXY, 10 LIEHTPY WM CHU3Y) OTHOCHUTEJIBHO OJHOU W3
ATUX OMOPHBIX To4YeK. MOXXHO Takke 3anath «PaccrosiHue A0 TEKCTay Mo
BEPTUKAJIA, TO €CThb BEJIMYUHY CBOOOJHOTO MPOCTPAHCTBA MEXAY
TOPU30HTAJIBLHBIMU I'PAaHULIAMU PaMKH U TEKCTOM ab3ara.

o [IlepemMemaTh ¢ TEKCTOM — ONpeNeNsdeT, OyJIeT M NepeMeIaTbcs paMKa
IpU NepeMeleHnH ad3aia, K KOTOpOMY OHa IpUBsI3aHa.

Ha Bknaakax «I'panunsl u 3anuBka» U «Iloss» MOXXHO 3a7aTh T€ ke camble

napamMeTpbl, 4YTO W Ha OJHOMMEHHBIX BKJaJKax B OkHe «bykBHma» —

AOITIOJIHUTCIIBHBIC IIapaMCTPBhI.

3.6 /leiicTBUS HaJ 00bEKTAMM

3.6.1 BcraBka Ta0JauIL

J1st BCTaBKY TaOJIUIBI B IOKYMEHT:

1. YcranoBuTe Kypcop Tam, TJie HaJ0 Pa3MECTHTh TaOIHILy,

2. llepeiinute Ha BKIaAKy «BcTaBka) BEpXHEW MaHENIN UHCTPYMEHTOB,
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3. Haxmure 3Hauok «Tabnuiia» Ha BepXHEW MaHeIu HHCTPYMEHTOB,
4. BeiOepuTe ONMIMIO AJI CO3/IaHUS TAOHIIBL:

o Tabmuiia co CTaHAAPTHBIM KOJIUYECTBOM sideek (Makcumym 10 Ha 8
sueek). Ecnu tpeOyercs ObICTpO 100aBUTH TAaOJHUITy, MPOCTO BBIJICIUTE
MBIIIBI0 HYXHO€ KOJUYECTBO CTPOK (MakCUMyM §8) U CTOJOLIOB
(makcumym 10).

o Ilonw3oBatennckas Tabnuia. Ecnu HyxHa Tabnuua 6osbiie, yeM 10 Ha 8
sueek, BbIOepuTe ommuio [lomb3oBaTenbckas TabmUIA, TMOCIE YETro
OTKPOETCS OKHO, B KOTOPOM MOXHO BPYYHYIO BBECTH HYKHOE

KOJIHUYCCTBO CTPOK U CTOJ'I6LIOB COOTBCTCTBCHHO, 3aTCM HAXKaTb KHOIIKY

«OK».

Pasmep Tabnuue!

KonuyecTso cTonoLos e 2

RONWYECTBO CTPOK 14 :

Pucynok 70 — OxHo «Pa3mepsbl TadaMLbI»

o Ecnmu TpeOyercss HapucoBaTh TaONMIly C MOMOILIBIO MBIIIH, BbIOEpUTE
onuuio «HapucoBare Tabmuiy». OTO MOXKET OBbITH IMOJIE3HO, €CIIU
TpeOyeTcsi co37aTh TaOJUIly CO CTPOKAMH M CTOJIOIAMH pPa3HOTO
pa3smepa. Kypcop Mblmm mnpeBpaTUTCs B KapaHIalll & . Hapucyiire
MPSIMOYTOJIbHYIO (UTYpY TaM, /e TpeOyeTcs 100aBUTh TabJHUIly, 3aTeM
N00aBbTE CTPOKH, PUCYS TOPU3OHTAIbHBIC JIMHUU, W CTOJOIBI, PUCYS
BEPTUKAJIbHBIC JIMHUH, BHYTPH KOHTYpa TaOJIUIIbI.

o Ecnu tpelyercs mnpeoOpa3oBaTh CYIIECTBYIOIIUA TEKCT B TaOIuILy,
BbIOepuTe QpyHkumio «[IpeodpasoBarh TekcT B Tabmuily». JTa QyHKUIUA
MOXKET OKa3aThCs MOJIE3HOM, €CIIM Y BaC YK€ €CTh TEKCT, KOTOPBIA HAJ0

npeodpazoBath B Tabnuiyy. OxHo «lIpeoOpa3zoBarh TEKCT B TaOJHILY»

conepxut 3 pasnena (Pucynok 71):
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MpeoBpazoBaTe TEKCT B TabNMuy

PasmMep Tabnuubl

~

CTonbil 118

CTpokM
AeTonoaGop WHPHHEI CTONGLOB
® OUKCUPOBAHHAA WWpKMHA cTonbua

~

ABTO
ABTONOAOOP NO COAEPHUMOMY

ABTONOAGOP NO LWHPWHE OKHA

Pasgenurens TekcTa
® Ab3aubl
Tabynauma
TO4KHM C 3aNATLIMM

Apyro

Pucynok 71 — OxHo «IIpeo6pa3oBaTh TEKCT B TA0JIHUILY»

Pazmep tabnuiel. Beibepute HE00X01uMOE KOJIMYECTBO
CTOJIOIIOB/CTPOK, B KOTOPBIE Bbl XOTUTE MOMECTUTH TEKCT. J{J1s1 3TOrO
MO>KHO MCITIOJIb30BaTh KHOMKH CO CTPEIIKaMHU BBEPX/BHU3 WU BBECTH
UX KOJIMYECTBO BPYUHYIO C KJIaBUATYPHI.

ABTONOI00p MIUPUHBI CTOJIONOB. BhIOEpHTE HYKHYIO OMIIUIO, YTOOBI
HACTPOUTH MOBEJIEHNE TTOITOHKU TeKcTa: « DUKCUpOBaHHAS TUPUHA
cTOJIOIAY (10 YMOJIYAaHHUIO YCTAHOBJIEHO 3HAUEHUE «ABTO». MOKHO
UCTOJIb30BaTh KHOMKH CO CTPEJIKaMu BBEPX/BHHU3 WJIK BBECTU
3HAUYCHUE BPYUHYIO C KJIIABHATYPHI), «ABTOMOI00p MO
COZIEPKUMOMY» (ILIMPUHA CTOJIOA COOTBETCTBYET AJIMHE TEKCTA),
«ABTOTIOOOP IO MIUPUHE OKHAY (IITMPUHA CTOJIOIa COOTBETCTBYET
HIMPUHE CTPAHUIIBI).

Pa3penurens Texcra. Beioepure Hy )KHYIO OILHIO, YTOOBI YCTAHOBHUTD
THUII Pa3JeNUTeNs Uil TeKCTa: «Ab3amwny, « Tabynsmusy, « Touku ¢

3anAThIMU» U «/[pyroe» (BBenuTe sxenaeMblid pa3aeanuTellb

BPYUYHYIO).
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* Haxmure «OK», 4To0bI mpeoOpa3oBaTh TEKCT B TAOIUILY.

o Ecnu Ttpebyercss BcraButh Tabmuny kak OLE-oObekt (Pucynox 72):
BbIOCpUTE ommuio «BcTaBuTh Tabmuiry» B MeHio «Tabmuiia» Ha BKIIagKe
«BcTaBkay — MOSIBUTCSI COOTBETCTBYIOIIEE OKHO, B KOTOPOM Bbl MOKETE
BBECTH HYXXHBIE JaHHbIE U OTQOpMATHpPOBaTh MX, HCIOIB3YS
UHCTPYMEHTHl (opMatupoBanus Penakropa 3IeKTpOHHBIX TaOMIMIL,
Takhue Kak BbpIOOp mipudTa, TUNA W CTUIS, HACTPOMKA YHCIOBOTO
dopmata, BcTaBka GyHKIHUH, (opMaTUpOBaHHbIE TAaOIUIBI U TaK Janee
— B IIallKe B IMPaBOM BEpPXHEM YIJy OKHAa HaXOAUTCS KHOIKA
Bugumas obmacte @ . BeiOepure omiuio «PemakTupoBaTth BHAMMYIO
00JacThy», 4T0OBl BBIOpaTh 00J1aCTh, KOTOpas Oy/neT oToOpa)xkaThCs MpuU
BCTaBKE 00BEKTA B MPE3CHTALINIO; IPYTHE NaHHBIE HEe OYIyT MOTEPSHBI, a
npocto OynyT ckpeiThl. Korga oOnacte Oyner BblIeleHa, HAKMHTE
KHOTIKY «I'0TOBO» — BBIOEpHTE ommuto «lloka3aTh BUIUMYIO 00JIACTh,
4yTOOBl YBHUJETh BBIOpAaHHYIO 00JIacTh, y KOTOpOil Oyner romyOas
rpaHulla — KOrja Bce OyleT roToBo, HAXXKMHUTE KHOINKY «COXpaHUTh U
BBINTH.

5. Tlocne Toro, kak Tabnuia Oyaer 106aBIeHa, MOKHO U3MEHUTD €€ CBOMCTBA U

ITOJIOKCHHUC.
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PepakTop Tabnuy

[naeHaA Bcraexa Maxer Pucosaxne ®opuyna NaHHuie Ceopxan Tabnmya Bupg
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CoXpanMTh W ELINTH 3aKpbiTh

Pucynok 72 — Jlo6aBJsienue tadaunbl, kak OLE-00bexTa

YtoObl M3MEHHUTH pa3Mmep TaOJUIlbl, HABEAUTE KypCOp MBI Ha Mapkep B
MpaBOM HUKHEM YTJIy M MEepeTacKUBaWTEe €ro, rmoka Tadjauiia He JOCTUTHET HY>KHOTO

pasmepa (Pucynok 73).

&

4

Pucynok 73 — U3meHenne pa3mepa TadJIMubl

Taxke MOXHO BPYYHYIO HM3MEHUTH IIMPUHY OIPEICICHHOTO CTOJO0IAa WIH
BBICOTY CTpOoKHM. HaBenure Kypcop MbIIIM Ha MPaBylO TpaHUIly CTOJOLA, YTOOBI
Kypcop IpeBpaTHiICsS B ABYHANPABICHHYIO cTpenKy <l , u meperammure rpaHniy BieBo
WM BIPaBO, YTOOBI 3a/laTh HYXKHYIO MIUPUHY. UTOOBI BPYYHYIO HM3MEHHUTH BBICOTY

OTJIEJIBHOM CTPOKH, HAaBEAUTE KYypCOP MBIIIM HAa HUKHIOK T'PAaHHUIy CTPOKH, YTOOBI
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+
KypCOp IPEBPATUIICS B IBYHAIIPABICHHYIO CTPEJIKY ¥, U IIEPETAIINUTE TPAHULLY BBEPX

WA BHU3.

YtoObI epeMecTuTh TabJIUIly, yAepKUBANTE MapKep 1 g meBoM BEPXHEM YTy
Y MEPETAIIUTE €T0 HA HY’KHOE MECTO B JOKYMEHTE.

K tabnuiie Takxe MOXKHO 100aBUTh MOANKUCH (TToApoOHee B 11. 3.6.8).

Bolaesienue Ta0auIbI WM €€ YaCTH

UToOBI BBIJICUTH BCIO TAOIHITy, HAOOKMUTE HAa MapKep B JICBOM BEPXHEM yTIIy.

YToOBl BBIAEIUTHh ONPEACICHHYIO SUYEHKY, MOJBEINUTE KypcOp MBIIIK K JIEBON
JacTH HY)KHOM SYCHKH, 4TOOBI KypCcOp MHpEeBpaTHICSd B YEPHYIO CTPEIKy #., 3aTeM
IICJIKHUTE JIEBOM KHOITKOM MBIIIIH.

YToObI BBIJIEIUTH OMPEACIICHHYIO CTPOKY, MOJBEAUTE KypCOpP MBI K JIEBOM
rpaHuIle TaOMUIBI PSJOM C HYKHOH CTPOKOM, 4YTOOBI KypcOp MpEeBpaTHIICS B
TOPU30OHTAIBHYIO UEPHYIO CTPEJIKY ™, 3aTEM ILIEJIKHUTE JIEBOM KHOMKOM MBIIIH.

YToOBl BBIACIUTH OMPENCIECHHBIN CTONOeI, MOABEAUTE KYpCOp MBI K

BEpPXHEH TpaHUIE HYKHOTO CTOJOIa, YTOOBI KypCcOp MPEBpPaTUIICS B HAMPaBICHHYIO

BHH3 YEPHYIO CTPEIIKY ", 3aTeM IIEJIKHUTE JIEBOM KHONIKON MBIIIIH.

MOKHO TakXe BBIIECIHUTh SYEHKY, CTPOKY, CTOJOEI] WU TaOJIHIy C MOMOIIBIO
OMIIMI KOHTEKCTHOTO MEHIO uiu pasfena «CTpOKH U CTONObD Ha TpaBol OOKOBOU
MTaHEIN.

HN3menenue napaMeTpoB Ta0 MBI

HekoTopsie cBoiicTBa TaOJHMLbI, @ TaKXke €€ CTPYKTypy MOXHO H3MEHHUTH C
ITOMOIIBI0 KOHTEKCTHOTO MEHIO. MEHIO COIEPKUT CIAEAYOLINE ITyHKTHI:

e BeIpe3arb, KONUpOBaTh, BCTABUTb — CTAHAAPTHBIE OMNIUH, KOTOPbIE
UCIIOJIB3YIOTCS  JUIA  BBIPE3aHHs WM KONMPOBAHMS  BBIJIEICHHOIO
TEKCTa/00BbEKTa U BCTABKU PaHEE BbIPE3aHHOI0/CKOMMPOBAHHOTO (hparMeHTa
TEKCTa WK 00BEKTa B TO MECTO, TJIe HAXOAUTCS Kypcop.

e Brigenuts — UCHOIAB3YETCS Ul BBIAEICHUS CTPOKH, CTOJOLA, STMEWKH WM

TaOJTULIBL.
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o Jlo6aBuTh — WCHONB3yeTCA JJII BCTABKU CTPOKH BBINIC WM HUXKE TOU
CTPOKH, B KOTOPOM HAXOJIUTCS Kypcop, a TakKe JJig BCTAaBKU CTOJOLA clieBa
WIH CIIPaBa OT TOro CTOJNOIA, B KOTOPOM HAaXOJIUTCA KypCop.

Takke MOKHO BCTaBUTh HECKOJIBKO CTPOK WU cTOJIONOB. [Ipu BeIOOpE omimu
«HeckosbKo CTPOK/CTONIOIOB» OTKPOETCSl OKHO «BcTaBuTh HecKoabKO». BoiOepure u3
crucka onuio «Ctpoku i CTONOIBDY, YKAKUTE KOJUYECTBO CTPOK MM CTOJIOIIOB,
KOTOpbIe TpeOyeTcss n00aBUTh, BbIOEpUTE, Tae HuX TpeOyercs mpo00aBuTh: «Han
Kypcopom» niu «llox kypcopom» u HaxmuTe KHONIKY «OK».

e V@manuTh — WCTHONB3YETCA IS yNaJeHUs CTPOKH, CTOJOIA, TAOJHIIBI WA

sueek. [Ipu BeIOOpe onun «S4eiikm» OTKPOETCS OKHO «YaIuTh SUYSUKNY,
B KOTOPOM MOXXHO BBIOpaTh, TpeOyeTcs U yAanuTh S4elku co CIBUTOM
BJIEBO, « Y JAJIMTH BCIO CTPOKY» WIH «Y JAIIUTh BECh CTOJIOCI.

e OObBEIUHUTH SYEHKHU — DTOT MYHKT JOCTYIEH MPU BBIICICHUU JABYX WIIU
0oJee sTYeeK U UCIOJIb3YETCs ISl UX 00ObEeIUHEHHUS.

Taxke MOXHO OOBEIUHUTH SYCHKH, OUYUCTUB TPAHUILY MEXKIYy HHUMH C
NoMoIbl0 MHCTpyMeHTa «Jlactuky». s sTroro Haxmure 3Ha4yok «Tabnuia» Ha
BEpXHEW TMaHeId WHCTPYMEHTOB, BBIOEPUTE MNYHKT MEHIO «OUUCTUTH TaOIUILY».
Kypcop MbIIi mpeBpaTtutcs B JIaCTHK < . HaBeauTe Kypcop MBIIIM Ha TPaHHILY
MEXy STYeHKaMu, KOTOpbIe TpeOyeTcs 00beAMHUTD, U OUUCTHUTE €€.

e Paznenuth g4€iKy... — UCMONB3YETCA U1l BBI30BAa OKHA, B KOTOPOM MOKHO
BBIOpaTh HYXHOE KOJHUYECTBO CTOJOIIOB M CTPOK, Ha KOTOpoe Oyner
pas3zesieHa ssuerKa.

Taxxe MOXHO pPa3ACNUTh SYCHKY, HAPHCOBAB CTPOKU WU CTOJIONBI C IOMOIIBIO
uHctpymenrta «Kapannammy. [{ns aToro Haxkmute 3Havok Tabnuila Ha BEpXHEW MaHenu
WHCTPYMEHTOB, BBIOEPUTE MTYHKT MEHIO

e HapucoBars T1abmumy. Kypcop MbIId IpeBpaTtuTcs B KapaHmami € .

Hapucyiite ropu3oHTalbHYIO JIMHUIO [JJ CO3JaHUSl CTPOKH  WIIH

BEPTUKAJIbHYIO JIMHUIO JUISl CO3JJaHuUs CTOIOLA.
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BBIpOBHATE BBICOTY CTPOK — HCIOJIB3YETCS JJIi U3MEHEHHs BBIICICHHBIX
S4eeK TaKUM 00pa3oM, 4TOOBbl BCE OHM MMEIHM OJMHAKOBYIO BBICOTY, 0e€3
W3MEHEHUsI O01IEeH BHICOTHI TAOJIUIIBI.
BBIpOBHATP IIMPHHY CTOJIOLOB — MCHOJB3YeTCAd JUII  U3MEHEHMS
BBIJICJICHHBIX SYEEK TaKUM 00pa3oM, 4yTOObI BCE OHM MMEIH OJIMHAKOBYIO
HIMPUHY, 0€3 U3MEHEHHSI O0IIeH IUPUHBI TAOIHIIBL.
BeptukanbHoe  BbIpaBHUBaHME B  sUEMKax —  HCHOJIB3YyeTCA  JJIA
BBIPABHUBAHUS TEKCTAa B BBIJCJICHHON SYEKEe MO BEpXHEMY Kparo, LIEHTPY
WIN HIJKHEMY Kparo.
HampaBnenue TekcTa — UCMONb3YEeTCs U1l U3MEHEHUsI OPUEHTALUN TEKCTa B
suerike. TeKkcT MOKHO pacIoIOKUTh 110 TOPU3OHTAIH, IO BEPTUKAIH CBEPXY
BHU3 (IloBepHYTH TeKCT BHHM3), WIM [0 BEpPTUKaJIUM CHHU3Y BBEpPX
(IToBepHYTH TEKCT BBEPX).
JlomoTHUTENbHBIE TTapaMeTPhl TaOIUIBI — UCIOJB3YeTCA JUIsl BhI30Ba OKHA
«Tabnuna — TONOJHUTENBHBIE TAPAMETPHIY.
['unepccebuika — UCTIOAB3YETCS AJI1 BCTABKH TMIIEPCCHUIKH.
JlomoyHUTENbHBIE TapaMeTphl ad3alla — MCMONb3YeTCs ISl BhI30BA OKHA

<<A63au — JOIIOJIHUTCIIBHBIC ITAPAMCTPBD).
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Crpoxn Cronbubi
v 3aronoBok v [epebii

Mroroean MocnegHum
v UYepenoeats YepenoBaTe
Mo wabnowuy

CTHNb rpaHmny

Buibepwute rpaHnLbl, K KOTOpbIM HAZO
NPUMEHUTL BbiDpaHHbIK CTUNB

a3 + [
EHiLHEH&SEBES

Liser croxa x‘// v

mﬁ Ctporkm 1 ctonBupl ~

Pasmepbl CTPOK u cTonGUoB
BricoTa 0.37cm . _IL

UWiupwuHa 825¢cm |
[oGasuTe Gopmyny

MoBTOPATL KaK 3aronoBoK Ha
Ka¥10M CTpaHuue

J-,Eg_l MNpeobpasosate Tabnuuy B TEKCT
JononHUTENbHBIE NapaMeETPi

Pucynok 74 — JlonosiHUTEIbHBbIE MAPpAMETPbI TA0JIUIIbI

CpoiicTBa TaOIUIIEI MOKHO TAKYKe M3MEHUTH Ha MPaBOil OOKOBOI MaHEeH:
Ctpoxkn u CToa0ubl — UCIOIB3YIOTCS JUIs BbIOOpA TEX 4YacTeil TaOJIMIIbI, KOTOPHIC
HE0OXOINMO BBIACIIUTD.

Jnst cTpok:

O 3aronoBOK — JIJIs BBIACJIEHUS IEPBOM CTPOKHU
o HroroBast — 115 BbIICJICHUS MTOCIEIHEN CTPOKHU

o YepenoBaTh — JUisl BBIJICJICHUSI CTPOK YEPE3 OJIHY
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Jlnst cTono1oB:
o IlepBblii — 1151 BBIACICHUS TIEPBOTO CTOIOIA
o Ilocnemuuii — I BBIAEIEHNS OCIEIHETO CTOIOMA
o YepenoBath — JJIs1 BBIJICJICHUS CTOJOIIOB Yepe3 OUH

e [lo madéaoHy — UCTIOJIB3YETCS JIJIs1 BHIOOPA OJTHOTO U3 JOCTYITHBIX 11a0JIOHOB

e CrTuib rpaHull — HUCIOJB3YETCS JJisl BbIOOpA TONIIMHBI, 1IBETA U CTHUIIA
TpaHMIL, a TAaKKe 1BeTa (PoHa.

o Crpokm HW CTOJAOUBI — HCMOJB3YETCS JJIS BBINOJHEHUS HEKOTOPBIX
omnepaiuil ¢ TabJIUICH: BbIICICHUS], YIAJICHUs, BCTABKU CTPOK U CTOJIOLIOB,
00BbETMHCHUS SUCCK, PA3CICHUS SUCHKHU.

e Pa3Mepbl CTPOK M CTOJOIOB — HCMOJB3YETCS 11 U3MEHEHUS IIUPUHBI U
BBICOTHI BBIJICJICHHOW sYEHKU. B 3TOM pasaene MOXHO Takke BBIpOBHSATH
BBICOTY CTPOK, UTOOBI BCE BBIJICIICHHBIC SUYCHKH MMEIN OJTMHAKOBYIO BBICOTY,
uiu BeIpOBHATH MIMPUHY CTOJIOIIOB, YTOOBI BCE BBIJICJICHHBIE STYCHKU UMEIH
OJIMHAKOBYIO LIIUPHUHY.

e Jlo0aBUTH (hopMYJy — HCIIOJIB3YETCS IS BCTAaBKH (POPMYJIbI B BHIOpaHHYIO
STYCUKY TaOJIHIBI.

o IloBTOpPATH KAaK 3aroJIOBOK HA KAXKI0H CTPaHMIE — B JUIMHHBIX TaOJIUIIaxX
UCIIOJIB3YETCSl 1L BCTABKM OJTHOM M TOW K€ CTPOKHM 3arojoBKa HaBEPXY
Ka)XJ0M CTpaHUILIBI.

e JlomosIHUTEJIbHBIE TMapaMeTPbl — MCIOJB3YETCAd [JI1 BbI30BA OKHA
«Tabnuma — TOTOIHUTEIBHBIC TAPAMETPHI.

HN3MeHeHnE TOMOJTHUTEIBHBIX IAPAMETPOB TA0IMIbI

YTtoObl H3MEHUTH JOMOJHUTENIbHBIC TapaMeTpbl TaOIUIbI, UICJIKHUTE IO

TaOJIUIle TPABOM KHOIMKOW MBIIIM M BBIOEPUTE W3 KOHTEKCTHOTO MEHIO ITYHKT
«JlomomHUTEILHBIE MapaMeTphl Ta0IUIL. Vmu HaXKMUTE CChUIKY «JlOTOJHUTEIbHBIC
napaMeTpe» Ha TMpaBoll OOkOBOM maHenn. OTKPOETCS OKHO CBOWMCTB TaOJIUIIbI

(Pucynox 75):
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Tabnuua - QONONHUTENEBHBIE NapaMeTpbl

Tabnuya Pasmep Tabnuukl

sveiika LLnpuHa EAWHMLbI

FpaHuLEl U (pOoH -
v ABTONOODOp pasmMepos No COOepKUMOMY

MonAa A4YelkM No YMOM4YaHHIo
O6TeKaHWe TEKCTOM

Ceepxy Cnesa
AnNETepHATHEHBIA TeKCT 0 cvig 0.19¢cm .
CHu3y Cnpasa
Ocm . 0.19¢cm .
NapameTpei

MIHTEPBANBI MEXIY AYEeHKaMK

Pucynok 75 — JlonoJiHuTe IbHbIE MAPaMeTPbI TA0JIHLbI

Ha Bxnanke «Tabnuia» MOXKHO U3MEHUTH CBOMCTBA BCEH TaOIUIIBI.
Paznen «Pasmep TabauIbDy COACPKUT CIACAYIOUIUE TApAMETPHI:

o [lupuna — 0O YMOJYAHMIO IIUPUHA TaONMIBI aBTOMATHYECKU
MOATOHSETCS O IUPUHE CTPAHUIBI, TO €CTh TaOJHUIla 3aHUMAET BCE
MPOCTPAHCTBO MEXAY JIEBHIM U TMPABBIM MOJSIMU CTPAHUIBL. MOXKHO
YCTaHOBUTh H3TOT (JIaKOK M yKa3aTh HYXKHYIO IIMPUHY TaOJIULIbI
BPYYHYIO.

o Ommuusa «EnuHune» MO3BONIAET yKa3aThb, HAIO JM 3a/laBaTh IIUPUHY
TaOJIUIIBI B a0COJIFOTHBIX SIMHHUIIAX, TO eCThb
Cantumerpax/Ilynkrax//oiimax (B 3aBUCUMOCTH OT TOTO, KaKoOU
napameTp ykaszaH Ha BkJajke Daitn — J[onoJHUTENbHBIE TapaMeTpBhl...)

uiu B [IpouenTax ot 00111el MHUPUHBI CTPAHULIBI.
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o ABTONOA00p pa3MepoB IO COACPKUMOMY — pasperiacT aBTOMATHYECKU
M3MEHATh IIUPUHY KaXJOT0 CTOJIOAa B COOTBETCTBUU C TEKCTOM BHYTPH

€ro A4YCCK.

\J
# Tpumeuanue

MOoXHO Takke peryjJupoBaTh pasMepbl TaONMIIbI, MU3MEHSS BBICOTY CTPOK U IIMPUHY
cTos010B BpyuHyto. HaBenuTe ykas3arenb MBIIIM Ha TPAHUILY CTPOKU/CTONOIA, YTOOBI OH
MIPEBPATWIICS B JBYCTOPOHHIOK CTPENKYy, M Heperamure rpaHuiy. Kpome Ttoro, MoxxHo
UCTIOJIb30BaTh MapKepbl Ha TOPU3OHTAIBHOM JIMHEHKe /1151 U3MEHEHUS! IUPHUHBI CTOJIOOB U
MapKepbl Ha BEPTUKAIbHOM JIMHEWKE JIJI1 N3MEHEHUS BBICOTHI CTPOK.

Paznen «llong s4erky MO yMOJIYAHUIO» ITO3BOJISIET PETYIMPOBATh PACCTOSHUE
MEXIY TEKCTOM BHYTPH SUYCUKH U TPAHUIIAMU STYEHKHU. 110 yMOI4aHUIO yCTaHOBIICHBI
CTaHJApPTHbIE 3HAYCHUs (3HAYEHUS, HUCIOJIb3YEMbIE IO YMOJYAHUIO, TOXKE MOMKHO
W3MEHUTh Ha BKIIaJIKe « Tabnuiay), HO MOXHO CHATH (iiaxkok «Vcroap30BaTh MO 1O
YMOJTYaHHIO» U BBECTU HYXKHbBIC 3HAYCHUS BPYUYHYIO.

Paznen «Ilapamerpb» NO3BOISET U3BMEHUTH CICIYIOLIAMN ITapaMeTp:
o MHTepBasibl MeXay SYEHKaMU — pa3peliacT MCIOIb30BAHUE MEXIY
sueKaMl HWHTEPBAJIOB, KOTOpblE OyayT 3anuBaThCsi 1BeToM DoHa

TaOJIUILIBI.
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Tabnuua - gonoNHWTEeNbHbIE napamMmeTpkl

TaGnuuya Pazmep A4eHKn

el LLnpuHa B EOMHHLLbI
v SEERET] | | CaHTumeTp v

FpaHuubl U POH
MonA A4YedKn

MCcnonk30BaTh NONA NO YMOMYAHWIO
OB6TeKaHWe TEKCTOM

Ceepxy Cnesa
AnLTEPHATUEHBIA TEKCT 0.16cm 0.34cm |
CHu3y Cnpasa
0.16¢cm 034cm .

NapameTpbl AYEHKK

v'| MepeHoc TekcTa

Pucynok 76 — Bkaagka «Sueiika»

Ha Bknanke «Slueiika) MOXXHO M3MEHHUTH CBOMCTBA OTAEIBHEIX ssyeek. CHayana
HaJI0 BBIOpATh S4YEHKYy, K KOTOPOH TpeOyeTcss MPUMEHHUTh U3MEHEHHUSI, YUIH BBIACIHTH
BCIO Ta0JIMITy, YTOOBI U3MEHHUThH CBOMCTBA BCEX €€ sSUCeK.
Paznen «Pa3zmep A4elikm» COAEPKUT CIEAYIOMHNE TApAMETPBI:
o Onuus «IlllupuHay T1O3BOJSAET 3a7aTh MPEANOUYTUTEIBHYIO [UPUHY
A4ENKU. DTO pa3Mep, KOTOPOMY SiYEHKa CTPEMHUTCS COOTBETCTBOBAT,
XOTS B HEKOTOPBIX CIIy4asXx TOYHOE COOTBETCTBHE MOXKET OBIThH
HEBO3MOXXHO. Hampumep, ecim TEKCT BHYTPU SYEUKH MPEBBIIIACT
3aIaHHYI0 MIUPUHY, OH OYyJIeT NMEPEHOCUTHCS Ha CIECAYIONIYIO CTPOKY,
qTOOBI MPEANMOYTHUTEIbHAS MIUPHUHA SYSHKH OCTaBaach HECM3MEHHOM, HO
€CJIM BCTaBUTh HOBBIM CTOJOEIN, MNPEANOYTUTENIbHAsI IMIUPUHA OyaAeT
YMEHBIIICHA.
o Onuust «EnuHunby — MO3BOJISIET yKa3aTh, HAJO JIM 3aJaBaTh LIUPUHY

STYCHKU B a0COJIIOTHBIX CAUHUIax, TO CCTh
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Cantumerpax/Ilynkrax//Iofimax (B 3aBUCUMOCTH OT TOT0, Kakou
napameTp ykaszaH Ha BkJajke Daitn — J(onoJHUTENbHbIE TapaMeTPBL...)

win B [IporienTax ot oOmieit mupuHbI TaOIUIIb.

\J
# lpumeuanne

MOXHO TakKe pEeryJupoBaTh MIUPUHY SUYEUKH BPy4dHYr. UTOOBI caenaTh OTAEITBHYIO
sUeiKy B CTOJOIE IIMpPe MU yKe OOIel IMUPUHBI CTONOIA, BBIJCIUTE HYKHYIO SUCHKY,
HaBEIWTE YyKaszaTellb MBIIIM Ha €€ TMpPaByK TpaHHUIly, 4YTOOBl OH TIPEBpATHIICS B
JIBYCTOPOHHIOIO CTPEIIKY, 3aTeM TMepeTaniuTe TpaHully. UToObl M3MEHUTH IIHUPUHY BCEX
s;YeeK B CTOJIOIE, MCIOJIb3yHTe MapKepbl Ha TOPU3OHTAJIBHOW JWHEWKE ISl U3MEHEHUS

IIMPHHBI CTOJIOLIOB.

B pasznene «IlapameTpsl sUEUKN» MOKHO U3MEHUTH CIEAYIOLIUI ITapaMeTp:
o Onuusa «llepeHoc Tekcra» BKIIOYEHAa MO yMosdaHdio. OHa IMO3BOJSET
MIEPEHOCUTh TEKCT BHYTPU SYEMKH, MPEBBIIIAIONIMN €€ IIUPUHY, Ha
CIIEAYIOIIYI0 CTPOKY, YBEIMYMBAs BBICOTY CTPOKHM M OCTaBJIAsA LIUPUHY

CcT0JIOIa HEU3MEHHOM.

TaGnuua - gononHUTEnkBHEIE napameTpel

Tabnuua LLIMpHHa rpaHnL | - - W LIBET rpaHuy, -V

Avenrka i . N
LLlenkaiiTe No CXEMe WK MCNONb3YHTE KHOMKW, YToObI BLIOPaThL

rpaHrybl 1 NPUMEHWTE K HUM BblﬁQaHHblI:“l CTHINb
TpaHNLLI 1 (hOH

""" H

O6TeKaHWe TeKCTOM

ANETEPHATUEHBIN TEKCT

@OH AYEHKM v

PucyHnok 77 — Bkiaaaka «I'panuusl u ¢gon»
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Bxrnaaka «I"panutisl u GoH» COMEPKUT CIAEAYIONINE TApAMETPhI:
e [lapameTpsl rpanuiibl (IIMPUHA, IBET U HATMYKUE WM OTCYTCTBHE) — 3a/aiiTe
LIIMPHUHY TPaHUI], BBIOEPUTE UX LBET U TO, KAK OHU JOJKHBI OTOOpaKaThCs B

SIYEUKaXx.

g
# Tpumeuanne

Ecmu PECIINIIN CKPBITh I'PAHUIIBI Ta6J'II/IIII>I, Ha)XaB KHOIIKY HJIM OTKJIIOYMB BCC I'paHUIBI
BPYYHYIO HAa CXEMC, B JOKYMCHTC OHU 6y,ZLy'T 0003HaYEHBI IIYHKTUPOM. YToOBI OHH COBCEM
HCYC3JIM, HAXXMUTC 3HAYOK «HEIICYATACMbIC CHUMBOJIBI» Ha BKJIAJAKEC «TJIaBHasI» BerHeﬁ
MaHCJI UHCTPYMCHTOB U BLI6epI/ITe OIIIMHUIO «CKPBITHIC I'PAHUIIBI Ta6J'II/II_[»

TaGnuua - QonoNHKUTEeNbHbIE NapaMeTpbl X
Tabnuua Mo ropu3oHTanNK
ihilking Beipaerusanne OTHOCHTENBHO
MpaHnubl u (PoH
Monowexne cnpasa oT

L] Ocm ~ Mons
:

Mo sepTMKanm
O6TexaHme TEKCTOM

Buipaenueatne OTHOCHTENbHO
ANbTepHaATHBHBIA TEKCT CBep MonA
Monoxexne HItKE
& 516cm MonA
MapameTpbl
MepemelwaTs ¢ TEKCTOM v Paspewnts nepexpoitie

~ox -

Pucynok 78 — Bkaaaka «IloJio:keHue Ta0JuubDy

Bxnanka «Ilonoxenue TabiuLbD» AOCTYNHA TOJIBKO B TOM Cilyyae, €ClIM Ha
BKianke «OOTexkaHue TekcToM» BblOpaHa onuus «llmaBaromas Ttabmumay. Ota
BKJIQJIKa COJEPKUT CIAEAYIOIINE ITapaMETPhI:

e [lapamertpsl pasaena «llo ropusoHTanm» BKIIOYAIOT B c€0s1 BHIPABHUBAHHE

TabauIkl (10 JIEBOMY Kparo, MO LEHTPY, MO MPaBOMY Kpar0) OTHOCHUTEIIHHO
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HOJIs, CTPAHULBI WJIM TEKCTa, a TAaKXKe MOJIOKEHHE TaOJIMLbI CIpaBa OT MOJIs,

CTPAHMIIBI MU TEKCTA.

[Tapametpsl pasgena «Ilo BepTukamu» BKIIOYAOT B ceOsl BbIpAaBHUBAHUE

Tabauikl (M0  BEepXHEMY Kpaio, IO IIEHTPY, II0 HIDKHEMY Kparo)

OTHOCUTEJIBHO TOJIS, CTPAHULBI WM TEKCTa, a TaKXKE€ MOJIOKEHUE TaOIUIbI

HUOKE T10JIs, CTPAHUIIBI WU TEKCTA.

B pasznene «IlapameTpbn» MOXKHO U3MEHUTH CIEAYIOLIUE TapaMeTphI:

o Omuusa «llepememate ¢ TEKCTOM» ompeaenser, Oyaer iu Tabauna
NEepPEMEIIATHCS BMECTE C TEKCTOM, B KOTOPBI OHA BCTABJICHA.

o Onmus «Pa3pemnth nepekpbITHE» ONpeAenseT, OyayT JU JBE TaOJULbI
OOBEAUHATHCA B OAHY OOJBIIYIO TaONMIy WM NEPEKPbIBATHCS, €CIIU

MEePEeTAUTh UX OJIM3KO APYT K IPYTy Ha CTPAHUIIE.
Tabnuua - AONONHUTENEHEIE NapaMeTphl X

TaGnuua CTUNL OGTEKAHWUA

Avenka

LAR])
[11ET}

MpaHuubl W oH
BbipaEHMBaHKWe

OTCTYn Cnesa

"~
0 culle

O6TeKkaHne TEKCTOM

ANETEPHATHMEHEINA TEKCT

Pucynok 79 — Bknagka «Q0TexkaHne TeKCTOM»

Bxrnaaka «O0TekaHue TEKCTOMY» COAEPKUT CIEAYIOIINE TapaMeTpBbl:
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o Crunp obrekaHusi TekctoM — «Bcrpoennas tabnuna» wim «llnaBarommas
tabnuia». lVcnonb3yiiTe HyXHYIO OIIMIO, YTOOBI HW3MEHUTH CIOCOO
pa3MelleHns TaOIUIbl OTHOCHTEIBbHO TEKCTa: WM OHAa OyAeT SBISTHCS
4acThio TekcTa (ecnu Bel BbiOpanu BapuaHt «BcTpoeHHass Tabnuiiay), Wiu
TEKCT OyJeT o0TeKkaTb €€ €O BCEX CTOPOH (€ciau BbIOpaid BapUaHT
«ITnaBarormast TabIuIaY).

[Tocne Toro, kak BbIOEpeTe CTUIIL OOTEKAHMS, MOXKHO 33JaTh JOMOJIHUTEIbHbIE

napameTpbl 0OTEKaHUs KaK JJisi BCTPOCHHBIX, TaK U JJIs [J1aBAIOIIUX TaOIULL:
o Mg BctpoeHHOM TaOnuisl Bel MOXkeTe yka3aTh BbIpaBHUBAHWE TaOJUIIBI
U OTCTYII CJIEBA.

o Jlns mnaBaromiedl TaOMUIBI MOXKHO YKa3aThb PAacCTOSIHUE JI0 TEKCTa H

ITOJIOXKCHHUC Ta6JII/IHI>I Ha BKJIaAKC «Ilonoxenue Ta6JII/ILII)I».

Tabnuuya - gononHUTenkHbBIe NapaMeTphbl X
Taénuua 3aronoBoOK
Avenka
OnuMcaHue

MpaHKuUEI U OH

OBTeKkaHWe TEKCTOM

ANBTEPHATMBHOE TEKCTOBOE NPEACTABNEHWE MHDODMALMKY O
BW3yansHOM 00bekTe, koTopoe OyOeT 3a4MThIBATbCA ANA Noge
C HapyLUEHWAMM 3PEHWA UMW KOTHUTUBHBIMH HapyLUEHWAMM,
4TOObl NOMOYL UM TNyYLLE NOHATL, KAKY0 MHDOPMALMID COOEPHHT
n3obpaxeHre, asTodurypa, ouarpamma unu Tatnuua.

Pucynok 80 — Bkinaagka «AlbTepHATHBHBIH TEKCT»
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Bxnaaka «AnbTepHaTUBHBIA TEKCT» INO3BOJSET 3a4aThb «3aroJioBOK» U
«Onucanuey, KOTopble OyaAyT 3aUUTHIBATHCS IS JIIOJAEH C HAPYIICHUSIMU 3PEHUS WU
KOTHUTUBHBIMH HApyHICHUSAMH, 4YTOObI TOMOYb MM JIy4llleé MOHSTh, KaKylO
HH(pOpMAITHIO COEPKUT Ta0IHIIa

3.6.2 MHcnouab3oBanue ¢popmya B Tadaunax

BcraBka gopmyiibl

B penakrope 10KyMEHTOB MO>KHO BBITIOJIHSTH MPOCThIE BBIYUCICHUS C JaHHBIMU
B siYeiKax TabIuIbl ¢ moMouIbio popmyit. Jlist BctaBku GOpMyIIbl B SUEHKY TaOJIUIIBL:

1. YcranoBure Kypcop B sueiike, rjae Tpedyercsi 0To0pa3uTh pe3ysbTar,

2. Haxmure kHOmKy «J/lo0aBUTH (opMyndy» Ha mpaBoil OOKOBON NaHENH

(Pucynoxk 81),
3. B otkpsiBiemMcs okHe «HacTpoiiku ¢popMysbp» BBEIUTE HYKHYIO (OpMYITy B

nosne «Popmynay.
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CTPOKM CTon6ubl

v 3aronoBok v Tepsbli
lAToroBan MocnegHwid

v Yepenosatb Yepenosatk

Mo wa6noHy

CTHNL rpaHny

- e

BbIGEpUTE rpaHMLbl, K KOTOPLIM HAA0
MPUMEHHTE BLIOPaHHEIA CTMNb

B i B
B 8 2
LpeT oHa " v

HH Crpoku 1 cTonBusl v

Pazmepkl CTPOK M CTONGLOE

BeicoTa 049cm |,

Bt

LLIMpUHa 413cem D | HH

[oGaeuTsL hopmyny

MOBTOPATH KaK 3aroNnoBOK Ha
Ka#[10M CTpaHuLE

{Z| MpeoGpasosats TabnNMUy B TEKCT

Pucynok 81 — Knonka «/[o0aButh popmy.ry»

Hyxnayro ¢opMyny MOXHO BBECTH BPYYHYIO, HCIIOJB3ys MaTeMaTHYECCKUE
omepartopsl (+, -, * /), Hanpumep, =41 *B2 Winu UCTOIB30BaTh BBINAIAOIIUN CITHCOK

«BcTtaButh (hyHKIMIO», YTOOBI BHIOpaTh OJHY W3 BCTPOEHHBIX (YHKLHHA, HAIIPUMED,

—PRODUCT(A1,B2).
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Hactpoiku dopmynei

Qopmyna

@opmart yicna

BCTaBuTbh MYHKLMIO v
OTMeHa

Pucynok 82 — Oxno «Hacrpoiikn (popmMyJib»

Bpyunyto 3anaiiTe Hy)kKHbIE apTyMEHTHI B cKoOKax B nose «Dopmynay. Eciu
byHKIUS TpeOyeT HECKOIBKO apryMEHTOB, UX HAJ0 BBOJAUTH YEPE3 3aMSATYIO.
Ucnonp3yiiTe BblMagaromuidi cnucok «@PopMar duciay, eciau Tpedyercs
0TOOPA3UTh PE3YJILTAT B OMPEACICHHOM YHCIOBOM dopmare,

Haxwmure kHOnIKy «OK».

Pesynbrar Oyner oToOpaskeH B BHIOpaHHOM SUeiKe.

UtoObl OTpenakTUpPOBaTh JJAO0ABICHHYIO (OPMYIy, BBIICIUTE peE3yJbTaT B

A4yeiike M HaXXMUTE Ha KHONKY «JloOaBuTh dopMyiy» Ha mpaBoil OOKOBOW MaHeNH,

BHCCHUTC HYXHBIC H3MCHCHUA B OKHC <<HaCTpOﬁKH q)OpMy.HI)I» N HAXMHUTC KHOIIKY

«OK»

JlodaBiieHMe CCHIJIOK HA siYeiiku

UtoObI OBICTPO H00ABUTH CCHUIKM Ha UAMA30HBI SY€EK, MOXKHO HCIIOJIb30BaTh

CJIETyIOLIUE apTyMEHTHI:

ABOVE — ccpuika Ha Bce sSYEHKH B CTOJOIE, PACIOJIOKEHHBIC BBIIIE
BBIJCIICHHOMN STYCHKHU.
LEFT — ccpuika Ha BCE SYECHKH B CTPOKE, PACIIOJIOKEHHBIE CJIEBA OT
BBIJCJIICHHON STYEHKHU.
BELOW - cchulka Ha Bce SYCHKM B CTOJIOIE, PACIOJIOKCHHBIC HIDKE
BBIJICIICHHOMN SYCHKHU.
RIGHT - cchuika Ha Bce S'UEHKM B CTPOKE, PACIOJIOKECHHBIE CIpaBa OT

BBIJCIICHHON STYEHKH.
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OTU apryMeHTbl MOKHO ucnoib3oBaTh ¢ (QyHkiusMu AVERAGE, COUNT,
MAX, MIN, PRODUCT, SUM.

Takke MOXHO BpPYYHYHO BBOJMTH CCBUIKM Ha ONPEIEICHHYI SYEHKY
(manmpumep, Al) wiu nuama3on siueek (Hanpumep, Al:B3).

Hcnoab3oBanue 3aKIa10K

Ecnu B nokymeHTe 100aBJIeHbI 3aKIaJIKU HA ONpPEEICHHbIe SUeiiku B TaOuule,
py BBOJAE POPMYIJI MOKHO UCTIOIB30BATh 3TH 3aKJIAJIKU B KAYECTBE apTyMEHTOB.

B okne «Hactpoiiku Gopmymnbsl» yCTaHOBUTE Kypcop BHYTPH CKOOOK B TOJie
BBOJIa «DopMynay, rae Tpedyercsa 100aBUTh apTryMEHT, U UCTIOIb3YHTE BBINAAIOIINN
cnucok «BcTaBuTh 3akianky», 4TOOBI BBIOpATh OJHY W3 paHee JA00aBIECHHBIX
3aKJIa/I0K.

OOHoBJIeHUE Pe3yJabTATOB GopMYy.JI

Ecnum kakue-To 3HaueHUs B siueiikax TaOJUIbI ObLIIM M3MEHEHBI, TOTpeOyeTcs
BPYUYHYIO OOHOBHUTH PE3yJIbTaThl POPMYII:

YtoObl OOHOBUTH pE3yJbTaT OTIAEIbHOU (DOPMYIIbI, BBIAEIUTE HYXHBIM pe3yiabTaT U
HaxMuTe KinaBuily «F9» wnM IIENKHHUTE MO pe3yJibTaTy NPaBOM KHOMKON MBIIIN U
UCIOJIb3YHUTE MyHKT MEeHIO « OOHOBUTH TOJIEY.

YtoObl OOHOBUTH PE3YyJIbTAThl HECKOJIBKUX (POPMYJI, BBIACIUTE HYKHbIE SYEHKH WIH
BCIO TaONUIly ¥ HAKMUTE Ki1aBuIny «F9y».

Bcerpoennsie pyHkuuu

[TonnepkuBarOTCST  CTaHAAPTHBIE  MATEMaTUYECKHUE, CTAaTUCTUYECKHE W
nornueckue Gpynknuu ([Ipunoxenue 3)

3.6.3 BcraBka uzo0pakeHu#

B penakrope TOKYMEHTOB MOYKHO BCTaBJISITh B JOKYMEHT M300PaKEHUSI CaMbIX
nonyJisipHeiXx QopmaroB. IlogaepkuBaroTcst cremyromnme GopmaTbl HM300pa’KEHUM:
BMP, GIF, JPEG, JPG, PNG, SVG.

BcraBka nzo0paskeHust

Jlist BcTaBKHM M300paKeHUs! B TEKCT JOKyMEHTA!

1. YcranoBute Kypcop Tam, T1ie TpeOyeTcs MIOMECTUTh N300pakeHue,
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2. llepeiigute Ha BKIaAKy «BcTaBka) BEpXHEW MaHENIN UHCTPYMEHTOB,

3. Haxmure 3Hauok M300paxeHue nosrareme Ha BEPXHEH MaHETW UHCTPYMEHTOB,

4. Jns 3arpy3ku n300pakeHHs BHIOCPUTE OHY U3 CIETYIONINX OMIINMN:

5. Ilpu BwIOOpe omumu «300paxkeHue u3 Qaiia» OTKPOETCS CTaHIapTHOE
MAJIOroBO€ OKHO Ui BbIOOpa (ailioB. BbuiOepure HyxHBIM Qailn Ha
KECTKOM [IUCKE KOMIIbIOTEpAa M HaXMHUTE KHONKY «OTKpBITh (MOKHO
BBIOpATh Cpa3y HECKOJBbKO U300pakeHU ),

6. Ilpu BeIOOpEe omiuu «M3o0paxkenne mo URLy» oTkpoeTcs OkHO, B KOTOPOM
MO>KHO BBECTH Be0-aJipec HY>KHOTO M300paK€HUsl, a 3aTeM HAKMUTE KHOIKY
«OK».

7. Boibop ommuu «Csszath u3ob0paxenue mo URL» mo3BomnsieT BCTaBUTH
U300pakeHrue B JOKYMEHT, HE 3arpyxas ero Ha kommneiorep. BmecTto aroro
n300paxeHre MOoArpykaercsa ¢ ykazaHHoro Bamu uHtepHer-aapeca (URL) u
0TOOpaXkaeTcs B IOKYMEHTE.

8. Ilocnme Toro, kak m3zo0OpakeHue OyAeT A00aBJIEHO, MOXKHO HU3MEHHUTH €ro
pa3Mep, CBOMCTBA U MOJIOKEHHUE.

K wu3o0OpakeHuto Takke MOXKHO [100aBuUTh moanuch. J[lns mnomydeHus

JOTIOJTHUTENIBHON HH(OpMaALUK.
IlepemenieHue U H3MeHeHHe pa3Mepa U300pasKeHu i
Jlnst u3MeHeHus pa3Mepa M300pakeHHsl MepeTacKUBaiTe MaJleHbKUE KBAJPAThI
, PacmoJOKEHHBIE MO €ro KpasM. YToObl COXpaHUTh HUCXOAHBIE MPOMOPIUU
BBIOPAHHOTO W300paKEHUS TPU HM3MEHEHUWU pa3Mepa U TEpEeTacKUBaWTe OJUH U3

YIJIOBBIX KBaJpPaTOB.
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Pucynok 83 — Ilepememienue u u3MeHeHHe pa3Mepa H300paskeHust

JIs M3MEHEHHS MECTOIOJIOXCHUS H300paKeHUS MHCIONb3yiiTe 3HAYOK . |
KOTOpPBIN TOSBIACTCS TIOCIIE HaBEJACHUS Kypcopa MBIIIM Ha H300pakeHHeE.
[TepeTamure n300pakeHUE HA HYKHOE MECTO, HE OTITYCKasi KHOTIKY MBIIIH.

[Ipn mepemenieHny M300paKEHUS HA JKpaHE MOSBISIOTCS HANPABIISIIONINE,
KOTOpbIE MOMOTAIOT TOYHO PACIOJIOKHUTh OOBEKT Ha CTpaHulle (eciu BbIOpaH CTHIIb
00TeKaHUs, OTIUYHBIA OT CTHIA «B TekcTen).

UtoObl MOBEpHYTh M300paKE€HHE, HABEIUTE KypCOp MBI Ha MapKep
MOBOPOTA *°) M TMEPETANTUTE €ro MO YaCOBOUW CTPEJIKE WIJIM MPOTUB YACOBOM CTPEIKH.
UYtoOBbl OrpaHWYHMTH YTOJ IMOBOPOTA ImMaroM B 15 TpamycoB, TpH MOBOPAYNBAHHUH

yaepkuBanTe kinaBuiy «Shifty.
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Pazmep
WupuHa: 3.09 cm  BeicoTa: 4.88 cM

PearnbHblil pasmep

Brnucarte
Obpesars v
MNMoBopoT
[MoBepHyTL Ha 90° OTpasuTb %
e A <

CTUne 06TeKaHWA

W[ MW M-

3aMEHWTE M300paHEHWE ™

JononHUTEeNkHbIE NapaMeTphl

Pucynok 84 — Braagka «IlapameTpbl n300paxxeHns»

Hekoropsle mapaMeTpsl M300pa’K€HUsT MOKHO M3MEHUTH C TOMOLIBIO BKIIAJKH
«ITapameTpsl n300pakeHHs» Ha TpaBoil OOKOBOW maHenu. UToObI ee aKTUBUPOBATH,
IENKHATE 10 W300pPKEHHIO M BBHIOGPHTE 3HAYOK IlapaMeTpsl H300paKeHns &
cnpasa. 3J1€Ch MOKHO U3MEHUTH CJIETYIOLIUE CBOMCTBA!

e Pazmep — ucnonb3yercs, yToObl IpocMOTpeTh TeKyiyto [lupuny u Beicoty
uzo0paxxkenus. Ilpu HEOOXOOAUMOCTH MOXHO BOCCTAHOBHUTH pa3Mep
M300paKEeHHsI IO YMOJIYaHUIO, HakaB KHONKY «Ilo ymomuanuto». KnHorka
Bnucate o3BosisieT U3MEHUTH pa3Mep U300pakeHUs TAKUM 00pa3oM, YTOOBI
OHO 3aHMMAaJO0 BCE MPOCTPAHCTBO MEXAY JIEBBIM M TIPABBIM MOJISAMHU
CTPAHMIIBL.

Knonka «O06pe3ats» ucnonb3yercs, 4ToObl 00pe3ats n3zoOpaxenue. Haxxmure

KHOIIKY «O0pe3aTb», 4TOOBl aKTUBUPOBATh MapKepbl OOPE3KH, KOTOPbIE MOSBATCA B

yriax M300pakeHHs] U B IEHTPE KaKIOW ero CTopoHbl. BpydHyro mepeTrackuBaiite
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MapKephl, 4TOObI 3a/1aTh 00JIacTh OOpe3ku. Bhl MokeTe HaBeCTH KypcOp MBIIIA Ha
rpaHuIy 06JIaCTH 0OPEe3KH, 4TOOBI Kypcop IPEeBPaTUICS B 3HAYOK ¥, M IepeTaluTh
00J1aCTh OOPE3KH.

o Yrtobsl 00pe3aTh OJIHY CTOPOHY, MEPETAIIUTE MapPKEP, PACIOIOKEHHBINA B
LIEHTPE 3TON CTOPOHBI.

o UroObl OMHOBPEMEHHO O0Ope3aTh JIBE€ CMEKHBIX CTOPOHBI, MEpPETalTUuTe
OJIMH W3 YTJIOBBIX MapKEPOB.

o UroObsl paBHOMEpHO 00pe3aTh JBE MPOTHUBOMOJIOXKHBIE CTOPOHBI
u300pakeHust, yaepkuBaiTte Haxato kmaBumy  «Ctrl»  mpu
NepeTacKUBaHUM MapKepa B LIEHTPE OJHOM U3 3TUX CTOPOH.

o UtobObl paBHOMEPHO 00pe3aTh BCE CTOPOHBI M300paKEHUS, YISP)KHUBANTE
HaxaTo knaBuimy «Ctrl» mnpu mneperackuBaHUM JIHOOOTO YIJIOBOIO
Mapkepa.

Korma o6Gmacte o0pe3ku Oyner 3amaHa, emie pa3 HAKMHUTE HAa KHOIMKY
«O0pe3aTh», WIM HAKMUTE Ha KIaBUILy «ESc», WM METKHUTE MBIIIBIO 33 MpeaeiaMu
o0macTu oOpe3ku, YTOOBI TPUMEHUTH N3MCHECHHSI.

[Tocne Toro, kak o6macTe 00pe3ku OyJIeT 3a/laHa, TaKKe€ MOMXHO HCIOJIb30BATh
oniuu OOpe3ath, 3anuBka U Brniucath, nocTynHble B BhIMagaroiieM MeHo OOpe3ath.
Haxxmute kHomky OOpe3ats elie pa3 U BBIOEPUTE HYKHYIO OMIIHIO:

o Ilpu BwIOOpe ommuu «OOpe3aTh» uU300pakeHUe OyAeT 3amoJHAThH
onpeaeneHHyo ¢opmy. MoxxHo BbIOpaTh (purypy u3 rajepeu, KoTopas
OTKpBIBAETCS MPU HABEJACHUH YKa3aTessi MbIIIH Ha oniuio «Obpe3ars 1o
durype». MOXHO TO-TIPEKHEMY MOXET€ HCIOIb30BaTh OIIIHUU
«3anmuBKa» u «BmmcaTh», 4TOOBI HACTPOUTH, KaK H300paKCHHE OyaeT
COOTBETCTBOBATH (PUTYPE.

o Ilpu BeIOOpe ommuu «3aluMBKa» IEHTPAIbHAS YacTh HCXOJHOTO
n300pakeHust OyJIeT COXpaHEHa W KCIOJb30BaHA B KAYECTBE 3aJMBKH
BBIOpaHHOM 00JacTH OOpe3KH, B TO BpeMsS KaK OCTAJbHBIE YaCTH

n300paxkeHust Oy1yT yAaJleHBI.
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o Ilpu BeIOOpe ommuu «Brucate» pasmep uzoOpakeHUs Oy/neT MU3MEHEH,
4TOOBl OHO COOTBETCTBOBAJIO BBICOTE WJIM LIMPHUHE OOJACTH OOPE3KH.
Hukakne yacTu UCXOHOTO M300pakeHHs He OYIyT yJaJIeHbl, HO BHYTPH
BBIOpaHHOM 00JaCTH OOPE3KH MOTYT MOSBUTCS MYCThIE MPOCTPAHCTBA.

IToBopoT — ucnoab3yeTcsi, 4TOOBI MOBEPHYTH M300pakeHue Ha 90 rpaaycoB

M0 YacOBOW CTpEIKE WM TMPOTHB YaCOBOW CTPEIKH, a TaKKe YTOOBI

OTpa3uTh N300paKEHUE CIIeBa HAMPABO UJIU CBEpXY BHU3. Haxkmurte Ha oHy

N3 KHOIIOK:

o Kuomnka , 94TOOBI TMOBEpPHYTh M300pakeHne Ha 90 TpagycoB MPOTHB

4acOBOU CTPCIIKHU,

o Kuonka ¢~ , 4To6HI NMOBEPHYTh n300paxkeHue Ha 90 rpaaycoB Mo YaCOBOM

CTpelIKe,

o Knomnka JB, 9TOOBI OTPa3UTh H300paKEHUE MO TOPU30OHTAIM (ClieBa

HaIpaso),

o Kuomka < 1ro6s1 OTpa3UTh U300paKEHUE MO0 BEPTUKAIIU (CBEPXY BHH3).
CTuib 00TeKaHMs — MCIOJB3YETCs, YTOOBI BHIOPATh OJHMH U3 JOCTYITHBIX
CTWJIe OOTEeKaHWsI TEKCTOM — B TEKCTE, BOKPYI pPaMKH, IO KOHTYpY,
CKBO3HOE€, CBEpPXYy M CHU3Y, NEpej TEKCTOM, 3a TEKCTOM (JJi MOJy4YEHHUs
JOTIOJIHUTEIbHON MH(pOpPMAMM CMOTPUTE OINHUCAHUE JIOMOJHUTEIbHBIX
napameTpoB HUXKE).

3amMeHuTh H300pa’keHHe — UCIOJB3YETCs, 4YTOObl 3aMEHUTH TEKYIIee

n3zo0paxeHnue, 3arpy3us Apyroe U3 ¢aiina nnu Ilo URL.

HCKOTOPBIG U3 3TUX OHHI/Iﬁ MOXKHO TaK»K€ HaWTH B KOHTEKCTHOM MEHIO. MeHIo

COJIEP>KUT CIEAYIOIINE ITyHKTHI:

Bbipe3aTh, KONMPOBaThb, BCTABUTb — CTaHJApTHBIE OIIUH, KOTOpPbHIE
UCTOJB3YIOTCS  JUISL  BBIPE3aHUs] WM KOIMPOBAHUS  BBIJIEICHHOIO
TEKCTa/00BbEKTa U BCTABKU PAHEE BBIPE3aHHOI0/CKOMMPOBAHHOIO (hparMeHTa

TeKCTa WM 00BEKTa B TO MECTO, TJIe HAXOIUTCS Kypcop.
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Iopsimok — wucmonb3yeTcsi, YTOObI BHIHECTH BBIOpAaHHOE W300paKEHHE Ha
NepeaHU IUIaH, NEPEMECTUTh HA 3aJHUN IUIAH, NEPEHECTHU BIIEPEN WU
Ha3aJ, a TaKXKe CrPYNNUpOBaTh WIM Pa3rpynnupoBaTh HW300pa)KEHUs st
BBITIOJIHEHUS OTepaluii HajJ HECKOJbKMMH W3 HuxX cpasy. [loapobHee o
PacIojoKeHuu 00bEKTOB B OIPEICICHHOM TopsiKe B 1. 3.6.10.
BoipaBHUBaHUe — HCHOJIB3YETCS, YTOOBI BBIPOBHATH M300pAKEHHUE IO
JEBOMY Kparo, MO LIEHTPY, MO IMpPaBOMYy Kparo, MO BEPXHEMY Kparo, MO
cepeauHe, MO HIWKHEMY Kparw. [loapoOHee O BbIpaBHUBAHUMU OOBEKTOB
pacckasbiBaeTcs B 1. 3.6.10.

CTuiab 00TekaHusl — UCIOJB3YeTCs, YTOOBI BHIOPATh OJMH W3 JOCTYITHBIX
cTuied OoOTeKaHUs TEKCTOM — B TEKCTE, BOKPYT paMKH, IO KOHTYpY,
CKBO3HOE, CBEPXY U CHHU3Y, MEpE] TEKCTOM, 3a TEKCTOM WM JUIsl U3MEHEHUS
rpanuibl o0tekanus. Oniust «V3MEHUTh TpaHHIly OOTEKaHUs» IOCTyIHA
TOJIKO B TOM CITy4ae, €CJIM BbIOpaH CTWJIb OOTEKaHUS, OTJIUYHBIN OT CTHUIIS
«B Ttekcte». UToOBI MPOW3BONBHO HM3MEHHUTHh TPAHUIly, IMEpETaCKUBAKTE
TOYKU TpaHulbl oOTekanus. YToObl co3AaThb HOBYIO TOYKY TI'paHHUIIbI
00TeKaHusl, METKHUTE B JTI0OOOM MECTE Ha KPACHOW JIMHUU U MEPETAIINUTE €

B HY)KHYIO MO3HIHIO (Pucynok 1).

Pucynok 85 — [Ipou3sBo/ibHOEe H3MEHEHHE CTUIIS 00TeKAHUS
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IloBopoT — ncnonb3yeTcs, 4ToObI MOBEPHYTHh M300pakeHune Ha 90 rpamycos
0 YacOBOM CTpeiKe WIM TMPOTHUB YACOBOM CTPEJKH, a TakKKe YTOOBI
0Tpa3uTh N300paKeHNE CIIeBa HAMIPABO UJIM CBEPXY BHU3.
BcraButh HazBaHMe — UCIOJIB3YETCS JUJISI TOTO, YTOOBI OTKPHITH (hopmy
BCTaBKHU Ha3BaHUs U300paKEeHUS.
CoxpaHUTh KaK PUCYHOK — HCIIOJB3YETCs ISl COXpPaHEHUS M300paKeHUS
Ha KOMITBIOTEDP.
O0pe3aTh — UCTIOIB3YETCS], YTOOBI MPUMEHUTH OJIMH U3 BAPUAHTOB OOPE3KU:
«O0pe3arby, «3anuBka» win «BrnucaTte». BpiOepute M3 MOJIMEHIO MyHKT
«O0pe3athy, 3aTEM MepeTaluTe MapKepbl 00pe3Ku, YTOObI 3a7aTh 00JIacTh
0o0pe3Ku, ¥ HAKMUTE Ha OJIHY U3 ATUX TpEX OINUUN B MOJAMEHIO €lle pas,
9TOOBI MPUMEHHUTH U3MEHEHUS.
PeanbHblil pa3mep — wHCHONB3yeTCS JUIsI CMEHBI TEKYIIETO pa3Mmepa
U300paKEeHUS Ha peabHBINA pa3Mep.
3aMeHUTh H300paKeHHe — WCIOJNB3YeTCs, YTOOBI 3aMEHHUTHh TEKYIee
nu3zo0paxeHnue, 3arpy3us apyroe « U3 ¢aitaa» win Ilo URL.
JlonosiHuTeIbHbIE TApaMeTPbl H300paskeHUs1 — UCTIONB3YETCS ISl BHI30BA

okHa «300paxkeHne — 1onoJHUTEIbHbIE TapaMeTpbdy (PucyHok 86).
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Pucynok 86 — J/lonosiHuTe/IbHBbIE MApaAMeETPbI H300paKeHUsI

Korma wu3oOpaxkeHue  BBIIENEHO, CIpaBa TakXKe JIOCTYNEH  3HA4YOK
[apametpsl Gurypsl ©. MOXHO IIENKHYTh IO HEMY, YTOOBI OTKPHITH BKIAJIKY
«ITapametpsl GuUTypsl» Ha MpaBoi OOKOBOUM TaHEIWM W HACTPOUTH THII, TONIIHUHY U
I[BET KOHTYPOB (PUTYPHI, a TAKKE€ U3MEHUTh TUIl (PUTYpBI, BEIOpaB JIpyryto Gpurypy B
MeHto «M3menuts aBrodurypy». @opma n3o00pakeHusi U3SMEHUTCS COOTBETCTBYIOIINM
oOpa3zom. «Henpo3pauHocTh» B mapamerpax (QUIypbl MO3BOJSET PETyJIMpPOBATH
CTEMEHb MPO3PAYHOCTH M300paKEHHUs, MOXKHO CcJieJlaTh OOBEKT YACTUYHO WIH
MOJIHOCTRIO Tpo3pauHbiM. Ha Brmanmke «llapameTrpbr Quryps» Takke MOKHO
MCIOJIb30BaTh oniuio OToOpaxaTh TeHb, YTOOBI JOOABUTHh TEHb K M300paXKEHUIO.

N3MeHeHNe TOMOJTHUTEIBHBIX MAPAMETPOB U300paKeHUs

UToOBl M3MEHUTH JOMOJHUTEIBHBIC MapaMeTphl U300PAKEHUS, MICIKHUTE I10

HEMY HpaBOﬁ KHOIKOW MBIIIN U BBI6€pI/ITe N3 KOHTCKCTHOIO MCHIO IIYHKT
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«/lononmuurenpHpie  mapamMeTpbl  u3o0paxkeHus». Wnam HaXMHUTE  CCBUIKY
JlonoJIHUTENbHBIE MTapaMeTPhl HA TTpaBoOM OOKOBOM maHenu. OTKpOeTcss OKHO CBOMCTB

HU300paKEeHHUS:

Wzo6paxeHue - AONONHUTENEHEIE NapaMeTpkl X

EEET O | [&] | 488cm [ | PeanbHbii pasMep
Nosopot SIRIED . . v

OB6TeKaHWe TEKCTOM
MonoweHue

AnNETEpHaTHEHLIA TEKCT

Pucynok 87 — OkHO cBOIMCTB H300pakeHust

Bxianka «Pa3mep» comepkuT ciaeayrommue napamMmeTpsl:

e [Illupuna u BbicoTa — Hcnonb3yiTe 3TH ONIUH, YTOOBI U3MEHUTH LIUPUHY
u/unm  BbICOTY u300paxkenus. Eciam Haxara kHonmka «CoXpaHATb
MpoONopLUN» (B 3TOM CJIyyae OHA BBITVISIAUT TaK: ), IIMPUHA U BbICOTA OYyIyT
U3MEHEHBI ITPONOPLMOHAIBHO, COXPAHSS MCXOAHOE COOTHOLIEHHE CTOPOH
n300paxkeHus. YToObl BOCCTAaHOBUTH peabHBIA pa3Mep H00aBICHHOTO

M300pakeHMsI, HA)KMUTE KHOIIKY «PeanbHblil pasmepy.
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Wzo6paxeHue - AONONHUTENEHEIE NapaMeTpel X
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Pucynok 88 — Braaagka «IloBopor»

Bxrnanka «IloBopor» (PucyHok 88) comepkut ciaeayromue napameTphl:

e  ¥YroJ — UCIOoJIb3yHTe 3Ty OMIMIO, YTOOBI MOBEPHYTh N300paKeHNE Ha TOYHO
3aJaHHbId yroy. BBeauTe B MOJ€ HYXHOE 3HAYEHHE B Tpaaycax WIH
CKOPPEKTHPYHUTE €ro, UCIO0JIb3Ys CTPEJIKU CIIPaBa.

e Orpaxeno — oTmeThTe Tanioukoil ommuio «llo ropuzoHTaNM», YTOOBI
OTpa3uTh M300paK€HHWE MO TOPU3OHTAIU (CJIeBa HANpaBO), WU OTMETHTE
raioukoit ommuio «[lo BepTukamm», 4TOOBI OTPa3UTh H300pAKEHHUE TIO

BEpPTUKAIH (CBEPXY BHU3).
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HaoGpameuue - gononH1MTenkeHble NapamMmeTpbl
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CHu3y Cnpasa

Pucynok 89 — Bkinagka «Q0TexkaHne TeKCTOM»

Bxrnaaka «O0TekaHue TEKCTOM» COAEPKUT CIIEAYIOIINE TapaMeTphl:

e Cruiab 00TeKaHUsi — HUCMOJIb3YHUTE ATY OILHIO, YTOOBI U3MEHUTH CIIOCO0
pa3MenieHus n300paKeHUs] OTHOCUTEIBHO TEKCTa: UM OHO OYyJIET SIBISITHCS
YacThl0 TEKCTa (eciau BhIOpaH CTWIb O0TekaHus «B TekcTe») WM TEeKCT
OyneT o0TeKkaTh €ro Co BCEX CTOPOH (€CiH BBIOpAH OJWH W3 OCTAIBHBIX
CTHIIEH).

o B Texere £ — M300paKEHHE CUMTAETCS YacThIO TEKCTa, KaK OTAENbHBIN
CHUMBOJI, IO3TOMY IpH TNEPEMEUICHUH TEeKCTa H300pakeHue TOXKe
nepemeriaercs. B 3ToM ciydae napameTpbl pacloioKeHNs HEJOCTYIIHBI.

Ecnu BbIOpaH OAMH W3 CAEAYIOMIMX CTUIIEH, N300paKeHHE MOKHO NEPEMEIIATh

HC3aBHCHUMO OT TCKCTa M TOYHO 3a1aBaThb ITIOJIOKCHUC I/I306pa}KeHI/I$I Ha CTPpaHHUIIC:
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o Bokpyr pamMku £S5 — TekCT 00TeKaeT MpSAMOYTOJBHYIO paMKy, KOTopas

OKpY>kKaeT u300paxeHue.
o Ilo xoHTYypYy 4 — Teker obTexaer peaybHbIe KOHTYPBI H300pasKEHHSI.

o CKBO3HOe -

TEKCT OOTEKaeT BOKPYI KOHTYpOB H300paXeHHUS U
3aIlOJIHAET HEe3aMKHYTO€ CBOOOJHOE MECTO BHYTpH Hero. UtoOwl ATOT
3pdeKT MpOoSIBUIICA, HWCIONB3YWTE oOmmuio «VI3MEHUTh TpaHUILY
O00TEKaHUs» U3 KOHTEKCTHOT'O MEHIO.

o CBepxy m CHn3y— TEKCT HAaXOJWUTCS TOJBKO BBINIE W HUXKE
U300paKEeHHUS.
o Ilepea TekcTom Eaf — H300paXkeHUE TEPEKPHIBAET TEKCT.
O 3a TeKCTOM [ — TEKCT NMEePEKPHIBACT H300paKEHUE.
[Tpu BBIOOpE cTWIISI OOTEKaHWsT BOKPYT paMKH, MO KOHTYPY, CKBO3HOE WITU
CBEpPXy M CHHU3Y MOXXHO 3a/1aTh JIOTIOJHHUTEIbHBIC MapaMeTpbl — «PACCTOSHUE [0

TEKCTa» CO BCEX CTOPOH (CBEpXY, CHU3Y, ClIeBa, CIIpaBa).
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MaoBpaxkeHne - AONONHUTENbLHEIE NapaMeTpkl X
Pazmep Mo ropuaoHTanm
BbipaEHHBAHWE OTHOCHTENEHO
MoeopoT
OG6TeKaHWe TEKCTOM MonomeHue cnpasa ot

() Ocm [ Cronbua v
MonoxeHne
OTHOCHTENBHOE MOMOKEHUE  OTHOCHTENbHO

AnNETEPHATUEHBINA TEKCT

Mo sepTUKanu

BbipaBHuBaHHe OTHOCHTENBHO
Monoerue HIDKE
° Ocm [ AG3aua v

OTHOCUTENBHOE NONOKEHWE OTHOCHTENLHO

NapameTpel
v| MNepemewlats C TekcToM v/ Pa3speluuTb NepeKpoiTie

Pucynok 90 — Braagka «IloJiosxkenue»

Bxnangka «Ilonoxenue» (Pucynok 90) nocTymHa TOJIBKO B TOM clly4ae, €Ciu
BBIOpaH CTUJIb OOTEKaHUS, OTIMYHBIN OT cTUis «B TekcTey.
Bknagka coaepXuT CIEAyoIIHe MapamMeTpbl, KOTOPbIE pa3iNvaroTCs B
3aBUCUMOCTH OT BEIOPAHHOTO CTHJISI OOTEKAHMUS:
e B paznene Ilo ropusoHTasmm MOXHO BBIOpaTh OJIMH W3 CIEAYIONIMX TPEX
CIOCOOOB MO3UIIMOHUPOBAHUS U300paKEHUS:
o BoipaBHuBaHue (110 JEBOMY Kpaw, MO LIEHTPY, MO NPaBOMYy Kparo)
OTHOCHUTEJBHO CUMBOJIA, CTOJOIA, JEBOTO MOJs, MOJs, CTPAHULIBI WU
MPaBOro MoJis,
o Ab6comotHoe Iloso:keHne, onpeensieMoe B aOCOTIOTHBIX €IMHHUIAX, TO
ectb Cantumerpax/Ilynkrax//Aroiimax (B 3aBUCUMOCTH OT TOT'0, KaKOi

nmapamerp ykazaH Ha Bkiagke «®Dainm»y —  «JlonosHUTENbHBIE
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rmapaMeTphbl...»), CIpaBa OT CHMBOJA, CTOJOIA, JIEBOTO IIOJS, IIOJS,
CTpaHUIIbI WK MPABOTO TOJIS,

o OTHOcHUTeJbHOE  TMOJIOKeHHMe,  ONpeAessieMoe B IPOIEHTAax,
OTHOCHUTEIBHO JIEBOTO TMOJISL, MOJIsI, CTPAHUIIBI UJIA TTPABOTO TOJIS.

B pazgene Ilo BepTtukamu MOXKHO BBIOpaTh OJWH U3 CIEIYIOIIUX TpPEX

CIIOCOOOB MO3UITHOHUPOBAHMS N300PaKCHUS:

o BbipaBHuBaHMe (110 BEpXHEMY Kparo, MO LEHTPY, [0 HUKHEMY Kparo)
OTHOCHUTEJILHO CTPOKH, TOJISl, HUXKHETO MOoJjsi, ad3aia, CTpaHUIlbl WU
BEPXHETO MOJIs,

o AoGcomotHoe Iloso:xkeHnne, onpesnensieMoe B aOCOMIOTHBIX €IMHUIAX, TO
ectb CanTumerpax/Ilynkrax//I1ofimax (B 3aBUCUMOCTH OT TOTO, KaKou
napamMeTp ykazaH Ha Bkiagke «®Dainm»y —  «JlonmosHUTEIBHBIE
MapaMeTphl...»), HUKE CTPOKH, TMOJIs, HUKHETO MoJisd, ad3ala, CTpaHUIIbl
WJIU BEPXHETO MOJIs,

o OTHOCHUTENIbHOE TOJI0KEHHE, ONPEEIsIEMOe B MIPOLIEHTAaX, OTHOCUTEIILHO
TOJIs1, HUKHETO TOJIs, CTPAHULIBI MU BEPXHETrO MOJIS.

o Ommusa Ilepememiath ¢ TEKCTOM ompenenseT, Oyner Ju u300paxeHue
nepeMeIaThCcsi BMECTE C TEKCTOM, K KOTOPOMY OHO MPUBSI3aHO.

o Onmusa Pa3pemuth nepekpbiTHE ONpeneseT, OyAyT JIM IEPEKPBHIBATHCS
JIBa H300paXeHHs, €ClId MEepeTalluTh MX OJIM3KO Jpyr K Jpyry Ha

CTpaHMIIE.
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M:!DGPEJKEHHE - A0ONONHUTeNkbHbIE NapaMeTpbl

Pasmep 3aronoeok

MoeopoT

OnwucaHue
O6TekaHWe TEKCTOM

AnETEPHATUBHOE TEKCTOBOE NPEACTABNEHUE MHDOPMALIMK O
BM3yanbHOM O0beKTe, KoTopoe DyAEeT 3a4MThIBaTECA ANs Nogei
C HAapYLUEHWAMM 3DEHWA WM KOTHUTMBHEIMK HApYLLIEHWUAMM,
4TOGb! NOMOYL MM NYYLLE NOHATH, KAKYIO MHAPOPMALMIO COEpMUT
u300paKeHue, aBToUrypa, AuarpaMMa Unu Tabnuua.

Pucynok 91 — Bkiaaka «AJIbTePHATUBHBINA TEKCT)

Bknagka «AnbrepHatuBHbIE TekcT» (Pucynok 91) mo3BoaseT 3amarth

«3aronoBok» u «OmHcaHue», KOTOpble OYyIyT 3auuThIBaThCS M JIIOJACH C
HApYIIEHUSMU 3PEHUS WM KOTHUTUBHBIMUA HapyUIEHUSMU, YTOOBI TOMOYb UM JIy4IlIe
MOHSATh, KAKYI0 HHPOPMALIMIO COJIEPKUT U300paKeHUeE.

3.6.4 BcraBka aBTOQUIYp

BcraBka aBrourypsi

Jlna noGaBieHust aBTOQUTYPHI B JOKYMEHT:

1. Ilepeitnute Ha BKIAAKy «BcTaBka» BEpXHEH MaHEIN HHCTPYMEHTOB,

2. Hlenkuute no 3Ha4uKy «Purypa» Ha BEpXHEW MaHEIU UHCTPYMEHTOB,

3. Bribepute oHy U3 JOCTYIHBIX TPYII aBTOPUTYP:

o IlocnenHue ncnoab30BaHHEIE,

o OcHoBHBbIE QPUTYPBHI,
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o DurypHbI€ CTPEIKH,

o MareMaTu4eCcKue 3HaKH,

o Cxewmnl,

O 3Be37bl U JICHTHI,

o BwIHOCKH,

o KHomkwn,

o IIpssMoyroyibHUKH,

o JIunHuwu,
4. UlenkHuTe MO HYKHOM aBTOQUTYype BHYTPU BHIOPAHHOMN TPYIIIIBI,
5. YcraHoBUTE Kypcop TaMm, Tlie TpeOyeTcsi MOMECTUTh aBTOUTYDY,
6. Ilocne Ttoro, kak aBTOourypa Oynmer moOaBiIeHa, MOXHO HW3MEHUThH €€

pa3MEep, MCCTOIIOJIOKCHUC U CBOMCTBA.

\g
# Tlpumeuanue

YroObl 106aBUTH HAAMUCH BHYTPU GUTypHl, yOeauTeCh, 4ToO (pUrypa Ha CTpaHULE BbIJCICHA,
Y HaYMHAWTE 1eJaTaTh TeKCT. TeKcT, 100aBIeHHBIH TaKUM CIIOCOOOM, CTAHOBHUTCS YacThIO
aBTO(UTYpHI (IPU EepEMEIICHUH WX IOBOPOTE aBTO(UTYPHI TEKCT OyAET nmepeMeniaTbes
WY TIOBOPAYHMBATHCS BMECTE C HEM).

K aBrodurype tak:xxe MokHO 100aBUTh MOAMUCH (MoApoOHee B 1. 3.6.8).

Ilepemeienue U U3MeHeHUe pa3Mepa apTouryp

Jns  u3MeHeHus  pa3Mepa  aBTOQUTYpPHl  TEpEeTacKUBaTe  MaJeHbKHE
KBaPaThl || , pacronoxeHHple Mo KpasM aBTo(GuUrypsl. UToOBI COXPAHUTH UCXOHBIE
OpONOPLUMY BBHIOPAHHOM aBTOQUIYphl TNPU H3MEHEHHHM pa3Mepa, YIepKUBaiTe

kiaBuiy «Shifty u neperackuBaiite OMH U3 YIJIOBBIX 3HAYKOB.

Pucynok 92 — Ilepememnienne u usMeHeHre pa3Mepa aBTopuryp



142
RU.48324255.CJI(PT)-PII-B1.1
[Ipn wu3MeHeHUM HEKOTOpPbIX GUTYp, HAmpuMep, (UTYPHBIX CTPEJIOK WIH
BBIHOCOK, TaKKe JOCTYIMeH SKeThIi 3Hauok B (opme pomba « ©». OH mo3Bonser

U3MEHSTH OTJIEIbHBIC TapaMeTphl (POPMBI, HAIPUMED, UTMHY YKa3aTesl CTPEIIKU.

JUis U3MEHEHUs] MECTOIOJIOKEHHUS] aBTOPUIypbl MCIOJIB3YHTE 3HAYOK «»,
KOTOPBIN MOSABIISETCS MOCIE HaBEACHUS Kypcopa MBI Ha aBTodurypy. [leperamure
aBTOPUrypy Ha HYKHOE€ MECTO, HE OTIyCKas KHONKY Mblmu. Ilpu nepememienuun
aBTOQUTYpbl Ha DJKpaHE TOSBISIOTCS HAMPABISIONIUNE, KOTOPHIE MOMOTAIOT TOYHO
pPacmoyiOKUTh OOBEKT Ha CTpaHWIle (€clii BBIOpaH CTHJIh OOTEKaHWS, OTIMYHBIA OT
ctuins «B Tekcre»). UTtoObl mepeMeniatb aBTOQUIypy C IIAroM B OAMH IHKCEIb,
yaepxuBaiite kiaBumy «Ctrl» W ucmonmp3yiTe CTpelnkd Ha KiaBuatype. UToOwI
nepeMeniaTb aBTOQUrypy CTpOro Mo TOpU30HTAIN/BEPTHKAIM U NPEAOTBPATUTH €€
CMEILIEHUE B MEPHEHAUKYISIPHOM HAIIpaBJICHUHU, NPU MEPETACKUBAHUU YIECPKUBANTE
kjapuiry «Shifty.

Yro06bl NOBEPHYTH aBTOQUTYPY, HABEAUTE KYypPCOP MBIIIM Ha MapKep OBOPOTA U
NepeTaluTe ero IO YacOoBOW CTPENIKEe WJIM MPOTUB YACOBOM CTpenku. YToObl
OTrPaHUYUTH YTOJ IOBOPOTA IIarom B 15 rpagaycoB, mpy MOBOPAYMBAHUH YICPKUBANTE
kiaBuiry «Shifty.

HN3menenne napamMeTpoB aBTOGUIYpPbI

UToOb! BBIPOBHATH WM PACHOJIOKUTh aBTOPUTYPHI B ONpPENEICHHOM IMOPSIIKE,
UCTIONB3YHTE KOHTEKCTHOE MEHIO. MEHIO COJIEPIKUT CIIEIYIOIINE MyHKTHI:

Bbipe3aTh, KONMPOBATH, BCTABUTDH — CTAHJIAPTHHIE OIIUHU, KOTOPHIE

UCIIOJIB3YIOTCS JJIs1 BBIPE3aHUs WM KOIMPOBAHUS BBIJCIEHHOTO TEKCTa/00bEKTa
Y BCTaBKH PaHEE BbIPE3aHHOTO/CKOMUPOBAHHOTO (PparMeHTa TEKCTa UM 0OBEKTa B TO
MECTO, TJIe HaXOAUTCS Kypcop.

Haneyarath BblIeJIeHHOE — HCIIOJIB3YETCS JUIsl TI€YaTH TOJBKO BBIOPAHHOM 4YacTu
JTOKYMEHTA.
[punarh / OTKIOHUTL U3MEHEHHUSs] — UCTIONb3YETCs JUIsl IPUHATHS UM OTKIOHEHUS

OTCJIC)KMBAEMbIX U3MEHEHU B OOIIIEM JJOKYMEHTE.
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N3MeHUuTh TOYKM — HCIOJIB3YETCS JJI PENaKTUPOBaHUS (OPMBbI UM M3MEHEHUS
KpPUBH3HBI ABTOPUTYPBHI.

1. nga akTUBalMM pPEXMMa PEJAKTUPOBAHHUS OIOPHBIX TOUYEK (PUTYPHI,
IIEJKHUTE NPaBOM KHONKOW MbIIK U BbIOepUTe «M3MEHUTH TOUKW» B
KOHTEKCTHOM MEHI0. UepHble KBaJpaTbl 0003HAYAIOT OMNOPHBIE TOYKH
(coemuHeHus JIMHUM), a KpacHas JIMHUS — KOHTYp ¢urypsl. [leperamure
KBa/IpaT, 4YTOOBI U3MEHUTH MOJIOKEHHE TOUKU U (HopMy DUTYpBI.

2. Ilocne cnBura omopHOM TOYKU (PUTYPHI, MOSIBATCS [BE CHHHUE JIMHUU C
OenplMM KBaJpaTaMM Ha KOHIaX. OTO KpuBble be3be, KoTOpbBIE

MMO3BOJIAIOT CO3/1aBaTh KPUBYIO M UBMCHATH €€ 3HAYCHUC.

Pucynok 93 — PeqaktupoBanue aBTopurypsl

3. Tloka omopHbI€ TOYKM AKTHBHBI, MOXHO J00aBJISATh W YyHAIATH HX.
Yro6wl 106aBuUTh TOUuKy K (urype, ynepxuBaite «Ctrl» u menkaure
MeCTO, Te TpeOyeTcss 100aBUTh OMOPHYIO TOUYKYy. YUTOOBI yIanuTh
TOUKY, yaepkuBaiTe «Ctrl» u meiaKkHuTe mo HeHyKHOU TOUKe.
IMopsinok — wucrosb3yercsi, 4TOObl BBIHECTU BbIOpaHHYIO aBTO(UIYPY Ha NEpeIHUM
IJIaH, MEePEeMECTUTh Ha 3aJHUM IUIaH, NEPEeHECTH BIEpel WIM Has3ald, a Takke
CTPYNIKUPOBATh WIN Pa3rpylIUpoBaTh aBTOPUTYPHI Ui BBINOJIHEHUS ONEpaluid HaJ
HECKOJBKHUMH U3 HUX Cpa3zy.
BbipaBHMBaHHMe — HCIOJB3YETCS, YTOOBI BBIPOBHATH (PUTYpy MO JEBOMY Kparo, IO
LEHTPY, [10 IPAaBOMY Kparo, 10 BEpXHEMY Kparo, 110 CEpEUHE, [0 HUKHEMY Kpalo.
CTniab 00TeKaHMs — HCIONb3YEeTCs, YTOObI BHIOpATh OJAMH W3 JAOCTYIHBIX CTHJIEH

oOTeKaHUsI TEKCTOM — B TEKCTE, BOKPYT PaMKH, MO KOHTYpPY, CKBO3HOE, CBEpXYy U
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CHU3Y, IIEpe]l TEKCTOM, 32 TEKCTOM — HJIU JJIsl U3BMEHEHHS TpaHullbl o0Tekanus. Onius
«3MeHUTD rpaHUIly 0OTEKaHUsD JOCTYITHA TOJIBKO B TOM CIIy4ae, €Clii BHIOpaH CTUJIb
oOTeKaHusl, OTIUYHBINA OT CTHIIA «B TexcTey. UTOoOB MPON3BOILHO U3MEHUTH TPAHUILY,
NepeTacKMBaTe TOYKU IrpaHUIlbl o0TeKaHus. UToObl co31aTh HOBYIO TOUKY T'PAHMIIbI
oOTeKaHMs, ILIEIKHUTE B JIIOOOM MECTE€ Ha KpacHOW JMHUM M IEpEeTalluTe €€ B
HY>KHYIO ITO3HIIMIO.
IoBopoT — ucnonb3yeTcs, 4ToObl MOBEepHYTh purypy Ha 90 rpaaycoB Mo 4acoBoOi
CTpeJKE WJIM MPOTUB YAaCOBOM CTPENIKH, a TaKKe 4YTOOBl OTPa3uTh (GUTYpY cieBa
HaIpaBO WK CBEPXY BHU3.
JlonosiHUTE IbHBIE TapaMeTPbl PUIYPBI — UCIIONB3YETCS IS BbI30Ba OkHa «Durypa
— JIOTIOJIHUTEIIbHBIE TAPAMETPBI».

Hekoropbie mapameTpbl aBTOQUTYpbl MOKHO HM3MEHUTH C MOMOIIBIO BKIIAJKH
«ITapameTpsl ¢Qurype» Ha mpaBoil OokoBoW mnaHenu. YToObl ee aKTUBUPOBATH,
HieNIKHUTE 1o ¢urype u BbiOepute 3Ha4ok «[lapamerpsr Qurypsi» cmpaBa. 31mech
MOKHO U3MEHUTH CIICIYIOIINE CBOMCTBA:
3aiMBKa — UCTOIB3YHUTE ITOT Pa3zell, YTOOBI BHIOPATh 3ATMBKY aBTOGUTYPEI. MOKHO
BBIOpATH CJEAYIOIINE BAPUAHTHI:

o 3anuBka 1BETOM (Pucynok 94) — BBIOEpUTE ATy OMIMIO, YTOOBI 3a1aTh
CIUIOIIHOM IBET, KOTOpPBIM TpeOyeTcsi 3aloJIHUTh BHYTPEHHEE
MPOCTPAHCTBO  BbIOpaHHOM  Qurypsl. HaxxmMure Ha  1BeTHOM
MPSIMOYTOJIbHUK, PACIIONOKEHHBIM HUXE, U BHIOEpUTE HYKHBIA IIBET W3

JIOCTYTTHBIX HAOOPOB IIBETOB MJIM 3aJalTe J000H IBET.

3anueka

JanyEKa LBESTOM

=

HenpospauyHocTb
0 {100 100 %

Pucynok 94 — 3aiuBka uBeTom

o I'paguenTHas 3anuBKa (Pucynok 95) — BRIOEPUTE ATy OIIINIO, YTOOBI 3aJTUTh

burypy IByMs LIBETaMH, MJIABHO MEPEXOSAIIMMU APYT B JIpyra.
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3anuWexa

MpagMeHTHaA 3anueka

Crune Hanpaenexwne
MAHERHBIA

W B

¥ron | i

ToukW rpagueHTa

:

Lieet MonoxeHwe

B ox: &0
HenpospaunocTb

0 L J100 100%

PucyHnok 95 — I'panuenTHas 3aJIMBKa

Crtunp — BeiOepuTe JIuHelHbId 1 PaguaabHblii:
> JInHelHbINM UCIIONB3yeTCsl, KOTJa BaM HYKHO,
4YTOOBI 1[BETA U3MEHSUIMCH CJIEBa HAIPaBO, CBEPXY
BHM3 WIH MOJI JIIOOBIM BBHIOPAaHHBIM BaMU YIJIOM B
OJIHOM HaIlPaBJICHUH. UtoOmI BBIOpATH
NPEAYCTAHOBJIEHHOE HANpPABJIEHUE, IIECJIKHUTE Ha
CTpPENKY pSAIOM C OKHOM MPEIBapUTEIHHOTO
npocmoTtpa «HampaBnenue» wim ke 3agaiTe
TOYHOE 3HAYEHHE yIJIa TPAJUEHTa B MOJIE «YTOI».
> PaguanbHblii  WCIIONB3yeTCs, KOTrJa Bam
HY’KHO, 4YTOOBI I[B€Ta HM3MEHSUIUCh O KpPYyry OT
LEHTPA K KpasiM.
Touka rpasreHTa — 3TO ONpeIeICHHAs TOUKa Iepexo/ia OT OJHOTO
LBETA K APYTrOMY.
> Y100BI 100aBUTH TOYKY rpaJueHTa,
Hcnonw3yiite kHOMKY J{00aBUTH TOUKY IrpaJeHTa
f ymm nomynok. MoxHO 106aBUTH 10 10 TOUek
rpaguenta. Kaxpgas cruenyromas aoOaBieHHas
TOYKa rpaueHTa HUKOUM 00pa3oM HE MOBJIMSIET Ha

BHEIIHUHW BU/JI TEKYILEH IPAIMEHTHON 3aJIMBKH.
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> YroObl  yJanuTh  OMNPEACICHHYIO  TOYKY
rpaueHTa, UCIIOJIB3YHTE KHOIIKY
YV IanuTh TOYKY IpajieHTa & .
> YtoObl  M3MEHHUTH  TOJIOKEHUE  TOYKH
IpagueHTa, WCIONB3YHTE TMOJBYHOK WIN YKaKUTE
«IlonoxxeHne» B  TPOIEHTaX JJIA  TOYHOTO
MECTOITOJIOKCHHSL.
> YToOBI MPUMEHHTH I[BET K TOYKE T'PATUCHTA,
MICIKHUTE TOYKY HA TAaHENM TMOJ3yHKa, a 3aTeM
HaxmuTe «LIBeT», 9TOOBI BRIOPATh HY)KHBIH IIBET.

o N3obOpaxkenne wiM TeKCTypa — BBIOEpPUTE BTy OIILUIO, YTOOBI

UCIIOJIb30BaTh B KayecTBe (hoHA (UTYPHI KAKOE-TO M300pa)KeHUE WIIH

TOTOBYIO TEKCTYDY.

3anueka

MzobpaxeHne WNK TEKCTYpa
EwCpare wzobpaxkenne
PacTaRsxeHwne

2 TERCTYPE

Bribpare

Henpo3spa4yHocTb
0 {100 100 %

Pucynok 96 — U300paxenne nim TeKcTypa

* Ecnu TpeOyeTcs ucnoib30BaTh M300pakeHUE B KauecTBe (PoHA
burypsi, MoxHO 1006aBUTH N300paxkenne «M3 (aiinay, BHIOpaB ero
Ha )KECTKOM JucKe KoMmbroTepa, uinu «Ilo URLy, BcTaBuB B
OTKphIBLIEMCs OKHE cooTBeTcTByrommi URL-anpec, nim «M13
XPaHWIUIIAY, BHIOPAB HY)KHOE U300pakeHne, COXpaHEHHOE Ha
noprare.

» Ecnu TpeOyeTcs CIob30BaTh TEKCTYPY B KauecTBe (hoHa (HUTYPHI,
pa3BepHUTE MEHIO M3 TeKCTyphl U BEIOEpUTE HYKHYIO

IPETyCTaHOBJICHHYIO TEKCTYpY.
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= B Hacrosiee BpeMsi JOCTYIHbBI CIEIYIONINE TEKCTYPbL: «XO0JICT»,
«Kapron», «Temnas Tkaub», «Ilecok», «I'panut», «Cepast Oymaray,
«Bszanuey, «Koxay, «Kpadt-Oymaray, «I[lamupycy, «JlepeBoy.

* B ToM cnyuae, eciu BhIOpaHHOE U300pakeHUE UMEET OOJIbIINE UITU
MEHBIIUE Pa3MEPBL, YEM aBTOPUTYpa, MOKHO BbIOpaTh U3
BBITAIAIONIETO crucka napamerp «Pactspkenue» win «Imutkay.

*  Onuus «PactspkeHue» mo3BoJsieT NoI0rHaTh pa3Mep U300pakeHus
1OJT pa3Mep aBTOPUTYpbI, YTOOBI OHO MOTJIO MOJHOCTHIO 3aTIOJTHUTh
IIPOCTPAHCTBO.

*  Onnus «[lnutka» mo3BoJseT 0TOOPaXKATh TOJIBKO YaCTh OOIBIIETO
U300paKEHUS, COXPAHSSI €T0 UCXOAHBIC Pa3Mephl, U TTOBTOPSTH
MEHblIee N300pakeHre, COXPaHsisl €ro UCXOIHbIE Pa3MeEphl, MO BCEH
TUIOMIAI aBTO(QUTYPBI, YTOOBI OHO MOTJIO MTOJHOCTHIO 3aIIOTHUTH

IPOCTPAHCTBO.

\J
# Tlpumeuanue

JIro6as BeIOpaHHas IIPelyCTAHOBIEHHAsI TEKCTYPA MOJIHOCTHIO 3aII0JHAET IPOCTPAHCTBO, HO
B ClIy4ae He0OXO0IMMOCTH MOKHO MPUMEHUTH 3P dekT PacTsokenue.

o Y30p (Pucynok 97) — BblOepuTe 3Ty ONIHUIO, YTOOBI 3a1IUTh (UTYpPY C
MOMOIIbIO JABYXI[BETHOTO PHUCYHKa, KOTOPBIM 00pa3oBaH pEryJspHO
HOBTOPSIOLIUMHUCS JIEMEHTAMHU.

3anueka

Ysop

Ysop

\\\\\\\\\\\\\\

p— T
howowy s : 1 : 1 : 1
A1
L

R 2 B )

LleeT nepegHero nnada :

LieeT grona

HenpospadyHocTb

0 {100 100 %

Pucynok 97 — Y3op

*  V30p — BBIOEPUTE OJUH U3 TOTOBBIX PUCYHKOB B MEHIO.
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= [IBeT mepenHero mnjaaHa — HAKMUTE HA ATO [IBETOBOE I0JIE, YTOOBI
U3MEHUTH LIBET 3JIEMEHTOB y30Dpa.

. HBeT (bOHa — HaAXXMHUTC Ha 5TO OIBCTOBOC II0JIC, YTOOBI U3MEHHUTH OBECT

dona y3opa.

o be3 3anuBku — BeIOEpUTE 3Ty OINILMUIO, €CIU HE TpeOyeTcs HUCIOJIb30BATh
3aIIUBKY.

Janveka
JANKBKa LBETOM v

Henpospa4yHocTe
] (100 100% °
KouTyp

3anvBka UBETOM v

- X

Tonwu+Ha Tun

1nT v —
Henpospa4yHocTe

0 O100 100% J
Nosopot

MosepHyTs HA 90° OTpa3vmb
N A <
CTUNE 06TEeKaHNA

WNaMeHHTE aBTOMIYpY [ _7'7_;. v
OToGpaxars TeHb

[ononHuTenbHbie NapamMeTpb!

PucyHnok 98 — IIapamerpsl purypsi

Henpo3payHocTh — UCHONB3YWTE STOT pasfiel, 4ToObl 3a/aThb YPOBEHb
«Henpo3pauyHocTH», EpeTacKUBasi MOJA3YHOK WIIM BPYUHYIO BBOJSI 3HAUEHUE
B MPOLEHTax. 3HAYEHHUE, 3aJaHHOE M0 yMon4aHuto, cocrasisieT 100%. Ono
COOTBETCTBYET IIOJIHOM Hemnpo3padyHocTu. 3HaueHue 0% COOTBETCTBYET

IIOJIHOM ITPO3PAYHOCTH.
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e KoHTyp — ucnonb3yiTe 3TOT pasjiei, 9To0bl U3MEHUTH TONIIHUHY, [IBET WA

THUII KOHTYpa.

o 3ajuBKa IBETOM — YTOOBI 33JaTh CIUIOIIHOW LBET, KOTOPHIA TpeOyeTcs
MIPUMEHUTH K BBIOpaHHOU (urype.

o I'panuenTHas 3anuBKa — 4TOOBI 3AIUTH (PUTYPY JBYMSI [IBETAMH,

MJIABHO MEPEXOASIIIUMU APYT B Apyra.
o bes 3anuBKu — BbIOEpUTE ATY OMIMIO, €CIU BBl BOOOIIIE HE XOTUTE
WCIIOJIb30BATh 3AJIUBKY.

o Ins  u3MeHeHus  LBEeTa  KOHTypa  IUEJIKHUTE 1O  LBETHOMY
MPSIMOYTOJILHUKY M BBIOCPUTE HYXKHBIM 1BET. MOXHO HCIOJIb30BaTh
IBET BHIOPAaHHOW TEMbl, CTaHAAPTHBIA I1[BET WJIM  BBIOpaTh
MOJIb30BATEIILCKUAN 1IBET.

o JIns “3MEHEeHHs TONIIMHBI KOHTYypa BHIOEPUTE U3 BBIMAAIONIETO CIIUCKA
TonmuyHa OOHY M3 JMOCTYNHBIX OMIUNA. JIOCTYIIHBI CIEAYIONIAE OMIIHU:
0.5 o, 1 o, 1.5 or, 2.25 0T, 3 nr, 4.5 nr, 6 nt. Ui BeiOepuTe OMIUIO
«be3 nmuHumny, eciu He TpeOyeTCs UCTIOIB30BaTh 0OBOAKY.

o Jlis W3MEHEHHs TUIA KOHTypa BBIOEPUTE HYXHYIO OMIHUI0 U3
COOTBETCTBYIOIIETO  BBIMAJAlONIEro  Chnucka (MO0  YMOJYaHUIO
MPUMEHSIETCSL CIUIOIIHAS JIMHUSI, €€ MOKHO HW3MEHUTh Ha OJHY W3
JIOCTYITHBIX MyHKTUPHBIX JTUHU).

o IToBopoT — ucnosb3yercs, yToObl NOBEPHYTh GuUrypy Ha 90 rpaaycoB mo
4acOBOW CTpEJNKE WM TPOTHUB YAaCOBOM CTPENIKH, a TaKXKe YTOOBI
OoTpa3uTh (UTYpy ClieBa HAMpPaBO WIM CBEpXy BHU3. Haxmure Ha OHY

K3 KHOIIOK:

o Kuomnka , 9TOOBI OBEpHYTH Purypy Ha 90 rpagycoB MpPOTHUB YACOBOM

CTpPEJIKH,

o Kuonka ¢~ , 4T06bI noBepHyTh ¢Gurypy Ha 90 rpamycoB mo 4acoBOM

CTpEJIKe,

o Kuonka A\ , 4TOOBI OTpa3UTh PUTypy MO TOPU30HTAIIH (CJIeBa HAMPABO),



150
RU.48324255.CJI(PT)-PII-B1.1
o Kuomka <N uro6s! OTpa3uTh PUTYPY MO BEPTUKAIHU (CBEPXY BHU3).

e Cruab 00TeKaHHUs — HCIOJB3YWUTE ITOT pas3zell, 4YToObl BHIOpATh OJUH U3
JOCTYMHBIX CTHJIEH OOTEKaHUsi TEKCTOM — B TEKCTE, BOKPYI pPaMKH, IO
KOHTYpY, CKBO3HOE€, CBEpPXY M CHHU3Y, MHEped TEKCTOM, 3a TEKCTOM (s
NOJIyYeHHUsS]  JOTOJHUTENbHOW  MHGOpPMAIMKM  CMOTPUTE  OIMMCAHHE
JOTIOJIHUTENIbHBIX MapaMETPOB HIKE).

o MW3MeHUTH aBTOQUIYPY — HCIOIB3YHTE 3TOT pasnues, 4yToObl 3aMEHHUTH
TEKYLIyI0 aBTOQUTYPY Ha IPYTyI0, BEIOPAB €€ U3 BBINAIA0IIET0 CIIHCKA.

e OTto0paxaTh TeHb — OTMETHTE 3Ty OIIUIO, YTOOBI OTOOpaKaTh PUTYypy ¢
TEHBIO.

N3MeHeHue 10MOJTHUTEIBHBIX IAPAMETPOB aBTOPUTYPHI

YTOObI U3MEHUTH JONOTHUTEIbHBIE TAPAMETPHI aBTOPUTYPHI, IICIKHUTE MO HEM

MPaBO KHOMKOW MBIIIHN M BEIOEPUTE W3 KOHTEKCTHOTO MEHIO yHKT JlomoTHUTEIbHBIC
napameTpel. Mnm HaxMuTe CCBHUIKY «/lONMOTHUTENBHBIE TapaMeTph» Ha MPaBOu
OookoBoi maHenu. OTkpoercss OKHO «®Purypa — AOMOJHUTENbHBIC MapaMeTPhI»

(Pucynok 99).
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@Urypa - 4ONONHUTENbHEIE NapaMeTpbl X
ABCOMNIoTHAS
MoeopoT ~
o mmm:
OBTeKaHHe TeKCTOM OTHOCMTENBHAA  OTHOCHTENBHO
Monoxexue
BeicoTa
TIMHMM ¥ CTPENKN _
ABCOnIoTHaR
e
TekcToEOe none L 593cm

~ OTHOCHUTENBHAA OTHOCHTENBHO
AnNLTepHaTHEHBIA TEKCT

COXpaHATE NPONOPLMMK

Pucynok 99 — JlonosHuTe/IbHBbIE MAPAMETPbI ABTO(UIYPbI

Bxrnagka «Pa3mep» COAEPKUT CIIEYIONINE NapaMeETPhI:

IIupuHa — UCNoNb3yiTe OAHY M3 ITHX OIIMKA, YTOOBI U3MEHUTH ITUPUHY

aBTOQUTYPHI.

o AOCONIOTHAS — yKaXXUTE TOUHOE 3HAUYCHUE, ONpeeisieMoe B a0COIIOTHBIX
eaunuiax, To ectb Cantumerpax/Ilynkrax//Aroiimax (B 3aBUCUMOCTU
OT TOro, KakoW mapaMeTp VyKa3aH Ha Bkiaake «Qaimy —
«/lononHUTEIBHBIE» TAPAMETPHL...»).

o OTHOcHTENbHAs — YKAXKHUTE Pa3MEP B MPOLUEHTAX OTHOCUTEIBHO IIUPUHBI
JIEBOTO TOJIsA, MOJsA (TO €CTh PacCTOSHUA MEXAY JEBBIM M IPaBbIM
MOJISIMH ), ITUPUHBI CTPAHUIIBI WU IIUPUHBI IPABOTO TOJISL.

BbicoTa — ucrnonb3yiiTe OAHY M3 3THX OMIMM, YTOOBI W3MEHUTH BBICOTY

aBTO(QUTYPHI.
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o AOcCoNIOTHAsI — yKaXXUTE TOUHOE 3HAUCHUE, ONpeeiieMOe B aOCOIIOTHBIX
eauaunax, To ectb CanTumerpax/Ilynkrax//Aroiimax (B 3aBUCUMOCTU
OT TOro, KakoW mapaMeTp yKa3aH Ha Bkiaake «Qaimny —
«/lononHUTENBHBIE TAPAMETPBL...)).
o OTHOCHUTENbHASI — YKAKUTE pa3Mep B MPOLIEHTAX OTHOCUTENIBHO OIS (TO
€CThb PACCTOSHHS MEXJIYy BEPXHHUM M HWKHUM IIOJIIMH), BBICOTBI
HIKHETO T0JISL, BBICOTBI CTPAHULIBI WJIM BBICOTBI BEPXHETO TOJIA.
Eciu ycranosnen ¢uaxok CoxpaHsiTb NPONMOPHUM, IIUPUHA U BBICOTA OYAyT

HU3MCHCHBI IIPOITOPIHHUOHAIIBHO, COXPaHAAd HCXOJHOC COOTHOIMICHHUC CTOPOH (bPII“ypBI.

@urypa - AONONHUTENbHLIE NapaMeTpel

~
Pazmep vron m "
_
TpaH: [0 ropy3oHTanu
O6TeKaHWe TeKCTOM SRR ST
Mo BEPTUKANK
MonoxexHue

TIMHUKM K CTPenKn
TeKkcTOEOE none

AnETEPHATUEHBIA TEKCT

Pucynok 100 — Bknagka «IloBopor»

Brutanka «IIoBopoT» COIEpKUT ClleAyIOLINE apaMeTPhl:
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UCIIOJIB3YITE 3Ty OIIIMIO, YTOOBI MOBEPHYTHh (PUTYPY HA TOYHO 33JIaHHBIN YTOJI.

BBenute B moiie Hy>)KHOE 3HAYEHHME B Ipajlycax WIH CKOPPEKTUPYHTE €ro, UCHOJIb3ys

CTpPEJIKH CIIpaBa.

OTtpaskeHo — oTMeThTe rajoukoi omnuuio [lo ropuszonTtanu, 4ToOBI OTPA3UTH HUTYPY

10 TOPU3OHTANIM (ClIeBa HANPaBO), WM OTMEThTE Tasioukon onuuio «Ilo BepTukanmy,

94TOOBI OTPa3UTh (GUTYPY IO BEPTUKAIU (CBEPXY BHU3).

Durypa - AONONHUTENBHEIE NapaMeTpel

Pazmep CTUNE 06TeKaHWA

MoeopoT _“_ ;w

i

W= W

ol
al

MonowexHue i

NMHKUK ¥ cTpenku

TekcToEOE none PaccToAHMe 40 TeKCTa
. Ceepxy Cniesa
ANETEPHATUEHEIN TEKCT

CHuay Cnpasa

Pucynok 101 — Bkaaaka «O0Tekanue TeKCTOM

Bxrnaaka «O0TekaHue TEKCTOM» COAEPKUT CIEAYIOIINE apaMeTphl:

Ctunb o0TekaHusi — UCMOJIB3YHTE 3Ty OINLHUIO0, YTOOBI MU3MEHHUTH CIIOCO0
pa3MenieHusi aBTOPUIrypbl OTHOCUTENIBHO TEKCTa: UM OHO OYAET SIBISITHCS
YacThl0 TEKCTa (eciau BbhIOpaH CTWIb 00TeKaHus «B TekcTe») WM TEeKCT
Oyner oO0TekaTh €ro co BCEX CTOPOH (€CiH BBHIOpAaH OJUH U3 OCTAIBHBIX

CTUJIEH).
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o B Tekere B — aBTO(Urypa CUMTAETCA YAaCThIO TEKCTA, KaK OTAEIbHBIN
CHUMBOJI, TIO9TOMY TMpH TIEPEMEUICHUH TEeKCTa H300pakeHne TOXKe
nepemMeniaercs. B aTom ciayuyae mapameTpbl paciosioKEeHUsI HEAOCTYIHBI.

Ecnu BbIOpaH OJUH U3 CIENYIOIIMX CTUIIEH, aBTOQUTYpPY MOYKHO NEpEeMEeIaTh
HE3aBHCHUMO OT TEKCTa M TOYHO 33/1aBaTh MOJIOKEHHE (PUTYPBI HA CTPAHUIIE:

o Bokpyr pamkn i — Texer obrexaer IpSIMOYTOJIBHYIO paMKy, KOTopas
OKpPYXaeT aBTOPUTYpY.

o ITo koHTYpY 4 — Teker obTexaer pealibHble KOHTYPbI aBTO(UTYPBHI.

o CKBO3HOe 2 — TexcT OOTeKaeT BOKPYI KOHTYPOB aBTO(HUIYypbl U
3aIl0JIHAET HE3aMKHYTO€ CBOOOJHOE MECTO BHYTpU Hero. UtoObl 3TOT
3pdeKT MpoSIBUIICA, HCIONB3YWTE oOmiuio «VI3MEHUTh TpaHUILy
00TEKaHUs» U3 KOHTEKCTHOTO MEHIO.

o CBepxy mu cnmy— TEKCT HaXOAWUTCA TOJBKO BBIIIE U HIDKE
aBTO(UTYPHI.

o Ilepea TekcTom £ — aBTOGUTYpaA IEPEKPHIBAET TEKCT.

O 3a TeKCTOM [ — TEKCT MEPEKPBIBACT aBTOPUTYDY.

[Tpu BBIOOpE cTHISI OOTEKaHWsT BOKPYT paMKH, MO KOHTYPY, CKBO3HOE WITU
CBEpPXy M CHH3Y MOXXHO 3a/1aTh JIOTIOJHHUTEIbHBIC MapaMeTpbl — «PACCTOSHUE [0

TEKCTa» CO BCEX CTOPOH (CBEpXy, CHU3Y, CJIeBa, CIIpaBa).
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®urypa - AgononHUTeNbHbIe NapamMeTpbl X
Pasmep Mo ropuaoHTanu
BeipaBHWBEaHUE OTHOCHTENLHO
MoesopoTt
O6TeKkaHWe TEKCTOM MonoxexHue cnpaga ot

[ 415cm [ Cronbua v
Monowexune
OTHOCHTENBHOE NONOKEHWE  OTHOCHTENIBHO
NIUHMM U CTpenku

TekcTosoe none
Mo BepTHKanm

. BbipaBHWBaHHe OTHOCHTENBHO
ANLTepHATUEHLI TEKCT
Monoxetue HIHE
[ 1024cm [ Ab3aua v

OTHOCUTENBHOE NMOMNOXEHWE OTHOCHTENBHO

NapameTpel
v/| MNepemellats C TEKCTOM  |v/| PaspeluTs nepekpbiTue

Pucynok 102 — Bkaaaka «Ilosioxenue»

Bxnanka «Ilonoxenue» (Pucynok 102) moctyrnHa TOJIBKO B TOM Cilyyae, €Ciu
BBIOpaH CTWIb OOTEKaHWs, OTIAWYHBIM OT cTwisi «B Tekcre». Bxnamka comepxut
CJIEYIONTME TapaMeTphl, KOTOpPHIE DPAa3IMYaOTCS B 3aBUCUMOCTH OT BBIOPAHHOTO
CTUJISL OOTEKaHMUS:

e B pazgene Ilo ropusoHTam MOXXHO BBIOpaTh OJIMH M3 CIEAYIONIUX TpeX

CIIOCOOO0B TTO3UITMOHUPOBAHHMS ABTOPUTYPHI:

o BbipaBHuUBaHMe (10 JEBOMY Kpawo, MO IEHTPY, MO MPaBOMYy Kparo)
OTHOCHUTEJILHO CUMBOJIA, CTOJIONA, JIEBOTO IMOJs, MOJis, CTPAHUIIBl WU
MPaBOTO MOJI,

o AoGcomotHoe Iloso:xkenne, onpesnensieMoe B aOCOMIOTHBIX €IMHUIAX, TO
ectb Cantumerpax/Ilynkrax//Aroiimax (B 3aBUCUMOCTH OT TOT'0, KaKOi

mapamMCTp YKa3aH Ha BKJIaJKC «Dannm»y — «I[OHOJ'IHI/ITCJIBHBIC
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rmapaMeTphbl...»), CIpaBa OT CHMBOJA, CTOJOIA, JIEBOTO IIOJS, IIOJS,
CTpPAHHMIIBI WM MPABOTO ITOJI,

o OTHOCUTE/IbLHOE  TO0JIOKEHHE, ompeaensieMoe B IPOICHTAaX,
OTHOCHUTEJILHO JICBOTO TIOJIS, TOJIs, CTPAHUIIBI WJTH TIPABOTO MMOJIS.

B pasnene Ilo BepTHKAaAM MOXHO BBIOpAaTh OJUH M3 TPEX CHOCOOOB

MO3UITMOHUPOBAHUS aBTOPUTYPHI:

o BuipaBHUBaHHe (110 BEpPXHEMY Kparo, MO IEHTPY, MO HIKHEMY Kparo)
OTHOCHUTEJILHO CTPOKH, TOJISl, HUXKHETO MOoJjsi, ad3aia, CTpaHUIIbl WU
BEPXHETO MOJIs,

o AoGcomotHoe Iloso:xkeHnne, onpesnensieMoe B aOCOMIOTHBIX €IMHUIAX, TO
ectb Cantumerpax/Ilynkrax//Ioiimax (B 3aBUCUMOCTH OT TOr'0, KaKOU
nmapaMeTp ykazaH Ha Bkiaaake «®Paitm»y —  «JlomomHUTEIBHBIE
MapaMeTphl...»), HUKE CTPOKH, TMOJIs, HUKHETO MoJisd, ad3ala, CTpaHUIIbl
WJIU BEPXHETO MOJIs,

o OTHOCHUTE/ILHOE  TOJIOKEHHE, ompejaensieMoe B IPOIICHTAaX,
OTHOCHUTEJILHO T0JIsI, HH>KHETO TOJIs, CTPAHUIIbI WJIM BEPXHETO MO,
Ommusa Ilepememars ¢ TeKCTOM ompenenser, Oyaer In aBTodurypa

nepeMeniaTbcsi BMECTE C TEKCTOM, K KOTOPOMY OHa MPHBs3aHA.

Omnmus Pa3pemmTh nmepekphITHE ONpeAesieT, OyayT JIM MEPEeKPhIBATHCS JIBE

aBTOQUTYPHI, €CITU TIEPETAMUTD WX OJIU3KO IPYT K IPYTy HA CTPAHUIIE.
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®urypa - 4ONONHUTeNbHEIe NapaMeTpel

Pazmep CTHNL NUHUK

—— THN OKOHYAHMA TUN COEAMHEHUS
Mnockui v 3aKpymeHHbIA v

OB6TeKaHHe TEKCTOM

MonoxeHue CTpenku

m HauanbHblil CTUNb KOHEUHbIA CTUTb

TekcToBOE none ) )

Ha4anbHblit pasmep KoHeuHbIi pasmep

AnNETepHaTMEHBIA TEKCT

Pucynok 103 — Bkaaaka «/IuHuM U cTpekm»

Bxnanka «JIuauu u crpenku» (Pucynok 103) COAEPKUT CIEAYIONINE TapaMeTPhI:
CTiib JTMHMHU — 3Ta TPYIINA ONLMI NO3BOJSET 3a4aTh TAKHE MapaMeETPhI:

o Tunm OKOHYAHMS — 3Ta ONIMSA MO3BOJLSIET 3a4aThb CTWUJIb OKOHYAHMS
JUHUM, TI03TOMY €€ MOXKHO THPUMEHUTh TOJNBKO Uid QUryp ¢
Pa30MKHYTBIM KOHTYPOM, TaKUX KaK JIMHUHU, JJIOMaHbI€ JINHUU U T.[.:

* Jlrockuii — KOHEYHBIE TOUYKH OYYT IJIOCKUMHU.
» 3akpyrJeHHbIN — KOHEYHBIE TOYKU OYIyT 3aKpYyTIICHHBIMHU.
= KBagpaTHblll — KOHEUYHbIE TOUYKH OyAYyT KBaJApPaTHBIMHU.

o Tun coegMHeHHMsl — dTa ONLMA MO3BOJSAET 3a1aThb CTWIb IEPECEUCHUS
JBYX JIMHHUM, HAIIpUMEpP, OHA MOXET IIOBJIMATH HAa KOHTYpP JIOMAaHOMU
JIMHUHU WJIM YTJIOB TPEYTOJbHUKA WIIN HPAMOYTOJIbHHKA:

* 3aKkpyIJIeHHBIN — yroj OyAeT 3aKpyIJIEHHBIM.

=  (CKOIIIEHHBIN — yToJ OyJIeT cpe3aH HauCKOCh.
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= [Ipsamoii — yron OyeT 3a0CTPEHHBIM. XOPOIIO MOAXOAUT st GUTYyp

C OCTPBIMHU YyTJIaMH.

\J
# Tlpumeuanue

DddekT OyaeT mydie 3aMeTeH MPU UCTIOIH30BAHUN KOHTYpa OOJIBIIECH TOIIIUHBIL. ’

CrpeJiku — 3Ta TpyIIIa OMNIMKN JOCTYIIHA TOJBKO B TOM Cliydae, €CJiv BbiOpaHa ¢urypa
u3 Tpynnel  aBroburyp «Jluammy». Ona mo3BoisieT 3anaTh «HavanbHbI» U
«Koneunniit» ctunu u «Pasmep» crTpenku, BbIOpaB COOTBETCTBYIOIIHUE OMNIUU U3

BhBIITAJAKOIINX CITMCKOB.
DuUrypa - 4ONONHUTENbHbIe NapaMeTpkl

Paamep ABTONOQGOP

MNosopor MoAroHATL pasMep Urypbl Nog TEKCT

O6TeKaHWe TEKCTOM
Mons BOKpPYr TEKCTA

Monoxexue Ceepxy Criesa

013cm * 025cm ”
JTIMHUN ¥ CTPENKK e e

CHUay Cnpaea

AnETepHaTHEHLIA TEKCT

Pucynok 104 — Bkiaaka «Tekcrosoe moJse»

Ha Bxmanke «TekcroBoe moise» MoXHO «IloaroHsTe» pasmep (QUIrypbl IO
TEeKCT WJIK U3MEHUTh BHYTPEHHHUE MoJisa aBToPurypel «Crepxy», «CHuzy», «CieBa» u

«CrpaBa» (TO €CTh PAacCTOSHHE MEXIy TEKCTOM BHYTPH (UIYpbl M TpaHULAMU
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aBTourypel). @nar «lloaroHsars pasmep ¢QUIypbl MOA TEKCT» aBTOMATUYECKU
U3MEHSET pa3Mep (QUrypbl Tak, YTOObl BEChb TEKCT, IOOABIEHHBIA BHYTPb (UTYPBI,

MOMEIIaJics B He€ 0e3 00pe3KHu.

\J
# Tlpumeuanne

Ora BKJIAJKa JOCTYITHA, TOJIHKO €U B aBTO(GUTYPY T00aBICH TEKCT, B TPOTUBHOM CITydae
BKJIaJIKa HEAKTUBHA.

@urypa - ONONHUTENbHLIE NapaMeTpkl X
Pasmep 3aronoeok
MoeopoT
OnucaHue

OGTeKaHUE TEKCTOM
MonoxeHune
TIMHWM W CTPENKK

TekcTOEOE none

ANETepHATHEHLIN TEKCT
_ AnNETEPHATUBHOE TEKCTOBOE NPEACTABNEHUE MH(ODMALMK O

BM3yankHoM 00bEKTE, KOTopoe GyET 3aUMTHIBATECA AMA MAEH
C HAPYLIEHWAMH 3DEHWA UMM KOTHUTMEHEIMK HADYLUEHWUAMM,
YTOGbl MOMOYL MM MYYLLIE NOHATE, KAKYI0 WHDOPMALMIO CONEPUT
W300paKEHUE, AETOMIYpa, AMATPAMMA UMK TaBNULA.

I o

Pucynok 105 — Bkinagka «AJIbTepHATUBHBIN TEKCT»

Bxnanka «AnbTEpHATUBHBIM TEKCT» TO3BOJISET 3a4aTh «3arojioBOK» U
«Omnucanuey, KOTopble OyAyT 3aUUTHIBATHCS JUIS JIIOJICH C HAPYIICHUSIMHU 3pEHUS WU
KOTHUTUBHBIMU ~HApyLICHUSAMH, 4YTOObI TOMOYb MM JIy4llle MOHSTh, KaKylO
nH(pOpMaINIO COAEPKUT GUrypa.

3.6.5 Bcraska guarpamm

BceraBka qjuarpaMmmbl
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JIns BcTaBKM 1UarpaMMsl B IOKYMEHT:
1. YcranoBure Kypcop TaMm, riie TpeOyeTcss HIOMECTUTh AUarpammy,
2. TlepelinuTe Ha BKIAAKy «BcTaBkay BepxXHEH NaHENIN HHCTPYMEHTOB,
3. Illenknute no 3Hauky /lnarpaMma Ha BepXHEH MaHEIH HHCTPYMEHTOB,
4. BpibepuTe U3 JOCTYIHBIX TUIIOB JUATPAMMBI:
o I'mcrorpamma:
* J'ucrorpamma c rpyImnupoBKOH,
* ['mcrorpamma ¢ HaKOIUICHUEM,
* HopmupoBaHHasi THCTOIPaMMa C HAKOILJIEHUEM,
* TpexmepHas rucrorpamma ¢ rpynmnupoBKOH,
* TpexmepHas rucrorpamMmma ¢ HaKOIUIEHUEM,
* TpexmepHas HOPMUPOBAHHASI THCTOTPAMMa C HAKOIIJICHUEM,
* TpexmepHas rucrorpamma.
o I'paduxk:
* ['padux,
* ['paduk c HaKOIIICHUEM,
* HopMupoBaHHBII rpaduk ¢ HAKOIIJIEHUEM,
* ['padux c mapkepamu,
* ['paduk c HAKOIJICHUSIMU C MapKepamH,
* HopmupoBansblii rpaduk ¢ MapkepaMu U HAKOTUICHHEM,
* TpexmepHblil rpaduk.
o Kpyrosas:
= Kpyrosas,
= Kombuesas quarpaMmma,
* TpexmepHas Kpyrosas Auarpamma.
o Jluneiuaras:
» Jlunenuaras ¢ rpynIIMpOBKOU,
= JIuHenyaTas ¢ HAKOIUICHUEM,

= HopwmupoBaHHas JuHEW4aTasi C HAKOIUICHUEM,
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=  TpexMepHas JuHen4aTas ¢ rpyIInupoOBKOH,
=  TpexMepHas JuHeW4aras ¢ HAaKOILUICHUEM,
=  TpexMepHas HOPMUPOBAHHAS JIMHEWYATAS! C HAKOIJICHUEM.
o C obnactamu:
= C obnactsamu,
» Jluarpamma c 00J1aCTIMH C HAKOTUICHUEM,
* HopmupoBanHas ¢ 001acTsIMU U HAKOIUICHHEM,
= bupxenas.
o Toueunas:
= Toueunasa auarpamma,
= ToyeyHas C IMIaJIKUMHU KPUBBIMHA U MapKEPaMHu,
= TodyeyHas C IIaJIKUMHU KPUBBIMH,
= TodeyHas ¢ OPSIMBIMHU OTPE3KAMHU U MAPKEPaAMH,
=  TodyeyHas C IPAMBIMH OTPE3KAMHU.
o JlenectkoBas:
= JlenecTkoBas,
= JlenmecTtkoBas ¢ MapKepamu,
® 3anoJHEHHAs JIEIECTKOBAs.
o KoMmOunupoBaHHbIE:
* T'ucrorpamma c rpynnupoBKOi u rpaduk,
* [mcrorpamma c rpynnupoBKON U rpauK Ha BCIOMOTATEIbHON OCH,
= (C o0jacTsMu C HAaKOIUICHHEM M TUCTOTpaMMa C TPYIITUPOBKOIA,

= Jlomp30BaTelbCcKass KOMOWHAIIH.

\J
# Tlpumeuanue

[TopnepKuBarOTCS CAEAYIOIIME TUIBl JAMArpaMM, CO3JaHHBIX B CTOPOHHMX pEIaKTOpax:
«ITupamuna», «I'ucrorpammay (nupamuza), «l opusoHTanbHble/BepTuKanbHble HUIUHAPHL,
["opu3oHTaIbHBIE/BEPTUKATIbHBIE KOHYCh». MOXKHO OTKpBITH (haili, coaepKaiiuil TaKyro
JuarpamMMmy, U H3MEHUTb €ro, HUCIOJb3ys JOCTYIIHbIE WHCTPYMEHTBHI DPEIAKTUPOBAHUSA
muarpamm.«llupamuna», «'uctorpamma» (nupamuna), «l opusonTanbHble/BepTHkanbHbIe
WIMHAPBL,  ['OpH30HTaNbHBIE/BEPTUKANIBHBIE  KOHYCB». MOXHO  OTKpBITH  (haidn,
COZIepXKalIUM TaKyl0 AUarpaMMy, U MU3MEHHUTH €r0, HCIOJIb3yS JOCTYIHbIE HMHCTPYMEHTBI
pEeNaKTUPOBAHUS JUATPAMM.
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5. llocne storo mosiButrcst okHO «Penmakrop auarpamm» (Pucynok 106), B

KOTOPOM MOXHO BBCCTH B STYCHKU HCO6XOI[HMBIC JaHHBIC IIpU TIOMOIIH

CICAYIOIIHX 3JICMCHTOB YIIPABJICHUSA:

o KomupoBate @ wu BcraButrh 8 s  KONMPOBaHUSA M BCTaBKHU

CKOITMPOBAHHBIX JAHHBIX]

o Otmenuts ¥ u [loBTOpUTH “™ 1711 OTMEHBI M TOBTOPA JICUCTBHUIA;

o Kuomka 2 JUTSI BCTABKU (DYHKIIUU;

O YMEHBIIUTH Pa3psIIHOCTD < U YBeNIUYNTH pa3spsaHOCTD = T

YMCHBIICHUA U YBCIIMUCHUA YUCJId ACCATHYIHBIX 3HAKOB,

o UwucnoBoit popmar M ¥ s M3MEHEHHs 4UCIOBOrO (opmara, TO

C€CTb TOIro, KakuM 06p330M BBITTIA AT BBCACHHBIC YK CJIa B quﬁKaX;

o V3MeHHTH THIT AMarpaMMBl ol Vawenirs Tl awarpauvel i BRIOOpA AMArpaMMbI

JIPYroro THUIIA.

i

m
5

>

[Gold

B

PepakTop guarpamm

FH BuiGop pannbix o] WsmeruTs TN guarpamMmb: W3MEHHTL quarpammy

C D E F G H | J K L M
Silver Bronze

USA
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=
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= Gold = Silver m Bronze
o, {} {1

COXpaHNTEL M BEIHTH SaKkpeITe

Pucynok 106 — Oxno «Penakrop nuarpamm»
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1. Haxxmure xHONKY «BBIOOp JaHHBIX», PACIOJIOXKEHHYIO B OKHE «Pemaktop
nuarpammy. OTkpoercs okHO «JlanHbie quarpammen (Pucynok 107).
Hcnonp3yiiTe nUaioroBoe OKHO «J/laHHBIE auarpamMMb» [Js yOpaBJICHUS
JMANa30HOM JaHHBIX JUarpaMMbl, 3JEMEHTaMU JiereHnabl (psiibl), MOIMUCAMHU

TOPU30HTAIBLHON OCH (KaTErOpHH) U MEPEKIIIOUEHUEM CTPOK / CTOIOIIOB.

A

OaHHBIe guarpammel

[1ManasoH AaHHbIX 4NA WarpaMme
=Sheet11$A$1:3D37 H

3nNeMeHTEl neredgbl (pAabL!)

Silver

Bronze

NoGaBuTL Pegaktuposatk YOanuTe N

MepeKMYUTE CTPOKY/CTONGEL

MoanMUcH FTOpPU3OHTANEHOW OCU (KaTETopHK)

Penaktuposarb

Pucynok 107 — OxHo «/laHHBIe AHATPAMMBDY

Juana3oH JaHHBIX IS JHArpaMMbl — BBIOCpHUTE JaHHBIC I Baliei
IMarpaMMbl; IIEIKHUTE 3HAYoK B0 cmpaBa or moms «/lMamasoH JaHHBIX JUIs
JMarpaMMbl», 4YTOObI BEIOpATh JUANa30H SYEEK.

DJieMeHTBI JiereHabl (psiibl) — J00aBIANTe, PENAKTUPYWUTE WIH YIAJISITe
3aMucH JiereH Ibl. BBeauTe miam BeIOEpUTE P JUIS 3aluced JIETEHbI; B « DJIeMEHTax
JereHap (psipl) HAKMHATE KHOMKY «/[00aBuThHY»; B muanoroBom okHe «V3MeHHTH
psiI» BHIOEPHUTE AMAIa30H SUEEK IS JIEreH bl WM HaXXMUTe Ha MKoHKy HH crpaBa ot

nonst «Mmst psigay.
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Ioanucu ropu3OHTANBHON OCH (KATEropmMM) — M3MEHANTE TEKCT IMOIINUCH
kateropuu; B  «lloamucsx  ropu3oHTadbHOM  OCH»  (KAaTEropuM)  HAKMHUTE
«PenaktupoBaTh»; B mnosie «Jluama3zoH nNOANMUCEH OCW» BBEAUTE HA3BaHWUS IS
KAaTEropuii WIM HAXMUTE€ Ha HUKOHKY B | 4roObI BHIOpaTh [HANa30OH S4YEEK;
MEPEKIIIOYUTh  CTPOKY/CTONOEI] — TMepecTaBbTe MECTaMU JIaHHbIE, KOTOpBIE
pacIookeHbl Ha auarpamme. llepekimrounte CTpPOKM Ha CTOJIONBI, YTOOBI JdaHHBIC
O0TOOpa)KaauCh Ha APYTOM OCH.

Haxxmute kaonky «OK», 4TOOBI IPUMEHUTh U3MEHEHUS U 3aKPBITh OKHO.

2. N3MeHuTe mnapaMmeTphl aUarpaMMbl, Ha)XaB Ha KHOINKY «M3MeHUTH THUI
nuarpamMmb»y B okHe «Pepaktop muarpamMm», 4ToObI BBIOpAaTh THUI U CTUIIb
nuarpaMMbl. BeiOepute guarpaMmy U3 JOCTYIHBIX pa3/ielioB: THCTOrpaMMa,
rpaduk, Kpyromas, JHHeHYaTas, C OOJacTIMHU, OUpKeBas, TouyeyHasl,

koMOuHupoBaHHbie (Pucynoxk 108).

Tun guarpammel

Tarzcace
T

. Lanah | i)

sl w8

v dlEl

Pucynoxk 108 — Oxkno «Tun guarpaMmmbny
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Korma BoiOupaere «KoMOuHUpOBaHHBIE JuarpaMMmbl», B OKHe «Twum
JTUarpaMMbDy PaCIONIOKECHBI PSJIBI TUATPAMM, JJIS KOTOPBIX MOYKHO BBIOPATh THIIBI
JiarpaMM U JJaHHbIE JUIsl pa3MelleHus: Ha BTopuuHoil ocu (Pucynoxk 109).

Tun guarpammel

Tun

& .

B Gold lucTorpamma c rp'~
B Silver ructorpamma c rp'v
Bronze pauk v

Pucynok 109 — Oxno «Tun jmarpamMmsi» 17151 KOMOHMHUPOBAHHBIX AHATPAMM

3. M3menuTe nmapameTpsl IuarpaMMbl, Ha)aB KHONKY «I3MEHUTH AuarpamMmy»
B OkHe «Pemaktop gumarpamm». OtTkpoercs OkHO «/lpmarpamma —

JononuautenbHbie mapameTpbd» (Pucynok 110).
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Ouarpamma - gononNHUTenNkbHbIe NapaMeTpkl X
m 3aronoBoK gHarpammb YCnoBHble 0003HA4YEHWA
Be3 HanoxeHuA v CHU3y v

BepTHKankHas oCk

MoANMCH OaHHBIX

FopU2OHTanNbHaA oCk HeT -

MNpUBR3KA K AYel ke PasaenuTenb nognucei
JaHHbIX
AnNbTepPHATUBHEIA TEKCT

Pucynok 110 — Oxno «/Ilnarpamma — /lonoJTHUTeIbHBIE TAPAMETPBID»

Ha Bxmagke «Maker» (PucynHok 110) MOXHO H3MEHHUTH PaCIOJIOKEHUE

9JICMCHTOB JHUarpaMMBbl:

VYKaXute MeCTONOJIOKEHUE «3arojioBKa JIuarpaMMbl» OTHOCUTEIBHO JUarpaMMbl,
BBIOpaB HYKHYIO OIIIUIO U3 BBIMAAAIONIEr0 CIUCKA:
o Her, 4TOOBI 3ar0JIOBOK IHMarpaMMbl HE OTOOpaXKacs,
o Hanoxxenue, 4TOoOBl HAJIOKUTHh 3arojOBOK Ha 00JacTh ITOCTPOCHHS
JarpaMMbl U BBIDOBHATH €T0 T0 IIEHTPY,
o be3 HanoxkeHus, 4TOOBI MMOKA3aTh 3ar0JOBOK HAJl 00JIACTHIO TTOCTPOCHUS

AruarpaMMal.
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VYKaxuTe MECTOMOJOXKEeHUE «YCIOBHBIX 0003HAYEHUW» OTHOCHUTEIBHO JIHarpamMMBbl,
BBIOPAB HYKHYIO OIIIIMIO U3 BBITIQAIONIETO CITUCKA:
o Her, uTo0nI ycioBHBIE 0003HAUEHUS HE OTOOPaXKAIUCh,
o CHm3y, 4TOOBI MOKa3aTh YCJIOBHBbIE OOO3HAUYEHMSI M PACIOIOKUTH UX B
psia o 00JaCTBIO TOCTPOSHUS TUATPAMMBI,
o Caepxy, 4TOOBI TOKA3aTh YCIOBHBIE 0003HAYEHHUS M PACTIOJIOXKUTh UX B
P HaT 00JIACTHIO TIOCTPOCHUS THArPaMMBlI,
o CnpaBa, 4T00BI MOKa3aTh YCIOBHBIE 0003HAUCHUS U PACIIOJIOKHUTH HUX
crIpaBa OT 00JIACTH TOCTPOEHUS AUArpaMMBl,
o CaeBa, 4ToOBI TMOKa3aTh YCJIOBHBIE OOO3HAUEHUS M PACIOJIOKHTH WX
cyieBa OT 00JIaCTH TTOCTPOCHUS AUArpaMMBI,
o Hauo:xkeHue ciaeBa, 4TOObl HAJIOXKHUTh YCIOBHbIE OOO3HA4YECHHS Ha
00J1aCTh IOCTPOCHUS TUArPAMMBbI M BRIPOBHSTH UX TI0 IIEHTPY CJICBA,
o HamoxkeHue cmpaBa, 4TOOBl HAJOXWUTh YCJIOBHBIE OOO3HAYCHHUS Ha

00J1aCTh IOCTPOEHUS AUArpaMMBbl U BBIPOBHSTH UX MO LEHTPY CIpPaBa.

Onpenenute mnapamerpsl «llognmuceit naHHBIX» (TO €CTh TEKCTOBBIX MOJMUCEH,
MTOKAa3bIBAOIINX TOYHBIE 3HAYEHUS FJIEMEHTOB JIaHHBIX ):
O YKaXXHUTe MecTomnojoxenue lloanucenn 1aHHbIX OTHOCUTEIBHO DJIEMEHTOB
JTAHHBIX, BEIOPAB HYKHYIO ONIUIO U3 BINAJAIONIEr0 cnucka. JlocTynHble
BapHAaHTHI 3aBUCAT OT BBIOPAHHOIO TUIIA IUArPAMMBI.
» Jlna «['uctorpamm» u «JInHeHUaThIX quarpamMm» MOXKHO BbIOpATh
cnenyronue Bapuantsl: «Her», «l1o nentpy», «BHyTpu CHHU3YY,
«BHyTpH cBepxy», «CHapyX)u CBEpXy».
=  Jlna «'padukoB» u « ToueuHbIx» uinn «bUpKeBbIX 1uarpaMmm»
MO>KHO BBIOpaTh cieayromue Bapuantol: «Hety, «Ilo neHTpy»,
«CrneBay, «CnpaBa», «CBepxy», « CHU3Y».
» Jlnsa «KpyroBeix quarpaMmmy MO>KHO BBIOpATh CIEAYIOLINE
BapuaHtsl: «Her», «Ilo uentpy», «llo mmpune», «BHyTpu cBepxy»,

«CHapyXu CBEpXy».
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= Jlna quarpamm «C obGnacTsaMuy, a Takxke 1 «[ uctorpamMmy,
«I"padukoB» u «JIunerhyaTeix Auarpamm B opmate 3D» MOXKHO
BBIOpaTh cieaytomue BapuanThl: «Her, «Ilo ieHTpy».

O BbIOEpUTE JaHHBIE, KOTOPbIE Bbl XOTUTE BKJIIOYUTH B BalllM TMOJIHUCH,
MOCTaBUB cOOTBeTcTBytomue Quaxku: «Mmsa pana», «Ha3panue
KaTeropum», « 3HaYCHHUEY,

O BBEIWUTE CUMBOJ (3amsTasi, TOYKa C 3amiaTod M T.1.), KOTOPbIA XOTUTE
WCIIONB30BaTh JUIS  PA3ACICHUS HECKOJIBKUX IOANMCEH, B II0OJE

«Pa3zmenurens noamnuce JaHHBIX.

Jlmaum — wucrnonb3yercs A BbIOOpa TUNA JIMHUM A JIMHEWYaThIX/TOYEUHBIX
auarpaMM. MoxHO BbIOpaTh OAHY u3 cieayoommx onuuid: «llpsmeiey mns
WCIIOJIB30BAHUSL MPSAMBIX JUHUN MEXIY 3JIEMEHTaMHM JaHHbBIX, «CriakeHHbIS» s
WCIIOJIb30BaHUs CIUIAKEHHBIX KPUBBIX JIMHUN MEXAY AJIEMEHTaMH JaHHbIX Win «Her»

JUTSL TOTO, YTOOBI TUHUHU HE OTOOPAKAIHCH.

Mapkepsbl — UCTIONB3YeTCSA I YKa3aHHsI TOTO, HY)KHO TIOKa3bIBaTh MapKephl (eciu
bnaxok mocTaBiaeH) WM HeT (ecnu ¢IakoK CHAT) Ha JIMHEHYATHIX/TOYCUYHBIX

auarpaMmax.

\J
# Ilpumeuanne

Onuun «Jluanm» u «Mapkepb» JOCTyHHBI TOJBKO Ui «JIMHEWUaTBIX AMAarpaMm» U
«ToueuynsIx guarpaMm».
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ﬂuarpauua - A0ONoNHUTEeNbHbIE NapaMeTphbl

FopuaoHTanNkBHaA OCk
MNpuBAsKa K AYeiKe

AnETepHaTUEHBIN TEKCT

CKpbITb OCb

3aronoBoK TTUHUKW CETKH

Het OCHOBHbIE

MHHAMYM AETO

MaKcHumym ABTO

MMepeceyeHune C
OCbHD

ABTO

JeneHua
Het

3Ha4yeHuA B oOpaTtHOM NOpAAke

NorapudpMHM4eckan WKana BazoBbie

MapameTpel geneHui

OCHOBHOW THN [ononHWTENBHBINA THN

Het v Het
MapameTpel NOAMNKCH
rMonoM#eHHe NnognucK

Pagom c ochio v DopMaT NoANUCH

OTMeHa

Pucynok 111 — Bkaaaka «BepTukajbHas ocb»

Bxitanka «BepTukanpHas oCh» MO3BOJISIET U3MEHATH apaMeTpPbl BEPTUKAIBHOM
OCH, TaK)K€ Ha3bIBAEMOU OChIO 3HAYCHUH UJIU OCBIO0 Y, KOTOpasi 0TOOpakaeT YMCIIOBBIC
3HaueHus. OOpatuTe BHUMaHHWE, YTO BEPTUKAIbHAS OCh OyJET OCBhIO KAaTETOPHIA,
KOTOpasi OTOOpakaeT MOoANuCh s «l'mcrorpaMm», TakuMm oOpa3oM, MapaMeTphbl
BKIaAKu BepTukaibHas och OyAyT COOTBETCTBOBATH MapameTpaM, OMUCAHHBIM B

cienytomeM pazaene. s «Toueunsix nuarpamm» o00€ OCH  SIBISIOTCS  OCSIMU

3HAYECHUU.
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\J
# Ipumeuanue

«ITapameTpbl ocu» U «JIMHMM CETKM» HENOCTYIHBI Ul KPYTrOBBIX AMArpaMM, TaK Kak y
KPYTOBBIX IMarpaMM HET OCEH U JIMHUI CETKH.

HaxMUTE «CKPBITh OChY», YTOOBI CKPHITh BEPTHKAIBHYIO OCh HA TUArpPaMMe.

o VKaXuTe OpHUEHTAIUMI0O «3arojioBKa», BbIOpAB HYXHBIM BapuUaHT U3

PaCKpBIBAIOILIETOCS CIMCKA:

o Her — He oToOpakaTh Ha3BaHKWE BEPTUKAIBHON OCH,

o IloBepHyTOE — MOKa3aTh Ha3BaHHE CHU3Y BBEPX CJEBa OT BEPTUKAIBHOMU
OCH,

o Ilo ropuzoHTanu — MoOKa3aThb HAa3BaHWE [0 TOPU30OHTAIM CJI€Ba OT
BEPTUKAIBHOMN OCH.

e MuUHUMYM — UCIIOJIB3YETCA JI YKa3aHUSI HAUMEHBIIET0 3HaYEHUsI, KOTOPOe
oToOpakaeTcs B Hauajge BepTUKaIbHOW ocu. [lo ymonuanuio BbIOpaHa
omniusi «ABTO»;, B ATOM CjIyuyae MHUHUMAJIbHOE 3HAYEHHE BBICUMTHIBACTCS
ABTOMATUYECKU B 3aBUCHMOCTH OT BHIOPAHHOTO THAITa30HA TaHHBIX. MOKHO
BBIOpATh W3 BBINMAIAIONIETO CIHCKA OMIHNI0 «DUKCHPOBaHHBIIN U yKa3aTh B
1oJIe CIIpaBa APyroe 3HauYCHHUE.

e MakcuMyM — WUCHOJB3YyETCS JUIsl YKa3aHUsl HauOOJIbIIETO 3HAYEHUS,
KOTOpoe OToOpakaeTcsi B KOHIE BepTUKalIbHOW ocu. [lo yMomuaHuio
BbIOpaHa onius «ABTO»; B 3TOM Clydyae MaKCUMajlbHOE 3HA4YCHUE
BBICUMTHIBACTCS aBTOMATUYECKH B 3aBUCHMOCTU OT BBIOPAHHOTO JMAra3oHa
JaHHBIX. MOXXHO  BBIOpaTh M3  BBINAJAIOIIETO  CIHCKA  OIIHUIO
«DUKCUPOBAHHBIN» U YKA3aTh B MOJIE CIPABA IPYTrO€ 3HAUCHUE.

o IlepeceueHne ¢ OCBW0 — WCHONB3yeTCS Il YyKa3aHUS TOYKUM Ha
BEPTUKAIBHON OCH, B KOTOPOU OHA JIOJKHA MEPECEKAThCA C TOPU30HTAIbHON
oceto. Ilo ymomuanuio BbIOpaHa omuus «ABTO», B 3TOM CJlIydae TOYKa
NIEPECeUYEHUsT OCEH OMNpeNeNsaeTcs aBTOMAaTUYECKM B 3aBHCUMOCTH OT
BBHIOPAaHHOTO JuWara3oHa JaHHBIX. MOXHO BBIOpAaTh W3 BBINAIAIOIIETO

CIIMCKa OIIIHIO «3Ha4YeHHUE» U YKa3aThb B IOJIC CIIpaBa APYyTroc 3HAUYCHHUC WUJIN
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YCTAaHOBUTH TOYKY IepecedyeHus oced Ha «Munumym/Makcumym» Ha
BEPTUKAIBHOMN OCH.
«EQMHULBI 0TOOpaKEHUN» — MCIOIB3YETCA Il ONPEAEIEHHUS IMOPSIKa
YUCJIOBBIX 3HAYEHUN HAa BEPTUKAJIBHOM OCH. JTa ONIUS MOXKET
MIPUTOJIUTHCS, €CIIM Bbl paboTaeTe ¢ OOJBIIMMH YUCIAMU M XOTHUTE, YTOOBI
otoOpaxkeHne mudp Ha ocu ObLIIO 00JIee KOMIAKTHBIM M YJ000YHTaeMbIM
(Hampumep, MOXHO caenaTh Tak, 4yToOobl 50 000 mokaseiBamoch kak 50,
BOCIIOJIB30BaBIIMCh omniueil Tricsiun). BreiOepute xKenaeMble €IUHUIIBI
otoOpaxkeHus w3 Bbimagatomero crnucka: Corau, Teicsun, 10 000, 100 000,
Mwumonsr, 10 000 000, 100 000 000, Mumnuapasl, TpwUITHOHBI WK
BbIOCpUTe omiuio Her, 4TOOBI BEpHYTHCS K €IUHHUIIAM OTOOpaXKEHUS TIO
YMOJIYAHHUIO.
3HaueHusi B 0O0paTHOM MOPSAKe — KCHOJB3YETCA Il OTOOpaKeHUs
3HaYeHuM B oOpaTHOM mopsiake. Koraa 3ToT (uiakok CHST, HaMMEHbIIIEE
3HaUYE€HHUE HAXOJUTCS BHU3Y, a Haubomblee — HaBepxy. Korma aTot daxok
OTMEUEH, 3HAUECHUS PACTIOJIATalOTCsl CBEPXY BHU3.
Pasnen «IlapameTpbl JAejieHWiD» TMO3BOJIIET HACTPOUTh OTOOpaKeHUE
JIEJICHUI Ha BEpPTUKaIbHOU MmiKajie. OCHOBHOM THUIT — 3TO JEJICHMS IIKaJbI
OoJibIlIeT0 pa3Mepa, Ha KOTOPBIX MOTYT OBITh TOJAMHCH C YHUCIOBBIMU
3HAYEHUSMU. J[OMOTHUTEIBHBIA THUI — 3TO JACJEHUS UIKAJIbl, KOTOPbIC
NOMEUIAIOTCS MEXIYy OCHOBHBIMU JCICHUSMHU U HE HMEIOT MOJIINCEH.
OTMETKHU TakXe ONpEeNEstioT, IJe MOTYT OTOOpa)XKaTbCsl JIMHUM CETKU, €CIU
COOTBETCTBYIOIIMI IapaMeTp YyCTaHOBJIEH Ha Bkiaake «Maker». B
paCKpBIBAIOLLIUXCSA CIIMCKAX «OcHOBHOW/J]0TIOTHUTETBHBIN TUID)
COAEPKATCS CIEAYIOIINE BAPUAHTHI pA3MELICHUS:
o Her — He oToOpakaTh OCHOBHBIE/JOTIOTHUTEIbHBIC JCICHHUS,
o Ha nmepeceuennn — oToOpakaTb OCHOBHbBIE/IOTIOTHUTEIBHBIE ACICHUS 1O
00€ CTOPOHBI OT OCH,

(@) BHYTpI/I — 0T06pa}KaTB OCHOBHBIC/I[OHOJIHI/ITGHI)HI)IG ACJICHUS BHYTPH OCH,
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o CHapyxu — OTOOpakaTb OCHOBHBIC/JONOTHUTENbHBIE JCJICHUS 3a
IpeaenamMmu OCH.

Paznen «lIlapamerppl mnoamucw» NO3BOJSAET ONPENEIUTH  IOJIOKEHHE

MOAMHUCEN OCHOBHBIX JICJICHUM, OTOOpakaromux 3HaueHus. JJis Toro, 4Toosl

3a/1aTh TMOJIOXKEHUE MOAMKUCH OTHOCUTEIBHO BEPTUKAIBHOW OCH, BhIOEpUTE

HY>KHYIO OIIMIO U3 BBINAIAIONIETO CIIMCKA:

o IlosoxeHne nmoANMCU — KCHOJIB3YETCs ISl YKa3aHUsl TOrO, TJIE CIEAYET
pacnoJiaraTh NMOJANKUCH OTHOCUTEIBHO TOPU3OHTaIbHON ocu. BriOepute
HY)KHYIO OILHMI0O M3 BhIMajaiouiero cnucka: Her, yToOpl mnoamucu
KaTeropuii He oToOpaxanuch, Hipke, 4TOOBI MOANUCH KaTETOPHUI
pacrmoyiaraiich CHHU3Y OOJacTH auarpamMmbl, Bple, 9ToOBI MOAIHCH
KaTeropuii pacrnojlarajiich HaBepxy o00JIacTH JuarpaMmmbl, Psgom ¢
OCbI0, UTOOBI MOAMKUCH KaTErOPUI 0TOOPaKAIUCh PSIIOM C OChIO.

o Paccrostnue 1o nmoanucu — UCNONIb3yeTes Ul YKa3aHUs TOTO, HACKOJIBKO
OJIM3KO TMOJIUCH JOJDKHBI pacrojararbcsi OoT oceil. MoKHO ykazatb
HY’)KHO€ 3HAu€HHWE B IMoje BBOAA. Yem 3TO 3HaueHue OoJblIe, TEM
JlaJIplIe PACIIOJIOKEHBI IIOAIIUCH OT OCEH.

o MHrepBan mexay MOANUCAMU — UCHOJIB3YETCSA ISl yKa3aHUs TOro, Kak
4acTO HY)KHO TOKa3blBaTh moimnucu. [lo ymomuanuio BeIOpaHa omuus
«ABTO», B OTOM Ciy4yae TMOAMUCH OTOOpaXArOTCA M KaxIOu
Kareropud. MO>XHO BbIOpaTh onuuio «BpydHyro» W ykazarh HYXHOE
3HaueHue B ToJie crpaBa. Hampumep, BBenute «2», 4ToObl OTOOpaKaTh
MOANMUCHU y KaKJI0M BTOPOM KaTE€rOpHH, U T.[I.

o YroOsl ykazare «Dopmar noanucu», HaxmuTe «PopMar NOANUCH» U B

okHe «HucnoBoit hopmat» BeIOEpUTE MOAXOAAIIYIO KATETOPHIO.

JlocTyIHbIE KATETOPUU MOAIUCEN:

OO0,
Yucnosoii,

Hayunslii,
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e (DUHAHCOBBIN,

e JleHEXHBIN,

e Jlara,

e Bpewms,

e IIpoueHTHBbIN,

e JlpoOHbI,

e TekcToBhI,

e  OcoOpbril.

[TapameTpsl (opmata MOANUCH pa3IWYaIOTCS B 3aBUCUMOCTH OT BBIOpaHHOM
KaTEeropuu.
VYcranoBute (Quaxkok HanpoTuB «CBsi3aTh C HCTOYHUKOMY», UYTOOBI COXPaHHUTh

(bOpMaTI/IpOBaHI/Ie YUCCJI U3 UCTOYHHUKA JJAHHBIX B AXarpamMme.

Onarpamma - 4ONONHUTENbHBIE NapaMeTpbl X
MakeT Twun ocu ABTO v
BepTuKaneHas ock CKpbITb OCb
3aronoBoK JIMHUM CETKH
Fopu3OHTankHaA oCh
Het v OCHOBHblE v
MpUBA3Ka K AYeKe
Mepeceyexue ~
- ABTO v T e
AnsTepHaTUBHEIA TEKCT OCbHO
ronoXeHWe ocu Mexay AeneHuaMn v

3Ha4yeHus B oOparHOM nopagke

FpaHMLbI

MUHUMYM ABTO || 11

Makcumym ABTO v| |6

OeneHunA

OCHOBHbIE AsTO v 1 :
MpoMexyTouHble  ABTO v 1 :
Basosbie ABTO v

MapameTpel AeneHWil

Pucynok 112 — Bkaaaka «['opu3oHTaIBHAA 0CH)
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Bxnaaka  «['opu3oHTanmpHas  OCbh»  TO3BOJISIET  HU3MEHSATH  MapaMeTphbl

TOPU3OHTAIBHON OCH, TaK)K€ HA3bIBAEMON OChI0 KaTerOpwil WU OChKO X, KOTOpas

oToOpakaeT TeKCTOBble MeTKH. OOpaTuTe BHUMAHUE, YTO TOPU3OHTAIBHAS OCh OyJeT

OCBIO 3H3‘I€HHI>1, KOTOpad 0T06pa>1<aeT YHUCJIOBBIC 3HAUCHUA OJIsA «FI/ICTOFpaMM»,

MO3TOMY B 3TOM Cly4yae NapameTpbl BKIagku «['opu3oHTanmpHas ock» OyayT

COOTBCTCTBOBATH IIapaMCTpaM, OIMHMCAHHBLIM B IIPCALIAYIICM Pa3aclIC. HHH «ToueunbIx

AauarpamMmm»» 00€ OCH SIBIISIFOTCSI OCSIMU 3HAUCHUH.

Ha>XMHUTC «CKpBITB OCb», YTOOBI CKPBITb TOPU30OHTAJIBHYIO OChb Ha AWarpamMme.

YKaxute OpHUeHTalMI0 «3arojoBKa», BBHIOpaB HYXKHBIM BapHaHT U3
PAaCKpBIBAIOLIETOCS CIUCKA!

o Her — He oToOpaxaTh 3aroJOBOK TOPU30HTAIBHON OCH,

o bes nanoxenust — oroOpaxaTh 3arojIOBOK MO/ FTOPU30HTAIBLHOM OCHIO,
JIMHUU CceTKU MCMOJb3yeTcs A OTOOpakeHUs! « OpU30HTAIbHBIX JTUHUN
CEeTKH TyTeM BBIOOpa HEOOXOAMMOTrO IapaMeTpa B PaCKPBIBAIOIIEMCS
crucke: «Her», «OcHoBHBIE», «He3HauutTenbHOoe» wiH «OCHOBHBIE» U
«JlOMOJIHUTEBLHBIEY.

[lepeceuenne ¢ OCbIO — UCHONB3YETCS IS YKa3aHWs TOYKM Ha
TOPU30HTAIBHOM OCH, B KOTOPOM BEPTHUKAJIbHASL OCh JOJDKHA IEPECEKATH €€.
[To ymonuanuto BeiOpaHa onuusi «ABTO», B 3TOM ClIydae TOUKa MepeceyeHus
ocell ompenenseTcss aBTOMATUYECKHM B 3aBUCUMOCTH OT BBIOPAHHOIO
Jquana3oHa JaHHbIX. M3 BBIMAJAIONIEro CHUCKa MOXKHO BBIOpATh OIIIUIO
«3HaYeHHE» W yKaszaTh B IOJIE COpaBa APYroe 3HAUYCHUE WIIM yCTAHOBUTH
TOYKY TepecedueHuss oceil Ha «MmuHUMaTbHOM/MaKkcuMaIbHOMY» 3HAYCHUH
Ha BEPTUKAJIBHOU OCH.

[TomoxeHne ocu — HCHONB3YETCSA JUISI YKa3aHUA MeECTa pa3MEIICHUA
MOJIMUCEN Ha OcH: Ha «JleneHusax» mwim «Mexay AeICHUsIMI.

3HaueHuss B OOpaTHOM TOPSIAKE — KCHOJB3YETCA I OTOOpaKEeHUS

Kareropuii B oOpatHoMm mnopsiake. Korma STOT (uiaskok CHST, KaTeropuu
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pacriojararorcsi cieBa Hampapo. Koryma 3T1oT (uiakok OTMEYeH, KaTeropuu

pacnoJiaratoTcs CripaBa HaJeBo.

e Paznen «Ilapamerpsl neneHUiD» MO3BOJISIET OMPEIEIATh MECTOIOI0KEHUE
JeJICHUN Ha TOPU30HTAILHON mIKae. JIeneHus: OCHOBHOTO THUIIA — 3TO 0oJiee
KpYIHBIE  JICJICHWS IIKaJdbl, Yy KOTOPHIX MOTYT OBITh IOJIHUCH,
oToOpakarolye 3HAYCHHS KaTeropuid. JleiaeHus MOMOIHUTEILHOTO THIA —
3T0 0OoJiee MEJIKHE JMACJICHHUS IIKalbl, KOTOPbIE pPAaCIOJararoTcs MeEXIy
JNEJICHUSIMA OCHOBHOTO THIIA M Yy KOTOPBIX HET noamucei. Kpome Toro,
JEJCHUS IIKaJIbl YKa3bIBAIOT, TJIE MOTYT OTOOpaXaThCs JIMHUU CETKU, €CIIH
Ha BKIagke «MakeT» BbIOpaHa COOTBETCTBYIOIIAss ONIUA. MOXHO
PEIaKTUPOBATh CIEIYIOIIUE MAPAMETPHI AEICHUM:

o OCHOBHOW/JIOMOJHUTENBHBIA THUI — WCHOJB3yEeTCA ISl  YKa3aHHS
CICAYIOIIMX BapuaHToB pasmenieHus: «Her», uToObl HeneHUs
OCHOBHOTI'0/JIONOJIHUTEILHOT'O THUIIA  HE 0TOOpaXKAIKCH, «Ha
MIEPECECUCHUNY, YTOOBI oToOpaxaThb JICJICHUS
OCHOBHOTO/JTIOMOJTHUTEIBLHOTO TUIA IO 00EUM CTOpPOHAaM ocHu, «BHyTpu»
qTOOBl OTOOpaXXaTh JEJICHUS OCHOBHOTO/IOMOJHUTEIHPHOTO THIA C
BHYTPEHHEW CTOpOHBI ocH, «CHapyXu», 4yTOObl OTOOpa)kaTh JEJICHUS
OCHOBHOT'0/ TIOTIOJITHUTEILHOTO THUIIA C HAPYKHOU CTOPOHBI OCH.

o MHurepBan Mexay IEICHUSIMH — WCIOJb3YETCA Ui YKa3aHus TOro,
CKOJIBKO KaTe€ropuid HYXHO TIIOKa3blBaTb MEXAY ABYMS COCEIHUMHU
JICJICHUSIMU.

Paznen «IlapamMerpbl MOAMMCH» TMO3BOJSET HACTPOUTH BHEUIHWM BUJI METOK,
OTOOPAXKAIOIINUX KaTETOPHUH.

o IlonoxkeHue MOANMUCH — HUCIOJB3YETCS I YKa3aHWsl TOrO, TAE CIEIYyeT
pacnoJyiaraTh HMOJANKUCH OTHOCUTENIBHO TOPU3OHTaIbHON ocu. BriOepute
HY)KHYIO OMIMI0 W3 BBIMagarmiero cmnucka: «Her», 4To0b moamucu
KaTeropuii He oToOpaxkanmuch, «Hwke», 4TOOBI TMOINMUCH KaTErOpHit

pacroiarajiichb CHuU3y 00JlacTH TuarpaMmbl, «BeIiiey, 4ToObl MOANUCH
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KaTeropuil pacrnojarajiuch HaBepxy oOjacTu auarpammbl, «Psymom c
OCBIOY», YTOOBI TOAMKUCH KaTErOpuil 0TOOpaXKaIUCh PSJIOM C OCBIO.

o PaccrosiHue 10 moanucu — UCNOIB3YyETCs AT yKa3aHUsl TOr0, HACKOJIBKO
OJMM3KO NOJANUCH JOJDKHBI pacroiyiararbcsi OT oceil. MOXHO yka3aThb
HY’)KHO€ 3HAu€HHWE B IMojie BBOAA. Yem 3TO 3HaueHue OoJblIe, TEM
JIAJIbIIIE PACIIOJIOKEHBI TOAUCH OT OCEM.

o MHuTepBan Mexy MOAMUCAMH — UCHOJIb3YETCs JUJISl YKa3aHWsl TOro, Kak
4acTO HY)KHO TOKa3biBaTh moimnucu. [lo ymomuanuio BeIOpaHa omnuus
«ABTO», B JTOM cllyyae IMOJANUCH OTOOpaKkarwTcad I  KaKIOu
Kareropud. MO>XHO BbIOpaTh onuuio «BpydHyro» W yka3zaTh HYXHOE
3HayeHue B mojie cupasa. Hampumep, BBenute «2», 4ToObl 0TOOpaxathb
MOAIKCH Y KaKJIOW BTOPOU KaTErOpuu, U T.1.

o Yroosl ykazare «DopmaTr noanucu», HaxmuTe «PopMar NOANUCH» U B

okHe «HucnoBoit hopmat» BeIOEpUTE MOAXOAAIIYIO KATETOPHIO.

JlocTyIHbIE KATETOPUU HOAIIUCEN:

Oo0mui,
Yucnosoii,
Hayunslid,
DuUHAaHCOBBIM,
JIeHEKHBIN,
[ara,

Bpewms,
[IpouieHTHBIN,
JpoOHBIH,
TekcToBBIN,

OCOoOBIN.

[TapameTpsl dopmara MOAMKMCH Pa3TUYAIOTCS B 3aBUCUMOCTH OT BBIOpaHHOM

KaTeropuu. YcraHoBuTe Giaxok HanpoTuB «CBs3aTh C HMCTOYHUKOMY», YTOOBI

COXPaHUTDb @OpMaTHpOBaHI/Ie YUCCJI N3 UCTOYHUKA JTaHHBIX B JUarpaMMme.
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Ouarpamma - QONONHUTENkHEIE NapaMeTpkl X

MakeT ® [TEpPEMELLAT W M3MEHATE PA3MEPL! BMECTE C AYEHKAMM

MepemellaTb, HO He U3MEHATL PasMepbl BMeCTE C

BepTHKanbHasA ocb 5
AYEUKaMM

FropM3OHTankEHaA ock He nepemewjatb M He M3MEHATbL pasMepbl BMeCTe C

AYeHKaMu
NMpHBAZsKa K AYeiKe

ANbTepHATUBHbIN TEKCT

Pucynok 113 — Bkiaaaka «IIpuBsizka k siueiike»

Bxnanka «IIpuBsizka K SYEHKE» CONEPKUT CICAYIONIUE MapaMeETPHI:

e Ilepememiath M HU3MEHATH pa3MeEpPbl BMECTE C SYEMKaMH — 3Ta ONUHUA
MO3BOJISIET TPUBSA3aTh AHArpaMMy K sUedke mno3aau Hee. Ecnm suelika
nepeMelaercss (Hampumep, MpPU BCTAaBKE WM YJAJICHUH HECKOJIBbKHUX
CTPOK/CTOJOIORB), [uarpamMma OyJIeT nepemMeniatbesi BMecTe ¢ ssuerikoil. [Ipu
YBEJIIMYCHUH WJIM YMEHBIICHUU IIUPUHBI WM BBICOTHI SIYEHKHU pazmep
JMarpaMMbl TakKe OyJ1eT U3MEHSIThCSI.

e [Ilepememiarh, HO HE U3MEHSTH Pa3MEpPbl BMECTE C SYEHKAMHM — 3Ta OMIUA
MO3BOJISIET TPUBA3aTh AUarpaMMy K S4YE€MKe IM03aJyd HEe, HE JI0IyCKas

HN3MCHCHUS pasMCpa AuarpaMMmal. Ecau sueiika nmepemMemacTcda, agarpamMmma
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OyleT mnepemeliarbcs BMECTE C SUYEHKOW, HO TNpU M3MEHEHUH pa3Mepa
SYEUKH pa3Mepbl AUarpaMMbl OCTaHYTCSl HEU3MEHHBIMH.
e He nepememarb U HE U3MEHATH pa3Mepbl BMECTE € AYEHKaMU — 3Ta OILHUS

IMO3BOJIACT 3aIIpCTUTDh IICPCMCIICHNC HJIM H3MCHCHHUC pPa3MCpa AUArpaMMBbI

TP USMCHCHUH ITOJIOXKCHHA NJIN pa3Mepa STUCHKHU.

Ouarpamma - ONoNHUTeNEBHbIE NapaMeTphbl X
MakeT 3aronoeok
BepTukaneHas ock
OnucaHue

FopuzoHTanesHanA ock

MpuBEA3sKa K A4eike

AnNETepHaTHEHLIA TEKCT

ATNETEPHATUBHOE TEKCTOBOE MPEACTAENEHHE MHDOPMALH O
BM3YANbHOM 0OLEKTE, KOTOpOE GYET 3a4MTHIBATLCA ANA
NHOAEH C HAPYLIEHWAMM 3DEHWA WITH KOTHUTHEHEIMM
HAPYILIEHUAMM, YTOOEI NOMOYE UM TNYYLLIE NOHAT, K3KYH
WHPOPMAELMIO COIEPKNT H300PaKEHHE, aBTOMIYPa,
auarpamMmma unu Tadnuua.

Pucynok 114 — Bkiaaaka «AJIbTepPHATHBHBIN TEKCT)

Brilanka «AIBTEpHATHBHBIA TEKCT» TMO3BOJAET 3a4aTh «3arojioBOK» U
«Omnucanue», KOTopble OyayT 3a4UTHIBATHCS JIJIS JIIOJICH C HAPYIICHUSMU 3PSHUS WU
KOTHUTUBHBIMU HApYIICHUSIMH, YTOObI T[OMOYh UMM JIy4llle [OHATh, KaKylo
WH(OOPMAITUIO COACPKUT AUarpaMMma.

Ilepemeienue u U3MeHEeHHE pa3Mepa IHArpaMM
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[Tocne Toro, kak auarpamMma OyjaeT 1o0aBieHa, MOKHO U3MEHHUTh €€ pa3Mep U
nojiokenue. [l W3MEHeHHWs pa3Mepa JauarpaMMbl TEpPETACKUBAMTE MaJeHbKUE
KBagparsl ||, pacronoxkeHHsle 1Mo ee Kpasm. UTOObI COXPAaHUTH UCXOHBIE TPOHOPLHH
BBIOpAaHHOM TuarpaMMbl NMpU U3MEHEHUHU pa3Mmepa, yAepkuBaite kinaBuury «Shifty u

HepeTaCKHBaﬁTC OJIMH M3 YI'JIOBBIX 3HAYKOB.

JInss M3MEHEHUsT MECTOINOJIOKEHUSI JuarpaMMbl MCIIOJb3YyHUTE 3HAYOK %;,
KOTOPBIW MOSIBIIAETCS MOCJIE HABEAEHUsI Kypcopa MbIIIM Ha nuarpamMmy. [leperamure
auarpaMMmy Ha HY>XHOE MECTO, H€ OTIyCKas KHOMNKY MbImM. [Ipu mepememienun
AarpaMMbl Ha JKpaHE MOSBISIIOTCS HAIPABISIIOIINE, KOTOPBIE IMOMOTAKOT TOYHO
pPacrnoyioKUTh OOBEKT Ha CTpaHuIle (eciid BhIOpaH CTWJIb OOTEKaHWSs, OTJIUYHBIM OT

ctuis «B TekcTey).

3aro/I0BOK AuMarpaMmsi
&
0%
T EEEEE

usa CHN RUS GBR GER JPM
B Gold M Silver M Bronze

Pucynok 115 — Ilepemenienne 1 n3MeHeHHe pa3Mepa AUarpamMm

PepakTupoBanue 371eMEHTOB JHATPAMMBI

YToOBl M3MEHUTH «3arojIOBOK» IHUArpaMMbl, BBIJCIUTE MBIIIBIO CTAaHAAPTHBIN
TEKCT U BBEJUTE BMECTO HETO CBOM COOCTBEHHBIM.

YroObl U3MEHUTH (popmMaTUpoBaHHE WMIPU(Ta BHYTPU TEKCTOBBIX 3JIEMEHTOB,
TaKuX Kak 3arojloBOK JuarpamMMbl, Ha3BaHUS OCEHM, HJIEMEHTHl YCIOBHBIX
0003HaYEHUH, OANKUCH TaHHBIX U TaK Jajee, BbIACIUTE HY>KHbBIN TEKCTOBBIN 3JIEMEHT,
HICTKHYB [0 HEMY JIEBOM KHOIIKOW MBIIINA. 3aT€M HUCIOJb3YWTE 3HAYKMA HA BKJIAJKE
«I'maBHas» BepxHEH MaHETW WHCTPYMEHTOB, UYTOOBl M3MEHUTH THI, pa3Mep, IBET
mpudTa WK ero CTuiIb 0PopMIIECHUS.

UToOBI yIanmuTh 3JIEMEHT JAUArpaMMbl, BBIICIIUTE €T0, IMEIKHYB JIEBOH KHOTIKOMN

MBI, U HaxmuTe kiaBuiry «Delete» Ha kinaBuatype. Ilpu BbIOOpe nuarpammbi,
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crpaBa Takke TmosBIsieTcss 3Ha4dok «l[lapamerpsl ¢urype», MOCKoIbKYy durypa
UCIIOJB3YyeTCs B kauecTBe (hoHa a1t quarpamMebl. [1[eakHyB 10 3TOMY 3HAUKy, MOXKHO
OTKpBITh BKIAIKy «IlapameTpsl purypb» Ha IpaBoil GOKOBOU MaHETW MHCTPYMEHTOB
U 33/1aTh 3alIUBKY, 00BOAKY U «Ctmiib oOTekanus». OOpaTuTe BHUMaHUE HA TO, YTO
TUT PUTYPBI U3BMEHUTD HEJb3SI.

C nomompto Bkianku «llapamerpsl ¢urype» Ha npaBoi OOKOBOW MaHENH
MOXHO M3MEHHUTH HE TOJIBKO camy 00JIacTh AMArpaMMbl, HO U 3JIEMEHTHI JUarpaMMBl,
Takue Kak o0JlacTh MOCTPOCHHMS, PSAAbl JAHHBIX, 3ar0JIOBOK JUArpaMMBbI, JIETEHAA U
Apyrue, U TPUMEHUTh K HUM pa3jiudHble TUIIBI 3alUBKU. BpiOepute sieMeHT
JUarpaMMbl, Ha)kaB Ha HETO JIEBOM KHOMKOW MBIIIU, W BBIOEPUTE HYXHBIM THUI
3QJIMBKH: CIUIONIHOM IIBET, IPaJUeHT, TEKCTypa WIN H300paxkeHue, y3op. Hacrpoiite
napameTpbl 3aJMBKU M MPU HEOOXOAUMOCTH 3aJlaiiTe YpOBEHb mpo3padyHoctu. [lpu
BBIJICJICHUM BEPTUKAIBHOW WJIA FOPU3OHTAIBHOW OCH WM JIMHUW CETKA HAa BKJIAJKE
«ITapameTpsl Guryps» OyIyT AOCTYIHBI TOJIBKO MapaMeTpbl 0OBOJIKH: I[BET, TOJIIMHA

W THUII JIMHHU.

A Baumanmue

[Tapametp «OTOOpaxaTh TeHb» TaKXKe IOCTYINEH Ha Bkiaake «Ilapamerps! purypsn», HO
JUTSI 3JIEMEHTOB AMAarpaMMbl OH HEAKTHUBEH.

Ecnu TpeOyercs H3MEHUTh pa3Mep 3JIEMEHTOB JuarpaMmbl (Pucynox 116),
MIETKHUTE JIEBOW KHOMKOM MBIIIH, YTOOBI BEIOpATh HYKHBIA AJIEMEHT, U MEpEeTaInuTe

OZIUH U3 8 GelbIX KBAAPaToB | |, pacroNokKEHHBIX 110 IIEPUMETPY DIEMEHTA.
3aro/10BOK gmMarpamMmmbi

60%
30:"0 I I
%

USA CHN RUS GBR GER JPN

B Gold M Silver M Bronze

Pucynok 116 — U3meHeHue pasMepa qiuarpamMmsl
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UToObl M3MEHUTH MOJOXKEHHE 3JIeMeHTa (Pucynok 117), IIETKHUTE MO HEMY

JIEBOM KHOTKOM MBIIIH, yOeIUTeCh, YTO Balll Kypcop M3MEHUJICS Ha "%’, yACpKUBANUTE

JICBYIO KHOIIKY MBIIIH U MEPETAHUTC DJICMCHT B HYKHOC ITOJIOKCHUC.

0 0 1
3aro/IoBOK AMarpamMmmel
90% & 2
0 60% E § [
30% = =
0% = E
usa CHM  RUS GEBR GER JPM
B Gold B Silver M Bronze
1 ] i

Pucynok 117 — U3meHeHHe MOI0KEHUS 3JIEMEHTOB IMArPaMMbI

YroObl yaanuTh 3J€MEHT AUarpaMMbl, BHIOEPUTE €ro, MIEIKHYB JIEBOH KHOMKON
MBIIIY, U HAXMUTE Ki1aBuiy «Deletey» Ha kinaBuatype.

MoxHo Takxke nmoBopaunBaTh 3D-auarpamMmel ¢ TOMOIIBI0 MblM. [llenxkauTe
JIEBOM KHOMKOW MBIIIM BHYTPU OOJIACTH TOCTPOCHHUS JHUAarpaMMbl U YICp>KUBAKTE
KHONIKY MbllM. He oTmyckass KHONKY MBIIIH, NEPETALIUTE Kypcop, YTOObI U3MEHUTh

opueHTtanuio 3D-nuarpaMMsl.

1 B B
3aronoBoK anarpamMmmesl
[, L {1
120
100
1 01 80 0o
60
40
20
N, T |
USA CHN RUS GER GER PN
B Gold ® Silver ® Bronze

t 1 ]

Pucynok 118 — 3D-quarpamma
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N3meHeHHne napaMeTpoB IMATPAMMBbI

Pazmep
WupuHa: 7.3 cm  BoicoTa: 4.3 cm

CTUNE OBTEKAHMA

W N

W -

WNaMeHWUTE THN gMarpamMmmMel

O

- T T o

M3MEHWTL OAaHHbIE

[ONoNHUTENBHEIE NApPaAMETPL

Pucynok 119 — IlapameTrpsl iMarpammsbl

Hekoroprie mapaMmeTpsl quarpaMMbl MOKHO H3MEHUTH C TOMOIIBIO BKIIAJKH
«ITapameTpsl nuarpaMMmbl» Ha TpaBodl OOKOBOHM maHenu. UTOOBI €e aKTUBUPOBATH,
MICJIKHUTE TI0 JuarpaMMme W BoIOepuTe 3HA4oK «[lapameTpwl muarpaMmbl» CrpaBa.
3/1ech MOXXHO U3MEHUTD CJIEAYIOIINE CBOMCTBRA:

e Pasmep — Bcnoab3yeTcs, 4ToObl MpocMoTpeTh Tekyiyto [lupuny u BeicoTy

157 nuarpammel.

e C(Crunp OOTEeKaHUSI — HCIONB3YETCs, YTOOBI BBHIOpPATh OAWH W3 JOCTYITHBIX
CTWJIEM OOTEeKaHusi TEKCTOM — B TEKCTE€, BOKPYT pPaMKH, MO KOHTYpY,
CKBO3HOE, CBEpPXy U CHHU3Y, MEpe] TEKCTOM, 32 TEKCTOM (IS TOTy4YeHUS
JIOTIOJTHUTENbHOW HH(OpPMAIMA CMOTPUTE OIMUCAHUE JOMOJHUTEIHHBIX

napameTpoOB HUXKE).
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W3meHuTh TUN nuarpaMMbl — UCTIOJIB3YETCsI, YTOOBI M3MEHUTh BHIOPAHHBIN
TUNl W/WIK CTUIb auarpammbl. J{nst BeiOopa HykHOro CTuiig AuarpaMMbl
WCIIOJIB3YMTE BTOPOE BBINAJAIONIEE MEHIO B paszaene 3MeHuTs Tl
JuarpamMMsl.
N3MeHnTh paHHBIE — UCIONB3YyeTCS JJId BbI30Ba OKHa «PemakTop

TuarpaMmm.

\J
# Tlpnmeuanue

,Z[JISI 6I>ICTpOF0 BbI3OBAa OKHa «PCIIaKTOp auarpaMmm» MOKHO TaKXKXC ABAX/bl HICJIKHYTb
MBIIIKOH MO auarpaMme B 1OKyMCHTC.

HexoTopeie U3 3THX ONMUIMI MOXKHO TaKXKE HAWUTU B KOHTEKCTHOM MEHIO0. MeHIo

COACPIKUT CIICAYIOIIUC ITYHKTHI:

«Bripe3atby, «KonupoBaTh», «BCTaBUTh» — CTaHIApTHBIE OMIUH, KOTOPHIC
UCTIONB3YIOTCS Il  BBIPE3aHUS WM KOMHPOBAHUSL  BBIJEIECHHOIO
TEKCTa/00BbEKTa U BCTABKM PaHee BbIPE3aHHOT0/CKOMMPOBAHHOTO (hparMeHTa
TEKCTa UM 0O0BEKTA B TO MECTO, IJI€ HAXOAUTCS Kypcop.

[Topsimok — wucmosb3yercsi, yTOObl BBIHECTH BBIOpAaHHYIO AWarpaMmy Ha
NepeqHu IUIaH, NEPEMECTUTh Ha 3aJHUW IUIaH, NMEPEHECTH BIIEpE] WIIU
Ha3ajJ, a TaKXe CrPYNIUPOBATh WIM Pa3rpylIUpOBATH JAHArpaMMbl s
BBHITIOJIHEHUS OTepaluii HaJ HECKOJbKUMH W3 HuX cpasy. [loapobHee o
pPacnoyioKeHU OOBEKTOB B OMPEACIICHHOM TMOPSAKE paccKa3blBaeTcs Ha
3TOM CTPAHUIIE.

BripaBHUBaHME — UCTIOIB3YETCS, YTOOBI BHIPOBHATH JUArpamMmy IO JIEBOMY
Kparo, Mo LEHTPY, MO MPaBOMY Kparo, IO BEPXHEMY Kparo, IO CEPEAUHE, MO
HIKHEMY Kpato. [logpoOHee o BrIpaBHUBaHUHM 00BEKTOB pacCKa3bIBaeTCS HA
3TOM CTPaHUIIE.

Ctunp oOTEKaHMsSI — HCTOIB3YETCs, YTOObI BHIOpaTh OAMH W3 JOCTYITHBIX
cTuied OOTEeKaHUsI TEKCTOM — B TEKCTE, BOKPYT paMKH, IO KOHTYpY,
CKBO3HOE, CBEpXY U CHH3Y, MEpEe] TEKCTOM, 3a TeKcToM. Onus «3MeHuTh

rpaHunmy 00TEKaHMI» AJL aparpaMm HEAOCTYITHA.
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e llI3MeHuTh [aHHBIE — HCHOJB3YyETCA JUIsl BbI30Ba OKHa «Pegakrop

auarpamm».

e JlomonHUTENbHBIE TAPAMETPhI IUArPaMMBbl — UCIIOJIB3YETCs 17151 BBI30BA OKHA

«/Inarpamma — JOMIOIHUTEIBHBIE TAPAMETPBIY.

IIpu BBIOOpE nmarpaMMmbl cropaBa Takke MosBiseTcs 3Haudok «llapamerpsl
¢burypel», MOCKOIBKY (HUrypa HCHOJB3YETCS B KayecTBe (OHA i JMarpaMMbl.
[IlenxkHyB MO 3TOMY 3Ha4yKy, MOXXKHO OTKpBITh BKIaAKy «llapamerpsl ¢uryps» Ha
npaBoil OOKOBOW MaHENW WHCTPYMEHTOB M 3aJaTh «3aluBKYy», «O0Boaky» u «CTuib
oOTtekanus». O6paTuTe BHUMaHUE HA TO, YTO THM (PUTYpPbl U3MEHUTH HEJIb34.

YToObl U3MEHUTH JOTIOJHUTEIbHBIEC TAPAMETPhI JUAarpaMMBl, IIEIKHUTE 110 HEH
NpaBOl KHOMKOM MBIIIM M  BBIOEPUTE M3 KOHTEKCTHOIO MEHIO  IMYHKT
«/lononuutenpHble  mapaMeTpsl  AuarpaMmbl».  WoM HaXMHUTE — CCBUIKY
«/lonmonuuTenbHble TapaMeTpbl» Ha NpaBold OOKOBOM maHenu. OTKPOETCS OKHO

«JlnarpamMmma — 1ONOJIHUTENbHBIE HapamMeTpbDy (Pucynok 120).

[Ouarpamma - gONONHUTENEHEIE NapaMeTpel X

LUHDHHa i

7.28 cm| : = 4.33 cM :

OBTeKkaHWe TEKCTOM

ANETepHATHEHBIA TEKCT
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Pucynok 120 — OxHo «/IlnarpaMmma — 10I0JIHUTEIbHbIE TAPAMETPbI»

Bxrnanka «Pa3zMep» (Pucynok 120) COIEPKUT CIEAYIONIUE TapaMeTpPhI:
«Illupura» u «BbicOTa» — UCTIONB3YWUTE ATH OMIIUU, YTOOBI U3MEHUTH MUPUHY W/WIN
BBICOTY amarpamMmbl. Ecim HakaTta kHOmka COXpaHSTh MPOIOPIHUY & , MHUpUHA U
BBICOTa OYIyT W3MEHEHBI MPOMOPIIMOHATBHO, COXPAaHSsI HCXOMHOE COOTHOIICHWE

CTOPOH AuarpaMMal.

[Ouarpamma - BONONHUTeNbHkIe NapaMeTpel X
Pazmep CTHNE O6TeKaHNA
OBTEKaHNE TEKCTOM E

al

W: W N
L, ]

ANETEPHATHEHLIA TEKCT i

PaccTofAHWe 0o TeKcTa

Ceepxy Cneea

CHu3y Cnpaga

Pucynok 121 — Bkaaaka «O0Tekanue TeKCTOM

Bxmanka «O0TekaHne TEKCTOMY COJIEPIKUT CIEAYIOIINE TapaMeTphL:
Crtunp 00TeKaHUSI — UCTIOIB3YHUTE ATY OMIUIO, YTOOBI U3MEHUTH CIIOCO0 pa3MelIeHuUs
JTUarpaMMbl OTHOCHTEIIBHO TEKCTAa: WJIM OHA OyAeT SBISATHCS YacThi0 TEKCTa (eciH
BBIOpaH CTWIIh 00TeKaHus «B TekcTe») uimm TeKCT OyAeT 00TeKaTh €€ CO BCEX CTOPOH

(ecnu BBIOpAH OJIMH W3 OCTAJIBHBIX CTUJIEH):
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o B Tekcre E— JrarpaMMa CUMTAETCS 4acCThI0 TEKCTA, KaK OTACIbHBIN
CHMBOJI, TIO3TOMY TMIpH TIEPEMEIICHUH TEKCTa H300paKCHHE TOXKE
nepemeniaercs. B aTom ciydae napaMeTphl pacioIOKEHUs HEAOCTYTHBI.

Ecnu BbIOpaH OMH W3 CAEAYIOMIMX CTUIIEH, N300paKeHHEe MOKHO NEPEMEIIATh

HC3aBHCHUMO OT TCKCTa M TOYHO 3a1aBAaThb ITIOJIOZKCHUC I/I306pa)KeHI/IH Ha CTPpaHHUIIC:

o Bokpyr pamku @ — TEKCT 00TEKaeT MPSIMOYTOJbHYIO PaMKy, KOTOpas

OKpY>KAaeT IHarpaMmy.

0

o Ilo koHTYpY — TEKCT 00TEKAaET peajbHble KOHTYPHI TUATPAMMBI.

0 CKBO?.H%@ — TeKCT o0O0TeKkaeT BOKPYr KOHTYpOB JHarpamMmbl U
3allOJIHAET HE3aMKHYTO€ CBOOOJHOE MECTO BHYTpU Hero. UToOwl 3TOT
abdexT mnposBUICS, HUCHONB3yHTe onmuioo «M3MeHUTh TpaHuUIly

00TEeKaHMI» U3 KOHTEKCTHOTO MEHIO.

O CBepxy u CHH3y§— TCKCT HaAaXOJUTCA TOJBKO BBIINIC W HHIKE

AruarpaMMal.

o Ilepen Tekcrom — IMarpamMMma NnepeKpbIBaeT TEKCT.

0 3a TekcTOM EE5 — TEKCT NEPEKPBIBAECT JUATPAMMY.
[Tpu BbIOOpE cTUNS OOTEKaHHUS BOKPYT pPaMKH, MO KOHTYpPY, CKBO3HOE WIIH
CBEpPXY U CHU3Y MOXHO 3aJaTh JIONOJHUTEIbHBIE TAPAMETPBI — PACCTOSIHUE O TEKCTa

CO BCEX CTOPOH (CBEPXY, CHU3Y, CIIEBa, CIIPaBa).
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,Eluarpauma - AONONHUTeNkEHBI® NapamMeTpel

Pasmep Mo ropusoHTanu

BblpaBHHBaHue OTHOCHTENBHO
O6TeKkaHWe TEKCTOM

() Ocm . Cronbua v
ANLTepPHATUBHLIA TeKCT

OTHOCHUTENLHOE NOMOKEHHE OTHOCHMTENBHO

Mo sepTUKaNK

BblpasHUBaHe OTHOCHTENLHO
MonoxeHue HIDKE
() Ocm . ABaaua v

OTHOCHUTENBHOE NONOKEHHE OTHOCHMTENBHO

MNapameTpel
v| lNepeMmelaTts c TEKCTOM || Pa3speluuThb NepekpuiTue

Pucynok 122 — Bkaaaka «Ilosoxenue»

Bxnanka «llonoxkenue» (Pucynok 122) IOCTylHA TOJBKO B TOM CIydae, €CIU
BBIOpaH CTWIb OOTEeKaHWs, OTIMYHBIN OT cTuis «B Tekcre». Bxnaaka comepxur
CIEAYIONIME TMapaMeTpbl, KOTOPhIE PA3IUYaAIOTCS B 3aBUCMMOCTU OT BBIOPAHHOTO
CTHJISI OOTEKaHUS:

e B paznene Ilo ropusoHTasmm MOXHO BBIOpaTh OJIMH W3 CIEAYIONIMX TPEX

CIocOo00B MO3UIIMOHUPOBAHUS JUATPAMMBI:

o BoipaBHuBaHue (110 JEBOMY Kpaw, MO LEHTPY, MO MPaBOMYy Kparo)
OTHOCUTEIBHO CHUMBOJIA, CTOJOIA, JIEBOTO MOJISA, MOJsS, CTPAHUIIBI HIIU
MPaBOro MoJis,

o Ab6comotHoe Iloso:xkeHnne, onpesensieMoe B aOCOMIOTHBIX €IMHHUIAX, TO
ectb Cantumerpax/Ilynkrax//Aroiimax (B 3aBUCUMOCTH OT TOT'0, KaKOi

nmapamerp ykazaH Ha Bkiagke «®Dain»y —  «JlonosHUTENbHBIE
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rmapaMeTphbl...»), CIpaBa OT CHMBOJA, CTOJOIA, JIEBOTO IIOJS, IIOJS,
CTpaHUIIbI WK MPABOTO TOJIS,

o OTHOcHUTeJbHOE  TMOJIOKeHHMe,  ONpeAessieMoe B IPOIEHTAax,
OTHOCHUTEJIBHO JIEBOTO TOJISL, MOJIs, CTPAHULIBI UJIM TTPABOTO IMOJIS.

B paznene Ilo BepTMKaJAM MOXXHO BBIOpaTh OJWH W3 CIEAYIOUIUX TPEX

Croco00B MO3UIIMOHUPOBAHUS AUATPAMMBI:

o BbipaBHuUBaHMe (110 BEpXHEMY Kparo, MO LEHTPY, [0 HUKHEMY Kparo)
OTHOCHUTEJILHO CTPOKH, TOJIsl, HMKHEro MoJjisi, ad3ala, CTpaHUIbl WU
BEPXHETO MOJIs,

o AocomotHoe [losioxkeHue, onpenenseMoe B aOCONIOTHBIX €AUHUIIAX, TO
ectb Cantumertpax/Ilynkrax//lioliMax (B 3aBUCHUMOCTH OT TOTO, KaKOU
napaMeTp yka3aH Ha Bkiaake daitn — J[onoJHUTENbHBIE TAPAMETPHI...),
HIDKE CTPOKHM, TOJIsl, HIKHETO ToJisl, ab3aia, CTpaHMIIbl WM BEPXHETO
oI,

o OTHOCHTEJbHOE  TMOJIOKeHHMe,  ONpEeAcIsIEMOE B IPOILEHTAX,
OTHOCHUTEJILHO MOJIsl, HUKHETO TO0JIsI, CTPAHUIIBI UJIM BEPXHETO MOJIA.

Ommusa IlepemMemiaTh ¢ TEKCTOM OIpeaeiseT, Oyner au auarpamma

NEPEMEIIATHCS] BMECTE C TEKCTOM, K KOTOPOMY OHa MPUBS3aHA.

Onuus Pa3pemiuTs mepekpbiTHE OmpeseiseT, OyayT JU MepeKpbIBaThCS

JIBE IMarpaMMbl, €CJIU NEPETAIIUTh UX OJIM3KO JIPYT K IPYTY Ha CTPAHUIIC.
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ﬂuarpamma - AONONHUTeNbHBIE NapaMeTpkl

Pasmep Saronoeok

O6TekaHWe TEKCTOM

Onucanue
MonoxeHue

AnNbLTEpHATUBHOE TEKCTOBOE NPEACTABNEHNE MHOPMALMK O
BM3yanbHOM 00beKTe, KOTopoe DyOeT 3aYnThiBaTbCA ANA MOgEN
C HAPYLUEHWAMM 3DEHWA UMW KOTHUTHMBHBIMKM HAPYLLEHUAMM,
YTOOBI MOMOYE MM TyYLLE NOHATE, KAKYIO MHOPMALMIO CORePHUT
U300paKEHUE, ABTOCMIYpa, AMarpamMmmMa U1 Tabnuua.

Pucynok 123 — Bkiaaka «AJIbTepHATHBHBIN TEKC»

Bxnagka «AnbTepHaTUBHBIA Teke»  (Pucymoxk 123) TIO3BOJIAET  3a1aTh
«3aromoBok» W «OmnucaHue», KOTOpbIe OyAyT 3a4uThIBATBCS JUIS JIFOACH C
HapyUICHUSIMH 3PCHUS UM KOTHUTUBHBIMH HAPYIICHUSMH, YTOOBI IOMOYb UM JIyUIIle
MOHSAThH, KaKyt0 MH()OPMALIUIO COACPKUT TUarpaMma.

3.6.6 BcraBKa TeKCTOBBIX 00bEKTOB

UtoObl cpaenath TEKCT Oojiee BBIPA3UTEIBbHBIM W TPHUBJICYhL BHUMAHHE K
OMpE/ICICHHON YacTH JOKYMEHTAa, MOKHO BCTABUTh HAJIUCH (MPSIMOYTOJIbHYIO PAMKY,
BHYTPH KOTOPOM BBOJMTCS TEKCT) WM 00BekT Text Art (TEKCTOBoe IOje C
MpEeBAPUTENIbHO 3a/JaHHBIM CTWJIEM M IIBETOM IIpudTa, MO3BOJAIONIEE MPUMEHSTh
TEKCTOBBIC A (PEKTHI).

Jlo0aBJieHrE TEKCTOBOI0 00bEeKTa

TekcTOBBIN OOBEKT MOXKHO JI00aBUTH B JIIOOOM MecTe cTpaHuilbl. [{is aToro:
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1. Ilepeitaute Ha BKiaaKy «BcTraBka» BepXHEW MaHENIN HHCTPYMEHTOB,
2. BriOepute HY>KHBII TUI TEKCTOBOTO OOBEKTA:

o YtoObl 1006aBUTH TEKCTOBOE TMOJ€, MIEIKHUTE Mo 3Hauky Haamucs Tl Ha
BEpXHEH MaHeld WHCTPYMEHTOB, 3aTeM IIEJIKHHUTE TaM, IJie Tpedyercs
ITIOMECTUTh HAANMUCH, YNEPKUBANUTE KHOIIKY MBIIIA WU IEPETACKUBANTE
IpaHUIly TEKCTOBOIO MOJs, YTOOBI 3a7aTh ero pasmep. Koraa ormycrure
KHOIIKY MBI, B TOOABIEHHOM TEKCTOBOM MOJI€ MOSBUTCA KYpCOP, U BBI
CMOYKETe BBECTH CBOW TEKCT. B BbIMajgaromemM Ciucke MOXHO BBHIOpPATh:
«BCTaBUTh TOPU3OHTAIBHYIO HAIIUCBL», «BCTaBUTH BEPTUKAIBHYIO

HAOIINUCh».

g
# Tlpumeuanue

Haanuchk MOKHO TakyKe BCTaBUTh, €CIIM IIEIKHYTH 10 3HaUYKy DPurypa Ha BepXHEU MaHeIn
UHCTPYMEHTOB U BbIOpaTh purypy u3 rpyiisl « OCHOBHbBIE GUTYPBI».

o UrtoOs1 no6aBuTh 00beKT «Text Arty, menkuure no 3Hauky Text Art JE ,
3aTeM MICNIKHUTE M0 HYXHOMY IMa0joHy ctuiig — oObekT «Text Arty
Oyner no0aBieH B TEKylIEeW MO3UIMU Kypcopa. Bbiaenure MbIIIbIO
CTaHJAPTHBIN TEKCT BHYTPU TEKCTOBOTO IOJIS M HAMUIIUTE BMECTO HETO
CBOU TEKCT.
3. llenkuute 3a mpeaenaMud TEKCTOBOIO OOBEKTa, 4YTOOBl MNPUMEHUTH
U3MEHEHHS ¥ BEPHYTHCS K JIOKYMEHTY.
TekcT BHYTpH TEKCTOBOTO OOBEKTa SIBJISICTCS €r0 4acThlo (IPU MEepeMEeNIeHUN
WJIM TIOBOPOTE TEKCTOBOTO OOBEKTA TEKCT OYyJIET MEPEMEIaThCsl UIU TTOBOPAYHBATHCS
BMECTE C HUM).
[TockonbKy  BCTaBIEHHBIA  TEKCTOBBIA  OOBEKT  MPEACTaBIsET  COOOM
MPSIMOYTOJIBHYIO paMKy C TEKCTOM BHYTpH (y 00BbekToB Text Art mo ymMo4aHUIO
HEBUJIUMbIE TPAHHUIIBI), a 3Ta paMKa SBJISETCS OOBIYHOW aBTOPUIYPOW, MONKHO

U3MEHATH CBOMCTBA U (PUTYPHI, U TEKCTA.
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UtoObl ynanuTh J100ABICHHBIM TEKCTOBBIM OOBEKT, IIEIKHHUTE II0 Kparo
TEKCTOBOTO TOJIsI M HaxmuTe kiaBumy «Delete» Ha kmaBuatype. Tekcr BHyTpH
TEKCTOBOTO TOJIS TOXKE OYJIeT yIajeH.

dopMaTHpPOBaHHE TEKCTOBOTO TOJIsI

Breigenure TEekCTOBOE MOJe, MICNKHYB MO €r0 TpaHUIlE, YTOOBI MOXHO OBLIO
W3MEHUTh €ro cBoilcTBa. Korga TEKCTOBOE TMOJie BBIJICICHO, €ro TI'pPaHHUIIbI

OTO6pa>KaIOTC$I KaK CIIJIOIIHBIC, 4 HC ITYHKTHUPHLBIC JINMHUH.

BBeaute Ball TEKCT

Pucynok 124 — TexkcToBOe 110JI€ BbIAEJIEHO

e YroOBl MU3MEHHUTH pa3Mep TEKCTOBOTO TOJISI, MEPEMECTUTh, TOBEPHYTh €ro,
UCTIOJIb3YUTE CTICIIMAIbHBIE MapKEPHI IO KpasiM (UTYPHI.

e UtoObl M3MEHUTH 3aJUBKY, KOHTYPBI, CTHUJIb OOTEKaHHS TEKCTOBOTO OIS
WM 3aMEHUTh TMPSMOYTOJbHOE TMOJie Ha KaKylo-TO Jpyryro ¢urypy,
mieNnKHUTE 1Mo 3Ha4uKy «[lapamerps! ¢urypb» Ha mpaBoil OOKOBOW MaHETH H
UCIIOJIb3YWUTE COOTBETCTBYIOIIUE OILIHH.

e UYT0oOBI BBIPOBHATH TEKCTOBOE T0JI€ HA CTPAHUIIEC, PACTIONIOKUTh TEKCTOBHIC
MoJIsi B ONPENEICHHOM TIOPSIKE OTHOCHTEIBHO JPYyTUX OOBEKTOB,
MOBEPHYTh MJIM OTPA3UTh TEKCTOBOE MOJIe, U3BMEHUTh CTUJIb OOTEKaHUS WIH
OTKPBITh JOTOJHUTENbHBIC MAPpAMETPbl (PUTYPHI, MIETKHUTE MPABONA KHOMKON
MBIIIN TI0 TPAHULE TEKCTOBOT'O MOJISI U HUCHOJIB3YWUTE OINIMU KOHTEKCTHOTO
MEHIO.

DopMaTHPOBAHHE TEKCTA BHYTPU TEKCTOBOIO OJISI

[IlenkHUTE IO TEKCTY BHYTPU TEKCTOBOTO IMOJISI, YTOOBI MOKHO OBIJIO U3BMEHHUTH

ero coiicta. Koryma TekcT BbIJI€NICH, TPaHUIIBI TEKCTOBOTO IMOJISI OTOOPAXKAOTCS KaK

IMYHKTUPHBIC JIMHHUU.
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. BBeauTe Balll TEKCT

Pucynok 125 — ®@opmaTnpoBaHne TeKCTa BHYTPU TEKCTOBOI'O MOJIS

\J
# Tlpumeuanne

dopmMaTUpOBAHUE TEKCTAa MOKHO M3MEHUTh U B TOM CJIy4yae, €CJIM BbIACIEHO TEKCTOBOE
mojie, a He caM TeKCT. B »ToM ciyuae moOble M3MeHEHUs OyIyT MPUMEHEHBI KO BCEMY
TEKCTY B TEKCTOBOM TMoJie. HekoTopsie mapameTps! (hopMaTHpOBaHus MpUQTa (THII, pa3Mep,
BET U CTWIM OQOpMIIEHHS WIpU(PTa) MOXKHO OTIEIBHO MPUMEHUTH K MPEIBAPUTEIBHO
BBIJICJIECHHOMY (hparMeHTy TeKcTa.

UroObl MOBEPHYTh TEKCT BHYTPH TEKCTOBOIO TMOJS, IIEIKHUTE MO TEKCTY
MpaBOil KHONKOM MBIIIH, BbIOepUTEe oniuio «HampaBinenue Tekcray, a 3aTeM — OJIUH U3
JOCTYIIHBIX BapHaHTOB: «l OpH30HTaIIbHOE» (BbIOpaH Mo ymoiyaHuio), «IloBepHyTh
TEKCT BHU3» (3a/laéT BEPTUKAJIBHOE HaIpaBlieHue, cBepXy BHU3) win «IloBepHYTh
TEKCT BBEPX» (3aa€T BEPTUKAIbHOE HAMPABICHUE, CHU3Y BBEPX).

UYToOb!I BEIPOBHSATH TEKCT BHYTPU TEKCTOBOTO MOJISI IO BEPTUKAJIH, IIEIKHUTE 110
TEKCTy IPaBOM KHOIIKOI MBIIIH, BBIOEpUTE ONIMIO «BepTuKalbHOE BBIpaBHUBAHUEY, A
3aTeéM — OJMH M3 JOCTYNHBIX BapuaHToB: Ilo BepxHemy kparo, Ilo nentpy mmm llo
HIDKHEMY Kpalo.

pyrue mnapamerpsl (opMaTUpPOBaHUS, KOTOPHIE MOXHO MPUMEHUTH, TOYHO
TaKkue e, Kak 1 711 00bIYHOro Tekcta. OOpaTUTEeCh K COOTBETCTBYIOIIMM pa3fesiaM
CIIPABKH 3a JIONOJHUTEIBbHBIMU CBEACHUSAMU O HYXKHOM JIeUCTBUM. Bl MOXkeTe:

e BBIPOBHATH TEKCT BHYTPU TEKCTOBOTIO IMOJIS IO TOPU3OHTAIIH;

e lI3Mmenuth THH, pa3mep, LUBET MIPU(PTA, MPUMEHUTHh CTUIU OQOPMIICHUS U

IpeyCTaHOBJICHHbBIE CTUIIN (POPMATHUPOBAHUS;
e 3ajaTh MEXIYCTPOUHBIM MHTEpPBaj, U3MEHUTh OTCTYIIbI ab3ala, HaCTPOUTH
NO3ULUHU TaOYJSLUUHU JUIsI MHOTOCTPOYHOI'O TEKCTa BHYTPU TEKCTOBOT'O MOJIf;

e BcraButh T'HIICPCCBUIKY.
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MoskHO Takke HaxaTh Ha 3Ha4oOK «[lapamerpsl oObekTa Text Art» Ha mpaBoit
OOKOBOM MaHENN U U3MEHUTh HEKOTOPHIC MapaMeTPhl CTUJIS.
N3menenue ctuisi o0bekra Text Art

Brigenute TeKCTOBBIN OOBEKT U HICIKHUTE 0 3HAUKY [lapameTprl o0bekTa Text

Art 2 Ha npaBoil OOKOBOM MaHENH.

LaGnoH

I H U '
Janveka
3anueka LUBeTOM w
Henpozpa4yHoCcTE o
0 (100 100 % ©
KoHTyp
TonwuHa LipeT Ta

a

Be3 KoHTypa v '//"v

Tun

W

Henpospa4HoCcTh
0 (100 100 % _

TpaHcopMaL A

" Jd0E 0o -

Pucynok 126 — Ilapamerpnl o0bekTa Text Art

W3meHuTe mpuMEHEHHBIN CTUIIh TEeKCTa, BbIOpaB u3 rajgepen HoBbid LllaGioH.
MOXHO Tak)ke JOMOJHUTEIHHO U3MEHUTh 3TOT 0a30BbIA CTUJIb, BHIOpAB JPYroi THIL,
pa3mep mpudTa u T.1.

N3menute «3anuBky» mpudTta. MoKHO BEIOpATh CIENYIONINE BAPUAHTHI:
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e 3anuBKa I[BETOM — BBIOEPHUTE STy OIIIUIO, YTOOBI 3a7aTh CIUIONIHOW IIBET,

KOTOPBIM TpeOyeTcs 3all0JIHUTh BHYTPEHHEE MTPOCTPAHCTBO OYKB.

3anueka
3anvBKa LUBETOM v
Henpospa4yHocTe

0 (100 100 % .

Pucynok 127 — 3aauBka nperom

Haxmurte Ha HBGTHOﬁ MMpAMOYTOJIBHUK, paCHOJIO}KeHHblf/'I HMIKC, U BLI6CpI/IT€

HY>KHBI{ LIBET U3 IOCTYNHBIX HAOOPOB IIBETOB WM 3aJaiiTe 11000 1BET, KOTOPHIA BaM

HPaBUTCH:

e ['paaneHTHas 3aJIMBKa — BIOEPUTE 3Ty OMIUIO, YTOOBI 3aJTUTh OYKBBI IByMS

LIBETAMHU, TUIABHO NEPEXOIAIINMHU APYT B Apyra.

3anueka
lpagMeHTHaA 3anueka w
CTUNb HanpasneHne
TIMHEHHBIN v

Yron 0= ! o

W'

TouKM rpagueHTa

i |

]

LipeT MonokeHue

— RERCTSI ¥
HenpospayHocTe

0 (100 100 %

Pucynok 128 — I'paguenTHas 3aJJMBKa

o Crunb — BeiOepuTe JIuHelHbId 1 PagnaabHblii:
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= JluHelHbIN UCTIONB3YETCs, KOTIa BaM HY>KHO, YTOOBI 1[BETA

W3MEHSJIMCH CJIeBa HAIMpaBo, CBEPXY BHU3 WIH MO THOOBIM

BBIOpAHHBIM BaMU yTJIOM B OJTHOM HampaBieHHH. UTOOBI BHIOPAThH

IIPEAYCTAHOBJIEHHOE HAIIPaBJICHUE, IEJIKHUTE HA CTPEJIKY PSIIOM C

OKHOM MpeJBAPUTEIILHOTO TpocMoTpa «Harnpapiienuey uiu xe

3aJjaliTe TOYHOE 3HAUYCHUE yIJIa TPAIUEHTA B MOJIE «YTOI».

= PaguanbHbBIN UCIOIB3YETCs, KOT/Ia BaM HYKHO, YTOOBI IIBETa

U3MEHSIJIUCH 10 KPYTY OT LIEHTPA K KpasiM.

* Touka rpagueHTa — 3TO ONpeEIECHHAs TOUKa NeEPEXoaa OT OJJHOTO

[[BETA K JPYromy.

» UtoObI 100aBUTH TOUKY TpaJKieHTa, McoIbh3yiiTe KHOIIKY
Jlo6aBuTh Touky rpajguenta & pm nomsyHox. MoxHO 100aBHTE
1o 10 touek rpaguenta. Kaxaas ciemyromas 700aBjieHHas TOUYKa
rpaJiieHTa HUKOUM 00pa3oM HE MOBJIUSET HAa BHEIITHUHN BU]T
TEKyLIEH TPAJUCHTHOMN 3AJIUBKHU.

» UToOBI yAamuTh ONPEICICHHYIO0 TOUKY TPAJANCHTa, UCTIONB3yITe
KHOTIKY Y IaJIMTh TOYKY IPaJHEHTa .

» UToOBI N3MEHUTH TIOJIOKEHHE TOYKU TPATUEHTA, UCTIONB3YUTE
MON3YHOK Uin ykaxkute «IlomoxxeHue» B MpoLEeHTax AJIs
TOYHOTO MECTOIOJIOKEHHUS.

» UToObl MPUMEHUTH [BET K TOYKE IPAIUCHTA, MSIIKHUTE TOUKY Ha
MaHesM MOJ3yHKa, a 3aTeM HaxkMmute «L[BeT», uToObl BEIOpATh

HY>KHBIM IIBET.

\J
# Tlpumeuanne

[Tpu BEIOOpE OAHOM M3 ATUX ABYX OMIMIA MOYKHO TaKKe 331aTh YpoBeHb HempospauHocTy,
NepeTacKuBasl MOJI3YHOK WIA BPYYHYIO BBOJS 3HAYECHHE B NPOLEHTAX. 3HAYCHHE, 3aJaHHOE
o ymoia4anuio, coctaBisieT 100%. OHO COOTBETCTBYET MOJHON HEMPO3PAYHOCTH. 3HAUCHHE
0% cOOTBETCTBYET MOJIHON IPO3PAYHOCTH.

e be3 3anuBKM — BBIOEpUTE ATy OMIIMIO, €CIU HE TpeOyeTcsl MCIOIb30BaTh

3QJIMBKY.
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Hacrpoiite Tonmuny, nset u tun Konrypa mpudra:

o Jlns m3MEeHEHHUs TOJIIMHBI KOHTYpa BbIOEpUTE W3 BBIMAJAIOIIETO CIUCKA
TommuuHa ogHy M3 mOCTynHBIX onumil. [JoctynHel cinenyromue onuuun: 0.5
nt, 1 or, 1.5 0T, 2.25 or, 3 nr, 4.5 or, 6 nt. Miu Bei6epute onuuio «bes
JIMHUWY, €CJIU BbI BOOOIIIE HE TPeOyeTCsl NCIOIB30BaTh OOBOKY.

o Jlns m3MeHeHUs [[BeTa KOHTYpa MICTKHUTE MO [[BETHOMY MPSIMOYTOIbHHUKY H
BbIOEpUTE HY>KHBIH 1IBET.

o Jlns wW3MEHEHUs THUMA KOHTypa BbIOEpPUTE HYXKHYIO OILUIO U3
COOTBETCTBYIOIIETO BBINAJAIOMIET0 CIUCKAa (IO YMOJYAHUIO MPUMEHSAETCS
CIUIOIIHAS JIUHUS, €€ MOXHO U3MEHHUTh Ha OJIHY U3 JOCTYIHBIX ITYHKTHUPHBIX
JIUHUHN).

[TpumenuTe TeKkcTOBBIN P deKT, BEIOpaB HYKHBIA TUI TpaHC(HOPMAILIUU TEKCTa

u3 raiepen «Tpanchopmanus». MOXHO CKOPPEKTUPOBATH CTENEHb HCKPUBICHUS

TEKCTa, IepeTacKuBasi pO30BbIi Mapkep B hopme pomoa.

4 y
> -sa»a

Pucynok 129 — Tpancdopmanum tekcra

3.6.7 Ilogmepxka SmartArt

I'paduxa «SmartArt» ncrnonb3yercs il CO3AaHMs BU3YaJIbHOTO IPEICTABICHUS
UEPAPXUUYECKON CTPYKTYpbl IPU MOMOIIM BbIOOpa Haubosiee MOAXOMASIIEr0 MaKeTa.
[lopnepxuBarorcst rpaguueckue 00BEKThl «SmartArt», A00aBIE€HHbIE C MOMOUIBIO
CTOPOHHUX pEeAaKTOpoB. MOXHO OTKpHITH (aiin, coaepxamuii «SmartArty, u

PEAAKTUPOBATH €TI0 KaK rpauuecKuil 0ObEKT C MTOMOIIBIO JOCTYIHBIX HHCTPYMEHTOB.
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Ecnu Beigenuth rpaduueckuii 00bekT «SmartArt» WM €ro 3JeMEeHT, Ha MpaBoOr

OOKOBOM MaHEIU CTaHYT JOCTYITHBI CJIETYIOUINE BKIIAKU:

IHapamerpsl a03apma — I PEOAaKTHPOBAHMSA OTCTYIIOB M HHTEPBAJIOB,
IOJIO)KEHUSI HAa CTpAHUIe, TPAHULl U 3aJUBKU, HIPUPTOB, TaOyIAUUN U
BHYTPEHHHUX IIOJIEM. OTa BKJIAJKAa CTAHOBUTCS AKTHUBHOM TOJIBKO JUIS
00BEKTOB «SmartArt».

IMapamerpbl ¢urypnsl — ais penakTupoBaHus (GUTYpP, UCIIONB3YEMBIX B
MakeTe. MOXKHO U3MEHSTh pazMep GOpMbl, peTaKTUPOBAThH 3AJIUBKY, KOHTYD,
TOJILUMHY, CTHJIb O0TEKaHHUs, TOJ0KEHNE, TUHUU U CTPEJIKH, TEKCTOBOE MOJIE
Y aJIbTEPHATUBHBIN TEKCT.

IMapamerpbl o0bekTa «Text Art» — mia penaktupoBaHus ctuis «Text
Art», KOTOpbIH HcHoab3yeTcsa «SmartArt» 1 BblAEIEHUS TeKcTa. MOXKHO
U3MEHUTh 1madnoH «Text Art», TUN 3aJUMBKH, LBET M HENPO3PayHOCTH,
TOJIIIMHY JIMHUW, UBET W THIl. DTa BKJIAJIKa CTAHOBUTCS AKTUBHOM TOJBKO

IUIT OOBEKTOB «SmartArty.

[[lenkHuTe TIpaBOM KHOIMKON MBIIMIM MO «SmartArt» WIM 10 TPaHUIIE JTAHHOTO

AJIEMEHTa, YTOObI OJYYUTh JOCTYII K CJAEAYIOIIUM HapaMeTpaM (popMaTUPOBAHMS:
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%< Bblpesatb
(& Konuposatb
= Bcrasumb

-
(&) HaneyataTb BbifeneHHoe

ropAgok ’
BbipaBHUBaHWE »
W Crune o0TekaHua ’

MosopoT ’
BcrasuTh HasBaHwe
COoXpaHWTb KaK pUCYHOK

C(O runepcceinka

M3MEHNTE TOYKK

[y OonomHuTEnbHbIE NapameTpbl oMryphl

Pucynok 130 — ITapameTrpsl popmaTupoBanus «SmartArt»

Ctunp oOTeKkaHus — AJisi OMNpeAeNieHHus crocoda pacrhojioKeHHs 00beKTa
otHOocuTenbHO TekcTa. [lapamerp «CTuib OOTeKaHUS» MOCTYIEH MOCIe
IeJTYKa 10 TpaHulle rpaduueckoro oobexra SmartArt.

BceraButh HazBanme — Juisi 100aBI€HUS BO3MOXKHOCTH CChUIATHCS Ha
rpaduueckuii 00beKT SmartArt B JTOKyMEHTE.

JIOTIOJTHUTENbHBIE TTapaMeTphl GUTYPBI — JUIS AOCTYINA K JOMOJTHUTEIHHBIM

napameTpam GpopMaTupoBaHus GUTYPHI.

[llenkHuTe NpaBOl KHOMKOM MBIMIK MO TpaduueckoMy 0O0beKTy SmartArt,

YTOOBI MOJTYYUTH JOCTYI K CISAYIOIMIUM MapameTrpam GopMaTUPOBAHUS TEKCTA:

BripaBHUBaHME 110 BEPTUKAIN — JIJIsl BBIOpATh BRIPABHUBAHUE TEKCTa BHYTPU
BbIOpaHHOTO 00BeKTa SmartArt:

O BBIpoBHATH IO BEpXHEMY Kpalo,

o BwIpoBHSATH 1O cepennne,

O BBIpOBHATH MO HUKHEMY Kparo.

Hanpasnenue tekcta — BEIOpaTh HANpaBiICHUE HANPABICHUS TEKCTa BHYTpU

BBIOpaHHOTO 00BbEeKTa SmartArt:
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o I'opusoHTansHOE,
o IloBepHYTbH TEKCT BHHU3,

o IloBepHYTbH TEKCT BBEPX.

(B Bcrasums e

F BepTHKanbHOE BblpaBHUBAHUE '
AB HanpaBneHue TekcTa b

9] [ononHuTEnbHbIE NapamMeTpel a03auUa
(=] OoGasuTb KoMMEHTapHIA

# MWnepccbinka

&

DOpPMaTUPOBaHKUE KaK CTUNb v

Pucynok 131 — IlapameTrps! popmaTupoBanus TekcTa SmartArt

3.6.8 lodaBiieHne Ha3BaHMsI

Ha3sBanue — 3TO MpoHyMepoBaHHAs METKa, KOTOPYI MOXHO TPUMEHSATH K
00BeKTaM, TAKMM KaK YpaBHEHUS, TAOIHIIbI, GUTYPBI U U300paKEeHUSI.

JlanHas yHKIIMS TO3BOJISCT JICTKO CChUIATHCS HAa KaKOW-THO00 OOBEKT B BaIlleM
TEKCTEe, TaK KaK Ha Ha HEM €CTh JIETKO y3HaBaeMasi MO/IIHCh.

Uto0b1 106aBuTH «Ha3BaHme» Kk 00BEKTY, BBIMOJHUTE CIICIYIONINE ICHCTBUS:

e BriOepure 00bEKT, K KOTOPOMY HYKHO T0OaBUTh Ha3BAaHHC,

e [lepeiinure Ha BKIagky «CCbUIKM» BEPXHEW MAHEIU UHCTPYMEHTOB;

e [llenkaure Ha MKOHKY Ha3BaHuE re=eave HA BEPXHEW ITAHENIM WHCTPYMEHTOB

WIH IIEJTKHYB NPAaBOM KHOIKOW 10 00bEKTY, BbiOepuTe PyHKIMIO «BCcTaBUTH
Ha3zBaHue». OTKpOETCs AUAIOrOBOE OKHO «BCTaBUTh Ha3BaHUEY
o BeiOeputre mnoanuce Uid Ha3BaHUsS, UIEJIKHYB Ha PpPacKpbIBAOLIUICS

CIIMCOK U BBI6paB OJWMH U3 MPCIJIOKCHHBIX BAPpHAHTOB, UJIN
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o Co3pnaliTe HOBYIO TOIIKCH, Ha)KaB KHOMKY «JloGaBuTh». B nuamororom
OKHE BBEIUTE HOBYIO MOAIKCH B TEKCTOBOE IOJIC. 3aT€M HAXKMUTE
kHONKY «OK», uT0o0ObI 106aBUTH HOBYIO «[loANKCh» B CIIMCOK MOATHUCEH;

o B Bemmagatomem crnucke «BctaButh» BbeiOepuTe «Ilepen», uTOOBI
pa3MecTUTh Ha3BaHue HaJ 00bekTOM, win «llocie», 4ToObl pa3MecTuTh
€ro I0Ji 00BEKTOM;

o YcranoBute (uiakok HampoTuB «VICKIIOUUTH MOJNMUCH W3 Ha3BAHUSY,
YTOOBl OCTABUTH TOJIBKO HOMEp JJIsl 3TOM KOHKPETHOW MOAMUCU B
COOTBETCTBHH C MOPSAIKOBBIM HOMEPOM;

o YcraHoBuTe (IaXKOK HaNpoOTUB oniuu «BkiIounTsh HOMEp TJaBbI»,
9TOOBI T00ABUTH BEIOPAHHBIN THI HyMepallui 00beKTOB K HA3BaHUIO;

o Hacrtpoiite Hymepaiuio noanucu, 100aBUB K HEH ONpeieIeHHbIA CTHIIb U
pa3ennTens;

o YToObl MPUMEHUTH Ha3BaHUE, HAKMUTE KHOTIKY «OK».

BcraBute HasBaHue

Ha3ssaHue BcTaBuTh
PHCYHOK 1 Mocne v
Moanucs

PucyHok v [NobaBuTb

MCKNIOYKUTE NOANKUCH U3 H33BaHWA

HymepaLma

1223 v

BKNHO4UTL HOMED MaBbl

Ha4MHaeTCA CO CTUNA: icnonb30BaTth pazaenuTenb

Mpumepol: Tabnuua 2-A, W3o0paxenHue 1.1V

Pucynok 132 — OxHo «BcraButh Ha3BaHue»

Yianenue noanucu
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UtoOBl y#aNuTh CO3/IaHHYIO BaMH TIOJIMKCH, BBIOEPUTE TMOANUCH W3 CIIHCKA,

3aTeM HAXXMUTE KHONIKY «Y manuThy. JlanHas nmoAanuck OyaAeT HEMEJICHHO Y lalieHa.

g
# ITlpumeuanue

VY nanenue noaAnucen, CO31aHHbIX M0 YMOJIYAHUIO, HEBO3MOKHO

dopMaTHPOBAHME HA3BAHU I

Kak Ttoabko I[06aBJ'I$ICTe Ha3BaHHUC, B Pas3aci CTUJICH aBTOMAaTHUYECKH

no0aBiIgeTCa HOBBIM CTWIB I noanuceid. YToObl M3MEHUTH CTHIIb JUISL BCEX Ha3BaHUMI

B JOKYMCHTC, BBIIIOJTHHUTC CIICAYIOIINUC I[@ﬁCTBPIHZ

Beinenure TekCT W3 KOTOpPOro OyJEeT CKONUPOBAaH HOBBIM CTUIb JIs
Ha3BaHUM;

Haitnure ctuns «Ha3Banuey (Mo yMoOSYaHUIO BBIJIEJICH CHUHUM IIBETOM) B
rajepee CTWIEH, KOTOPYIO BBl MOXET€ HAWTH Ha BKIajgke «lmaBHas»
BEpXHEN MMaHeIn UHCTPYMEHTOB;

[IlenkHUTE MO HEMY MPABOM KHOIKOMW MBIIIU U BbIOEpUTE MyHKT «OOHOBUTH

U3 BBIJICJICHHOTO (hparMeHTa.

O0beauHeHHe HA3BAHUI B IPYNIIbI

Ecau tpelyercs mepemMemarh OOBEKT M TMOAMUCH KAaK OJIHO IIEJ0€, HYXKHO

CTpyNIHUPOBATh OOBEKT U MOJAMUCH BMecTe. [[71s1 aTOTO0:

Bri6epute 00beKT;

Bribepure onun u3 «Ctuseil oOTekaHUs», UCHONb3YysS MPaByl OOKOBYIO
HaHelb;

Jlo6aBbTe MOANHUCH, KaK YKa3aHO BHIIIIE;

3axmure «Shifty u  BbIOepuTe DIEMEHTBHI, KOTOPHIE BBl  XOTHTE
CTPYIIIHUPOBATS;

[lenkHUTE TMpPaBOM KHONKOM MBI JIOOOW 3JIEMEHT M BbIOEpUTE

«JTopsimox» — «CrpynmupoBaTh.

Teneps ecnu TpeOyeTcs MepeTamuTh 00bEKTH B IPYTroe MECTO JOKYMEHTa, OHU

OyIyT nepeMenaThCcsi OJHOBPEMEHHO.
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UToOBl OTMEHUTH MPUBSI3KY OOBEKTOB, B KOHTEKCTHOM MEHIO BBIOEPUTE MYHKT
«Ilopsanox», a 3areM «Pa3rpynmupoBatsb.

3.6.9 BcraBka CHMBOJIOB H 3HAKOB

[Tpu paboTe MOKET BOZHUKHYTh HEOOXOJAMMOCTh IMOCTABUTH CUMBOJI, KOTOPOTO

HCT Ha KJIaBHUATYypPC. I[J'ISI BCTaBKHM TaKHMX CHMBOJIOB MOXHO HCIIOJB30BaTh (l)yHKI_[I/IIO

Berasuts cumBon &2 . Jl71st aTOr0 TpeOyeTCs BHIMOJHUTH CICAYIOIIUE IIIaru:
YCTaHOBUTH KypcoOp, Ky1a OyIeT MOMEIICH CHMBOJL,
MEepENTH Ha BKIAJAKy «BcTaBkay BEpXHEN MaHEIU UHCTPYMEHTOB,

IOCJIKHYTH 110 3HAYKY «CI/IMBOJ'I»,

Cumeon

CuMmBOnNbl CneyuanbHbie CUMBOIbI

LWipucpT HaBop

Abyssinica SIL v OCHOBHaA NaTMHULA v

B! " %S (% & ()| +],

~|.|7/0l1]2(3/4|5/6|7 8|9
/< =/>?2@A B CDE|F

PaHee WCnonb30BaBLUMECA CMMBOIbI

Ko 3Haka u3 KOHMKoD (LecTH.)
00020 Abyssinica SIL

Pucynok 133 — 0KHO «CHMBOJI»

e B oTkpbiBIIEMCS OKHE BBIOEpUTE HEOOXOAUMBIN CUMBOJT;

e UYro0Obl ObICTpEE HAWTH HY>KHBIH CHMBOJI, UCIIOJIB3YHTE pa3zien «Hadop». B
HEM BCE CHUMBOJIBI pacHpeiefieHbl 10 TpynmnaMm, Hampumep, BbIOepHTe
«CUMBOJIBI BaJIIOT», €CJIM HYHO BCTaBUTh 3HAaK BAMIOT. Ecnu ke maHHBIN

CUMBOJI OTCYTCTBYET B Habope, BbiOepuTe apyroi mpudr. Bo MmHOTMX U3
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HUX TaKXe€ €CTh CHMBOJbI, OTJIIMYHBIE OT CTaHJAApTHOTO Habopa. Mmm xe
BIIMIIUTE B CTPOKY IIECTHAAUATCPUYHBIN KO 3HAKA U3 IOHMKOJ HY>XHOTO
BaM cHMBOJIa. J[aHHBI KOJ MOXKHO HaWTH B Ta0JMIe CMMBOJIOB. Takxke
MOKHO MCIIOJIb30BaTh BKIIQJIKy «CHEIHaIbHbIE CHUMBOJIBD» JUIsI BBIOOpA

CIICOUaJIbHOI'O CHMMBOJIA U3 CIIMCKA.

Cumeon X

(o' 'ETI B CrielanbHbie CUMBOTIbE

CHUMBON COMETAHWE KNABULL
= [InuHHOE TUpe Ali+Ctri+Num -

- KopoTkoe Tupe

HepaspbisHbln geduc Ctri+Shift+_

[nuHHBLIA Nnpoben

KopoTkuit npoden

1/4 npoGena
) Hepa3spbisHbii Npoden Ctrl+Shift+Space
© 3HaK aBToOpCKOro npasa Alt+Ctri+G
@ 3aperucTpupoBaHHbIi TOBAPHbIA 3HaK
™ CWMBON TOBAPHOIO 3HakKa
§ 3Hak pasgena
1 3HaK ab3aua

Pucynok 134 — Bkiaaaka «CnenuajibHble CHMBOJIbD)

Jlist OBICTPOTO JOCTYIa K HYXXHBIM CHMBOJIAM TakKe HCIoyb3yite «PaHee
MCITOJIb30BABIIUECS CUMBOJIBDY, TJI€ XPAHATCS. HECKOJIBKO MOCIEIHUX UCIIOJIb30BAHHBIX
CHUMBOJIOB,

HaxmuTe «BcTaButh». BoiOpanHbIit cuMBOI Oy1eT 100aBJICH B IOKYMEHT.

BceraBka cumBosioB ASCII

Jlist moGaBIeHNs] CUMBOJIOB TaK)Ke MCTIOIB3yeTcst Tabmia cumBoiioB ASCII.

st aToro 3axkmute knaBuiy «ALT» u mpu momoinu mudpoBoi KiaBUATYPbI

BBEINUTE KOJI 3HAKA.



204
RU.48324255.CJI(PT)-PII-B1.1

A Buumanmne

Ybenureck, 4TO UCTIONb3yeTe HU(POBYIO KJIABUATYPY, a HE HU(PBI HA OCHOBHON
kjaBuatype. YtoOsl BKIIIOUNTE HUGPOBYIO KIaBUaTypy, Haxkmute kiaBuury Num Lock.

Hanpumep, mis noGaBiieHus cuMBoJjia naparpada (§) HaKMHUTE U yIAep >KUBalTe
knaBuiry ALT, BBenute mudpsl «21», a 3arem ormycture knaunry ALT.

BcraBka CMHMBOJIOB P MOMOIIM TA0JIMIBI CHMBOJIOB

C nomMompo TaOMUIBl CUMBOJIOB WiIndows Tak K€ MOXKHO HAMTH CHUMBOJIBI,
KOTOPBIX HET Ha KJIaBHaType. UTOOBI OTKPHITH JAHHYIO TAOJHILY, BHIIIOJHUTE OJHO U3
CJICIYIOIINUX ICHCTBUM:
B crpoke «Ilouck» Hanumute «Tabauna CMMBOIOB» U OTKPOWTE €€.
OpHoBpeMeHHO HaxxmMuTe KiaBuimn «Wint+R», B TMOsSBHUBIIEMCS OKHE BBEIUTE
«charmap.exe» u menkauTe «OK».

3P Tabnwua CUMBOJOB _

¥iLlc

LWpueT: | () Arial b | Cnpaeka
LI #($%|& " [(|)]|*|+|.|-].]/]|0|1]|2|3|4
567’89:;-<=:>?@ABCDEFGHI
| {JKILIM|N|OIPIQ|RIS|TIUVWX|Y|Z|[]|\
117 _| |a|blc|d|e|f|g/h|i|j|k|I{m|njo|p
gqlr|s|tju|viwx(ylz|{|| |}~ i|¢|E|al¥
! O3 «| |- |®] |23 L]
oy |valvs % i |A/AA/AAIAECIEE|EE ]I
T|T|D|N|O|O|O|O|O|x|@|U|UU|U|Y|P|R|a|a
dld|alaleelc|e|éléle|i|i|T|T|0|A|d|6|6|d
o|=|elulalalu|y|p|y|AlajAlalA[g|C|¢|Cle
AnA KONMpOBAHWA: | BribpaThb KonupoeaTs

("] fononxuTensHbIE NapaMeTpbl

U+0021: Exclamation Mark

Pucynok 135 — Tadiiuua cumMBo10B

B otkpsiBiemcs okne «Tabnuia cumBonioB» (Pucynok 135) BeiOepurte oauH u3

npeacTaBieHHbIx «Habop cumBoioB», ux «[pynmupoky» u «llpudt». Hanee
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HICJIKHUTE Ha HYXKHBIE CHUMBOJIBI, CKONMUpPYWTEe WX B Oydep oOMeHa W BCTaBbTE B
HYKHOE MECTO B JJOKYMEHTE.

3.6.10 BpipaBHMBaHNE H YIOPSA0UYMBAaHNE 00bEKTOB HA CTPAHHUILE

JloGaBneHHbIe aBTOGUTYPBI, H300paKeHUs, AMArpaMMbl HJIM TEKCTOBBIE MOJISI Ha
CTPAHHIIE MOXHO BBIPOBHATH, CTPYNIMUPOBATH W PACIOJIOKUTH B OINPEICICHHOM
nopsiake. JJis BEIOIHEHUS JIFOOOT0 U3 ATUX JEUCTBUN CHavasia BEIOCPUTE OTIACIbHBIN
OOBEKT WM HECKOJbKO OOBEKTOB Ha cTpaHule. Jlis BbIACIEHUS HECKOJIbKHX
00BEeKTOB yaepxkuBaiiTe knaBuiry «Ctrl» u mienkaiite mo Hy>KHbIM O0OBEKTaM JIEBOM
KHOIKOW MbIIH. UTOOBI BBIIETUTH TEKCTOBOE TOJIE, IIENKANTE M0 ero rpaHuiie, a He
[0 TEKCTY BHYTpU Hero. [lociie 3TOoro MOXHO HMCIIOJIB30BAaTh WM ONHUCAHHBIE HUXKE
3HAYKH, PACIIOJIOKEHHbIE Ha BKiIaake «MakeT» BepXHEH MaHelld UHCTPYMEHTOB, WU
aHAJIOTUYHbIE KOMaHAbl KOHTEKCTHOTO MEHIO, BBI3bIBAEMOr0 IIPAaBOM KHOIIKOM MBIIIIH.

BripaBHMBaHNE 00bEKTOB

UToOBI BBIPOBHSATH J[BA WM 00JIE€ BBIJCICHHBIX OOBEKTOB,

>

BblpasHuBaHue

1. HlenkauTe mo 3Ha4Ky BbIpaBHUBaHHE Ha BkJIajgke «Maker»
BEpXHEW MaHEIu HMHCTPYMEHTOB U BBIOCpUTE OJMH U3 CIETYIOUIUX
BApUAHTOB:

O BBIPOBHATHL OTHOCHTEJIbHO CTPAHUIIbI, YTOOBI BBIPOBHITH OOBEKTHI
OTHOCHUTEJILHO KPaeB CTPAHHUIIBI.

O BBLIPOBHAATL OTHOCUTEJIBLHO MOJS, YTOOBI BBIPOBHATH OOBEKTHI
OTHOCHUTEJIBHO MOJIEH CTPAHHULIBI.

O BbIpOBHAATHL BbIIEJIE€HHbIE O00beKTHI (3Ta OMNIUS BbIOpaHa IO
YMOITYaHUIO), YTOOBI BBIPOBHATH 00BEKTHl OTHOCUTEIBHO JIPYT JApyTa.

2. Eme pa3 HaxxmuTe Ha 3HA4OK «BbIpaBHUBaHUE» U BBHIOEPUTE W3 CIHCKA

Hy>KHBII71 THUII BbIPpAaBHUBAHUWA:

O BBIPOBHATH 1O JIEBOMY Kparo , YTOOBI BBIPOBHATH OOBEKTHI IO
TOPU30HTAJIH 110 JIEBOMY Kparo CaMoro JIEBOI'O 00BEKTA/TI0 JIEBOMY Kparo

CTpaHI/II_IBI/ I10 JICBOMY ITIOJIIO CTPAHHIIBI.
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o BeIpoBHATHL 1O ueHpr, 4TOOBl  BBIPDOBHATH OOBEKTHl IO
TOPU30HTAIM N0 HX ULEHTPY/IO LEHTPY CTPAHMULBI/IO LEHTPY

MMPOCTPAHCTBA MCKAY JICBBIM U IIPABLIM I10JICM CTPaHHIIBI.

O BBIPOBHAATH MO NPaBOMY Kpam, 4TOOBI BBIPOBHATH OOBEKTHI IO
TOPU30HTAJH IO MPABOMY Kpard CaMOTO MPABOTO OOBEKTA/TI0 MPaBOMY

Kparo CTPAHUIIBI/TIO PABOMY TOJFO CTPAHUIIBI.

1}
o BbIpoBHATHL M0 BepxHemy Kpaio [°U|, 4To6BI BBHIPOBHATH OOBEKTHI IO

BEPTUKAJIU MO BEPXHEMY Kpal0 CaMOro BEPXHEro0 OOBEKTA/TI0 BEPXHEMY

Kparo CTPaHUIIbI/TI0 BEPXHEMY IO CTPAHUIIBI.

o BbipoBHATH 10 cepexmHe %), uTOGBl BBIPOBHATH OGBEKTHl IO
BEPTUKAIU IO UX CEPEAUHE/TIO0 CEepPEIMHE CTPAHUIIBI/TIO CEpEeANHE

IMPOCTPAaHCTBA MCKAY BEPXHHUM N HUKHHUM I10JICM CTPAHHIIBI.

O BBIPDOBHAAITH MO HUKHEMY Kpam, YTOOBI BBIPOBHATH OOBEKTHI IO
BEPTUKAJIM 10 HIKHEMY Kpal CaMOT0 HW)KHETO OOBEKTa/TI0 HUKHEMY
Kparo CTPAHUIIBI/TIO HIPKHEMY TIOJTEFO CTPAHUIIHI.

MOXHO TaK)Ke IICIKHYTH 10 BbIJICJICHHBIM 00BEKTaM MpPaBOW KHOIKOHW MBIIIIH,
BBIOpAaTh M3 KOHTEKCTHOTO MEHIO IMyHKT «BBIpaBHHWBaHHE», a 3aTeM HCIIOJIb30BaTh
JIOCTYITHBIC BAPUAHTHI BEIPABHUBAHUS OOHEKTOB.

Ecmm  TpeOyeTcs BBIPOBHATH OJWH OOBEKT, €r0 MOXHO BBIPOBHSTH
OTHOCHUTEIHHO KpPaeB CTPAHUIILI WIIH TIOJICH CTpaHUIILL. B 3TOM citydae 1o yMOT4aHUIO
BbIOpaHa onius «BBIPOBHITH OTHOCUTEIHHO OIS .

Pacnpenesnenue 00beKTOB

YtoOBI pacnpene/uTh TPH HIH 00Jie€ BHIOPAHHBIX OOBEKTOB IO TOPH3OHTAIH

HJIX BCPTUKAJIN TaKUM 06p2130M, YTOOBI MCIKIAY HUMHU OBLIO PaBHOC paCCTOAHHUC,

=

BblpasHuBaHue
v

1. HlenkauTe mo 3HAa4Ky BblpaBHUBaHHE Ha BkJIajgke «Maker»
BEpXHEU MaHEIu HMHCTPYMEHTOB U BBIOEpUTE OJUH U3 CIEAYIOUIUX

BAPUAHTOB:
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O BBIPOBHATH OTHOCUTEJIBHO CTPAHMIBI, YTOOBI PACTIPEICIUTh OOBEKTHI
MEXly KpasMH CTPaHUIIbI,

O BBLIPOBHAATHL OTHOCHUTEJBLHO TOJIsI, YTOOBI paCHPEACIUTh OOBEKTHI
MEXIy MOJISIMU CTPAHMUIIBI,

O BbIpOBHAATHL BbIIEeJIE€HHbIE O00beKTHI (3Ta OMNIUS BbIOpaHa IO
YMOITYaHUI0), YTOOBI paclpeieuTh OOBEKTHl MEXIY ABYMs KpaHUMU

BBIACIICHHBIMHU 00BEKTAMU.

=

BelpasHuBaHue

2. Eme pa3 HaxxmMuTe Ha 3HA4OK BrlpaBHMBaHuMEe = - M BbIOEpUTE U3
CIMCKA HYKHBIA TUIT pacipeeIeHus:

o Pacnpenenuts mo ropusontaim °/, 4ToOB paBHOMEPHO paclpeenuTh
OOBEKTBl MEXAY CaMblM JIEBBIM U CaMbIM IIPaBbIM BbIIEJICHHBIM
OOBEKTOM/JIEBBIM U MPaBbIM KPaeM CTPaHUIbI/JIEBBIM M MPABBIM IOJIEM

CTpaHUIIBI.

o PacnpeaeiuTs Mo BepTHKAIHU 2 4ro6bI PAaBHOMEPHO PACIPEIEIHUTD
OOBEKThl MEXIY CaMbIM BEPXHUM W CaMblM HMKHUM BbLIEJICHHBIM
OOBEKTOM/BEPXHUM U HIKHUM KPAaeM CTPAHULbI/BEPXHUM MU HUKHUM
MI0JIEM CTPAHULIBI.

MOo’KHO TaKk)Xe LIEIKHYTh MO BBIJEJIEHHBIM O0BEKTaM MPaBOl KHONKOW MBIIIH,
BBIOpAaTh M3 KOHTEKCTHOTO MEHIO IYHKT «BbIpaBHUBaHME», a 3aT€M HCIIOJIb30BATh

AOCTYIIHBIC BaPHAHTBI PACIIPCACICHUA 00BEKTOB.

\J
# Tlpumeuanne

HapaMeTpLI pacip€acii€Husd HCAKTUBHBI, €CJIM BBIACIICHO MECHEC TPEX 00BEKTOB.

I'pynnupoBka 00beKTOB

UtoObl crpymnmupoBaTh JBa WM 0OoJiee BBIOpAaHHBIX OOBEKTOB WJIU
pa3rpynnupoBaTh UX, HIEJIKHUTE MO CTPEIKE PSAOM CO 3HAYKOM «l'pynmupoBKa» Ha
BKiasike «Maker» BepXHeW NaHelu WHCTPYMEHTOB M BbIOEpUTE M3 CIHUCKAa HY>KHYIO

OIIIIHIO:
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e CrpynnupoBartb = , 4YTOOBI OOBEAMHUTH HECKOJIBKO OOBEKTOB B IPYIIILY,
TaK 4YTO MX MOXHO OyJeT OJHOBPEMEHHO ITOBOPAYMBATH, IMEPEMEIIATH,
U3MEHATh HUX pa3Mep, BbIPABHUBAThb, YIOPAJOYMBATH, KOIUPOBATH,
BCTaBJIATh, (HOPMATUPOBATH KaK OJAMH OOBEKT.
e PasrpynnupoBarthb H , 4YTOOBI pa3TpynmupoBaTh BBIOPAHHYIO TPYIIITY
paHee CrpynnupOBAHHBIX OOBEKTOB.

MOKHO TaK)Xe IIEIKHYTh IO BBIIECJIEHHBIM OOBEKTaM MPaBOW KHOMKOM MBIIIH,

BbIOpaTh U3 KOHTEKCTHOrO MeHI0 NMyHKT «llopsmok», a 3areM HCHOIb30BaTh OMIUIO

«CrpynnupoBatb» win «PazrpynnupoBarsy.

g
# Tlpnmeuanue

[TapameTp «CrpynmnupoBaTh» HEAaKTUBEH, €CIIH BBIZICIICHO MEHee IByX 00bekToB. [Tapamerp
«Pa3rpynnupoBaTb» akKTUBEH TOJIBKO IPU BBIJEICHUH PaHee CrPYNIMPOBAHHBIX OOBEKTOB.

YnopsigounBanue 00beKTOB
YroObl omnpeneneHHbIM 00pa3oM pacloOKUTh BBIOPAHHBIM OOBEKT WU
OOBEKThl (HampuUMep, U3MEHHTb HX MOPSAOK, €CIU HECKOJbKO OOBEKTOB

HAKJIQJBIBAIOTCA JIPYT Ha JIpyra), MOKHO HCIOJIb30BaTh 3Hauku [lepenectu Briepen

] r
NepexecTH MepeHecTy

wea- 1 [lepeHecTr Ha3a we=i- Ha BKJIaAKE «MakeT» BepXHEH MaHelld HHCTPYMEHTOB
U BBIOpATh U3 CIIKMCKA HY>KHBII TUIT PACTIONOKEHHUS.

UtoObl mEepeMecTUTh BBIOpAaHHBIA OOBEKT (OOBEKTHI) BIEpel, HAXKMHUTE Ha
CTpENIKy psiaoM co 3HaukoM «llepenectm Bmepen» Ha BKIagke «Maker» BepxXHEW
NaHEeJIM UHCTPYMEHTOB U BBIOEPUTE U3 CIIUCKA HYKHBIM THIT PACTIONIOKECHHUS:

3
8

IlepenectTu Ha mnepeaHWid IUIAH ™ , YTOOBI TEPEMECTUTh BBHIOPAHHBIM OOBEKT

(0OBEKTHI), TaK UTO OH OYJIeT HAXOAUTHLCA MEePE]l BCEMU OCTATIbHBIMU OObEKTaMH,
IlepenecTu Brepen gl , YTOOBI IEPEMECTHUTh BHIOPAHHBINH 0OBEKT (0OBEKTHI) HA OJIUH
YPOBEHb BIEPE]I IO OTHOIICHHUIO K IPYTUM OOBEKTAM.

YtoObl mepeMecTUTh BBIOpAaHHBIM OOBEKT (OOBEKTHI) Ha3ad, HAXMUTE Ha
CTpenKy psaoM co 3HaukoMm «llepeHectu Hazam» Ha Bkiaake «MakeT» BepXHEH

MMaHCJIM NHCTPYMCHTOB U BBI6€pI/ITC N3 CIIMCKa Hy)KHBIﬁ THII PaCIIOJIOXKCHUA:
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IlepeHecTn Ha 3agHMi IUIaH * . 4roGbl MEPEMECTUTh BBIOPAHHBI OOBEKT
(0OOBEKTHI), TaK UTO OH OYJIeT HAXOAUTHCS M03a1 BCEX OCTATBHBIX 00BEKTOB,
Iepenectn nazag O | 4ro6E mepeMecTUTh BHIOPAHHBIH 00BEKT (0OBEKTHI) HA ONHH
YPOBEHb Ha3aJ MO0 OTHOILIEHHUIO K IPYTUM OOBEKTaM.

MoXHO TakXe IICJKHYTh MO BBIJIEIGHHOMY OOBEKTY WM OOBEKTaM IpPaBOM
KHOIIKOW MBIIIIK, BBIOPATh W3 KOHTEKCTHOTO MeEHIO NyHKT «[lopsmok», a 3arem
MCIOJIb30BaTh JOCTYITHBIE BAPUAHTHI PACTIONOKEHUSI OOHEKTOB.

3.6.11 H3meHeHHe CTHISI 00TEKAHUS TEKCTOM

Onmuss  «Ctuiib  OOTEKaHHs»  OMNpeeNsieT Crnoco0 pa3MemleHus OOBEeKTa
OTHOCHUTEJIbHO TeKCTa. MOXXHO U3MEHUTh CTHJIb OOTEKAHUS TEKCTOM JIJIsl BCTaBJICHHBIX
O00BEKTOB, TaKWX KaK (UTYPBI, U300PAKCHUS, TUATPAMMBI, TEKCTOBBIC IO WA
TaOJIUILIBI.

N3meHenne cTuasi O00TeKaHMsl TeKCTOM i ¢Guryp, H300paKeHUi,
AUATPAMM, TEKCTOBBIX MOJIeil

JI1st u3MeHeHus BHIOPaHHOTO B IAaHHBIA MOMEHT CTHJISI OOTEKaHUS:

1. Boeigenurte OTAENBbHBI OOBEKT HAa CTpaHUIE, ILIECIKHYB IO HEMY JIEBOU
KHONKOH MbIIK. YTOOBI BBIACIUTH TEKCTOBOE IIOJIE, IIEIKAWTE IIO0 €ro
TpaHuIle, a He TI0 TEKCTY BHYTPHU HETO.

2. OTKpoliTe HACTPOUKHU OOTEKAHHS TEKCTOM:

o mepeinutre Ha BKIAAKy «Maker» BepxXHEH MaHeNu HUHCTPYMEHTOB U

: WUIH BBIOEpHTE

HaXMHUTE Ha CTPEJKY PSAoM co 3HaukoMm OOTekaHue
CTWJIb OOTEKaHUs Ha MpaBoil OOKOBOM MaHeNH,

O HICJIKHUTE N0 OOBEKTYy NpPaBOM KHOMKOM MBIIIM M BBIOEPUTE B
KOHTEKCTHOM MEHIO MyHKT « CTUIIb OOTEKaHUs» WU

O HICJIKHUTE N0 OOBEKTY NpPaBOM KHONKOW MBIIIM, BBIOEPUTE OMIIMIO
«/lonomHuTeNbHBIE MApaMETPb» U NepeinTe Ha BKIAAKYy «OO0TexaHue
TEKCTOM» B OKHE «JlomoHuTeNbHbIE TapaMEeTPh» 00BEKTA.

3. BBIOEpUTE HY>KHBIN CTUIIb OOTEKAHUS:
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]

o B Tekcre

— OOBEKT CUYMTAaeTCsd YacThI0 TEKCTa, KaK OTICIbHBIN
CUMBOJI, TOJTOMY TMpHU TIEPEMEIICHUH TEKCTa OOBEKT  TOXKEe
nepeMenaercs. B a3Tom ciyuae nmapaMmeTpbl pacnoyioKEHHsI HEAOCTYITHBI.

Ecnu BeIOpaH OJMH W3 CHEAYIOMIUX CTHJIEH, OOBEKT MOXKHO IepeMeIaTh

HE3aBUCHUMO OT TCKCTA U U1 TOYHO 3a4aBaTh ITOJIOKCHUC 00BEeKTa Ha CTpaHUIIC:

N

o Bokpyr pamku — TEKCT 00TeKaeT MPSIMOYTOJBHYIO PaMKY, KOTOpas

OKpY’KaeT OOBEKT.

o Ilo xkoHTYpY — TEKCT 00TEKAET peajbHble KOHTYPhI 00OBEKTA.

i
o CkBo3HOe || — TeKCT 00TeKaeT BOKPYT KOHTYPOB OOBEKTA M 3aMOTHSIET

HE3aMKHYTO€ CBOOOJHOE MECTO BHYTpU 00BekTa. UTOOBI ATOT 3 dheKT
MPOSIBUIICS, MUCTIONB3YWTe Oonmuuio «V3MEeHHTh TpaHUIly OOTEKaHUS» U3

KOHTCKCTHOI'O MCHIO.

=

o CBepxy M CHM3Y |~ | — TEKCT HAXOAMUTCS TOJBKO BBIIIE U HUKE OOBEKTA.
]

o Ilepen Tekcrom — O0BEKT NMEePEKPHIBAET TEKCT.

0 3a TeKeTOM || — TEKCT IepeKphIBAET OOBEKT.

[Tpu BBIOOpE cTUs oOTekaHus «Bokpyr pamkmy», «Ilo koHTYpy», «CKBO3HOE»
i «CBepxy M CHM3Y» MOYKHO 3aJaTh JONOJHUTENbHBIE MapaMeTprl — «PaccrosHue
70 TEKCTa» CO BCEX CTOPOH (CBEpXy, CHM3Y, ClieBa, cipaBa). YTOObI OTKPBITH 3TU
HACTPOMKH, IIEIKHUTE MO OOBEKTYy MpaBOW KHOMKOM MBINIM, BBIOEPUTE OMIUIO
JIONOJTHUTENNbHBIE TapaMeTphl U NepeiauTe Ha BKIaAKy «OO0TeKaHuEe TEKCTOM» B OKHE
«/lonomHuTenbHBIE ApAMETPBD» OOBEKTA. YKAXKUTE HYKHbIC 3HAUCHHS U HAXKMUTE
KHOMKY «OK».

Ecnu BbIOpaH cTwib 0OTEeKaHUs, OTIMYHBIA OT CTWig B Tekcre, B OKHE
JlononHUTENbHBIE TNapaMeTpbl OOBEKTa TAKXKE CTAHOBHUTCS JIOCTYyIHA BKJIAJKa
[Tonoxenue. [ns monyueHus AOMONTHUTENIbHOW HHGOpMAMK 00 3TUX MapameTrpax
oOpaTUTECh K COOTBETCTBYIOIIMM CTpaHHMIAM C MHCTPYKUUAMH 10 padoTe ¢

burypamu, n300pa)KeHUSIMH WX JUarpaMMaMH.
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Ecau BeIOpaH cTUIb 00TEKaHUS, OTIIMYHBIA OT CTHIIS «B TEKCTe», MOKHO TaKKe
peIaKTUPOBATh KOHTYP OOTEKaHUS I «u300paxeHuit» uin «purypy. lllenkuure no
OOBEKTYy MpaBOW KHOMKOW MBIIIH, BbIOEpUTE B KOHTEKCTHOM MEHIO MYHKT «CTUITh
oOTeKaHMs» U HIEJKHUTE Mo oniuu «M3mMeHuTh rpanuily o0Tekanus». Takke MOXKHO
UCIOJIB30BaTh oniuio «O0Tekanue» — «M3MeHUTh TpaHUIly OOTEKaHUS» Ha BKJIAJKE
«MakeT» BepxHEH MaHeIu WHCTPYMEHTOB. UTOOBI MPOU3BOJIBLHO W3MEHUTH TPAHUILY,
NepeTacKuBaTe TOUKU IpaHUIlbl 00TeKaHus. UTOObI cO3/1aTh HOBYIO TOYKY I'paHUIIbI
oOTeKkaHus, IMIEIKHUTE B JIIOOOM MeCTe Ha KpacHOW JMHUU W TEepPETAINTEe €€ B
HYKHYIO MTO3UIUIO.
HN3MeHeHne CTHJIA 00TEKAHUA TEKCTOM /ISl TA0JIMIL
Jlnst TaGauiy JOCTYmHBI JBa CIEAYIOMUX CTHIA oOTekaHus: «BcTtpoeHHas
tabnuia» u «llnaBatomas Tadbnuiay.
Jy1st m3MEHeHUs BRIOPAaHHOTO B TAHHBI MOMEHT CTHJISI OOTCKAHUS
1. llenkauTe 1o Tabnuie NpaBOW KHOMKOW MBIINIM M BBIOEPUTE IMYyHKT
KOHTEKCTHOT'O MEHIO J[0noIHUTENbHBIE TapaMeTphbl TaOHUIIHI,
2. Tlepetimute ©Ha Braaaky «OOTekaHue TEKCTOM OKHa» Tabmuma —
JOTIOJIHUTENIbHBIE TAPAMETPBHI,
3. BriOepuTte 0JIHY U3 CIEIYIOMIUX OMIIUN:
o BcrpoenHasi TaGuauma — HWCMIONIB3YyeTCs IS BBIOOpA CTWIIS OOTEKaHUS,
IpU KOTOPOM TaOJMIla pa3phiBae€T TEKCT, a TaKXKe JJIsi HACTPOUKHU
BBIPABHUBAHUSL: 110 JIEBOMY KParo, IO UEHTPY, I10 IIPaBOMY Kparo.
o InaBaomas TadaMua — UCMOJB3yeTCs NIl BbIOOpa CTWIIA OOTEeKaHUs,
MIPU KOTOPOM TEKCT Pa3MENIAETCs BOKPYT TaOIHIIbI.
Ha Bkmagke «OOTekanue TeKCTOM» OKHa «Tabnwma — IOMOJHUTEIbHBIC
IapaMeTpbD» MOKHO TaKXe 3aJ1aTh CIEAYIOIINE TONOJIHUTENbHbIE TapaMETPBI:
JI7ist BCTpOEHHBIX TaOIUIl MOXKHO 3a7aTh TUN «BbIpaBHUBaHUS TaOIULBD (110 JIEBOMY
Kparo, 10 LIEHTPY WJIU 110 TpaBoMy Kparo) U « OTCTyI ClieBay.
Jlnst muaBarommx TaOIuIl MOXKHO 3a7aTh «PaccTosiHMe 10 TEKCTa» W TMOJIOKEHHE Ha

BKianke «llomoxxenne TaOIUIIBIY.
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3.6.12 BcraBka 3JIEMEHTOB YIPABJIEHHS COAEPKUMbIM

DNEeMEHThI YIPABJICHUS COAECPHKUMBIM — 3TO OOBEKTBI, COJAEPKAILUE PA3INYHbIE
TUIIBl KOHTEHTA, HAllpUMep, TEKCT, U300pakeHus U Tak jganee. B 3aBucuMOCTH OT
BBIOPAHHOTO THIA AJIEMEHTA YNPABICHUS COJEPKUMBIM, Bbl MOKETE CO3/1aTh (GOpMY C
MOJIAMH BBOJA, KOTOPYIO MOTYT 3alOJHATh JIPYTHe€ MOJIb30BATENH, WM 3allUTUTH
HEKOTOPBIE YACTH JOKYMEHTA OT PEAAKTUPOBAHUS WIH YAAICHHS U TaK Jajee.

HNmeercs BO3MOMKHOCTh BCTaBIIATh KJIACCHUUECKHE JIIEMEHTHl YMNPaBIICHUS
COJIEP)KUMBIM, T.€. OHH OOpPaTHO COBMECTHUMBI CO CTOPOHHHUMH TEKCTOBBIMU
pEOAKTOpaMH.

Mo>kHO 100aBUTH CIEAYIOIIME TUIIBI JJIEMEHTOB YIIPABJICHUS COJAEPKUMBIM:

e OOBIYHBIA TEKCT — 3TO OOBEKT, COAEPKAUIMN TEKCT, KOTOPBIA MOXKHO
dbopMaTupoBaTh. DIEMEHTHI YNpaBleHUs COACPKUMBIM "OOBIYHBIA TEKCT"
MOTYT COJIep>KaTh He Oosiee oAHOro ad3aria.

e dopmaTupOBaHHBIA TEKCT — 3TO OOBEKT, COAEPXKAIIMA TEKCT, KOTOPBIU
MOXXHO  (OpMaTUpOBaTh.  OJEMEHTbl  YOPABIEHUS  COJAEPKUMBIM
«DopmaTUPOBAHHBINA TEKCT» MOTYT COAEPKaTh HECKOJBKO a03aleB, CIIUCKU
U 00BEKTHI (M300paxeHus1, GUTYphI, TAOIHIIHI U TAK JAJIEe).

® PuUCYHOK — 3TO 00BEKT, COAEPIKAIUN OTIETFHOE H300paKEHUE.

e Jlone co cnuckoM — 3TO OOBEKT, COAEp KAIIUN BHINAJAIOUIUN CIIUCOK C
pSAIOM BapHaHTOB Uil BbIOOpa. OH MO3BOJISIET BRIOpaTh U3 CIKMCKA OJHO W3
OpEeIBApUTEIBbHO  3aJ@HHBIX  3HAYEHMHW W NpU  HEOOXOAUMOCTH
OTpEJaKTUPOBATh BEIOPAHHOE 3HAYEHUE.

e Brlnajgamonmi CUucoK — 3T0 00BEKT, COACPKAIIMKN BhINAJAIOMIUN CITUCOK C
PSAOM BapHaHTOB i BbIOOpa. OH MO3BOJIET BbIOpaTh U3 CIMCKA OJHO U3
OpelBapUTEIbHO 33JaHHBIX 3HAYEHUH. BBHIOpAHHOE 3HAUYEHHUE HEJb3S
OTpEJaKTUPOBATh.

e Jlata — 3T0 00BEKT, COAEpKAIIMNNA KaJeHAaph, U3 KOTOPOTO MOXHO BHIOpATh

JaTy.
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o dnaxok — 3TO 0OBEKT, MO3BOJISIONINI OTOOPA3UTh JIBA COCTOSHUS: (PIIa’KOK
BBIOpaH U (JIaXKOK CHSIT.

Jlo0aBJieHHE 2JIEMEHTOB YIIPABJICHHUS COAEPKUMbIM

Co3naHrie HOBOTO 3JIEMEHTAa YIPABJIECHUS CONEPKUMBIM «OOBIYHBIA TEKCT»

(Pucynok 136):

1. YcraHoBute Kypcop B CTPOKE TEKCTa TaM, Tae TpeOyeTcs J00aBUTh HIEMEHT
YOPABJICHUS, WM BBIICIUTE (PPArMEHT TEKCTa, KOTOPBIA JOJDKEH CTaTh
COJIEPKMUMBIM 3JIEMEHTA YNPaBIICHNUS,

2. llepeiingute Ha BKIaAKy «BcTaBkay BepXHEW MaHENIN HHCTPYMEHTOB,

3. Haxwmure Ha CTPENKY psoM Cco 3HAUYKOM
DJIEMEHTHI YIIPaBIEHUS CONECPHKUMBIM =1,

4. BpiOepute B MeHIO ONIIUI0 «OOBIYHBINA TEKCT.

BBeHTe Balll TEKCT

Pucynok 136 — Co3ganue HOBOI'0 3JIeMEHTA YIIPABJICHUS COAePKUMBbIM «OO0bIYHBIN

TEKCT»

DOneMeHT ympaBlieHHs OyJeT BCTaBICH B TO3UIIMH Kypcopa B CTPOKE
CYILIECTBYIOIIETO TEKCTAa. 3aMEHUTE CTAHAAPTHBIM TEKCT B DJEMEHTE YIpaBICHUS
(«BBenuTte Ball TEKCT») Ha CBOW COOCTBEHHBIN: BBIJICTUTE CTAHAAPTHBIA TEKCT U
BBEJINTE HOBBIN TEKCT WJIM CKOMMHUPYHTE OTKYyJa-HUOYb (hparMeHT TEKCTa M BCTaBbTE
€ro B DJIEMEHT YMPABJICHUS COACPKUMBIM. IDJIEMEHTHI YIPABJICHUS COIEPKUMbBIM
«OOBIYHBIN TEKCT» HE TIO3BOJISIIOT JOOABIIATH Pa3phIBBI CTPOKH M HE MOTYT COACPKATh
Ipyrue 0ObEKTHI, TAKKE KaK N300paKeHUs, TAOIUIIbI M TaK Jajee.

CozaHre HOBOTO 3JICMEHTA YIPABJICHHS COJCPKHMBIM «DopMaTHpOBaHHBIM
tekcT» (Pucynok 137):

1. YcranoBute Kypcop B KOHIIE a03alia, mociie KOToporo tpedyercst 100aBUTh

AJIEMEHT YIIPaBJICHUS, WIIH BBIJICIUTE OJWUH WM HECKOJBKO CYIIECTBYFOIIMX
a03a11eB, KOTOPbHIE JOJKHBI CTATh COJACPKUMBIM JIEMEHTA YIIPABIICHHUSI,

2. Ilepeitaute Ha BKiIaAKy «BcTaBka» BepXHEH MaHEIN HHCTPYMEHTOB,
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3. Haxwmure Ha CTPEINKY psIOM co 3HAYKOM

DJIEMEHTBI YIIPABIICHUS COIEPKUMBIM =2 |

4. Bribepute B MeHIO OMIKI0 «DOpMATUPOBAHHBIN TEKCT.

% TlyHKT ogwH
% [lyHKT OBa
 [lyHKT TpU|
Pucynok 137 — Co3nanue HOBOIO 3JieMeHTa YIIPABJICHHUSA COePKUMBIM

«PopMaTHPOBAHHBIN TEKCT»

ONeMeHT yIpaBlIeHUS COACPKUMBIM «DopMaTUPOBAaHHBIA TEKCT» OyaeT
BCTaBJICH B HOBOM a03ane. 3aMEHUTE CTaHAAPTHBIA TEKCT B AJIIEMEHTE YIpPaBIEHUS
(«BBenute Ball TEKCT») Ha CBOW COOCTBEHHBIN: BBIJIETUTE CTAHAAPTHBIA TEKCT H
BBEJIUTE HOBBIM TEKCT WJIM CKOMUPYHTE OTKYyIa-HUOYIb (hparMeHT TEKCTa U BCTaBbTE
€ro B DJIEMEHT YNPABJICHHUS COAECPKUMBIM. ODJIEMEHTBHl YIPABJICHHS COIAEPKUMbBIM
«DopMaTUPOBAHHBIN TEKCT» MO3BOJISAIOT JOOABIATH Pa3pbIBbl CTPOKH, TO €CTh MOTYT
collepKaThb HECKOJbKO a03aleB, a TakkKe Kakue-Tu0o OOBEeKThl, TaKhe Kak
U300pakeHusl, TAOJIUIIBI, IPYTHUE HIEMEHTHI YIPaBICHUS COJEP>KUMBIM U TaK Jaliee.

Co3manue HOBOTO 3JIEMEHTa yIpaBJieHUs colepkuMbIM «PucyHok» (PucyHok
138):

1. YcraHoBute Kypcop B CTPOKE TEKCTa TaM, TJe TpeOyeTcs J00aBUTh HJIEMEHT

yIpaBJICHUS,
2. llepennoure Ha BKIaaKy «BcTaBka» BEpXHEW IMAHENU UHCTPYMEHTOB,
3. Haxwmure Ha CTpPEIIKY psaaoM co 3HAYKOM
DNEeMEHTHI YIIPaBJIEHUS COAECPHKUMBIM =1,

4. Boibepure B MeHIO onmuio «PUCYHOK — 3JI€MEHT ympaBlieHus Oyner
BCTABJIEH B MO3UIMU Kypcopa,

5. Haxwmure Ha 3Ha4OK ! B KHONKE, PaCIOJIOKEHHOW HAJl TPAHULEH AJIEMEHTA
yOpaBJICHUs, — OTKPOETCS CTaHJIAapTHOE OKHO BbIOOpa (haiina.Bribepure
U300paKEHHUE, COXpPAaHEHHOE Ha KOMIIbIOTEpPE, U HAXMUTE KHOIKY

«OTKpPBITHY.
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BriOpanHoe m3obpaxkenne OyAeT OTOOPaKEHO BHYTPH DJIEMEHTA YIPaBICHUS
COleP)KUMBbIM. UTOOBI 3aMEHUTh H300paKCHUE, HAXKMHUTEC Ha 3HAYOK B KHOIIKE,
pacroIOKCHHOM HAJ[ TpaHUIEH DJJIEMEHTAa YOPABJICHHWS W BBIOEPHUTE JPYyroe

n300pakeHue.

T o

Pucynok 138 — Co3nanue HOBOIo 3JIeMEHTA YIIPABJICHUSA COLeP:KUMBIM «PHCyHOK»

Co3maHnue HOBOTO 3JIEMEHTA YIIPABICHUS conxepkuMbIM «llome co cnmckom»
U «BBITaJarommi CIIuCoK»:

AJIEMEHTHI yIpaBiieHUus coaepkumbiM «llone co crnmckom» n «Beimagarommuii
CIHCOK» COJIEprKaT BBIMAAIONIUI CIHCOK C PSAOM BapHaHTOB JuIs BeIOOpa. MIX MOKHO
CO3/1aBaTh MOYTH OJHUM U TeM k€ 00pa3oM. OCHOBHOE pa3inyMe MEXIy HUMHU
3aKJII0YaeTcsi B TOM, YTO BBIOPAHHOE 3HAYEHHE B BHINAJAIOLIEM CIIMCKE HENb3s
OTpENaKTUpPOBaTh, TOTJAa KaK BbIODAHHOE 3HAYEHUE B IOJE CO CIIMCKOM MOKHO
3aMEHUTh Ha Ballle COOCTBEHHOE.

1. YcraHoBute Kypcop B CTPOKE TEKCTa TaMm, Iie TpeOyeTcs: J0OaBUTh FIEMEHT

yIIpaBJICHHUS,

2. llepeigute Ha BKnaaKy «BcTaBka» BepXHEW IMAHENN HHCTPYMEHTOB.

3. Haxwmure Ha CTPEIKY pAIoOM co 3HAYKOM

DNEeMEHTHI YIIPaBJICHUS CONECPKUMBIM T= |
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4. Boeibepute B MmeHto ommuio «llome co crmckom» wuinm  «Bpimagarommit
CITMCOK» — AJIEMEHT yIpaBJieHus OyJeT BCTaBJICH B MO3UIIMU Kypcopa,

5. llenxknute 1O A00ABIEHHOMY OJJIEMEHTY YIpPABIECHUS NPaBOM KHOIKOM
MBIIIIK ¥ BBIOEPUTE B KOHTEKCTHOM MEHIO NMyHKT «llapamerphl ajiemeHTa
yIpaBIEHUS COJECPKUMBIMY.

6. B orkpsiBiieMcsi okHe «IlapameTpsl 2jieMeHTa yHpaBJICHUST COIACPKUMBIM)
nepenaure Ha BKIaaky «llose co crimckom» ninm «Belmagaromuii CliucoK», B

3aBUCUMOCTH OT BI)I6paHHOF0 THUIIA 9JICMCHTA YIPABJICHUS COACPIKUMBIM.

MapameTpkl 3NeMeHTa yNpasneHusa cogepXuMbIM X

ENOKMpPOEKa
3anonHUTenb
Ebinagarowmn cnucox BbiDepuTe aNeMeHT
Ter
Bua

OTofpakate | C orpaHWYUBAIOLLER |v
uBET W

[MpUMEHHMTL KO BCEM

Pucynok 139 — Oxno «IlapameTtpsl 2jieMeHTa ynpaBiaeHus copep:kuMbiM» («Ilose co

CIMCKOM» WM «Bplnaaommii cnucok»)

I. I[J'ISI I[O6aBJIeHI/IH HOBOI'O ITYHKTa CIIMCKAa HAXMHTC KHOIIKY «I[O6aBI/ITI>» u

3aI0JIHUTE JOCTYITHBIE MO B OTKphIBIIEMcs okHe (Pucynok 140):
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OTofbpaxaemoe uMa

3Ha4YeHue

Pucynok 140 — OxHo 100aBJ/ieHUs1 3HAYECHUSA

o VYKaxuTe HyXHbI TekcT B none OroOpaxaemoe uMms, Hanpumep, «a»,
«Her», «pyroe». Ot1oT TekcT Oyaer oToOpaxaTrbCcsi B 3JIEMEHTE
yIpaBIEHUS COJAEPKUMBIM B TOKYMEHTE,

o Ilo yMonuaHHIO TEKCT B MOJE «3HAYEHHE» COOTBETCTBYET BBEJACHHOMY B
nosie «Otobparkaemoe uMsi». Eciii Bbl XOTUTE OTPEAaKTUPOBATh TEKCT B
nosie «3HaueHue», o0OpaTuTe BHUMAHHUE Ha TO, YTO BEJICHHOE 3HAUYCHHE
JIOJKHO OBITh YHUKAJIBHBIM JUISI KQXKJIOTO 3JIEMEHTA,

o Haxmurte kHOTIKY «OK».

2. MOXHO penakTUpOBaTh WM YAANSATh MyHKTHI CIHCKA, MCIONB3YsSI KHOMKHU
«PenaktupoBath» WM «YJANWTh» COpaBa, WIA HU3MEHATh TMOPSIOK
AJIEMEHTOB C MOMOIIbIO KHOMIOK «BBepx» u « BHU3».

3. Korna Bce Hy)XHbIEe BapuaHThl BbIOOpa OyayT 3a7aHbl, HA)KMUTE KHOIKY
«OK», 4TOOBI COXpaHUTh U3MEHEHHUS U 3aKPBITh OKHO.

MoXHO HaXaThb Ha KHOIIKY CO CTPEJIKOM crpaBa, YTOObI OTKPBITh CIIHCOK
3HaueHUU U BBIOpaTh HykHOe. Korja HyXHbIN 31emMeHT Oyner BoiOpaH u3 «llomst co
CIIUCKOM», MOKHO OTpPEIaKTHUPOBAaTh 3HAYEHHUE, 3aMEHHMB €ro Ha CBOE COOCTBEHHOE
MOJIHOCTBIO WJIM 4YacTU4YHO. B Beimajaromem CHHUCKE HENb3sl OTPEIaKTUPOBATH

BI)I6paHHO€ 3HA4YCHHC.
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Bribepute anem e-ﬂﬂ
BoibepuTe anemMeHT

1
2

3

Pucynok 141 — Cniucok 3HaYeHUit

Co3nanue HOBOTO 3JIEMEHTA YIIPABICHHS COIEPKUMBIM «JlaTax:

l.

YcraHoBUTE Kypcop B CTPOKE TEKCTa TaM, e Tpedyercs J00aBUTh 3JIEMEHT
yIIPaBJICHUS,

[Iepennure Ha Bknaaky «BcraBkay BepxHeW aHea HHCTPYMEHTOB;
Haxmure Ha cCTpenky psaoM cO 3HA4KOM «OJIEMEHThl yIpaBJICHUS
COAEPKUMBIMY;

BriGepute B MeHI0 oniuio «Jlatay — aneMeHT ynpapiieHus OyAeT BCTaBJIEH B
MO3ULINH KypCopa;

[lenkaute MO A00aBIEHHOMY DSJIEMEHTY YIpaBIEHUs IMPaBON KHOMKOU
MBIIIIK ¥ BBIOEPUTE B KOHTEKCTHOM MEHIO NMyHKT «llapamerphl ajiemeHTa
YIIPABJICHUS CONEPKUMBIM);

B otkpsiBmiemcs okHe «IlapameTpsl 31€eMEHTa yIpaBIECHUS COJIEPHKUMBIM))

nepenInTe Ha BKIAAKy «Dopmat naTey.
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MapameTpkl 3NeMeHTa yrNpaeneHUA cogepXUMbIM X
Obwue OtobpamaTe 4aTy cnegytowmm oGpasoM
ENOKMpOEKa ki |14
09/19/2025
Friday, September 19, 2025
19 September 2025

September 19, 2025
19-Sep-25
September 25
Sep-25

HA3biIK
English (United States) w

Pucynok 142 — [TapameTpbl 3j1eMeHTa ynpaBJjeHUus coaep:kuMbiM ([laTa)

1. BoiOepuTe HY>KHBIH S3BIK U HYX HBIA (hopMat naTel B crucke «OToOpaXkaTh
JaTy CIEIYIOINUM 00pa3om»;
2. Haxwmute kHOnKy «OK», 4TOOBI COXpaHUTh U3MEHEHUS U 3aKPBITh OKHO.
MoXHO Ha)kaThb Ha KHOIIKY CO CTPEJIKOHW B TPaBOM HYacTH J0OABICHHOTO
9JIEMEHTA YINpaBJIEHUs COAEPKUMBIM «JlaTta», uTOOBI OTKPBITH KaJleHAAaph U BbIOPATh

HYXHYI0 naty (Pucynok 143).
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Sep-250\¢
4 CeHTadpb 2025 >
MlH Br Cp 4T I CO Bc
1 2 3 4 5 6 7

9 10 1 12 13 14

15 16 17 18 ‘19“2‘

22 23 24 26 26 27 28

(ws]

29 30

Pucynok 143 — DiiemenTa ynpasiaenus «lara»

COBI[aHI/IC HOBOTI'O 3JICMCHTA YIIPABJICHUA COACPKUMBIM «DIaXKOK»:

1.

YcTaHoBUTE Kypcop B CTPOKE TEKCTa TaM, T1e TpeOyeTcs J00aBUTH DJIEMEHT
YIPABJICHMUS,

[Iepennure Ha Bkinaaky «BcraBka» BepxHel IMaHeIM HHCTPYMEHTOB,
HaxxmMute Ha CTpeNlKy psSIOM CO 3HAYKOM «DJIEMEHTBHl YIpPaBJICHUS
COZIEPKUMBIM,

Breibepure B MeHI0 onuuio «@DIaxkok» — 3JIEMEHT YNpaBiieHus Oynaer
BCTABJICH B IIO3UIUU KypCcopa,

[lenkHutre 1Mo A00ABIEHHOMY 3JIEMEHTY YINpaBIEHUs MPaBOd KHOMKOU
MBIIIA U BbIOEpUTE B KOHTEKCTHOM MeEHIO NMyHKT «llapamerpsl anemeHTa
YIPABJICHHSI COAEPKUMBIM,

B ortkpsiBiiemcs oxkHe «IlapameTpsl 31€MEHTa yIpaBICHUS COIECPKUMBIM)Y

MEPEUINTE HA BKIIAJIKY «DIaxox»,
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MapameTpbl aNeMeHTa yNpaBneHUA coaepMMMbIM X
O6ume CHMBON YCTAHOBMNEHHOTO (PNaxka |
Enokupoeka CHMBOIN CHATOIO (pnaska !

_

Pucynok 144 — IlapameTpsbl 3JieMeHTa yIIpaBjieHUs coaepKkuMbIM (DJ1azkoK)

1. Haxxmure Ha KkHOTMKY «CHMBOJI yCTaHOBJIEHHOTO (hiaxkka», 4ToOBI 3a/1aTh
HY>KHBIH CHMBOJI JJig BbIOpaHHOro ¢uaxka, uiu «CHUMBOJ CHSATOTO
dbrnaxka», 4ToObl BBIOpATh, KaK JOJKEH BBITVISIACTh CHSTBHIM (PIIakoK.
Otkpoetcst okHO «CUMBOIDY.

2. Korma cumBobl OyayT 3aaHbl, HAkMUTEe KHOMKY «OK», 4T00BI COXpaHUTH

N3MCHCHUA U 3aKPbITh OKHO.

|
JloGaBneHHbIH (IaKOK 0TOOpAX)AETCs B PEKUME CHATOTO (IIaskka

Ecnu menkHyTs nmo no6aBieHHOMY (Jaxky, OH OyJeT OTMEYEH CHMBOJIOM,

BBIOpAaHHBIM B CIiCKe « CUMBOJI YCTAaHOBJICHHOTO (PIIasKKay

\J
# Tpumeuanue

I'panvua snemeHTa ynpaBia€HUS COAEPKMMBIM BHJHA TOJBKO IIPU BBIACICHUM 3JIEMEHTA
ynpasieHus. [ paHuiibl He 0TOOpaXkaroTCs B IEYaTHOM BEpCUU.
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Ilepemerienune 371eMEeHTOB YIIPaBJIEHUS COAEPKUMbIM
DNeMEeHThI yNpaBlIeHUs MOXKHO MEpeMellaTb Ha JPYroe MECTO B JAOKYMEHTE:
HQ)XMHUTE Ha KHOMKY CJeBa OT TPaHMIIbBI JIEMEHTa YIpaBlieHUs, 4TOObI BBIJCIUTH
AJIIEMEHT YMpaBlICHUs, W TEPETallUTe €ro, He OTMyCKas KHOMKY MBI, Ha APYroe
MECTO B TEKCTE JOKYMEHTA.

153'lepemeu4e|-me 3NeMeHToB ynpasneHuns

X

Pucynok 145 — IlepeMenienne 3JieMEeHTOB YIIPABJIEHUSA COJAEPKUMbIM

DJIEMEHTHI YIIPABJIEHUS COACPKUMBIM MOXKHO TaKX € KONMUPOBATh U BCTABJIATH:
BBIJICJINTE HYXKHBIM DJIEMEHT VIIPABJICHUS W HCHOJIB3YWTE COYETAHUS KIJIABHUIII
«Ctrl+Cy/»Ctrl+Vy.

PenakTupoBanue COAEpP:KUMOr0 3JIeMEHTOB YynpaBiieHHs «OObIYHBIH
TEKCT» U «DOPMATHPOBAHHBIA TEKCT»

TexkcT BHYTpH 3JeMEHTa yHpaBi€HHUS COAEPKUMbIM «OOBIYHBIA TEKCT» H
«DopMaTUPOBAHHBIA TEKCT» MOXHO OT(POpPMATUPOBATh C IMOMOIIBIO 3HAYKOB Ha
BEpXHEW MaHeId WHCTPYMEHTOB: Bbl MOXKETE M3MEHUTH THII, pa3Mep, IBET MpudTa,
MPUMEHUTH CTHIN O(POPMIICHUS U TIPENyCTAaHOBJICHHBIC CTHIIN hopMaTupoBanus. J{is
U3MEHEHHUS CBOMCTB TEKCTa MOXHO TaKXe MCIOJb30BaTh OKHO «AO3ar —
JIONOTHUTENIbHBIE MAapaMETPbD», AOCTYIHOE M3 KOHTEKCTHOTO MEHIO WJIM C TIPaBoOu
OokOBOW maHenu. TeKCT B AleMeHTaxX ympaBlieHus «DopMaTUPOBAHHBIA TEKCT»
MOHO (hOpMaTHPOBATh, KaK OOBIYHBIN TEKCT JOKYMEHTAa, TO €CTh Bbl MOXKETE 33]1aTh
MEXKyCTPOUHBIA HWHTEpPBaJ, HM3MEHUTh OTCTYNbl a03aila, HACTPOUTH MO3ZUIIUHU
TaOYJISALUU.

N3MeHeHNe HACTPOEK IJIEMEHTOB YIIPABJIECHHUSA COAEPKUMbIM

HeszaBucumo OT TOro, Kakoil THUI 3JIEMEHTA YIPaBICHUS COJECPKUMBIM BBIOpaH,
Bbl MOKE€TE€ M3MEHUTh HACTPOMKHM DJIEMEHTa yIpaBieHus B pazaenax «OOmme» u
«bmokupoBkay» okHa «IlapaMeTpsl 31€MEHTa YIIPABICHUS COIEPKUMBIMY.

UTOOBl OTKpBITh HACTPOWKH JJIEMEHTA YIPABICHUS COACPKUMBIM, MOKHO

JIEHCTBOBATH CIEAYIOITUM 00pa3oM:
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Brinenure HyKHBIM JIEMEHT YIIPABJIEHUS CONEPKUMBIM, HAXKMUTE Ha CTPEIIKY PSIOM
CO 3HAYKOM «DJIEMEHTHl YIPABJIECHUS COACPKUMBIM» HA BEPXHEH MaHEIU
WHCTPYMEHTOB U BBIOEpHUTE B MEHIO omiuio «[lapamMeTprl a5ieMeHTa yrpaBICHUSD.
[IlenkHuTe MpPaBOM KHONKOW MBIIIM IO JJIEMEHTY YIIPABJICHUS CONECPKUMBIM U
WCMOJIb3YUTE KOMaHIy KOHTEKCTHOrO MeHI0 «llapamerpel siiemeHTa yrpaBiieHUA
COAEPKUMBIM.

OTtkpoetcst HoBoe okHO. Ha Bkiagke «OO01mme» MOXXHO HACTPOUTDH CIEAYIOIINE

napameTpsbl:

[MapameTphl 3NeMeHTa yNpaBneHHWA CodepEHMbIM X

Bnornposra
3anonHuTens
DONaxoK

Ter

Bug
Orobpaxare C OrpaHuYMEIRLLSH
Lieer

MpMMEHHTL KO BCEM

PucyHnok 146 — 3MeHeHMe HACTPOEK 3JIEMEHTOB YIIPABJICHUSA COAEPKUMbIM

e VKaxute «3aroioBOK», «3amoJHUTENbY) Win «Ter» anemeHTa ynpaBieHUs
COJIEP’KUMBIM B COOTBETCTBYIOUIMX MOJISX. 3aroJIOBOK OyZeT 0TOOpaXKaThCs
IIPU BBIJEIEHUN JJIEMEHTA YINPABJICHUS B JOKYMEHTE. 3allOJIHUTENL — 3TO
OCHOBHOM  TEKCT, OTOoOpakaeMblil BHYTPHM OJJIEMEHTa  yIpaBICHUS
colepkuMbiM. Terum wucnonb3yrorcs A UIACHTU(PUKALUU 3JIEMEHTOB

YHpaBJICHUS, yTOOBI MOKHO OBIIO CCBHUIATHCS HA HUX B KOJIC.
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e Bribepure, TpeOyercs U oTOOpakaTh dieMeHT ympaBieHus «C
OrpaHUYMBarONIed paMkon» uinu «be3 pamkm». B TOM ciyyae, eciii BbI
BbIOpanyu BapuaHT «C OrpaHUYMBAIOUIEN paMKO», MOXHO BbIOpaTh «L{BeT»
paMKH B PacCIiOJOKEHHOM Hmke mnoje. Haxmure kHonky «lIpumeHuTs» KO
BCEM, UTOOBI IPUMEHUTh YKa3aHHbIE HACTPOUKHU U3 pasnena «Bum» ko Bcem
JJIEMEHTaM YIIPABJICHUS B IOKYMEHTE.

Ha Bknagke «bBiIOKMpOBKa» MOXKHO 3alUTUTHh DBJEMEHT  YIPABIICHHS

COACPKUMBIM OT YAAJICHUS UIIN PEAAKTUPOBAHNA, UCITOJIB3YA CICAYIOIINUC ITapaMCTPhI:
[lapameTpbl ANeMeHTa YyNpaeneHua ColepMMbIM X

Obuwme SNEeMeHT YNPaENeHUs COOEPAMMEIM HENb3R YAANWTE

DQopmMaT gaThl

Pucynok 147 — Bkaaaka «baokupoBka

e DIJIEMEHT YIpPaBJIECHUS COACPKUMBIM HEIb3Sl YAAIUTh — OTMETHTE 3Ty
OTIIIMIO, YTOOBI 3AIIUTUTH FJIEMEHT YIIPABICHUS COJICPKUMBIM OT yAAJICHHUS.

e ConepxuMoOe HEIb3sl PENaKTUPOBaTh — OTMETHTE JTy OIIHI0, YTOOBI
3aIUTUThH COAEPKUMOE 3JIEMEHTA YIPABICHUS OT PEIAKTUPOBAHMSL.

Jlns ompeneNieHHBIX THUIOB JJIEMEHTOB YIPABICHUS COIAEPKUMBIM TaKke

JOCTYIIHA TPCThA BKJIaAKa, KOTOPAA COLACPIKUT HaCTpOﬁKH, CHCHI/I(i)I/I‘-IHBIe TOJIBKO AJIsA
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BBIOpAHHOTO THUMa 3JeMeHTOB ympasieHus: «llome co cruckom», «Brimagaromuii

crucok», «Jaray, «®@naxoxk». OTH HACTPOMKH ONKHCAHbl BBIIIE B pas3aeinax o

I[06aBJ'IeHI/II/I COOTBCTCTBYIOIIHX 3JICMCHTOB YITPABJICHHA COACPKUMbBIM.

Haxxmure KHOIIKY «OK)» B okHE HaCTPOCK, YTOOBI IMPUMCHHUTHb N3MCHCHU .

Taxxe AOCTYIIHA BO3MOXHOCTb BBIACIICHUA JJICMCHTOB YIIpaBJICHUA

OIIPCACIICHHBIM IIBECTOM. HJ’IH TOrIO, YTOOBI BBIACIIMTD 3JICMCHTBI IBECTOM

1.

HaxxmuTe Ha KHOMNKY cjeBa OT TPaHUIIBl AJIEMEHTa yIpaBiEHUS, YTOObI
BBIJICIIATH JJIEMEHT YIIPABJICHHUS,

HaxxmMute Ha CTpenKy psSaoM CcO 3HA4YKOM «OJIEMEHThl YyIpaBJICHUS
COAEPKUMBIM» Ha BEPXHEH MAHEIN UHCTPYMEHTOB,

Bribepute B MeHt0 onmuio «L[BeT momcBeTKkmy,

Bribepute Hy)HbIH 1BeT. UTOOBI yOpaTh paHee NMPUMEHEHHOE BBIJICICHUE

LIBETOM, UCIMOJIB3YWUTE OMIUIO «be3 MOACBETKNY.

BriOpannbie mapameTpbl BbIIETICHUST OyIyT MPUMEHEHBI KO BCEM 3JIeMEHTam

YIpaBJIICHUSA B JOKYMCHTC.

Ynaanenue 3j1eMeHTOB yupasJjieHusl COACPKUMbIM

YtoObI YOAJIUTh J3JICMCHT YIPABJICHUA MW OCTAaBUTb BCC €TI0 COACPIKHMOC,

IOCJIKHUTC II0 3JICMCHTY YIPABJICHUA COACPKUMBIM, YTOOBI BbIACIIUTE €TI0, 3aTCM

JEHCTBYHUTE OJTHUM M3 CICAYIOIIUX CIIOCOOO0B:

HaxxmMure Ha CTpenky psaoM CcO 3HAYKOM «DJIEMEHThl yIpPaBICHUS
COJIEP’KMMBIM» Ha BEpXHEH NaHEeNIM HHCTPYMEHTOB M BbIOEpUTE B MEHIO
OILMIO «Y TaJIUTh DJIEMEHT YIIPABIICHUS CONECPKAMBIM).

[IlenxkHUTE MPaBOK KHOMKON MBIIIH IO 3JIEMEHTY YIPABICHHS CONEPKUMBIM
U HCHOJIB3yUTE KOMAHIy KOHTEKCTHOTO MEHIO «YIAIUTh JJIEMEHT

YIIPABJIEHUS CONEPKUMBIM).

YtoObI YAAUIATb JJICMCHT YIHIPABJICHUA H BCC C€ro COACPIKUMOC, BBIACINUTC

HY>KHBII 3JIEMEHT yIIpaBJiIeHUs U HAXXMUTE KiaBulry «Delete» Ha kinaBuaType.
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3.6.13 Co3panme orJiaBJeHHUs

B ornaBneHun copepKuTCs CIMCOK BCeX INaB (pa3fesoB U T.JA.) IOKYMEHTa U
OoTOOpaXxarTcsi HOMEpa CTpaHHUIl, HAa KOTOPBIX HAYMHAETCS KaxkJaas TrjaBa. ITO
MO3BOJISIET JIETKO TMepeMeniaThCs IO MHOTOCTPAHHUYHOMY JOKYMEHTY, OBICTPO
nepexoAs K HyKHOM 4dactu Tekcta. OriiaBjieHHE T€HEpUpPYeTCsl aBTOMATHYECKH Ha
OCHOBE 3arojOBKOB JOKYMEHTa, OT()OPMATUPOBAHHBIX C TOMOIIBIO BCTPOEHHBIX
CTWJIEH. DTO MO3BOJISIET JIETKO OOHOBIIATH CO3IaHHOE OIJIaBJICHUE 0€3 HEOOXOIUMOCTHU
pEIAaKTHUPOBATh 3arojOBKM M U3MEHSTh HOMEpPA CTPAHUIl BPYUHYIO MPU HU3MECHEHUU
TEKCTa JOKYMEHTA.

CTpyKTypa 3aroji0BKOB OIJIaBJICHUS

dopmMaTHpOBaHKE 3aT0JI0BKOB:

[Ipexxne Bcero ordopmMaTUpyiTe 3arojJOBKUA B JOKYMEHTE C IMOMOIIBIO OHOTO
U3 NPETyCTaHOBICHHBIX cTUien. st 3Toro:

1. Bwimenute TEKCT, KOTOPBIM TpeOyeTCs BKIOYUTH B OTJIaBICHUE,

2. OTKpoHTE MEHIO CTWJIEN B NPaBOM 4acTH BKJIAJAKHU «lJaBHas» Ha BEpXHEU

NaHeJ UHCTPYMEHTOB,
3. IIenkHUTE MO CTUIIO, KOTOPBIA XOTUTE MPUMEHUTH. 1[0 yMOIIUaHHIO MOKHO

HUCIIOJIL30BATh CTHIIN 3a20.1060K I — 3aconosok 9.

g
# Tlpumeuanue

Ecnmu tpebyercst ucrnonb3oBath apyrue cTuiu (Hanpumep, «Hasanuey, IloazaronoBok u
apyrue) anas (GopMaTHpPOBAaHUS 3arojOBKOB, KOTOpbIE OYIyT BKJIIOYEHBI B OIJIaBJIEHUE,
CHavasia moTpedyeTcss K3MEHUTh HACTPONKH OTJIaBIeHUs (00OpaTUTECh K COOTBETCTBYIOIEMY
paszeny HUKe).

Y1oObI OBICTPO 100aBUTH TEKCT B KAUECTBE 3ar0JIOBKA,

1. Beimenute TEKCT, KOTOPHIM TpeOyeTcsl BKIIOUUTD B COACpIKaHNUE.

2. llepeigure Ha BKnaaky «CChbUIKM Ha BEPXHEW MAaHEIN UHCTPYMEHTOB.

3. Haxxmure kHONKY «Jl00aBUTh TEKCT» Ha BEPXHEHN MaHEIN NHCTPYMEHTOB.
4. BriGepute HYKHBIM ypOBEHb 3ar0JIOBKA.

YupasjeHue 3aroJiI0BKaMm:
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Korga 3aronmoBku OynyT ordopmaTupoBaHbl, MOXKHO HakaTh Ha 3HAYOK
3aronoBky 1 Ha JeBOH GOKOBOIA naHeau, 4TOoObl OTKPHITH TaHENbh, Ha KOTOPOU
OTOOpa)kaeTcs CHHCOK BCEX 3aroJIOBKOB C YYETOM COOTBETCTBYIOIIMX YpOBHEU
BIIOKEHHOCTU. C TMOMOIIBI0 3TOM MaHEId MOXHO JIETKO MEPEMEIIAThCs MEXITY
3aroJIOBKaMu B TEKCTE JOKYMEHTA, & TAKKE YIIPABIIATh CTPYKTYPOU 3ar0jJ0BKOB.

[IlenkHuTE TIPABOM KHOINKOW MBIIIM IO 3arOJ0BKY B CIIMCKE M MCIIOJIB3YWUTE

OIWH U3 NOCTYIIHBIX ITYHKTOB MCHIO!:

3aronoBku Ry X

e

Pabota ¢ dopmynamm -

¢ [10BBICHTb YPOBEHb
Paborta c anarpammami

B = [1OHWM3WTL YPOBEHD
Paborta c asTodurypam

HOBbII 3aronoBoK nepex

@@an@m,o

HOBLIM 3aronoBOK Nocne

HoBblit N0A3aroNoBokK
i)} BblnenuTs conepxumoe

L= Pa3BepHyTb BCe
4+ CeepHyTb BCe

Pa3BepHYTb [0 YPOBHA

Pucynok 148 — YnpasieHue 3arojioBKaMu

e JloBbICHMTH YypPOBeHb — UTOOBI MIEPEHECTH BHIOPAHHBIIN 3aroJ0BOK Ha OoJjee
BBICOKMII YpOBEHb B HEPAPXUYECKON CTPYKType, HAIpHMep, W3MEHUTbH
3azonosoxk 2 na 3azonosox 1.

e JloHM3UTH ypPOBeHb — YTOOBI MEPEHECTH BHIOPAHHBIN 3arojIOBOK Ha OoJee
HU3KUH YpPOBEHb B HEPapXUUECKON CTPYKType, HalpuMep, W3MEHUTb

3aconoeox 1 nHa 3azonosox 2.
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e HoBblii 3arosi0Bok mepea — 4toObl J00AaBUTH HOBBIM IMyCTOWM 3aroJIOBOK
TaKOI'0 K€ YPOBHS Mepe BBIOpaHHBIM 3ar0JI0BKOM.

e HoBblii 3arojioBOK mocjie — 4ToObl JOOABUTH HOBBIM MYCTOM 3arojOBOK
TaKOT0 YK€ YPOBHS MOCJIE BEIOPAHHOTO 3aroJIOBKA.

e HoBblii M013aro010BoK — 4T00BI J0OABUTH HOBBIN ITyCTOM MOA3ar0JIOBOK (TO
€CTb 3ar0JIOBOK 00Jiee HU3KOTO YPOBHS) MTOCJIE BELIOPAHHOTO 3aroJIOBKa.

[Tocne Toro, Kak 3arojJoBOK WIIA MOA3AroJIOBOK OyJEeT M00aBJCH, MEIKHUTE 10

N00aBJIEHHOMY IyCTOMY 3aroJIOBKy B CIIMCKE U BBEIHUTE CBOM TEKCT. DTO MOXKHO
ceNaTh U B TEKCTE JOKYMEHTA, U HEIOCPEJCTBEHHO HA MaHEIH «3aroJIOBKM».

e Boigeautrb cogepxxumMoe — 4YTOObI BBIJEIUTH B JOKYMEHTE TEKCT,
OTHOCAIIMNCSA K BHIOPAHHOMY 3aroJIOBKY (BKJIFOHAsi TEKCT, OTHOCSIIHICS KO
BCEM I103ar0JIOBKAM 3TOT'0 3ar0JIOBKA).

e Pa3BepHyTh Bce — 4TOOBI Pa3BEPHYTh BCE YPOBHU 3arojIOBKOB Ha IMAHEIN
«3aroJoBKmW».

e CaepHYTb Bce — YTOOBI CBEPHYTh BCE YPOBHHU 3aroJIOBKOB, KpOME YPOBHS 1,
Ha MaHeJIH 3arojJoBKH.

e Pa3BepHyTbh /10 yYpPOBHSI — UTOOBI pa3BEPHYTHh CTPYKTYPY 3arojIOBKOB IO
BbIOpaHHOTrO YypoBHs. Hampumep, ecnu BbIOpaTh ypoBeHb 3, TO OyIyT
pa3BepHyThl YpoBHU 1, 2 u 3, a ypoBeHb 4 U Bce 0oJjiee HM3KHE YPOBHU
OyIyT CBEpHYTHI.

UToObI BpyYHYIO pa3BEPHYTh WM CBEPHYTH OMPEACICHHBIC YPOBHU 3ar0JIOBKOB,

UCIIOJIB3YWUTE CTPEIIKU CJIEBA OT 3ar0JIOBKOB.
UToOBl 3aKpbITh MaHENb «3arojIOBKM», HAKMHUTE Ha 3HAYOK «3arosioBKW» Ha
JIeBOM OOKOBOW IMaHEIH €I1IE Pa3.

BcraBka oryiaBjieHus B IOKYMEHT:

UToOBI BCTAaBUTH B IOKYMEHT OTJIABJICHHE:

1. YcranoBure Kypcop Tam, raie TpedyeTrcs: J00aBUTh OTJIaBIICHHUE.

2. Tlepetinute Ha BkIaIKy «CChUIKIY BEpXHEH MaHEIN HHCTPYMEHTOB.
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']

3. Haxwmure Ha 3Hayok OriiaBieHUE —° Ha BEPXHEU IMaHEIU WHCTPYMEHTOB
WM HOKMHUTE Ha CTPEJIKY PSAIOM C ATUM 3HAYKOM U BBIOEPUTE U3 MEHIO
HY)XHbIH BapuaHT MmakeTa (Pucynok 149). MoxHo BbIOpaTh OriiaBiieHHE, B
KOTOPOM OTOOpPa)KaroTCsl 3arojIOBKH, HOMEpa CTPAaHUIl U 3alOJHUTENN WU

TOJIBKO 3aroJIOBKH.

TR T [oBasuTs TekcT v AR'
maﬂ_{'e""e (5 OBHOoBMTL TABNULy v i
= W
i SATOHOBOE L :ovvnm s s mmins 2
FATOMOBOE 2 - oo sz 5
FATOMOBOK 3 - viseis i cseeiisiniss 15
3aromoBok 1
3aronoBox 2

3arolIoBOK 3

3 HacTpoiku

YOanuTe OrMaBnNeHHe

Pucynok 149 — Boi0op makeTa orjiaBjieHust

\J
# Tlpumeuanne

Brenranii BUJI OI'JIaBJICHUSA MOYXHO U3MCHUTD IMO37KC, UCIIOJIb3Y HaCTpOﬁKH OT'JIaBJICHUA.

Ornapnenue OyaeT 1006aBiaeHO B TEKYIIEH Mo3uluKu Kypcopa. YToObl M3MEHUTD

MECCTOIIOJIOKCHUC OIJIaBJICHMUA, MOXXHO BBIACIIUTD I10J€ OI'JIaBJICHUS

(371eMEeHT ynpaBlIeHUsI COAEPKUMBIM ** ) U TIPOCTO MEPETAIIUTh €ro Ha HY>KHOE MECTO.
Jns 3TOr0 HaXMHUTE HAa KHONKY B JIEBOM BEPXHEM YIVIy IIOJSA OTJIABJICHUS U
[IepeTalUTe €ro, He OTIIYCKas KHOIKY MBIIIH.

JInst nepeMeleHnst Mexay 3arojoBKaMu HaxxmuTte kinaBuiy «Ctrl» u menkaure
[0 HY)XHOMY 3arojIoBKy B TIIOJi€ OIJIABJIECHHMsS. OTO TO3BOJIMT NEPEHTH Ha

COOTBETCTBYIOIIYIO CTPAHUILY.
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HN3MeHeHue cO31aHHOIO OTJIaBJIEHUA

OOHoBJIeHHE OIJIABJICHUS:

[Tocne Toro, kak oriaBieHWe OyAeT CO37aHO, BbI MOXKETE MPOJOIKHUTH
peIaKTUPOBaHUE TEKCTa, J00aBJisii HOBBIE TJIABBI, M3MEHSS UX TMOPSIOK, yAaIsIs
onpeNesiCHHbIC a03allbl WU JOTOJHAS TEKCT, OTHOCSIIMIICS K 3arojOBKY TakK, 4YTO
HOMeEpa CTpPaHUIl, COOTBETCTBYIOIIME MPEAbIAYIIIEMY WU CIEIYIONIEMY pa3Aeiay MOTYT
U3MEHUThCS. B 3ToM ciydae wucnosb3yiTe onmuio  «OOHOBIEHHE», YTOOBI
ABTOMATHYECKU MPUMEHUTH BCE U3MEHEHUS K OTJIaBICHUIO.

Haxxmute Ha cTpesiky psaaoM co 3HaukoM OOHOBHTH CTpaHHIly ©C Ha BKIAIKE
«CchUIKM» BEpXHEW MaHeId WHCTPYMEHTOB U BBIOEPUTE B MEHIO HYKHYIO OTMIIHIO
(Pucynok 150):

e QOOHOBHUTHL NEJIHMKOM — 4YTOOBI J00aBUTH B OIJIAaBJICHHE 3aroJIOBKH,
n00aBJIEHHbIE B JOKYMEHT, YJIalUTh TE€, KOTOpble ObUIM YyAQJICHBI U3
JTIOKYMEHTa, OOHOBHTH OTPEIaKTHPOBAHHBIC (ITIEpEHMMEHOBAHHBIC) 3aTr0JI0BKH,
a Tak’ke OOHOBUTH HOMEpPA CTPAHMUII.

e (OOHOBUTH TOJBKO HOMEpPa CTPAHMIl — YTOObI OOHOBUTH HOMEpPA CTPAHHUIIL,
HE MPUMEHSIS N3MEHEHHS K 3aroJIOBKaM.

MOXHO BBIZICIUTH OTJIABJICHME B TEKCTE JOKYMEHTa M HakaTh Ha 3HAYOK

OOHoBcHHEe © B BEpXHEHW 4YacTH IOJISI OIJIABJICHHS, 4YTOOBI IOKAa3aTh YKa3aHHbBIC

BBIIIC OITIHH.

OrnaseneHu1e ~

JTOT Ie = LENMKOM ‘J\]D ‘

Paborta c (bC OGHOBMTb TONBKO HOMEpA CTpaHuL, |
PaboTa C AUArPaAMMAMMU ....c.eveeeeeeeeeennne.

PaboTa c aBTOOUIYPAMM.....eveeerneeernnnenns

Pucynok 150 — Bbi0op BapuanTa 00HOBJIEHHS OTJIABJIECHUS

MoOXHO Takke IIEIKHYTh IIPaBOM KHONKOW MBI II0 OIJIABICHHUIO U

HCIOJIb30BaTh COOTBETCTBYIOIINE KOMAaHAbl KOHTEKCTHOTO MeHIO (Pucynok 151).
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omaenenmne~
3TOT TeKCT MMeeT Bkln ADUIADAUIAS MA NMRAaDARNAYS Iln'.‘l.o

Pabota c popmynamu..

Pa6oTa c AuarpaMMaMm =

BcTasuTh

Pabota Cc aBTODUIYPAM ) orcarae comeneiios aevesens

OBHOBUTL None

MapameTphl OrMaBneH!A
OGHOBWTb OITIABNEHHE ’ OBGHOBMTb LIENMKOM

B chepyrowmia naparpa
A YHOLL| parp —— @OGHOBHT!: TOMBKO HOMEpA CTpaHuL

O CBOEW CyT| ¢ paspeisars acsay TMBOM TPaAULMOHHOMY lorem i
BbI3bIBAET Y H¢ || HCTOMHTENSHEE MEpAUETPR 803U, gy oMb ITKAX MPOYUTATH Pbi€

(=] DoGasuTb KomMmeHTapMi

ot lorem ipsur Ke HarnoJIHUT Ntoboi MakeT Hel
2 T i b
¥ NpUAacT HenosTopuy & MEPEETE *H.

DOPMATMPOBAHWE KaK CTUMb L
B CNeNVHOUIUA MADAM e eeeerenmmmecmean mesmammmemenn e anee - SKAHU EM

Pucynok 151 — o0HOB/1eHHE OTJIaB/ICHHSA Yepe3 KOHTEKCTHOE MEHI0

N3MeHeHne HACTPOEK OrJIaBJIeHUS
UTOOBl OTKpBITh HACTPOWKH OTJIABIICHWS, MOXHO JICMCTBOBATh OJHUM W3
CJIEIYIOLIUX CTIOCOOOB:
e HaxmuTte Ha CTpENKY psIAOM CO 3HaYKOM «OrjaBiieHHE» HA BEPXHEN NaHEIN
WHCTPYMEHTOB U BbIOEpUTE B MEHIO om0 «Hactpoitkmy.
e Brigenure ornasieHUE B TEKCTE NOKYMEHTA, HAXKMUTE HA CTPEIIKY PAIOM C
3aroJIOBKOM TOJIsl OTJIaBJIEHUs U BbIOepuTe B MeHI0 onuuio «Hactpoiikm»

(Pucynok 152).
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s C

FATONOBOIK L 2
Pe BATONOBOK 25 oo 5
4 3ArONOBOK 3. ceee eeercrres v meees 15
Pz
Pe 3aronoeok 1
3aronoBok 2
3aronoBok 3
HacTpoitku
B YOANWTE OrMAaBNEHHE @ |
I

Pucynok 152 — Hactpoiiku orJiaBjieHus

e [llenkHUTE mNpPaBOW KHONKOW MBIIIM MO OIVIABJICHUIO W HCIOJIb3YWUTE

KOMaHy KOHTCKCTHOI'O MCHIO «HapaMeprI OI'JIaBJICHUS).

..................................................

(5 Bcrasum l

OOCHOBWTL Nong

MapameTpbl OrmasneHus

OOHOBWTL OrmaBneHue @ .

C HOBOW CTpaHWLbI
He paspblBaTh ab3al )

€] [OononHuTENBHBIE NAPAMETPLI a03ala
1 ||
| (=] noBaewuts KommeHTapui

¢ Tvnepccinka b

QOpMAaTHPOBaHWE KaK CTUNb »

PIATIAA P IITEAal LMl (]

Pucynok 153 — OTkpbITHE IAPAMETPOB OIJIABJICHUSI

Otkpoercsi HOBoe OKHO (PucyHox 154), B KOTOpOM MOKHO

CICAyromuc 1mapaMeTphbl:

HACTPOUTH
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OrnaeneHue
v TOKA33Th HOMEDA CTPaHML]
3aronoBoK 1 ... 1
v Homepa CTpaHuL, N0 NpaBomMy Kpak
JATONOBOK 2 .....ccccevinincrmninmnsinsons
3aN0NHWUTENE oo v
3arONOBOK 3....ccoeeveeieenrenennsns I
v'| QOpMaTHPOBATL OIMAaBNEHWE KaK CChIMKKW 3aronoBoK 4........ccceeeeenn 7
) 3aronoBoK 5....ceeeeneen. @
CofpaTk OrMaENeHWe, UCNoNb3yA;
) 3aronoBok 6........11
@ YDPOBHW CTPYKTYDhI
3aronoeok 7...13
BhIOEnNeHHEIE CTHNK
YPOBHK 2] : CTURM | TeKyLLIWi v

Pucynok 154 — OxHo napamMeTpoB OrJ1aBJICHUS

Ioka3zaTh, HOMepa CTpPaHUIl — 3Ta OMIUS TO3BOJSET BHIOPATh, HAJNO JIH
0TOOpakaTh HOMEpa CTPAHUIL WU HET.

Homepa cTpanui mo npaBoM Kparo — 3Ta OMIIUs MO3BOJISET BHIOPATH, HAJIO
JI1 BEIPAaBHUBATh HOMEpa CTPAHUII 10 TPAaBOMY Kparo WM HET.
3anoJHUTEN b — D3Ta ONIHUS IMO3BOJISIET BBHIOPATh THUI HCIOJIB3YEMOIO
3aMOJHUTEINS. 3aMOIHUTENb — 3TO CTPOKA CUMBOJIOB (TOYEK WU JedUCOB),
3aMoJHSAOMAs MPOCTPAHCTBO MEXKIY 3arojOBKOM U COOTBETCTBYIOIIUM
HOMEpOM cTpaHuIlpl. MoXHO Takxke BbIOpaTh onmuto «Her», ecaum He
TpeOyeTCsl UCTI0JIb30BATh 3aIOTHUTEIIH.

@dopMaTHPOBATH OIJIABJIEHHE KAK CCHLIKM — 3Ta OMNIMA OTMEUEHA IO

ymondanuto. Eciu yOpaTh ranouky, Heiab3s OyJIeT MepexOoiuTh K HyXHOU
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rnaBe, HaxaB KiaBumy «Ctrl» M IIENKHYB 10 COOTBETCTBYIOLIEMY

3aroJoBKY.

CoOparb orJiaBjeHue, MCIOJb3Yysl — B DTOM pa3leie MOXHO yKas3aTb

HY’>KHO€ KOJINYECTBO YPOBHEHN CTPYKTYpPBI, a TAK)KE CTHIU II0 YMOIYAHUIO,

KOTOpbIE OyIyT HCIOJNb30BAaThCA HJsl CO3/aHus orjiaBieHus. BoiGepure

HY>KHBIM MIEPEKII0YATEIb:

O YPOBHH CTPYKTYpbl — KOIJla BblOpaHa 3Ta ONIUS, BBl CMOXETE
U3MEHNUTHh KOJIUYECTBO HEPAPXUUYECKUX YPOBHEH, HCHOJIB3YEMBIX B
ornarieHuu. Mcrnonp3yiTe cTpenky B mojie YPOBHU, YTOOBl YMEHBIIIUTD
WIM YBEJIMYUTh YHUCIO YpPOBHEH (AOCTynmHBI 3HadeHuss oT 1 g0 9).
Hanpumep, ecnu BblOpaTh 3HaueHWE 3, 3arojioBKM ypoBHeW 4 — 9 He
OyIlyT BKJIIOUEHBI B OTJIABJICHHE.

o BblijesieHHBbIe CcTHJIM — Korja BbhIOpaHa 3Ta OMNUHUSA, MOXHO YyKa3aTh
JIOTIOJIHUTEIbHBIE CTUJIHM, KOTOPbIE OyIyT MCIOIB30BATHCS JUIsl CO3AAHMUS
OTJIABJICHHS], U HA3HAYUTh KAXKJIOMY U3 HHX COOTBETCTBYIOIIUN YPOBEHb
CTPYKTYpBl. YKQKHUTE HYKHOE 3HAYEHUE YpPOBHS B IIOJIE CHpaBa OT
ctuns. [locie coxpaHeHHMs HACTPOEK Bbl CMOXKETE MCIOJIB30BATh ITOT

CTWJIb TIPU co37aHuu ornaBieHus (Pucynok 155).
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OrnaeneHue
v| TMoKasaTb HOMEepa CTpaHWL
Aaromomol- Yo nnnntl
v'| Homepa cTpaHuL, No NpasomMy Kparo
JaronoBoK2 .........ceiiieian 3
3aNONHHUTENL | ..o v
3aroNoBOK 3....ccveeeeeeeeecveneennn D
v/ DOpPMaTMpOBaTh OrMABNEHME KaK CChINKM 3aronoBoK 4......cccevennenn ¥
_ 3aronoBok 5...............%
CofpaTb ornaeneHue, UCNonb3ys:
3aronoBoK 6........11
YPOBHU CTPYKTYPbI
3aronoBok 7...13
® BbigeneHHLle CTUNK
Crunm | Tekywymi v
Vv 3arcnoBoK 1 1
v 3aronoBok 2 9
+ 3aronoBsok 3 3
v 3aronoBok 4 4

PR . P - rim

Pucynok 155 — BbijesieHHbIE CTHIIH

e CrTuiu — 5Ta onIys NMO3BOJIAET BHIOpATh HYKHOE 0OPMIICHUE OTJIaBICHUS.
Bribepute HYXHBIH CTWIb W3  BBINAJAIONIETO CHOUCKa. B mome
IpEeABAPUTEIBLHOIO MPOCMOTPA BBIIIE OTOOpaXKaeTcss TO, KaK JIOJHKHO
BBITVISIIETh  OViaBjieHUE. JIOCTYyNmHBI CIEIYIOIIUE YEThIpe CTUIS MO
YMOJIYaHHIO:

o Ilpocroii;

o Omnnaiin;

o CrangapTHbIii;

o CoBpeMEeHHBIN;

o Knaccuueckuii;

o Tekymuii (ONMIUS UCTOIB3YETCS, €CIU K CTUJIIO OIJIABJICHUS MPUMEHEHBI
MOJIb30BATEILCKUE HACTPOUKH).

Haxxmure KHOIIKY «OK)» B OkHE HACTPOCK, YTOOBI IMPUMCHHUTH N3MCHCHU .
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Hactpoiika cTH/Is orj1aBJIeHUs
[Tocne mnpumeHeHus B OKHe HacTpoek «OrJIaBieHHs» OAHOTO W3 CTHIIEH
OTJIABJICHUS 110 YMOJYAHHUIO ATOT CTUJIb MOKHO JOTIOJHUTEIHHO M3MEHHUTH, YTOOBI
TEKCT B MOJIE OTJIaBJICHUS BBITJISIEN TaK, Kak TpeOyeTcs:

1. BeizenuTe TEKCT B IOJI€ OTJIABJIECHUS, HAIPUMEP, HAXKAB HA KHOIIKY B JIEBOM
BEPXHEM YIUIy TIOJISI OTJIABIICHUS.

2. OrdopMarupyiiTe 53JI€MEHTHl OTJIaBJIEHUS, W3MEHUB THII, pa3Mep, LBET
mpudTa WIM IPUMEHUB CTUIH 0dopMiIeHHs mpudra.

3. IlocnenoBarenbHO OOHOBUTE CTWIIU JJIS JIEMEHTOB BCEX ypoBHEH. UTOOBI
OOHOBUTb  CTHWJIb,  IUEJIKHWUTE  MPAaBOM  KHOMKOM  MBIIMIK 1O
0T(pOopMaTUPOBAHHOMY 3JIEMEHTY, BbIOEPUTE B KOHTEKCTHOM MEHIO MYHKT
«DopmaTupoBaHue Kak CTUIbY» U UCHOJIb3yiTe oniuio OOHOBUTH CTHIIb tOC
N» (ctwib toc 2 COOTBETCTBYET 3JIEMEHTaM C ypoOBHEM 2, CTWib toc 3

COOTBETCTBYET 3JIEMEHTAM C YPOBHEM 3 U TaK JaJee).

(3 Bcrasutb '

OOGHOBUTL Nnone

MapameTpbl OrMaBneHna

4y lorem ipsum, KOTOpbIM
OBHOBWTL OrMaBnexHue ’
nTaTh peiby TEKCT. B oTu4m

C HOBOM CTpaHMLb!
MaKEeT HEMOHATHLIM CMBIC
He paspbiBaTtk ab3ay

§] [ononHuTenbHble napameTpsbl ab3aua

(=] HobasuTs koMMeHTapHiA
QTnT TAaVrT A knne

¢/ Twnepccbinka 4 Co3nath HOBLIA CTUML

CopMaTHpPOBaHWE KakK CTHINb ’ B {hjl"
Pucynok 156 — Hacrpoiika cTusi orjiaBjieHust

4. OOHOBHUTE OTJIABJICHUE.

YnajieHue orjiaBJeHHUs
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UToO0B! yauTh OTJIaBlIEHUE U3 IOKYMEHTA!

e HaxmuTte Ha CTpesKy psiioM co 3HaukoM «OriiaBiieHue» Ha BEpXHEH MmaHenu
WHCTPYMEHTOB U BHIOEPHUTE B MEHIO OTIIIHIO « Y TaJIUTh OTJIABIICHUEY,

® WM HAKMHUTE CTPEIKY PSJIOM C 3aroJIOBKOM TIOJSl OTJIABJICHUS W
UCIIOJIb3YUTE OMIUIO «Y JaIUTh OTJIaBIICHUEY.

3.6.14 BcraBka u popMaTHpOBaHHE CIIUCKA MJLTKOCTPALUN

«CrucoK WLTIOCTpaIuin) COIEPKUT 0030p YpaBHEHHM, N300pakeHU U TaOIuIl,
n00aBleHHbIX B JOKyMeHT. llomobno ornaBienuto, «CHUCOK HIUTFOCTpALUil
NEPEUYUCIIAET, COPTUPYET U YHOPSAAOYMBAET OOBEKTHI C 3ar0OJIOBKAMHU WM TEKCTOBBIE
3aroJIOBKM, K KOTOPBIM MPUMEHEH OMNpPENETEHHBIM CTWIb. JTO MO3BOJSET JETKO
CChUIAThCSI HAa HHUX B BallleM JOKYMEHTE M TepeMemaThCsl MEXAY pPHUCYHKaMHU.
[[lenxkauTe Ha cChUIKY B « CITUCKE WILTIOCTPAIU», OT(OPMATUPOBAHHYIO KaK CCBHUIKH,
U Bbl OyJere HampaBjieHbl NMPSMO K PUCYHKY WIM 3arojioBKy. Jlrobas Tabnwuua,
ypaBHEHUE, AMarpaMma, PUCYHOK, Tpadwuk, aumarpamma, kaprta, (ororpadwus wim
JPYTroi TUI WUTIOCTPALIUNA MPEACTABICHBI B BUJIE PUCYHKA.

Uto0bl 100aBUTh M penakTupoBaTh «CHUCOK WILIIOCTpALMil»y, Neperaure Ha
BKIanKy «CChUIKM» BEpXHEH TMaHeTd WHCTPYMEHTOB M HAXMHUTE KHOIIKY
Cnucok wimtoctpanuit = . Ucnonbs3yite kHONKY «OOHOBUTH TabauIly» (101 KHOMKOM
«Cnucok WuIrocTpanuit»), ytodsl 00HOBUTH «CHUCOK WJUTIOCTpallUil» TOorAa, Korjaa

ObLTH T0OABJICHBI HOBBIE 3JIEMEHTHI B TIOKYMeHT (PucyHnok 157).

Daiin masHas Bcraska Pucosanue Maket Ccbinkun CoemectHas pabota 3aumTta Bup MnamHb

: 17 OoBasus TekeT v AR O/O D [jl"ﬂ =! Cnucok unniocTpaumi

OrmaeneHme —~ = ; CHocka  Twnepcchinka 3aknagka | Haseanwe [MepekpectHan |~
v (_ OGHOBUTbL TabNULYy . e ( OGHoBWTL TabnuLy

B ¥

Pucynok 157 — Knonka «O0HOBUTHTAOIHUILY»

Co3nanue cnmucKa WJLTIOCTPAIAA

\J
# Tpumeuanue

MoxHo co3aath «Tabmuily pUCYHKOB», HCIONB3Yys MO0 PUCYHKH C Ha3BaHHUEM, JHOO
ctwin. [lpexne yem Hadarh, HEOOXOAMMO J00aBUTh Ha3BaHHE K KaXXKJIOMY YpaBHEHHIO,
Tabnuue uin purype, 100 K TEKCTy HEOOXOAUMO MPUMEHUTH CTHIIb, YTOOBI OH MPABUIBHO
ObL1 BKIIOYEH B «CIIMCOK HILTIOCTPALIHN.
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1. Ilocne moGamieHWs Ha3BaHWM WM CTHJIEH MOMECTUTE Kypcop B TO MECTO,
KyJla HEOOXOJAMMO BCTaBUTh CIMCOK WJUTIOCTpALUM, TIepeiuTe Ha BKIAAKY
«CchUIKM» BEpXHEW MaHeI UHCTPYMEHTOB U IIETKHUTE HA KHONKY «CrHCcok

WJUTFOCTPALUI.

Cnucok unnocTpauun

+  TIOK333Th HOMEDA CTPaHML

Pueynor 1. e e ]

) D I R DO Fo N PucyHOK 2.3
3anonHuTens ... ¥~ PREFHOKS . oo )

) PHOYHOK A ccccicinviccinicaiisisninsiiad,
] SR G, | g e i)
CobpaTb CNUCOK MNMIOCTPALIMIA, MCNONb3YA:
® Ha3ssanue

CTunb

PUCYHOK v Crunu  Tekywmi v

v TonHoe Ha3saHwe

Pucynok 158 — OxkHo «CIHCOK MJLTIOCTPAIIHiDY

2. BwiGepute, kakuMm 00pa3oM CO3/[aTh CIHCOK WUIIOCTPAIUil: HCIOJIB3YS

«Ha3Banue» nnu «CTHIIbY.

o Jlyig co3maHusl CIUCKA WIITIOCTPAlMi Ha OCHOBE OOBEKTOB C HAa3BaHUEM,
akTuBUpyiiTe paanokHonky «Ha3Banme» (Pucynok 158). 3arem
BBIOEpUTE HEOOXOUMBIN 0OBEKT U3 PACKPHIBAIOIIETOCS CITHCKA:
= Her,
®*  PucyHox,
=  TaOnmia,
=  VYpaBHEHUE.

o Ins co3maHus CHMCKA WIIIOCTPALMIT HA OCHOBE HMCIIOJIB3YEMBIX CTHIIEHN
dbopmaTUpoBaHUs TEKCTa, aKTUBUPOBATh paguoKHONKY «Ctuiby. Jlanee
BBIOpaTh CTUJIb W3 pacKpbIBarolierocss crucka. CHUCOK MapamMeTpoB

MOXCET USMCHATHLCS B 3aBUCUMOCTHU OT IPUMEHACMOI'0 CTHUJIA:
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=  3aroJioBoK 1,
=  3aroJioBOK 2,
= Hazspanwue,
*  CHHCOK WLUTIOCTpAIUH,
= [Ipocron.
dopMaTHpPOBaHHE CIIMCKA WIIIOCTPALMH
[TapameTpsl ¢ (uiaskkaMu O3BOJISIOT PEJAKTUPOBATh CIUCOK WLTIocTpanui. [1o
YMOJTYaHUIO, BCE mMapaMeTpbl (HOpMaTUPOBAHHS AaKTUBUPOBAHBI, TaK KakK B
OOJIBIIMHCTBE CIIy4aeB OHU MOJIE3HBI.
CaumuTte (pyiarv, KOTOpbIe BaM HE HYXKHBI:
o IMoka3aTh HOMepa cTPpaHMIl — YTOOBI OTOOpPaKaTh HOMEP CTPAHUIIBI, HA
KOTOPOUW HAXOJUTCS WILTIOCTPALUS;
o Homepa cTpaHull mo mpaBoMy Kpaw — 49TOOBI OTOOpakaTh HOMeEpa
CTpaHMI] CIlpaBa; CHUMUTE (JIaXKOK, dYTOOBI HOMEpa CTpaHUIL
OTOOpaXKaJuCh Cpaszy MOC]Ee 3arojioBKa; OMUUs AOCTyIHA TOJBKO MpHU
BKUTFOUeHHOU (pyHKINM «[loka3aTs HOMEpa cTpaHUI,;
o dopMaTHPOBATh CHHCOK W/UIIOCTPAIMI KAK CCBUJIKH — 4YTOOBI
100aBUTh TUNEPCCHUIKN B «CIIUCOK MILTIOCTPALIHID;
o IMosHoe Ha3BaHMe — 4YTOOBI M00aBUTH Ha3BaHWE W HOMEP B «CIHUCOK
WJLUTFOCTPALIAN.
Breibepute CcTHUIbR W3 PACKPHIBAIOIIETOCS CIUCKA, 4YTOOBI CBSI3aTh 3aroJIOBKH C
HOMEpaMHU CTPaHMUI] IJIs1 Ty4IIeH BU3yan3alUu.
HactpoiiTe cTuib TeKkcTa CHHUCKAa WUIIOCTpAlMi, BBIOpAB M3 PaCKpPBIBAIOLIETOCS
CIIMCKA OJIMH U3 JOCTYMHBIX CTUJIEH:
o Texkymuii — oToOpakaTh CTUJIb, BHIOPaHHBIN paHee.
o IIpocToi — BBIIETUTH TEKCT KUPHBIM LIPHUPTOM.
o OHyIaliH — BBIIEIAET U pa3MELIAET TEKCT B BUJIE TUIIEPCCHUIKH.
o Kiaccuueckui — Jiej1aeT TEKCT 3arjIaBHBIMHU.

o M3BICKaHHBIH — BBIJIEISAET TEKCT KYPCUBOM.
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o Ilo meHTpPy — MOMENIAET TEKCT MO HEHTPY U HE OTOOPaKaeT BHIHOCKHU.
o O¢puumanbublii — oToOpaxkaer Tekct wpudprom Arial pasmepom 11 nr
JUTs puiaHus 6osiee opUITMaIBLHOTO BUA.
B oxHe mpenBapuTenbHOro mpocMoTpa oToOpaxkaeTcs, Kak « CIUMCOK HUIUTFOCTpAIfii
BBITJIAIUT B JOKYMEHTE WJIM TIPH TICYATH.
OOHOBJIEHHE CTUCKA MJLTIOCTPAIUT
O6HoBsNTe «CHUCOK WLTIOCTpAIlUi» KaKIbIA pa3, Korja Bbl J100aBIsETE
HOBOE YpaBHCHHE, PUCYHOK WJIM TaONHWIly B CBOW mokyMeHT. KHomka «OOHOBUTH
Ta0JMILY» CTAHOBUTCS aKTUBHOM, KOT'/1a BbI HIesikaeTe « CIUCOK WILTIOCTPALIAN».
1. Ha Bkmagke «CchIIkm» BEepXHEH MaHETM WHCTPYMEHTOB HaKMHUTE KHOTKY
«OOHOBUTH TAOIHITY» U BEIOEPUTE B MEHIO MOJIXOISAIITNN BapUAHT:
o OOHOBUTH TOJBKO HOMEpPA CTpaHUI] — OOHOBUTH HOMEpa CTpaHUll 0e3
W3MCHEHUS 3ar0JIOBKOB.
o OOHOBUTH LENHKOM — I OOHOBJIEHUSI BCEX M3MEHEHHBIX 3ar0JIOBKOB U

HOMCPOB CTpPAaHUII.

OBHOBUTE CNUCOK UNNKCTPALWIA

® OOHOBMTbL TONLKO HOMEpPA CTpaHML,

QOGHOBUTB LIENUKOM

Pucynok 159 — MeH1o «O0OHOBHTB CIMCOK MJLJIIOCTPALIHIT»

2. lllenkHUTE MPaBO KHOMKOW MBIIIM MO CIUCKY WJUIKOCTPAIIMKA B TOKYMEHTE.
B oTkpbIBIIEMCSI KOHTEKCTHOM MEHIO BbIOEpUTE MYyHKT «OOHOBUTH MOJIE»

(Pucynok 160). Crincok umtroctpaiuii OyJeT 0OHOBJICH HETUKOM.
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(B Bcrasutb '

OBHoBMTL NoONe U

C HOBOW CTpaHWUbI
He pa3pbiBatb ab3al

€] [lononHuTENbHLIE NApaMeTpsl ataaua
(=] Dobasut komMeHTapHii
&7 Tunepcceinka b

DopMaTUpoOBaHWe KakK CTUIMb ’

PucyHok 160 — «O0OHOBHTH 110J1€» B KOHTEKCTHOM MEHIO

3.7 Pa6ora c BjokeHHbIMU pailaaMu

Penaktop P7 mo3Bosisier BCcTpauBaTh B JOKYMEHTHI (paityibl Apyrux (opmaTos
(Hampumep, Tpe3eHTalluu, TaONMWIbI, TEKCTOBBIC TOKYMEHTHI) B BHUJE BIOXKEHHBIX
00BEKTOB. OTH (ailyibl COXPAHSIIOTCS BHYTPU OCHOBHOTO JOKYMEHTa U MOTYT OBIThH
MPOCMOTPEHBI, U3BJICUEHBI UJIM 3aMEHEHBI.

Brnoxennbie (aitipl 0TOOpakaroTcsi B JOKYMEHTE Kak OOBeKThl. s ux
aKTUBALlMM WIA PEIAaKTHUPOBAHUS CIEAYyeT ABAXKIbl LIEIKHYTHh IO HKOHKE JIEBOH

KHOIIKOM MBI, ITOCJIC 3TOTO JOKYMCHT OTKPOCTCA B CBA3aAHHOM IIPUITIOKCHUHA

3.8 Cuausinme

3.8.1 Hcnoan3oBanue CIOUSTHUSA

@OyHKIMA CHAMSHUS HCIOJIB3YETCsS JJI CO3/aHus Habopa JOKYMEHTOB, B
KOTOPBIX COYETaeTcsl O0Ilee COAEp)KaHHUEe, B3SITOE U3 TEKCTOBOIO JOKYMEHTa, U Pl
UHAMBUIYyaJIbHBIX KOMIIOHEHTOB (IIEPEMEHHBIX, TaKUX KaK HMEHa, MPUBETCTBUS U
T.J.), B3ITBIX U3 3JIEKTPOHHOU TabIULbI (HApUMEp, U3 CIIMCKA KIIMEHTOB). ITO MOXKET
OBITh MOJIE3HO, €ClIU TPeOyeTCsl CO3/1aTh MHOXKECTBO MEPCOHANM3UPOBAHHBIX MHCEM U

OTIIPABUTH UX IMOJIYyYaTCIISIM.



242
RU.48324255.C/I(PT)-PII-B1.1

Jlnst Hauana paboThl ¢ pyHKMen «CiusHuey:

1. IloAroTOBHbTE MCTOYHHUK JTAHHBIX U 3aTrPY3UTE €ro B OCHOBHOI JOKYMEHT:

VIcTOYHMK NaHHBIX, UCTIOJIBb3YEMbBIN IS CIMSIHUS, TOJDKEH OBITh JIEKTPOHHOM
tabnuieit B ¢opmare .xIsx, coxpaneHHoil Ha moptaine. OTKpoWTe CyIIEeCTBYIOIIYIO
ANIEKTPOHHYIO TAOJUIly WM CO3JaiiT€ HOBYIO U yOEAMTECh, YTO OHA COOTBETCTBYET
CJIEIYIOIUM TPEOOBAHUSIM:

o Tabmuua pgomKHA COJAEPXKATh CTPOKY 3arojOBKOB C Ha3BAHUSIMU
CTOJIOLIOB, TaK KaK 3HAYCHHs B TEPBOM SUEHKE KaxKJIO0ro CTojadia
ONPENENA0T MOJIA CIUAHHUS (TO €CTh NEPEMEHHbIE, KOTOPBIE MOMKHO
BCTaBHUTH B TEKCT).

o Kaxnpiii cronber momkeH copep’aTh HAOOP KOHKPETHBIX 3HAYCHUM IS
TIEPEMEHHOM.

o Kaxpnas crpoka B Tabnuiie AOJMXKHA COOTBETCTBOBATH OT/EJIBHOW 3amucu
(TO ecThb psAy 3HaUYEHUN, OTHOCSIIIUXCS K OMPEEICHHOMY MOIYYaTeNo).
B xone cnustHust 1711 Kax 0¥ 3anucu OyAeT co3/laHa KOIMUS OCHOBHOTO
JIOKYMEHTa, U KaXKJI0€ T0JI€ CIUSHUS, BCTABIIECHHOE B OCHOBHOM TEKCT,
Oyner 3amMeHEeHO (AKTUYECKMM 3HAYEHUEM M3 COOTBETCTBYIOIIETO
cronbua. Ecmm Bbel  coOupaerech OTHOPABIATH  PE3yJbTaTbl IO
AJIEKTPOHHOM TMOYTe, TaOiHIla TakkKe JOJKHA COJIEp>KaTh CTOJOEI] ¢
azpecaMu 3JIEKTPOHHOM MOYTHI MOJIy4YaTeeH.

Jlamee OTKpOWTE CYHIECTBYIOIIMM TEKCTOBBIM JOKYMEHT WM CO3JanTe
HOBBIM. OH JOJDKEH coJlepXaTh OCHOBHOW TEKCT, KOTOPBIM OyaeT
OJIMHAKOBBIM JIJISI KaXKJOM BEPCUU JOKYMEHTa, IOJYYEHHOTO B
pesynbrare causHug. Haxmure 3Hauok CrusiHue 2 Ha  BKIIAJKe
«I'maBHas» BepXHeW MaHEIN UHCTPYMEHTOB — OTKPOETCS] OKHO BbIOOpa
UCTOYHUKA JIAaHHBIX.

Koraa ucrounnk gaHHbBIX OyJeT 3arpy»eH, Ha MpaBoid OOKOBOW MaHEeTu

cTaHeT aocTynHa Bkiaaka «llapamerpsl ciusgaus» (Pucynox 161).
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M3MEHWTE CNUCOK nonyqa'reneﬁ

Mona cNMAHKA
BcTaeuTe none CNMAHKA 5

BbigenuTb NonA CAMAHKA

MpOCMOTP PE3YNETATOR

CnuaHWe B
PDF v

Maxc. 100 nony4atenei. MoppobHee

® Bce 3anucu

TekyLana 3anuck
ci o El

CKadaTtb

Pucynok 161 — Bkiaaaka «IlapameTpsl cansiHus»

1. TIpoBepbTe WM U3MEHHUTE CIIUCOK MOJIyYaTesiei
o Haxwmure Ha KHONIKY «MI3MEHUTH CIIMCOK ITOIydaTeIe» HABEPXY IPaBOU
O0KOBOIl maHenu, 4TOOBI OTKPHITH OKHO «llomyuaTenu chaustHHSY, B

KOTOPpOM OT06pa)KaeTCﬂ COACPIKAHUC BBIGpaHHOFO HCTOYHHKA JAaHHBIX.

NonyYarenu CRnMsHWA x

B E = ™ il il N Q
A1 S | Email

| A | B C D E F G (-
1 iEmail IHM! Damunua MNMpueerctere Tun [ata cobpaHmna
2 userl@mail.com AHatomi MeaHoe [NoOpoiit AEHb KAWMEHT 25 ceHTAGpA 2015
3 userZ2@mail.com EneHa OdemuHa  3apascTeyiTe coTpyaHmK 27 ceHTabpa 2015
4 user3@mail.com Muxawn Opnoe  JoOpblit AeHb KAWEHT 25 centabpa 2015
5 userd@mail.com Hapewaa Metpoea 3ApaecTeyiTe cOTPYaHMK 27 ceHTABpA 2015
6 userS@mail.com Hukonain Depopoe [Aobpuiil AeHE KAUEHT 25 ceHTabpAa 2015
7
8
9

S
o
1

COXpaHnTh W GhENTH Jakpbito

PucyHnok 162 — oxno «Ilosyuaresan ciausitHus»
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3nech MOXKHO J100aBUTh HOBYIO HMHGOpMAIMIO, W3MEHUTh WU YAAIUTH
CYIIECTBYIOIIUE JaHHBIE, €CJIIM ATO HeoOxoaumo. YToObl 00yierdyuTh padoTy C
JTAHHBIMH, MOXKHO MCITOJIb30BaTh 3HAUKH B BEpXHEH YaCTH OKHA:

& (5

o KonupoBathp u BceraButh =, 4roOBI KONMMPOBATH W BCTAaBITH
CKOITUPOBAHHBIC TAHHBIC.

o Ormenuts > wu I[loBTOPUTHL > , 4YTOOBI OTMEHSATH U TIOBTOPSTH
OTMEHEHHBIE JIEUCTBUS.

o CopTHPOBKA N0 Bo3pacTanuio i\ 1 CoOpPTHPOBKA IO YOLIBAHMIO i!
9TOOBI COPTHPOBATH JIAHHBIC BHYTPU BBIJICICHHOTO JHMAMa30HA SYEEK B
TIOPSIJIKE BO3PACTAHUS WIIH yOBIBAHUSI.

o @OuabTp A,  uro6el  BKIIOUMTH GWIBTp JUIS  TPEIBAPHUTEILHO
BBIJICTICHHOT'O JUana30Ha sUeeK WM 4YTOObl yMaduTh MPUMEHEHHBIN
buabTp.

o OYHCTHTHL GPUIALTP * , YTOOBI OYMCTUTH BCE MPHMEHEHHBIE TTAPAMETPHI
¢bunbTpa.

o IMonck @ , 4yToObI HANTH OIPEAEIIEHHOE 3HAYECHUE.

[Tocne Toro kak Bce HEOOXOAMMBIC W3MEHEHUS OyayT BHECCHBI,
HaXKMHUTE KHOTIKY «COXpaHUTh U BBIATH». UTOOBI COPOCHUTH M3MEHEHHUS,
Ha)KMHTE KHOIIKY «3aKPBITh.
2. BcraBbTe moJisi CIMSIHUS ¥ IPOBEPbTE Pe3yJIbTAThI
YcraHoBUTE Kypcop B TEKCT€ OCHOBHOTO JOKYMEHTAa TaM, Kyjaa TpeOyeTcs
BCTaBUTh II0JIC CIIMSIHHS, HAKMHTE KHOMKY «BCTaBUTH IOJIe CIMSHUS» Ha TPaBOH
OO0KOBOIl MaHenW W BeIOEpHUTE HYKHOE mosie u3 crnucka (PucyHok 163). HocrymHbie
MOJII COOTBETCTBYIOT JIaHHBIM B TIEPBOW SUCHKE KaKIOTO CTOJIOIA BBIOPAHHOTO

HNCTOYHHNKA JaHHBIX. I[O6aBI>Te BCC IIOJIsA, KOTOPBLIC BaM HYXHBI, B JIO00OM MecTe

JOKYMEHTA.
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MonAa cnUAHKWA
BCcTaBuTh NONE CRWAHKWA ¥

BblaenuTs NONA CAMAHKA

MpOCMOTP pe3ynLTaTos

Pucynok 163 — Iloas caussnus

[lanee BxirouuTE IEpeKItoYaTenb «BbpIIENUTh IONA CIUSAHUS) HA NPABOU
OOKOBOW MMaHEH, YTOOBI BCTABJICHHBIE TOJISI CTAIN 3aMETHEE B TEKCTE TOKYMEHTA.

Bxotounte mnepexiouatens «lIpocMoTp pe3ynbTaToB» Ha MpaBod OOKOBOM
MaHEeIU, YTOObI MPOCMOTPETh TEKCT TOKYMEHTA C MOJISAMU CIUSHUS, 3aMEHEHHBIMHU Ha
(dakTHyecKkue 3HAUCHUS W3 UCTOYHUKA JaHHBIX. VCroNb3yldTe KHOMKU CO CTPEIKaMHu,
YTOOBI MPOCMOTPETh BEPCHM JIOKYMEHTA, CO3JaHHOTO B pe3yjibTaTe CIUSHUS, IS
KaKJIOW 3aIIUCH.

o UtoOBl ynanuTh BCTaBJIEHHOE IoJie, OTKIoUHTEe pexkuM «IIpocMmoTp
PE3yNbTATOBY, BBIIEIUTE IOJE€ MBIIIBIO U HaXXMUTe KiaBumry «Deletey
Ha KJIaBUATYyDE.

o UroObl 3aMEHUTHh BCTaBJIEHHOE IMOJe, OTKIouuTe pexum «lIpocmorp
pE3yNbTaTOB», BBIIEIUTE IOJE MbIIIBIO, HAXKMHUTE KHOMKY «BCTaBUTH
1oJie CIUSHUS) Ha MpaBoil OOKOBOM MaHETH U BbIOEPUTE HOBOE MOJIE U3
CIIUCKaA.

3. 3anpaiiTe mapaMeTpsbl CIAUSIHUSA

Bribepure Tun chausHuA. MOXHO 3allyCTUTh PACCBUIKY WJIH COXPAHUTh
pesynbtat kak daitn B dopmare PDF unu Docx, yToObl B naibHeIleM MOXKHO ObLIO
pacnevararb WM OTPEJaKTHPOBATH €rO.

BI)I6€pI/IT€ HYXXHYIO OIIONHUIO U3 CIIMCKa «Crnustaue B»:
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CnusaHKe B
PDF

Makc. 100 nonyyarteneu. Nogpobxee

® Bce sanucu

Texywas sanuch

C 1 Mo
Ckavatb CoxpaHuTb
Pucynok 164 — «Causinue B»

o PDF — nns cozmanus equHoro nokymenTa B ¢popmare PDF, comepikarero
BCE KOIUH, TOJIYYEHHBIE B PE3yJbTaTe CIUSHUS, YTOOBI B JalIbHEHUIIIEM
€ro MOKHO OBLIO pacreyaTaTh.

o Doex — g co3maHus  enMHOrO JIokymMeHTa B ¢dopmare Docx,
COJIEpIKaIller0 BCE KOIMUHU, MTOTYUYCHHbIC B PE3YyJIbTaTe CIUSHUS, YTOOBI B
JaTbHENIIIEM MOYKHO OBLIO OTPEaKTHPOBATH OT/AEIbHbBIE KOTTUH.
BriGepute 3anucu, K KOTOPBIM HaJI0 TPUMEHHUTH CIIUSHUE:

o Bce 3ammcu (3Ta omuus BbIOpaHa MO YMOJYaHHUIO), YTOOBI CO3/aTh
OOBEMHEHHBIE JOKYMEHTBHI JUISI BCEX 3alHCed U3 3arpyKeHHOIO
HMCTOYHUKA JIAHHBIX

o Tekymas 3anuchb, 9T00BI CO37aTh 0OBETUHEHHBIN TOKYMEHT JTsI 3aIUCH,
OTOOpaX€HHOM B JIAHHBIA MOMEHT
C ... o, yToOBI co371aTh OOBEAMHEHHBIE AOKYMEHTBHI JIsi JAHAna3zoHa
3amuceil (B ATOM ciydyae HEOOXOJIMMO YKa3aTh JBa 3HAYCHHS: HOMEpP

NepBOM 3aIMCH U TIOCIEIHEN 3alicy B TPEOyeMOM Juana3oHe

\g
# Tlpumeuanue

MakcumanbsHO JOomycTUMOEe KoiaudecTBo mnomyuareneil — 100. Eciu B MCTOYHMKE NaHHBIX
6omnee 100 momyuaTeneii, BEIIOTHUTE CIUSHUE MOATANHO: yKaxuTe 3HaueHus oT 1 go 100,
JOKJINTECh 3aBEPLICHUS CIUSHUSA, U IOBTOPUTE ONEPALMIO, yKa3aB 3Ha4eHus oT 101 no N u

1.J1.
I[aﬂee 3aBCPIINTC CIINAHUC!:
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o Haxmure xHOnKy «Ckadarb», 4TOObl COXpaHUTH (haill Ha KOMIIBIOTEPE.
3arpykeHHbIM (haiiyl Bbl Haiijiere B Marnke «3arpy3ku», BbIOpaHHOHN IO
YMOJIYAHHUIO,

o Haxmure kHonky «CoxpaHUTh», YTOOBI COXpaHUTH (haiin Ha nopraie. B
OTKpeIBIIEMCA OKHE «llamka st coXpaHeHUs» MOYKHO H3MEHHUTb UM
¢aiina u 3a1aTh NanKy, B KOTOPYIO HAJ0 €ro COXpaHuTh. MOXKHO Takxe
YCTaHOBUTh (Priaxkok «OTKpPbITh OOBbEIMHEHHBIA JTOKYMEHT B HOBOU
BKJIQJIKE», UTOOBI IPOBEPUTH PE3YJIbTAT cpa3dy nociie ciusHus. Hakonen
Ha)XMHUTE KHONIKY «COXpaHUTh» B OKHE BbIOOpPA MaIKH.

3.8.2 BcraBka ypaBHeHHH

B pemakrope [OKYMEHTOB MOYKHO CO34aBaTh ypPAaBHEHHUs, HCIIOIb3Ys
BCTPOEHHBIE 11a0JIOHBI, PEJaKTUPOBATh UX, BCTABJIATH CHELMAIbHBIE CUMBOJIBI (B TOM
YHCJIE MATEMATUYECKHUE 3HAKH, IPeYECKUe OYKBbI, JUAKPUTUUECKUE 3HAKHU U T.]1.).

JloOGaBJyieHre HOBOT'O YPABHEHUS

UT0oOBI BCTaBUTh ypaBHEHUE U3 KOJJICKIUU:

1. YcranoBure Kypcop Ha HY>KHOU CTPOKE,

2. Ilepeitnute Ha BKiIaAKy «BcTaBka» BepXHEl MaHEIU HHCTPYMEHTOB,

3. HaxMHUTe Ha CTpeNKy psJOM CO 3HAuKOM YpaBHEHHe VX Ha BepxHeil
MaHEJI UHCTPYMEHTOB,
4. B OTKpbIBIIEMCS BBINIAJAIONIEM CIHCKE BBIOEpUTE HYKHYIO KaTETOPUIO
ypaBHEHUU. JJOCTYITHBI CIEAYIOMIME KATETOPUU:
o CumBOIBI,
o Hpobmu,
o Mupaekcwl,
o Panukaisi,
o Hnrerpainsl,
o Kpymnsusle onepartopsl,
o CkoOku,

o DyHkuuw,



248
RU.48324255.C/I(PT)-PII-B1.1
o JluakpuTthdeckue 3HaKH,
o Ilpenensl u norapumel,
o Omneparopsl,
o Marpuusl.
5. llenkHuTe MO OMpENENEHHOMY CHUMBOJY/YpPaBHEHHUIO B COOTBETCTBYIOIIEM
Habope 11abI0HOB.

BriOpaHHbBI CUMBOJ WM ypaBHEHUE OyJyT BCTaBJIEHBI B IMO3UIIMH Kypcopa.
Ecnu BpIOpaHHast cTpoka IycTa, ypaBHEHHE OyJET BBIPOBHEHO IO IMEHTPY. UTOOBI
BBIPDOBHATH TAaKO€ YPaBHEHHE IO JIEBOMY WJIHM NPABOMY Kparo, IIECJIKHUTE MO pPaMKe
ypaBHEHHUS M HUCIOJL3YWTE 3HAUKW WIM Ha BKiIaake «[naBHasy BepxHed naHemu

WHCTPYMEHTOB.

Pucynok 165 — IIpumep mad/10Ha ypaBHeHUs

Kaxnapiii 1mabmoH ypaBHEHHS TMPEACTaBISET COOOW COBOKYIMHOCTH CIIOTOB
(Pucynok 165). CinoT — 3TO mO3UIUs [ KaXJAOrOo DJJIEMEHTa, 00pa3yrollero
ypaBHeHue. llycTol cloT, Takke Ha3bIBa€MbIM IOJEM i1 3aMOJIHEHUS, HMEET

MyHKTUPHBIA KOHTYpP. Heo0X01uMo 3amoIHUTh BCE OIS, YKa3aB HY)KHbIC 3HAUCHUSI.

\J
# llpumeuanue

Yrto0Obl HAYaThH CO3IaHNEC YPABHCHUS, MOKHO TAKKC UCIIOJIB30BATh COUCTAHUC KIJIAaBHUII Alt +

Kpome Toro, Kk ypaBHEHUIO TaKXK€ MOKHO JOOaBHUTh MOINMUCH (MOAPOOHEE B TI.
3.6.8).

BBoj 3Hauenui

Pacrniosioskenne Kypcopa omnpenensier, TAe IOABUTCA CICAYIOIMNNA CHUMBOJI,
KOTOpBIM OyaeT BBeAEH. UTOOBI TOYHO YCTaHOBUTH KypCOp, IIETKHUTE BHYTPH IO

JJIA  3aIllOJITHCHHUA U HCHOJ’II)SYIZTG KiIaBUllIK CO CTPCJIIKAMH Ha KJIABHATYPC IJIA
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NepeMelIeHUs] Kypcopa Ha OJUH CHUMBOJI BJIEBO/BIIPAaBO WM Ha OJAHY CTPOKY
BBEpPX/BHHU3.
Ecnu B BeIOpanHOM 11a0soHe TpeOyeTcst J00aBUTh HOBOE IOJIE JUIsl 3aIIOJTHEHUS

MO/ CJIIOTOM, B KOTOPOM HaxoIUTCA Kypcop, Haxkmurte kiaBuimry «Enter» (Pucynok

166).

x+y =3

x—y=1

F

x+y=3
[eerma

Pucynok 166 — 3anoiHeHus1 HOBOT'O NOJIsI OJ CJIOTOM

Koraa kypcop Oynet yCTaHOBIJIEH B HYKHYIO TTO3UIMIO, MOXKHO 3allOJIHUTH TOJIE:

e Bgpenure TpeOyemoe HUppoBoe MM OyKBEHHOE 3HAYEHUE C TOMOUIBIO
KJIABUATYDBI,

e BcraBbTe crienuangbHblil CHMBOJI, UCNONB3YS NAIATPY «CHMBOJIBD) U3 MEHIO
«YpaBHEHHE» Ha BKJIaJke «BcraBka» BepxHEW MaHEIW MHCTPYMEHTOB WU
BBOJI MX ¢ KiaBuatypsl (cM. I1. 3.10.8),

e JloOGaBbTe m1a0JOH APYTrOro ypaBHEHUS € MaJUTPhl, YTOOBI CO3/1aTh CIOKHOE
BJIO)KEHHO€  ypaBHeHME. Pa3mep  HayalnbHOro  ypaBHEHHsS  OydeT
ABTOMATUYECKH M3MEHEH B COOTBETCTBUU C COJIEpXKUMBIM. Pasmep
AJIEMEHTOB BJIO)KEHHOTO YPAaBHEHUS 3aBUCUT OT pa3Mepa MOJIsI HayaJbHOI'O

YpaBHEHUS, HO HE MOXKET ObITh MEHBIIE, YEM Pa3Mep MEIKOI0 UHAEKCA.

r=1 93, 5

Pucynok 167 — Pa3mep 3/1eMeHTOB BJIOKEHHOI0 YPABHEHMS

I[J'I?I I[O6aBJ'IeHI/I$I HCKOTOPBIX HOBBIX 3JICMCHTOB ypaBHCHI/Iﬁ MOXXHO TaKXe¢€

HCII0JIB30BATb ITYHKTBI KOHTCKCTHOI'O MCHIO:
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UtoObl 100aBUTHh HOBBIA apTyMEHT, HAYIIUN 0 WA TOCIE WMEIOIIETOCs
aprymenta B CkoOKaxX, MOXHO WICJKHYTh NpPaBOM KHONKOW MBIIIN IO
CYILIECTBYIOIIEMY apryMeHTy U BBIOpaTh M3 KOHTEKCTHOTO MEHIO IMYHKT
BcraButs apryment nepen/nocie (Pucynok 168).

UtoOb1 100aBUTH HOBOE ypaBHeHUEe B Habopax ycinoBuii u3 rpymibl CKOOKH
(WM B ypaBHEHUSX APYTHX THIOB, B KOTOPBIX BBl paHee NTOOABUIM HOBBIC
TOJIS IS 3arOJTHEHUS yTeM HaxkaTusi Ha Enter), MOXXHO IIENKHYTh TIPaBOM
KHOTIKOM MBIIIH 0 MYCTOMY TOJIIO JUIS 3alOJTHEHHS WU 10 BBEJICHHOMY B
HEr0 YPaBHCHHMIO W BBIOpaTh M3 KOHTEKCTHOTO MEHIO MYHKT «BCTaBUTH
ypaBHEHHUE MEPE]I/TIOCTEN.

Uto6bl 100aBUTH HOBYIO CTPOKY WJIM HOBBIA cTOJIOE B Marpuiie, MOXKHO
HIEJIKHYTh MPaBOW KHOMKOW MBIIIN 10 TMOJIIO JJIsl 3alO0JIHEHUs BHYTPH Hee,
BbIOpaTh M3 KOHTEKCTHOIO MEHIO NYHKT JloOaBUTh, a 3aTeM — OIIHUIO

«Ctpoky BbIte/HIKe» ninu «Cronbery ciesa/cnpasay (Pucynok 169).

2< Bhipesats
(& Konuposarb
(B Bcrasuts »

(&) HaneyataTb BblaeneHHoe
BCTaBUTb Ha3BaHWe

BcTaBuTh apryMeHT nepea

i BCTaBuTL apryMeHT nocne @
YAanuTb aprymeHT
YAanuTb BNOKEHHLIE 3HAKK W pa3genuTeENn
CKpbiTb OTKPbIBAOLLYYHD CKODKY

| CKpbITb 3aKpbiBaIOLLLYHD CKOOKY

v PacTaHyTb CKOGKM

|

M3meHnTb pasmep ckoOoK B COOTBETCTBUM C BLICOTOI aprymeHTa

q| [OononHuTentHsle NapameTpel adaua

{x Mapametpsi ypasHeHMi -
[1063BHTL KOMMEHTapHIA

DopMaTUpOBaHWE KaK CTUNb L

PucyHnok 168 — BctaButh aprymMenT nepea/nocJe
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: < Bbipesatb
i F® Konuposath

- (& Bcrasutb v

(& Hanedararb BbigeneHHoe

BcrasuTth HassaHue

[ S N}

CKpbITb NONA ANS 3aN0NHEHUA

[obaBuTb b CTpoKy Bbiwe

YoanuTb v CTpoKy HWxe
BblpaBHWBaHWE MaTPHLbI v CronGey cnesa @

BblpaBHUBaHWE cTOnNoOUa ’ CronGel| cnpasa

4] [ononHuTensbHbie napamMeTpsl ad3aua

{x TNapameTph ypasHeHuit

(=] QoBasuTb koMMEHTapHI

Pucynok 169 — Boi6op onuun «CTpoky Bbile/Huxke» nin «Crosden ciaea/cnpaBay»

[Ipyu BBOAE 3HaueHWH MaTEMaTUYECKUX BBIPAKEHMM HE  Tpedyercs
UCIOJIb30BaTh KiaBuiy «lIpobem», Tak kak nmpoOenbl MEXI1y CUMBOJIAMU U 3HAKAMU
JEMCTBUM YCTaHABIIMBAIOTCS ABTOMAaTHYECKHU.

Ecnu ypaBHEHHE CIMILIKOM JJIMHHOE W HE NOMELIAETCS HA OJHOU CTPOKE,
IIEPEHOC HAa APYIyI0 CTPOKY B IIPOIECCE BBOJA OCYLIECTBIIIETCS ABTOMATHYECKH.
MoOXHO TakXke BCTaBUTh IEPEHOC CTPOKHU B CTPOTO ONPENEICHHOM MECTE, LIEIKHYB
MPaBOil KHOIMKOW MBIIIU 110 MATEMATHYECKOMY OIEpaTopy U BHIOPAB U3 KOHTEKCTHOIO
MEHIO MyHKT «BCTaBUTh NpHUHYIUTENbHBIA pa3pbiB». BeiOpaHHbIl onepartop Oynaer
NEpEeHeceH Ha HOBYIO CTPOKY. Ilocne moOaBieHUs MPUHYIUTENBHOTO pa3pblBa CTPOKU
MO>KHO MCHOJIb30BaTh KiiaBuIlly «Taby, 4TOObI BRIPOBHATH HOBYIO CTPOKY IO KaKOMY-
anb0 MaTeMaTW4ecKoMy 3HAKy M3 MpeAblaymel cTpokd. UYToObl  yaanuth
N00aBJICHHBIN MPUHYIUTEIBHBIN pa3pblB CTPOKHU, IIEIKHUTE MPABOM KHOMKOW MBIIIN
0 MaTeMaTUYeCKOMY ONEPATOPy B Hauyaje HOBOM CTPOKU U BBIOEPUTE IYHKT MEHIO
«Y 1anuTh NPUHYAUTEIbHBIA PA3PbIBY.

dopmaTHpoBaHKe YPABHEHUH

YroObl yBEIMUUTh WM YMEHBUINTH pazMep mpudTa B ypaBHEHHH, IIETKHUTE
MBIIIBKD BHYTPU PAaMKHU YPaBHEHUs U HCHOJIB3YWTE KHOIKM A A W Ha BKIAIKE
«I'maBHas» BepXHEW MaHEIW WHCTPYMEHTOB WJIM BBIOEPUTE HYXHBIM pa3zmep mpudra

u3 crucka. Bee aneMeHThl YPaBHCHUA U3MCHATCA COOTBCTCTBCHHO.
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[To ymomuanuio OykBbl B ypaBHEHUHM (POpMaTUPYIOTCS KypcuBoMm. B ciyuae

HEO0OXOJAMMOCTHA MOXHO U3MEHUTh CTHJIb IIPUQTA (BbIACIECHUE MOITYKUPHBIM, KYpCHUB,

3aqepKHBaHHe) HWJIN OBCT JId BCCTO YpPaBHCHHA HWIIM €TO0 YacCTH. HOI[‘—ICpKI/IBaHI/Ie

MOXHO IIPUMCHUTL TOJBKO KO BCCMY YPABHCHUIO, 4 HC K OTACIbHBIM CHUMBOJIAM.

Brienure HyXHYH0 4acThb ypaBHEHHs IYyTE€M IEpETACKHBaHUA. BblneneHHas 4dacthb

OyneT mojcBeueHa TOMyObIM I[BETOM. 3aTeM HCIONb3yHTe HYXKHBbIE KHOMKH Ha

BKiajnke «l7aBHas» BEpXHEW MaHEeNIM WHCTPYMEHTOB, 4TOObI OT(HOpPMATHUPOBATH

BbIIeTICHHBIN (parmenT. Hampumep, MoxxHO yOpaTh opMaTUPOBAHUE KYpPCHUBOM IS

OOBIYHBIX CJIOB, KOTOPBIC HC ABJIAIOTCA IICPEMCHHBIMU WJINM KOHCTAHTAMMU.

—x forx<0
|x| ={ O forx=0
x forx>0

Pucynok 170 — ®opmaTnpoBanne ypaBHeHHUH

Jns  W3MEHEHusT HEKOTOpPBIX JJIEMEHTOB YPaBHEHHM  MOXKHO  TaKxke

HCIIOJIB30BATh IIYHKTBI KOHTCKCTHOTO MCHIO!

UroObel m3mMeHuTh (Qopmar JpoOeil, MOKHO WIEJKHYTh MPaBON KHOIKOMN
MBIIIY 1O IpOOH U BBIOpaTh U3 KOHTEKCTHOIO MEHIO MyHKT «/3MEHUTH Ha
JMaroHaJbHY0/TOPU30HTANIbHYI0/BEPTUKAIBHY IO IIPOCTYIO IpoOb»
(IOCTYNHBIE ONUMU OTJIMYAKOTCS B 3aBUCUMOCTH OT THIIA BBIOpAaHHOM
podn).

UtoObl M3MEHUTH NOJOXKEeHHE HHIEKCOB OTHOCUTENBHO TEKCTa, MOXKHO
IIEJIKHYTh MPaBOW KHOMKOM MBIIIN 10 YPABHEHUIO, COAEPKAILEMY UHIECKCHI,
U BBIOpaTh U3 KOHTEKCTHOI'O MEHIO MYHKT «/Haekcsl nepes Tekcrom/mocie
TEKCTay.

UYToOBl U3MEHUTH pa3Mep apryMeHTa JJisl ypaBHEHHI u3 rpymm «HIeKChD,
«Pamukane», «WHTErpane», «Kpynsasle omneparopsl», «lIpemensr wu
aorapupmey, «OnepaTopel», a TaKXKe s TOPU3OHTAJIBHBIX (PUIYPHBIX

CKOOOK ® mIA0JIOHOB C  TPYNIUPYIOIIMM  3HAKOM U3  TPYIIIBI
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«JlnakpuTHUECKHE 3HAKW», MOXHO IIEJIKHYTh IPaBOW KHONKOW MBIIIM I10
apryMeHTy, KOTOpbIi TpeOyeTcsi M3MEHUTh, U BHIOpaTh M3 KOHTEKCTHOTO
MEHIO MMYHKT « Y BETUYUTH/ Y MEHBIITUThH Pa3Mep apryMeHTay.
Yrobbl ykazaTh, HaJ0 JU OTOOpakaThb MyCTOE MOJ€ JUIsl BBOJA CTENEHU B
ypaBHEHUW u3 Tpynnbl «Paaukame», MOKHO MIEIKHYTH MpPaBOW KHOIKOW
MBIIIM TI0O paJuKaly M BBIOpaTh M3 KOHTEKCTHOIO MEHIO IYHKT
«CxkppiTh/[1oKa3aTh CTEICHBY.
UtoOsl yka3aTh, HaJO JU OTOOpa)kaTh MyCTOE MOJie NI BBOJA Mpenena B
ypaBHeHHe u3 rpymnmbl «aTerpansyy wm «KpymHbie onepaTopbD), MOKHO
HICJIKHYTh MPaBOM KHOIMKOW MBI 10 YypPaBHEHUIO W BHIOpaTh U3
KOHTEKCTHOTO MeHI0 MyHKT «CKpbITh/[l0Ka3aTh BepXHUN/HUKHMIA TTPEIe».
YUToOBl M3MEHHUTH TMOJOKEHHE NPEEIOB OTHOCHUTEIBHO 3HAaKa WHTErpaia
WIK omneparopa B ypaBHeHUsX u3 rpynmbl «MHrerpans» winn «Kpymnabie
OMepaTopbl», MOKHO HICJIKHYTh MPaBOM KHOMKON MBIIIM 10 YPAaBHEHHUIO U
BbIOpaTh U3 KOHTEKCTHOTO MEHIO MyHKT «/3MEeHUTh MoJI0KEHHE TIPEACTIOBY.
[Ipenenbr MOTYT OTOOpaXkaThesl CIipaBa OT 3HaKa oneparopa (Kak BEpXHUE U
HWKHUE UHJIEKCHI) WM HEMOCPEACTBEHHO HaJ/ U MO 3HAKOM OIepaTopa.
UroObl HU3MEHHUTHh TIOJOKEHUE TMPENEJOB OTHOCHUTENBbHO TEKCTa B
ypaBHeHUsix u3 rpynnbsl «lIpenenst u norapu@mey U B IMa0JIOHAX C
TPYNIUPYIOMIAM 3HAKOM W3 TPYNNIbl «JlMaKpUTHYECKHE 3HAKW», MOYKHO
MICJIKHYTh TPaBOM KHOMKOW MBI 10 YypPaBHEHUIO W BHIOpaTh U3
KOHTEKCTHOT'O MeHIO MyHKT «IIpesen HaJl TeKCTOM/TIOA TEKCTOM.
UroOsl BbIOpaTh, Kakue M3 CkOOOK HAJ0 OTOOpa)kaTh, MOXKHO ILIEIKHYTh
NpPaBOM KHOMKOW MBI TO BBIPAKEHUIO B CKOOKax M BBIOpaTh U3
KOHTEKCTHOT'O MEHIO YHKT «Cxkppith/ITokazarsb
OTKPBIBAIOIIY0/3aKPBIBAIOIIYIO0 CKOOKY».
UtoOsl ynpaBisTh pazmepoM CKoOOK, MOKHO MIEIKHYTH MPaBOl KHOMKOM
MBIIITH 110 BBIPAKEHUIO B ckoOKax. [TyHKT MeHI0 PacTsHyTh CKOOKHM BBIOpaH

10 YMOJIYaHHIO, TAK YTO CKOOKH MOT'YT YBCIIMYMBATLCA B COOTBCTCTBUU C
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pa3MepoM BBIPAXKEHHUS, 3aKIOYEHHOIO B HHUX, HO BBl MOXETE CHATH
BbIJICJICHUE C 3TOM OMIMH, YTOOBI 3alIPETUTh pacTskeHue ckoOok. Koraa sta
OMLIYA aKTUBUPOBaHA, MOXKHO TaKXKe MCIOIb30BaTh MYHKT MeHIO «3MeHUTh
pa3Mep CKOOOK B COOTBETCTBUU C BBICOTOM apryMeHTay.
UroObl W3MEHHTH TMOJOXEHHE CHUMBOJIAa OTHOCHUTENBHO TEKCTa IS
TOPU3OHTATIBHBIX (DUTYPHBIX CKOOOK WJIM TOPU3OHTAIBLHON YepPTHI HAJ/TION
ypaBHEHUEM M3 Tpynmnbl JHakpuTHUECKUE 3HAKH, MOXKHO HICJIKHYTh MPaBoil
KHOTIKOM MBIIIK MO MabJOHy U M BBIOpaTh W3 KOHTEKCTHOTO MEHIO MyHKT
«CumBon/YepTa Ha/TIOJ TEKCTOM.
UrtoO6s1 BEIOpaTh, KAKUE TPAHULIBI HAJI0 OTOOpaXKaTh JUIsl Y paBHEHUS B paMKe
u3 Tpynnsl JMakpuTUYecKue 3HAKW, MOXKHO IIENKHYTh MPaBOW KHOMKON
MBIIIY [0 YPAaBHEHUIO U BBIOPATh U3 KOHTEKCTHOTO MEHIO MyHKT «CBOMCTBa
rpanuip, a 3ateM — «CkpbITh/[I0Ka3aTh BEPXHIOIO/HIKHIOIO/JIEBYIO/TIPABYIO
TPAHUILY» W «J106aBUTE/CKPHITH
TOPU30HTAIbHYI0/BEPTUKAIbHYIO/ TMarOHAIBHYIO JIMHUIOY.
UtoOsl ykaszaTh, HaJ0 7K OTOOpa)xaTh IyCThI€ MOJS JJIsl 3alOJIHEHUS B
Martpuiie, MOXHO LIEIKHYTh MO HEH MPaBOW KHOMKOW MBIIIN U BBIOPATH U3

KOHTEKCTHOT'O MEHIO MYHKT « CKphITh/[10Ka3aTh MO A1 3aM0THEHUSY.

I[J'IH BbIpaBHHUBAHHA HCKOTOPBIX JJICMCHTOB ypaBHCHI/II\/'I MOXHO HCIIOJIB30BAaTh

ITYHKTbI KOHTCKCTHOI'O MCHIO:

UtoOsl BEIpOBHATH YpaBHeHUs B Habopax ycnoBuit u3 rpynmsl CkoOKku (Miu
B YpPaBHEHUSAX IPYTHUX THIOB, B KOTOPHIX BBl paHee NOOABHJIM HOBBIC ITOJIS
JUTSI 3alOJTHEHUsT MyTeM HaxkaTtus Ha «Entery»), MOXHO MIENKHYTHh MPaBOi
KHOIIKOW MBIIIK 10 YPaBHEHUIO, BHIOpATh M3 KOHTEKCTHOTO MEHIO ITYHKT
«BrIpaBHMBaHUE», a 3aTeM BBIOpaTh THN BhIpaBHHBaHUS: «llo BepxHEMy
Kkpato», «Ilo nentpy» nium «Ilo HUKHEMY Kparo».

UtoObl BBIPOBHATH MaTpHIly MO BEpPTHUKAIU, MOXHO IIECIKHYTh IpaBOi

KHOIIKOM MBIIIM IIO Martpuie, BBI6paTB N3 KOHTCKCTHOI'O MCHIO ITYHKT
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«BpIpaBHMBaHWE MATpUIbD», a 3aTeM BBHIOpaTh TUM BbIpaBHUBaHUS: «[lo
BEpXHEMY Kpatoy, «I1o ueHtpy» unu «Ilo HI>KHEMY Kparoy.
e UYTOOBI BHIPOBHATH 110 TOPU3OHTAIIA AJIEMEHTHI BHYTPHU OTAEIBHOTO CTOJIOA
Martpuiipl, MOXHO IWIEIKHYTh MPAaBOW KHOMNKOW MBI 1O MO0 JJIA
3al0JIHCHUSI BHYTPHU CTOJOIA, BBHIOpaTh M3 KOHTEKCTHOTO MEHIO ITYHKT
«BrIpaBHUBaHUE CTONOIA», a 3aTeM BBIOpaTh THUN BhIpaBHUBaHUA: «[lo
neBoMy Kparo», «Ilo uentpy» nin «Ilo mpaBoMy Kparoy.
YnajneHue 3J1eMEHTOB YPaBHEHMSI
UToOBl yIanuTh 4acTh YpaBHEHHsI, BbIIETUTE (PparMeHT, KOTOPBIM TpeOyeTcs
yAaIuTh, MyTEeM NEepeTacKUBaHUsI WU yAepkuBas kiauiny «Shifty u ucmonb3ys
KJIABHIIIM CO CTPEIIKAMHU, 3aTEM HAKMHTE Ha KiIaBuatype kiaBumry «Deletey.

CnoT MOXHO YJaJIUTh TOJIBKO BMECTE C IIa0JIOHOM, K KOTOPOMY OH OTHOCHUTCSI.

YtoObl ynanuTh BCE€ ypaBHEHHE, BBIJEIUTE €ro TMOJHOCTBIO MyTEM
MEePETACKUBAHUS UJIM C OMOILBIO IBOWHOIO IIEJTYKA M0 PAMKE YPaBHEHUS U HAKMUTE
Ha KJaBuarype kiasuiry «Deletey.

Jns ynaneHus: HEKOTOPBIX 3JIEMEHTOB YPABHEHHUM MOXHO TAKXXE MCIOJb30BATh
MIYHKTbI KOHTEKCTHOTO MEHIO:

e UroOwml ymanmuth Pamukan, MOXHO HIEIKHYTh IO HEMY MpaBOM KHOMKOMN
MBIIIN ¥ BEIOPATHh U3 KOHTEKCTHOTO MEHIO MYHKT « Y JAIUTh PaIUKAT.

e UtoOb ynanuts HuxHui maACKC n/nnu BepxHuil HHAEKC, MOKHO MICITKHYTh
PaBOM KHOMKON MBIIIK MO COJAEPKAIIEMY MX BBIPAKEHHUIO U BHIOpATh U3
KOHTEKCTHOT'O MEHIO MYHKT «YJIalluTh BEPXHUM HHACKC/HUKHUN HUHIEKCY.
Ecnu BbIpakeHHE COIEPHKUT HHAEKCHI, PACIOJOKEHHBIE MEPEN TEKCTOM,
JTOCTYITHA ONIUA «Y TAIUTh UHICKCHD).

e YtoObr ynamuth CKOOKHM, MOXKHO IIEJIKHYTh MPAaBOM KHOIKOW MBIIIM TIO
BBIPAKEHUIO B CKOOKaX M BHIOpATh U3 KOHTEKCTHOTO MEHIO IMYHKT « Y TATHUTh

BJIOXCHHBIC 3HAKW» WJIN ((Y,Z[aJII/ITI) BJIOKCHHBIC 3HAKHW U PA3ACIUTCIIND.
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e Ecmu Beipaxkenne B CkoOKax COJEPKUT HECKOJIBKO apryMEHTOB, MOKHO
HICJIKHYTh MPaBOHM KHONKOM MBIIIA MO apryMEHTY, KOTOpBIM Tpedyercs
YAQIUTh, U BEIOPATh U3 KOHTEKCTHOT'O MEHIO IMMYHKT « Y JAIUTH apTyMEHT.

e Ecmu B CkoOKax 3aKJIFOYEHO HECKOJhKO ypaBHeHHH (a mMmeHHO, B Habopax
YCIIOBUIA), MOKHO IIEIKHYTh MpPaBOM KHOMKON MBIIIM MO YypaBHEHHIO,
KOTOpoe TpeOyeTcs ynanuTh, U BbIOpATh W3 KOHTEKCTHOIO MEHIO MYHKT
«Y IaIUTh ypaBHEHHE». JTa OMIMS TaKKe JOCTYIHA JJIsl YPAaBHEHUHN JIPYTHUX
TUIIOB, B KOTOPBIX BBl paHee JT00AaBUJIM HOBBIE TOJIS JJIsl 3allOJHEHUSI IyTeM
Haxkatus Ha «Entery.

e UtoObl ynmamuth Ilpenmen, MOXKHO WICNKHYTh MO HEMY MPaBOW KHOIKOU
MBIIIIN ¥ BEIOPATh U3 KOHTEKCTHOT'O MEHIO MMYHKT « Y JAJIUTh TPEaeID».

e Yro0Onl yaanuTh JIMakpuTUUeCKuil 3HaK, MOKHO IICJIKHYTh M0 HEMY MpaBoOi
KHOTMIKOW MBI U BBIOpATh M3 KOHTEKCTHOTO MEHIO MYHKT «YIalIuTh
JTUAKPUTUYECKUM 3HaK», «YIaluTh CHMBOI» WIH «YJaduTh YepTy»
(IoCcTymHbIE OMNIMU  OTJAMYAIOTCS B  3aBUCUMOCTH OT BBIOPAaHHOTO
JUAKPUTHYECKOTO 3HAKA).

e UYtoOBI yIaTUTh CTPOKY WM CTONOEl] MaTpuiibl, MOKHO HIEJIKHYTh MPaBOn
KHOMKOW MBIIIK 1O TOJK JUIsl 3aloJHEHUs BHYTPU CTPOKH/CTOJIONA,
KOTOpBIN Tpedyercs yIaauTh, BbHIOpAaTh W3 KOHTEKCTHOTO MEHIO ITYHKT
«Y nanuThy, a 3aTeM — «Y TalIUTh CTPOKY/CTOJIOCIDY.

IIpeoOpa3zoBanue ypaBHeHUil

Eciau BBl OTKpBIBa€TE CYLIECTBYIOIIUMM JIOKYMEHT C YPAaBHEHUSIMH, KOTOpPBIE

ObUTM CO37aHbl C IMOMOUIBIO CTApOl BEpCHM peAaKkTopa ypaBHEHHU (Harpumep, B
Bepcusix, mnpemmectBytommx MS  Office 2007), stu  ypaBHEHUS HEOOXOAUMO
npeobpazoBate B ¢opmar Office Math ML, 4ToOB HMETh BO3MOXXHOCTH HX
PEIAaKTUPOBATD.

Uto0sl mpeoOpazoBaTh ypaBHEHHUE, NBAXKIbI MIETKHUTE MO HeMmy. OTKpoeTcs

OKHO ¢ npenynpexaeHuem (Pucynok 171).
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Pucynok 171 — OxHo npeaynpe:xaeHusi 0 He00X0AMMOCTH NPeodpa3oBaHus yPaBHEHUs!

Uto0bl npeobpa3oBaTh TOJBLKO BHIOPAHHOE YpaBHEHHUE, HAXKMUTE KHOMNKY «Jla»
B OKHE mpeaynpexacHus. YTtoObl mnpeoOpa3oBaTh BCE YpaBHEHHS B JOKYMEHTE,
MOCTaBbTE TANOYKY «I[pUMEHHUTH KO BCEM YPAaBHEHUSIM» U HAKMUTE KHOIKY «/la».

[Tocne npeoOpazoBaHus ypaBHEHHUS Bbl CMOXKETE €r0 peJaKTUPOBATb.

3.9 CoBMeCTHOe pelaKTHPOBAHUE JOKYMEHTOB

3.9.1 CoBMecTHOE peJaKTUPOBAHUE JOKYMEHTA

HmeeTcst BO3MOXXHOCTh paboTaTh HajA JOKYMEHTOM COBMECTHO C JAPYTUMHU

MOJIH30BATEISIMHA. JTa BO3MOXKHOCTD BKITIOYAET B ce0sl CleayIoIiee:

e OpnHOBpPEMEHHBIM MHOIONOJB30BATENBCKUN JIOCTYIl K PEOAKTUPYEMOMY
JIOKYMEHTY,

e BusyanpHas uHauKanus (parMeHTOB, KOTOPHIE PENAKTHUPYIOTCS IPYTUMU
H0JIH30BATEIISIMH,

e MrHOBEHHOE OTOOpa)KEHHWE W3MEHEHWH WM CUHXPOHU3ALMS H3MEHEHUU
OJHUM Ha>XaTHUEM KHOIIKH,

e Yar q1s oOMeHa UesSMH 110 IOBOJTY OT/ICJIbHBIX YacTeH JOKYMEHTa,

o KomMmeHTapuu, cojaepskallue ONMUCAHWE 3a/layd WK MPOOJIEMBI, KOTOPYIO
HEOOXOMMO PEIINT.

CoBMecTHOE peIaKTHPOBAHHE
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B penakTope 10KyMEHTOB MOKHO BBIOPATh OJIMH U3 JBYX JIOCTYIHBIX PEKHUMOB

COBMCCTHOI'O pCIaKTHPOBAHUS:

BoICTpBIN HCHONB3YETCA MO YMOJYaHWUIO, B HEM H3MEHEHMS, BHOCHMBIE
JAPYTUMH MOJIb30BATEISIMH, OTOOPAXKAIOTCS B PEAIbHOM BPEMEHHU.

Crpornii pexuM IO3BOJIIET CKPBIBATH MU3MEHEHHs, BHECEHHBIC JPYTHMH
IIOJIB30BATENSIMU, 1O T€X MOp, ITOKA Bbl HE HaxxMeTe 3Ha4yoK COXpaHHWTH ,
YTOOBl COXpPAHUTh BAallM W3MEHEHUS M NPUHATH H3MEHEHUs, BHECEHHbIE

JOPYTUMH.

Pexxum moxHO BBIOpaTh B «JlomomHUTENBHBIX mapamerpax» (cm. m. 3.10.3)

(Pucynox 172). HyXHbIi peXuM Takke MOXKHO BBIOpaTh, UCTOJB3Ys 3HAUOK «Pexum

COBMCCTHOI'O pCIaKTHPOBAaHUsA» Ha BKIIAJKC «CoBMecTHas pa60Ta» BCpXHeﬁ IHaHeJIn

uHcTpyMeHToB (Pucynox 181).

[P maoian  Boraska  Pucosawve  Maker  Coom  Coomectwaspabora  3aupma  Bua  Mnarws
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Pucynok 172 — JlonoiaurtenbHbie mapamerpbl — CoBMecTHasi padora
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Korga QOKyMEHT peNakTUPYHOT OJHOBPEMEHHO HECKOJBKO II0JIb30BATEICH B
«CTtporom» pexxume, peJakTupyembie GparMeHTbl TEKCTa MOMEYAOTCs MYHKTUPHBIMU
JUHUASAMU pa3HeIX [BeToB. lIpy HaBeneHum Kypcopa MbBIIIM HAa OJUH U3
penakTUpyeMbIX (pParMEHTOB OTOOpa)kaeTcsi UMsS TOTO I0JIb30BATENs, KOTOPBHIM B
JAHHBIA MOMEHT €ro peaakthupyer. B bpeicTpoM pexume AEHCTBHS W MMEHA
YYaCTHUKOB COBMECTHOI'O PEAAKTHPOBAHUS OTOOpPA)XaroTCs HEMOCPEACTBEHHO B
IIpoLIECCe PEAAKTUPOBAHUS TEKCTA.

KonunuecTBo monb3oBaTenedf, KOTOpPbIE B JaHHBIA MOMEHT paboTaloT Haj
TEKYIMM JJOKYMEHTOM, OTOOpakaeTcst B MPaBoi yacTu marnku peaakropa — B, Yto6sr
YBUJETh, KTO UIMEHHO PEAAKTUPYET (ailyl B HACTOSIINI MOMEHT, MOKHO HIEJIKHYTh IO
ATOMY 3HA4YKy WJIA OTKPBITH ITaHeb YaTa ¢ IOJHBIM CIIMCKOM I10JIb30BaTENEH.

Kak Ttonbpko OJIHH U3 MOJIb30BaTEeNICH COXpaHUT CBOM HU3MCHCHHUS, HAXAB Ha

=

3HA4YOK =4, Bce OCTaJbHBIC YBHUAAT B CTPOKE COCTOSIHHS MPUMEYaHHE, KOTOPOe
coobmraer o Hanu4Iuu OOHOBIEHUHN. UTOOBI COXpaHUTh BHECEHHBIC BaMU U3MEHECHHUS U
cenaTh UX JOCTYIHBIMU JJIs JPYTHX MOJB30BaTENCH, a TAKXKE TOTYYUTh OOHOBIICHUS,
COXpaHEHHbIE APYTMMH MOIb30BATENSAMHU, HAKMHUTE HA 3HAUOK & B JIEBOM BEpXHEM
yIiy BepxHeW naHenu HMHCTpyMeHTOB. OOHOBIEHUsI OYyIyT MOACBEYEHBI, YTOOBI
MOKHO OBLJIO TMPOBEPUTH, YTO KOHKPETHO HU3MEHMIOCh. MOXXKHO yKaszaTh, Kakue
U3MEHEHUs1 TpeOyeTcs MOACBEYMBATh BO BPEMSI COBMECTHOI'O PEIAKTUPOBAHMS: IS
ATOr0 HOKMHUTE Ha BKIAAKy «Daiim» Ha BepXHEW MmaHelu MHCTPYMEHTOB, BHIOEpUTE
onuuio «JlomonHuTenbHBIE MapaMeTphl», a 3aTeM YKaKUTE, 0TOOpaxaTh JId BCe WU
nocJjieJHNe M3MEHEHUsl, BHECEHHbIE MpU cOBMecTHOU paborte. Ilpu BbIOOpE omuuu
Bce OyayT mopcBeunBaThCs BCE M3MEHEHHUS, BHECEHHBIE 32 BpPEMsl TEKYIICH CECCHH.
[Tpu BbIOOpe omnuuu Ilociaegnue OyayT MOACBEUYMBATHCS TOJNBKO T€ H3MEHEHUS,
KOTOpBIC OBLIM BHECEHBI C MOMEHTA, KOTJa TMOCIeAHUN pa3 HaKMMaIW Ha 3HAYOK .
[Ipu BeIOOpe onunn Hukakue M3MEHEHHMs, BHECEHHBIE BO BpEMsI TEKYILEH CECCHH,

IIOACBCUYNBATLCA HC 6YIIYT.

Pexxum npocmoTpa B peajibHOM BpeMeHH
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«Pexxum mpocMoTpa B peajJbHOM BPEMEHW» MCIOJIB3YETCA I MPOCMOTpPA B
peaJbHOM BpPEMEHM HW3MEHEHMH, KOTOPBIE BHOCAT [JpPYTrHe MOJIb30BATENIM, KOTJa
JOKYMEHT OTKPBIT MOJIb30BATEIEM C MPAaBaMU JOCTyNa « TOIBKO UTEeHUEY.

Yar

OTOT MHCTPYMEHT MOKHO MCHOJIB30BAaTh JUISl OIEPATUBHOIO COIJIACOBAHUSA
npolecca COBMECTHOTO peAaKTUPOBAHUS, HAIPUMED, Ui TOTO, YTOOBI TOTOBOPUTHCS
C IpyTMMHU Y4YaCTHHUKaMH, KTO M 4YTO JOJDKEH JeNaTh, Kakod ab3al Bbl coOMpaeTech
cerlyac OTPEIaKTUPOBATh U T.1.

CooOmieHuss B yaTe XpaHITCS TOJIBKO B TeueHUWe OojHou ceccuu. Jlius
00CYX/I€eHHs COAEpKaHUS AOKYMEHTA Jy4lle KCIOJIb30BaTh KOMMEHTApUHU, KOTOPbIE
XPaHATCSA 10 TEX MOP, MOKA Bbl HE PELINTE UX YIAJIUTh.

UT0oOBI BOWTH B YaT U OCTABUTh COOOILIEHUE SISl IPYTUX MOJIb30BaTENeH:

1. Haxxmute Ha 3HAUYOK LE Ha JIeBOM OOKOBOMW IMAHEIW WM MEPEKIIOYUTECh Ha

BKIasIKy «CoBMecTHas paboTay BepXHEH MaHelu MHCTPYMEHTOB M HaKMUTE
Ha KHONIKY «Yary,

2. BBeauTe TEKCT B COOTBETCTBYIOLIEM I10JIE HUXKE,

3. Haxwmute kHONIKY «OTIPaBUTHY.

Takke MOXHO HCIOJIb30BaTh codeTaHue KiaBull «Alt+Q» mist ObicTporo
OTKPBITHS YaTa.

Bce cooOienusi, ocTaBieHHbIE IMOJIB30BATEISIMU, OYyAyT OTOOpakaTbCsi Ha
IIaHEJIN CJIEBA.

UT0oOBI 3aKpHITH NMaHENb C COOOIICHUSIMU YaTa, HAKMUTE Ha 3HAYOK =l Ha JeBOM
OOKOBOW MaHeIu WIH KHOMKY «YaT» Ha BepXHEW MaHeIu HUHCTPYMEHTOB €lle pa3.

KommenTapuu

UTtoOBI OCTaBUTh KOMMEHTAPHIA:

1. Beizenute ¢pparMeHT TEKCTa, B KOTOPOM, IO BallleMy MHEHHIO, COJAEPIKUTCS

Kakasi-To omuobKa wiu rnpodiema,
2. TlepexmounTtech Ha BKIaAKy «BctaBka» nnu «CoBMecTHas paboTa» BepXHe

IMaHCJIM MHHCTPYMCHTOB W HAXMHUTC Ha KHOIIKY «KOMM@HT&pHﬁ» 00041
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MCII0JIb3yiiTe 3Ha4oK =l Ha 1eBOi GOKOBOI MaHeNr, YTOOBI OTKPBITH HAHEIb
«KommeHTapun», U HaXMHUTE Ha CChUIKY «Jl00aBUTh KOMMEHTapuil K
JNOKYMEHTY» WM IIEJIKHUTE IPAaBOW KHOIKOW MBIIIM II0 BBIICICHHOMY
(parMeHTy TeKcTa U BHIOEpUTE B KOHTEKCTHOM MEHIO KoMaHAy «Jl00aBUTH
KOMMEHTapUn»,

3. BBenwTe HYKHBIN TEKCT,

4. Haxwmute KHONKY «/{00aBUTHY.

KomMmeHTapuii nossutcss Ha naHenn «KommeHtapuwm» cinesa. JIro0oil apyroii
M0JIb30BaTENb MOKET OTBETUTh Ha JI00ABJIEHHBI KOMMEHTApHil, 4TOOBI AaTh OTBET Ha
BOIIPOCHI WJIM OTYUTATHCA O MPOJAETaHHOM padoTe. 11 3TOro HaJ0 HaXXaTh HA CCHUIKY
«/lo0aBUTH OTBET», PACHOJIOKEHHYIO TOJ KOMMEHTApUEM, BBECTH TEKCT OTBETa B
I10JIE BBOJIA M HAXaTh KHONIKY «OTBETUTHY.

Ecmn Brmtou€H «CTpOorui» peXxuM COBMECTHOTIO PENAaKTUPOBAHUSA, HOBBIC

KOMMCHTApHUH, I[O63BJ'IGHHBI€ APYTUMHA I10JIB30BATCIIMH, CTAHYT BHAUMMBIMHU TOJIBKO

il

[TOCJIE HAKaTHs HA 3HAYOK =2 B JIEBOM BCPXHCM YIIIY BerHeﬁ IMaHCJIN MHCTPYMCHTOB.

@parMeHT TEKCTa, KOTOPhI NPOKOMMEHTHpPOBaH, OyJneT TMOJCBEYEH B
nokymenTte. JlJis mpocMOTpa KOMMEHTapus WIEIKHUTE Mo 3Tomy (parmenty. Ecnu
TpeOyeTcss OTKIIOUUTH 3Ty (GYHKILHUIO, AJisi 3TOT0 HAXMUTE Ha BKIAIKy «®Daiim» Ha
BEpPXHEH NaHEIN UHCTPYMEHTOB, BBIOEPUTE OMIUIO «JlOTOTHUTENbHBIE TApAMETPBI» U
cHuMUTE (aaxok « BKIounuTs 0ToOpakeHre KOMMEHTapHueB B TEKCTe». B aToM ciyuae
MPOKOMMEHTUPOBAHHbIE (parMeHTbl OyIyT MOACBEYMBATHCA, TOJBKO KO/ BbI
HaXKMeTe Ha 3HAYOK L.

MoXHO yHpaBlSTh [100aBICHHBIMH KOMMEHTApUAMH, HCHOJb3ys 3HAYKU B
BBIHOCKE KOMMEHTapHs WM Ha naHenu «KoMMeHTapuu cieBay:

OTCOPTUpY#TE 100aBICHHBIC KOMMEHTAPUH, HA)KaB HA 3HAYOK - :
e [lo mare: «Ot crapbix K HOBBIM» WU «OT HOBBIX K CTapbIM». DTO MOPSAI0K
COPTUPOBKHU BBIOPAH 110 YMOJTYAHUIO;

e [lo aBropy: «Ilo aBTOpY OT A 10 SI» unu «Ilo aBTopy ot A no A»;
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o Ilo MecronaxoxaeHuto: «Cepxy BHU3» win «CHuzy BBepx». OOBIYHBIN
NOPAJIOK COPTUPOBKM KOMMEHTApPHEB IO UX PACIOJIOKEHUIO B JOKYMEHTE
BBITVISIIUT CIIECIYIOIUM 00pa3oM (CBEpPXY BHU3): KOMMEHMAPUu K meKcmy,
KOMMEHMAapuu K CHOCKaM, KOMMEHMApuu K NpUMedanHusim, KOMMEeHmapuu K

BEPXHUM/HUNCHUM KOTOHMUMYAAM, KOMMEHMAPUU KO 8Cemy OOKYMEHMY.

Q KommeHTapmm a X
v OT HOBBIX K CTapbLIM
B Aprém
J OT CTapbiX K HOBBIM
E KomMeHTal o oo orA 0 8
00aBUTb (
-’Il —g No asTopy oT A go A

=)

Pucynok 174 — CopTupoBka KOMMeEHTapHeB

(v [ o »
e OrtpenakTupyiTe BEIOpAaHHBIN KOMMEHTApHil, Ha)KaB 3HAYOK # ;

e VYnanute BbIOpAHHBIN KOMMEHTapHUi, HA’KaB 3HAYOK = ;

3akpoiiTe BbIOpaHHOE OOCYKJEHUE, Ha)KaB Ha 3HAYOK ¥, €CIU 3aJada WIH
npoOiema, oOO3HAYEHHAsT B KOMMEHTapWH, peIIeHa; TOocie A3TOro OOCYXICHHE,
KOTOPOE€ Bbl OTKPBUIM CBOMM KOMMEHTapHeM, MPUOOPETET CTAaTyC peleHHOro. YToObl
BHOBb €TI0 OTKDBITh, HAXKMHTE Ha 3HA4OK ¥ . Eciu BBl XOTHTE CKPBITH pENICHHBIE
KOMMEHTApuU, HAXMUTE Ha BKIAAKYy «@PailiD) Ha BEpXHEU IAHEIW WHCTPYMEHTOB,
BbIOEpUTE OMIUI0 «/[omONHUTENbHBIE TTapaMeTphl» U CHUMHUTE (iaxxok «Bxiouuth
OTOOpaX€HHE PEIICHHBIX KOMMEHTapHeB». B 3TOM ciiydyae penieHHble KOMMEHTapUu
OyIyT TOJCBEYMBATLCS, TOJBKO KOrja BBl Hakmere Ha 3Hauok =, ecnm Tpebyercs
peluTh Cpa3dy HECKOJIbKO KOMMEHTapueB, Ha BkJIajgke «CoBmecTHas paboTay
HAXMUTE BBIMAIAIOMINNA CTUCOK «PemuTh) 1 BHIOEPUTE OJMH U3 BAPUAHTOB PELICHUS
KOMMEHTAPHUEB: «PEUIUTh TEKYIINE KOMMEHTaAPUN», «PEIIUTh MOM KOMMEHTAPU WIIH
«PEUIUTh BCE KOMMEHTAapUW» B IOKYMEHTE.

Jlo0aBJjieHne yNIOMUHAHU

\J
# Tlpumeuanue

YnoMuHaHusS MOXHO 100aBJIsITh B KOMMEHTapuHu K TEKCTY, @ HE B KOMMEHTapUU KO BCEMY
JOKYMEHTY.
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[Ipy BBOJE KOMMEHTApHEB MOXXHO HCIIOJIb30BaTh (PYHKIMIO YIOMHHAHHM,
KOTOpasi TO3BOJISICT TPUBJICYb BHHUMAHUE YHTATENI K KOMMEHTApUIO M OTIPABUTH
OTIOBEIIIEHNE YIIOMSIHYTOMY TOJB30BATEIIO 110 AJICKTPOHHOM mouTe U B «HaTy.

UtoObl 1006aBUTH YIIOMHUHAHUE, BBEAUTE 3HAK «1+» WU «@» B JIIOOOM MecTe
TEKCTa KOMMEHTAPHS — OTKPOETCS CITUCOK TOJIb30BaTENeH mopTana. YToOsl yIIPOCTUTH
MIPOIIECC TOMCKA, Bl MOXKETE HavaTh BBOJUTH MMS B IOJI€ KOMMEHTApHsS — CITHCOK
MOJIB30BATENICH OyJIeT MEHAThCA MO Mepe BBOJAa. BrIOepuTe W3 crucka HYKHOTO
genoBeka. Eciam ynmomMsiHyTOMYy TOJB30BaTelo0 eIie He ObUT MPEIOCTaBICH TOCTYI K
daiiny, oTkpoetcst okHO «HacTpoiiku coBMecTHOro noctynay. [lo ymomyanuto BeIOpaH
Tum aoctyna «Tombko uteHue». M3MeHuTe ero B ciiydae HEOOXOJAMMOCTH U HAKMHUTE
KHOMKY «OK».

YHOMSIHYTBIM TOJI30BATEb MOJYYUT IO 3JIEKTPOHHOM IMOYTE OIOBEIICHHE O
TOM, 9TO OH OBUT YIMOMSHYT B KOMMeHTapuu. Ecnmm k (aiimy ObuUT mpemocTaBiicH
JOCTYTI, TTOJIL30BATEb TAK)KE MOJYIUT COOTBETCTBYIOIIEE OMOBEIICHUE.

UT0oO0B! yaaIuTh KOMMEHTAPHH:

1. Haxmure kHOTMKY «¥Ygaanmuth» Ha BkiIagke «CoBMecTHas paboTa» BEepXHEH

NaHeJId UHCTPYMEHTOB,

2. BriOepute HYKHBII MYHKT MEHIO:

O YAajquTh TeKyliue KOMMEHTAPMU — YTOOBl YJAJIWUTh BHIOPAHHBIN
KOMMeHTapuii. Eciim kK kKOoMMeHTapuio ObUTM JTOOABJICHBI OTBETHI, BCE
OTBETHI K HEMY TakKe OyIyT yIaJICHBI.

o YaaJauTh MOH KOMMEHTApMH — 4YTOOBI YJaauTh J00aBJIICHHBIE BaMH
KOMMEHTApUHU, HE YyIalasds KOMMEHTapWH, I00aBJICHHBIC JPYyTHMH
nmonb3oBarelsiMi. Eciin Kk BamieMy KOMMEHTAapHiO OBUIM J10OaBJICHBI
OTBETHI, BCE OTBETHI K HEMY TaK»Ke OyayT yAaJCHBI.

O YJajquTh BCe KOMMEHTAPUM — 4YTOOBI YJaJIUTh BCE KOMMEHTapHH B
JIOKYMEHTE, I00aBJICHHBIC BAMHU U JPYTUMH MOJIb30BATEIISIMH.

YT00bI 3aKPHITH TTAHETb C KOMMEHTAPUAMH, HAKMUTE Ha 3Ha4oK & emie pas.
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3.9.2 PeuneH3upoBaHHe JOKYMEHTA

Korma xro-TOo mpenmocraBisieT BaM JocTyn K (aily ¢ TmpaBaMH Ha
pEIeH3UPOBaHNE, UCTIONB3YUTE (DYHKITHIO PEIICH3UPOBAHUS JOKYMEHTA.

Ecnu BBl pEelIEH3EHT, TO BBl MOYKETE MCIIOIb30BaTh ONUHI0 «Peren3nupoBanue»
JUISL TIPOBEPKU JOKYMEHTA, W3MEHEHHUs TMpeJIoKeHUM, (pa3, APYrux >SIEMEHTOB
CTpPAHHUILIbI, UCITPABIICHUS OIEYATOK U BBINIOJIHEHUS APYTUX IEUCTBHUM, HE PEAAKTUPYS
JIOKYMEHT HeINOoCpeJACTBeHHO. Bce Bamm ucnpapieHuss OyayT 3adUKCUPOBAHBI U
MMOKa3aHbl TOMY, KTO OTIPaBUJI BaM JOKYMEHT.

Ecnu BBl oTmpaBisieTe ¢aiiin Ha peleH3uto, BaM MoTpedyeTcss 0ToOpa3uTh Bce
BHECCHHBIE UCIIPABJIEHUS], TPOCMOTPETh UX U MPUHATH UIU OTKJIOHUTD.

Briarouyenne GQyHKUIMH OTCJIACKUBAHUSA U3MEHEHHUH

UToObl yBUIIETh W3MEHEHUS, NPEIJIOKEHHbBIE PELIEH3EHTOM, BKIIOUUTE OIMIIMIO
«OTcrexuBaHne U3MEHEHU OJTHUM U3 CIEAYIOIINX CITOCOOO0B:

e Haxmure KHONKY Z B IPaBOM HIKHEM YTy CTPOKH COCTOSIHUS,

o [lepeiinure Ha BkIagky «CoBMmecTHass paboTa» Ha BEpXHEH MMaHeNIu

WHCTPYMEHTOB U HAKMUTE Ha KHONKY «OTCIEKMBAaHUE U3MEHEHUI.

g
# Tlpnmeuanue

Penienzenty HeT HEOOXOAMMOCTH BKJIIOYaTh omnuuioo OrcinexuBaHue usMeHeHuil. OHa
BKJIIOUEHA 110 YMOJIYAHUIO, U €€ HENb3s OTKIIOUUTb, €CIU K JIOKYMEHTY IPEJOCTaBIEH
JOCTYII C IIPAaBAMHU TOJIBKO Ha PELICH3UPOBAHUE.

B OTKPBIBILIEMCS BCILIBIBAIOIIIEM MEHIO IOCTYITHBI CJICIYIOIIUE OIIINU:
o BKJL. ajas MeHsI — OTCJIC)KMBAaHUE W3MEHEHHUU BKIIIOUEHO TOJBKO JUIA
TEKYIIEro MmoJib3oBaTess. Onius OCTaeTCAd BKIOYEHHOW I TEKYIIEro
CeaHca PEIaKTUPOBaHUs, T.€. OyJeT OTKIIIOUEHA IMPHU Mepe3arpy3ke Uiu
IIOBTOPHOM  OTKPBITUH  JIOKyMEHTA. [lepekntouenne  pexuma
OTCJICKMBAHUSI M3MEHEHWN JPYTrMMM [OJIb30BaTEIsIMM HUKAaK HE

MOBJIHSACT.
o OTKJI. ajast MeHsI — OTCJIC)KMBAHUE M3MEHECHUN OTKIIIOUEHO TOJBKO JUIA

TCKYHICTO ITOJb30BATCIIA. Omnmus ocTaeTcs OTKIIOYSCHHOM AJI TCKYHIICTO
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ceaHca penaktupoBaHus. llepexiiroueHne pexuMa  OTCIECKUBAHUSA
W3MEHEHUN IPYTUMH MOJIb30BATEIIMU HUKAK HE MOBJIUSET.

o BKJIL. nys MeHsl M JAJI BCeX — OTCIIC)KMBAHUE U3MEHEHHUM BKIIFOUEHO U
OCTaHETCsl IIpU Ilepe3arpy3Ke Ui ITIOBTOPHOM OTKPBITUM JOKYMEHTA
(mpu mepe3arpy3ke MOKyYMEHTa OTCIEKHWBaHUE OYyJEeT BKIIOUEHO IS
BCceX MoJib3oBarenei). Korna apyroil moiap30BaTeNb OTKIHOYAET PEKUM
OTCJIC)KUBAHUS U3MEeHEeHUM, oH Oynet nepexiatoueH Ha OTKJL. nas mens
U ISl BCeX Y BCEX IOJIb30BATEIICH.

o OTKJL niasi MeHsl M IS BCeX — OTCIICKUBAHUE U3MEHEHUI OTKIIFOYEHO
M OCTAHETCA MPU MEPE3arpy3Ke WM MOBTOPHOM OTKPBITUU JIOKYMEHTA
(mpu mepe3arpy3ke TOKyMEHTa OTCISKHBaHUE OyJeT OTKIIOUEHO Y BCEX
nosib3oBateneit). Korma apyroil monb3oBaTeNb OTKIIOYAET PEKUM
OTCIIeKUBAaHUA U3MEHEHU, OH OyneT nepexitodueH Ha BKJL s mens u
JUTSL BCEX Yy BceX modib3oBarenieil. COOTBETCTBYIOIIEE OMOBEIICHHUE OyIeT

MOKa3aHO KaXIOMY COaBTOPY.

o Q G ~

. g OBbI4HBbIA bes wHTepea 3i

KEBaH MNeTpoB BKNID4MN{a) OTCNEXMEIHWE HIMEHEHWA ANA BCEX

Pucynok 175 — OnoBemienne AJis1 COABTOPOB

IIpocmoTp n3MeHeHunit

M3MeHeHMs, BHECEHHBIE TOJIb30BATENIEM, BBIJICJICHBI ONPE/ICICHHBIM IBETOM B
TEKCTEe JOKyMeHTa. Eclii MeIKHYTh 110 U3MEHEHHOMY TEKCTY, OTKPhIBA€TCSI BBIHOCKA,
B KOTOPOW OTOOpa)KEHO MM TOJB30BaTEls, /laTa U BPEMsS BHECCHHS W3MCHEHUS U
ONKCaHue U3MEHEHUs. B BhIHOCKE Takyke HaXOASATCS 3HAUKHU, KOTOPbIE UCIIONb3YIOTCS,

YTOOBI IIPHUHATH UM OTKJIOHUTHb TCKYIICC N3MCHCHUC.
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Kpae4yexko Enexa v X

lMepemelleHo: 37a ONUKA He No3BoNReT
B NEUCTBUTENEHOCTH OTKNOHUTL BCe
WM3MEHEHWA. 3 TONLKO A3EeT BO3MOXHOCTL
NPOCMOTPETL A0KYMEHT De3 U3MeHeHMN

PucyHnoxk 176 — Ilpumep BbIHOCKH

Ecnu meperamuth ¢parMeHT TEKCTa B JAPYroe MECTO B JIOKYMEHTE, TEKCT B
HOBOM MO3UIMU OyJEeT MOAYEPKHYT ABOMHOM NuMHHMEH. TekcT B MCXOAHOW MO3UIIMHU
OyJzleT 3a4epKHYyT ABOMHON JTMHUEH. DTO OyJIeT CUMTATHCSA OJHUM H3MEHCHHEM.

Haxxmute Ha ABaXKbI Sa‘lepKHYTHﬁ TCKCT B HCXO,IIHOﬁ IIO3UIINH U HCHOHBSYﬁTe

CTPEJIKY B BBIHOCKE C M3MEHECHHEM, YTOOBI TIEPEHTH K HOBOMY MECTOIOJIOKESHHIO
TEKCTA.

Haxxmure Ha nBaXkabpl MOOYEPKHYTHIM TEKCT B HOBOW MO3ULMH U UCIIOJIb3yHTE
CTPEJIKY B BBIHOCKE C HW3MEHEHHMEM, 4YTOOBl TEpEeUTH K HCXOJHOMY
MECTOIOJI0KEHHIO TEKCTA.

Br100p pexuma oTo0pakeHuss U3MEHEHHU

Haxmure kHomky OtobOpaxxeHue 2 na BEpXHEH MaHEIu HHCTPYMEHTOB H
BBIOEPUTE U3 CIUCKA OJIUH U3 JOCTYIHBIX PEKUMOB:

e lcmpaBiieHHss U BBIHOCKM — 3Ta ONIMsA BbIOpaHa no ymosyanuio. OHa
MO3BOJIAET U IPOCMATPUBATh MPETIOKEHHBIE U3BMEHEHUSI, U PEIAKTUPOBATH
TOKyMEHT. VI3MeHEeHUs BBIJICTSIOTCS B TEKCTE IOKYMEHTa U 0TOOpa)karoTcs B
BBIHOCKAX.

e TOJIbKO HCIpaBIEHUS — 3TOT PEKUM HCIOIB3YETCS Kak Jig IPOCMOTpa
npejjiaraéMblX HW3MEHEHHMM, Tak W I pEeJaKTHUPOBAHUS JOKYMEHTA.
N3menenust 0ToOpakaroTCsl TOIBKO B TEKCTE IOKYMEHTA, BRIHOCKU CKPBITHI.

e lI3MeHEHHBI JOKYMEHT — 3TOT PEXHUM HCIOJIb3YeTCs, YTOOBI OTOOpa3uTh
BCE U3MEHEHMUsI, KaK €CJIM Obl OHU OBLIW MPUHSATHI. DTa OMIUS HE TO3BOJISET

B HeﬁCTBHTeHBHOCTH IPHUHATb BCC MU3MCHCHUA, a4 TOJIBKO Ja€T BO3MOKHOCTD
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YBUJIETb, KaK OYyJ€T BBIMJISAETh JOKYMEHT IOCJIE TOTO, KaK Bbl IPUMETE BCE
WU3MEHEHUS.

N3MeHeHHBI NTOKYMEHT (IMPOCMOTP) — B 3TOM pPEXHUME OTOOpa)aercs
U3MEHEHHBI JOKYMEHT B PEXHMME IPOCMOTpa. B 3TOM pexnme NOKyMEHT
HEJIb351 PEIAKTUPOBATb.

WcxonHbIil JOKYMEHT — 3TOT PEXUM HCIOJb3YETCs, YTOOBI 0TOOpPa3UTh BCE
U3MEHEHUS, KaK e€CJIM Obl OHM ObUIM OTKJIOHEHBI. JTa OMIUS HE MO3BOJISET B
JNENCTBUTENBHOCTH OTKJIIOHUTh BCE U3MEHEHHMS, a TOJBKO JAaeT BO3MOKHOCTD
IPOCMOTPETh TOKYMEHT 0€3 U3MEHEHU. B 3TOM pexume NOKYMEHT Hemb3s

PCOaKTUPOBATL.

IIpuHsATHE U OTKJIOHEHUE U3MEHECHU

Hcnonwsyiite kHOmoK K mpenpinymemy <@ u K cnemyromemy

S Ha Bepxueil

MMaHCJIM MHCTPYMCHTOB IJIs1 HABUT'allUX 110 U3MCHCHUSM. YrtoO0mI IIPHUHATH BBIJICJICHHOC

B I[aHHI)II\/JI MOMCHT U3MCHCHHUC, MOXHO CACIIATh CICAYIOIICC:

Hasxmure knonky IpunsaTs &/ Ha BepxHeil maHenu HHCTPYMEHTOB MU
Haxxmute HanmpaBieHHYIO BHU3 CTpPENKYy IOJ KHONKOW «IIpuHATE»
BeIOepuTe ommuio «lIpuHATH Tekymee w3MeHeHue» (B 3TOM cCllydae
U3MEHEeHHE OyaeT MPHUHATO, U BBl MEpeiieTe K CICAYIOMEMY N3MEHEHHIO)
Wi

Haxxmure xkHOnKy [IpyHATE ¥ B BBIHOCKE C U3MEHEHHUEM.

Uto0bl OBICTPO MPUHATH BCE HM3MEHEHMs, HAXXMHUTE HAIpaBICHHYI0 BHH3

cTpenky noj kHonkou «IIpunsarb» u BeiOepute onuuio «IIpuHATH BCe M3MEHEHUS.

Y100OBI OTKIIOHHUTH TCKYIICC NSMCHCHUC, MOKHO CACIIATh CICAYIOIICC:

Haxmute kHONKY OTKIOHHUTB =X

Ha BEPXHEU [MaHEIU NHCTPYMEHTOB WU

Haxxmute HampaBlIeHHYI0 BHHU3 CTPEJIKY NOJ KHONKOW «OTKIOHUTH» H
BbIOepUTe onuuio «OTKIOHUTH TEKyIllee H3MEHEHHe» (B 3TOM cllydae
U3MEHEeHue OyJIeT OTKJIOHEHO, U BBl MEpeieTe K CIAeAYIOIEMY TOCTYITHOMY

U3MEHEHUIO) WIH

Haxmute KHOIIKY «OTKJIOHUTBY» B BBIHOCKE C U3MCHCHUEM.
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UroObl OBICTPO OTKJIOHHUTH BCE HM3MEHEHMs, HAaXMHUTE HAIPABICHHYIO BHH3
CTpeNnKy 1oja KHOMKOM «OTKJIOHUTE» U BblOepure onuuioo «OTKIOHUTh BCE
U3MEHEHUS.

Ecin BaM HYXHO HPHUHATH WIM OTKJIOHUTh OJHO M3MEHEHUE, LIEIKHUTE II0
HEMY MpPaBOW KHOINKOW MBI U B KOHTEKCTHOM MEHIO BblOepuTe MyHKT «IIpuHATH
n3MeHeHue» Ui «OTKIOHUTh U3MEHEHUEY.

3.9.3 CpaBHeHHEe JOKYMEHTOB

Ecniu Bam TpeOyeTcst cpaBHUTh U OOBEAWHUTH JBa JOKYMEHTa, BBl MOXKETE
UCIOJB30BaTh (PYHKIMIO CPaBHEHHsl JOKyMEeHTOB. OHa mO3BOJIIET OTOOpa3uTh
pas3Iuuus MEXIy JBYMs JOKYMEHTAaMU M OOBEIMHHUTH JOKYMEHTHI IyTEM MPUHATHS
WU3MEHEHUH — KKJI0TO B OT/IEIBHOCTH WA BCEX Cpasy.

ITocne cpaBHEHMST W OOBEOUHEHMsI JABYX JOKYMEHTOB pe3yJabTaT OyaeT
COXpaHEH Ha MopTaje Kak HOBask BEpCHUs UCXOAHOIo (Qaiina.

Ecin oObeauHATH cpaBHUBAaEMble JOKYMEHTbI HE TpeOyeTcsi, Bbl MOXKETE
OTKJIOHUTbh BCE U3MEHEHUsI, YTOOBI UCXOAHBINA JOKYMEHT OCTaJICs HEU3MEHEHHBIM.

Bb100p 10KyMeHTa 1JIs1 CPAaBHEHMS

YroObl CpaBHUTH JBa JOKYMEHTA, OTKPOMTE HCXOJHBIM JTOKYMEHT, KOTOPBIH
TpeOyeTcsl CpaBHUTH, U BEIOEpUTE BTOPOM JOKYMEHT ISl CPABHEHUSI:

1. Ileperimute nHa Brianky «CoBMmecTHas paboTa» Ha BEpXHEW NaHENH

WHCTPYMEHTOB U HA)KMUTE HA KHONKY CpaBHUTH @?,

2. BriOepute 0JIHY U3 CIEAYIOLIMX OMLMMA JJIs 3arpy3KU JOKYMEHTA:

o Ilpu BbeIOOpe ommmu «JlokymeHT u3 (aiimay OTKpOeTCsl CTaHIapTHOE
JIMAJIOTOBOE OKHO I BhIOOpa (aiiioB. Bwibepure HYyXHBIM (ailn B
¢dopmare .Docx Ha KECTKOM JUCKE KOMIIBIOTEpAa U HAXKMHUTE KHOIIKY
OTKpBITS.

o Ilpu BeIOOpe ommuu «Jlokyment ¢ URL-ampeca» OTKpoeTcsi OKHO, B
KOTOPOM BBl MOJKETE€ BBECTHM CCBhUIKY Ha (haidJ, COXpaHEHHBIH B
CTOpOHHEM BeO-xpanmnuie (Harnpumep, Nextcloud), ecnu y Bac ectb

COOTBETCTBYIOIIME TipaBa joctymna. CchlUlka JTOJDKHA OBITH MPSIMOM
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CCBhUTKOM Ha ckaunBaHue ¢aiina. Korna cceuika OyaeT ykazaHa, HAKMUTE

KHONKY «OK».

g
# Tlpnmeuanue

[Ipsimast ccbulka MO3BOJSIET HANpPsIMYIO cKadaTh (haiiia, HE OTKpbIBas ero B Opaysepe.
Hanpuwmep, nis nosnyuenust npsimoii ccbuiku B Nextcloud HaiiauTe Hy)XKHBIM JOKYMEHT B
cniucke (Qaitnos, BeIOepuTe B MeHIO (aitna myHKT «IlogpoOHO».

Ha nanenu ¢ moapoOHBIMU CBeIeHUSIMH O (paiiine HaxxmuTe Ha 3Ha4OK KonmupoBarth npsimyo
CCBUIKY (paboTaeT TOJBKO ISl IMOJBb30BaTeNel ¢ MpaBaMHu JOCTyIa K dToMy Gaiily win
KaTaJory) crpaBa OoT MMeHH ¢aiina. YToObl y3HaTh, KakK MOJYYUTh NPSAMYIO CCBUIKY Ha
cKauuBaHue (ailyia B IpyroM CTOPOHHEM BEO-XpaHWIIMILE, OOpaTUTECh K JOKYMEHTAIMH 110
COOTBETCTBYIOILIEMY CTOPOHHEMY CEPBUCY.

[Tocne BbIOOpa BTOPOTrO JOKYMEHTA [UIsl CPaBHEHMS 3aIlyCKAeTCsl MPOLECC
CpaBHEHHUSI M JIOKYMEHT npuoOpeTraer BHJ peleH3upyemoro. Bce u3meHeHus
BBIJICJIAIOTCS. I[BETOM, M Bbl MOXXET€ MpOCMATpUBATh H3MEHEHHUsS, MEPEXOIUTH OT
OJIHOTO K JIpyroMy, NPUHUMAaTh WA OTKJIOHATH UX IO OTAEIIBHOCTH WM BCE Cpasy.
Takxke MOXHO H3MEHUTh PEXKUM OTOOpaXEHUsT M IMOCMOTPETh, KaK BBITJIAIUT
JOKYMEHT JJO CPaBHEHUS, B MPOLIECCE CPABHEHUS WM KaK OH OyJET BBIIVISIETh NOCIIE
CPAaBHEHUS, €CJIM IIPUHATH BCE N3MEHEHUS.

Br100p pexuma oTo0pakeHUs U3MEHEHHU

Haxxmute kHOmky OToOpakeHue © Ha BEpXHEH MaHEIW HWHCTPYMEHTOB U
BBIOEPUTE U3 CIUCKA OJIUH U3 JOCTYIHBIX PEKUMOB:

e UVcnpaBjeHusi 1 BBIHOCKM — 3TOT PEXHUM BbIOpaH 10 ymoirdaHuio. OH
UCIIOb3YyeTCsl, YTOOBI OTOOPa3UTh JOKYMEHT B IPOIECCe CpaBHEHHUS. DTOT
pEXKHM TIO3BOJISIET M MPOCMATPUBATh H3MEHEHHS, W PEAAKTUPOBATH
JIOKYMEHT.

e ToJbko wucHpaBJeHUA — OTOT PEKUM OTOOpakaeT BCE HM3MCHCHUS.
BBIHOCKHM OTKIIFOYEHEI.

o H3MeHeHHBIH JOKYMEHT — 3TOT PEXHM HCIOJb3YeTCs, 4TOOBI 0TOOpa3nuTh
JIOKYMEHT TI0CJIE CPaBHEHHMS, KaK €CJIM Obl BCE M3MEHEHUS OBLIM MPUHSTHI.

Ota OoInusa HE IIO3BOJIACT B I[GI\/'ICTBI/ITGJIBHOCTI/I IIPUHATH BCC M3MCHCHUA, a
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TOJIBKO JIa€T BO3MOXHOCTb YBUJETh, KaK OYJ€T BBITJISAAETh JOKYMEHT I10CIIE
TOT'0, KaK Bbl IPUMETE BCE UBMEHEHMUSI.

Hcxoanblii JOKYMEHT — 3TOT PEXHUM MCHOJB3YETCs, YTOObI OTOOpPa3UTh
JOKYMEHT /10 CpPaBHEHUS, KaK €ClM Obl BCE U3MEHEHHUS ObUIM OTKJIOHEHHBI.
Dta onuus He MO3BOJSET B IEUCTBUTEIBHOCTU OTKIOHUTH BCE U3MEHEHHUS], a
TOJIBKO JTA€T BO3MOYKHOCThH IMPOCMOTPETH TIOKYMEHT 0€3 u3MeHeHuil. B aTom

PECKHUME JOKYMCHT HCJIB3A PCAAKTUPOBATD.

HpI/IHSITI/Ie U OTKJIOHEHHEe U3MeHEeHUH

Hcnonwsyiite kHonku K mpempiaymemy < u K crenyromemy

S Ha Bepxueil

MaHCJIN MHCTPYMCHTOB AJIsI HABUT'allUH 110 U3SMCHCHUSM.

YTtoOBI IIPUHATb BBIACICHHOC B I[ElHHI)Iﬁ MOMCHT HM3MCHCHHC, MOXXHO CACJIATb

CIIeayIoIIee:

Hasxmute knonky Ipunsats &/ Ha BepxHeil maHenu HHCTPYMEHTOB MIIH
HaxMuTe HanpaBiIeHHYIO BHU3 CTPEJKY MMOJ KHONKOW [IpuHATE 1 BBIOEpUTE
onuuto ITpuHATH Tekyliee u3MeHeHHE (B 3TOM Cilydae M3MEHEHue Oyner
IPUHSATO, U BbI IEpeHJIeTe K CAEAYIOIEMY U3MEHEHUIO) HUIIH

Haxmure kHOmKy «IIpvHATE» BO BCIUIBIBAIOLIEM OIOBELIEHUU 00

HN3MCHCHHHM.

Yr10o0OBI 6BICTpO I[IPUHATHL BCC HU3MCHCHHA, HAXKMHUTC HAIIPABJICHHYIO BHH3

cTpenky nmoa kHomkou «[IpuHsATE» 1 BeiOepuTe ommuio «II[puHATH BCE N3MEHECHHUSD.

OTKIIOHUTH TCKYILICC UBMCHCHHUC, MOKHO TPCMA criocobamu:

Haxatp kHONIKY «OTKJIOHUTB)» HAa BEPXHEW MaHEIN UHCTPYMEHTOB.

HaxaTp HampaBiaeHHYH0 BHHU3 CTPENKY NOJA KHONKOM «OTKIOHHUTH» H
BBIOpaTh onmuioo «OTKJIOHWTH TEKyIllee H3MEHEHHe» (B HOTOM cCiyyae
U3MEHEHUE OYyJIeT OTKJIOHEHO, U BBl MIEperieTe K CICAYIOMEMY JOCTYITHOMY
U3MEHEHHUIO).

Haxmure kHONKY «OTKIOHHUTBY» BO BCIUIBIBAIOIIEM OIOBEIICHUN 00

HU3MCHCHHUM.
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UToOBbl OBICTPO OTKJIOHWUTH BCE€ W3MEHEHUS, HAXMHUTE HAMPABICHHYIO BHH3
CTpPEJIKy T0A KHOMKOM «OTKIOHUTH» U BbIOepUTe oOmNuuio «OTKIOHUTH BCE
U3MEHEHUS.

IIpuHUMD cpaBHEeHUS

CpaBHEHME TOKYMEHTOB BEAETCS IO CJIOBAM. ECIM CIIOBO COAEPKUT U3MEHEHHE
XO0Ts Obl Ha OJIMH CUMBOJI (HampuMeEp, €CM CMMBOJ OBLT yJIajeH WM 3aMEHEH), B
pe3yibTaTe OTIuYre OyJeT OTOOPAKEHO KaK M3MEHEHHUE BCErO CJIOBA LIEJIMKOM, a HE
CHUMBOJIA.

[IpuBenenHoe Hmxke wu3o0paxkenue (Pucynox 177) wmurocTpupyer ciydai,
KOrJja UCXOAHBIN (aitn comepkut cioBo «CHUMBOIBDY, a JOKYMEHT HJi CPaBHEHHS

COAEPKUT CJI0BO «CUMBOIIY.

Kpasyenko Enena v X

Cumson

Yaaneno: Crmsons!
Kpasyenko Enena v X

AG3ay ynanex

Pucynok 177 — IlpuHuun cpaBHeHUs

ABTOPCTBO T0KYMEHTA
[Ipu 3amycke mpoliecca CpaBHEHUS JOKYMEHTOB BTOPOM JOKYMEHT JJIst
CpPaBHEHUS 3arpykKaeTCsl U CPABHUBAETCS C TEKYIIIUM.

e Ecnu 3arpyXeHHbBIA TOKYMEHT COJEPKUT JAHHbIC, KOTOPbIE OTCYTCTBYIOT B
UCXOJIHOM JIOKYMEHTE, OHH OyJyT IIOMEUEHbl KakK J100aBJICHHbBIC
PELIEH3EHTOM.

e Ecmu ucxXogHbli NOKYMEHT COIEPKUT JaHHBIC, KOTOPBIE OTCYTCTBYIOT B
3arpy’K€HHOM JIOKYMEHTE, OHHM OyJyT TIOMEYEHBbl KakK yJaJICHHBIC
PELIEH3EHTOM.

e Ecmu aBTOpbl MCXOAHOTO M 3arpy»KEHHOTO JOKYMEHTAa COBIAAAIOT, TO
pelieH3eHTOM OyAeT TOT >XK€ TMojb3oBaTedb. Ero mms oTtoOpaxkaercs BO

BCIIJIBIBAIOIIIEM OKHE C U3BMCHCHUCM.
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e Ecmu aBTOpsl ABYX (ailioB — pa3Hble MOJIB30BATENd, TO aBTOP BTOPOTO
daiina, 3arpyKe€HHOTO JJi CpaBHEHHs, OyJeT aBTOpPOM JOOABJICHHBIX WM
YIAJECHHBIX U3MEHEHHUM.

Hanuyue penieH3UpoOBaHKMS B CPABHUBAEMOM IOKyMEHTE

Ecnu ucXoAHBIA JOKYMEHT COJIEPKUT HW3MEHEHHsI, BHECEHHBIE B PEXKHUME
PELEH3UPOBAHUsA, TO B pE3yJbTaTe€ CPABHEHHUS JOKYMEHTa OHU OyayT mpuHsATHL. 1lpu
BbIOOpe BTOporo (aitna Juisi  CpaBHEHUS BBl YBUAUTE COOTBETCTBYIOIIEE
peaynpexIeHue.

B sTtom cnydae mpu BbIOOpe pekuma oToOpakeHusi «VICXOIHBIN TOKYMEHT»
JOKYMEHT He OyJeT CoiepKaTh U3BMEHEHUIA.

394 OO0beauHeHHMe JOKYMEHTOB

OyHKIUS 00beIMHEHUS TOKYMEHTOB MpeHa3HaueHa JUIsl CIUSIHUS JBYX BEPCHA
nokyMeHTa B oauH. Ona oOecrneunBaeT OOBEIWHEHHE W3MEHEHHH U3 JBYX
JOKYMEHTOB ITyTE€M CO3JaHUSI HOBOTO JOKYMEHTA.

Jlnst cnusiHusL TOKYMEHTOB HEoO0XoauMmMo Bo Bkjaake «CoBMecTHass paboTay
BbIOpaTh MHCTPYMEHT «OOBEAUHUTHY, BBIOpaTh NOKYMEHT W3 (aina, nubo ¢ URL-
anpeca (Pucynox 178). B oTkpsiBiIieMcsi OkHE BbIOpaTh HEOOXOAMMBINA (aitn, 11ub0
BBecTti URL-anpec nokymeHra.

HILE
O0BLEAHUTL Har
2o
[loKyMeHT W3 chaiina

[OokymeHT ¢ URL-appeca

Pucynok 178 — HHcTpymMeHT «O0beANHUTDY»

CTOUT OTMETHUTH, YTO CYIIECTBYIOT KIIFOUEBBIC PA3IUUMs MEX]y CPAaBHECHHEM U
CIIUSTHUEM JIOKYMEHTOB:

e Ilpu cpaBHeHMH [OKYMEHTOB W3MEHEHUS W3 PEBbIO-JOKYMEHTA

NPUHUMAIOTCS aBTOMATHYECKH, a OCTalbHbIE YacTH OPUTHHAIBHOTO H

PEBBIO-IOKYMEHTOB CPaBHUBAIOTCS MEXIY COOOH.
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e [Ilpu caussHUM JOKYMEHTOB BCE€ W3MEHEHUS W3 JBYX CpPaBHUBAEMBIX
JOKYMEHTOB OOBEAMHSIOTCS B OAMH PE3YJbTUPYIOIIMA JIOKYMEHT, a
OCTAJIbHOM KOHTEHT (HE 3aTPOHYThIA M3MEHEHUSIMHU) CPAaBHUBAETCS MEKIY
co00il.

[Tocne BbIMONIHEHUS ONEpali 00beIUHEHUS] (POPMUPYETCS €UHBIM TOKYMEHT,

B KOTOPOM OTOOpa)KaloTCs CIEAYIOIINE M3MEHEHHsS] OTHOCHUTENIBHO ABYX HCXOTHBIX
JOKYMEHTOB:

e YaanéHHoe coaepKMMoOe: TEKCT WIH JJIEMEHTHI, NPUCYTCTBOBABIIHE B
Joxymente 1, HO otcyrcrByrommue B JlokymMeHTEe 2, MOMEUYArOTCs Kak
yIQJIEHHBIE.

e Momnduxkanun/Berapkn u3 Jlokymenra 1: u3meHeHus (BCTaBKU WIIU
Monupukanun), BbIMOJIHeHHbIE B Jlokymente | u He oOTpakEHHbIE B
JlokymeHTe 2, 0TOOpa)karoTCsi Kak COOTBETCTBYIOLIUE TIPABKHU.

e HpaeHTHYHOE colep:KMMoOe: TEKCT WM 3JIEMEHTbI, UJCHTHUYHbIE B O0OMX
ucxoaubix AokymeHTtax (JlokymeHnt 1 um JlokymeHT 2), coxpansitoTcsi 0e3
MIOMETOK 00 U3MEHECHHUSIX.

e Hosble BcTaBku u3 JlIokymMeHTa 2: cofepxumoe, 1o0aBieHHoe B JIOKyMeHT
2 u orcyTcTBOBaBIIee B JIokymeHTe 1, momedaeTcs: Kak HOBasi BCTABKaA.

[Tony4yeHHbIN JOKYMEHT [IPEICTABIAET coboit YHUGDUIIMPOBAHHOE

MIPEACTABICHHE C MAPKUPOBAaHHBIMU W3MEHEHMSMHU, KOTOPBIE IOJIb30BATEINb MOXKET

MPOCMATPUBATh, IPUHUMATh, OTKJIOHATH WU PEIAKTHPOBAThH ISl (PUHATHHOW BEpCUU

(Pucynox 179).
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Tlokyment2.docx

UM Bcraska  Pucosanme  Maker  Cownku  Cosmecrianpabora  3aupra  Bua  Mnamwnbi
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ConHue-MeaneHHo ‘KNOHNNOCh ‘K TOPU3OHTY, -oKpaLLMBasi-He60 ‘B-OTTEHKU-0paHXXeBOro-u-
nypnypHoro.-fpoxnagHbiii-BETEPOK-LUENECTEN NINCTBON -CTapbIX AePEBLEB, NPUHOCS -C-COBON-
apomar-CBeXeCKoLLeHHON TpaBbl.-‘Baanu-pasgaBancs - TMXvn-pokoT -npubos, ‘HanoMuHatoLLmii-o-
GeckpaiiHux-npocTopax-okeaHa. Ctas ‘NTuL, -CTpeMUTENbHO NposieTena-Hag TofoBoW, -
Hanpaenssach K:CBOMM-HOUHbIM y6exuiam. - 3ToT-Beyep-obeLuan-6biTb -CNOKONHLIM U
6Ee3MATEXHBIM, ‘UaeanbHbIM A4S pasMbILNeHui. .

TuwwnHa-o6BoNakmBana-Bcé BOKpYr, NpepbliBaemas nuilib -peakuM-CTPeKOTOM HaceKOMbIX U-

oTaanéHHbIM-naem-cobaku.-B-Takme-MOMeHTbI-0coO6eHHO -0CTPO-4YBCTBYELLb CBA3bL C NPUPOAON, *
eé-Benuyve-n-ymmporeopeHue.-Kazanoco, BpeMs-saMmenunno -cBon-xoz, 4aBas -B03MOXHOCTb"
HacnaanTbCa KaXabliM-MIHOBEHMEM YX0aALLEro-aHA. ]

Crpanmua 1us1 35 Konusecrso cnoe Pycckwi (Pocun) v @ M9 v [ fol — Macuras 174% +

Pucynok 179 — Pe3yabTaT 00beIMHEHUS

3.10 UHCTPYMEHTBI U HACTPOMKU
3.10.1 IIpocmoTp cBeleHHUIl 0 JTOKYMEHTe
YroObl MOJYyYUTh JOCTYI K HOJIPOOHBIM CBENEHUSM O PEAAKTUPYEMOM
JOKYMEHTE, HaXMUTE Ha BKIAAKy «®Dailil» Ha BEpXHEH IAHENM WHCTPYMEHTOB M
BbIOepuTe oniuio «CBEACHUS O TOKYMEHTEY.
OO0mue cBegenust
CBeneHus 0 TOKyMEHTE BKJIIOYAIOT B CeOs psii CBOMCTB (paiiyia, OMUCHIBAIOIINX
JOKYMeHT. HekoTopble U3 3TUX CBOWCTB OOHOBIISIFOTCSI aBTOMAaTUYECKH, a HEKOTOPBIE
U3 HUX MOXXHO PEIAKTUPOBATD.
e Pa3memenne — mamnka Ha JUCKE, B KOTOpou xpanutcs (aiin. Baamenen —
UMS T0JIb30BaTeNsl, KOTOPBIA co3fan (aiin. 3arpyseH — jnata U Bpems
co3nanus ¢aina.
e CraTnucTHKa — KOJIMYECTBO CTPaHUll, ad3aueB, CJI0B, 3HAKOB, 3HAKOB C

npoodesamMu.
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e Haspanme, Terun, Tema, KommeHTapmii — 5TH CBOWCTBA IO3BOJISIOT
YOPOCTUTH KJIACCU(PUKALNIO JOKYMEHTOB. MOXHO 3a/1aTh HY>XHBIM TEKCT B
MOJISIX CBOWICTB.

o TIlociennee n3mMeHeHHe — JaTa ¥ BpeMsl MOCIEAHETO U3MEHEHHMS (paiina.

e ABTOp mNOCJHeIHEr0 H3MEHEHUs] — UMs I0JIb30BATEINs, CHEIABUIETO
MoCJieIHEE U3MEHEHUE B JIOKYMEHTE, €CJIM K JIOKYMEHTY ObUI Mpe0CTaBICH
JTOCTYII, ¥ €70 MOTYT PEAAKTUPOBATH HECKOJIBKO IOJIb30BATENEH.

o Ilpuioxkenue — NpuIOKEHUE, B KOTOPOM OBLIT CO3/]aH JTOKYMEHT.

e ABTOp — uMs yeloBeKa, co3jaBuiero (ait. B 3ToM mosne MoXXHO BBECTH
Hy)kHoe wuMiA. Haxmure «Enter», 4YroObl [100aBUTH HOBOE MOJE,
IIO3BOJIAIOIIEE YKa3aTh €le OJHOT0 aBTOpa.

Ecnu cBoiicTBa daiiia ObLTM M3MEHEHBI, HAXMUTE KHOMKY «[IpUMEHUTHY,

YTOOBI IIPUMCHUTH U3MCHCHMI.
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Dain InaeHan BcraBeka Pucoeanue MakeTt Cebinkm CoemectHan pabora JaumTta Bun MNnarHb

3aKphITh MEHH
CeefeHnsi 0 JOKYMEHTE

CoxpaHuTb
PasmeweHune Mow gokymMeHTbl

Crauartk Kak
Bnapgeney  Wrope Eropoe VisaHoeudy

Meyars Sarpywen 22092025

3auTUTL

CBefleHnA 0 AOKYMeHTe Capaiet
Abzauwl ¥ &

[lononHUTENkLHLIE NapaMeTphl CnoBa 854

3HakoB 5676

Cnpaeka 3Hakoe ¢ npoBenamn 6499

CooBunTts 0b owwubre

HazeaHue

OTKpLITE pacnonoxexHue hanna
Tern

Tema

KommeHTapui

MocnegHee MamMeHeHWe 11.09.2025 10:20

ABTop nocnegHero usmeHeHma  Eropos Wrope

Mpunoxenue  r7-office/2025.3.1.923

ABTOp

Pucynok 180 — Briaaaka «®@aiiimn» —«CBeeHus 0 JOKyMeHTe)

3.10.2 CoxpaHenue / ckaunBaHue / Ie4YaTh JOKYMEHTA

CoxpaneHue

[To ymomuanuto ¢aiin coxpaHsercss Kaxiable 2 CEKyHJIbl BO BpeMs pabOThl HaJ
HUM JUISl NPEIOTBPAILCHHS MOTEPU AAHHBIX B CIy4ae HENPEIBUACHHOTO 3aKPBITHS
nporpammel. [Ipu coBmecTHOM penaktupoBanuu (aiina B «beicTpom» pexunme,
TaliMep OCYILECTBIIIET IPOBEPKY HAIWYUS U3MEHEHHUH 25 pa3 B CEKyHIY U COXPaHSET
ux npu BHeceHuu. CoBMecTHOe peaakTupoBanue ¢aiina B «CTporom» pexume
IIpeaycMaTpuBaeT aBTOMAaTHUYECKOE COXpaHEeHHE u3MeHeHnd kaxabie 10 munyt. Ilpn

HEO0OXOAMMOCTH, BHIOOP MPEANOYTUTENHHOTO PEKMMa COBMECTHOTO PEJaKTUPOBAHUS
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WIM OTKJIIOYEHHE (PYHKIIMM aBTOMATHYECKOTO COXPAHEHUS OCYIIECTBISETCS Ha
cTpaHule «/lOMOJHUTENbHBIE TAPAMETPBDY.

UYroObl COXpaHUTh TEKYLIMH TOKYMEHT BPYYHYIO B TeKylleM ¢opmaTe u
MECTOIOJI0KECHUU:

e Haxxmure 3Ha40K «COXpaHUTH» B JIEBOW YACTH LIANKU PEAAKTOPA, WIH

e lcnonw3yiite coueranue kinaBuil «Ctrl+Sy, unu

e Haxmure Ha Brianky «®aiul» Ha BEpXHEW IAHENM HMHCTPYMEHTOB U

BbIOEepUTE ONIUI0 «COXpaHUTDHY.

CkayuBaHue

YroObl CcKayaThb TOTOBBIM JTOKYMEHT U COXpPaHUTh €ro Ha ECTKOM JUCKE
KOMIIBIOTEPA:

1. Haxwmure Ha Bkiagky «@Panm» Ha BEpXHEN NTAHEIN HHCTPYMEHTOB,

2. Bri6epute oniuio «Ckadath Kaky,

3. Beibepute omaun u3 poctrynsbix (opmaroB: DOCX, PDF, ODT, TXT,

DOTX, PDF/A, OTT, RTF, HTML, b2, EPUB, PNG, JPG.

Ileyats

PacneuaraTe Tekynuii JOKYMEHT BO3MOKHO TPEMsI CIIOCOOAMMU:

o Haxwmure 3Ha4ok «Hameuarats (aitm» B JIeBOM YaCTH IIANKH PEIaKTOPa.

e lcnoawsyiite coueranue kinaBuil «Ctrl+Py.

e Haxwmure Ha Bkianky «®aun» Ha BEpPXHEW ITAHEIM HUHCTPYMEHTOB H

BbIOEepuUTE oniuto «lleyarsy.

Taxxke MOXKHO pacriedaraTh BbIIEJICHHBINH (PparMEeHT TEKCTa C MOMOUIbIO TyHKTa
KOHTEKCTHOro MeHI0 «HamedaTtaTe BBIIEIIEHHOE» KakK B pexuMe «PenakTupoBaHUs»,
TaK 1 B pexume «lIpocMoTpa» (KIMKHHUTE MPaBOM KHONKOM MBIIIH U BBIOEPUTE ONIUIO
«HaneyaTaTph BBIIETIEHHOEY ).

Ha ocHoBe manHOro nokymeHrta Oyner creHepupoBaH (aitn PDF. MoxHo
OTKPBITh U pacleydararb €ro, Wil COXpPaHUThb €r0 HA KECTKOM JAUCKE KOMIIbIOTEpA WIH

CHEMHOM HOCHUTEIIE YTOOBI pacrcyaTaTthb IMO37Ke.
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3.10.3 JIomosHUTe/bHBbIE MapaMeTPhI PeIaKTOPa JOKYMEHTOB
NmMeeTcsi BO3MOXKHOCTb W3MEHUTh JIOMOJIHUTENBHBIE MapaMeTpbl pPeaaKTopa
JOKYMEHTOB. [[11s1 mepexona K HUM OTKpOWTE BKIAAKY «Pali» Ha BEPXHEW NaHEIH
WHCTPYMEHTOB U BHIOEPUTE ONIUIO «JlOTOTHUTENIbHBIEC TAPAMETPhI».
JlonoaHUTENbHBIE TAPAMETPHI CIPYIIUPOBAHBI CIEAYIOIIUM 00pa30M:
PenakrtupoBaHue u COXpaHeHue
CoxpaHeHue TIPOMEXKYTOUYHBIX BepPCHUl — TIO3BOJISIET MIPOrpaMMe PETYJISIPHO
COXpaHSTh MPOMEKYTOUHbIE BEPCUU JOKYMEHTA, MPENOTBpalias MOTEPI0 JIAHHBIX B
ciy4yae cO0€B UM HEOKUJAHHOTO 3aKPBITHS.
CoBMecTHas padora
[Tonpaznen Iloka3biBaTh M3MEHEHUs] MPH PeLEH3MPOBAHUM TIO3BOJISET BHIOpATH
croco0 0TOOpaKEeHUsI HOBBIX U3MEHEHUH.
o Iloka3pIBaThL NMpHM KJIUKe B BbIHOCKaX. M3mMeHeHue otoOpaxkaercs B
BBIHOCKE MPH HAXKaTUU HA OTCJIEKMBAEMOE U3MEHEHHUE.
o Ioka3piBaThL NpPU HABeAeHUM B MoAcKa3kax. [loackaska mosiBiseTcs
IIPU HABEJICHUU yKa3aTeJsl MBIIIN Ha OTCIICKUBAEMOE U3MEHEHHE.
IIpaBonucanue
1. Onuus IIpoepka opdorpadun ucnonb3yercs A BKIHOYEHUS/OTKIIOYEHUS
OMIINY MPOBEpKU opdorpadumu.
2. Ilponyckate cnoBa wu3 [IPOIIMCHBIX BYKB. CnoBa, HanucanHble
IPOMUCHBIMU OYKBaMH, UTHOPUPYIOTCS TIPH MPOBEpKe opdorpadumn.
3. [Iponyckate cnmoBa ¢ 1udppamu. CrnoBa, B KOTOPHIX €CThb LHUDPHI,
UTHOPUPYIOTCS MpU MpoBepke opdorpaduu.
4. Mento IlapameTrpbl aBTO3aMeHbl... II03BOJISIET OTKPBITH IapaMeETPhI
aBTO3aMEHbI, TAKHE KaK 3aMEHa TE€KCTa IPH BBOJIE, pacro3HaHHbIE (YHKIIUH,
aBTO(popMat npu BBOJE U JAPYTHE.

PaGouas o0J1acTH
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Onmusa Ucnosab3oBaTth KiaaBuiny Alt 151 HaBuUrauum no uHTepdeicy ¢

NOMOIIBI0 KJIABHATYPbI HCIOJIB3YETCA ISl BKIIFOUEHUS HCIIOIb30BAHUS

kinaBuiy Alt / Option B coueTaHUSAX KJIaBUILL.

Ioka3piBath KHONKY «lleyaTb» B mIaNKe PpeJaKTOpa — B IIalKe

penakTopa Oynet oToOpakaTbCsi COOTBETCTBYIOIIAS KHOTIKA.

Iloka3piBaTh KHONKY «COXPaHUTH» B NIANIKE PeAaKTOpPa — B IIANKe

penakTopa Oymet 0ToOpakaThCsi COOTBETCTBYIOIIAS KHOTIKA.

IHoka3piBaTh KHONKY «OTMEHHTH» B MIANKE peJaKTOpa — B IIalKe

penakTopa 0yaeT 0TOOpakaThCsi COOTBETCTBYIOIIAsI KHOTIKA.

[Hoka3piBaTh KHONKY «IloBTOPUTH» B IIamke pegakTopa — B IIalKe

penakTopa OyJIeT 0TOOpakaThCsl COOTBETCTBYIOIIAs KHOIIKA.

Onmusa Tema unTepdeiica UCNoONb3yeTCs IS U3MEHEHUS 1IBETOBOM CXEMBbI

uHTEp(Peiica perakTopa:

o Onmust CucreMHAasi MO3BOJISIET PEIAKTOPY COOTBETCTBOBATH CUCTEMHOM
Teme uHTepderica.

o CBeryias 1BeTOBas ramMma BKIIIOYAET CTAHJAPTHBIE CUHUMN, O€NbId U
CBETJIO-CEpBIN 1[BETa C MEHBIIMM KOHTPACTOM 3JIEMEHTOB MHTEp(eiica,
MOAXOASIINE ISl paOOThI B THEBHOE BPEMSI.

o Kuaccuyeckasi cBeryiafg I[BETOBasi TraMma BKJIIOYAeT CTaHJApTHBIE
CUHUM, OEJIBIN M CBETII0-CEpPhI 1IBETA.

o TemHast 1BeTOBas TamMMa BKJIIOYAET YEPHBIM, TEMHO-CEPBIA U
CBETJIOCEPHIN I[BETA, TOJAXOASIINE SISl pa0OTHl B HOYHOE BPEMHI.

o KonTpacTtHas TemHasi 1BETOBas raMma BKJIIOYA€T YEPHBIA, TEMHO-
cepblil U Oenblil IBeTa ¢ OOJBIINM KOHTPACTOM 3JIEMEHTOB MHTep(eiica,
BBIJICJISIONINX pabouyro 001acTh (aitna.

o Onmust BKJIWYUTH TEMHBIH PeXKMM HCIOJB3YETCsA, YTOOBI CHAENaTh
pabouyro 00JacTh TEeMHeEE, €Cclii JJIA peAaKkTopa BbiOpaHa TeMHas wiau
KontpactHas TemHas tema untepdeiica. [locraBpTe (nar «Bkiounuthb

TEMHBIN PEKUM», YTOOBI aKTUBHPOBATH 3TY OIIIHIO.
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Onuus CraHgapTHoe 3HAYeHHEe MACIITA0a UCIOIb3YyeTCs JUIsl YCTaHOBKU

CTaHAAPTHOTIO 3HAayeHusi wmacirada MyTeM ero BbelOOpa U3 CIKCKa

nocTynHbix BapuantoB oT 50% mo 500%. MoxHO Takke BbIOpaTh OMIIUIO

«I1o pazmepy crpanunbdy win «Ilo mmpuney.

Onuusa XWHTHHI mPHEPTOB UCHONb3yeTcs g BbIOOpa crmocoba

oToOpaxeHus mpudra:

o Ommusa Kak Windows — orobpakenune mpudToB Kak B ONEpaIIMOHHON
cucteme Windows, TO €cTb C HUCIHOJIb30BaHMEM XHMHTHHra MIpU(TOB
Windows.

o Omuua Kak OS X — orobpaxenue oroOpaxeHue MmpUPTOB Kak B
onepaluroHHON cucteme Mac, To ecTb 0€3 XUHTHUHTa IPUDTOB.

o Bribepure onmuio CoOGCTBEHHBIH — 0TOOpaX€HUE TEKCTa C XMHTHUHTOM,
BCTPOEHHBIM B (haiiyibl mpuQTOB.

o Pe:xkuM KIIIMPOBaHUSI MO YMOJYAHUK) — HCIONB3YETCA i BbIOOpA
peknuMa KIIIMpoBaHUS cuMBOJIOB mpudTa. He pexkomenmyercs
nepeKsIoyaTh 0€3 0COOBbIX MPUYUH. ITO MOXKET OBITh MOJIE3HO TOJBKO B
HEKOTOPBIX CIydasx, HANpUMep, NPHU BO3HUKHOBEHWU MPOOIEMBI B

opay3epe Google Chrome ¢ BKJIFOUEHHBIM alllapaTHbIM YCKOPEHUEM.

3.10.4 TIlapamerpsl NpeACTABJIECHUS U HHCTPYMEHTHI HABUT AllUU

B nmnporpamMme [OCTymeH psJl HWHCTPYMEHTOB, TIO3BOJIAIONIMX OOJIETYUTH

IMPpOCMOTP M HAaBUT'allUIO IO JOKYMCHTY: MaCH_ITa6, yYKa3aTcjib HOMECpPa CTPaHUILI U

Hacrtpoiika mapaMeTpoB npeacraBjieHus

YToObl HACTPOUTH CTAaHAAPTHHIE MapaMeTpbl MPEACTABICHHUS U YCTAHOBUTH

HamOoJiee yAOOHBIM peXUM paboThl C JOKYMEHTOM, MepelanuTe Ha BKIAAKY Bum u

BbIOEpUTE, KaKue d3JEMEHThl MHTepdeiica TpeOyeTcsi CKpbITh WU 0ToOpa3uTh. Ha

BKJIaAKe Buj MoxHO BRIOpATh CIEAYIONINE OMIIUN:

3aroJIOBKHU — JiJ1s1 OTOOPaKeHHsI 3aT0JIOBKOB JOKyMEHTA B JICBOU MMaHEIH. .
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MacmTad — st BeIOOpa HYXXKHOTO 3HAYEHHsI MaciiTaba B JWama3oHe OT
50% o 500% w3 BeIITAIAIONIECTO CIIUCKA.
Ilo pa3mepy cTpaHunbl — JJisi OTOOpakKeHUs BCEW CTPAHMUIIBI LIEIUKOM B
BHJIUMOM 00J1acTH pabouyero mpoCcTpaHCTRa..
Ilo mmpune — I TOro, 4TOOBI WIMPUHA CTPAHUIBI JOKyMEHTa
COOTBETCTBOBaJIA BUUMOM YacTH paboueii 001acTH.
Tema wuntTepdeiica — BpiOepUTEe U3 BBINAJAONIETO MEHIO OJIHY U3
TOCTYMHBIX TeM wuHTepdeiica: CucremHasi, Cseriasi, Kiaccuueckasi
ceerias, Temuas, KonrpacTuast remnasi. Korna Bxintouena « Temuas» unu
«KoHTpacTHasi TeMHas» TeMa, CTAaHOBUTCS AaKTHUBHBIM MEPEKIIOYATEIb
«TemHBI JTOKYMEHT»; HCHOJB3YWHTE €ro, 4yToObl BbIOpaTh sl paboueit
o0nacTu Oesblil WM TEMHOCEPBIN LBET.
Bcerna mnokaspiBaTh MNaHeJb HWHCTPYMEHTOB — KOIJIa 3Ta OMNIUA
OTKJIIOYEHa, OyJeT CKpbITa BEpXHsSS TIaHENb HHCTPYMEHTOB, KOTOpas
colep)kUT KoMaHabl. Ha3zBaHus BKIJIaJIOK MPU STOM OCTAIOTCA BUIUMBIMH.
(MoxHO Takke ABaXKAbl IMICTKHYTh MO JIFOOOW BKJIAJKE, YTOOBI CKPBITH
BEPXHIOIO [TaHEb UHCTPYMEHTOB MJIM OTOOPa3UTh €€ CHOBA).
CTpoka coCTOSIHUSI — KOT/Ia dTa OMIMs OTKIIIOYeHa, OyJEeT CKphITa camas
HUKHAS [aHeNlb, HA KOTOPOW HAXOJIWUTCS YKazaTelb HOMEpa CTPAHUIbI U
kHonkK MacmTaba. YtoObl 0TOOPa3UTh CKPBITYIO CTPOKY COCTOSIHHS,
HIEJIKHUTE 0 3TOW OIIIUU €IIe pa3.
JIMHeiikn — Korja 3Ta Onuus OTKIIOYEHA, OyIyT CKPBITHI JIMHENKH, KOTOPbIE
UCIIOJIB3YIOTCSl NIl BBIPABHUBAHUSI TEKCTa, rpaduku, TaONWI, U IPYTUX
AJIEMEHTOB B JIOKYMEHTE, YCTAHOBKM TMOJIed, MNO3ULUN TaOyJsiluu Hu
oTCTymoB ab3areB. UToObl OTOOPA3UTh CKPBHITHIC JIMHEWKH, MIETKHUTE IO
ATOW ONIIMHU €IIE pas.
JleBasi maHeJb — JJ1sl POCMOTPA UM CKPBITHUS JIEBOM OOKOBOM MAHEIIH.

IIpaBasi na”eJib — U IPOCMOTpPA WM CKPBITUS ITPaBOil OOKOBOM MaHENH.
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[TpaBast GokoBas maHeNb CBEpHYTAa MO yMoJdaHHio. UTOObI ee pa3BEepHYTb,
BbIICNIUTE JIIOOOM OOBEKT MM (PparMEHT TEeKCTa M UIEJKHUTE IO 3HAYKy BKJIAJKH,
KOTOpasi B JaHHbII MOMEHT aKTHUBUpPOBaHa (YTOOBI CBEPHYTh MPaBYI0 OOKOBYIO
HaHeJb, MIEJKHUTE TI0 ’TOMY 3HAUKYy €lle pa3).

Korma otkpeiTa nanens «KomMMmeHntapum» unn «Hat», 1€Byr0 OOKOBYIO NaHENb
MO>XHO HACTPOWUTH IIyTEM MPOCTOrO NEPETACKUBAHWA: HABEAMTE KypCOpP MBIIIM Ha
Kpail jeBol OOKOBOM MaHenH, 4YTOObl KypcOp MpeBpaTWiCS B JABYHANpPaBIICHHYIO
CTpEJKYy, U TepeTaluTe Kpail maHeau BIPaBO, YTOOBI YBEIHMYUTH LIMPUHY MaHEIH.
Y1o0Obl BOCCTAHOBUTH UCXOJIHYIO IIUPUHY, IEPETALINTE Kpall ITaHEeIu BJIEBO.

Hcnoab3oBanue HHCTPYMEHTOB HABUTALIUM

JUIst OCyIECTBIIEHHS HABUTallUM IO JOKYMEHTY HCIIOJIb3YHTE CIIEIyIOLIUE
UHCTPYMEHTBL:

Knonkun Macmrad pacnoyio;KeHbl B IPABOM HHXKHEM YTy U HCTIOJIB3YIOTCS JJIsI
YBEJIMUEHUS! U YMEHBIICHUS TEKYIIEro JOKyMeHTa. UToObl M3MEHUTHh BBIOpAaHHOE B
TEeKYLIMHA MOMEHT 3HaueHHe MaciiTada B MPOLEHTaX, MICJIKHUTE 110 HEMY U BbIOEpUTE
B CIIMCKE OJIMH W3 JIOCTYMHBIX mapameTpoB MmacmradbupoBanus (50% / 75% / 100% /
125% / 150% / 175% / 200%) win HCHOIB3YHTE KHONKH YBEJIWYMTH + WU
Ymenbmuth = . Haxmure 3nadok Ilo mupuse ! | 4yTOOBI IIMpPUHA CTPAHUIIBI
JOKyMEHTa COOTBETCTBOBAJIa BUAUMOM YacTu pabodeit obmactu. UToOwl BCs CTpaHUIa
LEJIMKOM TOMelanach B BHUIUMOM 4YacTu paboued o0iacTv, HaXXMHUTE 3HAYOK
Mo pasmepy crpanunbl & . ITapamerpsl MaciuTaba JOCTYIHBI TAaKKe Ha BKIIAJKe
«Bum.

Nunukarop «KomumuectBo cnoB» oToOpakaeT TeKylllee KOJIMYECTBO CJIOB B
nokymenTte. lllenkHuTe Mo 3TOM HAAMHMCH, YTOOBI OTKPBITH OKHO CO CTaTUCTUKOM:
KOJIMYECTBO CTpPaHHUL, ab3aleB, CJIOB, CUMBOJIOB M CHUMBOJIOB C IpoOenamMu. IOTO
MOMOTaeT OBICTPO MOJYYUTh HHPOPMAITUIO O Pa3Mepe U CTPYKTYpe TEKCTa.

VYkazarenb HOMepa CTpaHULbI TOKA3BIBAET TEKYIIYIO CTPAHUILY B COCTaBE BCEX

CTpaHHIl TCKYIICIro JOKYMCHTA (CTpaHI/IHa «M» U3 ((I'll’l))). H_ICJ'IKHI/ITG 10 ATOM HaOIInuCH,
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YTOOBI OTKPHITH OKHO, B KOTOPOM MOKHO BBECTH HOMEP HYKHOU CTPAHMIIBI U OBICTPO

IIEPEUTH Ha HEe.

3.10.5 IIpocmorpuiuk 10kyMeHTOB P7-Odmc

MO>KHO HCIIOIb30BaTh HpOCMOTpH_II/IK JAOKYMCHTOB JIsI OTKPBITUA U IIPOCMOTpPaA

¢aiinos PDF, XPS, DjVu.

IpocmoTpink 1o0kyMeHTOB P7-Oduc no3sossier:

[TIpocmatpuBats daiinel PDF, XPS, djvu,

J106aBIsTH KOMMEHTAPUH TIPU TTOMOIIIM YaTa,

Ilepemeniatbcss Mexay (ailylaMyu MpU NOMOLIM HABUTALMOHHOW IaHENH, a

TaKXe MPOCMaTPUBATh 3CKU3bI CTPAHHULI,

Hcnonb30BaTh MHCTPYMEHT BBIICIICHHS U UHCTPYMEHT «Pykay,

PacnieuaTsiBaTh U cCKauuBaTh (pailibl,

Hcnonb30BaTh BHYTPEHHUE U BHELTHHUE CCHUIKH,

[TomyyaTp pgoCTynm K JONOJHUTEIBHBIM I[AapamMeTpaM peaakTopa H

IpPOCMAaTpUBaTh MH(POPMAIIMIO O TOKYMEHTE MPHU MOMOIIHN BKIaAKU «Daitm»

i «Buny:

o Pa3Menienue — manka Ha JUCKE, B KOTOPOUM XpaHUTCS (haii.

o Baaaesen — ums monb30BaTelisi, KOTOPBIN co3an (hai.

o 3arpy:keH — 1ata u BpeMs 3arpy3ku Qaitna.

o CTraTucTHKa — KOJIMYECTBO CTpaHuIil, ab3aiesB, CIJIOB, CHUMBOJIOB,
CHUMBOJIOB C MpoOeIamu.

o Pa3Mep cTpaHuinbl — pa3Mepsl CTpaHuIl B (aiine.

o Iociennee u3MeHeHmne — 1aTa U BpeMsi IOCIIETHErO U3MEHEHUS (haiia.

o Co3aaH — 1aTta ¥ Bpems CO3[1aHMsI JOKYMEHTA.

o IlpunioxeHue — npuioKeHHe, B KOTOPOM ObLIT CO3/1aH JJOKYMEHT.

O ABTOP — UMs YeJI0OBEKa, COo3aBIIero ¢ami.

o HHpomssogurenrs PDF -  npwioxeHune, ucnoiap3dyemoe Ui
npeobpazoBanus n1okymeHTa B popmar PDF.

o Bepcusi PDF — Bepcus daiina PDF.
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o PDF ¢ teramm — nokassiBaeT, coaepxut ju ¢aiin PDF teru.
o BbIcTpbIii BeO-MPOCMOTP — TMOKAa3bIBACT, BKIIOYEH JIU OBICTPBII
BEOIPOCMOTp JJIsl JOKYMEHTA.
WCIIOJIb30BaTh IIJIarHbI.

HNurepdeiic IlpocmoTpiinka 10KyMEHTOB

Crpaska_Peparropa_npesentaumi pdf

L1 o)

© m

203
Crpawmya 203 w3203 =, Komwvectso cnos NIl FA lol — Macwras 100% +

Pucynok 181 — Hurepdeiic IIpocMoTpnka 10KyMEHTOB

1. BepxHsisi maHedb WHCTPYMEHTOB MPENOCTABIAECT JAOCTYN K BKIAJKaM

«Daitny, «Bugy» n «ILtaruaepy, a TakKe K CICTYIOIUM 3HAYKaM:

o Hameuarats k=i — nmo3BoJisieT pacnedararsb (aiii;

o Ckauarb B4 — 103BoJIsI€T CKayaTh (Dailyl Ha Ball KOMIBIOTED;

o OTtkpeITh E2 — pacniosioxkeHue ¢aiina B IECKTOMHONW BEPCUU MO3BOJISET B
okHe IlpoBomHHMKA — OTKpBHITH B HOBOM BKIIaJIKe Opay3epa mamnky Ha
JIICKE, B KOTOPOH XpaHUTCS (aii;

o Jlo6aButh B m3OpaHHoe / YIanuTh U3 M30paHHOTO B, 4T06BI JIErKO M
ObICTpO HalTU (aiis, MIEeTKHUTE MYCTYI0 3BE3J0UKy. DTOT (aitn Oyaer
nobapiien B u3bOpanHoe. [llenkHHUTE 3aMOJHEHHYIO 3BE37J0YKY, UYTOOBI
yaanuTh ¢ain u3 uszdpanHoro. JloOGaBieHHBIM (ailn — 3TO SIPIBIK,
no3ToMy caMm (aill ocTaeTcss B UCXOIHOM MecTe. Yanenue ¢aina u3
n30paHHOTrO HE NPHUBOJIUT K YyJaleHuio ¢aiga U3 ero MCXOJAHOIO

MECTOIIOJIOKCHHS;



285
RU.48324255.CJI(PT)-PII-B1.1
o Tlonck B} — nosponser uckars B JOKYMEHTE OIIPEJIETIEHHOE CJIOBO,
CUMBOJI U T.J.
o Ilomp3oBaTenp k=i — oToOpakaeT MM IOJIb30BATENS MPU HABEJACHUM HA
HEro Kypcopa MBbIIIIH.

2. B Crpoke cocTOsiHUSI, DAcCHOJOKEHHOW B HIKHEH 4YacTH OKHa
[Ipocmotpmuka gokymeHToB P7-Oduc, ykaszpiBaeTcs HOMEp CTPAHMIIBI U
0TOOpakaroTcsi OHOBBIE YBEIOMJIEHHUSI O COCTOSIHUU. B cTpoke HaxonsTcs
CJIEIyIOIME UHCTPYMEHTBI:

o HMHcTpyMeHT BblJieneHus K5 — MO3BOJISAET BBIJEIATH TEKCT B (haiise.

o NuctpymeHT «Pykay — TO3BOJISIET MEPETAaCKUBaTh M IMPOKPYYMBATH
CTpaHULLy.

o To pasmepy cTpaHHIBI &1 — T03BOISET M3MEHHTH pasMep CTPAHMIIBI,
9TOOBI Ha SKpaHe 0TOOpaXkaliach BCSI CTPAHUIIA.

o Ilo mupune no3Bonsier *! — MO3BOJSET M3MEHHTh pa3Mep CTPAHHMIIBI,

YTOOBI OHA COOTBETCTBOBAJIA IIMPHUHE SKPAHA.

— MacwTtab 100%
o Macmrab ° T nossomser yBEJIMUMBaTh W YMEHbIIATh

MacmTad CTpaHUIbI.
3. Ha JleBoit 60K0BOI1 MaHe N HAXOIATCS CIEAYIOIINE 3HAYKU:

o Howuck =¥ — nosponser nenomnb30Bats WHCTPYMEHT MTOMCKa U 3aMEHBI,

o Yar = — mo3BossieT OTKPHITH MaHenb Yara,

O 3arojioBKM = — MO3BOJSICT OTKPHITh MaHEIb «3aroJIOBKH», Ha KOTOPOM
0TOOpakaeTcs CHUCOK BCEX 3arojOBKOB C YYE€TOM COOTBETCTBYIOLIMX
ypoBHEeH BiOKeHHOCTH. [llenkHUTE Ha 3aroyioBOK, 4TOOBI MEPEUTH K
CTpaHHUIIE, COACPIKAIEC BEIOPAHHBIN 3aT0JIOBOK.

o O mporpamme © — 1103BOTISIET IPOCMOTPETH CBEACHHS O TPUIOKEHHUH, B
KOTOPOM PEIAaKTUPYETCS JOKYMEHT.

O DCKHU3 CTpPaHUIIbI — IIO3BOJISICT OTOOpa)kaTh SCKU3BI CTPAHMI] IS
GBICTPOIi HABUTAIIMH TI0 JOKyMeHTY. lllenknuTe Ha 3HAaYOK & Ha maHenn

«ICKU3BI CTPAHUID), YTOOBI OMYYHUTh TOCTY K «[lapamerpam 3CKn30BY:
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ACKM3bI CTPAHKL 3. X
Q\
:':3""':—;3 2CEN308
= o
= 0 O i
- v BoiASnnTe BIIHMYI0 Y3CTh CTPAHMLS

Pucynok 182 — IlapameTpsbl 3ckH30B

[TepeTamure MoOA3yHOK, YTOOBI N3MEHUTH pa3MeEp ICKU3A,
UtoOb! yKa3aTh 00J1aCTh, KOTOpPasi B JaHHBI MOMEHT HaXOJUTCS Ha
AKpaHe, AKTUBUPYUTE OMUNIO «BBIIEIUTh BUIUMYIO YacTh
CTpaHMIIbl». JlaHHas ONIuMs BKJIIOYEHA M0 yMOJTYaHUI0. YTOObI
OTKJIFOUHTH €€, IIECITKHUTE elle pas.

Yro6hl 3aKpHEITh MAaHENh «JCKU30B CTPAHMI, €IIe Pa3 HAKMUTE HA 3HAUOK &
«OCKH3BI CTPAHUL HA JIEBOM OOKOBOW MaHEIH.

3.10.6 PyHkuMs MOUCKA U 3aMEHbI

UtoObl HAWTH HYXHbIE CHUMBOJIBI, CJIOBa WM (pa3bl, HCIOJIH30BAHHBIC B
JIOKyMEHTE, KOTOPBIM B JaHHBI MOMEHT PEJNAKTUPYETCS, HaKMHUTE HAa 3HAYOK &,
pacoJIOKEeHHBIA Ha JIeBOM OOKOBOW maHenu, win 3Hadok B, pacrosoxeHHBIH B
MpaBOM BepxHeM yriy. Takke MOXXHO HCIOJIb30BaTh coueTtanue kiaBuil «Ctrl+Fy,
4TOOBI OTKPBHITHh MAJICHBKYIO TaHENh MOWCKa, win couderanue kiaBuil «Ctrl+Hy,

YTOOBI OTKPBITh PACIIMPEHHYIO MaHENb MOUCKA.

B mpaBom BepxueMm yray paboueld 00acTH OTKPOETCS MaJICHbKas TaHEeTh

«ITouck» (Pucynok 183).

Pucynok 183 — ITanean «Ilouck»
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YrtoObI OTKPBITb JOIIOJHHUTCIBHBIC IIapaMCTPbl, HAXMHTC 3HAYO0K HJIH

UCIOJB3yiTe coueranue kiaaBui Ctrl+H.

OTtkpoercs pacuiupeHHas naHens noucka (Pucynok 184).

n Mouck u 3ameHa w

a

=p

C yyeTom perucTpa

O] Toneko CROEO LENHKOM
Pucynok 184 — PacuiupeHHas maHeJIb IOUCKA

1. BBeauTe 3ampoc B COOTBETCTBYIOLIEE M0JI€ BBOJA JaHHBIX «Iloncky.

2. Eciu TpebOyercss 3aMEHUTh OJHO WM OoJjiee BXOXIECHUM HaWJIECHHBIX
CHUMBOJIOB, BBEJIUTE TEKCT JJISI 3aMEHbl B COOTBETCTBYIOIEE IOJI€ BBOJA
JNAHHBIX «3aMEHHUTh Ha». MOXHO 3aMEHHUTh OJHO BBIJICJICHHOE B JAHHBIN
MOMEHT  BXOXJECHHE WM  3aMEHHUTh BCE  BXOXKJCHUS,  HaXaB
COOTBETCTBYIOIINE KHOIKHU «3aMEHUTDY WU «3aMEHUTH BCEM.

3. Jns HaBUTaAnMU MO HAMJAEHHBIM BXOXKICHHUSIM HA)XMHUTE OJIHY U3 KHOMOK CO
crpenkamu. KHomka ' TOKa3bIBaeT CIEAylolee BXOXKACHUE, a KHOIKa
MOKA3bIBAET MPEbIAYIIEE.

4. 3apmaiiTe mapaMeTphl MOKUCKA, OTMETUB HYKHBIE OMIIUU, PACTIONOKEHHBIE O]
MOJISIMU BBOJIA:

o C y4yeromM perucrpa — MHCHOJb3YyETCAd I TIOMCKA TOJIBKO TEX
BXOXKJCHUH, KOTOpPbIE HAOpaHBI B TAKOM K€ PETUCTPE, YTO U Ball 3a1poc,
(mampumep, eciau Bbl BBenu 3ampoc «Pemaktop», Takue clioBa, Kak
«penaxktop» uiu «PEJAKTOP» u T.1. He OyayT HalJIeHBI).

0 ToJbKO CJIOBO LEJIHMKOM — HCIOJB3YETCS JIS MOJCBETKUA TOJIBKO CJIOB

OCINKOM.
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Bce BxoxaeHus OyayT mojcBedeHsl B (ailie U MOKa3aHbl B BUJAE CIMCKAa Ha
na"enu «Ilouck» cnesa. Mcnosb3ylTe CIMCOK IS MEPEX01Aa K HY)KHOMY BXOXICHUIO
WJIM UCIIOJIb3YWUTE KHONIKM HABUTALIMA ~ U V' .
[TonnepkuBaeTcsi MOUCK CHEUAIBHBIX CUMBOJIOB. UTOOBI HAlTH clieluanbHbBIN
CUMBOJI, BBEIUTE €ro B Ioyie noucka. CIUCOK CHENUAJIbHBIX CHUMBOJIOB, KOTOPBIE

MOYKHO HCIIOJIb30BaTh B IIOMCKE MTPUBEAEH B Tabiuua 4.

Taoauna 4 — CnenuajJbLHbIA CHMBOJI M €0 OIIUCAHHE

CnennaibHbIA CUMBOJ Onucanue
A Pa3peIB cTpoku
A [To3uuus Tabynauuu
A? JIroOoi cumBoOI
Nt JIrobas mudpa
"$ JTro6as OykBa
n Pa3peiB konoHKH
e KoHueBas cHOCKa
MM CHocka
g ['paduueckuii aneMeHT
m Pa3peIB cTpaHulibl

~ HepaszpwiBHbIii neduc
s HepaspsiBHbIi1 poben

CumBon Kpeieuka

W JIroOoit ipoben
M Tupe
A= Heduc

Ny JIro0ast uepTouka
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3.10.7 IIpoBepka opdporpadpun

HNmeercs BO3MOXXHOCTb MPOBEPSATH MPABONMCAHUE TEKCTa HAa OMNPEIEICHHOM
A3BbIKE M MCTIPABJISITh OLIMOKH B X0J€ pefakTupoBanus. [Ipexe Bcero 1ist 3Toro Haao
BBIOpATh SA3bIK TOKyMeHTa. HakmuTe Ha 3Ha4OK 3a7aTh s3bIK @ TOKyMEHTa B CTPOKE
cocrosinusd. B okHe, kotopoe nosiButcs (Pucynok 185), BbIOepUTE HYKHBII SI3BIK U

Haxmute kHOonKy OK. BoiOpanHbIi 536K OyI€T MPUMEHEH KO BCEMY JOKYMEHTY.

Boibpath A3bIK 4OKYMEHTA

’“53' Pycckuit (Poccus) N ‘

Runasimi (Piruw)

Rumantsch (Svizra)

Romana (Moldova)
B Romana (Romania)

Pycckuit (Mongagemna)

Kinyarwanda (Rwanda)

3P (HRTH)
Caxa (Poccua) @
Sindhi (India)

Sindhi (Pakistan)

Pucynok 185 — Bbi6op A3bIka JOKyMeHTa

UToOBI BEIOpATh KAKON-TO APYTOH SI3BIK JJI JTFOOOTO (pparMeHTa TEKCTa B 3TOM

JOKYMCHTC, BLIACIIMUTC MbBIIIBIO HYXHYIO YaCTb TECTa U HCHOHBSyﬁTe MCHIO

Fyceruit (Pocca) | x0TOpPOE HAXOJMUTCSA B CTPOKE COCTOSHMS.

Jlist BiTroueHust QyHKIMHM poBepKu opdorpady MOKHO CACNATH CIEAYIOIICE:
e Haxwmure Ha 3HauoK [IpoBepka opdorpaduu &4 B cTpoke COCTOSTHHUSL.
Nin:
e Ortkpoiite Bkiaaky «®Pail» BepxHEH MNaHENIH HWHCTPYMEHTOB, BBIOEpHUTE
onuuo «J/lomonHUTENbHBIE MapamMeTpbD», IMOCTABbTE TaJOUYKy pSIAOM C

onmuel «BximounTh MpoBepky opdorpadun» U HAKMUTE KHOIMKY

«IIpumeHnuTHY.
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CrnoBa, HamMcaHHble C OIIMOKaMH, OyayT MNOMYEPKHYThl KpacHOW uepTOH.
[lenkHuTe MpaBOd KHONKOM MBIIMIKA IO HY>KHOMY CJIOBY, YTOOBI BbI3BaTh MEHIO
(PucyHnoxk 186) 1 BBIIOTHUTE OAHO U3 TPEX NCUCTBUNA:
e Bribepure 01HO U3 MPEAJIOKEHHBIX MOXO0XKHUX CJIOB, KOTOpPBIE HANHCAHBI
IPaBUIBHO, YTOOBI 3aMEHUTH CJIOBO C OIIMOKOW Ha MPEI0KEHHOE CIOBO.
Ecnn HalinieHoO CIMIIKOM MHOTO BAPUAHTOB, B MEHIO NOSBIAETCS ITYHKT
«bosb11e BapUaHTOB...»;
e lcnonw3yiite onuuio «IIpomycTutsy», 4TOOBI MPONMYCTUTH TOJBKO 3TO CIOBO
U yOpaTe moguepkuBanue win IlpomycTuTs Bce, YTOOBI MPOMYCTUTH BCE
UJICHTUYHBIE CII0BA, IIOBTOPSIOLINECS B TEKCTE;

e BriOepute Apyrou sA3bIK AJis TOTO CIIOBA.

OLUE:K@I

Owmnbxa

MponycTHTL
MponycTHTE BCE

I@ Bribpars sswK ’
Pucynok 186 — MeH10 K CJ10BY € OIIIMOKOM

Hna  otkmoyeHuss GyHKOUM TpoBepku opdorpadum  MOXKHO — caenaTh
CJIelyIoLIee:
e Haxwmure Ha 3Hauok «IIpoBepka opdorpadun» B CTpoKEe COCTOSHUS UIH
e Ortkpoiite Bknaaky «@ai» BepXHEW MaHeIn WHCTPYMEHTOB, BbIOEpUTE
ONuUI0 «JlomOTHUTENbHBIE NapaMeTpbl», yOepute ¢iar psaoM ¢ onuuein
«BxmtrounTh» npoBepKy opdorpadun u HaxxMuTe KHONKY «[IpumMeHuTHY.
3.10.8 @yHKUMH aBTO3aAMEHBI
@OyHKIUM aBTO3aMEHBI UCIOJIb3YIOTCA JUIsl aBTOMAaTHYECKOro (popMaTupoBaHUs
TEeKCTa MpU OOHAPY>KEHWU WIM BCTABKU CIELUUAJIBHBIX MAaTEMaTUYECKUX CHUMBOJIOB
IyTEM pPAacloO3HAaBaHHUs  ONPEIECICHHBIX CHUMBOJIOB. JlocTymHblE mapameTpsl

ABTO3aMCHBI IICPCUYUCIICHBI B COOTBCTCTBYIOIICM JOHWAJIOI'OBOM OKHC. YTto0KI ero
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OTKpBITh, nepenautre Ha Bkaagky «Danm» — «JlomoJHUTENbHBIE ITapaMeETPh» —>
«IIpaBormcanue» — «llapaMeTpsl aBTO3aMEHbBI».

JnanoroBoe okHO «ABTO3aMEHa» COACPIKUT YEThIPE BKJIAJIKHU:

e ABTO3aMeHa MaTeMaTUYECKUMH CHMBOJIAMU;

e Pacno3HanHble (YHKITUY;

e ABTO(oOpMAT NpH BBOJE;

e ABTO3aMeHA TEKCTA;

ABTO03aMeHA MaTeMAaTHYeCKUMH CHMBOJIAMH

[Ipu paboTre ¢ ypaBHEHUSIMH MHOKECTBO CUMBOJIOB, THAKPUTUUECKUX 3HAKOB U
3HAKOB MaTeMaTHYECKHX JCHUCTBUM MOXKHO J00ABUTH MyTEM BBOJA C KIIABUATYpHI, a
He BbIOWpas MalI0H U3 KOJIJICKIIUH.

B penaktope ypaBHEHHII YCTAaHOBUTE KYpCOp B HYXHOM IIOJE€ Ui BBOJA,
BBEAUTE CIEeNUANbHBIN Kox u Haxmure «I[IpobGen». BBemeHHbI KOJ OyaeT

npeoOpa3oBaH B COOTBETCTBYIOUIUI CUMBOI, a po0es OyAeT yaaneH.

\g
# Tlpumeuanue

Kozp! 4yBcTBUTENBHBI K PETUCTDY .

Bbl Moxxere n00aBiATh, W3MEHSTH, BOCCTAaHABIMBATH W YNASATh 3alKCH
aBTO3aMEHbl M3 CIIMCKa aBTo3aMmeHbl. llepenaure BO Briuagky «®Dawnm» —
«JlonosmauTenpHbie napameTps» — «lIpaBonucanune» — «Ilapamerpsl aBTO3aMEHBI»
— «ABTO3aMeHa MaTeMaTUYeCKUMU cuMBoaMm» (Pucynok 187).
YtoO0b1 700aBUTH 3aMUCh B CIIHUCOK AaBTO3aMEHBI:
e BBeauTe KOJ aBTO3aMEHBI, KOTOPBI XOTUTE UCIOIb30BaTh, B MOJIE
«3aMEHUTHY;

e BgeauTe CUMBOJI, KOTOPBIN OYyIeT MPUCBOCH BBEJACHHOMY BaMU KOJY, B MOJIe
«Hay;

o [llenkuure Ha KHOMIKY «J{00aBUTHY;

UToOBI U3MEHUTH 3aIKCh B CITUCKE aBTO3AMEHBI:

e BriOepute 3anuch, KOTOPYIO XOTUTE U3MEHUTB;
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e BrbI MOXeTe U3BMEHHUTHh HH(MOPMAITUIO B TIOJIAX «3aMEHUThY A Koaa u «Hay
JUISl CAMBOJIA;

e [llenkHute Ha KHOMKY «J{00aBUTHY.

UToOb!l yIaMUTh 3alUCh U3 CIIMCKA aBTO3aMEHBI:

e BriGepure 3anuch, KOTOPYIO XOTUTE YJAIUTh;

e [llenkHUTE HA KHONIKY «Y JAIUThY.

YToOBl BOCCTAHOBUTH paHEE YAAJICHHBIC 3aIIMCH, BBIOEPUTE HEOOXOAMMYIO
3aIMCh U3 CIIUCKA, U HAXKMUTE KHOINKY «BOCCTaHOBUTHY.

UT0OBI BOCCTAHOBUTH HACTPOUKH MO YMOJIYAHUIO, HAKMUTE KHOINKY «COpOCUTH
HacTpoiikm». JloOass nmoOaBrneHHass BaMM 3amUCh aBTO3aMEHbl OyAeT yJalieHa, a
M3MEHEHHbIC 3HaYeHMsI OyAYT BOCCTAHOBJICHBI JJO UX UCXOHBIX 3HAUYCHUN.

YToOBl OTKIIOYUTH ABTO3aMEHY MATEMATHUYECKUMHU CHMBOJIAMH U HM30€XKaTh
ABTOMAaTUYECKUX HW3MEHEHUN M 3aMEH, CHUMHUTE (Prakok «3aMeHATh TEKCT MpHu
BBOJIEY.

[TonHBIA CHHCOK MOAJNEPHKMUBAEMBIX KOJIOB MOKHO HAWTH Ha BKJIajke «Daim»
—  «JlonosHuTEnpHbIE TmAapameTpel...» — «lIpaBomucanue» — «Ilapamerpsl
aBTO3aMEHB — «ABTO3aMEHAa MATEMATUYECKUMU CHUMBOJIAMM.

ABTOo3ameHa

ABTO3aMeHa v 3amMeHATb TEeKCT Npu BBOAE
MaTeMaTUYeCKUMKU
CHMBONaMun 3aMEHUTD! Ha:

PacnosHaHHBIe (yHKLUK

ABTOCOpMaT Npyu BEOAE

HoH

ABTO3aMeHa TeKcTa -t

1

N\approx #

CBpoCcHTL HACTPOMKK

3aKpeITh

Pucynok 187 — Bkiaaaka «ABT03aMeHa MaTeMaTHYeCKMMH CHMBOJIAMU»
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Pacno3HanHbie pyHKIUH

Ha »stoi1 BKilagke Bbl HAWJIETE CIIMCOK MATEMATUYECKUX BBIPAXKEHUM, KOTOPBIE
OyIayT pacmo3HaBaThCA peaakTopoM GOpMyT Kak (QYHKIIMH M TI0ITOMY HE OyayT
aBTOMATHUYECKU BBIJIETICHBI KypCUBOM. UTOOBI MPOCMOTPETH CIHUCOK PaclO3HAHHBIX
byHkuumii, nepeiinure Ha BKIAAKy «®Paiim» — «JlomoNHUTENbHBIE MapaMeTpeDy —
«IIpaBonucanue» — «llapameTpsl aBTO3amMeHbl» —> «Pacmo3HaHHbIE (YHKIIUIY
(Pucynok 188).

YroObl 100aBUTH 3amlMCh B CIHCOK pacro3HaBaeMbIXx (YHKUUN, BBEIUTE
(GYHKIHIO B TIyCTOE T0JI€ M HAXKMUTE KHOMIKY «/{00aBUTHY.

YtoObl yAaJUTh 3alUCh W3 CIHCKAa PACMO3HAHHBIX (YHKIUH, BBIOEpPUTE
GYHKINIO, KOTOPYIO HY>KHO YJIaJUTh, 1 HAKMHUTE KHOTIKY « Y JJAJIUTH.

UT0oOBl BOCCTAaHOBUTH paHEe yJaJ€HHBbIE 3alUCH, BHIOEPUTE B CIIMCKE 3aIUCh,
KOTOPYIO HY’>KHO BOCCTAaHOBUTb, U HAXKMUTE KHONKY «BOCCTAaHOBUTHY.

UT0OBI BOCCTAHOBUTH HACTPOUKH 1O YMOJIYAHUIO, HAKMUTE KHOTNKY «COpOCUTH
HacTpoukmy. JIo0ast noOaBineHHas BaMu (QyHKUUs OyAeT ynajieHa, a yJaJeHHbIe —
BOCCTaHOBJICHBI.

ABTO3ameHa

ABTO3aMeHa Crenyroume BolpaXeHUa ABNATCA pacno3HaHHLIMK MaTEMaTHYECKUMU

MaTeMaTU4eckuMn
CHAMBONamMu

ABTOCOpPMAT Npu BBOAE

ABTO3aMeHa TekcTa

YHKUMAMU. OHU He ByayT aBTOMATUYECKH BbIAENATLCA KYPCUBOM

acos
acosh
acot
acoth
acsc
acsch
arccos
arccosh

arccot

CBpOoCUTL HACTPOWKK

3aKpeITh

Pucynok 188 — Bkaaaka «Pacnosnannbie pyHkumum»

ABTOodopMar npu BBoOIE
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[To ymonyaHuto, pegakTop HpUMEHsET (opMaTUpOBAHUE BO BpeMsi Habopa
TEKCTa B COOTBETCTBMM C IMpPEAYCTaHOBKAMHU aBTOMATHYECKOTO (HOpMaTHUPOBAHUS:
3aMEHSEeT KaBbIYKH, ABTOMATHMYECKH 3aIlyCKaeT MAapKUPOBAHHBIM CIUCOK WU
HYMEPOBAHHBIA CHHCOK MpU OOHAPYKEHUU CHUCKAa M 3aMEHSeT KaBbIYKK WIIU
npeoOpa3yeT neucsl B TUPE.

Ecin HyXHO OTKIIOYUTH MpPEAyCTaHOBKM aBTO(OPMATHUPOBAHUS, CHUMUTE
OTMETKY C HEHYXXHBIX OIIMWH, IS ATOr0 neperaute Ha BKIaaKy «Danm»y —
«JlonmonauTenpHble mapaMmeTpbl» — «lIpaBonucanne» — «llapamerpsl aBTO3aMEHBI»
— «ABtodopmar npu BBoAe» (Pucynok 189).

Onuus «Jo06aBasTh TOUKY JBOMHBIM MPOOETIOMY 110 YMOJYAHUIO OTKIIOUYEHA.

Bxmrounte naHHYHO ONIUIO, €CIM XOTHUTE, YTOOBl TOYKAa aBTOMATUYECKU
100aBJIsIaCh IPH IBOMHOM HaKaTHH KJIaBUIIM Mpooea.

YroObl BKIIOYUTH WM  OTKIIOYUTh TPEIYyCTAHOBKH aBTOMATHUYECKOTO
dbopmarupoBanus, mnepeiaure Ha Bkiaaky «®daitm»y  —  «JlomogHUTENbHBIC
napametrpe» — «lIpoBepka mnpaBonucanus» — «llapamerpbl aBTO3aMEHBD» —

«ABTOOpMAT TIPH BBOJCH.

ABTO3amMeHa

ABTOo3aMeHa 3aMeHATk Npu EEOAE
MaTeMaTU4YeCKuMMH
CHMBONaMHn v TpAMbIE KaBbiHKW NapHbIMU

PacnosHaHHbIe (OYHKLMK ¥l Tlegucar(-)saupe ¢

¥ Anpeca B VIHTEPHETE W CETEBbIE NYTH TUNEPCCHINKAMM
ABTOGOPMAT NpK EBOAE s ; _
[100aBnATL TOYKY ABOMHBIM NPODENOM
ABTO3aMeHa TekcTa
MpUMeHsTE NpU EBOAE

v\ CTMNHM MapKMpoBaHHbIX CMUCKOB

v/ CTWnW HyMepOBaHHbIX CMUCKOB

3akpeITh
Pucynok 189 — Bkiaaaka «ABTrodopmar npu BBoae»

ABTO03aMeHA TEKCTA
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MOoOHO HacTpOUTh AaBTOMAaTHMYECKOE HCIOJIb30BAaHUE 3arjaBHOW OYKBBI B
KQKJOM MpeasiokeHnu. JlaHHas onuus BKJIIOYEHA 110 YMOIYaHUI0. YTOObI OTKIIIOUUTD
9Ty QYHKITHIO, IepeiIuTe Ha BKIANKY «Daimy — «JlomomHuTenpHbIC TapaMeTpbDy —
«IIpaBonncanne» — «IlapaMeTpsl aBTO3aMEHBD — «ABT0O3aMEHA TEKCTa» U CHUMHUTE
¢drnaxok ¢ «/lenarb nepBble OYKBBI MPEUIOKEHUN PONUCHBIMIY. Takke B 3 TOM OKHE
MOKHO HACTPOUTH HCKIIIOYEHHMs], MOCJIe KOTOPBIX 3arjlaBHble OyKBbI aBTOMAaTUYECKHU
MPOCTABIIATHCS HE OyAyT, HECMOTPS Ha TOUKY.

ABTO3ameHa

ABTOo3aMeHa v [enatk nepsbie OYKBL! npe,:l,no*m‘emm NPONHUCHBIMKH
MaTeMaTU4eCKUMH

CHMEONaMK | [enats nepesie OyKebl A4k TAONML, NPONUCHBIMM
PacnozHaHHble (yHKLUN McknioueHne Ang Asbika:

Pycckuit (Poccus) v
ABTOChOPMAT Npu BEOAE

He ucnonb3oBath 3armasHbie OyKBbl nocne
AETOZaMeHa TeKkcTa

a.
0.
BB

.
m.

a

COpPOCHTL HACTPOMKM

3aKpeITh
Pucynok 190 — Bkiaaaka «ABT0O3aMeHa TEKCTa»

3.10.9 3ammTa J0KYMEHTOB C IOMOIIBIO MAPOJIsi
NmMeeTcsi BO3MOKHOCTh 3alllUTUTh CBOM JOKYMEHTHI TpPU IOMOIIU MapoJis,
KOTOPBIM TpeOyeTCs BallliM COAaBTOPaM JIJIs BXO0J1a B PeKUM peaakTupoBanus. [Tapons

MOXHO U3MCHHUTDH WJIN YAAJIUTD ITO33KC.

\g
# Tlpumeuanue

HeoOxonumo o0ecneunTs HaJaeKHOE XpaHEHUE Mapojs, TaK KaKk €ro yTeps CHAeIaroT
BOCCTAaHOBJICHUE HEBO3MOXKHBIM.

YCTaHOBUTH NAPOJIb MOKHO IBYMS ClIOCO0OAMMU:

1 cmoco®.
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e Haxmure Ha kHOnIKy IIIuppoBaTh Ha BKIaIKe «3alIuTay.
2 coco6:
1. Ilepennure Ha BKknaaky dailjl HA BEPXHEN TAHEIN UHCTPYMEHTOB,
Bribepure onmuio 3aliMTUTD,

Haxxmure kHonky /{00aBUTH MAPOJIb,

el

Beeaute mapons B none IapoJas u npoxyomupyiite ero B nosie [loBTopute
napoib, 3ateM Haxkmute «OK». Haxmure Ilokazars maponbp @ , 4ro0Obl

IIOKa3aThb UJIN CKPBITH 1IAPOJIb.

YeraHoBKa napons

3anaiATe naponb, YTo0bl 3aLLMTUTE 3TOT JOKYMEHT

Mapons

MOBTOPMTL Maponkb

BHumaHue: Ecnu naponb 3a0biT UNKW YTEPAH, €0 HEMNbL3A BOCCTAHOBUTH.
XpaHWTe ero B HageXxHOM MEeCTe.

Pucynok 191 — OkHoO «YcTaHOBKA NapoJIsD)

CMeHNTH NApPOoJIb MOKHO IBYMSI CIIOCO0OAMMU:

1 cmoco®:

1. Haxmure Ha crpenky pspoM ¢ kHonkod Ilu¢ppoBars Ha BKIagke
«3amuray.

2. 3arem HaxMuTe KHONKY U3MeHUTH mapoJib.

2 cnoco0:
1. Ilepennure Ha Bknaaky dailjl Ha BEPXHEN NTAHEIN NHCTPYMEHTOB;
BriGepute omnmuio 3alUTUTD;

Haxxmure kHOnKy U3MEHUTH apoJib;

Ll

Beeaute mapons B osie Ilaposs u npoxyOnupyiite ero B moje «IloBTopute

napoiby», 3aTeM HaKMuTe «OK».
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YaanuThb napoJib MOKHO IBYMS CIIOCO0aMM:
1 cmoco®:
1. Haxxmure Ha ctpenky psaoM ¢ kHonkod IllugpoBars Ha BiIagke
«3amnmTay,
2. 3areM HaXXMUTE KHONKY Y AAJUTh MapoJib.
2 croco®:
1. Ilepeiinure Ha Bkinaaky daiijl Ha BEpXHEN NTaHEIN UHCTPYMEHTOB;
2. BriOepute onuuio 3alIUTUTD;

3. Haxmure KHONIKY Y AaJMTh NAPOJIb.

3.11 Ilose3Hble COBETHI

3.11.1 O mporpamme

[Iporpamma  TO3BOJISIET  MPOCMATpPUBaTh W PEIAKTUPOBATh  (paiJibl
HETMOCPEJICTBEHHO B Opaysepe, mpesiaras (yHKIIMOHAJ, aHAJOTUYHBIA JTECKTOITHBIM
NPWIOKEHUSIM. MOXHO PEAaKTUPOBAaTh JOKYMEHTBI, COXpaHsisi (opMaTUpOBaHUE, a
Takke coxpanarh ux B popmarax DOCX, PDF, ODT, TXT, DOTX, PDF/A, OTT,
RTF, HTML, FB2, EPUB, PNG u JPG. Uudopmamus o Bepcuu, Homepe COOpKH U
BJIAJI€JIbLIEC JTMIIEH3UH JIOCTYIHA Yepe3 3HAUOK Ha JIeBOl OOKOBOM MaHENH.

3.11.2 Tlopaep:xkuBaemblie GopMAaTHI IJIEKTPOHHBIX TIOKYMEHTOB

DNEeKTPOHHBIE JOKYMEHTBI — 3TO OJHHM M3 Haubojee MIMPOKO HCHOIb3YEMbIX
KOMIBIOTEpHBIX (aiiioB. biarogapss BhICOKOMY YPOBHIO Pa3BUTHS COBPEMEHHBIX
KOMITBIOTEPHBIX CETE€H PAaCIpPOCTPAHATHh JJIEKTPOHHBIE JTIOKYMEHTHI CTAaHOBUTCS
yaoOHee, uyeM rmedaTtHble. MHoOroobpasue yCTpOMCTB, HMCHOJb3YEMbIX IS
MPEICTABIICHUS TOKYMEHTOB, 00YCIIaBIMBAET OOJIBIIIOE KOJTUIECTBO MPOTPUETAPHBIX U
OTKpPBITHIX (ailioBbIX ¢GopMaToB, B NporpamMme JAOCTynmHa padoTa ¢ caMbIMU
nonyJsipHIMM U3 HUX. lloapoOHBI mnepedyeHs ¢GopmMaTOB U JOCTYIHAs
GyHKIIMOHATBHOCTH MpUBeeHbI B [Ipuioxenue 1.

3.11.3 Coueranus KJIaBHII

IMoncka3zku A9 KJIaBHIIX
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Hcnonb3yiiTe coueTanus KJIaBUII aJisi 0ojiee OBICTPOTrO U yAOOHOTO JOCTyIa K

GbyHKUIMSIM 0€3 UCTIOJIb30BaHMS MBIIIIH.

1.

Haxxmurte xmaBumry Alt, 4ToObl TOKa3aTh BCE TOJCKA3KH ISl KIIABHIII
BEpXHEW MaHeJIn UHCTPYMEHTOB, IIPaBOM M JIeBOW OOKOBOM MaHENH, a TaKkxkKe
CTPOKE COCTOSTHUSI.

HaxxmuTe KiaBUINy, COOTBETCTBYIOIIYIO JJIEMEHTY, KOTOPBIM TpelyeTcs
UCII0JIb30BaTh. B 3aBUCMMOCTH OT Ha)XaTOW KJIABHUIIK, MOTYT MOSBISTHCS
JTOTIOTHUTENIbHBIE — TOACKa3Ku. Korga TOSBISIOTCA — JIONOJHUTEIbHBIC
MOJACKa3KK JJis KJIABHWII, TIEPBUYHBIE — CKpbIBaroTcsa. Hampumep, 4ToOBI
OTKpPBITh BKIaAKy «BcTaBkay, HaxkmuTe Alt U mpocMOTpUTE BCE MOICKA3KU
o TepBUYHBIM KiaBuiiaMm. Haxmute OykBy «M», (B OHIAMH pemakTope)
yTOOBl OTKPBITH BKIAAKy «BcTaBka» W TPOCMOTpETh BCE JOCTYIIHBIC
COUeTaHWS KJIABWIN [UJII OTOM BKJIQAKU. 3aTeM HaXMUTe OYKBY,
COOTBETCTBYIOILYIO 3JIEMEHTY, KOTOPBIN Bbl XOTUTE UCIIOJIb30BATh.

Haxxmute Alt, 4TOoOBI CKpBITH BCE MOJCKA3KW Ui KiaBuil, win Escape,

YTOOBI BEPHYTHCS K MPEAbIAYIICH IpyIIe MOACKa30K AJIs KJIaBUIIL.

JIOKyMEHT_AAnsi_NpOBEPKH_BOIMOXHOCTE#_TEKCTOBOrO_pefiakTopat docx

nasnan

"
u A AR T

; beauwepsan:  3aronioBo  3aroJIOB  3aronosox3 3arofloBC 3aronoso 3a20/1080¢

MexaycTposHBii WHTepEan

Q x| Monrens ~ s 2 K

= WnTepsan mexay a6sauamn
=1 Mepen flocne

o<1

GIC) 30T Naparpac UMeeT (OHOBYIO 3A/MBKY W BCe BHEWHN

(0] - IroT Naparpad pasaenen Mepea cTpoka

TOPMIOHTANEHOM AMHMEN. (ver) v ocm %

10T TeKCT MMeeT N0 NPasoMy Kpaio 1
Pabota c 3

PaGora ¢ AMarpaMMami

3NeMEHTbI CIUCKa AMIOCTPALAIA He HaliAeHbI.

Paboraca 4

PucyHok 1
PUCYHOK 2
Pucyrok 3
PucyHok 4
Pucynok 5
PUCYHOK 6
Pucynok 7

Booonhnn

AE | AK INEMEHTLI CIMCKA UANIOCTDALINIA HE HaHNEHR!. A3 AM| A1l AK|  An| Am| AH|
Crpanmua 1ws 13 35; Konwvectso cnos Pycewwi (Pocewn) v @ [ [Z~ [ [0l — Macuras100% +

Pucynok 191 — Illoacka3ku 1 KJIaBUII

IlepeueHp BapuaHTOB cOUYEeTaHUs KJIaBUII IpUBEIEH B IIpunoxkenue 4.
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4. COOBIIEHME ITOJIB30OBATEJIIO

4.1 ABapmiiHble CUTyallMH

4.1.1 He oTro0Opakaercsi CTpaHUILIA BXOAA

Bo3MOXHBIE TPUYMHBI:

e (Ommuobka B ajapece;

e OTtcyTcTBHE NOCTOSIHHOTO MOAKIIOUEHHUS K CETH;

e CepBep NpUIIOKEHUM HAXOAUTCS B HEPaOOUEM COCTOSTHUY;

e JIpyrue npu4uHBbIL.

4.1.2 Omwubka B aapece

[Tonb3oBaTenb JOJMKEH MPOBEPUTH MPABUIBLHOCTH BBEJACHHOW MHMOpManuu B
BeO-Opay3sepe.

4.1.3 IIpoBepka HAJIM4MS MOCTOSAHHOTO MOAKJIYEHHUS K CETH

[Tonp30BaTenb JOJKEH MPOBEPUTh HAIMYME JOCTyNa K JIPYyrHMM cepeepam. B
Cllydae €CJIM JOCTylla HET, IOJIb30BaTENIb JOJDKEH IIPOBEPUTH MOAKIIOYCHUE
KOMIIBIOTEPA K CETH.

Ecnim anMuHUCTpaTOpy CHCTEMBI CaMOCTOSITEIBHO HE YJAJoCh PELINTH
npobiieMy MOAKIIOUEHHUS K CETH, TO OH JOJKEH 0OpaTUTHCS K aMUHUCTPATOPY CETH
JUISL pa3petieHust mpo0aeMbl MOAKIIOYEHUSI KOMITBIOTEPA K CETH.

4.1.4  CepBep NpuioKeHNI HAXOAUTCHA B HEPAOOUYEM COCTOTHUH

[Tpn Hamuuuu JoCTymna K JIPYTrdM CTPaHUIIAM HamOoJiee BEPOSTHON MPUUUHOM
orcyrcTBusl goctyna k [IK CJI sBnsiercss oCTaHOBKA cepBepa MpHIIOKeHuu. B sTom
ciydae (Mpu ucnoiib3oBaHuU Opaysepa Internet Explorer) mombp3oBaTenb MOTy4YUT
COOOIIEHHE O HEBO3MOXKHOCTH OTOOpa3uTh cTpaHuily. Ilonb3oBaTenb OJKEH
nepenarb HHPopManuw 06 aBapuu cucremMmHomy aagmunuctparopy [IK C/I.

4.1.5 JIpyrue npu4YMHbBI

B cinywyae ecim moJIb30BaTeNi0 HE YAAlOCh BBISICHUTH INPUYMHY aBApHUH, OH

JIOJKEH TIepeiaTh HH()OPMAITUIO CHCTEMHOMY aJIMHHHUCTPATOPY.
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HPUJIO’KEHHUE 1

Tab6umna S — IlogaepxuBaemMblie (POPMATHI IJICKTPOHHBIX JOKYMEHTOB

®opmat

DOC

DOCX

DOTX

FB2

ODT

Onucanue

Pacmmpenne nmMenn
(haiina 1ist TEKCTOBBIX
JIOKYMEHTOB, CO3IaHHBIX
nporpammoit Microsoft
Word

Office Open XML,
pa3paboTaHHBIH
Komnanueit Microsoft
dbopmart daiinos Ha
ocHoBe XML, coxaThix
1o TexHosioruu ZIP.
[Ipennaznauen amns
MIPE/ICTABJICHUS
ANEKTPOHHBIX TAOJIHIL,
JiarpaMm, Mpe3eHTaIMi
U TEKCTOBBIX
JIOKYMEHTOB

Word Open XML
Document Template,
pa3paboTaHHBIH
KoMIianuet Microsoft
¢dopmar ¢aitnos Ha
ocHOBe XML, coxaThIx
1o TexHosioruu ZIP.
[Ipennaznauen s
11a0JI0HOB TEKCTOBBIX
nokymeHToB. [1la6ion
DOTX conepxur
HaCTPOMKHU
(hopmMaTupoBaHus, CTHIN
U T.JI. U MOXET
UCTIONB30BATHCS IS
CO3/IaHUsI MHOKECTBA
JIOKYMEHTOB CO CXOKHM
(dhopmaTupoBaHreM
Pacupenue ns
AIEKTPOHHBIX KHUT,
MO3BOJISIOILIEE YUTATh
KHHUTH Ha KOMITBIOTEpE
YT MOOUITBHBIX
YCTpOMCTBAX

dopmaT TEeKCTOBBIX
daiinoB OpenDocument,
OTKPBITBIN CTaHIAPT IS

IIpocmoTp

Pe}IaKTI/IPOBaHHe

CrauynBaHue
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OTT

RTF

TXT

PDF

PDF/A
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Onucanue

AIEKTPOHHBIX
JIOKYMEHTOB
OpenDocument
Document Template.
dopmaT TEKCTOBBIX
¢aitnoB OpenDocument
JUIsl 11aOJIOHOB
TEKCTOBBIX JJOKYMEHTOB.
[a6snon OTT conepkut
HACTPOUKHU
(hopmaTupoBaHUsl, CTUITN
U T.Jl. © MOXET
HCITIOJTb30BATHCS JUIS
CO3/1aHUS MHOKECTBa
JIOKYMEHTOB CO CXOXHM
(hopmMaTupoBaHueM

Rich Text Format.
dopMar JOKyMEHTOB,
pa3paboTaHHBIN
komnanueit Microsoft,
I E
KpOCCIUIaT(OPMEHHOTO
oOMeHa JIOKYMEHTaMH
Pacummpenue nmenu
(haiina 111 TEKCTOBBIX
(ailnoB, Kak MpaBwiIo, C
MUHUMAaJIbHBIM
(hopmaTUpOBaHHEM
Portable Document
Format. ®opwmar ¢aiinos,
UCIIOJIB3YEMbIN 115
PEICTaBICHUS
JIOKYMEHTOB HE3aBUCUMO
OT MIPOTPAMMHOTO
obecrneyeHus,
anmapaTHBIX CPEJCTB U
OTIEpPAIMOHHBIX CUCTEM
Portable Document
Format / A.
[MoamuOkecTBO hopmaTa
PDF, conepxariee
OrpaHUYEHHBIA HAOOp
BO3MOKHOCTEMN
NIPEJICTABICHUS JTAaHHBIX.
Jauusbiii popmar
SIBJISICTCSL CTAHIaPTOM
ISO u npenna3znavex ais
JOJITOCPOYHOTO
ApPXUBHOTO XpPaHEHUS

IIpocmoTp

PelIaKTI/IPOBaHHe

CrauynBaHue



302
RU.48324255.CJI(PT)-PII-B1.1

®opmat Onucanue IIpocmoTp PenakrupoBanue CxauuBanme

AIEKTPOHHBIX
JIOKYMEHTOB
HyperText Markup
Language. OcHoBHOI1
SI3BIK PAa3METKH BeO-
CTpaHUIL
Electronic Publication.
becrutaTHbIl OTKPBITHIN
CTaHAapT JUIst
ANEKTPOHHBIX KHUT,
CO3IaHHbII
MexayHapoaHbIM
hopymoM 110 TG POBBIM
my OTMKAIUSM
(International Digital
Publishing Forum)
Open XML Paper
Specification. OTKpBITHIi
OecruratHpIi (hopmat
XPS (uKCUpOBaHHOM +

pa3MeTKH,

pa3zpaboTaHHBIH

komnanueit Microsoft

dopmar ¢aiinos,

npeIHa3HaYeHHbIN

TJIABHBIM 00pa3oM ISt

XpaHeHus
DjVu OTCKaHUPOBAHHBIX +

JIOKYMEHTOB, 0COOEHHO

TeX, KOTOPBIE COJepKAT

KOMOHMHAIIUIO TEKCTA,

PHUCYHKOB U (oTorpaduii

PactmupsieMblii s13b1K

pazmetrku (XML).

[TpocToii u THOKUH S3BIK

pa3MeTKH, CO3/IaHHbII Ha
XML ocHoBe SGML (ISO + +
8879) u
npenHa3HaYeHHBIN A5
XpaHEHUs U Tiepeadn
JTAHHBIX
Portable Network
Graphics. ®opmart
(aiinoB pacTpoBoit
rpaduku, KOTOPBIA Kyaa
0oJee MLUPOKO
UCTIONIB3YETCS B
HHurepHere, uem B
(dhoTorpadusax u

HTML

EPUB

PNG



®opmat

JPG
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Onucanue

HCKYCCTBE

Joint Photographic
Experts Group.
Haubonee
pacnpoCcTpaHeHHBII
(dhopmar cxaroro
U300paKeHus,
WCIIOJIb3YEMBIH IS
XpaHEHUs U TIepeadn
U POBBIX U300paKEHUI

IIpocmoTp

Pe}laKTI/IPOBaHHe

CrauynBaHue
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INPUJIOKEHUE 2

Taoauua 6 — HemeuaraeMbie CHMBOJIBI

CuMBOI Omnucanue

. IIpodea
Bcrapnsiercs mpu Ha)aTUX Ha KIABUIILY
[Ipo6en na knaBuarype. Co3naet mpooden
MEX1y CUMBOJIAMHU.

CumBoJ Tadyassuumn

Bcrapnsiercs nmpu Haxkatuu Ha Kiasuiny Tab.
Hcnonp3yercs 1st mepeHoca Kypcopa Ha
CJIEYIONIYIO TTO3UIIUIO TaOyIIAINN.

ﬂ CumBoJ1 koHIIA a03ana (T.e. JKeCTKHH
nepeBo/l CTPOKH)
BceransieTcst npu Haxkatuu Ha KjiaBuiny Enter.
3aBepiaet ab3all U 100aBIIsET OCIIE HETO
HEKoTopoe cBoOo1HOE MecTo. ComepKUT
nHpopmanuio o popMaTHpoBaHUH abd3ana.

1 CuMBOJI pa3pbiBa CTPOKH (T.e. MATKUI
1nepeBoj CTPOKH)
BcraBnsiercs npu MCHOJIb30BaHUM COYETAHUS
knaBumn Shift+Enter. Pa3peiBaeT Tekymnyro
CTPOKY U ITOMEUIAET CTPOKH TEKCTA PSAJIOM
JpPYT C IpyroM. Msrkuii nepeBoj CTpOKH
WCIIOJIB3YETCS, B OCHOBHOM, B Ha3BaHUSX U
3aroJI0BKax.

(o] HepaspbiBaemblii mpooeJ
BcraBnsiercst mpu UCTIONIB30BaHUY COYETAHHS
knaBum Ctrl+Shift+IIpo6en. Co3znaet nmpoben
MEK/1y CUMBOJIAMH, KOTOPBIH HEJIb3sI
WCIIO0Ib30BaTh, YTOOBI HAYATh HOBYIO CTPOKY.

.................... PASDHE CTDAHMLEL ----xrresrsse- CI/IMBOJI pa3prBa CTpaHI/IHbI
BcerapiisieTcs npu UCNOJIb30BAHUM 3HAYKA
Pa3peiBbl Ha Bkagke BeraBka wiim Maker
BEPXHEH MaHeIn NHCTPYMEHTOB U
nocneayieM Beibope onmuu BeraButh
pa3pbIB CTPaHULIBI.

mnnniiiiiiiiii PaspmB paspmena (cnenyomas crpanuua) il CHMBOJL pa3psbiBa pa3jaeja
Bcrasmsercs IIpH UCIIOJIb30BAHWU 3HAYKaA
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CuMBOI Onucanue

PaspsiBel Ha BKitaike BeraBka mim Maker
BEpXHEH NaHEeIU UHCTPYMEHTOB U
nocleayomeM Beidope onuuu BeraButh
pa3pbIB KOJIOHKHU.

.......... PASPHE KOJOHKM +---vesee Bcerasisercst npy NCNOJIB30BaHUM 3HAYKA
PaspsiBbl Ha Brilake BeraBka wim Maker
BEPXHEU NTAaHEJIM HHCTPYMEHTOB U
nocyeIyromeM Beioope onuuu BeTaButh
pa3pbIB KOJIOHKH.

@] Mapkep si4YeliKM U KOHIIA CTPOKH B
TA0JMIaX
DTHU MapKephl coJiepKaT KOIbI
(dhopMaTupoBaHus I OTIEIBHBIX STUEEK U
CTPOK COOTBETCTBEHHO.

| MajieHbKHUH YepHBIHA KBaJApAaT B 10J1€e cJIeBa
oT a03ana
OH 0603Ha4aeT, 4YTO MPUMEHEH, 110 KpaiHe
Mepe, O/IMH U3 NapaMeTpoB ald3alia, HalpuMep,
He pa3zpsiBaTh a63a1;, C HOBOM CTpaHHUIIBL.
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HPUJIO’KEHUE 3

Tabéumna 7 — Berpoennsie pyHKuMu

Kareropus OyHKIHA Onucanue [Ipumep

OyHKIUA =ABS(-10) Bozspamaer 10
UCTIONB3YETCS IS
HaXO0XJICHUS
MaremaTtnueckue ABS(x) MO JISt
(abcomoTHOM
BEJIMYUHBI)
qucia.
OyHKIUA =AND(1>0,1>3) Bosspamiaet 0
UCIIOJIB3YETCS JUIst
MIPOBEPKH,
SIBJISICTCS JIA
BBE/ICHHOE
JIOTUYECKOE
3Ha4YCHHE
AND(logicall, WCTUHHBIM WJIH
logical2, ...) JIO’KHBIM.
OyHKIUSA
BO3BpaIaer
3HadeHue 1
(MCTUHA), ecnu
BCE apTyMEHTHI
UMEIOT 3HaYCHHE
NCTHUHA.
OyHKIUA =AVERAGE(4,10) Bozsparmaer 7
aHATN3UPYET
AVERAGE(argument- amamna3oH JaHHBIX
list) Y BBIYUCIISIET
cpenHee
3Ha4YEHHE.
OyHKIMA =COUNT(A1:B3) Bosspammaer 6
UCIIOJIB3YETCS ISt
nojcyera
KOJIMYECTBA STUYCCK
B BBIOpaHHOM
Juana3oHe,
co/iepKaIInx
qucia, 6e3 yuera
MyCThIX WIH
CoJIeprKalnX
TEKCT SIYEEK.
OyHKIUA =DEFINED(A1)
OIICHUBAET,
OTpesIeNIEHO JIU
3HAa4YECHHE B

Jlornueckue

CratucTuueckue

COUNT (argument-

CraTtucTuueckme )
list)

Jlornueckue DEFINED()



Kareropus

Jlornueckue

Jlornueckue

Maremarnueckue

CraTtucTuueckme

CraTHCcTUYECKHE
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DOyHKIUSA

FALSE()

[F(logical test,
value if true,
value if false)

INT(x)

MAX(numberl,
number2, ...)

MIN(numberl,
number2, ...)

Omnucanne

sueiike. DyHKIUA
BO3Bpalaer 1,
eCJIM 3HAYCHUE
ONpPENIETIEHO U
BBIUMCIIAETCS 0€e3
OIINOOK, U
BO3Bpamaer 0,
€CIIi 3HaUYCHUE HE
OTIPENIETICHO WITN
BBIYHCIISIETCS C
OIIHOKOI.
OyHKIMA
BO3BpAIaeT
3Hauenwue 0
(JIOXD) u ue
TpeOyeT
apryMeHTa.
OyHKIUA
WCIIOJIB3YETCS JIS
MIPOBEPKHU
JIOTHYECKOr 0
BBIPXKECHUS U
BO3BpAIllaeT OJHO
3HAYCHHUE, €CIIN
MIPOBEPSIEMOE
YCJIOBHE UMEET
3HAYCHHUE
NUCTHUHA, n
JIPYTOe, €CII OHO
HMEeT 3HaUYCHUE
JIOXb.

OyHKIUA
aHATM3UPYET U
BO3BpAILIAET
HETYI0 9acTh
3aJIaHHOT'O YHCJIA.
OyHKIMSA
UCIIONIBb3YETCS AJIs
aHaJIM3a
JMarnasoHa
JIaHHBIX U TTONCKA
HaHOOJIBIIIETO
qHca.

OyHKIMA
HCIIONIB3YETCS JJIS
aHaju3a
JHMarna3oHa
JIAaHHBIX U IIOMCKa
HAauMEHBIIETO

[Tpumep

=FALSE() Bo3spamaet 0

=IF(3>1,1,0) Bo3ppamaer 1

=INT(2.5) Bo3spamaer 2

=MAX(15,18,6) Bo3spamiaer 18

=MIN(15,18,6) Bo3spamaer 6
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Kareropus OyHKIHA Onucanue [Tpumep

YHUCIIa.
OyHKIUA =MOD(6,3) Bo3zpaiaet 0
BO3BpallaeT
OCTaTOK OT
JIeJICHUs YKciia Ha
3aJaHHbIN
JICITATETb.
OyHKIUA =NOT(2<5) Bo3zspamaer 0
UCIIONIB3YETCS IS
MIPOBEPKH,
ABIISETCS JIU
BBEJICHHOE
JIOTHYECKOe
3HAaYCHHE
UCTUHHBIM WU
JIOKHBIM.
Jlornueckue NOT(logical) OyHKIUA
BO3BpaIaer
3HaueHue 1
(UCTHUHA), ecnn
apryMeHT UMeeT
3nauenue JIOXb,
u 0 (JIOXKD),
€CIIi apTyMEHT
UMeEeT 3HAUCHHE
NCTHUHA.
OyHKIUA =0OR(1>0,1>3) Bozppamaer 1
UCTIONB3YETCS IS
MIPOBEPKH,
SIBIISICTCS JIA
BBEJICHHOE
JIOTUYECKOe
3HaYeHHE
OR(logicall, VCTUHHBIM WJIH
logical2, ...) JIO’KHBIM.
OyHKIMA
BO3Bpallaer
3Hauenue 0
(JIOXDb), ecnu
BCE apTyMEHTHI
UMEIOT 3HaYCHHE
JIOXb.
DyHKIUA =PRODUCT(2,5) Bo3spamaer 10
MEPEMHOXKAET BCE
YyHUCIa B
3aJJaHHOM
Jara3oHe syeeK
¥ BO3BpaIaer
MIPOU3BEICHUE.

Marematnueckue MOD(x, y)

Jlornueckue

PRODUCT (argument-

Marematnueckue )
list)



Kareropus

Marematnueckue

Marematnueckue

Marematnueckue

Jlornueckue

309

RU.48324255.CJI(PT)-PII-B1.1

DOyHKIUSA

ROUND(x,
num_digits)

SIGN(x)

SUM(argument-list)

TRUE()

Omnucanne

OyHKIMSA
OKpPYTJISIET YUCIIO
JI0 3aJ1aHHOTO
KOJIM4YeCTBa
JIECATUYHBIX
pa3psi0B.
OyHKIMSA
OIpezessieT 3HaK
yucna. Ecin
YHCIIO
MOJIO’KUTENBHOE,
byHKIUS
BO3BpallaeT
3Hauenue 1. Eciu
YHUCIIO
OTPULATENILHOE,
byHKIHS
BO3BpallacT
3Ha4eHue -1.
Ecnu yucno
paBHO 0,
byHKIUSA
BO3BpallaeT
3Hauenue 0.
OyHKIMSA
BO3BpallacT
pe3ynbTat
CJIOKEHMSI BCEX
YHCell B
BbIOpaHHOM
JMarna3oHe syeek.
OyHKIUA
BO3BpAILAET
3HaueHue 1
(MCTUHA) u ne
TpeOyeT
apryMeHTa.

[Tpumep
=ROUND(2.25,1) Bo3zBparmaer 2.3

=SIGN(-12) Bosspamaer -1

=SUM(5,3,2) Bozspamaer 10

=TRUE() Bo3zspamaer 1



[evicTBue

IToBTOpEeHUE
ITOCJICTHETO
BBIIIOJIHCHHOT'O
NEUCTBUS

OTKpBITH TAHEIb
KOFVin g

OTKpPBITH OKHO
'Tlouck u 3aMeHa

1

OTKpBITH OKHO
'Tlouck u 3amena' ¢
II0JIEM 3aMEHEI

[ToBTOpUTH
nocJjeaHee
neurcrtsue 'Hanty'

OTKpBITH TAHEJb
'KommenTapun'

OTKpBITh TIOTIE
KOMMEHTapus
OTKpBITH IaHEIIb
‘Yar’
CoxpaHuUTh

JOKYMEHT

[leuatb nOKymMeHTa

Ckayarh Kak...

[TonHO3KpaHHBIN
peKUM
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MNMPUJIOKEHHUE 4
Coueranus Coueranus
KJIABUII JUISL  KJIQBUIII TSI Ornucanue
PC Mac
[ToBTOp OONBIIMHCTBA YACTO UCIIOJIB3YEMBIX
NecTBUH, TaKUX Kak (popMaTUpoBaHHE
F4 F4 TEKCTa, BCTaBKa 3JIEMEHTOB (Ta0JIuII,
M300paXKeHHIT ), I3BMEHEHUE CTUJICH U
npoyee.
OTkpbITh TaHeNb Daiil, 9TOO0B COXPAHUTH,
CKayaTh, pacrieyaTaTh TEKYLIUI TOKyMEHT,
MIPOCMOTPETH CBEJICHUS O HEM, CO3/1aTh
Alt+F ~< Option+F  HOBBIN JOKYMEHT WJIA OTKPHITH
CYIIECTBYOIINA, TOTYYUTh JTOCTYII K
Cnpaske 1o peiaktopy 279 10KyMEeHTOB WU
JIOTIOTHUTEIFHBIM TTapaMeTpaM.
AC OTkpbITh AUanoroBoe okHO [louck u 3ameHa,
trl+F, 38
Ctrl+F CmdtF 9TOOBI HAYATh MOWCK CHMBOJIA/CII0Ba/(hpasbl
B PEIaKTUPYEMOM JIOKYMEHTE.
OTkpbITh AUanoroBoe okHo Ilouck u 3ameHa
Ctrl+H AN Ctrl+H C MOJIEM 3aMEHbI, UYTOOBI 3aMEHNUTH OJHO WU
0oJee BXOXK/ICHUN HalIEHHBIX CUMBOJIOB.
T Shift+F4, . .
[ToBTOpuTH NeticTBue HaiiTu, koTopoe ObLIO
f Shift+F4 g6 Cmd+G, BBITIOJIHEHO JI0 HaXKaTHUsl 3TOTO COYETaAHUS
& Cmd+ 1
Shift+F4 AP
A Crl+ T 0
Ctrl 1 Shift+H, 98 TKPBITH N2HEIb KOMMeHTaEI/H/I, 4TOOBI
Shifi+H Crmdt 1 J00aBUTh CBOM KOMMEHTAPHI HITN OTBETHTD
Shifi-H Ha KOMMEHTapHUH JIPYTUX MOJIb30BaTENCH.
Al ~ Option+H OTKpBITH TIOJIE BBOJIA JAHHBIX, B KOTOPOM
MOJKHO JTOOABHTh TEKCT KOMMEHTAPHSI.
AltHQ ~ Option+Q OTKpBITH TaHENb YaT ¥ OTIPaBHUTH
CcOoO0IIIEHHE.
CoxpaHUTh BCe U3MECHECHHUS B
Ctrl+S ACtrl+S, 3 pemakTHpyeMoM JOKyMeHTe. AKTHBHBIN
Cmd+S ¢aiin Oyzner coxpaHeH ¢ TEKyIIUM UMEHEM, B
TOM >K€ MECTOIOJIOXKEHUHU U opMarTe.
A Ctrl+P, 38 Pacrieyarath JOKYMEHT Ha OJTHOM U3
Ctrl+P JIOCTYIHBIX IPUHTEPOB WJIK COXPAHUTH B
Cmd+P .
darin.
OTtkpbITh TaHens CkayaTh Kak..., YTOOBI
A Ctrl+ T COXPAHUTh PEAAKTUPYEMBIH JOKYMEHT Ha
Ctrl+ 1 Shift+S, 8  ’ecTkoM mucKe KOMIBIOTEPA B OJJHOM U3
Shift+S Cmd+ T noanepxkuBaemMbix popmatoB: DOCX, PDF,
Shift+S ODT, TXT, DOTX, PDF/A, OTT, RTF,
HTML. 280
Fl11 & Cmd+"  IlepekinounThCs B MOJTHOIKPAHHBINA PEKUM,
Ctrl+F 4YTOOBI PA3BEPHYTH PEJAKTOP JOKYMEHTOB Ha



JeicTBue

Memnto CripaBka

OTKpBITH
CYHIECTBYIOIIUI
darin

KonrekcTHOE
MEHIO 3JIeMEHTa
3aKkpbITh (aiin
3aKpbITh OKHO
(BKIAKY)
COpocuth
MaciuTad

[eiicTBue

IIepeiiTu B Hayano
CTPOKH
[IepeiiTn B Havano
JOKYMEHTa
IlepeiiTu B KOHEN
CTPOKHU
IlepeiiTu B KOHEN
JOKyMEHTa
[IepeiiTn B Hauano
MpeabIIYILIEN
CTPaHUIbI

Ilepeiitu B Havano
creayromen
CTpaHULbI

[IpokpyTUTh BHU3

[IpokpyTuTts BBEpX

Cnenyromias
CTpaHHuIIa

IIpenpinymas
CTpaHuLa

VBenn4uTh
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Coueranusa
KJIABUIII [T
PC

F1

Ctrl+O

{1 Shift+F10
Ctul+W
Ctrl+F4

Ctrl+0

CoueTtanusa
KJIaBUIII JJIs0

PC

Home
Ctrl+Home
End
Ctrl+End

Alt+Ctrl+Pag
e Up

Alt+Ctrl+Pag
e Down

Page Down

Page Up

Alt+Page
Down

Alt+Page Up

Ctrl++

Coueranus
KJIABUIII IS
Mac

F1

T Shift+F10

Onucanue

BECh IKpaH.

OTtkpeITh MeHIO CIipaBKa pegakTopa
JIOKYMEHTOB.

Ha Bxanke OTKpBITH JIOKabHBIN (aiii B
JIECKTOITHBIX peaKTOpax MO3BOJIsSET

OTKPBITh CTAHAAPTHOC AUAJIOTOBOC OKHO JIJI

BBIOOpA CYIIECTBYIOIIETO (aiiia.
OTKpBITH KOHTEKCTHOE MEHIO BEIOPAaHHOTO
HIIEMEHTA.

38 Cmd+W  3akpbITh BHIOPAHHBIN JOKYMEHT.
3 Cmd+F4  3axpsITh BKIAJKY B Opaysepe.
COpocuth MacmTad TeKylero JOKyMeHTa 10
88 Cmd+0 P YIIELD OKyMERTa A
3Ha4eHUs no ymosyanuro 100%.
HaBuranus
Coueranus
KJIABUIL IS Ornucanue
Mac
YcTaHoBUTH Kypcop B Hayajie
Home ypeop

AN Ctrl+Home
End

A Ctrl+End

~ Option+38
Cmd+ T
Shift+Page
Down
Page Down,
=
OptiontFn+1
Page Up, ~=
Optiont+Fn+|
=
Option+Page
Down
=
Option+Page
Up
A Ctrl++, 38
Cmd++

PENAKTUPYEMOM CTPOKH.
VYcTaHOBUTH KypCcoOp B CAMOM Hadaje
PENAKTUPYEMOIO JOKYMEHTA.

Y CTaHOBUTH KypcOp B KOHLIE
PENAKTUPYEMON CTPOKH.

VY CTaHOBUTH KypCOp B CAMOM KOHIIE
pEeNaKTUPYEMOro TOKYMEHTA.

VY cTaHOBUTH KypcOp B CaMOM Hayaiie
CTpPaHUIbl, KOTOPAst UAET Nepes
penakTupyemon crpanuuei. 281

Y CTaHOBUTH Kypcop B CaMOM Hauaie
CTpaHUIIbI, KOTOPAsi UJIET MOCIIEe
pPEIaKTHPYEMON CTPAHUIIBL.

[TpoKpyTUTH JOKYMEHT IPUMEPHO HA OJIHY
BUJUMYIO 00JIaCTh CTPAHULIbI BHU3.

[IpokpyTUTH TOKYMEHT IPUMEPHO HA OJIHY
BUJIUMYIO 00JIACTh CTPAHUIIBI BBEPX.

[TepeiiTu Ha CleAYIOUTYIO CTPAHUILY
PENAKTUPYEMOTO JOKYMEHTA.
IlepeiiTu Ha IPEABIAYILYIO CTPAHULLY
PENAKTUPYEMOrO JOKYMEHTA.

VYBennuuTh MacTad peaakTUpyeMoro
JIOKYMEHTA.



JeicTBue

VYMeHBIINTH

[lepeiiTu HA ovH
CHUMBOJI BJIEBO

[lepeiiTu Ha oMH
CUMBOJI BIIPABO
[IepeiitTu B Hauano
CJIOBA WJIM HA OJHO
CJIOBO BJIEBO
[TepeiiTn Ha ogHO
CJIOBO BIIPABO
[lepeiiTu Ha OIHY
CTPOKY BBEpPX
[lepeiitTn HA OIHY
CTPOKY BHU3
[TepeiiTn Mmexy
aJeMEHTaMu
yIpaBJiIeHUs

[eiicTBue

3akoHuUuTH a03all
J106GaBUThH pa3phiB
CTPOKHU

VY nanute

VY najauTe c10BO
cjieBa OT Kypcopa

VY 1ajauTe Ci10BO
cIipaBa OT Kypcopa

Coznath
Hepas3pbIBa€MbIi
poOen

Co3nats
Hepa3pbIBaeMbIil
neduc
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Coueranusa
KJIABUIII [T
PC

Ctrl+-

Ctrl+«—

Ctrl+—

l

5 Tab/ T
Shift+%i Tab

CoueraHus
KJIABHIII IS
PC

< Enter

T Shift+«
Enter

-
Backspace,
Delete

Ctrl+Backspa
ce

Ctrl+Delete

Ctrl+ 1
Shift+,
Spacebar
Ctrl+1
Shift+Hyphe
n

Coueranus
KJIQBHUIII IS Onucanue
Mac
ACtrl+-, 3 YMeHbIUTh MacTad peakTHPyeMOro
Cmd+- JIOKYMEHTA.
- [lepemecTuTh Kypcop Ha OJIMH CUMBOJI
BJICBO.
. [lepemecTuTh Kypcop Ha OJIMH CUMBOJI
BITPABO.
A Ctrl+<+—, 3 TlepemecTuth Kypcop B Hauajo cJI0Ba MM Ha
Cmd+«— OJIHO CIIOBO BIIEBO.
" Ctrtt—, 38 [TepemecTuTh KypcOp Ha OJHO CJIOBO BIIPABO
Cmd+—s P ypcop A paBo.
) IIepemecTuTh Kypcop Ha OJIHY CTPOKY BBEDX.
! IIepemecTuTh Kypcop Ha OJIHY CTPOKY BHM3.
i Tab/ T [TepeliTu Ha CleTyIONNN WU TPEIBITY I
Shift+i Tab  snemeHT ynpaBieHUs B MOJAIbHBIX OKHAX.
Harnncanue
Coueranus
KJIABUII ISt Onucanue
Mac
< Return 3aBepIuTh TEKYIIUi a03all ¥ HauaTh HOBBIH.
{1 Shift+< CnenaTh IEpeBOJI CTPOKH, HE HAUMHAS
Return HOBBII a03ail.
(_
Backspace VY nanuth oquH cumBoI ciieBa (Backspace)
b
i cripasa (Delete) ot xypcopa.
Delete pasa ( ) OT Kypcop
AN
Ctrl+Backspa
ce, 38 VY nanuth 0JJHO CIIOBO ClieBa OT Kypcopa.
Cmd+Backsp
ace
N
Ctrl+Delete,
gp VY 1anuTh 0JIHO CJIOBO CIIpaBa OT Kypcopa.
Cmd+Delete
A Ctrl+ 1T Co31ate MEX1y CUMBOJIaMU MPoOel,
Shift+ KOTOPBIN HEJb3s UCIIOIL30BATh VISl Havasia
Spacebar HOBOW CTPOKH.
A Ctrl+ T Co3znatb MeXIy CHMBOJIaMH Jieuc,
Shift+Hyphe = koTopbIit HENb3s HCTIONB30BATH ISl HAYAIIA
n HOBOW CTPOKH.

OTMeHa U oBTOp
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. CoueTaHus KJIaBUII CoueTaHus KJIaBUII
JlewicTBue Onucanue
g PC s Mac

OTMEHUTH MOCNIeaHEE
BBIIIOJIHEHHOE JIEHCTBHE.
ACtrl+Y, 3 Cmd+Y,  IoBroputh nocienHee

OTMeHHTH Ctrl+Z A Ctrl+Z, 3 Cmd+Z

Hosropurs Cl+Y 38 Cmd+ 1T Shift+Z OTMEHEHHOE JICUCTBHE.
Bripe3anue, KOMMPOBaHKE U BCTaBKa
YV nanuTe BIIEIICHHbBIN
(dbparmMeHT TeKcTa U
OTIIPAaBUTH €ro B Oydep
oOMeHa KOMIBIOTEpA.
Boipesars Ctr'1+X, T 3=€.Cmd+X, ) CKkonupoBaHHBIN TEKCT
Shift+Delete Shift+Delete MOYKHO 3aT€M BCTaBUTH B

JPyroe MeCTO 3TOTO XKe
JIOKyMEHTA, B IpyTron
JOKYMEHT WJIH B KaKylO-TO
JPYTYIO MPOTpaMMy.
OTnpaBUTh BHIICTIEHHBIN
(dbparmeHT TekcTa B Oydep
o0OMeHa KOMIIbIoTepa.
CKOINMpPOBAaHHBIHN TEKCT
KonupoBatb Ctrl+C, Ctrl+Insert 38 Cmd+C MOYKHO 3aT€M BCTaBUThH B
JPYTro€ MECTO 3TOTO XKe
JOKYMEHTA, B IPYTOi
JOKYMEHT WJIH B KaKyIO-TO
JPYTYIO IPOTpaMMy.
BcraButh panee
CKOITMPOBAHHBIN TEKCT U3
Oydepa oOMeHa KOMIIBIOTEPA
B TEKYIIEH MO3UIUU Kypcopa.
Ctrl+V, T Tekct MokeT OBITh paHee
; & Cmd+V
Shift+Insert CKOITMPOBAH U3 TOTO K€
CaMoro TIOKyMEeHTa, U3
JPYroro JOKyMEHTa WU U3
KaKOH-TO Jpyrou
MIPOTPaMMBI.
BceraButh runepcchuiky,
BcraButs Cirl+K 32 Cmd+K KOTOPYIO MOKHO
TUIEPCCHUIKY WCIIOJIb30BAaTh IS IIepexo/ia
1o BeO-ajapecy.
CxonupoBarthb
(dopmaTtupoBaHue u3
BBIJICTICHHOTO (pparMeHTa
PEAAKTHPYEMOTO TEKCTA.
Ctrl+ T Shift+C & Cmd+ 1T Shift+C CKONUPOBAHHOE
(hopMaTupoBaHrE MOKHO
3aTeM MPUMEHUTH K JPYyroMy
TEKCTY B 3TOM XKe
JIOKYMEHTE.

BcraButh

Komnuposats
dbopmatupoBanue
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JeticTBue 1 PC w1t Mac Onucanne
[IpumeHuTs panee
Hprmertrs Ctrl+ 1 Shift+V 38 Cmd+ 1T Shiftry ~ SomvposanHoe
dbopmatupoBanue (bopmaTupoBaHUe K TEKCTY

Brinennts Bce

Brinenuts
dbparmMeHT
Brimenuts ¢
MO3UIMHU Kypcopa
JI0 Hayaja CTPOKHU
BreigennTs ¢
MO3ULIMM Kypcopa
JI0 KOHIIA CTPOKH
Bruinennts oguH
CHUMBOIJI CIIpaBa
Broinenuts ogua
CHMBOJI CJIEBa

Brigenuts 1o
KOHIIA CJIOBA

Brigenuts 1o
Hayajia cjoBa

Brinenurs oy
CTPOKY BBIIIE

Beinenuts oy
CTPOKY HUXKE

Brinenuts
CTpaHUILy BBEPX

Brinennts
CTpaHUILy BHU3

Kupnsiii mpudt

Kypcus

Ctrl+A

1 Shift+— «—

f Shift+Home

T Shift+End

{1 Shift+—

{1 Shift+«

Ctrl+ 1 Shift+—

Ctrl+ T Shift+«—

2 Shift+1

T Shift+]

T Shift+Page Up

T Shift+Page
Down

Ctrl+B

Ctrl+1

Brinenenue tekcra

3£ Cmd+A

1 Shift+— «—

f Shift+Home

T Shift+End

T Shift+—

T Shift+«

2 Shift+1

T Shift+]

T Shift+Page Up

T Shift+Page Down

Odopmnenue TekcTa

3 Cmd+B

35 Cmd+1

PEAAKTHPYEMOTO JOKYMEHTA.

Brimeants Bech TEKCT
JIOKYMEHTa BMECTE C
TaOJIUIIAMU U
HM300paKCHUSIMU.

Beraenuts TeKCT
IIOCUMBOJIBHO.

Bbiienauts ¢pparMeHT Tekcra
C MO3MIIMU Kypcopa J10
HayaJla TeKyIEel CTPOKH.
Boiaenuts ¢pparMeHT TekcTa
C MO3MIMHU Kypcopa 10 KOHLIa
TEKYILEH CTPOKH.

BbraenuTs 0iMH CUMBOJ
CIpaBa OT MO3UIIUU Kypcopa.
BoraenuTs 0uH CUMBOJ
CcJIeBa OT MO3ULIUU Kypcopa.
Boiienuts ¢pparMeHt Tekcra
C MO3MIMU Kypcopa 10 KOHIIa
CJIOBa.

Beiienuts ¢pparmeHT Tekcra
C MO3MIIMU Kypcopa J10
Hayaja CJIOBa.

Beiaenuts oiHy CTpOKY
BbIILIE (KypCcOp HAXOIUTCS B
Hayajie CTPOKH).

BoraenuTs 0HY CTPOKY
HIUXKe (Kypcop HaxoJUTCs B
Havaje CTPOKH).

BbiaenuTs 4acTh CTpaHULBI €
MIO3ULUH Kypcopa 10
BEPXHEH YaCTH DKpPaHA.
BoraennTs 4acTh CTpaHULBI €
MIO3UIIMK Kypcopa 10 HUKHEN
4acTH SKpaHa.

Cnenatb mpudrt B
BBIJICJICHHOM (pparMeHTe
TEKCTa )KUPHBIM, TIPHUJIAB EMY
OOJIBIITYIO HACKIIIIEHHOCTb.
Cnenatp mpudt B



JewcTBue

IToguepkHyThII
mpudT

3auepKHYTHII
mpudT

[Toxcrpounsie
3HAKU

Hancrpounsie
3HAKU

Ctuitp 3aroinoBok 1

Ctuip 3aroioBok 2

Ctwipb 3arojoBok 3

MapkupoBaHHBII
CIIUCOK

Yo6partp
dbopMaTupoBaHue

YBenuuuth mpudt

YMeHBIINTD
mpudr

BeIpoBHATE 110
LIEHTPY/JIEBOMY
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CoueTaHus KJIaBHII
g PC

Ctrl+U

Ctrl+5

Ctrl+.

Ctrl+,

Alt+1

Alt+2

Alt+3

Ctrl+ 1 Shift+L

Ctrl+_ Spacebar

Ctrl+]

Ctrl+[

Ctrl+E
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g Mac

3 Cmd+U

3£ Cmd+5

A Ctrl+ T Shift+>, 38
Cmd+1 Shift+>

A Ctrl+ T Shift+<, 38
Cmd+ 1 Shift+<

~ Option+" Ctrl+1

~= Option+" Ctrl+2

~ Option+”" Ctrl+3

A Ctrl+ T Shift+L, 38
Cmd+ 1T Shift+L

A Ctrl+, Spacebar

38 Cmd+]

3B Cmd+H|

A Ctrl+E, 3 Cmd+E

Omnucanue

BBIIETIEHHOM (pparmMenre
TEKCTa KypCHUBHBIM, NPU/IaB
€My HaKJIOH BIIPaBoO.
[ToguepkHyTh BBIACICHHBIN
(hparMeHT TeKCTa 4YepToii,
MIPOBEICHHOM 101 OyKBaMH.
3a4epKHYTh BBIICIICHHBIN
(bparMeHT TeKcTa 4epToii,
MIPOBEACHHOM 10 OYKBaM.
Cnenatb BbIICTIEHHBIN
(bparMeHT TeKCTa MeIbYe U
MMOMECTUTD €r0 B HUKHEMH
9acTH CTPOKH, HaIIpUMeEp,
KaK B XUMHUYECKUX
dhopmyax.

Cnenatb BbIICTICHHBIN
(bparMeHT TeKcTa MeIbue U
MMOMECTUTH €r0 B BEpPXHEH
JacTH CTPOKH, HAIIpUMeED,
KaK B IPOOSIX.

[IpuMEHHTD K BBIICIICHHOMY
(bparMeHTy TeKcTa CTHIIb
3arosioBok 1.

[IpuMEeHHTH K BBIICICHHOMY
(bparMeHTy TeKCTa CTHIIb
3aroioBoK 2.

[IpuMeHHTD K BBICIIEHHOMY
(parMeHTy TeKcTa CTUIIb
3aroioBoK 3.

Co3natb U3 BbIICIEHHOTO
(parmeHTa TeKcTa
HEYINOPsI0YCHHBIN
MapKUPOBAHHBIN CIIUCOK WU
HayaTh HOBBIN CITMCOK.
Yo6pars popMaTupoBaHue u3
BBIICNIEHHOTO (pparMeHTa
TEKCTa.

YBenuuuth Ha 1 MyHKT
pasmep mpudTa s
BBIJICJICHHOTO ()parMeHTa
TEKCTa.

YMeHbIINT HA | MyHKT
pasmMep mpudTa s
BBIJICJICHHOTO (pparMeHTa
TEKCTa.

[lepexnrouars ab3a1 MEXTy
BBIPAaBHUBAHHUEM 10 IICHTPY U
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HeiicTBue 1 PC 1 Mac Onwucanue
Kparo 110 JIEBOMY Kparo.
BeIpoBHATS 1O [epekmrouats ab3ar MEXTy
[IUPUHE/TIEBOMY Ctrl+], Ctrl+L A Ctrl+], 38 Cmd+] BBIPABHUBAHUEM I10 IIMPUHE
Kparo U 110 JIEBOMY Kpalo.
BeIpoBHSTE 1O [Nepekmrovarps ab3ai MEXTY
[IpaBoOMy Ctrl+R A Ctrl+R BbIPAaBHUBAHUEM 110 IPABOMY
Kparo/JIeBOMy Kparo Kparo | 10 JEBOMY Kparo.
[Ipumenenune
dbopmaTtupoBaHus [TpumeHuTH
MOJICTPOYHOTO ¢dbopmaTupoBaHue
TeKcTa (¢ Ctrl+= MOACTPOYHOTO TEKCTA K
aBTOMaTHYECKOU BBIJICJICHHOMY (DparMeHTy
YCTaHOBKOM TEKCTA.
HWHTEPBAJIOB)
IIpumeHeHne
dbopmaTupoBaHus [IpumeHuThH
HAaJICTPOYHOTO dhopmaTupoBanue
Tekcra (¢ Ctrl+ T Shift++ HAJCTPOYHOI'O TEKCTA K
aBTOMATHYECKOU BBIJICJICHHOMY (DparMeHTy
YCTaHOBKOM TEKCTa.
MHTEPBAJIOB)
BcraBka paspsiBa Ctrl< Enter A Ctrlt Return BCTaBI/ITvaaSPLIB CTpaHMIIBI
CTpaHHMIIBI B TEKYIIEH MO3UIMU Kypcopa.

YBenmnuuTe oTCTYI

VY MEHBIINTH
OTCTYII

Jlo6aButh HOMED

Ctrl+M

Ctrl+ T Shift+M

Ctrl+ 1 Shift+P

N Ctrl+M

A Ctrl+ 1T Shift+M

A Ctrl+ T Shift+P

YBenuuuTh 0TCTYN ad3ara
CJIeBa Ha OJIHY ITO3UIIHIO
TaO YIS,

YMEHbIIUTH OTCTYT ab3ara
CJIeBa Ha OJIHY MO3HUIIUIO
Ta0y AN,

Jl06aBUTH HOMED TEKYIIEH
CTpPaHUIIbI B TEKYIICH

CTPaHUIIBI
MO3UIIMH KypCopa.

HeneuaTtaembie Ctrl+ 1 [TokasaTh WU CKPHITH

CUMBOJIBI Shift+Num8 HeTeyaTaeMble CUMBOJIBI.

Y naauths oauH
CHMBOJI CJIEBA
VY naauths oguH

«— Backspace

«— Backspace

VY 1anuTh OJTMH CUMBOJI ClIEBa
OT Kypcopa.
VY 1aauTh OJTMH CUMBOJI

Delete Delete
CHUMBOJI CIIpaBa cIpaBa OT Kypcopa.
Mopaudukarus 00bEKTOB
. . OrpaHnnuuTh repeMenieHne
OrpaHnyuTh T Shift + T Shift + P PEMELIL
BBIOPaHHOTO 00BEKTA 110
JIBUKCHHE nepeTacKuBaHue NepeTackUBaHKe
TOPU30HTAIIN WJIH BEPTUKAIIH.
T Shift + .
3agare yroiu { Shift +
MepeTacKUBaHUE OrpaHnuuuTh yroj moBopoTa
noBopota B 15 nepeTrackuBaHue (Ipu
(mpu maroM B 15 rpaaycos.

rpagycoB

MMOBOPAYUBAHUH )

MIOBOpPAYMBAHUH)



JewcTBue

CoxpaHATh
MPOTIOPIIUHU

Hapucoatb
MPSAMYIO JTUHUIO
WIH CTPENKY

IIepemenenue ¢
araroM B OJINH
ITUKCEIh

[eiicTBue

IlepeniTu
creayromen
SIYEMKE B CTPOKE
Ilepentu
MpeabIAYIIEH
SIYEMKE B CTPOKE
[lepeniTu
CJIEIYIOLIEH CTPOKE
[lepeniTu
MpeabIAYILIEH
CTPOKE

Hauartp HOBBII
ab3arr

Jlo6aBUTH HOBYIO
CTPOKY

BcraButh pasphiB
TaOJIULIBI

BcraBka JTMHHOTO
THpE

BcraBka
HEPa3pPBIBHOTO
neduca

Bcraska

317

RU.48324255.CJI(PT)-PII-B1.1
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g PC

T Shift +
nepeTacKuBaHue
(npu M3MeHeHun
pasmepa)

T Shift +
nepeTacKuBaHue
(npu pucoBaHuU
JIMHUN WU
CTPEJIOK)

Ctrl+— — 1 |

CoueTanus KJIaBHIL
g Mac

T Shift +
neperackuBaHue (Ipu
M3MEHEHHUHU pa3Mepa)

T Shift +
nepeTrackuBaHue (mpu
PUCOBAaHUM JTUHUN WU
CTPEJIOK)

PaGora ¢ Tabimuamu

CoueTaHus KJIaBHIL

g PC

5 Tab

T Shift + %; Tab

< Enter

%i Tab B mpaBoit
HWKHEH STYeHKe
TaOJIHUIIEL.

Ctrl + 1 Shift + ¢
Enter

CoueTaHus KJIaBHUII
s Mac

5 Tab

T Shift + % Tab

< Return

%i Tab B mpaBoit
HIDKHEH sTYeiKe
TaOJIHIIEL.

~ Ctrl + 1 Shift + &
Return

BcraBka CIICIuaJIbHbIX CUMBOJIOB

Alt+Ctrl+Num

Ctrl+ 1 Shift+

Ctrl+ 1 Shift+

A Ctrl+ T Shift+Hyphen

A Ctrl+ T Shift+,

Omnucanue

CoxpaHsaTh NPONOPLUH
BBIOpPAHHOTO 00BEKTA MIPU
U3MEHEHUH pa3Mepa.

Hapucosats npsmyo JTMHUIO
WM CTPEIIKY:
TOPU30HTAJIBHYO,
BEPTUKAIBHYIO UJIH MO
yriioMm 45 rpaj1ycoB.

VY nepxkupaiite knasumry Ctrl
U UCIIOJIB3YUTE CTPEIIKH HA
KJIaBUAType, YTOOBI
nepeMeniaTh BEIOpaHHbIN
00BEKT Ha OJMH MUKCEIIb 32
pas.

Onucanue

[IepeiiTu k cienyrouei
sTYEHKE B CTPOKE TAOJTHUIIBI.

[TepeiiTu x npenpiayiein
SYEHKe B CTPOKE TaOJIUIIBL.

[TepeiiTu k ciemyromeit
CTPOKE TaOJIHUIIBI.

[TepeiiTu k npenpiayIeit
CTPOKE TaOJIHUIIBI.

Hauatp HOBBI a03a11 BHYTpH
SAYCHKH.

J106aBUTH HOBYIO CTPOKY
BHHU3Y TaOJIUIIBL.

BceraButhb pa3pbiB TaOIHUIIBI
BHYTPH TaOJIUILIBI.

BceraButh mummHHOE THpE ‘—’
B TEKYILIEM JOKYMEHTE
CIIpaBa OT MMO3ULIUH Kypcopa.
BceraButh Hepa3pbIBHBIN
neduc ‘-’ B TEKyLIEM
JIOKYMEHTE CIIpaBa OT
MO3ULMHU Kypcopa.

BcraButh Hepa3pbIBHBIN
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HEPa3pPBIBHOTO
npobena

BcraBka gopmyiisl

318
RU.48324255.CJI(PT)-PII-B1.1

CoueTaHus KJIaBHII CoueTanus KJIaBHIL
g PC g Mac

Spacebar Spacebar

Alt+=

Omnucanue

npo0es B TeKyIeM
JIOKYMEHTE CITpaBa OT
MO3ULMHU Kypcopa.
BceraButh hopmyny B
TEKYILEH 03U Kypcopa.
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Jluct peructpanu 3MEHEHU

Howmepa nuctoB (cTpanmin)

Bcero Ne
JTUCTOB
U3MEHEH  3aMme aHHYJIUPO JIOKYMEH
U3M HOBBIX (cTpanuir)
HBIX HEHHBIX BaHHBIX Ta
B JIOKyM

Bxomsmmii

Ne compoBo

TUTEBHOTO

JIOKyMEHTa
U Jata

IMonm.

Jlata
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