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AHHOTALUSA

B namHOoM mnporpamMMHOM JOKyMeHTe, B pasjaeiie «Ha3zHadueHue mnporpammsbi»
MIPUBOJUTCS HA3HAYCHHE M 00J1aCTh MPUMECHEHUS ITPOTPAMMBI.

B pazpene «YciaoBus BBINOJTHEHUS TMPOTPAMMBD) TIPUBEICHBI CBEJICHHUS O
TEXHUYECKUX M MPOrpaMMHBIX CPEACTBAX, OOECIECUMBAIOIIMX BBIMOJHEHUE JTaHHOU
IIPOTPaMMBL.

B pazgene «BeimosiHeHHE TporpaMMbl» TPUBEICHO ONMUCaHHME BceX (YHKIUN
MPOTrpaMMbl U METOJIOB €€ UCTIOIb30BAHUS.

B paznene «CooOmieHHs TONB30BATENIO» YKa3aHbl TEKCTHl  COOOIICHHMIH,
BBIJIJABAEMBIX B XOJI€ BBIMIOJHEHUS MPOTPAMMBbI, ONMKUCAHUE UX COACPKAHUS U JNEUCTBU,
KOTOpbIE€ HEOOXOIUMO TIPEATIPUHSATD 110 ITHM COOOIIICHUSIM.
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79 — B 4aCTU CTPYKTYPbI U COAEPKAHUSI.
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INEPEYEHb TEPMHUHOB

Onucanue

[Tporpamma, KOTOpYr0 HEOOXOAMMO YCTAHOBUTH HA KOMIIBIOTED, UTOOBI
HCIIOJIb30BaTh €€ JIOKAJIBHO.

WHcTpyMeHT U1 co31aHus TPOPECCUOHATIBHBIX U BU3YaJIbHO
IPUBJIEKATEIbHBIX JUArPaMM, CXEM U IPa(hUKOB U3 TEKCTOBOM
uHdopmanuu.

OOBeKTHI, CO3TaHHBIC B OTHOM MPHUIIOKEHUN U BHEPEHHBIC MU
CBSI3aHHBIE C IPYTUM MPUITOKEHUEM.

CrannaptHelii HaOop u3 128 cumBounoB (ot 0 1o 127), koTopsIi
BKtouaeT nudpsl (0 — 9), natunackue OykBbl (A-Z, a-z), 3HAKU
NPEMUHAHNS U YIPABJISAIONIAE CHMBOJIBL. DTOT CTaHAapT (American
Standard Code for Information Interchange) onpenenser, kak TekcT
KOJMPYETCsl B BUJIE YHMCET, YTOOBI KOMIIBIOTEPBI MOIIIM 00pabaThIBaTh U
nepeaaBaTh TEKCTOBBIE JaHHBIE.

Hazncrpounsie, moicTpOYHbIE WIIM BHYTPUCTPOUYHBIE CUMBOJIBI, KOTOPBIE
N00aBIIAI0TCS K OyKBE WJIM CUMBOJTY JUIsl 0003HAUEHUs! €ro OTINYUS,
YTOUHEHUS W [T Pa3JInYCHUs TTOX0KHUX 0003HAYECHUH.

HaGop maHHBIX, OTpeesIOINi BHEITHIA BU rPpaduIecKoro
uHTepdeiica nporpaMMel, HallpuMep, LIBETOBYIO CXEMY, IIPUQTHI,
MKOHKH U PAaCHOJIOKEHHE 3JIEMEHTOB, CO3/1aBasi YHUKAJIbHbII CTHIIb.
Crnioco0 B3anMoJIeHCTBHS € 3JIeMEHTaMH HHTepdeiica, mpu KOTOPOM
MOJIb30BATENb «3aXBaThIBACT» OOBEKT (HaIpUMep, Gailsl nin 3Ha40K),
NepeTacKUBAET €ro B HOBOE MECTO U «OpocaeT TaMm.

YHUKaIbHBIA TUPPOBON «ITOYTOBBIH afpecy A KaKI0T0 yCTPOHCTBA B
cet UHTepHeT Wi JIOKaJbHOU ceTH (HarpuMep, I0MalllHel CeTH),
KOTOPBII 103BOJISIET yCTPOUCTBAM HAaXOAMUTh APYT JIpyra u
0OMEHMBATHCS TaHHBIMHU.

[TpeoOpaszoBanue ¢aiina u3 ogHOro hopMara B APYrou.

OneMeHT uHTepdeiica, KOTOPbII O3BOJISAET M0JIb30BATEIIO
NEPEKIII0YATHCS MEXKAY Pa3IMuHbIMU pa3/iesilaMHi WM CTPaHUIAMHU, HE

MOKKJas1 OAHO OKHO IIPHUIIOKCHUS.
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1. HA3HAYEHMUME ITPOI'PAMMDBI

[Iporpammuoe  cpencrBo  [leckrom-pemaktop — «Pemaktop  TOKyMEHTOBY»
MPEACTABISIET COOOM CTAalMOHAPHOE KOMIBIOTEPHOE MPUIIOKEHUE, pa3pabdOTaHHOE C
[IETbI0 00CCTICUCHHS TI0JIb30BaTeNIe (PYHKITMOHAIOM JJISl CO3JaHusl, PEIaKTUPOBAHUS U
opopMJIeHUSI  TEKCTOBBIX  JIOKYMEHTOB.  JlaHHBIM  pemakTop  MPEaOCTaBIISIET
MOJIb30BATENISIM  BO3MOKHOCTh BBOJAUTH U KOPPEKTUPOBATh TEKCT, HACTPaUBaTh
napameTpbl mpuQTOB, ad3aleB, CHHCKOB, TaOJHUII M KOJOHOK, a TaKKE€ BCTABISTH

n300pakeHust, POPMYIIbI U TUIIEPCCHUIKH.

1.1 HaumeHOBaHMe IPOrpaMMbl

[TonHoe Ha3BaHue: Jleckron-peaakrop «Pegakrop 10KyMEHTOBY
CokpanienHoe HaumeHoBanue: [P P/]
Homep nokymenta: RU.48324255. 1P (P1)-P1-B1.0

HaunmenoBanue kommanuu pazpadorunka: AO «P7»

1.2 ®yHkuUMH NPOrpamMMbl

Jleckron-penakrop «PemakTop JOKYMEHTOB» TMPEAOCTaBIsCT KOMILIEKCHOE
pelieHue Ui opraHu3anuu paboThl C JOKYMEHTaMU B JIOKAJIBHOW cpefe, obecrieunBast
¢ (hEeKTUBHOE XpaHEHHE, MPOCMOTP, PEIAKTUPOBAHHWE W YIPABICHUE IOKyMEHTaMHU.
OcHOBHBIE (PYHKITUU TTPOTPAMMBI BKITFOYAIOT:

— Pemaxrtopsr:

® DPCIAKTOp IS CO3JaHUSA M PEAAKTUPOBAHMSA TOKYMEHTOB, BKJIIOUYAIOIINN
WHCTPYMEHTBI ISl PabOThI C TEKCTOM, HW300paKCHHUSIMH, TabIWIlaMH,
auarpaMMaMy U rpadu4ecKuMU 0ObeKTaMu;

® BO3MOYKHOCTH CO3JaHHS HOBBIX JOKYMEHTOB C HyJS WJIH Ha OCHOBE
1a0JI0HOB;

® TO/JIepKKa TUPOKOTO CIIEKTpa PopMaToB:
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.DOC, .DOCX, .DOTX, .OTT, .RTF, .HTML, .FB2, .EPUB, .TXT (a1

TEKCTOBBIX JOKYMEHTOB), a TaKK€ BO3MOXXHOCTb coxpaHeHus B PDF u
apyrux (popmarax /i1t OOMEHa U MevaTH;

e ¢QyHKIUS [00aBIEHUS KOMMEHTAapHEeB U 3aMETOK [UIsl aBTOPOB H
PENAaKTOPOB;

e pexuM «IIpeampocMoTp» ¢ BO3MOKHOCTBIO MOJTHOAKPAHHOTO MPOCMOTPA
JTOKYMEHTA;

® UHCTPYMEHTHl JUId BCTaBKM, I[E€PEMEIEHUS U YJAJCHUS CTpaHMUII
JTOKYMEHTA.

— @OYHKIIMM COBMECTHOU pabOTHI:

® BO3MOXKHOCTb OCTaBJISITh KOMMEHTApUH, OTBEYATh HAa HUX, PEIaKTUPOBATh
U YJAJISITh, a TAK)KE OTMEYaTh PEIICHHBIC BOIPOCHL;

® WCTOpHS U3MEHEHHUH C BO3MOXKHOCTBIO MPOCMOTpA MPEIbIAYIINX BEPCH
JOKYMEHTA.

e CepBuUC COXpaHEHUS U IKCIOPTA:

® COXpaHeHHe JOKYMeHTOB B (popmare PDF mns yHuBepcampHOro oOMeHa
nevaTu;

® HKCHOPT JAOKYMEHTOB B pa3iduyHble (opMaThl Jii COBMECTUMOCTH C
pa3IMYHBIMU NIPUWIOKEHUAMHU U TUIaT(HOPMAMHU.

— HWHcTpyMeHTHI U1 BU3yaIu3auu U 0(hOpMIICHHUS:

® IIMPOKHE BO3MOXHOCTH MO0 paboTe ¢ auarpamMmmamu, rpaduxkamu,
TabInuaMu 1 GUrypaMu JJis HarjssJHOTO MPEACTaBICHUS UHPOpMaIIIH;

® WHCTPYMEHTHI Au3aiiHa U (POpMAaTUPOBAHUS TEKCTa, a03alleB M JIIEMEHTOB

JOKYMEHTa JiJIsl co3aHus mpodeccrnonambHO 0(hOPMIICHHBIX TOKYMEHTOB.

1.3 IlpumeHeHHE NPOrpaMMbl

Oo6nactu npumenenus 1P P/I:
— 17151 00ecTieueHnsI COBMECTHOTO PEIaKTUPOBAHMS JOKYMEHTOB B OpTraHU3AIUsIX

HC3aBHUCHUMO OT HUX MacmTa6a;
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— B TMPOEKTHBIX KOMaHJax JUIsi COBMECTHOM pa3paOOTKH JIOKYMEHTAIlUU W
OTYETHOCTH;
— B TOCYJAapCTBEHHBIX  OpTaHM3alUsAX JId O0O0pabOTKM W  XpaHCHUS

HOKYMCHTAIIUH.



2.
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YCJ0OBHSA BBITTOJIHEHUS ITPOI'PAMMBI

2.1 Texnuueckme TpeOOBAHMS

2.1.1 TpeGoBaHusi K 000pPy10BAHUIO

JIByXbsiZIEpHBIN MpoLieccop, C TAaKTOBOW yacToToil ot 2 ['T'1 U BbilE;
He menee 2 I'b onepaTtuBHOM namsiTu;

He menee 2 I'b cBoOOHON maMATH HA KECTKOM JIHCKE.

2.1.2 TpebGoBaHusi K NPOrpaMMHOMY 00eCIIeYECHUIO

Windows:

e Windows Server 2019 (x64).

e Windows 10 (x64).

e Windows 11 (x64).

AubT Linux:

e Aunbt PaGouas craniusa K 11.

e AnbT Pabouas crannus K 10.4.

e Anbr CII penus 10.

Astra:

e Astra Special Edition 1.7.6 Penmakuus MakcumanbHas 3alllUIIIEHHOCTh
CMoOneHcK.

e Astra Special Edition 1.8.1 Penmakius MakcumainbHas 3aliUIIIEHHOCTh
CmoIteHCK.

PE/J OC:

e PEJI OC 7.3 ceprudunupoBannas peaakuus @CTIK.

e PEJ] OC 7.3.6.crangapTHas peaaKiusi.

e PEJ] OC 8.0 ctanmapTHas penakuus.

POCA:

e POCA «XPOM» 12.4 PaGoyas cTaHIusl.

Debian:
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e Debian 12.
— MacOS:
e MacOS Sequoia 15.6 (ARM).
e MacOS Sonoma 14.8.7 (Intel).

2.1.3  JlomosHHUTe/bHbIE TPEOOBAHUSA

— IlpaBa amMuHHCTpaTOpa TSI YCTAHOBKH.
— Ycranosnensl Bce nocneanue oononiaeHus s OC Windows.
— Jlng Windows Tak ke mMoryT notrpedoBathcsi Bepcuu naketoB VC++ 2015 u

BBIIIIC.

2.2 TpeboBaHus K mepcoHATY

Jnst xoppekTHOM U 3P (deKTUBHON pabOThl HEOOXOIMMO, YTOOBI MOJB30BaTENN
o0naany 3HAHUSAMH U OIBITOM PabOThI C MEPCOHAIBHBIM KOMITBIOTEPOM, Ha KOTOPOM
YCTaHOBJIEHBI oOmNepannoHHble cucteMbl Windows wmiam Linux, a Takke O(UCHBIMU

IIPOTPaMMHBIMH IIPOTYKTAMH.
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3. BBIIIOJHEHMUE ITPOI'PAMMBbI

DONEeKTpOHHBIE  JOKYMEHTBl MPEJCTaBISAOT Cco0OM oauMH U3  Haubolee
pacnpocTpaHEHHBIX TUIIOB HU(PPOBHIX (aNIOB B COBPEMEHHON MH(DOPMALIMOHHON cpefe.
Bricokuii ypoBeHb pa3BUTHS HH(PPACTPYKTYphl KOMITBIOTEPHBIX CETEH oOOecreunBacT
MPEBOCXOAHYIO A (DEKTUBHOCTH UX PACHPOCTPAHEHUS M0 CPABHEHUIO C TPAJAUIIMOHHBIMU
NeYyaTHbIMM HOCUTENSIMHU, Oylaroapsi TakuMm (akTopaMm, KaKk MTHOBEHHas Iepenaya,
MacIITabupyeMOCTh U OTCYTCTBUE (HU3HUECKUX orpaHudeHuil. PasHooOpasue ycTpoiicTB
JUis 00paboOTKKM M OTOOpakeHUs AOKyMEHTOB (0T cranuoHapHbx [IK 10 MOOMIBHBIX
matdopM) OOYCIOBIMBAECT HAIMYHUE IIHUPOKOTO CIHEKTPa 3aKPBITBIX M OTKPBITHIX
daiinoBsix (GopmaroB, BKIoYas ctaHaapthl, Takue kak DOCX, PDF, ODT u apyrue.
Penaktop 1oOKyMEHTOB 00€CIIEUYMBAET COBMECTUMOCTh C Hanbosee BOCTPEOOBAHHBIMU U3

HUX; TIOJIIep)kuBaemMbie (popmaTel npuBeneHsl B [Ipunoxenue 1.

3.1 YcranoBka

AKTyanbHasi BEpCHs IPOrpaMMBI ISl COOTBETCTBYIOIIEW ONMEPALMOHHONW CHCTEMBI

7ocTymHa Ha caitte: https://r7-office.ru/downloads.

3.1.1 ¥YcranoBka Ha OC Windows
Jlst ycranoBku JleckrorHoi Bepcuu «PemakTop JOKyMEHTOBY HEOOXOAMMO:
1. CxauaTh ocleIHIO Bepcuto yctanoBouHOTO daiin aiust OC Windows.

2.3amyCcTUTh 3arpy>kKeHHbId (Qaitn .exe wuiIM .msi. 3areM Cclie0BaTh

HHCTPYKIOHAM MAaCTCpa YCTAHOBKH.

3. Ilocme 3aBCPIICHUS YCTAHOBKHU IIOABHUTCA  BO3MOXHOCTH  3allyCTHTb
PCAAKTOPLI IIPAMO M3 OKHA MACTCpa YCTAHOBKH, HAKAB COOTBCTCTBYIOIIYIO

KHOIIKY.

Jlns mociienyromero 3amycka UCIoiab3yuTe:
— Spawix Ha pabouem cToJie (eciau ObLT CO3/IaH MPU YCTAHOBKE).

— Memnto «Ilyck»: Beibepute «IIporpamMmmeny — «P7-O¢uc» — «P7-Oducy.


https://r7-office.ru/downloads
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Jis ObIcTporo JocTyma cCleqyeT 3akpenuTb IporpaMMy Ha MaHeNIu 3ajad
HaxatueM [IKM no wuKoHkKe mporpamMmbl U BbIOpaThb COOTBETCTBYIOLIMNA MMYHKT W3

BBIITaJar0mero MEHIO.

3.1.2 ¥Ycranoska Ha RED OC
Py4ynasi ycTaHOBKa:

1. Ckavanite RPM-maker mma  onmepaumonHoum  cuctemsl PEJ[  OC.
[MognepxuBarorcsi Tonbko 64-paspsinabie Bepcun Linux. [locne wHaxkaTtus
kHONKU «CKadyaTh» B HEKOTOPBIX HMHTEpPHET-Opay3epax OTOOpa3uTCs OKHO C
PEIJIOKEHUEM YKa3aTh KaTalloT Il coxpaHeHus (aiiyma. YKaXuTe HYKHYIO

MaIrKy U IMOAO0XKINUTC 3aBCPIUICHUSA ITPOLICCCa 3arpy3KHU.

2. YcranoBure\oOHOBUTE mnaker r7-officerpm. Jlng ycraHOBKM\OOHOBIEHUS

IIaKeTa MEPERUTE B Ty NAIIKY, TJI€ OH COXPAHEH, U BBINOJHUTE KOMAHY:

sudo yum install ./r7-office.rpm

3. 3amycTUTe IE€CKTOIHbIE PEIaKTOPHI:

YcTaHoBKa ¢ MOMOIIBI0 PeNO3UTOPHS:

1. Cosnaiite ¢aiin r7desktop.repo:

sudo nano /etc/yum.repos.d/r7.repo
2. JloGaBbTe CIeAYIOIIUI TEKCT:

[r7]

name=r7
baseurl=https://downloads.r7-office.ru/repository/r7-desktop-yum/
enabled=1

gpgcheck=1
gpgkey=https://download.r7-office.ru/repos/RPM-GPG-KEY-R7-0OFFICE.public
sslverify=0

username=desktop

password=gyxilLab84FByn7sCTd5J]Y

3. OOHOBHUTE CITUCOK PEMO3UTOPHUEB C MOATPYKAEMBIMU JAHHBIMHU:

sudo yum makecache

4. YcTaHOBUTE peaaKTop:

sudo yum install r7-office



17
RU.48324255.]1P (PJ))-P/I-B1.0

YcraHoBKa\0OHOBJIEHHE ¢ IOMOIIBIO rPaguyecKoro nuarepgeiica

1. 3amycTuTte 3arpyxeHHblid nuctpudytus (Pucynox 1).

3arpyskm - B
®ann Mpaeka Bwug [MMepexog 3axknagkm [Momows
- n v 4 ¢ H (0 o ox o v
Toukmexoga ¥ X ra « & a 3arpyskm b
Komnbiotep
fa} admin r7-office-7.3.3-220

[ Pabouwia cron €l 3B0,64.rpm

® oaitnoean cuc
7] JOKYyMeHTBI
ir) My3bika
V3o6paxeHns
D Bugeo

[ Kopauna

YcTpoiicTBa

© config-2

@ thindlient... & 1 06wekT, cobogHo: 15,2 GIB

Pucynok 1 — 3anyck quctpudyruBa

2. Jlanee BBenuTE Mapojb CUCTEMHOTO aAMUHUCTpAaTOpa «root» (PucyHok 2).

Ynpagnenue nporpammamy - dnfdragora s x

] Q
Jr—
? Application requesting dnf to modify system
packages
» coen
@Ommena Ay pukaLy
Co3gaem kaw naxeros AocrynHoe KawmpoBanye
Beioa

Pucynok 2 — Beoa napoas
3. B mosBuBIIEMCS OKHE 6yz[eT NpEaAJIOKCHO YCTAHOBUTH 3dBHUCHUMBIC ITaKCTHI,

HeoOxoauMble Juts paboTel 110, BeiOepuTe «Xopouio» (Pucynok 3).
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Ynpagnenue nporpammamy - dnfdragora - X

onts-2:1.07.6-12.el7.noarch (205 k)
1.16.23.e17.x86_64 (274 k)
18.x86_64 (314 M)

O6uwii pasmep314 M

12
3
2

Pucynok 3 — Oxkno «Pe3yabTaT TpaH3akiuii»

4. Tlocne ycTaHOBKM 3aKpOMTE OKHO «YTIpaBieHue nporpammamu — dnfdragoray.

5. 3anycrture yctanonieHHoe [10 P7, otkpsiB «Mento» — «Oduc» — «P7-Oduc.

[Tpodeccrnonanphsii (eckTonHas Bepcus)» (Pucynok 4).

Q BeeauTe gns noncka..... a
3 va6panHoe [ vibreoffice calc

£ Bee [ LibreOffice Impress

@ AAMUHWCTPUPOBaHKe LibreOffice Math

@ Ayavo nengeo E LibreOffice Writer

& rpaduka ~ & P7-Oduc. NpodeccmoHanbHbi (4eckTonHas..,

B VnTepHer m MynbeTUA3LIYHLIA CT0Bapb
A O6pazoBaTtentHbie E MpoCMOTPLUMK A0KYMEHTOB
3 napametpei

@ nporpammuposanme

L@ CuctemHsle

@ CneyuansHelie BO3MOXHOCTA

A CranpaptHbie
&3 Uentp ynpasnerun

5 a8 o
@ cll:

Pucynok 4 — 3anyck nporpamMmmsi

3.1.3 YcranoBka Ha Astra Linux
Py4ynasi yctTaHOBKa

1. Ckauaiite DEB-nakeT ajis onepaninoHHou cuctembl Astra Linux.
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2. YcranoBure\ooHoBuTe naker r7-office.deb.

[lepen ycranoBkoii nakera r7-office.deb norpedyercs ycTaHOBUTH HEKOTOPbHIE

3aBUCUMOCTH. BBINOJIIHUTE CIIENYIONIYI0 KOMaHY:

sudo apt-get install fonts-crosextra-carlito fonts-dejavu fonts-liberation
fonts-opensymbol curl gstreamerl.@-libav gstreamerl.@-plugins-ugly

libasound2 1libc6 libcairo2 libgccl libgconf-2-4 libgtk-3-0 libstdc++6
libx11-6 libxssl x11-common xdg-utils

Jlnst ycTaHOBKM\OOHOBJIEHUS MaKeTa MepeiuTe B Ty MKy, rJe OH COXpPaHEH, U

BBIIIOJTHUTC KOMAH/Y:

sudo apt install ./r7-office_Bepcua_nakeTa.deb

1. 3amycTuTe AECKTOMHBIE PEAAKTOPHI:

YcraHoBKa\0OHOBJIEHHE € IOMOIIBIO PENO3UTOPHUS:

2. JloGaBbTe KIIt0OY KOMaH0M B TEpMUHAJIE:

sudo curl -s https://download.r7-office.ru/repos/RPM-GPG-KEY-R7-
OFFICE.public | sudo gpg --no-default-keyring --keyring gnupg-

ring:/etc/apt/trusted.gpg.d/r7.gpg --import && sudo chmod 644
/etc/apt/trusted.gpg.d/r7.gpg

3. JloGaBbTe peno3uTopHii:

sudo echo "deb https://downloads.r7-office.ru/repository/r7-desktop-astra/
astralinux main" | sudo tee /etc/apt/sources.list.d/r7.list

4. JloGaBbTe (haiin A1 aBTOPU3ALUU B PENIO3UTOPUH:

sudo vi /etc/apt/auth.conf.d/r7.conf

Ecnu nanHOM AMPEKTOPUM HET:

/etc/apt/auth.conf.d
Heo6xoanmo no0aBuTh JaHHBINA (haii:
/etc/apt/auth.conf

5. Ykaxwure B (aiie 1aHHBIC:

machine downloads.r7-office.ru
login desktop
password gyxilLab84FByn7sCTd5JY

6. I3MenuTe A0CTyI K danmy:

sudo chmod 600 /etc/apt/auth.conf.d/r7.conf
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Ecmu nupexropun /etc/apt/auth.conf.d Her, To BRIMOIHUAT 3Ty KOMaHTY:
sudo chmod 600 /etc/apt/auth.conf

7. O6HOBUTE MH(POPMAITHIO O TTAKETaX:

sudo apt update
8. YcTaHOBUTE PEIAKTOD:

sudo apt install r7-office

YcraHoBKka\0OHOBJIEHHE ¢ IOMOIIBIO rPauuecKoro uaTepdeiica:

TpedoBanus:

1. Ilonw3oBarenb JOJIDKCH UMCTD IIpaBa Ha YCTAHOBKY HpI/IJ'IO}KCHI/II‘/’I;

2. IlopxmroueHWe K ONEPALMOHHOM CHUCTEME HE JOJDKHO OCYILECTBIIITHCS YEpeE3
nporokon RDP (B ciaywau ¢ RDP, mpu ycranoBku cucrema He OyaeT

3alpalmrBaThb MMOBBINICHUEC ITpaB 1 BbIJACT CUCTCMHYIO OH_II/I6KY)

IIpouecc ycTaHOBKM:
1. TlepelinuTe Kk ckauaHHOMY (haily.

2. Knuknute npaBoil KHONKOM MbIH — «OTKPBITH ¢ TOMOLIBI0» (PucyHok 5)

>home > administrator > 3arpyaku

#4 r7-office_7.4.0-223_astra-signed_amdé4.debl

PucyHok 5 — 3anmyck ycTaHOBKH

3. Haxwmure yctanoBuTh naket (PucyHnox 6).
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% YcTaHoBKa naKeToR — rf-office — Nporpamma QApEL an..

@ MNawer: r7-office
CoctoAHne: TpeByeTcA yeTaHoBUTE 4 A0NONHWTENEHEIX NAKETA.

DnncaHmelnunpnﬁamu W@Eﬂu aaln:uum

| r7-office Desktop Editors installation package

r7-office Desktop Editors is an application for editing office documents
(text documents, spreadshests and presentations) from r7-office cloud
portal on local computer without browser using,

¥ YetanosuTe naxet IR RS CEN
e —

Pucynok 6 — OxHO ycTAaHOBKH
4. BBCI[I/ITG ImapoJjib OT y‘leTHOﬁ 3aIlMCH (yquHa;[ 34IIUCh NOJIDKHA MMCTh IIpaBa Ha

yCTaHOBKY npuiioxeHuit) (Pucynok 7).

™! TpeGyetca ayTenTudmkayma — ArenT PolicyKit1 ot KDE

[ %] |
> Install or remove packages

MpunoxeHure NeEITAETCA BEINOAHNTE ASACTEWE, KoTopoe Tpelyer
AONOMHUTENEHLIX MPUBWAErWA. [lnA 3Toro Tpedyerca

AYTEHTMHUKALMA.

Napons: | |

i 0 NoapobHocTH >> Aa OTmeHa

Pucynok 7 — Beox napoJis

5. T'oTtoBo. B KOHIIe yCTaHOBKH MOSBUTCA HAAMUCH «3aBepiieHoy» (PucyHok 8).
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ceToB — r7-office — NporpamMma QApt 4nA ycTaHoskm nakeros . O X

PucyHnok 8 — YcranoBka nakeros

3.1.4 Ycranoka Ha Debian
Py4yHas ycTaHOBKA:

1. Ckauaiite DEB-naket nnsa nuctpulyTtuBa Linux Ha 6a3e Debian.

2. Tlocne Haxatusi kHONMKM «CkauaTh» B HEKOTOPBIX HWHTEpPHET-Opay3epax
O0TOOPA3UTCS OKHO C MPEJIOKEHUEM YKa3aTh KaTaJloT ISl COXpaHeHus daiina.

VYKaKuTe HY)KHYIO MAIKy U MO0 IUTE 3aBEPIICHHS IIPOLIECca 3arpy3KH.
3. YcranoBure\oOHoBuTe naker r7-office.deb.

4. Tlepen ycranoBkoil makera r7-office.deb moTpelOyeTcss yCTaHOBUTH

HEKOTOPBIC 3aBUCUMOCTH. Brinonnure CICAYIOIYIO KOMaH/y:

sudo apt-get install fonts-crosextra-carlito fonts-dejavu fonts-liberation
fonts-opensymbol curl gstreamerl.@-libav gstreamerl.@-plugins-ugly
libasound2 1libc6 libcairo2 libgccl libgconf-2-4 1libgtk-3-0 libstdc++6
libx11-6 libxssl x11-common xdg-utils

Jlnst ycTaHOBKM\OOHOBJIEHUS MaKeTa MepeiuTe B Ty MKy, IJ€ OH COXpPaHEH, U

BBIIIOJTHUTC KOMAH/Y:

sudo apt install ./r7-office_Bepcua_nakeTta.deb
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1. 3amycTuTe I€CKTOIHbBIE PEIaKTOPHI:

YcraHoBka\0OHOBJIEHHE € TIOMOIIBLIO PENO3UTOPHUS:

2. JloOaBbTe KJIFOY KOMaH/I0M B TEPMUHAJIE:

sudo curl -s https://download.r7-office.ru/repos/RPM-GPG-KEY-R7-
OFFICE.public | sudo gpg --no-default-keyring --keyring gnupg-

ring:/etc/apt/trusted.gpg.d/r7.gpg --import && sudo chmod 644
/etc/apt/trusted.gpg.d/r7.gpg

3. JloGaBbTe peno3uTOPHil:

sudo echo «deb https://downloads.r7-office.ru/repository/r7-desktop-apt/

buster main» | sudo tee /etc/apt/sources.list.d/r7.list

4. JloGaBbTe (haiin g aBTOPU3ALIUU B PEMIO3UTOPUH:
sudo vi /etc/apt/auth.conf.d/r7.conf
Ecau nanHon fUpeKTOpPHUH HET:
Heo0OxoanMo 100aBUTH JaHHBINA (haiii:
/etc/apt/auth.conf

5. Ykaxure naHHble (aiina:

machine downloads.r7-office.ru

login desktop
password gyxilab84FByn7sCTd53]Y

6. M3menure noctyn K daitny:

sudo chmod 600 /etc/apt/auth.conf.d/r7.conf

Ecnn qupekropumn /etc/apt/auth.conf.d HET, TO BBIIIOJHUT 3Ty KOMaHY:
sudo chmod 600 /etc/apt/auth.conf

7. OOGHOBHUTE MH(DOPMAIUIO O TTAKETaX:

sudo apt update

8. YcraHoBUTE pelaKkTOp:

sudo apt install r7-office
Debian

1. 3amycTuTe ckadaHHbI qucTpuOyTUB (PrucyHok 9).
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V 3arpysku B P

®ann MNpaska Bua Mepexoad 3aknagkw Cnpaska
A | ¢ @ administrator = ) 3arpysku ) o | Q| BEN =

v KoMneiloTep
£} JoMawHaAn ... Yy
[ Pabouni cTon ‘
L) fsayesrzu r7-office_7.3.3-
dd Myseika 220~stretch_
21 W3obpaxennn amd64.deb
'l Bugeo
J 3arpyzku
(® Henpashune
[©) @ainoeas cn...
] Kop3uHa

~ Hocurenn
M thinclient_dri...
© config-2

v CeTh

@ CeTs

»

& 15 ) 1 ofibekT, ceobonHo: 14,1 T —

Pucynok 9 — 3anyck nucrpudyruBa
2. B mnosiBuBmIeMCsi OKHE OyJeT MpeIOKEHO YCTAaHOBUTH 3aBUCHUMBIC TAKETHI,

HeoOxoaumbie aiist padotsl 110, Beibepute «YcrtanoButh naker» (Pucynok 10).

] YcTaHoBKa naketa — r7-office - a =

@ann [llpaeka CnpaBka

MakeT: r7-office
YCTaHOBWTE NakeT
CocToaHue: Tpebyet
yCTaHoBKH MoppobHocTK
4 nakeToB
OnucaHue MoppobHocTK QaNnkI BuiBog Lintian

r7-office Desktop Editors installation package

r7-office Desktop Editors is an application for editing office documents (text
documents, spreadsheets and presentations) from r7-office cloud portal en local
computer without browser using.

Pucynok 10 — OxHO ycTaHOBKH nakeTa

3. Jlanee BBecTH Mapoib CUCTEMHOTO aAMUHUCTpaTopa — «root» (Pucynok 11).
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AyTeHTMHHUMPOBaTb

Authentication is required to run GDebi

MpunoxeHWe NLITAETCA BLINONHUTEL AEACTBME, KOTOpPOE TpEﬁyET
OOMONHWTENLHLIX MPUBMNErUA. [INA BLINONHEHWA 3TOr0 AEACTBUA Heobxoguma
ayTeHTUMWKALUWA NOL MMEHEM OOHOMD U3 NEpeYUCIEHHBIX HUXKE NoNb3oBaTenen.

& administrator -
Napons: | seeeessees|
} NoapobrocTr
OTMEHWTE AyTeHTUPUUKMPOBaTL

Pucynok 11 — BBOa napoJist

[Tocne ycranoBku 10 BeiOepute «3akpbiTh» (Pucynox 12).

YcTtaHoBKa nakeTa — r7-office

YcTaHOBKa 3aBeplLUeHa

Maket «r7-office_7.3.3-220~stretch_amd64.deb» bein ycTaHoBneH
p TepmuHan

ABTOMaTUYECKK 33KPLITE NOCNE YCNewHore NpUMeHeHna M3MeHeHA

3aKpbITh

Pucynok 12 — 3aBepuienne yCTaHOBKH
3amyctute ycranoBinenHoe [10, oTkpeiB «Menwo» — «Oducy — «P7-Oduc.

[Tpodeccuonanbublii (neckromnHas Bepcus)» (Pucynok 13).

Bce npunoxenna l‘ GoldenDict
1 Ayavo u Bnaeo . Libre0Office

e
B rpadwca Libreoffice Calc

I o
a8 Vrpel n LibreOffice Draw

ﬁ WHTEpHeT LibreOffice Impress
1 obpazosatenthuie LibreOffice Math
Sz
i@ Oduc % LibreOffice Writer
[\ CTaHpapTHele » P7-Odpuc. Npodeccuonansueli (gec...
b ) e
#% ABMYHUCTPUPOBAHKE E NpOCMOTP AOKYMEHTOB
[ napametpui M Crosape

-
@ MecTa

HepaeHue (ainsl

P7-O¢uc. NpodeccHoHantHli (AeCKTONHAA Bepcua)
PenaKTMpoBaTh O(PUCHLIE AOKYMEHTbI

Pucynok 13 — 3anyck IO
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3.1.5 Ycranoska Ha ALT Linux

Pyuynas yctaHoBKka

1. Ckauaiite RPM-naket nnsi omepainmoHHO#l cucteMbl AnbT Jlunykc. Ilocrne
HaxkaTusi KHOMKU «CKauyaTb» B HEKOTOPBIX MHTEPHET-Opay3epax oToOpazutrcs
OKHO C MpEIJIOKEHUEM YKa3aTh KaTaJlol JUIsl COXpaHEHHs Qaina. YKaxure

HY>KHYIO TaNKy ¥ HOJ0XKIUTE 3aBEPIICHUS MMPOLECCa 3arPy3KHU.

2. YcranoBure\oOHOBUTE makeT r7-office.rpm. PekomeHayeTcss BBINOIHATH
KOMaH/IbI OT I0JIb30BaTeNsl rOOt, MTAaTHBIM CIOCOOOM BPEMEHHOTO MOTYUYEHUS
npaB root B OombmmHcTBe auctpuOytuBax ALT Linux, sBisercss komaHzaa
su- (¢ mapameTpoM MuUHYC). O3HaKOMHUThCA Oojiee MOAPOOHO MOXKHO Ha

odurmanpHOM caifre: https://www.altlinux.org/Su

IIpumeuanue — Eciu 7151 yCTaHOBKY MAaKETOB UCIONIb3YyeTCs KoMaHa sudo.
B OC Anpt xomanma sudo W3 KOpOOKH HE HACTPOCHA, O3HAKOMHUTKLCS 0OoJiee TOIPOOHO MOXKHO Ha
obunmansHOM caiite: httos://www.altlinux.org/Sudo

[lepen ycranoBkoi makera r7-office-BepcuA_nakeTa.rpm, BEBIIOIHATE

CIICAYIOITYI0 KOMaHIY JIsi OOHOBJICHHS CITHCKA MTaKETOB:

sudo apt-get update

st ycTaHOBKM\OOHOBJIEHUS TaKeTa MeperduTe B Ty MarkKy, rJe OH COXpPaHEH, U

BBIIIOJIHUTC KOMAaHAY:

sudo apt-get install ./r7-office-Bepcua_nakeTta.rpm

3anycTure JECKTOIHbIE PEJAKTOPbI:

YcraHoBKa/00HOBJIEHHE € TIOMOIIBIO PENO3UTOPHUSA
1. YcraHoBute makeTsl Jyisi paboThl ¢ https pernozuropuem:

sudo apt-get update
sudo apt-get install ca-certificates apt-https

2. JloGaBbTe 17 pErnoO3UTOPUIA:

sudo apt-repo add "rpm https://alt-repo.r7-office.ru r7/x86_64 r7"

3. BwimonnuTe 00HOBICHUE HHPOPMAIIMH O TTAKETaX:

sudo apt-get update


https://www.altlinux.org/Su
https://www.altlinux.org/Su
https://www.altlinux.org/Su
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4. YCTaHOBHUTE NIPOAYKT:

sudo apt-get install r7-office

5. OOHOBHTE IaKeT:
sudo apt-get update
sudo apt-get dist-upgrade r7-office

YcTraHoBKa\0OHOBJIEHHE ¢ OMOIIBIO rpaduyeckoro unrepgeiica:
AabT Linux 8SP:

1. 3amycTtuTe 3arpy»eHHblil nuctpudyTuB (Pucynok 14).

3arpyskmn
®aiin Mpaeka Bug Mepexop 3aknagku Momouys

;o Hasag w v [ @ g =) 100% (= [pocMoOTp B BW/E 3HAUKDE ¥ q

ToukuBXoga v 3 # 4 [Eadmin 3arpysku »

Komnbrwotep g

Eadmin I—I

r7-office-7.3.3-220.p8.

(& Pabounii cron X86_64.rpm

=] ®aiinoeas cucT...

[ AokymenTs!

&l

EMyzsika

[ n3obpaxerns

EBuaeo

@ Kopauka
YcTpoidcTBa

=) config-2
CeTb

@ﬂpom OTpeThb C.

1 06bekT, ceoboaHo: 14,4TE

Pucynok 14 — 3anyck quctpudytusa

2. B nosiBuBmieMcs okHe BoiOepuTe «YcTtaHOBUTH» (PucyHok 15)
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YcTtaHoeka RPM X

e YcraHoeka naketos RPM
o

CnUCcoKk NakeToB ANA YCTAHOBKW N 06HOBNEHIA:
fhome/admin/3arpyskn/r7-office-7.3.3-220.p8 x86_64.rpm

BHWMAHMWE! HacToRTENbHO PEKOMEHAYETCA HE YCTAHABAWBATL NaKeThi RPM n3
1 thainos. McnonbayiiTe NakeTHbIe PEMNO3NTOPUIA BALWErD ANCTPUEYTMBA KaK G230NacHbI

' \CTOYHWK NPOrPaMMHOID OBECTIE4EHNA,
(@ temomrn) | R

Pucynok 15 — Oxkno ycranosku RPM nakeros

3. Jlanee BBeauTE Mapoib CUCTEMHOTO aAMUHUCTpaTopa «root» (PucyHnok 16).

BeegwuTe naponb X
% Utobel BRINOAHWTE "packageinstall”,
NN HeobxoguMa JoNoNHUTENEHAR MHGOPMALWA.

BEegUTe Mapo/ik CUCTEMHOTD aAMWHWCTPAToOpa root: “ ‘

‘ @OK | | @OTMEHHTI: ‘

Pucynok 16 — BBoa napoJis

4. Ilpu nosiBeHUH OLIMOKH, MOBTOPHO 3almycTUTE ycTaHOBKY (Pucynok 17).

YcTaHOBKa NaKeToB (0T Cynepnonb3oBaTens) x

I—Tﬁ -+ YCTaHOBKa NaKeToB

BozHukna ownbka NnpW yCcTaHoBKe

100%

Iﬂm(aaam nogpobHocTi == l |  Bexog

Pucynok 17 — OkHO «YCcTaHOBKA MaKeTOB (0T CyNepnoJib30BaTeJis)
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5. By,ueT MNpCAIOKCHO YCTAHOBHUTH 3aBHCHMBIC IIAKCThI, H€O6XOI[I/IMBIG JJIsA

pa6otel [10. Beibepure «YcranoButs» (Pucynox 18).

YcTaHOBKa NaKeToB (0T cynepnonb3oBarTens) £ '

| YCTaHOBKA NaKeToB
MoxanyicTa, NOJOKAUTE. ..

0bpabaTrbiBaeMble NAKETDI:

» OygeT ycTaHoBneHo: 3
\

VCTaHOBWTE 3TW NAKETkI?

MNokasate nogpobHocT >>] YcTaHoBUTE | | Otmena

Pucynok 18 — YcranoBka 3aBHCHMBIX IAKETOB

6. Ilocne ycranoBku I1O Bb1OepuTe «BbIxomy.

7. 3amyctute ycranoBieHHoe [IO P7, otkpeiB «llpunoxenus» — «Oducy —

«Penaktop nokymeHntoB» (Pucynok 19).

A Mecra Cwucrema

@ Ayano n Bnaeo
% lpadwmka »
@ WHTepHet 4

D Oduc
Ba3a JaHHbIX
3nekTpoHHaRA TabaMLa
ﬂ PefakTop pUCYHKOB
MpezenTauus
Pegaktop fopmyn
TeKCTOELIA NpoLeccop

» Pepakto P JOKYMEHTOB

ﬂ CraHgapTHble

@ MpoCMOTPLUVEK AOKYMEHTOE

ﬁ Pegaktop guarpamm Dia

Pucynok 19 — 3anyck I1O

3.1.6 AxTuBanug gunen3nu B OC cemelicTtBa Linux

Metoa 1: AkTuBanus 4epe3 uHTepdeiic MPUI0KEHUA
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1. OTKpoiTe TJIaBHOE MEHIO MPUIIOKECHHUS.

2. Ilepeitnure B paznen «O mporpammey.

3. BwiGepute ommmro «3arpy3uTs ¢aiiji JumeH3um.

4. YKaXuTe MOJIHBIN MyTh K aiiiTy JIUICH3UH ¢ paciiupenuem . lickey.

MeTtox 2: AkKTHBanMsi € HCHOJb30BAaHMEM KOMAHJAHON CTPOKHM WIH

CHUCTEMHOI0 pa3melneHus ¢gaiia

I[aHHBII;'I MCTOA IOAXOIUT IJId CUCTCMHBIX AJMHUHHUCTPATOPOB KW IPCAIIOJaract
pasMCIICHUC (1)21171.]13 JJUOCH3UHU B OIIPCACICHHOM KaTaJIOIC WM YKa3aHUC IIYTH IIPU

3amycKe UCTojHsaeMoro ¢aiina.
Pa3menienue Qaitna nuueH3uu B TUPEKTOPUU:

1. Tlomectute aitn Barei JTUIEH3UU B CIASAYIONTUNA KaTaJor:

/etc/r7-office/license/

2. lIlepenmenoBatb  (aitnm  AUIEH3UH,  4YTOOBI  OH  BBIDVISLAENT  Tak:

«license.lickeyy.

3. YOenutech, uTo (haiiy JUIEH3UM UMEET MpaBa Ha YTeHUe U 3amuch. [IpaBa Ha

3anmuch HEOOXOIUMBI [T BHECEHUSI MH(GOPMAIIMU O TIEPBUYHON aKTUBAIUH.
YKa3zaHue yTH K JULEH3UU 1P 3aIlyCKe:

MO’KHO aKTUBHPOBATH JIUIICH3UIO, YKa3aB MyTh K KaTAJIOTy C (DaiyIoM JTUIEH3UH C

IMOMOMIBIO CIACAYIOIICTO IIapaMeTpa KOMaHHHOﬁ CTPOKMH:

r7-office-desktopeditors --license-path=[nyTb_K_KaTanory c_nuvueH3ueun ]
[Ipumep ncronp30BaHusA:

r7-office-desktopeditors --license-path=/home/user/licenses/

IIpumeuanue — YOenurech, YTO YKa3aHHBIM KaTalIOI CyIIECTBYET U colepKuT Qaiin license.lickey ¢
HEOOXOANMBIMH ITPaBaMH JOCTYTIA.

3.1.7 AxTruBanusa junen3nu a1 OC Windows

Cpa3y ITOCJIC YCTAHOBKHU PCAAKTOPOB H€O6XO,ZII/IMO AKTUBHUPOBATD JIMIICH3UIO.
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1. JIuig BBIIIOJIHEHUS ONEPALMU B IVIABHOM MEHIO INPUIIOKEHUS OTKPOUTE pasnell
«O mporpamme» M BBIOEPUTE IMYHKT «3arpy3uTh (aiia JUUEH3UN». 3aTeM

HEOO0XOMMO 33J1aTh My Th K (halily JIMIICH3UH ¢ pacmuperneM . lickey.

JUis aBTOMaTHYECKOW aKTUBALMM JIMLIEH3UU CUCTEMHBIA aJMUHUCTPATOP JOJKEH
BOCIIOJI30BAThCS JHOOBIM U3 JOCTYIHBIX CIIOCOOOB U Pa3MECTUTh JIULEH3UOHHBIN (aiin B
3aJIaHHYIO JUPEKTOPHIO:

C:\ProgramData\R7-0ffice\License\

2. TlepenmenoBath ¢aitn nurieH3nn Tak: «license.lickey».

B cnyudae aktuBaruu «P7-Oduc. IIpodeccronanbHbli» ¢ MOMOIIBIO TPYHIOBBIX
nomutuk, SCCM wuiM HMHOTO CpeACTBa aBTOMATHU3UPOBAHHOIO J00aBiieHus (haiina
munien3un B manky C:\ProgramData\R7-Office\License Heobxomumo yoeauThCs,
yT0 nosb3oBatenu [1K obnanaroT npaBaMu Ha YTEHUE U 3aIlUCh TAHHOTO (haiiia, a Tak ke

He 3a0JIOKUPOBaH JiK (paiii AJis MOJIb30BATEIIS.

MoxxHo n00aBUTH TIpaBa Ha 3alKUCh, UCIONHUB bat ckpunt cruenyromiero

COJICPIKAHUS:

icacls "%PROGRAMDATA%\R7-Office\License\license.lickey" /grant:r Users:RW
JlocTyn s 9TeHUs W 3alidcH TpeOyeTcs IO YMOJYaHUIO. 3amuch HY)KHA IS

3aHeceHus B (ails1 nHPopMaIuu 0 HAaYAJIbHOW aKTUBAIUU.

IIpumeuanue — B npornecce o6HOBIeHUS nporpamMbl P7-Oduc JleckTon miam yCTaHOBKH APYTOH
BEPCUU JIMLIEH3UHU, HEOOXO0MMO yOeaUThCs, UTO mamnka ¢ Tekymei sunensueii: C:\ProgramData\R7-
Office\License\ — mycra.
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3.2 Hnutepdeiic nporpaMmsl

3.2.1 OxHO nporpamMmmsl
PenmakTop 1OKyMEHTOB MCIIOJIB3YET BKIIAIOYHBINA HHTEP(DENC, B KOTOPOM KOMaH/IbI

PEAAKTUPOBAHUSI OPTraHMW30BAHBI [0 TPUHIUNY (PYHKIMOHAIBHOW MPUHAIICKHOCTH

(Pucynok 20).

Toxywenr1 docx

1 VA A Aav

Uieraton Sare
Ek|xKkaFaAoaA B Beswmepsa  3Ar0OJI0  3arofioB  3aronosc

Texct gokymental

: Pyconnd (Poccus) + @ Bl | v F) el — Macwrab 100% +

PucyHok 20 — OxkHO perakTopa 10KyMEHTOB

B okne wuHTepdelica pemakTopa JAOKYMEHTOB MOXXHO BBIICIUTH CIEAYIOIINE

COCTaBJIATOIIUC:

1. Ilanka pexakropa (Pucynok 20, mos. 1).

[[Tanka pemakTopa CONEPKUT: JIOTOTUN, BKIAAKA OTKPBITBIX JOKYMEHTOB,

Ha3BaHUE JOKYMEHTA U BKJIaJKu MeHI0. B neBoii yactu lllanku penakropa (Pucyuok 21)

Pucynok 21 — JleBasi 4acTh IANKHA PeJaKTOpPa

PpacCIIOJIOKCHBI KHOIIKH:

e Coxpannrts El;
e Haneuarats daiin El;

e BricTpas nevyats El;



33
RU.48324255.1P (P11)-P1-B1.0
e OTMmeHHUTH AelicTBHE H;
e IloBTOpPUTH =;
e ABTOCOXpaHeHue [E.

B npaBoit wactu manku pegakropa (Pucynok 22) oroopaxkaroTcs:

Pucynok 22 — IIpaBasi 4acThb HIANIKH peJaKTOpPa

e ABarap noJib30BaTeJisi;
e Knonka OTKpBITL pacnosoxenue paiiiaa El

e Knonka ITouck EN .

2. BepxHsi maHeJb HHCTPYMEHTOB (PucyHok 20, 1103. 2).

BepxHsisi maHenb HHCTPYMEHTOB COJIEPKHT KOMAHIbl PEIaKTHPOBAHUSA, HAOOP
KOTOPBIX 3aBUCUT OT BBIOPAaHHOM BKJIAJAKH MEHIO. JIOCTYITHBI CIIETyIOITNE BKIIAIKH:
o @aiia (3.2.3),
e ['naBuas (moapoOHOe ommcaHue B 1. 3.2.4),
e BcraBka (nmonpo6Hoe onucanue B 11. 3.2.5),
e PucoBanue (nmoapodHoe onucanue B 11. 3.2.6),
e Maker (moapoOHOE onucaHue B 1. 3.2.7),
e Cchuiku (moapoOHOE onucanue B 1. 3.2.8),
e CoBmecTHasi padora (mogpodHoe onmcanue B 1. 3.2.10),
e 3amura (moapobHoe onrcanue B 11. 3.2.10),
e Bua (moapo6uoe onucanue B 1. 3.2.11),
o Ilaarunsl (mogpobHOe onucanue B 11 3.2.12).
Komangsl Komuposares ® , BceraBurhb B | Bripesath <, u Bblgeaurh
Beé “§  Bcerma oTOOpaXkaroTCs B JIGBOM UACTHM BepXHEil NaHENM, HE3aBHCHMO OT

BBIOPAHHOM BKJIAJIKM (32 UCKIIOYEHUEM BKIIAIKH «Dailin»).

3. Ctpoka cocTosiHus (Pucynok 20, nos. 3).
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B Ctpoke cocTosiHusi 0TOOpa)karoTCsi: HOMEpP TEKYIIEH CTPaHHIIbI, KOJIUYECTBO

ClIOB (C BO3MOXKHOCTBIO OTOOpa3uTh BBIMAJAIOMIMA CIUCOK, B KOTOPOM OTPAXKEHBI

JIpYryue KOJIWYECTBEHHBIE MapaMeTphl JOKYMEHTA), HEKOTOPhIE OMOBENIEHUS (HaIpUMep,

«Bce n3amMeHeHns COXpaHeHbI»). KpOMe TOI'O B CTpOKe COCTOAHUA MOXKHO 3a4aThb A3bIK

TEKCTAa,

BKJIIOYUTh NPOBEPKY opdorpaduu, BKIOUATH PEKUM  OTCICKUBAHUS

M3MEHEHUH, HaCTpOouTh MaciiTad (moapoOHee 0 HacTpoike Macimitaba cm. . 3.11.4).

4. JleBasi 0okoBasi maHeyab (Pucynok 20, 1103. 4).

B neBoii 00K0BOW MaHeI HAXOAATCS KHONKH:

Ilonck © — MO3BOJISIET OTKPBHITH TaHENb MOUCKAa U 3aMeHbl (MOoJapoOHOe
onucanue B 1. 3.10.1)

KommenTapuit & — 1O3BOJIET  OTKPBITH  ITaHENb  KOMMEHTAPUEB
(monpobHoe onucanue B 11. 3.10.1);

3aro/10BKM = — MO3BOJISIET NEPEUTH B MaHENb 3arojJOBKHU ISl YIIPABICHUS
3aroyioBkamu (ToJipoOHOe onucanue B 1. 3.7.14);

OrpaHuynTh peJaKTHPOBaHMe &) — T[03BONSET OrPAaHWYUTH WIIH
pa3penuTh peAaKTUPOBAaHUE OTACIBHOTO (parMeHTa B  TEKCTOBOM

JNOKYMEHTE;

5. TIpaBasi 6oxoBasi naHeab (Pucynok 20, mos. 5).

[IpaBass OokOBas mHaHeNb MO3BOJSET HACTPOUTH JIOMOJHHUTENBHBIE IapaMeTphbl

pPa3TUYHBIX OOBEKTOB:

[apamerpsr a63ama 1 ;
[TapameTpsl TabnuLbl &

T[apameTps H306paxkeHns & ;

2
[TapameTpsl KOJTOHTUTYJIOB 2 ;
[TapameTps! purypsl ©;
[TapameTpsl quarpamMmsl ol

[TapameTpsl 00bekTa «Text Arty» L ;

[TapameTpsl 2IEKTPOHHOM OAUCH .
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[Ipu  BbIEIEHMH B TEKCTE  OMNPEACICHHOIO  OOBEKTa  aKTUBUPYETCS
COOTBETCTBYIOIIMI 3HAYOK Ha MpaBod OokoBOW mnaHenu. HaxxkmuTe Ha 3TOT 3HAYOK,

4TOOBI Pa3BEPHYTh MPABYIO0 OOKOBYIO MAHEb.
6. I'opusoHTaNnbHAst U BepTUKAJBbHAA JInHeHKH (Pucynok 20, nos. 6).
I'opuzoHTanbHas W BepTUKanbHas JIMHEHKHM MO3BOJIAIOT BBIPABHUBATH TEKCT U

APpyTruc 3JICMCHTBI B JOKYMCHTC, HACTPaWBATL I10JIA, ITO3WUIHUU Ta6y.H$II_II/II/I N OTCTYIIbI

ab3areB.

7. Pab6ouas 00acTh (Pucynok 20, no3. 7).

Pabouast 00nacTh CIyXUT Ui MPOCMOTpPa COAEPKMMOTO JOKYMEHTa, BBOJAA U
pEeIaKTHPOBAHUS JIAHHBIX.

8. IMosoca npokpyTku (Pucynox 20, mo3. 8).

[Toytoca MPOKPYTKH, PacHoOIOKEHHAs CIpaBa, IMO3BOJISET MPOKPYYHBATh BBEPX U
BHHU3 MHOTOCTPAaHWYHBIC JOKYMEHTHL. Jljisi ymoOCcTBa MOXKHO CKPBITh HEKOTOPBIC

AJIEMEHTHI M CHOBa OTOOpa3zuTh WX mpu HeoOxomumoctu. [loapoOnas nHpopmamms o

napaMeTpax npeAcTaBICHUs] U HHCTPYMEHTaX HaBUTAlUK coJepkuTcs B 1. 3.11.4

3.2.2 Bkiajaka riiaBHOro OKHa

UToObl epelT B TIIaBHOE OKHO PEAaKTopa, MEIKHUTE 10 JIoToTuiy «P7-ODPUCY,
PacnoJIOKEHHOMY B IIPABOM 4acTH INAIKU PENAKTOpa. JTOT JIOTOTHII TAKXKE SIBISIETCS

KHOMKOM it mepexoja (Pucynok 23).

% P7-0DC = NokymeHT l.docx X

EEJ IE [ “¥ [ @) AETOCOMpEHEHWE

[MmagHan Bcraska Pucosanuwe MakeTt

PucyHnok 23 — 3Ha4uok nepexoja B rJIaBHOE OKHO

JIn6o menkHuTe 10 3HauKy « K » (ecmu B HacTpoiikax « OTKPHITH (aiim» BHIOpaH

BapuaHT «B oxHe») (Pucynox 24).

5 m e “» (@) AsTocoxpaHetne

MagHar Bcraeka Pucosanme MaxkeTt CChinkm

Pucynok 24 — 3Ha4ok nepexojaa B rijiaBHOe OKHO
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['1aBHOE OKHO peaakTopa MNPEeNOCTaBIIET JOOCTYH K CO3JaHUIO0, OTKPBITHIO,
VOPABJICHUIO JOKyMEHTAMHW U HAacTpolikam mnporpammbl. HHTepdeiic norudecku
pa3fienéH Ha JBE€ OCHOBHBIE OOJIACTH: JIEBYIO HABUTAI[MOHHYIO TAHEIh U OCHOBHYIO

pabouyro obnacts (Pucynok 25).

aproonc | Bl dooreniio =0

NpeseTauys

Pucynok 25 — I'1aBHOe OKHO peaKkTOpa (HACTPOMKH)
OcHoBHast 007acTh OKHA JUHAMUYECKH M3MEHSET CBOE COJIEPKUMOE B
3aBUCHUMOCTH OT BHIOPAHHOTI'O MMyHKTA B JIEBOM HABUTAIIMOHHOWN MaHEH.
JleBas HaBWTalMOHHAs TaHENb OOECIEUMBACT OBICTPHIA JOCTYN K KIHOUYEBBIM
GYHKIUSAM U pa3ziesiaM IPUIOKEHUsI, CTPYNITUPOBAHHBIM JIJIs1 y100CTBA MOJIb30BATEIIS:
— Co3aarb:
e JIOKyMEHT: KHOIIKa JIJI1 CO3/IaHUSI HOBOTO TEKCTOBOTO JIOKYMEHTA.
e Talbnuia: KHOMKA JIJIsl CO3/ITaHUsI HOBOM JIEKTPOHHOM TaOJIUIIBI.
e [IpeseHTanus: KHONKA JJIs CO3/IaHUsI HOBOU ITPE3CHTALIUU.
— Pabora ¢ ¢aiinamu:
e I3 mabnona: mepexo K BHIOOPY IMIA0JIOHOB JUIsl CO3JAHHS JOKYMEHTOB /
npe3eHTaIui / Tabuil.
o [Ilocnegnue (ailsibl: OTKPHITHE CHUCKA JIOKYMEHTOB, C KOTOPBIMU HEJABHO

Benack pabora.
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OTKpBITh JOKaNIBHBIA (haliji: BBI3OB JMAJOTOBOTO OKHA JUIsi BBIOOpa H

OTKpBITUSA (aiisia ¢ AUCKa KOMITBIOTEpA.

HOI[KJ'IIO‘H/ITBCSI K 06J1a1<y: oIy AJIs1 IIOAKIFOYCHUA K OHHaﬁH-BepCHH.

HacTtpoiiku: no3BOJISIET HACTPOUTH MTAPAMETPHI IO YMOIYAHUIO:

HNmsa noab3oBatedsi: moje BBOJA JIJIsi OTOOPaKEHUS WU U3MEHEHUS! UMEHH
noibp3oBarelis. Psigom HaxonuTcst cebuika «BOCCTaHOBUTH CUCTEMHOE» ISt
cOpoca K MIMEHH Ha3HAYEHHOTO B CHCTEME.

S3bik  uHTepdelica: BBIMATAIONIMNA  CIHCOK IS BBIOOpa  sI3BIKA
noJib30BaTeNbckoro uHTepdeiica. JloctynHele BapuaHThl: Pycckmii (10
YMOJIYaHHUIO) U AHTTIUICKUI.

MacwmrtabupoBanue uHTepdeiica: BbINAJAIONIMN CIUCOK i1 HACTPOUKHU
oOmero macmraba OTOOpaXeHHUsl AJIEMEHTOB NPWIOKEHHS, JOCTYIHBIE
BapuaHTtbl: ABTO, 100%, 125%, 150%, 175%, 200%).

IIpoBepsiTh HaJMuyMe OOHOBJIEHHH AaBTOMATHYECKHW: BbINAJAIONIUN
CIIMCOK Il BKJIFOYEHHUS WM OTKIIOYEHUS (DYHKIUM aBTOMATHYECKON
IPOBEPKH OOHOBJICHUIA.

Tema unTepdeiica: mo3BOIAET 3a1aTh TeMy HHTEp(deiica U3 BBINAAIONIETO
CIIMCKa, JOCTynHble BapuaHThl: Cucremnas, Csernas, Kraccuueckas
ceemas, Temnas, KoHTpacTHas TemHas.

OTKpBITH (aiiil: BBIMAAONINN CIIMCOK ISl BBIOOpA Croco0a OTKPBITHS
daiina, mocTtymHble BapuaHThl: Bo Bkiagke (KaXAbld IOCIETYIOIINI
JIOKYMEHT OyJIeT OTKpPhIBAThCSI B HOBOM BKJIaJKE TEKYIIEro OKHA.) U B okHe
(KXl TOCNIEMYIONUH JOKYMEHT OyAeT OTKpPBIBATHCA B OTICIBHOM,
HOBOM OKHE).

OTKpBIBATH JOKYMEHTBHI B pe:xXKUMe NMpocMoTpa: ¢uar, Ipu aKTUBAIIMU
KOTOPOTO JOKYMEHTHI OyIyT MO YMOJTYAHUIO OTKPHIBATHCS B PEKUME TOJIHKO
JUJIS1 YTCHMUSL.

CoxpaHSATh ABTOCOXPAHEHHYI0 BEPCHUIO MPHU 3aKPbITHH 0€3 COXPAHEHUS:

dnar, yOpaBISIONIMI  aBTOMAaTHYECKUM  COXPAaHEHHEM  YEPHOBHUKOB.
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(CoxpaHATb TOJIBKO IIOCJIEAHIOI0 ABTOCOXPAHEHHYIO BEPCHIO:
JlonoaHuTeNnbHBIN (h1ar, yTOUHAIOMIMKI MpaBuiia aBTOCOXPAHEHU).

o Iloka3bIBaTh OKHO 3arpy3KH AOKyMeHTa: (uar amas oToOpaXeHHsI OKHa
nporpecca npu 3arpy3ke (aisos.

e Hcnouab3oBarh 0JOKHPOBKY (PailjioB B cHCTEMe JOKYMEHTO000poTa:
¢mar s BKITIOYEHUS WM OTKIIOYEHUS MeXaHu3Ma OJIOKMPOBKH (paiinoB
npu paboTe ¢ cucTeMamu JOKyMEHTO000poTa.

B HmwkHell YacTM OCHOBHOM 00JiacTH pacnojiokeHa KHornka IIpumeHuTsH 18
COXPAHEHMS BCEX BHECEHHBIX U3MEHEHUN.
e O mporpamme: nepexoj K paszzaeny ¢ uHpopMalueil o Tekyuei Bepcuu

MpOrpamMMbl, HOMEpe cOOPKU U MHGOPMALIMH O BIAAEIIbLIE JTULEH3HUH.

3.2.3 Bkuaaka ®aiin

Ha Bxnanke «®@aiin» (PucyHok 26) 1OCTYIHBI CIIEIYIONIUE OTIIIHH:

% P7-001C = [okymeHT1.docx X

@) AeTocoxpaHeHne

®ann maeHan Bcraeka Pucosanue MakeTt CChingm CoemecTtHan pabora 3aumTa

3aKphITe MEHKD

CBefeHnA 0 AOKyMEHTe

CTpaHuysl 1

CoxpasuTs Kax Abzaumt 1
Meuats Cnoea 2

3auuTuTs 3HakoE 14

3Hakoe c npoGenamu 15
OTkpeTE

Coz0arts HOBEI HazeaHue

EOHOHHMT&ﬂbeIE napameTpel KOMMEHTapHﬁ

Teru

Tema

Cnpaeka ABTOp

CooByuTe 00 owmbre
OTkpeITE pacnonoxexne danna

3akpbiTe

Pucynok 26 — Bkinaaka «®aiian»
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— 3akpbITb MEHI — 3aKpbIBACT BKIAJKY M BO3BpAIACT K MPEIbIIyIICH
aKTUBHOM BKJIQJIKE;

— CoxpaHuMTBb — MIO3BOJISIET COXPAHUTh TeKyIui (haiin (moapoduee B 1. 3.11.2);

— CoxpaHMTBh KaK — IO3BOJISIET COXPAHUTh TEKYIIMH (aiis, 3a1aB Apyroe uMs
unu opmar ¢aitna (mogpoduee B 1. 3.11.2);

— IleyaThb — OTKpBIBACT MapaMeTpPhI NeUaTu JOKyMeHTa (moapobuee B 1. 3.11.2);

— 3amuMTUTH — MO3BOJISCT 3AMMUTUTH (PAilJl ¢ MOMOIIBIO TTAPOJIs, U3MCHUTh WITH
yAQIUTh mapoiib (moapoduee B m. 3.11.9);

— CBeeHus1 0 JOKYMeHTe — TIO3BOJISIET MPOCMOTPETh OOIIME CBEICHUS O
JOKYMEHTE WJIM U3MEHUTh HEKOTOphIE CBOMCTBA (aiina (moapodHee B 1. 3.11.1);

— JlomoJiHUTe/IbHbIE TAPaMeETPbl — TO3BOJIIET OTKPBITH JIOMOJHUTEIHHBIC
napaMeTpsl peaakropa (moapodnee B 1. 3.11.3);

— CnpaBka — IpeoCTaBISIET TOCTYM K CIIPABOYHBIM MaTepHuajiaM MPOrpaMMBbl;

— Coo0muth 00 omudke — MO3BOJSIET cOOOMUTHL 00 ommbOke uepe3 dhopmy
oOpaTHOM CBSI3H;

— OTkpbITH pacnojiokenue ¢aijia — nNo3BOJSIET OTKPHITH B OKHE [IpoBoaHuMKa
TMarnky, B KOTOPOU COXpaHeH (haill.

— 3aKpbITh — M03BOJIAET 3aKPBITh JOKYMEHT.

3.24 Bxkaaaka I'maBuast

Bxnanka «I'maBHas» (Pucynok 27) OTKPBIBAETCS MO YMOJIYAHHUIO MPU OTKPBITUU
nokymenTa. OHa mo3BosisgeT popmaTupoBath mMpUGT U ad3a1bl. 31eCh TAKKE TOCTYITHBI

HCKOTOPBIC APYTUC OIIIUH, TAKHC KAK CIIMAHHUC U IBCTOBLIC CXCMBEI.

RACEVIEN = focments.doox X
Torywen3. docx

swrepsa  3AT0O/I0  3arofioB  3aronoo 3aronosok ¢ 3azonosok 8 3azonosox 9 |V

Pucynok 27 — Bkaaaka «I'1aBHas)

C moOMOIIBIO 3TON BKJIAJIKK MOYKHO BBITIOJTHUTE CIICITYIONTUE CHCTBUS:
— 3agaBath TUII, pa3Mmep u 1BeT mpudTa (moapodHee B 1. 3.6.2),
— IlpumensTs ctunu opopmiieHus mpudra (moapodHee B 1. 3.6.3),

— BriOupats uBer ona aig adzana (nmoapodHee B 1. 3.5.3),
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— Co3gaBaTh MapKUpOBaHHBIE K HYMEPOBaHHBIE CIIUCKU (Opo0Hee B 1. 3.5.9),
— W3mensats orcrynbl ab3aieB (moapodHee B 1. 3.5.4),
— 3ajgaBaTh MEXIyCTPOUHBIN MHTEpBaI B ab3arax (moapobuee B 1. 3.5.5),
— BBIpaBHUBATh TEKCT B ab3arie (moapodHee B 1. 3.5.1),
— oToOpaxkaTh U CKpbIBaTh HEMeuaTaeMble CUMBOJIBI (ToApoOHee B 1. 3.4.2),
— KOMHUPOBATh U OUMINATH (hOpMaTHUPOBaHUE TEKCTa (MoApoOHee B 1. 3.6.4),
—  U3MEHSTH LIBETOBYIO cxeMy (moapoOHee B 1. 3.3.3),
— WCTOJB30BaTh (YHKIMIO CIUSHUAS (JIOCTYMHO TOJBKO B OHJIANH-BEPCHM)
(mompobnee B 1. 3.8.1),

—  YIpaBJATh CTWISIMU (MoapoOHee B 11. 3.6.1),

3.2.5 Brkaaaka BecraBka

Bxmanka «BcraBka»  (Pucynoxk 28)  MO3BOJSET  J00aBISATH  DJIECMEHTHI

CI)OpMaTI/IPOBaHI/IH CTpaHUIIbI, 4 TAKIKC BU3YAJIbHBIC 00BEKTHI U KOMMCHTAapHUH.

Pucynok 28 — Bkiagka «BcraBka»

C noMomIbI0 3TOM BKJIAJKH MOXKHO BBITIOJHUTH CIAEIYIOIINE JEUCTBUS:
— BcraBaaTe myctyto crpanumny (rmoapoo6Hee B 1. 3.5.6);
— BcTaBnsTh paspbIBbl CTpPAaHMI], Pa3pbIBbl Pa3/IEJIOB U Pa3pbiBbl KOJIOHOK
(monpo6nee B 1. 3.5.6);
— BcraBnsaTe Tabnuibl, 1300paXkeHus, JUarpaMmMbl, GUTYPBI, 00bEKTH SmartArt
(monpo6nee B nm. 3.7.1, 3.7.3,3.7.4,3.7.5, 3.7.7);
— BcraBasaTe runepcchUIKKA, KOMMEHTapuu (moapooHee B m. 3.6.5, 3.10.1);
— BcraBasaTe KoJOHTUTYIBI (TToApoOHee B 1. 3.4.4);
— BcraBasaTe gaty u Bpems (noapoodsee B 1. 3.4.5);
— BcraBnats:
e HaanmucH (rOpU30HTAILHO/BEPTUKATIBHO);
® TEKCTOBBIC MOJIA U 00BeKTh Text Art (moapoOHee B 1. 3.7.6);

e ypaBHeHus (mojapobuee B 1. 3.9.1);
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e cumBOJIHI (TIOZIpoOHee B 11. 3.7.9);
e OykBuilsl (moapobHee B 1. 3.6.7);
® DJIEMEHTHI YIIPABJICHUS CONCPKUMBIM (ToapodHee B 1. 3.7.12).
e Bcraka o0bekTa B Buje (moapodnee B 1. 3.7.13):
" MHHHATIOPBL;

¥ HMKOHKHM.

3.2.6 Bkuaaka PucoBanue

Bxrnanka «PucoBanue» (Pucynok 29) IO3BOJISIET JIeTIaTh TOMETKHU MPSIMO HA DKpaHE,
pUCOBaTh MPOU3BOJIbHBIE (DUTYpPHI U JIMHUM IIPU MOMOILM YCTPOMCTB BBOJA, TAKUX KaK
MBIIIb WU 3JIEKTPOHHOE mepo. s BXoja B PEeKUM PUCOBAHMSI HEOOXOJMMO BBIOpAThH

COOTBETCTBYIOIIMI UHCTPYMEHT.

o PT-OOUC = *foxymenT an.. X - o x
T T —— °
Q

Pucynok 29 — Bkaagka «PucoBanue»

C nmoMouIpI0 3TOM BKJIAJKK MOKHO BBINIOJHUTD CIICTYIOIINE ICUCTBUSA:

— puUCOBaTh JMHUM PAa3HOIO LIBETA IPU IOMOIIM HHCTPYMEHTOB «Pydka» u
«Mapkep»,

—  yJaJsATh HAPUCOBAHHBIE JJMHHUU C IOMOIIBIO MHCTPYMEHTA «JIacTHKY,

— BBIACIIATH JIMHHU.

3.2.7 Bkuaaaka Makert

Bxnanka «MaxkeT» (Pucynok 30) MO3BOJISIET U3MEHUTh BHEITHUM BUJI JOKYMEHTA!

3a71aTh IMapaMCTpPbl CTPAHHUILIBI U OIIPCACIIUTDL PACIIOJIOKCHUC BU3YaJIbHbBIX 3JICMCHTOB.

PR XLVl = focmesdoox X
B 88 ® « ~C

Coum  Coswecrianpaora  3aupra  Baa  Mnaness

Pucynok 30 — Bkaagka «Maker»

JlaHHas BKJaJIKa MPEAOCTaBISCT CIEAYIONME BO3MOXHOCTH JJII HACTPOUKH

CTpaHUIIbIL:
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— Hacrpoiika nosneit, opueHTaIMu 1 pa3mMepa cTpaHullsl (moapooduee B 1. 3.4.1);

— JloGaByieHue K0JI0HOK (TIoapoOHee B 1. 3.4.1);

— BcraBka pa3pbIBOB CTpaHUIL, pa3iesoB U KOJIOHOK (TiogpoOHee B 1. 3.5.6);

— BxiroueHue HyMmepaluu cTpok (mojapodnee B 1. 3.4.7);

— PaccranoBka nepeHoCOB;

— BelpaBHUBaHUME U ymnopsaouMBaHUE OOBEKTOB (Tabnuil, W300paKeHU,
nuarpamm, puryp) (moapoduee B nm. 3.7.1, 3.7.3, 3.7.5, 3.7.4);

— Hactpoiika cTwis oOTekaHUST H  PENAKTHPOBAHUE TPAHUIl OOTEKAHUS
(monpo6nee B 1. 3.7.11);

— JloGaBnenue noasioxku (mojgpoduee B 1. 3.4.12).

3.2.8 Brkaaaka Ccbliku

Bxnanka «CcblIKH» (Pucynok 31) MO3BOJSET YNPaBIATh PAa3jIMYHBIMUA TUIIAMU
CCBUIOK: J00aBIATh M OOHOBIATH OTJIABJICHME, CO3JaBaTh M PEJAKTUPOBATH CHOCKHU,

BCTABJIATH THIICPCCBIIIKH.

orroonc (BN - 8 x

Pucynok 31 — Briagka «Cceblikn»

C noMomibio 3TOH BKJIaJKH MOXHO BBITIOJHUTH CIAEAYIOLIUE 1EHCTBUS:

— Co3ganue W aBTOMAaTUYECKOe OOHOBJIEHHE OrJaBieHUs (MOoApoOHee B II.
3.7.14),

— BcraBka CHOCOK M KOHIIEBBIX CHOCOK (moipoOHee B 1. 3.4.8, 3.4.9),

— BcraBka runepccoiiok (mogapooOuee B 1. 3.6.5),

— Jlo6aBnenwue 3aknanok (moapoduee B 1. 3.4.11),

— JloGaByienue Ha3BaHuii (mojapoOHee B 1. 3.7.8),

— BcraBka nepekpecTHbIX CChUIOK (MoapoOHee B 11. 3.6.6),

— Jlo6aBnenwue crnmcka wutoctpanuii (moapoduee B 1. 3.7.15).

3.2.9 Bkuaaaka CoBmecTHasi padora

Bxnangka «CoBmecTHasi padoTa» (Pucynok 32) MPEAOCTaBIACT HHCTPYMEHTHI IS

OpraHu3allid COBMECTHOW pabOThl HaJ JOKYMEHTOM, BKJIOYas MPEAOCTaBICHUE
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JIOCTyIa, BBIOOp pPEXMMa PEIAKTUPOBAHMS, YIPABJICHHE KOMMEHTApUSMU U
W3MEHEHUSMHU, OTCICKHBAHUE PELUEH3UWM W MNpOoCMOTp Bepcuil. B pexume
KOMMEHTHPOBAHUS JOCTYIHBI J00aBlieHHE/yJaleHHEe KOMMEHTApUeB, HABHUTAIllAS II0

HU3MCHCHUAM, YaT U UCTOPUA BCpCHﬁ.

orroonc BN =

Pucynok 32 — Bkiaaaka «CoBmecTHast padoray»

C nomMomIbI0 3TOM BKIAJKU MOXKHO BBITIOJHUTH CIAEIYIOIINE JECHCTBUS:
— llepexmouatbess Mexay CtporuM U BBICTPBIM pexXUMaMU COBMECTHOTO
penaktupoBaHus (moapooHee B 1. 3.10.1);

— JloGaBnsiTh KOMMeHTapuu (noapooHee B 1. 3.10.1);

—  ®yHKIMS -~ TO3BOMSAET YAATHTH KOMMEHTAPHH ((TEKYIIHEY, «MOM», KBCE»);
—  DyHKOHS ~ [O3BOJSIET PEIINTh KOMMEHTAPHH (CTEKYIIIHE», «MOW», KBCE»);
— Bxumouats QyHKIMIO OTCIIeXKUBaHUS U3MeHeHui (moapoOHee B 1. 3.10.2);

— BwiOupats pexxum oToOpaxeHus: usMeHeHui (moapooduee B 1. 3.10.2);

—  YrpaBisaTh NpeioKeHHBIMU U3MeHeHns MU (TtoapoOHee B 1. 3.10.2);

— 3arpyxaTh JOKYMEHT JIs cpaBHeHUs (noapoOHee B 1. 3.10.3);

—  OOBeAMHUTDH TEKYIINH JOKYMEHT C APYTHM.

3.2.10 Bkuaaaka 3ammura

Bximanka «3ammray (Pucynok 33) MO3BOJISICT 3aIMTUTh CBOM JOKYMEHTBHI NP

MTOMOIIIY TapoJis, T00aBUThH IEKTPOHHYIO MOAMKUCH, ToAnUcaTh JoKyMeHT B PDF.

orroonc BT =0

Pucynok 33 — Bkaaaka «3amura»

JUIs 3a1uThl JOKYMEHTA apoJieM HEOOXOAUMO:

@
1. Haxatp kHOniKy LlIndpoBarp v

2. B OTKPBIBIICMCS OKHC «YCTaHOBKA mapoJs» 3a1aTb U IOATBCPAUTD IIapOJb.
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3. Haxatps «OK», 11 OTMEHBI HaKaTh «OTMeHay .

4. Tenepb NpHU OTKPHITUU JOKyMEHTa MOTPeOyeTCs BBECTHM YCTAHOBJICHHBIN

napoJib.

BHUMAHMUE!
Ecnu napons 3a0wiT unu yrepss, ero HEJIB35 BoccranoBuTs.
XpaHuTe ero B HaJIEKHOM MECTE.

3.2.11 Bxuaaaka Bug

Bxnangka «Bua» (Pucymox 34) TmpeaHasHadyeHa JUIsli HACTPOMKHM HHTepderica

JIOKyMEHTA B IPOLECCE PETAKTUPOBAHMSL.

orroonc (BN 0 x

Hoxymenr3.docx

Pucynok 34 — Bkaaaka «Bua»

Ha »Toi1 BKnagke 1OCTYIHBI CAEAYIOMINE TapaMETPhI:

— 3aroaoBku (HaBuramus) — no3BosisieT 0TOOpa’kaTh 3aroJIOBKM B JOKYMEHTE U
nepeMenaTbes o HuM (moapooHee B 1. 3.7.14);

— Macmrad — mo3BoJieT yBeIMYUBATh M YMEHbIIIATh MACIITA0 TOKYMEHTA;

— Ilo pa3Mepy cTpaHHMUIbI — TO3BOJISIET U3MEHUTH Pa3MeEp CTPAHUIIbI, YTOOBI Ha
’KpaHe 0TOOpa)kajaach BCA CTPAHULA;

— Ilo mMpuHe — TO3BOJSIET HW3MEHUTH pa3Mep CTPaHUIbI, YTOOBI OHa
COOTBETCTBOBAJIa IIIMPUHE IKPAHA;

— Tema unrtepdeiica — mo3BossieT U3MEHUTH TeMy uHTepdeiica Ha CHCTEMHYIO,
Ceernyro, Knmaccnueckyto ceetinyro, TemHyro nin KoHTpacTHy0 TEMHYIO;

— Ilapamerp TemHBIH JOKYMEHT CTaHOBHUTCS AKTHBHBIM, KOTJa BKJIIOYEHA
Temuas wiun KontpactHas temHas tema. Haxxmure Ha Hee, 4ToOBI cnenaTh pabodyro
00J1aCTh TEMHOM.

Crnenyromme mapaMeTpsl MO3BOJISIOT HACTPOUTH OTOOPAKEHUE UITH CKPBITHE

5eMeHTOB (Pucynok 35). OTMETbTE€ TallOUKOM 3JIEMEHTHI, YTOOBI CHAeNaTh HX
BUJIUMBIMU:

— Bceerjga noka3piBaTh NaHeJlb MHCTPYMEHTOB — OOECMEYMBAET MOCTOSHHOE

0TOOpa’keHHE BEpXHEHN MaHeIn HHCTPYMEHTOB;
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— CTpoka cocTOsIHUSI — OTOOPa)KaeT CTPOKY COCTOSIHUS B HUKHEW 4acTH OKHa;
— JleBasi mnaHeJib — OTOOPAKEHUE/CKPBITUE JIEBOU MAHEIH;
— IlpaBas naHeab — OTOOpPaKECHHE/CKPBITHE MTPABOY TTAHEIH,
— Jluneliku — oOecnedynBaeT IOCTOSHHOE OTOOpakeHHE JMHEEK s Oosee
TOYHOM pa3METKHU.

+'| Bceraa nokasblBaTk NAHENbL MHCTPYMEHTOE | v JleBas naHenb v JIMHERKN

v'| CTpOKa COCTOAHMA ~'| [lpaeaf naHens
Pucynok 35 — [lapameTpbl 0TOOpakeHUs/CKPHITHS 3JIEMEHTOB

3.2.12 Bkuaaaka Ilnarunni

Bxnagka  «Ilmarunbp»  (Pucynoxk  36)  MO3BOJISIET  HOJYYUTh  JOCTYI K
JOTIOJTHUTENBHBIM BO3MOKHOCTSIM PEIaKTUPOBAHUS, UCIIONb3Ys JTOCTYIMHbIE CTOPOHHUE
KOMIOHEHThI. 37IeCh TaKK€ MOXKHO HCHOJb30BaTh MAaKpOChl JJisi aBTOMAaTHU3allUU

PYTHHHBIX 3a/1a4.

orroonc BT =

Pucynok 36 — Bkaagka «Ilnaruabny

— Knonka Makpochl MO3BOJISIET OTKPBITH OKHO, B KOTOPOM MOHO CO31aBaTh
COOCTBEHHBIE MAKpOCHI M 3amycKaTh UX. J[OMOJHUTENbHYI0 MHPOPMAIUIO O MaKpocax
MO>KHO MOJIYYUTh Ha mopTasne: https://support.r7-office.ru/.

— Kuonka ®@oTopeaakTop — nNo3BOJISET PeIaKTUPOBATH H300paKeHUs: 00pe3aTh,
WU3MEHSTH pa3Mep WIN MIPUMEHSTh pa3audHbIie 3QPEKTHI.

— Knomnka PacniozHaBaHue TeKCTAa — MO3BOJISIET PACIIO3HABATH TEKCT C KAPTUHKH
Y BCTABJIATH €T0 B TEKCT TOKYMEHTA.

— Kuonka CepBHC 3JIeKTPOHHOM NOANMCH — I[I03BOJISIET MOJYYUTh TOKEH
AJIEKTPOHHOM TIOIITUCH.

— Knonka OTnpaBuTh — NO3BOJISIET OTHPABUTH JOKYMEHT I10 ITOYTE.

— Knonka I's1aBpegy — mnoMmoraer OYUCTUTh TEKCT OT CJIOBECHOTO Mycopa,

MPOBEPSIET Ha COOTBETCTBUE MH(POPMAIIMOHHOMY CTUIIIO.


https://support.r7-office.ru/
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— Kunonka IloacBeTka KoJa — IIO3BOJISCT IIOJACBEYMBATHL CHHTAKCHUC KOJa,

BBIOMPAst HYHBIH SI3bIK, CTHJIb, LIBET (POHA.
3.3 ba3osble onepauuu (OCHOBHbIC PyHKIIMHN)

3.3.1 Co3panue HOBOIO JOKYMEHTA WJIN OTKPbITHE CYyHIEeCTBYIOLIEr0
B TekcToBOM pemakTope MOCTYMHBI OCHOBHBIE Omepanuu ¢ (aitmamMu: co3mgaHue
HOBOI'O JOKYMEHTa, OTKpPBITHE CYIIECTBYIOIIETO WJIM HEAABHO H3MEHEHHOro (aiina,
BO3BpaT K CMHCKY JOKYMEHTOB, a TaK)Ke TIepeMMEHOBaHME TEKYyIIero Qaiina.
Co31aHue HOBOI'O TEKCTOBOrO (aiia:
1. B rmaBHOM OKHE MPOrpaMMbl, B JIEBOM BEPXHEM YIIy HOKMHUTE Ha KHOIKY
seProovc | Tlocme HaxaTHs Ha KHOMKY OTKPOETCS TaHEIh CO3/aHus
NoKyMeHTOB (Pucynok 37). Beibepure Buj coznaBaemoro daina — «JlokymMeHT
B pazzaene «Co3aaThy Ha JeBOW OOKOBOM MaHENW — HOBBIM (aill OTKpOeTCs B

HOBOU BKJIAJIKE.

& P7-00C B Ru_ss324255...

Co34aTb

) [LOKYMEHT

=== Tabnvua

Mpe3eHTalLu?

Pucynok 37 — OxkHo BbIOOpa THIIA cO3aBaeMOro (aiiia

2. Tlocne co3nanus HOBOTO (paiiyia HaXxxMUTE Ha 3HAUOK «CoxpaHUTH» KE B JIEBOM
BEPXHEM YIJy WIU OTKpOWTE BKIAAKYy «Paiim» M BBHIOEPUTE IMYyHKT MEHIO

«CoxpaHHTh Kak».
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3. B okHe mpoBoaHMKa BBIOEpUTE MECTOIOJIOKEHUE (haiijja Ha KECTKOM JHUCKE,
3aaiiTe Ha3BaHue (Qaiina, BeiOepuTe HOpMaT COXpPAHEHUS U HAKMUTE KHOIMKY

«CoxpaHuTB.

OTKpBITH CYyIIECTBYIOIINH TEKCTOBBIN (aiii:

1. B rmaBHOM OKHE MporpaMMbl BbIOEpUTE MYyHKT MEHIO «OTKPBITh JOKAJIbHBIN

daiim» Ha JeBoit 60koBOM naHenu (Pucynoxk 38).

& P7-0oMC B Ru_ss324255

034aTb MNociegHre narnku

= PM/APPT

Users\Reg\Deskiopiwor

Bs Pesbio
@ _E.r_'-!ﬂt-‘\_l,-ﬁ CA\Users\Reg\Desktopiwork\PT\KC2024

M koponb

Users'RegiDeskiop

By ©P.KC24

AUsers\Reg\Desktop\work\P7\KC2024

Ba work

13 wabnoHa C:\Users\Reg\Deskiop

MocnegHwve dpaiinb
- [ OTKPbITb I0KaNbHBIA daiin ]

CoBMeCTHas paboTa

Pucynok 38 — IIlyHkT MeHI0 «OTKPBITH JIOKAJbHBII (paiiin

2. Beibepute HYXHBIH (alil B OTKpPHIBIIEMCS OKHE MPOBOJHUKA M HAXKMUTE

KHOTIKY «OTKPBITH.

MOXHO TakXe IIENKHYTh NMPAaBOM KHOINKOW MBIIIM MO HYXKHOMY (hailly B OKHE
POBOJHMKA, BBIOpaTh ONIUI0 «OTKPBITH € MOMOIIBIO» U 3aT€M BbIOpaTb B MEHIO
HYy)XKHOe mnpuiiokenre. Ecnu (dailmbl 0QUCHBIX JOKYMEHTOB aCCOLMUPOBAHBI C
NPUIIO’KEHUEM, TEKCTOBbIE (DaliiIbl TaKKE MOXKHO OTKPBIBATh IBOMHBIM MICTYKOM MBIIIN
10 Ha3BaHMIO (ailyia B OKHE MPOBOJIHUKA.

Bce karamoru, B KOTOpBIX HaxonasTcs (ailyibl, IPOCMOTPEHHBIE Yepe3 JECKTOM-

penakrop, OyayT oroOpaxkarbcsi B paszneine «IlociaeaHme mamkw» I10J KaTEropueH
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«OTKpBITH JOKAJBHBIA (ailuny, yToObl 0becrneunTh YJO0OHBIH U OBICTPBINA JOCTYI K
HUM B Oynyuiem. [[s BeiOopa HyKHOTO (aiiya HAXKMHUTE Ha COOTBETCTBYIOLLYIO MANKY.
OTKpBITH HEJABHO OTPEAAKTUPOBAHHBIN (aiii:
1. B rmaBHOM oOkHe mporpaMmsbl BeiOepuTe myHKT MeHIo «[locnennue daiins»y Ha

JeBoi 60KoBoOM MaHenu(Pucynok 39).

& PT-00oc B Ru_48324255.

JOKyMEHT

Tabmua
a MpeseHTaums

M3 WwabnoHa

‘ [ NocnegHye haine ]

OTKPBITE NOKaNbHLIRA dhaiin

CoEMeCTHad paboTa

Pucynok 39 — Ilyukr menio «Ilociennue gpaiabny

2. BwiOepute HY>XHBIN (aill U3 CIUCKA HEJABHO U3MEHEHHBIX JJOKYMEHTOB.

YToOBI OTKPHITH MANKy, B KOTOPOl COXpaHEH (aiiil B OKHE MPOBOJHHUKA, HAKMHUTE
Ha 3Ha4yoK «IEl) — «OTKpBITH pacnonoxeHue ¢aita» B MpaBoi 4acTH HIANKU PElAKTOPA.

MoOXHO Takke IepedTu Ha BKiIanky «®dain» Ha BEpXHEW ITaHENIUM HWHCTPYMEHTOB U

BbIOpaTh oniuio «OTKPBITH pacloiioKeHue Qaitnay.

3.3.2 KonupoBaHue/BCTaBKa TEKCTa, 0TMEHA/MIOBTOP JAeHCTBUI

Hcnonb3oBanue 0CHOBHBIX onepauui ¢ 0ygepom odmeHna
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UToOBl OCYIIECTBIISITh JCUCTBUS, TaKUE KaK yJaJIeHHE, KOMMMPOBAHWE U BCTAaBKa
yacTeil TekcTa U 00BEKTOB (FreOMEeTpUYECKUX GopM, n300pakeHuil, rpa)ukoB) B JaHHOM
JOKYMEHTE, TPUMEHANTE KOMaHAbl KOHTEKCTHOIO MEHIO WJIM KHOIKH, PacCIOJIOKEHHbBIE
Ha JIF000M 13 BKJIAJ0K BEPXHEHW CTPOKU UHCTPYMEHTOB:

— BbIpe3aTtb — clieyeT BbIICTUTh (PparMeHT TEKCTa WIM OOBEKT, Jajiee B
KOHTEKCTHOM MEHIO BBIOpaTh «BbIpe3aTh» WM 3HA4OK BbIpe3aTh = Ha BepxHEl
MaHeld WHCTPYMEHTOB. Takke €cThb BO3MOXXHOCTh BOCIOJIB30BAaThCS COYETAaHHUEM
kinaBum Ctrl+X, 9T0o0Bl yJanuTh BBIACICHHBIN (PparMEHT W OTHPaBHTH €ro B Oydep
oOMeHa KOMIIbIOTepa. Bripe3aHHble JaHHBIE MOXKHO 3aT€M BCTaBUTh B JPYroe MECTO
ATOTO K€ JOKYMEHTA.

— KonupoBatrh — 111 9TOro HEOOXOJIMMO BBIIETUTH (PArMEHT TEKCTa WIH
OOBEKT, Jajnee B KOHTEKCTHOM MEHIO BbIOpaTh ommuio «KomupoBaTh» WM 3HAYOK
KonupoBarh ® Ha BepxHEil maHenW WHCTPYMEHTOB, TAaK)KE€ MOXHO BOCIIOJB30BAThCS
coueranueM kiaBuil Ctrl+C, 4To0bI CKONMMPOBATH BBIJACICHHBIM (parMeHT B Oydep
obmeHa komrbroTepa. CKONMMPOBAHHBIC JAHHBIE MOKHO BCTaBUTh B JIPYTYIO YaCTh ATOTO
JIOKYMEHTA.

— BeraBuTh — 4719 3TOro HEOOXOAMMO BBIOpAaTh B JIOKYMEHTE MECTO, Kyja
HEOOXOJIMMO BCTAaBUTh paHEe CKOMUPOBAHHBIA WM BbIPE3aHHBIM ()parMEHT TEKCTa WU
O0OBEKT, B KOHTEKCTHOM MEHIO BbIOpaTh omuuio «BcraBuTh» WM 3HAYOK
BcraButh Ha BEpPXHEH MaHEJM WHCTPYMEHTOB, WJIM BOCIOJIL30BaThCA COUYECTAHUEM
kinaBuim Ctrl+V. Tekct/o0bekT OyAeT BCTaBiIeH B TEKYIICH MO3UITMU Kypcopa. JlaHHbIe

MOI'yT OBITH B3SITHI M3 TOTO K€ JOKYMCHTA.

-
BHUMAHMUE!

Jis xonupoBaHus HH(GOPMAIUK U3 APYToM MPOrpaMMbl MM JOKYMEHTA WIIM /711 BCTaBKH JJAHHBIX B

(HUX IPUMEHAOTCS UCKIIFOYUTEIBHO KOMOMHAIMK KIIABMIILL.

J

(l'IpnMeanne — BMmecto komOuHanuii knasui (Ctrl+X u Ctrl+V), npegnazHadyeHHBIX TSI BI)IpeSaHI/a
U BCTAaBKM TEKCTa, PEalM30BaHO IepeMelleHre ¢ ucnoiab3oBanueM Drag and Drop. s nepemenieHus
TEKCTa HY)KHO BBIJCJIUTH €r0, HAKaTh U YJEP>KUBATh KHOIKY MBIIIH, IEPEIBUHYTh KypCOp B HYKHYIO
MO3UILIMIO U OTIYCTUTh KHONKY. Takol crnoco0 Mo3BOoJsSeT mepeMeniarb TeKCT, MUHYs MCIIOJIb30BaHHUE

\Oydepa obmena. )
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HUcnoan3oBanue pynkuun «CnenuaibHasi BCTABKA»

Oynkiua «CnennajbHasi BCTABKA) JTOCTYITHA!

— UYepe3 KHOIIKY CO CTPEJIKOM BHHU3 PSJOM C KHONKOW «BcTaBUTH» ® Ha
MaHEJI UHCTPYMEHTOB.

— UYepes knonky «CrenuanbHas BCTaBkay © © - | oToOpaskaeMyro psSaoM ¢

BCTaBJICHHBIM (bpaFMCHTOM TCKCTa IIOCJIC OIICPpAalli BCTABKHU.

[Tpu BcTaBKE NOCTYMHBI CIAEAYIOIINE TAPAMETPBHI:

— BcraBurp (Ctrl+V) — no3BosisieT BCTaBUTh CKOIMPOBAHHBIN TEKCT, COXPAaHUB
€ro UCX0JIHOE (JOpMaTHPOBAHUE.

— BcraButh Tonapko TekcT (Ctrl+Shift+V) — no3Bonsier BcTaBUTH TEKCT 0e€3
ucxoaHoro QopmarupoBanus. Ilociae BCTaBKHM CKOIMMPOBAHHOTO TEKCTa PSIIOM CO
BCTaBJICHHBIM (DparMeHTOM TEeKCTa MosBisieTcs kHonka CrnenuanbHas BctaBka. Haxmure
Ha 3Ty KHOIIKY, YTOOBI BBIOpaTh HYKHBIN NTapaMeTp BCTaBKH, WM UCIIOIb3YUTE KIABUIIY
Ctrl B coueranuu ¢ OyKBOM, yKa3aHHOW B CKOOKax psJIOM C HEOOXOIUMBIM MapaMeTpoM
(crauana HaxkmuTte Ctrl, oTIycTUTE KJIaBUIY, 3aTEM HAXKMUTE KJIaBUILY ¢ OYKBOM).

[Tpu BcTaBKEe TekcTa ab3ala WM TEKCTa B aBTO(Urypax JOCTYHHBI CIETYIOIINE
napameTphbl:

— Coxpanute wucxognoe popmaruporanue (Ctrl+K) — mno3Bonsier BCTaBUTH
CKOMMPOBAHHBIN TEKCT, COXPAHUB €T0 UCXOIHOE POopMaTHpPOBAHHE.

— Coxpanutb To1bKO TeKCT (Ctrl+T) — mo3BossieT BCTaBUTh TEKCT 0€3 UCXOTHOTO
dbopmaTupoBaHusl.

[Ipy BcTaBKE CKONMUPOBAHHON TaOMHIBI B CYIIECTBYIOIIYIO TaOJIUIly IOCTYIHBI
CJIeIyIOLIUE TapaMEeTPhI:

— 3amenutb coxaepxkumoe sueek (Ctrl+O) — mTo3BONSET 3aMEHUTH TEKYIIIee
COJIEP>KMMOE TaOIMIIbl BCTABICHHBIMU JAHHBIMU. DTa OMNLHUS BbIOpaHa Mo yMOJIYaHUIO.

— BcraButh kak BioxeHHyro Taonuny (Ctrl+N) — mo3Bonsier BCTaBUTH
CKOMMPOBAaHHYI0 TaOMUIly KakK BJIOXKEHHYIO TaOMuIly B BBIJCJICHHYIO SUEHKY

CYIIECTBYIOIIEH TaOIUIIBI.
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— Coxpanuts TOnbko TekcT (Ctrl+T) — mo3BosisieT BCTaBUTH COJEPKUMOE
TaOHIIBI KaK TEKCTOBBIC 3HAYCHUS, pa3/ICICHHBIE CUMBOJIOM TaOYJISAIINH.

UtoOmt BKJTFOYHUTH/OTKJIFOUHTh aBTOMATHYECKOE MOSIBJICHUE KHOITKH
«CnenuajbHasi BCTaBKa» TIOCIie BCTaBKW, mepedante Ha BKIaaky «Daimy —
«/lomoJiHUTEILHBIE TapaMeTpbl» U TocTaBbTe/cHUMHUTE Tanouky (Iloka3biBaTh
kHonky «IlapaMeTpsl BCTaBKH» NPHU BCTaBKe COAEP:KMMOI0), HAKMHTE KHOIKY

IIpumeHuTs.

JononHATENEHLIE NapaMeTpsI

PefakTUpoBaHWE U COXpaHeHWe
0 rerocoxpaHeHie kakdbls 10 MUH

B3 2eroscccrancenetne

[ Mokasniears KHOMEY [NapaMeTphl ECTABKA NPY BECTAEKE COgepAHMOro ]

Caenats ainb COBMECTMMEIMM C Bonee cTapuiMi Bepcuami MS Word npu coxpanedum kak DOCK

OTmeHa / mOBTOP AeiicTBUIA

JIsi BBINIOJIHEHUSI ONEpaldid OTMEHBI/TIOBTOPA HMCHOJIb3YWTE COOTBETCTBYIOIIHE
3HAYKU B IIANKE PEAAKTOPA WM COUYECTAHUS KJIAaBUIIL:

— OtMeHuTh — 4YTOOBI OTMEHHUTH IIOCJIETHEE BBINOJIHEHHOE JIEUCTBHE,
UCIIONIb3yiTe 3HAYOK OTMEHUTh B JIEBOM YacTW WIANKKA PENAKTOPA WM COYETaHUE
knapui Ctrl+Z.

— IloBTOpUTE — 4TOOBI MOBTOPUTH HOCJIEJHEE OTMEHEHHOE JIEHCTBHE,
WCNOJIb3yHTe 3HA4YO0K [IOBTOpUTH B JIEBOM 4YacTH IIANKHA PEJAKTOpa WM COYETAHUE

knasuin Ctrl+Y.

BHUMAHHUE!
IIPU COBMECTHOM penakTupoBanuu JaokyMeHTa B BBICTPOM pexume HenocTynmHa BO3MOXKHOCTb
MOBTOPHUTH MOCJIETHEE OTMEHEHHOE JICUCTBHUE.

3.3.3 N3mMeHeHne HBETOBOM CXeMBI

[[BeTOBBIE CXEMBI MPUMEHSAIOTCA KO BCeMy AOKyMEHTY. OHU MO3BOJSIIOT OBICTPO
MEHATb BHEITHUN BUJ JOKYMEHTA, TOCKOJIBKY OMPEAEISIOT HA0Op IIBETOB TEMBI JIJISl €T0
anemMeHToB (mpudra, ¢hoHa, Tabauil, aBTOPUTyp, AMarpaMMm — CM. mojpasjeinsl 3.6.2,

3.5.3,3.7.1, 3.7.4, 3.7.5). Ecnu x oTAeIbHBIM 3JIEMEHTaM JIOKYMEHTa OBLIN IPUMEHCHBI
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IBETa TEMbI, a 3aTeéM BbIOpaHa HOBas I[BETOBAas CXeMa, TO I[BETa B JOKYMCHTE
OOHOBJISIFOTCSI B COOTBETCTBUM C HOBBIMHU HACTPOMKaMHU.

Jls “3MeHEeHUs IBETOBOM CXEMbI IICJIKHHUTE MO HAIMPaBICHHOM BHHU3 CTPEJIKE
panoM co 3HaukoMm «V3MeHeHue 1BETOBOM CXEMbD» Ha BKIIaJAKe «lJ1aBHas» BepxHEU
MaHeld WHCTPYMEHTOB U BBIOGPUTE HYXKHYIO IIBETOBYIO CXEMYy U3 MMEIOIIUXCS
BapUaHTOB:

— Hosas oducnas;

— CranpgaptHas;

— OTTeHKu ceporo;

— Anekc;

— AcnexT;

—  OdwunmanbHas;

— OrtxkpslTas;

— CropaBeqJIMBOCTb;

— Ilorok;

— Jlurelinas;

— OObIyHas;

— Mertpo;

— MopynbHas;

— MHNB3smnas;

—  Opkep;

— Hayvanpnas;

— bywmaxHas;

— CoJHIECTOSHHE;

— Texuuueckas;

—  Tpexk;

— T'opoxnckas;

—  JSpxas.

BriOpaHHast iBeToBasi cxema OyJIeT BblJeeHa B criucke (Pucynok 40).
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A
ER | |
B BBl Hosas ofucHas
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« Bl OrtreHku ceporo
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H BEEE Acnexr
HOEEE OduumansHas
B BEE Ompoiras

I-
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4 B EEE ook I
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B EEE OtbuHas
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]
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Pucynok 40 — Cnicoxk nBeTOBBIX CXeM

OnpenenuBIINCh C MPEANOYTUTEILHON IBETOBOM IaMMOM, MOJIb30BATEIb MOXKET
Mo100paTh HY)XHBIE OTTEHKH B OKHE TAJMTPHI IBETOB, COOTBETCTBYIONICH KOHKPETHOMY
AJIEMEHTY JOKYMEHTa, K KOTOpPOMY HEOOXOIMMO NPHUMEHUTHh BbIOpaHHBIH 1BeT. K
MaJuTpe BETOB JJis OOJBIIMHCTBA SJIEMEHTOB JJOKYMEHTA MOXHO MEPEUTH, KIIMKHYB MO
[[BETHOMY TMPSMOYTOJIHHUKY Ha OOKOBOW TMaHeNW CIpaBa, IMPU YCIOBUHU, UTO

COOTBETCTBYIOIIMIA 3JIEMEHT BbIJIENIeH. B cilyyae ¢ TeKCTOBBIMU HIpUPTaMU OKHO BbIOOpa
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I[BETa OTKPBIBACTCSI 4YEpe3 CTPEIKY BHU3, PACIOJOXKEHHYIO PSAOM ¢ MKOHKOM «lIBeT

TCKCTa» Ha BKJIAJKC «I'maBHas» BCPXHETO MCHIO. I[OCTyHHBI CJICAYIOMMUE TUIIBI MTAJIUTP:

B Asromarvueckuin

LigeTa Tembl
I

[ |

| [

HEN [ |
o [ e ]
EEEEEEEEEN

CraHaapTHble LBeTa
HE | CENEEE

HepasHue upeta

/2 Tunetka

Opyrue ueeta

Pucynok 41 — IIaautpa nBera

— 1lBera Tembl — 11BE€Ta, COOTBETCTBYIOIINE BHIOPAHHOMN 1IBETOBOM CXEMe

— JIOKYMEHTA.

— CrangaptHeie 1BeTa — HaOOp CTaHAAPTHHIX IIBETOB. BriOpaHHas 1BeTOBas
CXEMa Ha HUX HE BIIUSET.

— IIunerka — UHCTPYMEHT, MPH MMOMOIIH KOTOPOr0 MOKHO CKOIMMPOBATH LIBET HA
BBIZICTICHHBIN TekcT. BwiOeputre uHCTpyMeHT llumerka W KIMKHUTE JIEBOM KHOIKOMN
MBIIIU HAa HEOOXOJAUMOM IIBETE B 00J1aCTH JOKyMeHTa. BhIOpaHHBIN 1IBET MPUMEHUTCS K
BBIJICIICHHOMY TeKCTy. L[BeT, mpuMeHEeHHBI K TEKCTYy C MOMOIIBIO MHUIETKH, OyaeT
nobagieH B nanutpy «HemnaBuue npetay.

— Jpyrue nuBera — HIEIKHUTE MO 3TOM HAAIKWCH, €CIIA Ha JOCTYIHBIX NajJuTpax
HET HYXXHOro 1BeTa. UToObl BBHIOpaTh IIBETOBOM aMANa30H, NBUTalTE BEPTUKAIbHBIN
MOJI3YHOK, a 3aTeM OMpEeNeNIUTe KOHKPETHBIN I[BET, MepeMelnas MHCTPYMEHT BbIOOpa
[[BeTa 10 KPYIMHOMY KBaJpaTHOMY I[BeTOBOMYy Tmoit0. I[locme BbIOOpa OTTEHKa
MOJI30BaTENIEM, COOTBETCTBYIOIIME 3HaueHus 1Beta B ¢opmare RGB u sRGB
oToOpa3sITcs B MoJsAxX cripaBa. Kpome Toro, 1BeT MOKHO YCTaHOBUTH uepe3 Mojenb RGB,
BBE/IsS YWCIa B TIOJA KpPAacCHOTO, 3€NEHOTO W CHHEro I[BETOB, JHOO YyKa3aB

mecTtHaauarepuunbii ko SRGB B mone ¢ cumBosiiom #. BeiOpaHHBIN 1IBET MOSIBUTCS B



55
RU.48324255.71P (PJ)-P/1-B1.0
OKHEe mpenBaputTenbHoro npocmorpa «HoBblii». Eciam Kk 00beKTy paHee MpUMEHSUICS
MOJIb30BATENILCKUM 1[BET, OH OyAeT 0TOOpakEH B okHe « Tekymmiiy, 4ToObI MOKHO OBLIO
CpPaBHUTh OPUTHHAIBHBIA U U3MEHEHHBIN OTTeHKH. Kak TONbpKO 1BET OyneT ompeneicH,

HaKMHTE KHOTIKY «J100aBUTHY (Pucynoxk 42).

) l Hoshbiit
"ﬁ," TeKyLmii

R 216 .

G: 245 [

B: 215 .

#  DSF5D7

Pucynok 42 — Ilosb30BaTe/IbCKUI LIBET

[Tonb30BaTeNbCKUM 1IBET OYyI€T MPUMEHEH K BRIOPAHHOMY SJIEMEHTY U J0OaBJICH B

nanutpy «HenaBHue nseray.

3.4 d@opMaTHpPOBAHHE CTPAHHUIIbI

34.1 Hacrpoiika napaMeTpoB CTPAaHHULBI

UToOBl M3MEHUTH Pa3METKy CTPAHMIIbI, & UMEHHO 3a/1aThb OPUEHTAIIUIO U pa3Mep
CTpaHMIIbl, HACTPOUTH MOJISI W BCTABUTH KOJIOHKH, HCIOJb3YHTE€ COOTBETCTBYIOIIUE

3HAYKU Ha BKJIaJKe «MakeT» BEpXHEN NaHEIN UHCTPYMEHTOB.

Ipumeuanue — Bce mapamerpsl nmpuMeHsoTcss KO BceMy JOKyMeHTY. Eciu TpeOyeTrcs yCTaHOBHTH,
pa3HbI€ MOJIs,, OPUEHTALIMIO, pa3MEP CTPAHUI] WJIM KOJMYECTBO KOJOHOK B Pa3HbIX YACTIX JIOKYMEHTA,

cm. 1. 3.4.3.

OpueHTanus CTPaHUIBI

I[J'I?I HN3MCHCHUA TCKYIICI'O THUIIA OPUCHTAIWNH, HAKATh HAa 3HAYOK «OpI/IeHTaHI/IH»

[Py . .
oeraws . [0 yMOM4aHUIO mcnonp3yercss « KHWKHBI»Y TUI OPUEHTALMHM, KOTOPBIA MOKHO

MEPEKITFOYUTD Ha « AJTLOOMHBIIN).
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Pa3mep crpaHuumbl

N3mMeHuTh UConb3yeMblid Mo ymoadaHuto Gopmat A4 MOKHO, HO)KAaB Ha 3HAYOK
Pazmep D U BbIOpaB HYXHBIA W3 CHCKA. JOCTYmHBI Cleayromue mpeayCTaHOBICHHBIC
pa3Mephl:

— US Letter (21,59 cMm x 27,94 cm);

— US Legal (21,59 cMm x 35,56 cm);

— A4 (21 cmx29,7 cm);

— A5(14,8 cm x 21 cm);

— B5 (17,6 cm x 25 cm);

— Envelope #10 (10,48 cm x 24,13 cm);

— Envelope DL (11 cm x 22 cm);

— Tabloid (27,94 cm x 43,18 cm);

— A3(29,7 cmx 42 cm);

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

— ROC 16K (19,68 cm x 27,3 cm);

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

— Super B/A3 (33,02 cm x 48,25 cm) .

MoxHO Takke 3aJaTh HECTAaHJAPTHBINA pa3Mep CTpPaHUllbl, BHIOpAB W3 CIHCKa
oniuio «Oco0bIii pasmep crpaHulbl». OTkpoercs okHO «Pa3Mep cTpaHunbD) (PucyHok
43), B KOTOpOM MOkHO OyjaeT BeiOpaTh HykHYI0 IIpenycranoBky (US Letter, US 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 yka3aTb INPOU3BOJIbHBIC
3HaueHus Llupunbl u BeicoTbl. BBeauTe HOBBIE 3HAa4Ye€HUS B IMOJS BBOJA WU

CKOPPEKTUPYHTE UMEIOIIMECS 3HAYEHHUSI C TTOMOIIBI0 KHOTIOK CO CTPEJIKAMHM.
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Pasmep cTpaHuubl

MpenycTaHOBKa
Ad v
LLKpuHa BbicoTa

21cm 297¢cM

Pucynok 43 — Oxno «Pa3Mep cTpaHulbI»

IHosst cTpaHuIbI
N3MeHuTe UCIOIb3yEMbIE IO YMOIYaHUIO MOJIS, T.€. IIyCTOE MPOCTPAHCTBO MEKIY

JICBBIM, IIpaBbIM, BEPXHUM H HWKHHM KpassMH CTPAaHHILIbI H TCKCTOM a63aua, HaxaB Ha

i

Mona
3Ha4oK Ilosist - © BBIOpaB OJIMH U3 JOCTYITHBIX IPEAYCTAHOBICHHBIX BAPHAHTOB:
—  OOb1uHEIC;

— OOb1uHbIC (AMEPUKAHCKHM CTAaHAAPT);

— Y3Kkue;
— Cpennue;
— Iupoxkwue.
+/ OBbI4YHBbIE
BepxHee: 2 cm HitkHee: 2 cm
INesoe: 3 cm Mpagoe: 1.5 cm

O6bI4YHbIe (AMEPUKAHCKUHA CTaHAAPT)
BepxHee: 254 cM  HukHee: 2.54 cMm

lNesoe: 2.54 cm

Y3Kkue
Bepxxee: 1.27 cM
Nesoe: 1.27 cm

CpegHue
Bepxxee: 2.54 CM
Nesoe: 1.91 cm

LWupokue
Bepxxee: 2.54 cM
Nesoe: 5.08 cm

Mpasoe: 2.54 cm

HikHee: 1.27 cm
Mpasoe: 1.27 cm

HuskHee: 2.54 cm
Mpasoe: 1.91 cm

Hitkhee: 2.54 cm
Mpasoe: 508 cm

HacTpausaeMble nona

Pucynok 44 — [loasi cTpaHuubl
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MoxHO Takxe ucnoiib3oBarh onuui «HacTpauBaeMble MmoJs» U yKa3aTb CBOU
coOCTBeHHbIE 3HaueHUs B OTKpbIBIIeMcs: okHe «Ilosisiy. BBeauTe B 1ossi BBOJa HY>KHbBIS
3HaueHus il Bepxnero, Hwuskuero, Jlesoro u IIpaBoro mnoseil cTpaHuubl WU

CKOppGKTHpYﬁTC HUMCIOIUCCA 3HAYCHHUA C IIOMOIIBIO KHOIIOK CO CTPCIIKAMH.

Monsa
Monna MpocmMmoTp
BepxHee HitHee
gi N 2CM - e
W e
Neeoe Mpaeoe
o 15cm ”
W W
MonoweHwe nepenneta
Ocm [ | MNesoe v
OpWeHTauMA
KHW#HaA v
HeckonbKko cTpaHWL
QOOblYHbIE w

Pucynok 45 — Oxno «Iloas»

«IloJsi0:keHMe TepenIeTa) WCIOJIb3YeTCs JJisi YCTAaHOBKU JIOMOJHHUTEIHHOTO
MIPOCTPAHCTBA clieBa WM cBepXy JokymeHTa. Dynkuus «lIloJio:kenne mepemsieray
MOXET TMPUTOAUTHCSA, UTOOBI YOEIUTHCS, YTO TMEpeIyieT KHUTU WM JIOKYMEHTa HE
3akpbiBaeT TeKCT. B okHe «IloJis» BBenUTE HYKHYIO IJIMHY IEpEIvieTa B MoJje BBOJAA U

BBIOEpUTE MECTO, KyJla OH OYJIeT TOMEIIICH.

IIpumeuanue — mpu aKTUBUPOBAHHOM ONIMHM «3epKalbHBbIE MOJI» JOCTYIHA JIMIIb HACTPOWKa
PacCTOsIHUS PACIIOJIOKEHUS IIEpPEIIeTa, TaK KaK B 3TOM CJIy4ae OH YCTaHAaBJIMBACTCS IapaJlIeIbHO
I10 IByM IPOTUBOIIOJIOKHBIM CTOPOHAM JIACTA.

B Bommagatomem cnucke «HeckoJIbKO cTpaHHMI» BbIOEpHUTE TapameTp
«3epkajibHbIe MOJA», 4YTOOBl HACTPOWUTH JIMLIEBBIE CTPAHULBI I JBYCTOPOHHUX
JNOKYyMeHTOB. IIpu yCTaHOBIEHHOM IapaMeTpe JIEBOE M IPaBOE IOJS aBTOMATHYECKU

CTAHOBATCA BHYTPCHHUMHU U BHCITHUMHU COOTBETCTBCHHO.
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B packpeiBatomiemcst MmeHro «Opuentamus» BbiOeputre «KHmaxnas» win
«AnbOoMHas». Bce BHECEHHbIE B JIOKYMEHT M3MEHEHHUsS OyIyT OTOOpakKeHbl B OKHE
IIPEABAPUTEILHOTO TPOCMOTpA.

YToObl COXpaHUTh BHECEHHBIE U3MEHEHUs, HaXMHUTe KHONKY «OK». B Tekymem
JOKyMEeHTe OyIyT HCIOJb30BaThCA HACTpPOEHHblE oy, a B pazgene «lloms»
otobpasutcs sneMeHT «IlociietHne HacTpamBaemble», e OyAyT yKa3aHbl 3aJlaHHbIC
napameTpbl, YTO TO3BOJIUT IPUMEHUTD UX K APYTHM JTIOKYMEHTaM.

[Tosst MOKHO TaKkKe M3MEHHTh BPYUYHYIO, IE€peMeniasi MbIIIbI0 TPaHULy MEXIY

cepoit u Oenoit 06s1acThio Ha TUHEHKe (Pucynok 46).

2 o Q:{) 1 '7 1 b4
Pucynok 46 — JIuneiika

Koaonkn
UToOBI HCIOIB30BaTh PA3METKY ¢ HECKOJIBKHMH CTOJIOIAMU, HAKMHUTE Ha 3HAYOK
«Kos10HKHM» ¥ B MOSBUBILIEMCSI MEHIO BRIOEpUTE HYKHBIM BapUaHT KOJIOHOK. JlOoCTyIHbBIE

TUTBI KOJIOHOK MpHUBEIeHBI HUXE (Pucynok 47):

o Onna — orMmeHseT pa3OuMeHHe Ha KOJIOHKH, BO3Bpallas CTaHAapTHYIO
HIUPUHY;

J JBe — co3/laeT Be KOJIOHKU OJMHAKOBOU IIMPUHBIL;

o Tpu — co3aet Tpu KOJOHKH OJJMHAKOBOM ITUPUHBI;

o CaeBa — co3/1aeT IB€ KOJIOHKU: Y3KYIO CJIEBA U IIUPOKYIO CIIPaBa;

o Cunpasa — co3/1aeT JIB€ KOJIOHKH: Y3KYIO CIIpaBa U MHUPOKYIO CJIEBA.

OaHa

Lee

EEE | Tpu

Cnesa

£: Cnpasa

HacTpanBaemble KONOHKK

Pucynok 47 — Konnonku
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Jnst  WM3MeHeHusT MapaMeTpoB  KOJIOHOK  BBIOEPUTE B CIMCKE  IMYHKT
«HacTtpauBaembie koyIOHKH». B mosiBuBmemcs oOkHe (Pucynok 48) MOXKHO 3a1aTh
HEO0OXOJMMOE YHCIIO KOJOHOK ([uist cTpaHuilsl ¢opmara A4 B KHIDKHOW OpHUEHTAITUU
MakcuManbHO — 16, , s Apyrux ¢GopMaToB M OPHUEHTALMM OTrpaHUYCHUE MOXKET
OTJINYAThCS), a TaKXKEe MHTEpBAT MEXAy HUMH. UTOOBI 3a1aTh JUIsl KaXKIO0W KOJOHKHU
WHJMBUAYAJIBHYIO IIUPUHY U IPOMEXKYTOK, OTKIHOUUTE ONUKI0 «CTOJI0IbI OIMHAKOBOM
IIMPHUHBD). 3aT€M BBEIUTE HOBBbIC 3HAYEHHUS B COOTBETCTBYIOIIME IO WJIA U3MEHUTE
CYIIIECTBYIOIIAE C MOMOIIBIO KHOMOK CO CcTpenkamu. Jljis mo0aBieHUs BEPTHKAIHHOM
JUHUU MEXTY KOJOHKamMu akTuBupyirte omnuuio «Paznemaurtenny. [locne 3aBeprieHus

HacTporku HaxXMuTe «OK», 4TOOBI COXpaHUTh BHECEHHBIE U3MEHEHHS.

Konoxku

KonW4eCcTBO KONOHOK

0]
oA g

1 125¢cm [

v Ctonbibl GAMHAKOBOW LLIMPWMHBI

Paznenurens

Pucynok 48 — OxHo «KoJsioHkm»

YToOBI TOYHO OIIpCACINTb, I'IC NOJIZKHA HAYHMHATBCA HOBAs KOJIOHKA, YCTAHOBUTC

Kypcop Mepejl TEKCTOM, KOTOPbIi TpeOyeTcsl MepEeHeCTH B HOBYIO KOJIOHKY, HAXKMUTE Ha

=]

3Ha4OK Pa3pbIBBI = Ha BEpXHEW MaHEIM UHCTPYMEHTOB, a 3aTE€M BBIOEPUTE OIIIUIO

«BeTaBUTHL pa3pbiB KOJOHKWY». TeKCT OyeT MepeHeceH B CASAYIONIYIO0 KOJOHKY.
JloOaBrieHHbIE pa3pbIBbl KOJOHOK O0O03HAYarOTCS B JIOKYMEHTE MYHKTHPHOU

nuHue (Pucynok 49). Eciam BCTaBIEHHBIX pPa3pbIBOB KOJOHOK HE BHJAHO, IS MX

OTOOpaKEHUs HYKHO HakaTh Ha KHONKY Y Ha Bkimagke «[JiaBHAs» BEpXHEW MaHENIN
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WHCTPYMEHTOB. UTOOBI yOpaTh pa3pblB KOJIOHKH, BBIACIUTE €r0 MBIIIBIO U HAKMUTE

iasuiy «Deletey.

................... PA3PLIE KOMOHKM ++eesssssasiannans

PucyHnok 49 — Pa3pbiB K0JIOHKH

YTo06bl BpyUHYIO U3MEHUTDH IIUPUHY KOJOHOK M PACCTOSIHUE MEXTYy HUMH, MOYXKHO
MCI0JIb30BaTh TOPU3OHTANBHYIO JIMHEUKY (Pucynok 50).

e Y o1 o102 1 gy

Pucynok 50 — I'opu3oHTabHASA JIUHE KA

Y1oObl OTMEHUTH pa30MEHHE HAa KOJOHKH M BEPHYTHCS K OOBIYHOW pa3MeTKe C

KonoHKK

OJIHOM KOJIOHKOM, HaXXMUTE HA 3Ha4OK KosioHkn " Ha BepxHEW naHeln HHCTPYMEHTOB

1 BbIOEpuUTE U3 cnucka onuuio OaHa

3.4.2 OroOpakeHue/CKpbITHE HENMEYATAEMbIX CUMBOJIOB

Heneuaraembie 3HaKM MOJIE3HBI TIPU KOPPEKTUPOBKE TEKCTOBOTO JOKyMeHTa. OHU
YKa3bIBaIOT Ha HAJIMYMUE PA3JIUYHBIX BUAOB (POpMATUPOBAHUS, HO HE MOSABIISIOTCS Ha
pacrnedaTke, Jake €Clid BUIHbI Ha MOHUTOPE.

UtoObl moOKa3aTh WJIM CKPBITh HEMEYaTaeMble CHUMBOJIBI, HAXXMHUTE 3HAYOK
Heneuaraemble cuMBoabl 1 Ha Bkinagke «[7aBHas» BEpXHEW IaHeIX UHCTPYMEHTOB.
Tax:xe MOKHO HUCITOIB30BaTh coueTtanue kiraBum Ctrl+Shift+8.

[lonHb IMCPCUCHb HCIICUATACMBIX CUMBOJIOB IIPUBCACH B HpI/IJ'IO)KGHI/IC 2.

3.4.3 BcraBka pa3pbiBoB pa3jaesia

Paznenenue nokyMeHTa Ha 4YacTH TO3BOJSIET MPUMEHSTh pPAa3jIUYHbIE BUBI
dbopmaTHpoBaHUs K KOHKPETHBIM €ro pazaenaM. K mpumepy, kK Kaxaoi OTaeIpHON YacTu
MOYKHO 3a/1aTh YHUKAJIbHbICE BEPXHHE WM HHM)KHUE KOJIOHTHUTYJIBI, CTWUJIb HyMEpaluu
cTpaHuil, 0pOpMIIEHHE CHOCOK, MapaMeTphl MOJeH, pa3Mep U OPUEHTALIMIO CTPAHMUIIbI, a

TaKXKC KOJIMYCCTBO KOJOHOK.

IIpumeuanue — BCTaBIEHHBINM pa3pbiB pasjena ompeaenseT (HopMaTUpOBaHUE MPEAIIECTBYIOIIEH
YacTH JIOKYMEHTA.
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Jy1st BCTaBKH pasphiBa pas3jiesia B TO MECTO, I7I€ HAXOAUTCS KypCop:

=

1. LllenkHyTs 1Mo 3HauKy PaspbIBhI == Ha BKIaake «BcraBka» mimm «Maker»

BEpXHEH MTaHEJIM UHCTPYMEHTOB.
2. BbiOpate noameHio «BcTaBUTh pa3pelB pasaenay.
3. BpiOpaTh HYXHBIN THUI pa3pblBa pazjena:

e Co caeaymwuieii cTpaHulbl — YTOOBI HAYaTh HOBBIA pasziell Co CIASAyroIeh
CTpaHULbI;

e Ha Tekymeil crpanumme — 4yToObl HayaTh HOBBIM pa3fen Ha TEKyIen
CTpaHULE

e C d4erHoil cTpaHMubl — YTOOBI HayaTh HOBBIA pa3zzell CO CieAyIoIen
YETHOM CTPAHHUIIbI

e C HeyeTHOH cTpaHMUBI — YTOOBI HAYaTh HOBBIA pa3zjen cO CIeayrouen
HEYETHOW CTPaHUIIbI

JlobaBieHHble pa3pbIBBl  pasjesia 0003HAYalOTCS B JOKYMEHTE JIBOMHOM

MYHKTUPHOU JTUHKUEH (Pucynok 51).

minnnnnininiiiiiin PaspHB pasfetia (caegymu@ada CTpaHMua) ool

Pucynok 51 — Pa3pbiB pa3aena

Ecnu pa3pbeiBOB paszjiena He BUIHO, TO HEOOXOIMMO HAXaTh KHOIKY 9 ha Brnanke
«I'maBHas BEpXHEU MaHEIW UHCTPYMEHTOB.

VninaneHne paspblBa pasfena BBINOJHIETCS BBIICIEHUEM €ro KypcopoM H
HaxatueM kinaBumin «Delete». BaxHO yuyuThIBaTh, 4TO pas3pbiB paszeiia ONpeAesseT
dbopmatrpoBaHue MpeaecTByonero Tekcra. CienoBaTeNnbHO, MPU YIAJICHUH pa3pbiBa
paznena, popMaTUpOBaHUE MPEAIIECTBYIONIETO TEKCTa OyJeT U3MEHEHO U MPUBEIEHO K
dbopmary cremyromiero pasnena. [IpenmecTBytonuii TeKCT HacaeayeT (HopMaTUPOBAHKE

CIICAYIOIIETO pa3jiena.
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BceTraBka KOJIOHTUTYJIOB

Jns noGaBiaeHUsS B JIOKYMEHT KOJIOHTHUTYJIOB, a TaK XKe I YIAJICHUS WIH

HU3MCHCHUA CYHICCTBYIOIHNX, CIICAYCT BBIIIOJIHUTD CJIICAYIOIINC I[GﬁCTBI/IS[I

1. Ilepeiitu Ha BKinaaky «BcTaBKay) BEpXHEW MAHEIU UHCTPYMEHTOB;

]

2. Haxartp Ha kHONIKY «KoOJIOHTUTYIBDY ““""™ Ha BEpXHEW IMAHENU UHCTPYMEHTOB;

3. BwiOpaTh 0J1HY U3 CIEAYIONINUX OIIIHIA:

4.

(Pucynok 52):

HN3menuTs BepXHUN KOJOHTHUTYJ — BCTABUTH WU OTPEAAKTUPOBATH TEKCT
BEPXHETO KOJIOHTUTYJIA.

N3MeHuTh HUKHMH KOJIOHTHUTYJI — BCTABUTh WIA OTPEAAKTUPOBATH TEKCT
HVDKHETO0 KOJIOHTUTYJIA.

Yaanurs BepXHUN KOJOHTUTYJI — YIAJIUTh BEPXHUU KOJOHTUTYIL.
YaaauTh HUKHUN KOJOHTHUTYJ — YIaJIUTh HUKHUN KOJTOHTUTYIL.

N3meHuTh TEeKyire mapaMeTpbl KOJOHTUTYJIOB Ha MPaBoil OOKOBOW MaHEIH

Y CTaHOBUTH TIOJIOKEHUE TEKCTAa OTHOCHUTEIBHO BEPXHEro (i1 BEPXHUX
KOJIOHTUTYJIOB) WJIM HIDKHETO (JIJ1s1 HUKHUX KOJIOHTUTYJIOB) Kpasi CTPAHMUIIBI.
Bxotounts onmuio «Oco0blity 1715 HaYaIbHON CTPAHUIIBI, €CITH HEOOXO0IUMO
3a/1aTh YHHUKAJIbHBIC BEPXHMA WM HWXKHUN KOJOHTHUTYJBI IS TIEPBOM
CTPaHMIIBI WM UCKIIOYUTH UX OTOOpaKeHUE Ha HEM.

Onuusa «Pa3Hble AJ51 YeTHBIX U HEYETHBIX» HCIOIb3YeTCS ISl BCTaBKU
Pa3HBIX KOJIOHTUTYJIOB JJISI YETHBIX U HEYETHBIX CTPAHHUIL.

Ommusa «CBsi3aTh ¢ NPeabIIYIIMMY JOCTYITHA, €CIIH paHee B IOKYMEHT yKe
ObLTM J100aBJIEHBI pa3zelibl, B MPOTUBHOM Clydyae OHa OyJeT HeaKTHBHA.
Kpome Toro, sra omuus HEAOCTyIHA JJIi CaMOro MEpBOro paszaena (T.e.
KOIJla BBIJICJICH BEPXHUW WA HWXKHUWA KOJIOHTUTYJ, OTHOCSIIUNCI K
nepBoMmy pazzaeny). Ilo ymondanuio 3Ta oOmuusi BKJIIOYEHA U KO BCEM
paszenaM MPUMEHSIFOTCS OJTHA M Ta e HyMmepalus ctpanull. Eciau BeIOpaTh

001acTh BCPXHUX MM HHXHHX KOJIOHTHUTYJIOB, OHa 6y,ueT OTMCYCHA
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Haanuchio «Kak B mpeabiaymem» (Pucynok 52). UToOBI HCIOJIB30BaTh
pa3Hyl0 HyMEpalldi0 CTPaHUIl B KaXKIOM pasjeliec JOKyMeHTa, ybOepute
raiouky «CBsi3aTh ¢ mpeabIAylumMy», U Haamuch «Kak B mpeabiaymem

OoJibllie 0TOOpaXKaThCS HE Oy IeT.

NonoxeHue
BepxHWi KONMOHTUTYN q

125em [

MapameTpel

Ocobbiit ANA NEPBOH CTPaHWLLbI

Pa3Hble ANA YETHLIX M HEYETHBIX E

BcTaBka HOMepa cTpaHULbI

BeEpxy CTpaHWLbI

BHU3Y CTpPaHML|bI

BCTABHTL B TEKYLLEN NO3ULIMK

Hymepaumsa cTpaHuy
® [IpoOomHnThL

Hayatb C 1

Pucynok 52 — U3meHeHnne napaMeTpoOB KOJIOHTHTYJIOB

JIns BBOJIa TEKCTa, €ro PEeJaKTUPOBAHUSA WM HACTPOMKH IMApaMETPOB BEPXHETO
WJIA HUKHETO KOJIOHTUTYJA MOXKHO JBAXK/bl HAXAaTh JIEBOW KHOIKOW MBIIIM B BEPXHEU
WU HIKHEH YacTW CTpPaHUIlbl WM IIEJIKHYTh MPaBOM KHOMKOW U BbIOpaTh U3
ITOSIBUBLIEIOCSI MEHIO €IMHCTBEHHBIM NYHKT — «M3MEHUTHh BEPXHUH KOJOHTHUTYJD)
niu «A3MeHUTh HUKHUN KOJTOHTUTYJD (Pucynok 53).

YToObl MEepeKIIOYUTHCS Ha TEKCT JOKYMEHTA, JBaXK/bl IIEIKHUTE IO padoueit
obOnacTu win HaxkmuTe kiaBuinry «Esc». Tekcrt, Ucrnonb3yeMblil B KOJOHTUTYJIaX OyaeT

O0TOOPAXKATHCS CEPHIM LIBETOM.
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Bepxmoi xomomTmTyn —Pasmes 3-— Kax 5 npexmnymem

Pucynok 53 — PenakrupoBanue KOJIOHTUTYJIA

[ IIpumeuanue — [Iporecc 100aBIeHNSI HOMEPOB CTPAHULL TOJIPOOHO OMKCAH B II. . ]

3.4.5 BcraBka IaTbl M BpeMEHH
Jlnst no6aBieHust B JOKYMEHT JIaThl U BPEMEHH HEO0X0IUMO:

1. YcTaHOBUTBH Kypcop TaM, I1ie TpeOyeTcss BCTaBUTh AATy U BpeMS;
2. Ilepeiitn Ha BKiangky «BcTaBkay BEpXHEN aHEIN UHCTPYMEHTOB;
3. Haxarb knonky JlaTta u Bpems “0;

4. B otkpbiBieMcs okHe «Jlata m Bpemsi» (Pucynok 54) ykKa3aTh CieaylOIIUe

napameTpsbl:

e SI3bIK (BHIOpATh M3 BHIMAJAIOIIETO CITUCKA);
e @opmMmar aaThl;
o @nar «OOHOBJATH ABTOMATHYECKHM» TO3BOJISIET 3a7aTh aBTOMATHYECKOE

OOHOBJICHHE AaTbl U BPCMCHH Ha OCHOBC TCKYHICTO COCTOSHUA.

IIpumeuanue — Takxe MOKHO OOHOBISTH ATy U BPEMs BPYUHYIO, UCIIONIb3Ys MYHKT KOHTEKCTHOTO
meH «OOHOBUTH MOJIEY.

e Haxatsp KHOIIKY «YCTaHOBUTH 110 YMOJOYAHUKO», O YCTaHOBKH

TeKy1ero (popmara kak opmaTa 0 yMOITYAHUIO I YKA3aHHOTO SI3bIKA.

5. Haxatp «OK».
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Hata n BpemnA

Asbik

Pyccruid (Poccua) v

dopmMaThl

10.09.2025

cpena, 10 centabpa 2025
10 ceHTROpA 2025 1
10.09.25

2025-09-10

10-cen-25

10/09/2025

OOHOBNATL ABTOMATHYECKH YCTAHOBMTE MO YMOMYAHUID

Pucynok 54 — Okno «/lata u Bpemsi»

3.4.6 BcraBka HOMEpPOB CTPAHHIL
J171s1 BCTaBKM B JOKYMEHT HOMEPOB CTPAHUIL:
1. Ha Bknaake «BcraBka» BEpXHEW MMaHEIU UHCTPYMEHTOB HakaTb KOJOHTUTYIIBI

=.

2. B noameHto BeIOpaTh «BCTaBUThL HOMEP CTPaHUIIBD.
3. BrIOpath 0JIHY U3 CIIEIYIOMIMNX OMIIUA:

e UYro0OBl MOMECTUTH HOMEp CTPAHUIIBI HAa KaXAYIO CTPAHUILy JOKYMEHTA,
BBIOEpHUTE MOJIOKEHUE HOMEPOB CTPAHUI] HA CTPAHULIE;
e YroOBI BCTaBUTh HOMEP TEKYIIEH CTpAHUIIBI B TEKYIIEH MO3UIIMH Kypcopa,

BbIOEpUTE onIuio «B Tekylel mo3umumy.

Ilpumeuanue — 1yIsi BCTaBKM HOMEpa TEKYIIEH CTPAaHUIBI B TEKYIICH MO3HMIIMU Kypcopa MOXKHO
TaK)Ke UCIIOIL30BaTh coueTanue kinasuir Ctrl+Shift+P.

J71st BCTaBKM OOIIEro YKciia CTPAHUIL B IOKYMEHTE:
1. YcranoBute Kypcop Tam, rzie TpeOyeTcss BCTaBUTh OOIIEe YMCI0 CTPAHUIL.
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2. Haxarp 3Ha40oK «KOJOHTHTYJIBD» = Ha BEPXHEH IaHEIM MHCTPYMEHTOB BO

BKJIaJike «BecTaBKay.

3. BriOpats onmuio « BcTaBUTh YHCI0 CTPAHUILY.

=

KonoHmuryno @GR Hagnuce
A BpEMA ~

M3IMEHNTL BEQXHWHA EOMOHTHTYT

M3IMEHMTE HIGKHMIA KOMOHTATYN

YoanuTe BEPXHWA KONOHTHTYI

YOanWTh HUHHWA KONOHTHTYN
BCcTasuTh HOMED CTPaHWLbI k
BCTaBMTL YMCNO CTPaHKML,

PucyHok S5 — IIapameTpbl HOMEPOB CTPAHUIL]

JI71st ©3MEHeHus apaMeTpoB HOMEPOB CTPAHHIL:

1. JIBax sl ETKHYTH B 00JIaCTH, TJI€ PACTIONIONKEH HOMEP CTPAHUIIBI.

2. V3MeHHTH TEKyIIUE NapaMeTpbl Ha MPaBoi OOKOBOI MaHEeNn:
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MonowxeHune
BepxHUiA KOMOHTUTYN q

13cm *
)

MapameTpel

OcoObiit ANA NEPBOM CTPaHMLb
v PasHble AnA YETHbIX U HEYETHDBIX
v (CBA3aThb C NpeabiayLmMm E
BcTaBKa HOMepa CTPaHWLLI

Beepxy CTpaHWLBI

C C

BHW3y CTpaHMLbI

L

BCTaBUTB B TEKyLLEH No3MLMK

HyMepaumns cTpaHuy
@ [poJomEnTL

Hayatk C 1

Pucynok 56 — IlapameTpbl HOMEpPOB CTPAHUIL

YCTaHOBUTE TIOJIOKEHHE HOMEPOB CTpPAaHWIl Ha CTpPaHULE, a TaKkKe
IIOJIO’KEHUE OTHOCHUTEJIBHO BEPXHETO M HUKHErO Kpasi CTPAHHULIBI.
VYcranoBure @uaxok «OcoOblii I NMEepBOH CTPAHMIbD), €CIU HaA0
OPUMEHUTH OCOOBII HOMEDP AJIA caMOM NMEPBOM CTPAaHMIIbI, UM BOOOILE HE
n00aBIATH HA HEE HOMED.

VYcranoBure (naxok «Pa3Hble A1 YeTHBIX M HEYeTHBIX» ISl BCTaBKU
Pa3HBIX HOMEPOB ISl YETHBIX U HEUYETHBIX CTPAHULL.

Onuusa «Ces3aTh ¢ NpeabIAyIIMM» JOCTYIIHA, €CJIM PaHEE B IOKYMEHT yKe
ObuUIM J00aBJIEHBI pa3flesbl, B IPOTUBHOM Clly4ae OHa OyJeT HEaKTHBHA.
Kpome TOro, sta omnuusi HEIOCTYNHA JUIsl CAaMOro IMEpPBOro paszziena (T.e.
KOrZla BBIIEJICH BEPXHUN WIM HWKHUH KOJIOHTHUTYJ, OTHOCAILIHMKCS K
nepsoMy paszaeny). Ilo ymomuanuto 3Ta onuus BKIOYEHA M KO BCEM
pazzenam NPUMEHSIIOTCS OJIHA U Ta e HyMmepauus ctpanull. Eciau BeIOpaTh
o0nacTb BEPXHUX WJIM HWKHUX KOJIOHTHTYJIOB, OHa OyJIeT OTMeueHa
Haanucelo «Kak B mpeabiaymem» (Pucynox 57). UTOOBI HCHOJB30BATH

pPa3Hyl0 HyYMEpaIlMi0 CTPAaHUIl B KaXKIOM paszjelie TOKyMeHTa, ybOepute
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ranouky «CBsi3aTh ¢ NpeablaAymumMy», U Haanuch «Kak B mpeabiaymem»

0oJb1Ie 0TOOpaXkaThCs HE OYIET.

Pucynok 57 — Kosionturya «Kak B npeasiaymem»

e Paznen «Hymepaunuss cTpaHMI)» TMO3BOJSE€T HACTPOUTh IapaMeTpPhbl
HyMEpallMM CTPAaHMI] MEXAYy pa3InyHbIMM pasfenamMu AokyMmeHrta. llo
ymonyaHuio BblOpaHa omnuus «IIpomoJKuTBY», KOTOpas MO3BOJISIET
COXPaHUTh IOCJIEJOBATEIbHYI0 HYMEPALUIO CTPAaHMI[ IIOCIE pa3pbiBa
paznena. Eciau TpeOyercs HauyaTh HyMEpalMIO CTPAHUIl TEKYILIEro pasfena
JOKyMEHTa ¢ 0co00oro HOoMmepa, BbIOepuTe mepekiouarens «Hadate c» u
BBEJIUTE HY>KHOE Ha4aJIbHOE 3HAYECHHE B I10JI€ CIIPaBa.

UT0oOBI BEpHYTHCS K PEAAKTUPOBAHUIO TOKYMEHTA, ABAXK/Ibl LIEJIKHUTE MO padoyeit

00JaCTH WM HAXMUTE KiaBuiry Esc.

3.4.7 BcraBka HymMepalHMHu CTPOK

TeKCTOBBIM PEAAKTOP MPEAOCTABISIET BO3MOKHOCTh ABTOMATUYECKON HyMeEpaluuu
CTPOK B JIOKYMEHTe. OJTa (YHKIHUS OKa3blBaeTCid TOJIe3HOW Tipu pabore ¢
OpPraHW30BaHHBIMU JOKYMEHTAMH, HANpUMEp, C IOPUAUYECKUMH TEKCTAMH WJIHU
HMCXOJHBIM KOJIOM IpOorpamM. BkitoueHue Hymepauuu OCYLIECTBIISICTCS 4Yepe3 OILMIO
«Hymepanus cTpok». BaXHO MOMHUTB, 4TO JaHHas QYHKIUS HE pacpOCTpaHsIETCs Ha
CONICP)KMMOE  DJIEMEHTOB JOKYMEHTa, TaKUX KakK TaOJuIlbl, TEKCTOBBIC OJIOKH,
IUarpaMMbl, a TakKX€ BEpXHUE M HUKHUE KOJOHTUTYJbl. OTH DJIEMEHTHI
paccMaTpUBaOTCA KakK LEJIOCTHBIE €IWHULIBI M, COOTBETCTBEHHO, HE BKIIIOYAIOTCS B
MIOCTPOYHYIO HyMEPALHIO.

IIpuMeHeHUe HyMepauMK CTPOK
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1. Ilepeitgute Ha BKIaaky «Maker» BEpXHEH MMaHEIH MHCTPYMEHTOB U IIECJIIKHUTE

3Ha4ok Hymepanus ctpok i

2. B BrimagaromeM MEHIO BbIOEpUTE HEOOXOIWMBIE MapaMeTphl s OBICTpOU

HacTpOUKHU (Pucynok 58):

e HemnpepbiBHAs — KaKIOW CTPOKE AOKyMEHTa OYyJEeT MPUCBOEH MOPSIKOBBINA
HOMEP.

e Ha xaxmoii cTpaHUIle — TMOCJIEIOBATEILHOCTh HyMEpaIluu CTPOK Oynaer
niepe3arnyIieHa Ha KaX a0l CTpaHUIle TOKyMEHTA.

e B kaxgoMm pasnmenre — TOCIEIOBATEIBHOCTh HyMEpaluu CTPOK Oyzaer
nepe3anyliileHa B KaKJI0M pasjienie JokyMeHTa (roapoouee B 1. 3.4.3).

o OTkIIOYUTH IS TEKyIIero ad3ama — TeKymui abd3alr OyJIeT MpOImyIieH B
MIOCJICIOBATEIPHOCTH HyMEpalud CTPOK. UTOOBI HMCKIIOYUTH HECKOJIBKO
a03aleB W3 TMOCJIEI0BATEILHOCTH, BBIOEPUTE WX JIEBOW KHOIKOW MBIIIH

nepeca IpUMCHCHUECM 3TOI'O ITapaMcCTpa.

Het

HenpepobieHan

Ha Kaao# cTpaHuue
v B kaxgom pasgene

+ OTKNO4UTE 4NA Tekyllero adsaua

BapuaHTel HYMepaLuK CTPOK
Pucynok 58 — [lapameTpsl HymMepanuu CTPOK

3. I[Ipy HeoOXOAMMOCTH YKaXUTE JAOIMOJHUTENbHbIE MapamMeTpsl. [ns 3Toro
LICJIKHATE Ha «BapuaHTel Hymepauuu CTPOK» B PAaCKPBIBAIOIIEMCS MEHIO
«Hywmepamusa ctpok». YcranoBute (uakok «J[00aBUTH HyMepalHiO CTPOKY,
YTOOBl MPUMEHUTHh HYMEPAIUIO CTPOK K JOKYMEHTY M TMOJY4YHTh JOCTYI K

PaCHIMPEHHBIM MTapaMETPaM:
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Hymepauusa cTpok

[00aBWTL HYMEPALIMID CTDOK

Hayatk ¢ OT TekcTa Liar

Hymepaumn

[NpUMEHWTE M3MEHEHMA K

Ko BCEMY [OKYMEHTY v

Pucynok 59 — Oxkno «Hymepauusi cTpok»

Hauarsp c YCTAHABIMBAET  HAYaJIbHOE YHUCIIOBOE 3HAYEHUE
NOCJIEIOBATENBHOCTH HyMmepaluu cTpok. I1lo ymonuanuro s mapamerpa
YCTaHOBJIEHO 3Ha4YeHUe 1.

OT TekcTa yKa3bplBa€T PACCTOSIHUE MEXIY HOMEpPaMH CTPOK M TEKCTOM.
BBeaute HeoOxonumoe 3HaueHue B cM. [lo ymonuanuio ais mapamerpa
YCTAHOBJICHO 3HAUYCHUE «ABTOM.

Ilar 3amaeT MOPSAKOBBIE HOMEpa, KOTOpPBHIE OTOOpa)KaroTcs, €CIU He
NOJACYMTHIBAIOTCS MO 1, T.e. yMcCla cUMTarOTCA B rpymnme no 2, 3, 4 u T.n.
Brenure HeoOxoaumoe unciioBoe 3HaueHue. [1o ymonuanuto s mapamerpa
YCTaHOBJICHO 3HaY€HHE 1.

Ha kaxxknoii cTpaHuMume — IOCJI€I0BAaTENbHOCTh HYMEpalUud CTPOK OyaeT
nepe3anyliileHa Ha KaXKJ10i CTpaHulle JOKYMEHTA.

B kaxnaom pasjgene — TMOCIEIOBAaTENLHOCTh HYMEpAllUd CTPOK OyaeT
nepe3anylleHa B KaKJI0M pa3iesie JOKYMEHTA.

HenpepbiBHas — KaX/101 CTPOKE TOKYMEHTa OyJET MPUCBOEH MOPSIAKOBBIM

HOMED.
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e [lapamerp «IIpuMeHUTH M3MEHEHHUSI K» ONPEAEIACT 4acThb JOKYMEHTA, K
KOTOpPO HEOOXOAMMO MPUMEHUTH MOPSAKOBbIE HOMEpPA. Bribepute oaHy u3
JOCTYITHBIX MPETyCTAHOBOK:
= «K Tekywmemy pasaeiny» —- Uil NPUMEHEHUS HyMEpaUuu CTPOK K
BBIOpAaHHOMY pa3/iesly TOKYMEHTa;
* «Ko BceMy JOKYMEHTY» —- JUISI IPUMEHEHUS HYMEpALMU CTPOK KO
BCEMY JIOKYMEHTY.
[To ymosuanuio Uit mapameTpa yCcTaHOBJIEHO 3HaueHne Ko BceMy 1OKyMeHTY.
Haxwmute «OK», 9T00bI MPUMEHUTH U3MEHEHHUS.
YnajseHue HymMepauum CTPoOK

YToOB! yAaIUTh MOCIIEI0BATEILHOCTh HyMEpaIluu CTPOK:

1. Ilepenimure Ha BKIagky MakeT BepxHEW IMAaHEIW MWHCTPYMEHTOB M IIECJIKHUTE

3Hauok Hymepamus ctpoxk .

2. B oTkpsiBILIEMCS BbINaAaI0IeM MeHIO BbIOepuTe NyHKT «HeT» unu BeiOepute B
MEHI0O MYHKT «BapumaHTbl HyMepauuu CTpPOK» M B OTKpPBIBIIEMCS OKHE
«Hymepauus» ctpok yoepute ranodky ¢ nois «{o0aBUTh HyMepaluoo CTPOK»

1 HaxxMute «OK».

3.4.8 BcecTaBka cHOCOK

CHOCKH MO>KHO I[O63,BJ'ISITB AJI1 TTIOSICHCHUS UJIIM KOMMCHTHUPOBAHUSA OIIPEACIICHHBIX
cbpa3 WJIM TCPMUHOB, UCITOJIb30BAHHBIX B TCKCTC, NJIM YKA3aTb CCBIJIKM Ha HCTOYHUKH.

UTOoOBI BCTaBUTh CHOCKY B JOKYMEHT:
1. YcraHoBUTH Kypcop B KOHIE (pparMeHTa TEKCTa, K KOTOPOMY HaJ0 100aBUTH
CHOCKY.

2. llepeiitu Ha BkIaaKy «CChUIKM BEpXHEW MaHENIH HHCTPYMEHTOB.

3. Haxatp Ha 3Ha4oKk CHOCKa A8 Ha BEpPXHEW MaHeI UHCTPYMEHTOB WM HAXKaTh
Ha CTpeiKy psaaoM co 3HaukoM «CHOCka» W BbIOpaTh B MEHIO OIMIIUIO

«BCTaBUTb CHOCKYY.
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4. B Tekcre JOOKyMEHTa MOSIBUTCS 3HAK CHOCKHM (T.€. HAJCTPOYHBIA 3HAK,
0003HAYaIONUA CHOCKY), a KypcOp MEePEMECTUTCSI B HUXKHIOIO YacTh TEKYILEH

CTpAHUIIBI.
5. BBecTH TEKCT CHOCKH.

[ToBTOpUTH BBINIEYKA3aHHBIE IEUCTBUSA, YTOOBI 00ABUTH MOCIEAYIONIUE CHOCKU K
IpyruM ¢parMeHTaMm TekcTa B JOKyMeHTe (Pucynok 60). CHOCKM HyMEpYIOTCS

ABTOMAaTHUYCCKH.

!Canvas - anement HTML5, npeaHa3HayeHH bii
NOMOLUM CKPUNTOB
?O6patutecs k gokymeHTayum no API.

Pucynok 60 — I[Ipumep cHockH

[Ipn HaBeneHMHM Kypcopa Ha 3HAK CHOCKM B TEKCTE JIOKYMEHTa IMOSBISIETCS

HEOOJIbIIIOE BCIUIBIBAIOIIEE OKHO C TEKCTOM CHOCKH (PucyHok 61).

OHNaWH-pe JakTopbl AOKYMEHTOB, HaNMCaHHbIe

OOpaTWTeCh K JOKyMEHTauMM no AP

WHTErpupoBaThL® B Ball CanT unu seb-npunoxe

Pucynok 61 — BenuibiBaronee OKHO ¢ TEKCTOM CHOCKH

YTOoOBI JIETKO MEPEXOIUTh MEXKIY T0OABICHHBIMA CHOCKAMH B TEKCTE JIOKYMEHTA:
1. Haxxmure Ha cTpenky psaoM co 3HAUYKOM «CHOCKa» Ha BKIaJKe «CCBUIKN»

BEPXHEH NTAHEJIM UHCTPYMEHTOB,

2. B pasnmene «llepeiiTu Kk CHOCKam» HCHOJB3YUTE CTPENKY Uil MEpPEXoJa K

npeAblIyIIel CHOCKE WM CTPEJIKY ISl IEPEeX0/ia K CIEAYIONIEH CHOCKE.

YT0oOBI N3MCHHUTH mapamMCTpbl CHOCOK!

1. Haxxmute Ha CTPCIIKY paaoM CO 3HAYKOM «CHocKka» Ha BKJIAJIKC «CCBIIKH

BEpXHEN MMaHEIN HHCTPYMEHTOB,

2. BwiGepute B Mento oniuto «[lapamMeTpbl CHOCOKY,
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3. U3menuTe TekyIue mapaMeTpsl B OTKphIBIIeMcs: okHe «IlapaMeTpbl CHOCOKY:

e 3anaiite «Ilos10:keHne CHOCOK» HA CTpaHUIIE, BIOpAB OJUH U3 JOCTYIHBIX
BapUAHTOB:

* BHuU3y cTpaHUIbl — 4TOOBI PacCIOIOKUTh CHOCKM BHU3Y CTpaHUIbI (3Ta
OmIus BIOpaHa M0 YMOJIYaHHUIO).

* [lom TeKCTOM — YTOOBI PACIOJIOKHUTH CHOCKHA OJMXKE K TEKCTy. JTa
OMIMsI MOXET OBbITh MOJe3Ha B TEX Cly4asX, KOrjJa Ha CTpaHule
COJIEPIKUTCSI KOPOTKUI TEKCT.

e Hacrtpoiite @opmaTr CHOCOK:

= dopmaT HOMepa — BbIOEpUTE HYXKHBIM (popMaT HOMepa U3 JOCTYMHBIX
BapuaHToB: 1, 2, 3,...,a, b, c,..., A, B, C,..., 1, 11, ii1,..., [, II, IIL,....

» HayaTh C — HCMOJB3YWTE CTPEIKH, YTOOBI 3a1aTh HMUQPPY HIH OYKBY, C
KOTOpPOH J0JKHA HAUMHATHCSI HyMepalus.

e Hywmepauus — BeibepuTe criocod HyMepaluu CHOCOK:

* HemnpepbiBHas — yToObl HyMEpOBaTh CHOCKH MOCJEI0BAaTEIIbHO BO BCEM
JIOKYMEHTE,

* B kaxzoMm paszaene — yToObl HAUMHATh HyMEPALHUI0 CHOCOK C IUGpshI 1
(unu pyroro 3aJaHHOTO CUMBOJIA) B HaYase KaXJa0ro pasjena,

* Ha xaxzoii crpaHuie — yToObl HAUMHATH HyMEpalUio CHOCOK ¢ u(psI 1
(v qpyroro 3aJaHHOrO CUMBOJIA) B HaYaJle KaXX10M CTPAHMIIBL.

e OcoOblii CUMBOJN — 3a/laiiTe€ CIENHUAIbHBIA CUMBOJ WA CIOBO, KOTOpPbHIC
TpeOyeTcsi MCIONb30BaTh B KAaueCTBE 3HAKa CHOCKM (Hampumep, * wiu
[Ipum.1). BBenure B mosie BBOJA TEKCTa HY)KHBIA CHUMBOJI WJIM CIIOBO H
HaXXMUTE KHONIKY «BcTaBUTh» B HUKHEN YacTH okHa «[lapameTpbl CHOCOKY.

e lcnone3yiiTe packpbiBaroImuiicss cnucok «lIpuMeHUuTh U3MEHEHUs», YTOObI
BbIOpaTh, TpeOyeTcs MU MPUMEHUTh yKa3zaHHbIe MapaMmeTpbl cHOcok «Ko

BCEMY JOKYMEHTY» W TOJIbKO «K Tekymemy pazaemy».

IIpumevyanue — 4TOOBI UCHOJL30BAaTh PA3NIUYHOE (POpPMATHPOBAHHE CHOCOK B OTHEIBHBIX YaCTAX
JIOKYMEHTA, CHayaa Heo0X0IuMo 100aBUTh PA3DBIBBI Da3ela.

4. Korna Bce OyzieT roroBoO, HAKMHUTE Ha KHOTIKY «[IpuMeHuTH».
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UTo0b! yAAIUTh OTAEIBHYIO CHOCKY, YCTAHOBUTE KYypCOp HEMOCPEJICTBEHHO Mepea
3HAKOM CHOCKM B TEKCT€ JOKyMeHTa M Haxmure kiasuiny «Delete». Hymepauus
OCTaBILMXCSA CHOCOK U3MEHUTCA aBTOMATUYECKU.

YtoObI YOAJIUTh BCC CHOCKH B TOKYMCHTC:
1. Haxxmure Ha CTPCIIKY pAAOoM CO 3HAYKOM «CHocka» Ha BKJIaIKC «CchUIKM»

BEpXHEN MMaHEJIN NHCTPYMEHTOB,

2. BpiOepuTe B MEHIO OMITHIO « Y IAJUTh BCe CHOCKH)).

3.4.9 BceTraBka KOHIIEBBIX CHOCOK

[Tonp30BaTenb MOXKET BCTaBIATh KOHILCBbIC CHOCKH, YTOOBI I[OG&BJIHTI) IMOsJACHCHMUA
HJIN KOMMCHTApHUHU K OIIPCACIICHHBIM TCPMHUHAM WJIN IIPCAJIOKCHUAM, UIIA ACJIATh CCBLIIKH
Ha HCTOYHHUKH, KOTOPLIC 0T06pa>1<a}0Tc;1 B KOHIIC JOKYMCHTA.

UT0oOBI BCTAaBUTH KOHIIEBYIO CHOCKY B JOKyMEHT:
1. Tlomecture Kypcop B KOHEI[ TEKCTa WM y CJIOBAa, K KOTOPOMY HEOOXOIUMO
N00aBUTH KOHIIEBYIO CHOCKY,

2. llepennure Ha BKnaaky «CCbUIKM» BEPXHEW ITAHENIN HHCTPYMEHTOB,

3. Ilenkaute Ha 3Ha4OK «CHOCKa» HAa BEpPXHEH NaHEIW HWHCTPYMEHTOB W B

BbIITaAaroIieM MCHIO BBI6€pI/ITe onuuio «BcTraBuTth KOHICBYIO CHOCKY».

4. 3HaK KOHIIEBOH CHOCKH (T.€. HAICTPOUHBIA CUMBOJI, 0003HAYAIOIINI KOHIIEBYIO
CHOCKY) TOSIBJISIETCSI B TEKCTE JIOKYMEHTA, a TOYKa BCTABKH IE€PEMEILAETCs B

KOHEI[ JJOKYMEHTA.
5. BBeauTe TEKCT KOHIIEBOI CHOCKH.

HOBTOpI/ITC BBIIICYIIOMAHYTBIC  OIICpAllUH, YTOOBI I[O6aBI/ITB MMOoCJICAYIOIINUC
KOHICBLIC CHOCKH JISI APYIHX Cl)paFMeHTOB TCKCTAa B JJOKYMCHTC. KOHHCBI)IG CHOCKH

HyMepyroTcst aBTomarnuecku. [lo ymomuanwuto (1, 1i, iil...).

' Canvas - anemeHT HTML5, npeaHasHayYeHHblin Ans
' OBpaTuTeck k AokymeHTauum no API.

Pucynok 62 — Konnesasi cHocka
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[Ipn HaBeneHWM Kypcopa Ha 3HAK CHOCKM B TEKCTE JOKYMEHTa TMOSBISETCS

HeOOJIbIIIOE BCILIBIBAIOIIEE OKHO C TEKCTOM KOHIIEBOM CHOCKHU (Pucynok 63).

OHNaiH-pe 4aKkTopbl AOKYMEHTOB, HanncaHHbIe

OOparurecs x goxymenTaymm no API

WHTerpupoBath! B Baw caiT unw seb-npunoxe

Pucynok 63 — BenuibiBaroniee OKHO € TEKCTOM KOHIEBOI CHOCKH

Y100kl JIETKO MNEPCXOJUTh MCIKIAY I[O6aBJ'I€HHBIMI/I CHOCKaMH B TCKCTC NOKYMCHTA:

1. Haxmure Ha CcTpenky psiaoM co 3HauKoM «CHOcCka» Ha BKJIajke «CChUIKN»

BEpPXHEU MaHeIn HHCTPYMEHTOB,

2. B pasgene «llepelith k CHOCKaM» HCHOJB3YHTE CTPENKY Ul Hepexona K

IpeabIAYIIENR CHOCKE WM CTPENKY JIJIs IEpEXoa K CIEIyIOENR CHOCKE.
UT0OBI U3MEHUTH MTApaMETPbl CHOCOK:

1. Haxxmure Ha CTPCIIKY pAAOoM CO 3HAYKOM «CHocka» Ha BKJIAIKC «CcbUIKM»

BEPXHEH MAHEJIN UHCTPYMEHTOB,
2. BriGepuTte B Mento oniuto «[lapamMeTpbl CHOCOKY,

3. HM3menuTe TeKylue nmapaMmeTpsl B OTKpbIBIIEMCS OKHE «[IapaMeTpbl CHOCOK»:
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MapameTpkl CHOCOK

MonoxeHwne

CHocka

® KoHLEeBas CHOCKa B KoHUe AoKyMeHTa v
dopMar

®opmMaT Homepa Hauatk C

i, i, ii,... v i
Hymepauua

HenpepbiBHaA v

Ocofbli CUMBOT

MpUMEHHTE H3MEHEHUA

Ko BCeMy [LOKYMEHTY v
—

Pucynok 64 — Oxno «IlapameTpbl CHOCOK

3anmaiiTe TOJIOKEHUE KOHIIEBBIX CHOCOK, BBIOpPAB OJWH U3 JOCTYITHBIX
BapUAHTOB:

* B koHIle pa3zena — 4TOObl PacCMOOXHUTh KOHIEBbIE CHOCKM B KOHIIE
pasnena. JTa OMIMS MOXKET ObITh MOJIE3HA B TEX Ciydyasx, KOrja B
paszjiene COAEPKUTCS KOPOTKUN TEKCT.

* B KOHIIE NOKyYMEHTa — YTOOBI PACIOJIOKUTH KOHIICBBIE CHOCKH Ha
nocJieHeN CTpaHUIle TOKYMEHTa (3Ta oMK BbIOpaHa 10 YMOTYAHUIO).

Hacrpoiite popmMy KOHIIEBBIX CHOCOK:

= dopmar HOMEpa — BbIOEpUTE HYXKHBIN (opMaT HOMEpa M3 JOCTYIHBIX
BapuaHTtoB: 1, 2, 3,...,a, b, c,..., A, B, C,..., 1, 1, ii1,..., I, II, IIL,....

* HayaTh C — UCMONB3YUTE CTPEIKU, 4TOOBI 3aaTh HUPPY WK OYKBY, C
KOTOPOM 10JKHA HAYMHATHCSI HyMeEpaIusl.

Hywmepartus — BeiGepute crnocod HyMepaluu KOHIIEBBIX CHOCOK:
= HemnpepsiBHass  —  4TOObl ~ HYMEpOBaTh  KOHIIEBBIE  CHOCKH

IMOCJICAOBATCIIBHO BO BCCM JOKYMCHTC,
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* B kaxaom paszjiene — yToObl HAYMHATh HyMEPAaIMI0 KOHIIEBBIX CHOCOK C
uuppel 1 (uam Agpyroro 3aJaHHOTO CUMBOJA) B Hayalle Kaxaoro
pasnena,

* Ha xaxxaoil cTpanuiie — 4ToObl HAYMHATH HyMEPAIMIO KOHIIEBBIX CHOCOK
c uudpsl 1 (Unum [Opyroro 3aJaHHOTO CHMBOJIA) B Hayaje Kaxiou
CTpaHUIBI.

e OcoObIil CUMBON — 3a/aiiTe CINENMAIbHBIA CUMBOJ WA CIOBO, KOTOpPbBIE
TpeOyeTCcsl UCIOIb30BaTh B KA4ECTBE 3HAKa CHOCKHM (Hampumep, * wuiu
[Ipum.1). BBeaute B moJie BBOAA TEKCTAa HYX HbI CUMBOJ WJIM CIOBO U
HaXMUTE KHONIKY «BCcTaBUTh» B HMKHEN YacTu OKHA «[lapamMeTpsl CHOCOK.

e Hcnonw3yiiTe packpbiBaronuiics cnucok «II[puMeHuTh U3MEHEHUs», YTOObI
BbIOpaTh, TpeOyeTcss M TMPUMEHUTh YyKa3aHHBbIC MapamMeTpbl KOHIEBBIX

cHocok «Ko Bcemy nokymeHTy» win TobKo «K Tekymemy pasaesy».

IIpumeuyanue — 4TOOBI KCIOJIB30BATh Pa3iIMYHOE (OPMATUPOBAHUE CHOCOK B OTAEIBHBIX YacTsIX
JOKYMEHTa, CHayajia He0o0X0aMMO 100aBUTh Pa3DbIBBI Pa3iena.

4. Korga Bce OyAeT roTOBO, HAKMUTE Ha KHONIKY «[IpUMEHUTBHY.

UroObl  ynanuTh  OTACNIbHYI0 KOHIEBYIO CHOCKY, YCTaHOBUTE Kypcop
HEIIOCPEJICTBEHHO IIEpe]l 3HAKOM CHOCKHM B TEKCTE€ JIOKYMEHTAa M HAXMUTE KIIABHILY
«Delete». Hymepanus ocTaBImIMXCsi KOHIEBBIX CHOCOK N3MEHHUTCSI aBTOMATHYECKU.

UToOB!I y1aJINTh BCE KOHIIEBBIE CHOCKH B JJOKYMEHTE,
1. menkHuTe CTPENKy psaoM co 3HaukoM «CHocka» Ha Bkiagke «CCBUIKH
BEepXHEH MaHeIn UHCTPYMEHTOB,

2. BI>I6epI/ITe B MCHIO OIIIHUIO «YI[aJII/ITL BCE€ CHOCKN).

3.B OTKPBIBHICMCA OKHC HA>XKMUTC «yI[aJ'II/ITI) BCC KOHICBBIC CHOCKHN)» U MICIIKHUTC

«OK».

3.4.10 IIpeoOpa3oBaHMe CHOCOK M KOHIEBBIX CHOCOK

PCIIaKTOp AOKYMCHTOB IMPCAOCTABIISACT BO3MOKHOCTD 6BICTpO NEpEBOAUTbL CHOCKHU

B KOHIIEBbIE U OOpaTHO, HAmNpuUMEp, €CIU ONpPEJCICHHbIE CHOCKH HEO00XOIUMO
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IIEPEMECTUTh B KOHEL JOKYMEHTAa, MOXHO BOCIIOJIb30BaTbCA  CIIELHUAIBHBIM
MHCTPYMEHTOM, BMECTO PYYHOr'0 MEPEBOIA:
I. Ha Briagke «CcCBUIKH» BEpXHEH TNAHENW HMHCTPYMEHTOB HAXMHUTE Ha

CTPEJIOUKY PSAJIOM CO 3HaUKOM «CHOCKAa,

2. HaBeaute yka3atenb Mbiln Ha MyHKT MeHIO «[IpeoOpa3oBaTh Bce CHOCKN» U

BbIOEpUTE OJIMH U3 BAPUAHTOB B CIHCKE CIIpaBa:

Ccbinku CosmectHan pabota 3aumTa Bua [NnamHbl

v AR' O/O m [jj =! CMMCOK MNMICTpaLmii

s CHocka Funepcceinka  3aknagka HaseaHue TllepekpecTHan
HY ~ CCbUNKa

e 20 BCTaBUTb CHOCKY v 500 0B T 8 G 10 o 120 0 0

BCTaBUTb KOHLIEBYH) CHOCKY

MepeiTH K CHOCKaM 4 )

MepeiTy K KOHUEBbIM CHockam 4 B

YAanuTb BCE CHOCKW
Mpeobpa3oearth BCE CHOCKK v Mpeobpaz0BaTh BCE 00bI4HLIE CHOCKM B KOHLUEBbIE CHOCKM
MapameTpbl CHOCOK Mpeo0pasoBaTh BCE KOHLEBbLIE CHOCKW B 00bI4HBIE CHOCKM

IMOMEHATb CHOCKK

Pucynok 65 — Menro «IIpeoOpa3oBaTh Bce CHOCKH

e IIpeoGpazoBaTh Bce OOBIYHBIE CHOCKU B KOHIIEBBIE CHOCKH;
e [IpeoOpa3oBaTh BCEe KOHLEBBIE CHOCKU B OOBIYHBIE CHOCKH;
e [loMeHSATh CHOCKM — 3aMEHUTh BCE KOHIIEBbIE CHOCKUA Ha OOBIUHBIE CHOCKH

U Ha00OpOT.

3.4.11 lo0aBieHMe 3aKJIAA0K

3aKiaJku TO3BOJISIIOT OBICTPO TMEPEHTH K OINPEJEICHHOMY MECTYy B TEKYIEM
JIOKYMEHTE WJIH I00aBUTh CCHUIKY Ha 3TY MO3UIUIO BHYTPH IOKYMEHTA.

Uto0b1 700aBUTH B IOKYMEHT 3aKJIAJIKY:

1. Ompenenute MecTo, rlie HaJl0 J0OABUTh 3aKIAIKY:

e VYCTaHOBHUTE KypcOp B Hauaje HY>KHOTO (hparMeHTa TEKCTa WIH

e Brigenure Hy>XHbINA (DparMeHT TEKCTa,
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2. llepeiigute Ha BKIaAKy «CCebIIKHY BEPXHEN NaHEIU HUHCTPYMEHTOB,
3. Haxwmure Ha 3Ha4OK «3aKJIaAKa» HAa BEPXHEU ITAHEIN UHCTPYMEHTOB,

4. B otkpeiBlIieMcs OKHE «3akJaakm» (Pucynox 66) BBeauTe MMs 3akiagku u
HaXMHUTE KHONKY «J/lobaBuTh» — 3akiagka Oyner mgo0aBieHa B CIIHCOK

3aKJIaJIOK, PACTIONIOKEHHBINA HHXKE.

IIpumeuyanue — uMs 3aKJIaJKU JOJDKHO HAYMHATHCS C OyKBBI, HO OHO MOXXET TaK)K€ COJEPKaThb
mudpel. Mg 3akimagkd He MOXET coJepKaTb HpoOenbl, HO MOXET COAep)KaTb CHMBOJI
HNOTYEPKUBAHUS « ).

3aknagku

WA 3aKknagkm

Mopagok @ Wua Monoxerne

CKpbITbIE 3aKNaAKu

3akpeITe

Pucynok 66 — OxHo «3akaaakm»

UtoObI epelTH K OJTHOM 13 T00aBJICHHBIX 3aKJIaJ0K B TEKCTE JOKYMEHTA:

1. HaxxmuTe Ha 3Hadok «3akjaaka» Ha BkIajgke «CChIJIKM» BEpPXHEH MaHEIH

UHCTPYMEHTOB,

2. B oTkpeiBIIEMCS OKHE «3aKJaAKM» BbIOEpUTE 3aKIaAKy, K KOTOPOW Haao
nepeitu. UToObl mpolle HATH HYXKHYH 3aKIaJKy B CIHCKE, €ro MOKHO
coptupoBars 1o «VMenn» 3aknanku uin no «I1onoxeHnro» 3aKiiaiku B TEKCTE

JIOKYMEHTA,

3. Ormerbre onuuio «CKphIThbIE 3aKJIAAKW», YTOObI OTOOpa3UTh B CIHCKE
CKPBITBIE 3aKIaJKU (T.€. 3aKJIaJIKU, aBTOMATUYECKU CO3/1aBa€MbI€ MPOTrPaMMOit
npu A00aBJIEHWU CCBHUIOK Ha KakKyl-TO 4acTh JOKymeHTa. Hampumep, npu

CO3JaHMM THUIICPCCBIJIKM Ha OHpGI[eHeHHBIﬁ 34aroJIOBOK BHYTPH JOKYMCHTA,
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PCAAKTOP JOKYMCHTOB dBTOMATHYCCKH CO34aCT CKPBITYIO 3aKJIIAIKy Ha I.[CJICBOﬁ

00BEKT 3TOM CCHUIKH).

4. Haxwmute kHomky «IlepedTu» — Kypcop OyAeT yCTaHOBJIEH B TOM MeECTE
JNOKyMEHTa, TrAe Jo00aBieHa JaHHas 3akjiajaka, WM OyIeT BblIEICH

COOTBETCTBYIOIIMM (PparMeHT TEKCTA.

3aknagku

MMa 3aKknagkm

MHCTPYKL{MK_2 [06aBuTE

MopRack @ WmAa MNonoxeHne

WHCTPYKLUMKM_1

NepenTtn Yaanutb

CKpbITbIE 3aKnaaku

3aKpeITe

Pucynok 67 — Be10op 3aki1aaku

5. Haxxmute KHONKY «3aKpbITh», YTOOBI 3aKPHITH OKHO.

UtoObl yganuTh 3akiagKy, BbIOEpUTE €€ B CIHCKE 3aKJIAaJ0K W HUCIOJIb3yiTe

KHOIIKY «YI[aJII/ITL». YTo0BI Y3HAaTb, KaK UCIIOJIb30BATh 3aKJIAAKHU PN CO3JJaHHU CCBLUIOK,

obOparurech K 11. 3.6.5.

3.4.12 lobaBieHHe MOMIOKKHA

HOI[HO}KKa — 3TO TCKCT HNJIN I/I306pa}KeHI/I€, PAaCIIOJIOKCHHBIC 110 CJIOEM OCHOBHOTI'O

TekcTa. TeKCTOBbIE MOMJIONKKH IO3BOJISIIOT yKa3aTh CTaTyC JOKYMEHTa (Hampumep,

«CekperHo» wumu «YepHoOBHUK»), rpadudyecKue TOIJIOXKKH ITO3BOJSIOT JOOABHUTH

1/1306pa>1<eHHe, HaIlIpUMCP JIOT'OTHUIT KOMITAHUU.

Jist no6aBieHus OIJIOKKH B IOKYMEHT:

1. Ilepeinure Ha BKIaaky «MakeT» Ha BEpXHEUW MaHEIU UHCTPYMEHTOB.
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. Haxvure Ha 3Hauok «Iloammoxkka» Ha BEpXHEW NaHEIW HMHCTPYMEHTOB U

BbIOEpUTE NYHKT MeHIO «HacTpanBaemas MOIJIOXKKay.

«ITapamMeTpbI NOATOKKHN.

OTkpoercst OKHO

. BpiGepute TN MOI0KKH, KOTOPYIO TPEOYETCS BCTABUTH:

napamMeTphbl:

MapameTpbl NOANOKKM

Het
TeKcrosan Noanoxka

A3bIK Tekcr

Pycckuid

Wpudr

Aral v ABTO v A v

v TMonynpo3payHblii

Pacnonoxexue

@ [lo auaroHanu Mo ropu3soHTann

Mpadmyeckan NoANOKKa

Macwrad

OTmeHa

Hcnons3yiite onuuio «TexkcroBass MOAJIOKKA» U HACTPOUTE HAOCTYIHBIE

v | OnA CNY>XEBHOIO NONB30BAHUA ~

X K 4 F

Pucynok 68 — Oxno «IlapameTpsbl NOII0KKI»

SI3bIK — BBI6CpI/IT€ N3 CIIMCKAa OAWH U3 JOCTYIIHBIX SA3BIKOB,

Tekcr — BBI6€pI/ITe OHMH M3 OOCTYIIHBIX IMPUMCPOB TCKCTA Ha BBI6paHHOM

SA3BIKC. I[J'ISI PYCCKOTO A3bIKa JOCTYIHBI CJICAYIOMINC TCKCThI ITOAJIOKKH:

= JIJTA CIIYKEBHOTI'O I1TOJIb3OBAHN A,

= JICII;

= KOIIMPOBATD HE PA3PEIIAETCA;

= KOIUS,

= JINYHOE;

= OBPA3ELL

= OPUTHHAIJL
= CEKPETHO;
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= COB. CEKPETHO;
= COBEPHIEHHO CEKPETHO;
= CPOYHO;
= YEPHOBUK.

e [lpudt — BeIOepUTE Ha3BaHUE WIPU(PTA U €r0 pa3MeP U3 COOTBETCTBYIOMIMX
BBIMIAJIAIOIINX CINHCKOB. McCHonb3yilTe pacnofioKEHHbIE CIpaBa 3HAYKH,
9yTOOBI 337aTh LBET MIPU(Ta WIN MPUMEHUTh OAUH U3 CTHIEH 0hOpMIICHUS
mpudra:

= [lomyXupHBIN;
= Kypcus;

* [log4epKHyTHIN;
" 3a4epKHYTHIM.

e [lonynpo3pauHblii — IPUMEHSAETCS AJIsl YCTAHOBKH MPO3PAYHOCTH.

e Pacnonoxenue — BweiOeputre omnmuio «llo amaronamu» wiu - «llo
TOPU30HTAIINY.

e lcnonesyiite onmuio «I'paduueckasi MOUI0KKa» U HACTPOUTE NOCTYMHbBIC
napameTphbl:

* BpibepuTe UCTOYHHK Tpauueckoro (aiiya, UCIOIb3ysl OJIHY U3 KHOTIOK:
«U3 daiinay, «13 xpanunuma» uin «Ilo URLy — u3obpaxenue Oyaet
OTOOPaKEHO B OKHE NPEIBAPUTEIHLHOTO IPOCMOTPA CIIPaBa,

* Macmtab — BBIOEpPHUTE HYKHOE 3HA4YeHHE MaciTaba W3 JIOCTYMHBIX:

«ABTO», «500%», «200%», «150%», «100%», «50%».

4. Haxwmure kHonKy «OK».

YToObI OTpeAaKTUPOBATH JOOABICHHYIO MOMJI0XKKY, OTKpoiTe OkHO «IlapameTpsl
NMOJIOKKH» KaK OMMCAHO BBIIIE, U3MEHUTE HY>KHBIE MapaMeTpbl U HAXKMHUTE KHOIKY
«OK».

YroOsl ymanuTh J00aBICHHYIO TOJJIOKKY, HakmuTe 3Ha4ok «Ilomsioxkka» Ha

BKJIaJIKC «Maker» BerHef/'I IMaHCJIN HWHCTPYMCHTOB H BI)I6epI/ITG B MCHIO OIIIUIO
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«YIaauTh MOMJI0KKY». Takke MOXHO uCHoyib3oBarh onuuio «Her» B OkHE

«ITapaMeTpbI NOATIOKKHN.

3.5 dopmarupoBaHue ad3aua

3.5.1 BripaBHMBaHuUe TeKkcTa B a03ale

TexkcT OOBIYHO BBIPABHMBAETCS YETBIPbMS CIIOCOOAMM: MO JIEBOMY Kparo, I10

[IPaBoOMYy Kparo, 110 LHEeHTPY WK No mupune. s sroro:

1. YcranoBute Kypcop B TOM MecCTe, T/ie¢ TpeOyeTcs MPUMEHUTh BhIPABHUBAHUE

(3TO MOXKET OBITH HOBAsi CTPOKA WJIM YK€ BBEJCHHBIN TEKCT),
2. llepennure Ha BKnaaky I 1aBHas BEpXHEW MAHENN UHCTPYMEHTOB,
3. BribepuTe THUI BbIpaBHUBAHMSI, KOTOPBIM HAaJJ0 IPUMEHUTD:

e BrIlpaBHUBaHHME MO JIEBOMY Kparo, IPU KOTOPOM TEKCT BBIPABHUBAETCS IO
JIEBOMY Kparo CTpaHUlbl (MpaBblii Kpail OCTAaeTCd HEBBIPOBHEHHBIM),
BBIIIOJIHAETCS C ITIOMOIIBIO 3Hauka BbIpaBHUBAHUE 110 JIEBOMY Kparo =
pPacnoioKeHHOTO Ha BEpXHEH MaHeI HUHCTPYMEHTOB.

e BpIpaBHUBaHUE M0 LEHTPY, NIPU KOTOPOM TEKCT BBIPABHUBAETCS MO LEHTPY
CTpaHMIBl (TpaBbld W JIEBBIM Kpas OCTAlOTCd HEBBIPOBHEHHBIMM),
BBITIOJIHSIETCS. € TIOMOINBIO  3Hayka  BwIpaBHMBaHHE 110 HeHTpY E |
pPacnoJIoKEHHOTO Ha BEpXHEH NaHEIN HHCTPYMEHTOB.

e BrIpaBHUBaHHE 10 NIPaBOMY Kparo, IPU KOTOPOM TEKCT BBIPABHUBAETCS 10
IpaBOMY Kparo CTpaHulbl (JIeBbId Kpall OCTaeTcsi HEBBIPOBHEHHBIM),
BBINOJIHAETCSA C IOMOLIBIO 3HAauKa BhIpaBHUBAHME IO MPAaBOMY Kparo & |
PacoJIOKEHHOTO Ha BEpXHEH NTaHEIN HHCTPYMEHTOB.

e BrlpaBHUBaHHME 0 MIMPHUHE, NMPU KOTOPOM TEKCT BBIPABHUBAETCSA KaK IO
JeBOMY, Tak M [0 TMpaBOMy Kpal CTpaHHLbl (BbIpaBHUBAHHE
OCYIIECTBIISIETCS 32 CUeT J00aBJICHMS JONOJHUTENIbHBIX MHTEPBAJIOB TaM,
rie  93T0  HeoOX0JMMO),  BBIMOJHSAETCS €  [OMOIIbIO  3HAuKa
BhIpaBHUBaHHKE TI0 INMPUHE & ,  PACHONOKEHHOTO Ha BEPXHEH IIaHEIH

UHCTPYMEHTOB.
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[TapameTpbl BbIpaBHUBAHUS TAK)KE JOCTYIIHBI B OKHE A03al — JONMOJHUTEIbHbIE

napamMeTtpsl (PucyHok 69).

1. IllenkHuTe MO TEKCTYy MpPaBOl KHOMKOW MBIIMIM U BBIOEPUTE B KOHTEKCTHOM
MEHI0 onuui «/lomojiHUTEeILHBIE MapaMeTpbl a03ala» WU UCHOJIb3YyHTe

oniuio «/lonosHUTeILHBIE MapaMeTPbI» Ha MPaBoil 0OKOBOM MaHeH,

2. OTkpolTe OKHO «A03al — JAONMOJHUTEJbHbIC NapaMeTpbD», NEPEUINTE Ha

BKJIaJIKY «OTCTyrlbI U HHTECPBAJIbI),
3. B cnucke «BI)IpaBHI/IBaHI/Ie» BBI6CpI/ITC OJIMH U3 TUIIOB BIPABHHUBAHUA:

e [lo neBOoMy Kparo;
e [lo ueHrpy;

e [lo npaBomy kpato;
e [lo mmpune.

4. Haxwmute kHonky «OK», 94T00BI MPUMEHUTH U3MEHEHHUS.

ABzay - gononHUTeNkLHeBIe NapaMeTpel

OTCTYnNELI M HHTepPBANLI BblpasHUBaHWe YpOBEHb CTPYKTYPbI

Mo neBoMy Kparo v | OCHOBHOIA TEKCT v
Pa3pbiBbl CTPOK U
CTPaHULEI

OTeTynel

MpaHWLLl M 3annEBKa Cnesa Cnpasa Mepeas cTpoka

Ocm [ Ocm . | (Her) v Ocm [
LWipudpr

WHTepBan me a6sauamm
Tabynauus P y H

Mepen Mocne MEKLYCTPOUHBI MHTEPBAN

>

BHYTpeHHUe nons OcM _ 0.35cM [ | MuosuTEms 1.15

W

<

He nobaBnATL MHTEPBAN MeKY ab3auamin OQHOMo CTMNA

Pucynok 69 — OxHo «A03a1 — J0NOJHHUTEIbLHbIE IAPaAMeTPbD)

3.5.2 Hacrpoiika ypoBHA CTPYKTYpPbI a03ana

YpoBeHb CTPYKTYphl 00O3HA4YaeT YpPOBEHb ab3ala B CTPYKType JOKYMEHTA.

Hoctynnsl cnenyromue ypoBHu: Ocnosnou mekcm, Yposenwv | — Vposenv 9. YpoBeHb
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CTPYKTYphl MOXHO 3aJaTh pa3HbBIMU CIOCO0aMH, HaNpUMep, HCIOJb3Yysl CTHIH
3arojoBKoB (mojapobHee B m. 3.7.14..): mpu Ha3HaueHUW ab3ally KaKoro-iudo CTHUIIS
3arosioBka (3aconoeoxk 1 — 3aconosox 9), abd3am mnpuoOpeTaeT COOTBETCTBYIOITUI
yYpOBEHb CTPYKTyphl. Ecim Ha3HauaTh ypOBEHb a03alia, MCTOJB3YS JOMOJHUTEIBHBIC
napaMeTphl ab3aila, ad3al MpuoOpeTaeT TOJBKO YPOBEHb CTPYKTYpPBI, TOTJa KakK €ro
CTWJIb HE MEHSETCS. YPOBEHb CTPYKTYpbl TakKe MOXXHO HW3MEHUTh Ha TaHENIH
«HaBurarmusy cieBa, UCIONIB3YS OIMIIMA KOHTEKCTHOTO MEHIO.
YToOBI I3MEHUTH YPOBEHb CTPYKTYpPHI a03a1ia, HCTIOIb3Ys JOTIOTHUTEIHHBIC

napameTpbl ab3ara:

1. lllenkHuTe 1O TEKCTY TNPABOM KHOIMKOW MBIIMIA M BBIOEPUTE OIIIHIO
«JlomoJiHMTE/IbHBIE TapaMeTpbl a03ama» W3 KOHTEKCTHOIO MEHIO WIIH
UCTIONIb3yiTe ommuio «JlomoJIHuTe/IbHbIE MapaMeTPsD» Ha MPaBoOil OOKOBOWM

ITaHCJIN,

2. OTkpoHTE OKHO «A03al — JAONMOJHUTEJbHbIC NapaMeTpbD», NEPEUINTe Ha

BKJIaJIKy «OTCTYNbI U HHTEPBAJIBI» (Pucynok 69);
3. BriOepuTe HY>XHBIN YPOBEHb CTPYKTYPBI U3 CIIUCKA «Y POBEHb CTPYKTYPbI»;

4. Haxwmute kHOnKYy «OK», 4T0OBI NPUMEHUTH U3MEHEHHS.

3.5.3 Bbi0op uBera ¢goHna ajsa ad3ana

I{BeT ¢poHa mpuUMeEHSIETCS KO BceMy a03ally ¥ MOJIHOCTBIO 3alONHSIET IPOCTPAHCTBO
a03alia OT JIEBOTO MOJIsl CTPAHUIIBI 0 IPABOTO IMOJISI CTPAHULIBI.
UT0oOBI MPUMEHUTH LBET (POHA K ONpeaeIeHHOMY a03ally WM U3MEHUTH TOT LIBET,

KOTOPBI BEIOpaH B TaHHBIM MOMEHT:

1. BbpiOepute LBETOBYIO CXEMy JOKYMEHTa M3 JOCTYIMHBIX, HaXKaB Ha 3HAYOK
«A3MeHeHHMe 1BETOBOM cXeMbl» Ha BKJIajke «l'J1aBHas» BEpXHEW NaHEIU

UHCTPYMEHTOB

2. YcraHOBHTE Kypcop B MpeiAeliax HYXHOTO a03ama WM BBIJEIUTE MBIIIHIO

HECKOJBKO a03alleB UM BECh TEKCT C IIOMOIIBIO coueTaHus kinasuil Ctrl+A,
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3. OTKpoHTE OKHO UBETOBBIX NAJIUTP. ODTO MOXKHO CJI€JIaTh A3TO OJHUM H3

CIEAYIOIIUX CIIOCOOO0B:

Haxxmute Ha HanmpaBIIEHHYIO BHU3 CTPEJIKY PAIOM CO 3HAYKOM Ha BKIIAJIKE
«I'maBHas BEpXHEW NaHeIn UHCTPYMEHTOB, WU

Haxxmute Ha 11BeToBoe moiie panoMm ¢ Haanucbio «L[Betr ¢ona» Ha mpaBoii
OOKOBOM MaHeI UHCTPYMEHTOB, WIH

Haxmure Ha ccbuiky «/lomosiHUTEbHBIC MapaMeTpbl» Ha MPaBOU
OOKOBOW  MaHeNId MHCTPYMEHTOB WM  BOCHOJB3YWTECh  OIIUEH
«JlonomHuTENbHBIE MapaMeTpbl ad3aila» B KOHTEKCTHOM MEHIO, a 3aTeM
nepeiinure Ha BKiIaaKy «['paHumbl M 3ajJMBKa» B OKHE «A03am —
JOTIOJTHUTEIIbHBIE TIapaMeTPbD» M HAXKMHUTE HA LBETOBOE IOJIE PSAJIOM C

Haanucblo «LBer ponay.

4. BpIOepuTE JIF0O0M LBET HAa JOCTYIHBIX ManuTpax (moxpoOHee B 1. 3.3.3).

Bb10paB HyXHBI OTTEHOK C TTOMOIIbIO COOTBETCTBYIOIIEH MKOHKH, MOJIh30BATEIh

ab3ara).

MOXET MPUMEHUTH €T0 K JIIDOOMY BbICIICHHOMY (h)parMeHTy TEKCTa, MPOCTO KIUKHYB Ha
ATy WKOHKY (OHa OTOOpa)kaeT TEKYyIIWd BBIOpaHHBIA I[BET). Takum o0Opa3om, HET
HEO0OXOJAMMOCTH MOBTOPHO MCKATh 3TOT LBET HA manuTpe. OIHAKO CTOUT YYECThb, UTO
ecnu npumeHeHa ¢yHkuus «lBer ¢ona» B okHe «AO3all — JAOMOJHUTEIbHbBIC
napamMeTpbD» WM Ha MpaBoil OOKOBOM MaHENH, BEIOpAHHEIN [IBET He coxpaHsercs. (OTu

HHCTPYMCHTBI MOI'YT OBITH ITOJIC3HBI npu 3aJaHur OTACIbHOI'O (1)0Ha AJI1 KOHKPCTHOT'O

UToOBI OYMCTUTH 1BET (hOHA ONPECICHHOTO a03aia:

1. ycraHoBuTe Kypcop B Tpejaeiax HYKHOro a03alia, WIM BBIJICITUTE MBIIIBIO

HECKOJIBKO a03alleB, UM BECh TEKCT C MMOMOIIBIO coueTanus knaBui Ctri+A,

OTKpOﬁTe OKHO INBCTOBBIX IMAJIWUTP, HAXKaB Ha HOBCTOBOC IIOJIC pPAJIOM C

Haanuchio «l{BeT ¢poHay Ha mpaBoit GOKOBOM MaHeH,

3. BhIOepuTe 3HAUOK < .
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3.54 H3meHeHHe OTCTYNOB ad3aieB
PenakTop MOKyMEHTOB MO3BOJISICT HACTpaWBaTh OTCTYI MEPBOM CTPOKH ab3arma ot
JIEBOTO Kpasi CTPAHUIIbI, a TAK)KEe OTCTYI Bcero ad3ara oT MpaBoro U jJeBoro kpaes. Jliis

9TOTO HGO6XOI[I/IMO BBIIIOJIHUTL CIICAYIOIINC Iaru:

1. BbIOEpUTE HEOOXOAMMBIE MTApAMETPhI Ha IpaBoil O0KoBOM manenu «Ilapamerpsl

a63ana» B pazzaene «OTcTynb» (Pucynok 70):

e CuaeBa — 3ajaiiTe cMmelleHHEe Bcero abszana OT JIEBOTO MOJS CTPaHUIBI,
yKa3aB Hy’KHOE€ YHCJIOBOE 3HAUYCHHUE,

e CnpaBa — 3anaiiTe cMmelleHue Bcero ad3ama OT MPaBOro IMOJIsS CTPAHMIIBI,
yKa3aB Hy’KHOE€ YUCJIOBOE 3HAUCHHUE,

o [IlepBasi cTrpoka — 3amaiiTe OTCTYH JJisi NEPBOM CTPOKM ab3aila, BHIOpaB
COOTBETCTBYIOIIMA IMyHKT MeHIO (HeT, Orcrym, BelicTym) u H3MEHUB

YUCJIOBOC 3HAYCHUC JJIA OTCTyna niIn BI)ICTyl'Ia, 3aJaHHOC I10 YMOJIYaHUIO.

MexayCcTPOYHEIR UHTEpEAN

MHoxwTens 1.15 ° 1
MuTepean mexgy absauamm
Mepea Mocne

Ocm . 0.35cm _

He goSagnate uHTepEan Mexay

afzauamwv ogaHore cTUNA
OTerynsl
Cneea Cnpagsa

- -~ . ~ -~
D64 Ccm 0 Cm

Mepeas cTpoka

BricTyn 064 cm

LUseT dorHa

JdononsuTensHuie napameTpsl

Pucynok 70 — Orcrynsl ad3ana
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Taxxxe MOXHO:
1. ycTaHOBUTH Kypcop B Ipejeiax HYXKHOro a03alia, WJIM BBIJICIUTH MBIIIBIO

HCECKOJBKO 3633HCB, WM BECb TCKCT OOKYMCHTA, Ha)XXaB COYCTAHHC KIIaBUII

Ctrl+A,

2. WEJIKHYTh TPaBOM KHOMKOM MBIIIM U BBHIOpPaTh M3 MEHIO IYHKT
«JlononHuTenpHble  mapaMeTpbl  ab3ama» WA UCIONb30BaTh  CCBUIKY

«JlonmonHUTENBHBIC TApaMETPhDy HA TIPABOM OOKOBOI MaHEINH,

3. B OTKphbIBIIEMCSI OKHE «A03all — JOMOIHUTENbHbIE MapaMeTpbl» (PucyHok 69)
nepetd Ha BKIaAKy «OTCTynbl M HMHTEpPBAIbD) W HACTPOUTH HYXKHBIE

napaMeTpsl B paznene «OTcTynsl (ONUCaHUE TapaMeTPOB MIPUBEICHO BHIIIE),
4. Haxatb KHONIKY «OK».

YTo0bI 6BICTpO N3MCHUTHb CMCIICHHC a63aua OT JICBOI'O IIOJIA CTPpAaHMIIbI, MOXKHO

TAKKC UCIIOJIb30BATh COOTBCTCTBYIOIIHUC 3HAYKH HA BKJIAIKE «['maBHas» BerHGP'I IIaHCJIN

>

MHCTPYMEHTOB: Y MEHBIIUTh OTCTYIl <& W YBEIUYUTH OTCTYI
Urto6bl 3a1aTh OTCTYIBI, MOKHO TaK>K€ MCIOJb30BaTh FOPU3OHTAIBHYIO JTUHEUKY

(Pucynok 71).

Pucynok 71 — I'opu3zoHnranbHas JIuHeika

Breiienute HyXHBIA ab3ar] Wi ad3aipl U MEpeTanuTe MapKepbl OTCTYIOB IO
JIMHEHKE:

— Mapkep OTCTyNa NepBoii CTPOKH '~ HCIIONB3YeTCs, YTOOBI 3a1aTh CMEIICHHE
OT JIEBOTO I0JIsI CTPAHMULIBI JIJIs IEPBOM CTPOKH al3ana.

— Mapkep BbICTYyNA ' UCHOJB3YETCS, YTOOBI 33/1aTh CMEIIEHUE OT JIEBOTO TOJIS
CTpaHUIBI /UL BTOPOM M BCEX MOCIEAYIOLUX CTPOK ab3ara.

— Mapkep orcryna ciaeBa | HCIIONIB3YETCS, YTOOBI 337aTh CMEIIEHUE OT JICBOTO
IOJIL CTPAHULBI IS Bcero ad3ara.

— Mapkep orcTyna cnmpaBa L HCHOJB3YyeTCs, YTOOBI 3a/1aTh CMENIeHUE ab3alia

OT IIpaBOr'o IOJIA CTPaHHIIbI.
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3.5.5 Hacrpoiika MeKIyCTPOYHOI0 HHTEPBaJIa B a03anmax
B penaktope JOKYMEHTOB MOKHO 33/1aThb BBICOTY CTPOKHM ISl CTPOK TEKCTa B
ab3are, a TaKXkKe MOoJs MEXAY TEKYLIUM U IPeIbLIY UM WIH MOCISAYIOMNUM a03a1eM.

Jli1st aToro:

1. YcranoBure Kypcop B Mpenenax HY>KHOro al3alja WIM BbIJECIUTE MBIIIBIO

HCCKOJIBKO a63aueB HJIK BCCb TCKCT AOKYMCHTA, HAXAB COYCTAHHUC KIIABUIII

Ctrl+A;

2. Vcnonws3yliTe COOTBETCTBYIONIME IO HA TpaBoi OOKOBOW MaHENHd IS

IMOJYUYCHUS HYKHOI'O pE3yJibTaTa:

MexaycTpoYHBIM HHTEPBAN
MuosmUTEND ™ 1.15 _ “

HMuTepean mexgy absauamu
Mepeg Mocne

Ocm 0.35cm

He gofGaenate MHTEpEAn MeXxay
afsauamn 0QHoro CTMnA

/ LieeT droHa

[ononHWTENbHBIE NapaMeTpel

Pucynok 72 — HacTpoiika Me:KIyCTPOYHOI0 MHTEepBaJa B ad3anax
e MexayCTPOYHBINH HHTEPBAJ — 3a1alTE€ BBICOTY CTPOKH JUIsl CTPOK TEKCTa B
a63aiie. MoxHO BBIOpaTh OJHY U3 TPEX OIIIMIA:

" MUHUMYM (YCTAaHABJIMBAET MHUHHUMAJIbHBIA MEKIyCTPOYHBIA HHTEPBAJ,
KOTOpBIA TpeOyeTcsl, YTOObl COOTBETCTBOBaTb CAMOMY KPYIHOMY
mpuTy Uiau rpaduIecKoMy dJIEMEHTY Ha CTPOKE),

" MHOXHWTENb (YCTaHaBIMBACT MEXIYCTPOUHBIM HMHTEpPBAJ, KOTOPBIA
MOKET OBbITh BBIpaXKEH B YMCiax Oompuie 1),

* TOYHO (yCTaHaBIMBACT (PUKCUPOBAHHBIA MEXAYCTPOUHBIA HHTEPBAN).
HeoOxoaumoe 3HaueHue MOXKHO yKa3aTh B [I0JIE CIPaBa.

e MHurepBan mexkay ad3amamu — 3aJaiiTe BEIUYUHY CBOOOTHOTO

IPOCTPAHCTBA MEXY a03alamu:
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* [lepen — 3aaaiiTe BeIMUKMHY CBOOOIHOTO IPOCTPAHCTBA MEepe] ad3aleM.
* Jlocne — 3axaiiTe BeMunMHy CBOOOAHOTO MPOCTPAHCTBA MOCE ab3ana.
* He noGaBnsTh MHTEpBAI MEXKIY ab3alaMu OJHOTO CTHJISI — YCTAaHOBUTE
ATOT (hJIakKOK, €CIIM CBOOOHOE MPOCTPAHCTBO MEXAY ab3alaMu OJHOTO
CTUJISL HE TpedyeTcs.
UToOBI OBICTPO U3MEHUTH MEXKIYCTPOUHBIM MHTEPBAJ B TEKYIEM ab3aile, MOKHO
Tak)Ke HWCIOJIB30BaTh 3HAYOK MEXIyCTpOUYHBI WHTEpBaJ B al3amax =+ Ha BKJIAJKE
«I'maBHas» BEpXHEW MaHEIW WHCTPYMEHTOB, BBIOpaB HY>KHOE€ 3HaueHHE M3 cnucka: 1.0,

1.15, 1.5, 2.0, 2.5, unu 3.0 cTpoKH.

3.5.6 BcraBka pa3pbIBOB CTPAHUIL

B penakrope HOKyMEHTOB MOXHO J00aBUTH pa3pbhlB CTPAHMUIIBI, YTOOBI HAYaTh
HOBYIO CTPaHMILY, a TAKKE HACTPOUTH NapaMeTphl pa30MBKH HA CTPAHUIIBI.

UToOBl BCTaBUTH pPa3pbiB CTPAHUIIBI B TEKYIIEH MO3UIMU Kypcopa, HaKMHTE

(=]
Paspbissl

3HauoK Pa3peiBbl + Ha Bkiagke «BcraBkay wiam  «MakeT» BepxHEW MaHenu
WHCTPYMEHTOB WJIM IICJKHUTE [0 HAMNPABICHHOW BHU3 CTPEJIKE OTOr0 3HAYKA U
BBIOEPUTE U3 MEHIO OIIHI0 «BCTaBUTH pa3phiB CTPAHUIBD. MOXKHO TaK)Ke UCTIOJIb30BaTh
couetanue knasum Ctrl+Enter.

UroObl BCTaBUTh MYCTYIO CTpPaHUIy B TEKyIled NO3UIMH Kypcopa, HaXMHUTE

)

3Ha4yOK IlycTas cTpaHMIA cwawe: Ha BKJIAgKe «BCTaBKay BepXHEl MaHeIM HHCTPYMEHTOB.
B pe3ynbraTe OyayT BCTaBJICHBI 1Ba pa3pbiBa CTPAHUIIBI, YTO CO3/AACT MYCTYIO CTPAHUILY.
UToOBI BCTaBUTH pa3phbiB CTPAHUIILI ITepe]] BHIOpAaHHBIM ab3arieM, T.. Ha4aTh ATOT
a03al] B BEpXHEH 4acTh HOBOU CTpaHUIIBI:
e [llenkHuTe MpaBOi KHOMKOM MBIIIM U BbIOEpUTE B MEHIO MYHKT «C HOBOM
CTPaHHIIBI»;
o [llenkHuTe TPaBOM KHOMKOW MBIIIA, BBIOEPUTE B MEHIO IYHKT
«/lomotHUTE/ILHBIE MapaMeTpbl a03ama» WIA HCIOJb3YHTE CCHUIKY
«/lonosiHUTE/ILHBIE MapaMeTpbD» Ha MpaBoi OOKOBOW TAHENH, 3aT€M B

OTKPBIBIICMCS OKHC «A03a1 — 10NMOJIHUTEIbHbIE mapaMmeTpb» Hepeﬁzu/ITe
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Ha BKJIAAKy «Pa3pbIB cTpok Ha cTpaHume» u ycraHoBute ¢uaxok «C
HOBOM CTPaHULbI».

Yro6bl pacronaraTh CTpOKH ad3alia Ha OJHOM CTpaHUIlE U NEPEHOCUTHh Ha HOBYIO
CTpaHMILy TOJBKO LieJibie ab3allbl (T.€. He JOMyCKaTh pa3pbiBa CTPAHUI] MEXIY CTPOKAMHU
OJTHOTO a03aria):

o [llenkHuTEe MpaBOW KHOMKOW MBI M BBIOEpUTE B MEHIO TyHKT «He
pa3pbIBaTh ab3a1», UIn

e [llenkHuTe TPaBOM KHOMKOW MBIIIKA, BBIOEPUTE B MEHIO MYHKT
«/lomosiHUTEIbHBIE MapaMeTpbl a03ala» WIM HCIOJIb3YUTE CCBUIKY
«/lonoJiHUTe/IbHbIE MapaMeTpbD» Ha MpaBod OOKOBOW MaHENH, 3aTeM B
OTKPBIBIIEMCSI OKHE «A03all — JONMOJHUTEIbHbIE TapaMeTPbD) NeperanTe
Ha BKJIaAKy «Pa3pblB cTpok Ha cTpaHuue» M ycrtaHoBuTe ¢rnaxok «He
pa3pbiBaTh ab3aI.

Ha Bkianke «Pa3pbpiB cTpok u cTpaHuny» (Pucynok 73) B OKHE «AO3am —
JOMOJIHUTEIbHbIE NMapaMeTpPbl» MOXHO 3aJaTh €IIEe JBa IapaMmeTrpa pa3OMBKU Ha
CTpaHULbIL:

e He orpsiBaTh OT ClIeAYHOIIEr0 — UCIIOIB3YETCS, YTOOBI 3aPETUTh BCTABKY
pa3pbiBa CTPAHULIBI MEXKY BEIOpAHHBIM a03aleM U CIIEAYIOLIIM.

e 3amper BHCAYMX CTPOK — 3Ta ONUMA BKIKYEHA IO YMOJYaHUIO U
UCIIOJIB3YETCs, YTOObl 3alpETUTh TMOSBJICHUE OJUHOYHBIX MEPBBIX WIH
MOCJIEIHUX CTPOK ab3alia HaBepXy WK BHU3Y CTPAHUIIBL.

e 3anperuTh HYMEPAUUIO CTPOK — UCIOJb3YETCS M OTKIIOYECHUS

aBTOMATHYECKOMU HyMCpanrun CTPOK B OHpeI[eJ'IéHHBIX JacTiaXx JOKYMCHTA.
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ABszau - gononHUTeNbHbLIe napamMeTpebl

OTCTYNkI ¥ UHTEpPBankI C HOBO# CTPaHWUbI He paspuisats at3al

v 1 CTDOK Tl v
Paz CTPOK M 3anpeT BUCAYMX CTPOK He oTpbiBaTk OT CNEAYHLWETC

s 3anpeTUTb HYMEPALMIO CTPOK

FpaHuUbl W 3anuBEKa

Wpudpt
TaGynauuA

BHYTpeHHHe nons

Pucynok 73 — Bkiaaaka «Pa3pbIB CTPOK U CTPAHMIBI»

3.5.7 [lobaBJiieHue rpaHuIl
Jlist moGaBieHus TpaHUIl K a03aily, CTPaHUIIE WU BCEMY JOKYMEHTY:

1. YcranoBute Kypcop B Mpeieliax HYXXHOTO a03ara Wid BBIIEIUTE MBIIIHIO
HECKOJIBKO a03alleB WM BECh TEKCT JOKYMEHTa, Ha)KaB COYETAHHE KIIABUII

Ctrl+A,

2. lllenkauTe mpaBOW KHOMKOW MBIIIA W BBIOGPUTE W3 MEHIO IyHKT
«JlononHuTenpHble  mapaMeTphl  al3al@»  WIM  UCHOJIB3YWTE€  CCBUIKY

«JlonoysHUTENBHBIE MTAPAMETPBD) HA IPABOM OOKOBOM MaHEINH,

3. B oTkpeiBmIieMcs: okHe A03all — JOMOJHUTEIbHBIC TTapaMeTPhl MEPEKIIIOIUTECH

Ha BKIaAKy «I'paHunbl U 3a1uBKa» (Pucynok 74),
4. 3anaiite Hy)xHOe 3HaueHue i Lllupunel rpanun u Beidoepute LlBeT rpanu,

5. IlenkaiiTe M0 MMEIOMICHCS CXEME WM HCIOJIB3YWTE KHOMKU, YTOOBI BHIOpATh

IPaHUILIBl U TPUMEHUTH K HUM BBIOPAHHBIN CTUIIb,

6. Haxwmure kHOIKY «OK).
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AB3al - QONONHUTENEHLIE NapaMeTpPkl X
OTCTynLI M HHTEpPBAMk LnpuHa rpaHiy, ———— ~ | LigeT rpanuny -v
PaspeIBkl CTPOK W LLIEnKaifTe N0 CXEME UMK MCTOMb3YIATE KHOMKW, YTo0b! BLIOpaTL
CTPaHHLIbI rPaHuLbl ¥ NPUMEHUTD K HAM BLIGPAHHBIA CTUMb
I I llllll H —
wpnn 0
Tabynauus | E
BHYTPEeHHHME Nons |
LigeT dhoHa / v

Pucynok 74 — Briagka «I'paHMubI M 327 THBKA»

[locne yCTaHOBKM TIpaHUIl II0JB30BATENI0 JOCTYIIHO 3aJaHUE BHYTPEHHMX
OTCTYNOB, T.€. PAaCCTOSIHUM MeEXAy TEKCTOM ab3ala BHYTPU TIpPaHULl M CaMHUMHU
TPAHULAMH 110 BEPTUKAJIN U TOPU3OHTAIIH.

UroObl 3a1aTh HY)KHbIE€ 3HAUEHHUS, CJEIyeT MEpPeKIIOYUThCS Ha BKIAJAKY

«BHyTpeHHUe Mojs» B OKHE «A03al] — I0MOTHUTEIbHBIE TapaMeTphl» (Pucynok 75).

AB3zay - AoNONHUTENbHLIE NapaMeTpbl

OTCTyNbl U MHTEpBankI Ceepxy Cnesa
0 o ocu {

CHu3y Cnpasa

2
>

<

Pa3peIBbl CTPOK U
CTpaHuLbI

ocm ° Ocm
TPaHuLL! W 3aNHBKa v v
LWpndpr

Ta6ynauus

e

Pucynok 75 — Bkiuagka « BHyTpeHHHE MOJISD)
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YcranoBKa no3unuii Tadyasiuu

B PCAaKTOPC JOKYMCHTOB MOXKHO U3MCHHUTD ITO3UIITNHU Ta6y.]I$II_[I/II/I, T.C. TC IIO3UIIUH,

KyJla IEpEeX0AUT Kypcop MpH HaxkaTuu kiaBuiin «Taby Ha kiaBuUartype.

JIisi yCTaHOBKM MO3HMLMA TaOyJsILUA MOYKHO HCIIOJIb30BaTh TOPU30HTAIBHYIO

JINHEHUKY:

1. BpiOepute HyXHBIM THI TO3WUIMU TAOYJSAIMU, HAKAB Ha KHOMKY = B JIEBOM

BEpPXHEM YIi1y pabouelt oonactu. JloCTyIHBI claeayoUe TpU TUIIAa TaOyIISILUN:

ITo ieBOMY Kparo = — BRIpaBHHBACT TEKCT 110 JIEBOMY KpParO0 OTHOCHUTEIHHO
MO3UIIMN TaOyJISIMKM; TPU HAOOpE TEKCT ABUKETCS BIPABO OT IO3HUIIMH
taOynmsiuuu. Takas mo3umust  TaOynsuuu  Oyaer o0o03HaueHa  Ha
TOPH30HTAIIBHOM JTHHEiKke MapkepoM k= |

Ilo meHTpPYy + — ICHTPUPYET TEKCT OTHOCHTEIHHO IO3WUIUU TaOYJISIIHH.
Taxas mo3unus Tadyasuu OyaeT 0003HaAUeHa Ha TOPU30HTANIBHOMN JTMHEHKE
MapKepoOM = .

Ilo npaBoMy Kpaw - — BBIPaBHMBAacT TEKCT II0 TIPaBOMY Kparo
OTHOCUTEJIHHO TO3HINK TaOyJISIINK; TPpU Ha0Ope TEKCT IBUIKETCS BIEBO OT
no3unuu Tadymsuuu. Takas mo3unus TaOynsanuu Oyner oOo3HaueHa Ha

TOPU30OHTAIBLHOM JIMHENKE MapKepom = .

2. lllenkHuTe MO HWXKHEMY Kpal JMHEHKHM B TOM MecTe, TI/e Tpedyercs

YCTAHOBUTDH ITO3UIUIO Ta6YJ'I${]_II/II/I. I[J'I?I N3MCHCHHA MCCTOIIOJIOKCHUA IMO3NIITNHN

TaOyJISIUY TIEpPETaIUTE €€ 1o JuHekke. [ ynanenus 100aBieHHON TO3UIINH

Ta0yJISILUU NIEPETALINTE €€ 3a MPEEIbl TUHEHKU.

PucyHok 76 — YcraHoBKa MO3ULUM TA0YJISLMU HA JIMHEKe

JIy1st HacTPOWKM TO3UIUNA TaOyJISIIIMK MOXKHO TaK)Ke€ MCIOJIb30BaTh OKHO CBOWCTB

a63ana. lllenkHuTe mMpaBoi KHOMKOW MBIIIH, BHIOEPUTE B KOHTEKCTHOM MEHIO ITYHKT

«/lonomHuTenpHBIE MapaMeTphl ald3ama» WM UCHOJIb3YWTE CCBUIKY «/lomomHuTenbHbIE
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napamMeTpb» Ha TmpaBoil OokoBoi maHenu. B oTkpbiBmieMcs oOkHe «AO3an —

JOTIOJTHUTENbHBIE MTapaMeTPbl» NEPEKITIOYUTECh Ha BKIAAKY « TaOynsauus» (Pucynok 77).

AGaau - AONONHUTEenNbHbIE NapamMeTpbl
OTCTVI‘II:I W HHTepEankl Mo YMOM4YaHWI
o
Pa3pbiEEI CTPOK M
CTpaHHUbI
Mo3uyua BripasHusaHue 3anonHuTeENb
FpaHMLBl U 2anUEKa 1.25¢cm : Mo nesoMy Kpaw ~ Het v
Wpudt

BHYTpeHHWe nons

3anats YAanuTs YOanuTh BCe

Pucynok 77 — Bknagka «Ta0ynsuuspy

Mo3kHO 3a71aTh CJIEAYIOIINE TapaMeTphl:

[Tozumusa Tabynsiuu Ilo ymoauanuiw wumeer 3HadeHue 1.25 cm. DOT1oO
3HQYEHUE MOXHO YMEHBIIUTh WJIM YBEJIUYHUTh, HUCIOJIb3YsS KHOIKH CO
CTpEJIKAaMH WJIM BBEJIA B MOJI€ HYKHOE 3HAUYCHHUE.

Io3umuss — wucnonb3yercs, 4YTOObl 3aJaTh IMOJIb30BATEIBCKUE IMO3UIIMU
Talyysiuu. BBeauTe B 3TOM MoJjie HYy>)KHOE 3HAU€HUE, HACTPOuTe ero bosee
TOYHO, UCIIOJIb3YsI KHOMIKA CO CTPEJIKaMHU, U1 HAXKMUTE Ha KHOIKY «3aJaTh.
[Tons3oBaTenbckass mo3unus TaOymsiuu Oyner no0aBieHA B CIUCOK B
pacrmoyio)keHHOM Hmke Tmone. Eciam panee Obutd J00aBIICHBI TO3UITUU
TaOyJAUUA TP TIOMOILIM JIMHEWKH, BCE OTH TMO3HUIMH TOXE OYyIyT
OTOOpPaKEHBI B CITUCKE.

BoipaBHUBaHMe — HCHOJB3YyeTCA, 4YTOOBI 33JaThb HYXKHBIM  THI
BBIPABHUBAHUA I KKIOM W3 TMO3WLUNA TaOyJsIMU B PaCHOJIOKECHHOM

BBIIIIC CIINCKE. BBII[CJII/ITG HY>KHYIO ITO3HUIHIO Ta6YJI$H_[I/II/I B CIIMCKC,
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BbiOepute onuio «Ilo neBomy kpawy, «Ilo nentTpy» win «Ilo npaBomy
KParo» U3 BBINAJAIONIETO CIMCKA U HAKMUTE HAa KHONIKY «3a1aTh.
3anoJHUTe b — MO3BOJISIET BHIOPATh CUMBOJ, KOTOPBIM HCIONIB3YETCS IS
CO3IaHUs 3aMOTHUTEINS ISl KAKI0M U3 MO3UIIUN Ta0yIsaiun. 3anoJIHUTETh —
ATO CTPOKAa CHMBOJIOB (TOUEK WJIM Je(dUCOB), 3aMOIHAIONIAS MPOCTPAHCTBO
MEXIy TO3UIUAMHE TaOyJsmun. BeiaenuTe HyKHYIO TO3UIUIO TaOYJISIUA B
CIIUCKE, BHIOEPUTE THUI 3aIOIHUTENSI U3 BBINAJAIONIECTO CIUCKA U HAKMUTE

Ha KHOIIKY ((3aI[aTB».

Jns ynaneHus: mo3uiuii Tadymisaiuu U3 CIHCKA BBIICIUTE TO3UIHNIO TaOyJISIUNd U

HaXXMHUTC KHOIIKY «YIaJduTh» UK «Y JAJUTh BCE».

3.5.9

Co3nanue CIUCKOB

I[J'I}I CO30aHHUA B JOKYMCHTC CIIMCKaA:

1. YcranoBure KypCoOp B TOM MCECTC, I'IC HAYHCTCA CIIMCOK (C-)TO MOJKET OBITh

HOBasl CTPOKA WJIM YK€ BBEJCHHBIN TEKCT),

2. llepeiinute Ha Bkiaaky «I'JiaBHas BEPXHEH MaHEIU UHCTPYMEHTOB,

3. BriOepute THN criMcka, KOTOPBIM TpeOyeTcst cO3/1aTh:

HeynopsinodyeHHbIN CIHCOK ¢ MapKepamu CO3JA€TCAd C MOMOIIbIO 3HAYKa
MapkupOBaHHBIN CIIUCOK =¥, PACIOJOXKEHHOTO HAa BEpPXHEW IaHEIu
UHCTPYMEHTOB.

YropsimoueHHbIN CrUcoK ¢ nudpamMu uid OyKBaMHU CO3JAETCS C TMOMOIIBIO
3Hauka HyMepoBaHHBIN CIIMCOK = , paCHOJIOKEHHOIO Ha BEPXHEW IMAHEIU

UHCTPYMEHTOB.

Ilpumeyanue — Ha)XKMHUTE HANPABICHHYIO BHU3 CTPEIKY PSAOM CO 3HAYKOM «MapKUpOBAaHHBIN
criucok» win «HyMepoBaHHBIN CIIHCOK», YTOOBI BBIOPATh, KaK JOJIKEH BBITIIAETh CITHCOK.

Tenepp mpu KakJIOM HaXaTUU B KOHIE CTpOoKW KiaBuliu «Enter» OyaeT MosBISTHCS

HOBBIM 3JIEMCHT YHOPSAAOUYCHHOI'O MM HCYIMOPAAOYCHHOI'O CIIMCKA. Yr1o0OBl 3aKOHYHUTH

CIHICOK, HAXXMHTE KiaBuily «Backspace» u mpomomkaiiTe TeKCT 0OBIYHOTO ab3aria.
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HymepoBaHHbIE CIUCKU TakXe CO3Jal0TCs aBTOMATUYECKU Npu BBoje Ludpsl 1 ¢
TOYKOM MJIM CKOOKOM M mpobOenoMm mocie Hee: «l.», «1)». MapkupoBaHHBIE CIHUCKHU
CO3/1al0TCS aBTOMATHUECKH TP BBOJIE CUMBOJIOB «-«, «*» M Mpo0esa mocie Hux.

MOXHO TakXK€ W3MEHHTHb OTCTYIBI TEKCTa B CIHCKaX M HMX BIIO)KEHHOCTb C
IOMOIIBIO  3HAYKOB  MHOIOYPOBHEBBIM CIIMCOK *=* ,  YMEHBIIUTh OTCTYI ££ U
VBenu4uTh OTCTYI 2= Ha BKiuajake «[J1aBHas» BepXHeH aHeIM HHCTPYMEHTOB.

Yr1oOb1 U3MEHUTh YPOBEHb CIIUCKA, LIEJIKHUTE 3HAYOK
HymepoBaHHBIN CIIMCOK = , MapKkupoBaHHBIN CIHCOK = * 158105
MHOroypOBHEBBIN CIIMCOK = M B IYHKTE MeHIO «VI3MEHUTh YPOBEHbL CIIMCKa»

BBIOEPUTE MOAXOSAIINNA CTHIIb CITUCKa. UTOOBI MEPEUTH Ha CISAYIONTUI YPOBEHD CITHCKA,

IIOMECTUTE KypCop Ha Hayajao CTPOKU U HAXKMHUTE Ha KiaBuarype kiaaBuury «Taby.

bubnuoTeka HymepaLun jumama Esriamn \f
A a} a. .1|||"4_|||'.1|||I":|I1I':ilbl1?'|
Het B. b) b. ' ' ' '
C. c)
1. 1) . . 1
2. 2) Il. i )
% 3) 1. iil. 1
A. A) a. a) 1.
B. B) 6. 6)
B. B) B. B) 1.
DopMaTEl HyMepaLWK B JOKYMEHTE 1
1 4. 5.
; 5. 6. 1
3. 6. 7.

M3MeHUTL YpoBEeHL CNucKa »

MNapameTpkl cnWcka

b OTCTYNbl TEKCTA B CNUCKaX N UX BNOXEHHOCTb C NOMOLLBH 3H

PucyHnok 78 — Bb100op cTH/Isl CIMCKA

O0bennHeHue U pasjesieHue CIIUCKOB

I[J'I?I O6’BCI[I/IHCHI/I$I CIIMCKa C NPCAbIAYINNM CIITMCKOM:

1. IlenxkHuTe mpaBoM KHONKOM MBIIIH IO MIEPBOMY ITYHKTY BTOPOT'O CIIMCKA,
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2. Wcnonb3ylTe OMIMIO KOHTEKCTHOrO MeHI0 «OO0BEIUHUTH € TPEABIIYITUM

CITUCKOM.

Crucku OyayT oObeIMHEHBI, B HyMepalus OyJIeT MPOoJ0JDKEHA B COOTBETCTBUU C
HyMepaIiei mepBoro Crmcka.

J5ia pa3aeneHus CucKa CIHCOoK:

1. IllenkHuTe MpaBOW KHOMKOW MBIINIM IO TOMY IYHKTY CIHCKa, C KOTOpPOTO

TpeOyeTCsl HayaTh HOBBIN CITHCOK,
2. Hcnonb3yiTe ONIUI0 KOHTEKCTHOTO MEHIO «HauaTh HOBBIN CIIMCOK.

Crucok OyzeT pa3zfeiieH, 1 BO BTOPOM CIIUCKE HyMEpaLys HAYHETCS 3aHOBO.

HN3MeHeHne HyMepauuu

Jns npomoiKeHHsT TOCHEAOBATENbHOM HyMEpallMM BO BTOPOM CIIMCKE B
COOTBETCTBHHM C MPEABIAYIIIMM CIIUCKOM:

1. IlenxkHuTe mpaBoM KHOIKOM MBIIIH IO MIEPBOMY ITYHKTY BTOPOT'O CIIMCKA,

2. Mcnonp3yiTe ONIMI0 KOHTEKCTHOTO MEHIO «IIpoAoKuTh HyMEpaLno».

Hywmepanus OyaeT npoaokeHa B COOTBETCTBUM ¢ HyMepaliueil IepBoro CruckKa.

JIns 3a1aHus TPOU3BOJIBHOIO 3HAYEHUsI HYMEPALUU:

1. IlenkHuTe NmpaBod KHOIKOW MBIIIM IO TOMY HYHKTY CIIHCKa, K KOTOPOMY

TpeOyeTcs IPUMEHUTh HOBOE 3HAUEHUE HyMEpaluH,

2. Hcnons3yiTe ONMUINI0 KOHTEKCTHOIO MEHIO 3a/1aTh HAa4YaIbHOE 3HAYCHHE,

3. B HOBOM OTKPBIBHICMCS OKHE YKA)KUTC HY’KHOC YHMCJIIOBOC 3HAYCHUC U HAJKMUTC

KHOTIKY «OK».

HN3MeHeHne mapaMeTpoB CIMCKOB

Jlns u3MeHeHus mapameTpoB CIMCKA, TaKUX KakK TUIl, BBIPABHUBAHUE, Pa3MeEp U
[BET MAPKEPOB WJIM HyMEpaLIU:

1. IlenkHUTE MO HYXKHOMY IIYHKTY CYIIECTBYIOILIETO CIMCKA WM BBIIEIUTE

TEKCT, KOTOPbII TpeOyeTcss OTPopMaTupOBaTh KaK CIHCOK,
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2. Haxmure Ha KHONKY «MapkupoBaHHbI cnucok» uinn «HymepoBaHHBIN

CITUCOK» Ha BKJIaAKe «I JTaBHAs» BEPXHEH MMaHEIW HHCTPYMEHTOB,
3. BriGepute onmuro «[lapamerpsl crinckay,

4. Otkpoercst okHO «Ilapamerpsl crucka». OKHO HAcCTpPOEK MapKHUPOBAHHOIO

CIIMCKA BBITJISIAUT CJIEAYIOMINM 00pa3om:

MNapameTpbl cNUcKa

Tun BuipaBHMBaHue
CumBon: e . Mo nesomy kpaio
Paamep

9 | B I A~
MpocmoTp

PucyHok 79 — OKHO HaCTpPOEK MAPKHPOBAHHOIO CIIUCKA

OKHO HAaCTPOEK HYMEPOBAHHOTO CITUCKA BBHITJISIAUT CIAEAYIOIIUM 00pa3oMm:
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MapameTpkl CNMUCKa
Tun BeipaBHuBaHne
1. 2.3 . o npaeomy Kpaio

dopmar Homepa
1

WpwudT Paamep
B I A -+ Kak Tekct

MpocmoTtp

Pucynok 80 — OkHO HacTpoeKk HYMEpOBAaHHOIO CIIUCKA

I[J'I?I MAapKHpPOBAHHOI'O CIIMCKa MOKHO BBI6paTB THUII CHMBOJIA, I/ICHOJIB3y€MBII\/’I B

KaueCcTBE MapKepa, TOrjJa Kak i HYMEPOBAHHOTO CIMCKa MOXHO BbIOpaTh THII

HyMmepamuu. [Tapamerpsl «Tun», «BoipaBauBanue», «Pazmep» u «lBer», «Kypcusy,

«IloJy’>KUpHBIIN» HICHTHUYHBI KAaK JUII MapKUPOBAHHBIX, TaK MU JUIsI HYMEPOBAHHBIX

CIIMCKOB.

Tun — mo3BoJisieT BeIOpaTh HYXKHBIH TUIT HyMEpalllud, WCIOIb3YEMbIM s
HYMEpPOBAHHOTO CHHUCKAa, W TO3BOJISIET BBIOpATh HYXKHBIA CHMBOJI,
UCIIOJIb3YEMBIM I MapKUPOBAHHOI'O CHHUCKA. JlOCTYHHBI CleayroIue
BapUaHTHI 11 HyMepoBaHHOTO cnucka: Her, 1, 2, 3,...,a, b, c,..., A, B, C,...,
1, 11, 1it,..., I, I, IIL,....

BoipaBHUBaHHe — TI03BOJISET BBIOpaTh HYXKHBIH THIT BBIpABHUBAHUS

MapKEpOB WM HyMEpallUHM, KOTOPBIN UCIOIb3YETCS IJIsI TOPU30HTAIBHOTO
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BBIPDABHMBAHUSI MAapKEPOB WJIM HYMEPALMU BHYTPHU OTBEIECHHOIO JUISI HHUX
npocTpaHcTBa. JlOCTyHBI CAEAYIOIINE TUTIBI BEIPABHUBAHUSA:

* []o neBomy Kparo;

= [lo uentpy;

» [lo mpaBomy Kparo.

e Pa3mep — no3BOISIET BHIOPATh HYKHBIM pa3Mep MapKEPOB WK HYMEpaIlUu.
[To ymonuanuto BbiOpana omniusi Kak teker. Korna BeiOpana sta omius,
pa3Mep MapKepoB MM HyMEpaluuud COOTBETCTBYET pa3Mepy TEKCTa.
[Tonp3oBaTenb MOXKET BBHIOpPATh OJWH U3 TIPEBAPUTEIHHO 3aJIaHHBIX
pa3MepoB ot 8 110 96.

e IIBer — nmo3BoJsiET BHIOpPATh HYKHBIM LIBET MapKepoB WM Hymepauuu. [lo
ymom4yaHuto BeiOpana ommus Kak teker. Korna BeiOpaHa 3Ta omnius, 1BeT
MapKepoB WM HyMEpalUHUH COOTBETCTBYET LBeTy Tekcra. [lonmb3oBaTens
MOXKET BbIOpaTh  OMIUIO  «ABTOMAaTHYECKW», UYTOObI  MPUMEHUTH
ABTOMATUYECKUU 1IBET, WJIM BHIOpATh HA MAIUTPE OJWH U3 IIBETOB TEMbI WIH
CTaHAAPTHBIX LIBETOB MJIM 33]1aTh MOJIb30BATEIbCKUN LIBET.

e KypcuB — 103BOJSIET BBLACIATH TEKCT, MpUAaBas €My HaKJIOHHOE
HauepTaHue. [1o yMoluaHHUIO OH BBIKITIOUEH.

o [loaykupHBIil — MO3BOJISIET BBIACIATH TEKCT, JIejasi €ro BU3yalbHO OoJee

® HACBILEHHBIM U 3aMeTHBIM. [10 yMOJITYaHUIO OH BBIKJIIOYEH.

e @opMaTr HOMepa — IO3BOJISET HACTPAaUWBATh BHEUIHUWA BHUJ U CTPYKTYPY
HyMepauuu 31eMeHToB cnucka. [lo ymonuanwuto (1, 2, 3...)

e IIpudrt — nMo3BOJIIET U3MEHATh BHEIIHUN BHUJI TEKCTA B 3JIEMEHTAaX CIIHCKA.

Bce usmenenus oroOpaxatorcs B nosie [IpocmoTp.
5. Haxmure kHonky «OK», 4ToObl NPUMEHUTh M3MEHEHHSI U 3aKPBITh OKHO
HACTPOEK.
JI1st ©3MEHEHUs TapaMeTpOB MHOTOYPOBHEBOT'O CITUCKA:

1. lllenkHuTe MO HY’)KHOMY ITYHKTY CIHCKA;
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2. Haxmure Ha KHONKY «MHOroypoBHeBbI CHHCOK» Ha BKIajke «I'1aBHas»

BEpXHEN MMaHEIN HHCTPYMEHTOB;

3. BriGepute onmuro «[lapamerpbl cniuckay;

4. Otkpoercst okHOo «IlapameTpbl cnucka». OKHO HACTPOEK MHOTOYpPOBHEBOIO

CIIKMCKA BBITVISIAUT CJIEAYIOIIUM 00pa3om:

MapameTpel cnucka

Tun Paamep

12,3 v |9 - B I A~

dopmar Homepa

2

BuibpaTk ypoBeHb

Il S
2

W
—
.

Pucynok 81 — OkHO HACTPOEK MHOTOYPOBHEBOI'0 CIIHCKA

1. BpiOepute HYKHBII YPOBEHb CIIUCKA B MOJIE « Y POBEHb) CIIEBA;

2. Vcnonp3yliTe KHONMKKM B BEPXHEM YAaCTHM OKHA HACTPOEK, YTOOBI HACTPOUTH

BHEIIHUI BUJI MapKepa WIK HyMepaluu AJis BBIOPaHHOTO YPOBHSI:

Tun — no3BosigseT BHIOPATh HYXHBIA TUIl HYMEpPAalWW, UCHOJIb3YyEMbINA IS
HYMEPOBAHHOI'O CIIUCKAa, WM HYXHBIA CHMBOJI, MCIOJb3YEMbIH IS
MapKUpOBAaHHOTO crucka. JlIs HyMEpOBAHHOTO CIIMCKA JOCTYIIHBI
cnenyromue Bapuantel: Her, 1, 2, 3,...,a, b, c,..., A, B, C,..., 1, 11, iii,..., [, II,
IL,.... Iy11 MapKUpPOBaHHOT'O CIIMCKA MOXHO BBIOPATh OJMH U3 CTaHAAPTHBIX

CHMBOJIOB WJIH UCIIOIb30BaTh oniuio «HoBblii Mmapkepy. [Ipu BeiOOpe 3TOM
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OMIINK OTKpBIBaeTCs OKHO «CMMBOJI», B KOTOPOM MO>KHO BBIOpAaTh OJMH U3
JOCTYIHBIX CUMBOJIOB. i1 MOJydeHHs] JOMOJIHUTENbHOW MHGOPMALIMHU O
pabote ¢ cumBoIamMu cMm. 1. 3.7.9.
Pa3mep — no3BossieT BIOpaTh HYKHBII pa3Mep MapKepoB WM HyMepaluu.
[To ymonuanuto BbiOpana onmusi Kak teker. Korna BbiOpana sta omius,
pasMep MapKepOB WM HYMEpPAMU COOTBETCTBYET pa3Mepy TEKCTA.
[Tonb3oBaTenb MOXKET BBIOpPATh OJMH U3 TNPEIBAPUTEIBHO 3a/IaHHBIX
pa3MepoB ot 8 110 96.
LIBeT — mo3BoOJIsIET BHIOPATh HYKHBIM I[BET MapKkepoB Win Hymeparuu. [lo
ymonyaHuio BeiOpana omus Kak teker. Korna BeiOpana 3Ta omnuus, BET
MapKepoB WJIM HyMEpaluHH COOTBETCTBYET LBeTy Tekcra. [lomp3oBaTens
MOXKET BBIOpaThb ONIUI0 «ABTOMATHYECKH», UYTOObI TMPUMEHUTH
ABTOMATUYECKUU 1IBET, WJIM BbIOpATh HA MAIUTPE OJMH U3 IIBETOB TEMbI WU
CTaHJAPTHBIX LIBETOB WJIM 33/1aTh MOJb30BATEIbCKUM 1IBET.
KypcuB — 103BOJII€T BBIIEIATH TEKCT, IPUAABAsL €My HAKIIOHHOE
HauepraHue. [10 yMOIT4aHHUIO OH BBIKJIFOUEH.
Iony:kupHbBIH — MO3BOJISIET BBIACIATH TEKCT, JieJasi €ro BU3yallbHO Oosee
HACBIICHHBIM U 3aMETHBIM. 110 yMOJIYaHUIO OH BBIKIIIOYEH.
®opMaT HOMepa — IO3BOJISIET HACTpPauMBaTh BHEUIHWW BUJ U CTPYKTYPY
HyMEpalluM 3JIEMEHTOB chucka (mo ymondanuio 1, 2, 3). MoxHO BbIOpaTh
onuuio IlokasaTs 00/b1IE HACTPOCK.
HIpudT — M03BOIAET UBMEHATH BHEITHUN BUJI TEKCTA B JJIEMEHTAaX CIUCKA.
BKJ0OYHTL HOMEpP YPOBHS — IIO3BOJSET CO34aBaTb MHOTOYPOBHEBBIE
CIIUCKH C YETKOU CTPYKTYPOH U aBTOMATUUYECKON HyMepalMeH i1 KaKI0ro
YPOBHSI.
BoipaBHUBaHMe — TIO3BOJIIET BBIOpaTh HYKHBIH THUI BbIPAaBHUBAHUS
MapKepoOB WJIM HyMEpalHuH, KOTOPBIA HCIOJIb3YETCA Il TOPU30HTAIBHOTO
BBIPAaBHMBAHNs MAapKEpOB WM HYMEPALMU BHYTPU OTBEICHHOIO JUISI HHUX

OpPOCTPAaHCTBA HA YyKa3aHHBIM OTCTYn B Haudaine ab63ana. JlocTymHbI
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crenyrolue TuIbl BeipaBHuBaHus: «llo neBomy kparo», «llo uentpy», «Ilo
IPaBOMY Kparo».

e OrcTym TeKcTa — TIO3BOJIAET YIPABIATH PACHOJONKEHUEM TEKCTa
OTHOCHUTEJIILHO HOMEPOB, MapKEPOB.

e CuMBOJ mocje HOMepa — TO3BOJISIET HACTPOUTHh KAaKOW CHUMBOJ Oyner
CTOSITh MOCJIE HOMEPA 3JIEMEHTa CIUCKA. JlOCTYIHBI Clleyonue CUMBOJIBL:
«3Hak Talysiuny, «IIpodem», «Hety.

e Hauarp ¢ — M03BOJISIET 3a]1aTh HAYAJILHOE 3HAYEHUE HyMEPALlUH CIUCKA.

e HymepoBaTrh 3aHOBO — MMO3BOJISIET COPOCUTH HYMEPAIIMIO CIIMCKA U HAayaTh
€€ 3aHOBO C YKa3aHHOT'O 3HAYEHMUS.

o Jlo6aBuTh nepexoa no TAB — B mapamerpax crucKka Mo3BOJSET J00aBUTH
TaOyJISALUIO MOCTIE HOMEpa AJIeMEeHTa CIMCKa Ha YKAa3aHHOE 3HAYCHUE.

Bce usmenenus oroOpaxatorcs B none «IIpocmotpy.

3. Haxmure kHonky «OK», 4ToOBl NPUMEHUTh H3MEHEHHS U 3aKPBITH OKHO

HACTpPOECK.

3.6 ®opMaTHpOBaHUE TEKCTA

3.6.1 IIpumenenme cruiieii GopMaTupoBaHUS

Kaxnapli cTuiab ¢GopmaTUpoBaHUS — 3TO HAOOp MpeaBapUTENIbHO 3aJJaHHBIX
napameTpoB (opmaTupoBaHus: (pa3mep, LUBET MWIpU(PTa, MEXKIYCTPOUHBIA HHTEpBa,
BBIDABHUBAHUE W Tpoure mapaMmeTphl). CTWIM TMO3BOJAIOT OBICTPO (PopMaTHPOBATH
pa3IMYHbIe YacTH JIOKYMEHTa (3aroJIOBKH, MOJ3arojIOBKH, CIUCKH, OOBIYHBIA TEKCT,
IUTAThI) BMECTO TOTO, YTOOBI KAaXKIBI pa3 MPUMEHSITh HECKOJIbKO IapaMeTpoOB
dhopMaTHpPOBAaHMS MO OTACIBHOCTH. DTO TaKXke oOecrednBaeT eauHoe odopMiieHue Ha
MPOTSDKCHUH BCEro JOKyMeHTa. CTHIb MOXHO TPHMEHHUTH TOJIBKO KO BCEMY ad3airy.
[Tomp3oBaTeN0 TakKe JOCTYITHO HMCTOJIB30BAHHUE CTHICH ISl TOOABJICHHS OTJIABICHUS

(cm. 1. 3.7.14) unu cnivcok wutocTparui (cm. 1. 3.7.15).
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Ipumeuyanue — IlpuMeHeHHe CTWIIA 3aBUCUT OT TOTO, SBJISETCS JIM CTWIb CTWJIEM ab3alra

(oObruHBIN, O€3 WHTEpBaja, ab3al] CUCKa W JIp.) WK CTUJIEM TeKcTa (Ha 0a3e HayepTaHwWs, IIBETA,

pa3mepa TeKCTa), a TAKKe OT TOT0, BBIICICH JIH (ParMEeHT TEKCTa UM KypcOp YCTaHOBJIEH B CJIOBE.

B HEKOTOpBIX CiTy4asx Ijsi KOPPEKTHOTO MPUMEHEHHs CTHIISI TPeOyeTcsl IOBTOPHBIA BBIOOP 3TOTO

Ke CTHIS U3 OMONMOTEKM CTWUJICH: B NEpBBIA pa3 NMPUMEHSIOTCS MapaMeTpbl CTHIIsA ab3ala, BO
\R"mnm/r NnarR — rImanaMeTNkI CTUTTY TEKCTA /

Hcnonb30oBanue CTAHAAPTHBIX CTHJICH
YToObI IPUMEHUTH OJIUH U3 JOCTYIHBIX CTUJIEH (hOpMATUPOBAHUS TEKCTA:

1. YcranoButre Kypcop BHYTPU HYKHOrO ab3ala WIH BBIICIUTE HECKOJIBKO

a03a11eB, K KOTOPBIM TpeOyeTcs MPUMEHUTD CTUIIh (POPMATUPOBAHUS;

2. BriOepute HyX HBIM CTUIb U3 OMOIMOTEKU CTUJIEH, pACIIONOKEHHOM cripaBa Ha

BKJaJKe «l JTaBHasH BEpXHEW MaHEIW HHCTPYMEHTOB.

JloctymHel crnenytomue cTiii popmaTupoBanus (Pucyuok 82):
e OOBIYHBIN;
e be3 nHTEpBAaa;
e 3aronoBok 1-9;
e Ha3sBanue;
e Jloa3arojioBOK;
e [lurara;
e BrljelieHHas IMTATa;
e AO0B3aIl CIIMCKa;
e HwmwxHMI KOJTOHTUTYIT;
e BepxHuUii KOJOHTUTYIL;
e TeKCT CHOCKHU;
e TeKCT KOHIIEBOM CHOCKH.

O6bIYHbIi Bes uHTepear 3aronol 3aronost 3aronoBol 3aronosok 3aronosok
3aronoBok 6 3azonoeok 7 3azonosok 8  3azonosok 9 Ha3Ba Mogsaronoe:  Lumama

BbidenenHas  AbB3ay cnucke Haseaw BepxHuit konce  HUXKHWMIA KONO  TekcT cHocku TekeT koHUeso

Pucynok 82 — Ctuiiu popmaTupoBanus
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PenakTupoBaHue CylecTBYIOIIMX CTHJIEl U CO3IaHHE HOBBIX

YT100bI K3MEHUTD CYLIECTBYIOIIMI CTHIb:

1. TlpumenuTe HYKHBINA CTUJIb K a03ally.

2. Bwimenute ab3a1 ¥ NpUMEHUTE HEOOXOIUMBIEC TApaMeTPhl PopMaTHPOBAHUSI.

3. COXpaHI/ITC BHCCCHHBIC U3MCHCHMS .

[lenkHuTe NpaBOd KHOMKONW MBIIIM 1O OTPEAAKTUPOBAHHOMY TEKCTY,
BeIOepuTe onmuio «DPopMaTUPOBAHUE KaK CTHIIb», a 3aTeéM — OIIIHIO
«O6noButh ctunb «Haszpanue Ctunsy». «Ha3Banue CTuiiss» COOTBETCTBYET
TOMY CTUJIIO, KOTOPBIN ObLI MPUMEHEH Ha MEPBOM I1are);

Boelgenure MBIIBIO  OTPEJAKTUPOBAHHBIN ()parMeHT TEKCTa, OTKpOMTe
OMOMMOTEKY CTHJICH, WICJIKHUTE TPAaBOM KHOMKOW MBIIIK TIO CTUIIIO,
KOTOpbI Tpedyercd U3MEHHTb, W BbIOepuTe onuuioo «OOHOBUTH U3
BBIJICIICHHOTO (DparMeHTay.

Kax Tonbko ctunb Oyner usmMeHeH, opopmieHue Bcex ad3aieB B JOKyMEHTE,
OTOPMATUPOBAHHBIX  C  MOMOIIBIO  3TOTO  CTWIA,  HM3MEHUTCS

COOTBETCTBYIOIIUM O0OpPa3oM.

YT100BI CO31aTHh HOBBIN CTHJIb:

1. Ordopmatupyiite pparMeHT TEKCTa COTTACHO TPEOOBAHUSIM;

2. BpiOepute noaXo i crnocod COXpaHeHUs CTUIIS:

[I{enkHUTE NpPaBOM KHONKOW MBIIIM II0 OTPEAAKTUPOBAHHOMY TEKCTY,
BbIOepuTe omnuuioo «@®opMaTHPOBaHHE KaK CTH/Ib», a 3aT€M — OIMIHIO
«Co31aTh HOBBIH CTHJIbY, WU

Boelgenute MbIIbIO  OTPEJAKTUPOBAHHBIN ()parMeHT TEKCTa, OTKpOMTe
OMONMOTEeKYy CTWJed | mIeIKHUTe 10 Haanmucu «HoBbId cTHIL U3

BbIJICJICHHOI'0 (pparMeHTa.

3. 3az[aﬁTe mapaMCTpbl HOBOTO CTHJIA B OTKPBIBINCMCA OKHC «COSI[aHI/IC HOBOI'O

CTHIISA»:
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[laHWE HOBOTO CTUNA X

Ctune cnegyowero absaua

OO0bIYHBIM

Pucynok 83 — Co3nanne HOBOro CTHIIA

e VYKaXuTe Ha3BaHWE HOBOT'O CTWJIS B IIOJIE BBOJA TEKCTA.

e Bribepure u3 cnucka «CTuib cleAyromiero ad3ama» HY>KHBIH CTUIb IS
nocyieayomiero adzamna. Takke MOXHO BbIOpaTh Omiui0 Takoi ke, Kak
CO3/1aBa€MbIil CTUJIb.

e Haxmure kHOnKy «OK».

CoznanHslil cTHIIb OyaeT 100aBIeH B OMOIMOTEKY CTHIICH.

YnpagieHne mojib30BaTeJIbCKUMU CTUISIMU:

— UYtoOBI BOCCTAaHOBUTH MapaMeTpPhl MO YMOJIYAHUIO OINPEIEICHHOTO CTHII,
KOTOpPbIA ObUI W3MEHEH, WICJIKHUTE MPAaBOM KHOMKONW MBIIIM [0 CTHII, KOTOPBIA
HEO0OXOJMMO BOCCTAaHOBHTH, M BbIOepHUTE omiuio «BoccTaHOBHTHL mapaMeTpbl MO
YMOJIYAHUIOY.

—  UT0OBI BOCCTAaHOBUTH NTAPAMETPHI TI0 YMOJTYAHHUIO BCEX CTUIICH, KOTOPBIC ObLTH
M3MEHEHBI, IETKHUTE MPAaBON KHOMKOW MBIIIH 0 JI000MY CTaHIapPTHOMY CTHIIIO CTHIIIO

B OUOIMOTEKE CTUIIeH U BhIOEpUTE OMIINIO «BOCCTAaHOBUTH BCE CTAHAAPTHBIC CTUITNY.

" - P\l SRR
OBbIuHbIiA Bes uHTepear 3aronc: e 3aronoBoOK 3aronosok
——————————— ObHoBKTE M3 BbIENexHHoro \2?{_‘.1".11 HTa
3aronoBok 6 3a20/1080Kk7 3a20M1080K  BoccTaHoBMTE NapameTpel Mo ymoMakio  TjonsaronoB  Lumama
BoccTaHoBWTL BCE C TaHOAapTHRIE CTUM
BoideneHHas  AD3al CMUCKE Hazsanue DEPXHNA KOJIC  FIVUKHUW KOJIO  TEKCT CHOCKM TekcT KoHLeBo

<+ HoBbIf CTUNL K3 BLIGENEHHOMO (hparmeHTa

Pucynok 84 — YnpanJieHue m0/1b30BaTeJIbCKUMH CTHJISIMH

—  Yrto0bl yIaauTh OJWH U3 HOBBIX CTHJICH, KOTOPHIA ObUI CO3/1aH, IMIECIKHUTE IO

HEMY MPaBOW KHOMKOW MBIIIN U BBIOEPUTE OMLHUIO « Y IAJTUTH CTHJIbY.
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— Yrto0bI yIaIUTh BCE HOBBIC CTHIIU, KOTOPHIE OBLUIA CO3/aHbl, IIEJIKHUTE MPAaBOM

KHOIMKON MBIIIK MO JIIOOOMY CO3JJaHHOMY CTHJIIO, U BBIOEpUTE OMIUIO «Y NAIUTh BCE

ITOJB30BATCIIBCKUC CTHUIIND).

OBbIUHbIiA MO CTl  OBmosme o smenesoro pparmenra 101 3AFOSIOB(  3aronoBol  3aronosok
Ynanute ctine

3aronoBok: 3aronc x8 3asonoeok 9 H a3Ba [Nog3aronos:
YAANUTL BCE NOMNL30BATENLCKME CTUNK

Humama BbideneHHas  AB3al CnUCKE Hazsawuue BepxHui kone  HUXKHWMIA KONO  Tekct cHocku

TekcT KOHUeBo

-+ HoBbLIA CTUNL U3 BLIAENEHHOND (hparveHTa

Pucynok 85 — Ynanenue cruiieit

3.6.2 Hacrpoiika Tuna, pasMepa 1 uBera mwpugra

Beibop Tuna mpudra, pasmMepa MU 1LBETa OCYIIECTBISAETCA IMOCPEICTBOM

COOTBCTCTBYIOIINX 3HAYKOB Ha BKJIAAKC «['maBHas» B BerHeﬁ IMTaHCJIM MHCTPYMCHTOB

(cM. Tabmuna 1).

IIpumeuyanue — ecnu TpebOyercss OTPOPMATUPOBATH TEKCT, KOTOPBIM YK€ €CTh B JOKYyMEHTE,
BBIJIEJIUTE €TI0 MBILIBIO WM C IIOMOILBIO KIaBHATYpPbl, @ 3aT€M MIpUMEHUTE (hopMaTHpoBaHue. Takxke
MO>KHO TIOMECTUTh KYpPCOP MBILIN B HYXHOE CJIOBO, YTOObI IPUMEHUTH ()OPMATUPOBAHUE TOJIBKO K

3TOMY CIIOBY.

Tabnuna 1 — Hactpoiika Tumna, pazMepa u 1isera mpudra

bykBeHHOE
0003HaueHNE

HaunmeHnoBaHue Onuncanue

Iprdr — = Hcnonw3yetcs nms BeiOOpa mpudTa U3 Cucka
JIOCTYITHBIX.
Ucnonb3yercs ans BbIOOpa Mpe1yCTaHOBICHHOTO
3HAYCHUS pa3Mepa MmpuQTa U3 BIIAJAIONICTO CIIUCKA
(mocTymHBI cleayIoue cranaapTHeIe 3HaueHus: 8, 9, 1

Pasmep mpudra - 0, 11,12, 14, 16, 18, 20, 22, 24, 26, 28, 36, 48, 72 u 96).
Taxoke MOXHO BPY4HYIO BBECTH IIPOU3BOJIBHOE 3HAUCHHE
70 300 MyHKTOB B I0JI€ BBOJIa M HAYKATh KJIaBUIILY
«Enter».
Hcnonp3yeTcs 11 U3MEHEHUs pa3Mepa mpudTa, aenas
YBenuuuts pazmep Y A P pa mpun¢ra, 1
- €ro Ha OJIMH ITyHKT KpYyIIHEee NP KaKIOM HaKaTUU Ha
mpudra A
KHOIIKY.
Hcnonp3yeTcs 11 U3MEHEHUs pa3Mepa mpudra, aenas
YMeHbIIUTh pazmep Y 8 P pa wpugta, 1
: €ro Ha OJIMH ITyHKT MeJIbYe NP KaxXJI0M HaKaTUu Ha
mpudra A
KHOIIKY.
Wcnonb3yercs ans uaMeHnenus peructpa mpudra. «Kak B
W3MeHNUTh peructp o NPEUIOKEHUSIX)» — PETUCTP COBIAAAET C OOBIYHBIM

MPETIOKEHUEM. «HIDKHUNA PETUCTP» — BCE OYKBBI
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BykBennoe
HanmenoBanme

Omucanne
0003HaYeHUE

manenbkue. K(BEPXHUI PETUCTP» — Bce GyKBEI
nponucHbie. «Kaxnoe Ciaoo C [IponucHoi» — kaxaoe
CJIOBO HauuHaeTcs ¢ 3ariaBHoi OykBbl. «u3MEHUTDH
pEI'MCTP» — noMeHATh perucTp BBIICICHHOTO TEKCTa
WIH CJI0BA, B KOTOPOM HaXOJUTCSI KypCOp MBIIIH.
Hcnonp3yeTcs A7 BBIACICHUS OTACTbHBIX
NPeUIOKEHHH, (pas3, CIIOB WU JTa)Ke CUMBOJIOB ITyTEM
J00aBIICHHS LIBETOBOM MOJIOCHI, UMUTHPYIOIICH
OTYEPKUBAHUE TEKCTa MapKepoM. MOKHO BBIIEINUTh
HY’KHYIO 4acTh TEKCTA, a MOTOM Ha)kKaTh HAMPABICHHYIO
BHU3 CTPEJIKY PSAJIOM C 3TUM 3HAYKOM, YTOOBI BEIOpATh
[[BET Ha MajguTpe (3TOT HaOOp IIBETOB HE 3aBUCUT OT
BbIOpaHHOI L[BeTOBOI cXxeMbI 1 BKIIIOUaeT B cedst 16
[[BETOB), U 3TOT LIBET OyI€T MPUMEHEH K BEIOpaHHOMY
[{BeT BELICTeHUS P TEKCTY. Mmu sxe MO>KHO CHavaja BEIOpaTh I[BET
v BbIJIETICHUS, @ TOTOM HAauaTh BBIIEISITH TEKCT MBIIIBIO —
yKa3aTelb MBIIIN Oy/IeT BBITTIAACTD TaK: — M MOSIBUTCS
BO3MOYKHOCTH BBIJICIUTh HECKOJIBKO Pa3HbIX YacTen
TEKCTa OJIHY 3a Apyroil. YToOBl OCTAaHOBUTH BBIACICHHE
TEKCTa, MPOCTO €llle pa3 IMIEIKHUTE Mo 3HauKy. /s
OYMCTKH 1[BETA BBIJICIICHUS BOCIOJIb3yHTECH onuuei «be3
3anuBKW». LIBeT Boiaenenus ornuuaercs ot LBera dona ,
MOCKOJIBKY TIOCJIETHUH MPUMEHSIETCA KO BCeMy ad3aiy u
MOJIHOCTBIO 3aMOJTHSET MPOCTPAHCTBO ab3a1a OT JIEBOTO
I10JI1 CTPAHHULIBI 10 IPABOTO MO CTPAHUIIBL.
Hcnonp3yeTcs ns n3MEHEeHHs 1BeTa OyKB/CHMBOJIOB B
tekcre. [1o ymMon4aHnio B HOBOM IyCTOM JJOKYMEHTE
YCTaHOBJIEH aBTOMaTHYecKuii 1BeT mpudTa. OH
otoOpakaeTcs Kak yepHbId mpudt Ha Gestom done. Ecnu
M3MEHUTH I[BET (JOHA HA YEPHBIN, IIBET MIpUPTa
aBTOMATHYECKH U3MEHUTCS Ha OeJbIi, TaK 4TOOBI TEKCT
no-npekHeMy ObLT 4eTko BueH. /st BiOopa npyroro
[[BETa HAKMUTE HANPaBICHHYIO BHU3 CTPENIKY PSIOM CO
3HAYKOM U BBIOEpUTE I[BET HA JOCTYIHBIX MATUTPAX
(uBeta Ha mayutpe LBeTa TeMbI 3aBUCAT OT BRIOPAHHOMN
1BeToBOM cxembl). [lociie n3mMeHnenus nsera mpudTa 1mo
YMOJYaHHUIO MOXHO MCIIOJIb30BaTh OIIINIO
«ABTOMAaTUYECKHI» B OKHE I[IBETOBBIX MaJUTP AJIS
OBICTPOTO BOCCTAHOBJICHUSI aBTOMAaTHYECKOTO I[BETA
BBIOPAHHOTO (pparMeHTa TEeKCTa.

Lset mpudra

3.6.3 Ilpumenenue cTuieit opopmienus mpudra

Paznuunbie CTHJIN O(I)OpMJ'IeHI/ISI mpmbTa IMPHUMCHSAIOTCA IMoCcpeaACTBOM

COOTBETCTBYIOINX 3HAYKOB, PACIIOJIOKEHHBIX Ha BKIaJKe «[ JTaBHAs BEpPXHEW MaHEIH
WHCTPYMEHTOB (Tabnumua 2).
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IIpumeuanue — ecnu Tpedyercss OThOPMATUPOBATH TEKCT, KOTOPBIM YK€ €CTh B JIOKyMEHTE,
BBIICITUTE €0 MBIIIBIO WM C TIOMOIIBIO KJIaBUATYPHI, a 3aTeM IpuMeHHuTe (hopmaTtupoBanue. Takke
MO>KHO TMIOMECTUTH KYpPCOP MBIIIH B HY>KHOE CJIOBO, UTOOBI MPUMEHHUTH (DOPMATUPOBAHHUE TOJIBKO K
3TOMY CJIOBY.

Ta6muma 2 — Ctunu opopmieHus mpudra

bykBeHnHoe
Crunb Y Onucanue
0003HaYeHHE
. Hcnionb3yeTcst [yt npuaanus mpugTy OobIei
[Tomy>xupHbIi X Y JUL TIpHAL puty
HACHIIICHHOCTH.
KVDeus K Hcnionp3yeTcst Ui npuJaHus MpUQTY HAKIIOHA
yp BIPABO.
. Vcrionb3yeTcst Ui O J4epKUBAHHS TEKCTA
[omuepKHy ThIH i Y A JHIEP
4epTOi, MPOBEACHHOH 1Mo OyKBaMu.
. Hcnonb3yeTcst Ui 3a4epKUBaHUs TEKCTa
3auepKHyTHII F

4yepToH, 76 mpoBeIeHHOW 110 OyKBaMm.
Hcnonb3yercsi, 4ToObI caenaTh TEKCT MeNbue U
Hancrpounsie 3Haku A ITIOMECTUTH €r0 B BEPXHEH YaCTH CTPOKH,
Harpumep, KaK B IpoOsiX.

Hcnonb3yeTcs, 4TOOBI ceaTh TEKCT MeNIbYe U
[ToncTpounsle 3HaKH A, IIOMECTUTH €0 B HIKHEN 4aCTU CTPOKH,
HarpuMep, Kak B XUMHIECKHX (popmyiax.

Jlisg mostydeHus JoCTyna K JIONOJHUTENbHBIM HAacTpOMKaM MIpU]Ta IIENKHUTE
MpaBOil KHOMKON MBIIIM U BBIOEPUTE B MEHIO MYHKT «JlOTOTHUTENbHBIE MapameTpbl
a03a1ia» WU UCIIONIb3YHUTE CChUIKY «JloMONHUTENbHBIE TapaMeTphl» Ha MPaBoi OOKOBOU
naHenu. OTKpoeTcsi OKHO «AO03al] — JONOJIHUTEIbHBIE NapaMeTpbl», B KOTOPOM

HEO0OXO0AMMO MEPEKTIOUNThCA Ha BKIAAKy «pudt» (Pucyunok 86).
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AB3al - QonNoNHUTEeNbHLIe napameTpbl

OTCTYNbI U HHTEPBankI SthdhekThI
334EPKUBAHKUE MoacTpoyHbie
PaspbIBbI CTPOK
CTPaHHUEI [IBOAHOE 3a4&pKMBAHHE Manbie NponUcHbie
HaacTpoyHble v Bce NponucHble

FpaHMUbl ¥ 3anUBKa

WHTEepBan MonoxeHue
TaGynsums 0.18¢cm _ 025¢cm .

BHYTpeHHHe NoNA WpHdTLI OpenType

Nuratypbl | Het v
HELLO WORLD

Pucynok 86 — Bkaagka «lpudm»

311ech MOKHO IPUMEHUTDH CIAEAYIOLIUE CTUIN O(OPMIICHUS M HACTPOUKH IpUdTa:

— 3ayépkuBaHME — MCHOJB3YeTCS JUI 3a4EpPKUBAHMS TEKCTa 4YEepTOH,
MPOBEICHHOM 1O OyKBaMm.

— JIBOliHOE 3a4y€pKMBAHUE — MUCIIOJIB3YETCS I 3aYEPKUBAHUS TEKCTA JIBOMHOMU
4epToH, MPOBEIECHHOM M0 OyKBaM.

— Hagnctpounblie — ucnomnp3yetcsi, 4ToObI clieiaTh TEKCT MEIbY€ U IOMECTHTD €T0
B BEPXHEH 4acTU CTPOKHU, HAIPUMEDP, KaK B IPOOSX.

— TloacTpouyHble — UCIIONIB3YETCS, YTOOBI CAENATH TEKCT MENbY€E U IOMECTUTD €ro
B HIDKHEW 4acTH CTPOKH, HAIIpUMEp, KaK B XUMUUYECKUX QopMyJiax.

— Manble NponKUCHbBIE — UCIIOJIB3YETCSI, YTOOBI CENaTh BCE OYKBBI CTPOUHBIMH.

— Bce nponucHble — UCMIONB3YETCS, YTOOBI CAENATHh BCE OYKBBI MPOMMCHBIMH.

— MWurepBan — ucnosnb3yercs, 4ToObl 3a7aTh PACCTOSHUE MEXIY CHMBOJIAMHU.
VYBenuubTe 3HAYEHHUE, 3alaHHOE [0 YMOJYaHHUIO, YTOObl NPUMEHUTH Pa3pe’keHHbIN
WHTEpBaJ, WJIM YMEHBUIMTE 3HAYEHHUE, 33JaHHOE MO YMOJYAHUIO, YTOObI MPHUMEHUTH
YrnotHeHHbII MHTEpBaN. MCnosb3yldTe KHONKM CO CTPEJIKAMU WJIM BBEINUTE HY)KHOE

3Ha4YCHUCEC B I10JIC BBOJA.
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[Tonoxenue — HCIIOJIB3YCTCA, YTOOBI 3a1aThb ITIOJIOKCHUC CHMBOJIOB B CTPOKC

(cMmelieHre MO BEPTUKANIM). YBEIMYbTE 3HAUCHHE, 33JaHHOE IO YMOJYaHHUIO, YTOOBI

CMCCTUTDb CUMBOJIbI BBCPX, HIIK YMCHBIINTC 3HAYCHUC, 3aITAHHOC 110 YMOJJIYaHHIO, YTOOBI

CMCCTUTH CHMBOJIBI BHH3. HCHOHBBYﬁTe KHOIIKH CO CTPCJIKaMU HWJIM BBCIUTC HYXKHOC

3Ha4YCHUC B I10JIC BBOAA.

Jluratypsl — 5T0 OOBEAMHEHHBIE OYKBBI CJIOBA, HAOPAHHOTO JIOOBIM W3

mpudtoB OpenType. OOpaTtuTe BHHUMAHHME, YTO HCIIOJIB30BAHUE JIMUTATyp MOXKET

HapyIIUTh MEXCUMBOJIbHBIM UHTEPBAJ. JOCTYIIHBI CIEAYIONIME TapaMETPhI JINTATYDP:

Bce

Her.

Tonbko  cranmaptHeie  (BkimrodaeT  «fiy, «fl», «ff»; moBbmaer
yA000YUTAEMOCTD ).

KoHTekcTHBIC (JTUTaTyphl MPUMEHSIOTCS Ha OCHOBE OKPYXKAIOIMUX OYKB;
MOBBIIIACT y1000YUTAEMOCTH ).

Hcropuueckue (JIUraTypsl ¢ OOJIBIIUM YHCIOM MEPEIaioB U KPUBBIX JIMHUM;
CHUXXAET yJ1000YUTaEMOCTb).

JluckpermoHHbIe (AEKOpPAaTUBHBIC JTUTATYPBI; CHIKAET y1000UYUTAEMOCTH ).
CraHnmapTHbIe U KOHTEKCTHBIE.

CranapTHbI€ U UCTOPUUYECKHE.

KonTekcTHbIE 1 HICTOPUYECKUE.

CraHmapTHBIC U JUCKPEITUOHHBIC.

KoHTekcTHBIC U JUCKPEITMOHHBIC.

Hcropuueckue u TUCKPEIIUOHHBIE.

CraHnapTHbie, KOHTEKCTHBIE U UCTOPUYECKHUE.

CraHmapTHbIC, KOHTEKCTHBIC U JUCKPEITMOHHBIC.

CraHmapTHBIC, ICTOPUUYECKHE U TUCKPCIIHOHHBIE.

KoHTekcTHbIe, NCTOPUUYECKHE U TUCKPEIIUOHHBIE.

Bce.

U3MEeHeHus: OyayT oToOpakeHbl B  PAaCHOJIO)KEHHOM HIXKE  IoJie

MPEABAPUTEILHOIO MPOCMOTpA.
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3.6.4 KonupoBaHue/ounctka GopMaTHPOBAHUSA TEKCTA
UToOBI cKOMMPOBATH OMpEIeTICHHOE OpMATHPOBAHUE TEKCTA,

I. C mnoMompl0 MBIMIA WIK KIABHATYpPhl BbIACIUTEe (GparMeHT TeKCTa,

dbopmaTrpoBaHrEe KOTOPOTO HAJIO0 CKOMUPOBATh,

2. Haxwmure 3Hayoxk Komnuposathb CTI/IJIL%I Ha BKnaake «lyaBHas» BepxHen

NaHeI HHCTPYMEHTOB (yKa3aTelb MBIIIN OYI€T TIPH TOM BBITJISICTh TaK:

« ]:%I », d 3HAYOK ((KOHPIpOBaTB CTHUIIb» 6yI[CT OCTAaBaTbCs HAXATBIM: « Ll? » ),

3. Bwimenute ¢parMeHT TEKCTa, K KOTOPOMY TpeOyeTcs MPUMEHUTh TO K€ CaMoe

(opMaTHpOBaHUE.
YToOBl NPUMEHUTH CKOMMPOBAHHOE (POPMATUPOBAHUE KO MHOKECTBY ()parMeHTOB
TEKCTa,
1. C noMmompl0 MBIIIM WK KJIaBHATypbl BbIACIUTE (parMeHT TeKcTa,

dbopMaTrpoBaHrE KOTOPOIrO HAJI0 CKOMMHUPOBATh,

2. JIBaxnasl HaxMuTe 3Ha4oK «KommpoBaTh CTuiab» Ha BkiIagke «lmaBHas»

BEPXHEH NTAHEJINM UHCTPYMEHTOB,

3. IloouepenHo BbIAEHSANTE HYKHbIE (parMeHTbl TEKCTa, YTOObI MPUMEHUTH

OJIMHAKOBOE (pOpMATUPOBAHUE K KAKIOMY U3 HHX,

4. mIst BRIXOZA U3 3TOTO PeXHUMa elle pa3 HaKMUTE 3HaU0K «KonmupoBaTh CTUIIBY
WM HOKMHATE Kitapuiry Esc Ha kiaBuatype.

Uto0s1 ObICTpO yOpaTh U3 TEKCTAa MPUMEHEHHOE (hOpMAaTHPOBAHUE,

1. Beimenute dhparmMeHT TekcTa, popMaTHupoBaHUE KOTOPOTO HAA0 yOpaTh;

2. Haxwmute 3Ha4ok OUYKMCTUTH CTHIL € Ha BKJIaIKC «I'1aBHas» BerHeﬁ IHaHCJIN

UHCTPYMEHTOB.

3.6.5 Jlo0aBJieHHMe r'HIIEPCCHLIOK
JInst noOGaBIeHUs TUIIEPCCHUIKU:

1. YcranoBute Kypcop B TOM MeCT€, IJie HaJ0 I00aBUTh TUIIEPCCHUIKY,
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2. Ilepeiimute Ha BkiIagky «BcraBk»a wuin «CcChUIKM» BEpXHEH NaHENIU
UHCTPYMEHTOB,

2
3. Haxxmure 3Ha4OK [ UMEPCCHIIKA oo,

4. Tlocne »toro mosiButcsi okHO «Ilapamerpsl runepccbuiku» (Pucynox 87), B

KOTOPOM MOJKHO YKa3aThb IapaMCTpPbl THIICPCCBIJIKHA!

e Bribepure TUTT CCHUTKH, KOTOPYIO TPEOYyeTCsI BCTABUTH:
Ucnonb3yiite onmuio «BHemnsia cceblika» u BBenure URL B gopmare
http.//www.example.com B pacnojio)XeHHOM Hmke noje «CBsizaTh c», eciu Tpeldyercs
JM00aBUTh THUIIEPCCHUIKY, BEIyIIyl0 Ha BHEIIHUN caiT. Ecam Hago 100aBHUTH

TUIIEPCCHUIKY Ha JIOKanbHBIN daiin, BBeaute URL B dhopmare file://path/Document.docx.

Ipumeuyanue — 'mnepcceuiku file://path/Document.docx mnm file:///path/Document.docx MoxHO
OTKpBITh TOJIKO B JICCKTOIHON BEpCHU pelakTopa. B BeO-pemakTope MOXHO TONBKO 100aBUTH
TaKVIO CCBUIKYV 0€3 BOBMOKHOCTH OTKDBITH €€.

MapaMeTpkl rMNepPCcCLINKN

EUCTEEERYe NN TEl  MecTo B JokyMeHTe  E-mail

CeA3atb C
http:/iwww example.com
OToDpakars

http:/iwww.example.com

TeKCT NOACKA3KW

MeperguTe MO CCbinke

Pucynok 87 — IlapameTpsbl runepccblIKu

Ucnonw3yiite ommuio «MecTo B JA0OKYMeHTe» U BbIOEpUTE OJUH U3

CYHCCTBYIOIIMX 3aroJIOBKOB B TCKCTC MAOKYMCHTA MJIM OJHY H3 pPaHEC I[O6aBJ'IeHHBIX


file://path/Document.docx.
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3aKJIaJI0K, €Clii TpeOyeTcs 100aBUTh TUIIEPCCHUIKY, BEIYIYIO Ha OMPEICICHHOES MECTO B
TOM K€ CAMOM JIOKYMEHTE.
MapamMeTpe! rUNepccLInKmu

BHELUHAR CcChinka MEecTOo B AOKYMEHTE E-mail

CBA3atbh C

Hayano AoKyMeHTa
» 3aronoeku

» 3axknagku

OTtobpaxaTb

TeKCT NOACKA3KM
OTMmeHa

Pucynok 88 — [lapameTpsbl runepccblIKu (MeCTO B IOKYMEHTE)

Hcnonp3yiite omuto «E-mail» 4100B1 chopmMupoBaTh CCHUIKY IJISI OTKPBITHS
MOYTOBBIM KJIIMEHTOM. BBenuTe amgpec 3JeKTpOHHOH mouThl B mone «E-maily. Beeaure
Temy nucbma B mnoiie «Tema mnucemay». byner cdopmupoBana ccbuika Qopmara
mailto:example@mail.com?subject=Tema. Temy mucbMa MOXXKHO He 3anoiHATh. [lepexon
10 ATOM CCBUIKE OTKPOET MOYTOBBIM KIMEHT ¢ 3aroHeHHbIME ToJisiME «Komy» u «Tema
nuchbMay. Takke MOXHO BCTAaBUTh JAHHYIO CCBUIKY Ha BKJIajke BHemHss ccpiika. [Ipu

ATOM, MIPU U3MEHEHHUH TUTIEPCCHUIKH TMAJIOT OTKpoeTcs Ha BKiajake «E-maily.
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MapameTpkl TMNepPcChINKU

BHeLUHAR CChbinNKa MecTto B fokymMeHTE m

E-mail
test01@pakbankdigital. online

Tema nucoma

Otobpararb

mailto:test01@pakbankdigital online

TeKCT NOACKA3KK

Pucynok 89 — ITapamerpsl runepccnliku (E-mail)

e OrobOpaxarb — BBEJUTE TEKCT, KOTOPBIA JOKEH CTaThb CChUIKOW M OyAeT
BECTH 110 aIpeCy, YKa3aHHOMY B I10JIE BBILLIE.

e TekcT nmoAcka3ku — BBEJUTE TEKCT KPATKOIO NMPUMEUYAHUs K THIIEPCCBUIKE,
KOTOpBIA OyAeT NOSABIATECA B MAJEHBKOM BCIUIBIBAIOLIEM OKHE IpHU

HAaBEJCHUYU Ha TUIIEPCCBUIKY Kypcopa.
5. Haxwmure knonky OK.
s noGaBieHUs TUIEPCCHUIKM MOXHO TaK)X€ MCIOJIb30BaTh COUYETAHHE KIIABHIL

Ctrl+K wnu menkHyTh NpaBod KHONKOM MBIIIKM Tam, Ie Tpedyercs A00aBUTH

THIICPCCBUIKY, U BBI6paTB B KOHTCKCTHOM MCHIO KOMaHIy «FI/IHepCCBIJIKa».

IIpumeyaHue — TakKe MOXKHO BBIACTUTH MBIIIBIO MM C MOMOIIBIO KJIaBHATYpPhl CHMBOJI, CJIOBO,
CJIOBOCOUYETAHME, OTPHIBOK TEKCTa, a 3aTeM OTKpPbITh OKHO «llapameTpbl THUIEPCCBUIKH», Kak
onucaHo BbIe. B aToMm ciaydae mone «OToOpaxarb» OyIeT comep)kKaTh BBIACICHHBIH TEKCTOBBIN
(bparmeHT.

[Ipn HaBeneHuu Kypcopa Ha JOOABJIEHHYIO TUIIEPCCHUIKY MOSIBUTCS MOJICKa3Ka C
3aJIaHHBIM TEKCTOM. MOKHO mepelTu no ccolike, 3axan kinaBumy CTRL u menkHyB 1o

CCBIJIKC B JOKYMCHTC.
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YToObl OTpEeaKTUPOBATh WM YJAIUTh 100aBIEHHYIO TMIIEPCCHUIKY, IIEIKHUTE MO
HEl MpaBOW KHOINKOW MbIIIK, BblOepuTe omnuuio «l'umnepccbuikay, a 3aTeM JIEUCTBHE,
KOTOPOE€ XOTHUTE€ BBIIOJHUTH, — «V/I3MEHUTH THUNEPCCBUIKY» WIH  «Y IaJIUTh

TUIICPCCBLIKY ).

3.6.6 BcraBka nepeKkpecTHON CCbUIKHU

HepereCTHLIe CCBUIKHU UCIIOJIB3YIOTCA MJIA CO3AaHNA CCBUIOK, BCAYIIHUX HA APYTHUC
qaCTHU TOI'O K€ JOKYMCHTA, HAIIPUMCP 3aroJIOBKHU WA O6’b€KTBI, TAKHC KaK JUarpaMMbl
niIin Ta6JII/II_U>I. Takue cChLIKH 0T06pa)KaIOTC$I B BUAC T'HIICPCCBIIKH.

Co3naHue nmepeKpecTHON CCbUIKHU

1. Ilomecture Kypcop B TO MECTO, KyJa HEOOXOJIMMO BCTaBUTh MEPEKPECTHYIO

CCBUIKY.

2. Ilepeiiqute Ha BkiIaAKy «CCBUIKM» BEpXHEH NAHEIW HWHCTPYMEHTOB U

]
repekpecTHan

MCJIIKHUTC 3HAYO0K HepeKPGCTHaH CCBLIIIKA = ceonea

3. B orkpeBmiemcs oxHe «llepekpectHas ccbuika» (Pucynok 90) 3amaiTe

HEO0OXOIMMBIC ITapaMEeTPHI:

MepekpecTHas cckinka

Tun CCLINKKU BCTaBUTbL CChINKY Ha
3aronoBok v TEKCT 3aronoska v

v BCTasuTb KaK rnepcebInky

[nAa Kakoro 3aronoska

Pabota c (hopmynammn
Pabora c guarpammamu

PaGoTa C aBTourypamm

Pucynok 90 — Oxno «IlepexpecTHasi CChLIKa»
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B packpoiBatomemcst cimicke «Tum cChUIKM» yKa3bIBaeTCs DSJIEMEHT, Ha
KOTOPBII TpeOyeTcst cocaaThes:
" HyMEpOBaHHBIN CIIMCOK (YCTAHOBJICH IO YMOJTYaHUIO),
" 3aroJIOBOK,
" 3aKJIAJIKY,
" CHOCKY,
" KOHIIEBYIO CHOCKY,
" ypaBHCHHE,
" ¢urypy,
" TAOMIHILY.
B packpeBatomemMcst crnucke «BCTaBUTH CCBUIKY Ha»  yKa3bIBaeTCS
TEKCTOBOE WJIM YHUCIIOBOE 3HAYCHHUE CCHUIKU™, KOTOPYIO TPeOyeTCsi BCTaBUTh,
B 3aBHCHUMOCTH OT OJJIEMEHTa, BBIOPAHHOTO B MeHI0 « Tl CCBUIKNY.
Hampumep, ecnmu BbiOpaH mapameTp «3aroioBOK», MOXHO yKa3aTh
CIIEIYIOIEE COJEPKUMOE: TeKCHM 3d20/l08KA, HOMep CMpAaHuybvl, HOMep
3A20/108KA, HOMeEP 3a20]106KA (KpamKuil), Homep 3a20/1068Ka (noawnwlil), Boliue
/ Hudice .
YcranoBuTe rajouky HampoTUB «BCTaBUTH KaK THUNEPCCBHUIKY», YTOOBI
IIPEBPATHTH CCHUIKY B aKTUBHYIO CCBLIKY.
YcranoBute ranodky HanpoTuB «J{o0aBuTh cinoBo "Bbimie" wiu "HuxKE"»
(ecmu  JOCTYMHO), YTOOBI YKa3aTh IIOJIOKEHUE OHJIEMEHTa, Ha KOTOPBIU
CChUTaeTeCh. PemakTop JOKYMEHTOB aBTOMATHYCCKH BCTaBIISICT CJIOBA
«BBIIIEY» WA «HUKE» B 3aBUCHMOCTH OT TTOJIOKEHUS HIEMEHTA.
YcranoBuTe rajnouyky HamnpoTuB «PaszmenuTens HOMEPOBY», YTOOBI yKa3aTh
pa3menauTeNh B MOJE crpaBa. Pasgenurend HEOOXOMMMBI IS TTOTHBIX
KOHTEKCTHBIX CCBIJIOK.
B mone «J/lmsg kakoro..» MpeACTaBICHBI JJIEMEHTHI, JOCTYIHBIE B
COOTBETCTBHUM C BBIOPAHHBIM THIIOM CCBUIKH, HAIpUMEpP €CJIM BBIOpaH
BapUAHT «3arojioBOK», OTOOPA3WUTCA TOJHBIA CIHCOK 3aroJIOBKOB B

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

YnaneHue nepekpecTHON CChUIKHU
UToOBl yJanmuTh MEPEKPECTHYIO CCHUIKY, HEOOXOAMMO BBIOpaTh €€ M HaXaTb

KHOIIKY ((Y,Z[aJII/ITB».
*[1oyHBIM COUCOK JOCTYMHBIX OMIMI B 3aBUCHMOCTH OT BHIOPAHHOI'O THIMA CCHUIKU MPUBEIEH B

Tao0mnuua 3.

Tabnuua 3 — Onuii B 3aBUCUMOCTH OT BEIOPAHHOT'O TUIIA CCBIIIKU

BcraButh
Tun ceblIkM Onucanue
CCBLIKY Ha
Howmep
Bcrasnsier HoMep cTpaHUIbl MPOHYMEPOBAHHOIO JIEMEHTA
CTPaHUIBI
Howmep
Bcrapnsier HOMep a03aiia mpoHyMEpOBAaHHOTO JIEMEHTA
ab3ara
Hone [Ipu BcTaBKE COKpAIIEHHOIO HOMEpa IIyHKTa CChUIKA
a63au§ OCYLIECTBIISICTCS UCKIIIOUUTENILHO Ha ONPEEICHHBINA 3JIEMEHT
(kparkuii) B HYMEpPOBaHHOM CIHMCKE, Harpumep, BMecTo «4.1.1»
[IponymepoBanH p UCTIONB3yeTCs «1».
13178 Howmep
ab3ama Bcrasnser nonHelif Homep ab3aia, Hanpumep, «4.1.1»
(TIOJTHBIH)
BcrapnsieT TekcToBOE 3HAUCHHE ab3a1ia, Harpumep, ad3ai
Tekct ab3ama  HasbiBaercs «4.1.1. [TonoxkeHus u ycinoBus» — OTOOpakaeTcs
TOJIBKO TeKCT «IloJI0KEeHUS ¥ YCTTOBUS»
BceTaBnsieT TEKCT «BBILIE» I «HUXKE» B 3aBUCUMOCTH OT
Brime/nmke
MOJIOKEHUS PJIEMEHTA
Tekct
BcraBnser Beck TEKCT 3aroioBKa
3aroJioBKa
Howmep
BcraBnsier HoMep cTpaHHUIBI 3ar0JI0BKa
CTPaHUIIBI
Howmep .
BcraBnser nopsakoBbIii HOMED 3arojoBKa
3aroJioBKa
[To3BonsieT BCTaBUTH HE NOJIHBIM HOMED 3ar0JIOBKA, & TOJIBKO
€ro 4acTh, OTHOCSIIYIOCS K TEKYIIIEeMY pa3zeiy.
34T OIOBOK Howmep YcnoBue: Kypcop J0MKEH OBITh PACIIONOXKEH BHYTPH pa3/elia-
3aroJiOBKa  POJMTEIIA.
(xpatkmif)  IIpumep: 4TOOBI BCTaBUTH CCHUIKY «B» BMeCTO MOIHOTO
HOoMepa «4.B», Kypcop HY)KHO pa3MEeCTUTh T/Ie-THO0 BHYTPH
pazzaena «4».
Howmep N
BcrasnsieT monHbIi HOMEp 3aroyioBKa, 1a)ke eCiu Kypcop
3aroJioBKa
. HaxOJIUTCA B TOM XK€ pasjelie
(TIoJTHBIH)
BceTaBnsieT TEKCT «BBIIIE» WM «HUXKE» B 3aBUCUMOCTH OT
Berme/nmke
MTOJIOKEHUS FJIEMEHTA
Tekct
3aknaaka Bcrasnsier Bech TEKCT 3aKIagKu

3aKJIa K1
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BcraButh
CCBLIKY Ha

Tun ccblIKN

Howmep
CTpPaHUIIBI
Howmep
a03ama

Howmep
ab3ama
(kpaTkuii)

Howmep
ab3ama
(TIOJTHBIH)

Brune/auxe

Homep
CHOCKH
Howmep
CTpaHUIIbI
CHocka
Brime/Hmxe
Howmep
CHOCKH
(popm)
Homep
KOHIIEBOM
CHOCKH
Howmep
CTpaHUIIbI
KonmeBas cHoCcka
Brimme/nmxe
Howmep
KOHIICBO
CHOCKH
(popm)
Hazsanme
LICTUKOM
IlocTossHHAs
4acTh U
HOMEP
TonbKO TEKCT
Ha3BaHUS
Howmep
CTpaHUIIbI

PucyHnok /
Tabnuma /
YpaBHeHue

Beine/auxe

Onucanue

BceraBnser HOMCP CTpaHHUIbI 3aKJIIaIKH

Bcrapnsier HoMep a03ania 3akiiaKu

@DYHKITMS TTO3BOJISIET BCTABUTH TOJBKO BHYTPEHHUN HOMED
AJIEMEHTA, OITyCcKasi HoMepa pOAUTENbCKUX pa3fenoB. Cchlika
JOJDKHA OBITH CO3/1aHa HANPSMYIO Ha KOHKPETHBIN a03all Hin
AIIEMEHT CIHCKA.

[Tpumep: ans snemenTa ¢ mojdHbIM HoMepoM "4.1.1" Oynet
BCTaBJICHA TOJILKO ITOCIEIHAS yacTh — "1".

Bcrapnsier monnblii HoMep ab3ana, Hanpumep, «4.1.1»
BceTaBnsieT TEKCT «BBIILIE» WM «HUXKE» B 3aBUCUMOCTH OT

IOJIOKCHHUA DJICMCHTA

Bcrasnser HOMCP CHOCKH

BceraBnser HOMCP CTpaHUIbl CHOCKHU

BcTaBnsieT TEKCT «BBIIIC» UM «HIKE» B 3aBUCHMOCTHU OT
ITIOJIOKCHU JJICMCHTA

BcraBnser HOMep CHOCKH, OT(OPMATUPOBAHHOM KaK CHOCKA.
Hywmeparus peaabHbIX CHOCOK HE U3MEHSIETCS

Bceragisier Homep KOHIIEBOM CHOCKH

BcragiisieT HoMep CTpaHULbl KOHLIEBOM CHOCKH

BcTaBnseT TEKCT «BBIIIS» WM «HIDKE» B 3aBUCHMOCTH OT
IOJIOXKCHHUA 2JICMCHTA

BcrapnsieT HOMep KOHIIEBOM CHOCKH B (hopMaTe KOHIICBOMA
cHocku. Hymepanus ¢hakTuyeckux npuMedanuil He
W3MEHSIETCA

BcrasnsgeT moaHbIN TEKCT

BcrapnseT TopK0 Ha3BaHUE U HOMEP 00BEKTa, HAPUMED,
«Tabmuma 1.1»

BcTaBnseT TOJIBLKO TEKCT Ha3BaHUS

BcraBnser HOMep CTpaHHIIbI, cofiepKalieil yka3aHHbIH OObEKT

BcTaBnseT TEKCT «BBIMIS» WM «HIDKE» B 3aBUCHMOCTH OT
IOJIOXKCHHUA 3JICMCHTA



122
RU.48324255.7TP (P/])-P/1-B1.0

3.6.7 BcraBka OyKBHIIBI

bykBura — 3To neppas OykBa ab3ara, KOTopasi HAMHOTO OOJIbIIIE BCEX OCTAIbHBIX U

3aHUMACT B BBICOTY HCCKOJILKO CTPOK.

Jnst noGaBiieHUst OYKBUIIBI:

1. ycraHoBuTE Kypcop B IIpelenax HyKHOro ad3ana,

2. mepeilauTe Ha BKIaAKy «BcTaBkay BepxXHeW MaHeNIn HHCTPYMEHTOB,

I

BykBuLa o
3. Ha)XMHUTE Ha 3HAYOK bykBuIla =+ Ha BEPXHEHW NAHEIU UHCTPYMEHTOB,

4. B OTKPBIBIICMC: BBIITIAAAIOMICM CITMCKC BI)I6€pI/ITe HYKHYIO OIIIHUIO:

[l

e B tekcre = — 4yT0OBI MOMECTUTH OYKBHITY BHYTpH ab3aria.

e Ha nosne " — 4To0BI IOMECTUTH OYKBUILY Ha JIEBOM IIOJIE.

0-CBOEM-CYyTU-pbIBaTeKCT-ABNSETCSA-a/IbTEPHATMBO|
BblI3blBaeT-y-HEKOTOPbIX-/IH0lei-Hen0yMeHue-Npu

oT-lorem-ipsum,-TeKkcT-pbiba-Ha-PyCcCKOM-A3bIKe-H:
W-NPUAACT-HENOBTOPUMBIN-KOOPUT-COBETCKUX-BpemeH. Il

Pucynok 91 — Ilpumep OyKBHLBI

[lepBbIii cumBON BhIOpaHHOTO a03ama OymeT mpeoOpasoBaH B OykBuily. Ecmu
Tpedyercs, 4ToObl OyKBHIlA BKJIOYalia B ce0s €lle HECKOIbKO CHUMBOJIOB, T00OABbTE HUX
BPYYHYIO: BBIJICTTUTE OYKBUITY U BIIUIIINTE HYKHBIE OYKBBI.

UToOBbl M3MEHHUTH BUJ OYKBHUIIBI (T.€. pa3Mep, THI, CTHJIb O(POPMIICHUS WU IBET
mpudTa), BblAENIUTE OYKBY U HCIOIB3YHTE COOTBETCTBYIOIIME 3HAYKKM Ha BKJIAJKE
«I'1aBHasH BEpXHEU MaHEIU UHCTPYMEHTOB.

Korma OykBuila BbIJieJIeHa, OHa OKPY)KEHAa paMKOil (paMKa — 3TO KOHTEWHeEp,
KOTOPBIH HCIOJIB3YeTCsl Il TO3WIMOHUPOBAHMS OYKBHUIIBI HAa CTpaHUIlE). MOXKHO
OBICTPO M3MEHUTH Pa3MEp paMKHU MyTeM TMEPETACKUBAHMS €€ TPaHUI] WU U3MEHUTH €€

IIOJOXXCHHUE C IIOMOIIBIO 3HAYKa c%") ) KOTOpBIﬁ IMOABJACTCA ITIOCJIC HABCACHUA KYypCOpa

MBIIIH Ha PAMKY.
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Uto0bl ynanuTh J00aBIEHHYIO OYKBHILY, BBIJEIUTE €€, HOXMHUTE Ha 3HAYOK
«bykBuna» Ha Bknaake «BcraBkay BepXHEW MaHENW WHCTPYMEHTOB M BBIOEpUTE U3
BbINIaJaroNIero cnucka onuuto «Her».

UT0oOBI HACTPOUTH NTAPAMETPHI T0OABICHHONW OYKBUIIbI, BBIICIUTE €€, HAKMUTE Ha
3Ha4OK «bykBuma» Ha Briagke «BceraBka» BEpXHEW NaHENM WHCTPYMEHTOB H
BbIOEpUTE U3 BbINaAaoliero cnucka onuuto «[apamerpsl 6ykBuuby. OTKpPOETCS OKHO
«bykBHUIIAa» — JOMOJHUTENbHBIC TapaMeTphl (Pucynok 92).

Byksuu,a - AONONHUTENBbHBIE NapaMeTpbl

B
MapameTpbl

LWpdpT
Calibri w

FpaHuukl U 2anuBeKa

Monn

BbicoTa B CTPOKax PaccToRHKE 10 TeKcTa
37 ocm O

Pucynok 92 — OxkHo «bykBHuIa — 10NOJIHUTEIbHbIE TAPAMETPbI»

Ha Bknanke « BykBHIIa» MOXXHO 337aTh CIEAYIONINE TapaMeTPhI:

— IloJsioskeHMe — HCIONB3YeTCS, YTOOBI M3MEHUTH PACIONOKEHHE OYKBHUIIBI.
Bri6epute onuuto «B Tekcre» nnu «Ha mone» unm Haxkmure Ha 3Ha4oK «Hetr», 4T0OBI
YAQIUTh OYyKBHUILY.

— 1lpudt — ucnonb3yercs, 9T00bI BEIOPATH MIPUQPT U3 CIIUCKA TOCTYITHBIX.

— BbIicoTa B cTpOKax — UCHOIB3YETCs, YTOOBI YKa3aTh, CKOJIBKO CTPOK JOJDKHA
3aHUMaTh OykBHIa. MOXHO BBIOpaTh 3HaueHue ot 1 g0 10.

— Paccrosinme 10 TekcTa — HCNONB3yeTCs, UTOObl yKazaTh BEJIUYUHY
CBOOOJIHOTO TMPOCTPAHCTBA MEXKIY TEKCTOM ab3ama W TpaBbIM KpaeM paMKH,

OKpYyXKaromei OyKBHUITY.
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Ha Bxmanke «['panunsl m 3anuBka» (Pucynok 93) MOXHO J100aBUTH BOKPYT
OYKBHIIbI TPAHUIIBI U HACTPOHUTH MX MTAPAMETPHI. ITO CICAYIOIINE TapaMeTPhI:
— Ilapamerpsl I'panun (upuHa, UBET U HAJIMYKME U OTCYTCTBHE) — 3aJlaiiTe
TOJIILIMHY TPaHUll, BBIOEPUTE UX IBET U YKAKUTE, K KAKUM T'paHULIaM (BEpXHEH, HUKHEH,
JIEBOH, MPaBOW MJIM X COYCTAHMIO) HAJIO IPUMEHHUTH 3TH ITapaMeTPHI.

— IIBet ¢pona — BeiOepuTe 11BET (hoHA OYKBUIIBI.

Syksuua = AoNOoNHUTeNbHEI® NapamMeTpel

Bykeuua LLUwpwuHa rpaniy = ——— v | LIBET rpaHuy -v

MpaHMLLl W 3anuBKa LLlenkaiiTe No cxeme W1 MCNonb3yiTe KHOMKKW, YToOb
BblOpaTh rpaHuLbl

Mons

Pucynok 93 — Bkinagka «'paHuusbl 1 3aJ1MBKa)

Ha Bxnanke «Iloas» (Pucynox 94) MOXHO 337aTh pacCTOSTHUE MEXAY OyKBUIICH U
IpaHULIAMH CBEpXYy, CHHU3Yy, CJ€Ba M CIpaBa BOKPYr Hee (€ciau TpaHulbl ObLIN

MIPEABAPUTEIHLHO JT00aBICHBI).
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ByKBMLUa - AONONHUTENBHBIE MapaMeTpkl X

Eykeuua Caepxy Cresa

0 clll ocm [
TPaHMLEl M 3aNUEKa

CHu3y Cnpasa
= oou oau

Pucynok 94 — Bkaanka «Iloas»

[Tocne noOaBiaeHUs OYKBUIIBI MOKHO Tak)Ke U3MEHUTH mapameTpbl Pamku. UToOb!
MOJIYYUTHh K HUM JIOCTYII, IEIKHUTE MPABOW KHOTKOW MBIIIH BHYTPHU PaMKH U BBIOEPUTE
B KOHTEKCTHOM MEHIO NMYHKT «JlomosHUTe/JbHbIe mapamMeTpbl pamMkmn». OTkpoercs

OKHO «PaMka — 10noTHUTEIbHbIE TapaMeTpbl» (Pucynok 95).
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Pamka - 4ONONHUTENEHEIE NapaMeTpkl X

TpaHUUEl W 3aNHEKa T @

Mons
LinpHa ABTO v 0.02¢cm .

~
Bricota AETO v 0.02cm
Mo ropuzoHTanM

OTHOCHTENBLHO
MonoxeHne Ocm v | | Crongua v

PaccTroanne fo TekcTa 0cm :
Mo eepTHkanu

OTHOCUTENBHO
MonoxeHne Ocm v | Ab3aua v

PaccTosaHwe o TekcTa 0cm :

v| TMepeMellark C TEKCTOM

Pucynok 95 — Oxkno «PamMka — 10N0JIHUTEIbHbIE TAPaAMeTPbDy

Ha Briangke «PamMka» MOKHO 33/1aTh CIEAYIOIIUE MTAPAMETPHI:

— TIlosoxxeHnme — WHCHOJB3yeTCs, YTOOBI BBIOpaTh «BCTpOeHHBI» WK
«IlnaBaomui» CTUIH 00TeKaHWsA TEeKCTOM. MM MOXHO Hakath Ha 3Hayok «Her»,
YTOOBI YJQJIUTh PAMKY.

— Illupuna u BbicoTa — HUCHNOIB3YIOTCSA, YTOOBI U3MEHUTH pPa3Mephl PaMKH.
[Tapamerp «ABTO» TIO3BOJISIET AaBTOMATHUYECKH KOPPEKTUPOBATH pPa3MEP pPaMKU B
COOTBETCTBHHM C pa3MepoM OykBullbl B Hel. Ilapamerp «TodHO» MO3BONSET 3a1aTh
¢uxcupoBanHble 3HaueHus. l[lapamerp «MHHUMYM» HCHOJIB3YyETCSA, YTOOBI 3a1aTh
MHUHHMAaJIbHOE 3HAYCHHE BBICOTHI (IIPM M3MEHEHHUM pa3Mepa OYyKBHIIBI BBICOTA PAMKH
HU3MEHSETCS COOTBETCTBEHHO, HO HE MOXKET OBITh MEHBIIIE YKa3aHHOTO 3HAUCHMS).

— ITapamerpsl «I1o0 ropu3oHTAJH» MO3BOJISIIOT TOYHO YCTAHOBUTH MOJIOKECHUE
paMKM B 3aJIaHHBIX €IUHUIAX W3MEPEHHS 110 OTHOIIECHHWIO K IIOJII0, CTPAHUIIE WIIH
KOJIOHKE, WJIU MPOU3BECTU BhIpAaBHUBAHHUE PaMKH (110 JIEBOMY Kparo, MO IEHTPY WIH IO

MPaBOMYy Kpar) OTHOCUTEJIbHO OJHOM W3 3TUX OMOPHBIX JUHUN. Takke BO3MOXKHO
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ykazaTh «PaccTosiHM€ /10 TEKCTa» B TOPU3OHTAJILHOM HAIpaBJICHWH, T.€. ONPEACIUTH
pasMep CBOOOJHOIO MPOCTPAHCTBA MEXAY BEPTUKAIBLHBIMU CTOPOHAMHU pPaMKH H
TEKCTOM B a03arie.

— ITapamerpel «Ilo BepTHMKaJW» TPEIHA3HAYCHBI I YCTAaHOBKHM TOYHOTO
MOJIO’KEHHS] paMKH B BRIOPAHHOW CHCTEME U3MEPEHUSI IO OTHOIICHUIO K TIOJII0, CTPAHULIE
Wiy ab3aly, WIM ISl BEPTUKAIBLHOTO BBIPAaBHUBAHHUS paMKH (10 BEpXHEMY Kparo, IO
LEHTPY WU MO HUKHEMY Kpar0) OTHOCHTEIHLHO OJHOM M3 yKa3aHHBIX OMOPHBIX TOYEK.
Takxe BO3MOXKHO 3a7aHue «PaccTosiHUSA 10 TEKCTa)» MO BEPTUKAIU — HTO ONPEACIISIET
pasMep CBOOOJHOTO IPOCTPAHCTBA MEXAY TOPU3OHTAIBbHBIMM TpPAaHHWIIAMU PaMKH H
TEKCTOM B a03arie.

— IlepemMemarh ¢ TEKCTOM — OIpeAeisieT, OyIeT JIM MepeMelaTbCs paMKa MpH
nepeMeIeHny ab3aiia, K KOTOpoMy OHa IpUBsI3aHa.

Ha Bknagkax «I'panuubl u 3aiauBkKa» u «llons» MOXHO 3a7aTh T€ )K€ CaMble
MapaMeTphl, YTO U Ha OJHOMMEHHBIX BKJIAJIKax B OKHE «byKBHIa» — JOMOJHUTEIbHbBIC

napameTphbl.

3.7 JleiicTBUA HAJ 00bEKTAMU

3.7.1 BcTraBka Ta0auIx

JI1st BCTaBKM TaOJIUIBI B IOKYMEHT:

1. YcraHoBute Kypcop Tam, TJie HaJl0 pa3MECTUTh TaOIHILy,

2. TlepelinuTe Ha BKIAAKy «BcTaBkay BepxXHEH NaHENIN HHCTPYMEHTOB,
3. Haxwmure 3Hauok «Tabnuiay» Ha BepXHel aHeIu HHCTPYMEHTOB,

4. BpiOepuTe ONIUIO AJ CO3AaHUs TaOIUIIbI:

e Tabumuma co CTaHAAPTHBIM KOJHYECTBOM s4eek (Makcumym 10 Ha 8
sueek). Eciam TpeOyercss ObicTpo n006aBuTh TaOmmiy. s mgobGaBneHus
CIEyeT BBIJICITUTH MBIIIBI0 HY)KHOE KOJMYECTBO CTPOK (MakCUMyM &) |

cTono1oB (Makcumym 10).
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IMonb3oBaTesibckas Tabauna. Eciu HykHa Tabnuia 6ombine, yem 10 Ha 8
sueek, BbiOepute onmuio IloJb3oBaTesbckasi TadJaUIA, TOCIE YETro
OTKPOETCS OKHO, B KOTOPOM MO>XHO BPYYHYIO BBECTH HY>KHOE KOJHUYECTBO

CTPOK M CTOJIOIIOB, 3aTeM Ha)kaTh KHOMKY «OK».

Paamep Tabnuuel

KonwuyecTso cTonbuos 12

Konu4ecTso CTpoK 14

Pucynok 96 — Oxno «Pa3mepbl Ta0JIUIbI»

«HapucoBatrp Tadauny». Ecmm TpeOyercs HapucoBath TabmuIy ¢
noMomibio Mblmd. Mcnonb3yercs B ciiydae, eciau TpeOyercs co3laTh
Ta0JIMIly CO CTPOKaMU M CTOJOIAMu pa3zHoro pasmepa. Kypcop Mbimwm
IpeBpaTHTCS B KapaHmam & . Hapucyiite mpsMoyroisHylo (GHIYpY Tam,
rae Tpedyercsa no00aBUTH TaONMIly, 3aTeM J00aBbTE CTPOKH, PHUCYS
TOPU30HTAJIbHBIE JINHUU, U CTOJIOLBI, pUCYs] BEPTHUKAIbHbIC JTUHUU BHYTpPU
KOHTYpa TaOJIHILIbI.

«IIpeodpa3oBaTh TekcT B Tabaumy». Mcnonb3yercs ais npeoOpa3oBaHUs
Tekcta B Tabnuity. Okao «I[Ipeo6pa3oBaTh TeKCT B TAOJIHILY» COIEPKUT 3

pasnena (Pucynok 97):
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MNpeobpa3oBaTe TEKCT B TAONMUY

Pazmep Tabnuybl
Cronbus 1

Crpokm

AsTonogbop WHPHHBI CTONDLOB
® OTUECHPOE3aHHAR LWKMPWHA cTonCua

R ~
AETO

"

AeToncgfop No cCoaepkMUMOMY

AeTonogbop No WHPHHE OKHE

Pasgenurent TEKCTa
® Abzauw
Tabynaymna
ToYEM C 33NATHIMMK

Opyro#

Pucynok 97 — Oxno «IIpeodpa3zoBaTh TeKCT B TA0JIHMIY>

Pa3mep Tabaunbl. Beibepure He0OX0AMMOE KOJTUYECTBO CTOJIOIOB/CTPOK, B
KOTOPbIE€ HEOOXOJIUMO MOMECTUTh TEKCT. J[Ji1 ATOro MOKHO HCIOJIh30BaTh
KHOIIKH CO CTpPEJIKaMH BBEPX/BHHU3 WU BBECTH WX KOJUYECTBO BPYUHYIO C
KJIABUATYPBHI.

ABTONOAOOP HIMPHUHBI CTOJAOHOB. BriOepuTe HYXHYIO OIIMIO, YTOOBI
HAaCTpOUTh IIOBEJICHHE TMOJrOHKH TekcTa: «@DUKCUpOBaHHAs IIWPUHA
cTonbna» (1m0 yMOJYAHUIO YCTAHOBJIEHO 3HaYeHUE «ABTO». MOXKHO
UCIIO0JIb30BaTh KHOINKH CO CTpPEJIKaMW BBEPX/BHU3 WM BBECTH 3HAUYCHUE
BPYUHYIO C KJIaBUATypbl), «ABTOMOAOOpP MO COAEpPKUMOMY» (IIHpUHA
cTOJIOIIAa COOTBETCTBYET JJIMHE TEKCTa), «ABTOMOAOOP IO IIUPUHE OKHA»
(mMpuHA cTONOIA COOTBETCTBYET IUPUHE CTPAHUIIBI).

Pa3nenurenn Tekcra. Beibepute Hy KHYIO OMIIMIO, YTOOBI YCTAHOBUTH THIT
paznenuTenss i Tekcra:  «Ao03aumby, «Tadyasuusa», «Toukm ¢
3angaThiMm» U «JIpyroe» (BBeauTe xeaaeMblil pa3/IeTuTeNb BpYUHYIO).

Haxxmute «OK», 4T00BI Mpeobpa3oBaTh TEKCT B TAOIHILY.



5.

130
RU.48324255.7TP (P/])-P/1-B1.0

* «BcraButh Tabaumy». Hcnonb3yercs, eciau TpeOyeTcsi BCTaBUTh

tabmuiy kak OLE-00bekT (Pucynox 98). BpiOepuTe om0 B MEHIO
«Tabauma» Ha Bkiaake «BcraBka)y — MOSIBUTCS COOTBETCTBYIOIIEE
OKHO, B KOTOPOM MOHO BBECTH HYKHBIE€ JIaHHbIE U OTHOPMATUPOBATH
X, HUCHONb3ysS  HMHCTPYMEHThl  (opmatupoBanHusi  Pepakrtopa
AJNIEKTPOHHBIX TaONHIl, Takue Kak BbIOOp mmpudTa, THUMA W CTHIIA,
HACTpoOWKa 4KMCIIOBOro (popmata, BcTaBka (hyHKIMM, (opMaTHUpPOBAHHBIE
TaOJUIIBI U TTpOYee — B IIANKE B TPABOM BEPXHEM yTJIy OKHA HAXOAUTCS
KHOMKa Buanmas obnacte @ . BeiGepure ommuio «PemakrupoBaTh
BUAUMYK 00J1acTh», 4YTOOBI BHIOpaTh o00JacTh, KOTOpas Oyjaer
OTOOpa)kaTbCs MPU BCTABKE OOBEKTA B MPE3CHTALMIO; JPYTHE JaHHbIC
OynyT He yTepsHbl, a CKpeIThl. Korma o0nacTe OyJeT BBIJCICHA,
HaxmuTe KHOMKY «IloTroBo» — BblOepure omnuuo «Iloka3aTs
BHAMMYI0 00J1aCThY», 4TOOBI YBUAECTh BBIOpaHHYIO OOJIACTh C TOJyOOi
TpaHUIIe — KOT/Ia Bce OYJIeT TOTOBO, HAKMUTE KHOMIKY «COXpaHUTDH U

BBLIATH).

ITocne I[O6aBJ'IeHI/I51 Ta6J'H/II_IBI MO>KHO M3MEHHUTh €€ CBOMCTBA U IIOJIOKCHHE.

Pepakrop TaGnuy

il
L
<

Calibri v v A E Evdvas By [OvOvEv By Ooumi v S| N @~

2

© NG AW N

+ = uner1 — Macwra6 100% +

Pucynok 98 — Jlodasienue Tadaunspl, kak OLE-o0bexkTa
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UToOBI UBMEHUTH pa3Mep TaOIUIlbl, HABEAUTE KypCOp MBIIIU Ha MapKep B MPaBOM
HUKHEM YTy U NEpeTacKuBaiiTe ero, nmoka Tadjauia HE JOCTUTHET HYXHOTO pa3mepa

(Pucynok 99).

F

F

=

a

Pucynok 99 — U3menenue pasmepa Tadauubl

Taxxke MOXXHO BpYyUHYIO U3MEHHUTbH IIMPUHY OINPEAETICHHOrO CTOJI0LA UK BBICOTY
CTpOKH. /7151 3TOr0 cieyeT HaBeCTH Kypcop MBIIIN Ha MPaBylO FPAHMILY CTOJIONA, YTOOBI
KypCop TpPEBPATHIICS B JBYHANPABIECHHYIO CTPENKY I, W meperamuTh rpaHuily BIEBO
WIM BMPaBO, 4TOOBI 3aJaTh HYXKHYIO MIHPUHY. UTOOBI BpPYyYHYIO H3MEHUTH BBICOTY
OTZIEJIBHOW CTPOKH, CIEAYET HABECTH KYpCOP MBIIIM Ha HIKHIOK TPaHULy CTPOKH,
e
.

4TOOBI KypcOp NPEBPATWICA B ABYHANPABICHHYIO CTPEIKY ¥ , U MEPETAIUTh T'PAHUILY

BBCPX HWJIM BHHU3I.

UToOBI TIepeMeCTUTh TaOIUILy, CIEYET YACPKUBATh MapKep I g 1eBOM BEPXHEM
YTy W IEPETAILUTH €r0 HA HYKHOE MECTO B IOKYMEHTE.

K tabmuiie Takxe MOXKHO J00aBUTh MOAMKUCH (TToapoOHee B 1. 3.7.8).

Boiaesienne Ta0 MBI WK €€ YACTH

YTOoOBI BBIACIUTH BCIO TAOJIHILY, HAKMUTE HA MapKep B JICBOM BEPXHEM YTIIy.

UTOoOBI BBIIECTUTH OMPEACICHHYIO SYEHUKY, MOJBEIUTE KYpCOp MBIIIU K JIEBOU
YaCTH HYXXHOW SYEHKH, 4YTOOBI KypcOp MpPEBpaTWICS B YEPHYIO CTpelKy ®., 3areMm
HIEJIKHUTE JIEBOM KHOMKOW MBIIIIH.

UToOBl BBIICIUTH OINPEACIICHHYIO CTPOKY, MOABEAUTE KypCOp MBIIIM K JIEBOU
rpaHulle TaOJMIBI PSAJOM C HYKHOW CTPOKOH, YTOOBI Kypcop TIpeBpaTWiCi B
TOPU30HTANBHYIO YEPHYIO CTPEJIKY ™, 3aT€M IIECJIKHUTE JIEBOW KHOMKON MBIIIH.

UToOBI BBIICTUTH OMPENCICHHBIM CTOJIOCH, MOJBEAUTE KYpCOpP MBIIIN K BEpXHEH

I'paHULIe HY>KHOTO CTOJOLA, 4TOOBI KypCcOp MPEBPATUIICS B HAIIPABICHHYIO BHU3 YEPHYIO

CTPCIIKY l , 3aTCM IICIIKHUTC JIEBOM KHOIKOM MBIIIIH.
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MoXHO TakkKe BBIICIUTH SUYCHKY, CTPOKY, CTOJNOCH WM TaOIHIly C MOMOIIBIO
OMIUHA KOHTEKCTHOTO MEHI0 Wiu pazjena «CTpOKU U CTOJOIBD Ha MpaBoll OOKOBOM
TTaHEJH.

N3meHeHnune mapaMeTpoB TA0 MBI

HexoTopbie cBoiicTBa TaOMUIBI, @ TAaKXKE €€ CTPYKTYpPY MOXKHO H3MEHHUThH C
ITOMOILBI0 KOHTEKCTHOTO MEHIO. MEHIO CONEPKUT CIENYIOIINE TYHKTHI:

— BbIpe3aTb/KONUPOBATH/BCTABUTh —  CTAHAAPTHBIE  OINLMH, KOTOpPHIE
WCIIOJIB3YIOTCS JJISI BBIPE3aHUSI WM KOMUPOBAHUS BBIICIECHHOTO TEKCTa/00beKTa U
BCTaBKM paHee BBIPE3aHHOTO/CKOMUPOBAHHOTO (parMeHTa TEeKCTa WIM OObEKTa B TO
MECTO, IJI€ HAXOJIUTCSI KypCop.

—  BblaeauTh — HUCTIONIB3YETCS IJIs BBIICICHUS CTPOKH, CTONOIA, SYEHKU WIH
TaOJIUILIBI.

— Jlo0aBHUTBL — UCIOIL3YETCS JIJIsl BCTABKU CTPOKH BBIIIE WUJIM HHXKE TOM CTPOKH,
B KOTOPOI HAXOJIUTCA Kypcop, a TaKXkKe sl BCTABKU CTOJIOIA CIeBa WK CIpaBa OT TOTO
CTO0JIOIIAa, B KOTOPOM HaXOAUTCS KypCop.

— Jlms BCTaBKM HECKOJBKHX CTPOK WM CTOJIOIIOB CJIEIYET BBIOPATh OIIIUIO
«HeckoJbKO CTPOK/CTOJOIOBY, IPU HAKATUN OTKPOETCSI OKHO «BCTaBUTh HECKOJIBKOY.
Bei6epure u3 cnucka onmuio «Ctpoku wian CToadubl», yKaXuTe KOJIHMYECTBO CTPOK
WJIU CTOJIOIOB, KOTOPBIE TpeOyeTcs 100aBUTh, U BRIOEpUTE MECTO JUIs UX BeTaBku: «Han
Kypcopom» win «Ilog kypcopom» u Haxkmute KHONKY «OK».

—  YaaauTh — HUCHOJB3YeTCS JIS YIaJeHUs CTPOKH, CTONOMA, TaOIUIBI WIIH
sueek. [Ipu BriOOpe oniun «SI4eilkn» OTKPOETCS OKHO « Y AAJIUTDH SYeiKn», B KOTOPOM
MOXHO BBIOpaTh, TpeOyeTcs U yaanuTh S4eliku cO CIBUTOM BJIEBO, «YJAAJIHUTH BCIO
CTPOKY» WIH «Y JAJIUTh BeCh CTOJI0EI.

— OO0beAUHHMTH SIYEHMKHM — JTOT IYHKT JIOCTYNEH IPU BBIACICHUU ABYX WIH
0oJiee AUEEK U UCTIONB3YETCs 11 UX 00bEAMHEHUS.

— Taxke MOXHO OOBEIUHUTH SYCHKH, OYHCTHB TPAHUILY MEXKIYy HUMHU C
MOMOIIIbI0 HMHCTpyMeHTa «Jlactuk». [nga storo Haxmute 3Hadyok «Tabamma» Ha

BEpXHEH MaHENIW WHCTPYMEHTOB, BBIOEpUTE NYHKT MEHIO «OQYHCTUTH TaOJauIy».
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Kypcop Mbliim mpeBpaTtuTes B J1acTHK < . HaBeaure Kypcop MBI HA TPAHHILY MEXKIY
siaeiiKkaMu, KOTOpbIE TpeOyeTcss 00bEIMHUTD, U OUYUCTUTE €€.

—  «Pa3neauTs siYelKYy» — HCIOJIB3YETCS NIl BHI30BA OKHA, B KOTOPOM MOYKHO
BBIOpATh HYKHOE KOJMYECTBO CTOJIOIIOB U CTPOK, HA KOTOpOe OyIeT pa3/ereHa siuenka.

— Taxxe MOXHO pa3genuTh S4YEWKy, HApHCOBAB CTPOKA WM CTOJOLBI C
noMoipio uHCTpyMeHTa «Kapanmam». [{ng sTtoro HaxkmutTe 3Hadok Tabamma Ha
BEpPXHCH MaHEIM HHCTPYMEHTOB, BEIOCPHUTE ITyHKT MCHIO

— HapucoBatre Tadauny. Kypcop Mblmmm mnpeBpatuTcs B KapaHjanmn € .
Hapucyiite ropu3oHTanbHyI0 JUHUIO ISl CO3/IaHUSI CTPOKU WU

—  BEPTHKAIBHYIO JIMHUIO JIJIS CO3J]aHUs CTOJIOIA.

— BBbIPpOBHATH BBICOTY CTPOK — HCIIOJIB3YETCS IS W3MEHEHUS BBIJICIICHHBIX
A4eeKk TakuM o0pa3oM, 4yTOObl BCE OHU HMMEJU OJUHAKOBYIO BBICOTY, 0€3 M3MEHEHHS
00111e BBICOTHI TAOJIHIIBI.

— BbIpOBHATH INIMPHHY CTOJOLHOB — HCHOOJB3YETCS JUIsl  H3MEHEHHUS
BBIICICHHBIX SYECK TaKMM 00pa3oM, 4yTOoObI BCe OHM MMENN OJAMHAKOBYIO IIMPHUHY, 03
M3MEHCHHMS OOIIEH MUPHUHBI TaOJHITBI.

— BepTukanbHOe BbIpAaBHMBaHHME B sYeHKaX — HUCHOJB3YyEeTCS IS
BBIPABHUBAHUS TEKCTa B BBIICIICHHON SYEHKE IO BEPXHEMY Kparo, IICHTPY W HUKHEMY
Kparo.

— HanpasyieHHe TeKCTa — UCTIOJIB3YETCS ISl U3MEHEHUS OPUCHTAIIMHA TEKCTA B
sueiike. TeKCT MOXXHO PACIOJIOKUTH O TOPWU3OHTAIHM, MO BEPTHKAIM CBEPXY BHH3
(IToBepHYTH TEKCT BHU3), WX 110 BepTUKaIu cHU3Y BBepX (IloBepHYTH TEKCT BBEpX).

— JlomoJiHUTEIbHBIE MAapaMeTPbl TA0JIUIIbI — HCTIOIL3YETCS IS BBI30BAa OKHA
«Tabnua — JOMOTHUTENBHBIC TTAPAMETPBD.

— T'mmepccebliika — UCHOAB3YETCS JUIsl BCTABKHU TUIIEPCCHUIKH.

— JlonmoJiHUTEIbHBIE MapaMeTpbl ad3ala — HMCIOJB3YeTCsS ISl BhI30BA OKHA

«A03a11 — 10NOJTHUTEJIbHbIE TAPAMETPbI».
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Crpoxn Cronbubi

v 3aronosok v [epeoii
WrToroean MocnegHun

v Yepeposats Yepenosars

Mo wabnoxy

CTMNb rpaHmny

BribepwTe rpaHmMuUbl, K KOTOPLIM HAZ0
NPpUMEHUTD EbiDpaHHbIK CTUNB

H + B

| l | 55 2 &
Lser doxa _f,f-"'/v

@ Ctpokm m ctonbubl ~

Pasmepbl CTPOK W cTonbuoB
BricoTa 0.37 cm : .'T[

UinpuHa 825¢cm :
[NobasuTe dopmyny

MoBTOPATL KaK 3aronoBOK Ha
Ka¥10M CTpaHKLe

J,?il MNpeobpasoeare Tabnuuy & TEECT

[ononHWUTenbHbIE NapaMeTpsbl

Pucynok 100 — Jlono/iHuTe/IbHBIE TapaMeTPbl TA0JIMIbI

CpoiicTBa TaOIUIIBI MOKHO TAKK€ U3MEHUTh Ha MPaBOil OOKOBOM MaHeu:
— Crtpokn u CToadubl — HCIOIL3YIOTCS MJIsi BBIOOpA TeX YacTed TaOIHIIbI,
KOTOpbIE HEOOXOIUMO BBIICIIUTb.
g cTpok:
e 3arojoBOK — JJIsI BBIICJICHUS] IEPBOM CTPOKHU
e HroroBas — uisl BIICJICHUS MTOCIIETHEN CTPOKHU

e UepenoBarh — 1Jis1 BBIJCICHUS CTPOK YE€PE3 OJHY
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Jlnst cTono1oB:
e [lepBslif — A1 BBIJENECHUS IEPBOrO CTONIOMA
e [locnenuuii — 1A BBIAEIEHUS IIOCJIEIHETO CTOIOA
e UYepenoBarh — JJIs1 BBIJIEICHUS CTOJIOIOB YEpe3 OJAUH

— Ilo mada0Hy — UCTIONIB3YETCsl 711 BHIOOPA OJTHOTO U3 JOCTYITHBIX 1IA0JIOHOB

— CTuib TpaHull — HUCMOJB3YETCS JUIsi BbIOOpAa TOJIIMHBI, LBETA W CTHUIIA
TpaHWII, a TaKKe 1BeTa (poHa.

— CTpoky H €cTON0UBI — UCIIOJIB3YETCS ISl BBIITOJIHEHUS HEKOTOPBIX OIEpalHii
c Tabnuileli: BbIJEICHUS, YIaJICHUs, BCTABKM CTPOK U CTOJIOLIOB, OOBEAUHEHUS STYEEK,
pa3eiCeHUs TYCUKH.

— Pa3Mepbl CTPOK M CTOJOIOB — HUCHONB3YETCS IS U3MEHEHHS IIUPUHBI U
BBICOTHI BBIJICJIEHHOW STYEHUKU. B 3TOM paszaene MOKHO TakKe BBIpOBHATH BBICOTY CTPOK,
4YTOOBI BCE BBIJICJICHHBIC SYEHKH UMENN OJIMHAKOBYIO BBICOTY, UJIM BBIPOBHATH MIUPUHY
CTOJIOILIOB, YTOOBI BCE BBIACICHHBIC STYCHKU UMETH OJIUHAKOBYIO IIUPUHY.

— Jo6aButh (popmyily — UCIONB3yeTCS N1 BCTaBKU (OPMYIbl B BHIOPAHHYIO
SUCUKY TaOJIUIIBIL.

— TloBTOpPATH KaK 3aroJIOBOK HA KaxJA0# CTpPaHMIlEe — B JUIMHHBIX TaOIUIAX
WCIOJIB3YETCsl Uil BCTABKM OJHOM M TOM K€ CTPOKHM 3arojOBKa HAaBEpPXy KaxIO0U
CTpaHHUIIBI.

— JlonmoJiHUTeILHBIE MApaMeTPbl — HUCIIONIB3YETCS I BhI30Ba OKHA «Tabnmia
— JOTIOJIHUTEIIBHBIE TAPAMETPBD».

HN3MeHeHHne 10NOJTHUTEIBHBIX IAPAMETPOB TA0IMIbI

UT0oOBI M3MEHUTDH JTOTIOJHUTEIBHBIE MapaMeTPhl TAOIUIIbI, METKHUTE M0 Ta0JINIIe
MPaBOM KHOMKOW MBIIIHA M BEIOEPUTE U3 KOHTEKCTHOTO MEHIO MYHKT «Jl0MOJIHUTEIbHbIE
napaMeTrpbl TaOauubl». Mnu HaxXMHUTE CChUIKY «JlOMOTHUTENbHBIE MapaMeTpbl» Ha

npaBoit 00koBoM nmaHenu. OTKPOETCss OKHO CBOMCTB TabmuIibl (Pucynok 101):
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Tabnuua - ONONHUTENBHEIE NapaMeTpbl

Tabnuuya Pasmep Tabnuukl

Avenka npuna EauHULBI

MpaHMLEl U OH _
v ABTOnNOADOp pasmepoB No COOEPKUMOMY

MonsA AYelKn NO YMOMYaHHIO
O6TeKkaHHWe TeKCTOM

Ceepxy Cnesa
AnETEPHATMEHBIA TEKCT 0 cvig 0.19cm .
CHuzy CnpaBa
Ocm . 0.19¢cm
NapameTpsi

WMHTEpBanbl MEXLY A4YelKamu

Pucynok 101 — /lonmosiHuTe/IbHBIE TAPAMETPbI TAOJIUIBI

Ha Brimaake «Ta0mania» MOKHO N3MEHUTH CBOMCTBA BCEM TaOJIHIIBI.

Paznen «Pazmep TabauIby CONEPKUT CASAYIONTNE TapaMeTphI:

HlupuHa — 1O YMOJYAHUIO ITUPHUHA TaOJIHIIBI AaBTOMATHYECKU TTOATOHSIETCS
M0 MIMPUHE CTPaHUIIBI, T.€. TAOJMIAa 3aHMMAeT BCE MPOCTPAHCTBO MEXKIY
JIEBBIM U TMPABbIM MOJISIMU CTPaHUIbl. MOXHO YCTAHOBUTH ITOT (PIIAXKOK U
yKa3aTh HY>KHYIO IIUPUHY TaOIUIBI BPYUHYIO.

EnuHuubl — mo3BOMSIET yKa3aTh €IWHUIYY W3MEPEHS MUPUHBI TaOIHIbI (B
Cantumerpax/Ilynkrax//Joiimax (B 3aBUCHMOCTH OT TOr0, Kakou
napameTp ykas3aH Ha BkJagke daiin — JlonmonHuTeNbHbIE TapaMETPBI...) WIH
B [IpouenTax ot oOIieii MUPHUHBI CTPAHUIIHI.

ABTONOAOOP Pa3MepoB IO COMEPKMMOMY — pa3peliaeT aBTOMATHYECKHU
U3MEHSTh MIMPUHY KAKJOTO CTOJIONA B COOTBETCTBUU C TEKCTOM BHYTPH €0

SAYCCK.
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IIpumeuanue — MOXHO peryiMpoBaTh pa3Mepbl TaOIMIIbI, U3MEHSISI BBICOTY CTPOK U IIUPUHY
cTonOIOB BpyuHylo. HaBeaure yka3zaTenb MBIIIM Ha TPaHUIy CTPOKH/CTONOLA, 4YTOOBI OH
IIPEBpPATWIICS. B JBYCTOPOHHIOK CTpEIKy, M IlepeTamure rpaHuny. Kpome TOro, MoOKHO
UCIOJb30BaTh MapKepbl Ha TOPU3OHTANBHOM JMHEWKE Ui W3MEHEHHMs LIMPUHBI CTOJIOLOB MU
MapKepbl Ha BEPTUKAIbHOM JIMHEHWKE TSI N3MEHEHUS BBICOTHI CTPOK.

— Pazpgen «llog sA4YedKH MO YMOJMYAHUIO» TIO3BOJISIET PETYJHUPOBATH
pPacCTOSIHUE MEXJIy TEKCTOM BHYTPU SYEHMKM W TrpaHAlaMu siuerku. [lo ymomuanuto
YCTaHOBJICHBI CTAaHIAPTHHIC 3HAYCHUS (3HAUYEHMUSI, UCIIOJIb3YEMbIE TI0O YMOJIYAHUIO, TOKE
MOXHO U3MEHUTH Ha BkjIaake «Tadammay), HO MOXKHO CHATH (iaxok «Mcnoab30BaTh
MOJISl 10 YMOJIYAHUIO» U BBECTU HYKHbBIC 3HAUCHUS BPYUHYIO.

— Pazpen «IlapaMeTpbD» MO3BOISET U3MEHUTD CIICAYIOMINN TApaMETP:

e UuTepBanibl MeEXAy SYEHKAMM — pa3pelIaeT HWCHOJIb30BAaHUE MEXKIY

sYeKaMu MHTEPBAJIOB, KOTOPbIE OYyT 3a/IMBaThCS 1[BETOM DOHA TaOIHIIBI.

Tabnuua - gononHUTENbHbIE napamMeTpel

TaGnuua PazMep A4eKW

v 3.55 cvNIEe=Th T VTS v

FpaHMLUBl U hoH
Mona AYelkn

Mcnonk30BaTh NONA NO YMOMYAHWIO
OBTeKkaHHe TEKCTOM

Ceepxy Cnesa
AnNETEpHATUBHBIA TEKCT 0.16cm 0.34cm [
CHu3y Cnpasa
0.16cm 0.34cm .

MapaMeTpel A4EAKN

v/ TepeHoc TekcTa

Pucynok 102 — Braaaka «Sueiika»

Ha Brianke «SI4yeiika» MOXHO M3MEHUTH CBOMCTBA OTHENBHBIX sdueek. CHagasa
HAJI0 BBIOPATh STYEHKY, K KOTOPOM TpeOyeTcsl NPUMEHUTh U3MEHEHHUS, WU BBIIECIUTh BCIO

Ta0JIUITy, 9TOOBI H3MEHUTH CBOMCTBA BCEX €€ STUCCK.
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— Paznen «Pa3mep stuel KM COAEPKUT CIIEAYIOLIME TapaMeTphI:

e Illupuna — MO3BOJIIET 3a4aTh MNPEANOYTUTEIBHYIO IIUPHUHY SYEHKHU. DTO
pa3sMep, KOTOPOMY siY€HKa CTPEMHUTCS COOTBETCTBOBATH, XOTSI B HEKOTOPBIX
CIly4asix TOYHOE COOTBETCTBHE MOXKET OBITh HEBO3MOKHO. Hampumep, ecnu
TEKCT BHYTPU SYCMKU TMPEBBIMIACT 3aJaHHYI IIUPUHY, OH OyJler
MIEPEHOCUTHCS Ha CIIEMYIONIYI0 CTPOKY, YTOOBI MPEAMOYTUTENbHAS IUPUHA
SYEWKH OCTaBajlaCb HEM3MEHHON, HO €ClId BCTaBUTh HOBBIM CTOJNOEII,
NpeANOUTUTENIbHAS ITUPUHA OYIeT YMEHbIIICHA.

e EauHuubl — mO3BOJSET yKa3aTh, HANO JIM 33JaBaTh IIMPUHY SYCHUKHA B
abcomoTHbIX  eauHunax, T.e.  Cantumerpax/Ilynkrax/[roiimax (B
3aBUCMMOCTH OT TOrO, KakoW MmapaMeTp YyKa3aH Ha Bkiaake Paiin —
JlomoHUTENbHBIE TapaMeTphl...) uinu B [IporeHTax ot oOImmIeH MIUPUHBI

TaOJIULIBL.

IIpumeuanue — MOXHO Takke pEryJupoBaTh UIMPUHY slYEHKH BpydHyro. YToObl caenathb
OTIENBHYI0 f4YelKy B CTOJOLE IIMpe WIM yKe OOIIed IMIMPHHBI CTOJIONA, BBIJCIUTE HYKHYIO
sSYelKy, HaBEJUTE YyKa3zaTelb MBIIIM HAa €€ IMpaByl0 TIpaHUIly, 4YTOObl OH MpPEBpATUJICS B
JIBYCTOPOHHIOIO CTpEJKY, 3aTeM IepeTaiiuTe rpaHully. YToObl U3MEHMTh IIMPHHY BCEX SUEEK B
CTOJOIE, NCTIONB3YHTE MapKephl HA TOPU3OHTAIBHON JTMHEWKE 111 MK3MEHEHUS! IIMPUHBI CTOJIOIOB.

— Pazmen «Ilonst s9eMKM» TO3BOJSIET PETYJIUPOBATH PACCTOSHUE MEXKIY
TEKCTOM BHYTPHM SYECUKM M TpaHUIAaMH siYeHKku. [lo ymoOYaHuI0O yCTaHOBJICHBI
CTaHJApPTHbIE 3HAYCHUs (3HAYEHUS, HCIOJb3yEMble MO YMOJYAHUIO, TOXKE MOKHO
M3MEHUTH Ha BKIaAKe « Tadaumay), Ho MOXKHO CHATH Giaxok « Acnmoab30BaTh MoJisi Mo
YMOJIYAHHUIO» U BBECTU HYKHBIEC 3HAUYECHHS BPYUHYIO.

— B paznene «IlapameTrpsl s4eKH» MOXHO U3MEHUTH CIICAYIOLIMN MapaMeTp:

e Omuus Ilepenoc Tekcra BKIOYEHA O yMondaHuioo. OHa mO3BOJSET
MEPEHOCUTh TEKCT BHYTPU SYEHKH, NPEBBIIAIOIINNA €€ IIUPUHY, Ha
CIEAYIOUIYK0 CTPOKY, YBEJIMYMBAS BBICOTY CTPOKM W OCTaBJSAsS IIUPUHY

CTOJIOIIa HEM3MEHHOM.
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Tabnuua - gononHUTENkLHbIE NapaMeTpkl X

Taénuua LLIMpKHa rpaHuL] | - - v|  LseT rpasuy -"

Averka = ; .
LllenkaiTe NoO CXEME MIW MCONb3YHTE KHOMKK, YToOb! BLIOpaTh

TPaHKLbLI U TPUMEHWTD K HUM BbiOpaHHbIA CTUMEL
TpaHnLLI 1 hOH

...... EE

OB6TeKaHWe TEKCTOM

AnETEepHaTHEHEIN TEKCT

DOH AYERKN v

Pucynok 103 — Bkaaaka «I'panuust u gon»

Bxmanka «"panuib! 1 GOH» COACPKUT CIACAYIOUIUE TApAMETPHhI:
— Ilapamertps! rpanuus! (IIMpUHA, [BET U HAIMYUE WIM OTCYTCTBUE) — 3aJaiiTe

IIMPUHY TPaHULl, BEIOEPUTE UX IBET U TO, KAK OHU JTOJKHBI OTOOpaXaThCs B AUEHKaXx.

IIpumeuanue — Ecnu pemmnu CKpeITh I'paHUIBl TaOMUIbl, Ha)kaB KHONKY WJIM OTKJIIOYUB BCE
IpaHMIIbl BpYYHYIO HA CXeMe, B JOKYMEHTE OHU OyayT 0003HaueHbl MyHKTUPOM. UTOOBI OHU COBCEM
UCYE3NIH, HaXMHUTE 3HauoKk «Hemneuaraemble cUMBOJB» Ha BKIaAke «laBHas» BEpXHEW MaHETH
MHCTDVMEHTOB U BbIOEDUTE ONLHNI0 «CKDBIThIE IDAHUIIBI TAOIUID).

— @oH suelikn — 1nBeT (OHA BHYTPH SMCHKHU (OMIMS JOCTyIHA TOJHKO B TOM
cilydae, €ClId BBIJICJICHBI OJHA MM Oojiee sueeK Wiu BbIOpaHa ommus «MHTepBaJbD»
MEXy sUeiikamMu Ha BKiajake Tabnuna).

— @on Tabmuiel — 1BeT ¢GoHA TAOTMIBI WM (OHA MPOCTPAHCTBA MEKIY

syeKaMH B TOM Cllydae, €CJIM BhIOpaHa omnius «» Ha BKIaake « Tadmumay.
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TaGnuua - QONONHUTENbHLIE NapaMeTphbl X

Tabnuua Mo ropu3oHTanu

" ! HM H THOCHTENbH
Aueiixa Buipagruearune OTHOCHUTENEHD

IpaHnubl n hoH
Monoxexne cnpasa or

Mo sepTMkanmu
O6TexaHme TEKCTOM
Boipaeruearue OTHOCHMTENbHO

ANbTEpHaTHBHLIA TEKCT _Be

Monoxexue HIDKE
b 516¢cm Mons
MapameTpbl
MNepemelaTte C TEKCTOM v’ PaspewnTs nepexpsitie

Pucynok 104 — Bkaaaka «IlosoxeHue Tadamubh

Bxnanka «llomokenue TaOmuUIby TOCTYIIHA TOJNBKO B TOM CiIy4ae, €ClId Ha
BKiIaake «O0TekaHume TekcToM» BblOpaHa ommus «IlaaBawmasi Tadéauma». Ota
BKJIaJIKa COJIEPKUT CJICIYIOIIHNE MapaMeTpPhl:

— Tlapamerpsl pazaena «Ilo ropuszoHTamm» BKIIOYAIOT B ceOs BBIPABHHBAHHE
Ta0auIbl (MO JIEBOMY Kparo, IO IEHTPY, MO MPaBOMY Kpaio) OTHOCUTEILHO IIOJIS,
CTPaHHMIIBl WJIA TEKCTa, a TAKXKE TOJIOKCHHE TAOJHIIBI CTIpaBa OT IOJIsI, CTPAHUIIBI WITH
TEKCTA.

— Ilapametpsl pasnena «llo BepTukamu» BKJIOYAIOT B ce€0sl BBIPABHUBAHUE
TabnuIpl (MO0 BEpXHEMY Kpar, MO IEHTPY, MO HIKHEMY Kpaio) OTHOCHUTENBHO OIS,
CTpaHUIIbI WJIM TEKCTA, a TAKKE TOJIOKEHUE TAOIUIIBI HUXKE TIOJISI, CTPAHUIIBI HIIH TEKCTA.

— B paznene «IlapameTpb» MOXHO U3MEHUTH CIEAYIOIIUE TapaMeTpPhI:

o Ommus «llepememarb ¢ TEKCTOM» OmpenenseT, Oyaer nu Tabiuia

nepeMemaTbsCia BMECTC C TCKCTOM, B KOTOpBIﬁ OHa BCTAaBJICHA.
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o Omnmus «Pa3pemmuths mepekpwITUE» OMpeaenser, OyAyT JId JBE TaOIHIIbI
00OBEIUHATHCS B OJIHY OOJBINYH0 TaOMWIly WIM TEPEKpPhIBAThCH, €CIU
MEepeTaInTh UX OJIU3KO APYT K IPYry Ha CTPAHULIE.
Tabnuua - gononHUTeNkEHEIE NapaMeTpkl X
Taénuua CTUNb O6TeKaHURA

e E

IpaHuLEl U OH

e
Frine

BripaBHUBaHWe

= [ =

AnETepHaTUEHEIA TEKCT

QOTCTYN CneBa

A
0 crill

|l

Pucynok 105 — Brkaaaka «O0Tekanne TeKCTOM»

Bxnaaka «O0TekaHue TEKCTOMY COAEPKUT CICAYIONMINE TapaMeTPhI:

— — Cnoco6 TekcrtoBoro oorexkanus — «Tabmauia B Tekcre» win «Tabdmuna c
oOTekanuem». [l WM3MEHEHUS paCIONIOKEHUS TaONMIBI MO OTHOIICHHIO K TEKCTY
BBIOEPUTE COOTBETCTBYIOIIYIO HACTPOMKY: TaONHIIA CTAaHET COCTABHOM YacThIO TEKCTa
(npu BBIOOpE «Tabnuiia B TeKcTe»), MO0 TEKCT OyieT o0TeKaTh €€ co BCeX CTOPOH (Mpu
BbIOOpe «Tabnuia ¢ o0TekaHuem»).

— Tlocne BbIOOpa HYXXHOTO CTHJIA OOTEKaHHUS MOKHO 3aJlaTh JIOTOJHUTEIbHBIC
napameTpbl 00TeKaHUs KaK JiJIsi BCTPOCHHBIX, TaK U JIJIS TJIaBAIOIINUX TaOJIHII;

e Jlnsg BCTpOEHHOMW TaOJUIIBI MOJIb30BATENh MMEET BO3MOXKHOCThH 3aJaTh €&

BBIPABHHBAHHUC U HACTPOUTH JIEBBIN OTCTYII.
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o Jlns mnnaBaromie TaOMUIBI MOXKHO YyKa3aTh pPAacCTOSHUE 0 TEKCTa U

ITOJIOKCHUC Ta6J'II/IIH>I Ha BKJIaAKC «Ilomoxxenue T3.6J'II/IHI)I».

Tabnuua - ONONHUTENEHEIE napameTpbl

Taénuua 3aronoeok

Avenka

OnucaHue
IpaHuLBl 1 ¢hoH

O6TeKkaHWe TeKCTOM

AnNETepHaTMBHLIA TEKCT

AnbTEpHaTUBHOE TEKCTOBOE NpeAcTaBneHne MHOopPMaLMK O
BM3yanbHOM 00bEKTE, KOTOpOE DyOET 3a4MThIBATLCA ANA NAEH
C HapyLWEeHWAMH 3PEHMA MNKU KOTHUTUBHBLIMKM HapYLLEHWAMM,
YToObl NOMOYL UM MNyYLLE NOHATL, KAKYK WHPOPMALUMID COOEDMKMUT
n3o00paxeHue, aBTourypa, guarpaMmma unu Tabnuua.

Pucynok 106 — Bkiaaaka «AJIbTepHATHBHBIN TEKCT»

Bxnagka «AJbTepHATHBHBIH TeKCT» TIO3BOJIICT 3a/1aTh «3arojoBOK» H
«Onucanue», KOTOpble OyayT 3aUUTHIBATHCS JJIS JIIOJICH C HapYIICHUSIMU 3pEHUS WU
KOTHUTUBHBIMU HAPYIICHUSMH, YTOOBI TMOMOYh WM JIydllle TIOHSATH COJEpKaHUE

JIOKYMEHTA.

3.7.2 Hcnoab3zoBanue ¢gopmyJ B TadaMnax

BcraBka ¢gopmyiibl
B penakTope TOKyMEHTOB MOKHO BBITIOJIHSTH IPOCTHIE BHIUUCIIEHUS C JAHHBIMU B

sraeiikax TaOiuIbl ¢ ToMoInisio Gopmyit. st BctaBku (GopMyITbl B TYEHKY TaOIUIIBL:

1. YcranoBure Kypcop B siuelike, rie Tpedyercs 0TOOpa3uTh pe3yJIbTarT,

2. Haxwure kHOTIKY «/[00aBUTH (hopMyJIy» Ha MpaBoi OOKOBOI MaHenu (PucyHok

107),
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3. B otkpriBmiemcs okne «HacTpoiiku popmyJibl» BBeIUTE HYXKHYIO (OPMYITY B

nojie «@opmyJiay.

CTpOKM CTonéubl

+| 3aronoBok v lepBoli
WTorosan MocnenHWi

+ Yepenosatb Yepenosatb

Mo waénoHry

CTUNE FPaHnL

v LiseT - W

BrIGEpUTE rpaHULIB!, K KOTOPBIM HAMO
MPUMEHHTL BLIGPaHHLIA CTHIE

H £ [
B i 3 B =
I_I,Bercp{JHa/.f""v

B Crtpoxu u cTonGupl v

Pazmepkl CTPOK M CTONGLOE
BricoTa 0.49cm | I

b

UvpuHa 413 cm :

[oGaeuTe hopmyny

MOBTOPATE KaK 3AronoBOK Ha
Ka#0H CTpaHuLe

-n'—__ MpeocOpa3oeaTe TAONULY B TEKCT
Pucynok 107 — Knonka «/lod6aButs popmyay»

Hyxnyto ¢opmylly MOXHO BBECTH BpPYYHYIO, HCIIOJIB3YysS MaTEeMaTHYCCKUE
omeparopsl (+, -, * /), Hanpumep, =A47*B2 unau UCHOIB30BaTh BBHIMAIAIONIMA CITHCOK

«BcTtaButh (yHKIHIO», YTOOBI BHIOpaTh OJHY W3 BCTPOEHHBIX (DYHKIMM, Harpumep, =

PRODUCT(A1,B2).
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Hactpo#nku chopmynei

®opmyna

®opmart yucna

BcTaBuTb MYHKLMIO

OTMeHa
Pucynok 108 — Oxno «Hacrpoiiku ¢popmyasn»

1. Bpyunyto 3anaiiTe Hy>XKHbIE apryMEeHThI B ckoOkax B mojie «Popmyna». Eciu

byHKIIMA TpeOyeT HECKOJIbKO apryMEHTOB, MX HAJI0 BBOJUTDH YePe3 3aISTYIO.

2. Ucnonw3yiite BbiMagawomuil cnucok «dopmar uucnay, eciaum Tpedyercs

0TOOPA3UTh PE3YJIBTAT B OMPEACICHHOM YHCIOBOM dopmare,
3. Haxwmure kHONIKY «OK».

Pe3ynbTaT Oyer oToOpakeH B BELIOpaHHOM sTUeHKe.

UToOBI OTpenakTUPOBATh TOOABICHHYIO (POPMYITY, BBIICTUTE PE3yJbTaT B SUCHKE
U HaXMuTe Ha KHONKY «/lo6aBuTh dopmyisy» Ha mpaBoil OOKOBOM MaHEIH, BHECUTE
HYyXHbIe U3MeHeHUs B OkHe «Hacrpoiiku ¢popmyabl» u HaxmuTe KHONIKY «OK»

JlodaBi1eHMeE CCHIJIOK HA sTYeliKHu

UtoObl OBICTPO M00ABUTH CCHUIKM Ha JAMANA30HbI SYEEK, MOXXHO HCIOJIH30BaTh
CHENYIOLINE apTYMEHTHI:

— ABOVE - ccpuika Ha Bce SYEHKM B CTOJIOIE, PACIIOJIOKCHHBIC BBIIIIE
BBIJICJICHHOM SYEHKHU.

— LEFT - ccpuika Ha BCe A4YEMKM B CTPOKE, PACHOJIOKEHHBIE CJieBa OT
BBIJICIICHHON SYCHKU.

— BELOW — cchuika Ha Bce SYEHKUM B CTOJOIE, PACHOJIOKEHHbIC HIKE
BBIJICJICHHON STUEUKHU.

— RIGHT - ccbuika Ha BCE€ SYEMKM B CTPOKE, PACIOJIOXKEHHBIE COpaBa OT

BBIJCJICHHON TYECHKU.
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OTH apryMeHThl MOXHO uctonb3oBaTh ¢ GyHkiusaMu AVERAGE, COUNT, MAX,
MIN, PRODUCT, SUM.

Takke MOXHO BPYUHYIO BBOJIUTHh CCBUIKM Ha OIPEIECICHHYIO sYeKy (Hampumep,
A1) wnmu nuanasoH sueek (Hanmpumep, A1:B3).

Hcnoab3oBanue 3aK/Ia10K

Ecnu B nmoxymeHnTe no0aBiieHbl 3aKJIaJKU Ha OMNpENEJICHHBbIC SUYEUKH B TaOIuIle,
py BBOJAE POPMYJI MOMKHO MCTIOIB30BATh 3TH 3aKJIAJIKU B KAYECTBE apTyMEHTOB.

B okne «Hactpoiiku Gpopmymbl» ycTaHOBUTE Kypcop BHYTPH CKOOOK B MOJI€ BBOJAA
«Dopmynay, rae Tpedyercs 100aBUTh apryMEHT, U UCIOJIb3YWTE BBINMAIAIOIMIUNA CIIHCOK
«BcTaBuTh 3aKiIaaKy», 4TOOBI BEIOPATH OJIHY U3 paHee T00aBJICHHBIX 3aKIa0K.

OO0HoBJIEHHE Pe3yJabTATOB (hopMy.I

Ecnu copepxxumoe siueek TaOMUIbl ObUIO M3MEHEHO, HEOOXOJMMO BPYUYHYIO
OOHOBUTH JaHHBIE:

— UtoObl OOHOBHUTH pE3yJNbTAT OTIACIBHON (HOPMYIBI, BBIICIUTE HYXKHBIHI
pe3yibTaT U HAXMUTE KiIaBully «F9» WM IIENKHUTE MO Pe3yJsbTaTy MpaBOM KHOMKON
MBIIIIHA U UCTIONB3YHTE MYHKT MEHIO « OOHOBUTH TIOJIEY.

— UtoOBl OOHOBUTH peE3yJbTaThl HECKOJIbKUX (OPMYJ, BBIIECIUTE HYXKHBIC
AYEHUKH WM BCIO TAOIUIly U HaKMUTE Ki1aBuIy «F9».

Bcerpoennsie pyHKkIuu

[Topnep:xuBarOTCs CTaHJAPTHBIE MAaTEMATUYECKUE, CTATUCTUUECKUE U JIOTUYECKUE

¢byuxun (cM. [punoxenue 3)

3.7.3 BcraBka u3zo0paxkeHuil

B pemakTope MOKyMEHTOB MOXHO BCTaBIISATh B JOKYMEHT HM300PaKCHHsI CaMbIX
nonyJsipHbIX opmaTtoB. [lognepkuBatores crnenyromue Gpopmarsl nuzoodpaxenuii: BMP,
GIF, JPEG, JPG, PNG, SVG.

BcraBka nzo0pakeHust

I[J'I}I BCTaBKH I/1306pa}KGHI/IH B TCKCT AOKYMCHTA:

1. ycTaHOBUTE Kypcop Tam, rie TpedyeTcsi IOMECTUTh U300pakeHue,

2. mepeuauTe Ha BKIaAKy «BcTaBka» BepXHEW MAHENN UHCTPYMEHTOB,
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3. HaxxmuTe 3Ha4OK M300pakeHune e H BEPXHEH MTaHEIN UHCTPYMEHTOB,
4. mist 3arpy3K U300pasKeHUsI BHIOEPUTE OJIHY U3 CIICAYIOIINX OIIIHIA:

e Ilpu BeIOOpe onuuu «M300pakenune u3 (aiiyia» OTKPOETCS CTaHJAPTHOE
JMAJIOTOBOE€ OKHO JyIsi BBIOOpa (haiimoB. Bwibepute HyxHBIM (aitm Ha
HKECTKOM JUCKE KOMIbIOTEpAa U HAXMUTE KHOMKY «OTKpBITh (MOXKHO
BBIOpATh Cpa3y HECKOJIBKO N300pakeHul),

o [Ipu BeiOOpe omiuu «300paxkenne mo URLy» oTkpoercs OKHO, B KOTOPOM
MO>KHO BBECTH B€0-aJIpec HY>KHOT'O U300pakKeHHs, a 3aTEM HAXXMUTE KHOIIKY
«OK».

e Bribop ommuu «Csizath u3zoOpakenne mo URL» mo3Bonser BCTaBUTH
U300pakeHUEe B JOKYMEHT, HE 3arpykas ero Ha kommneiorep. BMmecto 3toro
n3o0paxeHue MOArpyx)aercs ¢ ykazaHnHoro wuHtepHeT-aapeca (URL) u

oTOOpakaeTcs B IOKYMEHTE.

5. mocne Toro, Kak n300paxkeHue OyeT 100aBIeHO, MOXXHO U3MEHHUTH €ro pa3Mep,

CBOMCTBA U IOJIOKCHUE.

K wu300paxkeHut0 Takke MOXHO J00aBuTh mnoanuck. Jlus mnomydeHus
JIOTIOTHUTENbHON MH(OpMaIuu.

IlepeMenieHue U U3MEHEHHE pa3Mepa N300paKeHn

Jns u3MeHeHusi pa3Mepa H300paKEHUS HCIOJIb3YHTE MaleHbKUE KBaJlpaThl,
HAXOJISAIIMECS y €ro KpaeB, neperackuBas ux. YToObl COXpaHUTh UCXOAHBIE MPOTOPIIUU
M300pak€HUsi BO BpeMsl MacIITaOMpOBaHUS, TMepeMeniaiTe OJMH U3 KBaJPaToB,

PacnON0XKEHHBIX B yIilaxX.
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Pucynok 109 — Ilepemernenue 1 u3MeHeHHe pa3Mepa U300paKeHHs

Jlnst M3MEHEHHS MECTOMOJIOKCHHUS HW300paKEeHHs] HUCIOJIb3yWTEe 3HAYOK P
KOTOPBIM MOSIBIISETCS TOCJIE HABEACHUSI Kypcopa MbIIKM Ha u3o0OpaxeHue. [leperammure
M300paKEeHNE HAa HY)KHOE MECTO, HE OTITyCKasi KHOTIKY MBIIITH.

[Ipn mnepememiennn H300paKEHUST Ha DSKpPaHE TMOSBIAIOTCS HaIPaBJISIONIUE,
KOTOpbIE€ TOMOTAOT TOYHO PACIOJOXKUTh OOBEKT Ha CTpaHHUIle (e€clid BBIOpAaH CTWUJIb
oOTeKaHHUsI, OTJNYHBIN OT cTHIIA «B TexcTey).

UtoObl MOBEPHYTHh M300paKeHHE, HABEIUTE KypCOp MBIIIM HAa MapKep MOBOpPOTa

U TIEpPETAINTE €ro IO YacOBOW CTPENKE WM MPOTHUB YacOBOW cCTpenku. YToObl
OTPaHWYUTH Yroj MOBOPOTa WAroMm B 15 rpaaycoB, Mpyu NOBOPAYMBAHUU yNIEPKUBANTE

kjaBuiry «Shifty.
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N3meHeHne mapaMeTpPoOB N300paKeHNsI

Pasmep
WupuHa: 3.09 cm  BoicoTa: 4.88 CM

PearnbHblid pasmep

Bnucatb
Obpe3zatb v

MoeopoT

MoBEpHYTL Ha 90° OTpasuThL

¢
o A < 3

CTune o6TekaHWA

8

3aMEHWTL U300paKEHHE v

JOononHUTENBHbIE NApaMeTpPhb

Pucynok 110 — Braaaka «Ilapamerpbl nzo0pakeHus»

Hekoropsle mapameTpbl HM300pakKeHHsI MOKHO W3MEHHUTh C TOMOIIBIO BKJIAIKU
«ITapameTpsl n300pakeHUs» HaA TPaBOMl OOKOBOW mMmaHenu. YToOBI e€e aKTUBUPOBATH,
IETKHATE 110 H300PAKEHNIO U BBIOEpHTE 3HAYOK IlapamMeTpsl H306pakKeHus & cripaBa.
31ech MOKHO U3MEHUTH CIEAYIOIIME CBOMCTBRA!

— Pa3mep — ucnonsiyercs, 4To0bl TpocMoTpeTh Tekyilyio lllupuny u BeicoTy
n3o0paxxkenus. [lpu HEOOXOJUMOCTH MOKHO BOCCTAHOBUTH pa3Mep H300pakeHUs IO
YMOJIYAaHUIO, HA)KaB KHONKY «Ilo ymomuanuro». Knonka BnmcaTte 1o3BOIsIeT U3MEHUTH
pa3Mep M300pakeHHs] TaKUM 00pa3oM, 4TOOBI OHO 3aHUMAJIO BCE MPOCTPAHCTBO MEXKIY
JIEBBIM U MPABbIM IMOJISIMU CTPAHHULIBI.

Knonka «OOpe3arby mnpeaHazHaueHa JUIsl BBITOJHEHUS OOPEe3KH H300paKeHUs.
JUis akTUBAaIlMM MapKepoB OOPE3KH HAXMHUTE 3Ty KHOINKY — OHHU MOSBSTCA B yIJiax

U300pakeHHsI M TOCepenHe KaKIOW ero CTOpoHbl. UTOOBI 3amaTh HYKHYIO 00JacTb,
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nepeMeniaiTe Mapkepbl BpyuHyro. Takke MOXKHO MOJBECTH KYpPCOp MBIIIM K TpaHUIE

obnmactu OOpe3KH, MPU ITOM OH HU3MEHUTCA Ha 3Ha‘{OK<€E‘>., U TOrJja MOXXHO OyaeT

MepeTanIuTh BCIO 00JIaCTh.

Uto6sl 00pe3aTh OAHY CTOPOHY, NMEPETAIIUTe MapKep, PacHoOJIOKCHHBIA B
LIEHTPE 3TOU CTOPOHBI.

Y10o0BI OTHOBPEMEHHO 00pE3aTh ABE CMEKHBIX CTOPOHBI, IEPETANIUTE OJHH
U3 YIVIOBBIX MAapKEpPOB.

UtoO6sl  paBHOMEpHO o00Ope3aTb JBE MPOTHUBOIOJOXKHBIE  CTOPOHBI
u3o0paxeHus,  ylaepxkuBaiite  Haxkaroh  knaBumy — «Ctrl»  npu
IIEPETACKUBAHUU MapKepa B LICHTPE OJHOM U3 3TUX CTOPOH.

UtoOsl paBHOMEpPHO 00pe3aTh BCE CTOPOHBI M300pa)KeHUSs, YIEp KUBaNTE

HaxkaTou kiasuiy «Ctrl» npu neperackuBaHuu J000ro yrioBoro Mapkepa.

Korma ob6nacts 006pe3ku OyAeT 3ajaHa, eme pa3 HaKMHUTE Ha KHONKy «O0pe3arThby,

I HAKMHUTC Ha KIAaBHITY «ESC», WJIIM IICJIKHUTC MBIIMIBIO 3a IIpCAciiaMu obiacTu

O6p€3KI/I, YTOOBI IMPUMCHUTHb U3MCHCHUA.

ITocne TOIo, Kak 0011acTh 06p€3KI/I 6YIIGT 3aJJaHa, TaxKiKC MOZKHO HCIIOJIB30BAaTh

oniuu OOpe3atTh, 3anuBka U Brnucath, AoCTynHbIE B BhINagaromieM MeHro OOpes3aTs.

Haxxmute kHomky OOpe3ats elie pa3 u BBIOEPUTE HYKHYIO OMIIHIO:

[Ipu BBIOOpe omuuu «OOpe3aTh» u300paxkeHUe OyIeT 3aIONHSIThH
onpeneneHHyo QGopMy. MoxHO BbIOpaTh (QUIYpy U3 rajepeH, KOoTopas
OTKpPBIBACTCSI TIPU HABEACHHUM yKazaTelsi MbIH Ha ommuio «O0pe3atsh 1o
durype». MoKHO TO-PEKHEMY MOKETE UCIOIb30BATh ONMINU «3aTUBKa» U
«BnucaTey», 4TOOBI HACTPOUTH, KaK M300pakeHue OyAEeT COOTBETCTBOBATh
durype.

[Ipu BbIOOpe onuuu «3alMBKa» IEHTPaJbHAas 4YacThb HMCXOIHOTO
n3o0paxeHuss OyJeT COXpaHEHa M WCIOJIb30BaHA B KauyeCTBE 3aJMBKU
BbIOpaHHOW oOnacTu 0Ope3ku, B TO BpeMs KaK OCTAJIbHbIE YacTH

nu3o0paxeHus OyayT yJajaeHBbI.
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e Ilpu BwIOOpe omuuu «Bmoucars» pasmep uzoOpaxeHus OyneT H3MEHEH,
YTOOBI OHO COOTBETCTBOBAJIO BBICOTE WM IIMPUHE OOJACTH OOpPE3KH.
Hukakue yacTu MCXOIHOTO M300pakeHHsl HE OyIyT yJajeHbl, HO BHYTpPH
BBIOpaHHOM 00JaCTH OOPE3KH MOTYT MOSIBUTCS ITyCThI€ MPOCTPAHCTBA.

— IloBopoT — ucnoyb3yercs, YTOObl MOBEPHYTh N300pakeHue Ha 90 rpaaycoB 1o
YaCcOBOI CTpeJKe UM MPOTUB YAaCOBOW CTPEINIKH, a TaKkKe YTOOBI OTPa3UTh N300pakeHue
CcJIeBa HaNpaBo WJIU CBEpXy BHU3. HaxkmuTe Ha 0IHY M3 KHOMOK:

e Kuomka O, 4roOb MOBepHYTH H300pakeHne Ha 90 TIpagycoB MPOTHB
4aCOBOW CTPEJIKH,

e Kuonka  , 4ToOBl TIOBEPHYTH M300paxkeHre Ha 90 TPaaycoB MO YACOBOMH
CTpeJIKe,

o Kunomnka 4\, 4roGsl OTpasuTh wu300paKeHHE [0 TOPU3OHTAIM (CieBA
HaIpaso),

e Kuomnka < 4T06bI OTpa3uTh U300paKEHUE MO BEPTUKAHU (CBEPXY BHU3).

— CTniab o0TeKaHUsl — HCIIOJIb3YeTCs, YTOObI BBIOpPATh OJMH U3 JOCTYIHBIX
CTHJIeH O0TEKaHUsI TEKCTOM — B TEKCTE, BOKPYT paMKH, IO KOHTYPY, CKBO3HOE, CBEPXY U
CHU3Yy, IIE€pel TEKCTOM, 3a TEKCTOM ([ MOJYy4YeHUs IOMOJHUTEIbHOW HH(POpMALMH
CMOTPHUTE ONHUCAHKUE JOTIOJHUTEIbHBIX MTAPAMETPOB HIKE).

— 3aMeHMTH H300pakeHMe — HCIOJb3YeTCA, 4YTOObI 3aMEHHUTh TEKYIlee
nzo0paxxenue, 3arpy3us apyroe U3 ¢aiina umu [o URL.

— HexoTopsie U3 3TUX OMIIMI MOKHO TaK)Ke€ HATH B KOHTEKCTHOM MEHIO. MeHto
COJIEPIKUT CIEAYIOIINE TYHKTHI:

— BbIpe3aTb, KONHPOBaTb, BCTABUTb — CTaHJIAPTHBIC ONIUU, KOTOPHIC
UCIIOJIB3YIOTCS /I BBbIpE3aHUS WM KONUPOBAHMS BBIJEICHHOTO TEKCTa/00BbEKTa U
BCTAaBKH paHEe BBIPE3aHHOTO/CKOMHMPOBAHHOTO (PparMeHra TeKcTa WM O0OBEKTa B TO
MECTO, TJIe HAXOAUTCS Kypcop.

— TIlopsimok — wHcHoab3yeTcs, 4YTOOBI BBIHECTH BBIOPAHHOE H300paKEHHE Ha
MepPEeTHUN TUIaH, IEPEeMECTUTh Ha 3aHUMN TIJIaH, MEPEHECTU BIEpe] WM Ha3al, a TaKKe

CTpYNIUPOBATh WIM Pa3TpyNIUPOBATh M300pa)KEHUs NJIsi BBHINOJHEHUS ONEpaluii Haja
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HECKOJIbKMMH U3 HUX cpasy. [logpoOHee O pacnoyiokeHUn OOBEKTOB B OINPENEICHHOM
nopsiake B 1. 3.7.10.

— BbIpaBHMBaHHe — HCTIONB3YETCS, YTOOBI BBIPOBHATH U300pakeHUE IO JIEBOMY
Kparo, 10 LEHTPY, 10 IPaBOMY Kparo, 110 BEPXHEMY Kparo, MO CEpeAMHE, 110 HUKHEMY
kpato. [TogpoOHee o BeIpaBHUBAHUH 00BEKTOB pacckasbiBaercs B 1. 3.7.10.

— Crniab o0TekaHUsl — UCIIOJIb3YeTCs, 4TOObI BBIOPATh OAMH U3 JOCTYHHBIX
CTHJIeH O0TEKaHUsI TEKCTOM — B TEKCTE, BOKPYT paMKH, IO KOHTYPY, CKBO3HOE, CBEPXY U
CHU3Yy, IIE€pell TEKCTOM, 3a TEKCTOM WM JJIs W3MEHEHUs IpaHHIbl 0O0TekaHus. Onuus
«3meHuTh rpanuily oOTE€KaHHsS» AOCTYIHA TOJIBKO B TOM Ciy4ae, €cid BbIOpaH CTHUJIb
oOTeKaHusl, OTIMYHBIA 0T cTuiisd «B Tekcre». UToObI MPOU3BOIBHO U3MEHHUTH T'PaHUILY,
nepeTackuBaiTe TOYKM TpaHUllbl 00TekaHus. YTOOBI co3/1aTh HOBYIO TOUKY I'paHUIIbI

O6T€KaHI/ISI, MCJIIKHUTC B JI000M MeECTe Ha KpaCHOﬁ JIMHUKU U IICPCTAIIUTC €€ B HYKHYIO

1o3uInio (Pucynok 111).

Pucynok 111 — Ilpon3BojibHOE H3MeHEHHE CTHISE 00TEeKAHMSI

— IoBopoT — ucnonb3yercs it MOBOpoTa u3o0pakeHus Ha 90 rpaaycoB Mo WiH
IPOTUB YaCOBOW CTPEJIKH, a TAKXKe JUIsl OTPaKEHUs N300pakeHUs M0 BEPTUKAILHOW WIN

TOPU30HTAIBHOMN OCH.
— BcTraBuTh Ha3BaHMe — UCTIOJB3YETCS] BCTABKU Ha3BaHUS N300paXeHHUS.

— COXpaHI/ITb KaK PUCYHOK — HUCIIOJIB3YCTCA IJIA COXPAaHCHUA I/1306pa)KeHI/I$I Ha

KOMIIBIOTED.
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— OO0pe3atb — UCHOIB3YETCS A IPUMEHEHHSI OJJHOTO U3 BapUAHTOB OOPE3KU:
«O06pe3aTh», «3anmuBkay win «Brucatey. Beibepute n3 moameHto myHKT «OO0pes3aTsy,
3aTeM IepeTalnTe MapKepsl 0Ope3KH, 4TOObI 3a1aTh 00JacTh OOPE3KH, M HAKMHTE Ha
OJIHY U3 3TUX TPEX OMIMHA B MOJMEHIO elle pa3, YTOObl IPUMEHUTh U3MEHEHHUS.

— PeanbHblii pa3mep — uUCIONB3yeTCS [UIsi CMEHBI TEKYIIETO pa3Mmepa
n300pakeHMs Ha peasibHbIN pa3Mep.

— 3amMeHuTh H300paKeHHME — UCIOJB3YETCS JUIA 3aMEHBl  TEKYILEro
n300pakeHus myTeM 3arpy3ku apyroro — «W3 daitnay nmam ITo URL.

— JlonmosHUTebHbIE MapaMeTpbl W300paskeHHs1 — KCIOJIB3YeTCs JJS BBI30Ba

okHa «300paxkeHne — JOMOJHUTENIbHBIC MapaMeTpb» (Pucynok 112).

3anuexa

KoHTyp

TonuwmHa LiseT

0.5nT v -" A
Tun

Henpospa4yHocTe ﬂ
q (100 100 %
W3MeHUTE aBTOUIypY O~

OTOOpa#aTh TEHL

Pucynok 112 — JlonosiHuTe/IbHBIE TAPAMETPbI H300paKeHU

Korna wuzobOpaxeHnue BbLAeNEHO, copaBa oToOpaxkaercss 3Hadyok «[lapamerpsl
¢urype». lllenkHyB ero, oTkpbiBaeTrcs Bkiaaka «l[lapamerpsl ¢urypen»» Ha mnpaBoit

OOKOBOI1 maHenu, I71e MOKHO U3MEHUTD THII, IIUPUHY U IIBET KOHTypa Gurypsl. Takxe B
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TOM MEHIO MMEETCS BO3MOXXHOCTh CMEHHMTh THUIl (DUTYpBI, BHIOpaB APYTYIO B pasjese
«3menuts aBrodurypy» — GopMa H300paKEHHS TPU ITOM aBTOMATHYECKHU
oOHOBysieTcss. B HacTpoiikax ¢urypsl mpucyTcTByeT mapamerp «HempospadHocTby, ¢
MOMOIIbIO KOTOPOTO MOXHO 33J1aTh YPOBEHb MPO3PAYHOCTH M300paKeHHsI, CIENaB €ro
YaCTUYHO WJIM TMOJHOCTBIO Tpo3pauHbiM. Ha TOM ke BKIaaKe JOCTynmHa (QYyHKIUS
«OToOpakaTh TeHbY, MO3BOJISIIOIIAS JOOABUTh TEHb K M300paXKEHUIO.

HN3MeHeHUeE 10NMOJTHUTEILHBIX IAPAMETPOB U300paKeHHsI

YToOBI U3MEHUTH JOTIOTHUTEIBHBIC MTAPAMETPHI H300paKEHUS, IICIIKHUTE TI0 HEMY
MPaBOil KHOMKOM MBIIIU ¥ BBIOEPUTE U3 KOHTEKCTHOTO MEHIO MYHKT «JlOMmoJHUTENbHbIE
napaMeTpbl uzoOpaxeHus». Mnu HaxmuTe cChulKy JIOTMOTHUTENbHBIC MapaMeTpbl Ha

nmpaBoit 60koBo# nmaHenu. OTKPOETCs OKHO CBOMCTB M300payKEHUS:

HGDEPE)KEHHE - AONONHWUTenNbHEBIE NapaMeTphl

3.09 cuillll > 488cm | PeanbHbli pasmep
MoeopoT S . -

OB6TekaHWe TEKCTOM
MonoxeHue

AnNETEPHATHEHBIA TEKCT

Pucynok 113 — OxHo cBolicTB H300paskeHust

Bxrnanka «Pa3Mep» coepkut ciaeayroue napameTphl:



154
RU.48324255.71P (PJ)-P/1-B1.0
— Illupuna u BbicoTa — UCHONB3YWUTE STH OMNIUHU, YTOOBI U3MEHUTH HIUPUHY
W/Un BBICOTY M300pakeHusi. Eciu Haxkata kHomka «CoXpaHSTh MNPONOPIUN» (B 3TOM
Cllydae OHa BBITJISIUT TaK: ), IMIMPUHA U BBICOTA OYyAyT M3MEHEHBI MPOIOPIIHOHAILHO,
COXpaHsisi HCXOJIHO€ COOTHOIIEHHE CTOPOH u300paxeHus. YToObl BOCCTaHOBUTH

peanbHbIid pa3Mep A00aBIEHHOTO U300paKEHUS, HAXKMUTE KHOIIKY «PeanbHblil pazmepy.

Vlaoﬁpameuue - JONONHUTeNnkHbIe NapaMeTpbl

Paamep - 01

T

OTpaxeHo o ropu3oHTanu
O6TekaHWe TeKCTOM P p

Mo BepTUKANK

AnETEpHaTHEHBIA TEKCT

Pucynok 114 — Bkaaaka «Ilosopor»

Bxnangka «IToBopoT» (Pucynok 114) COIEPKUT CIEAYIONINE TTapaMeTpPhI:

—  ¥Yroa — ucCnonp3yHTe 3Ty OMIUIO, YTOOBI MOBEPHYTH M300paK€HHE HA TOYHO
3aJlaHHbIN yrojl. BBenurte B 1osie HY>)KHO€ 3HAUYE€HHE B Ipajlycax WU CKOPPEKTHPYHTE
€ro, UCIOJIb3ys CTPEJIKU CIpaBa.

— OTpaxeHo — OTMEThTE TaTouKou omuio «Ilo ropu3zoHTaNM», YTOOBI OTPA3HUTH
M300pakeHHEe MO TOPU3OHTANU (CIeBa HANpaBoO), WM OTMEThTE ranoykoi omnuuio «Ilo

BEPTUKAIIN», YTOOBI OTPA3UTh H300paKEHUE N0 BEPTUKAIN (CBEPXY BHH3).
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MSOSPG)KQHMQ - AonNonHWTenkeHbIe NapamMeTpbi

Paamep CTUNE 06TeKaHMA
Mosopot g E“E i“é 3_*5
O6TeKkaHne TEKCTOM

X ¥

e

AnETEPHAaTHBHBIA TEKCT

PaccTofAHWe OO TeKcTa

Caepxy CneBa

CHuay Cnpasa

oc

Pucynok 115 — Bkaaaka «O0Tekanue TeKCTOM

Bxnanka «O0TekaHre TEKCTOMY COACPKUT CIENYIOLIUE TapaMeTphI:

— CTniab 00TeKaHMsl — UCHOJB3YHTE 3Ty OMNIMIO, YTOOBI M3MEHHUTH CHOCO0
pa3MeleHus u300paKeHUs: OTHOCUTEIBHO TEKCTa: WM OHO OyJIeT SBISTHCS YacThIO
TekcTa (eciau BbIOpaH CTUJIb 00TekaHusi «B Tekcte») unm TekcT OyaeT o0TeKkaTh €ro co

BCEX CTOPOH (eciiu BEIOpAH OJIMH U3 OCTAJIBHBIX CTUJICH).

e B Tekcre E — HM300paK€HHE CUMTAETCS YACThIO TEKCTa, KaK OT/AEJIbHBIM
CHMBOJI, II03TOMY TIpH TIEPEMCIICHHH TEeKCTa HU300paKeHHUe TOXKe
nepememaercs. B aTom ciydae napaMeTpsl pacioioKeHUs HEAOCTYITHBI.

e FEcimu BbIOpaH OIWH U3 CICAYIONMX CTUJEH, W300paKeHWEe MOXKHO
nepeMeniaTb HE3aBUCHUMO OT TEKCTa W TOYHO 33/1aBaTh IOJIOKEHUE

M300paKeHUs Ha CTPaHUIIE:
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Bokpyr pamku @— TEKCT OOTEKAeT MPAMOYTOJIbHYI0 PaMKy, KOTOpas

OKpY>KaeT u300pa’keHue.
Ilo xkoHTYpY @ — TEKCT 00TEKAaET peaabHbIe KOHTYPHI H300paKeHHUS.

CKBO?.HOC@— TEKCT OOTEKaeT BOKPYT KOHTYpOB U300paKCHUS U
3aMojHsAeT HE3aMKHYTO€ CBOOOJHOE MeCTO BHYTpU Hero. UToObl 3TOT
3 dekT nposBuiICs, UCTIONB3YHTE onuuio «3MeHUTh rpaHully 0OTeKaHUS

N3 KOHTCKCTHOI'O MCHIO.

CBepxy H CHI/I3y§— TCKCT HaAXOIUTCA TOJBKO BbIIIC MW HHIKC

U300pa’KeHU.
£
Ilepen TexkcTom S5 — H300pakeHUE TEPEKPHIBAET TEKCT.

3a TekcToM — TEKCT MEePEKPHIBAET U300paKEeHHUE.

[Ipu BBIOOpE CcTHIIA OOTEKaHUS BOKPYT PaMKH, MO KOHTYPY, CKBO3HOE WIIH
CBEPXY U CHU3Y MOXHO 33JaTh JOMOJHUTEIbHbBIE TAPAMETPhI — «PACCTOSHHE
710 TEKCTa» CO BCEX CTOPOH (CBEpXY, CHU3Y, CIIEBA, CIIPABA).

WaobpameHue - gononHUTenksHkIe NapaMeTphl

Paamep Mo ropusoHTanm

BbipaBHHBaHue OTHOCHTENBHO
Mosopot
O6TeKaHWe TEKCTOM Monoxexue cnpagsa ot

~ =
(] Ocm , CronGua v
Monoxexne
OTHOCHTENBHOE NONOKEHWE  OTHOCHTENBHO

AnETepHaTUBHBIA TEKCT

Mo BepTukanu
BbipaBHUBaHue OTHOCHTENBHO

Monoxexnue HIKE
) Ocm AB3aua v

OTHOCUTENBHOE NONOKEHNE OTHOCHTENBHO

MapameTpei
v TepemelaTts ¢ TeKCTOM v/ PaspelunTb nepexpbiTie

Pucynok 116 — Bkaaaka «Ilosoxenune»
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Bxnaaka «Ilonoxxenue» (Pucymok 116) IOCTYNHA TOJIBKO B TOM Ciydae, €cClid
BBIOpaH CTUJIb OOTEKAaHUs, OTIMYHbBIN OT cTUiIs «B TekcTey.

Bknanka CcOAEpKWT CIEOYIOUIME IapaMeTpbl, KOTOpbIE pa3IuyaroTcsi B
3aBUCUMOCTH OT BBIOPAHHOT'O CTHJISI OOTEKAHMS:

— B pazgene Ilo ropu3oHTaMm MOXHO BbIOpaTh OJUH W3 CIEAYIOIMIUX TPEX
CH0CO00B MO3UIIMOHUPOBAHUS N300paKEHUS:

e BroipaBHuBaHMe (10 JIEBOMY Kparo, IO IEHTPY, IO MPaBOMY Kparo)
OTHOCHTEJIbHO CHUMBOJIA, CTOJIOLA, JIEBOTO TMOJIA, MOJs, CTPAHULBI WIH
paBoro MoJs,

e AobcomotHoe Ilosoxkenue, ompenensieMoe B aOCOMIOTHBIX €AMHUIIAX, T.€.
Cantumerpax/Ilynkrax//Aoiimax (B 3aBUCUMOCTH OT TOrO, Kakou
napaMeTp ykazaHn Ha Briaake «®Danmwnm»  —  «/lononHuTtenbHbIE
napameTphl...»), CIpaBa OT CHUMBOJa, CTOJOLA, JIEBOrO TOJIS, TOJIA,
CTPAHMIIBI WJIM MPABOIO OIS,

e OrTHoOCHMTEJBbHOE IOJIOKEHHE, ONPEIEISIEMOE B MPOLEHTAX, OTHOCUTEIBHO
JIEBOTO TOJIS, TTOJISI, CTPAHUIBI HJIA IPABOTO TOJIA.

— B pazgene Ilo BepTMKaJM MOXHO BBIOpAaTh OJAWH W3 CIEAYIOUIUX TpeEX
CHO0CO00B MO3UIIMOHUPOBAHUS U300paKEHUS:

e BroipaBHuBaHMe (10 BEpXHEMY Kpaw, MO LEHTPY, MO HUKHEMY Kparo)
OTHOCHUTEJIbHO CTPOKH, MOJs, HIKHEro IMoJsi, a03ala, CTPAHWIbl WIH
BEPXHET0 MOJI,

e Aob6comotHoe Ilosnoxkenme, omnpenensieMoe B aOCOMIOTHBIX €AMHHIIAX, T.€.
Cantumerpax/Ilynkrax//Aroiimax (B 3aBUCUMOCTH OT TOrO, Kakou
napameTp ykazaHn Ha Briaake «®Dawnm»  —  «/lononHurtenbHbIE
napameTpsl...»), HUKE CTPOKH, MOJIsl, HUKHETO MoJjs, ad3ala, CTpaHUIbl WIH
BEPXHETro MOoJs,

e OTHOCHUTENIBHOE TOJIO)KEHHUE, ONPENEIIEMOE B IPOLIEHTAX, OTHOCUTEIBHO
0JIs1, HUYKHETO TOJIsI, CTPAHUIBI UJIK BEPXHETO TOJIS.

e Omuus IlepememiaTh ¢ TEKCTOM oOIlpeaenser, OyAeT Ju HU300paxeHue

nepemMemarTbCa BMCCTC C TCKCTOM, K KOTOPOMY OHO IIPHUBA3aHO.
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e Omnmus PaspeminTh nepekpbIiTHE ONpEneisieT, OyayT JU MEePEKPhIBATHCS
JIBa U300paKEHUSI, €CIU MEPETAIUTD UX OJU3KO JIPYT K IPYry Ha CTpaHUIIE.
Bxnanka « AnbTepHaTUBHBIN TEKCT» (Pucynok 117) MO3BOJISET 3a1aTh «3arojiOBOK»
u «Onucanue», KOTOpble OyAyT 3aUUTHIBATHCA JUIS JIIOJICH ¢ HAPYUICHUSIMU 3PEHUS WU
KOTHUTUBHBIMU HApYIICHUSIMHU, YTOOBI IOMOYb UM JIy4III€ TTOHATh, KaKyl0 WH(POpMAIIIIO

COJICP)KUT U300paKCHHE.

MSOSP&)KEHMG - AONONHWUTenNbHbIE NapaMeTpbl

Paamep 3aronoeok

MoeopoT

OnucaHue
O6TekaHWe TEKCTOM

AnETEPHATUBHOE TEKCTOBOE NPEACTABNEHUE UHOPMALIMK O
BM3yanbHOM 0ObeKTe, KoTopoe Oy[eT 3aYMThIBaTLCA ANA Miofen
C HApYLUEHWAMM 3DEHWA WM KOTHUTMBHBIMKM HAPYLLIEHWUAMM,
4TOObI NOMOYL UM MYYLIE NOHATL, KAKYIO MHIPOPMALIMIO CONEDHKUT
U300paKEHUE, aBTOUIYpa, AMarpaMMa Unu Tabnuua.

I o

Pucynok 117 — Bkaaaka «AJIbTePHATUBHBIN TEKCT»

3.74 BcraBka aBToQuryp

BceraBka aBTodurypsl

Jlnst no6aBieHust aBTOPUTYPBI B TOKYMEHT:

1. mepenauTe Ha BKNaaKy «BcraBka» BepXHEW MMaHEIN HHCTPYMEHTOB,
2. LIEIKHUTE 0 3Ha4UKy «Durypa» Ha BEpXHEW [TaHEIU UHCTPYMEHTOB,

3. BbIOEpUTE OAHY W3 IOCTYMHBIX TPYII aBTOPUTYD:
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o [Ilocnennue ucnoab30BaHHEIE,
e (OcHoBHBIE PUTYDHI,
o DurypHbI€ CTPEIIKH,
e MaremMaTn4ecKue 3HAKH,
o (CxeMmsnl,
e 3Be3/bl U JICHTHI,
e BriHoCKH,
e Knomku,
e [IpsaMOyroJbHUKH,

e Jlunum,

4. WIETKHUTE MO HYKHOM aBTOQUTYpEe BHYTPHU BIOPAHHOW TPYIIIIbI,
5. yCTaHOBUTE Kypcop Tam, IJie TpeOyeTcsi IOMECTUTh aBTOUTypy,

6. mocne Toro, kak aBTourypa Oyaer no0aBieHa, MOXKXHO U3MEHHUTh €€ pa3Mep,

MECTOIIOJIOKEHUE U CBOUCTBA.

IIpumeuyanue — YToObl 106aBUTH HAMUCHh BHYTPH (PUTYpHI, YOETUTECh, UTO (UTYypa Ha CTPAHUIIE
BBIJICJICHA, M HAaYMHAKWTE medyaraTh TEKCT. TeKCT, JOOaBICHHBIH TaKUM CIIOCOOOM, CTaHOBHTCS
4acThI0 aBTO(UTYPHI (MPH MEPEMENICHUN WM MOBOPOTE aBTOPHUIYphl TEKCT OyAET IepeMenaTbes
WM TIOBODAYHMBATHCS BMECTE C HEM).

K aBrodurype takxxe MoxxkHO 100aBUTh MOAMUCH (MoApoOHee B 1. 3.7.8).

IlepemenieHue U U3MeHeHHEe pa3Mepa apToduryp

Jis u3MeHeHus pasMepa aBTO(UIyphl IIEPETACKUBANTE MajeHbKUE KBaapathl | |,
pacrmoyioKeHHbIE MO0 KpasMm aBTOPUTYpbl. UTOOBI COXpaHUTH HMCXOJHBIE MPOMOPITUU
BBIOpaHHON aBTO(UTYpHI MPU MU3MEHEHUU pa3Mmepa, yAepkuBaiTe kiaBuiny «Shifty u

HepeTaCKHBaﬁTe OJIMH U3 YI'JIOBBIX 3HAYKOB.

Pucynok 118 — Ilepemerenne n u3MeHeHue pazmMepa aBTopuryp
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[Tpu u3MeHeHNN HEKOTOPBIX GUTYP, HATTPUMED, PUTYPHBIX CTPEJIOK HIIA BHIHOCOK,
TaKKe JOCTYIEH SKEeNThIi 3HauoKk B (opme pomba « ©.». OH MO3BONSAET H3MEHSTH
OTJIeJIbHBIE TapaMeTphl (POPMBI, HAIPUMED, UTUHY YKa3aTesl CTPEIIKU.

Jist “3MEeHeHUsT MEeCTOTOJOXKEHHSI aBTOPUTYphl HUCIHOJIB3YUTE 3HAYOK « 3 ),
KOTOPBIM MOSIBISETCS TOCJI€ HaBEIEHUsI Kypcopa Mbllid Ha aBTrodurypy. Ileperammure
aBTOGUTYpPy Ha HYXKHOE€ MECTO, HE OTMyCKas KHOMKY MbImm. [lpu mnepememennn
aBTOGUTYpPhl HA DKpaHE TMOSABISIOTCS HAMPABISAIONINE, KOTOPHIE TOMOTaloT TOYHO
PacCIONOXKUTh OOBEKT Ha CTpaHUIlE (€clii BBIOpaH CTWIIb OOTEKaHUsI, OTIIMYHBINA OT CTHUIIS
«B Tekcrey). UToOb! epemeniath aBTOGUrypy C 1mMaroM B OJWH MMHUKCENb, YACPKUBANTE
kiapumy «Ctrl» u ucnonb3yiTe CTpeinku Ha KiaBuatype. UToObl mepemMeniarb
aBTOUTYPY CTPOTO MO TOPH3OHTAIIM/BEPTUKAIM W TPEJOTBPATUTH €€ CMEIICHHUE B
MEPIEHIUKYJISIPHOM ~HAIlPaBJICHUHM, NPU MEPETACKUBAHUU YAECPKUBAWTE KIIABUIILY
«Shifty.

UtoOBI MOBEpHYTH aBTO(HUTYpPY, HABEIUTE KYypCOpP MBIIIM HAa MapKep MOBOPOTA H
MepeTaluTe ero Mo YacoBOM CTPEJIKE WM MPOTUB YaCcOBOM cTpesku. YToObI OrpaHUYUTh
yroJl IOBOpOTa maroM B 15 rpagycoB, NpH NOBOPAaYMBAHUU YACPKUBAWUTE KIIABUILY
«Shifty.

N3meHeHne napamMeTpoB aBTOQUIYPHI

YToOBI BBIPOBHATH WM PACIOJIOKUTH aBTOMUTYPHI B OMPEICICHHOM TIOPSIKE,
UCIIOJIB3YUTE KOHTEKCTHOE MEHIO. MEHIO COAEPKUT CIEAYIOIINE TyHKTHI:

— BpbIpe3aTb, KONUMPOBaTh, BCTABUTH — CTAHIAPTHBIE OMIMHA, KOTOPHIE

— UCHOJNB3YIOTCS  JUIsl  BBIPE3aHUS  WJIW  KOMNMPOBAHUS  BBIIEJICHHOTO
TEKCTa/00BhEKTAa U BCTABKU PaHEE BHIPE3aHHOI'0/CKOMUPOBAHHOTO (PparMeHTa TEKCTa WM
00BEKTa B TO MECTO, TJI€ HAXOAUTCS Kypcop.

— HamneuyaraTh BblJeJIeHHO€ — UCIIOJIB3YeTCS JJIs MEeYaTH TOJbKO BHIOPAHHOM
YacTH TOKYMEHTA.

— Ilpunarb / OTKJIOHUTHL HU3MEHEHHMS] — WCIOJIb3YETCS JUIsl MPUHITHS WIH
OTKJIOHEHHUS OTCJIC)KUBAEMbIX U3BMEHEHHH B O0IIIEM JIOKYMEHTE.

— MW3MeHUTh TOYKH — HCHOJB3YeTCS HJisd PEAaKTUPOBaHUS (POpMBI HIH

W3MEHEHUS] KPUBU3HBI aBTO(DUTYPHI.
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1. Jns akTUBalMU PEXKUMa PEAAKTUPOBAHUS OMOPHBIX TOYEK (QUTYPHI, IICIKHUTE
paBOM KHOMKON MBIIIHU U BbIOepUTE «3MEHUTH TOUKNU» B KOHTEKCTHOM MEHIO.
UepHble KBajpaThl 0003HAYAIOT OIMOPHBIC TOYKH (COSAMHEHUS JIMHHM), a
KpacHasl JIMHHUS — KOHTYp ¢urypsl. Ileperamure kBaapaT, 4ToObl U3MEHUTH

M0JIO)KEHUE TOYKH U (popMy PUTYPBHIL.

2. Tlocne cnpura onopHOW TOYKU (QUTypbI, TOSIBATCS JBE CUHUE JIMHUU C OeIbIMU
KBaJpaTaMyd Ha KOHLAX. JTO KpuUBbIE be3be, KOTOpBIE MO3BOJISIIOT CO3/1aBaTh

KPUBYIO M U3MEHSATH €€ 3HAYCHHUE.

Pucynok 119 — PejakrupoBanue aprodurypsl

3. Tloka omopHbIE TOYKU AKTUBHBI, MOXHO JT00aBIATh M yAQIITh UX. UTOOBI
no0aBUTh TOUKY K ¢urype, ynepxuaite «Ctrl» W METKHUTE MECTO, TIe
TpeOyeTcsi 100aBUTh OMOPHYIO TOUYKY. UTOOBI yIaguTh TOUKY, YIEp KHUBaHTE

«Ctrl» 1 meNKHUTE IO HEHYKHOM TOUKE.

— Tlopsimok — wucmonb3yeTcsi, 4yToObl BBIHECTH BBIOpaHHYIO aBTO(UTYpYy Ha
NepeHUM MJIaH, NePEeMECTUTh Ha 3aJHUM IJIaH, MEPEeHECTU BHEpe]l WM Ha3al, a TaKkKe
CTPYNIIUPOBATh WM Pa3TpyNIUpPOBaTh aBTOPHUIYpHI NJs BBINOJHEHUS OMepanuil Hal
HECKOJIbKUMH U3 HUX Cpa3y.

— BblpaBHMBaHHe — HCIONB3YETCs, YTOOBI BBIPOBHATH (GUTYPY IO JIEBOMY
Kparo, 1o LEHTPY, [0 IPaBOMYy Kpalo, 0 BEPXHEMY Kparo, MO CEpeAMHE, 10 HUKHEMY
Kparo.

— Cruap o0TekaHMsl — HCIOJNb3YEeTCS, YTOOBl BBHIOPATh OAWUH M3 JOCTYITHBIX

CTWJICH O0TEeKaHHUsI TEKCTOM — B TEKCTE, BOKPYT paMKH, IO KOHTYPY, CKBO3HOE, CBEPXY H
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CHM3Y, Iepe/l TEKCTOM, 3a TEKCTOM — WJIM JUIsl U3MEHEHUs TpaHullbl o0Tekanus. Onuus
«3meHnTh rpaHuily 0O0TE€KaHUsS» AOCTYIHA TOJBKO B TOM Ciy4ae, €Clid BbIOpaH CTHIIb
oOTeKaHus, OTIUYHBIN 0T cTuis «B Texctey. UTOOBI MPOU3BOIBLHO U3MEHUTH TPaHMUILY,
NepeTacKMBaTe TOUYKU TpaHUIbl oOTekaHus. UTOOBI cO37aTh HOBYIO TOUKY T'PaHHUIIBI
oOTeKaHus, MEIKHUTE B JTIOOOM MECTe Ha KpacCHOW JIMHUU U TEPETAIIUTE €€ B HYKHYIO
NO3ULIUIO.

— TloBopoT — wucmonb3yercs, 4ToObl MOBEpHYTH (urypy Ha 90 TpamgycoB 1o
YaCcOBOI CTpeJKe WM MPOTHB YaCOBOM CTPENKH, a TaKXkKe 4TOObI OTPa3UuTh (PUrypy clieBa
HaIpaBO WA CBEPXY BHHU3.

— JlonmoJIHUTeIbHbIe MapaMeTpbl (UIYPbl — UCTIOIB3YETCS ISl BHI30BA OKHA
«®Durypa — J0NOJHUTENIbHbIE TAPAMETPHI».

— HexoTopsie mapameTpbl aBTOQUTYpPbI MOKHO U3MEHUTH C TTOMOIIBIO BKIIAJIKH
«ITapameTtpsl Gpurypsp» Ha paBoil O0KOBOW MaHeau. YToObl €€ aKTUBUPOBATh, IIETKHUTE
no ¢urype u BeiOepute 3Ha4OK «[lapameTpsl Gpurypsn» cnpasa. 31ech MOKHO U3MEHHUTH
CJIEIYIOLIUE CBOMCTBA:

— 3ajnuBKa — UCMOJIB3YUTE ATOT pasjiell, 4ToObl BHIOPATHh 3aJIMBKY aBTOMUTYPHI.
Mo>kHO BBIOpATh CIAEAYIOIINE BAPUAHTHI:

e 3anuBka uBeToM (Pucynok 120) — BBIOEPUTE 3Ty OINIMIO, YTOOBI 3a1aTh
CIUIOIIHOM IIBET, KOTOPHIM TpeOyeTCs 3alO0JHUTh BHYTPEHHEE IPOCTPAHCTBO
BbIOpaHHOM  ¢urypel.  Haxmure Ha  [BETHOM  MOPAMOYTOJbHUK,
PacToJIOKEHHBIA HIKE, U BBIOEpUTE HYXKHBIN I[BET U3 JOCTYIHBIX HAOOPOB

[IBETOB WJIM 3a7aiTe Jr000i I[BET.

3anuexa

3anWEK3 LBETOM

i

HenpospadyHocTs
0 {100 100 % ©

Pucynok 120 — 3aauBka userom

e ['paguentHas 3anuBKa (Pucynok 121) — BRIOEPUTE ATy OIIIMIO, YTOOBI 3AJIUThH

burypy I1ByMs LIBETaMH, IJIABHO NEPEXOASAIIMMU APYT B Ipyra.
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3anuexa

lpaaueHTHaA 3aNWUEK3

Crune Hanpaenexwne

JTMHENHBIA

~

Yron 027

TouqkW rpagueHTa

Lieet Monoxexue

I - 0% o an

HenpospayHocTe
0 {100 100%

Pucynok 121 — I'paauenTHas 327 1MBKAa

Crunp — BeiOepute JIuHelHbIi i PagnaabHblii:

* JIMHEHHBIH WCIOJIB3YeTCs Uil M3MEHEHHs LBETOB CJIEBa HAIPaBo,
CBEpXy BHHM3 WIH TOJ JIIOObIM BBIOPAHHBIM yIJIOM B OJHOM
HanpaBieHuU. YToObl BBHIOpPAaTh MPEIyCTAHOBICHHOE HAIlpaBJCHHE,
LICJIKHUTE Ha CTPEJKY PSJOM C OKHOM IPEIBAPUTEIBHOIO IPOCMOTPA
«HanpaBrneHue» wiM ke 3adailTe TOYHOE 3HAYEHHUE yria IpaJueHTa B
oJIe «YTOID.

* PagMajbHBIA UCHOJIB3YETCS JUIsl U3MEHEHUS LBETOB IO KPyry — OT
LEHTpPa K KpasiM.

Touka rpagueHTa — 3TO ONpeeIeHHas TOYKa Mepexo1a OT OJHOrO IBETa K
JIPYroMmy.

* UroO6sl  100aBUTH  TOYKYy TIpaaueHTta, Mcnonme3ydTe  KHONKY
Jlo6aBuTh TOuKy rpamuenta & i momyHok. MoxHO 106aBuTH 10 10
Touek rpaguenta. Kaxnas cienyromast 7oOaBiaeHHAsl TOUKAa I'paJueHTa
HUKOMM 00pa3oM HE MOBJIUSAET HAa BHEIIHUN BUJ TEKYyILIEH IpaueHTHON
3aJIMBKHU.

* Ur0o0B! yAaluTh ONPEACICHHYIO TOUKY I'PaJiu€HTa, UCIIOIb3YHTE KHOIIKY

YI[aJ'II/ITB TOYKY I'palUCHTA A .
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* UToOBI U3MEHUTDH MOJOKEHUE TOUKU IPaIUE€HTA, UCTIOIb3YHTE TOI3YHOK
i  ykaxute  «llomoxkenue» B MpoLEHTaX  JUII  TOYHOIO
MECTOMOJIOKEHHUS.

* YroObl NPUMEHUTHh IBET K TOYKE TIPaJUEHTA, IIEIKHUTE TOYKY Ha
MaHEeIM TOJI3YHKa, a 3aTeM HaxMmuTe «L[BeT», 4ToObl BEIOpATh HYXHBIM
LBET.

N300paxeHne nin TeKCTypa — BBIOEPUTE 3Ty OMIMIO, YTOOBI MCIOJIB30BATh
B KauecTBe (poHa (pUrypbl KaKoe-TO N300paKEHUE WIIH TOTOBYIO TEKCTYPY.

3anueka

WMzoBpaxeHne unu TEKCTYpa
BriSpate nsobpanerne

PacTaseHue

M3 TexcTypo

Bmbpare
Henpospa4HocTb o
0 { J100 100 %

Pucynok 122 — U300pakeHHne HJIU TEKCTypa

Ecnu tpebyercst ncmonb3oBath n3oOpakeHHe B KauecTBe (oHa (UTYpHI,
MOXHO J100aBUTH H300paxkeHue «M3 daiina», BbIOpaB €ro Ha >XECTKOM
nucke kommbiotepa, win «llo URL», BcTaBMB B OTKpBIBIIEMCS OKHE
cootBercTByrommii URL-anpec, wiu «U3 xpanunuiiay, BeIOpaB HYXHOE
n300paxeHue, COXpaHEHHOE Ha TopTaie.

Ecnu Ttpebyercsa wucnonb3oBaTh TEKCTypy B KaudecTBe (oHa (urypsl,
pa3BepHUTE MeHIO M3 TEKCTYphl M BHIOEPUTE HYKHYIO TIPEIYyCTAHOBICHHYIO
TEKCTYpY.

B nacTosiiee BpeMsi JOCTYIHBI CAEAYIOIINE TEKCTYpbl: «XoacT», «KapTony,
«Temuas tkaub», «Ilecok», «I'panut», «Cepas Oymara», «Bs3anue»,
«Koxay, «Kpadt-6ymara», «Ilanupycy, «lepeBoy.

B Tom cnydae, ecnu BbIOpaHHOE H300pa)k€HUE HMEET OOJbIIUE WU
MEHBIITUE pa3Mepbl, YeM aBTO(MUTYpa, MOXKHO BHIOpATh M3 BBHINAAOIIETO

cricka napamerp «Pactsxenue» unu «Ilnutkay.
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Omums «PacTsbkeHHre» IO3BOJISIET MOJOTHATh pa3Mep H300pa)KeHHs IO
pa3Mep aBTOMHUTYpHI, YTOOBI OHO MOIJIO IIOJHOCTBIO  3aIlOJTHHUTH
MIPOCTPAHCTBO.

Omums  «[lnmutka» Mmo3BodsSET OTOOpakaTh TOJBKO YacTh OOJBIIETO
M300paKCHUS, COXPaAHsSS €ro MCXOJHBIC pa3MepPhl, WIIH ITOBTOPSITh MCHBIIICE
M300paKEHHUE, COXpaHSIs €ro HWCXOJHBIE pa3Mephbl, MO BCEW IUIOMIAIH

aBTO(GUTYPHI, YTOOBI OHO MOTJIO MOJTHOCTHIO 3aMOTHUTH MPOCTPAHCTBO.

IIpumeuanue — JloOas BeIOpaHHas MpeAyCTAHOBIEHHAS TEKCTypa TOJTHOCTBIO 3alOHSET
MPOCTPAHCTBO, HO B ClIydae HEOOXOAUMOCTH MOXKHO IPUMEHUTH 3 PekT PacTskeHue.

VY30p (Pucynox 123) — BbIOEpHUTE 3Ty ONUHUIO, YTOOBI 3aJIUTh (UTYpY C
IOMOIIbIO JABYXI[BETHOTO PHUCYHKa, KOTOpPbIi 0Opa3oBaH peryssipHO
HOBTOPSIIOIIMMHUCS 3JIEMEHTAMHU.

3anuexa

Ysop

Ysop

\\\\\\\\\\\\\\ P
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(SSCLUL REPPFFST i pllelh
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LleeT nepegrero nnada - -

LieeT gronHa

¢
Henpospa4yHocTb

0 e {100 100 %

Pucynok 123 — ¥Y3o0p

VY30p — BeIOEpUTE OJIUH U3 TOTOBBIX PUCYHKOB B MEHIO.
LIBeT mepenHero mnjaHa — HAKMUTE Ha 3TO LIBETOBOE I10JI€, YTOObI U3MEHUTH
LBET 2JIEMEHTOB y30pa.
LIBeT ¢oHa — HAXKMHUTE HA ATO IIBETOBOE IOJIE, YTOOBI U3MEHHUTDH I[BET (POHA
y3opa.

= be3 3aJIMBKU — BBIOEPUTE ATY OMIIMIO, €CIIM HE TPeOYyeTCs MCIOIb30BaTh

3aJIUBKY.
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Janvexa
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N3MeHHTE aBTODUrYypY
OToGpaxarte TeHb

[ononHuTentHbie napaMeTpo

Pucynok 124 — ITapameTtpsl ¢purypsi

Henmpo3pauHocTh — HWCHONB3YHTE STOT pas3iel, YTOOBI 3aaaTh YPOBEHb
«Henpo3pauHoctn», TiepeTacKuMBas TOJI3YHOK WM BPYYHYIO BBOJIS
3HAUYCHHUE B NPOIIEHTaX. 3HAYCHUE, 3aJIaHHOE MO0 YMOJIYAHHUIO, COCTABIISICT
100%. OHO COOTBETCTBYET TMOJHOW Hempo3padyHocTH. 3HadueHue 0%
COOTBETCTBYET IOJIHON TTPO3PAYHOCTH.
Koutyp — ucnone3yiite 3TOT pasjei, 4ToObl U3MEHUTH TOJIIIUHY, I[BET WIH
THUII KOHTYpa.

* 3anuBKa I[BETOM — YTOOBI 33JaTh CIUIONTHOW IBET, KOTOPHIN TpeOyeTcs

MIPUMEHHTH K BBIOpaHHOH (urype.
* ['paaricHTHAS 3aJIMBKA — YTOOBI 3AJIUTH (PUTYPY ABYMS I[BETAMH,

" [UIABHO MNEPEXOAIIMMU APYT B IPyTa.
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* be3 3anuBKM — €Clid 3aJMBKa HE TpeOyeTcsi, peKOMEHIYeTCs BhIOpaTh
JAHHYIO OILHUIO.

= Jlns W3MEHEHHsT 1BETa KOHTypa  IUCJIKHUTE II0  LBETHOMY
NPSIMOYTOJIBHUKY W BBIOEpPUTE HYKHBIM 1BET. MOXHO HCIOIb30BAThH
LBET BHIOPAHHOW TEMBbI, CTAaHJAPTHBIN UJIU MOJIb30BATEIbCKHUI 1IBET.

= JIns M3MEHEHUs IIUPHUHBI JUHUHU, OTKPOMTE PACKPBHIBAIOLIMNCS CIHCOK
«TonmmHa» u ykaxxute HykHOe 3HaueHue. [[octynHeie BapuanThl: 0.5
nt, 1 or, 1.5 oT, 2.25 nr, 3 0T, 4.5 or, 6 ot. Eciniu TpedyeTcst OTKIIOUNUTD
00BOJIKY, BbIOEpUTE MYHKT «be3 TuHum.

= Jlusi W3MEHEHHUsI THUIa KOHTypa BBIOEPUTE HYXKHYIO OIIUI0 U3
COOTBETCTBYIOIIETO  BBIMAJAIOUIETO0  COUCKa (O  YMOJYaHUIO
MIPUMEHSIETCSL CIUIOIIHAS JIMHUS, €€ MOXHO H3MEHHUTh HAa OJHY U3
JIOCTYIHBIX MYHKTUPHBIX JTUHUMN).

* JloBOpOT — HCTIOIB3YETCS, YTOOBI MOBEPHYTH (purypy Ha 90 rpagycoB mo
4acOBOW CTpEJIKE WJIM MNPOTUB YacOBOW CTPENKH, a TakkKe YTOOBI
oTpas3uTh GUTYpy ClIeBa HANPaBO WIHM CBEpPXy BHHM3. HaxmuTte Ha OmHY

N3 KHOIIOK:

» Knomka ) , 4UTOOBI MOBEPHYTh Purypy Ha 90 rpaaycoB NpOTUB YaCOBOMI

CTPEJIKH,

» Kuonka ¢~ , 4TOGBI noBepHyTh (urypy Ha 90 rpamycoB Mo 4acOBOM

CTpeJIKe,
= Knonka 4 | aro6s1 OTpa3uTh (PUTYpY [0 TOPU3OHTAIH (CIEBA HAIIPABO),

= Kuomka N 4T06b1 OTpa3uTh PUTYPY MO BEPTUKAIH (CBEPXY BHU3).
Ctuib 00TeKaHUs — UCIIONB3YHUTE ATOT pas3fien, 4ToObl BHIOpATh OJUH M3
JOCTYITHBIX CTHJIEW OOTEKaHMsI TEKCTOM — B TEKCTE, BOKPYT pPaMKH, IIO
KOHTYpPY, CKBO3HOE, CBEpPXYy M CHHU3Yy, MEpea TEKCTOM, 3a TEKCTOM (Iist
NOJyYeHUs]  JIONOJHUTEIBHOH  WHpOpMAaIMK  CMOTPUTE  OINHCAHUE

AOINOJIHUTCIIbHBIX ITapaMCTPOB HI/I)KG).
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o MHM3MeHMTH aBTOQUIYPY — HUCIOJB3YyHTE ATOT pa3ziell, 4TOObl 3aMEHUTH

TEKYLI[yI0 aBTOQUTYPY Ha IPYTyI0, BEIOPAB €€ U3 BBINAJIAI0IIEr0 CIIHCKA.

e Oto0paxkaTh TeHb — OTMETHTE ATy OINIIUIO, YTOOBI OTOOpakaTh QUTYPY C

TCHBIO.

N3meHeHHe TONOJHUTEIBHBIX IAPAMETPOB aBTOQUTYPBI

Y100l M3MEHUTH ONOJHUTEIbHBIE MapaMeTpbl aBTO(UTYPHI, IEIKHUTE MO HEl

MPaBOil KHOIKOW MBIIIA M BBHIOEPUTE M3 KOHTEKCTHOTO MEHIO MYyHKT J[OMOJHUTENbHbIE

napameTpbl. Mu HaxmuTe cChuiKy «/lonmomHuTenbHbIe mapaMeTpbl» Ha MpaBoid OOKOBOM

nanenu. OTkpoercsa okHO «Durypa — 1onoHUTENbHbIE NapaMeTpbl» (Pucynok 125).

®urypa - QONONHUTENkbHbIe NapaMeTpkl

=

MosopoT
O6TeKaHHe TEKCTOM
MonoxeHue

TIMHUM ¥ CTPEnKK
TekcToEOe none

ANETEepHaTHEHBIN TEKCT

LUnpuHa
ABCOMNKTHAR
~
L 2.54 cuill
OTHOCHTENBHAA  OTHOCUTENBHO

BeicoTa
ABconioTHanA

® 593cm
v

OTHOCHUTENbHAA OTHOCHMTENBHO

COXpaHATL NPONopLHK

OTMeHa

Pucynok 125 — JlonoiHuTe/IbHBIC IapaMeTPhbl ABTO(PUIypHI

Bxuagka «Pa3mep» COIepKUT CIeayIOINE TapaMeTPhI:

— Illupuna — WCTONB3YHTE OJHY W3 ITUX OIIUNA, YTOOBI U3MCHHTH

aBTO(UTYPBHI.

LHIUPUHY
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AOCOIOTHAs — YKa)KUTE TOYHOE 3HAUY€HHUE, OmpejensieMoe B a0COMIOTHBIX
eqununax, Cantumerpax/Ilynkrax/[JioiiMmax (B 3aBUCMMOCTH OT TOrO,
Kakol mnapaMeTp YykasaH Ha Bkiaagke «®Dannm» — «/lomomHUTENbHBIE»
napaMeTphl...»).
OTHOCUTENbHAS — YKAKHUTE pa3Mep B MPOLEHTAX OTHOCUTEIBHO IIMPUHBI
JEBOTO TOJIA, MOAs (pacCTOSHUSA MEXKIy JIEBBIM M MPaBbIM IOJISIMH),

IMUPHUHBI CTPAaHUIIbI UJINW HIMPHUHBI IIPABOI'O I10JIA.

BbicoTa — ucnonb3yiTe OJHY M3 3THUX OMNLMKA, YTOOBI M3MEHUTH BBICOTY

aBTO(UTYPHI.

AOCOIOTHAs — YKaKUTE TOYHOE 3HAUYEHHUE, OIpejiensieMoe B a0COIOTHBIX
eqununax, Cantumerpax/Ilynkrax/[JioiiMmax (B 3aBUCMMOCTH OT TOrO,
KakoW MapaMeTp yKa3aH Ha BkIajgke «Pawm» — «/lonomHurenbHbIe
napaMeTphl...»).

OTHOcUTENbHAS — YKAXKHUTE pasMep B IMPOLEHTAX OTHOCHUTENIBHO IO
(paccTosiHusL MEXAY BEPXHUM U HUKHUM MOJSIMHU), BBICOTBI HUYKHETO TOJIA,

BBICOTBI CTPAaHUIbI HJIX BBICOTHI BEPXHCTO ITOJIA.

Ecnu ycranosnen ¢uaxxok CoxpaHsiTb MPONOPUMH, IIUPUHA U BbICOTA OyAyT

HU3MCHCHBI IIPOIIOPIHHUOHAJIIBHO, COXPaHsiAd HCXOJHOC COOTHOMICHHUC CTOPOH (I)I/Il“ypI)I.
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@®urypa - AONONHUTeNkEHEIe NapaMeTpkl X

Pazmep won 0 I8

==

OTpaxeHo o ropu3oHTanu
O6TekaHWe TEKCTOM p p

Mo BEpTUKANH
Monoxexue

TIMHWUM M CTPEnKK
TeKcTOBOE Mone

AnETepHATUBHbIA TEKCT

Pucynok 126 — Bkaaaka «Ilosopor»

Bxitanka «IIoBOpoT» COMEPKUT CIEAYIOLINE NapaMETPhI:

— VYroa — uCHONB3YyHTE ATy OIUUIO, YTOOBI MOBEPHYTH (UTYpPY Ha TOYHO
3aJlaHHbIA yrojia. BeBeauTe B 10JIe HY>)KHOE 3HAYEHHWE B Ipaaycax WA CKOPPEKTUPYHMTE
€ro, UCIOJIb3Ys CTPEJIKU CIIPaBa.

— OrpaxkeHO — OoTMeThTe Trajioukoi omuuio [lo ropusoHTamu, yToOBl OTPA3UTH
¢burypy no ropusoHTaJId (clieBa HampaBo), WM OTMEeTbTe Tamoukoi omnuuio «llo

BEPTHUKAIN», YTOOBI OTPa3UTh (PUTypy 1O BEPTUKAIIU (CBEPXY BHHU3).
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murypa - AoONonHUTeNbHBIe NapamMeTpbi X

Pasmep CTUNb O6TEeKAHUR
Mlosopor M N A K
SN, TR el —

JTIMHMK ¥ CTpenkKu

TekcToBOS none PaccTosiHMe Oo TekcTa

} Ceepxy Cnesa
AnETepHATUBHBIA TEKCT

CHuU3y Cnpaea

Pucynok 127 — Bkaaaka «O0TekaHue TEKCTOM

Bxmanka «O0Tekanne TEKCTOM» COJEPIKUT CIEAYIOIINE TapaMeTphL:

— CTuab 00TeKaHUs — UCIOJIB3YWTE ATy OMIMIO, YTOOBI HM3MEHUTH CIIOCO0
pa3MeIIeHusT aBTO(UTYPbl OTHOCHTEIIBHO TEKCTa: WM OHO OYIEeT SBISATHCA YaCThIO
TeKcTa (eciu BBIOpaH CTUb 00TekaHusi «B TekcTe») uiam TekeT OyneTr oOTeKaTh ero co

BCEX CTOPOH (eciiu BbIOpaH OJMH U3 OCTAJIbHBIX CTUJICH).

e B TGKCTGE— aBTOGUTypa CUMTACTCS YaCThIO TEKCTa, KaK OTAEIbHBIN
CUMBOJI, T[IO3TOMY TIpU TIEPEMEIICHUH TEKCTa U300paKeHUe TOXKe
nepememiaercs. B 3Tom ciydae napaMmeTpsl pacioyiOKEHUsT HEAOCTYIIHBI.

Ecnu BbhIOpaH OIWMH W3 CIEAYIONIMX CTUJIEH, aBTOPUTYPY MOXHO MepeMellaTh

HE3aBUCHUMO OT TCKCTA U TOYHO 3a1aBaTh ITIOJIOZKCHUC (1)I/IprBI Ha CTpaHUIIC:

e Bokpyr pamkmn @— TEKCT OOTEKAeT MPAMOYTOJIbHYI0 PaMKy, KOTOpas

OKpY’KaeT aBTOQUTyYpYy.
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e Ilo koHTYypYy @ — TEKCT 00TEKaeT peajbHbIe KOHTYPbI aBTOPUTYPHI.

o CKBO3H0€@— TEKCT OOTEKaeT BOKPYI KOHTYpPOB aBTO(UIYpHl H
3aMoJIHAET HE3aMKHYTO€ CBOOOJHOE MECTO BHYTpU HeEro. YToObl 3TOT
3¢ ¢deKT MposBUICS, UCTIONb3yHTE onuMi0 «I3MEHUTh IpaHUIly OOTEKaHUSD)

U3 KOHTCKCTHOT'O MCHIO.

L CBepxy H CHH3Y§— TCKCT HaXOJUTCA TOJBKO BbIIIC MW HHIKC

aBTO(UTYPHI.
£
o Ilepen Tekcrom S5 — apTOodUTYpa EPEKPHIBAET TEKCT.

e 3a rekcTomM % — TEKCT MEPEKPHIBAET aBTOPUTYPY.
[Ipu BBIOOpE CcTHIIE OOTEKAaHUS BOKPYT PaMKH, IO KOHTYPY, CKBO3HOE HIIU CBEPXY
Y CHU3Y MOYKHO 33/1aTh JIOTIOJHUTEIbHBIE TAPaAMETPhl — «PACCTOSIHUE 10 TEKCTa» CO BCEX
CTOpPOH (CBEpXY, CHU3Y, CJIEBa, CIIpaBa).

®urypa - 4ONONHUTENEHEIE NapaMeTpkl

Pasmep Mo ropusoHTann

BbipaBHUBaHKE OTHOCHMTENEHO
MNoeopoTt
O6TeKkaHWe TeKCTOM MonoeHue Ccnpaga o7

° 415cm [ Cron6ua v
MonoxexHue
OTHOCUTENBHOE NONOHEHKE OTHOCHTEMBHO
JINHMN 1 CTPeNnKK

TexcToBOE None
Mo BepTukann

: BbipaBHUBaHWE OTHOCHUTENBHO
AnETepHaTUEHBIA TeKCT
ronoxeHue HUKE
~
® 1024 cm , Abzaua ¥
OTHOCHTENLHOE NONOMKEHWE  OTHOCHTEMNLHO
NapameTpel

v TepeMellaTk C TEKCTOM v Pa3pelumTb NepexpbiTie

Pucynok 128 — Bkaaaka «Ilonoxenue»
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Bxnaaka «Ilonoxxenue» (Pucymox 128) IIOCTYNHA TOJIBKO B TOM Ciydae, €clid
BBIOpaH CTWIb OOTEKaHWs, OTIWYHBIM OT crtuia «B Tekcre». Bxkiagka comepkuT
CJIEYIOIIKE MapaMeTpbl, KOTOPhIE PAa3IMYalOTCs B 3aBUCHMOCTH OT BBHIOPAHHOTO CTHJIS
oOTeKaHHUsI:

— B pazgene Ilo ropu3oHTaMm MOXHO BbIOpaTh OJUH W3 CIEAYIOIMIUX TPEX
C0c000B O3UIIMOHUPOBAHUS aBTOPUTYPBHI:

e BroipaBHuBaHMe (10 JIEBOMY Kparo, IO IEHTPY, IO MPaBOMY Kparo)
OTHOCHTEJIbHO CHUMBOJIA, CTOJIOLA, JIEBOTO TMOJIA, MOJs, CTPAHULBI WIH
paBoro MoJs,

e AobcomotHoe Ilosoxkenue, ompenensieMoe B aOCOMIOTHBIX €AMHUIIAX, T.€.
Cantumerpax/Ilynkrax//Aoiimax (B 3aBUCUMOCTH OT TOro, Kakou
napaMeTp ykazaHn Ha Briaake «®Danmwnm»  —  «/lononHuTtenbHbIE
napameTphl...»), CIpaBa OT CHUMBOJa, CTOJOLA, JIEBOrO TOJIS, TOJIA,
CTpPaHULBI WM IIPABOTO IO,

e OTHOCUTEJBbHOE I0JIOKEHHE, ONPEEIIEMOE B IIPOLEHTAaX, OTHOCUTEIbHO
JIEBOTO TOJIS, TTOJISI, CTPAHUIBI HJIA IPABOTO TOJIA.

— B pasgene Ilo BepTMKaqM MOXHO BbIOpaTh OJIMH M3 TPEX CIOCOOOB
MO3UIIMOHUPOBAHUS aBTOPUTYPHI:

e BroipaBHuBaHMe (10 BEpXHEMY Kpaw, MO LEHTPY, MO HUKHEMY Kparo)
OTHOCHUTEJIbHO CTPOKHM, MOJs, HIKHEro IMoJsi, a03ala, CTPAHWIbl HWIH
BEPXHETO MOJI,

e Aob6comorHoe Ilosoxenue, omnpenensieMoe B aOCOMIOTHBIX €AMHHIIAX, T.€.
Cantumerpax/Ilynkrax//Aroiimax (B 3aBUCUMOCTH OT TOrO, Kakou
napameTp ykazan Ha Briaake «®Dawnm»  —  «/lononHurtenbHbIE
napameTpsl...»), HUKE CTPOKH, MOJIsl, HUKHETO MoJjs, ad3ala, CTpaHUIbl WIH
BEPXHEro MoJs,

e OTHOCUTEJBbHOE I0JIOKEHHE, ONPEIEIAEMOE B IIPOLEHTAX, OTHOCUTEIbHO
NIOJISI, HUYKHETO TOJIs, CTPAHULIBI UJIU BEPXHETO IOJIS.

— Ommus  Ilepememars ¢ TEKCTOM ompeenser, OymeT Ju aBTodurypa

nepemMemaTbCia BMCCTC C TCKCTOM, K KOTOPOMY OHa ITPHUBA34dHA.
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—  Onmus Pazpemmmth nepekpbITUE ONpenesieT, OyayT JU MepeKphIBaThCS JIBE

aBTO(UTYPBI, €CITU NEPETALUTH UX OJU3KO JIPYT K APYTry HA CTpaHULE.

®urypa - 4ONONHUTEeNbHEIE NapaMeTpkl

Pazmep CTUNE NUHWHK

MNoeopot TWN OKOHYaHUA TWUN COEAMHEHWA
Mnockui v 3aKpyrmeHHbId v

OB6TeKkaHWe TEKCTOM

MonoxeHue CTpenku

m HauanbHbii CTHMb KOHEuHBI CTUMb

TekcToEOE None - »

Ha4anbHbld pasmep KoHeyHbiH pasmep

AnETepHaTUEHLIA TEKCT

Pucynok 129 — Bkiaaaka «JInuHUM U CTPEJIKW»

Bxrnanka «JIuauu u ctpenkmy (Pucynok 129) COIEPKUT CIETYIONINE TAPaMETPHI:
— CTmib JMHHMH — 3Ta TPYIIIA ONMLINN MO3BOISAET 3a1aTh TAKUE MAPAMETPBI:

e Tun okoOHYaHMSA — 3Ta ONIMUSA MO3BOJISIET 3a1aTh CTHJIb OKOHYAHUS JIMHUH,
[O3TOMY €€ MOXXHO MPUMEHHUTb TOJbKO s (UIYp € Pa3OMKHYTHIM
KOHTYpPOM, TaKUX KaK JIMHUY WJIM JIOMaHHbBIC JINHUU:

* [Inockuii — KOHEUHbIE TOUYKH OyAyT MITOCKUMHU.
* 3aKpyrJICHHbIA — KOHEUHbIE TOYKH OyAyT 3aKPYTJICHHBIMHU.
= KBajpaTHBI — KOHEUHbIE TOUYKU OYyT KBaJPATHBIMHU.

e Tun coeaMHeHMs — dTa ONLKA MMO3BOJISIET 331aTh CTWJIb IIEPECEUCHHUS IBYX
JIMHWUM, HAIIPUMEDP, OHA MOXET IIOBJIMATH HA KOHTYP JIOMAHOW JIMHUU WJIU

YTJIOB TPEYTOJIbHUKA WUJIU IPSAMOYTOJIbHUKA!
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* 3aKpyrJIeHHbIN — yroJ OyJeT 3aKpyTJICHHBIM.
» CKONIEHHBIHN — yroJl OyAeT Cpe3aH HAUCKOCH.
» [Ipsimoii — yron OyAeT 3a0CTPEHHBIM. XOPOIIO MOAXOAUT It GUTYp C

OCTPBIMH YTJIAMH.

[ [pumeyanue — DPdext Oyaer aydie 3aMeTeH NPU UCIOIb30BaHUN KOHTYpa OOJIbIIEH TOIIUHBI. ]

e Crpenkn — 3Ta rpynna ONUUKA JOCTYyIIHAa TOJIBKO B TOM Ciydae, €Cld
BbIOpaHa ¢urypa u3 rpymmsl aBropuryp «JIluaumy». OHa 1Mo3BoJseT 3a4aTh
«Hauvanenerity u «Koneunsnit» ctunm u  «Pasmep» crpenku, BbIOpaB

COOTBCTCTBYIOINMEC OIINHU W3 BbITAJAIOIINUX CIIMCKOB.

®urypa - AONONHUTeNbHEIe NapaMeTpkl

Paamep ABTONoAGop
Mosopor MoaroHATL pasmMep urypsl Nof TeKCT

O6TeKkaHHe TEKCTOM
Mons BOKpYr TekcTa

MonoxeHue Ceepxy Cnesa

0.13cm . 025cm .
TIMHMN M CTPenKN

CHU3y Cnpaga

ANETepHaTMEHbIN TEKCT

Pucynok 130 — Bkaaaka «TekcroBoe mose»

Ha Bknaake «TekcroBoe nose» MoxHO «lloAroHsTe» pasmep QuUrypsl moj TEKCT
WIM W3MEHUTh BHYTpeHHHE Toys aBtodurypel «CBepxy», «CHuzy», «CrneBa» u

«CrnpaBa» (T.e. pacCTOSTHUE MEXKIY TEKCTOM BHYTpHU GUIYphl M TpaHULIAMH
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aBTourypsl). ®nar «IloaroHsars pasmep GUrypsl Mo TEKCT» aBTOMAaTHUYECKH U3MEHSET
pa3Mmep QUrypsl Tak, 4ToObl BECh TEKCT, JOOABICHHbIA BHYTPb (UTYphI, TOMEIIAJCA B

Heé 6e3 00pe3Kku.

ad ekt OyaeT mydie 3aMeTeH MPU UCTIONIb30BAHUH KOHTYpa O0IbIIeH TOIIHUHBI.

IIpumeuanue — Drta BKJIaAKa JOCTYMHA, TOJIBKO €CIM B aBTO(GUTYpy J0OaBJIEH TEKCT, B IPOTUBHOM
Clyyae BKJIaJIKa HEaKTUBHA.

®urypa - QoNoNHUTeNbHbIE NapaMeTphbl

Paamep 3aronoeok

MoeopoT

OnucaHue
O6TekaHHe TEKCTOM
Monoxexue

TIMHMK W CTPENKK

TekcToEOE none

AnsTepHaTH H TEKCT
AanepHamBHoe TEKCTOBOE NnpeacTaBneHne HHPOPMALMK O

BM3yanbHOM 0ObEKTE, KoTopoe Oy[ET 3a4MTIBATLCA ANA Maen
C HAPYLUEHMAMM 3DEHUA UMM KOTHUTMBHBIMW HADYLLIEHWAMM,
4ToGbI NOMOYL UM NYYLIE NOHATH, KAKYI0 MHOPMALIMIO CONEDMKUT
u300pakeHue, aBTODUrypa, AMarpaMma unu Tabnuua.

o

Pucynok 131 — Bkiaaaka «AJIbTePHATHBHBIN TEKCT»

Bxnagka «AJIBTEpHATUBHBIA TEKCT» HUCIOJIB3YETCS I BBOAA «3arojloBKa» H
«Onucanus», KOTOpble OYIyT MPOYMUTAHBI JIIOASM C HAPYIICHUSIMHU 3pEHUS WIH
KOTHUTUBHBIMU ~ pacCTPOMCTBAMHU, YTOOBI TMOMOYh WM JIy4llle TMOHSATh, KaKyIo

uHdopmarmio nepeaact gurypa.

3.7.5 BcraBka guarpamMm

BceraBka qjuarpaMmmbl
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I[JI?I BCTAaBKH AUarpaMmbl B JOKYMCHT:!

1. ycraHoBuTE Kypcop Tam, rie TpedyeTcsi IOMECTUTh IuarpaMmmy,

2. mepeuauTe Ha BKIaAKy «BcTaBkay BepXHEW MAHENN HHCTPYMEHTOB,

3. IMIETKHUTE IO 3HAaUKy /[marpaMMa Ha BEpXHEU MaHEIN UHCTPYMEHTOB,
4. BbIOEpUTE U3 JOCTYNHBIX TUIIOB TUATPAMMBI:

e ['mcrorpamma:
" ['mcTorpaMmma ¢ rpynnupOoBKOU,
* ['ucrorpaMma C HaKOIUIEHUEM,

* HopmupoBaHHas THCTOrpaMMa C HAKOTUIEHUEM,

TpexmepHas ructorpaMmma ¢ rpyInmnupoBKOM,

TpeXMepHaﬂ rucrtorpamMma C HaKOIIJICHUCM,

TpexmepHas HOpMUPOBaHHAsA TUCTOIPAMMA C HAKOIUICHUEM,
* TpexMepHas rucrorpamma.
o I'paduk:
* ['paduk,
* ['paduk ¢ HaKOIICHHUEM,
* HopMmupoBaHHBIN rpaduK ¢ HAKOIIEHUEM,
* I'padux c mapkepamu,
* ['paduk c HAKOIUICHUSAMH C MApKEPaAMH,
* HopMupoBaHHBII rpaduk ¢ MapKepaMy U HAKOILJIEHUEM,
» TpexmepHsiii rpaduk.
e Kpyrosas:
= Kpyrosas,
= KosbneBas quarpamma,
= TpexMepHas Kpyrosas AuarpaMmma.
e Jlunenyaras:
» JIuHeiyaTas ¢ rpynmnupoBKOM,
= JIuHeiyaTas ¢ HAKOILUIEHUEM,

* HopmupoBaHHas JIMHENYATasi C HAKOIUICHHUEM,
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* TpexMepHas JuHeN4aTas ¢ rpylInupoOBKOM,
* TpexMepHas JuHeN4aTas ¢ HaKOIUICHUEM,
" TpexMepHass HOpPMHUPOBAHHAS JIMHEWYATasl C HAKOIUICHUEM.
o (C obnactsamu:
» C oOnacTsaMmu,
» Jluarpamma c 00JIaCTSIMU C HAKOIJICHUEM,
* HopmupoBaHHasi ¢ 00JaCTsIMU U HAKOIUJICHUEM,
* bupxkeas.
e ToueuHas:
* ToueyHas nuarpamma,
* ToyeyHas C IMIAAKUMU KPUBBIMH U MapKEpPaMH,
* ToyeyHas C IJIAJIKUMU KPUBBIMH,
* ToueyHas C NPSIMBIMU OTPE3KAMU U MapKEPAMU,
* ToueyHas C NPAMBIMHU OTPE3KAMM.
e JlenecTkoBas:
= JlenecTkoBasl,
= JlemecTkoBas ¢ MapKepamu,
* 3anoJIHeHHAs JENeCTKOBAsI.
e KoMOMHUpPOBAHHBIE:
* ['mcrorpaMma ¢ rpynnupoBKOi U rpaduk,
* ['mcrorpaMma ¢ TpynmupoBKO# U rpadMK Ha BCTIOMOTaTeIbHON OCH,
» C 00nacTsIMH ¢ HAKOIUJIEHUEM U THUCTOTpamMMa ¢ TPYIIUPOBKOH,

= [lonp30BaTenbCKas KOM6I/IH3HI/I$I.

IIpumeuyanue — I[lognepxkuBarOTCs CHEAYIOIIME THUIIBI JUArpaMM, CO3JaHHBIX B CTOPOHHMX
penakropax: «lIlupamupma», «[ucrorpammay» (mupamuga), «[opusonTanbHbIe/BepTUKaTbHBIE
IAIUHAPEI, [ 0pr30HTaBHBIC/BEPTHKATBHBIE KOHYCH». MOXHO OTKPBITh (Daiiil, ComepKAIIHN TaKyIO
auarpammy, ¥ U3MEHUTh €T0, UCII0JIb3Ys AOCTYIHbBIE HHCTPYMEHTHI PEAAKTUPOBAHUS IHAarPAMM.

5. mocine 3Toro nosiBUTCS OKHO «Pemaktop nuarpamm» (Pucynok 132), B KOTOPOM
MOHO BBECTH B SUEHKU HEOOXOJMMBbIC JAHHBIC MPU MOMOIIU CJIETYIOIINX

AJIEMEHTOB YITPABJICHUS:
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e Komuposars ® u  Bcrasuts ©

JJIA KOIIMPOBAHUA n BCTaBKH
CKOIIMPOBAHHBIX JTdHHBIX;

e OTMEHHTH ¥ U HOBTOpI/ITI) A 1711 OTMEHBI M ITOBTOpA I[GﬁCTBPIfI;

e Knomka 2 JUTSI BCTaBKHU (DYHKITUU;

e YMEHBIIUTH Pa3PSAHOCTD < U YBeNUYuTh pa3psAHOCTh 5 TUTSt
YMEHBIIICHUS U YBEIIUUCHUSI UUCIIAa IECATUYHBIX 3HAKOB;

e Yucnosoii hpopmar °UM ¥ s u3MeHEHHs duCIoBoro ¢opmara, T.e.
TOT0, KAKMM 00pa30M BBITJISAAT BBEJICHHBIE UKCTa B STUEKaX;

e V3MeHUTH TUI JUATPAMMBI oil Vmeruts Tn anarpawvs It BBIOOpA  HATPAMMBbI

JIpYroro THUIIA.

Pepaktop anarpamm

L 120 = -

B Bve FH Buicop manHbix o] VsmermTe TUN guarpammsl V3MeHHT guarpammy
A A B < D E F G H I J K L M
1 [Gold Silver Bronze T

2 USA 46 29 29|

3 CHN 38 27 23

4 RUS 24 26 32

5 GBR 29 17 19

6 GER 1 7 = T
7 JPN 7 3aronosok guarpammsi

8

9

100 = .

80 m

13
14 L 60 =il
15
16 40 = I "
17
18 e .
2 0=

USA GER

=
CHN RUS GBR JPN

= Gold = Silver m Bronze

B, {]

‘COXpaHWTL W BEIHTH 3aKkpeITh

Pucynok 132 — OxHo «Pegakrop anarpamm)

1. Haxmure kHOmKYy «BbIOOp MaHHBIX», paclojiOkKEHHYIO B OKHe «PemakTop

nuarpammy. OTkpoercs okHO «JlanHble quarpammbn (Pucynok 133).
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HCHOHBSYﬁTe JAUAJIOI'OBOE€ OKHO «J_IaHHI)Ie auarpaMmbDy UL YIIPpABJICHHUA
OUaria3oHoOM JAHHBIX )II/IanaMMBI, AJICMCHTAMU JICTCHbI (pﬂ)lbl), oAU CIMHA

TOPU30HTAIBHOM OCH (KaTErOpuH) U MEPEKIFOYCHUEM CTPOK / CTOJIOIOB.

OaHHBIe guarpammel X

,Ell-ﬂarlaaOH OdHHbIX ANA guarpamMmmel
=Sheet11$A$1-$D$7 K

3NeMeHTbl neredabl (PAQL!)

Silver

Bronze

[0GaBuTL PeaKTMpOBaThL YOanuTL N/
MepekniounTL CTPOKY/CcToNGel

Moonuck ropu3oHTaNbLHOW OCK (KaTEropUM)

Penaktuposatb

Pucynok 133 — OxHo «/laHHbIe JUATPAMMBD)

JAunana3oH AaHHBIX [JIA JAUArpaMMbl — BBIOCpPUTE JaHHBIE IS Balleu
JIMarpaMMbl; INEIKHUTE 3Hayok B3 cmpaBa or mons  «/lWanmasoH JaHHBIX  JUIs
JMarpaMMbl», 4YTOOBI BEIOPATh JUANIA30H SUYEEK.

DJieMeHTHI JiereHbl (psiabl) — J00aBIANTE, pEJAKTUPYUTE WIH yIaIsSiTe 3alUCh
nereHpl. BBenure niam BeIOEpUTE PsiT JJIS 3aMMCEH JIETeHIbl; B « DJIEMEHTAX JIETEHIIbD)
(psimpl) HAXXMUTE KHOTIKY «J[00aBUThY»; B qUaIoroBoM OkHe «VI3MEHUTH psiiy BhIOEpUTE
JMAIa30H SUYeeK Ul JIETEH bl MM HaXKMUTE Ha uKoHKy HJ cnipasa ot moust «Ms psimay.

Ioanucu ropu30HTAJILHOM OCHM (KATEeropmM) — HU3MEHSNTE TEKCT MOANUCH
katreropun; B  «llogmucsx  ropu3oHTanbHONW  ocw»  (KaTeropuu)  HAXMUTE

«PenakTupoBaThy»; B 1oJie «Jlnana3zoH moAnyucend OCu» BBEAUTE HA3BaHUS ISl KATETOPUI
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WIM HaXMUT€ Ha WMKOHKY EH |, 4T0OBI BHIOpaTH [IHANa3oH sAYEEK; IEPEKIIOYNTD
CTpoKy/cTon0Oel; — TMepecTaBbTeé MECTaMH JaHHbIE, KOTOpbIE pACIOJOXKEHbl Ha
nuarpamme. llepexirountTe CTPOKM Ha CTOJOIBI, YTOOBI JAaHHBIE OTOOpaKaIUCh Ha
JIIPYroM OCH.

Haxxmure kaonky «OK», 4TOOBI IPUMEHUTH U3MEHEHUS U 3aKPBITh OKHO.

2. V3MeHuTe mnapaMeTpbl IuarpaMMbl, HaXaB Ha KHONKY «M3MeHuTh TuUl
nuarpaMMbDy B OkHe «PemakTop amarpamMmy», 9ToOBI BBHIOpATh THUI U CTUIIh
nuarpaMMbl. BeiObepute auarpamMmy M3 JOCTYHHBIX pa3/iesioB: THCTOrpamma,
rpaduK, Kpyromas, JIMHEW4aTasi, C oOjacTaMu, OupKeBasi, TOUYEUHAas,

KOMOUHUpPOBaHHbBIE (Pucynok 134).

Tun guarpammel ®

Tarocace L o
eapa e
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e
=
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Pucynok 134 — OxHo «Tun nmarpamMmmsbi»

Korz[a BBI6I/IpaCTe (<KOM6I/IHI/IpOBaHHBI€ AuarpaMmbl», B OKHC «Tun AuarpamMmbD»
pacCIoOJIOKCHbI psAAbl AUarpamMm, I KOTOPBIX MOXHO BBI6paTB TUIIBI AWarpamMm Hu

JTAHHBIC JUIS Pa3MEIeHUs Ha BTOPUYHOM ocH (Pucynok 135).
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Tun gauarpammel X
Tvn
i Gold lucTorpamma c rp'~
B Silver rucTorpamma c rp'
Bronze Mpadhuk v

Pucynok 135 — Oxkno «Tun guarpaMmmbby 1J1s1 KOMOMHUPOBAHHBIX IMArPaMM

UTtoObl W3MEHUTH MMapaMeTpPhl aUarpaMmbl, B OKHEe «PemakTtop muarpamm»
HaXMHUTE KHONKY «M3MeHHTh auarpammy». OTO OTKpPOE€T OKHO «/[uarpamma —

HononHuTtenbHbie napameTpbby.(Pucynok 136).
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.ﬂnarpaMMa = 4OoNonNHUTenNbHbIE NapamMmeTpel

_ 3aronosoK auarpaMmbi YcnosHble 0003Ha4YEHWA

BE&3 HAaNOKEHNUA v CHusy v
BepTHUKaNnkHaA ock

MoAnMCH JaHHbIX

Fopu2OHTaNkBHanA ocb HeT -

MpUBR3KA K AYelke Pasaenurent Noanuce
JaHHbIX
AnETEePHATUBHLIN TEKCT

Pucynok 136 — Oxkno «/[marpamma — JlonoJiHuTe IbHbIE IAPaMeTPbD)

Ha Bxmanke «MakeT» MOXHO U3MEHUTh PACTIONOKEHHE SJIEMEHTOB JHArPAMMBI:
—  VYKaXuTe MECTOMOJIOKCHHE «3aroJioBKa JAWarpaMMbD)  OTHOCHTEIHHO
JMarpaMMbl, BEIOpAB HYKHYFO OIIIIMIO U3 BBITIAJAIONIETO CITHUCKA:
e Her, 4T00BI 3ar0JIOBOK TMarpaMMbl HE OTOOpaXkasics,
e Hanoxenue, uTOOBI HAJOXWUTHh 3arojIOBOK Ha 00JacTh MOCTPOEHUS
JUarpaMMBbl U BEIPOBHSTH €T0 TI0 IIEHTPY,
e be3 HajoxkeHHs1, 4TOOBI TOKa3aTh 3aroJIOBOK HaJ OOJACTHIO MOCTPOCHHUS

AuarpaMMBlI.

—  VYKaXuUT€ MECTOIIOJIOKEHNE <« YCIIOBHBIX O0O0O3HAYEHUH» OTHOCHTEIBLHO

JMarpaMMbl, BEIOpaB HYKHYIO OIIIMIO U3 BBINAJAIOIIETO CIUCKA:
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e Het, 4T0OBI yc10BHBIC 0003HAUYCHUS HE OTOOPAKAIIUCH,

e CHu3y, yTOOBI MOKa3aTh YCJIOBHBbIE O0O3HAYECHMSI M PACIOIOKUTH UX B
psa oA 00JaCThIO TOCTPOCHUS TUArPAMMBI,

e CBepxy, 4TOObI MMOKa3aTh YCIOBHBIE 00O3HAYEHUSI U PACTIONOXUTH UX B
psia Ha 00JIaCThIO TIOCTPOCHUS IUArPaAMMBI,

e CnpaBa, 4ToObl MOKa3aTh YCJIOBHbIE O0O3HAUYEHMSI U PACIOJNIOKUTH HX
cripaBa OT 00JIaCTH MOCTPOEHUS TUArPaMMBbl,

e CieBa, 4TOOBI TOKa3aTh YCIOBHBIE OOO3HAYECHHSI W PACIIONONKHUTH HX
cjieBa OT 00JIaCTH TOCTPOEHUS AUarpaMMBl,

e Hanoxxenue cjeBa, 4TOObl HAJOXKUTh YCJIOBHBbIE OO0O3HAYEHUS Ha
00J1aCTh IOCTPOCHUS AMArPaMMBbI M BBIPOBHSTH WX IO IIEHTPY CJIEBA,

e Hanoxxkenue cmpaBa, 4TOOBl HAJIOXHUTH YCIOBHBIE OOO3HA4YEHUs Ha

00J1aCTh OCTPOEHUS AMArpaMMBbl U BBIPOBHSTB UX MO LIEHTPY CIIPaBa.

—  Omnpenenute mapametpsl «lloamucedt maHHBIX» (T.e. TEKCTOBBIX IOJIUCEH,
MOKAa3bIBAIOIINX TOYHBIEC 3HAYEHUS FJIEMEHTOB JIaHHBIX ):

e yKaxure MecronosiokeHue l[loamucen NaHHBIX OTHOCUTEIBHO JJIEMEHTOB
JAHHBIX, BHIOPAB HYXXKHYIO OMIIMIO0 M3 BHINAJAIOLIEro crnucka. JlocTymnHele
BapUAHTHI 3aBUCAT OT BBIOPAHHOI'O THIA IUAarPAMMBI.

— g «'ucrorpamm» u «JInHeuaTeIX quarpaMm» MOXHO BbIOPATh ClIENYIOLINE
Bapuantel: «Her», «Ilo uenrpy», «BuyTpu cHuzy», «BHyTpu cBepxy», «CHapyxu
CBEPXY».

— Hna «I'padpuxoB» u «TodyeuHbix» wuaM «bBUPKEBBIX AMArpaMM» MOYKHO
BbIOpaTh cienyromue BapuanTel: «Het», «Ilo nentpy», «CneBa», «Cnpasa», «CBepxy»,
«CHuzy».

—  Jnsa «KpyroBeix n1uarpamMm» MOXKHO BbIOpaTh cieAyroliue BapuanTsl: «Her»,
«ITo uentpy», «Ilo mmpune», «BHyTpu cBepxy», « CHapyKH CBEPXY».

— g nuarpamm «C obnacTtsmu», a Takxke 1ia «['ucrorpammy», «I'papukoBy» u
«JInnenyaTeix auarpamMm B ¢opmare 3D» MOXKHO BBIOpaTh CIEAYIOIIUE BapUAHTHI:

«Her», «I1o uentpy».
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e BpIOCpPHUTE JaHHBIC, KOTOpHIE TpeOyeTcs BKIIOYHUTH B TOJIKCH, ITOCTABUB
cootrBeTcTByroIme Guaxku: «Mma psana», «HasBanue kareropum»,
«3HaUyeHue»,

® BBCIWTE CHUMBOJ (HampuUMep: 3amsAras, TOYKa WJIM TOYKa C 3allsaToi),
KOTOPBIM XOTUTE MCIIOJIB30BaTh IS Pa3JCICHUS HECKOJBKUX IOIINUCEN, B
nosie «Pa3aenurens noanucei JaHHBIXY.

— JluHUM — ucnonb3yeTcs IS BbIOOpA THUITA JIMHUHN TS JTMHEHYATHIX/TOUCUHBIX
nuarpamMM. MOoXHO BbIOpaTh OJHY U3 cheayromux onuuid: «lIpsmeie»y — aud
WCIIOJIb30BaHUs MPSIMBIX JIMHUN MEXIY 3JE€MEHTaMUu JaHHbIX, «CriaxeHHbIe» — s
HCTIOJIb30BAHUS CTJIAXKEHHBIX KPUBBIX JIMHUM MEXY dJIEMEHTaMH JTaHHbIX win «Her» —
9YTOOBI JIMHUU HE 0TOOpa’KaUCh.

— Mapkepbl — ¢ UX TOMOIIBIO MOKHO BKJIIOUATh MJIM OTKJIIOYATh OTOOpaKeHHE
MapKepoB (B 3aBUCUMOCTH OT TOTO, YCTAHOBJICH JiU (hJIaXKOK) Ha JIMHEWHBIX U TOUCUYHBIX

rpaukax.

IIpumevanue — Onuun «JIuaum» u «Mapkepbl» AOCTYIHbI TOJIBKO AJs «JIMHEHYaThIX TuarpaMmm» u
«ToueuHpIx 1UarpaMm».
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Ouarpamma - ONONHUTENBHEIE NapaMeTpbl X
MakeTt CKpbITb OCb
BepTukansHas ock 3aronosoK JIMHUK CETKM
Her v OCHOBHbIE v
FopH3oHTanbBHaR oCb
MUHUMYM ABTO v 0.
MpuBRA3sKa K AYelKe
Pl
Makcumym ABTO v T 3
AnETepHaTUEHBIN TEKCT
[NepeceyeHue c
he ABTO v 0"
OCbi0 ¥
[enexus
Her =

3Ha4yeHua B obpaTtHOM NopAake

NorapudpMmyeckan WKana BazoBbie

MapameTpel geneHuit

OCHOBHOW THN [ononHUTENBHBIA THN
Het v HeT v

MapameTpel nognucu

Mono:xeHWe noanucu
PAIOM C OCbID v ©opmat NoanMcH

Pucynok 137 — Bknagka «BepTukanabHas ocb»

Bxnanka «BepTtukanbHas ocb» IMO3BOJISIET U3MEHATh NAapaMETpPbl BEPTUKAIBHOU
OCH, TaKXe Ha3bIBA€MON OCHIO0 3HAYEHHUH WJIM OChbIO Y, KOTOpasi OTOOpakaeT YHCIOBBIC
3HaueHus. OOpaTuTe BHUMAHUE, YTO BEPTUKAIbHASI OCh OYJIET OChIO KaTErOpHii, KOTopas
otobpakaer moAanmuck s «l'mcrorpamm», TakuM 00pa3oMm, MapameTphl BKIAIKU
BepTtukanbHast ock OyQyT COOTBETCTBOBaTh MapaMeTpaM, OMMCAHHBIM B CIIEIYIOIIEM

paznene. s «Touednsix quarpaMm» 00€ OCH SIBJISIOTCS OCSIMU 3HAUSHUH.

IIpumeuyanue — «[lapamerpsl ocu» U «JIMHUU CETKW» HEAOCTYIHBI IS KPYTOBBIX JAMAarpaMm, Tak
KaK y KPYTOBBIX AHarpaMM HET OCEeil U JIMHUW CETKH.

— HaxMHuTe «CKPBITh OCh», YTOOBI CKPBITh BEPTUKAIBHYIO OCh Ha AHAarpaMMe.
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— YKaXHUTE€ OpUEHTAlMI0 «3arojioBKa», BbIOpaB HYXKHBIM BapuHaHT U3
PacKpbIBAIOIErOCs CIIUCKA!
e Her — He oTOOpakaTh Ha3BaHUE BEPTUKAILHOM OCH,
e JloBepHyTOE — MOKa3aTh Ha3BaHUE CHHU3Y BBEPX CJIEBA OT BEPTUKAIBHOU
ocH,
e Jlo ropuszoHTaNIM — TMOKa3aThb Ha3BaHME II0 TOPHU3OHTAIM CJIEBA OT

BEPTUKAIBHOMN OCH.

— MuHHMYM — HCHOJIB3YETCSA Ul yKa3aHWs HAaUMEHBILETO 3HA4E€HUs, KOTOPOE
oToOpaxkaeTcs B Havasle BEpPTUKaJIbHOM ocH. Ilo yMonuaHuto BeIOpaHa onuus « ABTO»; B
ATOM CIIy4a€ MHUHMMAJIbHOE 3HAYEHHUE BBICUMTHIBACTCS ABTOMATUYECKU B 3aBUCHMOCTH
OT BBIOPaHHOI'O JMaIa3oHa JaHHbIX. MOXHO BBIOpaTh M3 BBINAJAIONIEr0 CIHCKA OMIUI0
«PUKCUPOBAHHBIN» U yKAa3aTh B II0JIE€ CIIPaBa APyroe 3HaUYCHUE.

— MakcuMyM — ucnosib3yercs JUisl yKa3aHusT HauOOJBLIEro 3HAYEHUs, KOTOPOe
oToOpaxkaeTcs B KOHLE BepTUKaIbHOUM ocu. [lo ymonuaHuto BeiOpaHa onuus «ABTO»; B
ATOM CIIy4ae MAKCHMAJIIBHOE 3HAYEHUE BBICUUTHIBACTCS aBTOMATUYECKU B 3aBUCHMOCTH
OT BBIOPaHHOI'O JMAaIa3oHa JaHHbIX. MOXHO BBIOpaTh M3 BBIMAJAONIEr0 CIHMCKA OMIUI0
«PUKCUPOBAHHBIN» U yKAa3aTh B II0JIE CIIPaBa APyroe 3Ha4YCHUE.

— llepeceueHne ¢ OCbO — UCITONB3YETCS I YKa3aHUSA TOUYKH HA BEPTUKAIBHOU
OCH, B KOTOPOM OHa JIOJDKHA MEPECEKAThCS ¢ FOPU3OHTAIBHOU OChbrO. 110 yMomyaHuro
BbIOpaHa omnuus «ABTO»; B 3TOM cllydae TOYKAa IIE€PECEUEHHUsS OCEH ompenensieTcs
aBTOMATUYECKU B 3aBUCMOCTH OT BHIOPAHHOTO JMara3oHa JaHHbIX. MOXXHO BbIOpaTh U3
BBINIAJAIONIETO CIIACKA ONIMI «3HAYECHHE» U yKas3aTh B IIOJIE CIpaBa APYroe 3HAYCHUE
WJIM YCTaHOBUTBH TOUKY MepeceueHus ocell Ha «MuHumym/MakcuMyM» Ha BEPTUKAIbHON
OCH.

—  «EguHunel otoOpaxkeHUs» — 3TO HACTpOMKa, 3ajarolas maciirtad 4uced,
OTOOpa)KaeMbIX Ha BEPTUKAIBHON OCH. DTa (DYHKIMS MOXET OKa3aThCsA MOJIE3HOW IpH
paboTe ¢ OONBIIMMH 3HAYEHUSIMH, KOTJa HY>)KHO C/eIaTh LIKAIy OCH 00jiee KOMIAKTHOM
u yaoOHoil jus BocupusaTus (Hampumep, 50 000 moxxHO oTOOpasuth kak 50, eciou

UCIIOJIB30BaTh pazaenutens «Tvicsun»). s BeIOOpa HYKHOW €AUMHUIIBI OTOOpaKeHUS
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OTKpOWTE BBINamaroNui crnucok U BeiOepure: CotHmM, Twicsum, 10 000, 100 000,
Mwumonsr, 10 000 000, 100 000 000, Mwumnmapasl, Tpumamonsl. Takxke ecTb
BO3MOXKHOCTh BEPHYTHCS K CTaHJIAPTHBIM EIUHUIIAM OTOOPaKECHHsI, BBHIOPAB OIIIUIO
«Hem».

— 3HadeHusi B 0OpaTHOM MOPSJIKE — UCIOJIB3YETCS JI1 OTOOpaKEHUsI 3HAUCHUH B
obOpaTtHOoM mopsike. Korga 3ToT dhiakok CHAT, HAMMEHBIIIEE 3HaUY€HNE HAXOIUTCS BHU3Y,
a HauOosbinee — HaBepxy. Korma sToT (uiakok oTMedeH, 3HAuYeHMs PacIoJiararoTcs
CBEpXY BHU3.

— Paznen «Ilapamerpsl neneHuin» MO3BOISET HACTPOUTH OTOOpaKEHUE JEICHUM
Ha BEpTUKAILHOMU miKaje. OCHOBHOM THUI — ATO JIEJICHUSI IIKaIbl OOJIBIIETO pa3Mepa, Ha
KOTOPBIX MOTYT OBbITh MOJAMKCH C YUCJIOBBIMU 3HAYEHUSAMU. J|OMOJHUTENBHBIN TUIT — 3TO
JENEHUs IIKaJIbl, KOTOPbIE NOMENIAIOTCS MEXKIYy OCHOBHBIMHU JEJIEHUAMH U HE HUMEIOT
noanuceid. OTMETKU TaKXe OMPEACIISIIOT, T MOTYT OTOOpaXaTbCsl TMHUU CETKU, €CIIH
COOTBETCTBYIOLIMI MapaMeTp yCTAaHOBJIEH Ha BKJIajake «Maker». B packpbiBarommxcs
cnuckax «OCHOBHOM//[OMONHUTENBHBIN THID» COAEPKATCS CICAYIOIIME BapUaHThI
pa3MenIeHus:

e Her — He oTOOpakaTh OCHOBHBIE/ IOTIOTHUTENbHBIE ICTICHNUS,

e Ha nepeceueHun — oTOOpakaTb OCHOBHBIE/IOMOJHUTENbHBIE JIEJICHUS TI0
00€ CTOPOHBI OT OCH,

e BHyTpu — 0TOOpakaTh OCHOBHBIC/ IOTIOTHUTEILHEIC ICJICHNS BHYTPH OCH,

e CHapyxu — o0TOOpaxxaTb OCHOBHBIC/JIOMIOJIHUTENBHBIE JICICHUS 32

npe/ielaMu OCH.

— B pazgene «llapameTpbl moanucu» MOXKHO 337aTh PACIONOXKEHUE MOAMHUCEN
OCHOBHBIX JENIEHUH, 0TOOpaxaomux 3HadeHus. UToObl yKazaTh IMOJIOKEHHE TMOAMHUCU
OTHOCHUTEJIbHO BEPTUKAIBHOM OCH, HEOOXOAUMO BBIOpATh COOTBETCTBYIOIINN BApUAHT U3
PaCKpBIBAIOLLIEr0Cs MEHIO:

e [lomoxxeHHe MOANMUCH — HUCIHOJIB3YETCS I YKa3aHUs TOrO, II€ CIEAyeT
pacrnosjaraTe MOJANUCH OTHOCUTENIBHO TOPHU30HTalIbHOW ocHu. Bribepure

HY>KHYIO OIIIUIO U3 BbINajaroiiero crnucka: Het, uTo0bl moanucu kateropui
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He oToOpaxkanuch, Hrske, 4TOOBI MOAMUCH KaTerOpUid pacroyiarajuch CHU3Y
obsactu auarpaMmbl, Bpliie, 4To0bl MOJIMUCH KaTErOpHUM pacrojiarairch
HaBepXy o0JacTH AuarpaMMsbl, PsioM ¢ ochbio, 4TOOBI MOAMUCH KaTETOPHiA
OTOOPAXKATHUCH PSAOM C OCBIO.
Paccrostnue no moanmucu — HMCHOJIB3YETCS I YKa3aHWS TOr0, HACKOJBKO
OJIM3KO MOAMKUCH JOJDKHBI PACTIONarathCsi OT oceil. MOXKHO yKka3aTh HYKHOE
3HaUY€HHE B ToJIe BBoJa. YeM »HTO 3HaueHHE OoJibllie, TEM Jajbllie
pPacnoJIOKEHBI MOAMUCH OT OCEH.
NutepBan Mexay MNOANUCAMU — HCHOJB3YETCS MJIA yKa3aHUs TOro, Kak
4acTO HY)XHO TOKa3biBaTh mnoAnucu. Ilo ymomuaHuio BbIOpaHa OMIUS
«ABTO», B 3TOM clly4ae MOJMUCH OTOOpaKaroTCsl NIl KaKIOW KaTerOpHHU.
MosxHO BBIOpaTh ommuio «BpydHyo» W yka3aTh HY)KHOE 3HAUCHHE B TOJIE
cinpaBa. Hanpumep, BBenute «2», 4To0Obl OTOOpa)KaTh MOAMKUCH Yy KaxKIOU
BTOPOU KaTE€rOPHH.
Uto6wr ykazate «Dopmar moanucu», Haxkmute «Dopmar MOANUCH» U B

okHe «HucnoBoi hopmaT» BEIOEPUTE MOAXOIAIIYIO KATETOPHIO.

JlocTynHbIE KaTErOpUM MOAIMUCEN:

= OOmui,

* YucnoBowu,

* HayuHsblii,

® (DUHAHCOBBIM,
= JIeHEXKHBIH,
= JlaTa,

= Bpewms,

» [IpoueHTHBIN,
= JIpoOHBIH,

" TeKCTOBBIM,

= OcoOBbIil.

[TapameTpsl QopMara MOANUCH PaA3IUYAIOTCSd B 3aBUCUMOCTH OT BBIOpaHHOMU

KaTEropuu.
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e Vcra"oBute Gaaxok HampoTtuB «CBsA3aTh € HMCTOYHUKOM», UYTOOBI

COXPAaHUTD q)OpMaTI/IPOBaHI/IC YUCCJI U3 UCTOYHHUKA NAHHBIX B IHUArpaMMcC.

Ouarpamma - QononHUTENkBHEIE NAPaMeTpPEl X
BT Tun ocu ABTO v
BepTukKankeHas ock CHpbITL 0Cb
3aronoBokK TUHUK ceTrM
lopuzoHTankLHaA oCk
Het v OCHOBHbIE v
MpueAsKa K AYeike
[MepeceyeHue ~
. ABTO v T
AnsTepHaTUEHEIA TEKCT OChID
[Mono#eHue ocK Mexay AeneHuAMH v

3Ha4yeHuA B oOpaTHOM nopAgke

FpaHuLBI

MHHHMYM ABTO Wi |4

Marcumym ABTO v| |6

OeneHun

OCHOBHblE ABTO v 1
[MpoMeERyTOMHbIE ABTO v 1 :
BasoBble ABTO v

MNapameTpel geneHHi

Pucynok 138 — Bkiaaka «I'opu3oHTa/IbHAA OCH)»

Bxnagka  «l'opu3oHTanmpHas ~ OChb»  MO3BOJIIET  U3MEHATH  MapameTphl
TOPU30HTAILHOM OCH, TAK)KE€ HA3bIBAEMON OCbK0 KATEropwil Wil OCbI X, KOTOpas
0TOOpakaeT TEKCTOBBbIE METKH. OOpaTthTe BHUMAaHWE, YTO TOPU3OHTAIBHAS OCh OyaeT
OCbIO 3HAUEHUI, KOTOPAsi 0TOOpaXKaeT YMCIOBbIE 3HAUCHUA IS «[ MCcTOrpaMmy», IOITOMY
B OTOM cCiydae MapaMmeTpbl BKIaaku «l'Opu3oHTalbHAasi OCh» OYJIyT COOTBETCTBOBATH
napameTpam, OMMCaHHbIM B mpeasiaymiem pazzaene. s « Toueunsx nuarpamm» ode ocu
SABJISIFOTCS OCSIMUA 3HAYCHUH.

— HaxMmuTe «CKPBITh OCh», YTOOBI CKPBITh TOPHU3OHTAIBHYIO OCh Ha TUarpaMMe.
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— YKQKWUTE OpHMEHTAIMIO «3arojloBKa», BbIOpAaB HYKHBIM BapuaHT U3

PACKPBIBAIOLIErOCs CIIUCKA!
e Her — He 0oTOOpaXkaTh 3aroJ0BOK rOPU30HTAIIBHON OCH,
e be3 Hanoxenus — oroOpakaTh 3arojI0OBOK MO TOPU30HTAIBHOM OChIO,

— JluHuu ceTku wucmonb3yeTcs s OTOOpakeHHs «[ OpU3OHTAIBHBIX JTHMHUI)
CETKU IyTEM BbIOOpAa HEOOXOAMMOTrO MapaMeTpa B pacKpbiBarolieMmcs cnucke: «Hery,
«OcHoBHbIEY», «He3nauntenpHoe» nim «OCHOBHBIE» U «/|ONOIHUTEIBHBIEY.

— llepeceueHne ¢ OCbPIO — HCHOJB3YETCA JUIsl yKa3aHUsd TOYKH Ha
TOPHU30HTAIBHOM OCH, B KOTOPOW BEPTHUKAJIBHAsA OCh JOJDKHA Iiepecekarb ee. [lo
YMOJIYaHUIO BbIOpaHa oOmNuus «ABTO», B JITOM Cly4ae TOYKa IE€PECEUYeHHUs Ocel
OIpeJeNsieTcs] aBTOMATUYECKH B 3aBUCUMOCTH OT BBIOPAHHOI'O AWamna3oHa JNaHHbIX. U3
BBIMA/IAIOLIEr0 CIHUCKa MOKHO BBIOpATh ONIMIO «3HAUEHUE» M yKa3aTb B IOJIE CIpaBa
Opyroe  3HA4YCHUE WIM  yCTAHOBUTh  TOYKYy  IIE€PECEUYEHUS ocen Ha
«MuaIMaTbHOM/MakcUMaT,HOMY 3HAYCHUH Ha BEPTUKATHHOU OCH.

— llosnoxeHne ocu — UCIONIB3YETCs I yKAa3aHUsS MECTa pasMELIEHUs MTOAINCEN
Ha ocu: Ha «JleneHusx» wim « Mexy AeICHUIMM.

— 3HaueHus B 0OpaTHOM MOPSIKE — HCIONb3YeTCs AJI OTOOpaKeHUs KaTeropHii
B oOpatrHoM mopsanke. Korma 3ToT ¢uiakok CHST, KaTerOpuHM pacrojliaraloTcs clieBa
HarpaBo. Korga 31oT (hinakok 0TMEUYEH, KaTeropyuy pacloiaratoTcs CripaBa HajaeBo.

— Paznmen «IlapameTpsl aeneHuin» MO3BOJISET ONPEACHATH MECTOMOJIOKEHUE
JICJICHU Ha TOPU3OHTANILHOM IIKase. JeJeHuss OCHOBHOTO THUIAa — 3TO O0Jee KpyIHbIE
JCNEHUs] IIKalbl, y KOTOPBIX MOTYT OBITh MOANHUCH, OTOOpa)XaroIliue 3HAYCHUs
Kkareropuii. JleneHusi NOMOJHUTEIBLHOTO THMA — 3TO 0oJjiee MENKWEe JCJICHUS IIKAabI,
KOTOPBIE PACHOJIATAlOTCS MEKIY JEIEHUSMH OCHOBHOTO THNA My KOTOPBIX HET
noanuceil. Kpome Toro, neneHus IIKanbl yKa3plBalOT, II€ MOTYT OTOOpaXaTbCsl JTUHUU
CeTKH, eciau Ha BKiIagke «MakeT» BbIOpaHa COOTBETCTBYIOIIAs omnuua. MOXHO
PENAKTUPOBATH CIEAYIOIINE TapaMEeTPhl IEJICHHM:

e OcHOBHOW/J[OTIOHUTENBHBIN THI — WCHOJB3YETCA JUIsl  yKa3aHUs
CIEeNyIOIIMX  BapuaHTOB  pa3memienus: «Her», 4to0Gml  AeneHus

OCHOBHOFO/HOHOHHHT@HBHOFO THIIA HC OTO6pa)KaJ'H/ICB, «Ha NePpECCUCHUM,
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9TOOBI OTOOpAXKATH JEICHUS OCHOBHOTO/IOMOJIHUTEIBHOTO THIA M0 00euM
CTOpOHaM ocH, «BryTpn» YTOOBI oToOpaxaTh JEeTICHUS
OCHOBHOT'O/JIOMIOJIHUTENILHOTO ~THUMA C BHYTPEHHEW CTOPOHBI  OCH,
«CHapyxu», 4TOOBI OTOOpaXXaTh JEJICHHS OCHOBHOTO/IOMOJHUTEIHHOTO
THUIIA C HAPYKHOM CTOPOHBI OCH.
HNHTepBan MeXIy NEICHUSIMU — UCTIONB3YETCS IS YKA3aHUS TOTO, CKOJIBKO

KaTel“OpI/Iﬁ HY’KHO ITIOKa3bIBATb MCKAY ABYMA COCCAHUMU ICIICHUAMMU.

PEBI[@H «HapaMeTpLI noanurcCu» IO3BOJISICT HACTPOUTH BHEIITHUM BUA MCTOK,

OTOOPaKAIOIINX KaTETOPHUHU.

[TonoxxeHne MmoANUCH — HCHOJB3YETCS ISl YKAa3aHUSI TOrO, /A€ CIEAYET
pacrnoiaraTh MOJINUCH OTHOCUTEIHHO TOPU3OHTANIBHOM ocu. Bribepure
HY>)KHYI0 ONIMIO W3 BblMagawoniero cnucka: «Her», yToObl mnoamucu
Kateropuidi He oToOpaxanuch, «Hwmxe», YTOOBI MOANMUCH KaTErOpHid
pacrojaraiich CHU3y 00JacTH auarpammbl, «BeIie», 4ToObl MOANUCH
KaTeropuil pacrojarajuch HaBepXy 00JacTu AuarpaMMmel, «PsaoM ¢ 0Cbio»,
YTOOBI MOJIUCU KaTeropuii 0TOOPaXKaIMCh PSAIOM C OCBIO.

Paccrossane 10 moanmucu — UCHONB3YETCS ISl YKa3aHUs TOTO, HACKOJIBKO
OJIM3KO MOAMKUCH JOJKHBI pacmojararbcsi OT oceil. MOKHO yka3aTh HyKHOE
3HaUY€HHE B ToJie BBojga. YeM »HTO 3HaueHHE OoJiblle, TEeM Jajbllie
PacnoJIOKEHBI MOAMUCH OT OCEH.

NaTepBann Mexay NOANUCIMU — HCHOJIB3YETCS I yKa3aHUs TOrO, Kak
4acTO HYXXHO IIOKa3biBaTh noAnucu. [lo ymomuaHuio BbIOpaHa OMITUS
«ABTO», B 3TOM CiIy4yae TOJIUCHA OTOOPAKAIOTCS NI KaKIOW KaTeTOPHH.
MosxHO BBIOpaTh omiuio «BpyuHyio» U yka3aTh HY)KHOE 3HAUEHHE B IOJIE
crpaBa. Hanpumep, BBenute «2», 4ToObl O0TOOpa)kaTh MOJMUCH Y KaKJIOU
BTOPOM KaTETOPUHU.

Uro6wl ykazate «Dopmar moanucu», Haxkmute «Dopmar MOANUCH» U B

okHe «HucnoBoi hopmaT» BbIOEpPUTE MOAXOIAIIYIO KATETOPHIO.

JlocTyrHbIe KaTeETOpUH HOAIUCEN:

= OOmuH,
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* YucnoBon,
» HayuHsbIi,
= (DUHAHCOBBIH,
= JleHEKHBIH,
= JlaTa,
= Bpewms,
» JIpoLeHTHBIN,
= JIpoOHbIH,
® TeKCTOBBIH,
* OcoOBbIif.
[Tapamerpbl popmaTta MOANUCH PA3TUYAIOTCS B 3aBUCHMOCTH OT BBIOpaHHOM
KaTeropuu. Y craHoBute (iakok HampoTuB «CBsA3aTh ¢ HCTOYHUKOMY, UTOOBI COXPaHUTh

CI)OpMaTI/IpOBaHI/IC YUCCJI U3 UCTOYHHKA JJaHHBIX B AMarpamMme.
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ﬂuarpaMMa - AONONHWTeNbHbBIE NapamMeTpbl

MakeT ® [lepeMELLATh U M3MEHATL Pa3Mepbl BMECTE C AYEHKAMM

MepeEMELLATh, HO HE W3MEHATL Pa3MEpPhl BMECTE C

BepTHKankbHaA oCk 5
AYEHKaMHM

FopusoHTaneHaA ock He nepemellath ¥ HE U3MEHATL PasMepbl BMECTE C

AYerHKamu
MNMpHUBER3Ka K A4Yeiike

AnETepHATUBHbIW TEKCT

Pucynok 139 — Bkanagka «IIpuBsizka Kk s4eike»

Bxnanka «IIpuBsi3ka K s4EHKe» COAEPIKUT CIEAYIOIIUE TapaMETPHI:

— Ilepememats 1 U3MEHATH pa3Mephl BMECTE C STYEMKAMU — 3Ta OILHUS O3BOJIAET
NpUBs3aTh JUarpaMMmy K siueilike mosaau Hee. Ecnu sideiika mepemeraercst (Harpumep,
Ipy BCTaBKE WM YJAJCHUM HECKOJBKUX CTPOK/CTONOIOB), auarpamma OyaeT
IepeMeIaTbCsl BMECTE C s4ekkoil. 1Ipu yBennueHun Wiy yMEHBUIEHUM LIMPHUHBI WU
BBICOTBI STYEHKU pa3Mep AUarpaMMbl TaKxKe OyJeT U3MEHSThCS.

— Ilepememats, HO HE W3MEHATH Pa3MEpPbl BMECTE C SYEHKaAMH — 3Ta OILHU
MO3BOJIIET NPUBA3aTh IHArpaMMy K SYEHKE I03aJM HEE, HE JONyCKas H3MEHEHUs

pasmepa auarpammbl. Eciin siuelika mepemeniaercs, Auarpamma OyJeT mepemMeniaThes
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BMCCTC C quﬁKOﬁ, HO IIPHU U3MCHCHHUHU pa3Mcpa ﬂqeﬁKH pPasMCpPhbI AuarpaMmMbl OCTAHYTCA
HCU3MCHHBIMMU.
— He HepeMemaTL N HC HU3MCHIITH pa3MepLI BMCCTEC C ﬂqeﬁKaMI/I — OoTa OIIIHs
I1I0O3BOJISICT 3aHpCTI/ITB HCpCMeH_[CHI/IC NJIN MH3MCHCHHC pa3Mepa AuarpaMmbl  IIpU

HN3MCHCHUWM ITOJIOKCHUS UJIN pasMepa STUCHKH.

Ouarpamma - QONONHUTENbHEIE NapaMeTphl X
MakeT 3aronoeok
BepTukaneHas ock
OnucaHue
FopW3oHTankeHan ock
MNpUBRA3Ka K AYeiiKe
ANLTepHAaTMBHBIA TEKCT

ATNETEPHATUBHOE TEKCTORBOE NPEACTABNEHUE MHMOPMALIH O
BU3YanbHOM 00LEKTE, KOTOpOE GYET 3aUNTHIBATLCA ANA
NoAei ¢ HAPYLIEHWAMM 3PEHUA UMM KOTHUTHEHBIMM
HAPYILIEHUAMM, YTOGEI NOMOYE UM MYULLIE TIOHATH, K3AKYH
WHPOPMAELMIO COAEPKMT U300paKEHUE, aBTODMIYPa,
auarpamma wnu Tatnuua.

Pucynok 140 — Bkiagka «AJIbTePHATUBHBIN TEKCT»

BKJIa,Z[Ka «AJ'IBTepHaTI/IBHHﬁ TCKCT» IMO3BOJIACT 3a4aTb «3arojloBoK» H
«OHI/IcaHI/IC», KOTOPBbIC 6YI[YT 3a4UThIBATBCA IJId JIIOI[GI\/’I C HApyHICHUAMU 3PCHHUA HIIN
KOIHUTUBHBIMU HAPYIICHUAMU, YTOOBI ITOMOYb UM Jydmic IIOHATb, KaKyrO I/IH(I)OpMaHHIO

COJICPKUT JUarpaMma.



196
RU.48324255.7TP (P/])-P/1-B1.0

IlepeMelnienue U M3MeHeHHeE pa3Mepa qUaArpamMm

[Tocne Toro, kak guarpamma OyAeT noOaBlieHa, MOKHO M3MEHUTH €€ pa3Mmep U
noyioxkeHue. [{ns w3MeHeHus pa3Mepa auarpaMMbl TIEPETaCKUBANTE MalleHbKHE
KBaJIpaThl ], pacmoyioKeHHBIC TI0 €€ KpassM. UTOOBI COXPAaHHUTh MCXOHBIC MPOTOPITUU
BBHIOpAHHOW JMarpaMMbl MPU MU3MEHEHHH pa3Mepa, yaepkuBaiTe kiaBumry «Shifty u
MEPETACKUBANTE OJUH M3 YTJIOBBIX 3HAYKOB.

JlJiss MBMEHEHHUST MECTOTIOJIOKCHHSI TUAarpaMMBbI UCIIOJIb3YHTE 3HAYOK 3 KOTOPBIN
MOSIBJISIETCS TTOCJIE HABEACHUS Kypcopa MBIIM Ha auarpammy. [leperamure auarpammy
Ha HY>KHOE MECTO, HE OTITyCKas KHOMKYy MbImu. [Ipu mepememieHun auarpaMMbl Ha
DKpaHe TMOSBIISIFOTCS HAIPABJISIONINE, KOTOPhIE MOMOTAIOT TOYHO PACIOJI0KHTh OOBEKT

Ha CTpaHwuIe (€CU BIOpaH CTUIIh OOTEKAaHUsI, OTIIMYHBIN OT CTUIIS «B TekcTey).

3aroNoBOK AuarpaMmsl

6.5::;
0%

03 I I I I I I

USA CHN RUS GBR GER
M Gold M Silver W Bronze

Pucynok 141 — I[lepemeiieHue 1 U3MeHeHNe pa3Mepa AuarpamMmm

PenakTupoBaHue 3JieMEHTOB IMarpaMMbl

UToOBl M3MEHUTH «3arojIOBOK» JHUAarpaMMbl, BBIJICINUTE MBIIMIBIO CTaHIAPTHBIN
TEKCT W BBEJUTE BMECTO HETO CBOW COOCTBEHHBIM.

Uto0bl u3MEHUTH (popMaTUpOBaHHE MIPU(TA BHYTPH TEKCTOBBIX AJIEMEHTOB, TAKUX
KaK 3arojIOBOK JWarpaMMBbl, Ha3BaHUS OCEH, DSJEMEHTHI YCIOBHBIX O0O3HAYCHUH,
MOJANMKUCH JAaHHBIX W JPYTHE OJIEMEHTHI, BBIJCIUTE HYXKHBI TEKCTOBBIH JJIEMEHT,
IICJIKHYB TI0 HEMY JICBOM KHONKOW MBIIIA. 3aTE€M HCIOJB3yHTe 3HAYKW Ha BKIIAJIKE
«I'maBHas» BepXHEW MaHEIM HWHCTPYMEHTOB, YTOOBI W3MEHHTH THII, pPa3Mep, IBET
mpudTa UK ero CTHIb 0(popMIIeHHUS.

YToOBl yAQIUTh 3JEMEHT AWAarpaMMBbl, BBIICIUTE €T0, IIEIKHYB JIEBOH KHOIKOW

MbIIH, 1 HaxkmuTe kiaBuiny «Delete» na kimaBuarype. [1pu BeiOOpe auarpammel, cripaBa
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Takke nosiBisiercs 3Haduok «Ilapamerprl Gpurypbn», nMockoyibKy (Gurypa HUCroyib3yercs B
kKauecTBe (poHa myig quarpammbl. [[eaKHYB 10 3TOMY 3HAUKYy, MOXHO OTKPBITh BKJIAAKY
«ITapameTtpsl purypb» Ha TIpaBO OOKOBOW MaHENW MHCTPYMEHTOB M 33/1aTh 3aJIUBKY,
00BoaKy U «CTriib 00TekaHus». OOpaTuTe BHUMAaHHUE HA TO, YTO TUIl PUTYypPbl U3MEHUTh
HEJIb31.

C nomomnrsto Bkianku «IlapameTpsl Guryps» Ha mpaBoil OOKOBOI MaHEeTu MOYKHO
M3MEHUTh HE TOJBKO camy O0JacTh JUArpaMMbl, HO M AJIEMEHTBI IUarpaMMbl, TaKue Kak
00acTb TOCTPOEHUS, PSABl JTAHHBIX, 3aroJIOBOK TUArpaMMBbl, JIET€HIAa W JApyTue, U
NPUMEHUTh K HUM pa3jIMuHble TUIIbI 3AJIMBKU. BpiOepuTe 3eMeHT quarpaMmbl, HaXkaB Ha
HEro JIEBOM KHOMKON MBIIIM, U BbIOEPUTE HYXHBIM THUI 3aJIMBKU: CIUIOIIHOW IIBET,
rpaJleHT, TeKCTypa WiIu u3o00paxeHnue, y3op. Hactpoiite mapamerpsl 3aJuBKH U IpU
HEOOXOUMOCTHU 33JailiTe YpOBEHb MPO3padHOCTU. [Ipu BbIAEIEHUN BEPTUKAIBHOW WIN
TOPU30HTAJIBHOM OCHM WM JHMHMA ceTkM Ha Bkinaake «llapamerpsl ¢urypen» OyayT

OOCTYIIHBI TOJIBKO ITapaMCTPhbI 06BOI[KI/II OBCT, TOJIIIMHA B THUII JIMHHH.

IIpumeuanue — «lloka3piBaTh TEHB» TaKXkKe MPHUCYTCTBYeT Ha BKiIajuke «llapamerpbl (Quryps»,
OJIHAKO JJIs1 DJIEMEHTOB JIMarpaMMbl OH HEJIOCTYIIEH.

Eciu tpeOyercs W3MEHUTH pa3Mep »dJIEMEHTOB JuarpaMmbl (Pucymox 142),
IICJIKHUTE JICBOM KHOIKOW MBIIIH, YTOOBI BHIOpATh HYXHBIA DJIEMEHT, W TEPETaNTUTE

OMH U3 8 OENbIX KBAAPATOB ||, pacIIon0KEHHBIX 110 IEPUMETPY DIIEMEHTA.

3aroI0BOK AMarpammbi

20%

60%
?Do I I

uUsA CHW RUS GBR GER JEM
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7

Pucynok 142 — U3meHeHue pazMepa 1HarpaMmbl
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UToOBl U3MEHUTD MOJOKEHUE deMeHTa (Pucynok 143), MIETKHUTE 110 HEMY JICBOU
KHONIKOM MBbIIH, yOeAUTeCh, 4TO Balll Kypcop M3MEHMJICS Ha ée??, YAEPKUBANUTE JIEBYIO

KHOIIKY MBIIIN U IEPETAINUTC 3JICMCHT B HY>KHOC ITOJIOKCHHC.

3 1 (]
3aro/1I0BOK AvnarpamMmel
90% = -
[0 60% = =
30% = =
0% = =
usa CHMN RUS GBR GER
B Gold B Silver B Bronze
O {4 (]

Pucynok 143 — U3MeHeHUe M0JI0KEHUSI YJI€EMEHTOB THATPAMMBI

UToObl yJIanuTh 3JEMEHT AuarpamMmbl, BIOEPUTE €ro, IIEJIKHYB JIEBOM KHOIKOM
MBIIIH, 1 HAKMUTE KiaBuily «Delete» Ha knaBuarype.

MoxHO Takxe noBopauuBarh 3D-guarpaMmbsl ¢ nmoMombr MbimM. IlenkHure
J€BOM KHONKOW MBIIIM BHYTPU OOJIACTH IOCTPOCHUS JAMAarpaMMbl U yAEpKHUBaiTe
KHONIKY MbIK. He oTmyckasi KHOMKY MBIIIN, TEPETalIuTe Kypcop, 4ToObl M3MEHUTH

OpPUCHTAIIHUIO 3D-I[I/Ial"paMMBI.

[t {1 {1
3aronoBoK anarpamMmei
[t {3 {1
120
100
0 O 80 oo
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40
20
N, o] 1 |
Usa CHM RUS GER GER JPM
H Gold B Silver ® Bronze
0 {1 {1

Pucynok 144 — 3D-nmarpamma
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HN3meHeHHe mapaMeTpoOB IMATPAMMBbI

Pazmep
WupuHa: 7.2 cM  BoicoTta: 4.3 cMm

CTUne 06TeKaHUA

ERESERE

WMaMeHWUTE THN gMarpamMmMei

IIII !

Lo

; —— =

M3MEHWTE OAaHHbIE

[OonoNHUTENEBHLIE NAPAMETPEI

Pucynok 145 — IlapameTpsl AuarpaMmmsl

Hekoropsie mapamerpbl auarpaMMbl MOXHO HM3MEHUTH C TOMOUIBIO BKIIAJKU
«IlapameTpsl nuarpamMmbl» Ha MpaBold OOKOBOW maHedu. UTOOBI ee aKTUBUPOBATH,
HISJIKHUTE 0 IarpaMme U Bbioepute 3Ha4ok «I[lapamerpsl auarpammbny cipasa. 31ech
MO>KHO U3MEHUTH CIIEAYIOIINE CBOMCTBA!

— Pasmep — ucnonbdyercs, 4To0bI MpocMoTpeTh Tekymyto Llupuny u BeicoTy
JIAarpaMMmBel.

— Crunb 00TEKaHHS — HCHOJB3YeTCS, YTOOBI BBIOpaTh OJWH W3 JOCTYITHBIX
CTWJIeH O0TEKaHHsI TEKCTOM — B TEKCTE, BOKPYT paMKH, IO KOHTYPY, CKBO3HOE, CBEPXY U
CHHU3Y, Mepel TEKCTOM, 3a TEKCTOM (JJIsi TMOJIydeHUs MOIMOJIHUTEILHOM HH(pOpMaIuu

CMOTPHUTC OIIMCAHUC OTOIMOJHUTCIIBHBIX IIapaMCTPOB HI/I)KC).
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— W3meHuTh THIN AMATrpaMMBbl — UCIIOJIB3YETCS, YTOOBI U3MEHUTh BEIOPAHHbBIN THI
u/unm ctwib auarpammbl. s BeiOopa HykHOro CTuisi JuarpaMMbl HCIIONb3YHTE
BTOPOE BBINAJAIOIIEE MEHIO B paszzese M3MeHuTs TUIl [uarpaMMsl.

— MHN3meHunth JaHHBIC — UCITIOJIB3YCTCA JI1 BBI3OBA OKHA «PCI[&KTOp AUuarpamMm».

HpnMeanne — HJ’IH 6BICTpOFO BbI3OBa OKHa «Pez[aKTop JuarpaMm» MOKHO TaKKC JIBaKIbl
MICIKHYTH MBIIIKOH I10 JuarpaMme B 1O0KYMCHTC.

Hekortopsle U3 3THUX ONIMA MOXKHO TaKXK€ HAWTH B KOHTEKCTHOM MEHIO. MeHro
COJIEP>KUT CIEAYIOIINE MYHKTHI:

— «Bsipesats», «KomupoBath», «BcTaBuTh» — CTaHAapTHBIE OILHMH, KOTOPBIE
UCIIOJIB3YIOTCS JUIsl BBIPE3aHMs] WJIM KONMPOBAHUS BBIACIEHHOTO TEKCTa/00BEKTa U
BCTaBKM paHEE BBIPE3aHHOI0/CKOMMPOBAHHOIO ()parMEeHTa TEKCTa WJIM OOBEKTa B TO
MECTO, TI€ HAXOAUTCS Kypcop.

— Tlopsimok — wucnonb3yercsi, YTOObl BBIHECTH BBIOPAHHYIO JUarpaMMy Ha
NEPEIHMI [UIaH, NEPEMECTUTh Ha 3aJHUI IUJIaH, IEPEHECTH BIEPE] WIM Ha3al, a TAKXKE
CIpyHIIUPOBATh WIM Pa3rpylIApOBaTh JHWArpaMMbl U1 BBIIOJHEHHUs Olepaluid Haj
HECKOJIBKMMH U3 HUX cpasy. llonpoOHee 0 pacnosiokeHHUH OOBEKTOB B ONPENEIECHHOM
MOPSJIKE pacCKa3bIBAETCs HA ATOW CTPaHULE.

— BeIlpaBHMBaHUE — HMCHOJIB3YETCS, YTOOBI BBIPOBHSATH JUArpaMMy IO JIEBOMY
Kparo, 10 LUEHTPY, M0 MPaBOMYy Kparo, [0 BEPXHEMY Kparo, MO CEPEAMHE, IO HUKHEMY
kpato. [logpoOHee o BeIpaBHUBAaHUU OOBEKTOB PACCKA3bIBAETCS HA 3TOM CTpaHMUIIE.

— Crunb 00TEKaHHsI — HUCHOJIb3YETCs, YTOObI BBIOpaTh OJIMH M3 JOCTYIHBIX
cTUJIel 00TEeKaHMsI TEKCTOM — B TEKCTE, BOKPYT PaMKH, IO KOHTYpPY, CKBO3HOE, CBEpXY U
CHM3Y, Iepel TEKCTOM, 3a TekcToM. Onuus «/3MeHuTh rpaHully OOTEKaHWsD» AJis
auarpaMM HEJOCTYIIHA.

— VI3MeHHUTh JaHHBIE — UCIIOJIB3YETCS ISl BBI30BA OKHA «PegakTop auarpaMmm.

— JlonmosmHuTenbHBIE ApaMETPbl JUArPaMMbl — MCIOJIB3YETCS JJisl BhI30BAa OKHA
«/Imarpamma — JOMOTHUTENBHBIE TAPAMETPBDY.

ITpu BbIOOpPE nMarpaMMbl crpaBa Takke MosBiseTcs 3Hadok «[lapamerpsl
¢burypel», NOCKOJbKY (Urypa HUCHOJB3yeTCs B KauecTBe (hoHA [Js JAHarpamMMbl.

[[{enkHyB MO ATOMY 3HAYKYy, MOXHO OTKPBITh BKIIAIKy «IlapameTpsl hurypsn» Ha mpaBoi
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OOKOBOW MaHeNd WHCTPYMEHTOB U 3a7aTh «3amuBKy», «OO0Boaky» u «CTWib
oOtekanus». OOpaTuTe BHUMaHHUE Ha TO, YTO TUI (GUTYPHI U3SMEHUTH HEJb3S.

UToOBl M3MEHHUTH JOTOJHHUTEIBHBIE MapaMeTphl JUarpaMMbl, IMEIKHUTE MO HEH
MPaBOil KHOMKOM MBIIIU U BBIOEPUTE M3 KOHTEKCTHOIO MEHIO MYHKT «J{OMmOJHUTENbHbIE
napaMeTpbl auarpaMmmbly. Mnm HaxkmuTe cChUIKY «JlOTOMHUTENbHBIE MapaMeTpbl» Ha
npaBoil OokoBoit maHenmu. OTkpoercs OKHO «J/luarpamma — JIOTIOJHUTEIBHBIE

napameTpb» (Pucynox 146).

.D,uarpamma = DONONHUTEeNbBHBIE NapaMeTpbl

BEEN D & | 433cm |

O6TeKkaHWe TEKCTOM

ANETepHATHEHbIA TEKCT

Pucynok 146 — OxHo «/[uarpamMmma — 10N0JIHUTEJIbHbIE TApaMeTPbD»

Bxnanka «Pa3Mep» cOOEpKUT ClAeAyOIINE TapaMeTpBbI:

— «llIupuna» u «BbicoTay — UCHOAB3YHTE 3TU OMUKHU, YTOOBI U3MEHUTH LIUPUHY
U/UK BeICOTY auarpaMmbl. Eciin HaxkaTa kHonka CoXpaHsTh MPONOPLUH K& , IIMPUHA U
BBICOTA OYyT U3MEHEHBI MPOMOPLIMOHATIBEHO, COXPaHss UCXOAHOE COOTHOIIEHHE CTOPOH

AruarpaMMBl.
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.Eluarpauma - AoONOnNHUTenbHbIe NapaMeTpkl

Pasmep CTUNE OBTEeKaHWA

"

AnNETEPHATUBHbLIA TEKCT ' ‘

e

I

a

=] [

PaccTosHWe A0 TekcTa

Ceepxy Cnesa

CHM3Y Cnpasa

Pucynok 147 — Bkaaaka «O0TexkaHue TeKCTOM»

Bxrnaaka «O0TekaHue TEKCTOMY COAEPKUT CISAYIONMINE TapaMeTPhI:

— Crunp 00TEKaHHMST — HCIOJB3YWTE ATy OIIKI0, YTOOBI HM3MEHUTH CIOCO0
pa3MeIIeHUs TuarpaMMbl OTHOCUTEIIBHO TEKCTA: WIIM OHA OYJIET SBISATHCS YaCThIO TEKCTA
(ecnu BBIOpaH cTwib oOTekaHusi «B Texcre») wim TekcT Oyner oO0TeKaTh €e CO BCeX

CTOPOH (ecu BbIOpaH OJIMH U3 OCTaJIbHBIX CTUIICH):

e B TEKCTEE— auarpaMMa CYMTAeTCs 4YacThbl0 TEKCTa, KaK OTIEJbHbIN
CUMBOJ, T[IO3TOMY T@pU TEPEMEIICHUH TEeKCTa HN300paK€HUE TOXKe
repeMernaercs. B aTom ciydae rmapaMmeTpsl pacioOKEHNsT HEJOCTYIIHBI.

e FEciu BbIOpaH OJWH U3 CIEAYIONIMX CTUJIEH, HN300paKeHHe MOXKHO
IepeMeIaTh HE3aBUCUMO OT TEKCTa M TOYHO 33JaBaTh IOJIOKEHUE

M300paKEeHUs HA CTPAHUIIE:
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e Bokpyr pamku @— TEKCT OOTEKAeT MPAMOYTOJIbHYI0 PaMKy, KOTOpas

OKpYXaeT Auarpammy.
e Ilo koHTYypYy @ — TEKCT 00TEKAET peaabHbIe KOHTYPHI TUATPAMMBI.

o CKBO3H0€@ — TEeKCT OO0TeKaeT BOKPYr KOHTYPOB JHarpaMMbl U
3aMojHsAeT HE3aMKHYTO€ CBOOOJHOE MeCTO BHYTpU Hero. UToObl 3TOT
3 dekT nposBuiICs, UCTIONB3YHTE onuuio «3MeHUTh rpaHully 0OTeKaHUS

N3 KOHTCKCTHOI'O MCHIO.
L CBepxy H CHU3Y E — TCKCT HAXOAUTCA TOJBKO BLIIIC U HUXKC IHAI'PAMMBI.

o Ilepen Texcrom —“— — AuarpaMma InepeKpbIBAET TEKCT.

e 3a TeKkcToM 5 — TEKCT NEPEKPHIBAET TUATPAMMY.
[Tpu BBIOOpPE CTHIIA OOTEKAHUSI BOKPYT PAMKH, IO KOHTYPY, CKBO3HOE WUJIH CBEPXY
U CHU3Y MOXXHO 3a/aTh JOIOJIHUTEJIbHBIE NTapaMEeTphbl — PACCTOSIHUE 10 TEKCTa CO BCEX

CTOpPOH (CBEpXY, CHU3Y, CJIEBa, CIIpaBa).
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,Eluarpamma - AONONHUTEeNbBHBIEe NapaMeTpkl

Pasmep Mo ropuaoHTanu

BblpasHKBaHue OTHOCMTENLHO
OB6TeKaHWe TEKCTOM

-~

[) Ocm Cron6ua v
AnETepHaTHEHbIN TEKCT

OTHOCHUTENBHOE NONOXKEHWE OTHOCHMTENEBHO

Mo sepTUKanu

BbipasHMBaHWe OTHOCHTENBHO
MonoxeHne HIDKE
() Ocm . AB3aua v

OTHOCHUTENBHOE NONOKEHWE OTHOCHMTENBHO

MapameTpei
v lepeMelars C TEKCTOM || PaspelluTb NepekpbiTue

Pucynok 148 — Bkanaaka «Ilosoxkenne»

Bxrnaaka «Ilonmoxkenue» AocTymHa TOJBKO B TOM Ciyyae, €CliM BBIOpaH CTHUIIb
oOTekaHusi, OTIAMYHBIN OT cTwist «B Tekcre». Bkiaaka coAEpKUT CHEAyrOUIUe
napaMmeTphbl, KOTOPbIE PA3INYAOTCS B 3aBUCUMOCTH OT BIOPAHHOTO CTUJISL OOTEKaHUS:

— B pazgene Ilo ropu3oHTajMm MOXHO BBIOpaTh OJWH W3 CIEAYIOUIUX TPeEX
C0CO00B MO3UIIMOHUPOBAHUS TUATPAMMBI:

e BrpIipaBHuBaHue (110 JIEBOMY Kparo, IO LEHTPY, IO MpPaBOMY Kparo)
OTHOCUTEIBHO CHMBOJIA, CTOJOLIA, JIEBOTO TOJS, MOJIS, CTPAHUIIBI WM
IIPaBOro MoJs,

e Aob6comotHoe [losnoxkenue, omnpenensieMoe B aOCOMIOTHBIX €AMHHIIAX, T.C.
Cantumerpax/Ilynkrax//doiimax (B 3aBUCMMOCTH OT TOr0, Kakou
rmapaMeTp ykasaH Ha Bkuagke «®@aiwm»y —  «JlomoaHuTEnbHbIE
napaMmeTphl...»), CIpaBa OT CHUMBOJa, CTOJIOIA, JIEBOrO TIOJIS, TIOJIA,

CTpaHUIbI WX ITPABOI0 ITOJIA,
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e OTHOCUTEJbHOE TOJIOKEHHE, ONPELIIEMOE B MPOLEHTAX, OTHOCUTEIIHHO
JIEBOTO TOJISA, TTOJISI, CTPAHUIBI JIA IIPABOTO TOJIA.

— B pazgene Ilo BepTMKaIM MOXHO BbIOpaTh OJWH M3 CIEAYIOIIHUX TpeX
CIOCOOOB MO3UITMOHUPOBAHUS TUATPAMMBIL:

e BroipaBHuBaHMe (10 BEpXHEMY Kpaw, MO LEHTPY, MO HUKHEMY Kparo)
OTHOCUTEJILHO CTPOKH, TMOJis, HWXXHEro moJis, ad3aiia, CTpaHUIbl WU
BEPXHETO MOJIs,

e AolcomotHoe IloJioskeHue, onpenensieMoe B aOCONIOTHBIX €IUHUIAX, T.€.
Cantumerpax/Ilynkrax//lroliMmax (B 3aBUCUMOCTH OT TOT0, KakOd mapameTp
ykazaH Ha BkJajgke Paiin — JlomoJHUTEIbHBIC TApaMETphl...), HHUKE
CTPOKH, TIOJIsI, HUYKHETO TMOJIs1, a03a1ia, CTPaHUITLl WJIM BEPXHETO OIS,

e OrTHoCHMTEJIbHOE TO0JIOKEHUEe, ONPEILISIEMOE B MPOLEHTaX, OTHOCUTEIBHO
MOJIsI, HUSKHETO TMOJIsl, CTPAHULIBI MU BEPXHETO MOJIS.

— Omuus Ilepememiath ¢ TEKCTOM oOmpesnenser, OyJeT Ju JuarpaMmma
MepeMeIaThCsi BMECTE C TEKCTOM, K KOTOPOMY OHa IIPUBS3aHA.
— Omnmus Pazpemuth nepekpbITHE ONpEAeIseT, OyIyT JIM MEPEKPhIBATHCS JIBE

AYarpaMmsbl, €CJIM IEPETAIUTh UX OJIU3KO APYT K APYTY Ha CTPaHMLIE.
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D,Harpauma - AONONHUTEenNbHBIE NapaMeTpbl

Paamep 3aronoeok

O6TekaHWe TeKCTOM

Onucanue
MonoxeHue

ANLTEPHATMBHOE TEKCTOBOE NPEACTaBNEHUE MHOPMALIMK O
BM3yanbHOM 0DbeKTe, KoTopoe DyAeT 3a4MThIBaTLCA ANA MoaeH
C HapYLUEHWAMH 3PEHWA UMM KOTHUTUBHBIMKM HAapYLUEHWAMM,
YTOObI NOMOYE MM MyYLLIE MOHATL, KAKYI0 MHPOPMALMIO COAePHUT
u30GpameHue, aBTourypa, aMarpamMmma unu Tabnuua.

Pucynok 149 — Bkiaaaka «AJIbTepHATUBHBIN TEKC»

Bxnmagka «AJBTepHATHBHBIM TEKCT» IIO3BOJIAET 3a7aTh  «3aroJioBOK» H
«Onucanue», KOTOpPbIE TMPUMEHSIOTCS JUIsI  XapaKTEePUCTUKH  JUarpaMMbl U
CIIOCOOCTBYIOT JIyYIlIEMYy BOCIHPHUSITUIO COJAEpKalllecss B HEl MH(OpMAIUU JIOJIBMHU C

HapYIIEHUSMHU 3PEHUS] WJIM KOTHUTUBHBIMU TTPOOIeMaMu.

3.7.6 BcTaBKa TEKCTOBBIX 00LEKTOB

Jlns mpugaHus TEKCTy OOJIbIICH BBIPA3UTEILHOCTH M aKIEHTUPOBAHHUS BHHUMAaHUS
Ha KOHKPETHOM 4YacTH JOKYMEHTa MOXXHO UCIIOJIb30BaTh BCTaBKY HAIINUCH —
MPSMOYTOJILHON paMKH ¢ TEKCTOM BHYTpU WU 00BEKT Text Art — TEKCTOBOTO MOJS C
3apaHee 3aJaHHBIM CTHJIEM W [BETOM IIPU(TA, MO3BOJISIONMICIO JIOOABIATH TEKCTOBBIC
3 exThI.

Jlo0aBjieHHE TEKCTOBOI0 00bEeKTAa

TekcToBBINH 00BEKT MOKHO ,Z[O6aBI/ITI> B JIIOOOM MecTe CTpaHUIIbI. ILJIH 9TOTIO:
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1. mepeiinute Ha BKiIaaKy «BcTaBka» BepxHEl MaHeId UHCTPYMEHTOB,

2. BBIOEPUTE HYKHBII TUI TEKCTOBOTO OOBEKTA:

e yTOoOBI J00AaBUTH TEKCTOBOE MOJIE, IIEIKHUTE MO 3HA4Ky Hanamuch Ha
BEPXHEW TMaHEeNMW WHCTPYMEHTOB, 3aTéM IICIKHUTE TaMm, Tle Tpedyercs
NOMECTUTh HAJNUCh, YIEP)KUBANTE KHOIKY MBIIIA M TEpeTacKuBaiTe
TpaHUIly TEKCTOBOIO IMOJs, YTOOBI 3aiaTh ero pasmep. Korma ormycrtute
KHOTIKY MBIIITH, B J00aBICHHOM TEKCTOBOM TMOJI€ TOSBUTCA Kypcop, H
MOSIBUTCS] BO3MOXHOCTh BBECTH CBOM TEKCT. B BbINaaroiemM Crucke MOKHO
BBIOpATH: «BcraBuTh TOPU30HTAIBHYIO HaJIIIACHY, «BcraBuTh

BCPTUKAJIBHYIO HAAIIUCB).

IIpumenanne — Hagnuce MOXKHO TakKe BCTaBUTh, €CIIU ILEIKHYTH 10 3HaUKy PuUrypa Ha BepxHeH
MaHEJIM UHCTPYMEHTOB U BbIOpaTh QUIypy U3 rpymnibl « OCHOBHBIE (QUTYPBI».

Ta

Text

e yTOOBI 100aBUTh O0BEKT «Text Arty, menKkHUTe MO 3Hauky Text Art At~
3aTeM IIETKHUTE 0 HY>KHOMY IIa0JoHy cTuis — 00BbekT «Text Art» Oynmer
n00aBjeH B TEKylLIeW MO3UIMM Kypcopa. Briaenure Mblibio CTaHAAPTHBINA

TEKCT BHYTPH TCKCTOBOI'O ITOJIA U HAITUIIHUTE BMECTO HETO CBOM TEKCT.

3. IIETKHUTE 3a MpejieslaMu TEKCTOBOTO 00bEKTa, YTOOBI MPUMEHUTh U3MEHEHUS U

BCPHYTHCA K TOKYMCHTY.

TexkcT BHyTpU TEKCTOBOTO OOBEKTA SIBJSIETCS €r0 YacThlo (IIPU IMEPEMELIEHUH WIN
MOBOPOTE TEKCTOBOI'O O0BEKTA TEKCT OYyJIET MepeMeIaThCsl UM IOBOPAYUBATHCS BMECTE
C HUM).

BcraBiieHHBIN TEKCTOBBIM 3J€MEHT MPEACTaBIIAECT COOOM MPSIMOYTOJIBHYIO PaMKY,
BHYTPH KOTOPOW HaXOJIUTCS TEKCT (y 3yieMeHTOB Text Art Mo yMOJIYaHUIO OTCYTCTBYIOT
BUJMMbIE TPaHUIIbl), U TOCKOJIbKY 3Ta paMKa SIBJISIETCSI OOBIYHON aBTOPUTYPOH, MOMXKHO
U3MEHSATh KaK MapaMeTpbl caMoi (pUrypsbl, Tak U CBOMCTBA TEKCTA.

JIns ynaneHus BCTaBIEHHOTO TEKCTOBOIO AJIEMEHTA HAKMUTE HA Kpall TEKCTOBOIO
TOJI ¥ BOCIIOJIb3yWTeCh KinaBuiuen «Delete» Ha knaBuarype. [lpu 3T0M BCE comepkuMoe

TEKCTOBOI'O IOJISI TAKXKE OYyAET CTEPTO.
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dopMaTHUPOBAHHE TEKCTOBOI0 MOJISI
Breinenure TEKCTOBOE TOJIe, IMIECAKHYB MO €ro TpaHHIle, 4YTOObI MOXXHO OBLIO
U3MEHHUTH €ro cBoiicTBa. Korma TeKCToBO€E 1oJie BBIJEICHO, €r0 TPAHUIIBI OTOOPAKAIOTCS

KaK CIIUTOIIHBIC, 4 HC ITYHKTUPHBIC JIMHUH.

BBeauTe Ball TEKCT

Pucynok 150 — TexkcToBoe€ 110J1€ BbIAEJICHO

— YTOOBl M3MEHUTH pa3Mep TEKCTOBOTO TOJIs, MEPEMECTUTh, TMOBEPHYThH €TO0,
HCIIOJIB3YHUTE CHeIMaIbHbIE MApKEPhI MO KpasiM (PUTYPHI.

— 9TOOBI U3MEHUTH 3AJIUBKY, KOHTYPHI, CTHJIb OOTEKaHHUSI TEKCTOBOTO IOJISI WIIH
3aMEHHUTHh MPSIMOYTOJIbHOE I0JIE Ha KAKYHIO-TO JAPYTyI0 (QUTYpY, IIEIKHUTE MO 3HAYKY
«ITapameTpsl uryps» Ha mpaBoii OOKOBOU MaHEIU U UCHOJIb3YyHUTE COOTBETCTBYIOLIUE
OILHH.

— 4TOOBI BBIPOBHATH TEKCTOBOE MOJIE HA CTPAHMUIIE, PACHOJIOXHUTH TEKCTOBBIC
MoJIsi B OMNPEACIICHHOM TMOPSJAKE OTHOCUTEIBHO IPYTUX OOBEKTOB, MOBEPHYTH WIIH
OTPa3UTh TEKCTOBOE I0JI€, U3MEHUTh CTHJIb OOTEKAaHUSI WM OTKPBITH JIOMOJHUTEIbHBIC
napaMeTpbl (PUTypsl, MIEIKHUTE TPAaBOM KHOMKOM MBIIIH 10 TPaHUIIE TEKCTOBOTO MOJIS U
WCMOJIB3YWUTE OMNIMU KOHTEKCTHOIO MEHIO.

DdopMaTHPOBAHHME TEKCTA BHYTPH TEKCTOBOTO MOJIS

[IlenkHUTE MO TEKCTY BHYTPU TEKCTOBOTO IMOJIS,, YTOOBI MOKHO OBLIO M3MEHUTH
ero cpoiictBa. Korma TEKCT BBIJENCH, TPAHUIIBI TEKCTOBOTO TOJS OTOOpa)xaroTcs Kak

IMYHKTUPHBIC IMHHUU.
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. BBeaumTe Balll TEKCT

Pucynok 151 — ®opmaTupoBaHne TeKCTa BHYTPH TEKCTOBOIO 10JIA

Ipumeuanune — DopMaTHpPOBaHWE TEKCTAa MOXKHO HM3MEHHTh W B TOM CiIy4ae, €CJIHM BBIJCICHO
TEKCTOBOE TOJIE, a HE caM TeKCT. B aToM ciyuae nro0Obie M3MEHEHHs OyIyT MPUMEHEHBI KO BCEMY
TEKCTY B TEKCTOBOM Tojie. HekoTopbie mapamerpsl popmarupoBanus mpudTa (THII, pa3Mep, [BET U
ctuiau oopmieHus mpudTa) MOXKHO OTHEIBHO NPUMEHHTh K MPEIBAPUTENILHO BBIJCICHHOMY
(parMeHTy TeKcCTa.

Y1oObl TOBEPHYTh TEKCT BHYTPH TEKCTOBOTO MOJIS, HMIETKHUTE MO TEKCTY MpaBOU
KHOIIKOW MBbIIH, BbiOepute omniuio «Hampasnenwe Tekcta», a 3aTeM — OJMH U3
JOCTYNHBIX BapuaHTOB: «l opu3oHTambHOE» (BBIOpaH MO yMonuaHuio), «IloBepHyTb
TEKCT BHU3» (3a/1a€T BEPTUKAJIbHOE HAIpaBIICHUE, CBEPXY BHU3) WK «II0BEpHYTh TEKCT
BBEpX» (3a/1a€T BEpPTUKAIbHOE HAIIpaBJICHUE, CHU3Y BBEPX).

YToObI BBHIPOBHATH TEKCT BHYTPH TEKCTOBOTO TOJISI MO BEPTHKAIH, IICIKHUTE IO
TEKCTY MpaBOi KHOIKOW MBIIIN, BbIOEpUTE Omiuio «BepTukanbHOe BhIpaBHHBAHUEY, a
3aTeM — OJMH M3 JNOCTYNHBIX BapuaHToB: [lo BepxHemy kparo, Ilo umentpy ummu Ilo
HIDKHEMY Kparo.

JlononHuTENbHBIE MapaMeTpbl OPOPMIICHUST HUYEM HE OTJIMYAIOTCS OT TeX, YTO
UCIIOJIB3YIOTCS B CTaHAApTHOM Tekcte. [[ns monydyeHuss moApoOHo uHGoOpMaiuu o
HEOOXOJAMMBIX JCHCTBUAX oOpamaiTech K COOTBETCTBYIOUIUM paszfeiaM CIPaBOYHOMN
noKyMeHTanuu. 11obp30BaTesto 10CTYIHO:

—  BBIPOBHSATH TEKCT BHYTPU TEKCTOBOTO MOJIS 10 TOPU30HTAH,

— W3MEHUTh THIN, pa3Mmep, IBET mpudTa, NPUMEHUTh CTUIU O(DOPMIICHHUS H
MpeayCTaHOBJIEHHbIE CTUIU (OPMATUPOBAHUA,

— 3a7aTh MEXIYCTPOYHBIH HMHTEpBAJ, WU3MEHUTh OTCTYNbl ab3ara, HACTPOUTH
MO3ULIUU TaOYJISALUU JIJIsI MHOTOCTPOYHOTO TEKCTa BHYTPU TEKCTOBOIO OIS,

— BCTaBUTb I'MIICPCCHUIKY.
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MoxHo Takxe HaxaTh Ha 3Ha4dok «Ilapamerpnl oObekTa Text Art» Ha mpaBou
OOKOBOM MaHENN U U3MEHUTh HEKOTOPHIC MapaMeTpPhl CTUJIS.
N3menenue ctuisi o0bekra Text Art

Boigenute TekcTOBBIM OOBEKT W IIENKHHUTE MO 3Hauky [lapamerpsl oobekTa Text

Art 2 Ha npaBoil OOKOBOM MaHENH.

La6noH

I H H '
Janueka
3anueKa UBETOM v
Henpozpa4yHocTE o
0 (100 100 % .
KoHTyp
TonuwuHa LiseT Ta

- o~

BeskoHtypa v | v

Tun

'

Henpospa4yHocTe
0 (100 100 % .

TpaHcdopMaLmnsa

" Ja0E 20(re -

Pucynok 152 — ITapamerpsl o0bekTa Text Art

W3meHuTe NpUMEHEHHbIH CTWJIb TEKCTa, BbIOpaB u3 raiepeu HoBblid Lllabson.
MoXHO TaKXke MJOMOJHUTENBHO HW3MEHHUTh 3TOT 0a30BBIM CTWIb, BBIOpAB ApyTue
[1apaMeTphl.

N3menute «3anuBky» mpudrta. MokHO BIOpaTh CIEyIOIME BApUAHTHI:
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— 3ajuBKa IIBETOM — BBIOEPHUTE 3Ty OMIMIO, YTOOBI 3a7aTh CIUIONIHOM IIBET,

KOTOPBIM TpeOyeTCs 3al0JIHUTh BHYTPEHHEE TPOCTPAHCTBO OYKB.

3anueka

3anuBeka LUBeToM v
Henpospa4yHocTe

0 (100 100% .,

Pucynok 153 — 3aiuBka uBeTom

HaxxmMuTe Ha NBETHOW NPSIMOYTOJIBHUK, PACIIONOXKEHHBIM HUXKE, WM BBIOEpUTE
HY’KHBIM LIBET U3 JJOCTYIHBIX HAOOPOB IIBETOB MJIM 3a/1alTe 1000 LIBET.
— I'papuenTtHast 3aJiMBKa — BBIOEPUTE 3TY OILMIO, YTOOBI 3aIUTh OYKBBI JIBYMS

[IBETaMH, MJIABHO MEPEXOASAIIUMU IPYT B ApyTa.

Sanueka
lpagMeHTHanA 3anuBka v
CTune HanpaeneHwe

TIMHERHBIA v

¥ron 0° e

W v

ToukW rpagueHTa

m |

il

LigeT MonoxeHue

B . a0
Henpospa4yHocTe

0 (100 100%

Pucynok 154 — I'paguenTHas 32 1MBKa

—  Crunb — BeiOepute JInHeiHblil unu PaguanbHbid:

e JIMHENHBIA UCIONB3YETCSA Ui M3MEHEHUS IBETOB CJI€Ba HAMpPaBO, CBEPXY
BHU3 WIH TOJ JIOO0bIM BBIOPaHHBIM YIJIOM B OJTHOM HampaBiieHUU. YToObI
BbIOpATh MPEYyCTAHOBICHHOE HAINIPABJIEHUE, IICIIKHUTE HA CTPEJIKY PSIIOM C
OKHOM IIpEJBApUTEIBLHOr0 npocMorpa «HampasneHune» wnm ke 3amaure

TOYHOC 3HAYCHHUC YIJIa Ir'paavCHTA B IT10JIC «YTom».
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PaananpHblll HCTIONB3YETCS 11 U3MEHEHUS LIBETOB IO KPYry — OT LIEHTpa

K KpasiM.

Touxka rpagu€HTa — 3TO OIPCACICHHAsA TOYKa IICPCXOJdda OT OAHOIO IBETA K

UtoO6sl  100aBUTH  TOUKY  TpaJIUEHTA, Ucnone3yiite KHOTIKY
Jlo6aBuTh Touky rpajuenta @ pnm momsyrok. MoxHO n06aBuTE 10 10
Touek rpaauenta. Kaxnas cruenyronias no0aBieHHas TOYKa TIpagueHTa
HUKOMM OOpa3oM HE MOBJHUSET Ha BHEUIHWUW BHJ TEKYIIeW rpaJueHTHOU
3QJIMBKH.

UToOBl yIanuTh OINpEJEICHHYI0 TOUKY TpaJUCHTa, UCIOIb3YWUTE KHOIKY
VanuTh To4Ky rpaguenta . UTo6bl M3MEHHTh IOJIOXKEHHE TOYKH
rpaieHTa, UCIOJb3yUTEe MOJ3YHOK wWin ykaxure «llomoxenue» B
MPOLIEHTAaX JJI1 TOYHOTO MECTOIOIOKEHHUS.

UTtoOBl MPUMEHUTH LBET K TOYKE T'PAJUCHTA, IIECTKHUTE TOUKY Ha MaHENIH

MOJI3YHKa, a 3aTeM HaXMuTe «L[BeT», 4TOoOBI BRIOPATh HYKHBIH 1IBET.

IIpumeuanue — [Ipu BrIOOpe M000M U3 yKa3aHHBIX OMIMKA TakKe€ BO3MOXKHO YCTAaHOBUTH YPOBEHBb
HETMPO3PavYHOCTH, TEpEeaBUTasl TOJM3YHOK WJIM BPYYHYIO BIHCHIBas 3Ha4yeHHEe B TpoieHrtax. [lo
yMOJIYaHUO ycTaHoBieHO 3HaueHue 100%, 4To o3HayaeT MojaHyr Henpo3payHOCThb. 3HaueHue 0%,
B CBOIO OY€PE/ib, YKA3bIBAET HA MOJHYIO MTPO3PAUYHOCTb.

be3 3anuBku — BbIOEpUTE ATy OMIMIO, €CU HE TPeOyeTcs HMCIOJIb30BaTh
3aJIUBKY.

Hactpoiite Tonmuny, et u tun Kontypa mpudra:

JIns W3MEHEHHs] IIUMPUHBlI JMHUHM, OTKPOMTE PACKPBIBAIOLIUNCS CIHCOK
«TonmuHa» u ykaxurte Hy)kHOe 3HaueHue. Jloctynnbie BapuanThl: 0.5 T, 1
nT, 1.5 nt, 2.25 ur, 3 ur, 4.5 nt, 6 nT. Eciiu TpedyeTrcs OTKITII0YNTh 00BOJIKY,
BbIOEpUTE TyHKT «be3 TuHUmY.

JI1s1 n3MEeHeHHs IBETa KOHTYpa IIEJKHUTE MO [IBETHOMY MPSMOYTOJIBHUKY U
BBIOEPUTE HYKHBIN 1IBET.

Jiss  W3MEHeHHMsT THMa KOHTypa BBIOCpUTE HYXHYIO OMNIUIO0 U3

COOTBCTCTBYIHOIICTO BBIIAAAIOIICTO CIIMCKA (HO YMOJTYaHHUIO TIPUMCHACTCA
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CIUIOLIHAS JIMHUS, €€ MOKHO U3MEHUTh Ha OJIHY U3 JOCTYIIHBIX ITYHKTHUPHBIX
JIUHUN).
e [lpumenute TekcToBBIM 3(PeKT, BbIOpaB HYXHBIA TUI TpaHcHopMauuu
TekcTa u3 ranepen «TpaHchopmanusy. MOKHO CKOPPEKTUPOBATH CTEIEHb

HCKPUBJICHUS TEKCTa, IEPETACKUBas pO30BbIi Mapkep B (hopme pombda.

=

4

Pucynok 155 — Tpancpopmanuu Tekcra

3.7.7 TIloanep:xkka SmartArt

['paduka «SmartArt» ucnonb3yercs s CO3/IaHUsl BU3YaJIbHOTO MPEJICTABICHUS
UEPApXUUYECKON CTPYKTYpbhl IpH IMOMOLIM BbIOOpa HauOosiee MOJIXOJSIIET0 MaKeTa.
[lopnepxuBarorcst rpapuueckue OOBEKThl «SmartArt», 100aBlIEHHBIE C MOMOIIBIO
CTOPOHHHX penakTopoB. Daiin, coaepxanuili «SmartArt», MOXHO PEJaKTUPOBATh €0
Kak rpaduyeckuii 0OOBEKT C MOMONIbIO JOCTYMHBIX HHCTPYMEHTOB. Eciu BBIIEIUTH
rpaduueckuii 00beKT «SmartArt» Win ero 3J€MEHT, Ha MPaBoi OOKOBOW MAaHENN CTaHyT
JOCTYIIHBI CJIECIYIOIINAE BKIAIKU:

— Ilapamerpnl a03ama — Uil pPENAKTUPOBAHUS OTCTYIIOB W HHTEPBAJIOB,
MOJIOKEHUSI Ha CTpAaHMIIE, TPAHUI[ W 3aJUBKH, MIPUPTOB, TaOYJSAIUI M BHYTPEHHHUX
noJiel. OTa BKJIaJIKa CTAHOBUTCSI aKTUBHOM TOJIBKO JJ1s1 OOBEKTOB «SmartArty.

— Ilapamerpsl ¢urypsl — [ pelakTUPOBaHUS (QUIYp, HCIONB3YEMBIX B
MakeTe. MOXHO U3MEHATh pa3Mmep (HOpMBI, peAaKTUPOBATh 3aIHUBKY, KOHTYp, TOJNIIUHY,
CTWJIb OOTEKaHUs, MOJOKEHHUE, JIUHUU U CTPEJIKH, TEKCTOBOE MOJIE€ U aJbTEPHATUBHBIN

TCKCT.
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— Ilapametpsl o0bekTa «Text Arty — s pegaktupoBanus ctuis «Text Arty,
KOTOPBIN UCTIONB3yeTCs «SmartArt» s BbieaeHus TekcTa. MOXHO U3MEHUTh 11a0JI0H
«Text Art», TUI 3aJIMBKH, IBET U HEMPO3PAYHOCTh, TOJIIUHY JUHUU, LIBET U THUIM. JTa
BKJIaJIKa CTAHOBUTCS aKTUBHOM TOJIBKO JIJIS OOBEKTOB «SmartArty.

[[lenkauTe MpaBOd KHOMKOW MBIIIKA IO «SmartArt» WIK MO0 TPaHULE AAHHOTO
AJIEMEHTa, YTOOBI TTOTYUYUTh JIOCTYH K CISAYIONIUM MmapaMeTpam hopMaTHPOBAHHUS:

3< Bblpesats
& Komuposarb
(F Bcrasum

(=) HaneyataTs BbIAENEHHOE

ropaaok ’
BbipaBHUBaHUE ’
W CTunb o0TeKaHua ’

MoBopoT ’
BCTaBMTb Ha3BaHWe
COXPaHWUTh KaK PUCYHOK

O/’? TMNepccbinka

M3MEHUTE TOUYKH

[y MononHuTENbHbIE NapamMeTpbl (OMryphl

Pucynok 156 — Ilapamerpsl popmaTupoBanus «SmartArt»

— Crunb o0TeKaHUs — JJIsi ONPENENICHHs CIocoda pacroyioKeHUs OO0BEeKTa
otHOcuTenbHO TekcTa. [lapamerp «CTunp oOTeKkaHWs» JOCTYNEH MOCTE MIeNTYKa IO
rpaHuile rpagpuIeckoro o0beKkTa «SmartArty.

— BcraBure Ha3Banue — a8 J00aBICHHWS BO3MOXKHOCTH CCBUIATHCS HA
rpaduyeckuii 00beKT «SmartArt» B JOKyMEHTE.

— JlonmonmuurenpHbie MapaMeTphl QUTYpBI — AJIs JOCTyNa K JOTOJHUTEIHHBIM
napameTpam GpopMaTupoBaHus GUTYPHI.

— IllenkHuTe MPaBOl KHOMKON MBIIIH MO TpadudeckoMy 00BEeKTy «SmartArty,

YTOOBI MOTYYUTH JOCTYI K CIEAYIOIIUM MapaMmeTpam GopMaTUPOBAHUS TEKCTA:
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— BbIpaBHUBaHME 1O BepTUKAIW — Ui BbIOpaTh BhIPAaBHUBAHUE TEKCTAa BHYTPH
BBIOpPaHHOTO 00beKTa «SmartArty»:
e BBIpOBHATH IO BEPXHEMY Kpalo,
e BEIpOBHATH 110 CEpeNHE,

e  BBIPOBHATH 110 HIJKHEMY Kpalo.

— Hanpasnenne Tekcta — BbIOpaTh HAMpaBlIEHWE HAIMPAaBICHUS TEKCTa BHYTPH
BBEIOpPAHHOTO 00BeKTa «SmartArty:
e [‘opusoHTaNBHOE,
e [loBepHYTb TEKCT BHU3,

e [loBepHYTbH TEKCT BBEPX.

(3 Bcrasums ’

F BepTUKanbHOE BblpABHUBAHHE '
2B HanpaBneHWe TekcTa C

§] OononHuTenbHbie NapameTpel a03aua
(=] LoBagute koMmeHTapHiA
¢ Twnepceuinka

DOpMaTUpOBaHWE KaK CTUMb *
Pucynoxk 157 — [1apameTpsl (popmaTupoBaHus TekcTra SmartArt

3.7.8 obaBieHne HaA3BaHMSsI
HasBanue mpexacraBiser co0Oll MPOHYMEPOBAHHBIA SPIBIK, KOTOPBIM MOXKET
UCIIOJIB30BAThCA ISl 0003HAaYeHUs1 0OBEKTOB, BKJtOUas (POpMyJibl, TaOIUIBI, CXEMbI U

U300paKECHHUS.

JlanHas (yHKIHS MMO3BOJIIET JICTKO CCHUIATHCS Ha KaKOW-JTHOO OOBEKT B BallleM
TEKCTEe, TaK KaK Ha Ha HEM €CTh JICTKO y3HaBaeMasi MOJIIHCh.
Uto0b1 n06aBuTh «HazBaHue» K 00BEKTY, BBIITOJIHUTE CIACAYIONTNES NCHCTBUS:

— BriOepute 00BEKT, K KOTOPOMY HY>KHO JOOABUTh Ha3BaHUE;
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— llepeiinure Ha BKIagky «CcebLIKM) BEPXHEN aHEIU UHCTPYMEHTOB;

— IlenkHuTe Ha UKOHKY Ha3BaHME rxeave HA BEPXHEHN MMAHEIN UHCTPYMEHTOB WIH

IICJIKHYB TPaBOi KHOIMKOW MO 00BEKTy, BbIOepuTe GyHKINIO «BcTaBUTH Ha3BaHuUe».
OTkpoeTcst AManoroBoe okHO « BcTaBUTh HAa3BaHUe»
e BbpIOEpUTE MOANKCH AJI1 HA3BAHMSI, IIETKHYB Ha PaCKPBIBAIOIIMICS CIIUCOK U
BBIOpAB OIMH M3 MIPEIJIOKEHHBIX BAPUAHTOB, WU
® CO3[1aliTeé HOBYIO MOJINKCh, HaxaB KHOINKY «J/lo0aButhb». B amanoroBom
OKHE BBEJMTE HOBYIO MOJIHUCH B TEKCTOBOE MoOJIe. 3aTEM HAXMUTE KHOIIKY
«OK», uto6n1 106aBUTH HOBYIO «[loAMUCH)» B CITUCOK TTOMHKCEH;

— B Beimagatomem cnucke «BeraButhy» BoiOepute «Ilepen», yToObl pa3MecTUTD
Ha3BaHue HajJ 00bekToM, i «Ilocsie», 4ToObl pa3MeCTUTD €ro MoJ O0BEKTOM;

— VYcranoBure Quaxkok HanpoTUB «UCKJIWYMTHL NOANUCHL M3 HA3BAHHUNAY,
YTOObl OCTABUTH TOJIKO HOMEpP Ui 3TOW KOHKPETHOW MOANMHMCH B COOTBETCTBUU C
MOPSIKOBBIM HOMEPOM;

— VYcranoBure (iaxok HANPOTUB ONIUN «BK/JIANYMTHL HOMEP IJIaBbD», YTOOBI
100aBUTH BBIOPaHHBIN THUIT HyMEpalui OOBEKTOB K HA3BaHUIO;

— HacrpoiiTe HyMepalnui TOAMUCH, J00aBUB K HEHW OMNpeIeIeHHBIH CTUIIb H
pa3zenuTelb;

— UYt0OBI NpUMEHNUTH Ha3BaHUE, HAKMUTE KHONIKY «OK».
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BeraBuTe HasBaHMe

Ha3ssaHue BCTaBWTh
PUCYHOK 1 Mocne W
MNoanucs

PHUCYHOK v HobaBuTb

ACKNIOYUTE NOANKCE W3 HA3BaHKUA

HymMepaimna

12 3 v

BKNHO4YUTE HOMEP TMaBbl

Ha4YuMHaeTCa co CTUNA Mcnonb30BaTh pasgenvrent

Mpumepbl: Tabnuuya 2-A, M3obpaxede 1.1V

Pucynok 158 — OxkHo «BcraButh Ha3BaHue»

Ynanenue noanucu
Jlns ynaneHus Baiied CO3/JaHHOW TMOJIMCH HEOOX0IUMO BBIOpaTh €€ M3 CIHUCKA U

Ha)XaTb KHOMIKY « Y 1aauthy. [lognuce Oyaer ynajieHa MTHOBEHHO.

IIpumeuyanue — yaajaeHUe MOANKUCEN, CO3AHHBIX MO YMOIYaHUIO, HEBO3MOXHO.

dopmaTupoBaHHue HA3BAHMU

IIpn BBOZE 3arojoBKa B JOKYMEHTE JUIsi HErO aBTOMATUYECKU CO3LACTCSA CTHUIIb.
YtoObl U3MEHUTH OPOPMIIEHHE BCEX 3arojIOBKOB 3TOTO THUIA, BBIMOJIHUTE CIIETYIOLINE
JEHUCTBUS:

—  BBLAEIUTE TEKCT U3 KOTOPOTo OyAeT CKONMPOBAaH HOBBIN CTHJIb JJIs1 HA3BAHU;

— Haiigure ctuib «HasBanme» (MO0 yMOJYaHUIO BBIACIIEH CHHUM LBETOM) B
rajepee CTWJIEH, KOTOPYXO MOXKHO HaWTu Ha BKIaake «lJiaBHas)» BEpXHEU MaHenu
WHCTPYMEHTOB;

— I[IEJKHHATE MO HEMY MPaBOWd KHOMKON MBIIIM U BbIOEpHUTE MYHKT «OOHOBHTH
U3 BBIICJICHHOI0 (pparMeHTay.

O0bequHEeHUEe HA3BAHUI B IPYIIIbI
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Eciu tpebyercsa mnepememniath OOBEKT W TOMANHUCH KAk OJHO I€J0€, HYKHO
CTpyNIHUPOBATh OOBEKT U MOAMUCH BMecTe. [[71s1 aTOTO0:
— Bribepute 00BeKT;

— BriGepute ogun u3 «CtTuieil 00TeKaHWsl», HCIOIb3Ys NPaByr0 OOKOBYIO

IIAHEJIb;

— JloGaBbTe NOANUCH, KAK YKa3aHO BBILIE;

— 3Baxwmure knaBumry «Shifty u BbiOepuTe 35€MEHTHI, KOTOpbIE TpedyeTcs
CIpyIIINPOBATH;

— IlenkHuTE IpaBOM KHOIKOMN MBIIIH JII000M 31eMeHT U BhiOepuTe «Ilopsaaoxy
— «CrpynnupoBarhb.

Ecnmu tenepsr HE0OXOAMMO MEPEMECTUTh OOBEKTHI B MHYIO YaCTh JOKyMEHTa, OHU
OyIyT CIIBUTaThCs OJHOBPEMEHHO.

YTtoObl OTMEHUTH MPUBSA3KY OOBEKTOB, B KOHTEKCTHOM MEHIO BBIOEPUTE MYHKT

«ITopsmox», a 3aTem «PasrpynnupoBatsy.

3.7.9 BcTaBka cHMBOJIOB U 3HAKOB

[Tpu paboTre MOXKET BO3HUKHYTh HEOOXOJUMOCTb MOCTaBUTh CHMBOJI, KOTOPOIO
HET Ha KjaBuatype. i BCTaBKM TaKMX CHMBOJIOB MOKHO HCIOJIb30BaTh (YHKIHUIO
BCTaBUTH CHMBOJ -2, JIJIs 3TOr0 TpeGyeTcsl BBIOIHAT CIIEAYOIIHE IIArH:

— YCTaHOBUTH Kypcop, KyAa OyeT HOMEeLIeH CUMBOJI,

— IIepeUuTH Ha BKIIAJKY «BcTaBka» BEpXHEH MTaHEIU UHCTPYMEHTOB,

— MCJIKHYTH IO 3HAYKY ((CI/IMBOJ'I»,
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Cumeon

CumMmBONbI CneuwanbHble CUMBOIbI

WipucpT Habop

Abyssinica SIL v || OCHOBHaA NaTHHULA v

B! %S (% & ()| *+],

-|.]/|0]|1]2|3]4|5]6]/7|8]|9
;< =>?/@ABCDE|F

PaHee WCnonb30BaBLUMECA CHMBONbI

Kon 3Haka u3 KOHMKOQ (LUECTH.)
00020 Abyssinica SIL

Pucynok 159 — Oxno «CumMBoJD)

— B oTkpsIBIIEMCsS OKHE BBIOEPUTE HEOOXOTUMBII CHUMBOJI,

— UYroObl ObICTpEe HAWTH HYXXKHBIM CHUMBOJI, MCHOJB3yHTe paszaen «Habop». B
HEM BCE€ CHMBOJIBI pacrlpejesieHbl MO TrpynmnaMm, Hamnpumep, BbiOepuTe «CHMBOJIBI
BAJIIOT», €CJIM HYXKHO BCTaBUTh 3HAK BaIIOT. EciM k€ JaHHBIM CUMBOJI OTCYTCTBYET B
HaOope, BeIOepuUTE Ipyroil mpudt. Bo MHOTMX M3 HUX TaKKe €CTh CUMBOJIbI, OTJIMYHbIE
OT CTaHAApTHOro Habopa. Mnu ke BNMIINTE B CTPOKY LIecTHaauaTepuuHbiii Koa 3Haka
u3 IOHukoa HyxHoro cumBoia. [[aHHbIl koA MOXXHO HalTu B TaOJuile CHMBOJIOB.
Takxe MOXHO HCHOJB30BaTh BKIAAKY «CHenmajabHble CHMBOJBIDY I BblIOOpa

cricouajJlbHOI'O CHMMBOJIA U3 CIIMCKaA.



220
RU.48324255.]1P (PJ1)-P/1-B1.0

Cumeon X

o'V CrielanbHbIe CUMBOTbI

Cumson CoMETaHUE KNasuLu
— [nuHHOoe Tupe Alt+Ctr+-Num -
- KopoTkoe Tupe
- HepaspbieHbli gegmc Ctri+Shift+_
[nNuHHbIA npoben

KopoTkuii npoben

1/4 npoGena
: Hepa3pbisHbiA npoden Ctrl+Shift+Space
© 3HaK aBTOpPCKOro npasa Alt+Ctri+G
@ 3apericTpupoBaHHbIi TOBAPHbIA 3HaK
™ CWMBON TOBAPHOTO 3Haka
§ 3Hak pasgena
1 3nax afzaua

Pucynok 160 — Bkaaaka «CnenuajibHble CHMBOJIbD)

Jlis ObICTpOro mMoMCKa HYXXHBIX CHMBOJIOB BOCIOJB3YHTeCh pazaenom «Panee
UCIIOJIb30BABIINECS] CHUMBOJIBI», B KOTOPOM OTOOpaKaroTCsl MOCJIEIHUE MPUMEHEHHbBIE
CUMBOJIBI.

— Haxwmurte « BeraButby. BeiOpanHsiii cuMBoJ OyeT 100aBIeH B JOKYMEHT.

BcraBka cumBosioB ASCII

Jlist moGaBIeHUsST CUMBOJIOB TAaK)Ke HCTIOb3yeTcst Tabmia cumBoiioB ASCIL.

Hnst sTtoro 3axkmute kinasuiny «ALT» u nmpu momomu 1udpoBoil KiaBUATYPbHI

BBEJINUTE KOJI 3HAKA.

IIpumeyanue — yOenuTech, YTO HCIOJIb3YyeTe LU(PPOBYIO KIaBHATypy, a HE LUGPHI HA OCHOBHOM
KJIaBuarype. UToObl BKIIIOYUTH MU(PPOBYIO KIIABUATYpPY, HAXMHUTE KinaBuiry Num Lock.

Hampumep, s nobasnenus cuMmBoia «maparpad» (§) HaxXMHUTE U yIep)KUBaiTe
kinapuiry ALT, BBequte 1mudpst «21», a 3atem ormyctute kiaBumry ALT.

BcraBka cuMBO0J10B IPpH IIOMOIIN Taﬁ.]'ll/lllbl CHUMBOJIOB
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C nomMompio TabauIBl CUMBOJOB Windows Tak K€ MOKHO HAaWTH CHUMBOJIBI,
KOTOPBIX HET Ha KjaBuaType. UToObl OTKPHITh JaHHYIO TaOJIMIly, BBIIIOJHUTE OJIHO W3
CHENYIOIINX JICVCTBUM:
— B crpoke «Ilouck» Hanummte «TadJauma cMiMBOJIOB) U OTKPOUTE €€.
— OpHOBpeMEHHO HaxXMHUTE KiaBuld «Win+R», B MosIBUBIIEMCSI OKHE BBEAUTE

«charmap.exe» u menkaure «OK».

AP Tabnuiua CUMBONOE

Wpudpr: | O Arial v|  cnpasxa
L™ #(9%| & " ((|)| ™| *.|=|.]F]10]1|2 3|4
67’89:;<=>~~?@ABGDEFGHI
| |J|KILIM|N|O|P|QIR|S|ITIUVWX|YZ[|\
] _| " |a|blc|d|e|f|g|h|i|j|k|]I|mn|o|p
giris|tjujviwx(y(z|{|||}~ i || E| =¥
LI O© 2 «|=|-|® [°|x][2|3 " |u|Tl-].]|"
°l»|val¥e|% ¢ |A|A|A|AIA|AIECIEEIEIE|T|I
1| T/B|N|O|O|O|O|O|x(@|U|UIU|U|Y|P|R &|4
dla a|lales|c|eé|élé|i|i|T|T|0/A0|6|6|0
o|=lglulalaluly|pb|ly/AlalAla|lAla|Cl¢|[Cle

LnA KONUpoBaHKUA: ’ BribpaTh KonupoBaTk

(] fononxuTensHele napameTpel

U+0021: Exclamation Mark

Pucynok 161 — Taéimua cumBo/10B

B otkpriBiIeMcs okHe «Tabnuiia CMMBOJIOBY BBIOEPUTE OJUMH U3 MPEICTABICHHBIX
«Habop cumBo10BY, ux «['pynnupoBky» u «lpudt». Jlanee menkHuTe Ha HYKHbIE

CUMBOJIbI, CKONTUPYHTE UX B Oy(ep oOMeHa U BCTaBbTE B HY’KHOE MECTO B IOKYMEHTE.

3.7.10 BpIipaBHMBaHNE U YIIOPAA0YMBAHHE 00bECKTOB HA CTPAHUIIE

Ha crtpanwuie mo0aBieHHbIC Tpad@HUUECKHE 3JCMEHTBI, TaKHE Kak H300paKCHUS,
CXEeMBbI, aBTOQUTYPHI WU TEKCTOBbIC OJOKH, MOXKHO CTPYNIHPOBATH, BHIPOBHSTH H
YIOPSAOYNUTh MO0 CBOEMY YCMOTpPEHHIO. JIJIsl BBIMOJHEHHS JIFOOBIX W3 ATHUX JICHCTBUM
CHayaja HEoOXOJMMO BHIOpAaTh OJWH WJIM HECKOJIBKO OO0OBEKTOB Ha cTpaHuie. UToOsnl

BBIJICJINTh HECKOJBKO JJIEMEHTOB, yaepxupaite kiasuily «Ctrl» u knukaite 1o
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KKJIOMY U3 HUX JIEBOM KHOMKOW MbIIH. [Ipy BEIOOpE TEKCTOBOTO MOJIS KIMKANUTE IO €T0

paMKe, a HE MO COAECPKUMOMY BHYTpH. llocie BbIIEIEHUS MOXXHO BOCIOJb30BATHCA

KHOIIKaMH, HaxXxOAAIIMMHCI Ha BKJIAAKC «Maker» BCPXHCIO MCHIO, MJIM IIPUMCHUTD

COOTBCTCTBYHOIIHEC ITYHKTBI KOHTCKCTHOI'O MCHIO, BBI3BIBACMOT'O HpaBOﬁ KHOIIKOM MBIIIIH.

BripaBHMBaHNE 00BEKTOB

UToOBI BBIPOBHSATH J[BA WM 00JI€€ BBIJEICHHBIX OOBEKTOB,

- .
1. llenkauTe nmo 3HauKy BelpaBHHBaHMe * Ha BKIaAgke «Maker» BepxHeEu

IMaHCJIIM HHCTPYMCHTOB U BI>I6epI/ITe OJIMH K13 CJIICAYIOIIHUX BAPUAHTOB!:

BbIpOBHATH OTHOCHTEJBHO CTPAHUIBI, YTOOBl BBIPOBHATH OOBEKTHI
OTHOCUTEJIBHO KPAE€B CTPAHHULIBI.
BbLIDOBHATHL OTHOCHTEJBHO MOJfA, YTOOBI  BBIPOBHATH  OOBEKTHI
OTHOCHUTEJIBHO I10JIEN CTPAaHHUIIBI.
BbIpOBHATH BblileJIeHHbIe 00beKThI (3Ta OMIKA BIOpaHa 0 YMOJIYAHHUIO),

9TOOBI BBIPOBHSATH 0OBEKTHI OTHOCHTEILHO JAPYT ApyTa.

2. Eme pa3 HaxmuTe Ha 3HA4OK «BblpaBHMBaHUE» U BBIOEPUTE M3 CIIHCKA

HYXKHBIW TUIl BIPABHUBAHUSIL:

BLIDOBHATL 110 JIEBOMY Kpalo /= | uTOOBI BBIPOBHATH OOBEKTHI MO
TOPU30HTAJIU IO JIEBOMY Kpar0 CamMoro JIEBOro OOBEKTa/IIo JIEBOMY Kparo
CTPAHMIIBI/TIO JIEBOMY IOJIIO CTPAHUIIBI.

BLIDOBHSITH 110 HEHTPY = , YTOOBI BHIPOBHATH OOBEKTHI MO0 TOPHU30HTANIH
[0 UX UEHTPY/NO UEHTPY CTPAHULBI/TIO LIEHTPY MPOCTPAHCTBA MEXKTY JIEBBIM
Y TIPABBIM I10JIEM CTPAHHUIIBI.

BLIDOBHATL MO NpPaBOMYy Kpalo = , 4TOOBl BBIPOBHATH OOBEKTHI MO
TOPU30HTAJIH 10 [IPAaBOMY Kparo caMoro MpaBoro 00beKTa/mo npaBomy Kparo

CTpaHI/IL[BI/ I10 IMpaBOMY ITIOJIIO CTPAHHIBI.

BoipoBHATL 10 BepxHemy Kparo °! | 9TOOBI BBIPOBHATH OOBEKTHI IO
BEPTUKAIM II0 BEPXHEMY Kpar CaMOro BEPXHETO OOBEKTA/TI0 BEPXHEMY

Kparo CTPAHUIILI/TIO BEPXHEMY TTOJTIO CTPAHUIIBI.
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e BbIpoBHATH 1O cepelnHe o | 4ro6m BBIPOBHSTH OOBEKTHI MO BEPTUKAIU
[0 MX CEPEMHE/TIO CEPEeIMHE CTPAHULIBI/TIO CEpEANHE MPOCTPAHCTBA MEXKIY
BEPXHHUM U HWKHHUM I10JIEM CTPaHHUIIBI.

o BbIPOBHSTH 10 HU:KHEMY Kpaio !2 | 4TOGBI BBIPOBHATH OOBEKTHI IIO

BEPTUKAIM N0 HUKHEMY Kpalo caMOro HIKHETO 00bEKTa/TI0 HUKHEMY Kparo
CTPAHMIIBI/TIO HUKHEMY TTOJTIO CTPAHUIIBI.

MOXXHO TakXe IIEIKHYTh MO BBIJCICHHBIM OOBEKTaM MpaBOl KHOMKOW MBIIIIH,
BBIOpaTh M3 KOHTEKCTHOTO MEHIO NMYHKT «BbIpaBHUBaHHeE», a 3aTe€M MCIOJIb30BaTh
JOCTYITHBIE BAPUAHTHI BEIPABHUBAHUS OOHEKTOB.

JInsi BBIpaBHUBAHHUSI OJHOTO JJIEMEHTAa MOXKHO MCIIOJIb30BaTh Kpal JUCTa WIH
OTCTYNbl CTpaHUIbl Kak opueHTup. [lo ymoiluaHHWiO aKTUBUPOBaHA HACTpOIKa
«BBIPpOBHSATH MO MOJIIOY.

Pacnpenesnenue 00beKTOB

UtoOBl pactipeieTuTh TpU WK 0oJjiee BEIOPAHHBIX 0OBEKTOB MO TOPU3OHTAIIN WIIH

BCPTHUKAJIN TaAKUM 06p330M, YTOOBI MCKIAY HUMU OBLIO PaBHOC paCCTOAHUC,

1. IlenkHuTe mo 3HAauKy BeipaBHHUBaHUE ™ Ha BKIIaJKe «Maker» BepxHeu

IMNa"HeJIn NHCTPYMCHTOB U BBI6CpI/ITC OJWH U3 CICAYIOIHNX BAPpUAHTOB!:

e BbIpOBHAATHL OTHOCUTEJIBHO CTPAHHUIBI, YTOOBI PACTIPEEIUTh OOBEKTHI
MEXKy KpassMU CTPAHHULIBI,

e BbIpOBHATH OTHOCHUTEJBHO MOJISI, YTOOBI PACIPECIUTh OOBEKTHI MEXKIY
MOJISIMU CTPAHHUILBI,

e BbIpoBHATH BbleJIeHHbIC 00bEKTHI (3Ta ONUKUSA BIOpaHa M0 YMOJIYAHHUIO),
9TOOBI pacHpeieTuTh OOBEKThI MEXKIY ABYMS KPAHUMHU BBIJEICHHBIMU

00bEKTAMH.

(=1

2. Eme pa3 HaXMuTe Ha 3HAYOK BBIpaBHMBaHHE “*** W BHIOEpUTE W3 CIIHCKa

HY>KHBIM TUII pacpEIEIICHHUS:

e Pacnpenenuts no ropusontanm "’/ 4TOOB paBHOMEPHO pacIpeenHTh

0O0BEKTHI MCKIAY CaMbIM JICBBIM H CaMbIM IIPpaBbIM BbIJACJICHHBIM
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00BEKTOM/JIEBHIM M TPABbIM KpaeM CTPAHUIIBI/JIEBBIM W TIPABBIM MOJIEM

CTpaHULIBI.

e PacnpeneanTh M0 BePTHKAJIHU g, yTOOBl PABHOMEPHO PACTIPENCIUTD
O0OBEKTHI MEXJY CaMbIM BEPXHUM UM CaMbIM HUXHUM BbIJICJICHHBIM
00BEKTOM/BEPXHUM U HIKHUM KPAaeM CTPAHUIIBI/BEPXHUM U HUKHUM TOJIEM
CTpaHUIIbI.

MOXHO TakXe IIEJKHYTh MO BBIACICHHBIM OOBEKTaM MPAaBON KHOMKOW MBIIIIH,
BBIOpaTh M3 KOHTEKCTHOT'O MEHIO NyHKT «BbIpaBHHBaHHE», a 3aTe€M HCMOJb30BaTh

JOCTYIIHBbIE BAPUAHTHI pACTIPEEICHUS OOBEKTOB.

[ HpnMeanne — HapaMeprI pacpeaciaCHnuA HCAKTUBHDBI, €CJIX BBIACIICHO MCHEC TPECX 00BEKTOB. ]

I'pynnupoBka 00beKTOB
UtoOpl crpynmupoBaTh J1Ba WA 0o0Jiee  BBIOpAaHHBIX OOBEKTOB  WIIH
pasrpyInmnupoBaTh MX, IIEIKHUTE IO CTPEIKE PSIOM CO 3HAUYKOM «I'pynmupoBKa» Ha
BKIIaike «MakeT» BepXHEH MaHeIM WHCTPYMEHTOB M BBIOEPUTE M3 CHHUCKA HYXHYIO
OILIUIO:
e CrpynnupoBath ‘= , 4T00B 0OBCIHMHUTH HECKOIBKO OOBEKTOB B TPYIIIY,
TaK 4YTO MX MOXHO OyJeT OJHOBPEMEHHO MOBOpPAYMBAThH, IEpPEMENIaTh,
U3MCHITh WX pa3Mep, BBIPABHHBATh, YMOPSAIOYMBATH, KOMHPOBATH,
BCTaBJIATh, (HOPMATUPOBATH KaK OJMH OOBEKT.
e PasrpynnmupoBath * , 4TOGBI PA3rPYNIHPOBATh BHIOPAHHYIO TPYIITY
paHee CrpynIUpPOBAaHHBIX OOBHEKTOB.
MOXXHO TakXe IEIKHYTh MO BBIJCICHHBIM OOBEKTaM MpPaBOil KHOMKOW MBIIIIH,
BBIOpaTh M3 KOHTEKCTHOTO MeHI0 MyHKT «[lopsmox», a 3areM HMCHOIb30BaTh OIIIUIO

«CrpynnupoBaThy» Win «Pa3rpynnupoBaTs.

Ipumeuanue — [Tapamerp «CrpynnupoBaThy» HEAKTUBEH, €CIM BBIICICHO MEHEE JIBYX OOBEKTOB.
[Tapamerp «PasrpynnmupoBaTh» aKTUBEH TOJIBKO TPU BBIACIEHUU paHee CrpYNIUPOBAHHBIX
00BEKTOB.
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YnopsigounBanue 00beKTOB
UtoObl ompeaesieHHbIM 00pa30M PacoJIOKUTh BHIOPAHHBIA OOBEKT WIIM OOBEKTHI

(HampuMep, U3MEHUTD WX TOPSIO0K, €CIIM HECKOJIIBKO 0OBbEKTOB HAKJIAIBIBAIOTCS JIPYT HA

] L
MNepeHecTn Mepexectu

JIpyra), MOKHO MCIIONIb30BaTh 3Hauku Ilepenectu Brepen - u [lepeHecTu Hazam tu-
Ha BKJaake «MakeT» BepXHeW NaHeld MHCTPYMEHTOB M BBIOpATh U3 CIHUCKA HYXHBIN
THUI PACIOJIOKEHUS.

UtoObI MepeMecTUuTh BBIOPaHHBINH 00BEKT (00BEKTHI) BIEPEa, HAKMUTE Ha CTPEIIKY
psaaom co 3HaukoM «llepenectn Bmepen» Ha Bknaake «MakeT» BepXHEW IaHENIH
UHCTPYMEHTOB U BBIOEPUTE U3 CIIUCKA HYKHBIM THIT PACTIONIOKECHHUS:

. )
e IlepeHecTn Ha mnepegHMH IUIAH

, 9TOOBI TIEPEMECTUTH BBIOPAHHBIN
00BEKT (0OBEKTHI), TAK YTO OH OYJET HAXOJAUTHCS MEepPe]l BCEMU OCTATbHBIMHU

o0OBeKTaMH,

o Ilepenectu BHepen * , YTOOBI TEPEMECTUTh BBIOPAHHBI  OOBEKT
(0OBEKTHI) HAa OJIMH YPOBEHB BIIEPE/T 110 OTHOIICHUIO K IPYTHUM 00BEKTaM.

e UYro0Obl MepeMecTUTh BBIOpaHHBIA OOBEKT (OOBEKTHI) Ha3aJ, HAXKMHUTE Ha
CTpenKy psimoM co 3HaukoMm «llepeHectn Hazam» Ha Bkiaake «MakeT»
BEPXHEH NaHEIM WHCTPYMEHTOB M BBIOCPUTE W3 CIMCKA HY)KHBIA THIT
PaCIIOIOKEHHUS:

o IlepeHecTH Ha 3a[HMIi IIAH *O , YTOOBI IEPEMECTHTD BBIOPAHHBIN 0OBEKT
(OOBEKTBI), TaKk YTO OH OYyJEeT HAXOAUTHCA IMO03aJM BCEX OCTaJbHBIX
00BEKTOB,

e Ilepenectn naszax ™ , uTo6BI mepeMecTHTh BHIOPAHHBIH 00BEKT (00BEKTHI)
Ha OJINH YPOBEHb HA3a/l 10 OTHOIICHUIO K APYTUM OOBEKTaM.

MOXHO Takke IIEIKHYTh MO BBIICIEHHOMY OOBEKTY WM OOBEKTaM IpPaBOU
KHOIKOW MBIIIH, BbIOpaTh M3 KOHTEKCTHOro MeHio nyHKT «[lopsgok», a 3atem

HCIIOJIB30BATh JOCTYIIHBIC BApUAHTBI PACIIOJIOKCHUA OOBEKTOB.
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3.7.11 WM3meHeHHe CTHISA 00TEKAHHUS TEKCTOM

Onmuss  «Ctunb  OOTEKaHMs»  OMpEAeNIeT CHoco0 pa3MenieHusi O0ObeKTa
OTHOCHUTEJILHO TeKCTa. MOXXHO M3MEHHUTh CTWJIb OOTEKaHUs] TEKCTOM JIJIi BCTABJICHHBIX
O0OBEKTOB, TaKUX Kak (QUTYpBI, H300paXeHUs, TUArpaMMbl, TEKCTOBBIC TIOJSI WIIH
TaOJIUILIBI.

HN3meHenune cTH/IsA 00TEKAHUs TEKCTOM MJIsA Guryp, u300pakeHuii, AMarpamm,
TEKCTOBBIX MOJIeH

JInst u3MeHeHus BBIOpaHHOTO B JJAHHBIH MOMEHT CTHJISI OOTEKaHUS:
1. BBIIENUTE OTACIBHBIM OOBEKT Ha CTPAHUIIC, IICIKHYB 110 HEMY JICBOM KHOTIKOM
MBbITIH. UTOOBI BBIEIUTH TEKCTOBOE TOJIE, MIETKANTE MO €ro rpaHulle, a He Mo

TEKCTY BHYTPH HETO.
2. OTKpOMTE HACTPOUKHU OOTEKAHUS TEKCTOM:

e qiepelauTe Ha BKIAAKYy «Maker» BepxXHEW IMaHEIHM HWHCTPYMEHTOB U

HaOXKMHUTE Ha CTPEIKYy psAIoM co 3HaukoM OOTekaHue =25 uiM BbIOEpUTE
CTWJIb OOTEKaHUsI Ha MPaBOM OOKOBOM MaHENH,

® IIEJKHUTE 0 OOBEKTY MPaBOW KHONMKON MBIIIU U BBIOEPUTE B KOHTEKCTHOM
MEHIO MYHKT «CTUiIb O0TEKaHUS» WU

® [IEIKHUTE 10 OOBEKTy MpaBOM KHONKOH MBIIIN, BBIOEPUTE OILHUIO
«JlonosHUTENBHBIE MapaMeTpeDy W Nepeiautre Ha BkIaaky «OO0TexkaHue

TCKCTOM» B OKHC ((I[OHOHHHTGHBHBIG ImapamMecTpbD» 00BEKTA.

3. BBIOEpHTE HYKHBIM CTUITb OOTEKaAHUSI:

o

e B Tekcre — 00BEKT CUUTACTCS YaCTHIO TCKCTAa, KaK OT,HCHBHBIﬁ CHMBOJI,

MO3TOMY MpHU MEPEMEIICHUU TeKCTa OOBEKT TOXKE IepemerniaeTcs. B atom
Clly4ae MmapaMmeTpbl PacIoiOKEeHUs] HEJOCTYHBI.

e FEciuu BeIOpaH OAMH U3 CIEAYIOUIMX CTHIIEH, OOBEKT MOXHO TEpeMellaTh
HE3aBUCUMO OT TEKCTa M M TOYHO 33J1aBaTh IIOJOKE€HHWE OOBEKTa Ha

CTpaHHUIIE:
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N
e Bokpyr pamku — TEKCT O0TEKaeT MPAMOYTOJIBHYI0 paMKy, KOTOpas

OKpY>KaeT OOBEKT.

M

e Ilo koHTypy — TEKCT 00OTEKAET peajbHble KOHTYPBI 00OBEKTA.

,",

e CkBo3HOEC

— TEKCT O0TEKaeT BOKPYI KOHTYPOB OOBEKTa M 3aIlOJHSET
HE3aMKHYTO€ CBOOOJIHOE MECTO BHYTpU 00BekTa. UTOOBI 3TOT 3(deKT
IPOSIBIIICS, HCIONB3yHTe ommuio «V3MEHUTh TpaHuIly OOTeKaHUS» U3

KOHTCKCTHOI'O MCHIO.

o

e (CBepxy M CHM3Y |— | — TEKCT HAXOAMUTCS TOJBKO BBIIIE U HUKE OOBEKTA.
»

e Ilepen TexcroMm — O0BEKT MEePEKPHIBAET TEKCT.

e 3a TeKCTOM || — TEKCT NEPEKPHIBAET OOBEKT.

ITpu BBIOOpE cTHIISE 0OTekanus «Bokpyr pamkm», «Ilo koHTYpYy», «CKBO3HOE» HIIN
«CBepxy U CHM3Yy» MOXHO 3a/1aTh JOMNOJHHUTENbHbIE mapameTpsl — «PaccTosiHue no
TEKCTa» CO BCEX CTOPOH (CBEpXy, CHHU3Y, CjeBa, crpaBa). UYTOObl OTKpBITH 3TH
HACTPOWKH, IIEIKHUTE IO OOBEKTYy TPaBOM KHOMKON MBIIIHA, BBIOEPHUTE OIIIUIO
JlononHUTENbHBIE TapaMeTphl U niepeiiante Ha BKIaaKy «OOTeKkaHHe TEKCTOM» B OKHE
«JlomonHUTEBHBIE TIApaMETPh» OO0BEKTa. YKaKUTE HYXKHbIC 3HAYEHUS U HAKMUTE
KHOMKY «OK».

Ecnu BbIOpaH pexxuM OOTEKaHUs, OTJIUYAIOIIMICA OT CTaHAApTHOTO, B OKHE
«/lomomHuTenpHBIE  TIApaMeTpbl  00BEKTa»  CTAHOBUTCS  JOCTYIHOM  BKJIaJIKa
«ITonoxxenuey». 3a 6osee moapPoOHON MHDOPMAIEH O HACTPOMKAX MOXKHO OOPATUTHCS K
MHCTPYKIIUSM T10 paboTe ¢ pUCYHKaMH, CXeMaMU WK rpaduuecKuMU dJIEMEHTaMU.

Eciu BeIOpaH cTriIb OOTEKaHMsI, OTIMUHBIA OT CTHIIS «B TEKCcTe», MOXKHO TakkKe
peIaKTUPOBaTh KOHTYp OOTEKaHWS IS «u300pakeHui» unu «puryp». llleaxkaute mo
O0BEKTYy TPaBOW KHOIMKOW MBIIIHA, BHIOEPUTE B KOHTEKCTHOM MEHIO MYHKT «CTHIIb
OoOTeKaHMs» W IIETKHUTE MO ONIUu «V3MEeHUTh TrpaHuIly oO0TeKaHus». Takke MOXKHO
UCIOJIb30BaTh oniuio «O0Texkanue» — «M3MeHuTh IpaHuily OOTEKaHUs» Ha BKIIAJIKE
«MakeT» BepxXHEW MaHelu WHCTPYMEHTOB. UTOOBI MPOM3BOJIBLHO U3MEHHUTH TPAHUILY,

HGpCTaCKHBaﬁTC TOYKHN TI'PaHUIBI o0Tekanus. UToObl CO31aTh HOBYIO TOYKY I'pPaHHUIbI
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oOTeKaHusl, METKHUTE B JTI000OM MECTE€ Ha KPacCHOM JIMHUM M TIEPEeTaIIUTe €€ B HYKHYIO
TTO3UIIHIO.
HN3meHnenne cTHJIA 00TEKAHUSA TEKCTOM JJIs1 TA0JIHIL
Jns tabnuil JOCTYMHBI JBa CICAYIONIUMX CTWIS O0OTekaHus: «BcTrpoeHHas
tabmuia» u «llmaBaromas Tadamma.

I[J'I?I HU3MCHCHUA BI)I6paHHOFO B ,Z[aHHbIﬁ MOMEHT CTHJIS OOTECKaHMS:

1. menkHuTe TO TaOIUIlE TMPaBOM KHOMKOW MBI W BBIOEPUTE MYHKT

KOHTCKCTHOI'O MCHIO I[OHOHHI/ITCHBHBIC mapaMCTphI Ta6J'II/II_IBI,

2. mepeiiagute Ha BkiIanky «OOTekaHue TEKCTOM OkHa» Tabmuma —

JIOTIOJTHUTEJIbHBIC TTapaMETPhI,
3. BBIOEpUTE OJIHY U3 CIETYIONIUX OMITUH:

e Bcrpoennasi TabiamMua — UCHoONb3yeTcs 1 BbIOOpa cTuUiisl 00TeKaHus, Npu
KOTOpOM Ta0nMua pa3pbelBaeT TEKCT, a Takke JUIsi HacTpOMKHU
BBIPABHUBAHUS: 110 JIEBOMY Kpalo, 10 HEHTPY, MO MPaBOMY Kparo.

e IlnaBaomas TadJuna — UCIOJb3YyeTCA JJI BbIOOpa CTUIIS 00TEKaHus, Npu
KOTOPOM TEKCT Pa3MEeIaeTcsi BOKPYT TaOJIUIIbI.

e Ha Bknanke «O0TexkaHHe TeKCTOM» OKHa «Tabmuua — JONOJHUTENbHbIE
napamMeTpb» MOXKHO TakXe 3aJaTh CIEAYIOIIHE JIONOJHUTEIbHBIE
napameTpsbl:

= ][5t BCTpOEHHBIX TA0JIULl MOKHO 3a4aTh TUIl «BrlpaBHUBaHUS TaOIULIBI»
(mo yeBoMy Kparo, MO LEHTPY WM MO HOpaBoMy Kparo) u «Otcryn
CJIEBAY.

* JIns muaBarolux TaOuMIl MOXKHO 3anaTh «PaccTossHMe 1O TekcTra» U

ITOJIOXXCHHNEC Ha BKJIAJKC «ITonoxxeHnue Ta6J'II/II_[BI».

3.7.12 BcraBka 3JIeMEHTOB YIIPABJICHHUS COIEPKUMbIM

DNEeMEHTBI yYHpaBJICHUSA COACPKUMBIM — 3TO O6’[>CKTBI, COACPIKAIIUC PA3ZJIINIHBIC
THIIBI KOHTCHTA, HAIIPUMCEDP, TCKCT, I/I306pa)KeHI/IH " IIpoO4Yuc 00BeKTHI. B 3aBUCHMOCTH OT

BBI6paHHOFO THUIIA 3JICMCHTA YIPABJIICHUA COACPKUMBIM, UMCCTCA BO3MOKHOCTL CO3AaTh
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dbopMy C mMOJSIMU BBOJA, KOTOPYIO MOTYT 3alOJHATH JPYTrUe MOJIb30BATENH, WIH
3alUTUTh HEKOTOPHIE YACTH IOKYMEHTA OT PEAAKTUPOBAHUS WIH YIAJICHHUS.

HNmeercs BO3MOXHOCTh  BCTaBIATH  KJIACCHYECKUE 3JIEMEHTBHI  YIPABICHUS
COJIEP)KUMBIM, T.€. OHHM OOpPAaTHO COBMECTUMBI CO CTOPOHHUMH TEKCTOBBIMU
peAaKTOpaAMH.

MoHO 100aBUTH CIIEYIOIIME TUIIBI JIEMEHTOB YIIPaBICHUS COACPKUMBIM:

— OOBIYHBIA TEKCT — 3TO OOBEKT, COAEP)KAIIUH TEKCT, KOTOPBIM MOXKHO
dbopmaTupoBaTh. DNEMEHTHI yHpaBieHUS coAepkUMbIM "OOBIUHBIM TEKCT" MOryT
coliepkaTh He Oosiee ogHOro ad3aria.

— ®opmaTUpOBAHHBIN TEKCT — 3TO OOBEKT, COJIEPKAIINMA TEKCT, KOTOPBIA MOXKHO
dbopMaTupoBaTh. DJIEMEHTHI YIPaBJICHUA COAECPKUMBIM «DOpPMAaTUPOBAHHBIN TEKCT»
MOT'YT COJIEp)KaTh HECKOJIbKO a03aleB, CIUCKH U OOBEKTHI (HM300pakeHus, (HUTYpHI,
TaOJIUIBI U TPOUKE OOBEKTHI).

— PucyHok — 3TO 00BEKT, cofiepsKaluil OTIeTbHOE H300paKEHUE.

— Ilosne co cnuckoM — 3TO OOBEKT, COJAEPIKALIUN BHITIAJIAIOIINN CITUCOK C PSIIOM
BapHaHTOB JJisi BbIOOpa. OH MO3BOJSIET BBHIOpATh M3 CIHMCKA OAHO M3 MPEIBAPUTEIHHO
3aJlaHHBIX 3HAYEHHUI U MPU HEOOXOAUMOCTU OTPEIAKTUPOBATH BHIOPAHHOE 3HAUCHUE.

— Belnagammmil CUCOK — 3TO 00BEKT, COJEpKAIIUN BBHIMAAAIOMIUNA CIUCOK C
psoM BapuaHTOB i BblOOopa. OH TMO3BOJNSET BHIOpaTh M3 CHOHMCKAa OJHO U3
MpeIBapUTENbHO 33JaHHBIX 3HAUECHUN. BBIOpAaHHOE 3HaYEHUE HENb3 OTPEIaKTUPOBATh.

— Jlata — 310 00BEKT, conepKallui KaJeHIapb, U3 KOTOPOIO MO>XHO BBIOPATh
narty.

—  ®naxok — 3T0 00BEKT, MO3BOJSAIOMIMA OTOOPA3UTh JIBa COCTOSHUA: (PIIAKOK
BBIOpaH U (DJIAKOK CHSIT.

JloOaByieHrE 3JIEMEHTOB YIIPABJIEHHS COAEPKUMbIM

Co3manue HOBOTO 3JIEMEHTa YHOpPaBICHUS COAEPKUMBIM «OOBIYHBIA TEKCT»
(Pucynok 162):

1. ycTaHoBUTE Kypcop B CTPOKE TEKCTa Tam, rjae TpeOyercss 100aBUTh AJIEMEHT

YOPABJICHUS, WM BBIIEIUTE (PparMEeHT TEKCTa, KOTOPBIM JOJKEH CTaTh

COACPIKMMBIM 3JICMCHTA YIIPABJICHUA,
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2. mepeiauTe Ha BKIaAKy «BcTaBkay BepXHEW MaHENI HHCTPYMEHTOB,

3. HaXXMUTE Ha CTPEJIKY PAAOM CO 3HAYKOM DJIEMEHTBI YIIPABJIEHHUS COIECPKUMBIM

)

b

4. BpIOepuTe B MEHIO ONIUI0 «OOBIYHBIN TEKCT.

BBeIHTe Balll TEKCT

Pucynok 162 — Co3nanue HOBOIoO 3JIeMEHTA YIIPABJICHHSA COAePKUMBIM «OOBIYHBIN TEKCT»

DneMeHT ymnpaBieHus OyJeT BCTaBJICH B TMO3UIMH Kypcopa B CTPOKE
CYIIECTBYIOIIETO TEKCTa. 3aMEHUTE CTaHAAPTHBIM TEKCT B DJIEMEHTE YINpPaBJICHUS
(«BBenute Bail TEKCT») HA CBOM COOCTBEHHBIN: BBIJEIUTE CTAHAAPTHBIA TEKCT U
BBEJIUTE HOBBIN TEKCT UJIM CKOMTUPYHUTE OTKyAa-HUOYIb ()parMeHT TEKCTa U BCTABbHTE €0
B 2JIEMEHT YNPABJICHUS COJACPKUMBIM. DJIEMEHThI YIIPABICHUS COAEPKUMBIM «OOBIYHBIMI
TEKCT» HE TO3BOJISIOT T00aBIATH Pa3pbIBbI CTPOKH M HE MOTYT COACPKaTh JPyTHE
00BEKTHI, TAKHME KaK U300paKCHHS WITH TaOJIUIIBI.

Co3manue HOBOTO DJJIEMEHTA YIIPABICHUS COAEPKUMBIM «DOpMaTUPOBAHHBIN

tekcT» (Pucynok 163):

1. ycraHoBuTe Kypcop B KOHIE a03aia, Mociie KOTOpOro TpedyeTcs T00aBUTH
AJIEMEHT YIPABJICHHS, WM BBIICIUTE OJMH WM HECKOJBKO CYIIESCTBYIOIIUX

a03a11eB, KOTOPBIE JOJKHBI CTATh COJACPKUMBIM 3JIEMEHTA YIIPABIICHHUSI,
2. mepeiauTe Ha BKIaAKy «BcTaBkay BepXHEW MaHENIN HHCTPYMEHTOB,

3. HaXXMUTE Ha CTPEJIKY PAAOM CO 3HAYKOM DJIEMEHTBI YIIPABJIEHHUS COJIECPKUMBIM

B

4. BpIOEpuTE B MEHIO OMINI0 «DOPMATUPOBAHHBIN TEKCT.

%+ [yHKT oguH
% [yHKT OBa

< TyHKT TpU|

Pucynok 163 — Co3nanue HOBOro 3jieMeHTa «DopMaTHPOBAHHBIN TEKCT»
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DJIEMEHT YNpaBieHUsI COAEPKUMBbIM «DOpMaTUPOBAHHBIM TEKCT» BCTaBIISIETCS B

JOKYMEHT Kak HOBBIM a03ar. UToObl 3aMEHUTh CTaHAAPTHBIM TEKCT-3aMOJHUTEIb

(«BBeguTe Baim TEKCT») Ha COOCTBEHHBIN, BBIJICIUTE 3TOT TEKCT BHYTPU DJIEMEHTA W

BBCAUTC WM BCTABbLTC HOBBIM TEKCT. I[aHHBIﬁ TUII JJICMCHTA IIOAACPKUBACT

MHOTOYPOBHCBOC COACPKMUMOC: OH MOKET COACPKATb HCCKOJIBKO 36321H6B, Pa3pLIBbL

CTPOK, a TaK)Ke BJIOKCHHBIC OOBEKTHI, TaKHME KaK H300pa)keHus, TaOJUIBI U JPYyrue

AIIEMEHTHI YIIPABJICHUS.

164):

CozlaHre HOBOTO JJIEMEHTA YIpaBieHUs coaepkuMbiM «Pucynok» (PucyHok

YCTAHOBHUTE KypCOp B CTPOKE TEKCTa TaM, Tne TpeOyeTcs M00aBUTH JIEMEHT

yIpaBJICHHUS,
nepernanTe Ha BKIAAKy «BcTaBka»y BEpXHEW MaHEIU UHCTPYMEHTOB,

HaXXMHUTC Ha CTPCIIKY PAIOM CO 3HAYKOM DJEeMEHTBI YIIpaBJICHUA COACPIKUMBIM

=)

>

BbIOEpUTE B MEHIO OMINI0 «PUCYHOK — 37IeMeHT ynpaBieHus: OyieT BCTaBJICH B

MO3UIMHU Kypcopa,

HOKMUTE Ha 3HAYOK £ B KHOIKE, PACIOJIOKEHHON HaJll TpaHHIel dJIeMeHTa
YVOpPABJICHUS, — OTKPOETCS CTaHJApTHOE OKHO BbIOOpa (aitna.BriOepute

U300paKEeHHE, COXPAaHEHHOE Ha KOMIBIOTEPE, M HAKMHUTE KHOMKY « OTKPBITHY.

BriOpanHoe wuzoOpaxeHue OyneT OTOOpa)X€HO BHYTPHU D3JIEMEHTA YIpaBICHUS

COACPKUMBIM. Yrto0Onl 3aMEHUTH I/I306pa>KCHI/Ie, Ha>XMHUTC Ha 3HAYOK B KHOIIKC,

pacmoyio)KeHHOM HaJ TpaHUIICW DIIEMEHTAa YINpaBlIE€HUWS U BBHIOEpUTE JPYToe

U300paKeHuUE.
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A

Pucynok 164 — Co3nanue HOBOIo 3JieMeHTa YNIPaBJIeHUs COlep:KUMBbIM «PucyHok»

Co3gaHne HOBOTO 3JIEMEHTA YIpaBJIEHUS coaepkuMbIM «llome co cnuckom» Win
«BpImmagaroniyii CImmcoK»:

AJIEMEHTHI ymnpaBiieHUs1 cojepkumMbiM «llome co cnuckom» u «Bemanaroniumii
CIIUCOK» COJIEp kAT BBIMAJAIONIUN CIIHCOK C PSJIOM BapUaHTOB JJisg BbIOOpa. X MOKHO
co3/laBaTh IMOYTH OJHHUM M TeM ke o0pa3oM. OCHOBHOE pasinyue MEXIy HUMU
3aKJII0YAETCS B TOM, UYTO BBIOpAaHHOE 3HAYEHUE B BBIMAJAIONIEM CIIUCKE HENb3s
OTPEAaKTUPOBATh, TOT/Ia KaK BRIOpAaHHOE 3HAYCHHUE B I10JI€ CO CIIMCKOM MOYKHO 3aMEHHTh

Ha BaIllle COOCTBEHHOE.

1. ycraHOBUTE Kypcop B CTpPOKE TEKCTa TaM, Ije TpeOyercs N00aBHTh IJIEMEHT

yIpaBJICHUS,
2. mepenauTe Ha BKIAAKY «BcTaBkay BepXHEH MaHEJIH HHCTPYMEHTOB.

3. HaXXMUTE Ha CTPCIIKY psAAOM CO 3HAYKOM DJEeMEHTBI YIIpaBJICHUA COACPIKUMBIM

=)

b

4. BeIOepuTEe B MeHIO onuio «Ilose co cnrckom» nin «BeImagarommii CIiucok» —

AJIEMEHT yIpaBJieHus OyJIeT BCTaBJIEH B MO3UIIMU Kypcopa,

5. HIETKHUTE MO JOOABICHHOMY JIEMEHTY YIPABJICHHUS MPABON KHOMKOW MBILIH U
BbIOEpUTE B KOHTEKCTHOM MEHIO IMyHKT «llapameTpbl aseMeHTa ymnpaBieHUsS

COZIEPKUMBIM.
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6. B oTkpbiBIeMcs: OKkHE «IlapameTpbl 3J€MEHTa YNpPaBJIEHUS COJECPHKUMBIM»
nepeiante Ha Bkiaaky «llonme co cnuckom» wim «Belagaromuii Cnucok», B

3aBUCHUMOCTHU OT BBI6paHHOFO THUIIA 9JICMCHTA YIIPABJICHUS COACPIKUMBIM.

MapameTpel 3neMeHTa ynpaBneHus coaepXuMeIm X
ENOKMPOEKa
3anonHUTenb
Beinagatowmi cnucok BbiGepuTe aneMeHT
Ter
Bug

OToOpawaTte | C orpaHWy4MBaIoLLEN |v
LigeT v

IMpUMEHHUTL KO BCEM

o e

Pucynok 165 — Oxno «IlapameTpsl 3j1eMeHTa ynpaBjeHnus coaep:xkumbivm» («IloJjie co

CIIUCKOM» WIH «Bolnagaoumui Crimucok»)

1. JJIsA I[O6aBJ'ICHI/I$I HOBOI'O ITYHKTa CIIMCKAa HAXMHUTC KHOIIKY «I[O6aBI/ITL» u

3aMoJHUTE NOCTYMHBIE OIS B OTKpbIBLIEMCs: OKHE (PucyHok 166):

OToGpaKaemoe nma

3Ha4YeHue

Pucynok 166 — OxkHo 100aBJjIeHUS 3HAYEHUS
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® VYKaXHUTEe HYXXHBIM TekcT B moje OrobOpaxkaemoe ums, Hampumep, «llay,
«Het», «lpyroe». 3ToT TekcT OyAeT o0ToOpaxkaThbCsi B DIIEMEHTE
yIpaBJEHUS COJEPKUMBIM B IOKYMEHTE,

® 10 YMOJYaHUIO TEKCT B MOJe «3HAYEHHUE» COOTBETCTBYET BBEICHHOMY B
nosie «OtoOpaxkaemoe umsi». Eciam TpeOyeTcss oTpegakTUpoBaTh TEKCT B
noysie «3HaueHue», oOpaTUTe BHUMAHUE HA YHUKAIBHOCTh BBEJICHHOTO
3HAYEHUS JJIS1 KOKJIOTO U3 DJIIEMEHTOB.

e HaxMmure KHONKY «OK».

2. MOXHO PEJaKTHpPOBATh WM yAAIATh IIYHKTBI CIIMCKA, UCIOJb3Ysl KHOIKHU
«PenmaktupoBaTh» WIM «YJAIUTh» CIOpaBa, WIHM H3MEHATh MOPAI0K

3JIEMEHTOB C MOMOIIBIO0 KHONOK «BBepx» n « BHU3».

3. Korja Bce HYXKHbIEe BapuHaHThl BbIOOpa OyIyT 3aJaHbl, HAKMHUTE KHOIKY

«OK», 4T0OBI COXpaHUTh U3MEHEHHSI U 3aKPBITh OKHO.

MoxHO HaxaThb Ha KHOIIKY CO CTPEJIKOH crpaBa, 4TOObI OTKPBITH CIHCOK
3HaueHUW U BbIOpaTh HyxHoe. Korjma HyxHbI 31eMeHT Oyner BbiOpaH u3 «lloxs co
CIHCKOM», MOXHO OTpPEIaKTHPOBAaTh 3HA4YCHHE, 3aMEHUB €ro Ha CBOE COOCTBEHHOE
MOJIHOCTBIO WJIM 4YacTUYHO. B BellagarmmemM COuCKe HENb3sl OTPEIaKTUPOBATH

BBIOpAaHHOE 3HaYEHUE.

Bbi6e puTe 31eMeHTRG
BbiOepuTe anNeMeHT

.1

(%]

Pucynok 167 — Cnucok 3HavyeHu i

COBI[&HHG HOBOI'O 3JICMCHTA YIIPABJICHUA COACPKUMBIM «I[aTa»:

1. ycraHOBUTE Kypcop B CTpPOKE TeKCTa TaM, Ije TpeOyercs N00aBHTh IJIEMEHT

yIpaBJICHUS,
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NepeUINTE Ha BKIIAJIKY «BcTaBka» BEpXHEHN ITaHEIU HHCTPYMEHTOB

HaXMUTEC Ha CTpPCIKY pPiaaoM CO 3HA4YKOM «IIEeMEHTHI YIIpaBJICHUA

COZICPKUMBIMY,

BBI6epI/ITC B MCHIO OIIIIHNIO «I[aTa» — JJICMCHT YIIPaBJICHUA 6y,I[CT BCTaBJICH B

MIO3HIIUU Kypcopa,

MIETKHUTE M0 J00aBICHHOMY 3JIEMEHTY YIIPABJICHUS NPABOM KHOMKOM MBILIN U
BbIOEpUTE B KOHTEKCTHOM MEHIO MYHKT «llapameTpbl snemeHTa ymnpaBlieHUS

COAEPKUMBIM,

B OTKPBIBIOCMCA OKHC «HapaMeTpLI QJICMCHTA YIIPABJICHUA COACPIKHUMBIMY

NepeInuTe Ha BKIAAKY «Dopmat JaTey.

ﬂapaMeprl afemMeHTa ynpaeneHua cogepxXuMeIM

O6wwne OTobpaxarhk JaTy Cneayowmm ofpasom
dd.MM.yyyy
Brnokupeoeka
09/19/2025
Friday, September 19, 2025
19 September 2025

September 19, 2025
19-Sep-25
September 25

Sep-25

HA3bIK
English (United States) v

Pucynok 168 — [lapameTpsl 371eMeHTa ypaBJieHUs colep:;kuMbIM (lata)

1. BBIOEpUTE HYKHBIH SI3bIK U HY>KHBIN (hopmaT nathl B ciucke «OToOpaxaTs aaty

CIEAYIOIIUM 00pa3om»,

2. HaxwmuTte KHOMKY «OK», 4TOOBI COXpaHUTh U3MEHEHUS U 3aKPHITh OKHO.
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Mo>XHO Ha)KaTh Ha KHOTIKY CO CTPEJIKOW B MPABOM YacTU JOOABJICHHOTO 3JIEMEHTA

YIOPABJICHUS COJEPKUMBIM «JlaTay, 4ToObI OTKPBITh KaJIEHaph U BbIOPATh HYKHYIO ATy

(Pucynok 169).

Sep-25/.°

4 CeHTAbpL 2025 >

MH Br Cp Yt I CO Bc
¥ 2 & 4 5§ & 1
8 9 10 1M 1Z 13 4
15 16 17 18 19 n 21
22 23 24 25 26 27 28

29 30

Pucynok 169 — diemenTta ynpasiaenus «/lara»

COB)IaHI/IC HOBOTI'O 3JICMCHTA YIIpaBJICHUA COACPKUMBIM «Daaxok»:

l.

YCTAaHOBUTC KYpPCOpP B CTPOKC TCKCTA TaM, I'IC Tpe6yeTc;1 I[O63.BI/ITI) QJICMCHT

YIIPaBJICHUS,
IepeuINTe Ha BKIIAJIKY «BcTaBka» BEpXHEH MTaHENIU HUHCTPYMEHTOB,

HaXMUTEC Ha CTpPCIKY piaaoM CO 3HA4YKOM «IIIEeMEHTHI YIIpaBJICHUA

COIEPKUMBIMY,

BLI6epI/ITC B MCHIO OIIIIHUIO «DnaxKoK» — YIEMEHT YIIPaBJICHUA 6y,IIeT BCTAaBJICH B

TIO3HIIUU Kypcopa,

MICIKHUTE TI0 JO0OABIEHHOMY JIEMEHTY YIIPaBJICHUS MPAaBON KHOMKOW MBIIIN H
BbIOEpUTE B KOHTEKCTHOM MEHIO MYHKT «llapameTpbl snemeHTa ymnpaBlieHUS

COAEPHKUMBIMY,

B OTKpbIBLHIEMCA OKHe «llapameTppl aneMeHTa yNpaBiCHUS COACPKUMBIMY

nepenuTe Ha BKIAJAKY «DIaxkoky,
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MapameTpkl 3NneMeHTa ynpaBneHWsa coaepXuMbIM X

Obuwme CHMBON YCTAHOBNEHHOTO (PNaxKa =

Enokupoeka CHUMBON CHATOMO (Onaxka !

_

Pucynok 170 — IlapameTpsl 3j1eMeHTa yHIPaBJIeHUs COAeP:KUMBIM (D1a:K0K)
7. HaxxMuUTe Ha KHOMKY «CHUMBOJ YCTaHOBIIEHHOTO (uIakkay», 4TOOBl 3a7aTh
HY>KHBIA CHUMBOJI JUIsl BEIOpaHHOTO (pitarkka, wim «CUMBOJI CHATOTO (hJIaKKay,
9TOOBI BBIOpATh, KaK JOJHKEH BBITIIANETh CHATBHIA (uiakok. OTKPOETCS OKHO

«CuMBOIY.

8. xorga cMMBOJBI OyayT 3amaHbl, HaxkmMuTe KHOMKY «OK», 4T0OBI COXpaHHUTH

HN3MCHCHUS U 3aKPBITh OKHO.

O
Jlo6aBiaeHHbIN (1a)KOK 0TOOpaKaeTCs B PEKUME CHIATOTO (hakka

Ecnu menkHyTe mo no0aBieHHOMY (QUIakKy, OH OyAeT OTMEUYEH CHMBOJIOM,

BBIOpAaHHBIM B cliicKe « CUMBOJI YCTaHOBJIEHHOTO (PIIasKKay

Ilpumeyanue — ['paHnna 3JIEMEHTA YNPABICHHUS COACPKUMBIM BHJIHA TOJBKO IIPH BBIACICHHUU
3JIeMEHTa VIIpaBiieHus. ['paHuIIbI He 0TOODaXKAOTCs B IEYaTHON BEDCUM.
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Ilepemerienue 371eMeHTOB YIIPaBJIEHUS COAEPKUMbIM
DNeMEeHThl yIpaBJi€HUs MOXHO IepeMeniaTh Ha JpPyroe MeCTO B JOKYMEHTE:
HQOXMUTE Ha KHOIKY CJIeBa OT TPAHUIBI 3JEMEHTa YIPABJICHHS, YTOOBI BBIICITHUTH
AJIIEMEHT YNpaBIICHUS, U TIEPETAIINUTE €0, HE OTIyCKas KHOMKY MBIIIHU, HA IPYTOe MECTO
B TEKCTE JOKYMEHTA.

iij%'lepememeh W€ 3NeMEeHTOB ynpasneHns

N

Pucynok 171 — IlepemerneHue 3JieMEHTOB YIIPABJICHHUS COAEPKMMBIM

DJIEMEHTBI YIPABJICHUSA COJICPKUMBIM MOXHO TaKX€ KONMUPOBATh M BCTaBJIATH:
BBIJICJINTE HYXXHBIM DJIEMEHT VYIPABICHUA W HCIOJB3YUTE COYETAHUS KJIABUII
«CtrlI+Cy/»Ctrl+ V.

PepakTupoBanue cogepKuMoOro 3j1eMeHTOB ynpaBjeHUus «OObIYHbIH TEKCT» U
«DOopMATHPOBAHHBIN TEKCT»

Conepxxumoe 37aeMeHTOB yrnpaBiaeHus «OObIYHBIN TeKCT» U «DopMaTUPOBAHHBIN
TEKCT» TMOJIJAETCS PEJAKTUPOBAHUIO C TIOMOLIPK0 KHONOK HAa BEPXHEW NaHEIH
WHCTPYMEHTOB: MOKHO 3aJ1aTh HOBBII THI, pa3Mep U LBET MpUdTa, UCIIONH30BATH CTUITU
opopMIICHUSI U NPUMEHUTH TOTOBbIE CTWIU (QopmaTupoBanusd. [l HacTpouku
MapamMeTpoB TEKCTa TaKXKe CIYKUT OKHO «AO3am — J[OMOJHUTENbHBIE MapamMeTph»,
KOTOPO€ MOKHO BBI3BaTh 4Y€pe3 KOHTEKCTHOE MEHIO WJIM MpaBylo OOKOBYIO maHedb. B
3JEeMEHTax yrpasieHus «DPOpMaTUPOBAHHBIM TEKCT» MOXHO 3aJaBaTh MapaMeTpbl
dbopmartupoBaHus, Kak U B OOBIYHOM TEKCTE JOKYMEHTa — HaIlpUMEp, YCTaHOBUTH
MEXCTPOYHBIM HHTEpBaJ, OTPETyJIUPOBaTh OTCTYINbl ab3alla W HACTPOUThH MO3UIIUU
TaOyJISAIINH.

HN3MeHeHHE HACTPOEK YJIEMEHTOB YIIPABJICHHUS COAEPKUMBIM

He3aBucumo OT TuIIa 3J€EMEHTa YIPABJICHUS COJECPKUMBIM, MOJIb30BATEIIO
JOCTYITHO WM3MEHEHHWE HACTPOEK »dJEMEHTa ympaBlieHus B paznenax «OO0mme» u
«biokupoBka» B OkHe «IlapaMeTpsl 31eEMEHTa yIpaBIEHUS COACPKUMBIMY.

UToOBl OTKPBITH HACTPOWKH DJIEMEHTA YIPABJICHUS COICPKUMBIM, TpeOyeTcs

BBITIOJIHUTH CICOAYHOIINC IlCﬁCTBHH:
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e Bpigenure HYXHBIA JJIEMEHT YIPABICHUS COACPKUMBIM, HAXKMUTE Ha
CTPEJIKY PSIAOM CO 3HAYKOM «DJIEMEHTBI YIPABICHUS COAEPKUMBIM» Ha
BEpXHEW MaHeIu MHCTPYMEHTOB U BbIOepuTe B MeHIO omniuio «[lapameTpsl
3JIEMEHTA YIIPABIICHUSD).
e [llenkHUTE MPaBOI KHOMKOM MBIIIH IO JIIEMEHTY YIPABIEHUS COAECPHKUMBIM
W WCIIOJB3YyHUTE KOMAaHAY KOHTEKCTHOTO MeHK «llapamerpbsl snmemeHnta
YIIPABJIEHUS CONEPKUMBIM).
OTtkpoercss HOBoe okHO. Ha Bkianke «OOmme» MOXXHO HACTPOUTH CIEAYIONINE

napameTpsbl:

lNapameTphl 3NeMeHTa YNPaBNeHnA CoOAepPXHMEIM X

_ Ela-j.ncacr

Bnosnposka
3anonHuTenb
DnaxoK

Ter

Bua
Ovobpaxare C orpasnumeawen
Liset

MNpUMEHHTE KO BCEM

Pucynok 172 — 3MeHeHHe HACTPOEK 3JIEMEHTOB YIIPABJIEHHS COAePKUMBIM

e VKaxuTe «3arojgoBOK», «3alOIHUTENbY) WK «Ter» 3jeMeHTa yIpaBlIeHUA
COJIEPKUMBIM B COOTBETCTBYIOIIUX IMOJISIX. 3ar0JIOBOK Oy/IeT OTOOpaKaThCs
IIPY BBIICJIICHUU BJIEMEHTA YIPABJICHUS B JIOKYMEHTE. 3alOJIHUTEIb — 3TO
OCHOBHOM  TEKCT, OTOOpa)kaeMblii BHYTPH DJJIEMEHTa  yIpPaBICHUS
collepKUMBbIM. Tern HCHONB3YIOTCS IS WACHTH(PUKAIMK 3JIEMEHTOB

YHpaBJICHUS, yTOOBI MOKHO OBIJIO CCBHIJIATHCS HA HUX B KOJIC.
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e Omnpenenute, ciaeayeT U OTOOpakaTh JJIEMEHT  YIPaBICHUS C
OTpaHUYMBAIONIEH paMKOW uiauM 0e3 Hee. B ciywae, eciaum mnpeanodsv
BAPHAHT C pPAMKOW, B HIKHEM IOJIe MOXHO 3amate ee «llBer». [ns
MPMMEHEHHUS MMapamMeTpoB paszjena «Bua» Ko BceM djeMeHTaM yIpaBJIeHUS

B JOKYMEHTE HOXXMUTE KHOMKY «IIpuMEHUTH» KO BCEM.
Ha Bknanke «biaoKupoBKay MOXKHO 3alIUTUTh 3JIEMEHT YIPABICHUS COJECPKUMBIM

OT YAQJICHUA UK PCAAKTUPOBAHUS, UCITIOJIb3YyA CICAYIOINIHUC ITapaMCTPhI:
[apameTpsl 3NeMeHTa YNPABNeHWA CofepXuMbIM X

Obwme 3NeMeHT YyNPaBnNesns COAEPHMMLIM HENBLIR YIANWTL

@opmMaT nartbi

Pucynok 173 — Bkaaaka «baoknpoBka
e DJEMEHT YIPABJIECHUS COJACPKUMBIM HENb3S YIAJIUTh - OTMETBTE OTY
OTIITHIO, YTOOBI 3AITUTUTD FJIEMEHT YIIPABICHHS COJICPKUMBIM OT yIAJICHHS.
e ConepxuMoe HeENb3s PEAAKTUPOBATh — OTMETHTE OTy OIIUI0, YTOOBI
3alIUTUTH COAEPKUMOE JIEMEHTA YIIPABJIEHUS OT PEIAKTUPOBAHUS.

JIJ1s onpeieIEHHBIX TUIIOB 3JIEMEHTOB YIPABIICHUS COJICPKUMBIM TAKKE JOCTYITHA
TPEThs BKJIQJIKA, KOTOpasi COACPKUT HACTPOMKH, CrielU(PUIHBIE TOJIHKO I BBIOPAHHOTO
THNA 3JIEMEHTOB yrpasieHus: «llone co cnmckom», «Brimagaronmi crucok», «/laray,
«Dnaxxok». OTH HACTPOWKH OMNKCAHBI BBINIE B pasaeinax o J00aBICHUU

COOTBCTCTBYIOIIHX 3JICMCHTOB YITPABJICHUA COACPKUMBIM.
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Haxwmute kHonky «OK» B OKHE HACTPOEK, YTOOBI IPUMEHUTH U3MEHEHHS.
Kpome toro, mnpemaycmorpeHa QyHKIHS TOJACBETKH JJIEMEHTOB YINPABJICHUS

3aJaHHBIM IIBECTOM. YToO0BI OKpPAaCHUTDb 3JICMCHTELI B OHpeI[eHeHHLIﬁ OBCT:

1. HaxxmuTe Ha KHOIIKY CJICBa OT TIpaHHIbl J3JICMCHTA YIIPABJICHUA, YTOOBI

BBIACIIUTD J3JICMCHT YIIPABJICHUA,

2. HOXMUTE Ha CTpCIKY pdaaoM CO 3HA4YKOM «ITIE€MEHTHI YIIpaBJICHUA

COAEPKUMBIM» Ha BEPXHEU NAHEIM UHCTPYMEHTOB,
3. BbIOepuTE B MEeHIO oniuio «L[BeT moacBeTKkn»,

4. BpiOepuTe HYXHbIM LBET. UTOOB yOpaTh paHee NPUMEHEHHOE BBIJCIICHHUE

IIBETOM, MCIOJIb3YUTE ONIKUI0 «be3 moacBeTKkn».

BoiOpannble mapaMeTphl BblAeNeHUsT OyAyT NPUMEHEHbl KO BCEM 3JEMEHTaM
yIIpaBJICHUS B JOKYMEHTE.
Yaajienue 3J1eMEHTOB YIIPABJICHUS COAEPKUMBIM
YToOB! yAaIUTh 3JIEMEHT YIPABICHUS U OCTABUTh BCE €r0 COACPKUMOE, ILIETKHUTE
[0 3JIEMEHTY YIPaBJICHUS COAEPKUMBIM, UTOOBI BBIJCIUTH €ro, 3aTeM JEeUCTBYiTE
OJIHUM M3 CJIEAYIOIUX CIIOCOO0B:
e Haxmure Ha CTpenky psSaoM CO 3HAUYKOM «OJEMEHTHl YNPABICHUS
COJIEP’)KUMBIM» Ha BEpXHEW MaHEIW UHCTPYMEHTOB U BBIOEpUTE B MEHIO
OIIIUIO «Y aJIUTh DJIEMEHT YIIPABIICHUS CONECPKUMBIM).
e [IlenkHuTE IpaBOW KHOIIKOW MBIIIH 110 DJIEMEHTY YIIPABJIEHUS COACPKUMBIM
U HCHOJB3YUTE KOMAaHAY KOHTEKCTHOTO MEHIO «YIAIUTh JJIEMEHT
YIIPaBJIEHUS COAECPKUMBIMY.
YToOB! y1amuTh 3JEMEHT YIIPaBICHUS U BCE €r0 COAEPKUMOE, BBIACIUTE HYKHBIN

AJIEMEHT yIpaBJlIeHUs U HaxXMuTe Kiasuiny «Delete» Ha kimaBuarype.

3.7.13 BcraBka 00LEKTOB

B pemakrope mnpenycMOTpeHa BO3MOYKHOCTh BCTAaBKM B JOKYMEHT BHEIIHUX

(aiisioB (00BEKTOB), TAKUX KaK TAOIMIIbI, TPE3CHTAIIUN UM TEKCTOBBIC JTOKYMEHThI. JTO
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MO3BOJISIET CBSI3aTh B OJHOM (pailie pa3HOpPOIHBbIC JAHHBIC WJIM MPOCTO KOMITAKTHO
XPaHUTh CCHUIKU Ha HUX.

[Tpu BcTaBKE 00BEKTa MOKHO BBHIOPATh, KaK OH Oy/ieT 0ToOpakaThCsl HA CTPAHUIIE:
B BHJI€ MUHHUATIOPHI (YMEHBIIIEHHON KOMUU CONEPKUMOTO) HIIA B BUJI€ UKOHKHU.

[TpexycMOTpeHBI B BapuaHTa BCTABKU OOBEKTA:

— Kak munuartiopa;

— Kak ukoHka.

I[J'I?I BCTaBKH 00BEKTa CJICAYCT BBIIIOJIHUTDH I[GIZCTBH?II

1. YcraHoBure Kypcop B TO MECTO JOKYMEHTA, Ky/1a TpeOyeTCsl BCTABUTh OOBEKT.
2. OTkpoiiTe raJoroBoe OKHO BCTaBKH 4epe3 MeHI0 «BcraBkay — «O0BbeKT»$

3. Jlanmee B BhIMajaroieM CUCKE BHIOEPUTE CIIOCOO BCTABKHU:

=1
Sl
]

m

JCTAEWTE OOBLEKT K3k MHHWATIOpa

CTAEWTE ODBLEKT K3k MKOHEA

m

e BcraButh 00bekT Kak MmuHuatoopa: Copxepxkumoe daiina  Oyxaer
0TOOpaXKaThCsl B IOKYMEHTE B PEXKUME TIPEANPOCMOTpa (MPEBbHIO).

e BcraButh 00BEKT KaK HMKOHKAa: BMecTo mpeampocMoTpa COAECPKUMOIO B
JOKYMEHTE OyIeT OTOOpa)KaTbCsl CTaHAAPTHAs MKOHKA, COOTBETCTBYIOILAS
tunty (Qaitna (Hanpumep, 3Hauyok W s Word, uxonka PPTX mus
npe3eHTanuu). JIBoHHOW 1IENMYOK MO MKOHKE OTKpoeT dain s
pEeIaKTUPOBAHMUSL.

Ecnu BbI BeIOpanu oToOpakeHue B Bujae MuHuaTiopsl (Pucynok 174), ee BHemHui
BUJI MOKHO HACTPOUTh. IpH BbIJIEJIEHUN BCTABIEHHOIO OOBEKTA CTAHOBSTCS JOCTYITHBI
WHCTPYMEHTHl  ()OpPMATUPOBAHUSA, AHAJIOTHYHBICE WHCTPYMEHTAM PEIaKTUPOBAHUS

PUCYHKOB.
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3TO TeCTOBBIH OKyMEHT, IICHOE3y MEI B KadeCTBe BCTABKII ODLEKTd, KaK |
MIHIATIOPEL.

Pucynok 174 — Pe3yJbTaT BCTABKH 00bEKTA B BUJle MUHUATIOPBI
JlocTyIHBI clieytone U3MEHEHNUS:
— Pasmep:

o [lupuna / Beicota: MOXHO 3a/1aTh TOUHbIE 3HAYEHUS IIUPUHBI U BHICOTHI B
CaHTUMETpax.

e PeanbHblil pazmep: BepHyTh 00bEKTY HCXOIHBIN MacITaO.

e Bnucarb: ABTOMaTH4YeCKU MoA00paTh pazMep, 4ToObl OOBEKT MOMECTHIICS B
OTBEJIEHHOE MECTO.

e OOpe3ars: MHWHcTpyMeHT i1 O0Ope3KM KpaeB MHUHHUATIOPBL, €CId
0TOOpakaeTcs JUIIHAA 00TIacTb.

— TloBopor:
e [loBepHyTh Ha 90°: I3MEHUTH OPUEHTALIUIO MUHHUATIOPHI.
e Ortpasuts: Co3aaTh 3epKagbHOE OTOOpAKEHHUE.

— Crunp o0TeKaHus:

e Dra Omnuus ONpeesieT, Kak TEKCT TIOKyMeHTa OyAeT pacrojararbCsi BOKpyT
BCTaBJICHHOTO 00BheKkTa. MOXHO BBIOpATh OJAMH U3 CTAHJIAPTHBIX CTUJIEH (10
KOHTYPY, BOKPYT PaMKH, 32 TEKCTOM U T.JI.).

— PenmaktupoBaHue:

e Kuonka «PenaktupoBaTh 0O0BEKT» IMO3BOJSET OBICTPO OTKPBHITh MCXOAHBIN

dbaiii 111 BHECCHUS U3MCHEHHUM.

— JlonmonmHuTeNbHBIE TAPAMETPHI:
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o Ccpuika «JlomOTHUTENBHBIE MapaMeTPhl» OTKpbIBaeT Oojiee TOHKHE
HACTPOWKM (OopMaTUpPOBaHMS, TaKHe KaK TIOJOKEHHWE Ha CTPaHHUIIE,

MPUBS3KA K TEKCTY, BHYTPSHHUE TIOJIS U 3alllUTa OT U3MEHEHUH.
[Ipu BBIOOpEe OTOOpakeHue B Buae MKOHKH (Pucynok 175), ee BHemHud BUI
MO>XHO HACTpOWTh. [IpM BBIIEJICHUM BCTaBICHHOTO OOBEKTa CTAHOBSTCS JOCTYITHBI
WHCTPYMEHTHl  ()OPMATHPOBAHUSA, AHAJIOTHYHBIC WHCTPYMEHTAM PEIaKTUPOBAHUS

PUCYHKOB.

&

PPTX

Cnana_pns_npoBepku_BO3MOXHOCTEW_pejakTopa_npe3eHTauuni.pptx

W

DOCX

TecToBbI AoKyMeHT.docx

Pucynok 175 — Pe3yabTaT BcTaBKM 00beKTA B BHe HKOHKH

3.7.14 Co3aanue orjaBJIeHUA

OrnaBneHue BKIIIOYAET NEPEUCHb BCEX Pa3/iesioB (IJ1aB U MOAPa3/eoB) JOKyMEHTa
¥ yKa3bIBacT HOMEpa CTPaHMUII, ¢ KOTOPhIX HAYMHACTCS KaKaas U3 HUX. biaromapst atomy
MOJIB30BATENIh MOXKET 0€3 TpyJa OPUEHTUPOBATHCS B JUTMHHOM TEKCTOBOM JIOKYMEHTE U
MTHOBEHHO TIEPEXOAWTh K HeoOxomumon ero dyactu. OrnaBrneHue ¢GopMHUPYETCs
ABTOMAaTUYECKH Ha OCHOBE 3aroJjOBKOB, O()OPMJICHHBIX C HCIIOJIb30BAHHEM BCTPOCHHBIX
cTuied nokyMeHTta. Takol moaxoj obecrednuBaeT yJ00CTBO OOHOBJICHHSI COAECPKaHUS
06e3 HeOOXOUMOCTH BPYYHYIO KOPPEKTHPOBATH 3arOJIOBKM M CTPAHUIIBI IPU BHECEHHUH

U3MEHEHUHN B TEKCT.
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CTpyKTypa 3aroji0BKOB OIJIaBJIE€HUS

dopmaTHpoBaHKe 3aTr0JI0BKOB:
[lepen Havamom pabOThI OMpEEIUTE MOIXOIAIIMA CTUIL 3aT0JIOBKOB U3 3apaHee

3aJIaHHOTO crMcKa oopMIIeHHs B TEKCTOBOM daiiie. /s aToro
1. Bwimenute TEKCT, KOTOPBIN TpeOyeTcs BKIIOYUTH B OTJIaBICHUE

2. OTKpoWTE MEHI0 CTWIEM B MPaBOW 4YacTH BKIAAKU «lJTaBHas» Ha BEpXHEU

INaHEJIM HTHCTPYMECHTOB
o5 s Ha3sBe

OBbi4HbIiA bes3 uHTepsa 3arosi0 3aronoB 3aronoBc  3aronosol  3aronoBoK  3aronosok(
BepxHuid kor  HWKHWIA KOMC | TekeT cHockl TEKCT KOHLEB(

Mopsaronot  iumama Boidenennas |~ AG3al| cnnck la3BaHne

+ HoBuii CTANG 13 BYAENERHOMD GparnenTa

3. IllenxkHUTE MO CTWIIO, KOTOPBIM XOTHUTE NMPUMEHUTH. [10 yMonm4aHuio MOKHO

HUCIIOJIL30BATh CTUIIN 3a20.1060K | — 3aconosox 9
«Ha3Banmuey,

IIpumeuanue — Ecnu TpeOyercs UCHONL30BaTh JAPYrue CTHIW (HAPUMED,
[TomzaronoBok u apyrue) ans (HopMaTUPOBAaHUS 3aroJIOBKOB, KOTOpble OyIyT BKIIOYEHBI B
OTJIABJICHWE, CHadajga ToTpeOyeTcsi M3MEHUTh HACTPOWKM oOrjiaBieHus (oOpaThtech K

COOTBETCTBYIOIIEMY pa3Ieily HIKE)

Ut0oO0BI OBICTPO 100ABUTH TEKCT B KAYECTBE 3ar0JIOBKa

Boigenure TeKCT, KOTOPBIA TpeOyeTcs BKIOYUTh B COIEpKAHUE

1.

2. Ilepeininure Ha BKIaaky «CCbUIKM» HA BEPXHEN NTAHEIU UHCTPYMEHTOB

3aumra Bug  [narmsbl

i CNMCOK MNMIoCTpaLmin

maeHan Bcraeka PucoBanue Maket
=i 1) Dobaeuts Tekct v AR' O/,.) El E:['!] =
[-El 5 [% Ornaenexne (" OBHoBMTL TaGNMLY ~ CHocka TWnepccuinka  3aknagka Haseahue [leperpectHan
i ) & S CChiMKa
3. Haxwwure kHOMKY «J00aBUTH TEKCT)» HA BEpXHEH NMaHETN HHCTPYMEHTOB
ImagHan  Bcraska  Pucosanme  Maker [ESUCMN CosmecTHas pabora 3aumra Bug  Mnarmsbl
AR' C[) u Ijj] =i Cnucok NmoCTpaLmin
TWnepcchinka 3aknagka — HaseadMe [lepexpecTHas
CChinKa

CHocka

Ornasnetine () OBHoeuTb TaBnuuy

Bv 0§ "
4. B BpIIagarouieM MEHIO BHIOEPUTE HYKHBI YPOBEHb 3ar0JI0BKA
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dann maeHan Bcraeka PucoeaHue MareTt CChIngK

® x| I
[-EI ¥ [% DFHEHEEH“E ¥ He BKMIDNETE B OrMasneHne "
L ‘pOBEHL 1
O\ poBESHL 2
E poBSHL 3
pOESHL 4
= pOBEHL 5
@ poBESHL 6
pOBEHL T
poBSHb 3
poBEHL 9

YupasjieHue 3aroJi0BKamMu:
[Tociie mpuMeHEHUsT CTUIISA 3ar0JIOBKOB CJIENYET Ha)KaTh HA 3HAYOK «3arojIOBKH»
= B JICBOW YaCTH 9KpaHa, YTOOBI OTKPBITh MaHENb, B KOTOPO OyaeT MoKa3aH IMOJIHBIHI

CIIMCOK 3aroJJOBKOB C pacCIIpCaACIICHUCM I10 YPOBHAM BJIOKCHHOCTH.

Q 3aronogkm B X
= Hauano doxkymMenma
= MepeysH: TEPMUHOE
MepeyeHt COKPALLEHHWA W YCNOBHLIX
< ofBoaHaueHui

* 1. HaaHaueHwe NporpamMmsi

JlanHasi ma”enb o0ecreuynBaeT YJIOOHBIN Mepexoj MEXIY 3arojoBKaMHU B TEKCTE
JIOKYMEHTa U BO3MOXKHOCTb PEJAKTUPOBAHUSL CTPYKTYPhI CUCTEMBI 3ar0JIOBKOB.

[llenkHuTE TIPaBOM KHOMKOW MBIIIH IO 3ar0JIOBKY B CIIMCKE W MCIOJIB3YHTE OJUH

N3 TOCTYIIHBIX ITYHKTOB MCHIO!:
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3aronoBku ot v X

Hauano dokymenma

N R T

Paborta c popmynamm

]
[
¢« [MOBLICUTb YPOBEHD
PaboTta c guarpammami
-..?

MOHN3UTE YPOBEHb
Pafota c asTodmrypam

HOBLIFA 3aronosok nepen
HOBbIf 3aronoBoK Nocne

HOBbIA NOL3aroNoBOoK
Iy Biienuts coeprumoe

1= PasBepHyTb BCe
4+ CBepHyTh BCe

Pa3BepHyTs 40 YPOBHA  +

Pucynok 176 — YnpaBJjieHue 3arojioBKaMu

— TloBbICUTH YpOBEHb — 4YTOOBI TMEPEHECTH BHIOpPAHHBIN 3arojOBOK Ha Ooliee
BBICOKMI YPOBEHb B UEPAPXUUECKON CTPYKType, HAlpUMEpP, U3MEHUTh 3aroJioBOK 2 Ha
3aronoBok 1.

— TloHM3UTH ypOBEeHb — YTOOBI NEPEHECTH BHIOPAHHBIM 3arojoBOK Ha Oosee
HU3KUH ypOBEHb B MEPApXUYECKOH CTPYKType, HapUMEpP, U3MEHUTh 3arojoBok | Ha
3aroyioBoK 2.

— HoBwrif 3aroi0Bok nepes — 9T00bI 100aBUTHh HOBBIN MyCTON 3ar0JIOBOK TaKOTO
K€ YPOBHSI I1€pe/i BHIOPAHHBIM 3ar0JIOBKOM.

— HoBplif 3aroi0Bok nocie — 4To0bl 100aBUTh HOBBIM ITyCTON 3ar0JIOBOK TaKOTO
K€ YPOBHSI I1OCJI€ BEIOPAHHOTO 3ar0JIOBKA.

— HoBplif 1oa3aronoBok — 4To0bl 100ABUTh HOBBIM ITyCTOM IMO/A3aroJIoBOK (T.€.

3aroJ0BOK 00Jie€ HU3KOTO YPOBHSI) MOCJI€ BHIOPAHHOIO 3arojiI0OBKa.
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[Tocne Toro, Kak 3arojOBOK MJIM IOJ3arojIoBOK OyAeT N00aBiieH, LIEIKHUTE IO
100aBJIEHHOMY ITyCTOMY 3aroJjOBKY B CIUCKE U BBEJAMTE CBOM TEKCT. DTO MOXKHO CIeNaTh
U B TEKCTE JOKYMEHTA, U HEMOCPEACTBEHHO HA IMAHENN «3aroJIOBKI».

— Bolgenuts conepxumoe — 4ToObI BBIIETUTh B JOKYMEHTE TEKCT, OTHOCSIIUICS
K BBIOpaHHOMY 3aroJIOBKY (BKJIKOYasi TEKCT, OTHOCAIIMKCA KO BCEM I0J[3ar0JIOBKaM 3TOr0
3aroJIOBKa).

— Pa3BepHyTh Bce — uUTOOBI pa3BEpHYTh BCE YPOBHU 3arojOBKOB Ha MaHENIH
«3aroJoBKW».

— CBepHyTb Bce — UTOOBI CBEPHYTh BCE YPOBHU 3arojIOBKOB, KpOME ypOBHS 1, Ha
IaHen 3arojIOBKH.

— Pa3BepHyTh 10 ypOBHS — 4TOOBI Pa3BEPHYTh CTPYKTYPY 3arojoBKOB [0
BbIOpaHHOro ypoBHs. Hampumep, ecnu BblOpaTh ypoBeHb 3, TO OyIyT pa3BEpHYTHI
ypoBHH 1, 2 1 3, a ypoBeHb 4 U Bce 00J1€€ HU3KUE YPOBHU OYyT CBEPHYTHI.

UToObl Bpy4HYIO pa3BEpHYTh WM CBEPHYTbH OIPEAEICHHbIE YPOBHU 3arojOBKOB,
WCIIOJIb3YWUTE CTPEIIKH CJIEBA OT 3ar0JIOBKOB.

UToOb! 3aKpbITh MAHENb «3arojJOBKN», HAKMHUTE Ha 3HAUOK «3arojOBKM» Ha JIEBOU
OOKOBOI1 MaHEeNN elle pas.

BcraBka oryiaBjieHUS B JIOKYMEHT:

YToOBI BCTABUTH B AOKYMCHT OI'JIaBJICHUC:

1. YcranoBure Kypcop Tam, r1ie Tpedyercsi J00aBUTh OTJIaBIICHHUE.

2. Tlepetinute Ha BkIaIKy «CChUIKWY BEpXHEH MaHEIN HHCTPYMEHTOB.

1]

3. Haxxmute Ha 3Hauok OrnaBieHHe —  Ha BepXHEH MaHEIM UHCTPYMEHTOB MIIH
HaQ)XKMHUTE Ha CTPEJIKY PAJIOM C 3TUM 3HAYKOM U BBIOEpUTE W3 MEHIO HY)KHbBIN
BapuaHT Mmaketra (Pucynok 177). MoxHO BbIOpaTh OrJiaBlieHHE, B KOTOPOM
0TOOpakaroTCsl 3aroJIOBKM, HOMEpa CTPaHUIl M 3allOJIHUTENIH WIH TOJBKO

3aroJIOBKH.
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R T HoBaewuts Texct v AR
D"'am'e" ( 5 OBHoBWUTL TAGNMUY v Cﬂﬁfﬁa
I FATOMOBOE L occmnsnsmnnmrrnnnny 2
BATOQIIOBOE: 2 - oo v o e e i i 5
3aromoBOK 3. 15
3aromoeok 1
3aroIoBoK 2
3aroIoEOK 3

y HacTpoitku

YOANUTe OrNasneHue

Pucynok 177 — Bei0op MakeTa orjaBjieHust

HpnMeqa}me — BHemHui BUI OrJaBiICHUS MOXXHO H3MEHHUTH IMMO37KC, HCIIOJb3YA HaCTpOﬁKH
OTI'JIaBJICHUA.

Ornapnenue Oyner M00aBJICHO B TEKyIIEeW MO3UIMHU Kypcopa. UToObl M3MEHUTH

MECCTOIIOJIOKCHUC OI'JIaBJICHHA, MOKHO BBIACIIUTD I10JI€ OIJIaBJICHUS

(?JIEMEHT yMpaBJICHUS COAEPKUMBIM “*) M MPOCTO MEPETALIUTh €r0 Ha HYXHOE MECTO.
J71s1 5TOro HAXXMUTE HA KHOIKY B JIGBOM BEPXHEM YTJIy TOJIS OIVIABJICHUS U MEPETAIINUTE
€ro, He OTITyCKasi KHOTKY MBIIIIH.

Jlns mepeMenieHusi MeXAy 3arojioBKkaMu Haxmute kinaBuiny «Ctrl» u menkaute
M0 HY)XHOMY 3arojIoBKy B TIOJie¢ OTJIaBJICHUS. OTO TMO3BOJIUT TIEPEHTH Ha
COOTBETCTBYIOIIYIO CTPAHUILY.

HN3MeHeHne cO3JaHHOIO OIJIABJICHHS

OOHOBJIEHHE OIJIABJICHHUS

[Tocie Toro xak orjaBiieHHE OyIET COCTaBICHO, MOKHO MPOJOJIKUTH PadOTy HaJl
TEKCTOM: J100aBISATH HOBBIC pa3Jeibl, MEHATh HMX TOCJIEI0BATEIBHOCTh, YAAJIAThH
OTZIeJIbHbIC a03allbl UJIM BHOCUTH JIOMOJIHEHHUS, CBA3aHHbBIE C KOHKPETHBIM 3aroJ0BKOM, B

pe3yJjibTare dYero HOMCpa CTpaHUI, VYKAa3aHHBIC I JIIPCAHNICCTBYIOINUX  HJIU
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MOCJICAYIONIUX YacTe, MOTYT H3MEHUTHCS. B MOJ00HOW CHTyalMu PEKOMEHIyeTCs
BOCIOJIb30BaThCs (yHKIMEH «OOHOBUTHY», YTOOBI BCE BHECEHHBIE KOPPEKTHUBBI OBLIU

ABTOMATHYCCKH OTPA’XCHBI B OI''IaBJICHUU.

=l

Haxxmute Ha crpenky psamom co 3HadykoM OOHOBUTH CTPAHMILY “~ Ha BKJIAIKE
«CCBUIKM» BEpXHEW MaHel HWHCTPYMEHTOB M BBIOCPUTE B MEHIO HYXHYIO OIIIHIO
(Pucynok 178):

— OOHOBUTH 1IETUKOM — 4YTOOBl JO0OABUTh B OrJABJICHUE 3aroJIOBKH,
no0aBlIeHHbIE B JOKYMEHT, yAaluTh T€, KOTOpble OBLIM yAaleHbl U3 JOKYMEHTa,
OOHOBUTH OTPEAAKTUPOBAHHBIC (IIEPEMMEHOBAHHBIE) 3aroJIOBKH, a Takke OOHOBUTH
HOMEpA CTPaHUL.

— OOHOBHUTH TOJBKO HOMEpPA CTPAHUI] — YTOOBI OOHOBHTH HOMEpa CTPAaHMII, HE
MIPUMEHSIS U3MEHEHUS K 3ar0JI0BKaM.

MOXHO BBIJENUTH OTJABICHHE B TEKCT€ TOKYMEHTa W HaXaTb Ha 3HAYOK
OOHoBiieHne © B BepXHEH YacTH IOJIS OTJIABJICHUS, YTOOBI MOKA3aTh YKa3aHHBIC BBIIIE
OTIIINH.

DFJ'IEIEIJ'IE‘HI:“IEV

ITOT TeK .
OOHOBMTE LIENWMKOM

PaboTa (b( OBGHOBMTE TOMBKO HOMEPA CTPaHWL
PaboTa c AvarpaMmMamMi.........................

PaboTa c aBTOOUTYPAMM.......cevvreererrnnnnnn.

Pucynok 178 — Bo10op BapuanTa 00HOBJICHHS OTJIaBJICHHSA

MOXHO TakKe IIEJKHYTh IIPAaBOM KHONKOM MBIIIK [0 OJABICHUIO U

HCITIOJIB30BATb COOTBCTCTBYIOIINEC KOMAHbl KOHTCKCTHOT'O MCHIO (PI/IC}/HOK 179)
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omaenermne~
ITOT TEKCT UMEET Bb’"""‘“”‘""’"“"‘“ R e

PaboTa cAOPMYAIMUE == 0000 Biiiiieisseeeessssesessssssasasisasent

Pa6ota c AuarpaMMaM =

BcTasutb L4

Pa007a C ABTODUIYDEAM (=) Haneuaras BLIENEHHOE ~ Botsssessssassasssesssesssassssssscassasasansssss]

OBHOBUTL None

lMapameTpbl OIMaBneHUA
OGHOBWTb OIMABNEHHE » OGHOBUTHL LIENUKOM

B cnepyrowmii naparpa
AYHOLL| parp C HOBO# CTpaHML @OﬁHOBHTb TONbKO HOMEpA CTPaHuLy

O CBOEW CyTu| 1€ PpaspeiEare adsay TMBOM TPagULMOHHOMY lorem i

9§ LononHuTenbHLIE NapameTpel ad3ala

BbI3bIBAET Y Ht¢ ' MPU NONbITKaxX NpoYnTaTh pblf

(=] DobaswTs KoMmeHTapHit

ot lorem ipsur Ke HanoJIHUT N1oOoN MaKeT Hel

2 T K
¥ NpuAacT HenosTopuy & P 3H.

(DOpMaTMpOE!aHME KaK CTUIb *
B CIIELIVI‘OUIIM‘/‘I 1 1= 1 8 1= | | 0 P —————_ | . | [\ |
Pucynok 179 — 00HOBJIeHHE OTJIaBJIEHUS] YepPe3 KOHTEKCTHOE MEHI0
HN3MeHeHHEe HACTPOEK OIJIABJICHUS

YroObl OTKPBITh HACTPOMKH OIJIABICHHUS, MOXXHO JI€HCTBOBaTh OJHHUM U3

CIICTYIOIINX CIIOCOOOB:

1. Haxmure Ha CTpesiKy psSaoM co 3HaukoM «OriaBjieHuEe» Ha BEpXHEW NMaHelu

UHCTPYMEHTOB U BbIOepUTe B MeHI0 omniuio «Hactpoitkmy.

2. BoigenuTe orjaBieHHE B TEKCTE JOKYMEHTa, HAKMHUTE Ha CTPEIKY PSIOM C
3arojOBKOM IIOJIsI OTJIaBJICHUS U BBIOepUTEe B MeHIO ommuio «Hactpoiikn»
(Pucynok 180).

—~

Omasnehue - (@

BAroMoBOK L. cuninn i 2
< 3aronoBok 2
| 3aroNoBOK 3.....c..civviiiviiiainiinnnes 15
Pz
Pz

3aronosok 1
| 3aronoBok 2
3aronosok 3

HacTpoitku

YOanuThb OIMaeneHue ‘J\}j

Pucynok 180 — HacTpojiku orsiasJieHust
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3. IlenkHuTe MpaBoi KHOMKOW MBIIIM MO OTJIABJICHUIO U UCIOJIB3YHTE KOMaHIy

KOHTCKCTHOI'O MCHIO «HapaMeTpH OT'JIaBJICHU).

[5 Bcrasum C

ODHOBUTL None

MapaMeTphl OMMABNEHNS

ODHOBUTL OMMasneHue J\]D »

C HOBOH CTpaHWLIbI
He paspbiBaTh ab3al )

€] [ononHUTENBHBIE NApAMETPL! a03aL1a
1 'I

l (=] NobGaswTs KoMMEHTAPUIA

¢ Tvnepceuinka b

I
DOpPMaTHPOBaHWE KaK CTUMb ’

PIATIAA PBIINITEAL I LALL (]

Pucynok 181 — OTkpbITHE MAPAMETPOB OIJIABJICHUS

OTtkpoetcst HoBoe OkHO (PucyHok 182), B KOTOPOM MOKHO HAaCTPOUTH CIICTYIOLTUE

napameTphbl:
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OrnaeneHue
v TloKa3aTk HOMEepa CTPaHuL
3aroNoBOK 1. e 1
v/| Homepa CTpaHuL N0 NpaBsoMy Kpak
FFONOBOK 2cocisias ninanaxtd
3anonHuTens ... v
JAMONOBOK 3 ...ccciiviviiiinicad
v/ DOpMaTUPOBATH OITIABNEHME KAK CChINKK 3aroNoBoK 4. 7
_ 3aronoBok>5...............9
CoDpatb ornasneHue, UCNonb3ys:
3aronoBoK 6........ 11

® YPOBHW CTPYKTYPSI
3aronoBokK 7...13
BrlgeneHHbie CTUNKM

~

YPOBHM g Cturu | TekyLni v

PucyHnok 182 — OxHo nmapamMeTpoB OrJiaBJIeHHUS

— Iloka3aTh HOMepa CTpPaHUIl — 5Ta ONIUSA IO3BOJISIET BBIOpATh, HANO JIH
oToOpaxaTh HOMEpa CTPAHUIL UK HET.

— Homepa cTpaHuIl M0 MPaBOM KPAaw — 3Ta OMIUS MMO3BOJISIET BEIOpPaTh, HAJO
JIM BBIpaBHUBATh HOMEpPA CTPaHUI] 110 IPaBOMY Kparo UJIH HET.

— 3anoJiHUTeJb — D3Ta ONIUSA TMO3BOJSET BHIOpATh THUN HCIHOJIB3YEMOTO
3alOJIHUTENISI.  3aIllOJIHUTEIIb — 3TO CTpOKa CHMBOJIOB (TO‘IGK U ,IIC(bI/ICOB),
3ar10JIHAIImMas MpoCTPaHCTBO MCEXKAY 3aroJIOBKOM HW COOTBCTCTBYIOIIMM HOMCPOM
cTpanuilbl. MOXXHO Takke BbIOpaTh ommuio «Het», ecnu He Tpebyercs HMCMOIb30BaTh
3aI10JIHUTCIIN.

- (I)OpMaTI/IpOBaTI) OrJIaBJICHHE KaK CCBIJIKH — JTa OIIIusd OTMEYCHaA IIO0
ymonuanuto. Ecnu yopath ramouky, Helb3s OyAeT MepexoauTh K HYKHOU IjiaBe, Ha)KaB

kiaBuiny «Ctrl» v menkHyB 0 COOTBETCTBYIOIIEMY 3ar0JIOBKY.
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CoOpaTtsb oriaBJjieHHe, HCIIOJIB3YSl — B 3TOM Pa3/eie MOKHO YKa3aTh HYKHOE

KOJIMYECTBO YPOBHEH CTPYKTYphl, a TaKXKe€ CTWJIM IO yMOJIYaHHUIO, KOTOpbIe OyayT

HCIIOJIB30BaTbhCA AJIA CO3AaHHA OI'JIaBJICHUA. BBI6CpI/ITe Hy>KHBII71 IMCPCKIIIOIATCIIb:

YpoBHU CTPYKTYPbl — TpU AaKTUBAIMU OTOM (QYHKIMH TOSBUTCS
BO3MOXHOCTb ~ HACTPOUTb  KOJIMYECTBO  HEPAPXUUYECKUX  YPOBHEM,
OPUMEHSEMBIX B COAEpKaHUM. [l W3MEHEHHsI KOJIMYECTBA YpPOBHEU
BOCIOJIB3YHTECh CTpEIKaMU B IOJE «YPOBHU», UYTOObI yBEIWYUBATH WIIH
yMEHBbIIaTh UX YUCIO (IOMYycTHMO BbIOpaTh 3HaueHus oT 1 no 9). K
IpUMepy, €CIIM 3aJlaTh 3HAaUeHHUE 3, 3aroJIOBKU ¢ ypoBHeM 4 10 9 He OyayT
O0TOOpPaXKATHCSI B OTJIABJICHUH.

BbijesieHHbIe CTHJIM — IPU BBHIOOpPE JaHHOW OMNUMU JOCTYIHO YKa3aHHE
JOTOJHUTENBHBIX CTUJIEH, KOTOphIE OyAyT HCIOJIB30BATHCS IS CO3/IaHHUS
OrJIaBJICHUS, U HA3HAYCHUE KaXXIOMy W3 HUX COOTBETCTBYIOIIETO YPOBHS
CTPYKTYpPBL. YKaXXUTE HYHO€ 3HAUYCHHE YPOBHS B IMOJIE CIpaBa OT CTHII.
ITocne coxpaHeHHs HACTPOEK NOSIBUTCS BO3MOKHOCTH HCIIOJIB30BAaTh 3TOT

CTWJIb TIpU co3/ianuu ornasieHus (Pucynok 183).
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OrnaeneHue
v| TMoKasaTe HOMepa CTPaHuL
BaArOAOBOK L <o il
¥/ HoMmepa CTpaHul, No NpasoMy Kpaw
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_ 3aronoBoKS...............9
CofpaTb ornasneHue, UCNonb3ys:
- 3aronoBoK 6........11
YPOBHM CTPYKTYPb
3aronoBok 7...13
® BbioeneHHble CTUIK
Crumn | TekyLymi v
+/ 3aronoBoK 1 1
+ 3aronosok 2 2
+/ 3aronoBok 3 3
+/ 3aronosok 4 4

PR . VN p

Pucynok 183 — BoigesieHHbIE CTHIN

— CTHim — 3Ta OmIus MO3BOJISET BRIOpaTh HY)KHOE O(DOPMIICHHE OTJIABJICHHS.
UtoObl 3a1aTh CTWIb, OTKPOWTE BBIMNAJAIONIUA CIHCOK W BBIOGPUTE IOIXOISIIAMA
BapuaHT. B okHe mpeaBapuTEILHOIO MPOCMOTPA, PACTIONOKEHHOM BBIIIE, OTOOPAXKAETCS
MpUMep BHEIIHETO BHJA oriaBieHusA. [lo ymMoiuaHHIO JOCTYMHO 4YEThIpE BapUaHTa
CTHIIS:

e IIpocroii;

e OmnnaiiH;

o CTaHIapTHBIM;

e CoOBpEMEHHBIN;

e Kiaccuueckmuii;

o Tekymuil (ONIUS HUCMIONB3YETCS, €CIM K CTUJIIO OTJIABJICHUS TPUMEHEHbI
M0JIb30BATEIILCKUE HACTPOUKH).

Haxxmure KHOIIKY «OK» B okHE HACTPOCK, YTOOBI MMPUMCHUTDb U3MCHCHMU.
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Hactpoiika cTH/Is orjiaBJieHUs
[locne mnpumeHeHus B OKHE HacTpoek «OriiaBieHus» OJHOTO U3 CTUJIEH
OTJIaBJICHUS 10 YMOJYAHHUIO 3TOT CTUIIb MOXKHO JOTIOJTHUTEIBHO H3MEHUTD, YTOOBI TEKCT

B ITOJIC OI'JIaBJICHUA BBITJIAACIT TAK, KaK Tpe6yeT051:

l. BI)II[GJ'II/ITG TCKCT B IIOJIC OIJIABJICHUA, HAIIPUMCP, HAKaB Ha KHOIIKY B JICBOM

BEPXHEM YTy TIOJISl OTJIaBJICHHUS.

2. OrdopMaTupyiTe 3JIEMEHTHI OTJIABIICHUs, U3MEHUB THII, pa3Mep, IIBET mpudTa

WIM IPUMEHUB CTHIIA 0OpMIIEHUS IpUPTA.

3. IlocnenoBarenbHO OOHOBUTE CTHJM JJI DJIIEMEHTOB BceX YpoBHEWH. YUTOObI
OOHOBUTH CTHJIb, IIETKHUTE MTPaBOW KHOMKOW MBIIIU 110 OT(GOPMATUPOBAHHOMY
AJIEMEHTY, BBIOEPUTE B KOHTEKCTHOM MEHI0O NMyHKT «PopmaThpoBaHUE Kak
CTHJIb» M HCHOAb3yiTe om0 OOHOBUTH cTWiIb toc N» (ctuib toc 2
COOTBETCTBYET JIEMEHTaM C YPOBHEM 2, CTUJIb tOC 3 COOTBETCTBYET AJIEMEHTaM

C ypoBHEM 3).

(3 Bcraeuts '

OOHOBWTL None

MapameTphl ornaeneHua

) Ay lorem ipsum, KOTOpbIK
OBOHOBWTE OrMaBneHue ¥
WTaTkb pbiBy TEKCT. B oTnuyu

C HOBO# CTpaHWUbl
MaKeT HEMOHATHLIM CMbICA
He paspbiBaTk ab3ay

q| [ononHuTenbHble NapameTpbl a63aLa

(=] HobasuTs KOMMEHTapHIA

ATAT TAVrT IARoS

O/O MMnepccbinka 4 Co30aTk HOBbIA CTUL

OOHOBWTL CTUNb toc 1
COpMATUPOBAHWE KaK CTHUMb @H

Pucynok 184 — Hactpoiika cTuisl OrJiaBJeHuUus

4. OOHOBHUTE OTJIABJICHUE.
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Ynanenue oryiaBjIeHus
UtoObl y1aJIUTh OTJIaBICHUE U3 JOKYMEHTA:
— HaxwMure Ha cTpenKy psaoM co 3HaUKOM «OrjaBli€HHUE» HAa BEpXHEH MaHENIH
WHCTPYMEHTOB U BHIOEPUTE B MEHIO OIIIHIO «Y JAJTUTh OTJIABIICHHUEY,
—  WIM HAKMHUTE CTPEIIKY PSIOM C 3ar0JIOBKOM IOJISl OTJIABJICHUSI U UCTIOIB3YUTE

OIIIIHUIO ((Y,Z[EU'II/ITB OI'JIaBJICHHC) .

3.7.15 BcraBka u popMaTHPOBAHME CNIMCKA WJLITHOCTPALM

«CHUCOK WIUTIOCTPAIIA» CONEPKUT 0030p ypaBHEHUH, M300pakeHUH U TaOIuIl,
no0aBlieHHbIX B JOKyMeHT. Ilomobno ormaBnenuto, «CHHCOK — WIUTIOCTPALIID
NEPEUYUCIIAET, COPTHPYET U YMOPSAJOUYMBAET OOBEKTHI C 3aroJIOBKAMH WJIM TEKCTOBBIC
3aroJIOBKM, K KOTOPBIM IIPUMEHEH OIPEICICHHbIA CTWIb. OJTO IO3BOJISIET JIETKO
CChUIAThCA HAa HUX B BalleM JOKYMEHTE M IepeMenaTbCsi MEXIy pucyHkamu. s
nepexofa K HY)XKHOMY PHCYHKY WJIM 3arojIOBKy, CIEQYyeT IIEIKHYTh JIEBOM KHOIKOMN
MBIIIM IO CChUIKE B CHHMCKE WIocTpauuid. Jlrobas tabnuua, ypaBHEHHE, AMArpaMmma,
PUCYHOK, rpaduk, Auarpamma, Kapta, (ororpadus Wiu APyrod TUN WLIOCTpanui
IIPE/ICTABIICHBI B BUJIE PUCYHKA.

UtoObl go00aBUTh W pefakTupoBaTh «CHHCOK WJUIIOCTpALMi), NepedauTe Ha
BKIaAKy «CcChUIKM»  BEpXHEH TMaHedM WHCTPYMEHTOB W HAXXMUTE  KHOIKY

Criicok wimocTpauuii = . Mcnons3yiite kHONKy «OOHOBUTH Tabmuiy» (MOf KHOIKOI

«CHucoK WIUTIOCTpalnii»), 4yToObl OOHOBUTH «CHHCOK WIUIIOCTpAlldii» TOrAa, Koraa

ObLTM T0OAaBJICHBI HOBBIE 3JIEMEHTHI B TOKyMeHT (Pucynox 185).
Dain I naBHas Bcraska PucoBsanue Maket Ccebinku CosmectHan pabora 3awmTa Bua [Nnamtbl

= 1) Dodasns Tercr v AB' O/o u [']j =! Cnvcok MnnlocTpaLwii

i}
<

*, ODHOBMTL TaONALL

Ornasnexue (j OOHOBHTE TONHLY ¥ CHchna TMnepccuinka  3aknagka HassaHue ﬂep&kSJ?E;Haﬂ ;;/

.

Pucynok 185 — Knonka «O0HOBUTH TadJaMIY»
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Co3nanue cnmucKa WJLTIOCTPAIU

IIpumeuanue — MoxHO co3nath «TabmuIly pUCYHKOB», HCIONb3Yysl PUCYHKH C Ha3BaHHEM HIIU
ctiy. [Ipexae yem HadaTh, HEOOXOAMMO JO0ABUTH Ha3BaHUE K KAKIOMY YPaBHEHUIO, TAOIHIIC UITH
¢burype, 1160 K TEKCTy HEOOXOAMMO MPUMEHHTHh CTHUIb, YTOOBI OH NMPAaBHIBLHO ObUT BKJIIOYEH B
«CIHCOK WILITIOCTPALTHIDY .

1. ITocne noOaBneHus Ha3BAHUM WM CTHIICH TIOMECTUTE Kypcop B TO MECTO, Ky/a
HEOOXOJMMO BCTABUTh CIHCOK WUIIOCTpAIui, NeperauTe Ha BKIAJIKY
«CchUIKM» BEpXHEH MaHeNI MHCTPYMEHTOB U IIEJIKHUTE Ha KHONKY «CHHCOK

WJUTFOCTPALUI.

Cnucok unnwcTpauui X
v TlOK333Tk HOMEpPA CTPaHUL]
Puoynor L.oooosannnnnanziad
+| Homepa CTpaHuy no NpasoMy Kparw
MERECIROTL T TPOROME 1 PUCYHOK 2. serennn e 3
3anonHqTent | ... v PRETHOR D oo concemincmnmnssssmssmscsa )
PUCYHOK A .o iiacivisiinsiimisninsivad,
v (DOpPMaTUPOBATH CMMCOK MNMICTPALMIA K3K
P P Pal PUEYHORS conesmn sl
CCBIMKU
CobpaTtb CNUCOK MNMIOCTPALMIA, MCNONb3YA:
® Hassanue
CTunb
PUCYHOK v Ctunu | TeKyLMI v

v [lonHoe HassaHue

Pucynok 186 — OxHo «Cnucox nIocTpanmiin»
2. BpiOepute, KakuM 00pa3oM CO3/1aTh CIHCOK WJUTFOCTPALUM: HCIIOJIB3YS

«Hazpanue» ninn «CTHIbY.

o Jlnsg co3maHus CIMCKa WIIIOCTPAalUd Ha OCHOBE OOBEKTOB C HAa3BAaHUEM,
akTuBUpyiTe panuokHornky «Haspanue» (Pucynok 186). 3arem BbiOepuTe
HEOOXOUMBIN 0OBEKT U3 PACKPHIBAIOIIETOCS CIHCKA:

= Her,
* PucyHOK,

» Tabmmia,
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* YpaBHEHHE.
Jlns co3maHusl cnucKa WJUTIOCTPAllMi Ha OCHOBE MCHOJIB3YEMBIX CTUJIEH
dbopmaTUpoBaHUsI TEKCTa, AKTUBUPOBATH paauokHONKy «Ctunb». [lanee
BBIOpATh CTUJIb M3 pacKphIBaromierocs cnucka. CIHUCOK mapaMeTpoB MOXKET
U3MEHSTHCS B 3aBUCUMOCTH OT MPUMEHSEMOT0 CTHIIS:

* 3aroioBox 1,

= 3aroJioBOK 2,

= HasBaHwue,

* CHOMCOK WIUTIOCTPALIN,

= [Ipocron.

q)OpMaTI/IPOBaHI/Ie CIINCKAa I/IJIJIIOCTpaIII/Iﬁ

[TapameTpsl ¢ ¢uiakkaMu TO3BOJISIIOT PENaKTUPOBATH CIUCOK WiutrocTpanuii. [1o

YMOIYaHHIO, BCC ITapaMETPhbI (bOpMaTI/IPOBaHI/ISI AKTUBUPOBAHLBI, TaAK KaK B OOJBIINHCTBE

CJIy4acB OHH I10JIC3HBI.

CHumute Quiaru, KOTOpbIE HE HYKHBI:

* Jloka3aTb HOMepa cTpaHUI — YTOOBI OTOOPAXKATh HOMEP CTPAHMIIBI, HA

KOTOPOU HaXOJUTCS WILTIOCTPAIUS;

Homepa cTpanuu mo mpaBoMy Kpaw — 4yToObl OTOOpakaTb HOMeEpa
CTpaHUIl cropaBa; cCcHUMUTE (GIaXKOK, YTOOBI HOMEpa CTPaHUII
OTOOpaKaIUCh Cpaszy TMOCJe 3arojoBKa; OMIMS JOCTYIHA TOJBKO TMpHU
BKIIIOUeHHOU (pyHKIMM «[loka3aTe HOMepa cTpaHUI;

@opMaTHPOBATH CIHUCOK WLIIOCTPAUMHA KAK CCBUIKM — YTOOBI
100aBUTH TUNEPCCHUIKN B «CIIUCOK MILTIOCTPALIHID;

IlotHoe Ha3BaHue — 4TOOBI J0OABUTH Ha3BaHWe U HOMeEpP B «CIHCOK

WJUTIOCTPALUID.

BriGepute cTUib U3 pacKpbIBAIOIIETOCS CITUCKA, YTOOBI CBA3aTh 3ar0JIOBKH C
HOMEpAMU CTPAHUIL JJIS1 TyUIIEH BU3yaIU3aliu.

Hacrtpoiite  ctmip  TekcTa  COMCKAa — WUTIOCTparvii, BBIOpaB w3
PACKpPBIBAIOLIETOCS CIIMCKA OAUH U3 JOCTYIIHBIX CTUJICH:

* Texymmii — oToOpaxaTb CTUJIb, BEIOPAHHBIN paHee.
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* TIpocToii — BBIIEIUTH TEKCT )KUPHBIM HIPUPTOM.
* OQmnuaiiH — BBIJICTISICT U Pa3MENaeT TEKCT B BUJIE TUTIEPCCHUIKHU.
= Kunaccuuyeckuil — 1€1a€T TEKCT 3arJIaBHBIMMU.
* N3pICKaAHHBIN — BBIJIETSET TEKCT KYPCUBOM.
* [lo meHTpPY — MOMENIAET TEKCT MO LIEHTPY U HE OTOOPAKAET BHIHOCKHU.
* OduumanbHbiii — oToOpaxkaeT TekcT mpudTom Arial pazmepom 11 nr
JUIsL IpuAanus 0osiee opuIMaiIbHOTO BUIA.
e B okxHe mnpeaBapuUTEIBLHOIO MPOCMOTpa oOToOpaxkaerca, Kak «CHucok
WUTFOCTPALUD» BBINJISIAUT B JOKYMEHTE WIIW [P MEYaTH.
OO0HOBJICHHE CTIMCKA MJIJIIOCTPaUii
Cnenyet 00HOBIIATh « CTUCOK MJUTFOCTPAIIHID TTOCIE KAXKIOTO T0OABICHHS HOBOTO
ypaBHEHUSI, PUCYHKA WJIA TaOJIUIIBI B JOKYMEHT.
Knonka «OOHOBUTH TaOJIMILy» CTAHOBUTCSI aKTUBHOM MpHU HakaTuu Ha «CIUCOK

WJUTIOCTPALAN».

1. Ha Bknaake «CcCpUIKM» BEpXHEH IMAaHEIW WHCTPYMEHTOB HAXMHUTE KHOIKY

«OOHOBUTD TAOJUITY» U BEIOEPHUTE B MEHIO TTOJIXOAIINN BapUAHT:

e (OOHOBUTH TOJILKO HOMEpa CTpaHul] — OOHOBUTH HOMEpa CTpaHul] 0e3
U3MEHEHMS 3ar0JIOBKOB.
e OOHOBUTH LEIUKOM — JJIsi OOHOBJIEHMSI BCEX M3MEHEHHBIX 3aroJIOBKOB U
HOMEPOB CTPaHHMII.
OGHOBUTL CNUCOK UNNHOCTPaLWUNA

® OGHOBWTE TOMbKO HOMEPA CTPaHWL

OGHOBMTb LIENMKOM

Pucynok 187 — MeH1o «O0OHOBHTB CIIMCOK MJLJIIOCTPALMII»
2. llenkHuTe MpaBOM KHOIKOM MBIIIM MO CIIMCKY WUIKOCTPALUWA B TOKyMeHTE. B
OTKPBIBIIEMCSI KOHTEKCTHOM MEHIO BbIOEpUTe NYHKT «OOHOBUTH MOJIEN

(Pucynox 188). Ciucok uitoctpanuii OyieT 0OHOBJICH IETUKOM.
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(& Bcrasutb '

OOHoBUTL None D

C HOBOW CTpaHULbI
He pa3pbiBath ab3ay,

€] [lononHUTENbHLIE NApaMeTphl ad3aua
(=] Dobasutb KoMMeHTapHIA
¢ Tunepcceinka C

OOopMaTMpoBaHUe Kak CTUIb ’

Pucynok 188 — «O0HOBHTD 10J1€» B KOHTEKCTHOM MEHIO

3.8 Cuaugnue

3.8.1 HUcnoan3oBaHue CJOUAHUA

OyHKIMS 00beIUHEHUS MTO3BOISIET POPMHUPOBATH TPYIINY IOKYMEHTOB, B KOTOPbIE
BKJIFOYAETCs] OOIMHA TEKCT W3 OCHOBHOIO JIOKYMEHTa W Da3jMYHbIe IEePEMEHHBIE
AJIEMEHTHI (HampuMep, WMEHA, TMPUBETCTBEHHBIE CTPOKHM U TOJAO00HOE), B3SThIE U3
AIIEKTPOHHON TaONUIBI, TaKOW KaK CHHCOK KIMEHTOB. TakKoW MOAXOJ MOXKET OBITh
MOJIE3EH npu HEO0OXOAMMOCTHU COCTaBJICHUS 0OJIBIIIOTO KOJIMYECTBA
MEPCOHAIN3UPOBAHHBIX MTUCEM JIJIs1 OTIIPABKU UX afpecaTam.

Jlnst Hadana paboThl ¢ pyHKIMeH « ClusHuey:

1. HOI(FOTOBLTC HCTOYHHK JAHHBIX U 3arPy3UTe €ro B OCHOBHOM AOKYMCEHT:

WcTOYHMK JaHHBIX, WCIOJNB3YEMBIM I CIUSHUS, JOKEH OBITh 3JIEKTPOHHOU
tabnuuer B ¢dopmare .xIsx, coxpaneHHOWl Ha mopTane. OTKpOHTE CYIIECTBYIOIIYIO
AJNIEKTPOHHYIO TAaOJUIly WM CO3/IaiiTe HOBYIO M yOemuTech, YTO OHA COOTBETCTBYET
CJIEIYIOIIUM TPEOOBAHUSIM:

e Tabnuua noiKHA COAEpPKAaTh CTPOKY 3aroJIOBKOB C HAa3BAaHUSIMU CTOJOIIOB,
TaK Kak 3HAYCHHS B TEPBOM SUCHKE KaKIOTO CTOJOIA OMPENENSIIOT TMOJIS

CIIMAHUA (T.e. MMCPCMCHHBIC, KOTOPBIC MOKHO BCTABUTH B TCKCT).
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e Kaxnaplii cronben TODKEH coaep)kaTh HAOOp KOHKPETHBIX 3HAYCHHM IS
IIEPEMEHHOM.

e Kaxmas cTtpoka B TaOiulle JOJDKHA COOTBETCTBOBATH OTJEIBLHOM 3alucu
(T.e. psAly 3HAUYECHUI, OTHOCSIIMXCS K OMpEAeTIeHHOMY ToJiy4yaTento). B xone
CIMSIHUS JIs1 KaXKJ0M 3amucu OyAeT co3JaHa KOMUS OCHOBHOT'O JOKYMEHTA,
U KaXJI0€ TO0JI€ CIUSHUS, BCTABJICHHOE B OCHOBHOW TEKCT, OyJIeT 3aMEHEHO
(dakTMUEeCKNM 3HAYEHUEM U3 COOTBETCTBYIOIIEro ctondna. Eciu tpedyercs
OTOPABJIATh PE3YyJbTATHl IO DSJEKTPOHHOM TMoYTe, TabiuIa OKHA
coZiepKaTh CTOJOEI] C a[pecaMy JIEKTPOHHOM MOYTHI IMOTyYaTeNe.

Jlanmee OTKpOMTE CYIIECTBYIOIIMNA TEKCTOBBIM TOKYMEHT WX cOo3AaiTe HOBBIM. OH
JOJKEH COJEPKATh OCHOBHOM TEKCT, KOTOPBIA OYyJI€T OJIMHAKOBBIM JUIsl KaXKI0M BEPCUU
JOKYMEHTa, MOJYYEHHOro B pe3yinbTaTe ciusHusa. Haxmure 3Hauok CrnusiHue 2 Ha
BKiaske «['7aBHas» BepxHEW MaHeNId HWHCTPYMEHTOB —> OTKPOETCS OKHO BbIOOpa
VMCTOYHHUKA TAHHBIX.

Korpa vctoyHuk naHHBIX OyneT 3arpykeH, Ha MpaBod OOKOBOM MAaHENW CTaHET
nocrynHa Bkiajaka «I[lapamerpsl cnusinus» (Pucynok 189).

M3MEHHTb CMIUCOK NonyyaTenei

Mona cnUAHKWA

BCTaBuTL none CnMAHKUA 2

BbigenuTb Nnons CNMAaHUA

MpOCMOTP PE3yNLTATOB

CnuaHWe B
PDF v

Makc. 100 nony4yatenen. MNMogpobHee

® Bce 3anucu

TeKyLan 3anich

Cc Mo

CravyaTb

Pucynok 189 — Braaaka «Ilapamerpbl ciiusiHus»

1. IlpoBepbTe UM U3MEHHUTE CIIUCOK MoOJydaTesel
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Haxxmute Ha kHONIKY «MI3ME@HHTH CITUCOK TOJTy4daTesiei» HaBepXy MpaBoi OOKOBOM

MaHeIu, 4ToObl OTKPBITh OKHO «llonywartenu cnusiHus», B KOTOPOM OTOOpa)kaeTcs

COACPIKAHUC BBI6paHHOFO HCTOYHHNKA JaHHBbIX.

NMonyYarenu CruaHmns X

BE -~~~ il T Q
A1 fx  Email

A B & D E F G
1 ‘Ernail !HMR Damunna MNpueetctene Tun [ata cobpaHuna
2 userl@mail.com AHatomi MeaHos  [JoOpuiit ASHb KAWMEHT 25 cenTabps 2015
3 user2@mail.com EneHa OemuHa 3apaecTeyiTe coTpyaHmK 27 ceHTtabpa 2015
4 user3@mail.com Muxaun Opnoe  JoOpsiil AeHb KAWEHT 25 centabpsa 2015
5 userd@mail.com Hagewna Merposa 3apaecTeyiTe coTpyaHuK 27 ceHTabpa 2015
6 userS@mail.com Hukonain ®epopor [obpuiit AeHE KAWEHT 25 ceHTabpa 2015
7
8
9

=
o

CoXpanuTh B BhirTa Jakpbits

Pucynok 190 — oxno «Ilonyuyarenu cansiHus»

3,I[CCI) MOKHO ,Z[O6aBI/ITI> HOBYIO I/IH(i)OpMaHI/IIO, HU3MCHUTb HWIHN YAAJIUTDb

CYIIECTBYIOIIHUE JAaHHBIE, €CJIM 3TO HeoOXxoAuMO. UToOb! 00Jer4yuTh padoTy ¢ JaHHBIMU,

MOJKHO HCIIOJIb30BAaTh 3HA4YKHU B BerHefI qaCTH OKHa:

B u BcraBurth % ) YTOOBI KOIIMPOBATb HW BCTABJIATH

Konuposartn
CKOIMPOBAHHBIC TAHHBIE.

Otmennts = u IloBTOPUTH ™, YTOOBI OTMEHITH U TOBTOPATH
OTMEHEHHbIE JICHCTBUS.

CopTHpoBKa 1o Bo3pacTanuio 3! 1  COPTHPOBKA 10 yOLIBAHHUIO + ',
yTOOBl COPTUPOBATh JAaHHBIE BHYTPU BBIJICJICHHOIO JMarna3oHa SYEEeK B
TIOPSAJIKE BO3PACTAHMS WIIA yOBIBAHMSI.

@uabTp A | 4TOOBI BKIIOYUTH QUILTP IJIs MPEABAPUTEIBLHO BBIACICHHOTO

JMana3oHa STYeeK WU YTOOBI yAAUTh IPUMEHEHHBIN QUIBTP.

OuucTHTHL PUILTP * |, YTOOBI OYMCTUTH BCE IPUMEHEHHBLIE MAapaMeTpPhl

bunsTpa.
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o Ilouck @ |, yToObI HaliTH OIIPEAEIIEHHOE 3HAYECHUE.
[Tocne Toro kak Bce HEOOXOAMMbBIC U3MEHEHHS OyayT BHECEHBI, HAKMUTE KHOTIKY

«CoxpaHuTh U BbIUTH». UTOOBI COPOCUTH U3MEHEHUS, HAXKMUTE KHONIKY «3aKPbITh.

2. BeraBbTe mOJIs CJAMSTHUS U MPOBEPbTE Pe3yJibTaThl

VYcraHoBUTE Kypcop B TEKCT€ OCHOBHOTO JOKYMEHTa TaM, KyJa TpeOyercs
BCTaBUTh TOJIE€ CIHSIHUS, HAXMHUTE KHONKY «BCTaBUTH MMOie CIWMSHHS) Ha MpaBoOi
OOKOBOI MaHeNu U BbiOepuTe Hy)Hoe noJie u3 crnucka (Pucynok 191). Joctymnublie nmoss
COOTBETCTBYIOT JaHHBIM B NEPBOM SUEHMKE KaXIOro CTosOla BHIOPAaHHOTO MCTOYHHKA

naHHBIX. Jlo0aBbTE BCe HYKHBIC TIOJIS B JIIOOOM MECTe TOKYMEHTA.

MonAa cNUAHUA

BcTaeuTb none CrMAHKMA ¥

BbloenuTh NONS CAWAHWA

MpOCMOTP Pe3yNLTaTos

Pucynox 191 — Iloas caussnus

Jlanee BKIIIOUMTE MEpPEKIIOUATENb «BBIIETUTD OIS CIUSHUS» HA TPaBOil OOKOBOM
MaHeJd, 4YTOObI BCTaBJICHHBIE MOJISI CTAJIM 3aMETHEE B TEKCTE JOKYMEHTA.

Bxmrounte mnepeximoudarens «lIpocMoTrp pe3ynbTaToB» Ha MpaBoMl  OOKOBOM
MaHeNd, 9TOObI MPOCMOTPETh TEKCT AOKYMEHTAa C IMOJIAMH CIHMSHHS, 3aMEHEHHBIMH Ha
dakTHUecKue 3HAUYCHUS] U3 MCTOYHUKA JAHHBIX. VCronb3yiTe KHOIMKH CO CTpEJIKamH,
4TOOBl MPOCMOTPETh BEPCUM JAOKYMEHTA, CO3JAaHHOTO B PE3YyJbTATE CIMSHUS, IS
KaXJ[0M1 3aIUCH.

e UroObl yJganuTh BCTaBIEHHOE TIojie, OTKIouuTe pexuM «IIpocmotp
PE3yJbTAaTOB», BBIAECIUTE IOJE MBI U HaXMuUTE KiaBuily «Delete» Ha
KJIABUATYPE.

e UroObl 3aMEHUTh BCTABJIEHHOE II0Jie, OTKIouuTe pexuM «IIpocmotp
PE3yJbTATOBY, BBIAEIUTE IOJIE MBIIIbIO, HAXKMUTE KHONKY «BcTaBUTh mosie

CIHSTHUSD) HA MPAaBOM OOKOBOM MaHEH U BRIOEPUTE HOBOE TOJI€ M3 CITUCKA.

3. 3apaiiTe mapamMeTrpsbl CJAUSAHUSA



265
RU.48324255.1P (PJ1)-P/JI-B1.0
Boi6epute tun cnusiaus. MOKHO 3alyCTUTh PacChUIKY MM COXPAaHUTh pe3yibTar
kak ¢ain B popmare PDF wiu Docx, yToObl B nanbHelIeM MOXKHO OBLJIO pacreyararhb
WIN OTPENAKTUPOBATH €TO.

BI)I6€pI/IT€ HYXXHYIO OIIONHUIO N3 CIIMCKa «Crnusaue B»:

CnusHne B8
PDF

Makc. 100 nonyyareneu. Nogpobxee

® Bce sanucu
Texywas sanuchb

Cl1 Mo

Ckavyatb CoxpaHuTb

Pucynok 192 — «Causinue B»

e PDF — nusa coszmanust equHoro gokymeHnta B ¢opmare PDF, comepxariero
BCE KOMUU, MOJIyYEHHbIEC B PE3YyJIbTAaTe CIUSIHUS, YTOOBI B JlaJbHEUIIIEM €ro
MO>KHO OBLJIO pacreyaTaTh.

e Docx — m1s co3nanus equHOTO JOKyMeHTa B (popmare Docx, comepxkariero
BCE€ KOIUM, TOJIyYEHHBIE B PE3yJbTaTe CIMSHUSA, YTOObI B JaJIbHEHIIEM
MOKHO OBLJIO OTPEAAKTHPOBATH OT/ICIbHBIC KOITHH.

BriGepuTe 3anucu, K KOTOPBIM HaJI0 TPUMEHUTDH CIIUSIHUE:

e Bce 3anmcu (dTa onuMs BbIOpaHa MO YMOJYAHUIO), YTOOBI CO3/AaTh
00beTMHEHHBIC TOKYMEHTHI IS BCEX 3alMCEe M3 3arpy’KCHHOr0 MCTOYHHKA
JTAaHHBIX

e Tekymas 3anuchb, 4TOOBl CO3/1aTh OOBEAUHEHHBIA JOKYMEHT JJIsI 3aIUCH,
0TOOpaXeHHOH B JAaHHBIA MOMEHT

C ... o, yToOBI co3AaTh O0BEAUHEHHBIC JOKYMEHTHI JUIS JIUara3oHa 3anucei (B
ATOM cllydae HEOOXOJMMO YyKa3aTh JiBa 3HAUCHUS: HOMEpP MEPBOM 3alKCHU U MOCIEIHEH

3amucH B TpeOyeMOM JuarasoHe.

IMpumeyanue — MakcUMaIbHO JIONMYCTUMOE KoynuecTBO moiryyateneid — 100. Ecin B ucTOuHMKE
naHHbIX Oosiee 100 mosydarenei, BRIMOTHUTE CIUSHUE MOATAMHO: yKakute 3HadeHus ot 1 go 100,
JIOKIUTECH 3aBEPILICHUS CIUSHMS, U TOBTOPUTE ONepaluio, ykazas 3HaueHus ot 101 mo N.
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Jlanee 3aBepiuTe CiusiHUE:

Ha)XKMHUTE KHOINKY «CkKaudaTb», 4TOOBI COXpaHMTh (ailll Ha KOMIIbIOTEpE.
3arpykeHHbIN (pailn OyAeT coxpaHeH B mamnke «3arpy3ku», BBIOpaHHOW IO
YMOJTYaHUIO;

HaXMHUTE KHONKY «COXpaHMTb», YTOOBI COXpaHUTh (ailn Ha nopraie. B
OTKpbIBIIEMCS OKHE «[lanka aig coxpaHeHHs» MOKHO U3MEHUTh M4 (aitia
M 331aTh IallKy, B KOTOPYK0 HAJI0 €ro COXpaHuTb. MOXHO TaKkxe
yCTaHOBUTH (AaXoK «OTKpbITh OOBEIMHEHHBIH JOKYMEHT B HOBOM
BKJIaJIKE», YTOOBI MPOBEPUTH pE3yJbTaT cpa3y mocie ciausHusg. Hakonen

HaXXMHUTC KHOIIKY ((COXpaHHTI)» B OKHC BI)I60pa ITaIIKH.

3.9 Marematudeckue (popMyJibl

3.9.1

BcraBka ypaBHeHMH

B PCOAKTOPC JOKYMCHTOB MOKHO CO34aBaThb YpPAaBHCHU:A, UCIIOJIb3Yysl BCTPOCHHLIC

H_Ia6J'IOHBI, pPEaAaAKTUPOBATh HX, BCTABJIATH CIICHHAJIBHBIC CHMBOJIbI (B TOM YHUCIIC

MATEMATUYCCKUC 3HAKHU, I'PCUCCKHUC 6YKBLI, AUAKPHUTHYCCKUC 3HAKHU U ITPOYHUC CI/IMBOJ'II)I).

JlobGaBJyieHHEe HOBOT'O YPABHEHUS

YToOBI BCTABUTH YPaBHCHUC U3 KOJIICKIIUUA:

1. ycraHoBuTE KypCcop Ha HY’KHOU CTPOKE,

2.

IepenIuTe Ha BKIIAJIKy «BcTaBka» BEpXHEH ITaHEIU HUHCTPYMEHTOB,

HaXXMHUTC Ha CTPCIIKY pAJOM CO 3HAYKOM YPaBHCHI/Ie JT Ha BerHeﬁ IIaHCJIN

UHCTPYMEHTOB,

B OTKpPBIBHICMCA BBIIIAJAIOIICM CIIMCKC BBI6CpI/ITe HYXXHYIO KaTCTOpHIO

ypaBHEHUH. JIOCTYNHBI CIeAyIONINE KATETOPUH:

CHMBOJIBI,

Hpobwu,

HNHpaekcsl,

Panukainsl,
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e Hnurerpansi,
e KpynHele oneparopsl,
e (CKkoOKwu,
e @DyHKUUH,
e JIMakpUTHUYECKHE 3HAKH,
e IIpenenst u gorapudmsl,
e Omneparopsl,
e Marpuupl.
5. WIENKHUTE M0 OMNpPENEICHHOMY CHMBOJIY/YPaBHEHUIO B COOTBETCTBYIOIIEM

Habope 111a0JI0HOB.

Br1OpanHbIii CHMBOJI WJIM YpaBHEHHE OyyT BCTaBIIEHBI B TIO3UIMU Kypcopa. Ecnu
BBIOpaHHAs CTPOKA MyCTa, ypaBHEHUE OyIET BBIPOBHEHO MO LEHTPY. UYTOOBI BHIPOBHSITH
TaKO€ ypaBHEHHUE IO JIEBOMY WJIM MpPaBOMY Kparo, HICJKHUTE MO paMKE YpaBHEHHS U

WCIOJIB3YWUTE 3HAUYKU WIIK Ha BKJIAJKe «I JTaBHas» BEpXHEU IMaHEIU HHCTPYMEHTOB.

Pucynok 193 — IIpumep mad10Ha ypaBHeHHsA

Kaxnapiii 1mabmoH ypaBHEHHS TPEACTABISIET COOOM COBOKYIMHOCTH CJIOTOB
(Pucynoxk 193). Cnot — 3T0 MO3uIMs I KaKJI0T0 dJIeMEHTa, 00pa3yIoIIero ypaBHEHHUE.
[TycToil cloT, Tak»e Ha3bIBAEMbIi MMOJEM JJIsl 3aII0JIHEHUS, UMEET MyHKTUPHBIA KOHTYP.

H€O6XOIII/IMO 3allOJIHUTD BCC I10JIA, YKAa3aB HYKHBIC 3HAYCHUA.

IIpumeuanue — YToObl HadaTh CO3JaHUEC YPABHEHHUS, MOXHO TaKKe HCIOJIH30BaTh COYCTAHUE
kinasuir Alt + =,

Kpome Toro, k ypaBHEHHIO TakK€ MOXHO J00aBUTh MOJANUCH (ITOAPOOHEE B II.
3.7.8).

BBoa 3HaYeHNH

Pacrionoxenue Kypcopa oOmnpenenser, I/A€ MOABUTCS CIEAYIOIUNA CHMBOJI,

KOTOpbIH OyaeT BBenE€H. UTOOBI TOYHO YCTAaHOBUTH KypCOp, IIEIKHUTE BHYTPH OIS IS



268
RU.48324255.7TP (P/])-P/1-B1.0
3aIl0JIHEHUSI U UCHOJIB3YHTE KJIABUILM CO CTPEJIKAMHM Ha KJIaBHAType Ul MEepEeMEIEeHUs
Kypcopa Ha OJIMH CUMBOJI BJIIEBO/BIPABO WM Ha OJHY CTPOKY BBEPX/BHHU3.
Ecnu B BbiOpanHOM 11a0s10HE TpeOyeTcst J00aBUTh HOBOE MOJIE ISl 3allOJIHEHUS

MO/ CJIOTOM, B KOTOPOM HaxXOJIUTCs Kypcop, HaxkmuTe kiaBuiny «Enter» (Pucynok 194).

xty=3 [Ft7=3

Pucynok 194 — 3anoiHeHust HOBOTO NOJISI OJ CJIOTOM

Korma kypcop Oynet yCTaHOBIJICH B HYKHYIO TIO3UIHI0, MOXKHO 3aTIOJTHUTH TOJIE:

— BBeauTe Tpedbyemoe 1udpoBoe wWiM OYKBEHHOE 3HAUYCHHE C TOMOIIBIO
KJIaBUATYPHI,

— BCTaBbTE CHEUMAIbHBIA CHMBOJ, UCHOJIb3Yd NaIUTPy «CHMBOJIBD» U3 MEHIO
«YpaBHEHME» HA BKIAJKe «BcTaBka» BEpXHEW NMAHEIU WHCTPYMEHTOB WJIA BBOIA HUX C
KJIaBUaTypsl (cM. 1. 3.11.8),

— no0aBbTe IMIA0JIOH APYroro ypaBHEHMS C MAJIUTPbI, YTOOBI CO3JaTh CI0KHOE
BJIOKEHHOE YpaBHEHUE. Pa3mep HavyallbHOTO yYpaBHEHUsI OyJIe€T aBTOMAaTUYECKU W3MEHEH
B COOTBETCTBUHU C COJICP)KUMBIM. Pa3zmep 371€MEHTOB BIOKEHHOTO YPABHEHHUS 3aBUCUT OT
pasmepa 1moJisi Ha4aJIbHOTO YpaBHEHHUSI, HO HE MOXKET ObITh MEHBIIIE, UeM pa3Mep MEJIKOTro

HHACKCA.

Pucynok 195 — Pazmep 3/1eMEeHTOB BJIOKEHHOTO yPaBHEHUS!

Jns noOaBiieHUsT HEKOTOPHIX HOBBIX DJIEMEHTOB YpPaBHEHUN MOMXHO TaKkKe
KCIIOJIb30BATh IYHKThl KOHTEKCTHOTO MEHIO:
— UYrto0bl 100aBUTH HOBBIM apryMEHT, WAYIIMH 10 WIM IOCIe HUMEIIIErocs

aprymenTa B CkoOKax, MOKHO IIEIKHYTh MPAaBOW KHOMKOM MBIIIN MO CYIIECTBYIOIIEMY
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apryMEHTy ¥ BbIOpaTb M3 KOHTEKCTHOTO MEHI0O NYHKT «BcTaBUTBH» aprymeHT
nepen/nocie (Pucynok 196).

—  Uto0b1 n106aBUTH HOBOE ypaBHeHHe B HabGopax ycmoBuit u3 rpymnmsl CKOOKH
(W1 B ypaBHEHHUSX JIPYTUX TUIIOB, B KOTOPBIX paHee ObUIM A00aBIEHBI HOBBIE MOJIS IS
3aMoJHEHUsl MyTeM HaxaTus Ha Enter), MOXKHO IIENKHYTh NPABOM KHOIKOW MBIIIH IO
MyCTOMY IOJIIO JUIsl 3alIOJTHEHUs] UM 10 BBEJIEHHOMY B HETO YPaBHEHHUIO M BBIOPATh U3
KOHTEKCTHOI'O MEHIO yHKT «BCTaBUTh ypaBHEHUE NEPEI/TIOCIEN.

— UYrobbl 1006aBUTh HOBYIO CTPOKY WJIM HOBBI cTonOen; B MaTpuiie, MOXKHO
HICJIKHYTh MPaBOW KHOIMKOM MBIIIK IO TOJIIO JJIsi 3all0JHEHUsI BHYTPU Hee, BbIOpaTh U3
KOHTEKCTHOIO MEHIO0 MyHKT /[00aBuTh, a 3areM — onuuio «CTPOKY BBIIIE/HIKE» WU
«Cronber cieBa/crpaBa» (Pucynok 197).

3< Bbipesate
[ Konuposatb
[® Bcrasuts

(@ Haneuaratb BuiieneHHoe
BCTaBuTh HasBaHWe

BcTaBuTh aprymeHT nepea

i BCTaBUTL apryMeHT nocne @
YOanuTb aprymeHT
YAanuTb BNOXEHHLIE 3HAKM U pasfeniTent
CKpbITb OTKPbIBAKOLLYHY CKOOKY

< CHpbITb 3aKPLIBAIOLLYH) CKOOKY

i v PacTAHyTb CKoGKM

W3MeHUTL pasMep cKoOOK B COOTBETCTBHM C BbICOTON apryMeHTa

4] [JononHuTensHble napameTpsl ad3alia

{x NapameTpbl ypasHeHHil
@ J10GaBUTL KOMMEHTAPWIA

DGopmaTUpoBaHHeE KaKk CTHNb

Pucynok 196 — BcraButh aprymeHnT nepea/nociie
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%< Bolpesath

i

(& KonupoBaTb
- (3 Bcrasuts '

(&) Haneuarare BoieneHHoe

(SN |

BCTABWTE HA3BaHWe

CKpbITL NONA ANA 3anoNHeHnA

[o0asuTtb J CTpOKY BbilLig

YoanuTe ’ CTPOKY Hitxe
BbIpaBHHBaHUE MATPULIbI ' CronGel cnega @

BbIpaBHUBAHWE CTONGLA b Ctonfew cnpasa

q| [LononHuTenkHble NapaMeTpsi adsaua

Jx TapameTpbl ypasHeHui ’

(=] NoGasuTh koMMEHTapHi

Pucynok 197 — Boioop onuun «CTpoky Bbile/Huxke» uim «CroJden cjaeBa/cnpaBay

[Ipu BBOJE 3HAYEHUN MATEMATHYECKUX BBIPAKEHHUM HE TPeOYeTCs MCIIOJIb30BATh
kinapumy «IIpobem», Tak kak mpoOenbl MEXay CHMBOJIAMHM M 3HAKaMu JICMCTBUIA
YCTAHABIIMBAKOTCA ABTOMATUYECKHU.

Ecny ypaBHEeHHE CIMIIKOM JUIMHHOE U HE ITIOMEIIAETCA HAa OJTHOM CTPOKE, IEPEHOC
Ha JIPyTYIO CTPOKY B MPOLECCE BBOJAA OCYIUECTBIIETCS aBTOMAaTUYECKH. MOXKHO Takxke
BCTaBUTh IIEPEHOC CTPOKU B CTPOrO OINPEACICHHOM MECTE, LIEIKHYB IIPABOM KHOIKOU
MBI TI0 MaTE€MaTUYECKOMY OIEepaTopy U BHIOpAaB W3 KOHTEKCTHOTO MEHIO ITyHKT
«BcTaBuTh NpUHYAMTEIBHBIA pa3pbiBy. BulOpaHHBI omepatop OyIeT NepeHeceH Ha
HOBYIO CTpoky. Ilocne noGaBieHHs TNPUHYAUTEIBHOTO pa3pbiBa CTPOKH MOXKHO
MCIIOJB30BaTh KJaBuilly «Tab», 4TOOBI BBIPOBHSTH HOBYIO CTPOKY II0 HYKHOMY
MaTEeMaTUYeCKOMY 3HaKy U3 TMpeablaymeld CcTpoku. UToOsl yaanuTh q00aBIICHHBIN
IPUHYIUTEIbHBIA  Pa3pblB  CTPOKH, WIEJIKHUTE IPaBOM KHONKOW MBIIMIK IO
MaTeMaTUYECKOMY OINEpaTopy B Hauyaje HOBOM CTPOKM W BBIOEPUTE IMYHKT MEHIO
«Y 1anuTh NPUHYAUTEIBbHBIA PA3PbIBY.

dopMaTUpPOBaHHE YPABHEHU I

UToOBl YBENMWYUTh WU YMEHBIIUTH pa3Mep Mpudra B ypaBHEHUH, IICITKHHUTE

MBIIIBIO BHYTPHM paMKU YpPAaBHEHHMS W HCIOJIb3YHTE KHOMKKA A A W Ha BKIAJKE
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«I'maBHas» BepxHEW MaHENIM WHCTPYMEHTOB WJIM BBIOEPUTE HYXHBIM pazMep mpudra u3
criicka. Bee anieMeHThl ypaBHEHHS! UBMEHSTCSI COOTBETCTBEHHO.

[To ymomyanuto OykBBl B ypaBHEHHH (OPMATHPYIOTCI KypcuBOM. B ciydae
HEO0OXOJAMMOCTH MOXXHO U3MEHHUTHh CTUJIb IIpU(dTa (BbIACICHUE MOy KUPHBIM, KYPCHB,
3aUepKUBAHNE) WU LBET JIJI1 BCETO YpaBHEHUS WU ero yactu. [loguepkuBanue MoKHO
MIPUMEHHUTh TOJBKO KO BCEMY YpPaBHEHHIO, a HE K OTHAEJIbHBIM CHMBOJIaM. Brimenute
HY)KHYIO YacTh YypaBHEHHS IIyTeM IiepeTacKuBaHus. BbineneHHas wyacth OyJner
MOJCBEUEHA TOJYObIM LIBETOM. 3aT€M HCIOJb3YWTE HYKHbIE KHONKM Ha BKJIAJKE
«I'maBHas» BepxHEW MaHENIM WHCTPYMEHTOB, YTOOBI OT(POPMATUPOBATH BBIJICICHHBIM
¢bparment. Hanpumep, MoxxHo yOpaTh (popMatrpoBaHuE KypCHUBOM JIJIsi OOBIYHBIX CIIOB,
KOTOPBIE HE SIBIISFOTCS IEPEMEHHBIMU WJIM KOHCTAHTAMM.

—x forx<O0
x| ={ 0 forx=0
x x>0

Pucynok 198 — ®opmaTnpoBanne ypaBHeHUH

JI1st U3MEHEHUs HEKOTOPBIX 3JIEMEHTOB YPAaBHEHH MOXKHO TAaKXe HCIIOJIb30BaTh
IIYHKTHI KOHTEKCTHOTO MEHIO:

—  Uto0bI u3MeHuTh GopMmat Jpobeii, MOKHO HIENKHYTh MPAaBOH KHOMKON MBIIIH
no JapodM U BbIOpaTh U3 KOHTEKCTHOTO MEHIO MNyHKT «/3MeHUTh Ha
JAMAroOHAJIbHY0/TOPU30HTAIbHYI0/BEPTUKAIBHYIO MPOCTYIO APOoOb» (IOCTYHHBIE OILUU
OTJINYAIOTCS B 3aBUCUMOCTH OT THIIa BEIOpaHHOU ApoOn).

— UYroObl u3MeHUTH MonokeHHe WHIEKCOB OTHOCUTEIBHO TEKCTa, MOYKHO
HIEJIKHYTh MPaBOM KHOMKOM MBILIU 10 YPABHEHMIO, COAEPKALEMY MHJIEKChI, U BHIOPATh
U3 KOHTEKCTHOTO MEHIO MyHKT «MHIEKChI mepe TEKCTOM/TIOCTIE TEKCTay.

— YroObl U3MEHUTH pa3Mep apryMmeHTa JJisd ypaBHeHUM u3 rpynn «HHaekch»,
«Papukans», «WuTerpane», «Kpynuele onepatope», «llpenenst u  sorapudms»,
«Omneparopsl», a Takke JUIsi TOPU3OHTAIBHBIX (DUTYpHBIX CKOOOK W TIabJIOHOB C

IpyYHnIrupyrmuM 3HAKOM U3 TI'PYIIIIbI ((ILI/IaKpI/ITI/I‘ICCKI/Ie 3HAaKW», MOXHO MIICIKHYTb
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MPaBOil KHOMKOM MBIIIN 10 apryMEHTY, KOTOpbIN TpeOyeTcs U3MEHUTh, U BbHIOpATh U3
KOHTEKCTHOI'O MEHIO IYHKT «Y BEJINYNTH/ Y MEHBILIUTH Pa3Mep apryMEHTa.

— UYtoOBI yKa3aTh, HaJ0 JU OTOOpaXKaTh IyCTOE IOJE /I BBOJA CTEMEHU B
YpPaBHEHUHM W3 Tpynibl «Pagukanbl», MOXKHO HIEJKHYTh IMPAaBOM KHOIMKOW MBIIMIM IO
paguKally U BBIOpaTh U3 KOHTEKCTHOTO MeHIO MyHKT « CKpbITh/[I0oKa3aTh cTENEHbY.

— UYtoOBI yKa3aTh, HaJ0 JU OTOOpaKaTh IMyCTOE IOJE JJIs BBOJA Mpejaesia B
ypaBHeHue u3 rpynnsl «HTerpans» unum «KpymnHbie onepaTopbD», MOXKHO IIEIKHYTh
MpaBOM KHOIKOM MBIIIM [0 YPaBHEHUIO M BBIOpaTh M3 KOHTEKCTHOTO MEHIO IYHKT
«CxkpoiTh/[1oKa3aTh BEpXHUNU/HIKHUAN PEICID».

—  UYT0OBI U3BMEHUTH MOJIOKEHUE MPEAEIIOB OTHOCUTENIBHO 3HAKa MHTErpaia WiH
orneparopa B ypaBHeHUsX u3 rpymnmnbl « MHTerpansy win « KpynHsie onepatopsn», MOKHO
HICJIKHYTh MPaBOM KHOIMKOW MBIIIK MO YPAaBHEHHUIO U BHIOpATh U3 KOHTEKCTHOTO MEHIO
NyHKT «/3MeHuTh mosiokeHue mnpenenaony. [Ipenensl MoryT otoOpaxarbCcsi crpaBa OT
3HaKa oneparopa (Kak BEPXHHE U HUKHHE WHJIEKChI) WJIM HEMOCPEACTBEHHO HAl U MOJ
3HAKOM OIlepaTopa.

—  Yro0bl UBMEHUTH MOJIOKEHUE MPEACIIOB OTHOCUTEIHHO TEKCTa B YPABHEHHSIX
u3 rpynnsl «lIpenenst u norapudmel» U B mabioHaX C TPYNNUPYIOUIUM 3HAKOM U3
rpynmnbl  «JluakpuTHUdecKkue 3HaKu», MOXKHO IIEJIKHYTh MPaBOM KHOMKOW MBIIIA MO
YpPaBHEHUIO W BHIOpAaTh W3 KOHTEKCTHOTO MeHIO0 TyHKT «lIpemen Ham TeKcTOM/mOJ
TEKCTOM.

— UYrobsl BbIOpaTh, Kakue u3 CKOOOK Hago OTOOpaXkaTh, MOXKHO IIEIKHYTbH
MPaBOl KHOMKOW MBIIIN 1O BBIPAKEHUIO B CKOOKAaX M BBIOpATh U3 KOHTEKCTHOTO MEHIO
nyHKT « CKpbITh/II0Ka3aTh OTKPHIBAIOIIYO/3aKPHIBAIOIIYIO CKOOKY».

— UYro0bl ynpaBisaTe pazmMepoM CKOOOK, MOXKHO IIEIKHYTh MPaBOM KHOIKOU
MBI TIO BbIpaXeHUI0 B ckoOkax. [lyHkr MeHio PacTsHyTh CKOOKHM BBIOpaH IIO
YMOJIYAHUIO, TaK YTO CKOOKM MOTYT YBEIMYHMBATBCA B COOTBETCTBUM C pPa3MepoOM
BBIPAXKEHUS, 3aKIIOYEHHOTO B HUX, HO €CTh BO3MOKHOCTb CHSThH BBIIACICHUE C ITOU
OIILIMH, YTOOBI 3aMpPETUTh pacTsbkeHne ckoOok. Koraa ata oniust akTUBUpOBaHa, MOXKHO
TaK)K€ MCIOJb30BaTh MYyHKT MeHI0 «M3MeHUTh pa3mep CKOOOK B COOTBETCTBHH C

BBICOTOM apryMEHTa.
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— UYtoOBl W3MEHHUTH TIOJIO)KEHHE CHUMBOJIA OTHOCUTEIBHO TEKCTa IS
TOPU3OHTANTBHBIX (PUTYPHBIX CKOOOK WJIM TOPU3OHTAIBHON YEepThl HAA/MOA YpaBHEHUEM
u3 rpynmnsl J[MakpuTUYECKHME 3HAKH, MOXKHO IIEJIKHYTh IMPAaBOW KHOIIKOM MBI I10
mabJoHy U W BBIOpAaTh M3 KOHTEKCTHOrO MeHI0 NyHKT «CumBon/Uepra Han/moj
TEKCTOMY.

— UtoOBI BBIOpATh, KaKW€ TPAHUIBI HAZO OTOOpa)kaTh JJIsi YpaBHEHHUS B paMKe
u3 Tpynmbl JMakpuTHYeCKue 3HAKU, MOXKHO IIETKHYTh MPaBOW KHOIMKOW MBIIIN IO
YPaBHEHUIO M BBIOpATh U3 KOHTEKCTHOTO MEHIO MYyHKT «CBOICTBA IpaHUID, a 3aTEM —
«Cxkpoith/ITokazarsb BEPXHIOIO/HIKHIOIO/JIEBYIO/TIPABY IO TPAHUILY» W
«/1006aBUTH/CKpBITh TOPU30HTATILHYO/BEPTUKAIBHYO/AMArOHAIBHYIO JIMHUIOM.

— UYtoOBl yKa3zaTh, HagO0 JH OTOOpaXkaTh MYyCThIC TOJS JJsl 3aMOJHCHHS B
Martpuiie, MOXHO IIEJIKHYTh II0 HEW TMpaBOd KHOINKOM MBI UM BBIOpaTh U3
KOHTEKCTHOT'0 MeHIO MyHKT «CKpbITh/[10Ka3aTh MO U1 3aOTHEHUS.

— Jluis BbIpaBHUBAHUSA HEKOTOPBIX JIEMEHTOB YPAaBHEHUM MOKHO MCIOJIb30BATh
MYHKTHI KOHTEKCTHOT'O MEHIO:

— UtoOsI BeIpOBHATH ypaBHeHUs: B Habopax ycioBuit u3 rpynmnsl CkoOku (Miau B
YPaBHEHUSX JPYTUX THUIOB, B KOTOPBIX paHee ObUIM J00aBJICHbI HOBBIC MOJS TSt
3arOJIHEHUS MYyTeM HaxkaTtus Ha «Enter»), MOXXHO HIENIKHYTh MPaBOM KHOMKOW MBIIIU MO
YpaBHEHUIO, BBHIOpPATh M3 KOHTEKCTHOTO MEHIO MYyHKT «BbipaBHUBaHHWE», a 3aTem
BbIOpaTh Tun BhlpaBHUBaHUS: «Ilo BepxHemy kpawo», «Ilo nentpy» mnmu «llo HuxKHEMY
Kparoy.

— UtoOBbI BBIPOBHATH Marpuily MO BEpPTUKAIU, MOXHO IICIKHYTh IIPaBOM
KHOIIKOM MBIIIU [0 MaTpUIle, BEIOpAaTh U3 KOHTEKCTHOTO MEHIO MYyHKT «BbIpaBHUBaHUE
MaTpulbl», a 3aTeM BblIOpaTh TUN BbipaBHHUBaHUA: «Ilo BepxHemy kpato», «Ilo neHTpy»
nmu «I 1o HIKHEMY Kparoy.

— Yrto0bl BBIPOBHATH MO TOPU3OHTAIM AJIEMEHTHI BHYTPU OTACIBHOTO CTOJOIA
Martpulibl, MOKHO IIEIKHYTh TPABOM KHOIKOW MBIIIH IO MOJ0 AJIS 3alI0JIHEHUSI BHYTPH
cTONOIa, BHIOPATh U3 KOHTEKCTHOTO MEHIO MYHKT «BblpaBHHUBaHME cTosOL@», a 3aTeMm
BbIOpaTh TUN BhIpaBHUBaHUS: «llo nmeBomy kparo», «llo uentpy» unu «llo mpaBomy

Kparoy.
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Yaajienue 371eMEHTOB YPABHEHUSA

Uto0bl yAaluTh YacTh YpPAaBHEHMsI, BBIIEIUTE (PparMeHT, KOTOpBIM Tpedyercs
yAaauTh, MyTeM IEepeTacKUBaHMUS WIM yJepkuBas kiaBuiry «Shifty u ucnonb3ys
KJIaBUIIU CO CTPEJIKaMU, 3aTEM HAXXMHUTE Ha KiIaBHuarype kiasuiy «Deletey.

CnoT MOXHO YJaJIUTh TOJIBKO BMECTE C MIa0JOHOM, K KOTOPOMY OH OTHOCHUTCSI.

Urobbl ynanuth BCE€  ypaBHEHHUE, BBIJCIUTE €ro  IOJHOCTBIO  IMyTEM
MEPETACKUBAHUS WU C TOMOIIBIO JBOWHOIO MIETYKA M0 PAMKE YPABHEHHUS U HAXKMUTE Ha
KJaBuatype knasuimy «Deletey.

Jns ynaneHus HEKOTOPBIX AJIIEMEHTOB YPAaBHEHHUW MOXHO TaKKe€ HCIOJb30BATh
ITYHKTBI KOHTEKCTHOTO MEHIO:

— Yro0sl ynanuts Paaukain, MOXKHO IIEIKHYTh 10 HEMY MPABON KHOMKON MBIIIH
U BbIOpATh U3 KOHTEKCTHOTO MEHIO MyHKT «Y AAJIUTh PajuKai.

— Yrto06sl ynanute HuxHuil unnexkc u/unu BepxHuil UHAEKC, MOXKHO IIEIKHYTh
NPaBOW KHOMKOM MBIIIH 10 COAEPIKALIEMY UX BBIPaXXEHUIO U BbIOpaTh U3 KOHTEKCTHOTO
MEHIO IMYHKT «Y JJaJdUTh BEPXHUI WHJIEKC/HWKHUN UHIIEKCY». Eciu BhIpakeHue colep>KUT
WHJIEKCBI, PACIIOJIO0KEHHBIE MEPE] TEKCTOM, JOCTYITHA ONIMS «Y TAIATh UHACKCHD).

— UYtoOb1 ynamuth CKOOKM, MOXHO IIEJIKHYTh MpPaBOW KHOMKON MBIIIH TIO
BBIPAKEHHIO B CKOOKaX U BBIOPATh U3 KOHTEKCTHOTO MEHIO IMMYHKT « Y JANHUTh BIOKEHHBIE
3HAKU» WIHN «Y JaJUTh BIOKEHHBIC 3HAKU U Pa3ACIUTEIIN.

— Ecnu Beipaxkenue B CkKOOKax COAEPKUT HECKOJBKO apryMEHTOB, MOXKHO
HIEJIKHYTh IPAaBOM KHOINKOW MBIIIM IO apryMEHTy, KOTOpPbIA Tpedyercs yIalauThb, U
BBIOPATh U3 KOHTEKCTHOTO MEHIO MYHKT «Y JAJIUTh apryMEHT.

— Ecmu B CkoOkax 3akjIIOY€HO HECKOJIbKO ypaBHEHMU (a mMeHHO, B Habopax
YCIOBUM), MOXHO UIEJKHYTh IPAaBOM KHOINKOW MBIIIM [0 YpPaBHEHHIO, KOTOPOE
TpeOyeTcs yIalnuTh, U BbIOPAaTh M3 KOHTEKCTHOTO MEHIO MYHKT «YAaJIUTh YpaBHEHUE.
Ora onuus TakXe JOCTyIHAa JJis YpaBHEHUW JIPYTrUX THUIIOB, B KOTOPBIX paHee ObuIH
n00aBJIeHbI HOBBIE TIOJIS VIS 3aMIOJIHEHMS ITyTeM HaxkaTus Ha «Enter.

—  UtoOsI ynanuts IIpenen, MOKHO IIETKHYTh [0 HEMY NMPABOM KHOIMKOW MBIIIH U

BI>I6paTI> N3 KOHTCKCTHOT'O MCHIO ITYHKT ((yI[aJ'II/ITB npeacing.
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—  UtoObl ynanuth J{uakpuUTUUECKHI 3HAK, MOXKHO HIEIKHYTh MO HEMY IPaBOM
KHOTIKOM MBIIIN ¥ BBIOPATh U3 KOHTEKCTHOTO MEHIO MYyHKT « Y JANUTh TUAKPUTHUECKUN
3HAK», «YIAIUTh CUMBOI» WIN «YIAIUTh 4epTy» (JOCTYIHBIC OMIMHM OTIWYAIOTCS B
3aBUCUMOCTH OT BBIOPAHHOTO JUAKPUTUUECKOTO 3HAKA).

— UYtoO0BI ynanuTh CTPOKY WM CTOJOEl MaTpuipl, MOKHO WHIEJIKHYTh IpPAaBOM
KHOIIKOW MBIIIH TI0 TIOJIIO JJIs 3alI0JIHEHHSI BHYTPH CTPOKH/CTOJIOIA, KOTOPBIN TpeOyeTcs
yAaIuTh, BHIOpATh M3 KOHTEKCTHOTO MEHIO MYyHKT «YIAIHTB», a 3aTeM — «YIaJIHuTh
CTpOKY/cTON0eI.

IIpeoOpa3zoBanue ypaBHeHuUil

[Ipr OTKpBITHH CyIIECTBYIOIIETO TOKYMEHTa C YpaBHEHHUAMH, KOTOpHIE ObLIH
CO3/1aHbl C TIOMOINBIO CTAapOd BEpCHUU peJakTopa ypaBHEHHH (Hampumep, B BEpCHsIX,
npemmectByromux MS Office 2007), 3Tu ypaBHeHUs HEOOXOAMMO MpeoOpa3oBaTh B
¢dopmar Office Math ML, 4ToObl UMETh BO3MOKHOCTh UX PEAAKTUPOBATH.

Yro6sl npeoOpa3zoBaTh ypaBHEHUE, ABAXKIbI IIETKHUTE 110 HEMY. OTKpPOETCS OKHO
¢ nmpeaynpexaenuem (Pucynok 199).

[,
Amgz

7T ange 1]
T”E‘[‘p RT ’]OOOT*
[} } {} ;J

¥ PefarxTopa ypasHeHWn, KoTopan
HWTBL 3TO ypaBHeHue, ero
Office Math ML

MPUMEHUTL KO BCEM YPaBHEHWUAM

Pucynok 199 — OxHo npeaynpexieHust 0 He00X0AMMOCTH IPe00OpPa30BaAHUsI YPABHEHHUS

Uto0s1 ipeoOpa3oBaTh TOJHKO BHIOPAHHOE ypaBHEHUE, HAXXMUTE KHOMKY «Jla» B
OKHe TipenynpexacHus. YToOsl mpeoOpa3oBaTh BCE YPaBHEHHS B JTOKYMEHTE, IIOCTABbTE
rayiouky «[I[puMeHnTh KO BCceM ypaBHEHUSIMY» U HAXKMHUTE KHOTIKY «/[a».

[Tocie nmpeoOpazoBaHus ypaBHEHUS MTOSBUTCS BO3MOXXHOCTh €TI0 PEIaKTHPOBATh.
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3.10 CoBmecTHOE peJaKTHPOBAaHNE JOKYMEHTOB

3.10.1 CoBMecTHOe peIaKTHPOBAHNE JOKYMEHTA

HNMeercss BO3MOXKHOCTH paboTaTh HaJa JOKYMEHTOM COBMECTHO C JIPYTUMU
M0JIH30BATENIIMU. JTa BO3MOXKHOCTh BKJIIOUAET B ce0sl Clieayrolee:

— OJIHOBPEMEHHBI  MHOTOIOJB30BATENLCKUI  JIOCTYI K PEIaKTUPYyEMOMY
JIOKYMEHTY,

— BUByaJIbHas WHAUKAIMUS (PParMeHTOB, KOTOPHIE PEIAKTUPYIOTCS JIPYTUMHU
MOJIb30BATEIISIMH,

— MTHOBEHHOE OTOOpakKe€HHWE W3MEHEHUW WM CHHXPOHU3AIMS HW3MEHEHUM
OJTHUM Ha)KaTHEM KHOTIKH,

— Yat a1 oOMeHa UJIeSIMH 110 TIOBOIY OTACIBHBIX YaCTeH IOKYMEHTA,

— KOMMEHTapHWH, COJepKallie OINHCaHHWE 3aJayd WM TPOOJEMBI, KOTOPYIO
HEO0OXOAMMO PELINT.

CoBMecTHOE peJaKTHPOBaHME

B penakTope JOKYMEHTOB MOKHO BBIOpaTh OJIMH U3 JABYX JOCTYIHBIX PEKUMOB
COBMECTHOTO PEIaKTUPOBAHUS:

— DBbBICTPBI HCHIONB3YyETCS 10 YMOJYaHWIO, B HEM HM3MEHEHHUS, BHOCHMbIC
JPYTUMH MOJIb30BATEISIMU, OTOOPAXKAIOTCS B pEaIbHOM BPEMEHHU.

— Crporuii pexuM IMO03BOJSET CKpbIBaTh HM3MEHEHMS, BHECEHHBIC IPYTHUMHU
MOJIH30BATEIISIMU, J0 TE€X TMOP, MOKa He Ha)kaTa KHOMKa « COXpaHUTHY.

Pexxum moxxkHO BBIOpaTh B «JlomomHuMTENnbHBIX TapameTpax» (cm. m. 3.11.3)

(Pucynox 200).



277
RU.48324255.]1P (PJ))-P/I-B1.0
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PexvM COBMECTHOrO pefakTHPOBaHUA

Cnpaexa @ BhicTpuiit

Coobwwnts 06 owubke
Crporuit

OTKpbITL pacnonoxexue daina
n b npu p
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Boe

' T10Ka3b/BaTh KOMMEHTAPUH B TEKCTE

MoKa3biBaTh PELEHHbIE KOMMEHTAPHA

Pucynok 200 — JonoanurtenbHbie napamerpbl — CoBMecTHasi padoTa

HyxHplii pexum Takke MOXKHO BbIOpaTh, MCHOJB3Yd 3HA4OK «Pexum
COBMECTHOTO pPEJaKTUpOBaHUA» Ha BKJIaake «CoBMecTHas padoTa» BepXHEW NaHelu

uHcTpyMeHToB (Pucynok 201).
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Pucynok 201 — Bkaaake «CoBMecTHast padoTa» — Pe:kMM COBMECTHOI0 peIaKTHPOBAHUSA

Korma moKyMEHT penakTUpPYIOT OJHOBPEMEHHO HECKOJBKO IOJb30BATENIEH B
«CTtporom» pexume, peaaKkTUpyemble (PparMEHThl TEKCTa MOMEUAIOTCS MyHKTUPHBIMH
JMHUSIMM pa3HbIX 1IBETOB. [Ipu HaBelIeHUM Kypcopa MBIIIM HA OJWH U3 PEIAKTUPYEMBIX
(parMeHTOB OTOOpaXKAETCS UMSI TOTO TOJIb30BaTelsl, KOTOPBIM B JaHHBIH MOMEHT €ro
penaktupyer. B beicTpoM pexkuMme OEUCTBUS W MMEHAa YYaCTHUKOB COBMECTHOIO
pEeIaKTUPOBAHUS OTOOPAKAKOTCSI HETIOCPEICTBEHHO B IIPOIIECCE PEIAKTUPOBAHMS TEKCTA.

KonuyecTBo nosb3oBareneid, KOTOpble B JaHHBII MOMEHT padOTarOT HaJl TEKYIIUM
JOKYMEHTOM, O0TOOpakaeTcsl B MPaBOM YacTH IIANKH peaaKkTopa — B yroow: YBUJIETH,
KTO MMEHHO peNaKkTUpyeT (ailll B HAaCTOSIIUA MOMEHT, MOXKHO IIEJIKHYTh MO 3TOMY

3HAYKy WJIM OTKPBITH MaHenb YaTa ¢ MOTHBIM CIIMCKOM MOJIb30BATEIIEH.
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Kak TOJBKO OOMH W3 MOJb30BaTENEd COXPAaHUT CBOM W3MEHEHMS, HakaB Ha
3HAYOK 7, Bce OCTANbHBIE YBUIAT B CTPOKE COCTOSHHUA I[IpuMedanue, KOTOpPOe coObmIaeT
O Hajauuuu OOHOBIEHHHA. UTOOBI COXpaHUTh BHECEHHBbIE W3MEHEHHUS W CAeNaTh MX
JOCTYIHBIMU JJI IPYTUX MOJb30BaTelIel, a TAK)KE MOTYYUTh OOHOBIIEHHUS, COXPAHEHHbIE
JPYTUMHU TIONB30BATEIAMH, HA)KMHTE HA 3HAUOK 2 B JIGBOM BEPXHEM YINy BEpXHeil
NaHeau HHCTpyMeHTOB. OOHOBIIeHHS OyAyT NOJICBEYEHbI, UYTOOBI MOXXHO OBLIO
POBEPUTH, YTO KOHKPETHO MU3MEHHJIOCh. MOXKHO yKa3aTh, Kakhe M3MEHEHUs Tpebyercs
[I0JICBEYNBATh BO BPEMSI COBMECTHOI'O PEJAKTUPOBAHUS: IS TOTO HAKMUTE HA BKIAJKY
«®Daiim» Ha BepXHEW NaHeNM HWHCTPYMEHTOB, BbIOEpUTE ONUUI0 «/lomoJHUTENbHBIE
napaMeTpbl», a 3aTeM YKaXXuTe, OTOOpakaThb JU BCe WIM MOCJIeAHHEe H3MEHEeHHs,
BHECEHHbIE NPpU COBMecTHOUN pabote. IIpu BbIOOpe omuuu Bee OyayT mojcBeunBaThCs
BCE U3MEHEHHUsI, BHECEHHBIE 3a BpeMs Tekylen ceccur. [Ipu Beioope onuuu Iocaeanune
OyAyT HOJCBEUYMBATBHCS TOJBKO T€ HU3MEHEHUS, KOTOpble ObUIM BHECEHBI C MOMEHTA,
KOI'/Ia MOCTEAHUI pa3 Ha)xxuMaiu Ha 3HauoK . [Ipu BeiOope onuun Hukakue u3MeHeHus,
BHECEHHbBIE BO BPEMs TEKYIIEH CecCuu, MOACBEUNBATHCA HE OYAYT.

Pexum npocmMorpa B peajibHOM BPpeMEHH

«PexxuM mpocMOTpa B peaJbHOM BPEMEHU» MCHOJB3YETCA Uil IPOCMOTpPA B
pEaJlbHOM BpPEMEHHM HW3MEHEHMI, KOTOpbIE BHOCAT JpYruMe MOJb30BaTENd, KOrJa
JOKYMEHT OTKPBIT MOJIb30BATENEM C IpaBaMu A0cTyna « TOIbKO YTeHUE».

Yar

OTOT HMHCTPYMEHT NPUTOJUTCS JUIsi OBICTPOro COIJIAaCOBaHMs JIEHCTBUH IHpHU
COBMECTHOM PEJaKTHPOBAHUU.

Coo0mieHHs B 4aTe COXpaHSIOTCS JIMIIbL Ha BpeMs TeKylued ceccuu. YToObl
OoOCYyNTh COJEp)KaHHE JOKYMEHTa, PEKOMEHJYETCS MCIO0JIb30BaTh KOMMEHTapHH,
KOTOPBIE€ OCTAIOTCS IO T€X MOP, MOKA OHU HE OYyAYT yJaJICHBI.

YToObI BOMTH B YaT U OCTaBUTh COOOIICHUE I JPYTHUX MOJIb30BATEIIECH:

1. Haxmure Ha 3Ha4ok =l Ha neBoli GOKOBOM MaHENHM WM IEPEKIIOUMTECh HA

BKJIaKy «CoBMecTHasi paboTa» BEpXHEH MaHeln HHCTPYMEHTOB U HAXKMHUTE Ha

KHOIIKY «YaT»;
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2. BBeaure TEKCT B COOTBETCTBYIOLIEM I10JIE HUXKE;
3. Haxwmwute kHONKY «OTHOPaBUTHY.

Taxxke MOXHO HCIONB30BaTh COYETaHHWE KIaBUII «Alt+Q» s ObicTporo
OTKPBITHS YaTa.

Bce cooOmenus, ocTaBlIeHHbIE TIOJIb30BATENSIMH, OyAyT OTOOpaKaThCsl HA MAHENIN
CclIeBa.

Yr1oObI 3aKpbITh MaHEIb ¢ COOOIMICHUSAMH 4YaTa, HAKMUTE HA 3HAYOK K=l HA JIEBOU
OOKOBOI1 MaHeIN UM KHONKY «YaT» Ha BepXHel NaHelIn HHCTPYMEHTOB €IlIe pas.

KomMmenTapuu

UTo0OBI OCTaBUTh KOMMEHTAPHIA:

1. BeImenMTE (PparMEHT TEKCTa, B KOTOPOM, MO BalleMy MHEHHIO, COACPIKUTCS

KaKas-TO OIIMOKa UK mpodiiema,

2. mepekirounTech Ha BKIaAKy «BcrtaBka» mnm «CoBmecTHas paboTa» BepxHeEn
IAHEIM WHCTPYMEHTOB M HAXMHUTE€ Ha KHONKY «KomMmeHTapuil» wu
MCIOJIb3y#Te 3Ha4yoK E Ha 51eBOi GOKOBOHM MaHe M, 4TOOBI OTKPBHITH MaHENb
«KommeHTapum», W HaXMHUTE Ha CCbUIKY «JloOaBUTh KOMMEHTapHil K
JOKYMEHTY» WIH IIEJIKHUTE NPAaBOM KHOIKOW MBIIIM 10 BBIACICHHOMY
dbparMeHTy TEKCTa W BBHIOEPUTE B KOHTEKCTHOM MEHIO KoMmaHIy «JloO6aBuTH

KOMMEHTapUun»,
3. BBEAWTE HYXKHBINU TEKCT,
4. HaxxmuTe KHONKY «Jl00aBUTHY.

Kommenrtapuii nosisutrcst Ha mnaHenn «Kommentapum» cneBa. JloOoit apyrou
MOJIb30BaTE)Ib MOXKET OTBETUTHh Ha JOOABJICHHBI KOMMEHTAapUid, YTOOBI JaTh OTBET Ha
BOIIPOCHI WJIM OTYUTATHCA O MpOJAeNaHHON pabdote. JIJis 3TOro Hamo Ha)XaTh HA CCHUIKY
«/1006aBUTH OTBET», PACIIONIOKEHHYIO MO KOMMEHTAapHEeM, BBECTH TEKCT OTBETa B IOJIE

BBOJid U HAXKATb KHOIIKY «OTBETUTHY.



280
RU.48324255.7TP (P/])-P/1-B1.0
Ecmun Brmiou€Hn «CTporuit» peXuM COBMECTHOTO PEJIaKTUPOBAHHS, HOBbBIC

KOMMCHTApHUH, I[O6aBJ'ICHHBI€ APYyTUMH II0JIL30BATCIISIMH, CTAHYT BHIHWMBIMH TOJIBKO

X =)

TOCJIe HAXaTUs HA 3HAYOK = B IeBOM BEPXHEM YTIIy BepXHei MaHelIu HHCTPYMEHTOB.

®dparmMeHT TekcTa, KOTOPBIA IPOKOMMEHTHPOBAH, OYJIET MOJACBEYEH B JJOKYMEHTE.
Jlis mpocMoTpa KOMMEHTapHsl IIENKHUTE MO0 3ToMy ¢parmeHnty. Ecnu TpeOyetcs
OTKJIFOYUTH 3Ty (PYHKIIUIO, JJI 3TOTO HAXXMHUTE Ha BKIAAKy «Dailim» Ha BepxXHEH maHenu
MHCTPYMEHTOB, BBIOEpUTE OMUMIO «/[OMONMHUTENbHBIE TapaMeTPh» U CHUMUTE (HIaKOK
«Bximounth  OoTOOpakeHME€  KOMMEHTapueB B  Tekcre». B 3toM  ciydae
NPOKOMMEHTHUPOBAaHHBIE (parMeHThl OyIyT TIOACBEUYMBATHCA, TOJBKO Korga Oyaer
Ha)KaTa KHOIKa L=,

MoXHO yNpaBisiTh J00aBJICHHBIMM KOMMEHTApPUSMHM, HCIOJb3Yysl 3HAYKU B

BBIHOCKC KOMMCHTApHUA UJIW Ha IaHCIIN «KOMMGHTapI/II/I CJIEBa».

|I||

e OTCOpTUpYHTE 100aBIEHHbIE KOMMEHTApUH, HA’KaB HAa 3HAYOK

* no gare: «OT crapblx K HOBbIM» WM «OT HOBBIX K CTapbiM». JTO
NOPSAJIOK COPTUPOBKH BBIOpPAaH MO YMOJIYAHUIO,

* 110 aBTOpY: «Il0 aBTOPY OT A 10 S» HUnu «Ilo aBTOpy OT S 10 A,

" [0 MECTOHAXOXJAeHHIO: «CBepXy BHU3» Uiu «CHU3Y BBEpX». OOBIUHBIN
IOPSIZIOK  COPTUPOBKM KOMMEHTApHUEB II0 MX PACIHOJIOKEHUIO B
JOKYMEHTE  BBIMJSAUT  clieayrouM  oOpa3oM  (CBEepXy  BHHB):
KOMMeHmapuu K mexkcmy, KOMMEHMapuu K CHOCKAM, KOMMEHmMAapuu K
NPUMEUAHUAM, KOMMEHMAPUU K BEPXHUM/HUNICHUM KOJIOHMUMYIAM,

KOMMEHmMAapuu Ko 6cemy OOKYMeHM) .

o KoMmeHTapuu E X
v OT HOBbIX K CTapbiM
B Aprém v
. OT cTapbix K HOBBIM
E KoMMeHTaE 1o oo or A po 8
OoGasutbt  _
- o asTopy oT A go A

=)

Pucynok 202 — CopTupoBka KOMMeHTApHEB

(V) (V) o »
¢ OTpCHAKTHPYHUTC BLI6paHHI>II/I KOMMCHTApHUH, Ha’KaB 3HAYO0K ’ )
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® yJaJIUTe BLIOpAHHBIM KOMMEHTAPU, HAXKAB 3HAUOK = ,

® 3aKpoiiTe BHIOpAaHHOE OOCYXICHHE, Ha)KaB Ha 3HAUOK v, €CNM 33Jada WIH
npobiema, o00O03HaueHHass B KOMMEHTapuH, pelieHa; TMocle 3TOro
o0cyX/1eHne, KOTopoe ObUIO OTKPBITO KOMMEHTApUEM, MPUOOPETET CTaTyC
pemeHHoro. UTOOEI BHOBb €r0 OTKPBITh, HAXMHTE Ha 3Hawok ¥ . Eciu
HEOOXOJMMO CKpBITh PpEUICHHbIE KOMMEHTapuu, Ha)XXMHUTE€ Ha BKIAJKY
«®Dailm» Ha BepxHEW TaHENM HWHCTPYMEHTOB, BBIOEPUTE  OMNIUIO
«/lomonHuTenbHBle MapaMeTpel» M CHUMUTE (IaKOK  «BKIIOUYUTH
OTOOpaK€HHE pEUICHHBIX KOMMEHTapueB». B 3ToM ciydae pelieHHbIe
KOMMEHTapuu OyayT MOJACBEYMBATHCS, TOJIBKO KOraa OyJeT HaxkaTa KHOIKa
=,

e cciau Tpedyercss peluTh Cpa3y HECKOJIbKO KOMMEHTapHeB, Ha BKJIAJKe
«CoBMecTHass paboTay HaXKMHUTE BbINAAAIONUMN CHUCOK «Pemmutsy wu
BbIOEpUTE OJIMH U3 BAPUAHTOB PEUICHUS KOMMEHTAPUEB: «PELIUTh TEKYIIHE
KOMMEHTapUun», «PEIINTb MOM KOMMEHTApHW» WIH «PELIUTh BCE
KOMMEHTapUM» B JOKYMEHTE.

JlobaBieHune ynmoMuHaHUM

HpnMeanne — YrnoMuHaHHS MOXKHO I[OG&BHSITL B KOMMCHTApUH K TCKCTY, 4 HC B KOMMCHTAapUHu KO
BCEMV IIOKVMCHTYV.

[Ipu BBOZIE KOMMEHTAPUEB MOKHO UCIIOIB30BaTh (DYHKIIUIO YIOMUHAHUH, KOTOpas
MO3BOJISIET MPUBJICYDh YbE-JIMOO BHUMAHUE K KOMMEHTApPUIO M OTIPABUTH OMOBEIICHUE
YIOMSIHYTOMY TOJIb30BATEIIIO 110 3JIEKTPOHHOM 1moyTe U B «Yary.

UtoObl 100aBUTHh YHNOMHHAHHUE, BBEIUTE 3HAK «+» WIH «@» B JIOOOM MecTe
TEKCTa KOMMEHTapHUsi — OTKPOETCS CHMCOK IOojb30Bareeil noprana. UtoObl ynpoCcTUTh
MpOIIECC TOMCKA, CIEAYyEeT HadyaThb BBOJUTH HMsI B TOJIE KOMMEHTapus — CIIUCOK
MoJib30oBaTeNie OyneT MEHATbCS MO Mepe BBoja. BriOepure U3 CHUCKa HYXHOTO
yesioBeKa. Ecnu ynmoMsiHyTOMY MOJb30BaTENI0 €Ul HE ObUI MPENOCTABIEH JOCTYI K

daiiny, otkpoercsi okHO «Hactpoiiku coBmectHoro aocryna». [lo ymondanuio BeIOpaH
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tun jpoctyna «Tonbko ureHue». M3MeHHTEe €ro B ciydae HEOOXOAUMOCTH U HAXMUTE
KHONKY «OK».
YHNOMSIHYTBIN TOJB30BATEIb MMOJYYUT MO AJIEKTPOHHOM MOYTE OMOBELMICHHUE O TOM,
4TO OH OBLI YyNMOMSHYT B KOMMeHTapuu. Ecnu k daitnmy Obul mpegocTaBieH JOCTYII,
MOJIb30BATEIIb TAKXKE MOJYUYUT COOTBETCTBYIOIIECE ONIOBEILICHUE.

UTo0B!I y1aINTh KOMMECHTAPHH:

1. HaXMHTE KHONKY «YaanuTb» Ha BkIaake «CoBMecTHas paboTa» BepxHEH

IIaHEJIU UHCTPYMEHTOB,
2. BBIOEPUTE HYKHBII IYHKT MEHIO:

e VYiaauTh TeKyllHe KOMMEHTAPUM — 4YTOObl YyJAIUTh BBIOPAHHBIN
KoMMeHTapuil. Eciu k KoMMeHTapuio ObUTH 100aBJIEHBI OTBETHI, BCE OTBETHI
K HEMY TaKxe OyyT yJaJICHBbI.

e VYaaJauTh MOM KOMMEHTAPMU — YTOOBI YJAIUTh CBOM KOMMEHTApWH, HE
yaanss KOMMEHTapHuH, J00aBjeHHBbIC NPYTMMH Mojb3oBareisiMu. Ecimu K
KOMMEHTApHUIO aBTOpa ObLIM 100aBJIEHBI OTBETHI, BCE OTBETHI K HEMY TaKKe
OyIyT yJaJeHbI.

e VYjaaauth BCe KOMMEHTApHMH — 4YTOOBl YJAIUTh BCE KOMMEHTapUH B
JIOKYMEHTE, 100aBJIE€HHbIE aBTOPOM U APYTUMU MOJIH30BATEISIMU.

YT1o0ObI 3aKPHITH IAHEIL ¢ KOMMEHTAPUIMH, HAXXMUTE Ha 3Ha4oK [ eme pas.

3.10.2 PeuneH3upoBaHHe JOKYMEHTA

Korma monbp3oBaTenio MPENOCTABISIIOT JOCTyn K (Qaily ¢ mpaBamMu Ha
pELEH3UPOBAHUE, EMY CIIEYET UCTIONb30BaTh (PYHKIINIO PEIICH3UPOBAHUS JOKYMEHTA.

Ecnm mpoBepka HMIET OT MMEHHM PELEH3EHTA, CIEAYET HCIOJIb30BaTh OIILHUIO
«PenieH3upoBaHuey.

Y nonp3oBaTens B pONM  PELEH3EHTAa €CTh BO3MOXHOCTH BOCIIOJIb30BaThCA
byHKIIMEH MPOBEPKU JOKYMEHTa, YTOOBI BHOCUTH KOPPEKTHUPOBKH B TPEIIOKCHHS,
dpas3bl, Ipyrue SJIEMEHTHbl CTPAHUIlbl, YCTPAHATH OIIMOKKM W BBIMOJHATH MOJAOOHBIE
JEUCTBUS, HE M3MEHSA caM JIOKYMEHT Hampsimyiro. Bce BHeceHHbIE TpaBKU OyayT

COXpaHEHBI U OTOOPaXKEHBI IS TOTO, KTO Tiepenan ¢haia Ha pacCMOTPEHHE.
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Ecnu ¢aiin oTnpaBnsieTcs Ha peLEH3UIO, CIeAyeT OTOOpa3uTh BCE BHECEHHbBIC
WCIIPABJICHUS, TPOCMOTPETh UX U MPUHATH/OTKIOHUTb.
Briarouyenne GQyHKIMH OTCIACKUBAHUSA U3MEHEHHU I
UToObl yBUIETHh U3MEHEHMS, MPEUIOKEHHBIE PELEH3EHTOM, BKIIIOUHUTE OIIUIO

«OTcnexxnBaHre U3MEHEHU» OJTHUM U3 CIEIYIOIIUX CIIOCOOOB:
— HAXMUTE KHOIKY Z B IIPABOM HIKHEM YTIIY CTPOKH COCTOSIHUS WIIH

— mnepediagute Ha Bkiaaky «CoBmecTHass paboTa» Ha BEpXHEH maHenH

MHCTPYMEHTOB U HA)KMUTE Ha KHONKY «OTCIEKMBAaHUE U3MEHEHUI.

Ilpumeuanue — PereH3eHTY HET HEOOXOIWMOCTH BKIIOYATh omiuio OTClIeKWBaHUE W3MEHEHHM.
OHa BKJIFOUCHA I10 YMOH‘-IaHI/IIO, 1 €€ HEJIb34 OTKIOYUTH, €CIIU K I[OKyMeHTy HpCI[OCTaBJIeH I[OCTYH C
MpaBaMU TOJIPKO Ha PEIIEH3UPOBAHHE.

— B OTKpPBIBILIEMCS BCIUIBIBAIOILEM MEHIO JOCTYIIHBI CJICAYIOLIME OILIUU:

e BKJIL. 1 MeHfI — OTCJIEKHBAaHUE W3MEHEHHHN BKIIIOYEHO TOJILKO JUIA
TEKyIlero mojp3oBaTens. Omnius OCTaeTcss BKIOYEHHOW Il TEKYLIEro
ceaHca peJaKTUpPOBaHUsA, T.e. OyJIeT OTKIIOUEHAa MpH Iepe3arpy3ke WiIH
MMOBTOPHOM OTKPBITHM JIOKyMeHTa. [lepekimouenrne pexrnma OTCICKUBAHUS
VU3MEHEHUHN IPYTUMHU MOJIb30BATEISIMH HUKAK HE MTOBIIMSET.

e OTKJL nns MeHsi — OTCIEKHBAaHUE W3MEHECHHU OTKIIOYEHO TOJIBKO JIJIsi
TEKyHIEro MoJib3oBarenss. OmNius OCTaeTcsl OTKIOYEHHOW ISl TEKYIIETO
ceaHca penaktupoBanud. llepexmtoueHue  pexnma  OTCICKUBAHUS
W3MEHEHUH JIPYyTUMHU MOJIb30BaTEISIMU HUKAK HE TTOBJIMSET.

e BKJL aast MeHs W JJIs1 BCeX — OTCIIC)KMBAHUE WU3MEHEHUW BKJIIOYEHO U
OCTaHETCA MpU Iepe3arpy3Ke WM MOBTOPHOM OTKPBITUU JOKyMEHTa (Ipu
nepe3arpy3ke JIOKyMEHTa OTCJIeXHBaHUE OyAeT BKIIOYEHO HJisi BCEX
nosnb3oBareneit). Korma gapyroil mosib30oBaTeNlb  OTKIIOYAET — PEXKUM
OTCIIeKUBaHUS W3MeHeHuH, o OyaeT nepexitodeH Ha OTKJL. aias Menst u
JJIS BCEX Y BCEX IOJIb30BATEIICH.

e OTKJIL pist MeHsl M JJIA BCeX — OTCIIC)KMBAHUE U3MEHEHHM OTKIIFOYEHO U
OCTaHETCA IpHU Iepe3arpy3Ke WM MOBTOPHOM OTKPBITUU JOKYMEHTa (Ipu

nepe3arpy3ke JOKyMEHTa OTCJeKHBaHUE OyneT OTKIIYEHO Y BCeX
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nonb3oBateneit). Korma npyroil  monp3oBarenb  OTKIIOYAET  PEKUM
OTCJICKUBAaHUS U3MEHEHU, OH OynieT nepekitoueH Ha BKIJL. g mens u s
BCeX Yy Bcex nmnosb3oBareneil. CoOOTBETCTBYIOIIEE OIOBEIICHHE Oyner

IMOKAa3aHO KaKaA0My COaBTOpPY.

v & B
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2 = OBbIYHBIA bes wHTepsa

-
VL T e B T B L0 1T 0120 1 v130 1 140 10 T

WMeaH NeTpoe BKNKD4KMN{a) OTCNEXHMEIHHE MIMEHEHWA JNA BCEX

Pucynok 203 — OnoBenienue 1Jiss COABTOPOB

IIpocmoTp M3MeHeHH I

N3MeHeHns, BHECEHHBIE ITOJB30BATENIEM, BBIACIEHBI OMNPEACICHHBIM LIBETOM B
TEKCTE JOKyMEHTa. Eciu MIENKHYTh 110 U3BMEHEHHOMY TEKCTY, OTKPBIBAETCSI BBIHOCKA, B
KOTOpPOM OTOOpaXeHO HMS TOJIb30BATElIsl, JlaTa W BpeMsl BHECEHHUS W3MEHEHUS W
ONMCAaHUE M3MEHEHUs. B BBIHOCKE TaKK€ HAXOIATCS 3HAYKHU, KOTOPBIE MCIIOIb3YIOTCH,

YTOOBI [MPUHATH WX OTKIOHUTH TCKYIICC U3MCHCHUC.

KpaeyeHnko Enena v X

MNepemewweHo: 3Ta ONUUA He No380NRET
B NeNCTBUTENEHOCTH OTKNOHUTE BCe

M3MEHEHMA, 3 TONLKO A3ET BOZMON¥HOCTE
NPOCMOTPETE A0KYMEHT Be3 U3MEHEHUA.

Pucynok 204 — Ilpumep BbIHOCKH

Ecnu neperamuth pparMeHT TEKCTa B IPyroe MECTO B JOKYMEHTE, TEKCT B HOBOM
MO3UIMKA OyJeT MOAYEPKHYT JBOWHOW JIMHHMEH. TeKkcT B HMCXOAHOW TO3UIUMU OyaeT
3a4epKHYT ABOMHON JUHUEH. DTO OyAeT CYUTATHCS OJHUM U3MEHEHUEM.

Haxmure Ha nBa)Ibl 3a4€pKHYTHIA TEKCT B UCXOAHOW IMO3ULMHA U HUCHOJIB3YWUTE

CTPCIIKY B BBIHOCKC C HU3MCHCHHCM, YTOOBI HCpCﬁTI/I K HOBOMY MCCTOIIOJIOKCHUTO
TCKCTA.

Haxvure Ha nBaxkapl NOAYEPKHYTHIA TEKCT B HOBOW IMO3UIMA W MCIIOJB3YUTE

CTPCIIKY B BBIHOCKE C U3BMCHCHUCM, YTOOBI HepeﬁTH K UCXOJHOMY MCCTOIIOJIOKCHHIO
TEKCTA.

Bp100p pexuma oTo0pakeHus H3MEHEHHU I
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Haxxmute kHomky OtoOpaxkeHue 2 ha BEpPXHEN IIAHEIW WHCTPYMEHTOB W
BBIOEPUTE U3 CIIHCKA OJIUH U3 IOCTYIHBIX PEKUMOB:

— MHcnpaBieHusi 1 BBIHOCKM — d5Ta ONUUs BbIOpaHa mo ymondanuio. OnHa
MIO3BOJISIET U IIPOCMATPUBATH MPEMIOKEHHBIE U3MEHECHUS, U PENAKTUPOBATh JOKYMEHT.
N3MeHeHus BBIJCISAIOTCS B TEKCTE JOKYMEHTa U 0TOOPa)KarOTCsl B BRBIHOCKAX.

— ToabKo ucCHpaBJeHUS] — 3TOT PEXKUM HCHOJB3YETCA KAaK Uil MPOCMOTpa
MpeUiaraéMbplX H3MEHEHWH, Tak W [Js pPEJAKTUpOBaHUs JOKyMeHTa. l3MmeHeHus
O0TOOpaXaroTCs TOJIBKO B TEKCTE JOKYMEHTA, BBIHOCKU CKPBITHI.

— MW3MeHeHHBIH JOKYMEHT — 3TOT PEXKHUM UCIOJIb3yeTCsl, YTOOBI 0TOOPA3UTh BCE
U3MEHEHMs, Kak eclid Obl OHM ObUIM TPHUHATHL. ITa ONUUS HE I[O3BOJSET B
JNEUCTBUTEIILHOCTH MPHUHATH BCE U3MEHEHUS, a TOJIBKO JA€T BO3MOKHOCTh YBHUJIETh, KAaK
OyJeT BBITTISETh JOKYMEHT IOCJE TOTO, KakK OyyT NMPUHSATHI BCE N3MEHEHHUSI.

— MW3MeHeHHBIH JOKYMEHT (MPOCMOTP) — B OTOM pPEXHUME OTOOpa)kaercs
W3MEHEHHBIA JIOKYMEHT B PEXHUME MPOCMOTpa. B 3TOM pexuMe IOKYMEHT HEb3s
PENAKTUPOBATD.

— MHMcxoaHblii JTOKYMEHT — ATOT PEXKUM HCIOJB3YETCs, YTOObI OTOOpPa3uTh BCE
U3MEHEHHS, KaK eclii Obl OHM OBUIM OTKJIOHEHBl. JTa ONIUS HE IMO3BOJSET B
JNEUCTBUTEIIBHOCTA OTKJIOHUTh BCE M3MEHEHUSA, a TOJbKO JIa€T BO3MOXXHOCTH
MPOCMOTPETh JOKYMEHT 0e3 u3MeHeHud. B 3ToM pexuMe [TOKYMEHT HENb3s
pPEOAKTUPOBATD.

IIpuHsAiTHE U OTKJIOHEHUE U3MEHECHU

Hcnone3yiite kHOnok K mpenpiaymemy & uk CIEeAYIOUIEMY > Ha BEPXHEHN
MaHEJI UHCTPYMEHTOB JUJISl HABUTALIMK 110 U3MEHEHHSIM. UTOOBI MPUHSATH BBIIECIEHHOE B
JAHHBI MOMEHT U3MEHEHHUE, MOKHO CIIE€JIaTh CIIEYIOLIEE:

—  Haxwmute KHONKy IIpunars &/ Ha BepxHeii maHe I HHCTPYMEHTOB UM

— HaXMHTE HaNpaBJICHHYIO BHU3 CTPEJKY Mo KHONMKOU «[IpuHATH» 1 BbIOEpHUTE
onuuto «I[IpuHATH Tekyliee U3MEHEHUE» (B ITOM Cly4yae U3MEHEHUe OyAeT MPUHSTO, U
ITOSIBUTCSI BO3MOKHOCTB IIEPEX0/IA CIAEAYIOLIEMY U3MEHEHHIO;

— HaXMUTE KHOIKY [IpUHSTE v B BBIHOCKE C U3MEHEHHUEM.



286
RU.48324255.1P (PJ1)-P/JI-B1.0

YTo06b! OBICTPO NPUHATH BCE U3MEHEHMS, HAKMHUTE HAINPABICHHYIO BHU3 CTPEINIKY
noa kHonkou «lIpunsate» u BbeIOepuTe omnuuio «lIpuHATE Bce u3MeHeHus». YToObI
OTKJIOHUTH TEKYIllEC U3MEHEHUE, MOKHO CIIENIaTh CIEAYIOLICE:

—  HaXMHTe KHONKY OTKIOHHMTH X Ha BepXHEl NaHeIn HHCTPYMEHTOB .

— HaXMHUTE HANPABICHHYIO BHU3 CTPEIKY MOJX KHONKOM «OTKIOHHTBY H
BbIOepuTe OoniKio « OTKIOHUTH TEKyIllee U3MEHEHHE» (B 3TOM Cilydae MU3MEHEHue Oyaer
OTKJIOHEHO U OyZ€T OCYLIECTBIIEH IIEPEXO/ K CIEAYIOIIEMY U3MEHEHUIO.

— HAXMHTE KHONKY « OTKIIOHUTB» B BBIHOCKE C H3MEHEHHUEM.

UYroObl OBICTPO OTKJIOHUTH BCE HW3MEHEHHUS, HAXMHUTE HAlpPaBJICHHYIO BHU3
CTpPEJIKY MO/ KHOMKON « OTKIIOHUTH» U BbIOEpUTE ONLNI0 « OTKIOHUTH BCE U3MEHEHUS.

Ecnu Hy»XHO NPUHATH WM OTKJIOHWTH OJHO M3MEHEHME, CIENyeT LIEIKHYTH I10
HEMY IpaBOM KHOINKOW MBIIIM M B KOHTEKCTHOM MEHIO BbIOpaTh NyHKT «lIpuHATH

n3MeHeHHue» Uil « OTKIIOHUTh U3MCHEHUE.

3.10.3 CpaBHeHHe JOKYMEHTOB

Ecnu tpebyerca cpaBHUTh U OOBEIMHUTH JBa JOKYMEHTA, CIEAYET MCIIOJIb30BaTh
(GYHKIUIO cpaBHeHMsA T0KyMEHTOB. OHa MO3BOJISIET OTOOPA3UTh PA3IUUUSI MEXY IBYMS
JOKYMEHTaMU U OOBEIUHUTH JOKYMEHTHI IyTE€M HPUHITHS M3MEHEHUH — KaXKJIOro B
OTZEJIbHOCTH WJIA BCEX CPa3y.

[Tocne cpaBHeHUS U OOBbENUHEHMS ABYX JIOKYMEHTOB pe3yibTaT OyJeT COXpaHEH
Ha NopTaje, Kak HoBas BepCHs UCXOAHOTO (paiina.

Ecnu 00bequHATh CpaBHUBaeMble JOKYMEHTHI HE TpeOyeTCs, CleyeT OTKIOHUTh
BCE MU3MEHEHUS, YTOOBI UCXOIHBIN JOKYMEHT OCTAJICSI HEU3MEHEHHBIM.

Bp100p noxkymMeHTA 115l CPAaBHEHUA

UtoOBbl CpaBHUTH JBa JTOKYMEHTA, OTKPONTE HCXOMHBIA JOKYMEHT, KOTOPBIH

TpeOyeTcs CpaBHUTD, U BbIOEPUTE BTOPOM JOKYMEHT JIJIsl CPABHEHUSI:

1. mepeiinute Ha Bkiaagky «CoBMecTHas paOoTa» Ha BEpXHEHl naHenu

MHCTPYMEHTOB U HA)KMHTE Ha KHONKY CpaBHUTS 7,

2. BbIOEpUTE OJHY U3 CIEAYIOUINX OMIMN I 3arpy3KH TOKyMEHTA:
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e n1pu BbIOOpe onuuu «JlokyMeHT wu3 (aiiiay OTKpOeTCs CTaHIapTHOE
JMAJIOTOBOE OKHO [IJIsi BbIOOpa (aiinoB. Bribepure HyxHBIN (aitn B
¢opmare .docx Ha KECTKOM JHCKE KOMIIBIOTEPA WU HAaXMUTE KHOIIKY

OTKpBITSH.

o [lpu axtuBarmuu Qynkiuu «loxkyment ¢ URL-aapeca» mosiBUTCS OKHO, B
KOTOpO€ HEOOXOIUMO BCTaBUTh CChUIKY Ha (haidsl, XpaHSAIIUNCI B CTOPOHHEM
OHJIANH-XpaHWIIUILE (manpumep, Nextcloud), npu HaJM4uu
COOTBETCTBYIOIIETO  YpPOBHS  JOCTyna. BBoaumass CChUIKa  JIOJDKHA
obOecrieunBaTh MPSAMON NOCTynm K ckaumBaHuio ¢aiina. [locie BcTaBkH

agpeca HaxMuTe KHONKY «OK».

4 )
IIpumeuanue — [Ipsimasi cchuIKa MO3BOJISET HAMPSMYIO CKauaTh (ailil, He OTKPHIBas €ro B Opaysepe.
Hampumep, mns momyuenus npsimod ccbuiku B Nextcloud HaiinmuTe HYXHBIM TOKYMEHT B CIIHICKE
¢aitnos, BeiOepuTe B MeHIO ¢aitna myHKT «Ilogpobno». Ha manenu ¢ moapoOHBIMH CBEIEHUSMHU O
¢aiine HaxxMuTe Ha 3Ha4OK «KonmupoBaTh NpsiMyto CChUIKY» (paboTaeT TOJIBKO JAJIs MOJIb30BaTeNeH ¢
mpaBaMH JIOCTyIa K 3ToMy (ailly WM Karajory) crpaBa oT uMeHH (aiima. UToObl y3HATh, Kak
MOJIYYUTh TPSIMYIO CCBUIKY Ha CKauyuBaHWe (aitia B JIpyroM CTOPOHHEM BEO-XpaHWIHIIE,

o0patuTech K JOKYMEHTAIMH [0 COOTBETCTBYIOIIEMY CTOPOHHEMY CEpPBUCY.
. J

[locne BbIOOpa BTOPOro JOKYMEHTa JUisl CpPaBHEHHUSI 3aIlyCKaeTcsi MPOIEecC
CpaBHGHHS M JOKYMEHT TIIpHoOperaer BHJ pereH3upyemoro. Bce wu3MeHeHUs
BBIJICJISIIOTCS] IBETOM, U €CTh BO3MOYKHOCThH MPOCMAaTPUBATh U3MEHEHUSI, IEPEXOAUTH OT
OJIHOTO U3MEHEHUS K JIpyromMy, IPUHUMATh WM OTKJIOHATH UX MO OTAEIBHOCTH WIIH BCE
cpazy. Takke JOCTYymHO H3MEHEHHE pEXHMa OTOOpakeHUS U TMPOCMOTpa, T.C.
oToOpaXeHHe JIOKYMEHTA JI0 CPaBHEHHUS, B MPOLIECCE CPABHEHMS WJIU MOCTIE TPUMEHEHUS
BCEX M3MCHCHMHU.

Br100p pexuma oTo0pakeHUss H3MEHEHHU I

Haxxmure knHomky OtobpakeHue ® ha BEpXHEH MaHelu WHCTPYMEHTOB H
BBIOEPUTE U3 CIIMCKA OJIUH U3 IOCTYIHBIX PEKUMOB:

— MWcnpaBiaeHusi M1 BBIHOCKM — JTOT PEXUM BbIOpaH mo ymomuaHuto. OH
UCIIOJIB3YETCs, YTOOBbl OTOOPa3uTh JOKYMEHT B MPOLIECCE CPABHEHHS. DTOT PEXKUM
MO3BOJISIET U MPOCMATPUBATh U3MEHEHUS, U PEJAKTUPOBATh JOKYMEHT.

— Tonabko ucnpaB/ieHUs: — 3TOT PEKUM OTOOpakaeT Bce M3MEHEHUs. BrIHOCKH

OTKJIFOUYCHBI.
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— W3MeHeHHBIH JTOKYMEHT — 3TOT PEXKHUM HCIOJIb3YeTCsl, YTOObI OTOOpa3UTh
JOKYMEHT TOCIie CPaBHEHUS, KaK eclii Obl BCE U3MEHEHMS ObLIIM MPUHATHL. DTa OIMLMS HE
MO3BOJISIET B JIEUCTBUTEILHOCTH MPUHATH BCE U3MEHEHHUS, a TOJIbKO JAET BO3MOXHOCTb
YBUJETh, KaK OyAeT BBIMJISAETh JOKYMEHT IOCJI€ TOro, Kak OyayT NpHUMEHEHbI BCE
U3MEHEHMUS.

— MHcxonHblil JOKYMEHT — JTOT PEXHUM HCHOJIB3YeTCs, YTOObI OTOOpPa3uTh
JOKYMEHT JI0 CPaBHEHUs, KaK €ciau Obl Bce M3MEHEHUS! ObUIM OTKJIOHEHBI. DTa ONIUS HE
MO3BOJISIET B JEHCTBUTEIBHOCTH OTKJIOHUTh BCE U3MEHEHUS, A TOJBKO JA€T BOZMOXHOCTb
MPOCMOTPETh JIOKYMEHT 0e3 u3MeHeHuil. B 3ToM pexuMe JOKYMEHT HEeNb3s
PEAAKTUPOBATb.

IIpuHsiTHE U OTKJIOHEHUE U3MEHEHU I

Wcnons3yiite kHonku K mpensimymemy € u K crenyromemy = Ha Bepxmeit
MaHeJId UHCTPYMEHTOB JIJI1 HABUTAIlUU 110 U3MEHEHUSIM.

UToObl NpPUHATH BBIACICHHOE B JAHHBIH MOMEHT H3MEHEHHE, MOXHO CHeNaThb
() (1347011 (SIS

—  Haxkwure kHonky «IIpunaTey» =/ Ha BepXHeli MaHeIM HHCTPYMEHTOB MIIH

— HaXMHTE HAIPABJICHHYIO BHU3 CTPENKY MOJA KHONKOWU «IIpuHATH» U BhIOEpUTE
onuuto «[IpuHATH) Tekylee U3MEHEHHE, B 3TOM CiIydae U3MEHEHHe OyAeT MPUHSTO, U
OyJIeT OCYIIECTBIICH MEPEX0/l K CIEAYIOIIEMY U3MEHEHHUIO.

— HaXMHTE KHONKY «[IpUHATH» BO BCIUIBIBAIOIIEM OMOBEIIEHNN 00 U3MEHEHUHU.

YTo06bl OBICTPO MPUHATH BCE U3MEHEHMS, HAKMHUTE HAIMPABICHHYIO BHU3 CTPEJIKY
noj kHonko! «IIpuHsATE» U BeiOepuTe onuuio «II[pUHITH BCe N3MEHEHUSD.

YToObI OTKIIOHUTH TEKYIIIEEe U3MEHEHNE, MOXKHO CENaTh ClIeayoIIee:

—  HaXMUTE KHONKY «OTKIOHUTH» Ha BEPXHEUN NaHEIU UHCTPYMEHTOB WUIIU

— HAOXMHUTE HANpaBIEHHYI0 BHHU3 CTPEIKY MO KHOMNKOW «OTKIOHUTH» H
BbIOepUTe onmuio «OTKIOHUTH TEKYyIee H3MEHEHUE» (B 9TOM Cllydae M3MEHEHue OyaeT
OTKJIOHEHO, 1 Oy/IeT OCYILIECTBIICH MEPEXO/] K CIEAYIOIEMY U3MEHEHHUIO.

— HaXMHUTE KHONKY «OTKJIOHHTB» BO BCIUIBIBAIOIIEM OMNOBEIIEHHH 00

U3MCHCHHU.
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UtoObl OBICTPO OTKJIOHHUTH BCE HM3MEHEHHs, HAXKMUTE HAIpaBICHHYIO BHU3
CTPEJIKY 101 KHOMKOU «OTKJIOHUTH» U BbIOEpUTE ONIIUI0 «OTKIIOHUTH BCE U3MEHEHUS.

IpuHuun cpaBHeHust

CpaBHeHHE JOKYMEHTOB BeIETCS MO clioBaM. Eciu CIIOBO COJNEPKHUT M3MEHEHUE
XOTsi Obl Ha OJMH CUMBOJ (HampuMep, €Cclid CHUMBOJ ObLI yAaJeH WM 3aMEHEH), B
pe3ynbTaTe OTiIn4Yue OyleT OoTOOpaKeHO KaK M3MEHEHHE BCEro CJIOBa IICIMKOM, a HE
CUMBOJIA.

[IpuBenenHoe Huxke uzoOpaxenue (Pucynok 205) wmmoctpupyer ciiyyai, Kormaa
UCXOJHBIN (aits1 conepkut cioBo «CHUMBOJIB), a JOKYMEHT JIsl CPAaBHEHUS COJIEPKHUT

c10BO «CHUMBOJI».

KpasyeHko Enena v X
Cumson

Ypanexo: Cumeons!
Kpaeyenko Enena v X

AG3ay yoanes

Pucynox 205 — IIpuHumn cpaBHeHHs

ABTOPCTBO 10KYMEHTA

[Ipu 3amycke mponecca CpaBHEHHsI JOKYMEHTOB BTOPOM JOKYMEHT ISl CPAaBHEHUS
3arpy’Kaercs U CPaBHUBAETCS C TEKYILUM.

Ecnm 3arpyKeHHBIM JOKYMEHT COJAEP/KHUT JIaHHBIE, KOTOPBIE OTCYTCTBYIOT B
UCXOJHOM JOKYMEHTE, OHU OyAyT MOMEUYeHbI Kak J0OaBIECHHbIE PELIEH3EHTOM.

Ecam uncXoaHbli JOKYMEHT COJIEPKHUT JIaHHbIE, KOTOpPBIE OTCYTCTBYIOT B
3arpy>K€HHOM JOKYMEHTE, OHU OyyT IOMEUYEHBI KaK yAAJIEHHbBIE PELIEH3EHTOM.

Ecnu  aBTOpBl HMCXOJHOTO M 3arpy’kK€HHOIO JIOKYMEHTa COBHAJAOT, TO
PELICH3EHTOM OyAET TOT K€ IOoJb30BaTeNnb. Ero mMsa oToOpa)aercs BO BCILIBIBAIOLIEM
OKHE C U3MECHECHHEM.

Ecnu aBTOpBl IBYX (haiijioB — pas3Hble MOJIb30BATENIM, TO aBTOP BTOPOro (ailna,
3arpy’>K€HHOTr0 JUIsl CpaBHEHHUsA, OyAeT aBTOpOM JOOAaBJIEHHBIX WIH YJAJICHHBIX

U3MEHEHUN.
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Hanuyue peneH3UpoOBaHHUS B CPABHUBAEMOM I0KyMEHTe
Ecau ucXonHBIA JOKYMEHT COJEPXKUT H3MEHEHHUs, BHECEHHBIE B PEXUME
PEIEH3UPOBaHUsA, TO B pe3yjbTaTe CpPaBHEHUS IOKYMEHTa OHM OymyT mpuHsATHL. [Ipu
BBIOOpE BTOpOTO (haiisia ik CpaBHEHUSI BCIUIBIBET COOTBETCTBYIOIIEE MPEIyPEKICHUE.
B sToM cnyuae mpu BbeIOOpe pexuma otoOpaxeHus «VICXOMHBIH TOKYMEHT»

JTOKYMEHT He OyJeT co/iepKaTh N3MCHEHUH.

3.10.4 OObeauHeHHE JOKYMEHTOB

Oynkuus o0beANMHEHH JOKYMEHTOB INpEAHa3HAu€Ha JJsl CIUSHUS JBYX BEepCUi
nokyMmeHTa B oauH. OHa oOecrieynBaeT 00beIMHEHNE U3MEHEHUN U3 JBYX JOKYMEHTOB
IIyTEM CO3/IaHHsI HOBOI'O JOKYMEHTA.

JUig caustHUsL JTOKyMEHTOB HeoOxoaumo BO Bkiajke «CoBMecTHas padoTay
BbIOpaTh MHCTPYMEHT «OO0beIUHUTH», BbIOpAaTh NOKyMeHT u3 (aiina, audbo ¢ URL-
anpeca (Pucynox 206). B oTkpsiBIieMcs OKHE BBIOpaTh HeoOXomumblil (aiti, 1ud0

BBecTH URL-anpec nokymenra.

fom

< [OKYMEHT U3 hanna

HokymeHT ¢ URL-agpeca

Pucynok 206 — HucTpymMeHT «O0beAMHATDY

CTOUT OTMETHUTbH, YTO CYIIECTBYIOT KIIIOUEBBIE Pa3IUUMs MEXKIY CPaBHEHUEM U
CIIUSTHUEM JOKYMEHTOB:

IIpu cpaBHeHMH AOKYMEHTOB HM3MEHEHHs M3 PEBBIO-IOKYMEHTa MPUHUMAIOTCS
aBTOMATHYECKH, a OCTaJbHbIE YacTH OPHUTHHAIBHOTO M  PEBBIO-JIOKYMEHTOB
CPaBHUBAIOTCS MEXy COOOM.

IIpu causiHMU JOKYMEHTOB BCE U3MEHEHHS U3 JABYX CPaBHUBAEMBIX TOKYMEHTOB
OOBETUHSIOTCS B OAMH PE3YJbTUPYIOIIUNA JIOKYMEHT, a OCTaJbHOM KOHTEHT (He

3aTPOHYTHIN U3MEHEHHUSIMU) CPABHUBAETCS MEXITYy COOOM.
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[Tocne BeIMmOIHEHUST onepanvu 00beAMHEHUST (HOPMHUPYETCS €UHBIN TOKYMEHT, B
KOTOPOM OTOOpa)KalOTCs CJICAYIOIIME W3MEHEHHS OTHOCUTEIBHO JIBYX MCXOJIHBIX
JIOKYMEHTOB:

Ynanénnoe coaepkuMoe: TEKCT WIM DJIEMEHTHI, NPUCYTCTBOBABIIME B
Hokymenre 1, HO oTcyTCcTBYIOIIME B JJOKyMEHTE 2, MOMEYAIOTCS KaK yIAIEHHBIE.

Moaudpukauuu/BeraBku u3 dokymenta 1: wusMeHeHus (BCTaBKH WU
MoauduKaluK), BeIMOJHEHHBIE B JlokymeHTe 1 u He oTpaxxéHHble B JlokymMeHTe 2,
OTOOPAXKAIOTCS KAK COOTBETCTBYIOLIUE TIPABKHU.

NnenTuyHoe coaepkuMoe: TEKCT WIM DJJIEMEHThl, HACHTHYHbIE B 000MX
UCXOAHBIX JokyMeHTax (JlokymeHT 1 u JlokymeHT 2), coxpaHstOTcs 0e3 MOoMeTOK 00
U3MEHEHUSIX.

Hosble BctaBku u3 JlokyMenTa 2: conepxumoe, 1o6aBieHHoe B JlokymeHT 2 u
OTCYTCTBOBaBIlee B JJoKymeHTe 1, moMeyaeTcst Kak HOBasi BCTAaBKA.

[TonmyyeHHBIN TOKYMEHT MpeACcTaBisieT co00M yHU(DUIIUPOBAHHOE TPE/ICTABIICHUE
C MApKHUPOBAHHBIMM HU3MEHEHUSAMH, KOTOPbHIE MOJIb30BATEIb MOXET MPOCMATPUBATH,

MPUHUMATh, OTKJIOHSATH WU PEIaKTHPOBATh Tl puHanbHOU Bepcuu (Pucynox 207).

& PT-OOUC B Tecrossii fok = *fokywent2.d... X _ <

e @ v ~ (@) Asrocoxpanene HoxymenT2 docx

VIl Bcraska  Pucosatme  Maker  Ccoink  Cosmectian pabora  3aumma  Bua  Mnammbl

)
& = 5 & M-
-0 OGbi4HbI Beswirepsas  3ATOSIO  3arofioBr 3aronoBo  3aronoBok 3aronoBok  3aronosok6

a1 2 (PO T T I TN S T I TR [ N ) 2 1 S | SO [ AT

® W @ o

CornHue-MeaneHHo ‘KMOHNNOCh K TOPU3OHTY, -oKpaLLMBasi-He60 ‘B-OTTEHKN-0paHXeBOro-u-
nypnypHoro.-fpoxnagHbIii-BETEPOK-LUENECTEN NINCTBON-CTapbIX - AEPEBLEB, NPUHOCS -C-COBON-
apomar-CBeXeCKoLLeHHON - TpaBbl.‘Baanu-pasaasancs-TMXUn-poKoT -Npnbost, ‘HanoMUHaoLLIA -0
6eckpaiiHnx-npocTopax-okeaHa.-Ctas ‘NTuL,-CTpeEMUTESNbHO NposieTena-Hag TofIoBoW, -
Hanpaenssach K:CBOMM-HOUHbIM ybexuLam. -9ToT-Beyep-obeLuan-6biTb -CNOKONHbIM U
6e3MATEXHbIM, ‘naeanbHbIM- AN -pasmbllneHuit. .. g

TuwmnHa-o6BonakmBana-Bcé -BOKpYr, NpepbliBaemas nuilib peakuM-CTPeKOTOM HaceKOMbIX U-

oTaanéHHbIM-naem-cobaku.-B-Takme-MoMeHTbI-0coO6eHHO -0CTPO-YYBCTBYELlIb CBA3bL C NPUPOAON, *
eé-Benunyve-u-ymmporeopeHue.-Kazanocs, BpeMs-saMeinunio -cBon-xoz, 4aBas -B03MOXHOCTb"
HacnaanTbCA KaXabliM-MIHOBEHMEM YX0oaaLLEero-aHa. |

Crpawmua1us1 3, Konwdectso cnos Pycckwi (Pocoun) v @ M v [ lol — Macuras 174% +

Pucynok 207 — Pe3ysabTat 00beAMHEHUS
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3.11 HUHCTPYMEHTHI 1 HACTPOMKHU

3.11.1 TIpocMoOTp cBeleHHH 0 TOKYMEHTE

UTOOBI MOMYUYNUTH JOCTYII K TIOJIPOOHBIM CBEJICHUSM O PEIAKTUPYEMOM JOKYMEHTE,
HaXXMUTE Ha BKIAAKy «Daimy Ha BepXHEW MaHeId MHCTPYMEHTOB M BBHIOECPUTE OIIIIUIO
«CBenieHHst 0 JOKYMEHTE.

Oo01mme cBereHus

CBenieHUs O JOKYMEHTE BKIJIIOYAIOT B ce0s psll CBOMCTB (paitia, ONMHMCHIBAIOIINX
TOKyMeHT. HekoTopbie U3 3TUX CBOMCTB OOHOBJISIFOTCSI aBTOMAaTHYECKH, & HEKOTOPHIE U3
HUX MOKHO PEIaKTUPOBATh.

— Pa3MelneHnme — namnka Ha JHUCKe, B KOTOpo# xpanutcs (aitnn. Baageaen — ums
MOJIB30BATEISI, KOTOPBIN co3fan ¢aitn. 3arpy:eH — gata u BpeMs co3nanus aiina.

— CraTucTMKa — KOJMYECTBO CTPAHHUIl, a0d3aleB, CJIOB, 3HAKOB, 3HAKOB C
npoodeamu.

— HasBanme, Tern, Tema, KommeHTapui — 3TH CBOWCTBA IO3BOJIAIOT
YIOPOCTUTh KJIacCCU(UKALMIO JTOKYMEHTOB. MOXHO 3a/JaTh HYXHBIH TEKCT B TMOJISIX
CBOMCTB.

— TlocneaHee n3MeHeHHe — JlaTa ¥ BpeMs MOCJICTHETO U3MeHeHus daiina.

— ABTOp NmOCJIeJHEr0 U3MEHEHUs — UM M0JIb30BaTEN s, CACIABIIETO MOCIECIHES
M3MEHEHHE B JOKYMEHTE, €CJIM K JIOKYMEHTY OBLI IPEIOCTABICH JIOCTYI, U €r0 MOTYT
PEIaKTUPOBATh HECKOJIBKO MOJIb30BATEIICH.

— IlpunoxkeHue — NpuUIOKEHUE, B KOTOPOM ObLIT CO3/IaH JOKYMEHT.

— ABTOp — UM 4eJIOBEeKa, co3aaBiiero ¢aiia. B 3ToM mosie MOXXHO BBECTH
HyxHoe ums. Haxxmute «Enter», 4ToObl 100aBUTH HOBOE MOJIE, MO3BOJISIONICE YKa3aTh
€IIe OJIHOTO aBTOpA.

Ecnu cBoiictBa (aitna ObUTM M3MEHEHBI, HAKMUTE KHOMKY «IIpUMEHUTHY, 4TOOBI

IIPUMCHUTHb U3MCHCHMA.
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Dain Bcraska PucosaHue Maket Ccbinkm CosmecTHad pabora 3awmTa Bua

3aKpLITE MEHK
Ceenerns 0 JOKyMeHTe

CoxpaHuts
PasmelweHune Mow QoKyMeHTbI

Crauartt Kak
Bnapgeney  Wrope Eropos VisaHosuy

Meuars Sarpywes 2209 2025

3auuTUTL

CBeleHUA O NOKYMEeHTe Cpanps
AbBzausl o

[lononHUTENLHLIE NapaMeTphi Cnosa 854

3HakoB 5676

Cnpaska 3Hakoe ¢ npoBenamu 6499

CooBwuTts 0B owmbre

Hazeanwue

OTKpLITE pacnonoxexHue hanna
Tern

Tema

KommeHTapun

MocnegHee uaMeHeHue 11.09.2025 10:20

ABTop nocnegHero usmeHeHua  Eropos Urope

Mpunoxenune  r7-office/2025.3.1.923

ABTOp

Pucynok 208 — Bkaaaka «®aiiin» —«CBeeHus: 0 JOKYMEHTE»

3.11.2 CoxpaHenue / ckauuBaHue / me4aTb JOKYMEHTA

CoxpaHenue

[To ymomyanuto ¢aiin coxpaHseTcs: Kaxable 2 CEeKyHbl BO BpeMs pabOThl Ha/l HUM
JUIsL TIPENOTBPAILLECHUS IIOTEPH JaHHBIX B ClIy4ac HENPEIBUIACHHOIO 3aKpBITUA
nporpammel. [Ipu coBmecTHOM penaktupoBanuu (Qaiina B «beicTpom» pexxume, Taitmep
OCYLIECTBJISIET NMPOBEPKY HAIWYMUSA U3MEHEHHH 25 pa3 B CEKYHJy M COXpaHSAET UX IpH
BHeceHuu. CoBMecTHOoe  penaktupoBanue  daina B «CTporom»  pexume
IIpelyCcMaTpuBaeT aBTOMAaTUYECKOE COXpaHEHHE H3MeHEeHHH Kaxiaplie 10 munyt. Ilpn

HEO0OXOJAMMOCTH, BBIOOP NPEANOYTHTEILHOIO PEKHMMa COBMECTHOTO PEIAKTUPOBAHUS
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WJIU OTKJIFOUYCHHE (YHKIIMH aBTOMATHYECKOT'O COXPAHEHHUS OCYIIIECTBIIACTCS HA CTPAHUIIC
«JlomoTHUTEILHBIE TApAMETPhD.

UToOBl COXpaHUTh TEKYIIMH JOKYMEHT BPYYHYIO B Tekymem ¢opMare Hu
MECTOIOJI0KCHUU:

HaXXMUTE 3Ha4YO0K «COXpaHUTh)» B JIEBOW YACTHU IIANKHU PEIAKTOPA, U

HCTIOJIb3YHTE coueTanue kinaBuil «Ctri+Sy, nnu

HaXXMUTE Ha BKJIAAKy «®dail»y Ha BepxHEW MaHeIM WHCTPYMEHTOB U BBIOEpHUTE
onuuio «COXpaHUTHY.

CxauuBaHue

YtoObl cKayaTh TOTOBBIM JIOKYMEHT U COXPAaHUTh €ro Ha >XECTKOM JHUCKE

KOMITbIOTEpA:

1. Haxxmute Ha BKiIaaKy «DailiDy HaA BEpXHEWU MaHEI HHCTPYMEHTOB,
2. BbIOepuTe omnuuo «CKayaTh Kak»,

3. BeIOepute oauH u3 goctynHsix Gopmaro: DOCX, PDF, ODT, TXT, DOTX,
PDF/A, OTT, RTF, HTML, FB2, EPUB, PNG, JPG.

ITeuaTsb

1. UroObl pacrieyatraTb TEKYIIYH TaOJMIly BOCHOJB3YWTECh OJHUM U3

CJIEIYIOLUX BapHAHTOB:

e Haxwmure kHonky [leuaTs E=l B 1€BOM YacTH MIANIKK PEJAKTOPA, UIU
e Hcnonwsyiite coueranne kinaBum Ctrl+P;

e Ha Bknagke «®aiim» Be1OepuTe oniuio «Ileuatby.

2. B okne [IpeanpocMorpa 3anante napaMeTpsl IevaTu:

IIpumeuyanue — Ha BkIagke «MakeT» MOXHO HAaCTPOUTH ClIeAylolIuMe mapameTpbl nedatu: [loms,
Opuenrtanus, Pasmep crpanunbl, O6macts neyatu, Brincate, [TeyaTaTh 3aroioBKu.
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Hoxywenr1.docx

r  Coumwi  Coswecrvanpabora  Jaupma  Ban  Mnanmd

Pucynok 209 — Oxno npeanpocmorpa

— IlpunTtep — BBIOOp TpHUHTEpaA JUIsl MEYaTH W3 BBIMAJAIONIEro crucka. Jlms

HACTPOWKH MapaMeTPOB IeYaTH MPUHTEpa HAXMUTE KHOMKY CBOMCTBO mpuHTEpa. B

3aBUCUMOCTH OT BBI6paHHOFO IIPUHTCPA 6YI(yT MNpCAJIOKCHBI  JOIMOJHUTCIIbHBIC

HAaCTPOWKH.
e J[Mama3oH meyatu — yKaKUTe, YTO HEOOXOAMMO HaIreyaTaTh:
® AKTHBHBIE CTPAHUIIBI — I€YATh BCEX CTPAHUIL JOKYMEHTA;
= Tekymas CcTpaHuMUa — II€4aTb CTPAaHULBL, I[IOKa3aHHOU

IPEANPOCMOTPE;

= HaCTpaI/IBaeMaﬂ [Ie4aTh — Me4aTb YKa3aHHbIX CTPAHUI] JOKYMCHTA.

e Komnunn — KOIMYECTBO KON NEYATHOW BEPCUU JIOKYMEHTA.

[Neuats

MpuHTEp
Kyocera F5-1040 v

CEOWCTEA NpUHTEpa

NuanasoH NevyaTu

HacTpaneaeman neyaTh b4
Crparnub: |36 10-12

Konuu: 1

Pucynok 210 — HacTpoiiku 1uana3oHa ne4yatu

pu
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[leyarath Ha 00eNX CTOpPOHAX — BOZMOKHOCTH I€4aTaTh Ha 00EUX CTOpPOHAaX
nucta. Onuus AOCTYNHA B 3aBUCHUMOCTH OT BbIOpAaHHOIO IPUHTEpPA B
napamerpe «lIpunTep».
Pazo0pare mo komusM — 3aJaHHe MOpsAIKa MEYaTh JHCTOB, MpPU MEYaTu
HECKOJIBKUX JK3EMILIAPOB.
[TapameTrpbl nucTa — yKaXXUTE€ WHAUBUAYAJIBHBIC NApaMETPhl Me4aTd s
KQ)KJIOI0 OTJEIBHOIO JIMCTA, €CIIM B BBINAAAIONIEM CIMCKE /[nama3zon neyatn
BbIOpaHa onus Bee nuctsr;
Pa3smep cTpanuibl — BbIOEpPUTE U3 BBINAJAIOIIETO CHUCKA OJUH U3
IOCTYITHBIX Pa3MEpOB;
OpueHTanus cTpaHulbl — BeiOepute oniuio KHmkHas, 4To0bl pacioaokuTh
CTpPAHMIy BEPTUKAJIbHO, WM MCIOJB3YWTE ONIHUI0 AJbOOMHAs, YTOOBI
PACIOJIOKUTH €€ TOPU3OHTAIIBHO;
[Tonss — u3 crrcka MOXKHO BbIOpaTh TUII U pa3Mep MoJiel JOKYMEHTA, TaKKe
JNOCTYIIHO  HCIOJIB30BAHUE  3apaHee  3aJaHHBIX  [IapaMETpOB  HIIU
CaMOCTOATEIIbHA HACTPOUKA;
CrpaHull Ha TUCTE — MO3BOJIAET PA3MECTUTh HECKOIBKO CTPAHMI] JOKYMEHTA
Ha OJIHOM II€4aTacMOoM JucTe. JlOCTYIIHBI BAPUAHTHI:

* | cTpanuIia Ha JUCTE (BHIOPAHO MO YMOJIYAHHUIO);

2 CTpaHUIbI HA JIUCTE;

4 cTpaHULBI HA JIUCTE;

6 CTpaHUIl Ha JIUCTE;

= & cTpaHUL Ha JIUCTE.
[Topsinok mevatu — onuusa paboTtaer coBMECTHO ¢ GyHKuuen «CTpaHull Ha
JUCTE» M TMO3BOJAET 33JaTh CIEJOBAaHUE CTpPaHUL JOKyMEHTa Ha
e4aTacMoM JIUCTE.
JIOCTyIIHBI BApUaHTBHI:

* Jlo ropu3oHTanu — cieOBaHUE CTPAHUI[ HA MEYATAEMOM JIUCTE CJEBA

HarpaBO U CBEPXY BHU3;
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= [lo BepTHKaJIXM — CIIEJOBAHHWE CTPAHUIl HA II€YATAEMOM JIMCTE CBEPXY
BHM3 U CJIEBA HAIIPABO.
ITociie HaCTpOMKHM NapaMeTPOB M€YATH HAXKMUTE KHOIIKY':
e [leuarp, yTOOBI COXpPAaHUTH U3MEHEHHUS U pacrevyaTaTh TaOIUILy;
e [leyarp B PDF, utoObl coxpanuth pokymeHT B dopmate PDF wu
pacrieyarars;
bricTpas neyarsn
beicTpas meyaTh — 3TO BO3MOXHOCTh HaIleyaTaTbh BECh JTOKYMEHT HA IMOCIEAHEM
BBIOpaHHOM MPUHTEPE WM Ha MIPUHTEPE M0 yMOIYaHHIo. [ OBICTpOI edyaT HaXXKMHUTE
KHOIIKY «bbICTpast meuatby» B manke peaakropa. Eciu 10 3Toro He ObU1 ycTaHOBIIEH (iiar
«bouple HE TOKa3bIBATh 3TO OKHOY», TO MOSIBUTCA MpeAynpexacHue (Pucynok 211).

BHuMaHue

Bbi BoiOpanu BeICTpyto Neyats: BeCb AOKYMeHT OydeT HaneyaTaH Ha
nocneaHeM BelBPaHHOM NPUHTEPE UMK HA MPUHTEPE NO YMONYAHUIO

Bbl xoTHTE NPOACIKNTL?

Bonblue He NoKkasbiBaTb 370 coobLlyeHune

Pucynok 211 — Ilpexynpexnenue ObICTPOil me4yaTH

IIeyaThr KOMMeEHTaApUEB

B penakrope nOKyMEeHTOB peajin3oBaHa (YHKIMS Te4aTH KOMMEHTapHUEB.
OT00pa3uTh KOMMEHTApUU TPU MEYaTH MOKHO B KOHIIE COAECPKUMOTro, COOKY OT
COJIEP)KMMOr0 WM COOKYy M B KOHIIE TEKCTa OJHOBpeMeHHO. Hactpoiika
OoTOOpaKeHUs I€YaTh KOMMEHTApUeB Mpou3BOAUTCA B paszaene «llapamerpbl
neuyatny» (Paiin — JlononuurenbHbie mapameTpbl — [lapameTpsl neuatn).

— Ileuartnb KOMMCHTAPHUEB I0CJIE€ COACPKUMOI'0 HA OTACJbHBIX CTPAHHIIAX

1. g oTOOpa’keHUs KOMMEHTApUEB MpPH ME€YaTH B KOHIIE COAEPKUMOIO Ha
OTIIEJBbHON cTpaHule nepeinure B pasaen «Ilapamerps neyatn» (Paitn —

JlononHuTenbHbIe MapaMmeTpbl — [lapameTpsl neyatn).

2. OT™MeThTe q)HaI‘OM OIIIIHUIO IleuaraTh KOMMCHTApHUHU ITOCJIC COACPIKUMOI'O Ha

OTHENbHBIX cTpaHulax (Pucynok 212).
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MapameTpkl ne4aTn

v'| TeYyarate KOMMEHTAPWKM NOCNE COASPHMMOro Ha OTAENbHbLIX CTPaHULEX

MNeyaraTe KOMMEHTapKWKU COOKY OT COLEPHMMOro

Pucynok 212 — I[TapameTpsl neyatu

3. Haxxmure kHOnKYy [IpMeHUTSD.
4. IlepeliauTe K MeyaTH Npe3eHTAIMU OJJHUM U3 CIIOCOOOB:

* nepeuaute no nytu: Pann — lleuars;

" Ha)XMUTE KHOIIKY [leyaTsp B mIanke peaakTopa;
= gaxxmurte coyetanue kiasum Ctrl+P.
5. B paznene «Iledats» B OKHE NPEABAPUTEIBHOTO IPOCMOTPA

KOMMEHTapuHu OyayT 0TOOpaKeHbI B KOHIIE JOKYMEHTA Ha OTACIbHBIX

JUCTAax.

KommeH Tapui K COgEp Mo My

CTRaMAS 1 Bepaass Nesas W CTh

B0 MR MOMRSLT ARU

[Regina

3T BT 0RO KOMMEKT ARV

6. Haxxmure kHonky Ileyats nnm [leuats B PDF.

IMeyaTh KOMMeHTapHEB COOKY OT COAEPKUMOTO

1. Ins oToOpakeHHsT KOMMEHTAapHEB NMpPH MEYATH B KOHLE COAECPKUMOIO Ha
OTJICNIbHOM cTpaHuIle nepeaute B pasnen «llapamerpsl neuatny (Pain —
JlononHuTenbHbIE TapamMeTpbl — [lapameTpsl nevyaT).

2. OrmetbTe dmarom ommuio [leyarath KOMMeHTapuu CcOOKY OT

conep:xumoro (Pucyrok 213).

MapameTpbl Ne4aTtun

MNeyaraTb KOMMEHTAPWUW NOCNE COAEPHUMOro Ha OTAENbHbLIX CTPAHWLEX

v/ Nevyarate KOMMEHTaPUKU COOKY OT COOEpPHMMOro

Pucynok 213 — IlapameTrpsl neyatu
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3. Haxxmure kHONKYy [IpMeHUTSD.
4. IlepeliguTe K neyaTH Npe3eHTAIMU OJJHUM U3 CIIOCOOOB:

* nepenaute 1o nytu: ann — Ileyars;

" HAXXMHUTE KHONKY [leyaTs B mIanke peaakTopa;
* HaxMuTe codyeranue knasui Ctrl+P.
5. B paznene «IledaTts» B OKHE PEABAPUTEIBHOTO IPOCMOTPA

KOMMEHTapuu Oy 1yT 0TOOpakKeHbI CIIpaBa OT COACPKaHUS IOKYMEHTA.

J1e recreasnd o vMaRT

e T TN LB SOAVEDNET 5 [N SN0 B A 2T A T T 0 e oY B B 0 o e o mem el
Regina 8

B [ o S T B SAVARIR TSR v -
s . o IO BTOPOA ROMMEHTADMA

Regina 8

Touen ot Sarm nam Taet w v
370 TRETHH BOMMEATEMA

6. Haxxmure xnonky Ilegats nnm Ilewats B PDF.

3.11.3 JlonosHHMTeJbHbIC IAPAMETPbI PEJAKTOPA JOKYMEHTOB

HNmeercs BO3MOYKHOCTh HM3MEHHUTH JOMNOJHUTENbHBIE MapaMeTpbl penakTopa
NOKYMEHTOB. [l mepexona K HUM OTKpOWTE BKIAAKY «@PailiDy HAa BEpXHEW IMaHEIu
WHCTPYMEHTOB U BBIOEpUTE ONIKUIO «JlOTOTHUTENbHBIE TAPAMETPBIY.

JlomoHUTEeNbHBIE TTApaMETPhI CTPYIIITUPOBAHBI CIEAYIOIUM 00pa3oM:

PenakTupoBanue u coxpaHeHue

— CoxpaHeHue MPOMEKYTOYHBIX BepPCUHl — MO3BOJSET MPOrpaMMe peryssipHO
COXpaHATh IPOMEKYTOUHBIE BEPCUM JIOKYMEHTa, IpPEJOTBpallas MOTEPI0 JaHHBIX B
ciy4yae cOO€B UM HEOKUJAHHOTO 3aKPbITHS.

CoBmecTHas padora

— lloapaznen Iloka3piBaTh HM3MEHEHUSI NPH PEHEH3MPOBAHMH I103BOJISIET
BBIOpATh C11OCO0 0TOOPaKEHHUSI HOBBIX U3MEHEHMIA.

e Iloka3piBaTh NpHM KJIHKe B BBIHOCKaX. lI3MeHeHHE oOTOOpakaercs B
BBIHOCKE IIPY HAYKATHUH HA OTCIIE)KUBAEMOE U3MEHEHUE.

e lloka3piBaTh NPU HaBeJeHMH B MOACKa3Kax. [lofcka3ka nossisercs npu
HABEJICHUU yKa3aTelsd MBIIIN Ha OTCIEKHUBAEMOE N3MEHEHHUE.

IIpaBonucanue
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—  Omuus Ilpoepka opdorpaduu HCMOIB3YETCS ISl BKIFOYCHUS/OTKITFOUSHUS
OILIMK MPOBEPKHU opdorpadumu.

— Ilponyckate cnoBa wu3 I[IPOIIMCHBIX BYKB. CnoBa, HanucaHHbIE
MPONMUCHBIMU OYKBaMM, UTHOPUPYIOTCS IPU MpoBepKe opdorpadumu.

— Ilponyckate cinoBa ¢ wmudppamu. CioBa, B KOTOPBIX €CTb LHU(DPHI,
UTHOPHUPYIOTCS TpU MpoBepke opdorpadum.

— Menw Ilapamerpsl aBTO3aMEHBL... II03BOJIIET  OTKPBITH  [apaMeTpbl
aBTO3aMEHbl, TAaKHE KakK 3aMeHa TeKCTa IMpH BBOJE, pAaClO3HAaHHBIE (PyHKIHUH,
aBTOOpMaT MpHU BBOJIE U JIpyTHE.

Pa6ouas o01acTh

— Omnmus Ucnonw3oBare knaBuiny Alt g HaBuranmu mno wuHTEpdEiicy ¢
MOMOILBIO KJIaBUATYPbl MCHOJB3YETC ISl BKIIOUEHHUS WCIONb30BaHUS KiaBuiuu Alt /
Option B coueTaHUSX KJIABUIIL.

— TlokaspiBath kHOMKY «lledaTb» B IIanke pegakTopa — B IIANKE PeAaKTopa
OyJzileT 0TOOpaXKaThCsl COOTBETCTBYIOIIAST KHOTIKA.

— Tloka3eiBaTh KHOTMIKY «COXpaHUTH)» B IIAINKE PEAAKTOpa — B IMAIMKE PEAAKTOPA
OyIeT 0ToOpaXkaThCs COOTBETCTBYIONIASI KHOIKA.

— Tloka3piBaTh KHONKY «OTMEHUTHY» B LIANKE pEJAKTOpa — B IIANKE peAaKTopa
OyzeT 0ToOpaKkaThCsi COOTBETCTBYIOIIAS KHOIIKA.

— Tloka3piBaTh KHOMKY «IIOBTOpUTHY» B IIANKEe peAaKTOpa — B IIANKE PEAAKTOPA
OyaeT 0ToOpaXkaThCsl COOTBETCTBYIOIIAS KHOTIKA.

— Omnmus Tema uHTepdelica UCMOIb3YETCS [JISi U3MEHEHHUS! I[BETOBOM CXEMBI

uHtepdeiica pepakropa:

L OHHI/IH CucremHas 03BOJISICT PCAaKTOPY COOTBCTCTBOBATH CHUCTEMHOU TeMe

uHTEpPeiica.

e (Bemas 1BETOBas raMMa BKJIIOYAET CTaHJApTHbIE CUHUM, OEJbIl U CBETIIO-
Cepblii 1LBETa C MEHbLIMM KOHTPAacTOM 3JIEMEHTOB HHTepdeiica,

IoAXOoaAMuruc AJIst pa6OTI)I B THCBHOC BPCMAI.
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Kitaccnueckast cBerias LBETOBas raMma BKJIIOYAET CTAHIAPTHBIE CUHHM,
OeJbIi U CBETJIO-CEPHhIH IBETA.
TemHas 1BeToBas raMMa BKJIIOYAET YEPHBIA, TEMHO-CEPBIM U CBETIIOCEPBIN
[BETA, MOAXOAIIHUE 17151 padOThl B HOYHOE BpPEMs.
KonTtpacTtHas TeMHas 1BeToBas raMMa BKJIFOYA€T YEPHBIM, TEMHO-CEPBIA U
Oenblii  1BeTa C OOJBIIMM  KOHTPAacTOM DJIEMEHTOB HHTepdeiica,
BBIICTIAIONINX pabovyro 001acTh daiina.
Onmus BriatounTh TEMHBIR pEeXUM HUCIIONIB3YETCs, UTOOBI C/eNaTh padoyyro
o0nacTh TeMHee, eclid AJis penakropa BbiOpana Temuas win KoHTpactHas
TeMHas Tema uHrepdeiica. [loctaBpre (uar «BKIIOYUTH TEMHBIA PEXKUM,
YTOOBI AKTUBUPOBATH ATY OMIIHIO.
Onums CtangapTHoe 3HAYeHHe MaclTada HCIOJIb3yeTcs ISl YCTaHOBKHU
CTaHIApPTHOTO 3HaueHus MacmTaba IyTeM ero BbIOOpa M3 CHHCKa
TOCTYIHBIX BapuaHToB OT 50% 1m0 500%. MoXHO Takke BBIOpaTh OIIIHIO
«ITo pazmepy crpanunbdy nwin «Ilo mmpuney.
Onmust XuHTHHr mPUGTOB UCHOIB3yeTCsl UIsl  BBIOOpa cmocola
oToOpaxeHus mpudra:

* Onuus Kak Windows — otoOpakeHue mpu@ToB Kak B ONEpPaiMOHHOM
cucteme Windows, T.e. C UCHOJb30BaHUEM XWHTHUHTA MIPUPTOB
Windows.

* Onmus Kak OS X — otoOpaxenue oroOpaxeHue MIPUPTOB KaK B
oTepalvoHHOM cucteme Mac, T.e. 6€3 XUHTUHTa IPUPTOB.

* Bribepute onunio CoOCTBEHHBIH — OTOOPAKEHHNE TEKCTA C XUHTHUHIOM,
BCTPOEHHBIM B (paiisibl mpudToB.

* Pe:xkxuM KAIIMPOBAHMS MO YMOJYAHUIO — UCIOJB3YETCS NJIsi BhIOOpa
peXuMa KIIIMpOBaHMS cuMBOJIOB mipudpra. He pexomengyercs
nepeKIoYaTh 06€3 0COOBIX MPUYMH. DTO MOKET OBITH MOJIE3HO TOJIHKO B
HEKOTOPBIX CJyyasx, HalpuMep, MPU BO3HUKHOBEHHHM MPOOJEMBI B

opay3zepe Google Chrome ¢ BKIIFOUCHHBIM allllapaTHBIM YCKOPEHUEM.
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3.11.4 IlapameTpsl NIpeACTABJICHUSA U HHCTPYMEHTHI HABUT ALIUN

B nporpamme n0CTyIieH psJl HHCTPYMEHTOB, IMO3BOJISIONINX OOJETYUTh IPOCMOTP
¥ HaBUTAIIMIO M0 TIOKYMEHTY: MacIlTad, yka3areab HoMepa CTpaHUIlbl U IPYTHE.

Hacrpoiika napaMeTpoB npeacTaBJIeHUs1

UTtoObl HACTPOUTH CTaHAAPTHHIE TApaMeTpbl MPEACTABICHUS UM YCTaHOBUTH
HauOosiee yIOOHBI pexXuM paboThl C JOKYMEHTOM, MepeuuTe Ha BKIAAKy Bua u
BBIOCpUTE, KaKWe dJIEMEHThl uHTepdeiica TpeOyeTcs CKpbITh WM 0ToOpa3uTh. Ha
BKJIaJiIke By MOkHO BbIOpaTh CleayIolye OnIuu:

— 3aroyioBKH — 117151 0TOOpa)keHUs 3aroJIOBKOB JJOKYMEHTA B JIEBO MTaHEH.

— Macmrab — ana BeiOOpa HY)KHOTO 3HaueHMs MaciTaba B auamna3zoHe ot 50%
110 500% wn3 BBITAIAOIIETO CIIMCKA.

— Ilo pasmepy crpaHuMubl — Ui OTOOpa)KEHUS BCEH CTpaHUIIBI LEIUKOM B
BUJIMMOM 00J1aCTH paboyero MpoCTPaHCTBA.

— Ilo mmpunHe — dYroOBI MIUPHHA CTPAHUIBI JOKYMEHTa COOTBETCTBOBANA
BHJIMMOM YacTH pabodeii 06acTH.

— Tewma unTepdeiica — BpIOCpUTE W3 BBHIMAJAIONIETO MEHIO OJHY M3 JOCTYITHBIX
tem uHTepdeiica: Cucremnas, Ceernas, Knaccuueckas cernas, Temnas, Konrpactaas
temHas. Korga Bkimiouena «Temnas» unu «KoHTpacTHas TeMHas» TeMa, CTaHOBHUTCS
aKTUBHBIM TEepeKIovaTens « TeMHBIN TOKyMEHT»; UCTIONB3YHTE €T0, YTOOBI BRIOPATH AJIS
paboueit 061acTH OSIBIM MM TEMHOCEPBIN IIBET.

— Bcerna nokasbiBaTh MaHellb UHCTPYMEHTOB — KOT/Ia 3Ta OMIMS OTKJIIOYEHA,
OyZeT CKpbITa BEPXHsSA MaHENIb WHCTPYMEHTOB, KOTOpas COACPXKHUT KoMaH bl Ha3zBanus
BKJIQJIOK IIPU 3TOM OCTAIOTCS BUAUMBIMU. (MOXHO Takke ABaXK/bl IIEIKHYTh 110 000N
BKJIJIK€, YTOOBI CKPBITh BEPXHIOIO MaHETh HHCTPYMEHTOB MM OTOOPa3UTh €€ CHOBA).

— Crpoka COCTOSIHUS — KOTJa 3Ta OMIMA OTKIIOYeHa, OyIeT CKphITa camas
HUKHSIS TaHeNlb, Ha KOTOPOM HaXOAWTCs YKa3aTelb HOMEpa CTPAHUIBI M KHOIKH
Macirada. UToOsl 0TOOPa3UTh CKPBITYIO CTPOKY COCTOSIHUS, IICIKHUTE MO 3TOW OMIIUU
ele pas.

— JIuHeWKW — Korja 3Ta OMIUs OTKIIOYeHA, OYAYT CKpPBITHI JTUHEHKH, KOTOpHIC

HCIIOJIB3YIOTCA JIJIA BbIpaBHUBAHUSA TCKCTA, FpaCl)I/IKI/I, Ta6J'II/II_[, U Jpyrux 3JICMCHTOB B
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JOKYMEHTE, YCTAaHOBKM TIOJICH, TMO3WUIMKA TaOynsiMu W OTCTynoB ab3areB. YToObl
0TOOPA3UTh CKPBITHIC TUHEHKH, IETKHUTE 10 3TOH OMIUH eIl Pa3.

— JleBast maHenb — I MPOCMOTpPA WIIA CKPBITHUS JIEBOW OOKOBOM TTaHEIH.

— IlpaBas manenb — AJig IPOCMOTPA WIIM CKPBITUS TPaBOi OOKOBOM MaHENH.

— IlpaBas OokoBasi maHenb CBEpHyTa MO yMOM4aHHIO. UTOOBI ee pa3BEepHYTH,
BBIJICTIUTE JIFO0OM OOBEKT MM (PparMeHT TEeKCTa M IIEIKHUTE IO 3HAYKy BKJIAIKH,
KOTOpasi B IaHHBbI MOMEHT aKTUBHpPOBaHA (UYTOOBI CBEPHYTH MPaByl0 OOKOBYIO MaHENb,
HIEIKHUTE 10 3TOMY 3HAUKY €III€ pa3).

— Korpga otkpeita nanens «Kommentapum» unu «Yary, 1eByro 60KOBYIO MaHEINb
MO’KHO HACTPOUTH MyTEM MPOCTOTO MEPETACKMBAHUS: HABEIUTE KYpPCOp MBIIIN Ha Kpau
JeBoil OOKOBOHM MaHe I, YTOObl Kypcop MpeBpaTWICA B JBYHAIPABICHHYIO CTPENKY, U
nepeTaluTe Kpal MaHenu BIOpPaBO, YTOObI YBEIUYHUTHh IIMPUHY TaHedu. YToObl
BOCCTAaHOBUTH UCXO/HYIO MIMPUHY, IEPETAITNTE Kpail TaHEeI! BIEBO.

Hcnonb3oBaHne HHCTPYMEHTOB HABUTAIIUH

Jlis  ocymiecTBICHUS HAaBHUTAIlMM MO JOKYMEHTY UCIHOJB3YHTE CIEIyIOIIHne
UHCTPYMEHTBI:

Knonkun MacmTad pacrnosyiokeHbl B MPaBOM HW)KHEM YTy U UCIOJb3YIOTCS st
YBEJIMUEHUSI W YMEHBIICHHS] TEKYIIeTo JOKyMeHTa. UToObl M3MEHHUTh BBIOPAHHOE B
TEKyIIM MOMEHT 3HaueHHe MacuiTada B MPOIEHTAX, IEJIKHUTE [0 HEMY U BbIOEpUTE B
CIIMCKE OJWH U3 JOCTYMHBIX MapaMeTpoB MacitadupoBanus (50% / 75% / 100% / 125%
/150% / 175% / 200%) unu ucnonab3yiTe KHOMKK YBEJIMYHTh + WK YMEHbIIUTh — .
Haxvure 3Hadok  Ilo mmmpuue '/, 4yToOBI  IMpHHA  CTPAHUIIBI  JOKYMEHTa
COOTBETCTBOBaJIa BUJIMMOM 4YacTH paboueil obmactu. YUTOOBI BCS CTpaHMIA LEIUKOM

nmoMeniasiacb B BHAUMOM  dYacTh  pa0odeid  o0macTv, HaXKMHUTE  3HAYOK

IIo pa3mepy cTpaHuUbI ) [Tapametpbl MacmiTaba JOCTYNHBI TaKXke HA BKIAJKe
«Buny.

Nunukatop «KoaudecTBO CJIOB» OTOOpa)kaeT TEKyllee KOJIUYECTBO CJIOB B
nokymente. lllenkauTe TO 5TOM HAAMKMCH, YTOOBI OTKPHITH OKHO CO CTATHCTUKOWM:
KOJIMYECTBO CTpaHull, ab3aleB, CJIOB, CHMBOJOB M CHUMBOJIOB C IpoOenamu. ITO

MOMOTaEeT OBICTPO MOTYYUTH HHHOPMAITHIO O pa3MepPe U CTPYKTYpe TEKCTA.
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VYka3zarenb HOMEpAa CTPAaHUIBI MOKA3bIBAET TEKYLIYIO CTPAHUIY B COCTaBE BCEX
CTpaHUIl TEKYIIETro JOKyMeHTa (CTpaHula «n» u3 «nny). lllenkuure mo 3Toil HaamUCH,
9TOOBI OTKPHITH OKHO, B KOTOPOM MO>XHO BBECTH HOMEP HYKHOU CTpPaHUIIBI U OBICTPO

MEPEUTH Ha HEeE.

3.11.5 IIpocmorpmmk 1okyMeHTOB P7-Oduc
MoxHO ncnonb3oBaTh [IpOCMOTPUIMK JOKYMEHTOB JJII OTKPBITHS M IPOCMOTPA
¢aiinos PDF, XPS, DjVu.
IHpocmorpuuk nokymenToB P7-O¢uc no3sosier:
— TIpocmatpuats ¢aiinsl PDF, XPS, DjVu,
— 100aBIATh KOMMEHTAPUH MPU TIOMOIIIN YaTa,
— IepeMeliaThCsl MeXAy ¢aiiaMu IpU NOMOIIM HABUTAIMOHHOW NaHelu, a
TaK)Xe MPOCMaTPUBATh 3CKU3bl CTPAHMII,
— HCNOJb30BAaTh HHCTPYMEHT BBIIEICHUS U HUHCTPYMEHT «Pykay,
— pacreyaTblBaTh U CKauMBaTh (ailiibl,
— HCIMOJb30BATh BHYTPEHHUE U BHEIIHUE CCBHUIKH,
— MOJy4YaTh JOCTYNl K JONOJHUTENbHBIM [apaMeTpaM peaakropa H
IPOCMATPUBATh HHPOPMALIUIO O JOKYMEHTE MPY MOMOIIHY BKIaAKH «Daiim» unu «Buay:
e Pa3MelieHue — namka Ha JUCKE, B KOTOPOUM XpaHUTCs (aid.
e Bianenen — uMs noap30BaTeNsl, KOTOPBIA co3aai (aiin.
e 3arpyKeH — JaTa U Bpems 3arpy3ku (aiina.
e (CraTUCTHKA — KOJIMYECTBO CTPaHMUII, ad3aleB, CIOB, CHMBOJIOB, CUMBOJIOB C
npoOenamu.
e Pasmep cTpaHuLbl — pa3Mepbl CTpaHUIl B (aiire.
e [locnennee u3MeHeHUE — 1aTa U BpeMs MOCIIEIHEr0 U3MEHEeHUs (aiina.
e (CoznaH — 1ata U BpeMs CO3JaHusl JOKYMEHTA.
e I[lpunoxeHue — NpUIOKEHUE, B KOTOPOM ObLIT CO3/1aH TOKYMEHT.
e ABTOp — UM YeJIOBEKa, CO3/IaBIIEro (aili.
e IIpomsBoaurens PDF — npunoxenue, ucnoiap3yeMoe ajsi IpeoOdpa3zoBaHus

nokyMeHrta B ¢popmat PDF.
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e Bepcus PDF — Bepcus ¢aiina PDF.
e PDF c teramu — nokassiBaet, cofaepkut ju Qaitn PDF Teru.
e bBICTpBI BEO-MPOCMOTP — TMOKa3bIBAET, BKJIIOYEH JH OBICTPBHIA BeO-
MPOCMOTP IS IOKYMEHTA.
— HKCHOJIB30BaTh IUIaTUHBL.

HNurepgeiic [IpocMoTpIIKa J0KYMEHTOB

Q

o m

Crpannua 2033203 3, Konuuectso cnos Bl B e Macwra6 100% +

Pucynok 214 — Unrepdeiic [IpocMoTpiinka 10KyMeHTOB

BepxHsis maHenb MHCTPYMEHTOB MNPEAOCTaBISET AOCTYNn K Bkiagkam «Daiiny,
«Bun» n «Ilnarusasby, a Takke K CICIYIOINM 3HAUYKAM:

— Haneuarats £l — mo3BosieT pacneyaTaTh (ai;

— Ckauatb B4 — 1o3BOJISIET cCKavaTh (pailyl Ha Balll KOMITBIOTED;

—  OrtkpsiTh =2 — pacnionoxeHue (aiiyia B 1€CKTOIMHONW BEPCUH MO3BOJISET B OKHE
[IpoBogHUKa — OTKpPHITh B HOBOM BKJIAJKe Opay3epa Mamky Ha JUCKE, B KOTOPOM
XpaHuTCs Qaili;

— JloGaBuTh B u3bpanHoe / Y 1anuTh U3 U30paHHOTO % 4T0GbI Jerko u OBICTPO
HaiiTh (ailsl, MEeTKHUTE MyCTYI0 3BE3/104Ky. DTOT (aiin OyaeT nodaBieH B M30paHHOE.
IllenkHyTEe 3amONHEHHYIO 3BE3J0YKYy, 4YTOOBI yaanuTh dailm u3 u30paHHOTO.
JloGaBneHHbI aiin — 3TO SpIbIK, TOITOMY caM (aiia ocTaeTcsl B UCXOJAHOM MeECTE.
VYnanenne ¢aiina n3 n30paHHOTO HE MPHUBOAWUT K yHalieHWIo (ailyia U3 €ro MCXOIHOTO

MCCTOIIOJIOKCHU,
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— Ilouck — 370 QyHKIMS, C TOMOIIBIO KOTOPOH MOKHO HaxXOAMTh B JIOKYMEHTE
KOHKPETHOE CJIOBO, CHMBOJI U APYTHE JIEMEHTHI.

— Ilonb3oBarens k=4 — oToOpakaeT UMs MOJIB30BATENsl MPU HABEJCHUHM HA HETO
Kypcopa MBIIIIH.

B Crpoke cocrosiHMs, pacnoyIoKEHHOM B HMKHEM 4acTH OokHa IIpocmorpiumka
nokymeHToB P7-Ocduc, ykaspiBaeTcsi HOMEp CTpaHHUIBI U OToOpaxaroTcs (OHOBBIE
YBEAOMJICHHSI O COCTOSIHHH. B CTpOKe HaXxOosATCs CeAyIoNne NHCTPYMEHTHI:

— HWucTpymenT BbigeneHus EH — mo3BOJISET BBIACIATh TEKCT B daiine.

— Huctpyment «Pyka» — TI03BOJISIET TMEpeTacKuBaTh W MPOKPYUYUBAThH
CTpaHUILy.

— Tlo pasmepy crpanuns! & — mo3Bonser M3MEHHTH pa3Mep CTPAHHUIEL, YTOOBI Ha
AKpaHe 0TOOpa)kajaach BCA CTpaAHULA.

— Ilo mmpune no3Bomser “*! — mo3BonseT U3MEHUTHh pa3Mep CTPAHUIIBI, YTOOBI

OHAa COOTBCTCTBOBAJIA IIMPUHE 3KPAHA.

. o,
— MacmTab MacwTab 100% -

MO3BOJISIET  YBEJIWYMBATh M yMEHbBIIATh
MacmTad CTpaHUIIbI.

Ha JleBoii 60KOBOI MaHEIN HAXOIATCS CJICIYIOIMINE 3HAUKHU:

— Ilownck ¥ — mo3BossieT UCI0JIB30BaTh UHCTPYMEHT IIOMCKA U 3aMEHBI,

—  YarlEl — nossonser OTKpBITH NaHesb Yara,

— 3arojioBKM = — TMO3BOJIAET OTKPBITh MaHENb «3arojioBKW», Ha KOTOPOM
OTOOpa)kaeTcs CIHUCOK BCEX 3aroJIOBKOB C YYETOM COOTBETCTBYIOIIMX YPOBHEM
BiokeHHOCTH. lllenkHuTe HaA 3arojioBOK, 4TOOBI MEPEUTH K CTPAHMIIE, COJACPIKAIICH
BBIOpaHHBIN 3ar0JI0BOK.

— O nporpamme © _ mnossomster MPOCMOTPETh CBEICHUS O MPWIOKECHUU, B
KOTOPOM PEIAKTUPYETCS JOKYMEHT.

— DOcku3 cTpaHuIlbl =l — MO3BOJIIET OTOOpaKaTh ICKU3BI CTPAHUI] JUIsI OBICTPOM

HaBUraigyi 110 OOKYMCHTY. U_IGJIKHI/ITe Ha 3HA4O0K © Ha TaHEIU «DCKHU3BI CTpaHUI,

YTOOBI MOTYYUTh J0CTy K «IlapameTpam 3cKU30B»:
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Q DCKM3bI CTPaHNL B3 X
5':3""':—';1 SCEM3I0E

= %

= 0 O Jil

- v BoiienMTs BMIMMYID YaCTb CTPAHMLb

Pucynok 215 — IlapameTpbl 3CKHU30B

— IleperamuTe NOA3YHOK, YTOOBI U3MEHUTH pa3Mep ICKU3A.

— UYto0BI yka3aTh 00JaCTh, KOTOpasi B JaHHBII MOMEHT HaXOJIUTCS Ha 3KpaHe,
aKTUBUPYUTE ONUUIO «BBIAEIUTS BUAUMYIO YaCTh CTpaHULbI». JlaHHAS ONLKS BKIKOYEHA
10 yMOT4aHu10. YToObI OTKIIIOUUTD €€, IISIKHUTE ellle pas.

—  YtoOsI 3aKPBITh ITIAHCIIb «ICKHN30B CTpaHHuI», CIIC pa3 HAXKMUTC HA 3HAYOK ©

«ICKH3BI CTPAHUL HA JIEBOM OOKOBOW MaHEH.

3.11.6 @PyHkuMs MOUCKA U 3aMEHbI

YTtoObl HaWTH HYXHBIE CHUMBOJIBI, CJIOBa WIM (pa3bl, HUCIOJIH30BAHHBIE B
JOKYMEHTE, KOTOpPbIH B JAHHBIM MOMEHT PEIAKTUPYETCA, HAXKMUTE HAa 3HAYOK E,
PACIIONOKEHHBIN Ha JIEBOM OOKOBOM MAaHENH, WU 3HAYOK Q PACIIOJIOKEHHBIN B PABOM
BepxHEeM yriny. Takke MOXKHO HCMOJb30BaTh codeTaHue kinaBuil «Ctrl+F», dToObI
OTKPBITh MAaJIEHbKYIO TMaHeNlbh TOMCKa, win couertanue kiaBuin «Ctrl+Hy», uToOsl
OTKPBITh PACIIMPEHHYIO NTAHEIIb TOMCKA.

B mpaBom BepxHem yriiy pabouedt 00y1acTU OTKpOETCS MalleHbKasi IaHelb

«ITouck» (Pucynok 216).

Pucynok 216 — Ilaneas «Ilouck»
Y10o0HBI OTKPBITH AOMOJHHUTCIIbHBIC ITAPpaMCTPbl, HAXKMUTC 3HAYOK HWJIN HCHOHBSyﬁTe

coueranue kiapum Ctrl+H.
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OTtkpoeTcs pacimupeHHas naHenb novcka (Pucynok 217).

n Mouck u 3ameHa b

C yseTom perucipa

O] ToNBKO CNOEC LENHKOM

Pucynok 217 — PacmiupeHHas naHeJIb OMCKA

1. BBeaure 3ampoc B COOTBETCTBYIOIIIEE 10JIE€ BBOAA JaHHBIX «[lonck».

2. Ecmm tpebyercst 3aMEHUTh OJTHO MM 00JIee BXOXKISHUH HalIEHHBIX CHMBOJIOB,
BBEJUTE TEKCT I 3aMEHbl B COOTBETCTBYIOIIEE TMOJIE BBOAA JIAHHBIX
«3aMeHUTh, Ha». MOXXHO 3aMEHUTb OJHO BBIJICICHHOEC B JaHHBIM MOMEHT
BXOXKJICHUE WJIM 3aMEHUTH BCE BXOXKJICHHS, HAXKAB COOTBETCTBYIOIIME KHOIKHU

«3aMEHUTH» WA «3aMEHUTH BCEY.

3. I[JIH HaBUI'alliH IIO Haﬁ,[[eHHBIM BXOXICHUAM HAKXMUTC OJHY M3 KHOIIOK CO
CTpCIIKaMH. Knonka  1moka3bIBacT ciIeayromee BXOXKICHHC, a KHOIIKa /™

NIOKa3bIBAET MPEABIIYIIEE.

4. 3apmaitite mapaMeTpbl MOKWCKA, OTMETUB HY>KHBIE OIILHMH, PACIOI0KEHHBIE O]

MMOJISIMU BBOJIA:

e (C yyeTrom perucrpa NOUCK OCYIIECTBISAETCS TOJBKO JUIsl COBHAJECHUU,
HAIlMCAaHHBIX CTPOr0 WAECHTHUYHO BAaLIEMYy 3alpocy (HalpuMmep, NpU BBOJE
cinoBa «Penmaktop», cucrema He OOHapy>KUT BapUAHTbl HAIKMCAHUS
«penaktop» niau «PEJJAKTOP»).

e TOJNBKO CIOBO LEIMKOM — HCIOIB3YETCS Ul IIOACBETKH TOJIBKO CIIOB
LETUKOM.

Bce Bxoxaenust OyayT mojcBedeHbl B (aiijie W MOKa3aHbl B BUJAE CIHCKA Ha
na"enu «Ilomek» cieBa. Mcronp3ynTe CMCOK I MEpexoJa K HYKHOMY BXOXICHUIO

501041 HCHOHBSYﬁTe KHOIIKA HaBUTAIIUU ™~ U v
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[TognepxuBaeTcs MOUCK CHEIUAIBbHBIX CUMBOJIOB. UTOOBI HAWTH CHEIUATbHBIN
CHUMBOJI, BBEJIUTE €r0 B MoJi€ Moucka. CIuCOK CHeuanibHbIX CUMBOJIOB, KOTOPBIE MOXKHO

WCIIO0JIb30BaTh B IOMCKE NMPUBEAEH B Tabnuua 4.

Taoauua 4 — CriennaJdbHbI CHMBOJI M €r0 OIUCAHUE

CrenuanbHbId CUMBOJ Ornucanue
A Pa3peiB cTpoku
Mt [To3unus TaOynauuu
A7 JIro6o¥ cumBoOI
Nt JIrobas mudpa
~$ Jrobas OykBa
n Pa3pbIB KOJIOHKHK
e KonueBas cHocka
i CHocka
g I'paduaeckuii rmemMeHT
m PaspsIB cTpaHuIbl

~ HepaspsiBHbIii neduc
s Hepa3zpeiBHbIil ipoben

Cumson Kpeleuka

W JIro6oii mpoben
M Tupe

A= Heduc

Ny JIro0as uepTouka

3.11.7 IlIpoBepka opdporpadpun

MmeeTcss BO3MOKHOCTB ITPOBEPATH NPABONMCAHNE TEKCTA HA ONPEAEICHHOM S3bIKE
Y UCIPABIIAThH OIIMOKU B XO/I€ peAakThupoBaHus. [Ipexae Bcero ans 3Toro HaJao BeIOpaTh
SI3BIK OKyMeHTa. Haskmure Ha 3HAaUOK 3a71aTh A3bIK @ OKYMEHTa B CTPOKE COCTOSHHUSI.
B okne, koTopoe nosiButca (PucyHnok 218), BoIOEpUTE HYKHBIN A3bIK U HAKMUTE KHOIMKY

OK. BriOpaHnHbIif s13bIK OyJI€T IPUMEHEH KO BCEMY JIOKYMEHTY.
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Buifpatb A3bIK AOKyMEHTA

‘“59 Pycckmit (Poccus) A

Runasimi (Piruw)

Rumantsch (Svizra)

Romana (Moldova)
ABS Romana (Romania)

Pycckui (Mongasuna)

Kinyarwanda (Rwanda)
W (MR
Caxa (Poccua) @
Sindhi (India)
Sindhi (Pakistan)
PucyHnok 218 — Bb10op f3bIka JOKYMeHTa
UtoOBl BBIOpaTh KAaKOM-TO APYroM A3BIK AJisl JTHOOOro (parMeHTa TEKCTa B ATOM

JOKYMCHTC, BBIACIMTC MBIINBKO HYXHYIO YaCTb TCECTa H HCHOHBSYP'ITC MCHIO

Pycckun (Focens) v yoropoe HAXOAUTCS B CTPOKE COCTOSTHHSL.

Jlnst BTroueHus GyHKIMM mpoBepku opdorpady MOKHO CAECNATH CIEAYIOIICE:

— Haxwure Ha 31240k [IpoBepka opdorpaduu ¥4 B cTpoke COCTOSHUS UITU

— Orkpoiite Briaaky «®daim» BepxHEl MaHeTu HHCTPYMEHTOB, BbIOEpHUTE
onuuio «JlONMONHUTENBHBIE MapaMeTpbl», IOCTABBTE TaAJOYKy PSIJAOM C OILHEH
«Bxrounts nposepky opdorpapun» u HaXXMUTE KHONKY «IIpuMeHUTHY.

CnoBa, HanmucaHHble C OIIKUOKaMH, OYyAYT MOJYEPKHYTHl KpPAaCHOM 4YepTOH.

[[lenkauTE MPaBON KHOIMKOM MBIIIH MO HY’KHOMY CJIOBY, YTOOBI BBI3BaTh MEHIO (PucyHOK

219).

Omﬁ@l

Owmbxa

MponycTMTE
MponycTUTE BCE

@ Bribparb \3biK »

PucyHnok 219 — MeH10 K cJ10BY ¢ 0IIMOKOI
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— BeiOepute 0gHO W3 MPEUIOKEHHBIX MOXOKHUX CJIOB, KOTOPbIE HAIUCAHBI
MPaBUWJIBHO, YTOOBI 3aMEHHUTH CJIOBO C OIMOKOM Ha MpeJIokeHHoe ciioBo. Ecnu HaitneHo
CJIMIIIKOM MHOT'O BapUAHTOB, B MEHIO MOSABIISIETCS MYHKT «boJibllle BApUAHTOB...»;

— Hcnonwsyiite onuuio «[IpomycTutsy, 4ToObl IPOMYCTUTH TOJIBKO 3TO CIIOBO U
yOpath mnoguyepkuBaHue win IIpomycTuTh Bce, YTOOBI MPOMYCTUTHh BCE HACHTUYHBIC
CJI0BA, IIOBTOPSIOIINECS B TEKCTE;

—  BBIOEpUTE APYTOM SI3BIK JIJIs1 TOTO CIIOBA.

— Hna ortkmoyeHuss (QYHKIUUA TpOBEpKU opdorpaduu MOXKHO —clenarhb
CIEAYIOIICE:

— Haxwmure Ha 3Ha4oKk «IIpoBepka opdorpadum» B CTpoKe COCTOSAHUS WU

— Ortkpoiite Bkiagky «®aim» BepxHEW MaHEeTu HWHCTPYMEHTOB, BBIOEpHUTE
onuuio «JlomoaHUTENbHbIE TapaMeTphl», yoepure ¢iar psjaoM ¢ oniuell « BKiroduTsy

pOBEPKY opdorpaduu U HAKMUTE KHONKY «I[pUMEHUTHY.

3.11.8 @OyHKUMH aBTO3aAMEHBI

OyHKIUKM aBTO3aMEHBI HCTOJB3YIOTCS I aBTOMATHYECKOTo (opMaTHPOBAHUS
TeKCTa TpH OOHAPYKEHHHM WJIM BCTABKH CIICIMAIBHBIX MATEMAaTUYECKUX CHUMBOJIOB
MyTeM paclo3HaBaHUS OMpPENEICHHBIX CUMBOJIOB. JlOCTymHBIE MapamMeTphl aBTO3aMEHBI
MIEPEYUCIICHbI B COOTBETCTBYIOIIEM JAHAIOTOBOM OKHE. UTOOBI €ro OTKPHITh, MEpEeHInTe
Ha BKIAnKy «@aitm»y — «JlomomHuTeNnbHBIE TMapameTpel»y — «lIpaBomucanme» —
«[TapameTpbl aBTO3aMEHBI.

JlnanoroBoe OKHO « ABTO3aMEHay COAEPIKUT YEThIPE BKIAJIKH:

— ABTO3aMeHa MaTeMaTHYECKUMHU CUMBOJIAMU;

— Pacno3nannsie GyHKINY;

— ABTodopmMar npu BBOJE;

— ABTO3aM€Ha TEKCTa.

ABTO3aMeHa MAaTeMaTHYeCKMMH CUMBOJIAMH

[Tpu paboTe ¢ ypaBHEHUSMU MHOXKECTBO CHMBOJIOB, TUAKPUTHUECKUX 3HAKOB U
3HaKOB MAaT€MaTHYECKUX JCHCTBUI MOXHO JOOABUTH MyTEM BBOJA C KJIABHATYPHI, a HE

BBIOMpAs MA0JIOH U3 KOJUIJICKIIUH.
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B penaktope ypaBHeHU yCTaHOBUTE Kypcop B HYKHOM II0JI€ JIJIsi BBOJIA, BBEJIUTE
cnenuanbHbli koj u HaxMmurte «IIpobGeny». BeneHnHblii kox OyaeTr mpeoOpa3oBaH B

COOTBETCTBYIOIINN CUMBOJI, a Tpo0en OyIeT yIaleH.

[ IIpumeuyanue — oOpaTuTe BHUMAHHUE, YTO KOJbI 3aBUCST OT PETUCTPA CUMBOJIOB. ]

Bbr Moxxere n100aBnsiTh, W3MEHATb, BOCCTAaHABIMBATh M YAAJATh 3alHCU
aBTO3aMEHbl M3 cHucka asro3aMmeHbl. llepeiigute Bo Bkuaaky «®daim»y —
«JlonmonHurenpHble napameTps» — «lIpaBonucanne» — «llapamerpsl aBTO3aMEHBD» —
«ABTO3amMeHa MateMaTu4ecKumMu cuMmBosiamm» (Pucynok 220).

Y100BI 10OABUTH 3alIMCh B CIIMCOK aBTO3aMEHDI:

— Beemure KOO aBTO3aMEHbI, KOTOPBIA XOTUTE HCIIOJIb30BaTh, B IOJIE
«3aMEHUTHY.

— BBenuTe cuMBOI, KOTOPBIN OyI€T MPUCBOEH BBEIEHHOMY KOy, B moJie «Hay.

— IllenkauTe Ha KHOTIKY «/{00aBUTHY.

YT0oOB! N3MEHUTH 3aIIUCh B CIIMCKE ABTO3AMEHBI:

— BriOepuTe 3anuch, KOTOPYIO XOTUTE H3MEHUTb.

— Bbl MOoxeTe U3MEHUTh MHPOPMALUIO B MOIAX «3aMEHUTb» g kona u «Hay
JUISL CUMBOJIA.

lenxuuTe Ha KHOMIKY «/]00aBUTHY.

YToOb! y1aNUTh 3alUCh U3 CIIMCKA aBTO3aMEHBI:

— BriOepuTe 3anuch, KOTOPYIO XOTUTE YIAIHUTh.

— IllenkHuTe HA KHOMNKY «Y JATUTH).

UToOBl BOCCTAaHOBUTH paHee YAAJCHHbIE 3aIlMCH, BbIOEPUTE M3 CIUCKA 3alKCh,
KOTOPYIO HY’KHO BOCCTAaHOBUTb, U HAXKMUTE KHONKY «BOCCTaHOBUTH.

YToObl BOCCTAHOBUTH HACTPOMKHU MO YMOJIYaHHIO, HAXXMHUTE KHONKY «COpOCHUTH
HacTpoukmuy. JIrobas 1oOaBieHHAs 3alUCh aBTO3aMEHbI OyJeT yJajieHa, a U3MEHEHHbIE
3Ha4YeHHs OyayT BOCCTAHOBJICHBI /IO UX UCXOJHBIX 3HAYCHUI.

YToObl OTKIIOYUTH aBTO3aMEHY MAaTeMaTUYeCKUMHU CHMBOJIAMH M U30€XaTb

aBTOMATUYECKUX M3MCHEHUM U 3aMCH, CHUMUTC (1)na>1<01< «3aMEHSITh TEKCT IIpHu BBOACH.
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[TosiHBIM CIMCOK MOAAEPKUBAEMBIX KOJIOB MOYKHO HAWTHU Ha Bkiajke «Dawmy —
«JlonosHuTENbHBIE MapameTpsl...» — «lIpaBonucanune» — «llapameTpsl aBTO3aMEHbB»
— «ABTO3aMeHa MaTEMaTUYECKUMHU CUMBOJIAMM)).

ABTo3zameHa

AsTozameHa v| 3ameHATb TEKCT Npu BEOJE
MaTemMaTUYecKuMK
CHMBEONaMn 3aMeHHUTE: Ha:
PacnosHaHHBle yHKLMN

|! n
ABTohOpMaT Npyu BEOZE = o
ABTO3aMeHa TeKcTa -+ +

> —

Napprox #

CBHpOCHTL HACTPOIKM

3aKpeITe

Pucynok 220 — Bkiaaaka «ABTO3aMeHA MATEeMATHYECKMMHU CHMBOJIAMID)

Pacno3znanubie pyHkumu

Ha »Toif BKJIafike MPENCTAaBICH CIMCOK MATEMaTUYECKUX BBIPAXKEHUN, KOTOPbHIC
OyInyT pacrio3HaBaThCsi pemakTopoM GopMyn Kak (YHKIHH, U, MOITOMY HE OYyIyT
aBTOMATHYECKU BBIJCICHBI KypCHBOM. UTOOBI MPOCMOTPETh CHHUCOK PaclO3HAHHBIX
byukuii, nepeiiaure Ha BkIaAKy «®Painm»y — «JlomoaHHUTENBHBIE MapamMeTpey —
«IIpaBoriucanue» — «llapameTrpbl aBTO3aMeHb» — «Pacmno3Hannbie QyHKIIN
(Pucynok 221).

UTo0b! 100aBUTH 3aMKCh B CIIUCOK PACIiO3HABaeMbIX (DYHKITHI, BBEIUTE (PYHKITUIO
B ITyCTOE I0JIE€ U HAKMUTE KHOIKY «J[00aBUTHY.

YToOb!I yaanuTh 3aMKCh U3 CIIKUCKA PACO3HAHHBIX (DYHKIMN, BEIOEpUTE (DYHKIHUIO,
KOTOPYIO HYKHO YJIaJIUTh, U HAXKMHUTE KHOIKY «Y JaTUThY.

UTtoObl BOCCTAaHOBUTH paHEEe YJaJCHHBIE 3aIllUCH, BHIOEPUTE B CIIUCKE 3allUCh,

KOTOPYHO HY’KHO BOCCTAHOBHUTDH, 1 HAJKMUTC KHOIIKY «BoccTaHOBUTDY.
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UToOBl BOCCTAHOBUTH HACTPONKU IO YMOJTYAHHUIO, HAXMUTE KHOMKY «COpOCHUTH
a YyHaJICHHbIE —

HacTpoiiku». JlrobGas poOapineHHass ¢yHKIUsS OyJaeT yHaaleHa,

BOCCTAHOBJICHBI.

ABTO3aMeHa

ABTO3aMeHa
MaTeMaTu4ecKuMn
cHMBONamMMn

CrefywlUMe BbIDaKEHWA ABNAKOTCA PACMO3HAHHBIMY MATEMATHYECKUMM
YHKUMAMU. OHM He GyoyT aBTOMATUYECKN BbIAENATLCA KYPCHBOM.

AEBTOCPOPMAT Npu BEOAE

ABTO3aMeHa TeKkcTa

acos
acosh

acot

acoth
acsc
acsch
arccos
arccosh

arccot

COpOoCHTbL HACTPOIKK

3aKpbiTe

Pucynok 221 — Briaaka «PacnnosHaHHble PyHKIIUN»

ABTOdOpMAT IPH BBO/IE

[lo ymomyanuto, peakTop npumeHsier (opMaTupoBaHUe BO BpeMsi Habopa TeKcTa
B COOTBETCTBUHM C IMpPEAYCTaHOBKAMHU aBTOMATHYECKOTO (OpPMATUPOBAHUS: 3aMEHSET
KaBbIYKM, ABTOMATHMYECKU 3allyCKaeT MAapKUPOBAHHBIM CIHUCOK WM HYMEPOBAaHHBIM
CIIUCOK TIPW OOHAPY’KEHWU CIHCKA M 3aMEHSIET KaBBIYKU WM TpeoOpasyer neduchl B
THpE.

Eciu  HyXHO OTKJIIOYUTH MPEIyCTAaHOBKKM aBTO(POPMATUPOBAHUS, CHUMUTE
OTMETKY C HEHYXXHBIX OIIUW, I OTOro IEpeuauTe Ha BKIAAKy «Pam» —
«JlononHuTepHBIE MapameTpbly — «lIpaBonucanue» — «llapamerpsl aBTO3aMEHBDY —>
«ABTtodopmar nipu BBojie» (Pucynok 222).

Omnnust «J{06aBiasiTh TOUKY JBOMHBIM MPOOETIOMY» 110 YMOTYAHUIO OTKIIOYEHA.

Bxirounte JaHHYIO OMNIUIO, €CIM  XOTUTE, YTOObl TOYKAa aBTOMAaTHYECKHU
700aBIIsIaCh TIPH IBOMHOM HaKaTHH KJIABUIIH MpooOea.

UtoObl  BKIIOUUTH WM  OTKIIOYUTH

npeayCTaHOBKU ABTOMATHYCCKOI'O

dbopmaTupoBanus, iepeiuTe Ha BKIAAKY «®Dailm» — «JlomogHUTENbHbIE TapaMeTPhD»
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— «[IpoBepka npaBomnucanus» — «llapameTpbl aBTO3amMeHBY — «ABTOGOPMAT TIPH
BBOJIEY.

ABTO3ameHa

ABTO3aMeHa 3amMeHATE Npu BEOAE
MaTeMaTu4eckummn

cUMBONaMH v MpAMbIE KaBbIYKKW NapHbIMKU

PacnosHaHHbIe (hyHKUUK V] Degmcnl () Ha THpe (—)

v Anpeca B VIHTEPHETE W CETEBLIE NMYTH TUNEPCCHINKAMM
ABTodhopMaT Npu BBOAE N v "
[00aBnATL TO4KY ABOWHEIM NpoGenom
ABTO3aMeHa TeKcTa
MpUMEHATE NpU BEOAE

v CTWNKM MapKMpOBaHHbIX CMMCKOB

v CTunu HYMEPOBaHHbIX CNUCKOB

3aKpbITh

PucyHnok 222 — Bkiaaaka «Asrodopmar npu BBoae»

ABTO3aMeHa TeKCTa

Bo3moxHO 3amaTh aBTOMAaTHYECKOE NPUMEHEHHE 3arjiaBHOW OYKBBHI B Hadale
Ka)KJIOTO MpeJJIoKeHU. ITa (YHKIUS aKTUBHPOBAHA 10 YMOJT4YaHUI0. |1 OTKIIFOYeHUs
ATOM OMIMU HEOoOXOoAMMO TepedTH Ha BKIaaky «Dainm»y — «JlomosHuTenbHbIC
napameTpel» — «lIpaBonucanue» — «IllapameTrpbl aBTO3aMEHB» — «ABTO3aMeHa
TeKCTa» U yOpaTh TaJIOYKy HAIPOTHB MyHKTa «J/lemaTe mepBbie OyKBBI IPEAJIOKESHUM
MPOMUCHBIMIW». B TOM K€ OKHE MOXHO 3aJaTh MCKIIOYEHHUS] — CUMBOJIbI WJIM CJIOBA,
MOCJIe€ KOTOPBIX aBTOMAaTHYECKH HE OYyJeT IMPOCTABIATHCS 3arjlaBHas OyKBa, Ja)ke €CIIH

nepea HUMH CTOUT TOYKaA.
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ABTO2ameHa

ABTO3aMeHa v [enatb nepebie GyKebl NPEANOHKEHMUIt NPONMCHBIMA
MaTeMaTH4eCKUMMK
CMMEONamMn ¥| Denarb nepsbie GyKBbI AYEEK TAGNML NPOMUCHLIMMU

PacnosHaHHble yHKLUN VCKIMto4eHne ANA A3bika:

Pyccknil (Poccus) v
ABToChOpMAT Npyu BEOAE

He MCnonL30BaTh 3armaBHbie OYKBbI nocne
ABTO3aMeHa TeKcTa

BB.

(=1}

CBpOCHTE HACTPOMKM
3aKpeITh
PucyHok 223 — Bkiaaka «ABT03aMeHA TEKCTa»

3.11.9 3ammura JI0KYMEHTOB € IOMOIIbIO MAPOJIS

NmeeTcss BO3MOKHOCTH 3allIUTUTL CBOU JOKYMCHTBI IIpU TIOMOIOW I1apOJId,
KOTOpBIﬁ Tpe6yeTc;I COaBTOpaM IIOJIB30BATCIIA JIA BXOOdAd B PCKUM PCAAKTUPOBAHMA.

Haponb MOHO U3MCHUTH WX YAAJIUTD ITIO3KC.

IIpumeuanue — HeoOxoanmo oOecreunTh HAAS)KHOE XPAaHEHUE Mapoiisi, TaK KaK €ro yTeps CHeTaroT
BOCCTAHOBJICHHE HEBO3MOXHBIM.

YcraHoBka napoJist

— Haxwmure na xkHonky IlludpoBaTs Ha BKIIagKe «3amuray, Win

— llepeiinure Ha Bknaaky Paiin Ha BEpXHEW MMAHEIN HHCTPYMEHTOB,

— BriGepute onmuro 3amuTUTB,

— Haxwmure kHonky J[06aBUTH MapoJib,

— Bgeaute napons B nojse Ilapons u npoxyonupyiite ero B nojse IloBTopure
napoib, 3ateM HaxkmuTe «OK». Haxwmute Ilokazate maponbs @ , 4ToObl TIOKA3aTh WU

CKPBITh IIAPOJIb.
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YcTtaHoBKa napons
3anaiTe napons, YTo0bl 3AWWTUTE 3TOT JOKYMEHT
Maponk

MoBTOPHUTE Naponk

BHumaHue: Ecnuv naponb 3a0biT UMW YTEPAH, €0 HEMNbL3A BOCCTAHOBUTH
XpaHWTe ero B HaaexHoOM MeCTe.

Pucynok 224 — Bkiaaaka «ABTO3aMeHa TEKCTa»

CMmena mapoust

1. Haxxmwure Ha cTpenky psagom ¢ kaonkoi [Indposats Ha BKitanke «3ammray,
2. 3arem Ha)xMUTe KHONIKY V3MEHUTH NapoJib, UiIu

3. Ilepenaure Ha BKknaaky Paiin Ha BEpXHEN ITAHEIN HHCTPYMEHTOB,

4. Bpibepute oniuio 3alUTUTD,

5. Haxmute KHONIKY MI3MeHHUTH 11apos,

6. Beegute mapons B noine Ilapons u npoxyonupyiite ero B noise «lloBropure

napoiaby», 3aTeM HaKMuTe «OK».

Ynanenue napoJs

1. Haxxmure Ha cTpenky psaaom ¢ kHonkoi IudpoBaTe Ha BKilagke «3ammray,
2. 3areM Ha)XMUTE KHONKY Y AaJIUTh MapoJib WU

3. Ilepeitnute Ha BkJIaaKy Daiisl HA BEpXHEW MaHeId UHCTPYMEHTOB,

4. Bpibepute onuuio 3alllUTUTB,

5. Haxmute KHONIKY Y JanuTh nmapoJib.

3.12 BcTpoeHHbI ACCHUCTEHT

B cocrtaB TtekcroBoro pemakropa P7 uHTErpHpoBaH BCTPOEHHBIM ACCHCTEHT,

MpeIHa3HAYCHHBIN JIsl TOBBIIECHUS A ()EKTUBHOCTH U Ka4eCTBa PabOTHI C TEKCTOM.
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ACCI/ICTCHT MpcaoCTaBJACT ITOJIB30BATCIIIO HHTCIUICKTYAJIbHBIC NMHCTPYMCHTHI JIA
PEAAKTUPOBAHMS, aHAJIN3ad U HpeO6pa30BaHI/ISI TEKCTOBOI'O KOHTCHTA HCIIOCPCACTBCHHO B

mpoiiecce padoThI.

3.12.1 IoakauyeHue ACCHCTEHTA
JI1st MOaKITIOUEHNST BCTPOSHHOTO aCCUCTEHTA CIISYET BBHITOJHHUTD IIATH:

1. OtkpbiTh MeHIO «Daiim» — «JlonoaHuTenbHbIe TapameTpb» (PucyHnok 225).

_J'E!B-!EF Bcraska  Pwcosawve  Marker  Ccoinkw  Coemectdas padora  3awmra  Bug  Tnardsl

3aKpLITe MEHK
JononHUTENLHLIE NApaMEeTPLI

CoxpannTts
PegakTMpoBaHUe M COXpaHeHWe

CoxpannTs Kak
ABTOCOXPAHEHME KakOble 10 MKHH

Mevats
AETOBOCCTAHOBNEHME
3awmuTuTe
MokasweaTs EHOMEY |-|E|.}J METPLI ECTAEXM NPH ECTAEKE COSEPAMMOro
Caenate dainki COBMECTUMEIMM C Gonee cTapeiMK Bepousmd MS Word npu coxpaneHum kak DOCX
OTKpLITE
Coznars Hoekli CoOBMecTHanA paGoTa

MokassIBaTh M3MEHEHHA NPH PEUEHSHPOBAHUKA
CeeneHus o LOKYMEHTE
@ [lokasweats MpW KNHKE E BBIHOCKAX

MoKasLIEaTb NPM HABEIEHUW B NOACKA3KEX
[ ,I:,CFOHHHTE,_:HblE napameTpel ] P
MoKasLBaTh KOMMEHTAPHM B TEKCTE
Cnpaexa MoKasHEATE PELUSHHEIE KOMMEHTADHN

CooblunTe 06 owmbre
MpaesonucaHune

OTkphITE pacnonoxesue ganna B3 P7-Accuctent

Cepeep PT-ACCHCTEHTA https:/fai.r7.ru
3akpeiTe
APl-kniod PT-accucTenTa

Pucynok 225 — JlonoiHuTe/IbHBIE IApaAMeETPbI
2. B paznene «IIpaBonucanue» Haiitu nmyHKT «P7-Accucrent» (Pucynox 226),
yKa3atb agpec cepsepa B noiie «Cepsep P7-Accucrenta», u BBectu API-kirou

B nmosie «API-ximrou P7-Accucredray.

MpaeonucaHue

PT7-AccHcTeHT

Cepeep PT-ACCHCTEHTA [ hitps:/ifairf.ru ]

APl-kniod PT-accucTedTa [ ]

Pucynok 226 — Paznen «IlpaBonucanmne»
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3.12.2 OcHoBHbIe PYHKIHMH U BO3MOKHOCTH
ACCHCTEHT JOCTYIIEH 4epe3 KOHTEKCTHOE MeHI0 penakrtopa (Pucynok 227). Jlus
WCIIOJB30BaHUs ACCHCTEHTA CJEAYeT BBIJACIUTh TEKCT, KOTOPBIM HEOO0XO0IUMO

OTpENaKTUPOBaTh, U ImyTeM mendyka [IKM BbI3BaTh KOHTEKCTHOE MEHIO.

(3 Bcrasumb

&M ACCHCTEHT
MpoBepUTL Ha OLMDKK

O Kparkoe cofiepxaHie 0KyMeHTa

C HOBO# CTPaHULbI
v He pa3pbiBars ab3aly

§] [ononHuTtensHbie napameTpsl ab3aua
(=] NobasuTh KOMMEHTapHiT
¢ Twnepceuinka

DOPMATUPOBAHKUE KaK CTHIb

PucyHnok 227 — OxkHO BbI30Ba ACCHCTEHTA

ACCHCTEHT IpeJiaraeT clieayroumil Habop kitoueBbix QpyHkuil (Pucynok 228):

P7-ACCHUCTEHT

[NpoBepuTe Ha owMbwM % MNepedopmymnvposars | Mamenntb ciunb

Mepesectu Corpamuts NononHums

Pucynok 228 — HaGop pynkumii Accucrenra

! TpoBepUTL Ha oLWMOKK
1.

ABTOMAaTUYECKHI aHaJIW3 BBIIECJIEHHOTO TEKCTa Ha Hanuuue opdorpaduyueckux,

rpaMMaTUYECKUX U CTUIMCTUYECKUX HeTtouHocTed (Pucynok 229). Ilocne mpoBepku

AccucteHrt npeajiaracTt UCIpaBJICHHBIC BAPUAHTBI C BO3MOXKXHOCTbBIO:
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— 3amenuts: [loicTaBUTh UCTIPABICHHBIN TEKCT HA MECTO UCXOHOTO.
— BcraButh Huxke: J1o0aBUTh HCTIPABICHHBIN BapUAHT TOCIE MCXOJHOTO TEKCTa

JUIS CPABHEHMUSL.

— llepeiitu k cnenyromemy ad3aiy: [IpogomkuTs IpoBEpPKY JOKYMEHTA JajblIe.

P7-AccucTeHT
MepedopmynupoeaTe
MpoeegeHWe aETOMaTHUYECKON NPOBEPEM BEIGENEHHOTD TEKCTA Ha opdorpaduyeckme, rpaMMaTHUECKHE U

cunucTudeckue owmbiu (cM. Pucynok). MNMocne 2asepluieqns aHanusa AccucTeHT NpefocTaBnaeT
OTpenaKTMPOEaHHEIE BAPMAHTEI C BOZMOXHOCTEIO MX BeDOpa:

i WA, Mo¥eT cog HETOUHOCTH.

= Bcraeuts HKe Cnenytouyii abzay

PucyHnok 229 — IIpoBenenue anajiu3a

MNepedopMmynupoBaTs
2.

N3menenune HopmMyIupOBOK BBIJEICHHOTO TEKCTa JIJISi COXPAHEHHUS CMBICIA, HO C
JPYyTUM Ha0OpOM CJIOB U KOHCTpyKIMU. [loje3HO aisi TOBBIINIEHUS YHUKAJIbHOCTH

TEKCTa, YIYUYIICHUS YUTAEMOCTH WU TI000pa 0oJiee yJTaYHOTO BBIPAKECHHUS.

W3ameHnTs CTUNb

Apnanranus TOHAa U CTWIMCTHKM TEKCTa IOJ KOHKpeTHble 3axaudu. llomb3oBareins
MO>KET BBIOpaTh M3 Mpe1yCTaHOBICHHBIX BapruaHTOB (Pucynok 230):
— JenoBoii: OduuuanbHblid, CTPYKTYpUPOBAHHBIM CTWUJIb [ JOKYMEHTOB,

OTYETOB, ITUCEM.
— Hedopmanbhsiii: bosnee cBOOOAHBIN U pa3rOBOPHBINA CTUJIb.

— Ckazounsbiii: Mcrionp3yeTcs 11 TBOPUYECKUX 3a]1a4.
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P7-ACCHUCTEHT

MpoeepuTe Ha oMM L 3 TNepedopmynupoeats WameHuTs cTink

. Oenoson
MNepesectu o CoxpatuTs n
HedropmansHeit

CrasouHbIR

Pucynok 230 — U3meHeHue cTHIIS

4.

BeicTphlii mepeBoa  BBIACIEHHOrO (parMeHTa Ha OJUH M3  MOIYJISIPHBIX
MHOCTpaHHBIX 3bIKOB (Pucynok 231). JlocTymHble S3bIKM BKJIIOYAIOT AHTJIMKACKHM,

HEMEIKUH, PpaHIly3CKUA, UTATbIHCKHUM, NCTAHCKUHN U MOPTYTaJIbCKUM.

P7-AcCUCTEHT

MpoeepuTs Ha OLUIMGKN ;  TNepedopumymipoeaTts MameHuTs CcTUNG

Mepesectu CorkpatuTs [ononsuts

AHITIMACKWIA

HEMELKMIA

thpaHLY3CEMIA
WTANGLAHCKWR
WCNAHCEWH

MOPTYTANLCRAN

Pucynok 231 — /locTtynHble I3bIKHM NepeBOAa

Jli1g mepeBoia HyHOTo ()parMeHTa TEKCTa HE0OOXOUMO BBIJIEIUTh €r0 U BBI3BATH
AccucrenTa, nanee BbIOpaTh HYKHBIM SI3bIK M MOJ0XKJIaTh, IIOKa ACCCHCTEHT
obpaboTtaet 3ampoc. Ilocie 06pabOTKH TEKCTa B OKHE MOSBUTCS TEPEBOJ BBIACICHHOTO

¢bparmenta (Pucynok 232).
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P7-AccuUCTeHT
MNepesectv Ha aHMWACKMIA

Automatic reduction of text volume while preserving key information and meaning. Ideal for creating short excerpts,
annotations, or summaries.

TekcT, co3gaHHeid A, MoweT cog ATE HETOUHOCTH.

= Bcraente HU¥e | Crneayrwoumii absay

Pucynok 232 — IlepeBox BbliesieHHOT0 ¢parMeHTa

5.

ABTOMATHYECKOE YMEHBIIICHHE OOBbeMa TEKCTa TPH COXPAaHCHHH KJIIOUYEBOM
uHpopManuu U cmeicia. MaeanbHo /uisl cO3/1aHusl KPATKUX BBIJIEPKEK, aHHOTAIUNA WIIH

TC3UCOB.

JlononHuTs

6. Pacmiupenue u yriayOneHUe BBIIEICHHOTO TEKCTa,
no0aBlICHUE JETaNei, MOSICHEHUH WM CBSI3aHHOW WH(OpMAIMu Ha OCHOBE MCXOJIHOTO

KOHTCKCTA.

3.12.3 IIpumepsbl HCNOJL30BAHUS B padoyeM npouecce

IIpumep 1: [loaroroBka TeXHHYECKUX TPEOOBAHUI

Ucxonnwiii TekcT: «HyxHO, 4TOOBI cepBep XOpomio padoTal U KIUEHTCKHUE
MAIIIUHBI TOXKE.»

HetictBue: Beigenutrs TekcT — Bri3BaTh AccucteHT — BpiOpatrs «l3mMeHUTH
CTHIB» — «Jlea0BOM».

Pesynbrar:«/lyis obecriedyeHus: cTaOMiIbHOM pabOThl HEOOXOJAMMa KOPPEKTHAs
KOH(UTYypalus KaKk CEpBEpHON YaCTH, TaK U KIMEHTCKUX pab04YnX CTAHIUMN.»

IIpumep 2: [IpoBepka u ynydiieHre roToBoro ad3arma
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Ucxonubrit TekcT: «HacTosimumii JOKyMEHT COAEPKUT CUCTEMHbIE TPeOOBaHUS ISt
KoppekTHoU paboThl «KoprnopatuBHoro cepsepa 2024». B HEM yka3aHbl MUHUMAJIbHBIC
U PEKOMEHIyEeMbl€ TMapaMeTpbl ammnapaTHOro MW MPOrpaMMHOIO  OOECHEedeHMs,
HEOOXOAMMBIEC Il CTAOWIBHOM pabOThl CEPBEPHON YAaCTH M KIMEHTCKUX pabouux
CTaHIIUMN.»

HeiictBue: Boigenuts ab3anr — Boei3BaTe AccuctenT — BwiOpath «IIpoBeputh Ha
OLIMOKW». ACCUCTEHT MOKET MPEAJIOKUTH IPYroi BapuaHT HaMCaHUs TEKCTa.

[TpensoxkeHHbId BapuaHT: «JlaHHBIA JTOKYMEHT BKJIIOYAeT B ce0 TEXHUYECKUE
TpeboBaHusl IS Hajie)kHOTO (yHKIMoHUpoBaHus «KopmnoparuBHoro cepepa 2024». B
TEKCTE MPUBEACHbI MUHUMAJIBHBIE U PEKOMEHyEMBIE XapaKTEPUCTUKH aNNapaTHBIX H
MIPOTrPAMMHBIX KOMIIOHEHTOB, KOTOPBhIE HEOOXOIUMBI NIl Oecrepe0oitHOM paboThl Kak
CEPBEPHOM CUCTEMBI, TaK U KIIMEHTCKUX KOMIIBIOTEPOB.»

Pemenne nonws3oBarens: BeiOpate «BcTaBuTh HMXE», CpaBHUTH 00a BapuaHTa U
BPYUYHYIO OOBEIMHUTH JIydlIne GOPMYIUPOBKH WU MPUHATH NPEIJI0OKEHUE LETUKOM.

Ipumep 3: Coznanue KpaTKOl aHHOTALIUU

Ncxonnpiii TekcT: OOBEMHBIA pa3lieNl JOKYMEHTa C MOJPOOHBIM ONHUCAHUEM
CUCTEMHBIX TPeOOBaHUM.

HeiictBue: Bpinenuts kitoueBod pasznen — BwizBate AccucteHT — BpIOpath
«COKpaTuThH».

PesynbraT: «IoOKyMEHT COEPKUT CUCTEMHbIE TpeboBaHus il «KoprnopaTUBHOTO
cepepa 2024». B HeM yKazaHbl MHUHUMAJIBHBIE M PEKOMEHIyEMBIEC I1apAMETPBI
000OpyJIOBaHUSI ¥ MPOrPaMMHOr0 oOOecredeHusl sl CTaOWiIbHOM paboThl cepBepa U
KJIMEHTCKUAX CTAHIUN.»

IIpumep 4: PaboTta ¢ ”HOCTpaHHBIMU KOJUIETaMU

Hcxonnsliii TekeT: @parMeHT HHCTPYKLIMU HA PYCCKOM SI3BIKE.

HeiictBue: Boigenutrs ¢parmenT —  BeizBate  AccucteHt —  BpiOpathb
«IlepeBecTn» — «aHTIIUMUACKUID.

Pesynbrar: beICcTpOo€ monydyeHHE mepeBOAa I BKIIOUEHUS B MEXKIYHAPOIHYIO

AOKYMCHTAINIO UJIN OTIIPABKH B ITUCbMC.
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3.12.4 BaxkHoe npuMe4aHue
CucremMa aBTOMaTUYECKH NOMEYAET TEKCT, CTEHEPUPOBAHHBIM MM CYLIECTBEHHO
U3MEHECHHBIA ACCUCTEHTOM, mpenynpexiaeHuemM: «Tekct, co3ganHbii WU, moxer
coziepkath HeToUyHOCTH» (PucyHok 233).
P7-AccucTeHT |

MNepedopmynupoeats

lNpoBefeHUe aBTOMATUYECKOH NPOBEPKM ELYLENEHHOTD TeKCTa Ha opdorpadmueckme, rpaMMaTMeckme W
crunucTHdeckme ownbin (oM. PucyHok). MNocne zasepienns aHanuza AcCUCTEHT NPeAOCTABNAET
OTPEAaKTMPOEAHHLIE BAPHAHTEI C BO3MOX¥HOCTEIO WX Beibopa:

TeKcT, coanaHHLIA M, MO¥ET CO0Sp¥aTh HETOUHOCTM.

Jamenuts | <7 Boraeute HIke | Cnenywowmii abaau

Pucynok 233 — [Ipeaynpe:xkaeHue 0 HETOYHOCTH

DTO 03HayaeT, 4YTO IMOJb30BAaTEIb HECET OKOHYATEIbHYK) OTBETCTBEHHOCThH 3a
coAep)kKaHUE TOKYMEHTa.

OO0s3aTeNbHBIM ATANIOM PaOOTHI SBIISIETCS BHUMATENbHAs BBIYMTKA M MPOBEpPKa
BCEX PE3YJbTATOB, MPEIOKEHHBIX ACCHUCTECHTOM, Ha MpeaMeT (aKTUYECKHX JTaHHBIX,
TEPMHUHOJIOTHH U COOTBETCTBUSI KOHTEKCTY.

ACCHUCTEHT SIBJISICTCSI MOIIHBIM HHCTPYMEHTOM-TIOMOIIIHUKOM, HO HE 3aMEHSeT
AKCTICPTHBIX 3HAHUW 1 BHUMaHHUSI aBTOPA.

Hcnonb3oBanue AcCUCTEHTa MO3BOJISIET 3HAUUTEIIPHO YCKOPUTh PYTUHHBIE 3a/1a4U
M0 PEaKTUPOBAHUIO, YIYUIIUTh SICHOCTh M Kauye€CTBO TEKCTOB, a TAKXE aJanTHPOBATH

COAEPKUMOE IOKYMEHTA JUUISl PA3JIMYHBIX ayJUTOPUN U LIEIEH.

3.13 Pabota ¢ 00;1a4YHBIMHU CEPBUCAMU

Penakrop P7-Oduc no3ponser Hanpsimyro padoTaTh ¢ (aiiamu, XpaHAUIUMUCS B
O0JIauHBIX XpaHWJHUIIAX. OTO JaeT BO3MOXXHOCTb OTKpbIBaTh, COXpaHATh U
peIaKTUpOBaTh JOKYMEHTHI B o00OJlake 0e3 HEOOXOJMMOCTH WX MpeIBapUTEIIHbHOM

3arpy3Ky Ha KOMIIBIOTED.
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3.13.1 IloakaroueHue 00/1aKa

Jlis momydeHusi JocTyna K cBouM (aiiam B o0iake, HEOOXOAMMO CHadalia ero
TTOTKJTFOYHTh.
Ha crapTroBom »kpaHe pemakTopa HaxMmMuTe KHONKY «CoBMecTHass paboTay

(Pucynox 234).

34aTb
AOKYMEHT

Co
Tabnwnuya

[pe3eHTaUwWA

M3 wabnoHa
MNocnegHre dainel

OTKPbITE NOKaNbHLIA dain

‘ [ CoBmecTHanA paboTa ]

Pucynok 234 — Knonka «CoBmecTHast padoTa»

Otkpoercst manens «llogkmountech kK obOnaky». Eciam o0mako moakmrodaeTcs
BIIEpPBBIE, CIUCOK OyneT mycT. Haxkmute kHonky «Co3aarh 06aako P7 opuc» (Pucynok
235) ang monkiodeHust K skocucteme P7, miam BbiOeputTe JIpyroil cepBUC M3 CIIMCKA
noctynHbix (Harmpumep, VK WorkSpace).

B OTKPBIBIICMCA OKHC BBI6epI/IT€ THII 00JJaYHOTO cepBHUCa IJIA ITOAKIIOYCHUA:
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MoaknoumnTeck kK 0bnaky

XpaHwuTe gokymeHTbl B obnake 1 paboTaiite ¢ HUMK B ntoboe Bpems 13 Ntoboii ToukK Mupa.
lNpegoctaBnsaiite K HAM gocTyn 1 paboTaiiTe coBMecTHO. Micnonk3yiiTe BCTPO@HHbIN yar,
obaBnsiiTe KOMMEHTapUN WU OTNPaBAAATE JOKYMEHT Ha peLieH31poBaHuUe.

i . . Y . f

n VK WorkSpace @ P7-ANCK

Ewie HeT obnayHoro akkayHTa? [NepeiianTe B oHNaliH-pexvM c obnavHeiM cepeucom P7-Oduc n
nonpobyiiTe BOSMOXHOCTU COBMECTHOIO peAakTMpoBaHusa becnaatHo.

—) [ Co3gatb obnako P7-Odguc ]

Ve ncnonbsyete P7-Oduc? MNoaknountb

Pucynok 235 — Knonka «Co3aatb o0d;1axo P7 opuc»

P7-Ocduc / P7-Huck: [{ns nogkmoyeHuss K KOPIOPATUBHOMY WIIM MEPCOHATBHOMY
obnaky P7 (mampumep, nct.r7-office.ru). Bregute aapec Bamiero obmagHoro oduca u

HaXMUTE «I1OAKJIIOYUTDY.

MNoAKNHYNTECA K obnadyHomy oducy X

P7-Oduc v

Cozparte obnako P7-Auck Moaxno4nTL

Pucynok 236 — OxHo noakiaodenus k odaaky P7-O¢uc/P7-Auck
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O6mako Mail.ru (VK Workspace): Jlns moaxiatodeHus K JIMYHOMY XPaHUIHIILY

O6nako Mail.ru. (Pucynoxk 237) Haxxmute «I1oaKII0UnTY.

[MoAKMOYNTECH K 061a4vyHOMy opucy X

Awnck VK Workspace v

https://cloud.mail.ru/

— ==

Pucynok 237 — Okno noakiawvenus k 00aaky (VK Workspace)

[Tocne HaxkaThs Ha KHOIKY OTKPOETCS OKHO aBTopu3aliuu B obOyiake (PucyHok
236). B nmone «Email account name» HeoOX0AMMO BBECTH JJaHHBIC TTIOUYTOBOTO aKKayHTa

¥ BBIOpATh JJOMEH M3 BBIMAIAIONIETO CIIUCKA, 3aTeM HAKMUTE KHOTIKY «Sign Iny.

Signin to «Mail» Sign in to «Mail»
= L - ) s
- [ | Email account name @mailru - ] Email account name @mail.ru ~
)
4 .
@ saveuser Save user @mailiu
@inbox.ru
W H
Create account Create { @internetru
or sign in with SRS i,l @listru
o]o) (= [olo] o
@ Q J 0 @ :) L& 0
@ Ssignin with VKID @ sign in with VK ID
Restore access Restore access
By continuing, you agree to the terms of the Mail and VK 1D By continuing, you agree to the terms of the Mail and VK ID
User Agreements and the Privacy Policy. User Agreements and the Privacy Policy.
Requested data » Requested data »

Pucynok 238 — Oxno aropusanun Mail.ru
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3.13.2 J[ocrtyn K ¢aiiiam B o01aKe
[Tocne ycnemrHoro MHOJKIIIOYEHHsI OO0JaKO TOSIBUTCS B CIHCKE HA CTapTOBOM

skpane B pazaene «l[loakmroueHnsie o0makay. UToObsl OTKPHITH (aitt u3 obnaxa:

1. HaxkmuTe Ha MMs TIOJKIIFOYEHHOTO 00J1aka (HampuMmep, nct.r7-office.ru).

2. B okHe pemakTopa OTKpoeTcs (alIoBeIii MEHEIKEP, OTOOpaKAOITUN

COJIEP’)KUMOE 00JIaYHOTO XPAHWIHIIIA.

[lepeitnute B HY>KHYIO MMANKy W IBAK]IbI KIUKHUTE 1O JJOKYMEHTY, YTOOBI OTKPHITh

CTo A IPOCMOTpa U PCAAKTUPOBAHUAA.

IIpumeuyanue — npu COXpPAHEHHWU HOBOTO MM HM3MEHEHHOI'O JIOKYMEHTa MOKHO BbIOpaTh Mamnky B
MOJKIIIOYEHHOM OOJaKke B Ka4eCTBE MECTa COXpaHEHHsI, MCIOJb3ys CTaHIAPTHOE IUATIOTOBOE OKHO
«CoXpaHUTh KaKy.

3.13.3 VYmnpasiieHue NOAKIIOYCHUAMU

Bce nobaiieHHbIe 00JIa4HbIE CEPBUCHI OTOOPAXKAIOTCS B JICBOM YaCTU CTapTOBOTO
skpaHa. IMEHHO OTCIO/Ia MOXHO OBICTPO MEPEKII0YATHCS MEKIY HUMHU. UTOOBI OTKPHITH
00J1aK0, MUCKITIOYUTh €r0 W3 CIMCKA JOCTYIHBIX WM BBIMTH W3 HETO, HYXXHO BBI3BATH

KOHTEKCTHOE MEHIO, Ha)KaB NMPaBON KHOMKOW MBIIIM Ha HY>XHOM obiiake (Pucynok 239).

[oakntoYeHHble obnaka

nct.r7-office.ru
Sm? CODISK (safina.regina@r7-office.ru)

[l06aBUTL 06naKo YAANWTE M2 CIMCKa

Pucynok 239 — Ynanenue od/1aka

3.14 Pabora c BJ0O:KeHHBIMHU (palIaMu

Penakrop P7 mo3Bosser BcTpawBaTh B JOKYMEHTHI (aiiabl Apyrux (GpopmMaToB

(HampuMmep, TMpe3eHTallud, TaOJIUIbl, TEKCTOBBIC JOKYMEHTHI) B BHUJIE BIIOKEHHBIX
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00BEKTOB. OTH (Dailsibl COXPaAHSAIOTCS BHYTPHU OCHOBHOTO JIOKYMEHTa M MOTYT OBIThH
MIPOCMOTPEHBI, U3BJICUCHBI HJIA 3aMCHCHBI.
3.14.1 [lo0aBJieHMe BJIO:KeHHOTO (aiiina yepe3 «BcraBky 00bekTa)

UT0OBI BCTPOUTH B IOKYMEHT HOBBIH (haiii:

1. Omnpenenure MeCTO B JOKYMEHTE JUIsl BCTaBKU (pailiia — JIeBbIA BEpXHUN yroj

MUHUATIOPHI WJIKM UKOHKHU OyJEeT pa3MeliéH B BBIOpAaHHOM MECTE.

2. llepeiingute Ha BKIaAKy «BcTaBka» B BEPXHEM MEHIO PEIAKTOPA.

L g

3. Haxxmure Ha cTpesiKy « ™ » 1oJ KHONKON BCTaBUTH 00BbeKT oower,
4. B BhINagaroiieM MeHIO BbIOEpETE OJJUH U3 BApUAHTOB:

e BcraButh 00BEKT KaKk MUHUATIOPA;

e BcTaBuTh 00BEKT KaK HKOHKA.

5. B oTKpbIBIIEMCS TMATIOTOBOM OKHE YKOKHUTE MYyTh K (Pailily Ha KOMIIBIOTEPE.

6. daitn OyaeT BCTPOEH KaK OOBEKT M IOSBUTCS B OOINEM CIHCKE BIIOKCHHUM

JOKYMCHTA.

7. Haxwmure Coxpanuts & (Ctrl+S) ayist coxpaneHust ”3BMEHEHUH.

SNeMEHTEI yNpaEneHna
COOJEPEMMBIM ~
v 13016 KRR : | BCTaEWTE OOBLEKT K3k MHHWATHPa
[ - | ) - ]
Pucynok 240 — Knonka BcraBku (aiina
HpnMeanne — BcraBiaeHHBIH OOBEKT MOXKET OTO6pa)KaT]':>C$I B BHJIC HWKOHKH WJIHW IICPBOIo
CoIepKUMOTO (haiisia (B 3aBUCUMOCTH OT HACTPOEK U TUMA daiina).

3.14.2 IIpocMOTp cUCKA BJIOKEHHBIX (pailsioB
YroObl yBUIETh BCe (haiibl, BCTPOCHHBIE B TEKYLIUH JOKYMEHT, HEOOXOAMMO B
BEpPXHEH MaHeNn MHCTPYMEHTOB mepeiTu BO BKIaAKy IlaruHbl ¥ BHIOpaTh IMIarud —

BioxkeHuble (paiiibl.
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Qaiin  nasdaAn  Bctaska  Pucosanwe  Maker  Ccuinkv  CoemectdanpaGora  3awwta  Bua  [ERLEWGE

s rb -
= = [
3 | E £ bof 7 = o~ {} &
= Hactposm Makpoctl ToTopegakTop  PacnosHasaHwe Cepenc OmnpaenTe [Naepeg [MogceeTka TheButton | BnosenHele
B L v TEKCTa v SNEETPOHHOM MOAMMCH Koaa hannbl

PucyHok 241 — Knonka BcraBku ¢aiiia

Ilocne nHaxarus OTO6paBI/ITCH OKHO CO BCCMH BJIOXCHHBIMH (baﬁHaMH JOKYMCHTAa

(Pucynok 242):

BnoxeHHble dannbi 4

E Microsoft_Excel_Worksheet2 xlsx 4

r

i
r

“ Microsoft_Word_Document3.docx &

[

5] oleObject! pptx &

JarpysuTe Bee hannbl 3aKkpbiTh

Pucynok 242 — OxkHo «BJjoxkennbie pailjibn)
Ha manenm otoOpasuTcs CIHCOK BCEX BIIOKEHHBIX (halJIOB ¢ MX HAa3BAHUSIMU H

THTIAMM.

3neck ke AOCTYMHBI KHOTKH ISl 3arpy3Ku (aillioB Ha KOMITBIOTEP WU 3aKPBITHS
HIAHEH.

3.14.3 MH3BieuyeHHe BJIOKEHHBIX (PaHI0B

MO>XHO COXpaHUTh BCE BIIOKCHHBIC (DAMITBI HA KOMIIBIOTEP:

B okHe «BnoxeHHble Qailiibhy HAXKMHUTE KHONIKY «3arpy3uTh Bce (paiiibly».

@aitnel OyayT ckadanel B Buae ZIP-apxuBa ¢ MMEHEM, COOTBETCTBYIOLIUM
OCHOBHOMY NOKYMEHTY (PucyHnox 243).

ApXHMB MOKHO paclaKoBaTh AJI JOCTYIA K OTAEIbHBIM (haiisiam.
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<
&

™ > PaBouwiicton » P7 » PNAPPT v y Mowck 8: PM AP PT el

1
©

Ynopagounte ¥ Hogaa nanka

/N TnasHas ma [ata usmerHenus Tun Pasmep

RI lanepen Bnoxerna 12.01.2026 Manka c painamn

Ckputbl 12.01.2 Manka c paitnamm

M PaBoumii cron 2 [nasHbiit gokymenT.docx.(ece Bnoxenkbr..,  12.01.2026 12:02 Cxkatan ZIP-nanka 57 KB
J 3arpyskn

4 JokymenTel
P8 WsoBpaxenmna
W Mysbika

id Buaeo

Bl 3ot komneroTep

% Windawe 11 Dra

Wna daiina: | Mnasreil gokyment.docx.(Bce BnoxkeHHsIe daitbl)

Tun daitna: Zip ®aiin (*zip)

~ CkpbiTb Nanku Coxpannte Otmena

PucyHnok 243 — 3arpyaeHHblil apXuB ¢ BJI0KeHHBIMH (paiisiaMu

3.14.4 Hapuranusi o BJ0KEHHbIM 00bEKTAM B JOKYMEHTE
Brnoxxennsie ¢ainbpl  0TOOpaXkaloTCs B JOKyMEHTe Kak OOBeKkThl. /[l wux
aKTHUBALIMM WIA PEJAKTUPOBAHUS CIEAYET JBAXK/bI IIEIKHYTh [0 HUKOHKE JIEBOM KHOIIKOU

MBI, ITOCJIC OTOTO JOKYMCHT OTKPOCTC B CBA3aHHOM IIPUIIOKCHWH.

3.15 IloJe3nbie COBETHI

3.15.1 IHoanep:xkuBaembie GOpMATHI JIEKTPOHHBIX JOKYMEHTOB

DNEKTPOHHBIE JOKYMEHTbl OTHOCATCA K YHUCIy Hauboyiee 4acTO HPUMEHSEMBIX
KOMITBIOTEPHBIX (PailioB. 32 CYET BBICOKOTO YPOBHS PAa3BUTHUS COBPEMEHHBIX CETEH
nepefayd JaHHbIX, HCIOJIb30BAaHUE JJIEKTPOHHBIX JIOKYMEHTOB CTaHOBUTCSA Oosee
yIOOHBIM IO CpaBHEHHMIO C OyMakHbIMH. Pa3HOOOpa3zne TEXHHYECKUX YCTpPOICTB,
MPEIHA3HAYEHHBIX JUIsI OTOOPAKEHMsI JOKYMEHTOB, IPUBOAUT K CYLIECTBOBAHHUIO
MHO’KECTBa OTKPBITBIX (opMaToB (ailyioB, B IporpaMMe peajau3oBaHa MOAJICPIKKA
HauOoJsiee pacnpocTpaHEHHBIX W3 HUX. [lonHBIA cnucok (QOopMaTroB W JOCTYIHBIE

¢bynkuun ykazansl B ([Ipunoxenue 4).
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3.15.2 CoueraHusi KJIaBHII
IMoacka3ku aJ1M1 KJIABUIII
Hcnons3yiiTe codeTanus KJaBUIN Jyisi Oojiee OBICTPOro U yAOOHOTO JOCTyIa K

byHKIMSAM 0€3 UCTIOIb30BAHMS MBIIIIH.

1. Haxxmure kiaBuiry Alt, 4ToObI MOKa3aTh BCE MOACKA3KHU JJIsl KJIABUILI BEpXHEH
NaHeI WHCTPYMEHTOB, MPaBOMl U JIEBOM OOKOBOW IMaHENH, a TaKKe CTPOKE

COCTOAHUA.

2. Haxmute KIaBUITY, COOTBETCTBYIONIYIO OJJIEMEHTY, KOTOpPBIH Tpedyercs
UCIIOb30BaTh. B 3aBUCHUMOCTM OT Ha)XaTOW KJIABUILIHW, MOTYT TMOSBISATHCA
JOTIOJIHUTEJIbHBIEC TTOACKa3Kku. Korja mosBistoTcs TOMOJIHUTENbHBIE MOJCKA3KU
JUTSI KJTABUIII, TIEPBUYHBIE — CKPBIBAtOTCSA. Hampumep, 4TOOBI OTKPHITh BKIAAKY
«BcraBkay, Haxxmure Alt ¥ mpocMOTpUTEe BCE MOJCKA3KU IO MEPBUYHBIM
kiapumam. Haxmure OykBy «W», (B OHJAWH pegakTope) 4ToObl OTKPHITH
BKJIaJKy «BcTaBka» M MPOCMOTPETh BCE JOCTYMHBIE COUYETAHMS KIJIABUII JJIS
ATOM BKJAJKH. 3aT€M HAXKMHUTE OYKBY, COOTBETCTBYIOIIYIO 3JIEMEHTY, KOTOPBIi

HEO00XOIMMO HCII0JIb30BaTh.

3. Haxwmure knapuiny Alt, 4ToOBI CKpBITh BCE TMOACKA3KH JJIs KJIABHIN, WIIU

Escape, 4ToObI BEpHYTHCS K IPEABIAYILIEH TpyNIe MOICKa30K ISl KIaBUII.

TIoXyMeHT_{113_1pOsepky_BOSMOXHOCTER_TexCToBoro_penaxtopa docx

@ B M

2o x| 3MeMeHTH CUEKa UnTIoCTDAIME He HATiAEH. a3

x| An| AR| AK| An| A
Crpawnsa w213 Konwveorao cnon PycomhPocom) - @ B B | B ol —

Macura6 100% +

Pucynok 244 — IMoacka3ku i KJIABHUII

IlepedueHp BapuaHTOB COYETAHUs KIIABUILL ITpUBEAEH B [Ipunoxenue S.
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4. COOBHIEHME ITOJIB3OBATEJIIO

4.1 IIpo6JemMbl NpH IKCILIyaTAIAN

B nmanHoM paszgene onucaHbl HanOoiee pacnpoCTpaHEHHBIE MPOOJIEMBI,
BO3HMKarolue npu pabore c Jleckron-penakropoMm «PemakTop TOKYMEHTOB», U

MMpCaACTaBJICHBI CITOCOOBI MX PCUICHUA.

4.1.1 Bo3MoKHbIe OIIMOKHM U UX YCTPAHEHHE
Ommnodka npu OTKPHITHH (A NPE3eHTAIMU:
— Bo3MoxHbIE TPUYUHBL:
e  ®Daiin NOBpEKIEH.
e HecoBmecTuMOCTh Bepcuu (aiiia ¢ TeKyiel Bepcueit Pegakropa Tekcra.
— PekoMenayembie nelCTBUS
e OTKpHBITH (ails B Ipyroil BEpCUM peJakTopa.
e IIpoBeputs (haiis Ha BUPYCHI.
IIpo6aemsbl ¢ oToOpaxkeHuem MPUPTOB:
— Bo03MOXHbBIE IPUYNHBL:
e OrtcyrcrBue mipu@Ta B ONEPALNOHHON CUCTEME.
e HenpaBunbHasg KOIMPOBKA TEKCTA.
o Koubpaukr mpudTtos.
— PekoMenayembie NEUCTBUSA:
e YCTaHOBUTH HEOOXOJMMBIN MIPU(PT B CHCTEMY.
e lI3Menuth mipu@T B NpE3€HTALNN HA CTAHAAPTHBIM, TOCTYHBINA B CUCTEME.
e VOemutbcs, UYTO KOAUPOBKA TEKCTOBOTO OJIOKAa  MOJIEPKUBACTCS
BBIOpPAHHBIM HIPUQPTOM.

e  O4YHCTUTH KA WIPUPTOB ONEPALUOHHON CUCTEMBI.
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/HpnMeanne — npuMep ouncTku Ka1ma mpudros st OC Windows (10/11) )
1. OcraHoBuTH ciy:k0y HakaTueM Ha codeTaHue kiaBuiml Win + R, nanee B okHe BBeCTH services.msc
U HaxkaTh Enter;
2. Haittu B cniucke Bkiaaky «Cmyxo6a kama mpudroB Windows» (Windows Font Cache Service) u
Ha)xaTb «OCTaHOBUTHY;
3. Ynaanuth Qaitnel k3ma (¢aitnel ¢ pacmupernreM .DAT), Haxoasmuecs B Manke:
C:\Windows\ServiceProfiles\LocalService\AppData\Local\FontCache;

\4. [Teperitu B C:\Windows\System32 u ynanuts daiin FNTCACHE.DAT. ),

HecrabuibHas padora pegakropa (3aBUCaHMS, ABAPUITHOE 3aBepUICHHE)
— Bo3MoxHBIE TPUYUHBL:
e HenocraTok onepaTuBHON NaMATH WIH JIPYTUX CUCTEMHBIX PECYPCOB.
e KoH(pAUKT nporpaMMHOTo 0OecreyeHus.
e [loBpexaeHue (aiia JOKyMEHTA.
— Pexomenayemble 1eMCTBUS:

e 3aKkpbITh JUIIHUE MPUIOKEHUS sl CHIDKeHUs Harpy3ku O3Y.

e [IpoBepuTh M yCTAaHOBUTH JIOCTYIIHBIE OOHOBICHUS JUIsi PenakTopa TekcTa u
OIEPALMOHHON CUCTEMBI.
e 3amyCTUTh AECKTON-BEPCHIO B O€30IaCHOM PEKUME.

e OTKpBITh TEKCTOBBIN (Daiisl B IPYyTroil BEpCUM PEAAKTOPA.

4.1.2 IIpobGuaemsbl ¢ coxpaHenuem ¢aiiia

— Bo3MoOxHBIE TPUYUHBL:

e Henocrarouno cBOOOIHOTO MeCTa Ha II€JIEBOM JIUCKE.

e OTCYTCTBYIOT IpaBa Ha 3aMKCh B BEIOPAHHYIO JTUPEKTOPUIO.

o Daiin moBpekAEH MU 3a0JJOKUPOBAH JIPYTUM IIPOILIECCOM.

— Pexkomenayemeble NeUCTBUA:

e (OcB0OOIUTH MECTO HA JIMCKE, YIAIUB HEHY>KHBIE (haiiIbl.

e VOenuThcs, 4TO y TEKYIIEro MOJIb30BATENsl €CTh pa3pellieHne Ha 3aluch B
nanHyto nanky. CoxpaHuTh (aia B JIpyryro JUPEKTOpUio (Hampumep, B
«JIOKyMEHTBI»).

e (CoxpaHuth (aili MOJ HOBBIM MMEHEM WM B JPYrOM IMOJAEPKUBAEMOM

dbopmare.
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o [IpoBeputh cucremy u (Qaitn Ha HAIMYKWE BPEIOHOCHOTO MPOTPAMMHOIO

obecrieyeHus.

4.1.3 BoccTraHoBJIeHHE YIAJEHHOT0 TEKCTA/BepcHuil JOKYMEHTA

— BoccranoBneHue B paMkax TEKyLIEro ceaHca paboThl:
e Ucnonw3oBath GyHKIMI0O «OTMEeHUTHY (Topsuas kiaBuiia Ctrl+Z), yToOb
BEPHYTH TOJIBKO YTO YJAIEHHBIN TEKCT.
e licnonb3oBaTh UCTOPUIO HM3MEHEHUNM WM (YHKIHIO aBTOCOXPAaHEHUS
peaakTopa, YToObl BOCCTAHOBUTH 00JIe€ PAHHIOIO BEPCHUIO JOKYMEHTA.
e [IpoBepuThb, HE OBLI JIM TEKCT CIAyYaHO MEPEMENIEH WIH CKPBIT (Hampumep,

U3-3a IPUMEHEHUS CTUJIEN).

4.1.4 OOHOBJIEHHS U MOJJIEPKKA

st obecriedueHuss CTaOWIBHOW palbOThI, OE30MACHOCTH M JOCTyNa K HOBBIM
GbyHKUMSM, pEeryjispHO YycTaHaBiuBaiiTe oOOHOBIeHUss s JlecKTom-penakropa
«Pemaktop nmoxkymeHTOoB». WMH(popmanuio 00 OOHOBIEHUAX MOXKHO TOJYyYUTh Ha
opuIMaIbHOM caiiTe paspaboTumka wuinu 4epe3 lLlenTp oOHOBIEeHMI Barei

OIEPALMOHHON CUCTEMBI.

4.1.5 IIpoyue HEHMCIIPABHOCTH

Ecnu npuunHy cO0si yCTaHOBUTH HE YJAloOCh, 3auKcupyiiTe 0O0CTOSTENHCTBA
BO3HUKHOBEHHUS OIIUOKHU (COOOIEeHHEe, KO OIMMOKHU, MOCAEA0BATEILHOCTD NCUCTBUI) U
oOpaTUTECh 3a MOMOIIbIO K CUCTEMHOMY aIMUHUCTPATOPYy WU B CIYKOy TEXHUYECKOU

MOJJEPHKKH.
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INPUJIOKEHMUE 1

Tabnuua 5 — [Monaep:xuBaemble GopMaThbl JTEKTPOHHBIX IOKYMEHTOB

Penaktuposa
HUE

®dopmar Onucanue [Ipocmotp CkaunBaHue

Pacmmpenue nmenu daiina s
DOC TEKCTOBBIX JOKYMEHTOB, CO3/JaHHBIX + +
nporpammoit Microsoft Word
Office Open XML, pazpaboTanHbIi
KoMItanuet Microsoft hopmat daiinon
Ha ocHOBe XML, cokaThIX 110
DOCX texHonoruu ZIP. [Ipegnaznaven st + + +
MIPEICTABICHUS SJICKTPOHHBIX TAOJIHII,
Juarpamm, Mpe3eHTaluil 1 TeKCTOBBIX
JIOKYMEHTOB
Word Open XML Document Template
— 9t10 popmar aiinos, co3TaHHBIN
Koprnopanueir Microsoft, OCHOBaHHBIN
Ha XML u cxaThlil ¢ UCMOJIB30BAHUEM
texHojoruu ZIP. OH ucnosb3yercs s
1a0JIOHOB TEKCTOBBIX JOKYMEHTOB.
@aitn DOTX Bkirovaer B cedst
napameTpsl HOpMaTUPOBAHUS, CTHIIA U
MO/I0OHBIE 3JIEMEHTHI K MOXKET
MIPUMEHSTHCS JIJISl TeHEepaluu
HECKOJIbKUX JJOKYMEHTOB C
OJIMHAKOBBIM O(POPMIICHUEM.
Pacimpenue a1 37€KTPOHHBIX KHUT,
MO3BOJISIOIEE YUTATh KHUTH Ha
KOMIIBIOTEPE MU MOOMIIBHBIX
YCTPOMUCTBAX
dopmar TeKCTOBBIX (paiiioB
ODT OpenDocument, OTKpBITBIN CTaHIAPT + + +
JUTSL JIEKTPOHHBIX TJOKYMEHTOB
OpenDocument — ¢opmar madI0HOB
TEKCTOBBIX JOKyMeHTOB. Paitn OTT
BKJIIOYAET MapaMeTphl
OTT (dbopmaTupoBaHUsl, CTHIIU U APYTHE + + +
AIIEMEHTBI, U MOXKET MPUMEHSTHCS IS
reHepalyu MHOXKECTBA JIOKYMEHTOB C
OJIMHAKOBBIM 0(hOpPMIICHUEM.
Rich Text Format. ®opmar
JIOKYMEHTOB, pa3paboTaHHBIN

DOTX

FB2

RTF KoMIanuet Microsoft, mis + + +
KpoccIuiaTpOpMEeHHOT0 0OMeHa
JIOKyMEHTaMU
Pacmmpenue umenu daiina s

TXT TEKCTOBBIX (halJIOB, KaK MPABUIIO, C + + +

MHWHUMAaJIbHBIM d)OpMaTI/IpOBaHI/IeM



®dopmar

PDF

PDF/A

HTML

EPUB

XPS

DjVu

XML

PNG

JPG
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Omnucanue

Portable Document Format. ®opmar
¢aitnos, NCHOIB3yEeMbIH IS
IIPEJICTaBICHUS JOKYMEHTOB
HE3aBHCHUMO OT IPOrPaMMHOTO
oOecrnevyeHus, annapaTHbIX CPEJACTB U
OTIEpPAIIMOHHBIX CUCTEM

Portable Document Format / A.
[TonmuoxecTBO popmata PDF,

cojiep Kalee OrpaHMYCHHBIA HAa0O0p
BO3MO>KHOCTEH NPEACTABICHUS
naHHbIX. [laHHbIN hopMaT sBiIsETCS
crangaptoM ISO u npeanasHayex s
JOJITOCPOYHOI'O APXUBHOTO XPaHEHMUSI
IIEKTPOHHBIX JOKYMEHTOB

HyperText Markup Language.
OCHOBHOM S3bIK Pa3METKH BEO-CTpaHUIL
Electronic Publication. becruatubiii
OTKPBITBIN CTAaHAAPT JUIsl JEKTPOHHBIX
KHUT, CO3JJaHHBIA MexXTyHapOIHBIM
dbopymMoM 110 UPPOBBIM Ty OTUKAITUSM
(International Digital Publishing
Forum)

Open XML Paper Specification.
OTKpBITHIN OecTutaTHBIN (opmar
(buKCUPOBAHHOMN pa3METKH,
pa3paboTaHHBIN KoMITaHuei Microsoft
®dopmar ¢aiinos, npeaHa3HAYCHHBIH
[JIaBHBIM 00pa30M Uil XpaHEHUs
OTCKaHUPOBAHHBIX JOKYMEHTOB,
0COOEHHO TeX, KOTOpbIE COJIEpKaT
KOMOUWHAIIMIO TEKCTa, PUCYHKOB U
dbotorpaduit

Pacmupsiemslit si3b1k pazmetku (XML).
[TpocToii 1 THOKUH S3BIK pa3METKH,
co3nanHblil Ha ocHoBe SGML (ISO
8879) m npenHa3HAYCHHBIN TSI
XpaHEeHUs U Mepelaun JAHHBIX
Portable Network Graphics. ®opmat
¢aiinoB pacTpoBoii rpaduKu, KOTOPBINA
KyZa 0oJiee IMUPOKO UCIOIB3YETCs B
Wutepuere, ueM B poTorpadusix u
HCKYCCTBE

Joint Photographic Experts Group.
Haubonee pacnpocTpaneHHbIl Gpopmar
CKaToro n300paxeHUsl, UCIOJIb3YEMBIH
JUTSL XpaHEHUs U Tiepeadn UG poBhIX
n300paKeHUI

[Ipocmotp

Penaxtuposa
HUE

CkauuBaHue
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INPUJIOKEHUE 2

Tabnuua 6 — Herreuaraemple CUMBOJIBI

HaszBanue cumBoiia

[IpoGen

CumMBoOI TaOyIsAIUN

CuMBoOJI KOHIIA a03a1a
(T.€. KECTKHIA TTepeBOI
CTPOKH)

CumBoOI pa3pbiBa CTPOKH
(T.e. MATKHI IepeBoL
CTPOKH)

HepaspriBaemsrit mpoden

CumBoOI pa3pbiBa
CTpaHHUILIbI

CuMBOJIbHOE 0003HAYECHUE

Omnucaunne

Bcerasnsercs npu HaxaTuu Ha
kinaBuiry Tab. Mcnonbe3yercs
Ul IepeHoca Kypcopa Ha
CIIETYFOIIYIO TIO3UIIHIO
TaOyJIALUH.

Bcrasnsiercst mpu HaXkaTuu Ha
kiapuiry Tab. Ucnons3yercs
JUIS IepeHoca Kypcopa Ha
CJICAYIOUIYIO TIO3HIINIO
TaOYJISALIHH.

Bcrasnsiercst mpu HaxxaTuu Ha
knaBury Enter. 3aBepmiaer
a63a11 1 700aBIISAET MOCIIE HETO
HEKOTOPOE CBOOOHOE MECTO.
Conepxut nH(pOPMAIIHIO O
dbopmMatupoBanuu ab3ara.

Bcrasnsercs npu
HCIIOIb30BaHUN COUCTAHUS
knasum Shift+Enter. PaspriBaer
TEKYLIYI0 CTPOKY U ITOMENIAeT
CTPOKH TEKCTa PSIZIOM JIPYT C
IpyroM. MsIrkui rnepeBos
CTPOKHU HCHOJIb3YETCS, B
OCHOBHOM, B Ha3BaHUSIX U
3aroJ0BKax.

BcraBnsercs npu
UCIOJIb30BAHUHU COUETAHUS
kiasui Ctrl+Shift+IIpo6ern.
Co3naer npoben MexIy
CHUMBOJIAMH, KOTOPBIN HEIb3s5
UCIOJb30BaTh, YTOOBI HAYATh
HOBYIO CTPOKY.

Bcerapnsiercs npu
HCIIOIL30BaHUHY 3HAUKA
Pa3priBbl Ha BkiIagke BeraBka
ninu Maker BepxHel naHeau
UHCTPYMEHTOB U MOCIETYIOIIEM
BbIOOpE oniuy BcTaBuTh
Pa3pbIB CTPAHHUIIBI.
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Hazpanue cumBoa CuUMBOJIEHOE 0003HAUYECHHUE

CumBon paspbIBa pasjicia 111 PAspHE pPazlefia (CNemynmad CTPaHMIA)

CuMBOI pa3psiBa

PaspeBE KOIOHKM
KOJIOHKH

Mapxkep sfsYeHKH U KOHLIA
CTPOKHU B TabIMIIaX 9!

MarieHbKHil YepHbI
KBaJpart B MOJIE CJIEBa OT
ab3ana

Omnucanne

Bcrasnsercs npu
HCIIOJIb30BaHNUU 3HAYKa
PaspsiBbI Ha BKIIajike BeTaBka
ni MakeTt BEpXHeU naHenu
WHCTPYMEHTOB U MOCIEAYIOIIEM
BbIOOpe onuuu BeTaButh
pa3pbIB KOJOHKHU.

Bcransercs npu
WCIIOJIb30BaHNUU 3HAUKa
PaspsiBeI Ha BKiIaike BeraBka
ni MakeTt BEpXHeW naHenu
WHCTPYMEHTOB W MOCIEAYIOIIEM
BbIOOpE onIuK BcTaBuTh
pa3pbIB KOJOHKH.

DTU MapKephl coJiepKaT KOIb
dhopmaTupoBaHUs 1715
OTJIETIbHBIX SUEEK U CTPOK
COOTBETCTBEHHO.

On 0603HayvaeT, 4YTO MPUMEHEH,
10 KpaitHel Mepe, OAUH U3
napaMmeTpoB ad3alia, HapuMmep,
He pazpeiBaTh a63a11, C HOBOM
CTPaHHUIIBI.
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Tabnuua 7 — Berpoennsie GpyHKIMH

Kareropus

Marematnueckue

Jlornueckue

CraTucTudeckue

CraTtucTuueckue

Jlornueckue

Jlornueckue

Jlornueckue

Maremarnueckue

CratucTuueckue

CraTtucTuueckue

DyHKUUA

ABS(x)

AND(logicall,
logical2, ...)

AVERAGE(argu
ment-list)

COUNT (argumen
t-list)

DEFINED()

FALSE()

[F(logical test,
value if true,
value if false)

INT(x)

MAX(numberl,
number2, ...)

MIN(numberl,
number2, ...)

INPUJIOKXEHMUE 3

Onucanue

DYHKUHUS UCTIONB3YETCA ISt
HaXOXXJIeHUs MOYJIs (a0COMOTHOM
BEJIMYMHBI) YUCIIA.

DyHKIHS UCTIONB3YETCA IS
MIPOBEPKHU, SIBJISIETCS JIU BBEJICHHOE
JIOTUYECKOE 3HAYEHHE UCTUHHBIM
WM JIOKHBIM. DyHKIMS
BO3Bpallaer 3HayeHue 1
(MCTHUHA), eciiu Bce apryMeHTbI
nMmeroT 3HaueHue UCTMHA.
DyHKIMSA aHAUTU3UPYET AUANIa30H
JTAHHBIX U BBIYUCIISIET CPEHEE
3Ha4YCHHE.

DyHKUUS UCTIONB3YETCA IS
Mo/IcueTa KOJUYECTBA STUCEK B
BBIOpaHHOM JHara3oHe,
coJIeprKanux 9ucia, 6e3 yuera
MCTBIX WM COAEPKALINUX TEKCT
SYCEK.

DYHKIKS OLEHUBAET, ONPEIETIEHO
JIY 3Ha4YeHue B suelike. OyHKuus
BO3Bpallaer 1, eciiv 3HaueHue
OTIPENIETICHO W BBIYUCIISIETCS 0€3
omunoOoK, 1 Bo3Bpatiaer 0, ecinu
3HAYCHHE HE ONPEICIICHO HIIN
BBIYUCTISIETCS C OMIUOKOM.
@yHKIMA Bo3Bpaiaet 3HaueHue 0
(JIOXDb) u He TpebyeT aprymeHTa.
DyHKUHUS UCTIONB3YETCA IS
MIPOBEPKH JIOTUIECKOTO
BBIPA)KEHUS U BO3BPALAET OJTHO
3HA4YE€HHE, €CIIU MTPOBEPSIEMOE
YCJIOBHE UMEET 3HAUCHUE
NCTHUHA, u npyroe, ecinu 0HO
nmeeT 3Hauenue JIOXKb.
DyHKIMA aHATU3UPYET U
BO3BpAILAET LEIYI0 YaCTh
3a/IaHHOTO YHUCJIa.

OYHKUUS UCTIONB3YETCA JIs
aHaJau3a Juana3oHa JaHHBIX U
MOKCKa HAUOOJIBIIETO YKCIIA.
DyHKINS UCTIONB3YETCA IS
aHaJM3a Juana3oHa JaHHBIX U

IIpumep

=ABS(-10)
Bosspamaer 10

=AND(1>0,1>3)
Bo3ssparmaer 0

=AVERAGE(®4,
10) BosBpamaer
7

=COUNT(A1:B
3) Bosspamiaer
6

=DEFINED(A1)

=FALSE()
Bosspamaer 0

=IF(3>1,1,0)
Bospamaer 1

=INT(2.5)
BosBpamaer 2

=MAX(15,18,6)
Bosspamaer 18

=MIN(15,18,6)
Bosspamaer 6



Kareropus

Maremarnueckue

Jlornueckue

Jlornueckue

MaremaTudecKkue

Marematuueckue

Marematnueckue

MaremMaTndeckue

Jlornueckue
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DyHKUUA

MOD(x, y)

NOT(logical)

OR(logicall,
logical2, ...)

PRODUCT((argu
ment-list)

ROUND(x,
num_digits)

SIGN(x)

SUM(argument-
list)

TRUE()

Onucanue

IIOMCKAa HAMMEHBLIETO YHCIIA.
@DyHKIHA BO3BPAIIAET OCTATOK OT
JIEJICHNs YMCIIa Ha 3aaHHBII
JEJIUTENb.

@YHKIMS UCTIONIBb3YETCS AJIs
IIPOBEPKHU, SIBJISIETCS JIU BBEACHHOE
JIOTUYECKOE 3HaYEHUE UCTUHHBIM
WM JIOKHBIM. DYHKIHS
BO3BpalllaeT 3HaueHue 1
(MCTHUHA), ecniu apryMeHT UMeeT
3Hauenue JIOXKb, u 0 (JIOXKD),
€CJIM apryMeHT UMeeT 3HaUeHHe
NCTHHA.

OyHKIMS UCIIONIB3YETCS AJIs
IIPOBEPKU, SIBJISIETCS JIU BBEACHHOE
JIOTUYECKOE 3HaYCHUE HCTUHHBIM
WIH JIOKHBIM. DYHKIUSA
Bo3Bpamaet 3HaueHue 0 (JIOXKD),
€CJIM BCE apryMEHTHI UMEIOT
3Hauenue JIOXb.

DyHKIHS IEPEMHOXKAET BCE YUCIIA
B 33JJaHHOM JUara3oHe YEeK U
BO3BpaIllaeT IPOU3BE/ICHUE.
@yHKIMS OKPYTIISIET YUCIIO 10
3aJJaHHOT'O KOJIMYEeCTBa
JECSATUYHBIX Pa3pPsI0B.

OyHKIMS OnpeenseT 3HaK YNCa.
Ecau unciao monokuTenbHoe,
(GyHKUUs BO3BpallaeT 3HaueHue 1.
Ecnu 4ncno orpunarensHoe,
(GyHKLHMS BO3BpallAeT 3HauUeHue -1.
Ecnu yucno pasno 0, pyHKuus
Bo3Bpaiiaer 3HaueHue 0.

@yHKIHA BO3BpAIIAET pe3yabTaT
CJIOKEHHMSI BCEX YHCET B
BBIOPAHHOM JIHAIIa30HE STYCEK.
@yHKIMS BO3BPALLAET 3HaUeHUE |
(MCTHUHA) u He Tpedyet
apryMeHra.

IIpumep

=MOD(6,3)
Bosspamaer 0

=NOT(2<5)
Bossparmaer 0

=0OR(1>0,1>3)
Bospamaer 1

=PRODUCT(2,
5) BosBparaer
10
=ROUND(2.25,
1) Bosspamiaet
23

=SIGN(-12)
Bosspamaer -1

=SUM(5.3,2)
Bosspamaer 10

=TRUE()
Bo3zspamaer 1
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IPUJIOKXEHMUE 4

Tabnuua 8 — Ilepeyens popmMaToB U JoCTyNHAS (GYHKIUOHATIBHOCTD

dopmart Onucanue [TpocmoTp PenaktupoBanue CkaunBaHue

Pacmmpenue nmenu
(aiina I TEKCTOBBIX
JIOKYMEHTOB,
CO3JIaHHBIX
nporpammoit Microsoft
Word
Office Open XML,
pa3paboTaHHBIN
KomnaHuei Microsoft
dbopmart daiinoB Ha
ocHoBe XML, coxaThix
o TexHoyoruu ZIP.
DOCX [Ipennasnauen s + + +

MpEeACTaBICHUS

ANEKTPOHHBIX TAOJIHII,

JTUarpamm,

MpE3EHTaLNN U

TEKCTOBBIX

JIOKYMEHTOB

[[Ta60H MOKyMEHTa

Word Open XML,

CO3aHHBIN

KOpIopauueun

Microsoft B Buze

XML-¢popmara,

CXKaTOTO C
DOTX  wucnoan3oBanuem ZIP. + + +

[Tpumensercs s

TEKCTOBBIX I11a0JIOHOB

JIOKYMEHTOB,

BKJTIOUYAET MapaMeTphl

(dhopMaTupoBaHus,

CTHIIU U IpyTHUE

3JICMCHTBHI.

Pacmmpenue s

AJICKTPOHHBIX KHUT,

FB2 MO3BOJISIONIEE YNTATh N n n

KHUTH Ha KOMIThIOTEPE

HJIF MOOUJIBHBIX

YCTPOMCTBAX

dopmaT TEKCTOBBIX

(aiinoB

oDT OpenDocument, + + +
OTKPBITBIN CTaHAAPT
JUISL DIICKTPOHHBIX

DOC
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®dopmar Onucanue [TIpocmoTp PenaktupoBanue CkauuBaHue

JTIOKYMEHTOB
OpenDocument
Document Template —
dbopMaTt 1abI0HOB
TEKCTOBBIX
OTT JIOKYMEHTOB + + +
OpenDocument ¢
HAaCTPOWKaMH
dhopmaTupoBaHUs U
CTHJISIMU
Rich Text Format —
(dbopMaT 10KyMEHTOB,
pa3paboTaHHbIT
RTF Microsoft mis + + +
KpoccmiaThopMeHHOT
0 oOMeHa
JTOKyMEHTaMHU
Pacmmpenue nmenu
(aiina s TEKCTOBBIX
TXT (haiinos ¢ + + +
MHUHHMAaJIbHBIM
(hopMaTupoBaHUEM
Portable Document
Format — dopmat nis
MpeACTaBICHUS
PDF JIOKYMEHTOB + +
He3aBucuMo ot 110,
anmapaTHBIX CPEJICTB U
oC
IlogmuoxkecTBO PDF ¢
OTpaHUYCHHBIM
HabopoM
BO3MOXKHOCTEH,
PDF/A crannapt [SO nus + +
JOJITOCPOYHOTO
apXHUBHOT'O XpaHEHUS
AJIEKTPOHHBIX
JTIOKYMEHTOB
HyperText Markup
Language —
OCHOBHOM SI3BIK
pa3MeTKH BeO-CTPaHHMII
Electronic Publication
— OecraTHBIN
OTKPBITBIN CTaHIAPT
EPUB IUIS DJIEKTPOHHBIX + + +
KHMT, CO3JaHHBIN
MexnyHapoaHbIM
hopymom 110

HTML



®dopmar

XPS

DjVu

XML

PNG

JPG

Onucanue

u(poBbIM

Ty OJIMKAIUSM

Open XML Paper
Specification —
OTKPBITHIN
OecrutaTHbIl opmar
(bUKCUPOBaHHOM
pa3MeTKH,
pa3paboTaHHBIN
Microsoft

dopmart 1l XpaHeHUS
OTCKaHHPOBAHHBIX
JIOKYMEHTOB,
0COOEHHO C
KOMOHMHAIIMEH TEKCTa,
PUCYHKOB U
(dhoTorpaduii
PacmmpsieMblii A3b1K
pasmetku (XML),
MIPOCTON Y THOKUH
SI3BIK JIJISI XPAHECHUS U
neperayu JaHHbIX
Portable Network
Graphics — dopmart
pacTpoBoii rpaduky,
HIUPOKO
HCIIONIB3YEMBIN B
UHTEpHETE

Joint Photographic
Experts Group —
HauboJee
pacnpocTpaHEeHHBIN
dbopMar cxaToro
M300paxeHus s
¢ poBeIX GoTO
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[TIpocmoTp

PenaktupoBanue

CkaunBaHue
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MNMPUJIOKEHHUE 5
Tabnuna 9 — CoueTanus KJIaBUIIT
Coueranus Coueranus
JeiicTBre KJIQBUII TSI KJIQBUII TSt Onucanue
PC Mac
[ToBTOpEeHue [ToBTOp OOJNBIIMHCTBA YACTO UCIIOIB3YEMBIX
MOCIJIETHETO F4 F4 NEWCTBHM, TaKMX KakK (hopMaTUpPOBaHUE
BBITTOJIHEHHOTO TEKCTa, BCTaBKa DJIEMEHTOB (Ta0IuIl,
JICUCTBUS n300paKeHMi ), I3MEHEHHE CTHIICH U IIpoUee.
OTtkpbITh IaHeNb Dailsl, 9TOOB COXPAHUTH,
CKayaTh, pacreyaTaTh TEKYLIUI TOKyMEHT,
MIPOCMOTPETH CBEJICHUSI O HEM, CO3/1aTh
OTKpBITh NaHENb _ . .
\Daii Alt+F ~= Option+F HOBBI JIOKyMEHT HJIH OTKDBITh
CYIIECTBYIONIH, MOTYUYUTh JOCTYII K
CnpaBke 1o peraktopy 279 10KyMEHTOB WIH
JIOTIOJTHUTEIBHBIM ITapaMeTpaM.
OTKpHITH OKHO A Ctrl+F, 38 OTtkpsITh AuanoroBoe okHo [louck u 3ameHa,
Tomck 1 3aMeHa’ Ctrl+F Crd-+F 9YTOOBI HAYaTh IOMCK CUMBOJIA/CI0Ba/(hpas3sl B
PEIaKTUPYEMOM JOKYMEHTE.
OTKpBITH OKHO OTtkpbITh AuanoroBoe okHo [louck u 3ameHa
'Tlonck u 3amena' ¢ = Ctrl+H A Ctrl+H C IIOJIEM 3aMEHbI, UYTOOBI 3aMEHUTH OJHO MU
MOJIEM 3aMEHBI 0oJiee BXOXKICHUI HalIEHHBIX CUMBOJIOB.
T Shift+F4, . .
[ToBTOPUTH . 3 Cmd+G [ToBTOpUTH NeiictBue Haiitu, koTopoe 05110
MocJieIHee © Shift+F4 3P Crd-+ 1]’ BBITIOJIHEHO JI0 HAYKaTHUs 3TOTO COUETAHUS
nevictsue 'Hantu' Shifi+F4 KJIQBHIII.
A Ctrl+ T
o — Ctrl 1 Shift+H, 98 OTKpBITh naHeNs KOMMCHT&EI/II/I, 9TOOBI
'KommenTapyn’ Shifi+H Crmd+ 1 J00aBUTH CBOM KOMMEHTApHUH WIH OTBETHTD
Shift-H Ha KOMMEHTApUHU JPYTUX MOJIb30BaTEINEH.
OTKpBITH TOJIE Al H ~ Option+H OTKpBITH TI0JI€ BBOJIA JAHHBIX, B KOTOPOM
KOMMEHTapus MO>KHO JI00aBUTh TEKCT KOMMEHTAPHSI.
E)TKp’HTL MaHeNb Alt+Q ~ Option+Q OTKpBITh TaHENTb YaT U OTHPaBUTH
Yar cooO1IeHue.
CoxpaHuTh Bce U3MEHEHHSI B PEAAKTUPYEMOM
CoxpaHUTb Ctrl+S A Ctrl+S, 38 JOKyMeHTe. AKTHBHBIN (haiin OyZeT coxpaHeH
JIOKYMEHT Cmd+S C TeKYILIUM UMEHEM, B TOM K€
MECTOIIOJIOKEHUH B (hopMaTe.
A Ctrl+P, 98 PacnieyaraTs JOKYMEHT Ha OJTHOM M3
[Tevats noxymenra Ctrl+P Cmd+P ’ JIOCTYITHBIX IIPUHTEPOB UJIU COXPAHUTH B
(haii.
OTtkppITh naHesnb CKavaTh Kak..., YTOObI
A Ctrl+ T COXPAHUTh PEAAKTUPYEMbIN JOKYMEHT Ha
CKauars Kak... Ctr‘l+ i) Shift+S, 36 JKECTKOM JUCKE KOMITBIOTEPA B OTHOM M3
Shift+S Cmd+1 nojuepkuBaemMbix popmartos: DOCX, PDF,
Shift+S ODT, TXT, DOTX, PDF/A, OTT, RTF,

HTML. 280



JewcTBue

ITonHO3KpaHHBIN
pEXUM

Memnto CripaBka

OTKpBITH
CYIIECTBYIOIINI
daiin
KontekcTHoe
MEHIO DJIEMEHTa
3akphITh (aiin
3aKphITh OKHO
(BKIJIAZKY)
Copocuth
Macmtad

JleiicTrBue

IlepeiiTu B Hayasno
CTPOKH

IlepeiiTu B Hayano
JIOKyMEHTa
IlepeiiTu B KOHEN
CTPOKHU

IlepeiiTu B KOHEN
JIOKyMEHTa
[TepeiiTu B Hauano
MpeabIAY e
CTPaHULBI

IlepeiiTu B Hayasno
cieayromen
CTPaHULBI

[TpokpyTuTh BHU3

[TpokpyTuTh BBEpX

Crnenyromas
CTpaHHIIa

IIpenpinymas
CTpaHuLa

Coueranusa
KJIABUIII TS
PC

F11

F1

Ctrl+O

{ Shift+F10
Ctrl+W
Ctrl+F4

Ctrl+0

Coueranus
KJIABHM LI J1JIs
PC

Home
Ctrl+Home
End
Ctrl+End

Alt+Ctrl+Pag
e Up

Alt+Ctrl+Pa
ge Down

Page Down

Page Up

Alt+Page
Down

Alt+Page Up
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Coueranusa
KJIABUIII IS
Mac

3£ Cmd+
Ctrl+F

F1

T Shift+F10

Onucanue

[lepexrounThCs B MOJTHOIKPAHHBIA PEXKUM,
4TOOBI Pa3BEPHYTh PEJAKTOP JOKYMEHTOB Ha
BECh DKPaH.

OTtkpeITh MeHI0 CripaBKa pegakTopa
JIOKYMEHTOB.

Ha Bkiagke OTKpBITH JIOKaJIbHBIN (haiin B
JIECKTOIHBIX PEeIaKTOpax MO3BOJISIET OTKPBITh
CTaH/apTHOE AMAJIOTOBOE OKHO JUIsl BIOOpa
CylIecTBYIOIIEro daiina.

OTKpBITh KOHTEKCTHOE MEHIO BHIOPAHHOTO
DIIEMEHTA.

3 Cmd+W 3aKkpbITh BLIOPAHHBIA JIOKYMEHT.
38 Cmd+F4  3akpwITh BKIAAKy B Opaysepe.
32 Cmd+0 Copocuts macmrad TCKYIHCFOO JOKyMEHTa J10
3HayeHus o ymoiadanuo 100%.
HaBurauust
Coueranus

KJIaBHII 115
Mac

Home
A Ctrl+Home
End

A Ctrl+End

~ Option+3f
Cmd+1
Shift+Page
Down

Page Down,
=

Option+Fn+1

Page Up, ~<
Option+Fn+]

-
Option+Page
Down

-
Option+Page
Up

Onucanue

Y cTaHOBUTH KypcOp B Hauaie
peIaKTUPYEMOM CTPOKH.

VY cTaHOBUTH KypcOp B CAMOM Hauaje
PENAKTUPYEMOIO JOKYMEHTA.

Y CTaHOBUTH KypCcOp B KOHIIE pEIaKTUPYyEMOM
CTPOKH.

Y CTaHOBHTH KypCOp B CAMOM KOHIIE
PENAKTUPYEMOIO JOKYMEHTA.

Y cTaHOBUTH KypCOp B CAMOM Hadaje
CTpaHULIbl, KOTOpask UAET NEPEN
penakTupyemMon ctpanumnei. 281

VYcTaHOBUTH Kypcop B CAMOM Havaje
CTPaHMIIBI, KOTOPAsi HJIET MOCIIE
peaaKTUPyEMOU CTPaHULIBI.

[IpokpyTUTH TOKYMEHT IPUMEPHO HA OJIHY
BHUJIUMYIO 00JIaCTh CTPAHUIIbI BHU3.

IIpOoKpYTUTH TOKYMEHT IPUMEPHO HA OJIHY
BUAMMYIO 00JIaCTh CTPAHUIIbI BBEPX.

[lepeiiTi Ha ClIEAYIOUIYIO CTPAHUILY
PEIaKTHPYEMOro JOKYMEHTA.

IlepeiiTn Ha IpEBIAYLIYIO CTPAHULLY
peAaKTUPYEMOro JOKYMEHTA.



JewcTBue

VBeNIU4uTH

VYMEHBIINTE

[TepeiiTn Ha ovH
CHUMBOJI BJIEBO
[TepeiiTn Ha oIMH
CHUMBOJI BIIPABO
IlepeiiTu B Hayano
CJIOBA MJIM HA OJTHO
CJIOBO BJIEBO
Ilepeiitu HA OTHO
CJIOBO BIIPAaBO
Ilepeiitu Ha oHY
CTPOKY BBEPX
IlepeliTn Ha oiHY
CTPOKY BHM3
[TepeiiTn Mmexay
3JIEMEHTaMU
YIIPaBJICHUSA

3aKOHYUTH ad3ar|
JloGaBuTh pa3pbIB
CTPOKHU

VY nanute

VY 1ajauTe C10BO
cJieBa OT Kypcopa

VY najauTe ci1oBO
crIpaBa OT Kypcopa

Co3nate
HEpa3pbIBaEMbIN
pooer

Coznath
Hepa3pbIBaeMbIi
neduc

OTMEHUTD

[ToBTOPHTH

Coueranusa
KJIABUIII TS
PC

Ctrl++

Ctrl+-

Ctrl+«—

Ctrl+—

!

i Tab/ 1
Shift+ Tab

< Enter

T Shift+e
Enter

-
Backspace,
Delete

Ctrl+Backspa
ce

Ctrl+Delete

Ctrl+ 1
Shift+_
Spacebar
Ctrl+ 1
Shift+Hyphe
n

Ctrl+Z

Ctrl+Y
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Coueranus
KJIQBUII IS Onucanue
Mac
A Ctrl++, 38 YBenuuuTh MacTad peaakTHPyeMOro
Cmd++ JIOKYMCHTA.
A Ctrl+-, 38 YMeHbIIHUTh MacTad pelakTUPyeMOro
Cmd+- JIOKYMCHTA.
— [lepemecTuTh Kypcop Ha OIMH CUMBOJI BIIEBO.
. [lepemecTuTh Kypcop Ha OJIMH CUMBOJI
BIIPABO.
A Ctrl+<«—, 3 TlepemecTurs Kypcop B Ha4ajIo CJIOBA MM HA
Cmd+«— OJIHO CJIOBO BJIEBO.
" Ctrlt—, 38 [lepemecTuTh Kypcop Ha OJIHO CJIOBO BIIPABO
Cmd+— Y ypcop paso.
) [lepemecTuTh Kypcop Ha OJIHY CTPOKY BBEPX.
! IlepemecTuTh Kypcop Ha OJHY CTPOKY BHU3.
k5 Tab/ 1 [lepeiiTn Ha CAEAYOIMIA WA PEIBLIY NI
Shift+%i Tab  smemeHT ympaBiieHUs B MOJIaJIbHBIX OKHAX.
Hanucanue
« Return 3aBepIINTh TEKYIIUH a03all 1 Ha4aTh HOBBIM.
T Shift+e Crnenatpb nepeBoJ CTPOKH, HE HAUMHASI HOBBIH
Return ab3arr.

«— Backspace,
Delete

A\

Ctrl+Backspa
ce, 3B
Cmd+Backspa
ce

A Ctrl+Delete,

3
Cmd+Delete
A Ctrl+ 1T
Shift+
Spacebar

A Ctrl+ 1T
Shift+Hyphen

VY nanuthk onuu cuMBod cieBa (Backspace)
niu crupasa (Delete) ot kypcopa.

VY 1anuTh OJTHO CIIOBO CJI€Ba OT Kypcopa.

VY 1anuTh OJTHO CIIOBO CIIpaBa OT Kypcopa.

Co3naTh MEXIy CHMBOJIAMH ITPOOe,
KOTOPBII HEJb3s1 UCIIONB30BaTh IS Havana
HOBOM CTPOKH.

Co3aath MeXIy CHMBOJIaMU J1e(hUC, KOTOPBIH
HEJIb3s1 HCIOJIb30BaTh JJIsl Hadaia HOBOK
CTPOKH.

OTMeHa U IOBTOP

A Ctrl+Z, 3 Cmd+Z

A Ctrl+Y, 38 Cmd+y,
% Cmd+ 1T Shift+Z

OTMEHUTH MOCNIeaHEE
BBIIIOJTHEHHOE JICHCTBHEC.
[ToBTOPUTH MOCTIEAHEE
OTMEHEHHOE JICHCTBHE.
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CoueTaHus KJIaBHIL
1t Mac

CoueTaHus KIaBHII

s PC Onucanue

JlewcTBue

BLIpCSaHI/IC, KOIIMPOBAHHEC U BCTaBKa
Coueranus knaBum ~ CouyeTaHUs KJIaBUIII

[eiicTBue

Beipesats

Kommposate

BcraButh

BcraButh
TUIIEPCCHLIKY

Kommposats

dbopMaTupoBaHue

[IpumeHnTh

dbopMaTupoBaHue

s PC

Ctrl+X, T
Shift+Delete

Ctrl+C, Ctrl+Insert

Cl+v, 1
Shift+Insert

Ctrl+K

Ctrl+ 1 Shift+C

Ctrl+ 1 Shift+V

g Mac

3 Cmd+X, 1
Shift+Delete

3£ Cmd+C

3* Cmd+V

3£ Cmd+K

& Cmd+ 1T Shift+C

3 Cmd+ 1T Shift+V

Omnucanue

VY naauTh BBIACIICHHBIN
(hparMeHT TeKCcTa u
OTIIPaBUThH €ro B Oydep
oOMeHa KOMIbIOTEpa.
CKomnupoBaHHBIN TEKCT
MOXHO 3aTEM BCTAaBUTH B
JPYroe MECTO 3TOrO Ke
JIOKYMEHTA, B IPyTron
JOKYMEHT WJIH B KaKyl0-TO
JPYTYIO IIPOrpaMMy.
OTrpaBUTh BBIJICIICHHBIN
(dbparMeHT TekcTa B Oydep
oOMeHa KOMIIBIOTEpA.
CKonMpOBaHHBIN TEKCT
MO>KHO 3aTEM BCTAaBUTH B
JPYTro€ MECTO 3TOrO XK€
JIOKyMEHTA, B IPyTrOn
JIOKYMEHT WJIH B KaKyl0-TO
JIPYTYIO IPOrpaMMy.
BcraButh panee
CKOIMMMPOBAHHBIN TEKCT U3
Oydepa oOMeHa KOMITbIOTEpA
B TEKyLIEH MMO3UIMU Kypcopa.
TexcT MOXeT ObITH paHee
CKOIMPOBAH U3 TOTO XKe
caMoro JOKyMEHTa, U3
JPyroro A0KyMeHTa WU U3
KaKOW-TO Apyrou
MIPOrPaMMBlI.

BcTaBuTh runepccesLiky,
KOTOPYIO MOYXHO
HCII0JIb30BATh IS IIEpexo/ia
1o BeO-aapecy.
CkomnupoBatb
dhopmaTupoBaHue U3
BBIIETIEHHOTO (pparMeHTa
PEAAKTHUPYEMOIO TEKCTA.
CxonupoBaHHOE
(hopmaTHpOBaHHE MOMKHO
3aTeM MPUMEHHUTH K JPYroMy
TEKCTY B 3TOM K€
JOKYMEHTE.

[IpumenuTs panee
CKOIIMPOBAaHHOE
(hopMaTupoBaHue K TEKCTY



JleiicTBue

Brinennts Bce

Brinennts
(dbparmeHT
BrinemnTs ¢
MO3ULIMM Kypcopa
JIO Havajia CTPOKH
Breiaenuts ¢
MTO3UIIMH Kypcopa
JI0 KOHIIa CTPOKH
Brinennts onun
CHMBOIJI CTIpaBa
Brinenuts onus
CHMBOIJI CJICBa

Brinenuts o
KOHIIA CJIOBa

Brigenuts no
Hayajia cjioBa

Brinenuts onHy
CTPOKY BBIIIE

Brinenurs oy
CTPOKY HUXKE

Brinenuts
CTpaHHMILY BBEPX

Brinennts
CTpaHUIly BHU3

[eiicTBue

JKupHbrit mpudt

Kypcus

[ToguepkHyTHIN
mpudt
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Brinenenue texcra
COquaHI/ISI KIJIaBUIII COLIeTaHI/I}I KJIIaBUIII

g PC g Mac
Ctrl+A 38 Cmd+A
1 Shift+— «— T Shift+— «—

f Shift+Home { Shift+Home

T Shift+End T Shift+End

T Shift+— T Shift+—
© Shift+« © Shift+«
Ctrl+ T Shift+—

Ctrl+ T Shift+«

T Shift+1 T Shift+1
T Shift+] T Shift+]

T Shift+Page Up T Shift+Page Up

T Shift+Page

Down T Shift+Page Down

OdopmiieHne TekcTa
Coueranus kiaaBuin  CodyeTaHHs KIIABHII

st PC g Mac
Ctrl+B 3£ Cmd+B
Ctrl+I 3 Cmd+I
Ctrl+U 3£ Cmd+U

PEAAKTUPYEMOTO IOKYMEHTA.

Onucauue

Brinenuts BeCh TEKCT
JIOKyMEHTa BMECTE C
TabIuIaMu 1
H300PKCHUSIMHU.

Brigenurs TexkcT
MIOCUMBOJIBHO.

Breimenuts ¢pparmeHT Tekcra
C IIO3UIMHU Kypcopa 10
Hayaja TeKyIllled CTPOKH.
Boigenuts ¢pparMeHT TekcTa
C TIO3MIMHU Kypcopa A0 KOHIA
TEKYIIEH CTPOKH.

BeiienuTs oiMH CHMBOIT
crpaBa OT MO3UIIMH Kypcopa.
BriienuTs 01MH CHMBOI
CJIEBA OT MO3ULMHU Kypcopa.
Boigenuts ¢pparMeHT TekcTa
C MO3MIMU Kypcopa A0 KOHIA
CJIOBA.

Breinenuts ¢pparmeHT Tekcra
C O3ULMHU Kypcopa J0
Hayaja CJIOBa.

Briaenants oiHy CTpoOKy
BBIIIE (KypCOp HAXOAUTCS B
Hayaje CTPOKH).

Brinenuts o1Hy CTPOKY
HUKe (Kypcop HaXOJIUTCs B
Havaje CTPOKH).

BrpigenanTs 4acTh CTpaHULIBI C
MO3UIIMM Kypcopa 10
BEpXHEH 4acTH dKpaHa.
BrienanTs 4acTh CTpaHULBI C
IIO3ULIMK Kypcopa 10 HUKHEN
YacTH dKpaHa.

Omnucanue

Cnenatb mpudr B
BBIJICJICHHOM (hparMeHTe
TEKCTa )KUPHBIM, MIPHUJIAB EMY
OOJIBIITYIO HACKHITIIEHHOCTb.
Cnenatb mpudt B
BBIJICJICHHOM (pparMeHTe
TEKCTa KypCHUBHBIM, IPU/IAB
€My HaKJIOH BIIPABO.
[ToguepkHyTh BBIIECICHHBIN
(bparmMeHT TeKcTa 4YepToH,
MIPOBEICHHOM 101 OyKBaMHU.



3auepKHYThIN
mpudt

[Toncrpounsie
3HAKU

Hancrpounsie
3HAKU

Ctuie 3aroioBoxk 1

Crtwib 3aroiaoBok 2

Ctuiies 3arooBok 3

MapkupoBaHHBII
CIIMCOK

Yopath
dbopmatupoBaHue

YBenuuuTh mpugpT

YMeHpmuTh pudT

BIpoBHATE 110
LEHTPY/JIEBOMY
Kparo

BeIpoBHATE MO
[IUPUHE/TICBOMY
Kparo

BreIpoBHATE 11O
IPaBOMY
Kparo/JIeBOMY Kparo
IIpumeHeHue
dbopmaTupoBaHUs
MOJICTPOYHOT O
TekcTa (¢
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Ctrl+5

Ctrl+.

Ctrl+,

Alt+1

Alt+2

Alt+3

Ctrl+ 1 Shift+L

Ctrl+, Spacebar

Ctrl+]

Ctrl+[

Ctrl+E

Ctrl+], Ctrl+L

Ctrl+R

Ctrl4+=
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3£ Cmd+5

A Ctrl+ T Shift+>, 38
Cmd+ 1T Shift+>

A Ctrl+ T Shift+<, 38
Cmd+1T Shift+<

~= Option+" Ctrl+1

~ Option+”" Ctrl+2

~= Option+”" Ctrl+3

A Ctrl+ T Shift+L, 3B
Cmd+1T Shift+L

A Ctrl+, Spacebar

38 Cmd+]

3B Cmd+H|

A Ctrl+E, 38 Cmd+E

A Ctrl+], 38 Cmd+]

A Ctrl+R

3auepKHYTh BBIICTICHHBIN
(bparMeHT TeKcTa 4YepTOoH,
MIPOBEICHHOM 1O OyKBaM.
CrenaTte BBIAECIICHHEBIN
(hparMeHT TeKCTa MeIb4e U
ITIOMECTUTH €r0 B HUKHEU
4acTH CTPOKH, HATIpUMED,
KaK B XUMHUYECKUX
hopmymax.

CrenaTte BBIAECICHHBIN
(parMeHT TeKCTa MeIbYe U
MTOMECTUTH €r0 B BEpXHEH
YacTH CTPOKH, HATIPUMED,
KakK B JIPO0OsIX.

[TpuMEeHUTH K BBICIICHHOMY
(dbparMeHTy TeKcTa CTHIIb
3arosioBok 1.

[IpuMeHHTD K BBIICICHHOMY
(parMeHTy TeKcTa CTHIIb
3aroyioBoK 2.

[IpuMEHHTH K BBIICIICHHOMY
(bparMeHTy TeKcTa CTHIIb
3aroyioBokK 3.

Co3znaTh U3 BBIICICHHOTO
(dbparmenTa TeKcTa
HEYIOPSI0YCHHBIN
MapKHUPOBAHHBIN CITUCOK WIIH
HAYaTh HOBBIH CITUCOK.
Yo6pars popmaTtupoBaHue u3
BBIIETIEHHOTO (pparMeHTa
TEKCTA.

VYBenuuuTh Ha 1 MyHKT
pasmep mpudTa s
BBIJICJICHHOTO (hparMeHTa
TEKCTa.

YMeHpmUTh Ha | yHKT
pasmep mpudTa s
BBIIETIEHHOTO (pparMeHTa
TEKCTa.

[Mepexnrouars ab3ar MEXITy
BBIPAaBHUBAHUEM IO LIEHTPY U
10 JIEBOMY Kparo.
[Tepexnrouars ab3a1 MEXTy
BBIPABHUBAHHUEM 10 ITUPHUHE
Y TI0 JIEBOMY Kparo.
[Tepexnrouars ab3ar MEXITy
BBIPABHUBAHUEM IO MIPABOMY
Kparo | 10 JIEBOMY Kparo.
[IpumeHuTH
(¢bopmatupoBaHue
MOJICTPOYHOTO TEKCTa K
BBIICJICHHOMY (hparMeHTy



ABTOMATHUYECKOU
YCTaHOBKOH
HMHTEPBAJIOB)
[Ipumenenue
dbopMaTupoBaHus
HaJCTPOYHOTO
TekcTa (¢
aBTOMATUYECKON
YCTaHOBKOM
HWHTEPBAJIOB)
Bcragka pa3pbiBa
CTPAHUIIBI

VBenuunurth OTCTYyII

YMEHBIINUTH OTCTYII

Jlo6GaBuTh HOMED
CTPaHHIIBI

HeneuaTaemble
CHMBOJIBI

VY 1anuTh o1uH
CHMBOIJI CJIEBA
Y nanute oguH
CHUMBOJI CTIpaBa

JeiicTBue

OrpanuyuTh
JIBUKEHUE

3anate yroiu
nosopota B 15
rpagycoB

CoxpaHsTh
MPOTIOPIIUN

Hapucosats
MPSAMYIO JTUHUIO
WJIU CTPEIIKY

IIepemenenue ¢
I1aroM B OJJUH
MTUKCETh
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Ctrl+ 1 Shift++

Ctrl+< Enter

Ctrl+M

Ctrl+ T Shift+M

Ctrl+ 1 Shift+P

Ctrl+ 1
Shift+Num§8

«— Backspace

Delete

AN Ctrl+< Return

A Ctri+M

A Ctrl+ 1T Shift+M

A Ctrl+ T Shift+P

«— Backspace

Delete

Moaudukanusa 00beKTOB
Coueranus kiaBuin  CoudeTaHus KJIaBUII

g PC
{ Shift +

NEpCTAaCKUBAHUC

T Shift +
IepeTackuBaHKe
(pu
MIOBOPAYMBAHUN)
T Shift +
IepeTackuBaHue
(npu M3MeHeHUuu
pa3mepa)

T Shift +
IepeTackuBaHue
(pu pucoBaHUM
JINHUM WU
CTPEJIOK)

Ctrlt— — 1]

g Mac
{ Shift +

NEpCTAaCKUBAHUC

T Shift +
nepeTackuBaHue (mpu
MOBOPAYUBAHUN)

T Shift +
nepeTacKuBaHue (pu
W3MEHEHUU pa3Mepa)

T Shift +
neperackuBanue (pu
PUCOBaHUU JTUHUAN WA
CTPEJIOK)

TCKCTA.

IIpumeHUTH
dhopmaTupoBaHue
HA/ICTPOYHOT'O TEKCTa K
BbIICTIEHHOMY (parMeHTy
TEKCTAa.

BcraButh pa3pbiB CTpaHUIIBI
B TEKyIlIel MO3UIH Kypcopa.
YBenuuuTh OTCTYI ab3aia
CJIeBa Ha OJIHY MO3HUIIUIO

TaO YIS,

YMeHbIHTh OTCTYN ab3ata
CJIeBa Ha OJIHY TO3UIIUIO
TaOyJISALHH.

JloGaBuTH HOMEp TEKyIIEH
CTpaHUIIbI B TEKYIIIEH
TO3UIIMH KypCopa.

[Tokasath WK CKPHITH
HelevYaTaeMble CHMBOJTHI.

Y aanuTh OMH CHMBOJI ClIeBa
OT Kypcopa.

Y nanuTth OJlUH CUMBOJI
crIpaBa OT Kypcopa.

Onucanue

OrpaHuuuTh nepeMeleHue
BBIOpPAHHOTO 00OBEKTA IO
TOPU30HTAIIU MM BEPTHKAIIH.

OrpanuuuTh yroj noBopoTa
marom B 15 rpamaycos.

CoxpaHsATh NPONOPLHH
BBIOPAHHOTO OOBEKTA TIPH
M3MEHEHHH pa3Mepa.

HapucoBaTe npsamyro JUHUIO
WJIH CTPEIIKY:
TOPH30HTAIBHYIO,
BEPTUKATBHYIO UITH MO
yrjioM 45 rpamycoB.

VY nepxxuBaiite knasuiry Ctrl
Y UCTOJIb3YHTE CTPEIKH Ha
KJIaBUAType, YTOOBI
repeMeniaTh BHIOpaHHBIN
O00BEKT Ha OJIMH MMHUKCEIb 32
pas.



JeiicTBue

[Tepeiitu
CHEAYIOLIEN UCHKe
B CTPOKE

IlepeniTu
MpeabIAYIIEeH
sTYEHKE B CTPOKE
[Tepeiitu
CHEAYIOUIEN CTPOKE
IlepenTu
MpeabIAYIEH
CTPOKE

HauaTtp HOBBIN
ab3arg

Jlo6GaBHUTH HOBYIO
CTPOKY

BcraButh pa3psiB
TaOJIUIIBI

JleicTBue

BcTtaBka qimHHOTO
THpE

Bcragka
HEPa3pPBHIBHOTO
neduca

Bcraska
HEpa3pPbIBHOTO

npoOena

BcraBka ¢opmyst

352

RU.48324255.7TP (P/])-P/1-B1.0

Pabora ¢ Tadanmamu
Coueranns xiasum  CoueTaHUs KJIABUII

s PC

5 Tab

T Shift + % Tab

< Enter

% Tab B npaBoit
HIDKHEHN suelike
TaOJIULIBL.

Ctrl + T Shift + ¢
Enter

g Mac

5 Tab

T Shift + % Tab

< Return

% Tab B npaBoit
HIDKHEHN suelike
TaOJINIIBL.

~ Ctrl + T Shift + &
Return

BcraBka cnenuajJbHbBIX CHMBOJIOB
Coueranus knaBuil  CodeTaHHUs KIIABUII

g PC

Alt+Ctrl+Num
Ctrl+ 1 Shift+
Ctrl+ 1 Shift+

Spacebar )

Alt+=

g Mac

A Ctrl+ T Shift+Hyphen

A Ctrl+ T Shift+,
Spacebar

Omucanue

[TepeiiTu k cienyromeit
SIYEHKE B CTPOKE TAOJIHUIIBI.

IlepeiiTu x npeaplayIeH
s4eiike B CTPOKE TaOIHUIIbI.

[Iepeiitu k cienyrouei
CTPOKE TaOJHUIIBI.

[TepeiiTu x npenpiayiIei
CTPOKE TaOIHIIBL.

Havatb HOBBII a03a1l BHyTpU
SIYCUKHU.

J106aBUTH HOBYIO CTPOKY
BHU3Y TaOJIHIIBI.

BcraButh pa3pbiB TaOIUIIBI
BHYTPH TaOJIUIIBI.

Onucanue

BcraButh qumaHOE THpE ‘“—’
B TEKYIIEM JOKYMEHTE
CIpaBa OT MO3ULIUU Kypcopa.
BcTaBuTh Hepa3phIBHBIM
neduc ‘-’ B TeKyIIeM
JIOKYMEHTE CIpaBa OT
MIO3ULIMU Kypcopa.

BcTaBuTh Hepa3phIBHBIM
npo6es B TeKyIeM
JOKYMEHTE CIpaBa OT
MIO3ULIUHU Kypcopa.

BcraButh hopmyny B
TEKYIIEeH NO3ULIMU Kypcopa.
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JUCT PETUCTPALIMU UBMEHEHUI

Howme

pa JINCTOB (CTPAHMIL)

HU3M.

HN3MCHCH
HBIX

3aM¢C
HCHHBIX

HOBBIX

AHHYJIUPO

BaHHBIX

Bceero
JUCTOB
(cTpaHuir)
B JIOKyM

No
JIOKyMe
HTa

Bxonmsamuii

Ne comnpoBo

JUTEIBLHOTO

JOKYMEHTa
W jara

Iloxam.

Hara
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