Microsoft Office Word

PaboTa ¢
MOKYMEHTAME

UTENb HHPOPMATUKH
HanoB C.A.



Hesumanors C.A. Microsoft Word

Conep:xanue
OKHO TIPOTPAMMBI ......coiiiiiitiiteaaiteeeeeaateee e e e sttt e e e e e baeeeeaaabbee e e e s bbe e e e e aasbbeeeeaasbbeeeeaanbbeeeesannnneas 2
PABOTA C OKHAMIL.......eiiiiiiiiie et e ettt e ettt ettt e e e ettt e e e eatb et e e e es bt et e e s anbbe e e e e antbeeeesannbeeeeaas 2
KYPCOP BBOMA ..ttt 3
1\ 132 20 TP P PP PPTPP PP 3
D2 (SN0 0702 (o 0 Y (S) ) - PP TR 4
KOOPIIMHATHBIE JIMHETKI . ......evvvvviiieiieiieieeeeeeeeeeeeeeeeeeeeee et eee e e et e aeteeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeneees 5
CTPOKA COCTOSHHUST - eetreeeeeassteeeessiseeeeesassnee e e s assne e e e s anss et e e e e e e e e e s nn e e e e s nnn e e e e e nnnn e e e e s nnnneeee e 6
PEXUMBI OTOOPAIKEHUS JIOKYMEHTA .....vveeeeseteeeesnteeeaesausseeassansseeessassseesesassseeesssnssseessansneeeesns 6
LN (010 3 01431004 074 U PP PP 7
238 0,0 Y10 I BTo 0 1Yo N ALV o) e AN 7
ONEPAIME € TOKYMEHTAME ......uuvveiieiutieaaaaautteeaesataeeaeaasaseeesaaseseaesaataeeaesastseeeesansseeeesansseees 7
CO3TAHNE HOBOTO JTIOKYMEHT .cceeeeesuuuutesrereaeesssaasnstssssssaseesssaansssssssesaeesssaanssssssseeeasesssnnsssnnns 7
OTKPBITHE JOKYMEHTA .....ueevvvriieieeessssiistsseeeaeeesssassssssse s e s e s s s s s bbb as e et e e e e s s s sse b r b e e e e e e e e e s s snnnn s 7
COXPAHEHME JTIOKYMEHTA . 1ceuetreeeesssnneeesssnnseaesasssesaesasssseeesasssseeeaaasnneeeesannneeeeannnneeeesannneeeenas 9
BAKPBITHE JTIOKYMEHTA ... .veeeeeusnreeeessnreeeasassnseeesassseeeesasssneeaaassneeeeaassneeeesansreeeesannneeeesnnnneeeenas 10
PABOTA € TEKCTOM ......uuiiiiiiiiiiiiiiiiii ettt e e e e e sttt e e e e e e s et bbb et e e e e e s s sttt b beeeaeeeeannns 10
2370 31 Qs £ (o - TR 10
BBIIETCHUE DPATMEHTA TEKCTA . vvvvveeeeesiissittnrereeeeesssssssttsssrsaeseessassssssseseasesssssnnsssssseeesesssnnns 10
PEIAKTHPOBAHIME TEKCTA ... uuvvvvrrieeeeessasiiiiesetaaeeesssssittseeeaeeeeassassbbbbeeeeeeeesssannbbbnneaaeeeeannans 10
OTMEHA OTICPAITHH HA TEKCTOM ...eevtittrreeeeeesssssssssnsseeaessessssssssssessessssssnnsnssssseseesesssnnssnnes 11
KOTIHPOBAHME TEKCTA .eieeeiiiuiiiiiiiieee e e e seiiittte et e e e e e s s sttt e e e e e e s s st bbb e et e e e e e s s n bbb b n e e e e e eeanans 11
TTEPEMEIITEHITE TEKCTA .eeeeiiuiiiittieeeeeeessasitteeeeaeeeessassabbb et eeeeeeasas s sbbb b b e et e e e e e s s nsbbbbneeaaeeeennns 11
BYDEP OOMEHA. .....euveiiiiiieiii ittt e e e e e et e e e e e s s n b e e e e e 12
BCTABKA CHMBOIIA .....eeeieiiieeee e ettt e ettt ettt e et e e e e e e e e e e e s e e e e s e e e s e s 12
TTOMCK M BAMEHA TEKCTA ... ceeeeeseirieeessiieeeessssseeaeaassseeeeasne e e e e e snn e e e e s ansb e e e e s annn e e e e s annne e e e s nnnneeas 13
KOHTEKCTHOE MEHEO. .....utttiee ettt e ettt e ekttt e e e e e et e e et e e e s s e e e s nnnne e e e s nnnne s 14
DOPMATHPOBAHME TEKCTA ..ceivviviviieeeeessassttttteetesseassssssesseeeesessasassbbsrerteeeesssasssbrsertaeeessnnns 14
M3MEHEHNE MAPAMETPOB IIPHMDTA .eeeeeiiiiiiiiiiiiieeeeesssiibirertee e e e s s ssbbbr e e ae e e s s s s snbbbbneeaeeeeesnns 14
N3MmeHeHrne HHTEPBAIA U TIOTOMKECHHSI CUMBOJIIOB .....ceeeiuitreeeesurreeeessnnseneessnsneeeesannneeeesansneess 16
M3MEHEHUE PETHCTPA CHMBOJIOB ...ttt eesssssttttreressessssssssssssssssssesssassssssssstessessssnmssssseeseeeessnnns 16
DOPMATHPOBAHUE A0BALICB +.vvvvvvveeessssssurrrrrrsssesssssssstsssertassessssnssssseetessesssnmsssssereeeeessnnnmnnnes 17
Y CTaHOBIICHUE TTOZUIIMHA TAOYIILIMIF . .....ceeeevieeeeeasiteeeeessseeeeesasneeeeesansseeeesasnnnaeesannneeeesannneeas 18
VITOPATOUCHUE CITHCKOB .. uuutttvrrreesessssssssssssessassessssssssssssssssessssssssssssssessssssnsnssssssseseeesssnnns 20
CTHITA (DOPMATHPOBAHIIS «...vvvvvvteeeesssssssttssersasesssssssssssessssesssssssssssssssesssssssnssssssssseseessnnnmnnnes 21
O¢opMTeHHE CTPAHMIL JOKYMEHTA .......veiieiiiiieeeaaiieeeaaantteeeasatteeeaaantseaeaaatneaeesansneeeesanneeas 23
Y CTaHOBIIEHUE TTAPAMETPOB CTPAHUIIBL «. .. .evvveeeeaitieeeaaiereaeesassneeesssnsseeeesasnneeeesannneeeesansneeas 23
BCTaBKA PABPBIBOB CTPAHIILL ... .vveeeeseteeeesansereeesaassseeeasassseaeaaassseaesaansseeeesassseeeesannneeeesansneeas 25
HYMEPAIIHST CTPAHUIT ....ctteeeeeeiiieee ettt e ettt e ettt e ettt e e et e e e st e e e e s nnnneeas 26
Y CTAHOBIICHUE KOJIOHTHTYIIOB ... eeeeeuutreeessnstneeesasnsseeessassseaessassseaessasssseessassneeeesannneeeesansneess 27
Co3/1TaHUE MHOTOKOJIOHHOTO JIOKYMEHT . ....vveeeauuttreeesasttneassanssreeesanssesassanssnsessansnnsessansnnseesas 28
TTEUATD IOKYMEHTOB........ceiiiiiiiiiiiiiiitittte e e e e e s e bbbt e e e e e e e s s e e e e e e e e e e s s bbb bbbt e e e e e s s annbbbreeeeeas 30
BCTaBKa IPAPHUECKHX O0BEKTOB ..........eviiiiiiiiiiii ittt 31
BOTABKA TADIIMIL ... .c.uuiieeiieeeeee et e et e et e ettt e e et te e et ee et s ae e e e et seesn s eeetseetnseesnseetnreerneeenns 32



Hesumamos C.A. Microsoft Word

OKHO mporpaMmmsbl

Microsoft Word — TeKCTOBBIN peslakTop, IporpaMma JJisi Co3JaHus U 00padoTKU
TekcToBbIX 10KyMeHTOB. [IpeacraBnenue WY SIWIG (ot anrnumiickoro “What You See
Is What You Get”) mo3BosisieT mpocMaTpuBaTh Ha HKpaHE TOTOBBIM K
neyaTd JIOKyMEHT 0e3 HeoOXOAMMOCTH pacxojoBaTh Oymary Ha
npoOHyto nedatb. OTGopMaTHUpOBAHHBIE CHMBOJBI OTOOPAXKAIOTCS Ha
9KpaHe Tak, Kak OHU OyAYT BBITJISIETH HA TIEYaTH.

3unayok Microsoft Word umeer Buna Ha puc. 1. Puc.1

Paoora ¢ okHAMH

MHorookonHast opranusanus  Microsoft Word mo3BosiseT 0JHOBPEMEHHO
paboTaTh C HECKONBKMMHU JTOKYMEHTAMH, KaXK/bId U3 KOTOPBHIX PACIOIOXKEH B CBOCM
okHe. [Ipy BBEICHHH W PEAAKTHPOBAHMU TEKCTA MOJIB30BATEIh pabOTAET C aKTHBHBIM
JTOKyMEHTOM B aKTHBHOM OKHe. J[JIst mepexo/ia K OKHY JAPYroro J0KyMeHTa He0OX0q1MMO
IEJKHYTh HA €r0 MMEHH Ha MaHeau 3a1ad wid B MeHi0 OKHO, KOTOpOe COMEpKUT
CIIUCOK OTKPBITHIX JJOKYMEHTOB.

LTE. Hokymenr1 - Microzoft Word

JEalﬂn Npaeka Bwo Bctaeka 9Popmwar Cepewnc Tatnuua OkHo Cnpaeka
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Puc.2. Oxno nporpammsr Microsoft Word
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Kypcop BBOAA

CymiecTByIOT 1Ba NOHATHS — KypcOp BBOJA M ykasarenb Mbliu. Kypcop BBoxa
NpeCTaBIsieT COOOH MHTalOIIYI BEPTHUKAIBHYIO MOJNOCKY |. OH yKa3bIBaeT MECTO, B
KOTOpoe OyneT BBOAMTHCS TEKCT. (s ero mepemMenieHus MCHONb3YIOTCS KIaBUIIU
YIOPABJIEHUS KypCcOpOM WM Mbllib. JIJIsl mepeMelenuss Kypcopa ¢ MOMOIIBI0 MBIIIN
CleAyeT YCTaHOBHUThH YKa3aTelb MBIIIM B HYXKHYIO MO3WLHI0 U IIECJIKHYTh KJIABUIIEH

MBIIIIH.
Tabmuma 1. [Tepemenienre Kypcopa BBo/ia C TOMOIIBIO KJIaBHATYPhI
Knaguia [IepememieHue

N Ha onHy cTpoky BBEepX
N2 Ha oxHy cTpoky BHH3
< Ha onHy mo3unuto BJieBO
> Ha oxHy 1o3uI#io BIIpaBo
Ctrl+n Ha oquH a63a11 BBEpX
Ctri+\¥ Ha oauH a03a1 BHU3
Ctrl+€& Ha o11HO c110BO BiIEBO
Ctrl+-> Ha oxno cimoBo BrpaBo
PgUp Ha onmun skpaH BBEpX
PgDn Ha onuH skpaH BHU3
End B konerr ctpoku
Home B Hauano cTpoku
Ctrl+Home B Hayano J0KyMeHTa
Ctrl+End B KoHell JOKyMEeHTa
MeHro

HOI[ 3dr0JIOBKOM OKHA HAXOJHUTCA CTPOKa HpElEFKEl Brvo BoTaeka CDOF'M'

MEHIO, 4Yepe3 KOTOPYI0 MOJXHO BBI3BATh JIOOYIO

. | B2 KON oEETE G+
komanay Microsoft Word. [[inst OTKpBITHST MEHIO |

B2 Beraenib I

HEOOXOIUMO IIEIKHYTh MBIIIBI0 Ha €ro HMEHH.
Ilocne »TOro mosIBATCA T€ KOMAaHJIBLI 3TOIO0 MEHIO, | BelOenuTe Boce  Cirl+A

KOTOpBIE HCIIOJB3YIOTCS Haubojee dacto (puc.3).
p y v (p ) #% HaTtwm... Ctrl+F

M o

Ecnu menkHyTh Mo KHOMKE B HW)XHEHW YacTH J3aMeHUTD. Cirl+H

MEHIO TO TIOSIBATCS BCE KOMAHIBI 3TOI'0 MEHIO
(puc.4).

¥

Puc.3
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Opaeka Bwo Bcraska PPopmat Cepeuc Tadnuy OkHO

: ¥ OTMEHWTE M3MeHeHKWe pasmepos obbekTa Ctrlvsl f
| & Henbas neEnoprib A+
i 4 BoipezaTt Ciri+x |
KonwpoeaTe Crl+C
B BcTaenTh Ins |

CneyraneHad BCTABKA. .
ECTaEMTE Kak [CHMNE R TTEY.

OYMCTHTE Del
EolOennTe BCE ]+,
I
@ Hawtm Ctrl+F |
SZAMEHKTE .. i+ H
HepelTu... Cirl+G |
[
i=kaleil
CBLeET
Puc.4

IIaHe M HHCTPYMEHTOB

[Tox cTpoKOW MEHIO PACIOJIOKEHBI MAHEIIN Times New Roman
UHCTPYMEHTOB, KOTOPBIE COCTOSIT M3 KHOMOK C
pucynkamMu. KaXgol KHOIKE COOTBETCTBYET
KOMaHJla, a PUCYHOK Ha ATOM KHOIKE IepeaacT
3HaUeHWe KOMaHAbl. bBOJBNIMHCTBO KHONOK LOSSEWTE MW YOANUTE KHOMKK ~
nyonupyeT Haumboyiee dYacTo  YIOTpeOssieMble
KOMaH[bl, JOCTYNHbIE B MEHIO. [[m1 BbI30Ba Pre.5
KOMaH/IbI, CBSI3aHHON C KHOIKOM, HEOOXOAMMO MIECIKHYTHh MBIIIBIO Ha ATOH KHOIIKE.
Ecnu HaBecTw ykaszatenb MBIIIM Ha KHOIKY, PSJOM TOSIBUTCA paMKa C Ha3BaHUEM
KOMaH/IbI.

OOBIYHO IO CTPOKOM MEHIO HaXOMATCSA JBE TMAaHEIHM HWHCTPYMEHTOB —
CranpgapTHasa u PopmaTtupoBaHume. UtoObl BEIBECTH WM YOPaTh IMaHEh C IKpaHa,
cnenyeT BeIOpaTh B MeHIO Bua nynkr NaHenn MHCTPYMEHTOB, a 3aTeM IHICIKHYTh
Ha UMs HY>XHOM naHenu. Eciy maHens mpucyTCTBYET Ha dKpaHe, TO PSAJIOM C €€ UMEHEM
OyzeT cTosITh MeTKa v .

Ecnu nnst otoOpakeHHWss BCceX KHOIMOK Ha MaHEIW HE JOCTAaTOYHO MECTa, TO
BBIBOJISITCS KHOMKH, KOTOpbI€ OBUIM MCIOJB30BaHbl mocieaHuMH. Ecnu HaxkaTh Ha

4

H A |
vé?v

(i
[T
[l
anm
[l
[Tl
"
[Tl
"

-

>

>
KHOTIKY ] B KOHIIE MAHEJH, TO MOSBSITCS OCTajJbHble KHOMNKU (puc.D). [Ipu Haxkatuu Ha

kHonky [JOOaBUTb MNWU yAanuUTb KHOMKW mosBuTcS MeHIO (puc.6), B KOTOpOM
MOXHO BBIBECTU UJIM YOPATh KHOMKY C IMAHEJH.
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. (1 Coznate Crl+M
TI.'i?v OTKPETE... Ctrl+0
. E Coxpanure Ctrl+S
v (=) CooBueHue

. & [euate Ctrl+F
Tlﬁ MpefeapHTENEHEIR NpOCHMOTR

. ¥ Mpaeonucadue. . F?
. # Brpezate Citrl+
T. EonupoeaTe Cirl+C
TE ECTaBuTE Ins
o Foprar no oBpasuy Cirl+Shift+C

w
¥
HE
=
T3
=
2
T
=
S|
=
&
=

v 3 OTMEHMTE MZMEHEHME DASMEQOE DB BEKTA

v 4 Henpsd BERHYTE

v @& Tunepccenka...

v MaHent ANa TABAML M FpEHLML

Puc.6

Taxoxe A HU3MCHCHHA  COCTaBa  ITaHCIIH

v CraHpapTHas
HHCTPYMCHTOB, CJICAYCT B MCHIO CepBMC BLIGpaTB

v PopMaTupoBaHue

nyukr HacTpomMka. B aumamoroBom — OKHe
HeoOxoauMo BbIOpaTh BkjIaaeil  KomaHabl. B
cnucke KaTteropwum BeiOupaeTcsi rpymma KHOIIOK,
mociie 4yero B croucke KomaHAbl mosBIsIOTCS
KHOIIKH 3TOH Tpymmbl. UToOBl 100aBUTH KHOIIKY Ha
MaHellb MHCTPYMEHTOB, CIICIYET IEPETSIHYTh €€ M3
JMAJIOTOBOTO0 OKHAa B HYXHYIO TO3UIHIO MEHIO.
IIpomecc  ycTaHOBIIGHMS ~ KHONKH  3aBEpIIacTCs
[IETYKOM KHONKH 3aKPbITb. I yaaacHusT KHOIKH
C MaHeM HHCTPYMEHTOB HEOOXOIMMO TEPETIHYTh €€
B Juajorosoe okuo Hacrpouka.

VY1paBisaTh naHeIIMH HHCTPYMEHTOB yJI00HO ¢
MOMOIIbI0O KOHTEKCTHOTO MEHI0 (pHC.7/), KOTOpOe
BBI3BIBACTCS Ha)KaTHEM IIPABOM KJIABHIIU MBI Ha
JIFO0O0M KHOIIKE.

KoopauHaTHble JIMHEMKHU

Visual Basic

Wweb

WordArt

ABTOTEKCT

ba3sbl JaHHbIX
Hactpoiika naobpaxeHus
PeueHzupoBaHue
Pucoeanue

Tabnuubel U rpaHuLLb
PopMbl

2NeMeHTH ¥NpasneHua

Hactpo#ka. ..

Puc.7

FOpI/I3OHTaJ'leaﬂ KoopaAuHaTHas JUHeHKa pacCIiogIOKCHA Ha/l pa60‘-II/IM II0JIEM,
BE€PTHKAJIbHAaA — CJICBa OT pa60qer0 nmojas. C ux IIOMOIIIBKO MOXKHO YCTAaHAaBJIMBATb
II0JIs1 CTpaHuI, a6SaHHI>Ie OTCTYIIbI, M3MCHATH HIMPHHY CTOJ'I6LIOB N yCTaHaBJIMBATb
IIO3UIINHN Ta6YJ'I$H_II/II/I. IIo YMOJIYaHUIKO KOOpAMHATHAA JIMHEHKA rpagyupoBaHa B

5
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caHTHMeTpaX. BbIBojATCS/ yOWparoTcs JIHMHEHKH C MoMOInbio KoMaHzasl JIMHeuka
MmeHro Bupa.

Crtpoka cocTostHuA

Crtpoka cocrosinusi (puc.8) pacmojio)keHa B HIDKHEM yactu okHa Microsoft
Word. B Heil BIBOAATCA pa3nuyHble COOOIIEHUS U CIIPAaBOYHAsI HHPOPMALIHSL.

'|ch. 5 Paza, 1 632  |Ha 19,1cm CT 27 Kon 1 |SA0 ACHE BAT 24T wkpanHcknd | LK

Puc.8.Ctpoka coctostHust

Tabnuma 2. Uudopmalus B CTpOKE COCTOSTHUS

Nupukarop 3HaueHue

Ctp. 1 |I[lopsakoBbIif HOMEP BHIUMOW B OKHE CTPAHUIIBI JOKYMEHTA
Pasg 1 |Howmep pa3zmena, B KOTOpOM HaXOIUTCS BUIUMAs CTpaHUIIA
3/38 Howmep BuanmMoii ctpaHuilpl/ 00111€e YUCI0 CTPaHUI] B TOKYMEHTE
Ha 16,9cm | Paccrostare oT Kypcopa BBOJIa 10 BEPXHET'0 Kpasi CTPaHHUIIBI
Ct 28 |Homep cTpoku, B KOTOPOH HAXOIUTCS Kypcop
Kon 36 |Homep no3umuu kypcopa B CTpoke

3Arll WNuaukaTop pexxuMa 3amucu MaKpOKOMAaH/TbI

NCIIP  |Manukarop pekuMa pelakToOpCKOn MpaBKU
BAOJI NHaukaTop pexuMa pacliupeHns MapKUupOBKHU
3AM WNuukaTop pexxuma 3aMeHbBI

pyccknn | Uuaukatop si3bika

PesxknMbl 0TOOpaKeHNSI JOKYMEHTA

Penakrop Microsoft Word mo3BossieT mpocMaTpuBaTh JOKYMEHT B Pa3IUYHBIX
peXHMax:

#* OObIYHbIN — HanboIee yIOOHBIN AJIs BHIOJIHEHUS OOJIBIIMHCTBA OIIEPALIHiA;

#* Web-[OoKyMeHT - oToOpaXaeT qokyMeHT B Buae Web-cTpaHuIbl;

#* PasmeTka cTpaHuLl — oTOOpaXkacT JOKYMEHT B TOYHOM COOTBETCTBHUHU C TEM,
Kak OH OyJeT BBIBEJEH Ha Ie€4YaTh; B OTOM peXuUMe YI00HO paboTaTh ¢
KOJIOHTUTYyJIaMH, (ppeliMaMu ¥ MHOTOKOJIOHHOW BEPCTKOW JOKYMEHTA; TOJBKO B
ATOM pEXKUME OTOOPaKAETCSI BEpTUKAIbHAS KOOPAMHATHAS INHEHKA,

#* CTpyKTypa — npeaHazHadyeH Uit paboOThI CO CTPYKTYPOH JTOKYMEHTA, TIO3BOJISCT
MOKA3bIBaTh M CKPBIBATH TEKCT W 3arojJOBKM Da3lIMYHOM _
ryOWHBI  BJIOKEHHOCTH, CO37aBaTh H  paboTath ¢ | EI EE :I
MO/IIOKYMEHTaMH. Puc.9

[lepexon MeXIy peKUMaMH OCYIIECTBISETCS C ITOMOIIBIO
COOTBETCTBYIOIUX KOMaHA MeHI0O BWA win KHOMOK, pacroJIoKeHHBIX ClieBa OT
TOPU30HTAIBLHON MOJIOCH IPOKPYTKH (prc.9).
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IHoJs10cBI NPOKPYTKH

Ilosiochl MPOKPYTKM (BEpTUKAIbHASI U TOPU3OHTAJIbHAS) MpEAHA3HAYEHBI JJIS
IIEPEMEILICHUS] TEKCTA B OKHE pEJakTopa II0 BEPTUKAIM M 1O TOPU30HTAJIU.
IlepemenieHre N0 TOKYMEHTY C MCHOJIB30BAHUEM JIMHEEK NMPOKPYTKH OCYILIECTBIISETCS
C IOMOIIIBIO MBIIIN.

[lepeMenieHre OKHA Ha OHY CTPOKY BBEPX

[Iepemenienne okHa Ha OAHY CTPOKY BHU3

IIepemenenre okHa BIEBO

IIepemenienue okHa BIIPaBoO

[lepeMelnieHre OKHA B HAIPAaBJIECHUU CABUTA MPSMOYTOJIbHUKA
[lepememienrie oOkHa Ha OAMH OOBEKT (CTpaHMILY, PHUCYHOK,
TaOJIMILY U TIp.) BBEPX

[lepemerienrie OkHa Ha OAMH OOBEKT BHU3

Bri6op o0bekTa nepemenieHus

] [« B O]

Breixox n3 Microsoft Word

Jlns 3aBepmienust pabotel ¢ Microsoft Word HeoO6xomumo 3akpbITh OKHO
TporpaMMbl (KHOTKA 3aKpbITUs okHa X, unu komMOuHauus knasum Alt + F4).

Onepauuu ¢ JOKyMEHTAMU

Co3naHue HOBOTO IOKYMEHTA

JIns co3maHus HOBOTO JIOKYMEHTa cleayeT B MeHio d®ann -

BeIOpaTh KomaHay Co3paTb. B oTKphIBIIEMCS JHAIOrOBOM OKHE 1
(puc.12) BeIOpaTh CHayana BKJIAIBINI, a 3aTeM IAOJIOH, HAa OCHOBE
KOTOpOTro OyJeT co3/aH JOKYMEHT, IOCie 4ero meakHyTh kHonky OK. Puc.10

[HIa6monbr okymeHToB Microsoft Word umeroT pacmupenne dot u 3Hauku Ha puc.10.
OOBIYHBIC JOKYMEHTHI CO3MAal0TCS Ha OcCHOBe mabiona HOBbIM AOKYMEHT. [l
CO3JIaHMsI TOKYMEHTa Ha OCHOBe I1absioHa HOBbIN AOKYMEHT HCIojIb3yeTcsi KHOIKA

—_—

OTKpbITHE JOKYMEHTA @

IS OTKpBITUSL CYIIECTBYIOLIETO JOKYMEHTa HEOOXOJIUMO B MEHIO

|
®daitn BeGpats xoManxy OTKPbITb MM LIEIKHYTh KHONKY [, mocae PHC.11
4ero OTKpoeTcs nuanoroBoe okHo OTKpbITUE AOKymeHTa (puc.13). B
nosie llanka BeiOMpaeTcst TUCK, HA KOTOPOM HAXOAMWTCS HY)KHBIN JTOKyMEHT. B moe,
KOTOPOE PACIIOIONKECH HUXKE, BBIOPATh (JIBOWHBIM IICITIKOM) TIAIIKY ¢ IOKYMEHTOM H CaM
nokymeHT. JJokymeHnTsl Microsoft Word umeror pacmmpenue dOC u 3Hauku Ha puc.1l.
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CoznaHue ADKYHeHTa |

COWHE I Web-cTpaHHuel  APYTHE ADKYHEHTEI |
o 5] ®] oo
................................. — —[MpocHoTp
§l-’|3b||:r:aHHu:ue§ MacTep pestoMe  COBpEMeHHOE  CTaHAapTHOE
| pestome PESHIME PESHIME
AnA NpocMoTpa
WENKHHMTE SHAY0K,
—IL038aTE
o« ADEYHEHT T wabnoH
08 CITMEHE
Puc.12

OTEpLITHE AOKYMEHTA |

Manka: I[:l Pafiounid cTon j =) | & X 0 * CEpEMC =
(L Nerupmm =] " |
3 . rDC}'ﬂapCTBEHHblﬂ
o8 [23) Hoeefwke - w
CTaHAapPT Poccniickon
[ OTaeTw
Peaepaynu
- (L Nporpame:
ﬁ' - YHUpUUMpOBaHHbIE
Mok AokyMEHTE HHIIOPMALIMA K ADKYMEHT CUCTEMbI AOKYMEHTALMM
., #&] HoBaA peAakuna rocy AaRCTEEHHON CHETEM,
(€ & Mporpamma kypca JdenonpomseoAcTED Ha B, .. YHu @MUHPGEMHM
RErOCT P 6_30-97 CHCIEMA OPeAHUSANUORRO-
38ABN 0 OTKPEITHK BPOKEpCKora cHeTa pacnop AQUMETLHOU
COBPEMEHHOE AEN0 NPOMB0ACTED | C)GK}’.“;EHFHGL{MM.
3 35 @ Tpeboeania K ohopsieHiio
Mk 3,
= poxuwenmoe. FOCT P 6.30- =
MmA dhafina: I j |qur OTKPEITE |' I
Tnn chafnoe: IEh:e AOKYMEHTE! Word j OTHEHS |

Puc.13

B BepxHel cTpoke AUaIOrOBOrO OKHA HaXOoAsATCs 4 KHONKU, KOTOPBIE MTO3BOJISIFOT
MPEICTaBUTh COACPKUMOE OTKPBITOM ManKu B 4-X BUIAX:

=:-|  — B BUJE cMCKa (hailyIoB M TaIoK;




Hesumamos C.A. Microsoft Word

= | — B BUJe TaOauIBI ¢ nHGOpMalMei o dailiax u nankax;

— B I10JIE CIIpaBa OyayT Ipe/ICTaBIeHbl CBOMCTBA (haiiya, Ha KOTOPBI HaBelIEeH
Kypcop,
— B I0JI€ CIIpaBa OyJeT NpeaCcTaBlIeH (pparMeHT (haiina, Ha KOTOpPBIA HaBEAEH
Kypcop.

[To ymom4aHWIO B TOJE CHUCKA BBIBOJSTCS TONBKO (ailiibl ¢ JOKyMEHTaMH
Microsoft Word. JIns BeiBoga apyrux THIOB (aiijioB wik BceX (aillioB HEOOXOAUMO
BBIOpATh COOTBETCTBYIOIIUI THT B 1oJie TUn ¢pansos.

CoxpaHeHue JOKYMEHTA
JIJiss COXpPaHHOCTH JIOKYMEHTa HEOOXOJMMO BbI3BIBaTH KoMaHAy COXpaHUTb

MeHto Pann uiK MEeIKHYTh KHOTIKY E

CoxpaHeHWe foKYyMeHTa |

Danka: I[:l Pafioumid cTon j = | o W v (CepEMC ¥
lima | F'a3rv|ep| THn | zHEHEH |

[ Waord_2000 Manka 23.10.00 733

[0 3arxase Manka 23.10.00 7:33

(23 Nexukm Manka 23,10.00 7:33

L3 MeToanqkm MNanka £3.10.00 7133

[C3] Hosefwwme Manka Z3.10.00 7233

[ DmaeTH Manka 310,00 7233

|:| Mporpatdel Manka 23.10.00 7233

[oCT P 6_30-97 130 KbaAt AokymenTt Micr,.. 13.09.00 18;59

ﬁ Auces 3,5 (A0 1 Kfant Apnen: 21.10.00 19:33

@ 33AEN 00 OTKPEITHH DpOKEpCKoro . ., 22 Koant dokymedT Micr,., 30.06.00 22:39

COBQEMEHHOE AEND NPOHEE0ACTED 490 KAaAT JokymedT Micr,,, 03,10,00 12:20

MiA dharina: IwnrdZDDD j | E coxparmre I
Tun dhakina: I,ﬂ,DK':.-'MEHT wWaord j OTHEHS |

Puc.14

[Ipy mepBoM coxpaHeHHHM TOSBUTCS guanioroBoe okHo CoxpaHeHue
AOoKymeHTa (puc.l4). B moine NManka cnexyer BBIOpaTh MJWCK, B TMOJIE,
PacIOIOKEHHOM HUXKE — TAIKy, B KOTOPO HEOOXOIMMO COXPAHHUThH IOKYMEHT. B mote
Tun cdanna — popmar, B koTopoMm Oyaer coxpaneH qokymeHTt. B moine Umsa cpanna —
BBECTH UM (aiiiia TOKyMeHTa B HaxaTh KHOIKY COXpPaHUTb.

[Tpu moBTOpHOM COXpaHEHUH JauajioroBoe okHo COXpaHeHMe AOKYMEeHTa He
BBIBOJIUTCS, JIOKYMCHT aBTOMATHUSCKHA COXpaHsIETCS B TOM ke (aite. YToObI
COXPaHUTh JIOKYMEHT TOJ| JPYI'MM HWMEHEM WM B JAPYrod Mamke, CICAyeT B MEHIO
®daun BoiOpath koMaHAy COXpaHUTb KaK, 1ocie 4Yero TOSBIACTCS OKHO
CoxpaHeHne AOKYMEHTA.
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gaKpI)ITI/Ie AOKYMCHTA

JInst 3aKkphITHSI JTOKyMEHTa HEOOXOJIMMO BBIOpaTh B MeHIO Paun komanmy
3aKpbITb WK MEIKHYTh KHONKY X OKHA JOKYMEHTA.

Pabdora ¢ TekcToM

BBoa TexcTa

Kypcop ykasbiBaeT MecTo, B KOTOpoe OyAeT BBOAUTHCS TEKCT. JJOCTUTrHYB Kpas
CTpaHHUILIbI, KypcOp aBTOMAaTHYECKU MEPEXOJUT B Hauyajgo cienayrouieil ctpoku. s
nepexoja B HauaJso cleAyromero ad3ama cienyer Haxars Enter.

CymiecTByeT J1Ba pekMMa BBOJIa TEKCTa — BCTaBKM M 3aMeHbl. B pexume
BCTABKM TIpU BBOJI€ HOBBIX CHUMBOJIOB, TEKCT, COJIepKAIUWCI B JOKYMEHTE,
nepeMelaeTcs BIpaBo OT MecTa BBoja. B pemxume 3ameHbI CTapblil TEKCT 3aMEHSIETCS
HOBBIM. [lepexitoueHne Mexnay pexuMaMH OCYIIECTBISETCS JBOMHBIM IIEITYKOM Ha
uraukatope 3AM B cTpoke cOCTOSTHHSI.

BroiaesieHue pparmeHTa TeKCTa

[Ipesxae yeM BBIIOIHUTH KaKyIO-HUOYIb OMeparyio Hax (pparMeHTOM TEKCTa, ero

HEOOXOMMO BBIICTUTH OJHUM U3 CIIEAYIONIUX CIIOCOOOB:

¥ yCTaHOBUTH YyKa3aTeldb MBI B JIeBOe IMoyie (OH TPEBPATHTCS B CTPEIIKY,
HaNpaBJICHHYIO BIPAaBO), MPU HAKATUW KJIABUIIHM MBIIIU BBIJEIUTCS OJIHA CTPOKA,
NpY JBOWHOM HAXKaTUU — ad3all, IPU TPOWHOM — BECh JOKYMEHT;
YCTaHOBUTH yKa3aTeJlb MBIIIH B JICBOE I0JI€ HAIPOTUB MEPBOM CTPOKH ()parMeHTa,
Ha)kaTh KJIABHINY MBIIIA W, HE OTIyCKas €€, PAacTSIHYTh BBIICICHHEC Ha BECh
dbparmeHT;
YCTaHOBUTH yKa3aTellb MBIIIN B Hadaie parMeHTa, Ha)KaTh KIIABHIY MBIIIH U, HE
OTITyCKasl €€, PaCTSHYTh BBIJICIICHHE HA BECh ()ParMeHT;
JUTSL BBIICTICHUS] OJTHOTO CJIOBA TOCTATOYHO JBAXK/IBI IEIKHYTh HA HEM MBIIIBIO;
JUTS BBIICTICHUS OJTHOTO a03alia MOYKHO CJIeNIaTh B HEM TPOWHOM IMIEITIOK;
JUTS BBIICTICHUS OJTHOTO MPEIOKEHUS cieayeT HaxaTh kinasumry Ctrl u menkayTh
MBIIIBIO B TIPEIIOKCHHH;
JUTS BBIZICIICHUST BCETO TEKCTa cienyeT HaxaTh kiasumry Ctrl u meinkayTh MBIIBIO
B JICBOM TI0JIC;
9TOOBI BBIICIUTH (PPAarMEHT TEKCTa C IOMOIIBI0 KIABHATYPhI, HEOOXOIUMO
YCTaHOBUTH Kypcop B Hadayio ¢)parMeHTa W, HaxaB kinaBuiny Shift, kiaBumamu
yIpaBJICHHUS KYPCOPOM PACTSIHYTh BBIJICIICHIE Ha BECh ()parMeHT.

CHATh BBIJCJICHHE MOXHO IIETYKOM MBI B JIFOOOM MecTe Tekcta. [lpum
BBIJICJICHIUH HOBOTO ()parMeHTa MPEAbIIyIIee BhIICICHUE CHUMACTCSI.

»*

»* W ok ok Ok *x

PepakrupoBaHue Tekcra

CuMBoOJI crnipaBa OT Kypcopa ynamsercs kiasuirei Delete, cumBon cimeBa or
Kypcopa — knaBumeii Backspace. Jlns ymaneHus ¢parMeHTa TEKCTa CIEIyeT
BBIJICIIUTH €r0 U Haxarth kiaBumy Delete. Eciu Beinenuth GpparMeHT TekcTa U Habpath
Ha KJIaBUAType HOBBIM TEKCT, OH BCTABUTCSI BMECTO BBIICJICHHOTO (hparMeHTa.

10
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UroObsl pa3ngenutrh ab3all Ha JBa, HEOOXOIMMO YCTaHOBUTH Kypcop B
npenoiaraeMblii KOHEI[ IEpBOTo ad3alla U HaXkaTh KiaBuiny Enter.

CoOpaTth ABa ab3a1a B OAMH MOKHO JIByMsI CIIOCOOaMu:

¥ yCTaHOBUTH KypCOp 3a MOCJIEIHAM CHMBOJIOM IEPBOTO ab3ara U HaXaTh KJIaBHIITY
Delete;

¥ yCTaHOBUTH KypcOp Tepe] epBbIM CUMBOJIOM BTOPOTo ab3ala 1 HaaTh KIABUIITY
Backspace.

[Ipu waxatuu kiaBumM ENter B Tekyiiyro MO3UIMIO Kypcopa BCTaBIISIETCS
Hereuataembli cumBos 9. I BKIIOYEHUMS/ OTKIIOUEHHS] pPEXKHUMa MPOCMOTpa
HEIEYaTaeMBIX CHUMBOJIOB Hcmoib3yercs kHonka W[, Hemeuaraemble CHMBOJIBI
yIaJISI0TCsl Kak oObIuHbIe, kinaBuinamu Delete u Backspace.

OTMeHa onepanuii HAl TEKCTOM

Jlns oTMEHBI TOCHETHeW omnepanuud peAaKTUPOBAHUS HEOOXOIUMO B MEHIO
MpaBka BoiOpath koMaHay OTMEHMTb ... WIM IIEIKHYTh KHOMNKY K73. Ecmun
HIEJIKHYTh Ha CTpPEJIKE Y PAJOM C DTOM KHOIIKOM, TO OTKPOETCS CIIMCOK OIepalui,
BBITIOJIHEHHBIX B TeKylleM ceaHce. lllenkHyB Ha MMEHHM OJHOW Omepanud, MOKHO
OTMEHUTH €€ U BCE ONEPALMU BBIITOJHEHHBIE MTOCJIE HEE.

YToOBI BEPHYTH MOCICAHIO OTMEHCHHYIO OIeparwio, cieayer B MeHio [paBKa
BeIOpaTh KoMaHay [MOBTOPUTL ... win menkHyTh KHONKY C#. J[ns mpocmotpa
CIIUCKAa OTMEHEHHBIX ONEpalui ClIeayeT LIEJIKHYTh Ha CTpeiake Y psAJoM C 3TOHU
KHOIIKOH.

KommpoBanue Tekcra

Jlns xonupoBaHus ¢parMeHTa TeKCTa He0OX0IUMO:
¥ BHIICTUTH (PparMEHT TEKCTa;

¥ IICITKHYTh KHOIIKY Wi BeIOpaTh B MeHIO [MpaBka komanny KonnpoBaTb;
¥ yCTAaHOBHTH KypCOp B MECTO, Ky/ia CJIeyeT BCTAaBUTh (pparMeHT;

¥ IETKHYTh KHOIKY E win BeIOpaTh B MeHIO [paBKa xomanny BcTaBUTD.
B mporiecce 3To# orepaiu KOsl BBIIEICHHOTO (hparMeHTa TEKCTa TIOMEIIaeTCs
B Oydepe npomexyrounoro xpaHeHus Clipboard, a morom momagaeT B JOKYMEHT.
Bcerapnars ¢pparmeHT u3 Oydepa MOKHO CKOJIBKO YTOAHO pa3, HO TOCTE KOMMUPOBAHUS B
Oydep HOBOTO pparMeHTa TEKCTA, MPEABIAYINN (HparMeHT yaaseTcs.

Ilepemenmienue Tekcra

Jlist mepemenienust pparmMeHTa TEKCTa HEOOXOUMO:
BBIICTTUTH (DPAarMEeHT TEKCTA,

HIEJIKHYTh KHOMKY .;Ii'E. i BeIOpaTh B MeHIo [IpaBka komanay Beipesats;
YCTAaHOBUTH KYpCOP B MECTO, KyJla CIIETyeT BCTABUTh ()PArMEHT;

HIETKHYTh KHOMKY E WM BbIOpath B MeHI0 [IpaBka komanny BeTaButh.
[lepeMecTuTh (hparMeHT TEKCTa MOKHO CJICAYIOIIHM CIIOCOOOM:

BBIICIUTH (DPAarMEHT TEKCTa;

MEPETSAHYTH BBIJCIICHUE B HY)KHOE MECTO (MECTO BCTAaBKH YKa3bIBACT 3HAK | ).

»* kW M Ik ¥

11
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Eciu mpu mepeTsruBaHMM BbIICICHHS JepkaTh HaxkaTou kiaasuiny Ctrl (mpu
ATOM BO3JI€ yKa3aTessl MBIIIU MOSIBUTCS 3HAK + ), TO parMeHT OyJIeT CKOMMMUPOBAH.

Bygep oomena

B Microsoft Word cymiectByet 0ydep odMeHa Ha
12 syeek, ¢ MOMOIIbIO KOTOPOTO MOXHO KOIHPOBATH
(parMeHThI TaOIUIBI HE TOJBKO B npenenax Word Ho u B2 Berasurs Boe B
B JIpyrue npuiIoXeHwus, Hampumep, B Microsoft Excel.
Jlns BeIBeneHus maHenu Oydepa obOmena  (puc..15) %j %j %j ’—\
HeoOxomquMo B MeHo Bwupa BeiOpats - [MaHenu Puc.15

MHCTPYMEHTOB, motom - bydep obmeHa. [lus
KONUPOBaHMs parMeHTa B Oydep ero HeoOXOAMMO BBIEIUTh U KIAIHYTh MO KHOMKE

Eydep ofireHa [3 Wz 12)

Em
. Jlnst BcTaBku pparmenta us Oydepa (B MO3UIUIO Kypcopa) HEOOXOAMMO KIIAIHYTh
1o 3HA4Ky (pparMeHra. HaHpHMe%, eciu ¢parmeHT ckonupoBaH u3 Microsoft Word, to

OH OyJIeT uMeTh 3HA4YOK Jlns BcTaBKM Bcex (¢parmMeHTOB U3 Oydepa

OJTHOBPEMEHHO HCIIOJIB3YETCSI KHOIKA % Jis ounctku Oydepa ciaenyeT Haxartb

KHOIIKY a . Ilpu xonmupoBaHuK ABYX (parMeHTOB mojaps naHens bycep obmeHa
IIOSABJISAETCA aBTOMAaTUYECKU.

2 x|
CUMEDME l COelManeHsIE ClMEDE l
LWpiadhT: |Wehding5 j
W& @~ |TF| 8| £ |- ALY (N I=E RPN A A
W | @ |on | | | TR e 5 R 1 1 110 B ] € (o) D 2 [t i e | o 9|
A E = T M NERNE
SEE ||| Sm | a0 0 F|F] RSO BT || £ ||| o |
B8 |m|Smh Y o % ¥ @ B0 R e )50 ) [ 6 B e B e
w1 | 2 (| % | G| @) | B | o || (S| [ | B OB 0 ||| & @] €| ]|
LR 2 E| (B R 8| ||| 3| m| 0| ||| ||| |PUF| 2| 0]al]
o 7| [me| @8] || 0] Ht [R]a] ] ]| ¢ g Al 00| @]
ABTOZaMEHA. .. | Knaewa. .. | Knaeuwa:
BrTaEMTE QTMEHS
Puc.16

BcTaBka cuMBoOJIa
HHH BCTaBKHM B TCKCT CMUMBOJIA, OTCYTCTBYIOIHeFO Ha KnaBHaType, HCO6XOI[I/IMOI

12
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¥ yCTaHOBUTH KypCOp B MO3UIIUIO, B KOTOPYIO CJICAYET BCTABUTH CUMBOJL,

* B MmeHio BcTaBKa BriOpath komanay CUMBONI;

* B nuanorosom okae CuMBonN (puc.16) BeiOpats BriIaapin CUMBORDI,

#* B none LWLpndT BeiOpats T mpudra;

¥ IICTKHYTH MBIIIBIO HY)KHBIH CHMBOJI B TA0JIHIIC;

¥* [menKHyTh KHONIKY BCTaBUTD;

¥ 7151 3aBepIIeHUs paboThl ¢ OKHOM CUMMBOJ — IIEIKHYTh KHONIKY 3aKPbITh.

IHouck 1 3aMeHA TEeKCTAa

Jliist morcka pparMeHTa TEKCTa MCIoib3yeTcs koManaa Hantu menro NMpaBka.
B nuanorosom oxHe HaMTM M 3amMeHUTb (puc.17) B mone HanTh cinenyer BBecTH
(bparMeHT KCKOMOI'O TEKCTa U IICIKHYTh KHONKY HanTn ganee. Ipu HeoOxoqumocTu
MOJKHO IICJIKHYTh KHOTIKY BOsbLU€e 1 BBeCTH TONOJHUTEIBHBIC YCIOBHS IMTOMCKA:

B noyie HanpaBneHue BeiOupaeTcs HanpaBICHUE MTONCKA:

Be3fae — nckath BO BCeM JIOKYMEHTE;

Bnepepn — nckaTh B TEKCTE HAJl KYpCOPOM;

Ha3sap — uckath B TeKCTe mociie Kypcopa.

o w savermers TR

HakTH FAMEHHTE | MEpErTH I

HakTh: I ;I

3aMEHHTE Ha: || TI

MeHbwe * | SAMEHHTE SAMEHHTE BLE | HakTH ganee I OTHEHS |

MapaMeTpel NOMCKa

HanpagneH1e: IBEME vI

[ ¥uMTbIBaTE pErHETR

[ Toneko cnoso wenHEom
[T MogcTaHoEOYHEIE SHAKH
[ MpoMsHooMTECA KAk

[ EBce croeodope:
JAMEHHTE

PopMat | CnEuHaneHBIA ™ | HATE hOpMATHROEAHHE

Puc.17

MOKHO YCTaHOBUTH (PITAYKKH PEKUMOB TIOUCKA!

YuuTtbiBaTb PErucTp — mpu NOKUCKE pa3indaTh 3arjIaBHBIC U CTPOYHBIC OYKBBI;

TonbKo CrNoBO LENIMKOM — MOHUCK TOJBKO TEX CJIOB, KOTOPBIC MOJTHOCTHIO

COBMAIAIOT C YKa3aHHBIM;

NopacTaHOBOYHbIE 3HAKW — HCHONB3YIOTCS CHMBOJIBI MIA0JIOHA, KOTOPHIC

BBIOMPAFOTCS MOCIIe Haxatus kHonku CneuunanbHbIN.

UtoObl 00HAPYXKUTH CIEAYIONIEE CJIOBO MO 3aJaHHBIM YCIOBUSM, HEOOXOIUMO
CHOBa IICJIIKHYTh KHOIKY HauTh aanee.

13
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JInst 3aMeHbI OJHOTO (pparMeHTa TEKCTa JPYTUM MOXKHO BBIOPATh BKIJIAJIBIII
3aMeHUTb Juanoroporo okHa HaMTM M 3aMeHUTb wim BeIOpPaTH KOMaHIY
3ameHuTb B MmeHoo [paBka. Bo Bkiagsiiie 3aME@HUTb CieyeT BBECTH YCIOBHS
MIOVCKA U 3aMCHBI:

* B none HanTu BBecTr hparmMeHT TeKCTa, KOTOPBIN HEOOXOIMMO 3aMCHHTH;

* B nojie 3aMEHUTb Ha BBecTH (h)parMeHT TEKCTA IS 3aMEHBI;

¥* enkHyTh KHOKY HanTu panee;

¥ 1151 3aMEHBI HAWJICHHOTO CJIOBA IENKHYTh KHONKY 3aMEHUTD;

¥ I 3aMEHBI BCEX (PParMEHTOB, KOTOPBIC YIOBJICTBOPSIOT YCJIOBHUSM, HICIKHYTh
KHOIIKY 3aMEHUTb BCe.

KoHTekcTHOE MEHI0 % BbipesaTb

JUis BbI30Ba KOHTEKCTHOI'O MeHIO (puc.18) cienyer KonvpoeaTe
MICJIKHYTh TIPaBOW KJIABHIIICH MBI Ha 00pabaThIBaeMOM
o0bekTe. KoOHTEKCTHOE MEHIO IMOSBISETCS  BO3JE
YKa3zaTeas  MBIIIH. Ono COACPXKHUT KOMaHAbI  JJId A WpKgpT. .
00pabOTKH BBIJICTIEHHOTO 00BEKTA.

B BcTaenTbe

= Afzay.
= COMcoK...

PopmaTHpPOBaHHE TEKCTA & Tunepccoinka.

@®opMaTHpPOBAaHHE TEKCTA — IPOLECC YCTAHOBIECHHUS
napaMeTpoB (parMeHTa TEKCTa, KOTOpbIe ONpeIesioT EMHOHMME
BHEIIHUH BHUJ TeKkcTa B 5ToM (Qparmente. Ilepen Puc.18
M3MEHEHHEM MapaMeTpoB (parMeHT TeKCTa CleayeT
BBIIENNT. Eciu parMeHT TekcTa He OyleT BbIIEIEH, TO H3MEHAThCS OYIyT TeKyIiue
napameTpsl (TapaMeTphl TeKCTa, KOTOPBIH Oy/IeT BBOAUTHLCS C TEKYIeH MO3UIIUMN).

>

N3menenue napaMmerpoB wpudra

Jliss M3MEHEeHHsT TTapaMeTPOB CUMBOJIOB Hcronb3yercs komanaa WpudgT menro
Popmart, koropas Bei3biBacT quanoropoe okHo LpndT (puc.19). Braaaeim Wpudt
UCTIONB3YETCS ISl YCTAHOBIICHUS TTApaMETPOB MIPUPTA.

B mone LWWpundT BEIOHpacTcs tun mpudTa (pudThl TUma TrueType BBITISIsT
OJIMHAKOBO Ha dKPaHEe W Ha IEeYaTH, PSAJAOM C UX UMEHEM YCTaHOBJICHBI 3HAYKU Tr).

B mone HauepTaHue BeiOupacTcst HauepTaHue MpUPTa:

OObIYHbIN — 00BIYHOE HAUEPTAHHE;

KypcuB — kypcusnoe nauepmanue,

MonyXMpPHbIN — )KUPHOE HAYEePTAHUE;

MonyXunpHbin KypcuB — scupnoe kypcusnoe nauepmanue.

B monie Pa3mep — pasmep mpudra B mynkrax (1 myHkr = 0,375Mm).

B mone NMoavyepKuBaHWe — THIT TMHUH [TOTYCPKUBAHUS.

B nmonne LiBeT — 1BeT CMMBOJIOB.

14
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MlpuopT |

LLpHtT | MHTEpEan | BHHMaLHA |

HauepTaHme: Pazmep:
IOEbHHblﬁ I 14
Q i
Ky pcHE 1
MonyHPHEIA 11
Moy #HPHEIR KYpoHE 12
Times Mew Roman ;I il
LLERT TEKCTA: NoaqepkHEaHHE: LEET NoAYeprHEaHHA:
I ABTOD j I{HET} j I BETE j
BrAoHzMEHEHHE
[ zaveprry T [ & terko [™ Maneie npanHcHEE
[ gEoiiHoE 334eprHESHHE [ konTyp [ Bre nponHcHEE
[ BepxHvi HHABKE ™ nprnoanares [ ckpeITEIE
[ HHsHniA HHaERE [ wronneHHeF
Obpazel
Tines New Roman
WpkdT TruaType, OH HCNOAEZYETCA ANA BLEOLA KAk HA 3KPAH, TaK M Ha NPHHTEp,

Mo y¥MonYaHKmD, .. | Ok I OTHEHS
Puc.19

B pamke pPpeKTbl MOKHO YCTAHOBUTD (DIIAKKH:

3a4YepPKHYTbIN — 3aUepKUBaHNE TEKCTa OJJUHAPHON JTUHHEH;

ABOMHOE 3a4epKNMBaHUE — 3aucpKUBAHUE TEKCTA ABOWHOM JTUHUCH;
BEPXHUA MHAEKC — pa3Mep CHMBOJIOB YMCHBIIAETCS, TEKCT PacIoyaracTcs
BEIIIIE,

HUWXKHUU WHAEKC — pa3Mep CHMBOJIOB YMEHBIIACTCS, TEKCT Paclojaraercs
HHXE;

C TeéHbIO — pAaIOM C CHMBOJIAMH ITOABJISICTCA TCHb,

KOHTYP — NOKa3bIBACTCs TOJIBKO KOHTYpP CHUMBOJIOB;

NPUNOAHATBLIA — CUMBOJIBI H300PAXKAIOTCS TPUTIOAHIATHIMUA HAJ[ TIOBEPXHOCTHIO

JIUCTA;
YTOMMEHHbIN — CUMBOJIBI H300PAKAIOTCS YTOIUICHHBIMHU B IIOBEPXHOCTD JINCTA,
Manble MPOMUCHbIE — CTpouYHble OYKBBI CTAHOBATCA 3arlaBHBIMH, HO

MEHBIILIETO pa3Mepa;
BCe NPOMNUCHbIE — CTPOYHBIC OYKBHI CTAHOBSITCS 3arJIaBHBIMH.
CKPbITbIN — [1e/1aeT TEKCT HelmeyaTaeMbIM.
B nosne O6pasew nokazan ¢pparMeHT TEKCTa ¢ BEIOPAHHBIMH ITapaMeTPaMHU.
VYcraHoBUTh mapameTpbl MIpUPTa MOXKHO TaKKEe C TOMOIIBI TaHEeIu
PopmaTupoBaHue (puc.20):
1 — cTtuns hopmaTupoBaHus;
2 — Tam mpudTa;
3 — pa3zmep mpudra;
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4 — XUpHOE HAYepTaHUE;
5 — KypCMBHO€ HauY€pTaHUE;
6 — noguepKuBaHUE OJTMHAPHOM JIMHUEH.

DIBLIYHEIA » Times kew Eoman v/lD ;/K ﬁ %
6

Puc.20

HN3meHeHune HHTEPBAJIa ! MMOJOKCHUHA CUMBO0J10B

JIisi u3MEHEHUsT WHTepBaja WM IOJOKCHUS CHMBOJIOB HCIOJIB3YeTCS BKJIAIBIII
UHTepBan auanorosoro okHa WpudT. B none Macwtab BoiOupaercsi creneHb
PaCTSHKCHUS WIIH CYKATUSI CHMBOJIOB.

B nmone UHTepBan ycranaBimBaeTcss MEKCUMBOJILHBI HHTEPBAJ:

OObIYHbIN — OOBIYHBIN HHTEPBAI,

Pa3peXeHHbIN — paccTosTHUE MKy CHMBOJIAMHU YBEIIMYUBACTCS 10 3HAYCHHUS,

yKa3aHHOTO B ITOJIC HA,;

YNNOTHEHHbIN — pacCTOSIHUE MEKIy CHMBOJAMH YMCHBINACTCS 0 3HAYCHHMS,

yKa3aHHOTO B IOJIC Ha.

B none CmMelleHMe ycTaHaBIUBACTCS BEPTUKATBHOE TOJI0KEHNUE CHMBOJIOB:

HeT — 00b14HOE MONTOXKEHHE;

BBepx — cuMBOJBI pacmonararoTcs BBIIIE 0a30BOW JMHUHM Ha BEIUYHHY,
YKa3aHHYIO B I10JI€ Ha;
BHW3 — cumBOmBI pacmoiiararoTcsi HIbKe 0a30BOM JIMHWHM Ha BEIUYHHY,

yKa3aHHYIO B T0Jie Ha.

HN3menenue perucrpa CMMBOJIOB

JIJ1st “3BMEHEHHMS PerucTpa CUMBOJIOB B B 2%

HaOpaHHOM TEKCTE HEOOXOJIHMMO BBIJICIIUTH
¢parmeHT Tekcta u B MeHio dopmart T Har e opeanoxenax. Ok
BBIOpAThH KOMaHay PerucTp. B £ Bre CTpOUHEE S
MOSIBUBIIEMCSI JHAJIOTOBOM OKHe (puc.21) * BCE MPOMMCHEIE
ciaenyer BbI6paTb OIWH U3 CICAYIOIUX " HawHaTe C MporicHelx
TEPEKITFOYATEICH: " WAMEHMTE PEFMCTP

Kak B npeaonoXeHuUsiX — yBEIUYHTH

nepByro  OykBy  MEpBOro  cIloBa Puc.21

IPEIOKEHNS,

BCe CTPOYHbIE — yCTaHOBUTH BCe OYKBBI ()parMeHTa B HUKHHIA PETUCTD;

BCE NPOINUCHBDBIE — ycranoBuTh Bce OYKBBI (hparMeHTa B BEPXHHUH PETHCTD;
HaunHate C lpONUCHbLIX — yCcTaHOBUTH TEpBbIe OYKBBI KaXXJIOrO CJIOBa B
BEPXHUU PETUCTD;

M3MEHUTb PEIT'MCTP - 3ameHuTh OyKBBI BEpPXHEro perucTpa OyKBaMu
HUKHETO PETUcTpa U Ha00OPOT.
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dopmaTupoBaHue ad3aies

JInist ycTaHOBIICHHS ITapaMeTpoB ad3alia MCIolib3yeTcs koManaa AbG3aL 13 MeHIo
®opmart. Ilocine BbIOOpa 3TOH KOMaHIBI MOSIBIICTCS auajioroBoe okHo AOG3auy
(puc.22). J1ns yctaHoBlIeHHs a03allHBIX OTCTYIOB M MHTEPBAJIIOB HEOOXOMMO BBHIOpATh
BKJIab11 OTCTYNbI U UHTEPBanbI.

B nmone BbipaBHUBaHWe ycTaHaBIMBAETCs CMIOCOO BhIpAaBHUBAHMS ab3aria:

Mo neBoMy Kparo — abG3a1l BEIpaBHUBAETCS T10 JIEBOMY TOJIO CTPAHUIIBI,

Mo ueHTpy — ab3arl HeHTpUPYETCS MEXKTY JICBBIM U MTPABBIM TTOJIEM CTPAHHUIIHI;

No npaBoMy Kparo — ab3aI1 BEIpaBHUBAETCS 10 TIPABOMY TIOJIIO CTPAHUIIBI,

Mo WwunpuHe — a63air BEIpaBHUBAETCS 110 00CHUM ITOJISIM CTPAHHUIIB.

B nonsx cneBa u cnpaBa yCTaHABIMBAIOTCS PACCTOSHUS OT JICBOTO M TPABOTO
noJei 1o rpanuIl ab3ara.

Ataau |

OTCTYNEl H HHTEPEANE | Mono¥eEHKE Ha CTRAHMULE I

BLIpAEHHEAHHE! Wvl ¥POEEHE! IO::HDBHDH TEKCT 'I

CTCTYN

CAeEa: 0w = NEPEad CTPOKE! Ha:

* T —

COpaEa: 0 M I': ] j
MHTEepEan

NEPEA: 6 T MEH A CTPOHHBIN: SHAYEHHE!

nacne: onT = O AMHAPHEIA j | =
Dhpasel

CEgaxy 1c:t1e DEgaxy) 1cvt1n OBpaxy) 1cst1e DEgaxy 1ct1n Dopaxy 1es1e CRpaxy 1catie Ohpaxy
1caT1n Dhpaxy) 1651 CEpAX | 163718 DBy 162710 OBpax ) 16518 CRpax ) 16T 10 DBpAX1) 165T 18
[Egaxy 1cat1e DBpaxy) et 1 Dhgaxy 1evT1n

|

Tabynauma. .. Ik I OTHMEHA |

Puc.22

B nosie nepBan cpokKa — Buj1 OTCTyIa NEPBOM CTPOKHU ad3ara:

(HeT) — oTcTym oTCyTCTBYET;

OTCTYyn — KpacHas CTpOKa, paCCTOSTHAE YKa3bIBACTCS B ITOJIC HA;

BbICTYn — oTpHniaTeIbHBIN OTCTYII, PACCTOSHUE YKA3bIBACTCS B MOJIC HA.

B momsix nepen u MOCNEe — pacCTOSHUS COOTBETCTBEHHO TIEpe]l IEpBOU
CTpOKOI1 ab3a1ia u nocie nocjiaeaHel CTpoku ad3ana.

B mosie MeXAyCTPOYHbIN — HHTEPBAJI MEXKIY CTPOKaMHU BHYTPH ad3aria:

OAvHapHbIN — UHTEPBAJI, CTAHJAPTHBIN JIJISl TAHHOTO THTIA MIPUQTa;

NMonyTopHbIN — uHTEpBal B 1,5 paza Oosibllie cTaHAAPTHOTO;

[OBOWHON — nHTEepBaN B 2 pa3a O00JIbIIE CTAHIAPTHOTO;
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MWHUMYM — uHTEpBaT HE MEHEe YKa3aHHOTO B ToJiec 3Ha4YeHue;
To4YHO — uHTEpBaN, paBHBIN yKa3aHHOMY B I0Jiec 3HAYEeHUe,

MHOXUTenb — wuHTepBal, paBHBIM  CTAHJAPTHOMY, o= o oo =
YMHOKEHHOMY Ha 3HAa4CHME, YKa3aHHOE B II0JI€ 3HaYeHue; = — — =
VYcTaHaBnuBaTh TUI BBIDABHUBAaHUSA MOXKHO TaKke C Puc.23

MOMOIIIbIO KHOTOK (puc.23).

1

| -S-I-2-|-1-|-!-I-1-|-2-|-3-|--t-l-5-|-6-|-?-I-8-|-3-|-10-|-11-|-12-|-13-|-1-1--|-15-|-16.J\|-1?-||

2

3
Puc.24

Ha ropuzonTanbHOl KOOpAWMHATHOW JUHEWKe (puc.24) HaAXOAATCS: MapKep

nepBoii ctpoku (1), mapkep neBoit (2) u npasoit (3) rpanuil a63auna. [leperarusas ux c
MOMOIIBIO MBIIITH, MOKHO U3MEHATH COOTBETCTBYIOIINE MapaMeTphl ad3aria.

YcranoB/ieHMe MO3UIMHA TA0YISALMHA

TaOynsuust UCTHONB3YETCS JJISI TOYHOTO BBIPABHUBAHUS KOJIOHOK TEKCTa WU
gyucen (puc.20). Eciu ycTaHOBUTH MO3WMLMU TaOYIALHMH, TO MPU KaKIOM HaKaTHH
iapui  Tab kypcop Oyner mepenBuUrathesi K Ommkaiiieidl crnpaBa MO3UIUAN

TaOyJISAINH.

R R - R R R B I = P e R I IR = o = ROVt S R I P W E- NS IS =T A ST =00

Bbl

=R

TekeT
OBHe
Mo npasomy

TeKkeT

no NEBOMY
Kpato

No LUEeHTpY

Kpato

Puc.25

JInst yCTaHOBJICHUS TO3UIUN TaOYJSIIMK UCIONB3YeTCsl KoMaHaa Tabynsauus

u3 MeHio POpPMaT, KoTopas BBI3BIBACT AUAIOr0BOe OKHO Tabynauua (puc.26). Ono
COJICPIKUT CICAYIOIIHE IMePEKIIOUATEIIH:

No NeBOMY Kpar — TEKCT BBIPABHUBACTCS MO JICBOMY Kpalw OTHOCHUTEIIBHO
MTO3HITNH TaOyJISAIINH;

NO UEeHTPY — TEKCT BBIPABHUBAETCS IO IIEHTPY OTHOCHUTEIBHO TMO3UIIUU
TaOyNSIuu;

No NpaBOMY Kpak — TEKCT BBIPABHHBACTCSA IO MPABOMY Kpal OTHOCUTEIIHHO
MO3ULINY TaOyJALNY;

no pas3geriuTesNiio — 4Yucia BBIPABHUBAIOTCS IO JECATUYHOW 3amsATOM, TEKCT
BBIPABHUBAETCS 10 TTPABOMY Kpalo;
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C “IepTOﬁ — 10 IMO3UIIUAMH Ta6y.]'I$II_[I/II/I MOABJISIIOTCS BEPTUKAJIBHBIC ITOJIOCHI.

21
Mozum TatynaLm: Mo YMONYEHAR |1,2? oM 3:
|16 I:M|
BrIpSEHIMESHIME
1,25 cM = =R
3,75 oM ® no peeoMy KpaK o pasgenMTento
6 M " no ueHTpy " ¢ uyepTon
2 cm ~
10 M No OpSEory KPSk
12 cm 2aNoONHUTENE
14 cm & 1 (Het [l ——
16 M = L ey =
C2 4
EyAYT yASNEHE!: 4 M
¥CTaHOBMTE ¥ 1aMATE ¥ 1AN1Te BCE
CH CTMEHA
Puc.26

Jist  3amofHEHUsT TYCTOrO0 MecTa clieBa OT 3Haka TaOyJsluu, MOXKHO
UCIIOJIb30BaTh  IIEMOYKY CHMBOJIOB, BHJ KOTOpOMl  BbIOMpaeTcs B  TpyIe
nepekiodaTencii 3anofIHUTENb.

YcTaHOBUB Bce HEOOXOAMMBIE TMapaMeTpbl ISl OJHOW TO3HIMH, CIEAyeT
IIETKHYTHh KHONKY YCTAHOBWUTb 1 HOBas NO3WIMS OyeT BHeceHa B ciircok o3nuum
TabynAUUN, KOTOPBIN COACPKUT BCE YCTAHOBICHHBIC MO3HMIMU TaOyisuu. YToObI
U3MEHHUTh THUIl YXX€ YCTAaHOBJICHHOW TMO3UIIMU TaOyJIAIHH, HEOOXOJUMO BHIOpATH
HYXKHYIO MO3HUIMI0 B criucke Mo3Mumm TabynsauMMU 1 yCTaHOBUTH HOBBIC 3HAYCHHUSI
PEHKUMOB.

JUiss ynaneHusl TO3WIMKA TaOYJSIIUKM CIIeAyeT BeIOpath ee B crucke lMo3nuumn
TabynaAuMN u nieaKkHyTh KHOMKY YAANUTb. Bce umeronuecs Mo3uuu TaOysauu
MOJKHO YAJIUTh IEITYKOM KHONKM YAanuTb BCe.

YCTaHOBUTH MO3UIMI0O TaOyMALMM MOKHO TaKXKe IIETYKOM MBIIIH Ha
TOPU30HTATHLHOW KOOPJIMWHATHON NWHEWKe. THM MO3UIMK TaOyIsaluu yKa3aH BHYTPH
KBaJIpaTa B JIEBOM KOHII€ TOPU30HTAJIbHOW KOOPJAWHATHOW JIMHEWKH. ECiau MEIKHYTh
MBIIIBI0O Ha 3TOM KBajJpaTe, TO TUN MNO3ULMUMU TaOyisiiuu usMenutcs. [loodyepenHo
MOHO BbIOpaTh TAKWE TUIIbI TAOYIISIIIUN:

[L] — BBIpaBHEBaHHE IO JIGBOMY KpaIo;
[+] - BeIpaBHMBaHME 1O NEHTDY;

[2] - BbIpaBHHBaHUE O IPaBOMY KpaIo;
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[x] — BBIPABHUBAHUE MO AECATUYHOU 3aIATOM.

Ecnu BblaenuTh ¢parMeHT TEKCTa, BBIPOBHEHHOI'O MO MO3WMLUHU TAaOYISIUHU, U
NEPETSHYTh MBIIIBIO CUMBOJ TaOYJIAIMK B HOBOE MECTO, TO TEKCT MEPETIHETCS BMECTE
C CUMBOJIOM TaOyssiiuu. UToOBl yAaIUTh MO3ULUIO Ta0YJSALNUU, JOCTATOYHO CTSIHYTH C
KOOPJMHATHOM JINHEWKU CUMBOJI TaOyJIALIMH.

YnopsijgoueHue CIUCKOB

Microsoft Word mo3Bossier OBICTPO COCTAaBIATH CIHUCKH C ITOMETKAMH,
HyMepaIieil 1 MHOTOYPOBHEBBIE CIIMCKU C HyMepallueil. DJIEMEHTOM CITUCKA CUUTAETCS
a03arr Tekcra. J[Is co3maHms CMcKa He0OXO0AMMO BBIACIUTH ab3allbl, KOTOPBIE CIIEIyET
clieaaTh DJIEMEHTAMH CIIMCKA MM YCTaHOBHTH Kypcop B TOT ab3all, ¢ KOTOPOro Oyaer
HAYMHATHCSA CIMCOK. 3aTeM BbI3BaTh KoMaHay CNMCOK wu3 menio Popmat, kotopas
BBI3BIBACT JAHAIOroBoe okHO CNUCOK (puc.27).

Cocox U EE|

MapkHpoBaHHEIR | HyMEpOBaHHBIA | MHOr oY pOEHEERIFA |

- MApKER ] -
HaT = M3pEep u} =
- MApKER ] -
O i ¥ v
(I o 3 ¥
O i ¥ v
PHCYHDE. .. | MZMEHHTE. .. |
CApoc | Ik I OTMEHS |
Puc.27

Jns  co3maHusi COMCKA C TMOMETKaMH HEOOXOJMMO BbIOpaTh  BKJIAJBIII
MapkupoBaHHbIN. Kaxapiil 371eMEHT CITHUCKA ¢ TOMETKAMH BBIACISACTCS C MOMOIIBIO
HEOOJBIIIOTO  3HAYKA, PACIOJIOKEHHOTO CjeBa OT caMoro oanementa. Cpenu
MPEJIOKEHHBIX BAPUAHTOB MOMETOK CJIEAYET BhIOPATh MOAXOASIINY (IETKHYTh HA HEM
MBIIIBIO) U MEIKHYTh KHOTIKY OK.

JIJiss ©i3MEHEeHHSI BUa TIOMETKH MOXHO BOCIIOJIB30BaThCS KHONIKOW WU3MEHUTb.
[MosButcst okHO U3MEHeHMe MapKMpOBaHHOrO CNUCKa, B KOTOPOM COAEpkKaTcs
JIOTIOJTHUTEIIbHBIC TTOMETKHU. [Ipy HaxaThu kHOnkn MapKep mosBisieTcs IUaioroBOC
okHO CMMBOJ1, B KOTOPOM MOKHO BBIOpATh JTFOOOW M3 CHMBOJIOB B KAUECTBE MMOMETKH
cnucka. B pamke lNonoxeHne Mapkepa 3agaeTcsi pacCTOSIHUAE OT JICBOTO Kpas ab3ana
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1o nometku. B pamke MNonoxeHue TeKcTa omnpenenseTcsi paCCTOSHUE OT JIEBOTO Kpast
ab3aua 70 JIEBOTO Kpasi TEKCTa B CIIHCKE.

Jnma  co3maHus  CHOMCKOB € HyMEpalMeu  UCIHOJb3YEeTCA  BKJIAABIII
HymepoBaHHbIU uanoroBoro okHa CnMCOK. Cpeau NpeIoKEHHBIX BapHAaHTOB
HyMepalui CIUCKa HeOoO0X0oauMOo BbIOpaTh moaxojsammid, menkHyth OK u cmucok
Oyner coznan. Kornma kypcop BBOJa HaxoJIWTCA B CIHMCKe, Kaxjaoe Haxatue Enter
CO3/1a€T HOBBIM MPOHYMEPOBAHHBIA dJIEMEHT crnucka. llpu mo0aBlieHMHM HOBOTO
BJIEMEHTA B CIMCOK WJIHA YIAJICHUM JJIEMEHTA, HOMEpPA B CIIMCKE KOPPEKTUPYIOTCH
aBTOMATH4YECKH.

UtoObl co31aTh CBOW BapuaHT HyMEpalUHu, CJEAYeT IICJIKHYTh KHOIKY
U3meHnTb. TlosButcs okHo U3MeHeHMe HymMepoBaHHOro cnucka (puc.28). B
none PopMaT HOMepa yka3bpIBaeTCs TEKCT NIepe]] U MOCIe HoMepa dJIEMEHTa CIUCKa,
HarpuMmep: ) wiu [ |. B mone Hymepauusa — cTwib HymMepaluy, a B 1nojie HadaTb C
yKa3bpIBaeTCsA 4YHUCIO (Wiu OyKBa), C KOTOPOTO JIOJDKEH HAYMHATHCS CIUCOK. Jluis
MU3MCHEHHMS MPU(Ta HOMEPOB FIEMEHTOB CIKCKa UcToib3yercs kHonka LUpudT.

beicTpo co3maTh COMCKKM C TIOMETKAMU M HyMEpalHUEd MOXKHO C ITOMOIIBIO

- — i—

KHOIIOK 38— U i—. I[J'IH CO3aaHHu:A CIIMCKAa C HCCKOJBKHMHU YPOBHAMU BJIOXKCHHOCTHU
NCIIOJIB3YCTCA BKJIAABIII MHoroypOBHeBblﬁ AUAaJIOTOBOI'O OKHA Cnucok.

HameHeHue HYMEepOEAHHOID CNHCKAa |

~POpMaT HOMERS

|1) WM. .. |

HYMEDALHAS Ha4aTk C:

|1, 2,3, .. = =

~Tlono#EHHE HoMERS

II'Il:u NEBOMY Kpar j Ha: IUJ63 H 5‘ 4

(lono¥eHHe TEKCTa

OTHEHS |

—Dbpazey

aOTCTY: |1J2? CH ﬂ

Puc.28

Ctuiiu popmaTupoBaHUA

Ctuabs ¢opmaTupoBanusi — Habop mapamerpoB (mpudra, ad3ama u 1mp.),
MMEIOIINN YHUKAIIbHOE UMs. BBIOpaTh CTUITH BBIICIICHHOTO (hparMeHTa TEKCTa MOYKHO B
nosie CTUNb Ha naneau PopmMaTUpoBaHUe uiu B AuaIoroBoM okHe CTUNb MeHIO
®PopmaTt. B nmoine Ctunu nuanorosoro okHa CTUNb (puc.29) COACPKUTCS CIHCOK
UCTIONB3YeMbIX CTHIICH. UTOOBI YBUACTH Bce CTHIIM clieayeT B mojie CNMCOK BrIOpaTh —
Bcex ctunen. B momsx cmpaBa OyayT Mmoka3zaHbl oOpasilbl a03aleB W CUMBOJIOB,
otopmaTupOBaHHBIC 3TUM CTHIIeM. J[J1s mprucBoeHUs GparMeHTy TEKCTa BBIACICHHOTO
CTHJIS CJICTYET IICTKHYTh KHOTIKY [TPUMEHNTD.
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T - ]

CTHMH: a6zay

1l BepxHHA KONOHTHTY N -

1-| 3 1 CEgaxy st 1e Chpaxy 1cvT1e DRgaxiy 10t 1n Chpax ) 1cvm1n CEgaxy

Aronagak 1rsTin Dhpaxy 1eare CBgax) 1est e Clpaxy et e DBpaxy st
AT IR ACITIR 1CATIL 1CaTIL

1l Saronoeok 2 e s s Ry e 1T oy Frowxy

{1l Saronoeok; 4
KOMaHAa
KOMaHAaEl
MANBIA_PHCYHOE
1l maprep

1l HazgaHKe obbekTa

1] Home| .
W Times New Roman

1l QrnaeneHue 1

[|=Tl (-1 [=T]

SHakH

1l OrnaenexHe 2 v|
CIAMCaHHE
LWpHahT: Times Mew Roman, 14 pt, pycckri (Pocckal,
CAMCOK: CAEMM ENEED, MEXAYCTD, MHTEPESN O4MHAPHEIN,
— = SAMPET BHCAYME CTROK
IMI:I'II:I.I'IbB‘:.-'EMbe CTHREH - |
OpraHHzaTop. .. CO3AaTh. .. | FIZHEHHTE. .\ I ¥ AanMTe |
[pHMEHKTE OTHEHS |
Puc.29

Cosawecrum K|

Gilgi=H CTHNb:

I.ﬁ.ﬁ3au.a j
DCHOBSH Ha CTHNE: CTHME Cheayrowero absaua:

| 1l TekcT j | 1 CTrnel j
Cfpazel

Ofpaen TewcTa OG0 TescTd Ofpd D TescTd Ofpawen TercTd O w0 TeacTd

Ofpaen TEEC T O 00 TEEeTa QA0 TRECTE O] TR Ta Ol TREC T

Ofpasen TercTa 000 TercTd O 0 TerCTa Ofpaen TR T Ol R0 TerCTd
Ol TREC T

OMMCaHHE
TEECT + OTCTYM: NepEad [ cM N0 LeHTpy

[ dofaEmMTE B WabnoH [~ OBHOENATE SETOMaTHUECKH
R I OTHEHS | PopHaT ™ | P nagmwa. .. |
Puc.30

Jliis cozmanust HoBoro cTuiisi B okHe CTUNb ucnonb3yercs kHonka Co3paTb. B
nosie Uma oxkna CospgaHme ctuns (puc.30) BBOAUTCSA UMSI HOBOTO CTHIIA. B criucke
CTunb BeIOMpacTCs B CTUJIS: CTHJIL ab3ala Wi CTUiIb cuMBoia. B mone OCHoOBaH
Ha cTune BhIOMpaeTCs CYUIECTBYIONIMN CTHJIb, HA OCHOBE KOTOPOro OydeT co3/aH
HoBbI. Ecmu yctanoButh (iaxxox [l06aBUTb B LWAGOH, TO HOBBIH CTHIb OyACT
NEeUCTBOBAaTh HE TOJHKO B aKTUBHOM OKHE, HO M BO BCEX JOKYMEHTaX CO3/JaHHBIX Ha
OCHOBE 3TOro I1abdsioHa. s ycraHoBieHus nmapameTpoB mipudra, adb3ana u Jap. cieayer
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MENKHYTh KHONKY PopMmaT, 3arem BoIOpath 00bekT (opmatupoBanus (LUpudr,
Ab63au u np.). Ilocne naxatus kHomku OK HOBBIH cTHiIb Oyner cosmaH. Eciu
HIeTKHYTh KHOTMKY NMPpUMeHUTb B okHe CTUSIb, TO HOBBIM CTHIb OYJCT MPHUCBOCH
BBIJICJICHHOMY (parMeHTy TekcTa. KHomka 3aKpbITh 3aKpbIBaeT OKHO 0€3 MPHUCBOCHHS
CTHIA.

JIJis I3BMEHEHHUS CYIIECTBYIOIICTO CTHIISA CASAYET BBIACIUTH ero B okHe CTUNb u
HIeTKHYTh KHOTIKY M3MeHUTb. B okne UI3MEeHeHMe CTUNA MOXHO BbIOpaTh HOBBIC
napaMeTpbl. J{Is yhaleHus CTHISA €ro CleAyeT BBIACIUTh W INCIKHYTh KHOIKY
Ypanuts.

Co3nath CTHIIL MOXKHO Takke 1o oOpasimy. s 3Toro HeoOXOJMMO BBIJCIHTH
(dparMeHT TekcTa, B3ATOr0 Kak oOpasel], BBECTH UMs CTHIA B mojie CTUNb Ha naHenu
dopmaTupoBaHue u HaxxaTh Enter. Co3ganubiii CTHIIb OyET IeHCTBOBATH TOJBKO B
AKTUBHOM JIOKYMEHTE.

Odopmitenue cTpaHull JOKYMEHTA

YcraHoBJIeHMe TAPAMETPOB CTPAHUIIBI

J1Jis ycTaHOBJICHHS [TapaMeTPOB CTPaHUIIBI HCIOB3yeTcs komanaa MapameTpbl
cTpaHuubl menio ®Pann, koropas BbI3bIBACT JauaioroBoe okHo [lapameTpbl
CTpaHULUDbI.

JIyist yCTaHOBIIGHHUS TOJICH CTpaHMIIBI MCMOJb3yeTcs Bkiaazasi Mona (puc.31), B
OKHaX KOTOPOI'0 MOKHO YCTaHOBHTb:

BepxHee — BepxHee 10J1e CTPaHHIIBI;

HuXXHee — HiKHEe 10JIe CTPaHMIIb;

JleBoe — JsieBoE MOJIE CTPAHUIIBI;

MapaMerpu CTpaHHILB |

[anA |F‘_a3mep Ay Mark | MICTOYHME By Mari I MakeTt |

Bepxree: m —Obpazey

HisHee: 2 = —
Neeoe: m J—
Mpagoe: 1w = —

Mepenner: |0cw

;J

T KpaA A0 KONOHTHTYNa

i

EepxHera: (1 cu
HHmHera: |1 cw =
] ' [MPHMEHKHTE: Il{ TEEYLWEMY pazaeny vl
r JepKaneHeIE NoNA Mono#eHHe NepenneTa
r £ CTPaHMUEl Ha NHETE 0 CNEE3 o CEERXY
Mo YMONYaHKAD, ., I Ok I OTHEHA |

Puc.31

lNpaBoe — npaBoe 1noJjie cTpaHuIlbL.
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B pamke OOpasel mnoka3aH BHEUIHHA BHJ CTPAHUIBI C BBHIOPAHHBIMU
napamerpamu. Ecnu cTpaHuia JJODKHA HWMETh 3CpKAlbHBIC TOJIsA, HEOOXOIUMO
BKIIIOUUThH (hakok 3epKaribHble nonsi. B pesynbrate BMecto nojeii NpaBoe u
JleBoe nosiBsiTcst monst BHYyTpU 1 CHapyxu.

B nosie MepenneT ycraHaBiuBaeTCs MIUPUHA OIS OIITUBKH.

B pamke OT Kpasi 4O KONMIOHTUTYJA YCTaHABINBACTCS PACCTOSIHUE:

BEPXHEro — OT BEPXHETO Kpasi CTPAHHIIbI O BEPXHETO KOJIOHTHTYJIA;

HMXKHEro — OT HI)KHETO Kpasi CTPAHHMIIBI 10 HUKHETO KOJIOHTHUTYJIA.

Creqyer OTMETHTh K KAKOW 9aCTH JJOKYMEHTA OTHOCSTCS U30paHHbBIC MapaMeTphl,
BBIOpAB HY)KHOE 3HaucHue B mojiec [PUMeHUTb:

Ko BceMy AOKYMEHTY — mapamMeTpbl HCIIOIb3YIOTCS B BCEM JJOKYMEHTE;

K KOHUY AOKYMEHTY — mapamMeTpbl UCIOIB3YIOTCS ISl TOW YacTH JOKYMEHTa,

KOTOpast PacrojiokKeHa HUXKe Kypcopa.

VCTaHOBUTH MOJISI CTPAHHIIBI MOYKHO TaKXKE ¢ IOMOIIBIO KOOPIUHATHBIX JTMHECK B
pexnve Pa3meTka cTpaHuu. B sroM peknMme Ha JKpaHE MPUCYTCTBYIOT |
BepTHKaJIbHAs, W TOPU3OHTAIbHAS KOOPAWHATHBIC JHHEHKH. Ha KOOpIMHATHBIX
JMHEHKAaX TMOJsl CTPaHHIbI 00O3HAYEHBI CEpPhIM IBETOM. HEOOXOIUMO YCTaHOBUTH
yKa3aTellb MBIIIA HAa TPaHWIly CEeporo W Oeaoro ydvactka (OH OymeT HMETh BHI
JBYHAIPaBJICHHOU CTPEJIKH) U MEPETIHYTh €€ B HY)KHOE MECTO.

Bxnagein Pasmep 6ymarun (puc.32) coxmepxkut mone Pasmep 6ymaru, B
KOTOPOM MOXHO BBIOpaTh pa3Mep CTPaHUIIBI JOKYMeHTa. Eciu HeoOXoauMble pa3Mephbl
B CHOHCKe OTCYyTcTBYIOT, To B mone LWupuHa wu BblcoTa MoxHO BBecTH
COOTBETCTBYIOIINE 3HAYCHHS ITUPUHBI U BHICOTHI CTPAHHMIIBI.

B pamke OpueHTaUMA BbiOMpacTCs OpUEHTALUS CTpaHUIbl. [lepekmoyarersb
KHUXXHAA O3Ha4yaeT BEPTUKAJIbHYIO OPHCHTAIMIO CTpPaHWIGl,  aFibOOMHasa -
TOPU30HTAIBHYIO.

MapaMerpu CTpaHHILB |

I WCTOYHHE ByMaru I MakeT |

Pazmep Gymarm: ~Obpazey
A4 210 x 297

~l —
LUHpHHa: |21 CH 5‘ =&

EblcoTa: 29,7 = j—

PHEHTALMA—— —
., % gHMmHAR —
1 v ™ anefoMHan —

MpHMEHHTE: Il{u:u ECEMY AOKYMEHTY j

Mo YMONYaHKAD, .. OF I OTHEHE |

Puc.32
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Brmaneimr MakeT oxna lNapamMmeTpbl CTpaHMUbIl TO3BOJSET YCTaHOBUTH
nmapamMeTpbl KOJTOHTUTYIOB. JIjist TOro, 4TOOBI Ha CTPAaHMIIAX C YCTHBIMU U HEUYETHBIMHU
HOMEpaMH OBLIM Pa3IMYHBIE KOJOHTHUTYIBI, CIEAYeT BKIIOYUTH (IaKOK YETHbIX W
HeYyeTHbIX CTpaHuU. UToObl KOJOHTHUTYJ MEPBOM CTPAHUIBI OTIWYANICS OT APYTHX,
HEOOXOAMMO BKIIOYUTH (iakok MepBOM CTpaHuubl. Crnocod BepTUKAIBLHOTO
BBIpAaBHUBAHUSA TEKCTa HAa CTpaHUWIlEe BbIOWpaeTcs B moje BepTukanbHoe
BblpaBHUBaHM/e:

Mo BepxHeMy Kpar — TeKCT BBIPABHUBAETCS IO BEPXHEMY TIOJIO CTPAHUIIBL;

Mo UeHTPY - TEKCT HEHTpPUPYETCSs MEXKAY BEPXHUM W HIDKHHM TI0JIEM

CTpPaHHIIBI;

Mo BbICOTEe — TekCT pacmpenemsieTcss MEXAY BEPXHUM W HWKHHUM TI0JIEM

(MpUMEHSETCS TOJIBKO K TIOJIHBIM CTPAHHIIAM).

BceraBka pa3pbIBOB CTPAHUI

Microsoft Word ABTOMATHUYCCKH  [EEtnds E |

pa30uBaeT TEKCT Ha CTpaHMIlbl. J[1s BcTaBKM Ha4aTh

JOITOJTHUTEIBHOTO pa3pbiBa CTpaHHMIIBI (= oo CrRar

HEOOXOJIMMO YCTAaHOBUTh KYpCOp B MECTO, C I e——

KOTOPOTO JIOJDKHA HAYWHATHCS HOBAsl CTPaHHIIA ™ HoByto cTpoky

N BbI3bBIBATH KOMAHOY Pa3prB n3 MCHIO HoBwIF pasaen

BctaBka. B jguamoroBom okHe PaspbiB ™ Co CoeayHWEd CTPaHHLGI

(puc.33) HEOOXOIUMO YCTaHOBUTH ™ Ha TeryWeH cTpaHHuE

CPECKIYaTe/Ib HOBYIO CTpaHunuy U ™ € YETHOH CTRaHHUE

mwenkayts OK. ™ ¢ HEYETHOA CTPAHHUE!
Ecam qoxyMeHT MOJKEH COCTaBIISThCS U3 = pe—

CTpaHHUIl,  KOTOpbIE  HMMEIT  pa3IUuYHbIC

nmapamMeTphel, TO €ro CcleayeT pa3feiauTh Ha Puc.33

HECKOJIbKO paszaenoB. Kaxawlil pasnen umeer
COOCTBEHHBIE TMapaMeTpbl CTpaHMIIBL. J[JIsS BCTaBKM B JIOKYMEHT HOBOTO pasjielia B
auanoropoM okHe Pa3pbiB  HEoOXOOMMO  BBIOpaTh OJMH M3  CJICAYIONMIHUX

MEePEKIIIOYATENICH :
CO crneaywolwen CTpaHULUbl — HOBBIM pa3lel HAYMHAETCA CO CICAYIOMIEH
CTpaHUIIBI,
Ha TeKylen CTPpaHWULe — HOBBIA pa3ze/l HAYMHAETCS HEIMOCPEICTBEHHO ITOCIIE
TEKYIIETro;

C YeTHOM CTpaHMULbl — HOBBIA pa3[e]l HAYMHACTCS C OJIMKAWIICH CTpaHUIBI,
MMEIONIEH YETHBIA HOMED;

C HEYETHOWM CTPaHULbl — HOBBIN pa3/esl HAaYMHACTCS C OJMDKANIIEH CTPaHUIIbI,
MMEIONIEH HEYETHBIN HOMED.

UTo0OBI yIamuTh pa3psiB pasjeia Win pa3pbiB CTPAHUIIBI, BCTABJICHHBIN BPYUYHYIO,
cieqyer mepedtd B pexkuM OObIMHbIA, WM BKIIOYATH PEXHM OTOOPaKEHHUS
HemeYaTaeMbIX CHUMBOJIOB. B 3THX pexuMax pa3pbiBbl CTPaHHI] H300pakaroTCA
MNYHKTUPHBIMM JIMHUSIMH, a Pa3pbIBbl Pa3AeioOB JBOMHBIMU IYHKTUPHBIMHU JIMHHUSIMHU.
YaansgioTcss 3HaKA Ppa3pbiBOB Kak OOBIYHBIE CHMBOJIBI KiaBuineidt Delete wnn
Backspace.

25



Hesumanors C.A. Microsoft Word

Hymepanus crpanun

JInst BCTaBKM HOMEpPOB CTpaHHI] HEOOXOAMMO BBI3BIBaTh kKomaHay Homepa
cTpaHuy meHio BeTaBka, xoTopas Bei3biBaeT okHO HOMepa cTpaHuy (puc.34).
B mone NMonoxeHue cienyeT BRIOpaTh pacloioKeHne HOMEepa Ha CTPaHUIIC:

Homepa cTpaHuu |
Mono#eEHHE: ~Obpazey

O - | = =

BkIpaBHHEaHHE ! — —

ICHEID‘;.-'}HH j — —

™ HoMep Ha nepeoi cTpaHHUE

QR I OTHEHS | PopHaT... |

Puc.34

BBepxy cTpaHMLbl — HOMEp CTPaHHUIIBI PACIIOIAraeTCsl BBEPXY (BCTABIISCTCS B

BEPXHUU KOJIOHTHUTYN);

BHU3y cTpaHMUbl — HOMEp CTpaHUILI PACIIONIaraeTCsi BHU3Y (BCTaBISCTCS B

HVDKHUM KOJIOHTUTYJT).

B mone BblpaBHUBaHUe — pacrosioeHHe HOMEpa CTPAHMIIBI OTHOCHTEIHHO
noJiel CTPaHMIIbI:

CneBa — HOMep CTPaHUIIBI PACIIONATACTCS Y JIEBOTO Kpasi CTPAHUIIBL;

OT UeHTpa — HOMEp CTPaHUI[BI PACIIOIATACTCS MO IIEHTPY CTPAHMIIBI;

CnpaBa — HoOMep CTpaHHIIBI PACTIONAraeTCs y MPaBOTo Kpasi CTPaHHIIbI;

BHYTpPU — HOMEp CTpaHUIBI pacIojiaraeTCs C BHYTPEHHETrO Kpasi CTPaHHUIIBI

(mocTyreH, eciy JOKYMEHT UMEET 3€pKaJIbHBIC OIS );

CHapyXXu — HOMep CTpaHHMIbI PACIOJaracTCss y BHEMIHETO Kpas CTPaHHIIbI

(mocTyneH, eciy TOKYMEHT UMEET 3€pKaJIbHBIC TTOJIs).

Ecmu custs Quaxxoxk Homep Ha nepBOM cTpaHULe, TO Ha MEPBOil CTpaHHIIE
HOMeEp He OYyJIeT MPOCTaBJICH.

Knonka PopMaT BbI3bIBacT quanoropoe okHo PopmaTt HoOMepa CTpaHUL bl
(puc.35), B KotopoMm 3amaercs ¢opmaT Hymepanuud. B mome @PopmaTt Homepa
BbIOWpaeTcs TUN Hymeparuu (apaOckue Wiau puMckue IUdpbl, OYKBBI JATUHCKOTO
andanuta).

B pamke Hymepauumsa cTpaHuL ycTtaHaBIMBacTCS HAYaI0 HYMEPAIIHHT:

NPOAOIKUTL — HyMepalus CTPAHHI] TEKYIIETO pa3/eia HAYMHACTCS C YUCIa,

CJIEIYIOIIETO 32 HOMEPOM IOCIIETHEH CTPAHUIIBI MPEABITYIIETO pas/iena;

HavyaTb C — HyMepalus HAaYWHASTCS C YKCIIa, YKA3aHHOTO B IOJIE CIIPaBa.

Ecmu Bxmounth (uaxkok BKIHOYUTL HOMEp rnaBbl, K HOMEPY CTpPaHUIIBI
Oyner mobaBieH HOMEp TJIaBbl WIM pas3jena NToKymMeHTa. B more HavMHaeTcsli CO
CTUNSA HEOoOXOIMMO yKa3aTh, KaKOW CTHJIb (POPMATHPOBAHUS OTBEYACT YPOBHIO TJIaB,
HOMEpPA KOTOPHIX OyIyT MCTOIB30BaHbl. MOXKHO BHIOPATh OAMH U3 CTHJICH 3ar0JIOBKOB
3aronoBok1... 3aronoBok9. B nose pa3penuTenb 3aaeTcs pasIeiIuTeIb MEKIY
HOMEPOM CTPaHUIIBI © HOMEPOM TJIaBbl. Y CTAHOBHB BCE MapaMeTPhl, CICAYET METKHYTh
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OK, mocrne gero cHoBa nosiButcs okHo HomMepa cTtpaHuu. 31eck Takke HEOOXOIUMO
menkHyTh OK 1 Bce cTpaHUIlbl JOKyMEHTa OyAyT IPOHYMEPOBAHBI.

TopmMaT HOMEpa CTPaHMLUN ilil
DOpMaT HOMEDS ! 1,2 3 .. j
™ BKAMWATE HOMEp CNaekl
HIYMHAETCA CO CTIMNA Saronoeok 1 -
WEELIETy R y=TyoY - {gedwc) =

Moereper: 1-1, 1-4

HyMepauma cTpamiL,
O APoAONH#MTE

& HauaTe C |1 E“

;4 DTMEHS

Puc.35

YcTraHoBJieHHne KOJ/JIOHTHUTYJIOB

KooHTHTYJ I — TEKCT WIM PUCYHOK, KOTOPBIM I€YATAETCS BHU3Y WM BBEPXY
KaXXJI0M CTpaHUIIbl JOKyMEHTa. B KOJOHTUTYNe 0OBIYHO pa3MenialoT HoMepa CTpaHMIl,
Ha3BaHWE KHUTHU WM TEKYIIEW IaBbl. B 3aBUCUMOCTH OT pacnoyiokeHHs (B BEpXHEM
WIM B HWKHEM TIOJIE CTPAHMIIBI) KOJOHTHUTYJBI OBIBAIOT BEPXHUMHU WM HIDKHUMHU.
Texct, BBeZIeHHBIN B KOJIOHTUTYJI, hOPMATUPYETCS KaK OOBIYHBIN TEKCT.

Jliss co3maHusi KOJOHTHUTYJIOB ClieqyeT BbIOpaTh koMaHay KOMOHTUTYNbI B
meHio Bua. Ilpm 3TOM mOpOMCXOAMT aBTOMATHUSCKHA IEPEXOJ B PEKUM DKpaHa
PasmeTka cTpaHuMy, Tak kak B pexumMe OObIYHbIN  KOJIOHTHUTYJIBI HE
oroOpaxaroTcs. Ha skpaHe mMmosBiIsieTcsl MaHedh HHCTPYMEHTOB KOMOHTUTYNbI
(puc.36).

JIns mepexoaa U3 Mojsi BEPXHEro KOJOHTUTYJA B M0JIE HUYKHETO KOJOHTUTYJIA U
00paTHO UCITOIB3YyeTCs KHOIKA [ﬁ :

CUeLe 234 o5 G T G e 10 1L 1120 113 1 14 LS

] & B E W&

Puc.36

‘ g qIE |E||. ‘ 3akpbiTb

BcTaBuTE GaBTOTEKCT ~
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BBeneHHBII TEKCT KOJIOHTUTYJIA PACIOaraeTcs B IIYHKTUPHOM paMKe,
YKa3bIBAIOUIEH TrpaHUIbl KOJIOHTUTYNA. TEKCT KOJOHTUTYNAa (opMaTHUpyeTcs Kak
OOBIYHBIN TeKCT. J[Jis BCTaBKM HOMEPOB CTPaHMI[ UCTIONB3YETCs KHOTKA [#]. B pexume
OTOOpa)KE€HUsT  KOJOHTUTYJOB  OCHOBHBIM  TEKCT JOKYMEHTa  PEIaKTUPOBATH
HEBO3MOXHO.

Jna co3pgaHus Ha INEPBOM CTpaHULE AOKYMEHTAa KOJIOHTUTYJA, OTIMYHOIO OT
KOJIOHTUTYJIOB JPYTHX CTPaHUI], HE0OX0AUMO BhI3BaTh OkHO [apamMmeTpbl cTpaHULbI
u3 meHo @ann u Bo Bkiajabpie MakeT ycraHoBuTh (hiaxkok MEPBOMA CTPaHULbI.
Ecnu B 3TOM BKJIaAbllIe YCTaHOBUTH (hiaxKok YE€THbIX U HeYeTHbIX CTpaHul, To
MOXHO CO3[aTh OTAEIBbHO KOJOHTUTYJ JUIsi YETHBIX W KOJOHTUTYJ JUIsI HEYETHBIX
crpanuil. Besare okno MapameTpbl cTpaHUUbl MoxHO ¢ nomombio kaonku L
nanean KONOHTUTYNbI. [{ist mepemenieHnst MexX1y KOJOHTUTYJIOM TIEPBOM CTPAHUIIBI,

YEeTHOW M HEUETHON CTpaHMI] UCIHOJIb3YIOTCS KHOIKHU 1|E |E|p. Eciu ocraButh mosne
KOJIOHTUTYJIA IMTYCThIM, TO KOJIOHTUTYJ OyJIeT OTCYTCTBOBATb.

Ycranosnenue (uaxkka YeTHbIX U HeYeTHbIX CTPaHWUL, BIuseT Ha BeCh
JIOKYMEHT, €CJI OH He pasJieJieH Ha pasfeisl. Korjga JoKyMeHT pasziesieH Ha HECKOJIBKO
pa3zenoB, MpU BCTaBKE KOJIOHTUTYJIa B OJWH pasfeldl 3TOT K€ KOJOHTHUTYI
aBTOMAaTUYECKU J00aBISETCS BO BCE pa3feiibl JOKYMEHTa, €Cld Ha)XxaTa KHOIKa
(MIpUCOEMHUTh KOJOHTHUTYJBl TEKYIIEro pasjiefia K KOJOHTHUTYJIAM MPEIbLAYIIETO).
YTo0ObI co31aTh pa3NuyHbIe KOJOHTUTYJIIbI J1JI1 HECKOJIBKUX YacTel JOKYMEHTa, CIeayeT
pa3zopBaTh CBsI3b MEXAYy pazaenamu. s 3Toro HeoOXOAMMO YCTaHOBUTH Kypcop B

pazzene, AJisl KOTOPOro CIIEIYET CO3/aTh APYTOd KOJOHTUTYIN U OTKAaTh KHONKY .
[Tocne 3Toro He0OXOIMMO U3MEHHUTDH CYIIECTBYIOUIUN KOJTOHTUTYI WU CO37aTh HOBBIM.

Jlnist ynajneHust KOJIOHTUTYJIA clieyeT BhIOpaTh koMaHay KOFIOHTUTY bl B MeHIO
Bua, BbICTUTH KOJNOHTHTYJ, KOTOPBIH HEOOXOAMMO YAAlUTh, W HAXKATh KJIABHUIILY
Delete. [lpu wW3MeHEeHWW WM YAAJCHUM KOJOHTHTYJIAa B JIFOOOM pasjeiiec TaK xKe
U3MEHSIOTCS WM YAQISIOTCS KOJOHTUTYJBI B JPYIMX paslieniax, €clid CBA3b C

NPEIbLIYIIIM pa3esioM He OyJeT pa3opBaHa MPUHYAUTEIHEHO C TOMOIIBIO0 KHOMKH .

C03IlaHI/I€ MHOI'OKOJIOHHOI'0 TOKYMCHTA

Microsoft Word mo3Bossier BepcTaTh TEKCT B HECKOJBKO KOJOHOK. Tekct
BBOJAUTCA B HHUX IOCJIENOBATEIbHO, IEPEXOAs K CIEAYIOIIEH KOJOHKE IOCIe
3anoHEHUs npeapiayme. Ui MHOTOKOJIOHHOM BEPCTKH CIIEAYET MEPEUTH B PEKUM
PasmeTka cTpaHuu, tak kak B pexkume OObIYHBIW TekcT He OyaeT OoTOOpakeH B
HECKOJBKO KOJIOHOK.

CyliecTBYIOT /IBa BapMaHTa UCIOJIb30BAHKUSI MHOTOKOJIOHHON BEPCTKHU.

1. Bech gOoKyMEHT pa3OHMT Ha OJMHAKOBOEC KOJHMYECTBO KOJOHOK OJMHAKOBOM
IIUPUHBL.

2. PaznuuHble yacTM JOKYMEHTa pa30UTHI HA Pa3IMYHOE YUCIO KOJIOHOK WU
KOJIOHKM MMEIOT Pa3IuyHyI0 MHUPHUHY. B 3TOM ciiydyae HeoOX0AMMO pa3OUTh TOKYMEHT
Ha pa3Jielibl, KaK/bIi U3 KOTOPBIX OyAEeT UMETh CBOE pa3/ielieHHe Ha KOJIOHKH.

JIns co3maHusg KOJIOHOK B paMKax pasjena JOKYMEHTa CIEAYET YCTAaHOBUTH
Kypcop B TEKCT 3Toro paszaena. Eciaum Bech JOKYMEHT HE0OXOAUMO pa30ouTh Ha
OJIMHAKOBOE KOJIMYECTBO KOJOHOK, TO KYpPCOp MOKET HAaXOJUThCS B JIIOOOM MecTe

28



Hesumanors C.A. Microsoft Word

TEKCTa. 3aTeM cieayeT BbeiOpaTh komaHny KoOFIOHKM wmenHo dDopmaTt, kortopas
BBI3bIBACT qUANOroBoe okHO KOFIOHKM (purc.37).

Koo @

—THN |

YMCNO KONOHOK: |3 5‘

LLMpHHE W NpOMEsy T Ok —06pazey

oK |

OTHEHS |

H

o

=2

AEE

CNEEa  COpaBa

I PazaenuTens

HOMER:!  WIMPMHA: MPOMEXY TOK !

T YT [ T =
- I =
- T =]

[ ieonoHEH 0AHHEKOE0H WMPHHE

MpPHMEHHTE: Il{-:u ECEMY LOKYMEHTY j ™ Hoeaa konoHka

Puc.37

B none Yncno KOMOHOK HeEoOXOIUMO BBECTH YHCIO KOJIOHOK HIIM BBIOPATH
OJIMH W3 PUCYHKOB B pamke Twun. ®naxoxk PaspenuTenb ycraHaBIWBaeT JIMHUIO
MEXIy cronOmaMu Tekcta. Ecium  BriIoueH (IakoK KOJIOHKM OAWHAaKOBOW
LUMPUHbBI, TO BCE KOJIOHKH OYyT UMETh OJIMHAKOBYIO IMIMPUHY. EClIM BBIKIIOUUTH 3TOT
(1aKOK, TO MOXKHO BBECTH IS KaKJOW KOJOHKH TOYHBIE 3HAYEHUS €€ IIMPUHBI U
paccTosHMs MEXAy KoJloHKamH B 1ot LLIMpUHa n npomexyTok.
B mone MpPUMEHUTb yka3bpiBacTCsS 4YacTh JAOKYMEHTa, JJIi KOTOpPOW OymyT
JEHCTBOBATh BEIOPAHHBIE PEIKUMBI:
K Tekywiemy pasaeny — napaMeTpbl HCIOIb3YIOTCS TOJIBKO B TEKYIIIEM pa3jedie;
[o KoHua AOKYyMeHTa — mapaMeTpbl UCIIONB3YIOTCS JUIS TOH 4acTH JOKYMEHTa,
KOTOpasl pacroJIoKeHa II0Ccje Kypcopa BBO/a;
Ko BceMy AOKYMEHTY — nmapaMeTphl UCIOJIB3YIOTCS BO BCEM JIOKYMCHTE.

Co3naTh KOJOHKHA OJJMHAKOBON IIMPUHBI MOXKHO C MTOMOIIbI0 KHONIKK == . [locrne
1IeI4YKa HA HEW MOSBISIETCS OKHO, B KOTOPOM CJIEYET BBIAEIUTHh HYKHOE KOJIUYECTBO
KOJIOHOK Y Ha)KaTh KHOMKY MBIIIH.

N3MeHATh MUPUHY KOJOHOK M PACCTOSTHUE MEXKIY HUMH MOXHO C MOMOIIbBIO
TOPU3OHTAIIBHON KOOpJAWHATHOW JuHeWku. Korjga TekcT pa3OUT Ha KOJOHKH, Ha
JMHEHKE 0TOOPaKAIOTCS COOTBETCTBYIOIINE CUMBOJIBI (pric.38):

1 — cuMBOJ TpaBO¥ I'paHUIIbI KOJIOHKHU;

2 — pacCTOSTHUE MEXTY KOJIOHKAMU;

3 — CUMBOJI JIEBOH TPAHUIIBI KOJIOHKH.

[Ipu nepeTsAruBaHUU 3TUX CHUMBOJIOB OYAyT H3MEHSTHCS COOTBETCTBYIOIIUE
napaMeTpbl KOJIOHOK. {7151 mepexo/ia K cieayronell KOJOHKE MOYKHO BbI3BaTh KOMaHIY
Pa3pbiB meHio BcTaBKa, B quaioroBOM OKHE BKIIIOUUTH IMEPEKIIOYATEIh HOBYHO
KOnoHKYy u menkayTh OK. Ilocie 3Toro Kypcop M Bechb TEKCT HUXKE Kypcopa
MEPEMECTUTCS K HaYaly CJIEAYIOIEH KOJTOHKH.
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VYnanenue KOJOHOK — 3TO OmNepalys YCTaHOBJICHHS OJHOW KOJIOHKH JJISI BCETo
JIOKyMEHTA.

R L0 I B = I IV & A L B (-1

Puc.38

IleyaTh TOKYMEHTOB

Hepeﬂ pacneanKoﬁ AJOKYMCHTA, MOXHO IIPOCMOTPETh HAa DKPAHC, KaK OH 6y1IeT
BBITJIAACTh HA IICYATH. I{J’ISI 3TOro H€O6XOJII/IMO HCpCfITH B PCXKHM IMPCABAPUTCIIBHOTO
npocMoTpa ¢ momolieio Komanasl lNpeaBapuTenbHbIA NPOCMOTP MeHio Pann

WIH KHOTIKU & UToObl yBENMUUTh N300paKEHHE CIEAyeT HABECTU yKa3aTellb MBIIIN
(oH Oynmer MMeTh BHJ JYIbI C TUTIOCOM), Ha HYKHBIM (parMeHT M Ha)KaThb KHOIIKY
MBIIIK. YKa3aTelb MBIIIW IPUMET BUJT Tyl C MUHYCOM M €CJIM Ha)KaTh KHOIKY MBIIIIH,
TO u300pakeHHe YMEHbIIUTCA. BBIATH W3 pexuma MNpeABapUTEIBHOIO MPOCMOTpa
MOYKHO C TIOMOIIIbIO KHONIKK 3aKPbITb win KiaBumi ESC.

e g |

TIpHHTER

MM | <58 Oki ML 192 Elite (1BM) =l CEOHCTES |

COCTOAHKE: CE0G0AEH

THM: ki ML 192 Elite (IBM)
nopT: LPT1: r neuaTk & dafin
SAMETEHM:
—_TpaHHLE —HanuK
&+ gre YHCAD KOMHAS |1 5‘
O Terywan " BblAEnEHHEN hparMeHT
" Homepa: I ¥ pazofipate no kommam
BEEAMTE HOMEDA HIMMH AHANA30HE! CTPEHHML,
pasAeneHHBIE anATeIMKM, Hanprmqep: 1,3,5-12

~Macwrab
BbIEECTH Ha MeYaTE! IBn:e CTPaHHUE! AHMaNasaHa j YHCNO CTPAHML Ha NUCTE:! |1 CTRPaHHLA j
HaneyataTte: I-"J-':'K‘-""'EHT j No pazMeERy CTRAHMUEL: ITEK‘:.-'LLI,Hﬁ j
MapamMeTpl. .. | ik I CITMEHS |
Puc.39

JIyis pacnievyaTky JIOKYMEHTa HCroib3yercs komanaa lNe4vaTb menio daunn. B
nuanoroBoM okHe le4yaTb (puc.39) B moje MMS HY)KHO BBIOpaTh NPUHTEP, CCIH
BO3MOYHO IT€YaTaTh HAa HECKOIBKUX MPUHTEPAX.
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B pamke CTpaHuUUbI 3a1aeTcsl TMana3oH CTPaHMII, KOTOpPbIe OYIyT Halle4YaTaHbl:
BC€ — HaIleyaTaeTCs BECh IOKYMEHT;

TeKyLllasl — HaleyaTaeTcs CTPAHULIA, B KOTOPOM HAXOJUTCS KypCop;
BblAeNieHHbIA (pparMeHT — HameyaraeTcs TOJbKO BBIICICHHBIA (parMeHT

JIOKYMEHTA;
HOMepa — HameyaTaeTcsi yKa3aHHbIM Habop crpanul. Hampumep: 4ToOBI
HarmeuaTtaTh crpanunsl 1, 5, 11, 12, 13, HeobxoaumMo BBECTH B ToJie cieBa: 1, 5,
11-13.

B none Konuwm ykassiBaercsi komuuecTBO Komuit. YToOBI pacredarath ISTUKOM
MEePBYIO0 KOIUIO, MOTOM BTOPYIO M T.J. CIEAyeT BKIIOYHTH (prakok pasobpaTb no
KonuAM. /s pacneyaTkd MHOIOCTPAaHUYHOIO JOKYMEHTa C JBYX CTOPOH Ka)IOIO
JIACTAa MOJKHO BKJIIOYUTH PEXUM BBIBOJA Ha I€4aTh TOJIBKO YETHBIX WJIM HEYETHBIX
ctpanull. B cincke BbiBeCTU Ha NeYyaTb MOXXHO BBIOPATh OJTHO U3 3HAYCHUA:

Bce cTpaHMubl AMana3oHa — HaneJaTaTh BECh IMAINa30H CTPAHUII;

HeyeTHble cTpaHMUbl — TOIBKO HEYETHBIC CTPAHUIBI M3 YKa3aHHOTO

JMara3oHa;

YeTHble cTpaHUL bl — TOJIBKO Y€THBIC CTPAHUIIBI U3 YKa3aHHOTO JUana3oHa.

I[J'IH rneyaTtu O}IHOﬁ KOIIMK BCCTO JOKYMCHTA NOCTATOYHO HICJIKHYTH KHOIIKY %

BceraBka rpapuyecknx 00beKTOB

Microsoft Word mo3BoisieT BCTaBIATH B JOKYMEHT TIpaduyeckue OOBEKTHI,
CO3/IaHHBIE KaK B JPYTUX MpOrpamMmax, TaK U C TOMOIIBI0 COOCTBCHHOW TMaHEIn
pucoBaHus. OOBEKTHI MOXHO KOIHMPOBATh M BCTaBJISTh B JTHO0OE MECTO JOKYMEHTA.
[Tpu moGaBneHUM pHUCYHKA B JOKYMEHT OH IPUCOCIUHSICTCS K OKPYKAIOMIEMY TEKCTA.
Ecmu ab3an, KOTOpHI COACPKHUT PHUCYHOK, TEPEIBUTACTCS BBEPX WM BHH3 TIO
CTpaHUIIe, PUCYHOK TIEPEIBUTACTCSI BMECTE C HUM.

Bri3BaTh nanea» PucoBaHue moxxuHo yepe3 nyHkt [NaHenM MHCTpyMeHTOB

MeHI0 BCTaBKa win HaxkaB KHOIKY g [Ipu s>TOM clenyeT mEepenTH B PEXUM
Pa3meTtKka ctpaHuy. C nomoIinpio KHOMOK MmaHeau PUCOBaHUE MOXXHO W300pakaTh
JUHUU, CTPEJIKH, SJUIUIICHI, MPSAMOYTOJIbHUKH, KPYTH, OYyTH, CEKTOpa M pa3INyYHbIC
KpuBble. ['padmyeckuii 00bEKT MOXKHO 3aJTUTh IIBETOM WU Y30POM, U3MEHUTH (HOpMY,
3epKajbHO OTPA3UTh WM MOBEPHYTh, U3MEHUTH IBET W THUIl JIMHUHU, NOOaBUTh K HUM
CTPEJIKH.

Jlns BcTtaBKM rpaduueckoro o0O0BEKTa, CO3JAHHOTO B JPYroil mporpamme,
HEOOXOIMMO YCTaHOBUTH KYypCOp B TMO3HWIIHMIO, T/I€ JOJKEH HAaXOIUTHCS OOBEKT U B
meHio BcTaBka BoiOpate nyHkr PWUCYHOK, 3arem nyukr W3 anna. B
nosiBuBIIeMcst okue (puc.40), B mose Manka BeiOpath TUCK, a B TOJIE, paCIOI0KEHHOM
HUKE — TIANKy, B KOTOpOW HaxomuTcs Qaitn ¢ pucyHKoM. Eciu menkHyTh HA UMEHH
daiina, coaepkamiero pucyHoK, B paMke cjieBa OyAeT MPeCTaBICHO €ro u300paxeHue.
[Tocne maxkatus kHOmku OK BBIOpaHHBIA PUCYHOK OyNET BCTaBJICH B MOKyMeHT. Jlis
BCTaBKM PUCYHKOB, TMoOcTaBiseMbix ¢ Microsoft Word, cnenyer mnocie mnyHKTa
PucyHok BeiOpath myHKT KapTUHKN.
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JNoOaBMTL pPHCYHOK |

|@ X 0 El = cepemc -

MNanka: I PafiouKi cTon
EE

[ 2

if
(57 book

Mak aoKyMEHTEI @ Dog

@ duck,

[ herts

PatoqmA cton El:l htdacs

@ Ms

B Start

E;] web LI
MiA dhardina: I j | BrTaeta |v I

Tnn chafnoe: IEh:e PHCYHECH j OTHEHS |

anidog3

Wieb-nankm

Puc.40

YroObl U3MEHHUTD pa3Mepbl PUCYHKA, CIEAYET IICTKHYTh Ha HEM MBIIIBIO, ITOCIE
4ero BOKPYI HEro TMOSBATCS MapKepbl pasmepa. IlepeTsruBas yrjioBble MapKepbl
MBIIIBIO, MOYKHO HM3MEHATh Pa3Mephbl PUCYHKA MPH COXpaHCHHU ero mporopiuii. [Ipu
HepPETATUBAHUK JPYTUX MapKepOB OyIeT U3MEHSATHCS IIMPUHA WU JUTMHA pUcyHKa. J{iist
HepeMEIIICHHs] PUCYHKA €ro HEOOXOIMMO MEepeTsHYTh MbIblo. [Ipu mepeMereHnn
pHCYHKa 3a TPAHUIBI BUAUMOCTH, 3KPaH MPOJBUHETCS B TOM )K€ HAIPaBJICHUH.

Ecnu 1IeIKHYTh MBINIBI0 HA PHUCYHKE, IO YMOJYAHHUIO IOSBUTCS ITaHENb
Hactpoiika n300pakeHUsI ¢ KHONKAMH IS M3MEHEHHUS IapaMeTpOB PHUCYHKa. OTy
MaHeJIb MOYKHO BBI3BIBATH TAKXKE C IOMOIIBI0 KOHTEKCTHOI'O MEHIO.

YroObl M3MEHHTH MapaMeTpbl PHCYHKAa, HEOOXOIMMO BbI3BaTh OKHO PopmaTt
pucyHka (Popmat o6bekTa). 11 370ro HeoOX0AUMO BBIOPaTh COOTBETCTBYIOIIUI

MYHKT B MCHIO BHJ WK MENKHYTHh KHOIKY % nanenn HacTponka nsobpaxeHus.
Hanmpumep, 4ToOBI TEKCT MOT pacrojaraThCs ClIeBa WM CIpaBa OT PHUCYHKa CICIyeT
BbIOpaTh BKIabI [MOMoOXeHne u Tam — Bua 00TeKaHusI.

Jlns yaaneHust pUCyHKa €ro CieayeT BbIACIUTh U HaKaTh KiaBuiry Delete.

BcTaBka Ta0JmIL

JIns BCTaBKHM B JIOKYMEHT TaOJMIIBI HEOOXOJMMO YCTaHOBUTH KYypCOp B MecCTe,
r7e JOJ/DKHA HaYWHATBhCA TaOmuia U B MeHIO Tabnwuua seiopats nynkT JJo6aBUTb,
3arem Tabnuua. B mosBuBIIEMCS THATOIOBOM OKHE CIIEAYET BBECTH YHCIO CTOJIOIIOB

u ctpok u 1menkayTs OK. 11t BcTaBKM TaOIUIIbI TAKKE MOXKHO IICIKHYTh KHOIKY E
B OTKpBIBIHeMCSI OKHC HY)KHO paCTﬂHYTL BBIJICJICHHUC HA HCO6XOI[I/IMOG YUCIIO AYCCK H
HaXaTb KJ'IaBI/IIHy MBIIIIHN. BCC KOMAaHJAbI OJIs paGOTBI C Ta6J'II/II_IaMI/I HaxoasaTCcsa B MECHIO
Tabnuua.
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[lepenBmkeHue Mo TaOIUIE OCYIIECTBISICTCS C MMOMOIINBIO YKa3aTeNsi MBITITH WU
xnapum: N, v, €, >, Tab (ua sueiixy Bmpaso), Shift+Tab (ma sueiiky BieBo).
Kaxnmas suelika TaOaMIIBI paccMaTpUBaeTCs Kak a03al, W JaHHBIE B sYCHKaX
dbopmaTupyroTcs Kak ab3aibl TekcTta. [ paboTsl ¢ TabiuiiaMu y100HO MOJb30BaThCS
MaHEeIbI0 HHCTPYMEHTOB TaOJMIIBI M TPAHUIIBI, KOTOPYIO MOXHO BBIBECTH HA JKpaH C

TOMOILBIO KHOTIKK [H].

[Ipu HaBeneHuM yKaszaTeds MBI Ha BEPXHIOW JIMHUIO TaOJUIbl, OH
MpeBpaliaeTcs B YEpHYI CTpeiKy. Eciu B 3TOT MOMEHT IIEIKHYTh MBIIIBIO, TO
BBIJICTIUTCSL OJUH cToJOel. [lepeTsruBas MBIIIBIO YEPHYIO CTPEJIKY, MOXKHO BBIJEITUTH
Cpa3y HECKOJIbKO CTOJOIOB. CTpPOKM TaONMIIBI BBIACISIOTCS KaK CTPOKH OOBIYHOIO
TeKcTa. [[71s1 BBIZIEICHUSI HECKOJIBKUX CMEXKHBIX sTYEEK HEOOXOUMO IIEIKHYTh MBIIIBIO
B OJIHY SUCHKY (hparMeHTa U PACTSIHYTh BBIJICJICHHE HA OCTAJIbHBIC.

Korma kypcop BBoma HaxoauTcs B TaOJMIle, Ha KOOPAWHATHBIX JIMHEMKax

IMMOABJIATOTCA 3HAKW T'PAHUIL CTOJI6HOB E H CTPOK . HpI/I NEePCTATNBaAHUU I3THUX
3HAKOB HU3MCHAIOTCA pPasMEpbl COOTBCTCTBYROHIHUX CTOJ'I6IIOB n CTpPOK. C IIOMOIIBIO

CKPBITOI'O CITMCKa H%v MOXHO BBI6paTB TUII BBIPABHUBAHUA TCKCTAa B sTYeHKaXx.

i .
Knonka ““_ CIYXUT IJIA UI3MCHCHUA HAIIPABJICHUA TCKCTA B BBIICICHHBIX SAYCHUKAX.
Yr1oOnI O6’BC}II/IHI/ITL HCCKOJIBKO A4YCCK B OJHY, CJIICAYCT BLIACIUTHL UX U BbI3BATb

koMaHay O0beAMHUTb AYeMKU meHio Tabnuua wik IEeIKHYTh KHOIKY E Ha
nanear TaOmuiel ¥ TpaHuibl. s pasaenaeHus OIHOM SYEHKH HA HECKOJIBKO CIEXyeT
YCTAaHOBHUTH B HEHl Kypcop H BeIOpaTh myHKT Pasoutb A4erku menio Tabnuua wiau

IICJIKHYTh KHOIIKY E
JIns BCTaBKHM 2JIEMEHTOB TaOJUIBI (CTPOK, CTOJOIOB, sS4€eK) HEO0OXOIUMO

BBIZICITH DJIEMEHTHI, HA MECTE€ KOTOPHIX HEO0OXOJMMO BCTAaBUTh HOBBIE U B MEHIO
Tabnuua Boibpats komauay JJo6aBUTb, motoMm — HeoOXxoauMbIi MyHKT (CTONOLbI
cneBa, Ctonb6bubl cnpaBa, CTpoku Bbiwe, CTPOKU HMXKe, AYenkun). s
yIaJIeHHs DJIEMEHTOB TaOJHUIbI CIEAyeT BBIIACIUTh UX U B MEHIO Tabrnuua seiOpaTh
nyHKT YAanuTb, notoM — HeoOxomumelid nyHkT (Tabnuua, Ctonbubl, CTpoKu,
Advenkn).

[To yMon4anwio JMHUM CETKH Tabmumpl mMmerorT ToimuHy 0,5 nr. M3MeHuTh
TOJIIIUHY W BHJI IMHUM CETKA MOYKHO HECKOJIBKUMH CIIOCOOaMH.

I cioco0:
¥ BBIJICTTUTH STYCHKH, OOpaMIICHHE KOTOPHIX HY)KHO N3MEHUTB;
B moisie TWUN JFIMHUM -~ Ha ma"enn Tabnuubl U rpaHuubl

> 3
BBIOPATH TUII JIMHUU;

* B noje TONWMHA FMIMHUWN  05m—~ — TOJIIUHY JTUHUY;

> 3

€CIM IICJIKHYTh KHOIKY i, NOSIBUTCSI MaJKWTPa LBETOB, B KOTOPOM MOKHO
BBIOPATH I[BET OOpaMIICHUS;
¥ OTKPBITH CKPBITHIN CIUCOK || ¥ U BBIOpaTh BU 0OpaMIICHUS.
II crioco0:
¥* B noJsix maHeaun Tabnuubl U rpaHuLLbl BEIOPATh THII, TONIIUHY U IIBET JIMHUH,

¥ IICTKHYTh KHOIKY —‘:?;

33



Hesumanors C.A. Microsoft Word

¥ yKkaszaTeleM MBIIIH, KOTOPBIM MPUMET BHJl KapaHjalia, yKa3aTh HAadajao JIMHUH U
PacTSHYTH €€ 10 KOHEYHOW TOYKH;

¥* Iocle HaKaTHsA KHOIKHM £ yKasaTeleM MbIIIH MOJKHO CTHpaTh JIHMHHUH
oOpamJieHus.
YTOoOBI 3aUTh SYCHKH I[BETOM HEOOXOIMMO BBIJICIUTH UX U B CKPBITOM CITUCKE

O~ BbIOpATh 1[BET.
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