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Bce ynoMsiHyThle B 3TOM JOKyMeHTe Ha3BaHMsI NIPOAYKTOB, JIOTOTHUIIBI, TOPIrOBble MapkKu U
TOBapHble 3HAKU IIPUHAJIeXaT UX BilaJeslbliaM.

ToBapuble 3Haku «MotOduc» u «MyOffice» npunannexxar OOO «HOBBIE OBJIAYHBIE
TEXHOJIOT'M .

Hu npu xakux obcTosITesIbCcTBaxX HeJlb3sl MCTOJIKOBBIBATH JII000e COlepXXMMOe HACTOSIIero
JIOKyMeHTa Kak IIpsIMOe WM KOCBEeHHOe IpefioCTaBjleHre JIMIeH3UH WK IIpaBa Ha MCIIOJIb30BaHUe
TOBApHBIX 3HAKOB, JIOTOTUIIOB WM 3HAaKOB 0OCIy)XWBaHUS, IIpUBelleHHbIX B HeM. JIoboe
HECAHKI[MOHUPOBAaHHOE MWCIIO/Ib30BaHWe 3TUX TOBApHBIX 3HAKOB, JIOTOTUIIOB WM 3HAKOB

obCiy>XKuBaHMs 6e3 MMCbMEHHOT'0 pa3pelleHus UX TpaBoobIIajiaTess CTPOro 3arpereHo.
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4.13.1.1 CO3[1aTh MAKPOKOMAHTY ...vvevveeverssreessessneessessseessessnsesssessnsessenns
4.13.1.2 HalTH MAKPOKOMAHTY ...veevveerveessenssseessesssseessessseessessnsesssessssesssens
4.13.1.3 BBITIOJTHUTD MAKPOKOMAHTY .. .vvvesveessreessesssseessesssseessessnsesssessssesssenns
4.13.1.4 PeqakTUPOBATD MAKPOKOMAHIIY ....vveuvevrereesresseesseenessessseessesessnens
4.13.1.5 OTIATUTD MAKPOKOMAHITY --.c.evveerveranreessessnneessessnseessessnsesssessnsesssenss
4.13.1.6 YIQITUTD MAKPOKOMAHIIY ... uvvevveessesssseessesssesssessseessessssesssessssesssens
4.13.1.7 [TpocMOTpeTh KOJT VBA-MAKDPOCA ... .eciveiiiieiiieiieenieesieesieesveesneens

IIpunoxenyie 1. COUETAHUS KIIABHII.uuuuressssssassssssssansssnsssasssnssssassssssssasssnssssansnnss
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INEPEYEHb COKPAIIIEHUH

Coxkparrienus, KOTOpble UCIIOJIb3YIOTCSI B HACTOSIIEM JIOKYMeHTe, TpuBefieHbl B Tabmure 1.

Tao6smmma 1 — Cokpamenust 1 paciinppoBKHU

Coxpamienue PacmmdpoBka
oC OmneparoHHas cucreMa
I10 [IporpammHoOe obecrieueHue

«MoitOduc TekcT»

Hacronpraoe mpunnoxkernie « MoitOduc Tekct. JomartHss Bepcus»

«MoitOdwuc Tabmura»

Hacronpraoe npunoskerne « MoitOduc Tabura. JfomManiHss BepCcrsh»

«MoitOduc IIpesenTanus»

HacronpHoe npunoxenne «MoitOduc [Ipesentanus. JfomaniHss Bepcus»

[10 «MoiiO¢duc CtaHmapTHBIH.

JloMaliiHsisi Bepcusi»

Hacronbasie npunoxkerns « MoitOduc Tekcry, «MoOduc Tabmumay,
«MoutOduc IIpezerTammsa»
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1 OBIIIME CBEJEHU S

1.1 Hazuauenue

«MonOduc Texcr» — pegakTop Iyist OBICTPOTO M yAOOHOrO CO3[aHusl U (POPMaTHPOBAHUS
TEeKCTOBBIX JJOKYMEHTOB JII000H CII0XKHOCTH Ha OllepaliioHHbIX cucteMax Windows u macOS.
[Togpo6HOe omucaHre BO3MOXKHOCTEH TPWIOXKEeHHs] puBefieHO B JIokyMeHTe «MoiOdwuc

CranpaptHbii. JlomatiHss Bepcusi. @yHKIIMOHAIbHBIE BO3MOXHOCTI.

1.2 CucremHbIe TpeOOBaHUSA

[lepeuenb TpeGoBaHMIT K IPOrpaMMHOMY U alllapaTHOMY 0O0eclieYeHUIO IIpUBEIeH B

nokyMeHTe «MoiiOduc CrannaptHeiid. [lomarsss Bepcusi. CrcTeMHble TpeOOBaHUSY.

1.3 Orpannuenus
1.3.1 Orpanu4yenus Ha ¢popmart ¢aiijioB

Cnucok ¢dopMmaroB, mnojnepkuBaeMbix mpuiaoxkeHueM «MonOduc TekcT», npuBefeH B

Tabnuuax 2 u 3.

Tabsmna 2 — IlonnepixuBaemslie popmarsl paiyioB B OC Windows

Omnepanus ITonpepxuBaembie popMaThI

DOC, DOCX, RTF, ODT, XODT, TXT, DOCM, MHT, MHTML, HTML,

OTxpbITHe/UMIIOPT daityioB HTM, XHTML, XOTT

Coxpanenue daiioB DOCX, ODT, XODT

Jxkcnopt ¢aiios PDF, PDF/A-1, RTF, TXT, XOTT

Taonuna 3 - Ilognep:xxuBaemsulie ¢popmarsl ¢paiiyioB B macOS

Onepanus IToanep:xuBaeMsblie popMaThI

OTkpbITHE/UMTIOPT daliioB DOCX, ODT, XODT, TXT, DOCM, XOTT

CoxpaneHnue daiioB DOCX, ODT, XODT

JkcriopT ¢aityioB PDF, PDF/A-1, XOTT
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1.3.2 Iloanep:xuBaemsble s1I3bIKU UHTepderica

— Pycckui;

—  AHIIUHACKUM;
—  DpaHIly3CcKul;
— Tarapckuii;

— balkupckui.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MW», 2013-2024

15



MonOdonc
2 IIOATI'OTOBKA K PABOTE

2.1 YcranoBka

YcranoBka I[10 «MoitOduc Cranpaptabii. JlomamHsas Bepcusi» MOAPOOHO oOIMcaHa B

nokymenTe «MoiOduc CranmapTHbiid. JlomarniHss Bepcusi. PyKOBOACTBO 1O yCTaHOBKEY.
2.2 3amyck

2.2.1 3anyck B OC Windows

Ytob6bl oTKpLITH mpunoxeHre «MoitOduc Tekct», ycraHoBinenHoe u3 Microsoft Store,

IIeJIKHUTE TI0 ero sipyibiky B riiaBHOM MeHio OC (cM. Pucynok 1).

M

(;‘ Meamanneep

Mo#Oduc lMNpesentauma lomawHasn ...

Hosbie

a
li MoitOduc Tabauua lomawnas sepcun

g Mo#Oduc Texcr flomalunas sepcus

Pucynok 1 — dpnbik npunnoxxenus B riiaBHoM MeHto OC Windows

Yto6sl oTKpbITH npunoxeHue «MoiOduc Tekcr», ycTaHOBIIEHHOe C  caiTa

https://myoffice.ru/products/ofis-dlya-doma/, mienkHutre 1Mo ero spablky Ha pabodeMm cTojie

(cm. PucyHnok 2) win B rmaBHOM MeHto OC (cm. Pucynok 3).

FE :I_ Flj]

MoiiOdue MoiOdue MohOduc
Tekcr. Jo..  Tatnuua... [pezenTay,..

'« i

Pucynok 2 — Spnbik npunnoxxenurs Ha pabouyem croie OC Windows
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M

() Meauanneep

- Mo#Oduc Crangapthoiid. Jomaw... ™

@ MoitOduc lNpesenTauyus. JomawHs...

ii Mo#Oduc Tabauua. flomawHas sep...
g MoinOduc Tekcr. lomawHas sepcun

[
|ﬂé~] ¥Yaanute MoitOduc CranaaptHoid. ...

Pucynok 3 — Spnbik npuioxxenus B riaBHoM MeHto OC Windows

2.2.2 3anyck B macOS

Ytobnl OTKpBITH mnpuioxkenue «MonOduc Texct» B macOS, mienkHUTE IO 3HAYKY

MoiiO¢puc Cranmaprasiii. [lomamnuss Bepcus B Launchpad (cm. PucyHok 4).

)

8-

MoinOduc C...Has Bepcusa

Lt

Pucynok 4 — 3nauoxk MoitO¢uc CtanmaptHsii. [Jomamusas Bepcus B Launchpad

OTkpoetcst crapToBasi cTpaHuia (cM. PucyHok 5), ¢ TOMOIIIbI0 KOTOPOU MO>XKHO BBITIOJTHUTh
CJIeJTyIoIre IeNCTBUS:
—  OrtkpoiTh mpuioxenue «MotOduc Tekct». [Ipu Bxosie B mpuioXkeHre aBTOMaTHYeCKU

CO3/1aeTcst TeKCTOBBIN daii (cM. pasmen 4.1.1).
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— Ortkpeitb  npwiokenne «MoOduc Tabmuma». [lpu  BXome B IpUIIOXKeHUe
aBTOMAaTUYeCKH CO371aeTcsl 3JIeKTPOHHas Tabiuia.
— Ortkpeite npunoxenne «MoiOduc IIpesentanus». [Ipy Bxome B 1npusoxeHue

dBTOMdTHUYeCKH CO3JaeTCs IIpe3eHTalus.

@ O Mo6po noxanoBaTb B MoitO¢duc CTaHAapTHLIN. [loMaluHAA Bepcus

sy
@+

MonOduc CtaHgapTHbIA. [loMalHsAa Bepcust

—_—
=  MonOd¢uc TekcT. [JJoMallHAsA Bepcus
—_—

1
[— MolnOd¢uc Tabnuua. [lomallHsAs Bepcus

I_Il MonOduc MpeseHTaumsa. [JoMallHaa Bepcua

Pucynok 5 — CrapToBas cTpaHuiia

[Ipu nepBom 3amycke sipibiku npuioxeHud «MonOduc Tekcry, «MoiOduc Tabnuua» u

«MoiOduc ITpesenTanus» apromatrudecku fobasisitorcs B Dock.
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2.3 JInneH3uoOHHOE CorJIallleHue

IIpu mepBom 3amycke [IO «MoitOduc CranmapTHbIA. JloMalmHsSsST Bepcus» BBIIOJHUATE

CJIeyIolye IeNCTBUS:

1.

Ybenurech, 4TO B OKHe Y CJIOBUS UCNIOIb30BaHuA U [losmmTuka KoHpUAEHITHATIBLHOCTH
(cm. Pucynok 6), B BbimajaroieM crucke PerHoH NpaBWIbHO YKa3aH PErvioH Balllero
npokuBanusl. [Ipr Heo6xoMMOCTH BbIOEpHTe ero U3 BhIAAAIOIIEro CIIMCKa BPyYHYIO.
BHuMaTennbHO TIpOYMTaNTE YCJIOBHS JIMIIEH3WOHHOTO COIVIAIIEHWS W TIOJIUTHUKH
KOH(}UIeHITNAJIbHOCTH.

Ecimm BBl cormacHbl ¢ 0603HAUeHHBIMU YCJIOBUSIMH, TTOCTaBbTe ¢uiaskok 1 mpuHHMalo
YcnoBus ucnonb3oBanus U IlonnTuky KoHPUAGHIIHAILHOCTH.

Ecmu BBl cormacHbl c 1m.i. 5-7 IlonuTukd KOHPUAEHIIUATBLHOCTH, MOCTaBbTe (PIIasKOK
Paszpemaro codbupaTh aHOHHMHYI0 CTAaTHCTHKY IO HCIOJIb30BaHUIO NPHJIOKEHHS
OISl YJIydlIeHus KadecTBa NpoaykKTa. JlaHHbili ¢uiakok He oToOpakaeTcs, eciid B
BbINaaroleM crnvcke Pernon Beiopan Jpyroi.

Haxxmute kHoniky HauaTs padoTy.

= Ycnosua ucnonesosanua n [oanTika KoHGUAEHUMBNEHOCTI ¥

| [Jobpo noxanoBatb
@+ & MoinOduc!

Yiaxure PErMoH NpoxueaHna, uTobs! YCI0BWA MCNO/L20BAHNA COOTEETCTEBOBANN
TpeBoBaHWAM BaLLel CTpaHsl.

Peruon:

JINLEeH3MOHHEIW AOroBOpP Ha
ncnonbsoeaHme «MoinOdurc CtaHAapPTHBIN.
JomaluHas Bepcna»

| B Poccua

HacToslee AuLIEH3MOHHOE cornalleHuve (danee —
«/IMUEH3UOHHBIW AOrOBOpP») YCTaHaBNMBAET YCNO0BMUA
MCNONb30BaHNA AOMALUHER BepcuM Nporpammbl ana 3BM
«MoliOduc CtaHaapTHbIA» (nanee no TekcTy -
«[porpammHoe oBecneyeHnes) M 3aKNOYaeTCA Mexay Bamu
1 000 «HOBbLIE OBJIAYHBIE TEXHOIOTN», ABaatowmmMCA
obnasateneM UCKAKOUYMTENBHOMO NpaBa Ha [porpaMmMHoe
obecneveHne.

Paapeu_laro cm@'wpan: AHOHWMHYH CTATUCTUKY NO MCNOAL30BAHWKDY NPUNCKEHNA
ANA yayJdlleHna Kadectea NpoaykTa.

A npuHUMaKe Yenosua Wenonb3oBaHna u MoanTuky koHGUAeHLHaNBHOCTH.

MaJyaTe paboTty OTmeHa

Pucynok 6 — OkHo Y cnoBus ucnosiab3oBanus 4 [lonutnka koHGHUAEHINMAIBHOCTH
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CO6op aHOHMMHOW CTAaTHCTHUKH TP HEOOXOJWMOCTH MOXXHO OTK/IIOUMThH B JIaJibHEHIen
pabore c puioXkeHreM. [[Jist 3TOro BBIITOJIHUTE CIIeAYIOIIHe JeiCTBU:

1. Bribepute nyHKT KoMaH/iHOro MeHio CripaBka > O nporpamme (cM. PrcyHok 7).

Cnpaeka

Cnpaeka F1
EbicTpmie gefcTEMA Ctrl+/

MpoeepuTe HaWYKe CBHOBEREHWA...

O nporpamwme..

Pucynok 7 — [IynkT komangHoro Mexo O nmporpamme

2. B okue O mporpamme (cM. PucyHok 8) cuumute dnakok OTHnpaBiasiTh aHOHHUMHYIO
CTaTHCTHKY 10 HCI0JIH30BAaHUI0 IIPWIOKEHHS /IS YIyUJIIeHUs1 Ka4ecTBa MPOIyKTa.

3. Haxmute KHONIKY 3aKpPBITh.

O nporpamme X

= MoiiO¢puc”® Tekct
~——

CBopka 153 ana Windows

MoiOdgue CtaHgapTHeIA. JomaluHAA BepoiA

Bepaowa 3.1H

YcnoerA Mcnonb3oBaHna
MoanTuka KoHGMAEHUNMANEHOCTI

HpaEDEbIE YBELOMNEHWMA

CBop AaHHBIX:

OTNpaBAATE aHOHWMHY'H CTATHUCTUKY MO
MENONb30BaHWKD NPWUACHKEHWA ANA
YAYULWEHWA KaYecTea NpoayKTa.

J0 «Hoewe O6nauneie TexHonorums, 2013-2024

Pucynok 8 — Okno O nporpamme
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2.4 AxTHBanuA NPoayKTa

Eciy nuiieH3noHHOe corviaiiieHWe MPUHSTO (CM. pasfienl BbIllle), MPU I1epBOM 3allyCKe

ITO «MoitOduc Crannaptaeiii. [lomaiiHsis BepcHs» OTKPbIBaeTCSl OKHO aKTHMBAllMK IIPOAYKTA

(cM. Pucynok 10). C nomoiipbio TaHHOTO OKHA MOXHO OQOPMUTH MOJIIKMCKY HA HCIIOJIb30BaHUE

IMpOAYKTA YU BBECTH KJIFOY dKTHUBAIIWH.

bBe3 akrtuBainuy yactb GYHKIMI B MPWIOXKEHUSIX HEJIOCTYIIHAa U OTMedeHa MapKepamu ®

(cM. Pucynoxk 9) wiu nkonkamu £,

®ailn  [paeka Bctaska
- "
JobaenTe @ W

M3GpaHHoe Tann

Dopmar  WHetpymentm Bug

0@

Mpaska

Pucynok 9 — @yHkuus HeoCTyHA

Ecimm y Bac ecTb Ko/ akTHBAIlMU, B OKHe aKTUBaIMU npoaykra (cMm. Pucynok 10) Haxxmute

KHOIIKY Y MeHs ecTb KO dKTHBAIIUH.

(] -+ MoitOduc ana soma

| bonblue BO3MOXHOCTEN C NOANNCKOMU

MonyuwTte goctyn ko Beem dyHKUWAM NpuaoxeHnia MoliOduc ana
paboTkl € TeKCTaMW, TABAMLAMKW 1Y NPE3EHTALMAMMN HA KOMMBIITEPE W

cMapTdoHe.

Q] MCI‘IpaBﬂEHHﬂ W KOMMEHTapKWK

OTmeualite USMEHEHWA, OCTABAANTE KOMMEHTaPWI

CI'I."I:TP"J'FIT_ KOMMEHTADWW COABTOROE

(3} 3awwmra TabaunubI

CTaBbTe 3aWWTY Ha MCTBI W CTRYKTYPY TabanqHoro
AOKYMEHTE

Moaaepkka popmara CSV

PaGotaiite c TaBanuamm B ya
C BOSMOMHOCTbH Bb U|35TI: pasgenntenn

HO opMare

Y3HaTe BonblUe o Nognucke

0 Yny4weHHbIi nokas cnaifos

MpuenekaiiTe BHUMaHKWE ay g
DPOCKWX YEE30K 1 BO3M

Ha 3KkpaHe

+¢ Pexnmbl nepec4era popmyn

;% bl1|3:1FITE MEMAY SETOMATUHECKMM W DY YHBIM

nNepecHeEToM

E[Y cpaeHenve nokymertos

MomoseT B CTPO ONPELENNTD, YTO W3IMEHWAOCH

B HOBOW BEpCMK Gaiina

MNonpoboeatb 6ecnnatHo

Y MeHs ecTb KO akTMBaLuu

Pucynoxk 10 — OkHO akTUBAIMU TTPOJTyKTa
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Ecmm manHOe OKHO OBUIO 3aKpBITO, BbIOeprTe MyHKT KoMmaHaHoro meHio Ilogmmcka >

AxTtuBupoBath ko (cMm. PucyHok 11).

MNonpoboeate BecnaaTHo

AxTen [FOBATE KOO

Pucynok 11 — KomangHoe menio Iloamicka

B okne AxtuBanus konma (cM. PucyHok 12) BBeguTe KOJi aKTUBAIMK U HAXKMUTE KHOIKY

AKTHBHpOBaTH.

AxTBaumMa Koga X

BeeanTe KO4 akTUBaLMMU

© Mpw akTUEALMK HOBOT KOAA OCTABWMECA AHW TEKYLLER
Negnucky wan npebHore nepuoga ByayT aHHYAWpOoBaHLL.

[ae HalTK Koa? 4

AkTWBMpPOBaTE OTmeHa

Pucynok 12 — OxkHo AKkTHBaIus Koaa

Ecnmy y Bac HeT kopja akTHBaIuH, Bbl Mo)keTe OQOPMUTH IMOANUCKY C OecriaTHbIM 21-
JTHEeBHBIM I1epuoioM. [ljis 3TOro B OKHe akTHWBalWMK Npoaykrta (cM. PucyHok 10) HaxkmMuTe KHONKY
ITonpo6oBare OecrutatHo. Eciu laHHOe OKHO OBIIO 3aKpbITO, BbIOEpUTe IMYHKT KOMAaHIHOTO
menio Ilogmucka > ITompob6oBarts 6ecruraTHo (cM. Pucynok 11).

s opopmiieHMs] TOANWCKUA ClefydTe WHCTPYKIMKM Ha caiire. [locne odopmnenus
MIOJINKMCKY HAa YKa3aHHYIO0 BaMU 3JIeKTPOHHYIO [10YTY MPUIET MHChbMO C KOJIOM aKTHUBAIIUU.

YToObl aKTUBMPOBATh IMPOJYKT, BbiOepuTe NYHKT KoMaHAHoro MeHio Ilopmmcka >
AxTuBupoBars kop (cM. PucyHok 11).

B okne AxtuBanusa konpa (cM. PucyHok 12) BBeguTe KOJl akTMBAIlMK U HAXXMHUTE KHOIKY

AKTHBHPOBATh.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MH», 2013-2024 22



MonOdonc

2.5 O0HOBJIEHHE POYKTA

Hns ceoeBpemenHoro obHoBieHus: 110 «MonOduc CranmaptHbiii. JlomalmHss BepcHus»,

yCTaHOBJIEHHOTO C caiTa https://myoffice.ru/products/ofis-dlya-doma/, pexomenayeTcst BKIIOUUTH
aBTOMAaTHYEeCKYI0 ITPOBEPKY HAJIMYMsI HOBBIX BEPCHH.
J1J1s1 3TOTO BBINIOJHUTE CIIe[IyIOIIre IeHCTBUSL:

1. Tlocme mepBoro 3amycka mnpwiokeHnd «MorOduc Tekcr», «MorOduc Tabmuma»y u

«MoitOdwc ITpeserTariyis 3aKpoiTe UX ¥ OTKPOUTE JIF0O0e M3 3THX IMPUIOXKEHHH ITOBTOPHO.

2. B okuae O0HoBiienne npuioxkenus (cM. Pucynok 13) HaxmuTe kHonky IIpoBepsaThb

dBTOMATHYEeCKH.

OBHOBNEHWE NPHACHEHNA

P

| MNpoeepaTte HanMuKe obHOBAEHWIA ABTOMATHYECKNT

-

wul

XoTuTe W Bbl, UToBE HaAWYWe oBHOBNEHWHA NPOBERANCCE
ABTOMATUUeCkWT Bel BCErga MOMETE NPOBEPUTE SOCTYNHEE
OBHOBNEHWA M3 KOMEHAHOD MEHHD,

Irlp-DB'EFI-HTh asmr.tamue«cml He npoeepate

Pucynok 13 — OxHo O0HOBIIEHUEe IPHJIOKEHHUST

Ecnu Tpebyercst OTKIIOYUTh aBTOMaTH4eCKUM ITOMCK HOBBIX Bepcui, HakMuTe KHONKY He

NPOBEpPAThH.

Hanuuue HOBBIX Bepcuii MOXHO TakKe IIPOBEpUTh BPyuYHYIO. [ljis 3TOro BeIOEpUTe MyHKT

koMaHAHoro MeHio CrpaBka > IIpoBepurts Hamuue 00HOBJIeHHH (cM. PucyHok 14).

Cnpaeka F1
BoicTphie geicTemA Ctrl+/f

MpoBepuTe HaAK4Ke oBHOBNEHWIA...

Pucynok 14 — Ilyukt komanaHoro metio IlpoBeputh Hajin4yue 00HOBJIEHHH

[lTaru 1o oOHOBIEHHIO TPOAYKTa MOAPOOHO omucaHbl B JokymeHTe «MoitOdwuc

CrannaptHbii. JlomariHss Bepcus. PyKoBOJICTBO IO yCTaHOBKeY.
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3 UHTEP®ENC

3.1 I'naBHOe OKHO

B rnaBHOM okHe npunoxenust « MoitOduc Texkcr» copepxarcs (cm. Pucynok 15):
KomangHoe MeHro.
[laHenb MHCTPYMEHTOB.

1
2
3. Pabouas obnactb.
4. DBoxkoBas aHeJIb.
5

Crtpoka cocTosiHUS.

KomaHgHoe MeHo MNaHenbk HHCTPYMEHTOB
| |

= Hoeeiii gokyment 1 - MoiiOduc CThHAapTHEIA. JomMaliHAn Bepcua - O >

®aiin  [lpaska Bcraska @opmar  MHctpymedtsr  Bua  OBwwi goctyn  lNMoanwcka  Cnpaeka

n I B A Ay =v =~ i~ Tr

[loBaeuTe = S & imw = 4= H v T . .
HM3BpanHoe dain Mpaeka WpudTt AB3ay Crunm Bcraska bl
2 1 : 1 2 3 4 5 6 7 B ] 10 11 12 13 14 15 16 'T'.'. 18 A
1 Bokoean naHens ———@

PaGouan obnacte

&
CrpaHuvua 1 13 1 ' - [ + o w
|

CTpoKa cOCTOAHWA

Pucynok 15 — I'naBHOe okHO npuiioxxenus «MonOdduc Texkct»
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3.2 KomanaHoe MeHI0

B xomangHoMm menio (cMm. PucyHok 16) copmepxkarcss oCHOBHbIe KOMaHIbI Jijisi paboThI C

IIpHUJIOKEeHHWEeM.

= Hoeeni gokyment 1 - MoiiOdune Crangaptreii. JomalwHas sepona — O x

ain [paeka Beraeka @opmat  MHctpymedts Bug  OBwwid goctyn Mognwcka Cnpaeka

Pucynok 16 — KomannHoe MeH!o

J171s1 6BICTPOTO BBINIOTHEHMS 3TUX KOMaH/I peJiHa3HauYeHbl:
— coueranus kiaBuil (cM. Tabmuimy 13 u Tabmuny 14) — mponucaHbl HATPOTHB KOMAaH]T B
KOMAaHIHOM MEHIO;

— OKHO OBICTPBIX JIeHCTBUM (CM. paspen 3.7).
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3.3 Ilanenb HHCTPYMEHTOB

[lanenb wHCTpyMeHTOB (cM. PucyHok 17) comepkdT WHCTPYMEHTHI [jisi PaboThl C

COIEePKUMBIM JIOKYMEHTA.

+ - Y, 0 B~ & XO Thames vl v AT AT
fobaeuTs = a9 C & ¥ K Y AB T e ﬁ v &£

i
<
]
i
il
il
<
<

AaboBi  AaboB
OBbIYHbI 3aro..ok 1

Il
<
i
li
i}
<
=5

W3bpanHoe Pain Mpaska Wpundt AB3ay Ctuma

Pucynok 17 — [1aHenb MHCTPYMEHTOB

Buenmumi BU] ITaHeJIM MHCTPYMEHTOB MOKHO U3MEHSAITh.

BbI6I/IpaTb pexum OTO6pa>KeHI/IH ITaHeJIM THCTPYMEHTOB WJIN CKPLIBATDH ee C 3KPdHd,

CKprBaTb/ OTO6pa>KaTI) Ha3BdAHUA U COOEPXKXUMOeE PA31eJIOB IIdHeJIM UHCTPYMEHTOB,;

— HacTpauBaTh COCTaB pa3nena M3opaHHoe;

— CKpbIBaTh U oTOOpaxath pasnen M3opanHoe.

3.3.1 I3MeHHUTH pexxuM 0TOOpazKeHUsI aHeJI HHCTPYMEHTOB

YT0ObI UI3BMEHUTH PeXXVIM 0TOOPaKeHNs! ITaHeI UHCTPYMEHTOB, BBIIOJIHUTE CJIeAytollyie NedCTBYSL:

1. Boibepure nyHKT koMaHAHOTO MeHiO Bup > Ilanens uacTpymeHTOB (cM. PucyHok 18).

Bug Obwwi goctyn  [Mognwcka Cnpaeka

NuHerka Ctrl+Shift+R A .-£\+ EE -

Heneuataemeie CHMEDAR

v & v T e
Pesmnm npeseHTanmnm
AB3ay
Macwrab L
MaHens MHETpyMEHTOE b & CranpaptHas
KomnaktHan
CHpBITE NaHEens
~  HazeaHwA pasgence
~  zbpaHHoe

Pucynok 18 — Komannnoe mento Bug

2. B oTkpbIBIIEMCS IOJIMEHIO BbibeprTe TpebyeMblil pexxuM 0TOOpakeHUsI:

CrangapTHast — UHCTPYMEHThI paclojIOXKeHbl B JIBe CTPOKH, Ha3BaHMS pasliesioB

otobpaxarotcs. [Ipy HeoOXoAMMOCTH Ha3BaHMS Pa3/ieioB IaHeJId WUHCTPYMEHTOB

MO>KHO CKPBITh (CM. pasjen 3.3.2).
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— KoMmakTHasi — HTHCTPYMEHTHI PACIIONIOXKEHBI B OJJHY CTPOKY, Ha3BaHMSI Pa3/ieioB He
O0TOOpaXKarOTCSI.

— CKpBITI) IIaH"HeJb — [IdHeJIb MTHCTPYMEHTOB He OTO6pEl)K8€TCSI.

J1Jis1 GBICTPOTO TIepeKIIoueHusT MeX]Ty CTaHAAPTHBIM M KOMITAKTHBIM PeXXUMOM O0TOOpaXKeHUs
MaHejld MWHCTPYMEHTOB MCIONb3yHTe KHOnKA - (KomMmakTHasi mnaHelb HWHCTPYMEHTOB)

(cm. Pucynok 19) u v (CrangapTHasi naHejIb HHCTPYMeHTOB) (cM. PucyHok 20).

Y 000
AaBoB1 AaBbBsl ... [']v v E

3aro...oK 2 3aro.oK 3 —

Bcraska

Pucynok 19 — Knonka KomnakTHasi naHesjib HHCTPyMeHTOB

114 [e)
CBBYHBIRA w Euge [ | w El s

Pucynok 20 — Knonka CtaHaapTHas naHelb HHCTPYMEHTOB

3.3.2 CKpBITh WM 0TOOpa3uTh Ha3BaHHS Pa3/iesioB

[Tanens uaCcTpyMeHTOB (cM. Pucynok 17) B npunoxenun «MoitOduc Tekct» cocrout us
paznenoB. Kaxnplii pasgen (3a uHCKIoueHHMeM pasfiesia VI30paHHOe) COep)XUT TIpyIITy
VMHCTPYMEHTOB, IIpeJJHa3HAuYeHHBIX [UIsl BBIIIOJIHEHUs oOmpefesieHHOM 3amauu. Harpumep, pasgen
CTniu coJlep>XUT MHCTPYMeHTHI JIJIs1 paboThI CO CTWISIMU TeKCTa.

Ha3Banust pasnesnoB oToOpakaloTcs, ecid IlaHejlb WHCTPYMEHTOB IIpe/iCTaBleHa B
CTaHIapTHOM BHje (cM. pasfen 3.3.1). [lns onTumuzanuy pabodero IMpPOCTPAaHCTBA HAa3BaHUS
pas/iesioB Ha MaHeJId UHCTPYMEeHTOB MOXKHO CKPBITb.

J1Jis 3TOTO BBINIOJIHUTE CIIe[lyIoIire 1eHCTBUSL:

1. Boibepute nyHKT koMaHAHOTO MeHIO Bup > Ilanens uncrpymeHnToB (cM. Pucynok 18).

2. B oTkpeiBiIeMcs nogMeHto cHumuTe ¢uiaxkok HazBanus pasnesios.

Yrobbl 0TOOpA3UTh HA3BaHUS Pa3flesioB, yCTAHOBUTE JIAHHBIN (JIa)kOK IOBTOPHO.

®naxxox HazBanms pa3spmesioB 3a0JI0KMPOBAaH, eCIM MaHeJlb MHCTPYMEHTOB CKpBITa WA

OTO6pa>KEIETCH B KOMIIAKTHOM BH]IE.
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3.3.3 CKpBITh HJIH 0TOOPA3UTH COJiepIKIMOe pa3/iesioB

Pa3z[em)1 IaHeJIn UHCTPYMEHTOB MOI'YT CBOPAYMBATLCSA dBTOMATHUY€CKHU, IIPHU YMEHleeHI/II/I/
YBeIIMYeHUH pa3Mepd I'NIaBHOI'O OKHA IIPUJI0XKeHHW s, UK BPYYHYIO.

YTo06BI CBEpHYTb pa3feil IIdHejid HWHCTPYMEHTOB BpPYYHYIO, HaBeOuTe KYypCOp MbIIIN

Ha ero MpaBylo TPaHUIly U HaXKMUTe KHONKY * (cMm. Pucynok 21).

Makin  [paeka Beraeka Qopmatr  Wecrpymedts Bug OBwwi goctyn

+ e x( [ﬁ w é KO Thames
[obaeuTs =Y S & ) W K MY

HsGpannoe Pann Mpaeka WpwdT

Pucynok 21 — KHonka cBopauuBaHusl pa3jiesia

Yto6bl 0TOOpa3UTh HHCTPYMEHTBI CKPBITOTO pasfiesa, INeJKHUTe [0 HeMy MBIIIbIO

(cM. PucyHnok 22).

®ain [Mpaeka Beraska Popmar  MHotpymedts Bug  OBwwi goctyn

+ F-.l b [>Q X0 Thames w 14
fobasnTs = v ane K K Y AR T
M3GpanHoe @ain MpaBka WpndT

e O~ &
D C &

Pucynok 22 — UHCcTpyMeHTHI pasjiena

YToOBI pa3BepHYTH pasjiesl, HaXKMUTe KHOTIKY * (cM. PucyHok 23).

Wailn [paeka Beraeka @opmar  WMootpyments Bug  OBwwi goctyn

_I_ "" o><:> HO Thames v | 14
NoBaenTs =~ o K K Y AR T e

M3bpanHoe dann MNpaeka WpudTt

Pucynok 23 — KHorika oTobpakeHHsi ”HCTPYMEHTOB pasjiesia
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3.3.4 HactpouTth cocTaB pa3aeina «/3opanHoe»

Kak mpaBwiio, mipu paboTe c mpuioXkeHWeM olipefieJieHHble IMYHKTbI KOMAaHAHOIO MeHIO U
KHOIIKY TMaHeJId UHCTPYMEHTOB MCHOJIb3YIOTCS Yallle APYruX. JTU 3JIeMeHTbl MOXHO J06aBUTh B

paszen naHeyii UHCTpyMeHToB 30paHHoe, uToObI OHU BCerjia ObUTH O] PYKOH.

3.3.4.1 J1o0aBUTH 3J1eMeHT

B H36panH0e MOXXHO 06aBUTH OT 1 10 14 351emMeHTOB.
Yrobbl 106aBuTh B I30paHHOE ITYHKT KOMaHHOTO MEHIO, BHITIOTHUTE CIeYIOIIHe IeHCTBUS:
1. Boinmonaute koMaHay qo0aBieHHs OAHUM U3 CJIeAYIOMIUX CIIOCODOOB:

—  Ecm paszien Mi36panHoe mycT, HOKMUTe B HeM KHOIIKY —+ JTo6aBuTE (M. PrcyHok 24).

Daiin  [paska Bcraeka @opwmatr  WHotpymentm Bug

JoGaenTh % = v o &
M3GpaHHoe Tann Mpaska

Pucynok 24 — Knonka JlobaBUTH

— FEcm pasgen M3opaHHoe conepXuT [o0aBleHHbIe 3JIeMEeHTHI, IIeJKHHUTe 10
TF000My MecTy pasjiefla TpaBOM KHOMKOW MBIIKA W BBINOJHUTE KOMaHY

KOHTeKCTHOro MeHIo [lobaBuTh AeiicrBue (cM. PucyHok 25).

®aitn [paeka Beraeka @opumatr  MHotpyments Bug  O6wmia goctyn

D—> v W, [ ﬁ w é X0 Thames
N & X K Y
KMz6panHoe
M3GpaHH WpndT

JobaBuTe AeHcTEME

OYNCTHTE

Pucynok 25 — Komanpa JlobaBuTh fefictBue

2. B otkpsiBIIeMcs okHe (cM. PucyHok 26) BeiOepHTe ITyHKT KOMaHIHOTO MeHI0, KOTOPBIM

Tpebyetcs 106aBuTh B 30panHoOe.
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+ v O N T P X0 Th
JobaenTe IE;] b (__'J . Q }K
HM3BpanH
|_ ICK JeiCcTBNA l
Cospate -

% Cozgate no wabnoHy..
= OTkpBITE...
CoxpaHuTe
E

3kCnopT...

MoanucaTe BOKYMEHT...

1p

B CTPaA NeYaTk

= [NapameTpol cTRaHWLB

& Mevats...

(_j OTMeHWTE

Pucynok 26 — OkHo go6aBiieHus MyHKTOB KOMaH/IHOT'O MEHIO

Yto6s! f06aBUTH B VI30paHHOe KHOTIKY C MTaHeId HHCTPYMEHTOB, IIeJIKHUTe 0 Hell ITpaBoi

KHOITKOM MBIIIH U BBITIOJHUTe KoMaHy [lo6aBuTh B u3dpannoe (cMm. PucyHok 27).

=¥ AaBoB

qT Y| OBblukbI

JobaenTe B n3BpaHHoe

I

[rp—

£ v ' T e

T
il
il
il

4

AB3ay

Pucynok 27 — Komanga /lo6aBuTh B H30paHHoe

B HacCTodI1lee BpeMsdad HeIOCTYIIHO ,I[O68BJ'I€HI/IE KHOIIOK IIdHeJIW UHCTPYMEHTOB, KOTOphLIe

OTO6pa>KaIOTC$I IoCJIe HA’KaTHu4A Ha KHOIIKY =°=.

[Ipu nobapnennu B 30paHHOe KHOMKA He yJIaJsieTcsl U3 pasjiesia MaHeJld MHCTPYMEHTOB, B

KOTOPOM OHd PdCIIOJIO’KEHA.
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3.3.4.2 IlepemMecTHTD 3JIEMEHT

YToObl M3MEHUTh TOJIOKEeHHWe 3jieMeHTa B paszienie VI30paHHOe, BBHIIOJIHUTE CIeAyIOIye

JerCTBUS:
1. IllemykoM TIpaBOM KHOMKU MBI IO 3JIeMEHTy OTKPONTe KOHTeKCTHOe MEHIO
(cMm. Pucynok 28).
2. B KOHTeKCTHOM MeHIO BbIOepUTe TpeOyeMyto KOMaH/y:
— IlepemecTHTH B Ha4aJI0 — CJleJIaTh BHIOpAHHBIN 3JIeMeHT IIepBbIM B pasjierie;
— IlepemecTHTBH BJI€BO — TIOMEHSTh MeCTaMH BbIOPAHHBIN U MTPeJIbITYIIUIA JJIEMeHT;
— IlepemecTuTh BIIPaBO — IIOMEHSTH MECTaMH BHIOPAHHBIN U TIOCJIEYIOIINI JIEMEHT;

— HepeMECTI/ITL B KOHeII — CAeJIaTh BbI6paHHbII>'I JJIEMEeHT II0CJ/IeIHHUM B pa3jesie.

E’ » IC ﬁ e é X0 Thames
A oM = a7 & X K Y

M3g  HefcTEne Bia WpndT
MNepemectuTe B HaYano
MNepemectuTe BAEBO
MNepemectuTe BNpaBo

n EPEMECTHMTE B KOHEL,

¥panute n3 nabpaHHoro

Mz6pannoe
Jobaeute geicTeMe

OYKrCcTUTE

Pucynok 28 — KonrtekctHoe MeH1o pa3ziesia M30panHoe

3.3.4.3 YnaauTe 3JIeMeHT

Yr1obbl ynanuth M3 pasziena M30paHHOe ITyHKT KOMaH/IHOTO MeHIO, IIeJKHUTe 10 HeMy
[IPaBOY KHOIIKOM MBIIIH U BHITIOJTHUTE KOMaHAy Y JaJIuTh U3 u3dpanHoro (cM. PucyHok 28).

Yrobbl ymanmuTh U3 pasfena M30paHHoe KHONKY I1aHeJIM WHCTPYMEHTOB, BBIIIOJIHUTE
CJIeyouye 1eiCTBUL:

1. IlenxHuTe Mo Hel MpaBOW KHOINKOM MbIIIU B pa3ziere M3opanHoe wiu B TOM pasfeie,

13 KOTOpOro oHa Obuia nobasieHa (cM. PucyHnok 29).
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2. BroimonHUTe KOMaHIy KOHTEKCTHOTO MEHIO ¥YIaJuTh U3 H30PAHHOTIO.

AN =Y = =

T1 w
- AaBGBel
q7 Y] oBounmE

lg}v*_l_iEv = 5= Hv
% ¥nanute w3 nzbpanHoro I

Pucynok 29 — Komanna Yaanurs U3 H30paHHOTO

3.3.4.4 OuncTuTh pasmen

YTto0bbI YAAJIIUTh U3 pa3feild I/Iaﬁpannoe BCe 3JIeMeHThbI, IIeJIKHWTe IIO J'[I-060My MecTy

pa3aeiia HpaBOﬁ KHOINKOW MBI M BBIIOJIHUTE KOMdHY KOHTEKCTHOI'0 MeEHIO Ouncrurhb

(cM. PucyHnok 28).

3.3.5 CkpsoITh Hi1u 0To0pa3uTs pasgen «M3opanHoe»

[To ymomyanuio paznen M36panHoe oToOpakaeTcs Ha aHeJIM MHCTPYMeHTOB.
YTOOBI CKPBITH pa3fies, BBIMOIHUTE OJTHO U3 CJIeIYIOIINX AeMCTBU:

— Boibepute nyHKT koMaHAHOTrO MeHI0 Bup > IlaHes b HHCTPYMEHTOB 1 B OTKPBIBIIEMCS

noaMeHto cHuMuTe ¢uiaxkoxk M3opannoe (cMm. Pucynok 30).

Bwg OBwwi goctyn  lMognwcka Chopaeka

Nuneiika Ctrl=Shift+R A A+ — .

\ =
Henevataembie cHmMBcIR

A\ v £ _I_i.I: w
Pexcrm npesedTaLmmn
AB3au

Macwrab ’
MaHens MHCTpYMEHTOE b ® (CranpaptHan

KonnakTHan

CEpbITE NaHENb

~  HazeaHwWA pasgence

" |z6panHoe

Pucynok 30 — KomangHoe mento Bug

—  Ecm pasgen M36panHoe mycT, HaBeuTe KypCOp MBIIM Ha KHONKY -+ J[o6aBHTH U

HaXXMUTe * B ee IPaBOM BepxHeM yTiy (cMm. Pucynok 31).
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@aiin  [lpaska Beraeka @opmar  MHotpymentm Bug

+ NBy X B~y &
JobaewTs E} w (__) (__} Q

M3GpaHHoe ®ann Mpaeka

Pucynok 31 — Paznen 3opannoe
Yrobbl 0TOOpa3UTh paszielt, MOBTOPHO ycTaHoBUTe duiakok M30paHHoe B KOMaHIHOM MEHIO.

®rnaxxox M30panHHoe 3a0/I0KMPOBaH, eCiiv ITaHeJIb UHCTPYMEHTOB CKPBITa.
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3.4 Pabouas obsacrn

B paboueit obactu oTobpaxkaeTcst TeKyIIUM JIUCT JokyMeHTa (cM. PucyHok 32).

= Hoewii gokyment 1 - MoiiOdune CrangaptHeii. JomalwHan sepona — O *

®aiin  lpaeka Becraska Qopmat  Whctpyments Bug  OBwwid goctyn  lMoanwcka  Cnpaexa

+ v X B~ & XO Thames v (14 v Am A Tr
JoGasnTs (= 9 & W K 4 AB - ﬁ v &£ o . .

HM3bpantoe ®aun Mpaska WpwdT AB3ay Crunmn Bcraska bl

Crpanvnua 1 w3 1 = L + 100% v

Pucynok 32 — Pabouast o6macTb
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3.5 bokoBag nmaneinn

BokoBast maHenb cogepXxuT cieayrolye KHONKU (cM. PucyHok 33):

— O >
. oy
[ ()
£ L
CTinm BcTaska .
~
)
P
)
& + 100%% A

PucyHok 33 — bokoBas nanesnb

— (O (ITomck u 3aMena) — OTKPBITH [TaHeJb [IOMCKA U 3aMeHbI TaHHbIX (CM. paszien 4.2.8).
- @ (MakpokoMaHbI) — OTKPBITh IaHeNb paboThl C MAaKpOKOMaHIaMH (cM. pasen 4.13.1).

KHormka orobpakaeTcsi, eciid B IOKyMeHT JjobaBjieHa XOTsI Obl O7JHa MaKPOKOMaH/Ia.

— [% (BoccraHnoBiieHHbIe GayIbI) — OTKPBITh MaHeIb PAOOThHI C pe3epBHBIMU KOIUSIMU
nokyMmeHTOB (cM. pasmen 4.1.11). KHomka oTobpajkaercs, eciid ecThb XOTs OBl OJHA

HeCOXpaHeHHds KOIIrd

- @ (BepxHHMIA KOJIOHTHTYJI) WIU @ (HuwxHM KOJIOHTHTYJI) — OTKPBITH IaHeJb
HACTPOeK KOJIOHTUTYJIOB (cM. pasfen 4.10.2). KHomka oToGpakaeTcs, eciid BbijielieH

KOJIOHTHUTYJI.

()
— =/ (ObparHas CBf3b) — OTIIPAaBUTDH OT3bIB O PUIIOXKEHUH.
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3.6 Ctpoka cocrossHHuS

B cTpoke cocrostaust comepkatcs (cM. PrucyHok 34):
— HOMep TeKyIlle CTpaHHUIIbl U 00I1ee KOJIMYeCTBO CTPAHUI] B JOKyMeHTe;

— MHCTPYMEeHTHI JyIs U3MeHeHHUs MaciTaba TokyMeHTa (cM. paszen 4.11.2).

Ctpanmua 1 w2 1 - & +

100%

Pucynok 34 — CTpoka COCTOSTHUS
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3.7 OxHO OBICTPHIX AeHCTBHIT

B npunoxennn «MoitOduc TekcT» comepXUTCS OKHO OBICTPBIX IedcTBUM (cM. PucyHok 35).
JlaHHOe OKHO IIpe/lHa3HAuYeHO yIsi OBICTPOrO BBIMOJIHEHUSI KOMaHJ W TpPUMEHeHHs CThien
dbopMaTUpoBaHUSI TEKCTA.

YTOOBI OTKPBITH OKHO OBICTPBIX J€HMCTBUM, BHIIOIHUTE OJJHO U3 CJIEIYIONINX JIeUCTBUM:

— Bribepute myHKT KoMaHHOTO MeHIO CripaBKa > BeICTpHhIe qeiicTBHS.

— Haxmure coderanue kiaBuin Ctrl+/ mpu pabore B OC Windows wiu coderaHue

kiaBul $Cmd+/ ipu pabote B macOS.

OKHO OBICTPBIX NEHUCTBUN COIEPIKUT:
— TIepedyeHb KOMaH]I, IIPeJICTaBJIeHHbIX B KOMaHAHOM MeHI0 (CM. pasnen 3.2);
— TIepedeHb BCTPOEHHBIX U IIOJIb30BaTeIbCKUX CTHUJIEHM GOpPMAaTUPOBAHUS TeKCTa

(cMm. paznen 4.3.2).

Co3pate trl+
Cozgate no wabacHy..

OTEpBITE...

CoxpaHnTe

CoxpaHuTe Kak...

HacTpolikm aeToBoCCTAHOBAEHWA

JKCNOPT..,
BricTpan neuats
MapameTpel CTRaHWLUBE

MeyaTb...

Pucynok 35 — OkHO OBICTPBIX JIeHCTBUI
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J11st BBIOOpa KOMaHIbl/CTUJISL U3 CIIMCKA BOCIIO/Ib3YWTECh OJTHUM U3 CJIeIYIOIIHUX CII0CODOO0B:

— IlpokpyTuTe CIHMCOK 10 HY>KHOM KOMaH/BI/CTHIIS C TIOMOIIIbIO KOJIeCHKAa MBIIIN WIH
MpaBOM BepTHKAJIIbHOW IM0JI0CHl MpOKPYyTKU. [loaTBepavTe BBIOOP KOMAaHBI/CTUIIS
I[eTYKOM MBIIITN WIX HaXkKaTheM kiiaBuiiv Enter.

— Haunure BBOIWTH Ha3BaHWE KOMAHABI/CTWIS B CTPOKy moucka. Korma Tpebyemast
KOMaH/Ia/CTUJIb 0TOOPA3UTCs B pe3yJsibTaTax IOWCKA, BbIOepUTe ee C IMOMOIIIbIO MBIIIN
WJIU KJIABUII KJIaBUATYPBHI:

— IllesnkHuTe O CTPOKE KOMAHIbI/CTUIIS JIEBOM KHOIIKOM MBIIIIH.
— BrimenuTe CTpoKy KOMAaHBI/CTWJISL C TOMOIIBIO KJIABHUIN KJIABHATypbl | U T U

HaxMuTe kiiaBuily Enter.

OKHO OBICTPBIX JEMCTBUM aBTOMATHMYeCKH 3aKpbIBAeTCsl IPY BBIIIOJHEHUM KOMAaH[bl WIU
npuMeHeHUs CTUIs. UTOOBI 3aKpbITH OKHO 0Oe3 BbIOOpa KOMAaH[BI/CTWJIS, IIEJIKHUTe M0 JIIoboMy

MECTY 3a I1peJiejlaMy JdHHOI'O OKHd WJIW Ha>XMHWTe KJIaBUITY Esc Ha KJIaBHUdaTYype.
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3.8 SA3pIk npuIOKeHHUS

A3k mpunoxenuss «MorOduc Tekcr» 1O yYMONTYAHUIO —OIpedenseTcss  S3bIKOM

OHepaHHOHHOﬁ CHCTEMBI. HpI/I H606XO}II/IMOCTI/I ero MO>XHO U3MEHUTb BPYYHYIO.

HpI/I CMeHe 3bIKa IIPHUIO>KeHH s ((MOﬁO(bHC TexkcTy COOTBETCTBYIOH_[I/Iﬁ SA3BIK dBTOMdATHUYeCKH1

BeIOMpaercs 1yis1 npuioxkeHni «MorOduc Tabmna» u «MoiOduc I1pesenTanys».

YTOOBI UI3MEHUTD SI3bIK TIPUIOXKEHUS, BBITIOJTHUATE CJIeIyIONIre JeHCTBHS:

1. Bpibepure nyHKT KOMaHAHOro MeHio MHcTpyMeHTBI > HWM3MeHHTH A3BIK

(cm. PucyHok 36).

WHetpyments Bug  OBwwmii goctyn Mognueka Cnpa

OrobpameHue MCNpaBneHWA M KOMMEHTapUEE P
Mpaeonucanne »

HacTpaveaemei chosaps
H3MEHWTE A3BIK...

PegakTop MakpokomaHg

CpaeHuTe ... (BeTa)

Pucynok 36 — ITyHKT kOMaHIHOTO MeHI0 U3MeHUTh SA3BbIK

2. B okHe, mnpejicTaBjieHHOM Ha pUCyHKe 37, BblOepuTe M3 BBINQJAIONIETO CIIMCKA

TpebyeMbli SI3bIK IPWIOXKeHUs U HaxkMuTe KHONIKY OK.

CmeHa A3bIKa >

BoiGepute Azpik:

A3bik cucTemel (PycokiiA) -

OK OTmMeHa

Pucynok 37 — OxHo BbIOOpa sI3bIKa
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3. B okHe, mpejicTaBieHHOM Ha puCyHKe 38, HaxkmuTe KHOTKy OK.

CrMeHa A3BIKA

N3ameHeHue BCTYNWT B CHUNY
nocne nepezanycka NpUIocxKeHWA

Pucynok 38 — YBenomiienre o Heo6X0IMMOCTH Iepe3alycKa IPUI0XKeHUs]

4. IlepesamycTtuTe mpuiIoXeHHe. [[Jii 3TOro 3aKpoWTe BCe JIOKYMEHTHI, OTKPBIThIE Ha

JAaHHBIA MOMeHT B npwioxkeHnu «MoirtOduc TekcT», 1 OTKpo¥Te UX CHOBaA.
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4 PABOTA B TEKCTOBOM PEJAKTOPE
4.1 JleiicrBus c paitnamu

4.1.1 Co3gats ¢aiin

4.1.1.1 C nomomsio IIpoBogauka Windows

Y1061 ObIcTPO co3aath daiii B [IpoBogurke Windows, BbIIOHUTE ClleytOIue 1eUCTBUS:

1. OtxpoiiTe KOHTEKCTHOe MEHIO HIEIYKOM IIPaBOM KHOIIKHA MBIIIX 10 IIyCTOM obsacty U
BhinoyiHuTe koMauay Cozmars > € [Tlokyment MoitO¢uc.

2. VYxaxure HazBaHue ¢aiina. Ilo ymomuanuio dainy npucBauBaercs vMs [lokyMeHT
MoiiOduc.

3. UTobBl COXpPaHWTb Ha3BaHHWe, IIIeJIKHUTE 3a ero IpefiejlaMM WM HaXMHTe KJIaBHIILY

Enter na xaBuarype.

4.1.1.2 IIpu BxXope B IpUjIoKeHHE

[Tpu Bxone B mpuiioxkenre «MoitOduc TekcT» HOBBIH ¢aiisl co3aaeTcss aBBTOMaTUYeCKHU.

4.1.1.3 Bo Bpems pab0ThI B IPHUJIOKEHHH

Yrobbl co3faTh HOBBIM (aiil Bo BpeMsi pabOThl B IPUJIOXKEHHH, BBIIOJHUTE OJIHO M3
CIIeJIVIOIUX JeUCTBUIA:
— Boibepute nyHKT koMaHaHOTrO MeHio ®aiin > Co3path (cM. PucyHok 39).

— Haxwmure coueranne kiasuml Ctrl+N / $Cmd+N.

Daitn  [lpaeka Beraska @opumar WHctpyme

[ Coszgate Ctrl+N

Cozgate no wabaony...

[ OtkpoiTo.. Ctrl+0

Pucynok 39 — [Iynkt komangHoro Mexio Co3garhb
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4.1.2 Co3gathb mabsoH ¢aiina

[[TabmoH daiia MOTHOCTHIO TOBTOPsieT MCXOMHbIM ¢ai. [llabmoH ymo0HO HCIIONMb30BaTh
1pu pabote ¢ ¢paiiiamMu, y KOTOPbIX eCTh HabOp MOBTOPSIIOIIMXCSI 3JIeMEHTOB.

Y1o6B1 cO311aTh 111a0J10H daiisia, BHIIIOJIHUTE ClielyIolre JeHCTBHUS:

1. OrkpotiTe dait, MabIOH KOTOPOTo HEOOXOUMO CO3AaTh (CM. pasaen 4.1.4).

2. Beibepure myHKT KOMaHIHOTO MeHI0 Paitn > CoxpaHuTh 11a0JI0H (cM. PucyHok 40).

3. B okue daisioBoro MeHekepa BbIOepUTe MAIKy JIsI COXpaHeHHUs ITabjioHa, yKaKHTe

uMs daina U HaxxmMuTe KHOIIKY CoXpaHHUTh.

®aiin  [paeka Beraeka @opmat  MHotpyme

[Y Coszgath Ctrl+N

CozaaTe no wabnony...

[ Otepeite... Ctrl+0
HegaeHwe oKy MeHTsl L4

& CoxpaHuTe Ctrl+5
CoxpaHuTe KaK... F12
ABTOBOCCTAHOBAEHWE r
FKCNOPT..

CoxpaHnTe wabaoH..,

Pucynok 40 — Komannnoe menro dPaiin

4.1.3 Co3gats ¢aiin u3 madioHa

Hns  cospmanus  daiyia M3 MOJATOTOBJIEHHOTO IIa0JIoHA BOCIOJIB3YHTECh OJHUM U3
CJIeAyIONINX CIIOCOOOB:
—  JIB@XIbI LIeJIKHUTE 110 HeobXoAMMOoMY I111abJIOHY B ¢aliJIoOBOM MeHeJKepe.
— Bribepute myHKT KOMaHAHOTO MeHIo Paiin > Co3gaTts o mabaoHy (cM. Pucynok 40).
B otkpbiBiIeMcs okHe ¢$aiioBOro MeHejpkepa BblOepuTe 111a0JI0H, HA OCHOBE KOTOPOTO

TpebyeTcs co3AaTh ¢aiil, U HAXXMUTEe KHOIIKY OTKPHITH.

OTkpoeTcsl HOBBIN IOKYMEHT, FOTOBBIM K peJakKTUPOBaHUIO.
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4.1.4 OTkpBITH daiin

YToO6bI OTKPBITH (Paiisl, BOCIOJIb3YUTECh OJJHUM U3 CJIeAYIONIHUX CIIOCOO0B:
—  JIBaX1bl 1eJIKHUTe 110 dally JIeBOM KHOMKOW MBbIIIIH.
— IIpu pabote B macOS OTKpo#Te CTapTOBYIO CTpaHHUIly (CM. pa3zen 2.2.2) U BBIIOJIHUTE
CJlefyouye qerCTBUL:
1. Illenkuure o crpoke OTKPHITH QaiiI.
2. B okse ¢aityioBoro MeHemkepa BbiOepuTe TpeOyeMbid (aii 1 HaXKMUTe KHOIIKY
OTKpBITS.
— Orkpotite npunoxenue «MoitOduc TekcT» U BBIIOIHUTE ClIeIyIolire JeHCTBHUS:
1. Boibepure myHkT KoMaHaHoro MeHio ®ain > OTkpbeITh (cM. Pucynok 40) wim
HakmuTe codetanue kiasuil Ctrl+0 / Cmd+O.
2. B okse }ailyioBOoro MeHemkepa BblOepuTe TpebyeMbll aiyl U HaXXMUTe KHOIIKY
OTKpBITH.
— Orxkpoiite npunoxxenre «MorOduc TexkcT» u neperamuTe JOKyMeHT WU ero SIpJbIK U3
okHa (aiyIoBOro MeHeJkepa OIepalfdOHHON CUCTeMbl B OTKPBITOE OKHO MPUJIOXKEeHUSI.

[TeperackuBaHreM B OKHO MPUIIOXKEHUSI MOXKHO OTKPBITH J10 32 (aiioB 0IHOBPEMEHHO.

4.1.4.1 ®Paiin B popmare DOC

Pa6ota c ¢aitnamu B popmare DOC He nmoaiepkuBaercs Ha macOS.

[Tpu otkpeiTun daitnia B popmare DOC mporcxoguT ero aBToMaThyeckas KOHBepTalus B
dopmar DOCX. Ilog mnaHenbt0o HHCTPYMEHTOB OTOOpaXkaeTCss HWHQPOpPMAIMOHHAs CTpPOKa C
COOTBETCTBYIOIIIUM yBeJloMJleHHeM: «JlokymMeHT Obul aBTOMaTH4YecKd IIpeoOpa3oBaH B Oosee

HOBBIN popmary. HaxxMuTe B TAHHOM CTPOKe KHOIKY 3aKpBITh (CM. PucyHok 41).

= Hoebid gokyment - MoiiQduc CrangaptHeli, JoMawwHas sepoua - O X

Dalin Mpaska Beraeka @opmar  WHetpyments Bug  O6wwid goctyn TMognucka  Cnpaexa

n v DR & Calibri vl 11 v A~ AT T (+)
41 L
JoBaeuTs = N & K K Y - ﬁ v £~
H3GparHoe Dann MNpagka WpwdT AB3auy Crinnm BcraBka ~
() JokymenT Gbin aEToMaTMUECkK NpeoBpazoead B Gonee HOBLI Gopmat oK

Pucynok 41 — Knonka 3akpbITh
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Yrtobbl coxpaHuThb daii B popmare DOCX, BHIITOIHUTE JIEHCTBUS, OITMCAHHBIE B pasfesie 4.1.7.

4.1.4.2 ®daiin npegHa3HaYeH TOJIbKO JIS1 YTeHUSI

Ecmm nna daiina cpencrsamu OC ycTaHOBIEHO CBOMCTBO «T0JIbKO UTeHHey, TO:
— JTaHHBIN (AT OTKPBIBAETCS B PeXXUMe ITPOCMOTPA;
— Ha IaHeJId UHCTPyMeHTOB oTobpaxkaeTcsi yBepomieHHe: «JloKyMeHT NOCTyIeH TOJIbKO

st uTeHus» (cM. PucyHok 42).

Ecmm pabora c¢ datimamu ocymectBisiercsi mo mnpotokoiny WebDAV, To  daiibl,

IpeaHa3Ha4YeHHbIe TOJIbKO Ui 9YTeHHs, OTKPbIBAIOTCA B PeXXMMe pelaKTHUPOBaHUSI.

B pexxume mpocMoTpa He JIOIyCKaeTCs BHOCUTb M3MeHeHHs B JOKYMeHT U U3MeHSTh ero
¢dopmarvpoBanue. Ilpy HEOOXOOUMOCTHM MOXHO CO3[aThb peAAKTUPyeMyI0 KOIIMI0 HaHHOIO

JIOKyMeHTa. /{7151 3TOro Ha rnaHejy UHCTPYMEHTOB HaXKMUTe KHOIIKY PegakTHpoBaTh KOIHIO.

= Hosbiid gokymenT - MoiiOduc CtanaapTHeli. JoMalwiHag sepcua — O X

®alin  [paska Bcraeka @opmar  WHotpymedtsl Bwg  O0wwi goctyn Tognucka Cnpaexa

(= LoKyMEHT AOCTYMEH TOABKO ANA YTEHWA PepaktupoBatk KOI‘IHHD'

~

Q

Pucynok 42 — Knonka PemakTHpoBaTh Koo

Kormuga AOKYMEHTd OTKpOEeTCsad B HOBOM OKHe IIpHUJIOXKEHUS . Y100k COXPAaHHUTL KOIIHIO,

BBITIOJTHUTE JIeWCTBHS, ONTMCAHHbBIe B pa3fene 4.1.7.

4.1.4.3 dPaiiy1 HCO/IB3YeTCsI APYTUM NPWIOKEHHeM

Ecnu ¢aiin oTKpeIT Ha peJakTUpPOBaHue B IPYTOM IIPHIOXKeHUH, TO:
— JaHHBIN QA OTKPBIBAETCS B peXXUMe IIPOCMOTPA;
— Ha ITaHeJIM MHCTPYMEHTOB 0TOOpakaeTcsl yBefJOMJIEHHe O TOM, YTO JOKYMEHT OTKPBIT B

Ipyrom npusioxeHuu (cM. PucyHok 43).
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darin OTKPBIBAETCA B peXXUMe peldKTHUPOBAHUS, €CJIM OH OTKPBLIT B IPYI'OM IIPUJIOXKEHWH,

HO 3TUM MPUJIO’KeHWeM He co3naH lock-darin.

= Hoebiii gokymenT - MoiiOgunc CTanaapTHe. [omMaluHan sepcua

Daiin  Mpaska Berapka ®opuar  MHctpymentol  Bug  OBwwid goctyn Moanucka  Cnpaska

@ hd ,ﬂOKyMEHT HejocTyneH Ana W3IMEHEHWIA, Tak Kak WCNoNL3YeTch APYTUM NPUACXKEHWEM WKW NONL30OBaTENEM I'Ipoaepmb AOCTYNHOCTE PE,HBKTMFJOBE!TI: Konu

-~

Q

Pucynok 43 — ®aiin ucrnonb3yercs ApyTUM MPUIOKeHHeM

B pexxume mpocMoTpa He JIOIyCKaeTCs BHOCUTb M3MeHeHHs B JOKYMeHT U H3MEeHSThb ero

¢dbopmaTrpoBaHue.

YroOBl peJlakTUPOBATh JOKYMEHT, BBIIIOJIHUTE OJJHO U3 CJIelyIOIIMX e CTBUI:

— 3aBepmuTe paboTy C IOKYMEHTOM B APYrOM IIPWIOXKEHUH. 3aTeM B IIPWIOXKEHUU
«MoitOpuc Tekcr» Ha mnaHenM UWHCTPYMEHTOB HaxxmuTe KHONKy IIpoBeputh
mocTynHocTb (cM. Pucynok 44). Eciiu paboTta ¢ JOKyMeHTOM B JIPyTOM IPHJIOXKEHHUU He
3aBeplleHa, OTOOpasUTCs  BCIUIbIBarollee  cooOiieHue  «JlokyMeHT Bce elle

HCIIOJIB3YETCI». Ecmm pa60Ta 3dBeplieHd, JOKYMeHT HEPEfIHET B PeXHM pPeldKTUPOBAHHA.

= Hoeeid gokymenT - MoiiOduc CrangaptHei, JomalwHag eepoua - O X

Daiin lMpaeka Berapka ®opmar  WHetpymedts  Bua  OBwwid goctyn  Moanucka  Cnpaeka

I.Jélﬂ i ﬂ,OKyMEHT HeAOCTYyneH ana WM3MEHEHWA, Tak Kak WCNONbB3YeTCA... nF}OBEf}MTb AOCTYNHOCTE PE,ﬂaKTMfJOBEITb KOMKWHD

L

Q

HOKYMEHT BCE ELLE MCNONLIYETCA

Pucynok 44 — BerbiBaroriiee coobiiieHre

— Co3pgaliTe pelakTUPyeMyl0 KOIHIO JIOKyMeHTa. [[jig atoro B nmpwioxenuu «MouOduc
TexkcT» Ha NaHenW MHCTPYMEHTOB HakKMHTe KHONKYy PemakTupoBath kommio. Komus
JIOKyMEHTa OTKpPOeTCSI B HOBOM OKHe NpwiIoXeHUs. YToObI COXpPaHUTh KOIMIO,

BBITIOJTHUTE JIeNCTBUS, OMMCaHHbIe B pa3zene 4.1.7.
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4.1.4.4 Paiiy1 OTKPHIT APYTHUM IOJIb30BaTeIeM

ITpy noneITKe OTKPBITH JIOKAIbHBIM JOKYMEHT, OTKPBITHIM APYTMM I0JIb30BaTeleM Ha 3TOM
Ke KOMIIbIOTepe, Ha 3KpaHe OTOOpakaeTcsl IuajoroBoe OkHO (cM. PucyHok 45), B xoTopoMm
COIepXKUTC:

— Hudopmarus o nons3osaresie, KOTOPBIM B HACTOsAILee BpeMsi paboTaeT C 3TUM JJOKYMEHTOM.

— Knomnka OTKpBITh KONHIO /17151 CO3[JaHUsI peJJaKTUPyeMOM KOIIUM JOKYMeHTa.

— Kuonka 3akpsITh /15 3aBepIiieHus: paboThl C JOKYMEHTOM.

OTkpbITe daiin =

o YtoObl He NOTEPATb M3IMEHEHMA
ApYroro nonb3oBaTtens,
pPeKoMEeHAYETCA OTKPbITb KOMUH
daina.

NHdopmMauua o nonb3ioBartene:

EneHa CMUpHOBa, Havyano
pabotbl: DESKTOP-LSMEQKK,
16.04.2024 12:28:18

OTKpbITE KONWHD 3aKpeITh

Pucynok 45 — JluanoroBoe okHO

4.1.5 OTKpPBITH HeaBHUE JOKYMEHTBI

B npunoxenun «MoiOduc TekcT» coxpaHsieTcs CHHCOK IOKYMEHTOB, C KOTOPBIMHU
10JIb30BaTesIb paboTail B IOCIIe/IHee BpeMsl.

YTOoOB! OTKPBITH (Paiisl U3 CIMCKA, BBIIOJIHUATE CJIeAyIolre T1efCTBHUS:

1. Bribepute myHKT koMaHIHOTO MeHI0 Paiin > HemaBHue noxkymeHTsI (cM. PrcyHok 46).

2. B oTtoOpa3suBiieMcs oJiMeHI0 BbibepuTe TpeOyeMblil ¢ari.

Ecnu crimcok HeJdBHHX Cl)aI\/’IJIOB NoTepsl dKTyaJIbHOCTDb, YAdJIUTe ero. HJISI 3TOro BbIGepI/ITe

MyHKT KOMaH/IHOTO MeHI0 Paiin > HemaBHHe qOKyMeHTHI > O4YHUCTUTS.
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®ailn [paeka Beraeka @opmar  Moctpymentsr Bug  OBwwi goctyn Tog

(3 Cosgare Cerl+N é X0 Thames

Cozgate no wabaony...
Q X K 4 Al

[= Otkpoite. Ctrl+0
HepasHue aokymeHTH L ﬂ Hoetiii aokymeHT.docx
L) Hoewii d
B CoxpaHuTb Ctrl+5 - | T I
CoxpaHuTe KaK... F12 OuncTuTe

Pucynok 46 — HelaBHYe TOKyMeHTBI

4.1.6 OTKpBITH Qaiia B JPYroM NpHI0KEeHUH

Penaktupyemblii ¢aityi MOXKHO OTKPBITh B APYTOM IPWIOXKEHUHU HAMPSMYIO M3 ITPUIOXKEHUS
«MoitOduc Texcty. Boibop npunoxenus st JajabHeuIel paboThl OCyIeCTBISIETCS C TOMOIIbIO

ITyHKTa KOMaHHOTO MeHI0o Paiin > OTKPHITH B... (cM. PucyHok 47).

Hactpotika oTobpakeHUst JaHHOTO ITyHKTa MeHIO HeJIOCTyIIHa Iipy pabote B macOS.

®aiin  Mpaeka Bcraska Qopmar  Moctpymente Bug  OGwwi goctyn

[ Cosgate Crl=M é X0 Thames

Cozgate no wabaoHy..

& X K !

[= OTkpwTh.. Cirl+0
OTKpBITE B... k LibreOffice Writer

HegaeHue gokymeHTs » Word

Bl CoxpaHuts Ctrl+S
CoxpaHuTe Kak.. F12

ABTOBOCCTAHOBNEHWE r

JKENOPT...

CoxpaHute wabnoH...

Pucynok 47 — CiMcok 10CTyIHBIX TIPUIOXKEeHUH
CnrcoK OOCTYNHBIX IPUIOXKEHUHM CO3/1aeTCsl BPYYHYIO C IIOMOIIbIO ¢aiina KOHPUrypanuu

OpenWithList.ini (mogpobuee cMm. B nokymeHnte «MonOduc Crannaprasiii. JlomamnHsas Bepcusl.

PykoBOICTBO 1O yCTaHOBKEY).
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Komanyma OTKpBITH B... He 0TOOpaXkaeTcs, eCiy KOHGUTYPAIIMOHHBIN (Al He COIEepXKUT
JAHHBIX WIN COIeP>XKUT HeKOPpPEeKTHbBIe IaHHbIe.

[Tpu BeinonHeHuy komaHabl ®ain > OTKPBHITH B... Galiyl 3aKpbIBaeTCsl B NPUIOXKEHUU
«MonOduc TekcT» 1 OTKpbIBaeTCs B yKa3aHHOM IpUJIOXKeHUU. Eciii Ha MOMeHT 3akpbITus ¢aiinia

B HEeM OCTaJIMCb HeCOXpdHEHHble HW3MeHEeHHs, IIPUIIOXKeHHe ((MOP'IO(I)PIC Texct» rnpeajaraeTt

COXPaHHUTD UX.

4.1.7 OTnpaButs ¢aiin mo noure

Komanya OTnpaBUTh 1O IOYTe HeJOCTYITHA IpU paboTe B macOS.

[Tpu paboTe B HpPUJIOXKEHUM pelaKTUpPyeMbld (ailyi MOXHO OTIIPAaBUTh [0 3JIeKTPOHHOM
noure. Paiy OTHPaBIISIeTCSI C MOMOIIBIO IIOYTOBOTO KJIMeHTa, ykazaHHoro B OC B kauecTBe
IIPOrpaMMBI 110 YMOJIYaHUIO.

YToObI OTIIpaBUTH (Al IO 37IEKTPOHHOM MOYTe, BBINOIHUTE ClIeIyIolre 1eUCTBUS:

1. Boibepure nyHKT KOMaHgHOro MeHI0 OOmmiz moctyn > OTHpaBHTH IO IOYTE

(cMm. Pucynok 48).

O6wwmid goctyn  Mognucka ¢

OTnpaenTe No NoYTe..,

Pucynok 48 — Komannnoe menro Oomuii gocryn

2. B okne CO3/1aHHsI HOBOT'O COO6HI€HI/I$I:
— BBeuTe aJipecC I10oJIydaTerid,
— IIpH H806XO)II/IMOCTI/I HU3MEHUTe TeMy COO6H.I€HI/IH;
— BBeJguTe TeKCT COO6H.[€HI/IH.

3. OtnpaBbTe coobIeHue.
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4.1.8 PacmeuaTaTh IOKyMeHT

4.1.8.1 be3 Bxona B IpuioKeHHe

[Ipu pabore B OC Windows MOXHO pacredaraTb JOKYMEHT/TPYIIy JOKYMEHTOB 0e3 HX
MpeIBaPUTENIbHOTO OTKPBITHS B TprioxkeHun «MorOduc TekcTy.

J1J1s1 3TOTO BBIMIOJIHUTE CIIeAYIOIe IeWCTBHUS:

1. Beigenurte TpeOyeMbid JOKYMEHT/TPYIITY IOKYMEHTOB B MPoBoAHUKe Windows.

2. OTKpOUTe KOHTEKCTHOe MeHIO IeTYKOM MPaBOM KHOIKHU MBI U BBITIOJHUTE KOMaH/Y

Ileuartsn.

[TeuaTs ocymiecTBisieTcs Ha IMOCIeqHeM HCIONb30BAaHHOM MpusioxeHusMu «MoiOduc
Texct» n «MorOduc Tabmuna» npunTepe. Eciu npuHTep paHee He BbIOMpaicsi B 3THUX
MPUJIOXKEHHUSIX, TO TedYaTh OCYIIeCTBIIIeTCsl Ha NpuHTepe, ycTaHoBieHHOM B OC Windows 1o
YMOJTYaHHUIO.

B npouecce neyaty BO3MOXXHO OTOOpaXkeHHe CIIeyIOIINX JUAJIOTOBBIX OKOH:

— 11 MHOTOCTPAaHMYHOI'O [IOKYMEHTa WM IPYIIIbl JIOKyMEHTOB — OKHO IIOATOTOBKU

JIOKyMeHTOB K I1e4aTy;

— OIIOBelIeHUs O NOBPeXeHHbIX (aiiiax U gaiiax ¢ HeloilepXkXuBaeMbIMU (pOpMaTaMH.
4.1.8.2 Bo Bpemsi paboThI B HPHIOKEHUH

4.1.8.2.1 Bei0op obJsiacTu meuyatu

J171s1 meyatvi MOXHO BbIOpATh:
— (QparMeHT JOKyMeHTa,

— BeCb IOKYMEHT WK ero OoTAe/ibHble CTPaHUIIbI.

Yrto6s! pacrieyatath GpparMeHT JOKyMeHTa, BBIIIOJIHUTE CIIefIyIolue 1eHCTBUS:
1. Brimenure TpebyeMmblii GpparMeHT.
2. IllenxHWTe 1O HeMy IPaBOM KHOINKOW MBIIIM W BBHIIOJIHUTE KOMaH/Iy KOHTEKCTHOI'O

menio IleuaTn BBIJIEJICHHOT O (l)paI‘MEHTa.
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YrobObl pacrmevarartb AOKYMEHT/CTPAHHUIIbI JIOKYMEHTA, BBINOJHUTE OJIHO U3 CJIeAYIOUIHX
JeUCTBUM:

— Bribepute myHkT koma"gHoro MeHio Paiin > [lewars (cM. Pucynok 49).

®aiin [paska Beraska @opmar  MHorpyme

[Y Cozgate Ctrl+N

CozaaTe no wabnroHy...

[ Otkputs... Ctrl+0
HegaeHWe oKy MeHTsl L4

B CoxpaHuTs Ctrl+5
CoxpaHWTE Kak.. F12
ABTOBOCCTAHOBAEHWE k
SKCNopT...

CoxpaHwTte wabnoH...

MNapameTpel cTpaHWLE Ctrl+5hift+P
= Meuats... Ctrl+P
JakpeiTe

Pucynok 49 — Ilynkt komanaHoro menio Ilewats

— Ha mnanenu wuHCTpyMeHTOB, B pazfieie Paiiyi HaXXMUTE HAa CTPEJIKY CIipaBa OT
KHOIIKUA LE;J (beIcTpas meyaTh) U B BhINIAJAIONEM CIMCKe BbiOepuTe koMaHy IledaTts

(cm. Pucynok 50).

Daiin [paeka Beraska Qopmat  Weorpymedts Bug

+ v X% B~ &
JoBaenTh |g3 <__:' ':__} Q

M3gpaHuoe

E} BricTpan nevate ]

& Meyats... L\}

Skcnopt e POF

= [NapameTpol cTpaHiup

Pucynok 50 — Komanpa Ileuats

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MH», 2013-2024 50



MonOdonc
— Haxwmure coueranue kiasuia Ctrl+P / £Cmd+P.

OTKpOETCH OKHO Hacrpoifnca nmedyaTu, B KOTOPOM MOXHO IIOCMOTpPeTb, KdK

BBITVIAOETb JOKYMEHT Ha 6yMare, d TdKXKe YKd3dTb HaCTpOﬁKH I1e4arTu.

4.1.8.2.2 I1leyaTs c npeBapuTeIbHBIMH HAaCTPOHKaMH

Oxno Hacrpoiika medatu (cM. PucyHok 51) coiepxut:
— obracTb peAnpocMoTpa AOKYMEHTa,

— 06JacTb HaCTPOEK IeYaTH.

06nacTb HacTpoeK nedvaTk 0O6nacTb npegnpocMoTpa

oyner

. Hacrpoiika nedatn

®
Mpuurep: MoOdc
| Microsoft Print to PDF v LT L g —
Slapir npaseeenng «MoROdgess Texcts 00 YMOTIEHED  OOPEIEIAETER  SIEEOM

CeolicTea NpWHTERA... cncTes, Tips CTH 10 MOHHG HIMEHHTE B IHYR.

|:I MeuaTs B OTTEHKAX CEPOTO @ Tipst chaesie s ModiCkpac Tex R
A ModiCjise Tbmman i aMeROec I
Konum: Ureafita JEMEHITE HEHEK 1 IUIGERSHEA, HEIEIGIHITTE SIS Seibornim:
1. Brifiepsme  nywsT ko R
~
| 1 - ‘ ‘KOMI‘IHEKTOBaTb 1,23123. ¥ (e, Pucyma 243).
OBnacTe nevath: Auanazon: T T TS
[ 0
| ||=D Beck gokymeHT v ‘ ‘ Bce ctpaH... ¥ ‘ Pt s
L Mwesmmse
Peamsran ussacsnuady
Hanpumep: 1-3, 37 Cpamim .. (e
Puacymai 20 - Mysser eosesnions seis HaMener. g
,ﬂ,B‘ycTﬂpOHHHR neuats: 2 B okde, Dpencraksensiosn Ba peoyeke 30, swfepime 3 BRDAASKLIETG CEHCKD
Tpeliyesni SRR TPAAHERAA BT monky 0K,

| Buikn. v

Rt cuctous (Pyccewi

= Bnucats +
Meuatkb OTmeHa

Pucynok 51 — Oxno Hacrpoiika nneuatn
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B o6macTy ipeimpocMoTpa CoIepKaTcs CeyroIIye KHOIKUY:

— - v Bl — yMeHbBIINUTh/YBeIMYUThb MacIlITab CTPaHUIIbI B 00/IACTH IIPeIIPOCMOTPa;

— BmnmcaThb — BiiMcaTh CTPaHMITY B 00/1aCTh PeIIPOCMOTPA;

- u K — nepeifTu k ciienytonei/peApTyilel cTpaHulile JOKyMeHTa.

Maciirtab, ycTaHOB/IEHHBIM B 00JIACTM MPeIIpOCMOTpa, He BiMseT HAa IPAHUIIbI IIeYaTH.

HHcTpymMeHThl M3MeHeHUsl MaciliTaba MpefiHa3HauYeHbl TOJIbKO ISl JIeTaJIbHOTO MPOCMOTpa

COIep>XUMOI'0 NOKyMeHTa.

B o6macTu HacTpoek rmevyaTy MOXXHO YKa3aTh IapaMeTphl, llepeyrciieHHble B Tabmuie 4.

Tabnuna 4 — Ilapamerps! neyaTu

ITapamerp

Hasznauenue

[Tpunrep

HpI/IHTep IJId 11e4aTr JOKyMeHTd.

CBoticTBa IpuHTEpa

Knormka nmocrynna Tonbko B OC Windows. IIpy HaXkaThu OTKpPBIBAeTCSI OKHO
CBOMCTB mpUHTEpa. By v cocTaB mapaMeTpoB OKHA 3aBUCHT OT MOJIENA
TIpUHTEpPa, BLIOPAHHOTO B TI0JIE BHIIIIE.

[TapameTpsl, yka3zaHHbIe B OKHE CBOMCTB IIPUHTEpa, aBTOMaTHYeCKH
[IepPeHOCSITCS B COOTBETCTBYIOIIKe 1107151 okHa Hacrpoiika nmegarn.
[TapameTpsbl, KOTOpBIe He TTOAIeP>KUBAIOTCS. IPUHTEPOM, HeIOCTYITHBI B OKHe
Hacrpoiika meuaTn.

[leyaTh B OTTEHKAX CEPOTO

[TeyaTh MIBETHOTO TeKCTa U M300pakeHU, KOTOPbIE COJIEPXKATCs B
IIOKYMeHTe, B OTTeHKAaXx Ceporo I[BeTa.

Komuu

Yucro rmeyataeMbIx 3K3eMIUISIPOB JOKYMeHTa.

KommnexkroBars /
He xommiexkToBaTb

IToste HOOCTYIIHO, eCJIi KOJIMYeCTBO I1e9daTdaeMbIX 3K3eMIUIAPOB ITpeBhbIIIdeT 1.
OnpenenﬂeT TMOPANOOK I'PYIIIMPOBKHU CTPAHUIT BO BpeM4 Ie4aTu:

— KommiekroBaTh — rpynmuposats 1o konwsm (1,2,3 1,2,3 1,2,3);

— He xoMIUIeKTOBaTh — I'PYNIMUPOBATh M0 HoMepam crpanwul (1,1,1 2,2,2
3,3,3).

O06J1acTh mevaTtu

O06snacTh neyaTu IOKyMeHTa:
— Bechb moKyMeHT — 1e4aTh BCErO JIOKYMeHTa.

- TEKyH.Iaﬁ CTPpAHHUIIA — [1€9dTh CTPAHUIIBI JOKYMEHTAd, KOTOpast
0T06pa>KaeTc;1 Ha 3KpdHe B HACTOSIIUKA MOMEHT.

BreigenenHslil pparmMeHT — MyHKT JAOCTYIIEH, €C/IU B TEKYIIIEM
JIOKYMeHTe BbIOpaH ¢pparMeHT TeKCTa.

CTpaHuIbl — MeyaTh YKa3aHHBIX CTpaHUIl. TpebyeMble HOMepa W/HIN
JTMaTia30HbI CTPAHUI] IePeYUCTISIOTCS B ToJie Hibke. MoryT ObITh YKa3aHbI
Kak:
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ITapamerp

Hasznauenue

e Howmepa otaenbHbix cTpanui. Hanpumep: 5, 10, 12.
e Jluama3oHbl cTpaHuI] — uyepe3 neduc. Hampumep: 1-8, 10-11.

o CrTpaHMIIBI C HAYajia IOKYMeHTa JI0 YKa3aHHOU — B popmare -<No>.
Hampumep, ecnu B mosie BBe/IeHO 3HaUeHUe -3, TO pacliedaTatoTCs
cTpaHuIs 1-3.

o CTpaHMIIBI C YKAa3aHHOM JI0 KOHIIA JOKyMeHTa — B ¢popmare <Ne>-,
Hampumep, ecnu B mosie BBeJieHO 3HaYeHUe 3-, U IOKYMEHT COCTOUT U3
6 cTpaHuII, TO pacrevaTaloTCs CTPAHUIIBI 3-6.

JlyamnasoH

Bri6op nuanasoHa crpanun Asis nedatu. [lone gocTymHo, eciy B noje
Oo6nacTtb negyatu BoIOpaH Beckb mokyment. Coep>XKUT MyHKTHI:

— Bce cTpaHunBI — 1evaTh BCEX CTPAHUI] IOKYMEeHTa.

— Heuernrple crpannibl, YeTHble CTPaHHUIBI — ITYHKTHI [TPeTHA3HAYEHbI
ISl IByCTOPOHHEe! MevaTy TOKyMeHTa BPYYHYIO Ha PUHTepe, KOTOPBIN
He MOJIJIep>KUBaeT 3TOT THUII ITeYaTy B aBTOMATUYeCKOM pexxume. s
revyaTy CHayajla Hy»XHO BbIOpaTh HeueTHbIe CTPAHUIIbI, 3aTEM
MepeBepHYTh CTOIKY JINCTOB 0OPaTHOM CTOPOHOM U BHIOpPATH MevYaTh
YEeTHBIX CTPAHUII.

JByCTOpOHHSIS [Te4aThb

JIByCTOpOHHSIS TTe4yaTh:
— BBIKJI. — OJHOCTOPOHHSIS TIeYaTh;

- HepeHJIET 10 JJIMHHOMY KPaI0 — JIBYCTOPOHHA 11€e49daTh, CTPaHWUIIbL
IrepeBopavMBalOTCA OTHOCHUTEJIbHO JJIMHHOT'O Kpaf;

- HepemIeT II0 KOPOTKOMY Kpadl — IBYCTOPOHHSA IMe4YdaThb, CTPAHUIIbI
IrepeBOpavYMBalOTCA OTHOCHUTEJIbHO KOPOTKOI'O Kpasd.

YTo6s! pacrieyaTarh JOKYMEHT C YKa3aHHbIMHU IlapaMeTpaMy, HaXkMUTe KHOIIKY IledaTs.

YTOOBI 3aKpBITh OKHO, He paciiedaTbiBasl JOKYMEeHT, HAKMHUTe KHONKY OTMeHa.

4.1.8.2.3 BeicTpas neyaTtsb

JIoKyMeHT MOKHO pacriedaTarhb B OJJHO JieiCTBUe, O6e3 BbI30Ba OKHA HACTPOMKH IEeYaTHy.

Jly1st 6pICTpO¥ ITeYaTH UCIOJIb3YIOTCS:

— Hacrpoiiku neyaty 1o yMoI4aHuUIo.

— HOCJIEI[HI/Iﬁ WCIIOJIb30BAaHHbBIN IIpUHTEDP. Ecmm uu OOHO YCTpOﬁCTBO He HCIIOJIb30BAJIOCh,

TO BbIOMpAeTCs IPUHTep, yKa3aHHBIN B HACTPOMKAX CUCTEMBI.

J11s1 6BICTpO TTeYaTH JOKYMeHTa BBIMOJTHUTE OJTHO U3 CIeIYIOIIUX JeUCTBUM:

— Ha nmaHeny MHCTPYMeHTOB, B pasfieiie dPaiin HaxxMuTe KHONKY (— (BBICTpas medyaTs)

(cm. Pucynok 52).
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— Ha manenu vHCTpyMeHTOB, B pa3szeiie ®aiiyl HAKMHUTE HA CTPEJIKY CIPaBa OT KHOIKU
= (beicTpasi meuaTh) U B BBINAJAIOIIEM CIHMCKe BblOepuTe KoMaHAy bBbicTpas

nmevyarhb.

Beraeka @opmatr  WHcTpymedte Bug

+ v X @ v &
NoGaeuTe |g% S Q

M3GpaHHoe
E} EmcTpan nevats

& Meuats...

3kcnopt e POF

MapameTpsl cTpaHALp

Pucynok 52 — Komanja BeicTrpas meuatsb

4.1.9 Coxpanurs daiin

4.1.9.1 CoxpanuTh Kak

Yrobbl COXpaHUTb HOBBIM Gaill WIM CO3[aTh KOMUIO TeKyllero ¢aia, BBIIOIHUATE
cllefiyIolive AefCTBUS:
1. BoinonHuTe KOMaHAY COXpaHeHHUsl OJJHUM U3 CJIeAAYIOMINX CIIOCOOOB:

— Bribepute nyHKT koMaHAHOrO MeHIo Paiii > CoxpaHuTh Kak (cM. PucyHok 53).

Maiin  [paeka Beraeka @opmar  MHotpyme

[ Coszgate Ctrl=N

CozaaTe no wabnohy...

[= Otepwite... Ctrl+0
HegaeHwe oKy MeHTsl L4

& CoxpaHuTe Ctrl+5
CoxpaHuTe KaK... F12
ABTOBOCCTAHOENEHWE L4

Pucynok 53 — ITyHkTbl koMaHiHOTO MeHI0 CoxpaHuth 1 CoXpaHUTH KakK
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— Ha nanenn wuHCTpymMeHTOB, B pasfene Paityi HaAXXMHTe Ha CTPEJIKy CIpaBa OT
KHOIIKU (CoxpaHuTh) U B BbINIAJAI0IIEM CIIMCKe BbibeprTe koMaHly CoXxpaHUTh

Kak (cM. PucyHok 54).

Daiin  [paeka Bcraeka Qopmar WHoTpymedT

J X 0@
% @

CoxpaHuTe

CoxpaHWTe Kak...

|'E

_|_

dobaeuTe

M3GpanHoe

Pucynok 54 — Knonka CoxpaHuTh

— Haxwmure knaBumy F12 npu pabore B OC Windows wiam coderaHue KIIaBUII
{rShift+Cmd+S mpu pabote B macOS.
2. B oxne CoxpaHMTh KaK BbIOepUTe MalKy /sl COXpPaHeHUs], YKaOKWTe UMS U THUII

¢daitnia/konuu ¢aiina U HaXMUTe KHONIKY COXpaHHUTh.

HpI/I CO31dHHMH KOIINHA pa6quM HAOKYMEHTOM CTdHOBUTCS KOIIH cl)aﬁna.

4.1.9.2 Coxpanuthb

YtoObl u3bexaTh MOTEPU JIAHHBIX B Cydae cO0eB B paboTe KOMIIbIOTEPA, PeKOMEeHIyeTCs
[IepUOJINYeCKU COXPAHSTh TeKYIIUH JOKYMEeHT.
Jlsis coxpaHeHMsI W3MeHEHMM B TeKyllleM JIOKyMeHTe BBIIIOJIHUTe OJHO M3 CJIeAYIOLIMX
IeUCTBUMH:
— Bribepute nyHKT koMaHAHOrO MeHI0 ®aiin > CoxpaHuTh (cM. PucyHok 53).
— Ha nanenu wuHCTpyMeHTOB, B pasieiie Paiia HaXXMUTe KHOIKY (CoxpanuTtn)
(cM. PucyHok 54).
— Ha mnaHenmu wuHCTpyMeHTOB, B pasfeiie dPaill HaXXMUTe Ha CTpeJIKy cIpaBa OT
kHonku O (CoxpaHuUTh) U B BbINAJAIOEM CIHCKe BbibepuTe koMaHny CoxpaHHTH
(cM. PucyHok 54).

— Haxwmure coueranne xiasuml Ctrl+S / £Cmd+S.
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4.1.10 DxcopTupoBarh ¢aiin

B npwiioxxeHun npenycMOTpeH 3KCIOpT daiiiia B ciieiytoliue GopMarhl:
— PDF;

— PDF/A-1;

- TXT;

— RTF.

Oxcroprt ¢arnos B popmarsl TXT u RTF Henocrynen npu pabote B macOS.

Ytobsl skcnoptrpoBaTh ¢aiinn B popmate PDF wim PDEF/A-1, BbmosHuTe criexpyromye
JeUCTBUS:
1. BeimonHUTe KOMaHAY SKCIIOPTAa OJJHUM K3 CIJIeAYIOIIMX CIIOCOOO0B:

— Bribepute nyHKT KoMaHHOrO MeHio ®aiin > Okcnopt (cM. PucyHok 55).

Daiin  [lpaeka Beraeka @opumar  MHetpyme

[ Cosgate Ctrl+N

Cozpate no wabnony..

[~ OTkpoiTe.. Ctrl+0
HegaeHwe fokyMeHTEl L

& CoxpaHuTe Ctrl+5
CoxpanuTe KaK... F12
ABTOBOCCTAHOBAEHWE r
JKCNOpPT...

Coxpanute wabnoH..,

MapameTpe CTpaHuub Ctrl=Shift+P
=1 Meuartk... Ctrl+P
JakpeiTe

Pucynok 55 — IlyHKT KOMaH/IHOTO MeHI0 DKCIIOPT
— Ha nanenmn WHCTpyMeHTOB, B pasferne Paia HaXMUTe Ha CTpeJIKy CIlipaBa OT

KHOIIKHA Ig] (BBICTpaH IIE‘IaTI)) WU B BbIIIdJdonieM CIIMCKe BbI6epI/ITe KOMaHOY

Ikcnopt B PDF (cM. PucyHok 56).
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@aiin  [lpaeka Beraeka @opumar  Woeotpymentm Bug
+ v X O Ry A
OobaenTte |gq O &

HM3GpaHHoe

EI:IIET|:IEF| neYaTb

ip ap

[Meyatb...

2kcnopT B POF

MapameTpsl cTpaHALE

Pucynok 56 — Komanna 9xkcopt B PDF

2. B okne ¢aitnioBoro MeHeypkepa BelbeprTe MaIKy il 3KCIOPTA, YKKUTe UM U popmar

¢aiina u HaxmuTe KHOIIKY COXpaHUTh.

Ocobennoctu skcropTa B dopmarsl PDF u PDF/A-1:

— Ccputky Ha Be6-CalTHI COXPAHSIOT pabOTOCIIOCOOHOCTD B 9KCIIOPTHPOBAHHOM datise.

— OrnaBnenve, cCbUIKM Ha ¢aiyibl U ajipeca 3JIeKTPOHHOW IOYTHI, IepeKpecTHbIe
CCBUIKA Ha 3aKJIaJIK¥, 3arojioOBKM M HyMepOBaHHBbIe CIIMCKU, a TaKKe CHOCKH He
OKCIIOPTUPYIOTCS.

Ytober skcnoptupoBath ¢ain B ¢dopmate RTF wmm TXT, BbemonHuTe criepyromye
JeUCTBUS:

1. Bribepute yHKT KOMaHJIHOTO MeHIO Paiin > Jkcnopt (cM. PucyHok 55).

2. B oxHe ¢daisioBoro MeHejpkepa Bel0OepuTe Marky il 3KCIOPTa, YKaXUTe UM U popMar

¢daiina 1 HaxkmuTe KHONIKY CoOXpaHUTh.

4.1.11 ABTOBOCCTaHOBJ/IeHHE JOKYMEHTOB

[To ymomuanuto nipu pabore B «MorOduc TekcT» BBINTOIHSIETCS aBTOCOXpaHEHWEe KOMUN
pefakTUpyeMbIX JOKYMEeHTOB, B TOM 4YHCJIe — JIOKyMEHTOB, HM pa3dy He COXpaHeHHBIX
nosb3oBareseM. Ecinu paboTa mpuioXkeHWs 3aBeplliaeTcss aBapUHHO, TO MPU MOBTOPHOM BXOZe B
MIPWIOXKeHHe T0JIb30BaTellb MOXKeT COXPAaHUTh pe3epBHble konuu O0OKyMeHmMOB Kak OTHeNIbHbIe
daityibl WM 3aMeHUThb KOIKUSMU OPUTUHAJIbHbIE JOKYMEHTHI.

PeBepBHI)Ie KOITMKU JOKYMEHTOB XPAHATCA OJJMH MecCHIl, 4 3dTeéM aBTOMdTUYeCKH YIa/IAI0TCA.
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4.1.11.1 HacTpouTh aBTOBOCCTAaHOBJICHHE JOKYMEHTOB

[To ymomuaHuI0O  aBTOBOCCTAaHOBJIEHHME  JOKYMEHTOB  BKloueHO. JlaHHble s
ABTOBOCCTAHOBJIEHUSI COXPAHSIOTCS KaXKble 5 MUHYT.

YT0oOBI U3MEHUTh HACTPOWKH, BBIIIOJIHUTE CJIeJIyIOlre JeHCTBHUS:

1. Boibepute myHkT kKoMaHJHOTO MeHi0 Paiin > ABTOBOccTaHOBJeHHe > Hacrpoiiku

aBTOBOCCTaHOBJIeHUs (cM. PucyHok 57).

Darin  [paeka Beraska Popmar  MHotpymedte Bug  OBwwid goctyn  Mognwcka

[ Cospars 5L é KO Thames \
CozgaTe no wabnoHy..
& X K Y AB T
[ OTKpwiTh. Ctrl+0
W pudT
HegaeHne gokymeHTH »
Bl CoxpaHuTe Ctrl+5
CoxpaHuT Kak... F12
ABTOBOCCTAHOBAEHWE L HacTpolikn aeToBOCCTAHOBAEHWA
BoccTaHoBREHHBIE dalnk
JKCnopT...

Pucynok 57 — ITyHkT koMaHgHOTO MeHI0 HacTpoiiky aBTOBOCCTaHOBJIEHUS

2. B oxne Hacrpoiiku aBTOBOCCTaHOBJIeHHUs (CM. PrcyHok 58):

— YToOBI OTK/IIOUXTH UJIM BKJIIOUMTH aBTOBOCCTAHOBJIEHHE JIOKYMEHTOB, CHUMHUTE WUJIN
noctaBbTe ¢priaxkok CoXpaHATH JaHHBIE /ISl BOCCTAHOBJICHHS KaKbIe.

— Yro0ObI M3MEHUTh UHTepBaJl COXPAaHeHHsl pe3epBHBIX KONHW JIOKYMEHTOB, YKaXKUTe
€ro BPYYHYIO, C IIOMOWIbIO IlepeKJIrovyaTesis, KJIABUII KJIaBHATypbel | U T WM
Koslecrka MbIH. [1larom nepexitodenus siBisieTcst 1 MuHyTa.

— FEcmu Tpebyercsi OTKIIOYUTH COXPaHeHHe pe3epBHBIX KOMWW [ OAHOIO WU
HECKOJIbKMX JOKYMEHTOB, OTKPBITBIX B JJaHHBIM MOMEHT, OTMeTbTe WX (iiakkaMu B
civucke He coxpanars pna  ciaegyromux ¢aiinoB. B 3ToM  cnucke He
0TOOpaXkaroTCs IOKYyMEHTBI, KOTOpble HU pa3y He ObIIM COXpaHeHbl BPYyYHYIO.

— Ecnu Tpebyetcs ckonrpoBarth MyTh K IallKe, B KOTOPOM XpaHATCS pe3epBHble KOIIUU
JIOKYMEHTOB, HOKMUTE KHOIIKY .

3. Haxwmwurte kHOnKy IIpuMeHUTS.
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HacTpoiikn aeToBoCCTaHOBAEHNA *
B CoxpanATb AaHHble ANA BOCCTAHOBAEHWA Ka*AbIE | 5§ pmn.

He coxpaHaTe ANA cnegyowmny dainos:

Kakoh Gpaysep embpatb.docx

" CpaeHeHne Bpayzepoe.docx [Tekywmii]

Facnonoxsedne:

C:/Users/User/AppData/Local/New Cloud Technologies Ltd/MyOffice/MyOffice
Text/Restore

MpurmeHuTE OTmeHa

Pucynok 58 — Oxno HacTpoiiku aBTOBOCCTaHOBJICHHS

4.1.11.2 BoccraHoBeHte JOKYMEHTOB

Ecnu pabora ¢ nokymeHnTamu Obula 3aBepllieHa HEKOPPeKTHO, TO IpY IIOBTOPHOM BXOJie B
IIPUJIOXKeHHe OTKPBIBAeTCsl TUAJIOTOBOe OKHO, NpeJicTaB/leHHOoe Ha pUcyHKe 59. HakmuTe B JaHHOM

OkHe KHOIIKY OTKpBITh.

ABTOBOCCTAHOEAEHWE >

' BoccraHoBNEHbl $aitiNibl, C KOTOPbIMMK
Bbl paboTanu

VamMeHeHWA B 3THX JOKYMeHTax He BeIK coxpaHeHsl
M3-33 aBapWIHOro 3aeeplueHnd paboTel
npuaoxeHna. OTKpeITe Gains?

OTKpBITE He oTkpeiBaTE

Pucynok 59 — JluanoroBoe okHO

B HOBBIX OKHaX TPUJIOXKEHUSI OTKPOIOTCS pe3epBHbIe KOITUHU JIOKYMEHTOB.
YTOoOBI COXPAHUTDH KOMMH, BBITIOTHUTE JIJIST KQXKIOM U3 HUX CJIeyIoIIre AeCTBUS:

1. Boimonaute komanay CoxXpaHUTh KaK OJJHUM U3 CJIEIYIOMIUX CIIOCODOOB:
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— B crpoke yBemomiienusi, KoTopas OTOOpakaeTCs IOl IMaHeJbi0 WHCTPYMEHTOB,

HakmuTe KHONIKY CoxpaHuTh Kak (cM. PucyHok 60).

Daiin  [paeka Becraska Qopmar  Wrctpymentsr  Bua  OBwwid goctyn  MNognwcka Cnpaeka

=0

3ToT ¢aiin Bein aBTOMATUYECKW BoccTaHoeaeH, CoxpaHuTe ero, 4Tobbl HE NOTEPATL AaHHBIE. YpanuTe CoxpaHWTb KaK...

~

Q

Pucynok 60 — Knonka CoxpaHuTths Kak

— Bribepute nyHKT KoMaHHOTO MeHto Paiis > CoxpaHuTh Kak (cM. PucyHok 61).

®aiin [lpaeka Beraeka @opmar  MHotpyme

[ Cosgate Ctrl+N

Cozgate no wabaony...

[= Otkpoite. Ctrl+0
HepaesHue nokymeHTH L

= CoxpaHuts Ctrl+5
CoxpaHuTe KaK... F12
ABTOBOCCTAHOBNEHWE L4

Pucynok 61 — [TyHkT koMaH[HOTO MeHI0O COXpaHHTh KaK

2. B okxne CoxpaHHTB KaK:
— Ecmu TpebyeTcsi coxpaHUTh KONHMIO KaK OTAeNbHBIM ¢aiii, BeIOepuTe Marky s
COXPaHeHHs], yKaXkUTe TUI U Ha3BaHUe Pailyia U HaKMuTe KHONKY CoXpaHHUTh.
— FEcmu Tpebyercs 3aMeHMTh KOIMeM WCXOIHBIM daii, BbiOepuTe 3TOT dalil U

HA>XMHUTe KHOIIKY COXP&HI/ITI).

Ecin TpeGyercsi ymanuTh KOIMIO, HaXXMUTe B CTpOKe YBeAOMJIEHHMS 10/l TIaHeJIbIo

WHCTPYMEHTOB KHOTIKY Y gaiuTth (cM. Pucynok 60).
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4.1.11.3 Ilanens «BoccraHoB/IeHHBbIe (aiIbI»

Ecmm xakue-nmubo pe3epBHBIE KOIUH JIOKYMEHTOB He ObITM COXPaHEeHbI WM Y/aleHbl Tak,
KaK 3TO OIKCAHO BBIIIe, OTKpOWTe 1aHeslb BoccraHoBiIeHHBIe Qaiiibl.

J1J1s1 3TOTO BBIIOJIHUTE OIHO U3 CJIeIYIOIINX JIeMCTBUM:

— Bribepure rmyHKT KOMaHAHOrO MeHt0 dPaii1 > ABTOBOCCTaHOBJIeHHe > BoccraHoBieHHbIe

¢aiinel (cm. PrucyHok 62).

®aiin [paeka Bcraska @opmar  Wectpyments Bug  OBwwi poctyn  ognucka

[ Cosgate Ctrl+M .i%l %O Thames |
Cozpate no wabaony...
& K K Y4 AB T
[ OtepwiTs... Ctrl+0
W pudT
HegaeHue gokymeHTs »
Bl CoxpaHute Ctrl+S
CoxpaHuTE Kak... F12
ABTOBOCCTAHOBAEHWE r HacTpoikn aETOBOCCTAHOENEHHA
BoccTaHoeneHHbie daiam
JKCMNOPT..

Pucynok 62 — [Tynkt komaHiHOTO MeHI0 BoccTaHoBiieHHBIe ¢aiibl

— Ha OokoBoil maHend HaXMHUTe  KHOIKY [% (BoccranoBiienHble  (aiibl)

(cm. PucyHok 63).

O6wmid poctyn lMNoanuecka  Cnpaeka

X0 Thames v 14 v AT AT Tr
X K 4 AB - A v £~

WpndT AB3ay CTramn BcTaBka "

~

Q

Pucynok 63 — Knonka BoccranoBsienHbie ¢aiiiibl
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YTOoOBl OTKpBHITh, COXPAaHUTb WM YAAJIUTh PEe3epPBHYIO KOIHIO JIOKYMEHTA, BBIIIOJIHUTE

CJIefyrolye qefCTBUL:

1. HaBemute Kypcop MBIl Ha Ha3BaHHe KOIMWH (CM. PHCcyHOK 64) 1 HOXKMHUTE KHOIIKY

2. B BeimagaroieM crivcke BbibepuTe TpebyeMyto KOMaHTy.

—» BoccTaHoBNEHHble dainbl Q

3TH Gainsl BelAW BOCCTAHOBNEHE NOCHE
ABAPWAHOTO 33KPBITUA NPHACHKEHWA 1
GynyT xpaHuTeca 30 gHeR © gatw
BoCCTaHOBAEHWA, UToG0 He noTepATs
AaHHBIE, COXPaHUTE Hy#HbIE dainsl.

YnaniTe BCe

15:11 CpaBHeHwe Bpay3epoe.docx
15:10 Kakoi 6pay3 Qrkpuite
CoxpaHWThb Kak..

¥aanuth

Pucynok 64 — Koman/ib! yripaBieHust Konvein

OTKpBITH pe3epBHYIO KOIHIO JOKYMEHTa MOXHO Tak)Xe ABOWHBIM I[eJTYKOM MBIIIM 110 ee

HAa3BAHHIO B CIIMCKE.

Ecmm Tpe6yeTc;1 YAdJINTh BCe KOIIMU [JOKYMEHTOB, HAXMUTE KHOIIKY YnaJme BCe

(cm. PucyHok 65).

—» BoccTaHoOBNEHHbIe Gainbl Q

3Ti ainp GeINK BOCCTAHOBNEHE NOCNE
AEAPMAHOrS 3aKPEITUA NPUACHEHWA W
GyayT xpaHuTeca 30 gHed © gatw
BOCCTAHOBAEHWA, UToBr He noTepaTs
ABHHBIE, COXPAHWTE Hy#HEIE Haliikd.

Pucynok 65 — KHonika Y manurth Bce
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4.1.12 3akpeITh daiin

[Tocye 3aBepinenyst paboThl C ¢ailyioM coxpaHuTe ero (CM. pasgen 4.1.7) ¥ 3aKpoiTe OKHO
MIPWIOXKEHHsI OJTHAM U3 CJIeJTyIOIIUX CII0COOO0B:

— Bribepute nmyHKT koMaHAHOrO MeHI0 Paiin > 3akpsbITh (cM. PucyHok 66).

Daitn  [lpaeka Beraeka @opmar VHoTpymed

[ Cosgate Ctrl+N

Cozgate no wabaony...

[= Otkpoite. Ctrl+0
HepaesHue nokymeHTH L

= CoxpaHuts Ctrl+5
CoxpaHuTe KaK... F12
ABTOBOCCTAHOBAEHWE r
IKCNOPT...

CoxpaHute wabnoH...

MapameTpe CTpaHuub Ctrl=Shift+P
=1 Meuartk... Ctrl+P
JaKpbiTh

PucyHnok 66 — [TyHKT KOMaHJTHOTO MeHIO 3aKPbITh

— Haxmure kHOTIKY * (3aKpBITh) B 3ar0JIOBKE OKHA IPWIOXKEHUSI.

— Haxwmure coueranue kiasuil Alt+F4 / 3Cmd+Q.
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4.2 Pabora c TeKcToM

4.2.1 BBog Tekcra

TekcT BBOOUTCS ITPU IOMOIIM KJIAaBUATYpPhl B paboueli 06/1acTH I1aBHOTO OKHA. BBeeHHbIN
TEeKCT MO>KHO B JIt0O0I MOMEHT OTpeJ]JaKTHPOBaTh, YJIaIUTh, COXPAHUTb.

[To ymomuaHuio 1yisi TeKCTa mpuMeHseTcs CTHib OOBIMHBIN (CM. pasnen 4.3.2), KOTOPBIU
rMeeT cJlefiyIoliye TapaMeTpbl:

— Ipudt: XO Thames;

— Pasmep mpudra: 14;

— BroIpaBHMBaHMeE: 110 HIMPUHE;

— Mexcrpounblii uHTepBait: OAUHAPHBIN;

— Orcryn nepso# crpoku: 0;

— MHurepsan 1o ab3ana: 0;

— MHurepsan nocne ab3auna: 0;

— Orcryn cnesa: 0;

— Orcryn copaga: 0.

4.2.1.1 ABTo3amena neduca Ha THpPe

[Ipu BBOJIE TEKCTa TIOJIb30BaTeM OOBIYHO CTABST 3HAK Jiedrca B TeX MeCTaX, Tjie TI0 TpaBUiaM
PYCCKOTO sI3bIKa HEOOXOIMMO CTAaBHUTh THPE, TaK KaK Ha KJIaBUAType 3HaK TUpe OTCYTCTBYeT. B cBsi3u c
9THUM TMIPUIOKEHUe aBTOMAaTHIeCKH 3aMeHsIeT 3HaK Jieduca (-) Ha KOpOTKoe THpe (—), eClii B IOKYMeHTe
nocsesioBatebHO BBOJSTCS TeKCT IIpoben neduc IIpoben texcr IIpooern/Enter/Tab.

Ecim TpeGyercst oTMEHUTDH aBTO3aMeHY, BBITIOHUTe KoMaHay OTMeHHuTh (CM. pa3nent 4.9.1.1).

4.2.1.2 ABTOo3aMeHa KaBEIYCK

Ecimu TekcT BBOAMTCS Ha PYCCKOM WM (ppaHITy3CKOM SI3bIKe, TO KOMITBIOTEPHbIE KABBIYKH
("") aBTOMaTUYECKM 3aMEeHSIIOTCSI Ha GpaHITy3CKUe KaBBIYKHU («»).
Ecimu Tpebyercss oTMEeHWTb aBTO3aMeHy JIeBOW WJIM IIPABOM KaBBIUKW, IIOC/Ie ee BBOJA

BBHITIOJTHUTE KoMaHy OTMenuTh (cM. pazzen 4.9.1.1).
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4.2.2 CHOCKH

CHocka — 3TO CcITpaBOYHas WK MOsSICHUTe IbHAast UHGOPMAIIUsI K CJIOBY MJIM ab3ally TeKCTa.
PaznuuaioT 0ObIYHBIE M KOHIIeBble CHOCKHA. OObIYHBbIE CHOCKH pacIiojiaraloTcsi BHU3Y
CTPAHMIIBL, @ KOHIIeBble CHOCKU — B KOHIIe pa3fiesla WX JJOKyMeHTa.
CHOCKM COCTOSIT U3 CIeAyIOIMX 371eMeHToB (cM. PucyHok 67):
— 3HAK CHOCKM — pacriojiaraeTcsi HeloCpeACTBeHHO MOcje CJIoBa Wiv ab3aia, kK KOTOpoMy
OTHOCHTCS CHOCKQ;
— HOMep U TeKCT CHOCKHM — PacIoJlaraloTCs B KOHIle CTPAHMIIbI, pa3jiesla WK JOKYMeHTa,

[I0J1 TOPU30HTAJIbHOM YepTOH, CIIeYIOIei II0Cie OCHOBHOI'O TEeKCTa.

B TekcTe cHOCOK He nogaep>XruBaeTCA:
— IIOHMCK M 3aMeHd JdHHBIX,
— IIpOBepKa IIPABOIIMCAHHU,

— nobaBiieHre KOMMeHTapyeB.

=2 [Tocne aToro npeanoMxeHUa CTOMT 3HAK CHOCKH' .

1 3a HOMepPOM CHOCKH CTedYeT TeKCT CHOCKH.

CrpaHwvua 1 wz 1

Pucynok 67 — Ilprmep 06bI9HOM CHOCKM
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4.2.2.1 BcTraBuUTBH CHOCKY

B Tekymeit Bepcuu npuinokenus: «MoOduc TekcT» AeHCTBYIOT ciieiyIolye mpaBua:

— Jlisa OOBIYHBIX CHOCOK IIOJIepXKMBAEeTCsl CKBO3HAs HyMepalusi B IIpefiejlax BCero
NOKyMeHTa. [I7sl KOHIIEeBBIX CHOCOK IIOJIepXKUBAeTCsl WM CKBO3HAs HyMepalus, WIN
HyMepalys 10 pa3fiejiaM, ecjii OHa HaCTpOeHa B CTOPOHHEM TeKCTOBOM peflakTope.

— Ilpu Hy™Meparuu OOBIYHBIX CHOCOK HCITONB3YIOTCS apabckue nudpsl. [Ipyu Hymeparuu
KOHIIEBBIX CHOCOK HCHOJb3yercs dopmar i, ii, iii, ... wim dopmaT, BHIOpaHHBIN TpU
paboTe C JOKYMEHTOM B CTOPOHHEM TeKCTOBOM pe/laKTope, eClIM 3TOT ¢opmaT
nojziep>xuBaercs B npusoxxeHun « MoitOduc Tekcr».

— Ilo ymosyaHuio KOHIIEBble CHOCKM 0TOOpakatoTCsl B KOHIle JoKyMeHTa. OToOpaXkeHre B
KOHIle pa3fiena IMOJJepP>KMBAeTCsl, eCJIM OHO HAaCTPOEHO B CTOPOHHEM TeKCTOBOM

penakrTope.

He nomyckaercs no6aBieHre CHOCOK B JiI0Oble 0OBbeKThI, KpoMe TabJuil, B KOMMEeHTapu1

" KOJIOHTUTY/JIBI.

YT06b!I 106aBUTH CHOCKY, BBIIIOJIHUTE CIIeAYIOLe J1efCTBUS:
1. Yxaxwre MecTO AJ1 BCTaBKM CHOCKU OJIHAM U3 CIIeJyIOIINX CII0CODO0B:
— VYcTaHOBHUTE KypCOp MBIIIY B TpeOyeMoe MecTo TeKCTa.
— Broienute pparmeHT Tekcra, ocie KOTOPOro He06X0AUMO BCTaBUTh CHOCKY.
— VYcraHOBUTE KypcOp WM BbIIeJIMTe S4eliKy TaOIuIbl, B KOTOPYIO HeoOXOAWMO
N00aBUTH CHOCKY.
— BrpienuTe nuanasoH syeek, K KOTOPOMY HEOOXOAMMO 1006aBUTh CHOCKY. B maHHOM
Clly4ae 3HaK CHOCKUA OyzleT yCTaHOBJIEH IIOCJle MOCJIeHero CHMBOJIA HIDKHEH

MPaBOM STYENKHU.
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2. Jlo6aBbTe CHOCKY OJIHUM K3 CJIeIYIOIIUX CIIOCOOOB:

Beraeka  @opmar
[  WMzobpameHne..
TekcToBoE None
¢ Qurypa
BEH TabBawua...
Dopryna...
CreunansHee CUMBOAL...
' Paspbie cTpaHMLb
‘= Paspwie pasgena
H#  Howmepa ctpatuy,
H KosoHTumynm
=: OrnaeneHne
¢ Ccoinka..
=l [lepekpectHan ccolnka...
[l  2aknagka...
aE  CHocka
[ KommenTapwii

Bribepute nmyHKT koMaHaHoro meHio BcraBka > CHocka (cMm. Pucynok 68). B

OTKPBIBIIEMCS IIOJAMEHIO BbI6epI/ITe Tp96YEMLIfI THIT CHOCKH.

WMHeTpymeHTH

Ctrl+Enter

Ctrl+K

+

Bug OBwwid poctyn  lNognwcka
KO Thames
X K Y AB
Ul pudT
1
AE CHocka

[i] KoHuesas cHocka

Cnpaeka

Ctrl+Alt+F
Ctrl+Alt+E

r

Pucynok 68 — KomangHoe meHio BecraBka
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— Ha mnasenmu wuHCTpyMeHTOB, B pasjeie BcraBka HaxmuTe KHONKy -==. Ha
OTOOPA3UBILCACA [TAHEIM BCTAaBKU HABEIUTe KypCOp MBIIIM Ha MyHKT A CHOCKa U B

OTKPBIBIIEMCs [I0IMEHIO BelOeprTe TpeOyeMbll TUIl CHOCKM (cM. PucyHok 69).

AaBoBBl AaB6BeI' AaB6BelT ... [jv @ v E] -

3aronceok 2 Jaronceck 3 Jaronceck 4

E Hzobpaxerve..,

IZI TekcToBDE NONe : ~
& owrypa »

FHH  Tagawua.. >
Dopuyna...

E] CneynansHble CUMBOABI... >

o= Paspwie cTpaHuuw

"=  Paspuis pasaena

Homepa cTpanuy,. ¥

@ KonoHTUTy AR ¥

OrnaeneHue

(Ej Coulnka...

=] Nepekpecthan cobinka..

.,,\- Jaknagka...
AE CHocka AE CHocka I} ¥
[i] KoHuesas cHocka I:' KommeHTapui

Pucynok 69 — [1anens BcTaBku

— Haxwmure coueranue kiaBuil Ctrl+Alt+F / ~Option+3Cmd+F, 4To6b1 BCTaBUTH
00bIYHYI0 CHOCKY, Wi codeTanue kiaBuil Ctrl+Alt+E / ~Option+2Cmd+E,

YTOOBI BCTABUTD KOHIIeBYIO CHOCKY.
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3. B ykazaHHOM MecTe JOKYMeHTa OTOOPa3UTCs 3HAaK CHOCKH, @ BHHU3Y CTPAHUIIbI, pa3fieia

HJIN JOKYMEHTa — HOMep CHOCKH. BBQ,[[I/ITE TeKCT CHOCKH II0CJie ee HOMepa.

Ecniv [okymMeHT He COfepXXUT MApPYyTUX CHOCOK, TO TIPU BCTaBKe OOBIYHOM CHOCKe
Ha3HavaeTcs HoMep 1, a KOHIIeBOM CHOCKe — i.

Ecmm  nokymeHT comepXdT OOBIYHBIE CHOCKH, TO OOBIYHOM CHOCKe Ha3Ha4aeTcs
MTOPSIZIKOBBIM HOMEP, COOTBETCTBYIOIIMM ee PpaCIOJIOKEHHI0 OTHOCHUTENBHO JAPYTUX OOBIYHBIX
CHOCOK.

Ecnu nokyMeHT cofiep>XKUT KOHIIeBble CHOCKHU, TO JJIsl KOHIIEBOM CHOCKU:

— mpuMeHsieTcs GOpPMaT CHOCOK TeKYIIero JOKyMeHTa;

— Ha3HA4aeTcs MOPSAKOBBIA HOMEp, COOTBETCTBYIOIIHM ee PACIIONIOXEeHUI0 OTHOCUTENIbHO

APYI'UX KOHIEBBIX CHOCOK.

4.2.2.2 IlepeiiTu K CHOCKe

HpI/I HaBeIeHMHW Hd 3HdK CHOCKHM B OCHOBHOM TeKCTe JOOKYMeHTad OTO6pEl>KEl€TC$I

BCILIbIBaKOIllee OKHO C TeKCTOM CHOCKH (cM. Pucynok 70).

V NyKOoMOpbs Iy 0 3e/EHbIi |
@)Tpusuk M3 No3mMel <PycnaH 1
Nriognnnan,

Ctrl + LUlenkHuTe gnn nepexoga nNo coolike

Pucynoxk 70 — BemibiBaroliiee OKHO € TEKCTOM CHOCKH

YTOoOBI MepelTH K TEeKCTy CHOCKM, HaxkmuTe Ha kiaBuinry Ctrl / $8Cmd u menkaute mo
3HaKy CHOCKU. Kypcop aBTOMaTHuecKy IepeMecTUTCsl B TeKCT CHOCKU B KOHIle CTPaHUIIbI, pa3jiena

HJIN IOKYMEHTa.
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4.2.2.3 KonupoBaTh, BbIpe3aTh H BCTABUTh CHOCKY

CHOCKY MO’KHO KOIHMPOBaTh, BbIpe3aTh U BCTABJIATH (CM. pazzen 4.9.2) B mpejienax OQHOTO

JIOKyMeHTa WK Mexay fokyMeHTamu «MorOduc Tekcry.

He HAOITYCKaAeTCda BCTaBKa CHOCOK B JIIO0bIe 06'I)EKTI)I, Kpome Ta6J'II/III, B KOMMEHTapu" U

KOJIOHTHUTY/JIBI.

BprEBEITb, KOITMPOBAThb U BCTABUTH MOXXHO:
— TEeKCT CO CHOCKOH;

— TOJIBKO CHOCKY — JIA 3TOIr'0 BprE)KI)TE/ CKOHprfITe M BCTaBbTe 3HAK CHOCKH.

HpI/I BCTdBKe€ BbIPpE€3dHHbIX HWJIM CKOIIMPOBAHHBIX CHOCOK ,HeI;'ICTBYIOT Te JXe IIpaBHJId

HyMepadllyH, 9YTO U IIPHU BCTaBKe HOBbIX CHOCOK.

4.2.2.4 PegakTupoBarts 1 popMaTHpPOBATH CHOCKY

Pe,[[aKTI/IpOBaHI/Ie 141 Cl)OpMaTI/IpOBaHI/Ie TEKCTd CHOCKH OCyIIeCTBJIeTCa dHAJIOTUYHO

peaaKTUpPOBAHHUIO U CbOpMaTI/IpOBaHI/IIO OCHOBHOI'O T€KCTd NOKYMeEHT4d.

4.2.2.5 YnanuTb CHOCKY

YTOoOBI yOaNIUTh CHOCKY, BBIIIOJIHUTE OJHO U3 CJIeYIOUIUX JIeWCTBUM:

— YnanuTe 3HaK CHOCKHA B OCHOBHOM TeKCTe JIOKyMeHTa. Homep M TeKCT CHOCKM B KOHIIe
CTPaHMIIBI, pa3jiesia Wi JOKyMeHTa YJIaJIsTCsS aBTOMAaTHYECKH.

— BoienuTe TEKCT CHOCKY WK TTIOMECTUTE KyPCOp B JIF0O0e MecTo TeKCTa CHOCKH B KOHITe
CTPaHMIIBI, pa3fiesia Win JokyMeHTa. lllesikHuTe MpaBoi KHOMKOM MBIIIH U BBITOJHUTE
KOMaHJly KOHTEKCTHOI'O MeHI0 YJaJHMTh CHOCKY. 3HAaK CHOCKA B OCHOBHOM TeKCTe

HAOKYMeHTa YIdJIUTCA daBTOMATHUYECKU.

HpI/I YAaleHNH CHOCKHU HyMepalirsd OCTABIHIMXCS CHOCOK aBTOMATHYeCKH O0OHOBIIIETCS.
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4.2.3 Ccpuiku

B TekcT mokyMeHTa MOKHO 100aBUTh CChUIKY Ha BeO-CTpaHUILy, aJipec 3JIeKTPOHHOM MOYThI

WM paiil.

4.2.3.1 BcTaBUTB CCBLIIKY Ha Be0-CTPAHHUILYy HJIH aJipec 3JIEKTPOHHOM MOYTHI

[Tpunoxenve «MorOduc TekcrT» pacro3HaeT W JenaeT aKTUBHBIMH CCBHUIKH, KOTOPbIE

HayMHAIOTCI ¢ www, http, https, u anekTporHbIe afgpeca.

[Tpumepsr:

www.website.ru,
https://website.com,
http://website.ru,
mailto:user@domain.ru,

user.name@domain.com.

Ccpuika Tuma Mmailto:user@domain.ru MoKeT TakKe CoAepKaTb TeMy, TEKCT MHUChbMa U

QJICKTPOHHBIC aApCCa IJIsA OTIIPABKU KOIIMHU U CKpBITOﬁ KOITUH. HaHpHMep:
mailto:user@domain.ru?subject=This%620is%20the%20subject&cc=user2@domain.ru&body
=This%20is%20the%20body.

Yto0ObI M3bexxaTh OMIKMOOK HpU Iepexofe 1o ccbuikaM, B URL pekomenayeTcs yka3blBaTh

npotokos. Hanpumep: http://website.ru.

Ccbuika MoxkeT 0TobpaXkaTbCsl B JOKyMeHTe B BUJIE:

URL — nanpumep, http://www.website.ru;

TeKCTad — HallppuMep, CCbLJIKAd.

Y1o6Bl 106aBUTH B JIOKyMeHT CChUIKY B Buae URL, BBIOJIHWTE OJHO W3 CleAyOIINX

JIeUCTBUMH:

BBenuTe ccbuiky BpyuHyto U HaxkmuTe KiaBuilly IIpo6en iy Enter Ha kiaBuarype.
CkomnupyiTe CCBIIKY M3 MCTOYHHKA, BCTaBbTe B TpebyemMoe MeCTO IOKYMeHTa U
HaxkxmuTe kiiaBuiny IIpo6en vy Enter Ha kiaBuartype.

CkomnupyiTe CCBUIKY M3 MCTOYHMKA, YCTAHOBUTE Kypcop B TpeOyeMOM MecTe

IoKyMeHTa U HaxkmuTe codetranre kiaBui Ctrl+Shift+V / {Shift+3Cmd+V.
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YTo6bI 106aBUTH B IOKYMEHT CCBIJIKY B BHIe TeKCTa, BBIIIOJHUTE CJeyIoIIue JeHCTBUS:
1. CkomupyiTe CCbUIKY U3 HCTOYHUKA.
2. VYKaxuTe MeCTO Il BCTaBKU CChUIKM OJIHUM U3 CJIeJIyIOLIMX CIIOCOOOB:

— Yto6bI 0pOpMUTH KaK CCHUIKY HalleyaTaHHOe CJI0BO, YCTAHOBUTE B HEr'O KYpCOp WK
BBIJIeJTUTE ero MeJIMKOM. YToObl 0pOPMUTH KaK CCHUIKY HalledaTaHHbIA (pparMeHT
TeKCTa, BBIJIEJIUTE ero IeJIMKOM.

— Yro06bI 106aBUTH B IOKYMEHT ellle He HalledaTaHHOe CJIOBO WM GparMeHT TeKCTa CO
CCBUIKOM, yCTaHOBUTe Kypcop B TpebyeMoe MecTo AokyMmeHTa. Ecim ciioBo wmu
dparMeHT TeKCTa CO CChUIKOM TpeOyeTcsl BCTaBUThb B IYCTYIO SIYEMKY TaOJIMILBI,
BbIIeJIUTe OTYy S4YelKy WIA YCTaHOBUTEe B Hee KypCop.

3. BrinonHuTe KOMaHly BCTaBKU CCBUIKK OJJHUM U3 CJIEYIOIIHUX CIIOCODOOB:

— Bruibepute nyHkT koMaHaHOTO MeHio BeraBka > Ccebuika (cM. Pucynok 71).

Beraeka @opmatr  WHotpymentm  Bug O

NzobpameHue..,
TekcToBOE NOne

&) ourypa 4
BEH TabGawua...

() dopmyna..

CneynansHele CUMBOAL...

'5  Paspeie cTpaHuusl Ctrl+Enter
'= Paspuie pasgena

I Homepa ctpaHuy, 3
B KonsoHTuTyw r
=: OrnasneHne

7 Ccmnka.. Ctrl+K

=1 [lepekpecTHan ccoliKa...

[[]  3aknagka..

aE  CHocka »
= Kommentapuii

B fara

(L) Bpems

Pucynok 71 — ITynkTt komangHOoro MeHto CchLIka
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— Ha nanermu uHCTpyMeHTOB, B paszienie BeraBka HaXMUTe KHOTIKY == (cM. PucyHok 72).

Ha oTo6pasuBIeiics MaHe/Iu BCTABKU HaXKMHUTe KHOTKY ¢~ CChLIKa.

I
Hy 4 @ &

AaboB AaBoB1 AaBéBsel ...

Jaro..ok 1 3aro..ok 2 3aro..ok 3

[

L

®

=] @ E

g

||v|:

i Gy

&

=]

11

Wzobpamenne..,
TekcToBODE NONe

Durypa

Tabnauua...

Dopuyna...

'CI'IE'LI,MEJ'II:-HI:IE' CHUMBONBL...

Pazpbie cTpaHuLp
Paspuie pazaena
Homepa cTpanvy,.
KonoHTUTY AR

CirnagneHme

Coulnka..,

N

MepekpecTHan CopIKa..,

Pucynoxk 72 — [1anens BcTaBKU

— H_IEJI‘IKOM npaBoﬁ KHOIIKM MBIIIH OTKpOfITe KOHTeKCTHOe MeHIO K BELIIIOJIHUTE

KOMaHy BcraBurnb CCBLIKY.

— Haxwmure coderanue knaBuin Ctrl+K / $Cmd+K Ha kiiaBuatype.

4. B oxue BcraBuTh ccbuIKy (cM. PucyHok 73):

— Ecnu none Anpec He 3amoiHeHO, BCTaBbTe B Hero cchbulky. Ilo ymomyanuio B mose

A.upec dBTOMAaTH4YeCKU IIOJICTaBJIIeTCA CCBhbLIKA, CKOIIMPOBAHHAA M3 MCTOYHHKA Ha

IIepBOM Iiidre.
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— FEcm none TekcT He 3amojiHeHO, BBeuUTe B Hero TeKCT, KOTOPbIM Oyner
oTobpaxaTbCcsi BMecTo cChUIKU. [lo ymomuanuio B mosne Tekcr aBTOMaThyecku
MO/ICTABJISIETCSI CJIOBO, HAa KOTOPOM YCTAHOBJIEH KYpCOp, BblJleJIeHHOe CJIOBO WU
BbIJIeJIeHHbIA (pparMeHT TeKCTa.

— Haxwmure kHonIKy OK.

BcTaenTe coulnky X

TewcT:

MoirOdunc b4

Appec:

https://myoffice.ru/ ot Buibpate dain...

Hepaenwe dainb:
ﬂ Hoewill aokymedT.docx

m Hoewili aokymedT.doc

PucyHnok 73 — OxkHo BcTaBUTB CCBUIKY

4.2.3.2 BcraBUTB CCBLIKY Ha ¢aiii

B [OKyMeHT MOXHO BCTaBUTb CChUIKY Ha ¢ailyl, KOTOpBIM pPaCIONIOXKeH Ha TeKylleM
KOMITbIOTEpe WX B ceTeBoM mnarnke. CcbUlka MOXKeT yKa3bIBaTh Ha ai iroboro popmara.
Ccbuika MOXKeT 0TOOpaXkaThCsl B IOKyMeHTe B BUJIE:
— Ilytu k ¢ainy — vanpumep, C:\Users\User\Documents\@aiin.docx (OC Windows) wiu
/Users/User/Downloads/®atin.docx (macOS).

— Tekcra — Hanpumep, ccbiika Ha dani. TekCT CChbUIKM MOXHO yKa3aTh WM B TeKCTe

OOKYMEeHTa, WJIN U B OKHE BCTABKU CCBIJIKH.
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Y0661 106ABUTH B JOKYMEHT CChIJIKY Ha ¢ail, BHITIOJTHUTE CIeqyIolne IeUCTBUS:
1. VkaxuTe MeCTO /1Jis BCTABKU CCHUIKH OJTHUM M3 CJIeYIOIINX CIIOCOOOB:

— Yrto6bI 0pOpMUTH KaK CCHUIKY HalleyaTaHHOe CJI0BO, YCTAHOBUTE B HEI'O KYpCOp WK
BbIJIEJIUTE ero HeaukoM. YTobbl opOpMUTh KaK CChUIKY HalledaTaHHBbIM ¢parMeHT
TEeKCTa, BbIJICJIUTE ero IIeJIMKOM,

— YtoOBI 106aBUTH B IOKYMEHT ellle He HalledaTaHHOe CJIOBO WX ¢dparMeHT TeKCTa CO
CCBUIKOM, yCTaHOBHTE Kypcop B TpebyeMoe MecTo AokyMmeHTa. Ecimm cioBo wimu
dparMeHT TeKCTa CO CChUIKOM TpeOyeTcsl BCTaBUTb B NMYCTYIO SiUEWKY TaOJIUIIb,
BbIJIEJIUTE 3Ty SIYeMKy WIA yCTaHOBUTE B Hee Kypcop.

2. BpblinonHUTe KOMaH/1y BCTaBKU CCHUIKM OJTHUM U3 CJIeAYIOIIUX CII0COOO0B:

— Broibepute nyHkT koMaHaHOTO MeHio BeraBka > Ccebuika (cM. PucyHok 74).

Bcragka Qopmar  Wecrpymentm  Bug O

Wsobpametue..,
TekcToBoe none

&) Ourypa b
BEH Tabawua...

() Dopwmyna...

CneupansHee CUMEDALL..,

' Paspeie cTpaHuusl Ctrl+Enter
'= Paspeie pazaena

H  Homepa cTpanuy, r
B KonoHTuTyw r
=: OrnaeneHune

¢ Ccmnka... Ctrl+K

=l [lepekpecTHan ccolika..,

Jaknagka...

AE  CHocka k
= Kommentapuii

B fdara

(L) Bpemn

Pucynok 74 — Ilyukt komanaHoro medio Ccbuika
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— Ha nanenu uHcTpyMeHTOB, B paszierie BeraBka HOXMUTe KHOIIKY === (cM. PrucyHok 75).

Ha oTo6pasuBIeiics MaHe/Iu BCTABKU HaXKMHUTe KHOTKY ¢~ CChLIKa.

AaboB AaBoB1 AaBéBsel ...

Jaro..ok 1 3aro..ok 2 3aro..ok 3

[

L

®
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g

||v|:

i Gy
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=]
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Hy 4 @

Wzobpamenne..,

TekcToBODE NONe

Durypa

Tabnauua...

Dopryaa...

'CI'IE'LI,MHJ'II:-HI:-IE' CHUMBONBL...

Pazpbie cTpaHuLp
Paspuie pazaena
Homepa cTpanvy,.
KonoHTUTY AR

CirnagneHme

Coulnka..,

N

MepekpecTHan CopIKa..,

Pucynok 75 — [1anenb BCTaBKU

e |

—

— H_IEJI‘IKOM HpaBOﬁ KHOIIKM MBIIIH OTKpOI:ITE KOHTeKCTHOe MeHIO K BELIIIOJIHUTE

KOMaHy BcraBurnb CCBLIKY.

— Haxwmure coderanue knaBuin Ctrl+K / $Cmd+K Ha kiiaBuatype.

3. B okne BcraBuTh cchUIKy (cM. PucyHok 76) BbibGepuTe ¢aiii, Ha KOTOpPbLIM TpebyeTcs

BCTAaBUTL CCBUIKY, OOHHUM M3 CIIeyIOINX CIrocoboB:

— Bribepute ¢aiin u3 cnrcka HemaBuue ¢aiinbl. B aTom crivcke otobpakarorcst 50

nocJyieIHNX (pansoB, KOTOpble OTKPBIBAJIMCH B NpuiioxeHUsx «MonOduc Tekcry,

«MonOduc Tabmuna» u «MoinOduc IIpezenTanusy».
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— Bribepute daiin ¢ moMoripio gaioBoro MeHemkepa. s 3Toro Ha)kKMUTE KHOIIKY

BriopaTts ¢ari.

Beraente coblnky >

TewcT:

CCeLIKE Ha Gaiin .

Anpec:

‘ | Bribpate daiin...

HegaBune daitne:
Hoean npeseHTauma. pptx
ﬂ Hoean Tabavuga.xlsx:

ﬂ Hoewid gokymenT.docx

OK OTMmeHa

Pucynok 76 — OxkHo BcTaBUTB CCBUIKY

4. FEcmm ccpuika JOJDKHA OTOOpaXkaTbCs B BHjle TeKCTa U mosie TekcT He 3amlojHeHo,
BBeuTe Tpebyemblii TekcT. Ilo ymomuanuio B mosie TekcT aBTOMarudecku
IIOJICTaBJISIeTCSl CJIOBO, HAa KOTOPOM YCTaHOBJIEH KYpCOp, BbljieJIeHHOe CJIOBO WU
Bbl/leJIeHHbIM (PparMeHT TeKCTa.

5. Haxwmwure kHonky OK.

4.2.3.3 BricTpas BCTaBKa CCHLIKH

B HameuyaTaHHBIM TEeKCT MOXHO OBICTPO J00aBUTH CCHUIKY Ha Beb-CTpaHHILy, ajipec

3JIeKTPOHHOU MOYThI UM aiil.
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Jlyist OBICTPOM BCTAaBKU IOAJIEPXKUBAIOTCS CJIeIIOIIMe BUJIbI CCHUJIOK HA JIOKaJbHbIE U
ceTeBble QanJIbl:

— file:///C:/Users/User/Documents/®aitn.docx

— smb://192.168.1.1/Files/®aiin.docx

—  ftp://Guest@127.0.0.1/share/FTP/®aitn.docx

—  sftp://Guest@127.0.0.1/share/FTP/®aiin.docx

[Tonnep>xyBaemMble BUAIBI CCHIJIOK HA BeO-CTpaHUIIBl U a/ipeca 3JIeKTPOHHOM IIOYTHI OIIMCAHbI
B pazgene 4.2.3.1.
Yro6bl OBICTPO [0OAaBUTH CCBUIKY B HalleYaTaHHBIM TeKCT, BBIIIOJIHUTE ClelylolIye
JeUCTBUS:
1. Cxonmpy¥iTe CCBIIKY.
2. UYtobpl 0POpPMUTH KaK CCBUIKY HalledaTaHHOe CJI0BO, YCTAaHOBUTe B HEro Kypcop Wiv
BbIJIeJIUTe ero IeiaukoM. YTobbl O0pOpPMUTHL KaK CCBUIKY HalledaTaHHBIM ¢parMeHT
TEKCTa, BBIJIEJIUTE €r0 IeJINKOM.

3. Haxmure coderauue xiasuil Ctrl+Shift+V / {iShift+:Cmd+V.

4.2.3.4 IlepeiiTu no cchLIKe

YToOBI ITepeiTH 110 CChIIKe, BHIIOJIHUTE OHO U3 CJIeAYIOMINX JIeHCTBUM:
— IllenkuuTe 1O CcChUIKe, yaepxkuBas HaxkaTtou kiapuiry Ctrl / $8Cmd.

— YcraHoBure KYPCOp Ha CCBUIKY U Ha’>KMHUTE KIIdBUIITY Enter.

Beb6-ccbuiku OTKpBIBAIOTCS B Opay3epe, KOTOPBIM MCIO/Ib3yeTCs B ONepallMOHHOW cHhCTeMe
10 YMOJIYaHHUIO.

@aiinel oTKpbIBatOTCS B npwioxkeHusx «MonOduc Tekcr», «MoitOduc Tabmuma» u
«MoiiOduc I[lpezentamms». Eciu popmar daitia He mojjepXuBaeTcs, TO OH OTKPbIBAeTCS B
IIPUJIOXKEHHH, KOTOpOe MCIIONIb3yeTCs B ONEepalMOHHONW CHCTeMe I10 YMOJIYaHHIO [yt paboThl C
¢aitiaMu cooTBeTCTBYIOIIero ¢popmara.

ITpu mepexozie MmO CChUIKe HAa 3JIEKTPOHHBIM aJipeC OTKPBIBAeTCSl IOYTOBAasl IMIPOrpaMMa,
KOTOpasl HCIIOJIb3yeTCss B OIepallMOHHOM CHUCTeMe II0 yMoyldaHuio. B paHHON mporpamme

dBTOMAaTH4YeCKHU CO30deTCsd HOBOe IMMCbMO, B KOTOPOe KOIIMPYIOTCA JaHHbIe, YKa3aHHbIe B CCBLJIKe.

4.2.3.5 KonnupoBaTh CCBUIKY
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YToOBl CKOMMPOBATh CCHUIKY, IEJKHUTEe MO Hell MpaBOM KHOIKON MBIIIA U BBIIIOJIHUTE

KOMaH/y KOHTeKCTHOro MeHio KonmpoBaTh ajipec cChUIKH.

4.2.3.6 PeqakTHpOBaTh CCHUIKY

YToObI peJlakTHPOBATh CCHIIKY, BHIIIOJIHUATE CJIeAYIOIIre AeiCTBUSL:
1. YcraHoBuTe Kypcop Ha CChUIKY WX BbIIEJIUTE YaCTh CChUIKH/CCBIIKY IIeJTMKOM.
2. OTkpouTe OKHO peJaKTUPOBAHUsS CCHUIKH OJTHUM U3 CJIEIyIONIHUX CIIOCOOOB:
— Bribepute myHKT KoMaHHOTO MeHI0 BeraBka > Cebuika (cMm. PucyHok 74).
— Ha nanemu vHCTpyMeHTOB, B pa3zienie BcraBka HakmuTe KHOIIKY ¢ (cM. PucyHok 75).
Ha oTo6pasuBIieiica aHeIM BCTABKY HAXXMHTe KHONKY ¢~/ CChUIKA.
— HlemukoM mpaBOi KHOIMKU MBIIIA OTKPOMTEe KOHTEKCTHOE MEHIO U BBIIOJIHUATE
KoMaH[y PerakTHpoBaTh CCHUIKY.
— Haxwmure coderanue knaBuin Ctrl+K / 8Cmd+K.
3. B okne PemakTupoBarth cchuIKy (cM. Pucynok 77) BHecuTe TpeOyemble U3MeHEHUS B
TEKCT U aJipec CChUIKHU.

4. Haxwmure kHonky OK.

PegakTuposate cobinky >

Tewcr:

MoROdwc >

Appec:

htt ps:,-’,-’myofﬁce.ru}i x Bribpatk daiin...

Hepasnwe daine:
Hoean npeseHTaumA. ppte
u Hoeaa Tabamya.xlsx

ﬂ HoswiA gokymeHT.docx

¥aanuTe ccelaky “ OTmeHa

Pucynok 77 — OxHo PemakTHpoBaTh CCHLUIKY
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4.2.3.7 Y manuTh CCBLUIKY

CchUIKY MOXHO YJalIWTh C IMOMOIIbI0 OKHA PeIaKTUPOBAHUSI WM KOHTEKCTHOTO MEHIO.
Ccpuika ynansercs: 6e3 TekcTa, KOTOPbIN ee COepXKHT.
YroObl yHoalUTh CCBIIKY C IIOMOULIBI0 OKHA peAaKTUPOBaHUs, BBHIIIOJIHWTE Cllefyollye
JeCTBUS:
1. YcraHoBuTe Kypcop Ha CChUIKY WJIM BbIAEJIUTE YaCTh CChUIKU/CCBIIKY IeJIUKOM.
2. OTKpo#Te OKHO pefaKTUPOBAHHS CChIJIKUA OJIHUM U3 CJIeIyIOIINX CII0COOO0B:
— Bribepute myHKT KoMaHHOTO MeHI0 BeraBka > Ceblika (cMm. PucyHok 74).
— Ha nanemu vHCTpyMeHTOB, B pa3zierne BecraBka HakmuTe KHOIIKY ¢ (cM. Pucynok 75).
Ha oToGpasuBIIeiCs TaHe BCTaBKH HAXKMUTE KHOTIKY ¢/ CChUIKa.
— IlemykoM MpaBOM KHONKH MBI OTKPOHTE KOHTEKCTHOe MEHIO UM BBIOJIHHATE
KoMaH/ly PelakTHpPOBaTh CCBLIKY.
— Haxwmure coueranue kiasuil Ctrl+K / 8Cmd+K.

3. B okne PegakTHpoBaTh CCHUIKY (CM. PHCyHOK 77) HOKMUTE KHOTIKY Y AQJIUTh CChUIKY.

YToOB! yAQIUTB CCHUIKY C IIOMOIIBI0 KOHTEKCTHOI'O MEHIO, BBIITOJIHUTE CIIefYIOlye NeHCTBUS:
1. YcraHoBuTe KypCOp Ha CCBUIKY WJIM BBIJIEJIUTE YaCTb CCBIIKU/CCBIIKY IIEJIMKOM.
2. IllemykoM 1paBoO¥ KHOIKYU MBIIIM OTKPOWTe KOHTEKCTHOEe MEeHIO U BBHIIIOJHUTEe KOMaHly

YaanuTh CCBLIKY.

YTOOBI yIAIUTL OTHOBPEMEHHO HECKOJIBKO CCBIJIOK, BBIIIOJIHUTE CJIeyIOII1e IeHCTBUS:
1. Brimenurte pparmMeHT TeKCTa, B KOTOPOM COZEpPXKaTCs JaHHbIe CCHIIKH.
2. IllemyxoM 1paBoO¥ KHOIKH MBIIIM OTKPOWTe KOHTEKCTHOe MEeHIO U BBIIIOJHUTEe KOMaHly

YnaauTh CCBLIKH.

Ecmu Tpe6yeTca YAAJINTb CCBUIKY BMeCTe C TEKCTOM, KOTOprfI ee COAep’KUT, yAdJINTe ee KdK

OOBIUHBIN TeKCT (cM. pa3zen 4.2.10).
4.2.3.8 CoueTanus KJIaBHII JJIS1 IepeMellleHUsI MeXIy 3JileMeHTaMH OKHa

B Ta6m/1ue 5 NpeacTaBJIeHbl COYeTdHUA KJIaBUII, KOTOpble MOXHO HWCIIOJIb30BATb [JIS

GBICTPOFO rnepemMenieHusd Mexay sJIeMeHTaMH OKHd BCTaBKU/ pPedaKTUPOBAHHS CCBIJIKH.
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Tab6smna 5 - CoueTaHus KJIaBHIII

JeiicTBHe Coueranne kiaaBum | CodyeranHue KJIaBHII
B OC Windows B macOS

OTKpBITH OKHO Ctrl+K % Cmd+K
I[TepeiiTH K criefyroleMy 371eMeHTY OKHa Tab Tab
[lepefiTi K IpeAbIAYIIEMY 37IeMEeHTy OKHa Shift+Tab f Shift+Tab
Haxatb kHoniky Beropars ¢aiin i OK [TpoGen [Ipoben
Haxatp kHonky OK He3aBHCHMO OT TOTO, KaKOi JJIeMeHT

N Enter ~ Enter
OKHa BbIOpaH B JAHHBIN MOMEHT
[lepeiity K crenyronieMy/npeabInyeMy Gpaiiny B CIIUCKe Lut Lut
HepnaBuue ¢aiinnt
[TepetiTu k mepBoMy daitity B crivicke HeraBHue ¢aityibl Home Fn + «
Helzenm K nocienHeMy ¢arity B ciivicke HegaBHue End Fr+ —
daiinnt
Bribpats ¢aiin B crivicke HegaBHue daiiibl [Ipo6en IIpo6en
3aKpBITb OKHO Esc Esc
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4.2.4 IlepexpecTHBIe CCHUIKH

[TepekpecTHasi cCbUIKa — 3TO CChUIKA Ha 3JIeMeHT, KOTOPBIM pacrojioXKeH B JIPYro¥ 4acTu

JOKyYMEHTd.

B npunoxenun «MonOduc TekcT» MOXHO cO3/1aTh CCBUIKYy Ha 3arojIoBOK

(cM. pasmen 4.10.6.1), myHKT HymepoBaHHOrO cmucka (cMm. pazmen 4.3.10) wid 3akjajiky

(cMm. paznen 4.2.5).

B Tekymieil BepcMy TpPWIOXKeHHs HeJOCTyIHa paboTa C IepeKpecTHbIMHU CChIIKaMU

Heroziep>KuBaeMoro Turma (CHOCKa, KOHIIeBasi CHOCKa, pUCYHOK, Tabuuiia, GpopMyria), CO3TaHHBIMU

B CTOPOHHHUX peJaKTOpax.

4.2.4.1 BcraBuTh nIepeKpecTHYI0 CCBLIKY

YTto0bbI CO31aTh IepeKpeCTHYI CCbUIKY, BbIIIOJIHUTE CllieJyroniye JIEeUCTBUS:

1.

YcrasoBure KypCOp B TO MeCTO OOKYMeHTa, Kylld HE‘O6XO)II/IMO BCTAdBUTD II€PEKPEeCTHYIO

CCBUIKY.

OTkpoiiTe OKHO pabOThI C IepeKPeCTHbIMUA CChUIKAMHU OJIHUM U3 CJIeIyIOIIUX CIIOCOOOB:

— DBruibepute nyHKT komaHgHOoro MeHI0 BceraBka > IlepekpecTHas cchbuIKa

(cm. PucyHok 78).

Bcragka Qopmar  Wecrpymentm  Bug O

B QHm@

oy
\_ﬁ_)

1C

1] '[

m +#

By

!

WzobpaxeHne..,

TekcToBoe none

Durypa

Tabauua...
Dopnyaa...

CI'IE'LI,H-E.ﬂbeIE' CHUMECAE...

Paspeie cTpaHuus
Paspuie pasgena
Howmepa cTpanuy,
KonoHTWTYABI

OrnaeneHwe

Ccuinga...

MepekpecTHan cowaka...

Ctrl+Enter

Ctrl+K

Pucynok 78 — KomangHoe menio BecraBka
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— Ha nanerm uHCTpyMeHTOB, B paszieie BeraBka HaxkmuTe KHOIKY === (cM. PucyHok 79).

Ha oTo6pasuBIneiicsa MaHe i BCTaBKK HakKMKTe KHOTIKy = | [lepeKkpecTHasi CChLIKa.

AabbB AaBoB1 AaBéBsl .. [« 12 v [=) [
Jaro..ok 1 Jaro..ok 2 Jaro.ok 3 L !
E Wzobpamenne.., -~
III TekcToBODE NONe
& durypa , |9
HH  TaBauua.. »
@ Dopuyna...
E] CneyransHbIe CHIMBOAR,.. >
= Pasprie cTpaHuum
'/ Paspwis pasaena
Homepa cTpanvy,. ¥
Q KonoHTUTY AR ¥
OrnaeneHune
(Ej Comnka..,

=| MepekpectHan cowinka..,
" Jaknagka..
AE CHocka ¥

[:' KommeHTapuid

Data
@ Epenmna

Pucynoxk 79 — [1anenb BcTaBKU
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3. B oxue IlepexkpecrHas ccbuika (cm. Pucynok 80), B Bwimajaromem crvcke Tum
CCBUIKH BbIOEpUTe THUI 3JIeMeHTa, Ha KOTOPbIM Oy/leT yKa3blBaTh CChIJIKAa: 3aroJI0BOK,
HymepoBanubIii cmmcok wid 3akjiaanka. Eciu TpebyeTcsi yCTaHOBHTH CCBUIKY Ha
CUCTeMHYIO 3aKaaky (cM. pasmen 4.2.5.3), B HU)KHeM YacTH OKHA MOCTaBbTe (IiaXkok

IToxa3zaTh cUCTEeMHEIe 3aKJIdIKH.

MepekpecTHan coblnka et

Twn cowakm:

JaronoBok v

CownaTecA Ha:

3aronosok 1
3aronosok 2

3aronoeok 3

BecraenTe CCbINKY Ha.

TekcT 3aronoBKa W

BcraBute OTMEHWUTL

Pucynoxk 80 — Okno IlepekpecTHas cchUIKa

4. B none CchuIaThCsl HA BhIOEpUTe KOHKPETHBIN 37IeMeHT, Ha KOTOPBIA Oy/leT yKa3biBaTh
CChUTKA. B manHOM mosie aBTOMaTHdecku GpOpMHUPYyeTcsl CIIMCOK BCeX 3JIEMEHTOB TOTO
THIIA, KOTOPBIM ObUT BHIOpAH Ha MpeIbIAyIIeM IIare.

5. B Brimaparomem crucke BCTaBHTBH CCBUIKY Ha YKaXXUTE YHUCJIOBOE WM TEKCTOBOE
3HaueHue repeKpecTHON CChUTKU (cM. Tabmuiy 6). Crucok 3HauYeHU 3aBUCHT OT THIIA
3JIeMeHTa, BbIOPaHHOTO paHee.

6. Haxmure kHONIKYy BCTaBHTSE.
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Tao6smna 6 — 3HaueHHs IepeKPecTHHIX CChLIIOK

DJieMeHT 3HaueHnue

3aroJI0BOK — Texcr 3arosioBKka — TeKCT 3ar0JIOBKa.

— Homep cTpaHunbI — HOMep CTPaHUIIBI, HA KOTOPOM paclooXeH
BbIOpaHHBIN 3aT0JIOBOK.

— Howmep 3arosoBka (KpaTkwii) — KpaTKHil HOMEp 3aroJioBKa,
SIBJISIFOILIErOCsI ITYHKTOM MHOI'OYPOBHeBoOro cnvicka. Hanpumep, ccelika
Ha 3arojIoBOK ¢ HoMepoM l.c.ii 6yJieT rpesicTaB/ieHa Kak ii.

— Howmep 3aronoBka (IOIHBIH) — TOJTHBIA HOMEP 3aTr0JIOBKA,
SIBJISIIOIIEr0Cs TyHKTOM MHOTOYPOBHeBOro ciivcka. Harpumep, 1.c.ii.

—  Belre/mmxe — CJIOBO «BBbIIIe», eCJIk 3ar'0JIOBOK HAXOJHUTCs BEIIIIE
HepereCTHOﬁ CCBIJIKH, UK «HHXKe)», eCJIHM 3aI'0JIOBOK HaXOJUTCA HHXKe
HEPEKPECTHOﬁ ccpiiky. ITomoskeHue 3arojioBKa orpenensaeTcsa
dBTOMAaTHU4YeCKH.

HymepoBaHHBIl criMCOK — HomMep cTpaHMIBI — HOMep CTpaHUIlbl, HA KOTOPOM pacIoyioXeH
BLIOpAHHBIN MYHKT CIHCKA.

— Howmep 31emenTa cicka (KpaTKHii) — KpaTKUH HOMep ITyHKTa
MHOTOYpOBHeBOT0 cnrcka. Hanpumep, HoMep myHkTa l.c.ii 6ynet
Mpe/iCTaBJIeH Kak ii.

— Howmep anemenTa cnucka (IOJHBIIN) — TOJTHBINA HOMep ITyHKTa
MHOTOYPOBHEBOTO cIiicka. Hampumep, 1.c.ii.

— Texcr 3;1eMeHTa CIIMCKA — TEKCT ITYHKTAa CITMCKa.

— Beie/HmKe — CJIOBO «BbIIIE», eCJIk ITYHKT CITMCKAd HAaXOJWUTCA BbIIIe
HEPEerCTHOﬁ CCBbUIKH, W «HUXKEe», eCJI ITYHKT CITMCKAd HaXOJUTCA
HIMXe HepeKPECTHOﬁ ccolku. TTonoxkenue ITYHKTa CITMCKa OIlpeaeiseTcsa
dBTOMATH4YeCKH.

3akiagka — Texct 3axymagky — pparMeHT TeKCTa, Ha KOTOPOM YCTaHOBJIeHa
3akjazika. JlaHHOe 3HaueHre MOXHO BbIOPATh TOJIBKO JIIsl 3aKJIAIKH,
KOTOpasl yCTaHOBJIEHA Ha BhIJIEJIEHHOM TeKCTe, a He Ha TOJI0XKeHU!

Kypcopa.

— Homep cTpanunsl — HOMep CTpaHMIIbI, HA KOTOPOM pacroioXeHa
3aKyIazika.

— Howmep 31emenTa cicka (KpaTKHii) — KpaTKUH HOMep ITyHKTa
MHOT'OYPOBHEBOTI'0 CIIMCKA, HA KOTOPOM yCTaHOBJIEHA 3aKJIaJIKa.
Hamnpumep, Homep nynkTa 1.c.ii 6ymeT npeicrasieH Kax ii.

— Howmep 3emenTa cnucka (IOJIHBIIN) — TOJTHBINA HOMEp ITyHKTA
MHOT'OYPOBHEBOTI'0 CIIMCKA, HA KOTOPOM yCTaHOBJIEHA 3aKJIaJIKa.
Hanpuwmep, 1.c.ii.

—  Bple/HmKe — CJIOBO «BBIIIey», €CJIA 3aKjIagKa HaXOOUTCS BhIIIIe
MepPeKpeCTHON CCBUTKH, WK «HIDKE», eCII 3aKJIaJika HaXOJUTCS HIDKe
nepeKkpecTHOM cchiku. [lomoxkeHre 3aKIa Ky OIpeiesisieTcs
aBTOMAaTHYeCKH.
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Ecmm IepekpeCTHdsd CCblJIKA YCTaHOBJIEHA HEKOPPEKTHO, BMECTO 3HA4YeHHs CCbLIJIKU

oTobOpakaeTcsi CUMBOJT #.

AHasornyHbIM 06pa3oM BCTaBbTe B IOKYMEHT JIpyI'He [lepeKpecTHble CChUIKU.
OxHO paboThl CO CChIIKaMU He 6JIOKMpYyeT paboTy C IJIaBHBIM OKHOM IpUjIoKeHHus. UToOb!

3dKPbITb IdHHOE OKHO, HA>)XMHUTEe KHOIIKY *_B ero 3aroJjioBKe.

4.2.4.2 IlepeiiTu o cChLIKE

YToOb! IepelTH 10 CChIIKe, IeJIKHUTE 110 Hel, yaepxuBas Haxkatou kiasuiry Ctrl / $eCmd.

4.2.4.3 OOHOBUTH epeKpecTHhIEe CChLIIKHU

O6HoBIEHHEe IepeKpeCTHbIX CCBLIIOK OCYyHIeCTBJIIeTCS dBTOMATUYECKU.

4.2.4.4 I3MeHUTH NIepeKPeCTHYI0 CCBUIKY

YToOBI M3MEHHUTh CYILIeCTBYIOIIYIO IepeKpeCTHYI CCBbUIKY, YAdJINTEe ee TdK, KdK OIIMCdHO

HIXe, ¥ 100aBbTe HOBYIO [TIepeKPeCTHYIO CChUIKY TaK, KaK OIMCAHO BBIIIIe.
4.2.4.5 YnanuTh nepeKpecTHYI0 CChLIKY

UYToOBbl yAalUTh TEepeKpecTHYI0 CChUIKY, BBbIIEIUTEe ee INeJIYKOM MBI U HaXMHUTe

kiiaBuily Delete Ha kiaBUartype.
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4.2.5 3axkiaagku

3akmanku B npunoxennd «MorOduc TekcT» aHaIOTHYHBI 3aK/IajIkaM B OOBIYHOM KHWTE.
Onu mnomoraloT OBbICTPO BepHYTbCS K BaXXHbIM MeCTaM B JJOKyMeHTe. 3akJIaJIKu MOXXHO
yCTaHaBJIMBATh Ha ¢pparMeHTax TeKCTa, TaOIMUIAX U UX dJjleMeHTax (CTpoKax, CTOJOIaX, syerkKax),

I/I306pa)KEHI/I$IX " KOJIOHTUTYJIaX.

4.2.5.1 BcraBUTb 3aKIaiKy

YToObI BCTaBUTH 3aKJIa/IKy B JOKYMEHT, BBIIIOJIHWATE ClleAyIole 1eHCTBUS:

1. YcranoBute Kypcop B Tpebyemoe MeCTO IOKyMeHTa WX BbljiesiuTe 00BeKT, Ha KOTOPOM
HY>KHO YCTaHOBUTb 3aKJIAfKY.

2. BbinonHATe KOMaHAY BCTaBKU OJIHUM U3 CJIeyIOIIUX CIIOCOOOB:

— Broibepute nyHKT koMaHaHOTO MeHIo BeraBka > 3akianka (cM. Pucynok 81).

Beraeka @opmat  WHotpymedtm  Bug O

WzobpaxeHne...

TekcToBOE None

Durypa L4

B @ HE

TaGawua...

f e
\.ﬁ.r'

Dopmyaa...

),
B

CI'IE'LI,H-E."II:HI:IE‘ CHMEBCNB..

Pazpeie cTpanvum Ctrl+Enter

mL 1IC

Paspuie pasgena
Homepa cTpaquy, »

m #

KonoHTUTY AR »

OrnaeneHne

Cebinga... Ctrl+K

MepekpecTHan copaka...

Jaknagka...

CHocka L4

KonmmerTapui

Jarta
Bpenn

@00 WaililS

Pucynok 81 — Komangnoe menio BeraBka
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— Ha nanermu uHCTpyMeHTOB, B paszieie BeraBka HakmuTe KHOIKY === (cM. PucyHok 82).

Ha orobpasuBineiics maHeiM BCTaBKU HAXKMHUTE KHOIIKY || 3aKiiaaKa.

AaboB AaB6B1 AaB6Bel ... [ :jv @ v E]

Jaro..ok 1 Jaro..ok 2 Jaro.ok 3
E Mzobpamerne... ~
III TekcToeoe None
{fr‘ Durypa > Q
HH Tabanua... ¥
Dopuyna..
E] CneurantHee CUMBOR .. ¥

*H Pazpeie cTpaHWLB

—

= Paspwe pasgena

Howmepa cTpadud,.. >

@ KonoHTUTY M >
OrnaeneHne

(jj Cebinka...

=1 MepekpecTHan coelnka..

[

AR CHocka ¥

A Jaknagka..

|:| KommenTapui

Oata
@ Epena

Pucynoxk 82 — [1anenb BcTaBKU

3. B oxne 3akiagku (cM. PucyHok 83), B mosie BBO/Ia yKaXKUTe Ha3BaHUe 3akyiajiki. Ha3zBaHue

HOBOM 3aKJIa[KU He JI0JDKHO COBINAAAaTh C HA3BAHUSIMU CyHIeCTBYIOIINX 3dKJIdIOK.
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3aknagkm >

Jaknagka 1 > l

CopTupoBaTs:

0 no MMeHK no NopagKy

(nycto)

MNokazaTe cUCTEMHBIE JaknagkKu

OTMmeHa

Pucynok 83 — OxHo 3aknaaku

4. HaxmuTe KHOTIKY viu kiasuiy Enter Ha knaBuatype (cM. Pucynok 83). 3akitazika

no6aBUTCS B CTUCOK (cM. PucyHok 84).

3aknagem ot

HazeaHwe Jaknagki

CopTHpoBaTh:

0 no MMeHK no NopagKy

3aknagka 1

MokazaTe CMCTEMHBIE JaKknagkii

OTMeHa

Pucynok 84 — 3akiazika mo6aBieHa
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5. 3akpouTe okHO 3akyamgku. [ aToro HakmuTe KHONMKY OTMeHa WIM KHOIKY 3 B

3aroJiIoOBKe OKHaA.
AHaAJIOrMYHBIM O6p830M }106aBbTe B TeKCT Apyrue 3aKJIaJIKHU.

4.2.5.2 OTo0pa3uTh 3aKJIaIKU

Y1o6bl 0TOOpa3uTh 3akjiIaJiku B JOoKyMeHTe (cM. PucyHok 85), BkiItounTe oTobpakeHue

HerevyaTaeMbIX CUMBOJIOB (CM. pazzen 4.3.1).

B -koHue.3Toro-npegnoxeHHa: yCTaHOBNeHa-3aKagK a'["'

Pucynok 85 — OTobpaxkeHue 3aKkIaiku

4.2.5.3 Iloka3aTs cucTeMHEIe 3aKJIaaKH

[Ipu co3manum nepekpecTHOW CChUIKH (CM. pasfen 4.2.4) Ha 3aroJIOBOK WJIM HyMepOBaHHBIN
CIIMCOK B JJOKYMeHTe aBTOMAaTH4eCKH CO3JlaeTcsl CUCTeMHasl 3akjaaka. Harmpumep, ecimu co3nmaercs
repeKkpecTHasi CChulka Ha 3aroioBoK 1, To 3arosioBok 1 CTAaHOBUTCS CHUCTEMHOW 3aKJIafKOH.
CucreMHble 3aKJIa[IKU OTMEYAIOTCS B JIOKYMeHTe HelleyaTaeMbIMHd CHMBOJIaMH, aHAJIOTWYHBIMU
OOBIYHBLIM 3aKJIagKaM — ] T

YTo6b! YBUIETh BECh CIIMCOK CUCTEMHBIX 3aKJIa/IOK, BBIIIOJIHUTE Clelylolye JeCTBUS:

1. OtkpoiiTe OKHO 3aKJIaIKU OJJHUM U3 CJIeIyIOIIHNX CII0OCOOOB:

— Bribepute nyHKT KOMaHHOTO MeHIO BeraBka > 3akinanka (cMm. Pucynok 81).
— Ha nanerm uHCTpyMeHTOB, B pa3zierne BecraBka HaxkmuTe KHOIIKY “*¢ (cM. PucyHok 82).
Ha orobpasuBiiieiicsi maHemy BCTaBKA HA)XKMUTe KHOIIKY .| 3aKJIaKa.
2. B okne 3akimaaku (cMm. Pucynok 86) mocraBbTe ¢uiakok Iloka3zaTh cucTeMHBbIe

3aKJIaIKH.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MW», 2013-2024 90



MonOdonc

Jaknageu >

CopTipoBaTs
no UMEeHK O ro nopagky
_Refd25118467
Jaknagka 1
_Refd46696928
Jaknagka 2
_Ref89095482

_Refb7378152

MokazaTe CcUCTEMHBIE 3aKNAKKW

OTtmMeHa

Pucynok 86 — OkHo 3akyiagku

CucreMHbIe 3dKJIaIKH1 OTO6pa>KaI-OTC5I B OJHOM CIIMCKe C 3dKJIdAKdaMH, YCTdHOBJIEHHBIMHA
BPYYHYIO. Pabora c cucreMHBIMHU 3dKJIaIKAMHU OCYIIEeCTBJIIETCA dHAJIOTUYHO pa60Te C OOBLIYHBIMU

3dKJIaIKAMH.

4.2.5.4 IlepeiiTH K 3aKjagKe

YroObl mEepedTH K 3aKJafike, YCTAHOBJIIEHHOM B JOKYMeHTe, BBIIIOJIHUTE OOHO U3
CIIeVIOIIUX NeUCTBUIA:

— Bribepute nyHKT kOMaHHOTO MeHI0 BeraBka > 3akinanka (cm. Pucynok 81).

— Ha nanenu nHCcTpyMeHTOB, B pasziesie BcraBka HakmuTe KHOTIKY = (cM. Pucynok 82). Ha

OTOGpHBHBmEﬁCH IaHeJIM BCTaBKU HA>XMUTEe KHOIIKY | .., Bamnamca.

OTkpoeTcst OKHO 3aKJIaIKH CO CIIMCKOM 3akjafok (cM. Pucynok 87).
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3aKIaJIKi MOKHO OTCOPTHPOBATh B CIIMCKe CIIAYIOIMIMME CIIOCOOaMHu:

o0 MMEHH — COPTUPOBKA 3akjafiok 1o andaButy (or A mo 4). IlaHHbIA criocob

COPTHUPOBKHA BI)I6paH 110 YMOJIYaHHIO.

o MOpPAAKY — COPTHUPOBKA 3dKJIdZIOK B IIOPAAKE HMX PACIIOJIOXKEHUSA B JOKyMeHTe

(cBepxy BHHU3).

Bribepute B crucke HavMeHOBaHHe TpeOyeMol 3akianku. Kypcop mepemecTuTcss B TO

MeCTO JOKyYMeHTad, Hd KOTOPOM yCTaHOBJIeHa 3dKJIaJIKd.

3aknagkn

Ha3eaHwre 3aknagkn

CopTupoEaTh

© no umenn no NoOpAIKY
Jaknagka 1
Jaknagka 2
Jaknaaka 3

MokasaTe CcUCTEMHBIE 3aKNALKKW

OTmMeHa

Pucynok 87 — OkHo 3akyiagku

4.2.5.5 IlepeiMeHOBAaTh 3aKJIAAKY

YT0oOBI ITlepeMMeH0BaTh 3aKJIaJIKy, BBIIIOJIHUTE CIeyIoIIye JeHCTBUSL:
1. OrtkpoiiTe OKHO 3aKJIagKH OJHUM U3 CIIeAYIOIIUX CIIOCOOOB:

BribepuTte nmyHKT KoMaHIHOTO MeHIO BeraBka > 3aknaaka (cM. PucyHok 81).

Ha nmanerm uHCTpyMeHTOB, B pa3nienie BctaBka HaxkmMuTe KHOIKY == (cM. PucyHok 82).

Ha OTOﬁpHSHBI.HQfICH I[aHeJIN BCTABKU HA’)KMUTE KHOIIKY | .| BHKJIHIIKH.
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2. B okne 3akmagku (cM. PucyHok 88) HaBeguTe Kypcop MBIIIM HA 3aKJIAJKY, KOTOPYIO

TpebyeTcs llepeMMeHOBaTh, U HAXKMUTE KHOTIKY & (PeJakTHpoBaTh 3aKIaKYy).

/A HNwmsa cucremHoit 3akmanku (cM. paszgen 4.2.5.3) NODKHO HAYMHATHCS C CUMBOJIA

b

2\ HWDKHEro MOJYepPKUBAHUS — «_».

ri

r
F
F =

3aknageu >

CopTupoEaTh

O no umenn no Nopagky
Jaknagka 1 ﬁ%@
Jaknagka 2
Jaknagka 3

MokasaTe CUCTEMHBIE 3aKNA4KKW

OTtmeHa

Pucynok 88 — [lepemeHOBaHMe 3aK/Ia[IKU

3. PemakTupy¥iTe Ha3zBaHMe 3aKJIaJKU U HaXXKMUTe KjaBuilly Enter Ha kiaBuaType.

4. 3akpouiTe okHO 3Jakjgagku. [ 3TOro HaxkmuTe KHONMKY OTMeHA WM KHOIKY 3

3dI'OJIOBKe OKHA.
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4.2.5.6 YmanuTh 3aKJIagKy

YroOBl ylanuTh 3aKJIaJIKy, BBIIOJIHUTE CIeyIolIye 1eHCTBHUS:
1. OrtkpoiiTe OKHO 3aKJIagKH OJHUM U3 CJIeYIOLIUX CIIOCOOOB:

— Bribepute nyHKT KOMaH/HOTrO MeHI0 BeraBka > 3akiaaka (cMm. Pucynok 81).

— Ha manesm uHCTpyMeHTOB, B pa3zierie BcraBka HakmMuTe KHOIKY =+ (cM. PucyHok 82).

Ha orobpasuBiiieiicsi maHemy BCTaBKA HAXXMUTe KHOIIKY .| 3aKJIaKa.

2. B okxue 3akmaaku (cM. Pucynox 89) HaBemuTe Kypcop MBIIM Ha 3aKJIAJKY,

KOTOPYIO TpeGyeTcs yIaluTh, U HaXMUTe KHOMKY [ (Y IaIuTh 3aKIaaKy).

Jaknagku >

HazeaHKe 3aknagkn

CopTUpoEaTh

O no umenn no Nopagky
Jaknagka 1 & ]EL\\)
Jaknagka 2
Jaknagka 3

MokasaTe CUCTEMHBIE 3aKNA4KKW

OTtmeHa

Pucynok 89 — V nanenue 3aknaaku

3. 3akpoiite okHO 3akjagku. [lyig 3Toro HakmMuTe KHONKYy OTMeHa WIM KHOIIKY B

3dI'OJIOBKe OKHA.
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4.2.6 CrierimajibHBIE CHMBOJIBI

Cneuuaanble CHMBOJIBI — O3TO CHMBOJIbI, KOTOPBIX HET Ha K/IdBUATYype. HaHpHMep,
MdaTeMdTU4eCKHe OIllepaTOpHhl, JII/IHI‘6aTbI, 3Haku BamoT. WX MOXHO ,I[O6aBI/ITb B JOKYMEHT C

IIOMOIIBIO ITaHeJIN 6bICTpOI>i BCTAaBKH CIIeIICMMBOJIOB WJIM OKHA Cneunaﬂbnme CHMBOJIBI.

4.2.6.1 ITanens OBICTPOIT BCTABKHU CIIEIICHMBOJIOB

YTOoOBI OTKPBITH ITaHEeJ b OBICTPOM BCTABKY CIEIICUMBOJIOB, BHIIIOJIHUTE OJIHO U3 CJIEAYIOIINX

JeMCTBUM.

— Ha nanemn HHCTPYMEHTOB, B pasejie BcraBka Haxxmure KHOIIKY (Cneunaﬂm{me

cumBoJIbl) (cM. Pucynok 90).

e 0 A
AaboB AaB6B1 AaB6Bel ... [‘}, ,% E -

3aro.okK 3aro..oK 2 3aro..oK 3 =

[
(NN}
=

§ % % — @ ¥
=3 ﬁ 2 = + — x
HepaspweHwmi npoben Ctrl+Shift+5pace
HepazpeieHmid geduc Ctrl+Shift+(-)
KopoTkoe Tupe Ctrl+Mum(-)

bBoable CMMBOAGDE...

Pucynoxk 90 — [TaHenb ObICTPOM BCTaBKU CIIEIICUMBOJIOB

— Ha mnaHenmu wuHCTpyMeHTOB, B pasjeie BcraBka HaxMuTe KHOMKY -===. Ha

0T06p83PIBLHEI>'ICH IMaHeJIM HaBeauTe KYpCOP MbIIIKM Ha CTPeJIKYy CIIpdBd OT KHOIIKA

Crnenuanbabie CHMBOJIBI (CM. PucyHok 91).
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AaboBr = AabB0B AaBoB1  AabBoBsl .. . [2] [0]v =] -
OBbI4HbIF Jaro..ok 1 3aro...ok 2 Jaro..ok 3 !
- E WzobpaxeHue.., ~
E[ TekcToBoe none
(5' Durypa » Q
HH  TaGauua.. ¥
[‘} Dopmyna..,
E CneyransHble CHMECR . ¥
I © ® P % u Vv N
3 o = Pazpeie cTpaHnup
§ % % — 1 ¥
"=  Paspwis pazgena
A 2 = o+ 0+ x g
Howmepa cTpanuy,. »
. . @ KonoHTuTy R ¥
HepazpbieHwiA npoben Ctrl+5hift+5pace
. - OrnaeneHune
HepazpeiBHeA geduc Ctrl+5Shift+(-)
KopoTkoe Tupe Ctrl+=MNumi-) (_::' Ccoinka...
=1  TMepexpectian copnka...
Bonblue cMMBORGCE... .
L) Jaknagka...

Pucynok 91 — [IaHenb 6bICTPOM BCTaBKU CIIEIICUMBOJIOB

YT0oOBI BCTABUTH CIIEIICUMBOJI, BHITIOJTHUTE OHO U3 CJIeyIOINX JIeiCTBUM:

Bribepute cumBon U3 Habopa mpeyCTaHOBIEHHBIX CHMMBOJIOB. [lo mepe paboTel C
IIPWIOXKeHreM IIpe/lyCTaHOBJIEHHble CHMBOJIbI MEHSIOTCSI Ha CHUMBOJIBbI, /100aBJIeHHbIe
[oJib30BaTejleM B JOKYMeHT C IoMomiblo OkHa ChemuaibHbIe CHMBOJIBI
(cM. paspen 4.2.6.2). Ilpy HaBemeHMM Kypcopa MBIINIA HAa CHMBOJI OToOpaXkaeTrcs

Ha3BdHHe BbI6paHHOI‘0 JJIs1 Hero H_IpI/ICl)Ta.

[Ipu BcTaBke K CUMBOJTy HpUMeHsieTcsi MIPUPT Tekcra JokymeHTa. Ho eciu
mpudT TeKCTa He TIOAJIepXKUMBaeT I3TOT CHMBOJI, TO IPUMEHSeTcCs HIpUQT,

BbIOPAHHBIH 10JTb30BATENIEM.

Bribepute nyukr HepaspwiBHbIi mpo6en, HepaspeiBHbli medpuc v Kopotkoe

THPpeE, eClik Tp66y'ETC$[ BCTAaBUTDb COOTBETCTBYIOIJ_[Hﬁ CHMBOJI.
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4.2.6.2 OxHo «CnenimajibHBEIC CHMBOJIBD»

Yto6bl OTKPHITE OKHO CHeluajgbHBIe CHMBOJIBI, BBIIOJHUTE OJHO W3 CJIETYIOMIUX
JeMCTBUMH:
— Broibepute nyHKT koMmaHaHoro weHio BceraBka > ChoenmanbHble CHMBOJIBI

(cMm. Pucynok 92).

Beraeka @opmar  Wectpymednts  Bug OB

MzobpaxeHne...

(2]
TekcToeoe None

] urypa b
EH TaBawua...

Dopuyna...

9] CI'IELI,HEJ'II:HI:IE CHMMBONDBL...

Pucynok 92 — [TynkTt koMaHiHOTO MeHI0 CrienfuajibHbIe CHMBOJIBI

— Ha manenu uHCTpyMeHTOB, B pa3zieiie BcTaBka HaXXMUTE KHOIIKY (CrrenruajibHBIC
cumBoJIbl) (cM. Pucynok 93). Ha manenu ObICTpOi BCTaBKU CIIEIICUMBOJIOB BbIbepuTe

ITYHKT BoubIiiie cHiMBOJIOB.

AaboB AaB6B1 AaB6Bel ... F‘]v @ v E -

3aro.ok 3aro..okK 2 3aro.oK 3 L1

2 3 14
§ % % — @ ¥
o ﬂ. 2 = + _ b
HepaspweHmi npoben Ctrl+5Shift+5pace
Hepazpoienmia geduc Ctrl+Shift+(-)
Kopotkoe Tupe Ctrl+Mum(-)

bBoablWwe CMMBOAODE... %

Pucynok 93 — Ilynkt Bosibiie cuMB0JI0B
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Ha manesm uHCTpYMeHTOB, B pasfeiie BcTaBka HaXKMHTe KHOIIKY === (cM. PucyHok 94). Ha

OTO6p33HBH.I€fIC$I IaHeJIM Ha’)KMKUTe KHOIIKY CIIBIII/IEIJII)HBIE CHMBO/JIBI.

AabbB

3

Ha nanenm nHCcTpyMeHTOB, B pasfiesie BctaBka HOKMUTE KHOIKY =«

3

Pucynok 94 — Knonka CneruaibHbie CHMBOJIBI

AaBoB1

Jaro.ok 1 Jaro.ok 2

AaB6BB]

3aro.oK 3

)
pNry

F

WMzobpamerue..

TekcToBOE NONE

Durypa

TaBauua...

Dopmyna...

CI'IELI,MEJ'IbeIE' CHMBONE

(cm. Pucynok 95). Ha

OTO6p83HBHI€fIC$I IIaHeJIM HaBeuTe KYypCOp MbIIIKM HA CTPEJIKy CIIpdBa OT KHOIIKH

CIIEIII/IEUII)HI)IE cuMBoJIbl. Ha manenmm 6bICTpOfI BCTaBKM CIIElICMMBOJIOB BbI6epI/ITe

IIyHKT boJibIire CHMBOJIOB.

AaBoB:  Aabo0B
OBbIYHbIA Jaro.ok 1
Crran
M © ®
§ % %
A # =

HepaspoieHbii npoben
HepaspoiBHbil geduc

KopoTkoe Tupe

Bonblie cMMBOAOE...

AaboB1

3

H

3aro.

AaBo0Bs]

ok 2 3aro..ok 3

Yo 3}

Ctrl+Shift+5pace
Ctrl+5Shift+(-)

Ctrl+MNumi-)

1M

LTT]

g[§

a @&

b

v M @ B -

Wzobpamerne...
TekcToeoe noae

Durypa

TaBamua...

Dopmyna...

CI'IELI,MEHI:HI:IE CHMBObI...

Paspbie cTpanuubl
Paspnie pasaena
Howmepa cTpannu,..
KonoHTHTy AR

OraaeneHne

Cemnka...
MepekpecTHan copka..,

Jaknagka...

Pucynok 95 — Ilynkt Bosbiie cumMBoJI0B
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Oxno CnenmanbHBIe CHMBOJIBI (CM. PrcyHoOk 96) coiepskuT ciieyrorue HHCTPYMEeHTHI:

|::I'IELI,I."IEJH:-HbIE CUMEDNBI x
X0 Thames v bykeonogobHele cMBOALI hd NUMERO SIGN
~ HKHukog: U+2116
No ™ €
i L) 113 LL) L}
- - ) 17 T ¢
e ... %0 <« > / 0
—
] - - - - ] o ~ L
v
. P ~ ~ — - . " o " X0 Thames
. No N2 Ne
q Ne N2 Ne
No Ne No
A '} — "

SaKpthh OKHO Nocne BCTaekW CMMBONAE OTmeHa

Pucynok 96 — Okao CneruaiibHbIe CHMBOJIBI

— Bruimaparomwmii ciicok /ijist BbiOopa ImpudTa CriericumMBoIa.

— DBrpimajarommii cnmcok s BbIOOpa TPyIIbI M KaTeropuu cumBosa. Eciny mpudt He
MIO/1/Iep>KMUBaeT CUMBOJIbI TPYIIIbI KATETOPUI WM KaTerOpUH, TO OHA He 0TOOpaXkaeTcsl B
CITHCKe.

— CumBonbl. [lo ymonyaHuiO BbIJIENSIeTCS TEpPBbIM CUMBOJI BbIOpAHHOM KaTeropuu.
Kareropun oTnensitoTcs Apyr OT Jpyra 4epTowu.

— HasBaHue BbIZIeJIEHHOTO CHMBOJIa Ha aHTJIMHCKOM SI3BIKe.

— Kog BeimenrenHoro cuMmBoia B cucreMme Unicode.

— Hauepranue BbIJIeJIEeHHOTO CUMBOJIA.

— IlIpudrT BBIIETIEHHOTO CUMBOIIA.

— BapuaHTel Ipyrux HauepTaHUH BbIJIEJICHHOI'O CUMBOJIA.
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Yrobbl BCTaBUTh CHMMBOJI K3 OKHa CHelanbHBIe CHMBOJIBI, BBIIIOJIHUTE CllefyIOIiye
IeUCTBUS:

1. Bribepure mpudr criericuMposia. Bei6op ocyiiecTBisieTcsl aHaJIoTUYHO BBIOOPY IpUdTa
B IVIaBHOM OKHe MpWIOXKeHus (CM. pa3zen 4.3.3).

2. Brpibepute kaTeropuo cuMBosa. BeIOop ocyIecTBisieTcsl aHaJIOTMYHO BbIOOpPY IpudTa
CIelCUMBOJIA.

3. VYcraHOBUTe Kypcop B TO MeCTO IOKyMeHTa, KyZla He00X0/IUMO BCTaBUTh CUMBOIJIL.

4. BcraBbTe CUMBOJI OJTHUM U3 CJIEIyIOIINX CIIOCOOOB:
— BroienuTe cMBOII IBOMHBIM II€JTYKOM MBIIIIH.
— BrienuTe cMBOJI OAHUM IIETYKOM MBIIIU U HAXXMUTe KHOIIKY BcTaBHTS.
— BrigenuTe cUMBOJI OJHMM IIeTYKOM MBIIIM M HakmuTe kiaBuily Enter wmm

IIpo6es Ha ki1aBUaType.

Ecmm tpebyetcsi, 4TOOBI OKHO 3aKpbIBAJIOCh aBTOMATHUYECKH, MMOCTaBbTe UIAXKOK 3aKPHITh

OKHO ITocCJie BCTaBKH CHUMBOJIA.

YTo0bbI 3dKPbITb OKHO CIIBIII/IEUII)HI)IE CHUMBOJIBI BDYYHYIO, HA)KMUTE KHOIIKY OrMena mm

KHOIIKY B 3ar0JIOBKe OKHa.
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4.2.7 Texymas mara wia BpeMs

B mr060e mecto OOKYMEeHTd, 3d MCKJII0OYeHHeM KOJIOHTHUTYJIOB, MOXHO BCTABUTL TeEKYIIYIO

JaTy WIU BpeMsl.

YToObI BCTaBUTH B JOKYMEHT TeKYyIIYIO 14Ty, BBIIIOJIHWUTEe CJIeAYIolIre IerCTBUS:

1. VYcraHoBuTe Kypcop Ha TO MeCTo, KyJla HeOOXOAUMO BCTaBUTh TEKYIIyIO 1aTy.

2. BroimonHUTe KOMaHIYy BCTaBKH OJTHUM M3 CJIEIYIONIHUX CIIOCOOOB:

— Bribepute nyHKT KOMaHHOTO MeHI0 BeraBka > JlaTa (cm. Pucynok 97).

Beraeka @opmatr  WHotpymentm  Bug O
NzobpameHue..,
TekcToBOE NOne

¢ Ourypa 4
BEH TabGawua...

() Dopmyna..

0 CneuwancHe CUMBDAL..

'5  Paspbie cTpaHuug Ctrl+Enter
‘= Paspuie pasgena

H  Homepa ctpanuy, *
B KoaoHTumyaw r
=: OrnaasneHue

¢ Comanka.. Ctrl+K

=1 [lepekpecTHan cChLIKA...

[[]  Zaknagka...

AE  CHocka k
[ Kommentapwii

= Mara

(1) Bpems

Pucynok 97 — KomangHoe menio BeraBka
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— Ha manerm uHCTpyMeHTOB, B paszieie BeraBka Hakmute KHONKY “** (cM. PucyHok 98).

Ha oTo6pasuBIieiica aHeIM BCTABKY HAXXMUTe KHONKY [+ JlaTa.

- L
AaboB: AabbB AaB0B1 AaB6Bsl ... @v @ v E II} )

OBbI4HbIH 3arc..ok 1 3arg.ok 2 3aro.ck 3

CTHAN @ Wzobpaxenue... ~
E TekcToBoe none
& ourypa >
HH  TaBamua.. >
C’) Qopmyaa...
n CneuuancHele CUMBOA.., >
'ﬁ Pazpwe cTpanuum

||v[

Pazpwe pasaena

Homepa cTpanuy,.. >

@ KengHTUTY AR >
OrnaeneHne

(:) Cebinka...

= [MepekpecTHan CoBIKE..,
'_,\' Jaknagka...
AR CHocka >

|:| KeowmmerTapuit

|E] Jata
@ Bpems

Pucynoxk 98 — [1anens BcTaBkU

YToOBI BCTAaBUTH B JIOKYMEHT TeKyIllee BpeMsi, BBIIOJTHUTE CJIeIyIoIye JeCTBUS:
1. YcraHoBuTe Kypcop Ha TO MeCTO, KyJla HeOOXOIUMO BCTaBUTh TeKYIIee BpeMsl.
2. BbImonHATE KOMaHIY BCTaBKH OJTHUM U3 CJIEYIONIUX CIIOCOOOB:

— BribepuTe nyHKT KOMaHIHOTO MeHI0 BecraBka > Bpems (cm. Pucynok 97).

— Ha mnanenmum wuHCTpyMeHTOB, B pasfene BcraBka HaXXMUTE KHOIKY

woo

oTo6pasuBIIeiiCs NaHeJ i BCTaBKU HaxkMKTe KHOMKy () Bpems (cM. PucyHok 98).

Ha

BcraBnsiembie JAdHHbIEe SBJIAIOTCA CTAaTHYHBIMH, TO e€CTb He OOHOBJISIOTCS IIprU U3MeHeHUUH

(baKTH‘IECKI/IX JAaTbl 1 BpEMEHHU.
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4.2.8 IIpoBepka nMpaBoMHUCAHHS

[Tpunoxenue «MoOduc TekcT» MOXKET aBTOMAaTUYeCKH MMPOBEPSITh TEKCThI HA PYCCKOM U

AHTJIMKACKOM SI3bIKEe Ha HaJIn4ue Op(l)OFpa(l)I/I‘IECKI/IX ¥ I'PAMMATUYECKUX OIIHOOK.

4.2.8.1 IIpoBepka op¢porpadpuu

YToObl OTK/IIOYWATH WM BKJIIOYUTH TMPOBEepKy opdorpaduu, B KOMAHIHOM MEHIO

HNucrpyments!r > IlpaBonucanme cHumuTe WM nocraBbTe ¢uiakok IIpoBepka op¢orpadum

(cm. Pucynok 99).

BxiroyeHne UM OTKIIIOYEHHe pexXuma IIpOBepKU opdorpadpuy IIPUMEHSIeTCS TOJIBKO K

TeKyleMy NOKYMeHTY U He BJIMAET Hd APYIr'rMe OTKPLIThIe JOKYMEHTHI.

WMHcTpyments Bug  OBwwi goctyn  MNognwcka Cnpaeka

CrroBpameHne NCNPaeneHnil v kommeHTapuee  *» | [ - A+ —
Mpaecnrcadye P+ [lpoeepka opdorpadvm
HacTpaweaemmii choeaps MpoBepka rpaMmaTiEmn

Pucynok 99 — KomangHoe mento MHCTpyMeHTBI

[IpuHIuIbI poBepky opdorpapuu:

CrnoBapsb nipoBepku opdorpaduu BLIOMPaeTCss aBTOMaTHYECKH 110 SI3bIKY I1epBOro CJIOBa
B ab3arie.

KpacHoii BomHUCTOM TMHWEeN ToTYepKUBAIOTCS:

— CJIOBA, OTCYTCTBYIOIIME B BLIODAHHOM CJIOBApe;

— CJIOBa, cojiepkaiiiie opdorpadpuieckue OIMOKY.

[Ipy BHeceHWHM H3MeHEHUN B TEKCT JIOKyMeHTa 3allyCKaeTCsl IOBTOpHasi IIpOBepKa

opporpadum.

4.2.8.1.1 UcnpaButs opdorpaduyeckue ommoKku

Ecmu B crioBe HaiiieHa ommbka, vcrnpasbTe ee. J1J1s 3TOro BBIIOIHKTE ClleAyIoIye JIeMCTBUSL:

1.

[IomecTuTe Kypcop MBIIIM Ha CJIOBO WM BbLIeJIUTe CJIOBO, KOTOpOe IOJ4epKHYTO
KpPaCHOU BOJIHUCTOM JIMHUEHN.

[ITerrukoM IIpaBoy KHOIIKY MBIIIY OTKPOMTe KOHTEKCTHOE MEeHIO.

B KOHTeKCTHOM MeHIO BblOepuTe IPaBWIBHBIM BapHaHT HalMCaHWS AAHHOIO CJIOBa

(cMm. Pucynok 100).
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Awnbxa
Ib clnbra

owWbKa
wKbka

A wnbka

Jo6aewTe B cnoeape

MponycTute

[y Bcrasuts Ctrl+W
BcTaenTe Tonbko TekcT

Betaeute vz Bydepa obmena r
¢ BCTaEuTb Ccobaky...

[Z  [Oobaeute komMmeHTapwi

Pucynok 100 — [IpoBepka npaBomnvcanus

Ecmm OJIsT BbIAEJIEHHOI'O CJIOBA OTCYTCTBYIOT BdAPUAHTHI IIPABUIBHOI'O HAIIMCAHUS, B

KOHTeKCTHOM MeHIO OTO6pa>K88TCH HaAIINuCb Her IIpEIUIO?KEHHﬁ.

4.2.8.1.2 Ypanuth noguepKuBaHue CJIOB

Yrobbl n36exaTh NOJUYEePKUBAHUSI CJIOB, PaClIO3HAaHHBIX MIPUJIOXKeHWeM Kak opdorpaduyecku
HeBepHbIe, BHECUTE JJaHHbIe CJI0Ba B HACTpPaWBaeMbIH CJIOBaph (CM. pasnen 4.2.8.2) wiu nobaBbTe B
CIIMCOK UTHOPUPYEMBIX CJIOB.

YT0oOBI 106aBUTH CIIOBO B CIIMCOK UTHOPUPYEMBIX, BHITIOJIHUTE CIIeAYIOIIHe JIeACTBUS:

1. ITomecTuTe Kypcop MBI Ha CJIOBO WJIM BBIJEJIUTE CJIOBO, KOTOpPOe MOAYEepKHYTO

KpPaCHOU BOJTHUCTOM JIMHUEH.
2. UlenkHuTe MO HeMy IPaBOM KHOMKOM MBIIIM W BBINOJIHUTE KOMaHAY KOHTEKCTHOTO

MmeHio IIponycTuTh.

[Tpu BbINOJIHEHMM [TaHHOW KOMaHIbl MOJYepKUBaHUe CJI0BAa KpacHOW JIMHHWeW Iporiazaer.
Ecnu cnoBo BcTpedaeTcss B JIOKyMeHTe HECKOJIbKO pa3, TO M3MeHeHHs IPHMEHSIOTCS ISl BCex
IIOBTOPEHUH C y4eTOM perucrpa. Takve U3MeHeHHUs] COXPAHSIOTCS B paMKax OJHOM ceccuu paboThl

C JokyMeHTOM. [Ipy MOBTOPHOM OTKPBITUH IOKyMeHTa CHOBA 3aITyCcKaeTcsl IpoBepka opdorpaduu.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MW», 2013-2024 104



MonOdonc

B citydae omm60o4HOro mprMeHeHus KOMaH/Ibl BEDHUTECH K MPeIbIIYIIeMy COCTOSHUAIO TTPU
oMoty koMaH 16l IIpoBepuTh paBomucanue. /[Jisi 3TOT0 BHITIOJIHUTE CIeAYIOIINe IeACTBUS:

1. ITomecTuTe KypCcOp MBIIIX HA CJIOBO WJIU BbIJIEJIUTE CJIOBO I[EJTUKOM.

2. llenkHuTe MO HeMy IIPaBOM KHONKON MBIIIA M BBINOJHATE KOMAaHJy KOHTEKCTHOTO

MeHIO HpOBepI/ITI) IIpaBOIIMCAHHE.

4.2.8.2 HacTpanBaeMmsblii CJI0Baphb

Yrobpl un3bexaTh MOAYEpPKUBAHUSI OTHEIbHbIX CJIOB B TeKkcTe (Hampumep, UMeH
cobCTBeHHBIX, aOOpeBUaTyp, ClielIMaIbHBIX TEPMUHOB U T.JI.), MOKHO BHECTH UX B HaCTpaWBaeMbIi
CJIOBapb.

[Tepen HauaroM paboThI CO cjioBapeM ybequTech, YTO B MPUJIOXKEHUHM BKJIIOYeHA IIPOBepKa

opdorpaduu (cm. paznen 4.2.8.1).

4.2.8.2.1 [lobaBUTH C10BO B C10Baphb

B ciioBapp MOXHO 100aBISITh TOJIBKO OT/eNbHbIe CI0Ba. JlobaBieHre cl0BOCOYETaHUI He
JIOITyCKaeTCsl.

IIpu nobaBieHuu cioBa B CJIOBaph yYWTHIBAeTCS PErMCTp. Eciu CloBO muIeTcs Kak co
CTPOYHOHM, TaK U C 3arJIaBHOM OYKBBbI, pekoMeHAyeTcsi 0OaBUTh B CJIoBapb 0b6a BapuaHTa
HaIlWCaHUS IaHHOI'O CJIOBA.

YTo6b! N00ABUTH CIOBO B HAacTpaWBaeMbIM CJIOBapb IPSIMO K3 TeKCTa, LeJIKHUTe 110 HeMy
IIPaBOM KHOIIKOM MBIIIH U BBIIIOJIHUTEe KOMaHly KOHTeKCTHOTo MeHIo /l00aBHTH B CJI0Baph.

Yro6bl m06aBUTE HOBOE CJIOBO HENOCPeJCTBEHHO 4Yepe3 CaM CJIOBAapb, BBIIOJIHUTE
ClleflyIoIye eUCTBHUS:

1. Bribepure nyHKT KomaHaHoro MeHio MucrpymenTtsl > HacTpamBaemsblii cjioBapb

(cMm. Pucynok 101).

WHetpyments Bug  OBwmi gocyn lMognucka G

OrobpameHue MCNpaBneHWA M KOMMEHTapUEE P
Mpaeonucanne »

HacTpaveaemei chosaps

Pucynok 101 — [TynkTt komangHoro MeHio HacrpauBaemslii c1oBapb
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2. B okne HacrpauBaemsbriii cioBapb (cM. Pucynok 102) BBeauTe CJIOBO, KOTOpPOe

HeoOXO0AMMO JI00ABUTH B CIIOBAphb.

B " Hacrpaweaemblid cnosape >

‘ MoiiOdud X

MogknynTs loToBO

Pucynok 102 — Oxno HacrpauBaemsblii CJI0Bapb

3. HaxmuTe KHOIIKY vy kiaBuiry Enter Ha kiaBuarype.

4. Haxwmure kHONIKY ['0TOBO, YTOOBI 3aBEPIIUTH PEIAKTUPOBAHHUE CJIOBAPS U 3aKPBITh OKHO.

4.2.8.2.2 TlogkIIOYUTH CTOPOHHHE CJIOBapH

YToOB! paclIMpUTh 3amac CJIOB, JIOCTYIIHBIM B TEKCTOBOM pe/laKTOpe, MOXHO IOAKIIOYUTH
cropoHHue cioBapu B ¢dopmate DIC. Jlyis atoro B auanoroBoMm okHe HacTrpauBaemsblii ciioBaphb
HaxxmuTe KHOTKY Ilogkmounts (cMm. Pucynok 102). B oTkpeiBIIeMcs: okHe $ailyioBoro MeHekepa
BbIOepuTe Paiin ¢ pacmrpenreM *.dic ¥ HAXXMUTe KHOIKY OTKPBITS.

ITo 3aBepuiennu cosiepxumoe ¢aiisia 0TOOpa3UTCs B HACTpPaUBaeMOM CJIOBape.
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4.2.8.2.3 YaanuTh CJI0BO U3 CJIOBaps

Panee no6aBieHHOE CJIOBO MOXKHO YIATUTh U3 HACTPAUBAEMOTO CJIOBApSI.

YT0O6BI YAAJIIUTh CJIOBO C IIOMOIbIO HMHCTPYMEHTOB OKHa HaCTpaI/IBBEMBIﬁ CJIOBAPb,

BBIIIOJIHWUTE Clleyroiye JIEerCTBUS:

1. Bribepure nyHKT KomaHiHoro meHio HMucrpymenTtsl > HacTpamBaemsblii ciioBapb

(cm. Pucynok 101).

2. B oxne HacrpamBaemsblii C10Baphb HaBe[WTe KypCOpP MBIIIM Ha CJIOBO, KOTOpOe

HeoOXO0MMO yIJIMTh U3 CJIOBAaps, U HAXKMUTe KHONKY Y maiauTh (cM. Prucynok 103).

3. Haxmure KHOIIKY FOTOBO, YTOOBI 3dBEPUINTDb peldKTUPOBaHWe CJI0OBAPS Y 3dKPbITb OKHO.

i’ Hactpaweaemelil cnosape

MoiOdiac

MoaknoynTe

¥oanuto

[

loToBo

Pucynoxk 103 — Y nanenue ciosa 13 ciioBapst
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YtoObl ymanuTh CioBo 6e3 mepexofa B OKHO HACTpaWBaeMOI'O CJIOBAps, IIEJIKHUTE TI0
JJAaHHOMY CJIOBY ITPABOM KHOIIKOM MBIIITM HEINOCPeJICTBEHHO B TEKCTe YW BBIIIOJIHUTE KOMaHJy

KOHTEeKCTHOI'O MeHIO YI[aJII/ITI) H3 CJIOBApA.

4.2.8.3 IIpoBepka rpaMMaTHKH

YroObl BKIIOYWTH WM OTKJIIOYUTh IIPOBEPKY TpaMMaTUK{, B KOMAaHIHOM MeHIO
HNucrpymentsr > IIpaBommcanme 1ocraBbTe WM cHUMHUTe Quiakok IIpoBepka rpaMmaTuku
(cm. Pucynok 104).

Bxitoyenue u OTK/IIOYEeHHE peXHMa IPOBEPKM TI'paMMaTHKU TPUMEHSIeTCS TOJIbKO K

TeKyleMy NOKYMeHTY U He BJINAeT Hd APpyrre OTKPbITble TOKYMEHThI.

MHctpymenter Bug  OBwwii goctyn Nognwcka Cnpaeka

i 3 _ -
OrobpameHne MCNPABNEHMA U KOMMEHTAPWEE .. (.1 & At —
Mpasonucanne k Mpoeepka opdorpadun
Hactpaveaemuiil choeape ' [poeepka rpaMMaTHEW

Pucynok 104 — Komangnoe menio MHCTpyMeHTBI

[TpyHIMIIBI IPOBEPKU IPAMMATHKU:

— $I3bIk MpOBEPKU rPaMMAaTHKU BbIOMpPaeTCsl aBTOMaTH4eCKH 110 IiepBoi OykBe ab3aria.

— IlpoBepka rpaMmMaTHKH 3amyckaeTcs mocje HakaTus kiaBuiy IIpo6en i Enter npu
YCIJIOBUH, YTO Npe/JIOXKeHre 3aBepllleHo.

— IlpemyioxxeHue c rpaMMaTHYeCcKOM OMIMOKON MOJ9epKUBAeTCsl CUHel BOJIHUCTOM JIMHUEH.

4.2.9 Ilouck ¥ 3aMeHa JaHHBIX

[louck ¥ 3aMeHa JAHHBIX BBIIOJIHSETCS IO BCEMy COJIePXXMMOMY J[IOKYMeHTa, KpoMme
CHOCOK (cM. pasnen 4.2.2).
Ecnu 1oKyMeHT OTKPBIT B pesxuMe IPOCMOTPA, TO B HEM JIOCTYTIeH TOJIbKO TOMCK JaHHBIX

(be3 3amMeHbI).

YToOBI OTKPHITH IaHeb MOWCKA W 3aMeHbl JaHHBIX B JIOKYMeHTe, BBLIMIOJIHUTE OIHO W3
CIIeIYIOIIUX NeUCTBUIA:

— Bribepute nyHkT koMangHoro MeHto IlpaBka > Ilouck (cm. Pucynok 105).
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Mpaeka Bcraeka @opmar  MWactpyments  Bug O

T OTmeHWTB Ctrl+Z
" MNoetopute Ctrl+Y
&  Boipesats Ctrl+X
Konwpoeats Ctrl=+C
[y Berasuth Ctrl+V
BcTaBuTe ToMBKD TEKCT
BectaewTe w3 Bydepa obumena r
£ KonuposaTh dopMaTWpoBaHWe Ctrl=Shift+C
MpumeHUTE GopMaTHoBaHNE
BmaenuTk BCe Ctrl+&
Mowck Ctrl+F

Pucynok 105 — [IynkTt komangHoro mes:o Ilouck

— Ha 6okoBol naHen HaXKMUTe KHOTIKY () (ITouck u 3ameHa) (cM. Pucynok 106).

— O >
- At
AT A Tr
v &
Ab3ay CThnmn Bcraska ~
FS
W
- L + 100% b

Pucynok 106 — Knonka Ilouck u 3ameHa
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— Haxwmure coueranue kinasum Ctrl+F wi Ctrl+H / #Cmd+F.

Ha nanenu Ilouck u 3amena (cMm. Pucynok 107) npu Heo6X0AMMOCTH yKaXkHTe I1apamMeTphl
IIOMCKA U 3aMeHBbl JIaHHBIX:
1. Pa3Bepnute IlapamMeTpbl HAX)KaTHeM Ha KHOIIKY “~.
2. Yxaxure O0jsacTh NIONCKA JAHHLIX:
— Bech NOKyMeHT — BBIIIOJIHUTH [IOMCK BO BCEM JOKYMeHTe, BKJII04asi KOJIOHTUTYIIbI
(cm. pasnen 4.10.2).
— bBe3 KOJIOHTHTYJIOB — BBIIOJIHUTH IIOMCK BO BCeM JIOKyMEHTe, 3a WCKJIIOUeHHeM

KOJIOHTUTYJIOB.

=2 [lowvck » 3ameHa Q

JaMeHTh 3aMeHNTL Boe

MapameTphl M

OBnacTe Noncka:
O Becs AOKYMEHT

Bez kon OHTWUTY OB
DuaeTpL

Toneko CNoBa LEeauKom
YUWTHIBATE PErMCTP NPW NoWcke

YUWTBIBATE PEFMCTP NPW 3amMeHe

Pucynoxk 107 — ITapametps! movcka

3. OtmertbTe dnaxkkamu TpedyeMble PUIBTPHI:
— Toubko ci0Ba meJIMKOM — HaWTH TOJIBKO Iielible CJI0Ba, a He TeKCT, KOTOPBIA
SIBJISIETCS 9aCThIO IPYTOrO CJIOBA.
— YuuThIBaTh PerucTp IpH IMOHCKe — BHIIOJHUTH IIOUCK C Y4eTOM 3arjlaBHBbIX U

CTPOYHBIX 6YKB B NICKOMOM TeKCTe.
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— YuuThIBaTh PerucTp NIpH 3aMeHe — BBIIIOJIHWTh 3aMeHy C Y4eTOM 3arJlaBHbIX U
CTPOYHBIX OYKB B HaiijleHHOM TekcTe. [IpumMep: B TekcTe JOKyMeHTa He0OXOIWMO
3aMeHUTb CJI0BO doe2oBop Ha ciioBO koHmpakm. Ilpu aTtom ciioBo doeoBop Moxet
OBITh HANMMCAHO KaK CO CTPOYHOM, TaK M C 3arjlaBHOM OYKBBI (HalprMep, B Havaje
npemiokenus). [locraBbTe ¢Quiakok YYHTHIBATH PErvucTp NPH 3aMeHe, YTOOBI
CJ10BO 002060p CO CTPOYHOM OYKBBI 3aMEHUJIOCh Ha CIIOBO KOHMPAKM CO CTPOYHOM
OykBbI, a cimoBo /[o2o6op c 3ariaBHOM OYKBBI 3aMeHWJIOCh Ha cioBo KoHmpakm c

3aryiaBHOM OYKBBI.

PeFI/ICTp YYUTBIBAETCA TOJILKO JIS IIEPBOT'O0 CUMBOJIA B HaMJIeHHOM CJIOBE.

4. CaepHute IlapamMeTpsbl HOXKaTHeM Ha KHOIIKY #.

YrtobBI HAUTH OdHHbIe B JOKYMEHTe, BbIIIOJIHHUTEe CJIeAYyIoIiue HEﬁCTBHH:

1. B none HaiiTn BBeguTe naHHbIe 118 orcka (cMm. Pucynok 108).

2. HaxmuTe KHOIIKY n vy kiasuiry Enter Ha kiaBuarype.

= [loWck W 2ameHa Q

FaMEHNTE JaMEHNTE BCe

Pucynok 108 — Jlannble 15 orcka

CoBmajieHusI TIOJICBETSTCSI B TEKCTe JIOKYMeHTa U OTOOpa3sTcs B BHe CIMCKA Ha MaHeNd
ITouck u 3amena (cm. Pucynok 109).

[TepemerraTbCst O COBMA/IEHUSIM B CITUCKE MOXXHO CJIEIYIOITUME CIIocobaMu:

— IIemukamu J1eBOM KHOIIKH MBIIIIH.

— C nomompio kHOOK v (Cienyromree coBnanenue) u ~ (IIpenbigymree coBmameHue),

PacCIIOJIOKeHHBIX Ha/l CITMCKOM.
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— C noMmol1pio KJIaBHUII KJIaBUATyphl | U 1. [lJis 3TOr0 Ciiefyer rpeiBapyuTebHO BbIIEIUTh

JII000e COBIIaJieHre eJIYKOM MBIIIH.

BribpanHoe coBmajzieHre BBIAENSIeTCS KOHTPACTHBIM JKeIThIM IIBETOM B CTPOKe CITMCKA U B
TekcTe JokymeHTa. OOIee KOJMYECTBO COBIQJIGHWM U TIOPSIAKOBLIM HOMep BBIOPAHHOTO

COBIIA/IEHUS TTOKA3bIBAET CUETYMK COBIIAJIEHHM, PACTIONIOKEHHBIA HAJl CITUCKOM.

- [loMCcK K 3aMeHa Q

Tam W B
Y nykoMopes oy 3eéHBIH (OTPBIBOK
u3 moaMsl «Pycnan u JIronmuna») 3ameHuTE

v JIYKOMOPbS ﬂyﬁ 3e/IEHLIN; 3aMeHUThL 3amMeHnTb BCe
3naTagq 1ienkb Ha Oy Oe TOM:

H nHéM 1 HOYBIO KOT Y4EHBIHA Mapametpi v
Bcé Xonur 1o meny Kpyrom;

Hpér HanpaBo — MecHE 3aBOJMT, v oA Coenagexune 1 1z 6
HaneBo — cKa3Ky rOBOPMT.

Tam 4yypeca: TaMm neiid OpoauT, Tam yyaeca: Tam Nellnid BpoauT,

Pycanka Ha BeTBAX CHAMT;
Tam Ha HeBeJOMBIX JOPOXKKaX
Citenbl HeBHAHHEBIX 3Bepeit; Tam Ha HeBeAOMBIX AOPOXKKAX
H30y1IKa TaM Ha KyPBHX HOXKaX
CrouT Oe3 OKOH, Oe3 IBepeii;
TaM nec W 101 BUAeHHHA TTOMHEL Tam nec 1 40N BUAEHWA NOAHB;
Tam o0 3ape NpPUXJILIHYT BOMHEI
Ha Dper mec4aHElii H ITyCTOH,

H TpuaLaTs BUTSH3el MpeKpacHBIX
Ypenoii U3 BOJ BLIXOJAT ACHBIX,
H c HUMH O91BKa UX MOPCKOH;

Tam uyfeca: Tam nelnii BpoawT,

WM3ByLika Tam Ha KYpbUX HOXKaxX

Tam 0 3ape NpUXALIHYT BOHEI

CrpaHnua 1 w3 1 = ® + 1008 v

Pucynok 109 — Haiinennsle coBnafgeHus

[lapameTpsl TOMCKa MOXHO MeHSATb B IIpollecce paboThl C coBHageHUsIMUA. CHHMCOK
COBIIAJIEHUH TIPU 3TOM OOHOBJISIETCSI aBBTOMATUYeCKH.
YToObl 3aMeHUTh COBIAJIeHUs, HaWJeHHble B JIOKyMeHTe, BBINOJHUTE CJIelyIolre
IEeHCTBUS:
1. B crpoky 3amenuTs Ha (cM. PucyHok 108) BBenuTe naHHbIe [i71s1 3aMeHbI UM OCTaBbTe
T0JIe MyCThIM, ecJii TpebyeTcsl yIaJuTh HalJleHHOe COBIIa/IeHUe.
2. 3aMeHMTe COBIAJIEHUs OJJHUM U3 CIJIeYIOIIUX CII0COOOB:

— Haxmure KHOIIKY BaMEHI/ITB, YTOOBI 3aMEeHUTD BbIJleJIeHHOe COBIIdJIeHHe.
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— Haxmure kHONKYy 3aMeHHTH BCe, YTOObI 3aMEeHUTh OJTHOBPEMEeHHO BCe HalieHHbIe

coBnamenusd. B okHe c cooOmeHueM «3aMeHUTL BCe COBIIALPHUA?» HAKMUTE

KHOIIKY 3aMeHHTh.

YToOBbI 3aKpHITh IMAaHENb TOWCKAa W 3aMeHbl JaHHBIX, BBITOJHUTE OJIHO W3 CJIEeyIOIIUX

IeUCTBUM:

— B BepxHeli yacTy naHenu HaXXMUTe KHOIIKY —2.

— Ha 6okoBoit manenu Haxkmure kHornky () (TIoHCK 1 3aMeHa).

— Haxwmure knaBuiry Esc Ha kiiaBuaType.

B Tabmuume 7 mnpencraBieHbl COYeTaHUsl KJIABMIL, KOTOPble MOXKHO HCIIOJIb30BaTh ISl

OBICTPOTO TIepeMellleHUs] MeXX]y 3JIeMeHTaMU ITaHeJId [TOMCKA U 3aMeHHbI.

Taosmuna 7 — CoyeraHus KJIABHIII

HeticrBHe CoueTraHue KIaBHII CoueTraHue KIaBHII
B OC Windows B macOS
OTKpBITH TAaHEJTb ITOMCKA U 3aMeHbI Ctrl+F wmm Ctrl+H 38 Cmd+F
BBIMoTHUTE IOMCK 110 YKAa3aHHOMY 3HAYeHUIO Enter Enter
[lepefiTH K CrleAyIOIEMY 3MIEMEHTY TTAHeT! Tab Tab
[lepefiTi kK IpeABIAYIIEMY 37IeMEHTY TTaHeH Shift+Tab f Shift+Tab
PackpebiTe wiu cBepHyTh IlapameTpbl [IpoGen [TpoGen
BribpaTh 067acTh 1oucka uiam GpUILTp [TpoGen [TpoGen
HaxaTb KHOTIKY [TpoGen [TpoGen
[lepeiiTy K clemyoneMy/IpenbIyIeMy Lut Lut
COBIIA/IEHUIO
[lepeiiT k TIEPBOMY COBMAJIEHUIO B CITUCKE Home Fn+ «
[TepeiiT K IOCIEeJHEMY COBIIAZIEHUIO B CIIUCKe End Fn+—
3aKpBITh MaHeNb [IOKMCKA U 3aMeHbl Esc Esc
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4.2.10 Yaanenue Tekcra

YToOBbI y#aiuTh M3 TEKCTa OJWH WM HECKOJIbKO CHMBOJIOB, BOCIIOIb3YHTECh OJHUM U3
CJIeJIyIONIMX CIIOCOOOB:

— YcraHoBUTe Kypcop IOCJie CUMBOJIOB, KOTOpble TpeOyeTcst ynanuthb. [Ipu pabote B OC
Windows ymanuTe cMMBOJIBI TTOC/Ie[IOBaTeIbHBIM Ha)kaTHeM Ha kiaBuity Backspace,
nipu pabote B macOS — Ha kimaBwutry Delete.

— YcraHoBUTe KypcOp J0 CHUMBOJIOB, KOTOpble Tpebyercsi yaanutb. IIpu pabore B OC
Windows ypanvire cMMBOJIBI [IOC/IeIOBAaTeIbHBIM HaXkaTheM Ha kiiaBuilly Delete, npu

pabore B macOS — nociieJjoBaTeIbHBIM HaXkaTheM covyeTaHus kiiasuil Fn+Delete.

YroO6Bl y1anuTh 4acTh CJIOBA WK CJIOBO, BOCIOJIb3yUTeCh OAHUM U3 CJIeIyIOIINX CIIOCOOO0B:

— YcraHoBuTe Kypcop IIOCJIe 4acTH CJIOBAa WJIM CJIOBA, KOTOpoe TpebyeTcst yaanuThb. [Ipu
pabore B OC Windows Haxmute coueranue kiasuil Cirl+Backspace, npu paborte B
macOS - #Cmd+Delete v ~~Option+Delete.

— VYcraHoBUTe Kypcop 10 4aCTW CJIOBa WJIM CJIOBA, KOTOpoe Tpebyercsi yaanuTb. [lpu
pabore B OC Windows HaxkxmuTe codetanue kiasuill Ctrl+Delete, mpu paborte B macOS

— #Cmd+Fn+Delete uniu ~Option+Fn+Delete.

YToOb! y1anuTh PpparMeHT TEeKCTa, BHITOJIIHUTE CJIeAYIOIIre el CTBUS:
1. Beigenure TpeOGyeMbiii pparmeHT.
2. Ilpu pabotre B OC Windows Haxkmute kiaBuily Delete i Backspace, ipu pabote B

macOS HaxxmuTe kiiaBuiry Delete i coueranue kiasuil Fn+Delete.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MW», 2013-2024 114



MonOdonc
4.3 dopmaTHpoOBaHHe TEKCTa

4.3.1 HenmeuaTaeMEbIe CHMBOJIBI

HemneuyaTaeMble CHMBOJIBI — 3TO YCJIOBHble CHUMBOJIbI (OPMATUPOBAHUS, KOTOpPbIe
WICIIOJIb3YIOTCSI JIJISl OPTaHU3alUK COJePXKUMOT0 JIOKyMeHTa, HO He 0ToOpakaroTcs 1pu edatu. Mx
MI0JIe3HO OTOOpaXKaTh MPU pedaKTUPOBAHWHU JOKYMeHTa, YTOObl M3bexkaTh, HAlpHUMep, JIBOWHBIX
po6eJioB B TEKCTe.

YtoObl BKJIIOUWATH OTOOpakeHuWe HeledaTaeMbIX CHMBOJIOB, BBIIIOJIHUTE OJHO W3
CJIeIVIOIIUX JeUCTBUIMA:

— DBribepure nyHKT KoMaHAHOro MeHio Bua > HemeuaTaemMble CHMBOJIBI

(cMm. Pucynok 110).

Bug OBwwi goctyn  Mognwcka  Cnpaeka

NwHelka Ctrl+5hift+R

Heneuyaraembie CHMBDA
Pexum npeseHTadmm
MacwTab L

MaHens MHCTpYMEHTOB »

Pucynok 110 — IIynkT komanaHoro MeHio HermeyaTaemble CHMBOJIBI

— Ha manenmu wHCTpyMeHTOB, B paszeiie A63am Haxkmure KHOTNKYy 9| (HemeuaTaembie

cuMBOJIbI) (cM. Pucynok 111).

AT = = = = = 1w
AaBboEt
& v 11E v | = 4= H - qq OEBIYHBI
Ab3ay Ctuam

Pucynok 111 — Paznien manenu uHcTpymMeHTOB Ad3arg

Heneuataembre CHUMBOJIbI, KOTOPbIE UCIIOJIb3YIOTCS B TEKCTOBOM peAdKTOpe, IpeCcTdBJIeHbl

B Tabmnuiie 8.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MH», 2013-2024 115



MonOdonc

Taosiuna 8 — HermeuaTaeMbie CHMBOJIBI

IIpumep cuMBoJIa B TEKCTe 3HaueHue

Lorem.ipsum-dolor-sit-amet,.consectetur-adipiscing-elit,.se | IIpoGen
labore.et.dolore-magna-aliqua.-Ut-enim.ad.minim.veniam,-

Lorem.ipsumf Kowerr a63ara
dolor.sit.amet, ]

consectetur”

Lorem - ipsum-dolor-ssit —» amet, »consectetur —» Tabynsamus

» elusmod -» temporincididunt —» ut -» labore

Lorem-ipsumy/ Pa3peiB cTpoku
dolor-sit-amet, &
consectetur,!

Pa3phbiB cTpaHuIibl

JlC

Pa3priB pasnena

n) 3

[IpuBs3ka:

— TabJIMIIbI, IUIT KOTOPOM HACTPOEHO
£ oOTekaHUe TeKCTOM;

— U300paKeHUS;

— durypsl

T 3akyiagka

4.3.2 CTuian Texkcra

Ha3nayenne cruisl 1osBoiiseT OBICTPO IPUMEHSTb OJWHAKOBOEe (OpMaTUPOBaHUE IS
pasHbIX (PparMeHTOB TeKCTa, HalpuMmep, 0GOPMIISITh 3ar0JIOBKU pa3HbIX YPOBHEH, CCBUIKA U IP.
st opopmileHUsT TeKCTa MOXKHO HCIIOJIb30BaTh KaK IIpe/lyCTaHOBJIEHHble CTWIIM, TaK U CTWIH,

CO31dHHbIe BDYYHYIO.

4.3.2.1 BeiOpaTth cTHIb

[To ymom4aHUIO TIPU CO3JIaHUU JIOKYMEHTa MCIOJIb3yeTcsl CTWib O0bruHbIH. CTHIIb TEKCTa
MOXXHO U3MEHHUTD C TTOMOIIIbIO TTaHeIM UHCTPYMEHTOB MJIM OKHa OBICTPBIX JIEMCTBUH.
YTOOBI U3MEHUTH CTUJIb C TIOMOIIILIO TTaHeT MHCTPYMEHTOB, BBITIONTHUTE CJIYIOIIHe IeUCTBUS:
1. VYkaxure pparMeHT TeKCTa, JUisi KOTOPOTO TpebyeTcs: U3MEeHUTh CTUIb:
— UYrtobbl M3MEHUTb CTWIb MJid OJHOTO ab3alla, yCTaHOBUTe B HEro Kypcop WU

BbIie/InTe ero 1nejinkKoM.
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—  YTOOBI UI3MEHUTH CTUJIb HECKOJIbKUX a03a1leB, BHIJIEIUTE UX IIeJTUKOM.
2. Ha maHenmu WHCTpyMeHTOB, B pa3zeiie CTHimM BeiOepuTe TpeOyeMbli CTUJIb M3 CITKCKa
0TOOpakaeMbIX CTHJIEM WM HaXKMHUTEe KHOTIKY = U BHIOEpUTe CTHJIb M3 BBINMAAIOIIEero

cnucka (cM. Pucynok 112).

AaboBe = Aab0B1 AaB0BE AaBoBel AaB6Bel' |...

JBbIYHBI K Jaronoceok 1

.|-1

CTinm

AaBoBelTInEeE&x331UuMi

EbIYHBI M

AaBoBBITInEeEéxk331
3aronoeok 1

AaBoBBI'T/InEeEémxk331ul

3aronoBok 2

AaBoBeI'rInEeEs w33 nltinK

Jaronoeok 3

AaB6BeI'tIgEeE e k3 Mnl ik

3aronoeok 4

AaB6Bel'tInEeEé I ulliiKe L

JaronoBok 5

+ Cozpate HOBBIA CTWAL

Pucynok 112 — Crincok crumnen

YT10OBI UBMEHUTH CTUJIb C IOMOIIIBIO OKHA OBICTPBIX JIeHCTBUM:
1. VYkaxwure pparMeHT TeKCTa, [jIsi KOTOPOro TpeOyeTCss U3BMEeHUTb CTUJIb!
— YToOBl WM3MEHUTh CTWIb [y OJHOrO ab3alja, yCTaHOBUTE B Hero Kypcop WM
BbIJIEJIUTE ero [[eJIMKOM.

—  YTtobOBI U3MEHUTD CTUJIb HeCKOJIbKUX a63aueB, BbIIeJINTe UX IeJIMKOM.
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2. OTkpoiTe OKHO OBICTPBIX JEUCTBUN OHUM M3 CJIeAYIOIIUX CIIOCOOOB:
— DBruibepute mnyHKT KOMaHaHOro MeHo CmnpaBka > BeicTpble melicTBHS

(cMm. Pucynok 113).

Cnpaeka

Crnpaeka F1
BricTpbie geRCcTEMA Ctrl=/

MpoeepuTe HAAMYKE CBHOBASHWA,.

O nporpamme...

Pucynok 113 — IlynkT komanaHOro MeH10 BrIcTphIe AelicTBUs

— Haxwure coueranue kiasuin Ctrl+/ npu pabore B OC Windows unm coderaHue
wiaBui $Cmd+/ npu pabote B macOS.
3. B oxne 6bicTpBIX feiicTBuii (cM. PucyHok 114) BeiGepuTe TpeOyeMblil CTUIIb OTHUM U3

CJIeTyIOIIKUX CIIOCOOO0B:

OWCK AeHCTBMA

+/ OOBIYHBIA
3aronosok 1
3aronoBok 2
3arosoBok 3
Jaromosok &
Jaromoeok 5
HA3BAHMUE J10...
Ilodsazonobok
KonoxTuTyn

CHoCKa

Pucynok 114 — OkHo OBICTPBIX AeUCTBUIA

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MH», 2013-2024 118



MonOdonc

— HaynuTe BBOOWTHL Ha3BaHWe CTWJI B CTpOKe Toucka. Korma TpeOyeMblii CTWIb
0TOOpa3uTCs B pe3yJibTaTaX IOMCKA, ILIEJKHUTe M0 CTPOKe CTUJIS JIeBOM KHOIIKOM
MBI WK BBIJIEJIUTE CTPOKY CTWIS C IOMOIIbIO KJIABUII KJIaBHATypbl | U T U
HaxmuTe KiaBuily Enter.

— IIpokpyTHTe cimcok KOMaH/]I /10 KOHIIAa. B Gi10Ke CTHIIei 1meTYkoM MBI BhibeprTe

TpeOyeMbId CTHIIb.

4.3.2.2 Co3maTh CTUWIBH

[Tpunoxxenve «MoitOduc TexkcT» noOAAEpKMBaeT BO3MOXHOCTb CO3[JaHUSI CTWJIS Ha
OCHOBaHUM (pOpMaTHMPOBAHUS BBIJIEJIEHHOTO TEeKCTa WJIM TeKCTa, B KOTOPOM pacCIIOJIOXKeH KypCop.
HoBsl1i1 cTiiib co3piaeTcs ¢ npeaycTaHoBIIeHHBIM uMeHeM «Ctumb 1», «Ctunb 2» U T. 1.

J171s1 co3maHusl HOBOTO CTWIISI BBIIIOJIHUTE Clle[lyIolye AeCTBUS:

1. Ilpumenure TpeOyemoe <¢opMarvpoBaHWe K CJIOBy WIA (¢parMeHTy TeKCTa

(cMm. Pucynok 115).
2. Bblpenure aHHOE CJIOBO/(pparMeHT WM II0CTaBbTe B HETO KypCop.
Ha nanenu uHCTpyMeHTOB, B pazjiene CTHIM HAXKMUTE KHOIIKY “=*.

4. B HmxHeln yactu BbIIIalatonlero CIIMCKAd Ha’KMHUTE KHOIIKY + COBZIaTI) HOBBIN CTHIb.

v A = v = = = E T1 w J—
- - T - Aab6Be = Aab0B1 AaB0Be AaB6Bel  AaB6Bell [[ese]
ﬁv .[9 L IIE w -= -)E E[ Ll C” d DEbI UHbI 3aronosok 1 Formnanow Farmneno 3 Farmnone -
Ab3ay Crnam - - :
AaBoBerI' T[] aEeE&ed k33111
DBkl Ukl A
AaB6BsIr/InEel e Km3311
Jaronosok 1
«MoitO¢guc TekcT» — yAOOHBII pefakTop A1 pabOThl C TEKCTOBLIMH
IOKyMeHTaMH Jilo0 0il CROHCHOCTLL .. .
AaBoBBIT/InE eE {331 nl
Jaronosok 2

AaB6BBITIaEeEeHm3sMniTiaK
3aronoBok 3

AaB6BeI't/InE el e M3 itk
3aronoe

AaBoBel'TAgEeE e 3 ulliiKulL

3aronosck 5

+ CosgaTh HOBLIA cTUAL

Pucynok 115 — Co3nanue HOBOTO CTUJIS
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Co3nmaHHbBIN CTHIIb 0TOOPA3UTCS B BhillafarolieM crucke (cM. Pucynok 116).

JlocTyIiHO co3faHue CTWIed Ha OCHOBe HymepoBaHHBIX (1., 2.,

CO3[IdHHUH TAKOI'O CTUJIA CXeMd HyMepaluu 6y11€T BKJIFOYEeHd B CTHJIb.

AaB6Bel'rIaEeEié a3z ulliKe L

JaronoBok 5

AABBBBITIIEEE]

Ha3paHwe LOKYMEHTA

AaB6B6=/10EeE e we3aHuH iKwIn

Mog3arcnoBok

.-'-‘s,aEBEB-Fr',[[,.:l;EEEE?K}KEsHuF]ﬁI{K.ﬂ:[MMHHD
KonoHTHTYA

AaB6BelrAnEeEeKxIsHuHaKrInM

AaB6B6I2/T0E eE édinc33Huli

CTine1

+ Co3gate HOBLIA CTWAB

Pucynok 116 — Ilonb3oBaTenbckuii CTUIb

4.3.2.3 PegakTupoBaTh CTHIb

3. ...) 3aroJyioBKOB. IIpu

[TapameTpsl popmMaTHpPOBaHUS JTFOOOTO CTUIISE MOXXHO U3MEHUTH BPYUHYIO.

YTtobBI U3MEHUTH CTHWJIb, BBITIOJIHUTE CJIeayIolire IeHCTBUS:

1. Brimenurte ¢pparmMeHT TeKCTa, K KOTOPOMY IIpUMeHeH TpebyeMblii CTUIIb.

> W

Buecurte Heo6xoMble naMeHeHUs B GopMaTupoBanue (cM. Prucynok 117).
Ha nanenu uHCTpyMeHTOB, B pa3ziesie CTHIM HAXKMUTE KHOIIKY «=:.

B BbITIaIdlOIleM CIIMCKe HdBeJruTe KYypCOp MbIIINW HA HA3BdHUE J3TOro CTWIA U

Ha)XXMUTe KHOIIKY ‘= (OOHOBUTH CTHJIb 110 BEHIOpAaHHOMY (pparmMeHry).
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HBMeHeHI/Iﬂ, BHeCeHHble B CTWUJIb, dBTOMATHUYeCKH IIPDUMEHAI0TCA KO BCeM (bpaFMEHTaM

TeKCTa, K KOTOPLIM IIpHMMeHeH JAaHHBIU CTUJIb.

il 1l
il

i
=
£

AabbBi

3aronosok 1

AaBoBel

DBhIYHBIM

I=
£
ke
£
i
£
™
I

o]
<

Crnam

«MoiiOguc Texcm» — ydobHblil pedakmop d1a pabdombi ¢ mexkcmoGsiMu
OOKYyMeHmaMu 110001l COHCHOCILL

AaBoBB AaBﬁBx_aI

AaBoBel'rIaEek k3 HulTiKel

3aronoBoK 5

AABBBBIT/JIEEE]

HazsaHwe gokyMerTa

AaB6B6I=[oEeE XK nc3sHuliKw/In

Moasaronceok

AaB6Bel rdaEeEen3aHnlliKkTaMmHu0

KonoxTumyn

AaB6BelrlnEeEeAix3aHuiiKelnM

AaB6B6I2/I0E eE édnc3zHuli
Crune 1 b b]j[

+ Co3gath HOBLINA CTUAL

AaBGB6 | (.|

Pucynok 117 — KHonikv peflakTHpPOBaHUSI U y/IaJleHUs! CTUJIS

4.3.2.4 YiaauTs CTUWIb

[Tpu HeobxomuMocTH 1000 CTHIIb, CO3IAHHBIM BPYYHYIO, MOXKHO yHAmuThb. Iy 3TOrO

BBIIIOJIHUTE Clledyromiye JerCTBUS:

1. Brimenurte ¢pparmMeHT TeKCTa, K KOTOPOMY IIpUMeHeH TpebyeMblii CTUIb.

2. Ha nanenu vHCTPyMeHTOB, B pa3zeile CTHIH HaXXMUTe KHOIIKY === .

3. B BbIIIaidlOIIeM CIIMCKe HaBeauTe KypCOp MBI Ha Hd3BdHHEe 3TOr'0 CTUJIA U HAXMUTE

kHOnKy [ (Yaanurh cTHiIb) (cM. Pucynok 117).

[Tocne ypmanmeHusi cTuisi KO BceM ¢parMeHTaM TeKCTa, OpOPMIIEHHBIM B JIaHHOM CTHIIe,

npuMeHsieTcss OOBIYHBIN CTUJIb.
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4.3.3 lllpudpr

[lo ymonmyaHnuio TIpM CcO3MaHUM JIOKyMeHTa B npuioxeHnn «MouOduc Tekcr»
ucnosnb3yercs mpudTt XO Thames.

YT06BI OBICTPO U3MEHUTH LIPUPT, BHIIIOJIHUTE ClleyIoIIye JeHCTBUS:

1. Brimenure Tpebyemblii pparMeHT TeKCTa.

2. Ha nanenu unctpymeHToB, B pazzese IHIpudT (cMm. Pucynok 118) mienkuuTe 1mo moiio
Ha3BaHMeM TeKyIero mpudTa.

3. HaunuTe BBOOuTH Ha3BaHWe HY>XHOro LIpudTa. B BeIajaroniem crucke orobpasurcs
CIIMCOK HIPUQTOB, COOTBETCTBYIOIINX YCIOBUSM ITOMCKA.

4. Bpibepute TpeOyeMblii MIPUPT C TOMOIILIO MBIIIN WK KJIABUII KJIABUATYPHI:
— IllenkHuTe 110 Ha3BaHUIO MIPUPTA JIeBOM KHOIIKOU MBIIIH.
— BrigenuTe Ha3BaHue HIpr¢Ta C IOMOLIBIO KJIABUII KJIABUATYyphl | U T W HaXMUTe

kiaBuily Enter.

Dopmat  WHcTpymenTe  Bug  OBwwid goctyn MNMognwcka  Cnpaeka

F ﬁ W é [xnu:. v| 14 | w
D O & 0 Oriel A

Mpaeka
X0 Oniel Condensed

Pucynok 118 — Ilouck mipudra

YToOBI BBIOpaTh MIPUPT U3 TIOJIHOTO CIMCKA HIPUPTOB, BHIIIOJIHUATE CleIyIollre JeHCTBUS:

1. Beigenure TpeOyeMblii pparMeHT TeKCTa.

2. Ha nanenu uHCTpyMeHTOB, B paszese IIpu¢T HaXkMUTe KHOIIKY ¥ CIIpaBa OT Ha3BaHUs
tekyiero mpudrta (cMm. Pucynok 119).

3. B BbImazaroiieM crivcke BelbepuTe TpebyeMblil MIPUQT C TOMOIIBIO MBIIIN WIH KJIABUII
KJIaBUATYPHI:
— IlenkHuTe 0 Ha3BaHUIO MIPUPTA JIEBOM KHOIKOW MBIIIIH.

Beinenmvte Ha3BaHuve mpudTa C MOMOIIBIO KJIABUIN KJIABHUATYPbl | U T U HaXXMHUTe

xiaBuiy Enter.
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Bvg OBwwid goctyn  lNognwcka Cnpaexa

[rpu—

é [K[}Thames \&L 14 v AT AT = v

Q " X0 Thames Ali b & w ) llE w

AG3ay

Cormarant

PT Astra Sans

PT Astra Serif

PT 5ans

PT Serif

X0 Caliburn

Pucynok 119 — IlonHbnii cincok mpudToB

Pexomennyercst ncnonb3oBath mIpUdThHI cemeiictBa X0, YTOOBI COXPAHATH (pOPMATUPOBAHUE

AOKYMEHTd IIpYU er'0 OTKPLITUU B IPYTUX OII€PAlIMOHHBIX CUCTeMdX.

4.3.4 Pazmep mpudra

YToOBI UI3MEHUTDb pa3Mep MIpUPTa, BHITOTHUTE CJIeyIOIUe TeUCTBUS:

1. Beigenure TpeOGyeMbiii pparMeHT TEKCTa.

2. Ha manenu unctpymeHToB, B pasnese IlIpudT HaxkMuTe KHONIKY v CIpaBa OT pa3Mepa
Tekyilero mpudrta (cMm. Pucynok 120).

3. B oTKphbIBIIEMCS CIIMCKe BbIOEpUTe HeOOXOUMBIN padmep mpudTa.

Ecimm HeobOxoiuMoro pa3Mepa HeT B CIIMCKe, 3a/laiiTe ero Bpy4YHYy0. [jis aToro:

1. Ha nmanenn uHCcTpyMeHTOB, B pasieiie HIpudT BbimenuTe Tekylee 3HaUeHHe pa3Mepa
mpudrTa.

2. Baenurte Heobxomumoe 3HaueHue. B kadecTBe paszpmenvresisi [Jis IPOOHBIX 3HAYeHUH
vcronb3yuTe 3ansaryto. Hanpumep: 21,5.

3. Haxmwure xiiaBuiry Enter Ha kiaBuatype.
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OBwwmid goctyn  Mognucka  Cnpaska

é X0 Thames w E
X K Y4 AB T

[

WpudT AG3ay

[¥«]

12

16

18

Pucynoxk 120 — Pazmep mipudra

st yBenudeHust pasmepa HIpUdTa Ha OJHY €AWHHUILY BBIIOJHUTE OJHO M3 CJIeAYIOLIMX
JeCTBUN:
— Bribepute nmyHkT komaHgHoro MeHio Popmar > Illpudt > YBenuuuts pasmep

mpudra (cM. Pucynok 121).

Dopmat  ViHcTpymedTe  Bug  OBwwi gocyn Moanwcka  Cnpaeka

OurcTnTe fopraTHpoBaHne Ctrl+5pace [ v |14 v AT AY = v 3
Wpudt F X MoayxuvpHoiid Ctrl=B L
BwipaeHuearmne P K Kypcwe Ctrl+|

MoeopoT TekcTa Y U MNoaguepkhyTwii Ctrl+U
Wzobpamerne Y| A ¥menbwwTs pasmep wpndTa

Tabauua Y| A Yeeanunte pasmep wpndta

Pucynok 121 — Koman/ibl yBeIM4eHUs] U YMeHbIIIeHUs padmMepa mpudra

— Ha nasenmu uHcTpymeHTOB, B pasfene IIpudrt naxmute kHonky A" (YBeamuursb

pa3mep mpudra) (cM. Pucynok 122).
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Bvg OBwmi goctyn

é% X0 Thames

€ XK K Y4 AT - &

WpudT

Mognwcka Cnpaexa

AA] =

b ﬁ:)\l"

AG3ay

1.—
— wy

Pucynoxk 122 — Knonku yBerieHUs U1 YMeHbIIIeHUsI pa3Mepa mipudTa

Jlyist yMeHbIlleHHs pa3Mepa mipudTa Ha OJIHY eIWHUITy BBIIIOJIHUTE OJHO W3 CJIeAYIOLIUX

IeUCTBUM:

— DBeoibepute nyHkT komaHgHoro MeHio dPopmar > IllpudTt > YMeHBIIUTH pa3mep

mpudta (cM. Pucynok 121).

— Ha manemmn wnHCTpy™meHTOB, B pasnene IlIpudt Hakmure kHOnky 4 (YMeHbBIINTH

pa3mep mipudTa) (cM. Pucynok 122).

4.3.5 Odopmienne Tekcra

B npunoxennu «MoiOduc TekcT» MOXHO 10-pasHOMY OQOpMIILTH (pparMeHThl TEKCTa,

YTOOBI BBIIEJINTh X HA Cl)OHe OCTAJIBHOI'O COAEep>KUMOT'0 JOKYMEHTA.

B Ta6J'II/II_Ie 9 IIpeacTaB/ieHbl BAPUdAHTBI OCl)OpM.TIEHI/IH TEKCTd C COOTBETCTBYIOINIUMU KOMdHIdAMU.

Taonuna 9 - O¢popmienue Tekcra

Knonka Ha manenu Coueranue Coueranue
Od¢opminenne | IlyHKT KOMaHIAHOTO
reKCTa MEHIO HHCTPYMEHTOB, KJIQBHIII KJIQBHIII
B pasneine «IIpudT» B OC Windows B macOS
.. | ®opmat > llpudrt >
IosyxupHbIit TToMy>KHpHBIT X Ctrl+B #Cmd+B
®opwmar > lpudt >
Kypcuéb Kypcue K Ctrl+I #¥Cmd+I
[ToyepkHYTHIN Popmar > LHpI:Iq)T g Y Ctrl+U #Cmd+U
[TopuepkHyTBIN
BCE ®opwmar > Ulpudt > . .
IPOITMCHBIE | Bee npomucrtie AB Cl+Shift+A | ¥Shift+sCmd+A
. ®opmar > llpudr > _—
BHHCPIHYFDHH . - ~ -
3a4epKHYTHIHA '
Hoxacrpounsii 3HAK @opmar > IHIBI/I(l)T g @s > Xi Ctrl+= #¥Cmd+=
[HoncTpounsblit 3HAK
Horcrponmui 51y | PoPMAT > Lllpudr > s X Ctrl+Shift+= | @Shift+sCmd-+=
Hapctpounslit 3Hak
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4.3.6 IIBeT Texkcra

YToOBI UI3MEHUTD 1IBET MIPUGTA B TEKCTe, BHITOTHUTE CIIeAYIOITHe TeUCTBUS:
1. Beigenute TekcT, Ji KOTOPOro TpeOyeTCst U3MEHHUThD 11BeT ipudTa:
— YroObl U3MeHUTH 1IBET HIpMdTa B OJJHOM CJIOBe, YCTAaHOBUTE B HEro Kypcop WId
BBIJICJIUTE ero IeJIMKOM.
— YtoOBbl M3MeHUTH NBET MIpUPTa B KAKOM-THOO dparMeHTe TeKCTa, BBIJIEJIUTE ero
LIeJIMKOM.
— YroObl u3MeHUTH HBeT IIpUdTa [Jis TEKCTa, PacCIOIOXKEHHOTO B OIHOM syeiike
TAOIUIIBL, BBIAIEJIUTE 3Ty SIYeMKYy WIH BbIJIEJIUTE BECh TEKCT B 3TOU siueiike.
— YroObl W3MeHUTh IBeT MmpudTa IS TEKCTa, PACIOJI0XKEeHHOI0 B HECKOJIbKUX
siaerKax, CTOJIOIAX WIIM CTPOKAX, BBIJIEJIUTE 3TU 3JIEMEHTHI TaOJIHIThI.
— YrtoOBbl M3MEHUTH NBET MIpUPTa JJII BCEr0 TEeKCTa, PacIoJIOKeHHOTOo B Tabiuile,
BbIJIEJIUTE TAOIUITY 1IeJTUKOM.

2. YtoObl BBIOpaTh MOCIEOHUM IIBET, KOTOPbIM MPUMEHSUICS K MIpUdTy paHee, Ha TaHEIA

VHCTPYMEeHTOB, B pazziesie IIIpu¢T HaxMuTe KHOIIKY ﬁ (IBet Tekcra) (cM. PucyHok 123).

XO Thames v 14 v AT AT = =
T s A w & w ! _'_i: W = = w

}K K H '&'EJ 1 -— 2— —_— il

WpudT

LlpeTa Temb:

HEEEEE

CTaHLapTHEIE UEETE:!

MocnegHue ueeTa:

Apyrue yeeTa.., ﬂ

Pucynok 123 — Knonka IlBeT TekcTa 1 1aHesib BbIOOpa I[BeTa

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MH», 2013-2024 126



MonOdonc

3. YrtoObl BBIOpATh Jjisl MIpUdTa APYTrOM I[BeT, HAXKMHUTE Ha CTPEJIKYy CIIpaBa OT KHOIIKHU
'i' (IIBet Texkcra).

4. Ha oTKpBIBIIEHCS TTaHeJIM BhIOOpaA I[BeTa YKaXKUTe IBET MpUdTa OJHUM U3 CIIeAYIOIINX
CIoco0O0B:
— BblOepUTe BT B OJIHOM U3 MpeJICTaBJIeHHbIX HA0OPOB 1IBETOB,
— YKaXHUTe KOJ I[BeTa BPyYHYIO,

- CKOHHPYFITE OBeT C IIOMOIIBIO ITUIIEeTKH.

4.3.6.1 Bei0OpaTh 11BeT B nIpe/icTaB/JIeHHbIX HA00opax IBeTOB

Ha nanenu Beibopa nBeta (cM. Pucynok 123) npesictaBiieHsl ciiefiytoliide Habopbl IIBETOB:

— IIBeTa TeMbI — COJIEPXKUT I[BETOBYIO ITAJIUTPY TeMbI TeKYIero JOKyMeHTa.

— CraHgapTHbIe IBeTa — COEpPXHUT I[BeTa, KOTOpble I0JIb30BaTeIM 4dallle BCero
BbIOMpAIOT P GOPMATHPOBAHUHU JOKYMEHTA.

— TIlocnemnue mBeTa — COJEPXKUT JI0 JIeCATH MOCJIeIHUX 1IBETOB, KOTOPbIe Bbl BHIOMpAIU
npu ¢opmarvpoBaHuu JokyMeHTa paHee. Habop Ilociemnme mBera orobpakaercs,

€CJIU Bbl BbIOMPAJIA XOTs ObI OJIMH 1IBET.

HpI/I HaBeJIeHNH KypCOpd MBI Hd JII000M OBeT OTO6pa)KaETC$[ 3HAa4YeHHe 3TOro nIBeTa B

uBetoBor Mogenu RGB. Hanpumep: RGB 192,80,77.
Jly1st BBIOOPA 11BeTa IeJIKHUTe 110 HeMy JIeBOM KHOIIKOW MBIIIIH.
[IBet no6aBuTcs B Habop Ilocnemuue nBera 1 otMetuTcs dutaskkoMm. [lanenb Beibopa 11BeTa

3akpoetcs. [lIpudT Texcra okpacuTCsi B BLIOPAaHHBIM I1BET.

4.3.6.2 Yka3aThb KoJI IIBeTa BPYYHYIO0

Ecin B mepeuncrieHHbIX Habopax I[BeTOB HeT IOAXO/SINEro IIBeTa, YKaKUTe ero Koj
BpPYUHYIO:
1. Haxmure kHotiky JIpyrue nBera (cM. Pucynok 123).

2. B otkpoiBiieMcst okHe Beioop nBera (cM. Pucynok 124) ykaxuTe TpeOyeMmblil I[BET B
Busie HEX-kona wim B popmare RGB.

3. Haxmure xkHonky OK.
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BeiGop useta ¢
Hex-koa MpeanpocmeTp
= | .
KpacHei 3eneHbl i CUHMWIA

0 - 0 - 0 -

R

Pucynok 124 — Okno Beroop nBera

IIBet, ykazaHHbIN BpyuHylo, nob6aButcs B Habop Ilociemnme mBera (cM. Pucynok 123) u
orMetuTCsl diaxkkoM. [laHenb BeiObopa 1Beta 3akpoetcs. IIIpudT Tekcra OKpacHUTCs B BIOpaHHBIHA

oBeT.

4.3.6.3 CxonupoBaTh 1IBeT C IOMOIIBLI0 MHNETKU

[Tunerka mpeHa3HavYeHa i OJTHOBPEMEHHOTO KOITUPOBAHMUS IIBeTa C TEKCTa MM 0OBEKTa,
pacIiooXeHHOTo B paboyeid 06J1acTH TJIaBHOTO OKHA (CM. paszen 3.4), ¥ MpUMeHeHHsl 3TOTO IIBeTa

K IIPUQPTY BBIIEJIEHHOI'O TEKCTA.

[TuneTka HeaKTHUBHA B peXXuMe peJaKTUPOBAHHs KOJIOHTUTYJIOB (CM. pa3fen 4.10.2).

YToObI CKOITMPOBATH IBET C [IOMOLIbIO ITUIIeTKH, BBINIOJIHUTE CJIIeAYIOIIre JIeVCTBHS:

1. HaxmuTe KHOTKY & (ITmmerka) (cM. Pucynok 123). [1anenb BeiOOpa 1BeTa 3aKpoOeTcsl,
Y KypCop TIpUMeT BUJI IIPUIleiay JijIs BbIOOpa IBeTa.

2. HaBemuTe kypcop Ha I[BeT, B KOTOpBIM TpeOyeTcss OKPAaCHTh BbIJIeJIeHHBbINA TekcT. [lis
boJsiee TOUHOTO BHIOOPA I[BETA OPUEHTUPYHUTECh Ha 00/1aCTh, PACIIOJIOXKEHHYIO CIIpaBa OT
Kypcopa. B Hell oToOpakaeTcsi IiBeT NMUKCeJisl, HA KOTOPbIM B JaHHBIM MOMEHT HaBefleH
KypCOp.

3. llenkHuTe 10 BETY JIeBOW KHOIKOM MBIIIIH.
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[pudT BHIAETIEHHOTO TEKCTa OKPACUTCSI B YKa3aHHBIM 1IBET, U KypCOp IMPUMeT OOBIYHBIN
BUJ. YKazaHHbIM IBeT nobaButcsi B Habop Ilocnemume mBera (cM. Pucynok 123) u oTmerurcs
¢daxkoM Ha IlaHesy BbIOOpa IBeTa.

Ecm TpeGyercst OTKIIIOUWTH MHUIETKY 0Oe3 BbiOOpa IBeTa, HaxkmuTe kiaBuily Esc Ha

KJIaBHaType.

4.3.7 IIBeT BBIIEJICHHS TEKCTa

[Ipu pabore Ham [OOKyMeHTOM OT[ellbHble (parMeHThl TeKCTa MOXHO BbIIEJISTh
pa3IMYHBIMU I[BeTaMu (II0 THITy Mapkepa), YTOOBbI cAejaTb UX 3aMeTHee Ha (OHe OCTaJIbHOIOo
COJIEP>KHMMOT0 JIOKyMeHTa.

YTOObI BBIJIEJIUTH TEKCT I[BETOM, BBITIOJIHUTE CIIeAYIOIe 1eHCTBUS:

1. Beimenure TpebyeMblii GparMeHT TEKCTa.

2. UYtobpl BbIOpaTh MOCIEIHWM I[BeT, KOTOPBIA MCIIOJIb30BaICs [Isl BBbIJEJIeHHs TeKCTa

paHee, Ha MaHeJX UHCTPyMeHTOB, B pasfene IIpu¢dT HakMuTe KHOIKY & (IIBet
BbIfIeJIeHus TekcTa) (cM. PucyHok 125).

3. YrtoObbl BbIﬁpaTI) JJIsd BbIJeJIeHHWsl TeKCTa npyroﬁ OBeT, Ha IlaHeJIM MHCTPYMEHTOB, B

paznene IHIpudTt HakmMuTe Ha CTpPesIKy CIpaBa OT KHOIIKU & (IIBet BBIAeNeHHS

TeKCTa).

Bug O6wwi gocyn  Mognwcka  Cnpaeka

=
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é KO Thames w14 | w

& XK K Y AB T - ivl'?%‘ v =

WpwndT

MocnegHue LUBEeTa:

il
o
L4

Bes ueeTa

Pucynok 125 — Knonka IlBeT BeImeieHHsI TeKCTa
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4. BribepuTe HEOOXOMUMBIHN I[BET B IIpeICTaBJIeHHON NanuTpe wid B Habope Ilociequme

nBera. JlaHHBIM HAOOp IBETOB OTOOpaXkaeTcCsl, eCjid paHee JJis BbIJleJIEHUS TeKCTa

KCIIO/IL30BAJICI XOTS OBl OIVH IBeT U3 MaJINTPhI. Bcero B Ha6ope HOCJIEI[HI/IE nBeTa

MOXKeT OTO6pa)KaTI)C$I OT OJHOI'O 10 BOCBbMHU IIOC/IIeJHHUX HMCIIOJIb30BAHHBIX IIBETOB.

Bri6paHHBIH 11BET OTMETUTCS (HIIa’KKOM, U TEKCT BBIJEIIUTCS 3TUM IIBETOM.

YTOOBI OTMEHUTD BblJleJIeHre TeKCTa IBETOM, BBIIIOJIHHUTE ClieJyroniye IerCTBUS:

1. Brimenure TpebyeMblii GparMeHT TEKCTa.

2. Ha mnaHemu WHCTPYMEHTOB,

B pazgeiie IlIpudT HaxMHUTe HA CTPeJIKy CIpaBa

ot kuonkn & (IIBet BBImesreHus Texkcra) (cM. Pucynok 125).

3. B oTkppIBIIEMCSl OKHe HakMuTe KHOIIKY be3 nBera.

4.3.8 BrlpaBHHBaHHe U HHTEePBaJIbI

HacrpauBaemble BblpaBHMBAHWe, WHTepBajlbl M OTCTYIIBI UCIOJBL3YIOTCS ISl KOPPEKTHOM

OpraHr3dlilii TeKCTa. Bnaronapﬂ 9TUM IlapaMeTpdaM MOKHO BH3YdJIbHO pa3fejsdTb TeKCT B

COOTBETCTBHH C LIeJIIMHU I10JIb30BaATeId.

YTobBl H3MEHUTH IIapaMeTpbl HA4 OJTdlle CO3ddHHUs (bafma, BBITIOJIHHUTE HEO6XO)II/IMBIE

KOMaH/BI. Ecnu usMmeHeHuns1 BHOCSTCSI B yxe CYH_IECTBYIOH_[I/II;I AOKYMEHT, BbIIe/InTe Cl)paFMEHT,

IapaMeTpbl KOTOPOT'O HQO6XO)II/IMO HN3MEHHWTD, IIpeX/e 9YeM BBITIOJIHATbL KOMaH/Ibl.

4.3.8.1 BeipaBHHBaHHe 10 TOPU30HTAJIN

YTtoObI BBIPOBHATH TEKCT IIO0 'OPHU30HTAJIN, BBIIIOJIHUTE ClleJyroine e CTBUS:

1. Beimenurte pparmMeHT TEKCTa, JjIsl KOTOPOTo TpeOyeTCss HACTPOUTh BhIpaBHUBAHUE.

2. BeinonHuTe oJJHY U3 KOMaH], NpeficTaBieHHbIX B Tabmuie 10.

Tabnuna 10 — BeipaBHIBaHue 110 TOPHU30HTAIN

ITyHkT Knonka Ha nmaHenu Coueranue Coueranue
Iloso;xenue
TeKCTa KOMAaH/THOT'0 HHCTPYMEHTOB, KJIQBHIII KJIABHIII
MeHI0 B pasneine «Aozan» = B OC Windows B macOS
®opmar >
[To neBoMy Kparo BripaBHUBaHue > = Ctrl+L #8Cmd+L
ITo teBoMy Kpato
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ITyHkT Knonka Ha maHenn Coueranue Coueranue
Iloso:xenue
TeKCTa KOMAaH/THOT'0 HHCTPYMEHTOB, KJIQBHUII KJIQBHIII
MeHH0 B pasneine «Adzan» @ B OC Windows B macOS
®opmar >
ITo nentpy BripaBHUBaHuE > = Ctrl+E #¥Cmd+E
[Io nentpy
®opmar >
ITo mpaBoMy kpato | BripaBHUBaHUE > = Ctrl+R #¥Cmd+R
[Io npaBomMy kparo
®opmar >
ITo mmpune BripaBHUBaHuE > = Ctrl+J #8Cmd+J
1o mmpune

BpraBHI/IBaHI/Ie II0 TOPHU30OHTAJIKX I[IPOUCXOOWUT B PpPaMKaxX OTCTYIIOB,

penakThpyemoro ab3ara (cM. pasnen 4.3.8.5).

3alaHHbIX [JId

Eciu Tekct B siueiike pa3BepHYT (cM. pasnen 4.3.9), To BbIpaBHHMBaHHE I10 TOPU30HTAIU

OCYIIECTBJIAETCA B COOTBETCTBUM C €ro pAacCIIOJIOKeHHWEM B IIPOCTPaHCTBe: TEeKCT IlepeMelldeTCsa

OTHOCHUTEJILHO BepXHel U HU)KHeU IPaHULIbl SYeUKHU.

4.3.8.2 BripaBHHBaHuHe 10 BepTHKAJIHN

BpraBHI/IBaHI/Ie IO BePTUKAJIX IIPpUMEHSETCsS TOJIbKO OJid COOEPXXHUMOI'0 TaGJ’II/IHbI. Knonku

BBIDaBHMBAHMS OTOOpaXkaloTCsl Ha IaHelW HWHCTpPyMeHTOB (cM. Pucynok 126), ecnu kypcop

YCTaHOBJIEH B TabJIvIle WU BbIJIeJieH 3JIeMeHT TabJIUIbl/TabJInIIa 1IeJTUKOM.

YTtoObbI BBIPOBHATH TEKCT B T{:16JII/ILIe 110 BepTHUKAaJIH, BBITIOJIHUTE CJIeAYIOoIIre JIeVCTBUS:

1. BI)II[EJ'II/ITE JJIEMEHT, IJI1 KOTOPOI'o HEOGXOIII/IMO HAaCTPOUTL BbIpABHHWBdAHHE!

—  YrobnI BBIPDOBHATL COEPXKXHUMOe OJTHOH STYEeMKH, BbIJEINUTEe ee NN YCTaHOBUTE B Hee

KypCOp.

—  YrobnI BBIPOBHATDH COJIep>KMMO€e HeCKOJIbKHX Sd49eeK, CTOJI6HOB WJIN CTPOK, BbIAEJInTe

JaHHBbIe 3JIeMeHThbI T86JII/IIII)I.

— YToObI BEIPOBHSTH COJIEPXKUMOE BCEeM TaOJIUIIbI, BbIIEIUTE TabIIUITY IEeJTUKOM.

2. Ha manenu MHCTPYMEHTOB, B pa3zieie A@3al HaXMUTe KHOTIKY T .

3. Boibepure c1iocob BIpaBHUBAHUS YKAa3aHHOT'O 3JIeMeHTa:

1" (BBIPOBHSATH MO BepXHeMy KPal0) — BLIDOBHATh COZIEPXXKMMOe 110 BepXHeMy Kpalo

SIYeUKHU,;

4 y
~~ (BBIPOBHATH IO CepeyHe) — BBIPOBHSATh CO/IEP)KHUMOe TI0 IIeHTPY STYedKY;

' (BoIpoBHATH 10 HIKHeMy Kparo) — BLIDOBHSThH COJEpXKHMOe M0 HIDKHEMY Kparo

STYCUKU.
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Pucynoxk 126 — MHCTpyMeHTbI BBIpaBHUBAHUS 110 BEPTHUKAIN

Ecimu Texcr B sueiike pasBepHyT (CM. pasgen 4.3.9), TO BbIpaBHHBAHHE 110 BEPTHUKAIU
OCYIIIeCTBJISIETCS. B COOTBETCTBHHU C €r0 PAcIiojioKeHHeM B IPOCTPAHCTBe: TeKCT IepeMelaeTcs

OTHOCUTEJILHO JIEBOM U NIPaBOM I'PAHUIIBL SUEHKU.

4.3.8.3 MexcTpo4HBIil HHTEpBal

MeXCcTpouyHbIN MHTEpBaJl — 3TO pacCTOsSIHKe MeXIy CTpokaMu ab3ara. [lo ymomdanuio mis
BCEro TeKCTa YCTaHOBJIeH UHTepBal 1.

[Ipy HeoO6XOAMMOCTH MEXCTPOYHBIM MHTEPBAJI MOXKHO MU3MEHUTh KakK JIJIs BCero TeKCTa, Tak
U JUis OTHAeNbHbIX ab3ameB. 3HayeHHWe MEXCTPOYHOIO HWHTepBajla MOXHO BbIOpAaTh U3
MIpe/lyCTaHOBJIEHHbIX 3HAUeHUH WM yKa3aTb COOCTBEHHOe.

[Ipu BBIOOpE TMpenyCTAaHOBJIEHHOTO 3HAUYeHHs MeXIYCTPOYHBIM HHTepBal  paBeH
MpoM3Be/ieHrI0 pa3Mepa mipudTa HAa ykazaHHOe 3HadeHWe. Hampumep, eciii [jisi BBIIEIEHHOTO
abszana BelOpaH mpudpT 12 0T M [BOMHOM MeXIYCTPOYHBIM HHTEpBajl, TO PACCTOSIHUE MeXAy
CcTpokamu ab3aria 6ymer paBHo 24 it (12 ot x 2).

YToObI HA3HAYUTH NIPe/lyCTaHOBJIEHHBIM UHTEPBAJI, BBITIOJIHUTE CJIe/IyIolne JeHCTBHUS:

1. Beigenure TpeOyeMbiii pparMeHT TEKCTa.

2. Ha mnaHenum WHCTpyMeHTOB, B paszaeie A03al HaXMUTe KHOMNKY, Ha KOTOPOH

oToBpakaeTcs TeKylllee 3HaueHMe UHTepBana. Hanpumep: | (cM. Pucysok 127).

3. B oTkppbiBIIeMcs ciiucKe BbibepuTe He0b6X0IMMoe NpelyCTaHOBJIEHHOe 3HaYeHHe.

-— —

Ty =Z = = = @x
' — [y  AaRARs AaRn]
= = 5= ( g
=y = = B 11 OgwHapHwid
ABG3ay .

Tus 1,15

5 15

12 [poliHoil

I [MpoWzEcAEHBIA MHTERERN...

Pucynok 127 — Beibop MexXCTpOYHOI0 UHTepBaja
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YToOBbI HA3HAYUTH ITPOM3BOJILHBIA WHTEPBAJI, BHITIOJHUTE CJIeIyIONIre JeHCTBHUS:

1.
2.

Brigenvre TpeOyeMbiii GparMeHT TeKCTa.

Ha manenu wWHCTpyMeHTOB, B pasfene A03am HaXXMHUTe KHOMKY, HAa KOTOPOH
oToGpaXkaeTcs TeKylllee 3HaYeHHe MHTepBana. Hanpumep: | (cM. Pucynok 127).

B oTkppiBiiemcs cnivcke BoioepuTe myHKT IIpou3BoIbLHBIN HHTEpPBAJI.

B oxue IIpousBosbHBII HHTEepBaa (cM. PrucyHok 128), B BellajiaroiieM CIIMCKe ClieBa

YKa)kKUTe CII0Cob pacueTa WHTepBaa:

MHoxuTeNb — MEXIYCTPOYHBIM HWHTEpBajl, KOTOPBbIM YBeJIMYMBAETCS WIU
YMEHBIIIAeTCsl B COOTBETCTBUM C YyKa3aHHbIM MHoOXuTejaeM. Muoxurens 1,00
COOTBETCTBYeT OJMHApPHOMY HWHTepBally. MHoXuTenb  OoJibllie  eIMHUIIbI
yBelnuMBaeT UHTepBasl. Hampumep, mMHOXxwuTesnb 1,2 yBelnuMBaeT MHTepBal Ha
20%. MHOXWTeb MeHbllle eJJMHULIBI yMeHblIaeT uHTepBal. Hanpumep, MHOXHUTeb
0,7 ymenbiaet uaTepBail Ha 30%.

ToyHo -~ (QUKCUPOBAHHBIM UHTEPBaJ, pPaBHBIA 3HAYEHUIO, YKa3aHHOMY
B TIIOoJie CIlpaBa. 3HAaueHWe YyKa3blBaeTcsi B MyHKkTax (nT). B oriomume ot
MPOU3BOJILHOTO  HWHTepBajia, (UKCUPOBAHHBIM  WHTEpBajl  He  MeHSeTcs
IIPU YMeHbIIIeHUW/yBeJInYeHUH HIpUdTa.

MuHuMyM -~ MUHUMQIBHO JONYCTMMBIA MWHTEpBajl, paBHbIA 3HAYEHUIO,
yKa3aHHOMY B II0jle CIIpaBa. JHayeHWe yKa3blBaeTcsli B MYyHKTax (1IT).
IIpu yBenuueHny pasmepa mmpudTa WM /100aBJIeHUHM B CTPOKY CHMBOJIOB,
BBICOTA KOTOPBIX OTJIMYAETCSl OT OCHOBHOTO IipudTa (Harpumep, HaJICTPOYHBIX U
MO/ICTPOYHBIX 3HAKOB), 3HAYeHMe WHTepBajla MeXy CTPOKAaMH paCCUUTHIBAETCS

dBTOMdATHYECKH.

MpouzecaeHEIA MHTEREAN >

MHuo#WTEIE ¥ 1,15 w

Pucynok 128 — Oxuo IIpon3BoJIbHBIN HHTEpPBaJ
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5. B mose crpaBa ykaxkuTe 4rMCIIOBOe 3HaYEHMeE JIJIsl BBIOpAaHHOTO CIiocoba pacyera.

6. Haxmure kHomnky OK.

4.3.8.4 MexcuMBOJILHBINH HHTEPBAJI

MeXCUMBO/IBHBIM ~HHTepBaJl — 3TO PpacCTOsSiHMe MeXJy CHUMBOJIAaMHU B  TeKcCTe.
MeXCUMBOJIbHBIM HHTepBajll MOXeT ObITb YIUIOTHEHHbIM, OOBIYHBIM M pa3pexeHHBbIM. llo
YMOJTYaHMIO ISl BCETO TeKCTa BbIOpaH OOBIYHBIM MeXXCUMBOJIbHBIN UHTEPBaJL.

Tun MeXXCHMBOJIBHOI'O MHTEepBajla MOXXHO BBIOpAaTh C IIOMOIIBI0O KOMaHJHOTO MEHI0 WU
IIaHeJId UHCTPYMEHTOB.

Y1oObl U3MEHUTb MEXCUMBOJIbHBIN MUHTEpPBall C IIOMOIIbI0 KOMaH/IHOTO MEHIO, BBITIIOJIHUTE
cllefiyIolive AefCTBUS:

1. Bobimenure ¢parMeHT TekcTa, B KOTOPOM TpeOyeTcs HaCTPOUTb MeXCUMBOJIbHBIM

VHTepBaJl.
2. Brpibepure nyHKT koMaHfgHoro MeHio Popmar > Illpudpt > MeKCHMBOIBLHBIN
uHTepBal (cM. Pucynok 129).

3. B oTkpbiBIIEeMcs TOJIMEHIO BbIOepuTe TpeOyeMblil THUIT MHTepBaJa.

@opmat  MHetpymentel Bug  OBwwid gocyn Moanweka Cnpaeka

OuMcTUTE dopMaTHpoBaHWE Ctrl+5pace

v 14 v AT AT =y = = = = | 1
Wpndgt P X MNonyswpHoii Ctrl+B = = E[ o qT
BuipasHuBaHmne P K Kypcus Ctrl+l
MosopoT TekcTa P U MoguepkHyTwi Ctrl+U
Wzobpaxenue b AT YMeHbWWTL pasmep wpndTa
TaGauua b At YeenmuuTe pazmep wpudta

T 3aYepKHYTLIA

W HagcTpouHmii sHak Ctrl+Shift+=
¥z [MNopcTpoyHsii 3Hak Ctrl+=
AB  Bee nponucHebe Ctrl=Shift+A
MemCHMMBOABHBIA MHTEPEAA P AR YhaoTHEHHBR

AR DBbYHBIRA

AR PazpexeHHbiit

Pucynok 129 — Komananoe mento ®opmar
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YToObI HM3MEHHUTL MEeXXCHMBOJILHBIN HWHTepBa/l C IIOMOHOIbIO IIaHEJIM HWHCTPYMEHTOB,

BBITIOJTHUTE CJIeYIOITHe TIeUCTBUS:

1. Bpimenure ¢parmMeHT TeKCTa, B KOTOPOM TpeOyeTcss HACTPOUTb MeXXCHMBOJIbHBIN

VIHTEepBaJl.
2. Ha nanenu nHcTpyMeHTOB, B pa3zeiie IlIpudT Ha>kMuTe KHONKY === (cM. PucyHok 130).

3. Bribepure TpeOyeMbli THUIT HHTEpBaa:

iE_" — YIUIOTHEHHBIH,

AB _ 06bIanbIiL,

aB_ pa3peXxeHHbIN.

Bug OBwwi goctyn  lMognwucka Chopaeka

é X0 Thames v 14 v AT AT = v
€ XK K Y4 AT A~ v Ev
W X X: ﬁ% AB ,.r:‘_E;. AB3auy

Pucynok 130 — Bei6op Me>xCMMBOJIBHOI'O UHTEpBajia

4.3.8.5 lnTepBajbl U OTCTYIBI I a03a1eB

J1y1st u3MeHeHUsT HAaCTpPoeK OAHOro ab3alla yCTaHOBUTEe KYpCcop B Jitoboe MecTo 3Toro ab3ara
WK BBHIIEIUTE ero IeJuKoM. JIJid u3MeHeHHs HACTPOeK HeCKOJIbKMX ab3areB BBIEIUTe WX
[IeJIUKOM.
YToOBl HACTPOWUTbL MHTEPBAJIbI U OTCTYIbI BbIOpAaHHBIX ab3alleB, BBITOJIHUTE CJeAyIOIIue
JerCTBUS:
1. Ha manenu MHCTPYMEHTOB, B pa3ziejie A@3al HaXKMUTe KHOIIKY = (Hacrpoiiku ab3ana)
(cm. Pucynok 131).
2. B oTKpbIBIIEMCS OKHe yKaXXUTe HeoOXOJUMble YHCJIOBbIe 3HAYeHUS i CJeIyIOIINX
MapaMeTpOB:
— IlepBasi cTpoka — pacCTosiHHE OT JIeBOTO TOJIS TIOKYMEeHTa JI0 TIepBOM CTPOKH B ab3arle;
— Orcryn cieBa — pacCcTosiHUE OT JIeBOT'O TIOJISl IOKyMeHTa JI0 ab3ala;
— Orcryn cipaBa — pacCTOsTHUE OT MPABOTO TOJIs IOKyMeHTa 710 ab3aria;
— VaTepBai A0 — UHTEpBaJl MEX/y TeKYIIUM U MpeAbIAYIIIUM ab3aieM;

— HHTepBaJ nocjie — MHTePBaJl MeX/y TeKYIIUM U MIOCJIeYIOIIUM ab3arem.
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[Tonst B MOKyMeHTe HACTPaMBAIOTCSl C MOMOIIBIO JiMHeeK (cM. pasmen 4.11.1) wim okHa

ITapameTpsI cTpaHunb! (cM. pa3zaen 4.10.1).

—v | = = =5 1_v
AaboB:  Aabol
— “ S= :E[ w C|'|' ! OBBIYHEIH 3aro..ox 1
AB3au L‘x’
Hactpoiiky abzaua, cm |
MNepean cTpoka 0,00 C
Orctyn cnesa 0.00 3
Otetyn cnpaea 0,00 :
WHTepean go 0,00 :
WHtepean nocne 0,00 =

Pucynok 131 — Hacrporiku ab3ana

YToOb! OBICTPO YBEJIMYUTH ab3aIHbIM OTCTYT Ha 1,25 CM, BBIIIOJIHUTE OJTHO M3 CJIeAYIOIIHUX
IeUCTBUMH:
— DBribepute myHKT kOMaHIHOTO MeHI0 ®PopMaT > BeIpaBHUBaHue > YBeJIMYUTH OTCTYII

(cMm. Pucynok 132).

Qopuat  ViHcTpymedTs  Bug  OBwwi gocyn Mognwcka Cnpaeka

Ounctute fopMaTHpoBaHUe Ctrl+5Space vl 14 v A A+
Wpngt ’ AR T A L Ot
BmpaeHueanne b = [lonesomy kpaw Crl+L
MoeopoT TekcTa P = NoueHtpy Ctrl+E
WsoBpawerue y = [lonpasomy kpato Ctrl+R
Tabnuua y | = [Nowwpure Ctrl+]

3= ¥YeenmuwTe oTcTYn

€= YMeHbWKTE OTCTYN

Pucynok 132 — Komananoe mento ®opmar
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— Ha naHenm MHCTPYMeHTOB, B paszieie AG3al] HoKMUTe KHOMKY += (YBeJIHYHTh OTCTYII)

(cm. Pucynok 133).

AT AT =

w & w ! _I_iE W <—E

¥ AaBGBI

qr Y| OBbluHbIf

AG3ay Ctinm

il
i
{

Pucynok 133 — KHomnkY yBejiiueHUs: ¥ yMeHbIIIeHUsl OTCTyTa

YT06b!I 6BICTPO YMEHBIINUTH a03alIHbIM OTCTYI Ha 1,25 cM, BBIIIOIHUTE OTHO M3 CJIeAYIOIIUX
JeCTBUN:
— Bribepute myHKT kOMaHIHOTO MeHIO @opMaTt > BeIpaBHUBaHue > YMeHBUINTD OTCTYII
(cm. Pucynok 132).
— Ha nanenu uHCTpYMeHTOB, B paszieiie A@3al HaKMUTe KHOIIKY <= (Y MeHBIIUTH OTCTYII)

(cm. Pucynok 133).

VYBenuuenue abs3anHOro oTcTymna Ha 1,25 €M MOXHO TaKXKe BBIIOJHUTH C IIOMOIIbIO
KJIaBUIIK KjaBUaTtypsl Tab, a yMmeHbllleHHMe — C TIOMOIIbIO KJIaBUIIK Ki1aBuUaTypbl Backspace
(OC Windows) unu Delete (macOS). IIpu 3TOM, eciu OTCTynl MeHsieTCs AJisE OAHOrO ab3ara, To

HEO6XOI[I/IMO BBIIEJIUTD 3TOT 86381_[ [eJIMKOM WM YCTaHOBUTHL KypCOp CTPOr'o B HA4aJIO 86381_18.

4.3.9 IloBopoT TekcTa

TexcT, pacnosnio>keHHBIH B si9elikax TabJrIlbl, MOXHO 1TOBepHYTh Ha 90 rpagycoB BiieBO WK
BIIPaBO.
J17151 3TOrO BBITIOTHUTE CIleAyIOIIue 1elCTBUS:
1. VYkaxure, rie TpebyeTcsi IOBepHYTb TEKCT:
— YTOoOBI MTOBEPHYTh TEKCT B OIHOM siueike, BbIIeJIUTE s4eilikKy, dpparMeHT TeKCTa B
siuerike, TEKCT B sTYeiKe 11eJIMKOM WUJTM YCTAaHOBUTE B HETO KypCcop.
— YToOBI NOBEPHYTH TEKCT B HECKOJIBKUX siUelKaX, CTOJI0IaX WIX CTPOKAX, BbIJIEJIUTe
TaHHbBIE 3JIeMeHThI TabIUIEI (CM. paszen 4.4.5.2).
— UYroObl TOBEpHYTh TEKCT BO Bced Tabiuile, BbIeIUTe TaONUIy IEeJIMKOM

(cm. pasnen 4.4.7).

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MH», 2013-2024 137



MonOdonc

2. OTkpoiTe MOAMEHIO IOBOPOTA TeKCTa OJIHAM U3 CJIeJIyI0IIHUX CII0COOO0B:

— Bribepure myHkT KOMaHaHOTO MeHIO Popmat > IToBopoT Tekcra (cM. PucyHok 134).

Dopnmat  VIHcTpymerTe Bug  OBwwi gocyn Mognweka  Cnpaeka

Ounctute fopMaTHpoBaHKe Ctrl+5pace

WpwndT C AR e i I )
BripaeHweanme 9

MoeopoT TekcTa b AE  Her (0°) i
1306paxeHme , =l [oeepryTs Eneeo Ha 90°

Tabauua , & TosepHyTs Enpaeo Ha 90°

B

Pucynok 134 — [Tyukt komanaHoro mMeHto IToBopoT Tekcra

— Ha manenu uHCTPyMeHTOB, B pasnene A03al HaXMUTe KHOIKY ‘?%«" (IToBopoT

TekcTa) (cM. Pucynok 135).

=v [ = v v~ L v

=y == By %y T H«v

= = %ﬂiﬂ‘} '
DT MosepHyTs enesa Ha O0°

l% MoeepHyTe BNpaso Ha 90°

Pucynok 135 — Knonka IIoBopoT Tekcra

3. Broibepure HampapiieHre noBopoTa Tekcra: IloBepHyTh BieBo Ha 90°, IloBepHyTh

BIIpaBo Ha 90°.

KOMaHI[a BBITIOJTHSIETCA OJII BCEro TEeKCTd, PACIIOJIOXKEHHOI'O B sJerike. B OJIHOM slYerike He

MOXeT ObITh HECKOJIbKO (ParMeHTOB C Pa3HbIM HAIIPaBJIeHHeM TIOBOPOTA TEKCTa.

YToOBl BepHYTbCA K CTaHIApTHOMY OTODpakeHMIO TeKcTa B s4edkax (mox yriiom (°),

BLITIOJIHHUTE Clleyroiye JeCTBUS:

1. Vkaxure 3TU SIYeMKHU TaK, KaK 3TO OIIMCAHO BHIIIIC.
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2. BroImonHATEe KOMaHY OJTHUM U3 CJIeIyIONIHAX CIIOCOOOB:
— Bruibepute nmyHkT komaHaHoro meHio Popmar > IToBopor Texkcra > Her (0°)

(cM. Pucynok 134).

— Ha nmanenu uHCTpyMeHTOB, B pa3fierne Ad3al HAXKMUTE KHOIIKY ‘?‘Qj?' (IToBopoT TEKCTA).

B otkpeiBIeMcs moMento Bbibepute komaHy Her (0°) (cm. Pucyrok 135).

4.3.10 Crinckn

B npunoxenun «MourOduc TekcT» MOXHO CO37aBaTh MapKAPOBaHHbIE Y HYMepOBaHHLIE
COMCKUM. B MapKUpoOBaHHBIX CHMCKaX KaXIbli HOBBIM IYHKT OTMEYaeTCs MapKepoM, B

HyMepOBaHHbBIX — YUCJIOM WJIU OyKBOM.

4.3.10.1 Co3maTh CIIMCOK

YToObI CO3/1aTh CIUCOK, BHITIOJIHUTE CIIeAYIOIe IeACTBUS:

1. Boimenute ¢dparMeHT TeKCTa, KOTOpPbIA HeoOXOAMMO IpeoOpa3oBaTh B CIIHMCOK, WU
YCTAaHOBUTE KypCOP Ha IyCTYyI0 CTPOKY, C KOTOPOY ClleflyeT HayaTb CIIMCOK.

2. Ha manenu MHCTpPyMeHTOB, B pasziejie AG3am HaXXMHTe Ha CTPeJIKy CIpaBa OT KHOIKH
:= (MapKupoBaHHBIi cucok) (cM. PucyHok 136), 4To6BI CO31aTh MapKMPOBAHHbIMA
CIMCOK, WIM Ha CTpelIKy CIpaBa OT KHONKM ,— (HyMepoBaHHBIH CITHCOK)

(cm. PucyHok 137), 4To6BI CO3/1aTh HyMEpPOBAHHBIN CITUCOK.

3. B oTkpbIBIlIeMcsI MEHIO BbIOEPUTE CTHJIb CITMCKA.

AT =y = = = = v
AaknR:  AabOB
& Jaro..ok 1
. ) .
) b )
Het o = o
u ] e
. ) .
52 - B v
= o - .
b ) 52 =
= . v )
- B v

Pucynok 136 — JTo6aBieHre MapKMPOBAaHHOTO CIIMCKA
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Pucynok 137 — Jlo6aBieHrie HyMepoOBaHHOTO CITHCKA

Jlsiss  ObICTpOro CO3[@aHUsI CIIMCKA B IIyCTOM CTPOKe BOCIOJIb3yUTeCh CJelyIoIIUMHU

criocobamu:

— Jliug co3pgaHMs HYMepOBaHHOTO CIIMCKAa BBeAWTe BPYUYHYI0 CHUMBOJI I1€PBOTO YPOBHS
JNaHHOrO crucka (Hampumep, l. wim a)) u Haxmure IIpo6en. [lns cosmanus
HYMEepOBaHHOI'O CIIMCKA, B KOTOPOM IYHKTBI IIepBOr0 YPOBHSI 0003HaueHbl PUMCKUMU
1rdpamu, BBeIUTe aHTJIMICKYIO 3aryiaBHyt0 OykBy I 1 Haxkmute IIpo6et.

— Yrobbl OBICTPO HAYaTh MAPKUPOBAHHBIM CIHMCOK, IpeJCTaBIeHHbIM HAa pucyHke 138

ciieBa, BBeuTe cuMBOI * 1 Haxkmute IIpoGer.

Pucynok 138 — MapkupoBaHHbIe CIIMCKU

— Yrobbl OBICTPO HAvaTh MAapKUPOBaHHBIM CIMCOK, IIpe/iCTaBJIeHHbIM Ha pUCyHKe 138
CIIpaBa, BOCIIO/Ib3YWUTEeCh OJIHUM U3 CJIelyIOIIUX CIIOCOOOB:
o Haxmute feduc (-) IIpoode;

e Haxwmute IIpoben neduc (-) IIpodes.
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[TpunoxeHre 3amoMUHaeT IOCHe[HUN BBIOpAHHBIA CTWIb [UISI MapKUPOBAaHHOIO U
HYMepOBaHHOI'O CITUCKA.
YTo6bI OBICTPO CO3AATh HOBBIM CIIMCOK B TOM e CTWJIe, YTO W IpelblylI1i, BLIIOIHUTE
CJIeyIolve IeNCTBUS:
1. Beimenure ¢parmMeHT TeKCTa, KOTOpPBIM Heob6XOIMMO Ipeobpa3oBaTb B CIIMCOK, WU
yCTaHOBUTE KypCOp Ha IIyCTYIO CTPOKY, C KOTOPOH CJleflyeT Ha4yaThb CIIUCOK.
2. Ha manHenu MHCTpYMeHTOB, B paszielie A63al HaXMHUTe KHOMKY :— (MapKHpOBaHHBIH
ciucok) (cM. Pucynok 136), 4robbl co3qaTh MapKYMPOBAHHBIM CIIMCOK, WIM KHOIIKY

1.— - v
21— (HymepoBaHHbIi cITUCOK) (cM. PrcyHok 137), 4To6b1 co31aTh HyMepOBaHHbIM CITUCOK.

4.3.10.2 KonpoBaTh U BCTaBUTH CITHCOK

Cnucky MOXXHO KOTIMPOBATh Y BCTaBJIATh U3 Oydepa obMeHa B Iipeiesiax OJJHOTO AOKyMeHTa
WM Mexay aokyMeHTamu « MoitOduc Tekcry.

YT0O6BI KOPPEKTHO CKOIKMPOBATh M BCTABUTh CIIMCOK, BBIIIOJIHUTE Cllelylolye JeHCTBUS:

1. BximouuTe oToOpaXkeHHe HeleyaTaeMbIX CMHMBOJIOB (CM. pasfien 4.3.1).

2. BbI)IEJ'II/ITe CITMCOK C Ha4ddJla (a He C KOHI_[a) BMecCTe C I1ocdjieJHUM Hapal"pa(l)OM-CI/IMBOJ'IOM.

4.3.10.3 IIpoioIKUTH CIHHCOK

Tekymuii CIMCOK MOXeT Hace[0BaTh HyMepaI1io MpeablyIero ClmucKa.
YToOBI MPOAOIKUTE HyMepalluio, BLITIOJIHUTE CJIeIyIolre JeHCTBHUS:
1. IIpaBoii KHOIIKO¥ MBIIIH LIIeJIKHUTeE T10 JII0OOMY 3JIeMeHTY TeKYIero CIKCKa.

2. BrimomHauTe KOMdHy KOHTEKCTHOI'O MEHIO HpO}]OJI)KI/ITI: CITHCOK.

HpI/I BBEITIOJTHEHWMH KOMAH]/IBI HpOIIOJDKI/ITb CIIMCOK I TeKyllero CIIMCKa dBTOMdTUYeCKU

Bblﬁl/lpaeTCH CTWIb ITIpeablayniero CIimcka.

4.3.10.4 VI3MeHUTH YPOBEeHb BJI0KeHHOCTH

H3MeHUTh ypOBeHb BJIOXKEHHOCTH 3JIEMEHTOB CIIMCKa MOXHO C TOMOIIbI0 KOMAHIHOTO
MeHI0, TTaHeJId UHCTPYMEeHTOB WX CIIeI[UaIbHbIX COYeTaHUM KIJIABUIIL.

YToOBI U3MEHUTH YPOBEHB BJIOXKEHHOCTH 3JIeMeHTa CITMCKa C TTOMOIIbI0 KOMaHIHOTO MEeHIO
WJIU TIaHEeJIM UHCTPYMEHTOB, BBITIOJIHUATE CJIeIyIoliye JeHCTBUS:

1. VcranoBute Kypcop B 000e MeCTO H3MeHsieMOro a03alia WM BbliejidTe ab3all

OeJInKOM.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MW», 2013-2024 141



MonOdonc

2. H3MeHuTe ypoBeHb BJIOXKeHHOCTH:

— YrobBl yBeIWYUTh YPOBEHb BIIOKEHHOCTH, BblOepUTe IIyHKT KOMaHJHOI'O MeHIO
Popmar > BripaBHuBaHue > YBeauuuTh OoTcTyn (cM. Pucynok 139) wmm Ha
HaHe/Id UHCTPYMEHTOB, B pasfesie Ad3ar HAXMHUTe KHOIKY += (YBeJIHYHUTh OTCTYII)
(cm. Pucynok 140).

— YT0oOBI yMEHBIIUTh YPOBEHb BJIO)KEHHOCTH, BbIOepUTe IIYHKT KOMaH/IHOI'O MeHIO
®opmar > BeipaBHMBaHHe > YMEHBIIUTDb OTCTYI WIY Ha [1aHeJId UHCTPYMEHTOB,

B pa3zerie AbG3an HOXMUTE KHOTIKY <= (YMEHBIIUTH OTCTYII).

Dopmat  ViHeTpymente Bug  OBwwi pocyn Meoanwcka  Chnpaeka

OuMcTHTE doprmaTUpoBaHue Ctrl+5pace v 14 v AT AT

WpndT g AR T A O
BoipaeHWBaHwe F = [lonesomy Kpao Ctrl+L
MoeopoT TekcTa P = Mouentpy Ctrl+E
i y = [lonpasomy kpato Ctrl+R
Tabnnua y = Mo wwpure Ctrl+]

3=  ¥YeenmuwTe oTcTyn

€=  ¥YMeHbWWTE oTCTYN

Pucynok 139 — KomaHnzp! yBenivdeHMsI U yMeHbIlIeHUsl OTCTyTa

- + — = — — . T
A A = v = = = BB I1
AaBoOE!
w & w ! ;E W 4—3 —}E H w Cﬂ ! OBbIYHbI A
Ab3au CTunn

Pucynok 140 — KHoriku yBenueHHs 1 YMeHbBIIIeHUs OTCTYTIA

YToOBl M3MEHUTh YPOBEeHb BJIO)KEHHOCTU 3JIeMeHTa CIIMCKa C IIOMOIIbIO KJIABUATYPHI,

BBIIIOJIHUTE ClleAyroiye IEeUCTBUS:

1. YcraHoBuTe Kypcop Ilepell IepBbIM CJIOBOM B U3MeHseMOM ab3alle WM BbIJeIUTe ab3al]

LEJIUKOM.
2. H3MeHuTe ypoBeHb BJIOKEHHOCTH OJTHUM U3 CJIeIyIOIIUX CIIOCOOOB:

— Yro0OBI yBeIMUNTD YPOBEHb BIOXXKEHHOCTH, HAXXMUTe kiaBuiry Tab.
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— YToOBl YMeHBIIUTH YPOBEHb BIIOXKEHHOCTH, HaxkmuTe kiaBuilly Backspace mpu

pabore B OC Windows unu kiaBuiiry Delete mpu pabote B macOS.

J71s1 u3MeHeHUs1 YPOBHS BJIOKEHHOCTH CITMCKA, PACIOIOKeHHOTO B Tabwile, Heo6X0IuMo
WCIIOJIb30BaTh KOMaH/IHOe MEHI0 WM KHONKHW IaHellM WHCTpyMeHTOB. Hcronb3oBaHue
kiaBuii Tab B Tabmure BbI3bIBaeT He OMMCAHHOE BHIIIe JIEHCTBHE — M3MEeHeHHe YPOBHS

BJIOXKEHHOCTH, a TIepexoj] K CJIeIyIolen siuerike TabIIrIIbl.

4.3.10.5 IIpeobpa3oBaTh CIMCOK B TEKCT

YT0o6b! OTMEHUTDH GOpMaTUPOBaHKe TeKCTa KaK CIMCKa, BBIIIOJIHWTE CJlefyIolire 1elCTBUS:

1. Brimenure ¢pparMeHT, 11 KOTOPOro He06XOJMMO OTMEHUTh (popMaTHpPOBaHUE.

2. Ha manHenu MHCTPYMeHTOB, B pasziesie Ab3an HaKMHUTe KHOIIKY, COOTBETCTBYIOIIYIO THITY
TeKyIero crucka: :— (MapKHpOBaHHBIH cIHCOK) Wi , — (HyMepoBaHHBIH CIIHCOK)
(cm. Pucynok 136 u Pucynok 137).

3. B orkpsiBiIeMcs cnivMcke BbiOepuTe BUI popmaTrupoBanus Her.

4.3.11 KonmupoBaTts u BCcTaBUTH popMaTHPOBaHUe

B npunoxenun «MorOduc TekcT» MOXHO CcKomupoBaThb ¢$oOpMaTUpOBaHUEe OJIHOTO
¢dbparmMeHTa JOKyMeHTa U IPUCBOUTD 3TO e popMaTUpOBaHUE:
— OJIHOKpAaTHO — OIHOMY $pparMeHTy JIOKyMeHTa;

— MHOI'OKPATHO — HECKOJIbKUM Q)paFMeHTaM JOKYMeHTa I1oCjieJoBaTeJIbHO.

cI)OpMaTI/IpOBaHI/Ie, CKOIIMPOBdAHHOE B 6yc])ep O6M€Ha, MOXeT HCIIOJIb30BATLCA AJIsd BCTABKH B

npuniokeHun « MoniOduc Tabmuiiay.

4.3.11.1 IlpaBuia KOMUPOBaHUS U BCTaBKH popMaTHpPOBaHUS

B 3aBucuMocTH OT 00beKTa, KOTOPBIM BbIieieH, JIJIsl BCTABKU JOCTYIHO GopMaTUPOBaHUe:
— abzara;

— TEeKCTa,;

— ab3ama ¥ TeKCrTa;

—  STYCUKHU.
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B Tabmnuriie 11 npuBefeHbl CxeMbl, 110 KOTOPbIM KOIUPYETCS U BCTaBJIsieTCs: popMaTUPOBaHUE.

Tabnuna 11 - IIpaBuia komupoBaHUA U BCTaBKU (popMaTHPOBAHUS

IIpu xonmupoBaHNu

IIpu BcTaBKe

PesyabTaT

Y CcTaHOBJIEH KypCcop Win
BbIZIesIeH ab3atr/ab3aribl
LIeJIUKOM

YcraHoBeH Kypcop

®opmartupoBaHue ab3aria/
[IepPBOTO BbI/IeJIEHHOTO ab3ara

Brigenen ¢parmenT ab3ama

dopMaTrpoBaHUe TeKCTa

Brinesnen a63at/ab3alibl 11eIMKOM

®opmMartvpoBaHue ab3aria 1 TeKCTa

Heckomnbko ab3arien
BBIJleJIeHEI He 10 KOHIIA

®dopmarrpoBanue ab3ara

Broimesnena yacTh ab3ara

YcraHoBeH Kypcop

dopmaTrpoBaHUe He BCTABJISETCS

Brinenena yacTo ab3ara

Brigernen ab3ar/ab3aiisl 1eJIMKOM

Heckosnbko ab3atien
BBIJIeJIeHbl He 10 KOHIIA

dopMaTvpoBaHUe TeKCTa, HaYuHas
C TIepBOTO BBIZIEJIEHHOI'O CUMBOJIa

YcTaHOoBIIEH Kypcop

Brinenena yacte ab3ara

Brinenen ab3ary/ad3aiibl
[eJIMKOM (1o cuMBoJIa ab3a1ia)

Broinernena suefika TabIUIIBI

®dopmarrpoBanue ab3ara v TeKCTa
IJTSL BBIZIEJICHHOU T9elKU

dopMaTvpoBaHUe TeKCTa
IJIs1 BBIIeJIeHHOU sSTYelKU

dopmartrpoBaHue ab3aria ¥ TeKCTa

Brinenena sueiika TabIUIbI

Brigenena sueiika TabIuUIbI

dopmaTrpoBaHUe STIEHKY,
ab3aria 1 TeKcTa

'YcraHoBeH Kypcop

®dopmatrpoBanve ab3ama

Broinenena yacTo ab3ara

dopMaTrpoBaHUe TeKCTa

Brigesnen ab3ar/ab3aiisl 1eJIMKOM

®dopmartrpoBaHue ab3aria ¥ TeKCTa

Heckomnbko ab3anien
BBIeJIeHbl He 10 KOHIIAa

dopmarupoBaHue ab3ara

Brifenena ctpoka wiu crosbery

dopmaTrpoBaHUe STYerKH, ab3ara u
TEeKCTa

Brinenena crpoka wiu cTosbert

Brigenena ctpoka wiu cTosbert

— dopMaTHpOoBaHUe sTUerKy, ab3ara
Y TEeKCTa U3 JIeBOU BEpXHeH sTYeiKU
B CKOITMPOBAHHOUW CTPOKe/CTOJNOIIE;

— @opMaTHPOBaHKe CTPOKH/CTOJIOIA
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4.3.11.2 KonnupoBaTh 1 BCTaBUTH ¢popMaTHpPOBaHUeE

J1J1st KOTIMpPOBaHHUS ¥ BCTaBKU pOPMATUPOBAHUSI MOXKHO MCIIOJIb30BaTh:
— IIYHKTbl KOMAHJIHOT'O MEHIO,
— COYeTaHMsl KJIaBHIII,

0o
— KHOIIKY [~ Ha TIaHeJIi UHCTPYMEeHTOB.

Yro6bl CKONMPOBaTh M BCTaBUTh (pOpMaTUpOBaHHE C IIOMOIIbI0 KOMAaHJHOI'O MEHIO WU
COYeTaHUM KJIABMIII, BBITIOJIHUTE CIIeAYIOIIHe IeMCTBUS:
1. Bribepure ¢parmMeHT AOKyMeHTa [Jisi KOMUPOBaHUS POpPMATUPOBAHUSI C IOMOIIBIO
OJIHOTO U3 CI0COO0B, YKa3aHHBIX B pa3jiesie BhIIIIe.
2. BrinonHrTe KOMaH/y KOIUPOBaHUS GOPMATUPOBAHUS OJJHUM U3 CJIeAYIONIMX CII0CO00B:
— Bruibepute nmyHkT komanaHoro meHio IIpaBka > KomupoBaThs ¢popMaTHpoBaHue

(cm. Pucynok 141).

Mpaeka Becraeka @opmatr  VHctpymednte Bug O

= OTMEHWTB Ctrl+Z

" MoetopuTe Ctrl+Y

S Bripesate Ctrl+X

KonupogaTs Ctrl+C

[Ty BcTaBuTe Ctrl=V
BcTaBWTh ToMbKD TEKCT
BcTaemte nz Gydepa obmena r

£ KonwposaTe dopMaTMpoEaHWe Ctrl+5hift+C
MprmeHnTE fopMaTUpoBEaHKUE Ctrl+5hift+V

Pucynok 141 — Komangnoe mento IlpaBka

— Haxwmure coueranue kinasum Ctrl+Shift+C / TShift+:Cmd+C.
3. Ecom ¢opmarvpoBaHue TpebyeTcsi NMPUMEHUTb K OOHOMY (parMeHTy, BBIIIOJIHUTE
Cllefyrolye NerCTBUS:
— DBribepute ¢parmeHT mis BCTaBKM (OPMATHPOBAaHHS C IIOMOIIBIO OJIHOTO U3
c110co60B, yKa3aHHBIX B pa3jiesie BhIIIe.
— Bribepure nyHkT koMaHaHoro MeHio IlpaBka > IIpumenuts ¢popmaTupoBaHue (CM.

Pucynok 141) wiu Haxkmure coderanue kiuasuin Ctrl+Shift+V / TShift+:Cmd+V.
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4, Ecmu ¢opmaTupoBaHue TpebyeTcs TIPUMEHHUTh K HECKOJIbKUM ¢parMeHTaMm,
[I0CJIefIOBaTeIbHO BbIIeJISITE JaHHbIe PparMeHThl B TEKCTe U BBIIOJIHSIUTE [JIs KaXKI0T0

N3 HUX KOMdHIY BCTABKHU (l)OpMaTI/IpOBaHI/ISI.

YTob6bl OJIHOKPAaTHO CKOMMPOBaTh M BCTaBUThb (OPMATHPOBAHWE C TIOMOINbIO KHOIKHU
% (KomupoBaTths ¢popMaTHpPOBaHHe), BHIIIOJIHUTE CIIeAYIOIINe TeHCTBUS:
1. Bribepure ¢parmMeHT AOKyMeHTa [Isi KONMPOBaHWUS (POpPMATUPOBAHUS C IIOMOIUIBIO
OJIHOTO U3 CII0COD0B, YKa3aHHBIX B pa3jiesie BhIIIe.
2. Ha manHenu WHCTPyMeHTOB, B paszfiere IIpaBka HaXXMUTe KHOIIKY = (KonmupoBaTh
dopmarupoBanue) (cMm. PucyHok 142).

3. Brigenure ¢parMeHT sl BCTaBKM pOPMAaTUPOBAHUS C IIOMOIIBbIO OAHOIO U3 CII0CO00B,

YKa3aHHBIX B pa3zerie BhIIIe.

Dopmat  WHctpymedTe Bug  OBwwi goctyn

r ﬁ w A& X0 Thames

[T

9 & X K 4

Mpaeka WpudT

Pucynok 142 — Knornika KonmmpoBaTth ¢popmaTupoBanue

YT0oOBI MHOIrOKpaTHO CKOIMPOBaTb M BCTaBUTh (OPMATHpOBaHHWE C IIOMOIIBIO KHOIIKU
& (KomupoBaTths ¢popMaTHpPOBaHHe), BHITIOJIHUTE CIIeAYIOIINe IeMCTBUS:
1. Bribepure ¢parmMeHT AOKyMeHTa [jIsi KONHWPOBaHUS (POPMATUPOBAHUS C IOMOIIbIO
OJTHOTO U3 CII0CO0O0B, YKa3aHHBIX B pa3jielle BHIIIe.
2. Ha mnamenmm wuHcTpymMeHTOB, B pasfene IIpaBka [ABaxabl HaXMHATe KHOIIKY
& (KonnupoBaTts ¢popmaTupoBaHue), 4TOObI OHA IPUHSUIA BUJL .
3. IlocnenoBarenbHO TpuUMeHUTe ¢opMaTHpoBaHue K TpeOyeMmbIM ¢parMeHTaM TeKCTa

OJHHUM U3 CHOCO6OB, YKa3daHHbIX B pa3jieJjie BbIIIe.

YTOoOBl BBIMTH K3 peXXuMa MHOXECTBEHHOr'O IpuMeHeHHs (GOpPMaTUPOBAHUS, BBIIIOJIHUATE
OIHO U3 CJIeIYIOLIUX JeHCTBUM:
— Ha mnanemmn wmHCcTpymeHnTOB, B paspeiie IIpaBka HaXMuTe KHOIIKY &, 9TOOBl OHA
0
[IpUHSJIA BUL .

— Haxwmure knaBuiry Esc Ha ki1aBuarype.
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4.3.11.3 Vctopus KomipoBaHHus (pOpMATHPOBAHUSA

dopmMaTvpoBaHue, CKOMHMPOBaHHOe B Oydep oOMeHa, coxpaHsieTCd B HCTOpPHH
¥ TI03)Ke MOXKeT UCII0JIb30BaThCsl [JIsl BCTABKHU.
Y1oObl OTKPBITH HWCTOPUIO, TJe JOCTYIIHbl OOBEeKTbl paHee CKOINHPOBAHHOTO
¢dbopMaTUpOBaHUS, BHIIOJHUTE CIIeIyIOIIMe 1eACTBUSL:
1. Ha maHesn wHCTpyMeHTOB, B pasfiejie IIpaBka HaXMWTe Ha CTpeJIKy CIpaBa OT
KHOIIKY F5 (KomupoBats ¢popmaTupoBanme) (cM. Pucynok 143).
2. B BbIIIAJ]AI0IEeM CITUCKe BbIOepuTe HeoOXOUMBIN 00BeKT paHee
CKOMUpoBaHHOro ¢opmatrpoBaHus. OOBEKTbl PaclolOXeHbl TaKUM 00pa3oM, YTO
BBepXYy CIIMCKa MpefCcTaBiieH 00BeKT MOCIeIHero CKOMMPOBAaHHOTO pOpMaTUPOBAHUSI.
3. Brimenure dparMeHT st BCTaBKM GpOpPMATUPOBAHUS C TIOMOIIbIO OAHOTO U3 CII0CO60B,

yKa3aHHbIX B pa3fesie 4.3.11.1.

Dopmat  WHcTpymedTe  Bug  OBwwi goctyn MNMoagnwuecka  Cnpaeka
c}i ﬁ A |é% X0 Thames w1 e

D 3naTad Lens Ha JyDe ToM:

Mpaeka

Y nykoMopbsa Oy0 3enéHbIi;

Pucynok 143 — Criucok 065ekTOB $OpMaTUPOBAHUS

4.3.12 Ypamuts popmMaTHpOBaHUE

[Tpu paboTe ¢ TeKCTOM UCIIOJIb3YIOTCS CTHIIeBOe U MpsiMoe GopMaTHpOBaHKe.

CruneBoe ¢opmatvpoBaHue — 3T0 OQoOpMIIeHHe OAHOTUIIHBIX 3JIeMEHTOB TeKCTa
(3aroyI0BKOB, OCHOBHOI'O TEKCTA, IPUMePOB U JIp.) C MoMolpio cTuiied. CTuiieM Ha3biBaeTcs Habop
napamMeTpoB ¢opMaTUPOBaHUs: HayepTaHue W pa3Mep HIpUQTA, BbIpaBHUBaHUE TeKCTa, ab3alHble
OTCTYTIbl, MEXCUMBOJIbHBIM MHTepBal U T.A. Hampumep, 1is opopmieHHs] OCHOBHOTO TeKCTa
vcnosnb3yeTrcs: cTuiab O0braHbI. [Ipy co3naHyy HOBOTO JIOKyMeHTa 3TOT CTWIb IO YMOJIYaHHUIO
[IPUMeHSIeTCs KO BCeMy TeKCTY.

[IpsiMoe ¢opmarupoBaHMe 3akiIiOYaeTcs B IPUMeHeHUM IapamMeTpoB (GOpMaTHPOBAHHUS K
IIPOM3BOJIbHBIM ¢dparmMeHTaM M ab3amaM Tekcra. IIpsMoe dopmarvpoBaHue HCHIONb3yeTcsl B

COYeTaHWH CO CTUJIeBBIM (pOopMaTUpPOBAHUEM.
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YToO6b! OUUCTUTH NpsiMOe popMaTUPOBaHKe M OCTAaBUTh TOJIBKO CTHIeBOe GpOpMaTHpOBaHUe

TEKCTa, BBITIOJTHUTE CJIeIyIOlre JeUCTBHS:

1. Brbinenute Tpebyemblii pparMeHT JOKyMeHTa.

2. Brpmmonnure komanny OuncTuTh popMaTHPOBaHHE O/IHUM U3 CJIelyIOIIMX CIIOCODO0B:

— Bribepute nyHkT komaHjgHoro MeHio ®opmar > OuuctuTh dpopMaTHpOBaHHE

(cM. PucyHok 144).

DQopmar  WMHotpyment Bug

OBwmi goctyn

QuncTiTe dopMatpoeaHne Ctrl+5pace

WpndT

k

Pucynok 144 — [lynkT koMaHHOTO MeHI0 O4nCcTHTH popMaTHPOBaHHe

— Ha nmanenmu uvHCTpyMeHTOB, B pasfieiie IIpaBka HaXkmuTe KHOIIKY & (O4uucrursb

dopmarupoBanue) (cMm. PucyHok 145).

Dopmar  WHcTpymedts Bug  OBwwi goctyn

O B &
O &

MpaBka

KO Thames

"X K Y

WpudT

Pucynok 145 — Knonka Ouucturs popmaTupoBaHHue

— Haxwmure coueranue kiasuinl Ctrl+IIpo6en mpu pabore B OC Windows wiu

covetanue kiaBuil ACtrl+\ npu padote B macOS.
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4.4 Pabora ¢ TabmmuaMu

4.4.1 BcraBurh TabduIy

Ta6m/1uy MO’KHO BCTAaBUTH C ITIOMOIIBIO KOMdH/JHOI'O MEHIO WJIN ITaHeJIM HHCTPYMEHTOB.

YToOBbI BCTaBUTH TaOMMIy C TOMOIIBIO KOMAHAHOTO MEHIO, BBHITIOJIHUATE CJIeAYIOIIne
JeUCTBUS:

1. YcraHoBuTe Kypcop B TO MeCTO JJOKYMeHTa, KyJla HeOOXOAUMO BCTaBUTh TaOIUITY.

2. Boibepure myHKT KoMaHaHoro MeHio BeraBka > Taoauna (cm. Pucynok 146).

Beragka  @opmar  Wectpymente Bug OB
WsoBpametue..,
TekcToEoe None

¢ Gurypa b

BEH  Tabauua...
Pucynok 146 — Ilynkt komanaHoro mMerio Ta0umia

3. B oxue BcraBurhp Tabmumy (cM. PucyHok 147) ykaxxuTe KOJIMYECTBO CTOJIOIIOB U

CTPOK, KOTOpOe JIOJKHA COfiepKaTh Tabuuila, U HaxkMuTe kHonky OK.

Bcraewte Tabnuuy *

w

»
w
»

Pucynok 147 — Okao BeraBuTh Tabamiy

Y10o6Bl BCTaBUTH TAOIMIly C HOMOIIBIO IaHeJId WHCTPYMEHTOB, BBLINOJIHWTE CJIelyIolye
JeUCTBUS.

1. VYcraHoBuTe Kypcop B TO MeCTO IOKyMeHTa, KyZla HeoOXOAMMO BCTaBUTh TaOIUILY.

2. BcraBbTe TabIUIly OJTHUM U3 CJIEYIOINTUX CIIOCOOO0B:

|
_i (Tabmuma)

Ha nanenu MHCTPYMeHTOB, B pasjeiie BcraBka HaKMUTe KHOIKY [

(cm. Pucynok 148). Boeimenure KypcopoM TO KOJHMYECTBO CTOJOIOB U CTPOK,

KOTOpOe JOJI’KHA Cooep>KaTb Ta6J'II/II_[a, U IIeJIKHUTE JIeBOW KJIaBUIIIEeU MBIIIIH.
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AabboB AaB0B1 AaBo6Bsl

Jaro..ok 1 3aro..ok 2 3aro..ok 3

v
k5
"
m

00
0
=10

Tabavua Ix2

Pucynok 148 — Knonka Ta6mma

Ha nmanenmu uHCTpyMeHTOB, B paszieiie BcraBka HakmuTe KHOTIKY === (cM. PucyHok 149).
Ha otoOpa3uBiieiicss maHesM BCTaBKM HaBeAuUTe KYpCOpP MBI HAa KHOIKY
fH Tadnmuma. Boigenute KypcopoM TO KOJMYeCTBO CTOJIOIOB M CTPOK, KOTOpoe

JIOJDKHA CO/Iep KaTh TabJIUIIA, U IEIKHUTE JIeBOM KJTAaBUIIIEH MBIIIIH.

Aaboi | AaBOB  AaBOB AsBoesl| - {Hv [ (@ B &,
o 7]  WsoBpamenve... ~
[F1  Tekcroeoe none
&) ourypa ’ Q
HH  TaBawua.. ¥
Gopmyna...
(2] Cheupansheie cumeonti.. »
*E Paspeie cTpaHMLE
"5 Paspuis pasgena
Howmepa cTpaHiL,.. >
E Konowtvmyne >
Ornasnenne
BeibepuTe pasmep
g’) Cebnka..,
Pucynok 149 — [1anenb BcTaBKu
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4.4.2 BcTaBUTH CTPOKU

HoBble cTpoky BCTaBIISIOTCS BbIle WIK HYXKe YKa3aHHOW CTPOKH.

YT06b! 106aBUTH HOBBIE CTPOKH, BBIIIOJIHUTE CJIeIyIOLIe 1efCTBHUS:

1. Belenute CTpOKy, BbIllle WJIM HUXKe KOTOPOM TpebyeTcsl BCTaBUTh HOBYIO CTPOKY. Eciu
TpebyeTcst BCTaBUTb HECKOJIbKO CTPOK, BbIIEJIUTE CTOJIbKO CTPOK, CKOJIBKO HeobX0IuMOo
BCTaBUTh B Tabmmny. Hanpumep, eciu TpebyeTcsi BCTaBUTh [iBe CTPOKH, BbIIEJIUTE JIBe
CTPOKH. /Il BBIIOJIHEHUS! KOMaH/bI MOXXHO BBIJEJISITh KaK CTPOKU ILIeJMKOM, TaK U
OTJle/IbHble STYeVKH UJIU IMAlla30HbI sueek.

2. BcraBbTe CTPOKU OJHUM U3 CIIeAYIOMIUX CIIOCODOB:

— Bribepute nyHkT xkomaHaHoro meHio Popmar > Tabauma > BeraBuTB CcTpOKy

cBepxy / BcraBuTh cTpoKky cHu3y (cM. Pucynok 150).

Dopmat  WMHetpymentsr Bua OBwwid goctyn lNoanuvcka  Cnpaeka

OuncTnTe fopMaTMpoBaHMe Ctrl+5pace v 14 v AT AT = = |
UJqu}T i’ 'QE:, P r"lj"- (¥ Ig} (¥ i (¥ =
L] 2— [
BripaeHueaHwe r
Ab3au

MosopoT TekcTa s
Wzobpaxerne r
TaBanua F TR Bomaeuto cTpoky ceepuy Alt=A

&H  BeTaguTe cTpOKY CHU3Y Alt+B

Pucynok 150 — Komananoe meHio ®opmat

— Ha manenu wHCTpyMeHTOB, B pa3dnerne Tabiuma Haxkmurte kHOnKy T (BcraBHTH

CTPOKY CBepxy) Wi &5 (BcraBuTh CTpOKY cHH3Y) (cM. PucyHok 151).

Y ey
Sy EE || E BB
B {5

AaBoBeIr

Y OBbluERIR

%
W
| - —

TaGnawua Ctiam

Pucynok 151 — Paznen manenu uncrpymentoB Tabumma
— IlpaBo¥i KHONKOM MBIIIY IIEJIKHWTE 10 J1I060My MecTy BbIOpaHHOIO AMala3oHa U
BBITIOJIHUTE KOMaHJly KOHTEKCTHOTO MeHI0 BcraBUTBH CcTpoKy cBepxy / BcraBuTH

CTPOKY CHH3Y.
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— Haxwmure coveranue kinasuil Alt+A / ~Option+A, 4T06bI BCTaBUTh CTPOKY CBEpPXY,

i covyeranure kiaBuil Alt+B / ~=Option+B, 4To6bI BCTaBUTh CTPOKY CHHU3Y.

Yro6b! OBICTPO NOOABHUTH CTPOKY HIDKe TpebyeMOoi CTPOKH, BBIIIOJIHUTE CIIeyIOlye AeHCTBUYSI:
1. Boigenure mo0yto siuelKy B 3TOM CTPOKe.

2. Haxwmure kiaBuily Enter Ha kiiaBuarype.

4.4.3 BcraBuTh CTOJIONIBI

HoBele cTonb1BI BCTABIISIFOTCS CleBa WK CIIpaBa OT YKa3aHHOT'O CTOJIOIA.

YT06b! 106aBUTHL HOBBIE CTOJIOIBI, BBIIIOJIHUTE ClelyIoIIye JeHCTBUS:

1. Beimenurte crosbel, cnpaBa WM cjieBa OT KOTOPOro TpebyeTcsi BCTaBUTh HOBBIM
cronber. Ecnu TpebyeTcst BCTaBUTh HECKOJIBKO CTOJIOIIOB, BbI/IEJINTE CTOJIBKO CTOJIOIOB,
CKOJIBKO Heo0XO/IMMO BCTaBUThb B Tabmuiyy. Hanpumep, eciu TpebyeTcsi BCTaBUThH /iBa
cronbia, BbIAENUTe JBa CTOiOIA. /ISl BBINOJIHEHMs KOMaH[bl MOXHO BBIJENISTh Kak
CTOJIONBI IeJIMKOM, TaK U OT/IeJIbHble STYelKU WK AUAla30HbI sueeK.

2. BcraBbTe CTONOIBI OAHUM U3 CIIEIYIOIUX CIIOCOOOB:

— Bribepute nyHkT koMaHaHOro MeHio Popmar > Tabmunma > BeraBuTh cTosoery

cieBa / BcraButh crosiber cipaBa (cM. PucyHok 152).

Dopmat  WMHotpymente Bug  OBwwi goctyn lNoanwcka  Cnpaeka

OuncTUTe GopMaTHpoBEaHKE Ctrl+Space vl 14 v A A+ = . =
WpndT L4 '&‘B . i w & w llE w {—E
BoipaBHueanue r
AB3au

MNoeopoT TekcTa ’
WMzobpaxernwe r
Tabawvua P TR BcraewTs CTPOKY CBEPRY Alt+A

& BcTaBwTe CTpOKY CHW3Y Alt+B

E Beragute cTonbey cnesa Alt+L

Bl Bcraswre cronBey cnpasa Alt=R

Pucynok 152 — Komananoe mento ®opmar

— Ha nanenu uHcTpyMeHTOB, B pasfene Tabimia HaXXMUTe KHOIKY E (BcraButh

cToJIberr cj1eBa) Wiu @ (BcraBuTs cTousber cipaBa) (cM. Pucynok 153).
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TaGamua CTiam

Pucynoxk 153 — Paznen manenu nacrpymenToB Taosuma

— [IlpaBo¥i KHOIIKOW MBIIIH IEJIKHATE IO JII0O0My MecTy BBIOPAaHHOI'O Juara3oHa U
BBITIOJTHUTE KOMaHy KOHTEKCTHOro MeHI0 BcraButh crosbern cieBa /| BcraButhb
cToJI0eI CIIpaBa.

— Haxwmure coueranue kiasuil Alt+L / ~Option+L, 4To6bI BCTaBUTH CTOJIOEI] CIIEBa,

win codetanue kiaBuil Alt+R / ~Option+R, 4T06b! BCTaBUTH CTOJIOEI] CITPaBa.

4.4.4 PenakTHpOBaTh COJIePKUMOeE TAabIHUIIbI

YroObl BBECTH WM U3MEHUTh JJaHHbIE B sideliKe TaOJIUIIbI, BHITIOTHUTE CIIeIyIoIIye 1eHCTBUS:
1. TlepeiiauTte B pe>xuM pe[laKTUPOBAHUS STUEHKU OJTHUM U3 CIIeIyIOIINX CII0CODO0B:
— UYroObl BBeCTHM [aHHble B MYCTYIO SiYelKy, BbIJeJIUTe ee OJHUM WIA ABYMS
IIeJTYKaMU MBIIIIH.
— YToOBI peflakTUPOBATh JaHHBIE B siuelike, BbIJIEJIUTE ee ABOMHBIM IeTYKOM MBIIIIH.
— YrtoOBI mepe3anucaTh JJaHHBIE B sTueHKe, BBIJIEIIUTE ee OHUM IeTIKOM MBIIITH,
2. Baenure/pellakTUpyiTe JaHHbBIE B STUEHKe.
3. YToObl BBIATU M3 peXXHMMa peJJaKTUPOBAHUS STYEHKH, IIEeJIKHUTEe M0 JII000MYy MecTy

JIOKyMeHTa 3a MpefieJlaMU TaOJTUITbI.

IIpu BBOZE TekcTa W 4YWCeNl B S4YEHKy ee IIMpHUHA He MEHSeTCS — IIPOMCXOAUT IepeHoC
JAHHBIX Ha CJIe[yIOIIyX0 CTPOKY BHYTPU TeKyIleH S4elKH, IPA 3TOM MOXET IPOMCXOAUTH
aBTOMAaTUYeCKOe yBeJIMueHHe BbICOThI SYeHKU.

[Tpu BcTaBke B Tabuily M300pakeHUs! IPOUCXOJIUT €ro aBTOMaTH4Yeckoe MaclITabrpoBaHye
[0 IIMpUHe CTOJIOIA, NPU 3TOM BBICOTA SYEMKH MOXKeT MeHSTbCS, eCliM u300paxkeHHe Oosiblie
BBICOTHI STYEHKHU.

[Tepemernienre Mexxy si9elikaMy TabJIUIIBI OCYIECTBIISIETCS TIPH IIOMOIIM KJIaBUII <—, T, |, —

Ha KJIaBHaType.
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4.4.5 BeigesInThL SYeHKH

4.4.5.1 BeiietuTh sTUeiky

YToOBl BBIIENIUTH SYEHKY, ILEeJIKHUTe MO Hel JIeBOM KHOIKOM MbIlM. BbiOpaHHas suerika
OKpacHTCs B TOTyOOH I1BeT.

YTOoOBI BBIJIETTUTD STYEHKY B TaOJIMIle, B KOTOPOU YCTaHOBJIEH KyPCOpP:

1. [lenxkauTe 10 TFOOOMY MeCTy JIOKYMeHTa 3a MpejieJlaMH TabJIUIIbI.

2. IllenkHuTe 1O sUeliKe, KOTOPYIO HEOOXOIMMO BBIJEJIUTD.

4.4.5.2 BuigenuTh THANna3oH g4eex

Yro6bI BHIIEIUTH MPOU3BOJIbHBINA JIMANIA30H STY€eK, BOCIOIb3YUTECh OJTHUM U3 CJIEYIOMIMX
CIT0CcOOOB:
— HaBeauTte kypcop Ha MepByIO siYeiKy U3 TpeOyeMoro Juara3oHa. Y AepXKuBasi HaXKaTou
JIeBYIO KHOIIKY MBIIIY, IPOTSHUTE Kypcop /[AO0 IIOCHefHed sgYelKd [uala3oHa.
OTmycTrTe JIEBYIO KHOTIKY MBIIIIH.
— BrigenuTe nepByto siueliky u3 TpeOyemMoro Auarna3oHa. Y Iep>KUBas HaXKaTOM KIIABUIITY

Shift, BbiienuTe MoC/IeIHIOW STUeHKy AUara3oHa.

Heobxoaumblii 11ana3zoH MOXKHO BBIJIEJISITh B JIIOOOM HallpaBJIeHUM CTPOKU WJTK CTOJIOIA.

[Ipumepn! BbifieieHus TPOM3BOJIBHOTO JIMaNa30Ha si9eek MpeJiCTaBIeHbl Ha pUcyHKax 154—-156.

by 3

)

Pucynok 154 — Boifenenue nuarna3oHa sigeek 10 TOPU30HTaIN

I

S

——

PucyHnok 155 — Brlzienienve quana3oHa siyeex 110 BepTUKaIu
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Pucynoxk 156 — Brienenve quamna3oHa siaeek 1Mo JuaroHaau

4.4.6 BeigenuTh cTO/I0€I] MIH CTPOKY

YTOOBI BEIIEUTH OJIUH CTOJIOEI] MU CTPOKY, BBIIIOJIHUTE CJIeIyIolre JeHCTBUS:
1. HaBenuTe KypcoOp MBIIIM Ha BEpXHIOK I'PAHMITY CTOJIOIA WM JIEBYIO TPAaHUITy CTPOKHU
TaK, 4TOOBI KypCOp IIPUHSUIL BUJL 4 WUJTU —+.

2. HlenxHuTe J1eBOM KHOIIKOM MBIIIIH.

YToOB!I BBIEIUTH HECKOJIbKO CTOJIOIIOB MM CTPOK, BOCIOJIb3YWTECh OJHUM M3 CIIeAYIOLIUX
CII0CO0O0B:

— HaBenuTte Kypcop Ha nepBblii CTOJIOel] WM CTPOKY M3 TpebyeMoro Juara3oHa Tak, Kak
OIMCAHO BbIIe. YJiepXKUBasi HAXKATOM JIeByI0 KHOIKY MBIIIH, IPOTSIHUTE Kypcop A0
IIOCJIe[THero CTOJI0NA WM CTPOKU Auana3oHa. OTIycTuTe JieByr0 KHOIIKY MBIIIIH.

— BeolenuTe nepBriii cTosbeln] WM CTPOKY U3 TpeOyeMOro Juamna3oHa Tak, KaK OMKCaHO
BbIIIle. 3aTeM, yIep>kuBas HaxkaTod kiasuily Shift, BbienuTe nocnennuii cronber; uiu

CTPOKY AHdIld30HAd.

4.4.7 BeigenuThb TabIMILYy

YToOB! BBIJIENIUTH BCIO TaO/IMILY, BBIIIOJIHUATE ClIefyIOlllre AefCTBUS:
1. HaBenure Kypcop MBIIIY Ha JIeBbIM BepXHUM YIroJjl TabJIUIbl TaK, YTOOBI KYpCOp IPUHSUI
BUJ .

2. IllenkHuTe JIeBOM KHOIIKOM MBIIIIH.

Ecnu aiig Tabmuiiel HacTpoeHo o0TekaHe TeKCTOM (cM. pasnen 4.4.10.2):
1. HaBenure Kypcop MbIIIM Ha TabauIy.

2. HaxmuTe KHOIIKY i, 0TOOpPa3UBIIYIOCS B JIEBOM BepxXHeM YTy TaOJUIIbI.

YToOBI OTMEHUTD BhbIJIeJIeHHe TabJIUIIbI, IIeJIKHUTE T10 JII0OOMY MeCTy JIOKYMEeHTa.
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4.4.8 IIBeT 3a/IMBKH sT4eeK

4.4.8.1 3anuBKa g4eexk BeToM

J171s1 3a7TMBKM sTYeeK I[BeTOM BBITIOJIHUTE CJIelyIolye JIeMCTBUS:

1. Beigenurte Tabauity wiv suedKy/IUamma3oH s9eek, IBeT 3aJIMBKHA KOTOPBIX HEO0OXOIUMO
U3MEHUTD.

2. YToOBI OKpAaCHUTh STYEWKH B IOCJIEIHUN I[BET, KOTOPBIM HCIIOB30BAJICS JIJIS 3aJTMBKHU

sg49eeK paHee, Hd4 IIdHEJIM HWHCTPYMEHTOB, B pa3jejie TaﬁJmua Ha>XMHUTe KHOIIKY

O

== (IIBeT 3ammBKH) (cM. Pucynok 157).

3. UTobBl OKpacHTh sYeMKU B JIPYrod IBeT, HAXKMUTe Ha CTpeJIKy CIIpaBa OT KHOIIKHU

O

== (IIBeT 3a/TIBKH).

4. Ha OTKpBIBIIIeMCS TaHeNd BbIOOpa I[BETa yKa)kKUTe IBEeT 3aJMBKU SYeeK OIHUM U3
CJIeJTyIOIIKUX CIIOCODOO0B:
— BbIOEpHUTE MBET B OJTHOM U3 MpeJICTaBJIeHHbIX HAOOPOB 1IBETOB,

— YKaXXuTe KOl IB€Td BPYYHYIO,

CKOIIMPYUTE IBeT C MIOMOIIBIO [TUIETKHU.

=y = === F + 4 |_£%E'@EE-%@
1.— —_— Q; a4
Ji= $1_ o= 3= v ~ C”
H 7 (v HeT 3an1ekn
AB3ay
LleeTa TembI:

b

CTaHgapTHelE LEETE:

OCAEAHKE LUBETE

Opyrue ugeTa... ﬂ

Pucynok 157 — Knomnka IlBeT 3a/IMBKH U 11aHeJIb BBIOOpA I1BeTa
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4.4.8.1.1 BeiOpaTh iBeT B IpeACTaBJIEHHBIX HA0Opax IIBETOB

Ha nmanenu Beibopa nBeta (cMm. Pucynok 157) nipefcTaBiieHsl cieayroiiyrie HabopsbI IBETOB:

— IIBeTa TeMBI — COJIEPXXUT IIBETOBYIO MAJIMTPY TEMBI TeKYIlero JJOKyMeHTa.

— CrangapTHble IBeTa — COJEPXHUT IBeTa, KOTOpble I[0/Ib30BaTeIM 4Yalle BCero
BBIOMPAIOT TIpH GOPMATUPOBAHUM JOKYMEHTa.

— Ilocnemnue 1BeTa — COJEPXKUT JI0 JIeCATH MOCJeIHHUX 1IBETOB, KOTOPble Bbl BHIOMpAIU
npu dopmatrupoBaHuu JoKymMeHTa paHee. Habop Ilocimemnme mBera oToOpakaerc,

eCJI1 BbI BbI6I/IpaJ'[I/I XOTS OBI OJIMH IIBET.

[Tpu HaBejeHMM Kypcopa MBI Ha Ji0OO0M 1IBeT oToOpakaeTcsi 3HaUeHWe 3TOTO IIBeTa B
uBetoBor Mogenu RGB. Hanpumep: RGB 192,80,77.

Jly1st BBIOOpA 11BeTa IIeJIKHUTe 110 HeMy JIeBOM KHOTIKOW MBIIIIH.

[IBet no6aBuTcs B Habop Ilociemuue nBera 1 otMetutcst duiaskkoMm. [laHenb Beibopa 11BeTa

3akpoetcs. Slueliku OKpacsTCs B BbIOPaHHBIH 1IBeT.

4.4.8.1.2 Yka3aTh Koj 1IBeTa BPy4YHYIO

Ecrmu B nepeuniciienHbix Habopax 11BeTOB HET MOJIXO/SIIEro IIBeTa, YKaXKUTe ero Kojl BPYIHYIO:

1. Haxmure xkHOnKy JIpyrue nBera (cMm. PrucyHok 157).

2. B otkpoiBiieMcs okHe Brioop nBera (cM. PucyHok 158) ykaxkute Tpebyemblil 1[BeT B
Busie HEX-kona wiu B dopmate RGB.

3. Haxwmure kHoniky OK.

Brifop ueeta >
Hex-kog MpegnpocuoTp
e |
KpacHmi 3eneHbl i CHHWIA

o Cllo Z.|o

Pucynok 158 — Okno Beroop nBera
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[IBeT, yka3aHHBbIM Bpy4dHyI0, 00aBuTCs B Habop Ilocimemume mBera (cM. Pucynok 157) u

otMetuTcst diakkoM. [laHernb BbIbopa 11BeTa 3aKpoeTcs. Sueiikyi 0KpacsSTCs B BbIOpaHHBIN I[BET.

4.4.8.1.3 CxonupoBaTh I[BET C MOMOIIBIO MHIIETKH

[TureTka rpegHa3HaveHa JijIsi OJHOBPEMEHHOTO KOIMMPOBAHUS I[BeTa C TeKCTa MUJIH 00BEKTa,

pacIioioXkeHHOro B paboded o6jacT riiaBHOro okHa (CM. pasfen 3.4), U 3aJIUBKH sS'9eeK 3THM

IIBETOM.

[TumneTka HeAKTUBHA B PeXXKUMe pelaKTUPOBAHUs KOJIOHTUTYIIOB (CM. paszen 4.10.2).

YTo0bbI CKOITMPOBATH IIBET C [IOMOLIbIO ITUIIeTKH, BBINIOJIHUTEe CJIIeAYIOIIre JIEeUCTBHS:

Haxxmure KHOIKY & (IImmetka) (cm. Pucynok 157). Ilanens BbiOOpa I1BeTa
3aKpoeTcs, U Kypcop MPUMeT BUJI «IIpuIiesia» JIJisl BbIOopa IBeTa.

HaBenute kypcop Ha 1BeT, B KOTOPBIM ClleflyeT OKpacuThb sdeiiku. s 6osee TouHOTO
BbIOOPA I[BeTa OPUEHTUPYITeCh Ha 00J1aCTh, PacIoOXeHHYIO CIipaBa OT Kypcopa. B Heit
oToOpakaeTcsl IIBET ITHUKCeJIs, Ha KOTOPbIM B JaHHBIM MOMEHT HaBeJleH KypCcop.

[ITeskHUTe 110 [1BETY JIeBOU KHOIIKOM MBIIIIH.

Sluediku OKpacsTCs B BBIOPAHHBIM 1IBET, U KypCOP MPUMeT OOBbIUHBIM BUI. YKa3aHHbBIN IIBET

nobasutcss B Habop Ilocinemnue nBera (cM. PucyHok 157) u otmerutcs: ¢riakkoM Ha IaHenu

BbIOODA IIBeTa.

Eciu Tpebyercs oTkiouuTh nuieTky 6e3 BbIOOpa IjBeTa, HaxkmuTe kiaBuiny Esc Ha

KJIaBHaType.

4.4.8.2 OTMeHUTD 3aJIMBKY

YtobBLl OTMEHUTD 3aJIMBKY fA4eeK, BbIIIOJIHUTE Cliegyroiine JeUCTBUS:

1.

Bbinenute Tabnuily wid siUedKy/Iuana3oH sideeK, 3aJIMBKY KOTOPBIX HEeo0XOAMMO
OTMEHMUTb.

Ha manemm HWHCTPYMEHTOB, B pa3zejie TaﬁJmua Ha’>XMUTe CTPeJIKYy CIIpaBa OT KHOIIKK

£

== (IBeT 3amuBku) (cM. Pucynok 157).

Ha manenu BI:>I60pa [IBeTa HA’XMHUTe KHOIIKY Her 3a1uBKH.
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4.4.9 I'pannnb! sueex

4.4.9.1 3MeHuTH NapaMeTpbI rPaHUIL

YTOoOBI M3MEHUTH IIapaMeTpbl I'PaHUL] AJId QHEIZKH/HHHHHBOHH FI‘IEEK/T36JII/ILIBI, BEBITIOJIHUTE

CIleflyIolye NeiCTBUL:

1. BoienyTe TabIMIy WK STUEMKY/IUAIIA30H sSTU9eek, TPaHUITbl KOTOPhIX HeOOXOIMMO U3MEHUTb.

2. Ha nanenu MHCTPyMeHTOB, B paszfieiie Tabauma HaXXMHUTe Ha CTPeJIKy CIipaBa OT

KHOIIKH [ (cm. Pucynok 159).

[l
<
i
il
1l

=
L4
Il
il

T.—
T— W

Ab3ay

/ HeT rpaHuy

Ligeta Tenmb:

HEENEE

CTaHaapTHEIE LUEETA:!

4

Opyrue ugeTa... ﬁ

Pucynok 159 — [laHesb HaCTPOMKY I'PaHUIL
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3. Ha orkpeiBlIelcs TaHeJd HACTPOMKU T'PaHUIl, B MepBOM OJIOKe HACTPOeK YKakuTe
MeCTO PACIIOJIOXeHUs TPAHMUII, [Jis KOTOPhIX He0OXO0AUMO U3MEeHHUTh ITapaMeTphl.

4. Bo BTOpoM 0510Ke HACTpOeK Bblbepure THI JIMHUH, KOTOPBIY CJieflyeT NMPUMEHUTh IS
YKa3aHHBIX FPAHMUII.

5. B Tpernbem 6i10ke HacTpOeK yKakuTe LiBeT JIMHUW OJTHUM U3 CJIeyIOIINX CII0CODOOB:
— BbIOepuTe 11BeT B OJIHOM U3 IPeJICTaBIeHHbIX HAOOPOB I[BETOB;
— yKaXuTe KOJI IIBeTa BPyUYHYIO;

- CKOHHPYFITE OBeT C IIOMOIIBIO ITMIIEeTKH.

Ecm B mepBoM mnu BTOpoM 0O/IoKe HAacTpoek BbIOpaHO 3HaueHue Her rpanmm, TO
I'PaHUIIBI sSi9eeK 0TOOPaXKaroTCs B BUJle JIMHUM CBeTJIO-Ceporo nBeTa. JTH JIMHUU YCIOBHO
pas3ziessiioT S;eMKM M YHpOLIAlT paboTy ¢ Tabmuiled. YCIOBHble I'DaHHUIBI siUeeKk He

0TOOpaXkaroTCs IpY IlevaTy U 3KcIopTe JoKyMmeHTa B popmar PDF.

4.4.9.1.1 BeiopaTs 1BeT B IIpe/icTaBJIeHHBIX HA00OPax I[BeTOB

Ha mnanenu HacTpoWku TrpaHul], B TpeTbeM O0joke HacTpoek (cM. Pucynok 159)
MIpeJiCTaBJIeHbl Cyiefyiolie Habopbl IIBETOB:
— IIBeTa TeMbI — COJIEPXKUT I[BETOBYIO MAJUTPY TeMbI TEKYIIET0 TOKyMeHTa.
— CraHgapTHble IIBeTa — CO/IepXXUT I[BeTa, KOTOpble II0JIb30BaTelM dalle BCero
BbIOMpAIOT IpU GOPMATHPOBAHUN JOKYMEHTa.
— Ilocnegnue mBeTa — CONEPXKUT JI0 /IeCATH IOCJIeIHHUX 1IBEeTOB, KOTOPble Bbl BHIOMpaIU
npu dopmatupoBaHuu JokymeHTa paHee. Habop Ilociemnme mBera oToOpakaerc,

eCJIN BBI BbI6I/IpaJ'II/I XOTS OBI OIHH IIBeT.

[Ipy HaBenmeHWM Kypcopa MBI Ha JIF0OOM 1BeT oToOpakaeTcsl 3HaYeHHe 3TOro IBeTa B
nBeroBoii Mosienii RGB. Hanpumep: RGB 192,80,77.

Jlyist BBIOOPA 11BeTa IeJIKHUTe M0 HeMy JIeBOM KHOIIKOW MBIIIIH.

IIBer nobGaButcs B Habop Ilocienmnue mBera U OTMeTUTCS (UIXKKOM. ['paHUIBI sueek

OKpaCATCsl B BbIOpaHHBIN I[BET.
YTOOBI 3aKpHITH [TaHEIb HACTPOMKU I'PAHUII, BBIIIOJIHUTE OJJHO W3 CJIeIYIOUIMX JeHCTBUIM:
— Ha naHemu uHCTpyMeHTOB, B pasfiejie TaOumma HaXkMuTe Ha CTpeJIKy CIipaBa OT
KHOIIKHY 11 (cm. Pucynok 159).

— IllenkHuTe 110 MyCTOMY MeCTy JOKyMeHTa 3a MpefieJlaMy ITaHeJIM HAaCTPOMKU IPaHuIl.
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4.4.9.1.2 Yka3aTh KO/ IIBeTa BPyYHYIO

Eciu B mepeunciieHHbIX Habopax I[BeTOB HET IOAXOJSIEro IBeTa, YKaKHUTe ero Koj
BPY4YHYIO:
1. Haxmure xkHonKy JIpyrue nBera (cMm. Prucynok 159).
2. B otkpeiBiieMcst okHe Beioop nBera (cMm. Pucynok 160) ykaxkuTte TpeOyeMblil I[BET B
Busie HEX-koma wim B popmare RGB.

3. Haxmurte kHomky OK.

BuiGop ueera x
Hex-kog MpeanpocmoTp
o |
KpacHem JeneHmn ClHMA

Pucynok 160 — Oxao Beroop nBera

IIBeT, ykasaHHBIM Bpy4Hy!o, fobaButTcs B Habop Ilocnemnue nBera (cM. Pucynok 159) u
orMeTtutTcs: ¢raxxkkoMm. [laHenp HacTpodku rpaHuIl] 3akpoercs. ['paHMIlbI siUeeK OKpacsTcs B

BBIODAHHBIN IIBET.

4.4.9.1.3 CxonupoBarh 1[BeT C NOMOIIbI0 MHIIETKH

[Tunerka npegHa3HayveHa Jyisi OJHOBPEMEeHHOI'0 KOIIMPOBAHUSI IIBeTa C TeKCTa UM 0OBeKTa,
pacIioyioXkeHHOro B pabouelt 06/1acTH I7IaBHOTO OKHA (CM. pa3zen 3.4), ¥ IpUMeHeHUs! 3TOTo IBeTa

K I'PAHUIIaM dYeeK.

[TuneTka HEAaKTUBHA B peXXMMe pPelJaKTUPOBAHHUS KOJIOHTUTYIOB (cM. pazgen 4.10.2).
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YTOoOBI CKOMTMPOBATH IBET C IIOMOIIBIO MTUTIETKH, BBITOTHUTE CJIeyIOIHe TeUCTBHUS:

1. Haxmure KHOMKY & (ITmmerka) (cm. Pucynok 159). Ilanens BwIGOpa IBeTa
3aKpOeTCsl, U Kypcop MpUMeT BU]] «IIpHllesiay Jijisl BbIbopa IBeTa.

2. HaBenuTe Kypcop Ha I[BeT, B KOTOPBIN Clle[lyeT OKPaCHTh I'pPaHUIlbI sideek. [l Oosee
TOYHOTO BbIOOpA I[BeTa OpPUEHTHUPYWTeCh Ha OOJIACTh, PACIIOJIOXKEHHYIO CIIpaBa OT
Kypcopa. B Heil oTobOpakaeTcsl IBET MUKCeJNIs, HA KOTOPbIM B JaHHBIM MOMEHT HaBeJleH
KypCop.

3. IllenxHuTe 1O I1BETY JIEBOM KHOIIKOM MBIIIH.

['panuripl siueexk OKpacsSTCs B BBIODAHHBIM IBET, W KYpCOp TNpHUMeT OOBIUHBIM BU/I.
Vkazannbiii Bet fobaButcs B Habop Ilocnemnue nBera (cMm. Pucynok 159) u otmeruTcst daskkom
Ha I[1aHeJIM HAaCTPOMKU I'PaHULl.

Ecnmn Tpebyercs oTkiouuTh nuieTky 6e3 BbIOOpa IjBeTa, HaxkmuTe kiaBuily Esc Ha

KJIaBHaType.

4.4.9.2 IIpuMeHNTH CTHWIb IPAHMIL IPeABIAYIIeH Ta0HIIbI

Yro6bl OBICTPO TPUMEHUTH K suYelKe/[Mala3oHy sdeek/Tabiuile CTWIb TPaHMUIL
IpefblyIel TabJIuIlbl, BBIIIOJIHUTE CIlelyIoIe JeHCTBUS:
1. Beigenure TpeGyeMyto TabIuIly WK SYEMKY/IAANA30H sTUYeekK.

2. Ha manenmu nHCTpyMeHTOB, B paszieiie Tabsuia HaxkMUTe KHOIIKY EE| (cm. Pucynoxk 161).

L v [
— ™ & = @‘ AaBoBel
HE‘ + g E ﬂ % {:" OERIYHEI

TaGnawua Crinm

Pucynok 161 — KHonka npriMeHeHusl CTHIISI TPAHUI] TIPeJblTy1iel TabIuiibl

4.4.9.3 Y nanuTh rpaHUIbI

YToObl yHanuTh 3aJlaHHble TPAHUIBI  sSYEHKW/IUaa30Ha sSueeK/TabrIlbl, BBITIOJTHUTE
Clleqytolire AeiCTBUS:

1. Beigenurte TpeGyemyto TabIuIly WK SUEMKY/IAANA30H sTYeekK.
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2. Ha nanenu MHCTPyMeHTOB, B paszfieiie Tabauma HaXXMHUTe Ha CTPeJIKy CIipaBa OT

KHOTIKHA 1] (cm. Pucynok 162).
3. Ha oTkpbIBIIIeNCS TAaHeT HACTPOWKY TPAHMUIL:

B IepBoM OJI0Ke HACTPOEeK YKa’>XHUTe MeCTO yaJIeHUS I'PAHUII.

— Bo BTOpoM 6510Ke HacTpoek BbibepuTe HeT rpaHuir.

= / HeT rpaHuu

Pucynok 162 — ¥V panenue rpanuil

4. YToObl 3aKpHITh TAHEJIb HACTPOMKY I'PaHUI], BHIIOJHUTE OHO U3 CJIeYIOMIUX IeHCTBUM:

Ha nmanenu HUHCTPYMEHTOB, B pa3ejie Taﬁmma Ha’XMHUTE Hd CTPeJIKYy CIIpdBd OT

KHOIIKH (cm. Pucynok 162).

[[lenkHuTe MO MyCTOMYy MeCTy IOKyMeHTa 3a IipelleJlaMd [aHeJId HaCTPOMKHU

I'PaHMUIL.
4.4.10 BoipaBHHBaHNe U 00TeKaHHe TEKCTOM

4.4.10.1 BeipaBHuBaHue Ta0IUIBI

[To ymomuanuio Tabyvila BhIDABHMBAETCS TI0 JIeBOMY Kpaio AokymeHTa. OTCTynm ciieBa
HacJeqyeTcs ot ab3aria, Iocjie KOTOPOTo PaclojioykKeHa TabumIia.

UYToOBI HM3MEHUTh CIOCOO BBIPABHUBAHUS TaOJMIBI U OTCTYI, BBHITIOJIHUTE ClIeyIolre
JIeUCTBUSL:

1.

VcranoBure kypcop B /00yio sS4edKy TabiaMIbI WIM BbIelNUTe JIFOO0H 3j1eMeHT

TAOIUITBL/ TabIIUITY ITEJIUKOM.
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2. OTKpo#Te OKHO HAaCTPOeK TaOIUIIbI OJJHUM U3 CJIeAYIOIIHUX CII0CODO0B:
— Broibepute nyHKT koMaHHOTO MeHI0 Popmar > Tabauna > HacTtpouts Tadiaumy

(cMm. PucyHok 163).

Wopmat  WMeotpymedts Bug  OBwwi poctyn lNoanucka  Cnpaeka

OuncTnTe fopMaTMpoBaHmne Ctrl+Space | vl |14 v AT AT =~ =
WpndgT r AR ees i v & 11E w e=
BripaeHueaHue r
Ab3au
MosopoT TekcTa L
Wzo6paxernne r
TabBanua b T Bcraeuto cTpoky ceepxy Alt=A
& BoTaBwTe CTpOKY CHW3Y Alt+B
B Bcrasute cronbey ceea Altsl
fl  Bcraeute cronBey cnpasa Alt+R
a  ¥panuTe CTpOKY Ctrl+Alt+R
w ¥panuTe cTonbey, Ctrl+Alt=L
B Yaanute Tabamuy Alt+Shift+T
B  ObbeguHUTE A4Sk Ctrl+Alt+M
Ed Pazgenute Aueiiky Alt+5Shift+M
Pazmep AYueikm..,
E}} HactpouTe TaBanuy

Pucynok 163 — [lynkT komangHoro MmeHio Hacrpourts Tadauiry

— Ha manenu uHCTpyMeHTOB, B pa3zeiie Ta0Gumma HaXXMUTE KHOIIKY o} (HacTrpourtnb

Tabuiy) (cM. PrucyHok 164).

L v

- - wmaE D B {‘t_aEﬁJBBl"
HE‘ v g E ﬂ % {E:'} OELIYHI
Takanua CTunm

Pucynok 164 — Knonika HacTpouTs Tabauimy
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— IlemukoM MpaBOM KHOINKH MBI OTKPOHTE KOHTEKCTHOe MEHIO U BBIIOJIHHATE

koManay Hacrpouts Tabsmmy.

3. B okue Hacrpoiiku Tadsmuns! (cM. PucyHok 165) Beibepute crioco6 BbIpaBHHUBAHMUSL: 110

JIeBOMY Kpalo, 10 [IeHTPY WJIU 110 IIPaBOMY Kparo.

4. FEcmm s Tabimuiel BLIOPAHO BBIPABHMBAHHKE TI0 JIeBOMY Kpato, B mojie OTcTyn cieBa

YKaXuTe paCCTOdHHe OT JieBOr'o II0JId JOKYyMeHTa /10 Ta6J'II/II_IbI.

5. Haxwmwurte kHonky OK.

Hacrpoikn TaBnuue

BripaeHWBaHWe

] ] ==

Orcryn cneea:

0,00 cm )

OETekaHWe TeKCTOM

Ceepxy:

Cnpaea:

Pucynok 165 — Oxkao HacTpoiiku Tadunsl

4.4.10.2 O0TexkaHue TeKCTOM

B naHHOM BepcuM IPUIIOXKeHUS IeUCTBYIOT Clle[lyIolye OrpaHUYeHUs:

— B Tabnuiy, s KOTOpPOM HAcTpoeHO oOTeKaHWe TeKCTOM, HeBO3MOXKHO J100aBUTH

00BeKT IepeTaCKuBaHUEM. Taxxe HeBO3MOXKHO nepeTamnuTb 00BeKT U3 Ta6J'II/IL[bI B

Apyroe MmeCTto HOKyMeHTd.

- HeﬁCTBHH C O6’I)€KT8MI/I, PpacCIiojiIo’)KeHHBIMH B sYerKax Ta6JII/II_[bI, MOT'YT BBIIIOJIHATHCA

HEKOPPEeKTHO.
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— Tabmumel B KoyoHTATYNMAX (cM. pasnen 4.10.2) He MOTYT MMeTh CBOKMCTBA OOTeKaHUs
TekcToM. [lpu BcTaBke TakoW TabGIMIIBI B KOJIOHTUTYJI CBOMCTBO AaBTOMAaTHYeCKH
OTKJTIOYAeTCSI.

— Ecm B Tabmure ecth oObequHeHHas sdeiika (cM. pasfen 4.4.13), 4acTb KOTOpOW
[IePeHOCUTCSl Ha CJIeAYIOIIylI0 CTPaHMILY, TO JJaHHbIe, KOTOPble COJIEpPXKUT 3Ta sdeika,
0TOOpakaroTCsl Ha 00erx CTpPaHUIIAX.

— Ecm Tekct B sdelike He IOMelllaeTcsi 10 BBICOTE HA OJIHYy CTpaHHUILy, TO

HelmoMeCTHBIIaACsa 4dCTb TeKCTa O6p€3&€TC5{.

YroOBl HACTPOUTH OOTeKaHKe TabJIMIbl TEKCTOM, BBIIIOJIHUTE Clle[lyroliue JeHCTBHUS:
1. VYcranoBuTe Kypcop B /00yI0 sSiYelKy TabiMIbl WIA BbIAENINUTe JH000W 3j1eMeHT
TAOIUIBL/ TAOIIUITY [IeJIUKOM.
2. OTkpouTe OKHO HAaCTPOEK TabJIUIIbl OTHUM U3 CJIeIyIOIIUX CIIOCOOOB:
— Bribepute nyHkT koMaHaHOrO MeHI0 Popmar > Tadomunma > Hacrpouth Tadaumy
(cm. PucyHnok 163).
— Ha nanenu uHcTpy™MeHTOB, B pa3zerne TabGumia Ha)XMUTe KHOIKY (HacTpoutsn
Tabmuiy) (cM. PucyHok 164).
— IJenmuxkoM NpaBOM KHONKH MBIIIA OTKPOHTE KOHTEKCTHOE MEHIO W BBIIIOJIHUTE
xomaHy HacTtpouts Tabsuy.
B oxne Hacrpoiiku Tabaunb! (cM. PucyHok 165) nocraBbre dpriakok ObTekaHHe TEKCTOM.
4. VxaxuTe crocob BbIpaBHUBAHUSI TaOIUIBI U, TIPU HeobxomaumocTH, OTCTym cieBa
(c™m. pasnen 4.4.10.1).
5. VYkaxuTe paccTosHWe OT TpaHMIl TabiuIpl [0 OKpyarouero ee Tekcra Ciesa,
Cuopaga, Cepxy u Cuusy.

6. Haxwmwure kHOnky OK.

Ecnu Tabmuiia 3aHMMaeT HECKOJIBKO CTpaHMIl, TO oOOTeKkaHHe TeKCTOM IpHUMeHseTcs
TOJIKO Ha CTPaHHIle C TOCJe/IHel 4acThio Tabmuipl. Ha 3Ty cTpaHuIly nepeHOCUTCS Bech

TeKCT, KOTOPBIM PACITOJIOXKEH TMOCyIe TKOPsI TabyuIibl (CM. pasen 4.3.1).

Tabmuiy, I KOTOpPOM HAcTpPOeHO O0TeKaHWe TeKCTOM, MOXXHO OBICTpO IlepeMeCcTHTb B
Jpyroe MecTo IOKyMeHTa. [{JIsl 3T0ro:

1. HaBenure Kypcop MbIIIM Ha TabuIy.

2. HaxmuTte KHOIKY i, 0TOOpPa3MBIIYIOCS B JIEBOM BepXHeM YUy TaOJIUIIbI.

3. ViepxxviBasi JIeBYIO KHOIIKY MBI, IlepeMecTHTe TablurIly B TpebyeMoe MecTo JOKyMeHTa.
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4.4.11 3MeHUTH pa3mep CTOIOIA WM CTPOKH

Pasmep cTronbira wiv CTPOKM MOXKHO MU3MEHHUTh OJTHAM U3 CJIeYIOITHUX CIIOCOOO0B:
— IepeMeCTUTb IPaHMITy CTOJIOIA/CTPOKU BPYUHYIO;

— yKasarbh TOYHYIO IIMPUHY CTOJI011a/BBICOTY CTPOKH.

4.4.11.1 I3meHuTs pazMep BPYUHYIO

YTo6bI U3MEHUTH pa3Mep OJHOT'O CTOJIOIA UM CTPOKH, BBIIIOJIHWTE CllefyIollre AeUCTBUSL:

1. HaBenure Kypcop Ha rpaHuIy CToJIOIla WM CTPOKH, pa3Mep KOTOPOM HeoOXOOuMO
u3MeHUThb. Kypcop npuMer BU IByCTOPOHHEN CTPeJIKU.

2. VYpepxyBasi HaXKaTOH JIeBYIO KHOIIKY MBIIIM, IPOTSIHUTE KYPCOP TaK, YTOOBI IPaHHUIlA
cTon011a/CTPOKU IIPUHSIIA TpeOyeMoe IoJI0XKeHue.

3. OTHYCTI/ITE JIEBYIO KHOIIKY MBIIIIH, YTOOBI BHCI)I/IKCI/IPOBHTI) II0JIO>KEeHHne.

HOCJIGI[HSISI BepPTUKAJIbHAS I'PAHHIIA Ta6JII/IHbI He MOXET IIPeBbIIIAaTh IIPpaBoe I10J1e CTPAHUIIbIL.

YToObl YCTAaHOBUTH OJWHAKOBBIA pa3Mep [JI HECKOJbKHUX CTOJIOIOB/CTPOK TabJMIIb,
BBITIOJTHUTE CJIeIYIOIe IeHCTBUS:
1. Broigenute gaHHble CTONOIIBI/CTPOKHU.
2. YcraHoBUTe JyIsl OAHOIO CTOJIOIIA/CTPOKU pa3Mep, KOTOPbIN TpeOyeTcsl IPUMeHUTh st
BCeX BbIJIeJIEHHBIX CTOJIOIOB/CTPOK TabmuIlbl. J1jist aToro:
— HaBenure kypcop Ha rpaHuily Jit060ro CToJ0I1a/CTPOKU TaK, YTOOBI OH MPUHST BU/L
IIBYCTOPOHHEH CTpeJKH.
— ViepxuBasi HaXXaTOM JIeBYI0 KHOMKY MBI, MPOTSHUTE KYpCOp TaK, YTOObI
rpaHuIia cTob11a/CTPOKU MPUHSUIA TpeOyeMoe TOoJIoXKeHHe.

— OtTnycruTe J1eBy10 KHOIIKY MBIIIH, YTOOBI 3apUKCUPOBATh IOJI0XKEHHe.

J1ns1 BBIZIEJIEeHHBIX CTOJIOIIOB/CTPOK TaOIMITEI OYyJleT aBTOMAaTUYeCKH YCTAHOBJIEH pa3Mmep,
YKa3aHHBIHN JIJIs1 JAHHOTO CTOJI011a/CTPOKH.
YToObl yCTAHOBUTH OJMHAKOBBIN pa3Mep MJis BCeX CTOJIOIOB/CTPOK TaOJUIIbI, BbLIIEJIUTe

Tabnuity (cM. pasnen 4.4.7) v BLITIOJTHUTE aHAJIOTUYHbIe JIeHCTBUSI.
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4.4.11.2 Yka3aTh TOYHBIHA pa3Mep

YroObl yKa3aTh TOUYHYIO IIMPHUHY JJIS1 OJJHOIO/HECKOJIbKMX CTOJIOIIOB WM BBICOTY /ISt
OJTHOM/HEeCKOJIbKUX CTPOK, BBIIIOJIHUTE CIleAyIole 1elCTBUS:
1. VkaxuTe JaHHbIE CTOJIOIbI/CTPOKHU:

— Yr1o0OBbI M3MEHUTh HNIMPUHY OQHOIO CTOJIOIA WA BBICOTY OJIHOM CTPOKH, BbIENIUTe
3TOT CTOJOEI/CTPOKY WM BBIIEIIUTe JIFOOYIO sUelKy, KOTopasi HaXOJIUTCS B JaHHOM
cToJIbI1e/CTpOKe.

— Yro0Obl M3MEHNTh IIMPUHY HECKOJIbKUX CTOJIOIIOB WJIM BBICOTY HECKOJIbKUX CTPOK,
BbIJIeJIUTEe 3TU CTOJIOLBI/CTPOKY WM BbLIeJUTe JI000W AUana3oH sideek, KOTOPBIN
HAXOJAUTCS B JAHHBIX CTOJIOIAX/CTPOKAX.

2. Ortkpoiite okHO Pa3mep si9eliKu OJTHUM U3 CIIeyIOLIUX CIIOCOOOB:
— DBruibepute myHkt komaHgHoro meHio ®opmar > Tabauma > Pasmep sueiiku

(cm. PucyHnok 166).

Dopmat  MHcTpymedte Bug  OBwwi goctyn  Mognwcka  Chopaeka

OuncTuTe dopMatHpoBaHKe Ctrl+5pace vl 14 v A ,."_\"' ;E - =
Wpngr "LAB e AV 28 =N =
BripaeHueaHue r
AB3ay
MNoeopoT TekcTa r
Wzobpaxernne r
TaBanua b T BcraeuTo cTpoky ceepuy Alt+A
&8 BcraBwTe CTpOKY CHW3Y Alt+B
B Bcraewte cronBey cnesa Alt+L
ﬂ Beragute cTonbey cnpaea Alt+R
B YpanuTe CTPOKY Ctrl+Alt+R
ﬁ ¥panuTe cTonbey, Ctrl+Alt=L
B YaanuTe Tabamuy Alt+5Shift+T
B ObbeguHUTh AYEAKK Ctrl+Alt+M
EH Pasgenuto Aaueiiky Alt+5hift+M
Pazmep Aaueikn...
{55 HactpouTs Tabanuy

Pucynok 166 — IIynkT komanaHoro Metto Pazmep siueiiku
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— Ha manemu uHcTpy™mMenToB, B pasgenie Tabmmma (cM. Pucynoxk 167) Hakmure

KHOIKY "] (Pa3mep ssueiikm).

& v

- — mEE D B AaboBel
HH v g E ﬂ $ E.:} DB bIYHbI
Tabanua CTunm

Pucynok 167 — Knonka Pa3mep siueiiku

— IlpaBo¥i KHONKOM MBIIIK [IEJIKHUTE 110 BbIJEJIEHHBIM CTOJIOIAM/CTpOKaM M
BBINOJIHUTE KOMaH/ly KOHTEKCTHOTO MeHIo Pa3mep sgeliku.
3. B okue Pasmep siueiiku (cMm. Pucynok 168) ykaxkurte Tpebyemyto Illupuny cTosiomoB
v BeicoTy CcTpOK.

4. Haxwmure kHonky OK.

Pasmep auelikn et

WuprHa

| OB o

{3

Boicota

£

0,36 cm

Pucynok 168 — Oxao Pa3mep siueliku

4.4.12 Yka3aTh TOYHBII pa3mep siaeeK

YToOB! yKa3zaTh TOYHBIM pa3Mep OJJHOM WM HECKOJIbKMX siueeK, BBIIOJHUTEe CJieflyIoliue

IenCTBUS:

1. Broimenure 3TU S4elKH.
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2. Ortkpouite okHO Pa3mep sideliKH OHUM U3 CIIEAYIOMUX CIIOCOOOB:

— Bribepute myHKT koMmaHAHOrO MeHi0 Popmar > Tadbmmma > Pasmep sideiku

(cM. PucyHnok 166).

— Ha manemu wuHcTpymeHToB, B pazmene Tabmmma (cM. Pucynok 167) HakmuTe

KHOTIKY || (Pa3mep ssueiiku).

- HpaBoﬁ KHOIIKOM MBIIIX IIIEeJKHHATE II10 BBIJEJIEeHHbIM SYelMKaM W BbIIIOJTHUTE

KOMaHy KOHTEKCTHOI'O MEHIO Pa3Mep ST9efKH.

3. B oxue Pa3mep sueiiku (cM. PucyHok 168) ykaxure Tpebyemyro Illupuny u BeicoTy

siueek ¥ HaxkmuTe KHOTIKY OK.

4.4.13 O0BbeqMHUTH AYCHKU

JIr060e KoIMyecTBO g49eek B TaOIUIle MOXKHO OObeIUHUTD.

[Ipu o6benuHeHnH siueex:

— OTMeYeHHBIN AHala30H CTaHOBUTCS eJUHOUN SUYeUKOU;

— COXPaHAITCA IdHHbIe TOJIbKO U3 BerHefI JIEBOM STYEMKM TUalla30Ha;

— K 00beqUHeHHOM stuelike MprUMeHsieTcs: GopMaTUpOBaHKe BepXHel JIeBOM sSTUeiKy Tuara3oHa.

YTtoObbI 06’b€HI/IHI/ITI) quﬁKH, BbIJIeJINTEe X U BBIIIOJIHUTE OJJHO M3 CJIIeAYIOIIUX HEﬁCTBHﬁ:

— Bruibepute nmyHkT komaHaHOro mMeHio Popmar > Ta6muma > O0begUHUTH sTYeHKU

(cm. Pucynok 169).

Dopmat  WMHcTpymentel  Bug  O6wmii goctyn

OuncTuTE dopMaTHpoBaHue Ctrl+5pace

WpngT 4
BripaeHneaHWe L4
Mosoport TekcTa r
Wzobpamerne 4
Tabawua 4

Meanucka  Cnpaeka

i 8=y mew Bd

BcraeuTe cTpoRy cBEpNY

BcTaeuTe cTpoky cHW3Y

BctaeuTe cTonbew, cneea

Bctaeute cTonbey cnpaea

YaanuTe cTpoky

¥aanute cTonbey,
YaannTe Tabanuy

OBLegMHWTE AYERKK

[R—
—

-—
': i

Ab3ay

Alt+A
Alt+B

Alt=L
Alt+R

Ctrl+Alt+=R
Ctrl+Alt=U

Alt+5Shift+T

Ctrl+Alt+M

Pucynok 169 — [IyHkT koMaHgHOTO MeHIO O0BeAUHUTD STYIeHKH
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— Ha nanemu uHcTpymeHToB, B pasferne Tabmmma (cMm. Pucynok 170) HaxkmMuTe KHOIIKY

= (O0BemuHUTD STICHKH).

O v E

L v [E mEE E B AaBoBsT
HH b Z E ﬂ $ {:} OBbIYHbI
TaBnanua Ctuam

Pucynok 170 — Knonika O0beMHUTE SYeHKU

— HpaBoﬁ KHONKOM MBIIIX IIEeJIKHUTE II0 AUAIId30HyY W BBIIIOJIHUTE KOMdHAY
KOHTEeKCTHOI'O MEeHIO OGLEHI/IHI/ITB STIeHKH.

— Haxwmure coueranue kinasui Cirl+Alt+M / ~Option+&Cmd+M.

Jlist pasnenenvss oObeJUHEHHOW sSYEMKU BOCIOJIb3yHTeChb KOMaHJ0¥ Pa3fenuTh siuedKy

(c™m. paznen 4.4.14).

4.4.14 Paznenutsb suenky

Paznienienne sueek Ha HECKOJIBKO CTPOK WJIM CTOJIOIIOB yIOOHO MCIIOIb30BaTh IIPU CO3/1aHUU
CJIOXKHBIX TabnuIl (Hanpumep, B KOHCTPYKTOPCKOM JIOKyMeHTAIUH).

B HacTosi11ee BpeMs AeMCTBYIOT CllelyIoIe OrpaHu4eHus :

— HeJJOCTYIIHO OIHOBPeMeHHOe pasfiejieHHe HEeCKOJIbKUX sSUeeK;

— HeJOCTYIIHO OOHOBpEMeHHOe pa3/ieJIeHre STYeKH Ha CTOJ'I6LU:I M CTPOKMU.

Ecm nna  pasnenenusi BbIOMpaeTcsl siueiika, KOTOpPasi COCTOMT U3 00BbeIMHEeHHBIX
cTonO1IOB/cTpoK (CM. pa3gen 4.4.13), TO 4MCIIO CTOJOIOB/CTPOK, Ha KOTOpPbIe OHA pa3fesiseTcs,
JIOJKHO SIBJISITHCSL JIeJIUTeJieM 4Hciia 00beIMHeHHBbIX CTONOIoB/CcTpoK. Hampumep, ecnu sderika
COCTOUT U3 8 0ObeIMHEeHHBIX CTOJIOIOB, TO ee MOXHO pa3nenuTh Ha 1, 2, 4 wnu 8 cronbmos. Ecmu

siuerika COCTOMT U3 6 00 beAMHEeHHBIX CTPOK, TO ee MOXKHO pa3fieIuTh Ha 1, 2, 3 wiu 6 CTpok.

YToOBI pa3/iesuThb STYeiKy, BBITIOJIHUATE Ce/IyIolre JeHCTBHYS:

1. Boigenure siueiiky.
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2. BrmonauTe koMaHay PasmennTh A4eiiKy OIHUM U3 CIIeyIOIIUX CIIOCOOOB:
— Broibepute nyHKT koMaHgHOTO MeHI0 Popmar > Tabnuna > Pa3nenuth s4eiiky

(cMm. Pucynok 171).

Wopmat  WMeotpymedts Bug  OBwwi poctyn lNoanucka  Cnpaeka

OuncTnTe fopMaTMpoBaHmne Ctrl+Space | vl |14 v AT AT =~ =
WpndgT r AR ees i v & 11E w e=
BripaeHueaHue r
Ab3au
MosopoT TekcTa L
Wzo6paxernne r
TabBanua b T Bcraeuto cTpoky ceepxy Alt=A
& BoTaBwTe CTpOKY CHW3Y Alt+B
B Bcrasute cronbey ceea Altsl
fl  Bcraeute cronBey cnpasa Alt+R
a  ¥panuTe CTpOKY Ctrl+Alt+R
w ¥panuTe cTonbey, Ctrl+Alt=L
B Yaanute Tabamuy Alt+Shift+T
B  ObbeguHUTE A4Sk Ctrl+Alt+M
Id Pazgenute Aueiiky Alt+Shift+M
Pazmep AYueikm..,
{§} HactpouTe TaBanwy

Pucynok 171 — IlynkT komanaHoro MeHto PaznenuTs sigeiiky

— Ha manenmu MHCTpyMeHTOB, B paszieie Ta6muma HaxmuTe KHonky [ (Pa3menuTn

sigeiiky) (cm. Pucynok 172).

SvE W ®m&Z® D 8B pepr
HE‘ v e E a % J:‘E:._'J-l, OBbI4HbI

TaGamua CTiam

Pucynok 172 — Knonka Pa3nenuTs sueiky
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— IlpaBo¥ KHOIKON MBIIIUA IIEJKHUTE 10 BbIJIEJIEHHOW SYeliKe U BBINIOJIHATEe KOMaHAY
KOHTEKCTHOTO MeHIO Pa3neuTs ssgeiiky.
— Haxwmure coueranue kiasumt Alt+Shift+M / ~Option+{Shift+M.
3. B okue Pa3genenue siueiiku (cM. Pucynok 173):
— VYkaxuTe, Ha KaKoe KOJIMYeCTBO CTOJIOIIOB WIM CTPOK CjleflyeT pa3ieiiuThb
BbIJIeJIeHHYIO si4edKy. UYMCII0 MOXHO BBeCTH BPY4YHYIO, BBIOpPAaTb C TIOMOIIBIO
CYeTYMKa, KJIaBUIII KJIABUATYpPhI | U 1 WIKA MPOKPYTKOM KOJIeCHKa MBIIIIH.

— Haxwmure xnonky OK.

PazgeneHue auefm >

O Cronbup

Crpokw o

Pucynok 173 — OxHo Pa3nenenue sueiiku

HaHHbIe n3 paSHEHEHHOﬁ STYeKH IIOMEIaloTCs B BEPXHIOIO JIeBYIO HHEﬁKy IIOJTYy9eHHOI'0

JMana3oHa. Sueliky quana3oHa HacieqyioT popMaTUpOBaHUe pasfielIeHHOU sTYeKU.

4.4.15 IloBTOPHUTH 3aro/I0BOK Ha KAXK/AO0H CTpaHUIIe

HHorna TekcToBble JOKYMEHTHI cofiepxkaT Oosiblive TabJIMIbl, KOTOpPble pa3MelaloTcs Ha
HEeCKOJIbKMX cTpaHunax. llpu pabore c Oonbiioi Tabnuilel MepUOIUYECKU IPUXOAUTCS
BO3BpAIllaThCs K ee Haydajly, YTOObl YBHIETh ee 3arojioBoK. UToObl M30exaTb 3TOro, HACTpOWTe
oToOpa)keHMe 3aroJiIoBKa Ha KaXk/1I0M CTpaHUIle, HA KOTOPOW paclioyioXeHa TabuuIa.

B kauecTBe 3arosioBka MOXXHO yKa3aTh IE€PBYIO CTPOKY TabJMI[bl WM HECKOJIBKO CTPOK

Ta6J'II/II_IbI, BKJIIOYa4 IMepBYIO.
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YroOBI TIOBTOPUTH OIHY WJIM HECKOJIBKO CTPOK B KayeCTBe 3arojloBKa TaOJIMIIbI, BBIIIOJIHUTE
CJIefyrolye qefCTBUL:
1. Yxaxwre oJIHy UM HECKOJIbKO CTPOK, KOTOPbIe OyAYT SIBJISITBCS 3aTOJIOBKOM TabJIUIIBL:
— Ecnu TpebyeTcst TOBTOPATE Kak 3arojIoBOK OJIHY CTPOKY, YCTAaHOBUTE B Hee KypcCop,
BbIJIeJIMTE B Hel JII00YIO0 si9eliKy WK BBbIIeJIUTe ee I1eJIMKOM.
— Ecmm tpebyeTcsi TOBTOPSITh KaK 3arojIOBOK HECKOJIbKO CTPOK, BBIJEJIMTE B JIaHHBIX
CTpOKax JII000M Uara3oH siueeK UM BblIeJINTe IaHHble CTPOKHU IeJIMKOM.
2. Ha nmaHenu MHCTpPyMeHTOB, B pasfieyie Ta0Gymia HaKMUTe KHOIIKY % (IIoBTOPATH KaK

3aroJIOBOK Ha Kaxaoi crpaHumne) (cMm. Pucynok 174).

& v
£y H ™mE = | B AaBoBST
H~ B i o OBbiuHbl i

TaGanua Ctram

Pucynok 174 — Kuorika IIoBTOpATH KaK 3aro/IoBOK Ha Ka:K/J0# CTpaHHIle

YTOOBI OTMEHUTH ITOBTOPEHHE 3arojioBKa Ha KaXk[IOM CTpaHMIlE, BBIIOJIHUTE Cllefyollue
JeUCTBUSA:
1. YcraHoBute Kypcop B J00OyI0 SYeliKy WJIM BbIIeJMWTe JIIOOOW [Mana3oH syeeKk B
Tabinuie.
2. Ha manenu muHCTpyMeHTOB, B pa3zeiie Ta6smma (cM. PucyHok 174) HaxmuTe KHOIKY

% (IToBTOpPATH KaK 3aroJIOBOK Ha KAXK/A0M CTpPaHHIIe).

4.4.16 IIpeoOpa3oBaTh TEKCT B TAOIHILY

[Tpeo6pa3oBaHue TeKkcTa B TAOJIMITY MOKHO BHITIOJIHATH C MTOMOIIBI0 KOMAHTHOT'O MEHIO WJTH
MaHeJIu UHCTPYMEHTOB.

[Ipu pasmemieHrM TeKCTa B TabuvIle KaXblid ab3al] MOMEIIAeTCs B OT/AEIbHYIO SYEeHKY.
Tabmnura 3anosnHsieTcst ab3anaMu cieBa HallpaBoO, CBEPXY BHUS.

Ecnu npeobpa3oBaHue OCyIecTBIsIeTCs C TOMOIIBI0 KOMaH/IHOTO MEHIO, TO M0 YMOJTYaHHIO
co3faeTcst Tabynila, KOTopasi COAEPXKUT Tpu crosibiia. KomruecTBO CTPOK TabJIUIIBI OIIpe/ieNiseTcs

dBTOMATHU4Y€CKH I10 KOJIMYEeCTBY 8638HEB B TeKCTe.
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Ytobbl mpeobpa3oBaTh TEKCT B TAONMITy C IOMOIIBIO KOMAHJHOTO MEHIO, BBLITIOJTHUTE
CJIefyrolye qefCTBUL:
1. Otpenurte 3HakOoM ab3aria Kaxabld GpparMeHT TeKCTa, KOTOPbI He0OX0JIMMO BCTaBUTh B
OT/IEJIbHYIO STYEKY.
2. Bblgenure Bech TEKCT, KOTOPbIM HEOOXOJIUMO BCTaBUTh B TabOJIHUILY.

3. Boibepure myHKT koMaHIHOTO MeHIO BeraBka > Taosmmma (cm. PucyHok 175).

Beraeka @opmat  WHctpymentm  Bug O

WzoBpameHue..,
TekcToBOE None
&) durypa ¢
fFH  Tabawua..
() Mopwmyna...
CneupansHee CHMBDAL..,
'5 Paspeie cTpaHuusl Ctrl+Enter
'= Paspeie pazaena
H#  Homepa ctpanuy, 3
B KonoHTuTyw r
=: OrnasneHne

Pucynok 175 — Komangnoe mento BeraBka

Ecmm npeo6pa30BaHHe TeKCTda B Ta6m/1uy OCylIeCTBJIdeTCd C IIOMOIIbIO IIdHEeJIHU
HWHCTPYMEHTOB, TO KOJIM1eCTBO CTOJ'I6I_[OB Ta6J’II/II_IbI MOJKHO YKd3dTb BPYYHYIO. KomndaectBo CTPOK
T<':16JII/ILII>I ornpenessieTCd aBTOMaTHU4YeCKU II0 KOJIMYeCTBY 8638H8B B TeKCTe He3aBHCHMMO OT TOIO,

KdKoOe KOJIM4eCTBO CTPOK BI)IGP&JI I10JIb30BATeJIb.

YtoObl 1peobpa3oBaTh TEKCT B TAOIMITy C MOMOIIBIO MMaHeJId MWHCTPYMEHTOB, BBHITIOJIHUATE

Clleqlytoniye AeCTBUS:

1. Otpenurte 3HaKOM ab3aria KaXkbld pparMeHT TeKCTa, KOTOPbIM He0OXO/IMMO BCTaBUTD B

OTJIENIbHYIO STYEHKY.
2. Bubiienure BeCh TEKCT, KOTOPBIM HEOOXOJIMMO BCTaBUTh B TabOJIHUITY.

3. PasBepHuTe naHesnb cO3AaHUs TabINIBI OAHUM U3 CIIEAYIOLIUX CIIOCOOO0B:
[
— Ha maHenu uHCTpyMeHTOB, B pasjeiie BeraBka Hakmute KHONKY (1 (Tabuuna)

(cM. Pucynok 176). Beigenute KypcopoM TO KOJIMYeCTBO CTOJIOIIOB M CTPOK,

KOTOpOe JOJI’KHA Cooep>KaTb Ta6J'II/II_Ia, U IIeJIKHUTE JIeBOW KJIaBUIIIEeU MBIIIIH.
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AaboB AaBoB1 AaBoBsl

3aro...ok 1 3aro..ok 2 3aro...ok 3

@
15
®

w son
[ 4

0o
0o
20

Tabanua 3x2

Pucynok 176 — Knonka Ta6smna

Ha nanesm uHCcTpyMeHTOB, B pa3zierne BeraBka HaxkmuyTe KHOMKY “** (cM. PucyHnok 177).
Ha oro6GpasuBiiieiicst aHe M BCTaBKM HaBeWTe Kypcop MBI Ha KHOMKy HH Taosmmra.
Brigenvre KypcopoM TO KOJIMYeCTBO CTOJIOIIOB U CTPOK, KOTOpPOe AOJDKHA COZepKaTb

TAOJINIIA, U IIEJIKHUTE JIeBOU KJIABUIIICH MBI,

AaboBr  Aab0B AaB0B1I AaboBel ... [H. [ v [=] (-
OBbIYHbIA 3aro..ok 1 3aro.ok 2 3aro..ok 3 ‘
- E WMzobpamerne.., ~
EI TekcToBoE None
(5‘ Durypa ¥ Q
HH  TaBawua.. >
DopMyna.
E] CreunanbHele CHMEOALI... ¥
S
A Paspeie cTpaHuLb
—_
= Pazpbie pazgena
Homepa cTpanil,.. »
@ KanoHTUTY. b »
OrnaeneHne
Buibepute pasmep
(_jf) Ceuinka..,

Pucynok 177 — Ilanenb BcTaBKkU
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4.4.17 IIpeobpa3oBaTh TAOJIHMILY B TEKCT

YtoO6bI Mpeobpa3oBaTh TabJUILY B TEKCT, BBHITIOJIHUTE CIIEAYIOIIHe IeCTBUS:

1. Boimenute tabnuiy (cM. paznen 4.4.7).

2. BblnonHUTe KOMaHIy BbIpe3aHHsl WM KOIHWPOBaHUS TabOIUIbI JIHOOBIM yIOOHBIM
criocobom (cm. pazpen 4.9.2.1).

3. BroimosHATe KOMaHAy BCTaBKM 0e3 ¢GOpMaTHPOBAaHUS JOOBIM yAOOHBIM CIIOCOOOM

(c™m. paznen 4.9.2.2).

TexkcT M3 OgHOW CTPOKM TaOIMIBI BCTaBjsieTCsl B OAWH ab3al. B kadecTBe pasnenurens

JAHHBIX U3 g9eeK UCIIOJIb3YeTCd 3HdK Ta6YJ'I$II_[I/II/I.

4.4.18 YpanuTh CTOJIOIBI HJIH CTPOKHU

YTOoOBI yIaauTh OJWH WIA HECKOJIbKO CTOJIOIOB WA CTPOK, BOCIOJIB3YWTECh OJIHUM U3
CJIeJIyIONIMX CIIOCOOOB:
1. Boimenute [aHHBIE CTOJOIBI/CTPOKU WA SYeWKH, PACIOJIOKEeHHble B HHUX. 3aTeM
BBITIOJTHUTE OIHO U3 CJIeYIOIIUX JIeMCTBUM:
— Bruibepute nyHkt komangHoro MeHio ®opmar > Tabnumna > Yaanurs crosder /

Ynanutsh cTpoky (cMm. Pucynok 178).

Dopmat  MHcTpymedte Bug  OBwwi goctyn Mognwcka  Chopaeka

OuncTuTe dopMaTHpoBaHKE Ctrl+Space vl 14 |v| A A+ +E v = .
UJF"H":I}T g .&.EJ sen i [ li:) L) llE w {—E
BoipaeHneanue r
AB3au

MNoeopoT TekcTa ’
WzocbBpaxernue ’
Tabawua P TR BcraewTe CTPOKY CEEPXY Alt+A

& BcraBwTe CTpOKY CHW3Y Alt+B

E Beragwte cTonbey cnesa Alt+L

ﬂ Beragute cTonbey cnpaea Alt+R

d ¥aanuTe cTpoKy Ctrl=Alt+R

w Y¥aanute ctonbey, Cirl+Alt=1

B  YaanwTe Tabamuy Alt=5Shift+T

Pucynok 178 — Komananoe mento ®opmar
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— Ha maHenu WHCTpyMeHTOB, B pasferne TaOuuma HaXXMUTE KHOIKY @ (Y mamurtsb

crosden) wiu & (Yaanuts cTpoky) (cM. Pucynok 179).

L v -
- - maEE D B AaboBEI
HE‘ v [ E a % o DBbI4HbIF

TaGnawua CTram

Pucynok 179 — Paznen manenu nacrpymenToB Taouuma

— IlpaBoii KHOMKOM MBIIIM IIEJIKHUTe IO JIF0O00My MecTy BbIOpaHHOIO Juana3oHa

Y BBITIOJTHUTE KOMaH/y KOHTEKCTHOTO MeHIO Y JaJIUTh CToJI0er] / Y AaJINTh CTPOKY.

— Haxwmure coderanue kiasuil Ctrl+Alt+U / ~Option+3Cmd+U, 9T00b yAAMUTh

OOVH WM HECKOJbKO CToJOmoB, wunaxd codeTanwe kKiasum Ctrl+Alt+R /
~=Option+3Cmd+R, 4T00ObI YAATUTb OJIHY UM HECKOJIbKO CTPOK.

2. Brpienurte gaHHble CTOJIOLBI/CTPOKY IEJIMKOM U HaOXXMHUTe codeTaHue Kiasuin Ctrl+- /

¥Cmd+-.

4.4.19 Y nanurth Tabmiy

YToOBI yHanuTh TabIUIy, BOCIIOIL3YHTECh OJITHUM U3 CJIeIYIONIHUX CIIOCOOOB:
1. Boigenure yit060¥ 371eMeHT TabJIMIIBI WM TabJIUITy IeJIMKOM. 3aTeM BBIMIOJTHUTE OIHO U3
CJIeIYIOIIUX eUCTBUM:
— Broibepute nynkT komaHaHoro meHio Popmar > Tabmuna > Yaanuths Tadauiy
(cm. Pucynok 178).
— Ha manenu uHCTpyMeHTOB, B pasfiesie TadJsmma HaXXMUTe KHOIKY £2%) (Ymanursb
Tabmuiy) (cm. Pucynok 179).
— IlpaBoii KHONKON MBIIIM HIEJIKHUTE IO JI0O0OMY MecCTy B TabjuIlle U BBIIOJHUTE
KOMaH/1y KOHTEeKCTHOT'O MeHIO Y JaJIUTh Ta0IuILy.
—  Haxwmure coueranue knasum Alt+Shift+T / ~Option+{Shift+T.

2. Brbigenure TabnuIly 11eJIMKOM U HaXkMuTe codetanue kiapuil Ctrl+- / 8Cmd+-.
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4.5 Pabora c n3obdpa:keHUAMHU

4.5.1 BcraBurth H300paxenue

B TexcToBBIN JOKYMEHT MOXHO J0OaBISTh M300paskeHus:
—  C KOMITbIOTEPA;
— u3 6paysepoB Google Chrome, Firefox, Internet Explorer u Microsoft Edge;

— W3 TEeKCTOBBIX U TaOIMYHBIX PedaKTOpoOB, BXOOAINIMX B COCTaB O(l)I/ICHbIX IIaKeTOB

Microsoft Office u LibreOffice.

[TopnepxuBaercs pabora ¢ n3obpaxenusimu B popmatax PNG, BMP, JPG, JPEG, JPE, GIF,
TIFF u TIF.

4.5.1.1 BcraBuTh H300paXkeHHe ¢ KOMIIbIOTEpa

YToObI BCTaBUTL B OOKYMEHT I/1306pa)KeHI/Ie C KOMIIbIOTepd, BBIIIOJIHUTE ClleAyrouiye

JerCTBUS:
1. VcraHoBuTe Kypcop Ha TO MeCTO B JOKyMeHTe, KyJa HeoOXOOUMO BCTaBUTh
n3obpakeHue.
2. BeinonHUTe KOMaHAY BCTaBKU OJIHAM U3 CJIeIyIOIMINX CIIOCOOOB:

— Bribepute myHKT KOMaHHOTO MeHIO BeraBka > M3o0paxenue (cM. Pucynok 180).

Beraeka @opmar  WHctpymentm  Bug OB

[]  WzobpameHue...

TekcToBDE None

Pucynok 180 — KomangHoe mento BeraBka

o
— Ha nanenu uHCTpyMeHTOB, B pa3ieie BecraBka Ha)kMUTe KHOTIKY (A300paxkeHue)

(cm. Pucynok 181).

AaB6Bel AaB6BeI' ... [+ O] v E

3aronoeok 3 Jaronoeok 4 .

BrTaBka Ll

Pucynoxk 181 — Knonka 300pazkenue
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— Ha nmanemu uHCTpyMeHTOB, B paszieie BcraBka HakmuTe KHOTIKY === (cM. Pucynok 182).

Ha 0TO6pa3HBIIIENCs TAHeNM BCTABKU HKMHUTE KHOTIKY | M3o6pancenue.

Hv ] [Q)y B -

[ MaoBpakenne... ~
[F1  Tekcrosoe none s
& Q

Durypa ¥

AaboB AaBoB1 AaBéBsel ...

Jaro..ok 1 3aro..ok 2 3aro..ok 3

11

Pucynok 182 — [lanenb BcTaBku

3. B okHe dainoBoro MeHemkepa BbiOepuTe u300pakeHHe, KOTOpoe HeobX0JIUMO

BCTdBUTD, U HA’KMHUTE KHOIIKY OTKpBITb.

4.5.1.2 BcraBuTh H300paxkeHue U3 dpay3epa Wi APyroro pegqakropa

Yrobel BCTaBUTH H300pakeHWe u3 Opaysepa WIM APYyroro penakTopa, BBIIOIHUATE
CJIeIyIolve IeNCTBUS:
1. CkonmpyiiTe n3obpakeHre U3 UCTOYHUKA.
2. YcraHoBUTe Kypcop Ha TO MeCTO B JOKyMeHTe, Ky/Ja HeoOXOJWMO BCTaBUThb
H“300pakeHue.
3. BcraBbTe n3obpakeHre OTHUM U3 CIIeIyIOIINX CIIOCOOOB:

— Bribepute myHkT koMaHHOrO MeHi0 IIpaBka > BeraBuTh (cM. PrucyHok 183).

Mpaeka Bcraska @opmatr  VHctpymednte Bug  OF
T OTmeHuTE Ctrl+Z
" TosTopuTs Ctrl+Y
oo Buipesats Ctrl+X
Konupoeate Ctrl+C
|f| BrTaeute Ctrl+W

Pucynok 183 — Komananoe menro IlpaBka
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— Ha maHenmu mMHCTpyMeHTOB, B paszene IIpaBka HaXXMUTE KHOIMKY B (BcraBuTb)
WM Ha)XXMUTE CTPeJIKy CIpaBa OT KHOMKHU 1N (BcraBUTB) U BBINOJIHUTE KOMaHIY

BcraButsb (cM. PucyHok 184).

Daiin [paeka Beraska Qopmar  Weorpymedts Bug  OBwwi gocty
- " :
dobBaenTe g] w (_j LH

} Iﬁ BcTaenTs
HM3GpaHHoe d®ain Mpaeka

|Ej| é w KO Thames
ks

BCTaEWTe TONBKD TEKCT

Pucynok 184 — Knornka BecraBuTh

— [IleslykOM 1IpaBOM KHOIIKA MBIIIM OTKPOHTE KOHTEKCTHOE MEHIO U BBIIOJIHUTE
KoMaHzy BcraBuTh.

— Haxwmure coueranue kiasum Ctrl+V / 8Cmd+V.

ﬁ Ecnu B okyMeHT TpeOyeTcsi BCTaBUTb TeKCT C M300paXkeHHsIMHU, CKOITUPYHTe U BCTaBbTe

TeKCT 1 I/1306pa)KEHI/ISI I10 OTAEJIbHOCTH.

4.5.2 N3MeHHuTH pa3Mep H300pakeHUsI

Pa3zmep nzobpakeHrst MOXKHO U3MEHUTh C COXpaHeHHeM Wi 6e3 coXpaHeHUsl TPOIIOPIUH.

W3meHeHVe pa3MepoB HeJJOCTYIIHO il M300pakeHWH, pa3BepPHYTHIX O] IIPOU3BOJIbHBIM

YTJIOM B JIFOOOM JIDyI'OM TeKCTOBOM peZlaKTope.

4.5.2.1 3MeHuTH pa3mep H300pa:keHHUs C COXPaHeHHeM IPOIOopPIUid

YTo6b! OBICTPO U3MEHUTh pa3Mep U300pakeHHs C COXpaHeHHeM IPOMOPIUH, BBIIOIHUTE
CJleyouye qeCTBUL:
1. Beigenurte nuzobpaxeHue, pa3mep KOTOPOro He0OXOIUMO U3MEHUTb.
2. Y7epxvBasi JIeBYIO KHOIIKY MBIIIIH, IIPOTSHUTE JIF0O0M U3 YIJIOBBIX MapKepOB PaMKH Tak,
yTOOBI M300paKeHKe MPUHSII0 HeoOXo UMbl padmep (cM. Pucynok 185).

3. OrtnycTuTe JIeBY10 KHOIIKY MBIIIH, YTOObI 3apMKCUPOBATh HOBBIM pa3Mep U300pakeHusl.
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Pucynok 185 — U3Menenre pa3mepa n3obpakeHusl C COXpaHeHHeM ITPOIOPIIHN

YToObl H3MEHWTb pa3Mep H300paXeHHs] C TOYHOCTHIO O MIIIMMETpa, BBLITOJTHUTE
CJIeyIolve IeNCTBUS:
1. Boigenute uzobpaxkenue.
2. Ortkpoiite okHO Pa3mep u nmoJsioxkeHue OqHUM U3 CIIEAYIONIUX CIIOCOOOB:
— Broibepute myHkT komaHgHoro MeHio Popmar > H3zobpaxenue > Pazmep u

noJsioxkenue (cM. Pucynok 186).

®opmar  WMrcrpymedts Bug  O6wwi goctyn  Mognucka Cnpaeka

OyucTute fopMaTHpoEaHue Ctrl+5Space - = = v =
WpndT k 1— —]

pr CNOKEHNE i
BmpaeHueanme r

AB3au

MoeopoT TekcTa L
MzobpaxeHne r OBTekaHWe TEKCTOM r
TaGawua L

¢ Pasmep n nonoxeHwe

CoxpaHnTe wsobpamene..,

Pucynok 186 — Ilogmenio U3o0pakenue

— Ha manenm vHCTpyMeHTOB, B pasfenie M3o0paxkeHne Ha)XMUTe KHOIIKY [ Pazmep

u nojioxkenue (cM. Pucynok 187).

Bug OBwwi goctyn  lNognucka Cnpaexa

0‘:‘; ﬁ b .'%."" EBTEK{TE w E EE\,

2 O & 7 Pasmep v nonoxkeHne = v

MpaBka MaobpaxeHne Ab3ay

Pucynok 187 — Knonka Pasmep u nmosioxeHnne

— OTKpOfITe KOHTeKCTHOe MeHIO IIeITYKOM HpaBOﬁ KHOIIKKM MBI KW BBIIIOJIHUTE

koMaHly Pa3mep u nmoJsioxkeHue.
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3. B okne Pasmep u mosoxkenue (cMm. Pucynok 188), B monsax Illmpura u BeicoTa
yKakuTe TpebyeMyro IUPUHY U BBICOTY U300pakeHHsl.

4. Haxwmure kHonky OK.

Pazmep n nonoxedne >
LnpuHa: Bricora:
Esl Esl
341 cm L =2 254 m "
Neewii oteTyn: Bepxnui otctyn:
o o
3,00 cna o 2,00 cm =

STCT:,-‘I'I OTCYWTBIBAETCA OT K[2aA CTRaHWMLUbBL.

Pucynok 188 — Oxno Pa3mep u nosioxxenue

4.5.2.2 3meHuTH pazmep n300pakeHUs1 0e3 COXpaHeHUs MPOMOPIHI

Yrobbl OBICTPO M3MEHUTh pa3Mep M300pakeHUsI 6e3 cOXpaHeHHs MPOIOPIUM, BBIIIOJIHUTE
CJIeZIyIolre IeNCTBUS:

1. Brimenure n3obpaxkeHue, pa3mep KOTOPOTO HEOOXOAUMO U3MEHUTb.

2. YIepxwvBas JIeByl0O KHOIKY MBIIIM, IlepeMecTUTe OAWH U3 MapKepoB paMKHU

n3obpaxenus (cMm. Pucynok 189):

]

Pucynok 189 — U3meHenne pa3mepa nzobpakeHust 6e3 coxpaHeHUsI TPOTIOPIUN

— I HKW3MeHeHHA BBICOThI I/I306pa>KEHI/IH repemMecTuTe BerHPII;’I W HWKHUMN

MapKep paMKU;
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— JUid UW3MeHeHMs] IIHMPUHBI H300paKeHWs IepeMecTUTe JIeBbId WM TIpaBblil
MapKep paMKH.

3. OrtmycTuTe JIeByI0 KHOIIKY MBI, YTOOBI 3aUKCUPOBATh HOBBIY pa3Mep N300pakeHus!.

YToObl H3MEHUTb pa3Mep H300paKeHUs] C TOYHOCTHIO 0 MWIIMMETpa, BBIIOJIHUTE
CIleflyIolye NeiCTBUL:
1. Boigenute uzobpaxenue.
2. Ortkpoiite okHO Pa3mep u mosioxkeHne OIHUM U3 CJIEIIONIMX CIIOCOOOB:
— Bribepute myHkT KomaHjgHOro MeHio Popmar > H3odopaxkenue > Pa3mep u

nosioxkenue (cM. Pucynok 190).

®opmar  WMrcrpymedts Bug  O6wwi goctyn  Mognucka Cnpaeka

OyucTute fopMaTHpoEaHue Ctrl+5Space - = = v =
WpndT k 1— —]

pr CNOKEHNE i
BmpaeHueanme r

AB3au

MoeopoT TekcTa L
MzobpaxeHne r OBTekaHWe TEKCTOM r
TaGawua L

¢ Pasmep n nonoxeHwe

CoxpaHnTe wsobpamene..,

Pucynok 190 — I[Toamenio N3o0pakenue

— Ha nmanemu mHCTpYMeHTOB, B pa3niene M3o00paxkeHne HaXXMUTe KHOIKY - : Pa3mep

U noJioxkenue (cM. Pucynok 191).

Buwg OBwwiA gocyn  Mognwcka  Cnpaeka

— —
;{; ﬁ v é v = B tekcTe w o = v
) e .
<__) L_J“' Q D}‘ Pazmep v nonoxeHne M=
Mpaeka HMaoBpaxeHne Ab3ay

Pucynok 191 — Knonka Pasmep u nmosioxeHnne

— OrTkpoiiTe KOHTEKCTHOe MeHIO I[eJYKOM IIPaBOM KHOIKM MBbIIIM U BBIIOJIHUATE

koMaHly Pa3mep u moJsioxkeHue.
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3. B okxue Pasmep u momoxenme (cM. PucyHok 192) oTkitounTe aBTOMaTHYECKOe

COXpaHeHMe IPONOPIMIl n306paxkenus. [ 3Toro Haxmure KHONKy —- (COXpaHHTEH
COOTHOIIIeHHe CTOPOH) TaK, YTOObI OHA IpHHsIIA BUJ C 2.
4. B nonsx Illupuna u BeicoTa ykaxxuTe TpeOyeMyIo IIUPUHY U BBICOTY M300paskeHUsI.

5. Haxwmwurte kHonky OK.

Pazmep u nonoxeHne X
WuprHa BricoTa
3.41 cm L& 254 em )
Neewii oteTyn BepxHui oTcTyn
3,00 cm - 2,00 cm B

-J::TCT: N OTCYWMTRIBIETCA OT K28R CTREaHWUE

Pucynok 192 — OxHo Pa3mep u nosioxkeHue

4.5.3 N3MeHUTDH NO3UITHIO N300paKeHUsI B TEKCTe

H3o06paxkeHre MoOXeT pacrojaratbCs OTHOCUTEJIbHO OCHOBHOTO TeKCTa [IOKyMeHTa
CJIeTyIONIMMU CIIOCODaMMU:
— B Tekcre — n306paXkeHue SBISIeTCS YaCThIO TeKCTa KaK CJIOBO WJIM 3HAK MTPelHaHKS;
— Bokpyr paMku — TeKCT O0TekaeT MPSMOYTOJIbHYIO PaMKy, B KOTOPYIO TOMeIaeTcs
r3obpaxxeHue;
— CBepxy U CHH3Y — TeKCT pacliojiaraeTcs Bblllle ¥ HHXe U300paKeHus;
— Ilepen TexkcToM — n300paXkeHre pacroiaraeTcs rnepeji TeKCTOM B BUJle BEpPXHEro CJI0s;

— 3a TeKcToM — 1/1306pa>1<eHHe paciiojiaraeTcs 3da TeKCTOM B BUJIle HUXKHEr'o CJIOS.

[Io ymomuanuio u3zoOpakeHwe pacnosaraercsi B Tekcre. UToObl M3MeHUTH IMO3UIUIO
r300pakeHus1, BLITIOJIHUTE CJIeTyIolre JeHCTBHS:

1. Brimenure Tpebyemoe wu3o0paxeHue. YToObl BbIIEIUTh H300pakeHHe, KOTOpoe

HAXOJIUTCS B TMO3UIIMU 3a TEKCTOM, HaBeJlUTe Ha HEro Kypcop MBIIIHM U HaXMUTe Ha

0TOOPa3UBIIYIOCS KHOIIKY @®.
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2. Orobpa3uTe CIHCOK BO3MOXHBIX I[O3UIMM H300paXkeHUs] OJHKMM U3 CJIeYIONIUX
Ccroco0OoB:
— Bribepute nyHKT komaHaHoro meHio dPopmar > H3obpaxkenme > O0TekaHue

TekcToM (cM. Pucynok 193).

Dopumat  ViHcTpymedTe  Bug  OBwwi gocyn Mognwcka  Cnpaeka

OunecTuTe SopMaTUpoBaHAe Ctrl+5pace w = =~ = = = = kR
Wpugt r 1.— —
pug onoHeHWe M= W = 3= H i C”
BripaeHuBaHwe r
AB3auy
MosopoT TekcTa L
Mzobpamerne k OBTekaHne TeKCTOM b 0= B rekcre
TaGnua L _
& Pasmep v nonomedne i0:  Bokpyr pamkw
CoxpaHnTe naobpameHue.., O Ceepxy W cHU3Y

=]

Mepes TexcTom

3a TekcTom

It

Pucynok 193 — [lonmenio O0Tekanue TeKCTOM

— Ha nanenu uncTpyMeHTOB, B pasziese F3o0paxeHne HaO)XMUTe KHOIIKY w CIIpaBa OT

TeKyIel mo3uiuu nzobpaxenus (cM. PucyHok 194).

Gopmar  WHcTpymentes Bug  OBwwi goctyn Mognuecka  Cnpaeka

0‘:‘; IE b .'%.' b E B tekcTe w E EE .

B rekcTe

MpaBka
0= Bokpyr pamkw '

Ceepuy 1 CHU3Y

Mepen TexcTom

[l

3a TekcTomM

Pucynox 194 — Beibop nosuium n3obpaxeHust

- HpaBOfI KHOIIKOM MBIIIN IEeJIKHUTE 110 I/1306pa)KEHI/IIO " BBIIIOJIHUTE KOMAHIY
KOHTEKCTHOro MeHi0 Q0TeKaHHe TeKCTOM.

3. B oTkpsiBIIEMcs IOJMeHIO BbIOepuTe TpebyeMyIo IO3UILINI0 N300paXkeHus!.
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H3obpaxenue, koTtopoe pacrosiaraercs B TekcTe, MOXXHO BBIPOBHSITH IO TOPHU30HTANIU
(pacmosoXuTh ClieBa, CIpaBa WM IO IeHTPY CTpaHuIlel) (cM. pasmen 4.3.8.1). Eciu npu stom
r3o0pakeHue He OTJleJIeHO OT TeKCTa ab3aI[HbIMU OTCTyIIaMH, TO BbIOpaHHOE BhIpABHUBAHHE TaKXKe

IIpUMEHSEeTCA K TeKCTY, HaXOAJg1eMyCda B TOM Ke Haparpacl)e, 9To U I/I306pa)KEHI/Ie.

4.5.4 IlepeMecTUTH H300paKEeHHE

H3obpaskeHre MOXXHO TlepeMelaTh CJIeqyIUMU CII0CO0aMHU:

— IepeTacKUBaTh, y/IepXKUBasl JIEBYIO KHOMKY MBIIIIH;

— IepeMellaTh [0 BEPTUKAJIM WIA 10 TOPU30HTAJIA C MOMOIIBI0 KJIaBUIl <—, T, |, — Ha
KJIaBUATYPe;

— YKa3bIBATb OTCTYIIbL 1/1306pa>1<eH1/I;{ OT JIEBOI'O U IIPABOI'O Kpdsd CTPAHUIBI.

4.5.4.1 IlepemecTUTH C IOMOHIBIO MBIIITH

YToO6bI IepeMecTUTh U300paXkeHre C IIOMOIIBIO0 MBIIIIH, BBIIOTHUTE CIIeyIolIye JerCTBUS:

1. Brimenure nzobpaxkeHune, KOTOpoe HEOOXOIMMO TTepeMeCTHUTb.

2. YIepxwuBas JIeByI0 KHOIIKY MBIIIH, TlepeTaluTe u3obpaxkeHre Ha TpebyeMoe MeCTO B
JIOKyMEHTe.

3. OrtmycTuTe JieBYI0 KHOIIKY MBIIIHY, YTOOBI 3aHUKCUPOBATD [TO3UITUIO U300pakeHMUs .

4.5.4.2 IlepemecTuTH C IOMOIIBIO KJIAaBUII KJIABHATypPbI

[lepemeriienue ¢ mMOMOIIBIO KJABUII <«—, T, |, — HEIOCTYNHO Ui W300pakeHUs,

pacnionoxxeHHoro B Tekcre (cM. pa3pen 4.5.3).

Yro6bl mnepemMecTUTh H300pakeHWe C TIOMOINBIO KIIABUII KJIABUATYPHI, BBIIIOJHUTE
CJIeyouye qeCTBUL:

1. Beigenurte nuzobpaxeHue, KOTOpoe HEOOXOJIUMO ITePeMeCTHUTb.

2. llepemectuTe n3obpakeHre BIeBO/BIIPABO/BBEPX/BHU3, HAXKMUMasl Ha KJIaBUIIY <«—, —, T

WIH |.

[Tar mepememnieHns 3aBUCUT OT MacIITaba JOKyMEHTa:

— eciu Maciatabd < 200%, To mar = 4 MMm;

— ecyu Macurtad > 200%, To mar = 1 MM.
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YToOb! yBeJIMYUTH IIIAr, IepeMelanTe W300paXkeHue KJaBUIIaMU «—, T, |, —, yaepKuBas

Hakaroi knasuiry Shift. B nanHOM citydae miar nepemerrienusi 6yner paBeH:

— eciu mactrab < 200%, to mar = 4 cMm;

1 cMm.

— eciu mactarad > 200%, To mar

4.5.4.3 Yka3aTh OTCTYIIBI OT JIEBOT0 M BepXHero Kpasi CTpaHHIbI

H306pa>KEHI/Ie MOJXHO IIepeMeCTUTb, YKd3dB ero OTCTYIIbl OT JIeEBOI'O W BepXHero Kpas

CTPaHMUIIBI.

JlaHHbBIH Crocob mepeMelrieHrst HeJOCTYIIeH il M300pakeHus, paciioiokeHHOro B Tekcre

(c™. pasmen 4.5.3).

YToOBI yKa3aTh OTCTYIIBI H300pakeHusl, BLITIOJTHUTE CJIeyOIIre JeCTBUS:
1. Beigenute uzobpaxeHue.
2. Ortkpoiite okHO Pa3mep u nmoJsioxkeHHne OqHUM U3 CIIEAYIONIUX CIIOCOOOB:
— Bribepute myHKT KoMmaHgHOro MeHio Popmar > H3zodopaxkenue > Pa3mep u

noJsoxenue (cMm. Pucynok 195).

Qopmat  WMiHctpyments Bug  O6wwi goctyn lNognucka  Cnpaeka

QuncTuTe fopMaTUROBAHWE Ctrl+Space v B =~ =
WpudT » —

puds onoKeEHNe M= e=
BmpaeHueaHne ’

Af3ay

MosopoT TekcTa P
zo0bpamerne L DBTekaHWe TEKCTOM L
Tabawua

F Pa3mep v nonoxeHue

CoxpaHuTe M3o0pakeHme...

Pucynok 195 — Ilogmenio U3o0pakenue

— Ha nanenu uHCTpyMeHTOB, B pa3fienie M300paikeHne Ha)XMuTe KHOIKY (1 : Pa3mep

u nosioxkenue (cMm. Pucynok 196).

Dopmat  VHcTpymente Bua  OBwwid goctyn lNoanwcka  Cnpaeka

U\(; @ w é ~ = B tekcTe w 2 =
P 1 H 1.

(__“) __> Q Dﬂ Pazmep n nonomeHue M= W

Mpaeka M3cEpameHne AB3ay

Pucynok 196 — Knonka Pasmep u nmosioxeHnne
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— OrtkpoiiTe KOHTEKCTHOe MeHIO ILIeTYKOM IIpaBOM KHOIKU MBIIIM M BBIIOJIHUATE
koMaHy Pazmep u moJio:keHnue.
3. B okxue Pasmep u mosoxenue (cM. Pucynok 197), B none JleBbIii OTCTYIl yKaXkuTe
OTCTyIl OT JIeBOIO Kpasi CTpaHuIlpl. B mose BepxHmuil oTCTynm yKaXuTe OTCTYI OT
BepXHero Kpasi CTPaHHIIbL.

4. Haxwure kHonky OK.

Pazmep u nonoxkenne >
WnpuHa: Bricota:
-~ -~
341 am L | &2 254 .
JNeewii oTcTyn: Bepxnuii aTeTyn:
-~ -~
3,00 cm » 2,00 cm o

CT:T}'I'I OTCHWTRIEAETCA OT K2EA CTRaHWLUB.

Pucynok 197 — OxHo Pa3mep u noJioxkeHue

4.5.5 CoxpaHuTh H300paxeHue

H3o6paxkeHue U3 IOKyMeHTa MO>KHO COXPaHUThb Ha KOMITbIOTepe.
J1J1s1 3TOTO BBINIOJIHWTE CIleAYIOLe IeUCTBHUS:
1. Brinenurte uzobpaxkeHue.
2. BbInonHKTe KOMaHAy COXpaHeHUs! OJJHUM U3 CJIeYIOMINX CIIOCOOO0B:
— DBruibepute myHkT koMaHgHOro MeHio Popmar > H3obpaxenue > CoxpaHHTh

u3oopaxkenue (cMm. Pucynok 198).

DQopmar  WMHecTpyments Bug  OBwwmi goctyn lNognucka  Cnpaeka

OunctuTe dopmaTnpoBaHne Ctrl+Space - Ea = . =
WpndT » — —

pud onOMEHHE Ji— v e=
BripaeHweaHnwe 4

AB3all

MNoeopoT TekcTa L4
Mzobpamerne L4 OBTekaHWE TEKCTOM L4
Tabauua 4

Pasmep W NONOHEHKWE

CoxpaHWTe W3obpameHue...

Pucynok 198 — I[Togmenio N3o00pakenue
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— OrtkpoiiTe KOHTEKCTHOe MeHIO ILIeTYKOM IIpaBOM KHOIKU MBIIIM M BBIIOJIHUATE
koMaH1y CoXpaHUTH H300paXkeHHe.
3. B oxHe ¢ailsioBoro MeHeypkepa BblOepUTe MAalKy /JIsi COXpaHeHUs], yKaXxuTe uMs ¢aiisia

" Ha’)KMHUTE KHOIIKY Coxpa}m’rb.

H306pakeHre COXpaHSIETCS B UCXOTHOM pa3Mepe.

Ecnu n3zobpaxenue 6b1710 06pe3aHo B IOKyMeHTe C IIOMOIIbI0 CTOPOHHEro MPUIoXKeHHUs,

TO OHO COXpaHsIeTCs B UCXOAHOM (110 0Ope3Ku) BUJIe.

4.5.6 Yaanuts uzo0paxeHnue

YTo0b!l yIanuTh n300pakeHue, BHITIOIHUTE CIIeIyIOIIe IeHCTBUS:

1. Brigermure nzobpaxkeHre, KOTOpoe HEOOXOIUMO yIaiuTh. UT0OBI BbIIEIUTh U300paXkeHue,
KOTOpOe HaXOJIUTCS B TIO3UIMH 3a TeKCToM (CM. pa3en 4.5.3), HaBeuTe Ha Hero Kypcop
MBIIIIM U HAXKMUTE Ha 0TOOPA3UBIIIYIOCS KHOTIKY @

2. BpeinonHuTe KOMaHAy yIaleHHs OJTHUM U3 CIeyIOIINX CII0COOO0B:

— Ha mnanemu wuHCcTpyMeHTOB, B pasnene HM3o0paykeHme HaXMUTE KHOIIKY

(Ynanurs uzoopaxenue) (cM. Pucynoxk 199).

Bug OBwwi poctyn  lognucka  Cnpaeka

;{: Iﬁ v é‘-" 0= B TekcTe w E .

— L
D C & 57 Pasmep W nonoxkeHne = v

MNpaeka MzoBpamernne AB3au
Pucynok 199 — Knonka Y panuth u3odpaxkeHue
— HpaBoﬁ KHOIIKOM MBIIIIH IIeJIKHUTe II0 I/I306pa)ICEHI/II-O U BBIIIOJIHUTE KOMAHIOY

KOHTEeKCTHOI'O MEeHIO YlIaJII/lTI) HBOﬁpEDKEHI/IE.

— Haxmure Ha kiiaButy Delete v Backspace Ha kitaBuaType.

Ecnu uzobpakenue Haxonutcs B nosuiiid B Tekcre (cM. pasnen 4.5.3), TO ero MOXHO

YAQIUTh Kak TeKCT (cM. paszen 4.2.10).
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4.6 Pabora c purypamu

B nokymeHTbl MOXHO [106aBisiTh GUIYPHI CIIEAYIONIMX THIIOB: JIMHHUS, HPSIMOYTOJIbHUK,

QIUIMIIC, TPeyrojbHUK, pOMO, 3arHyThli yroJ, 3Be3[a, CepAlle, CKOOKHM, CTpesIkM, BBIHOCKHY,

TEeKCTOBOe IIOoJIe. cDI/II‘ypr MOXKHO J00aB/ISITL B JII0OOE MecTo HOKYMeHTd, KpOoMe CHOCOK H

KOMMEHTdpHUeEB.

4.6.1 BcraBuTh JIMHUIO

YTo06BI I[OﬁaBI/ITb B JOKYMEHT JIMHHWIO, BBIIIOJIHUTE Ciieqyroine JEerCTBUS:

1. OrkpoiiTe NOAMEHIO BCTaBKY OJIHUM U3 CJIe[lyIOIINX CII0CODO0B:

—  Bribepure nyHkT KOMaHIHOTO MeHi0 BeraBka > ®urypa > JIunmm (cm. Pucynok 200).

Beraeka  ®opmar  WHetpyments Bug  OBuwwid poctyn  lMoanucka Cnpaeka

2]
.
B
@

M 1C

mm #

Q0 Wadd D

Wzobpamenne...

TekcToBoe None

Durypa

TaBnauua...
Dopmyna...

CI'IELI,HHJ'II:H bl CHMMBOAB...

Paspwie cTpaHWLp
Paspwie pasgena
Homepa cTpanvy
KonoHTUTY AR

CrnagneHwe

Ceblnka...

MepekpecTHan coolaka...

Jaknagka...
CHocka

KommeHTapwid

AaTa
Epemna

X0 Thames v 14 v ATOAT

NMunHmm P JuHua
MpAmoyroasHUE A Crpenka
3nnannc ' [eycTopoHHAR CTReAKa

[rpu—
[rp—

- —_

TpeyronsHuk
PomG
Ctrl+Enter JaryTeidi yron
Jeesga

Cepaue

Crobku r

Crpenku r

U3 28 aS >0 0N

Crl+K BoiHockK r

Pucynok 200 — Komangnoe meHto BeraBka

— Ha nanemu HUHCTPYMEHTOB, B pa3fejie BcraBka HaxkmuTe KHOIIKY ===,

Ha

OTO6p831/IBI_HeI‘/,ICSI IMaHeJIM BCTAaBKU HaBeuTe KypCOP MbIIIN Hd KHOIIKY 'r_lp ti)nrypa

(cMm. Pucynok 201).
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i AabbB AaBoB1 AaB6Bel ... @v @ v =] =

3aro..ox 1 3aro..oxK 2 3aro.ok 3 ’ 1

@ WzobpaxeHue... ~

E[ TekcToBOE NoOAE

NMuHun {:U Durypa >
/ / / HH  TaBawua.. 3
(T
OcHoBHBIE L) Gopuyna..
I:I O i : I__V| E CneunanbHeIe CMMEOL . ¥
L
—  Pazpeie ctpaniyw
"= Paspuie pasaena
Crobru
Howmepa cTpanvy,.. >
[ ] { } @ KonoHTHTY.B >
OrnaeneHne
Crpenkw

IZ:> <]:| ﬁ @ |:|F‘> () Cewinka...
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Pucynoxk 201 — Ilanenb BcTaBku

2. B oTkpbIBIIeMcsI TIOJMEHIO BbIOepUTe THN JIMHUM [JI1 BCTaBKU: JIMHHS, CTPeJIKa,
JIBYCTOpOHHSISI cTpenka. Kypcop mpumer Bun mepekpectis — 1.
3. Ilpu HEOOXOAMMOCTH BbIOEpUTE THUI HAKOHEYHUKOB JIMHUU (CM. pa3zen 4.6.11).
4. ]lobaBbTe TMHUIO OJTHUM U3 CJIEYIOIIUX CITOCOOOB:
— IllenxHuTe J1€BOM KHOIIKOM MBIIIK IO MECTY, B KOTOPOM JOJDKHA HAXOJUTHCS TOYKA
HavaJia JIMHUU. B TOKyMeHT No0OaBUTCs JIMHUS ITTMHOM 4,24 CM C yTJIOM HaKJIOHA 45°.
— VYpaepxwuBasi HAXXaTOM JIeBYIO KHOIIKY MBIIIH, HAPUCYHTE JIMHUIO B TpebyeMoM MecTe

AOKyYMEHTd. YTo06BI 3dBeplINTb PpUCOBdHHE, OTIIYCTHUTE JIEBYIO KHOIIKY MBIIIIH.
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5. Ilpu HEOOXOIMMOCTH peIaKTHPYUTe JUIMHY M YTOJI HAaKJIOHA JIMHUM (CM. pasjen 4.6.10).

ITo YMOJIYaHHIO JIMHHWS BCTAaBJIAETCA IIepel] TeKCTOM. HOSI/ILII/II-O JIMHUHU MO>XXHO HW3MEeHUTb

BpyuHy1o (cM. paszen 4.6.12).

4.6.2 BcraBuThb Qurypy

YT06b1 10OABUTH B JOKYMEHT QUTYPY, BBIIIOJHUTE CIeqyIOIIe IeUCTBUS:
1. VcraHoBuTe Kypcop B TO MeCTO JOKyYMeHTa, Ky/ila HeOOX0UMO BCTaBUTh PUTYPY.
2. OtobpasuTte cicok GUTYpP OJJHUM U3 CIJIeYIOIIUX CII0COOOB:
— Bribepute nyHKT KOMaHHOTO MeHI0 BeraBka > ®urypa (cm. Pucynok 200).
— Ha mnaHenum wuHCTpyMeHTOB, B pasfene BcraBka HaxmuTe KHONKy -==. Ha
0TOOpa3UBIIIeNCs TTaHeJId BCTaBKU HaBeJUTe KYpCOP MBIIIN HAa KHOIIKY & durypa
(cm. Pucynok 201).

3. B orTkpbiBIIeMcsl IoJIMeHIO BbibepuTe Tpebyemyio Gpurypy.

4.6.3 BcTaBUTEL TeKCTOBOeE II0JIe

TekcToBoe moje — 3TO TEKCT B PaMKe, KOTOprfI MOXHO JIerKo IlepeMellaTb B IIpegejiax
pedakTupyemoro JOKYMEHTA. TekcTroBble MOIA UWMEIOT IMUpOKOoe TIIpuMeHeHnne "W MOryT
HCIIOJIb30BATLCA, HAllpUMep, IJid CO3daHHsA MOAIIMCEN K dJIeMeHTaM PUCYHKa WM BBIHOCKHU IIUTAT
M3 OCHOBHOI'O TeKCTa IJid ITPUBJIeYeHUs BHUMAHHUA K HUM.

YT0OBI BCTaBUTH TEKCTOBOE 110Jie, BBIIIOJIHUTE Cliegyroine JeyCTBUS:

1. VYcranoBure KypCOp B TO MeCTO NOKYMEHTd, Kylld HEO6XOI[I/IMO BCTAaBUTLH TEKCTOBOE II0JIe.

2. BruimonauTe KOMaHy BCTdABKH OJHUM U3 CJIEAYIOIIUX CIT0CO0O0B:

— Bribepute myHKT koMaHAHOTO MeHi0 BeraBka > TekcroBoe noste (cM. Pucynok 202).

Beraeka Qopmar  WHetpymentwm Bug 06

Wzobpakerue...

TekcToBDe None

Pucynok 202 — Komangnoe menio BecraBka

— Ha nanenu uHCcTpyMeHTOB, B paszierne BeraBka HaxmuTe KHOIKY ==+ (cM. Pucynok 203).

Ha oT06pasuBILeiics TaHe/ BCTaBKU HaxkMuTe KHOIIKY [~] TexcroBoe mote.
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AaboB AaB6B1 AaB6Bel ... [_]v v E -

Jaro.ok 1 3aro..ok 2 3aro.ok 3

WzobpaxeHwe.., "
III TekcToBDE NoNE

Durypa ¥

Pucynoxk 203 — Ilanenb BcTaBku

3. Baeaute B TekcToBoe Iosie TpeOyeMbli TeKCT. PopMaTUpOBaHKe TeKCTa B TEKCTOBOM
T10JIe OCYIIIeCTBIIIeTCsl aHAJIOTUYHO GOPMAaTUPOBAaHUIO OCHOBHOI'O TEKCTA JJOKyMeHTa.
4. YToOBI CHATH BblJlelleHHe C TeKCTOBOI'O I10JIs, LeJIKHUTe 110 JF060My MeCTy JIOKyMeHTa

34 IipeJejiaMK TEKCTOBOI'O II0JIA.

4.6.4 PenakTupoBaTth purypy

B mobyto ¢urypy, kpome JTMHUU, MOXKHO 1I00aBUThH CJIIYIOIIHE 3JIeMEeHThI:
— TekcT (cM. pasmen 4.2.1),

— wu3obpaxenue (cM. paszen 4.5),

— ¢opmyiny (cM. paznen 4.8),

—  CchUIKY (cM. paznen 4.2.3),

— TIepeKpecTHYIO CChUIKY (CM. pa3zen 4.2.4),

— 3awianky (cM. pasnen 4.2.5),

— TeKyIIyIo AaTy Wix BpeMms (cM. paznen 4.2.7).

YtoObI 106aBUTH B GUTYPY KAKOU-TUOO 3JIEMEHT U3 MepevYUrCiieHHbIX, ITepeiiuTe B PeXXuM
ee peJlakTUpoBaHUsl. {7151 3TOr0 BhIJIeuTe GUTYPY IBOMHBIM ITIETYKOM MBIIIIH.
YToOBI BBIATU W3 peXkuMa peJlaKTUPOBAHUS, IIeJKHUTEe TO0 JIFoboMy MecTy JOKyMeHTa 3a

npeziesiaMu GUTYpBHI.
B Hacrosiee BpeMs peXuM pelakTUPOBAHUS He IOAJIepP>KMBaeTcCsl Uil GUTyp, KOTOpbIe

HaXOASTCS B MO3UNMK 3a TeKcToM (cM. paszen 4.6.12), u mis ¢uryp, pa3BepHYTHIX MO

IIPOM3BOJIbHBIM yTJIOM B CTOPOHHUX TeKCTOBBIX pelakTopax.
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4.6.5 3anuBka ¢urypsl

BHyTpeHnHI0I0 06siacTh 11060M GUIYyphl, KpOMe JIMHWK, MOXHO 3allOjHUTh I1IBETOM WIH

r3o0pakeHueM.

4.6.5.1 3anmuBKa pUrypsl HBeTOM

J1J1st 3a5TMBKYM QUTYPBI IIBETOM BBITIOJHUTE CJIeIyIOIIue JeHCTBUS:
1. Beigenure GpUrypy oJHAM IIETYKOM MBIIIN WU BbIIeIUTe GUIYPY JBOMHBIM IIETYKOM
MBIIIIH, YTOOBI IEPEUTH B PEXXUM ee pelaKTHPOBaHUSI.

2. Yto6bB! 3an0IHUTH GUIYPY MOCIEAHUM IIBETOM, KOTOPBIM UCIIOIb30BAJICS ISl 3aJIMBKU

<

paHee, Ha IaHeJId WHCTPYMEHTOB, B pasjiefie Purypa HaXXMUTE KHONKY = L{BeT

3amuBKH (cM. Pucynok 204).

e
il
I
—

|£ LleeT sannekn \g O= B Tekcre W

HeT 2anveku
AB3ay

Llgeta TeMb

H BSENES

CTaHpapTHEI e LESTA:

MocnegHue ueeta:

Opyrue yeeta... ﬂ

WzobpaxeHue:

Bribpate...

Pucynok 204 — Knonka IlBeT 3a/1MBKH U TTaHeN b BBIOOpA I[BETa
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3. YtoObl 3amoyiHUTL GUTYPY JIPYTMM IIBETOM, HAXMHTE Ha CTPEJIKYy CIIpaBa OT KHOIIKHU

&

a= 1{BET 3aJIMBKH.
4. Ha OTKpBIBIIIEMCS TaHeId BBIOOpa I[BeTa yKa)kKWTe IBeT 3aJIMBKU (PUTYPHI OJTHUM W3
CJIeTyIOIIHUX CIIOCOOOB:
— BbIOepuTe IIBeT B OJTHOM M3 TIPeJICTaBIeHHbIX HAOOPOB I[BETOB,
— yKaXXWTe KOJI IIBeTa BPyUYHYIO,

—  CKOIMPYHTE IBET C TIOMOIIBIO MUIETKH.

4.6.5.1.1 Bei0opaTs 1BeT B IIpe/icTaBJIeHHBIX HA0OPax I[BETOB

Ha manenu Beibopa 1Beta (cM. Pucynok 204) ripesictaBiieHbl CyieyroIiie Habopsl I[BETOB:

— IIBeTa TeMbI — COJIEPXKUT I[BETOBYIO MAJIUTPY TeMbI TEKYIIETo TOKyMeHTa.

— CraHgapTHble IBeTa — COJEpXUT I[BeTa, KOTOpble IIOJIb30BaTeM dYalle BCero
BbIOMpAIOT P GOPMATHPOBAHUU JOKYMEHTA.

— Ilociegnue mBeTa — COIEPXXUT JI0 JIeCATH IOCJIeIHHX 1IBETOB, KOTOpble Bbl BHIOMpaIU
npu ¢opmarvpoBaHuM JokyMeHTa paHee. Habop Ilociemnme mBera orobpakaercs,

eCJIN BBI BbI6I/IpaJ'II/I XOTS OBl OJHH IIBeT.

[Tpu HaBeneHMM Kypcopa MBIIIM Ha JI00OM IBeT oToOpaXkaeTcsl 3HaueHUe 3TOTO IiBeTa B
nBeroBoii Mosienin RGB. Hanpumep: RGB 192,80,77.
Jly1st BBIOOPA 11BeTa IIeJIKHUTe 110 HeMy JIeBOM KHOIIKOW MBIIIIH.

[IBeT nobaButcs B Habop Ilociemuue nBera u oTMeTrTCs diakkoMm. [laHenb BbIOOpa 11BeTa

3dKPOETCH. CDI/Ipra 3adIIOJIHUTCA BbI6paHHbIM OBETOM.

4.6.5.1.2 Yka3aTh Ko/ IIBeTa BPyYHYI0

Ecmu B nepeuniciieHHbIx Habopax 11BeTOB HeT IO/IXOASIIEro IIBeTa, YKaXKUTe ero Koj| BPY4IHYIO:
1. Haxwmurte xkHomiky JIpyrue nBera (cMm. Prucynok 204).

2. B otkpoiBiieMcst okHe Beioop nBera (cM. Pucynok 205) ykaxuTte TpeOyeMblil I[BET B
Busie HEX-kona wim B popmare RGB.

3. Haxmure kHonky OK.

LIBeT, ykasaHHbIA Bpy4HYI0, MobaBuTcs B Habop ITocnemuue nBera (cM. Pucynok 204) u

orMetuTcs diakkoM. IlaHens BbiOOpa 11BeTa 3akpoeTcs. PUrypa 3aroHATCS. BBIOPAHHBIM IIBETOM.
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Brifop ueeta >
Hex-kog MpegnpocuoTp
e -
KpacHmi JeneHulid CHHWIA

9L 12 D ee

R

Pucynok 205 — Okno Beroop nBera

4.6.5.1.3 CxonupoBaTh IBeT C NOMOIIBI0 THIIETKH

[uneTka npeHa3Ha4YeHa AJIs OJHOBPEMEHHOTO KONMPOBAHMS IIBeTa C TeKCTa WM 00BeKTa,
PacIIONIoXKeHHOT0 B paboueil 0061acTH IJIaBHOIO OKHA (CM. paszen 3.4), U 3ajJUBKUA PpUTYPBI OTUM

IOBETOM.

[TuneTka HeaKTHUBHA B peXXuMe peflaKTUPOBaHUs KOJIOHTUTYJIOB (CM. pa3fen 4.10.2).

YTo06BI CKOITMPOBATL IIBET C [IOMOIIbIO IMUIIEeTKH, BBIIIOJIHUTE CJIeYIoIIre JIeVICTBUSL:

1. Haxmure KHOMKY & (ITumerka) (cMm. Pucynox 204). Ilanenb BbIOOpa IiBeTa
3aKpOoeTcs, U Kypcop MPUMeT BUJL «IIpHUIlesia» JIJisl BbIOopa IBeTa.

2. HaBenuTe Kypcop Ha IIBET, KOTOPBIM CiieflyeT 3anojHuTh ¢urypy. s 6oiee ToyHOTO
BbIOOPA I[BeTa OpMeHTUPYHTeCh Ha 00J1aCThb, PACIIOIOXKeHHYIO CIIpaBa OT Kypcopa. B Heit
oToOpaskaeTcs IBeT IMKCeJis, Ha KOTOPbIM B JaHHBIM MOMEHT HaBeJieH KypCcop.

3. llenkHuTe 10 I[BETY JIEBOW KHOIIKOM MBIIIIH.

durypa 3aloJHUTCS yKa3aHHBIM I[BETOM, U KypCOp NpHMeT OObIYHBINA BUJ. YKa3aHHBIN
1BeT pobasutcs B Habop Ilocnegnue nBera (cM. Pucynok 204) u otMetuTcst GuiaXkKoM Ha TaHeNn
BbIOODA IIBETa.

Ecm TpeGyercss OTKIIIOUWTH MHUIETKY 0Oe3 BbIOOpa IBeTa, HakmuTe kiaBuily Esc Ha

KJIaBHAType.
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4.6.5.2 3anuBKa QUrypsl H300paKeHHEM

YroOBI 3a110/IHUTH GUTYPY U300paXkeHHeM, BBIIIOJIHUTE CIleflyIoIlye 1eHCTBUSL:
1. Beienute ¢GpUrypy oIHMM IIeTYKOM MBIIIN WUJIM BbIAENNTe PUIYyPY IBONHBIM IIIeTYKOM
MBIIIIY, YTOOBI IIepeiTH B PeXXUM ee PeJlaKTHPOBaHMUS.

2. Ha nanenu MHCTPyMeHTOB, B pa3zeile PUrypa Ha)kMUTe Ha CTPeJIKy CIIpaBa OT KHOIIKU

£

== 1IBeT 3a;muBKH (cM. Prucynok 206).

3. Ha nmanenu BbiOOpa 11BeTa, B 6yioke M300pazkeHne Ha)kmuTe KHOIIKY BoIOpaTs.

[

il
Tl
mf
—

K} b j W
|_ LlgeT 3anmBKM ] = B Tekcte

HeT zan1ekK
AB3ay

LlpeTa TEMBI:

b
H BMENES

CTaHaapTHBIE LEETa:

MocnegHWe LUEeTa:

Opyrve ueeta... ﬂ

Wzobpamernne:

Bmbpate...

Pucynok 206 — Knonka Beiopars

4. B okHe ¢aiyioBOro MeHekepa BhibepuTe TpebyeMoe N300pakeHre U HaXKMHUTe KHOIIKY

OTKpBITS.
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4.6.5.3 OTMEeHHUTH 3aJIMBKY

YT0OBl OTMEHUTH 3aJIMBKY (PUTYPHI, BHIIIOJIHUTE CIle/lyIoIye 1eHCTBUSL:
1. Brigenute GUrypy OIHUM IIETYKOM MBIIIN WA BbIJeINTe GUTYPY JBOMHBIM IIETYKOM
MBIIIIY, YTOOBI [IepeiTH B PeXXUM ee PeJlaKTHPOBaHMUS.

2. Ha nanenu MHCTPyMeHTOB, B pa3zeile PUrypa Ha)kMUTe Ha CTPeJIKy CIIpaBa OT KHOIIKU

£

== 1IBeT 3a;muBKH (cM. Pucynok 207).

3. Ha nmanenu Beibopa 1BeTa HaxkMuTe KHONIKY HeT 3a/IuBKH.

Moanucka Cnpaeka

— = = = B : 2 LeeT 3a0MEKK ‘-'] E B TekcTe w
= <= = H q1
HeT 2anuBeku
AbG3al
LeeTa TEMbI
H BEENEN
Pucynok 207 — Knonka Her 3a1uBku

4.6.6 Koutyp ¢urypsi

7151 KOHTYpa PUTYPbI MOXKHO OTIPeJIeJIUTh IBeT, TOIIIUHY U TUIl JIMHUH.

4.6.6.1 BpiOpaTh nBet KoOHTYpa QUrypsI

YTo6b!I BHIOpaTh I1BET KOHTYpa PUIYPHI, BBIIIOJIHUTE CIIEAYIOLINe IeCTBUS:
1. Brimenute GUrypy OJHUM IIEITYKOM MBIIIU WIH BbllesIuTe GUIypy JBOMHBIM IETYKOM
MBIIIIH, YTOOBI IIepeiTH B peXXUM ee peJlakKTHPOBaHMUS.

2. Ha nanenu HUHCTPYMEHTOB, B pa3fjelie CI)nrypa Ha’>XMUTE Hd CTPeJIKY CIIPdBd OT KHOIIKH

== KoHTYp (cM. Pucynok 208).
3. Ha oTkpeiBieiics maHenu BbIOOpa IIBeTa YKaXKuUTe I[BeT KOHTypa (UIYpPbl OAHUM M3
ClleyIOIINX CII0CODOB:
— BbIOepuTe LIBeT B OJIHOM U3 IIpeJICTaB/IeHHbIX HAOOPOB I1BETOB,
— YKaXWTe KOJ [1BeTa BPy4YHYIO,

—  CKOIIMPYMTe [BET C MTOMOIIbIO MTUITeTKH.
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2 LleeT zanmekn v = B Tekcre w

E Kontyp % Moaroxate pazmep

[
e
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I

—

Ab3au
HeT KoHTYRa

Llgeta Temb:

CrangapTHeie LBeTa:

MocnegHWe UBeTa:

Opyrue yeeta... 4'9?

ToawmHa aMHuK: 1,00nT

Pucynok 208 — Knonka KoHTyp 1 nasens BeIOOpa I1BeTa

4.6.6.1.1 BeiopaTs 1BeT B IIpeJCTaBJIeHHBIX HA00pax IBeTOB

Ha nanenu Beibopa nBeta (cMm. Pucynok 208) npefcraBieHsl ciefyroiire HaOOpbI IBETOB:

— IIBeTta TeMBI — COJIEP)KUT IIBETOBYIO MAJIMTPY TEMBI TEKYIIIero JJOKYMEeHTa.

— CrangapTHbIe IBeTa — COJIEPXXUT IIBeTa, KOTOpbIe II0/Ib30BaTeIM dYallle BCero
BBIOMPAIOT IPU POPMATUPOBAHUHU JOKYyMEHTa.

— Ilocnegnme nBeTa — COMIEPXXUT 10 JECSTH MOCJIeJHUX IIBETOB, KOTOpbIe Bbl BHIOMPAIU
npu ¢opmartvpoBaHuM HokyMeHTa paHee. Habop Ilociemnme mBera oToOpakaercs,

eCJIU BBl BHIOMPAJIA XOTs ObI OJIMH IIBET.
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[Ipy HaBemeHWU Kypcopa MBIIIKA Ha JIFOOOW IBET OoToOpakaeTcsi 3HaYeHHWe 3TOTO I[BeTa B
nBetoBoi mozenii RGB. Harmpumep: RGB 192,80,77.

s BbIOOpa 11BeTa IIeJIKHUTE 110 HeMY JIeBOM KHOIKOM MBIIIIH.

[IBet no6aBuTcs B Habop Ilocienuue nBera 1 otMetuTcst GuiaskkoMm. IlaHenb Beibopa 11BeTa

3akpoetcs. KoHTyp ¢urypsl okpacuTcs B BbIOpaHHBIH IIBET.

4.6.6.1.2 Yka3aTh KoJ IIBeTa BPy4YHYIO

Ecmn B mepeuncrieHHbIX Habopax IBeTOB HeT IOAXOASIErO IBeTa, YKaKUTe ero KoJ
BpPYYHYIO:
1. Haxwmure kHotKy JIpyrue nBera (cM. PucyHnok 208).
2. B otkpsiBiieMcs okHe Boroop nBera (cM. Pucynok 209) ykaxurte TpeGyeMblil I[BET B
Busie HEX-kona wiu B dopmate RGB.

3. Haxmure xkHonky OK.

Bribop ueeta >
Hex-kog MpegnpocuoTp
o | .
KpacHmiA JeneHuli CHHWIA

55 L % L 146

!

Pucynok 209 — Oxao Be10op nBera

IIBet, ykasaHHbIN Bpy4HYI0, no6aBuTcs B Habop Ilociennue nBera (cMm. Pucynok 208) u
otMetuTcs dprakkoM. [lanenb Beibopa 1nBeTa 3akpoetcsi. KOHTyp ¢pUrypbl OKpacuTcsi B BbIOpaHHBIN

IIBeT.
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4.6.6.1.3 CxkonupoBaTh I[BET C MOMOIIBIO MHIIETKH

[TureTka npegHa3HavYeHa JijIsi OJHOBPEMEHHOTO KOIMMPOBAHUS I[BeTa C TeKCTa WM 00BHEKTa,

pacIionoXeHHoro B paboyeid 06JIaCcTH TJIaBHOTO OKHA (CM. pa3zen 3.4), ¥ MpUMeHeHHs 3TOro IBeTa

K KOHTYPY QUTypBHL.

[TuneTka HeAKTHUBHA B PeXXKUMe pelaKTUPOBAHUS KOJIOHTUTYJIOB (CM. paszen 4.10.2).

YT0OBI CKOITMPOBATL IIBET C [IOMOLIbIO ITUIIEeTKH, BBIIIOJIHUTE CJIeAYIouire e CTBUS:

4.

6.

Haxxmure KHOIKY & (ITmmerka) (cm. Pucynok 208). Ilanens BbIOOpa IBeTa
3aKpOeTCs, ¥ Kypcop IIPUMeT BUJL «IIpUIiesia» JIJIs BbIOOpa IIBeTa.

HaBepute kypcop Ha 11BeT, B KOTOPbIN TpeOyeTcsi OKpaCUTh KOHTYP GUrypsl. s 6osee
TOYHOTO BBbIOOpa I[BeTa OpPUEHTHUpPYWTeCh Ha OOJIACTh, PACIIOJIOXKEHHYIO CIIpaBa OT
Kypcopa. B Hell oToOpakaeTcsl IiBeT NMUKCeJisl, HA KOTOPBbIM B JJaHHBIM MOMEHT HaBefleH
KypCOp.

HlenxHuTe 10 IBETY JIeBOWM KHOMKOM MBbIIIIH.

Kouryp ¢urypsl oxkpacuTcsi B BbIOpaHHBIM IIBET, U KYpCcOp IpuUMeT OOBIYHBIA BU/I.

Vkazauubii niBeT nob6aButcs B Habop Ilociennue nBera (cM. Pucynok 208) u otMeTuTCs piia’kkoM

Ha I1aHeJIn BbI60pa oBeTa.

Ecm TpeGyercss OTKIIIOUWTH MHUIEeTKy 0Oe3 BbIOOpa IjBeTa, HaxkmuTe KiaBuiry Esc Ha

KJIaBUaType.

4.6.6.2 BpIOpaTh TOJMIIUHY U THII JITHUN KOHTYpPa PUTYPBI

YTtoObI BbI6paTb TOJINIMHY W TUII JIMHUW KOHTYPA (PI/IprbI, BBITIOJIHWUTE CJIedYRolIre

JeUCTBUSA:

1.

Brienute GUrypy OHKM IIETYKOM MBIIIM WM BbllelnTe GUIypy JABOHHBIM IIETIKOM
MBIIIIY, YTOOBI IepeiTH B peXXUM ee peJlakKTHPOBaHMUSI.

Ha nanenu uHCTpyMeHTOB, B pasiiesie Purypa HaXkKMUTe Ha CTPeJIKY CIpaBa OT KHOIKHU
E KonTtyp (cm. Pucynok 208).

B none Tonmmua jguHUM yKaXxuTe TpeOyeMylO TOJNIIMHY KOHTYpa BPYYHYIO WIH C

IMOMOIIbIO TTepeKIroYaTesId.

BribepuTe THII IMHUM KOHTYPA U3 IIPelyCTaHOBIEHHBIX 3HAaYeHNH.
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4.6.6.3 IIpuMeHUTH HACTPOIKU KOHTYpaA Npeabiaymeii purypsl
YtoObl OBICTPO TPUMEHHTh K JUIYpe HACTPOWKK KOHTypa Wpeabiaylied (urypsl,
BBITIOJIHUTE CJIeyIOII1e 1eCTBUS:

1. Brimenurte GUrypy oJJHUM IIEIYKOM MBIIIU WIH BblleJIUTe GUTYPy JBOMHBIM ILEITYKOM
MBIIIIY, YTOOBI [IepeiTH B PeXXUM ee PeJlaKTHPOBaHMUS.

2. =
(cMm. Pucynok 210).

ﬁ LleeT zanmekn v O= B Tekcte - rﬂ
E KoHtyp v Mogroxate pazuep
Turypa

Pucynok 210 — Knonka Kontyp

4.6.6.4 Ynanuth KOHTYp QUIypHI

YToOBI yoanuTh KOHTYP GUTYPHI, BHIIIOJIHUTE CJIeIyIolre JeHCTBHUS:
1.

Beipenure GpUrypy OJHUM IIIeJTYKOM MBIIINA WU BBIIEIUTE PUIYPY ABOMHBIM IETYKOM

MBIIIIY, YTOOBI IeperTU B peXXUM ee peJlakTHPOBaHUS.

Ha nanenu HUHCTPYMEHTOB, B pa3fjelie CIJnrypa Ha’>XMUTE Hd CTPeJIKY CIIPpdBd OT KHOIIKU

== KoHTYp (cM. Pucynok 211).

3. Ha nanenu BbIObOpa 11BeTa HaXkMUTe KHONIKY HeT koHTYypa.

— = = = B 1 2 LeeT zanmekn v C= B Tekcte w
= = 4= [ q1 e POHTYR | MogroHaTe pasmep

AB3aL

HeT KoHTYRa

%
LleeTa Temb

Pucynok 211 — Knonka HeTt koHTYypa
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4.6.7 Ctuias IMHAN

J171s1 TMHUKM MOXKHO OTIPeeNIUTh BT, TUI U TOJIIIHUHY.

4.6.7.1 BeiOpaTh nBeT JHHUA

YToOBI BHIOpPATh IIBET JIMHUH, BHIIIOJTHUTE CIIeTyIOITHe JeUCTBUS:

1. Broimenute nunuMIo.

2. Ha nmanenu MHCTPyMeHTOB, B pa3zesie JIMHHUSI HA)XMUTe HA CTPeJIKy CIipaBa OT KHOIKHU

am (CTinb uaNK) (cM. Pucynok 212).
3. Ha oTkpsiBITIeiics nmaHeny BbIOOpa IBETa yKaKUTe IBET JIMHUKM OJIHUM U3 CJIeYIONTUX
CIIOCOOO0B:
— BbIOepuTe IIBeT B OJTHOM M3 TIPeJICTaB/IeHHbIX HAOOPOB I[BETOB,
— YKaXkWTe KOJI IIBeTa BPy4YHYIO,

— CKOHHPYIZTE OBeT C IIOMOIIBIO ITMIIEeTKH.

AB3au

HeT koHTypa

LleeTa Tenme:

IIIIIIII
L

CraHAapTHLIE LUBET:

Apyrue ueeTa... ﬁ

ToawmHa AMHKUKS 0,25n7

Pucynok 212 — Knonka CTHIb THHUHM U IIaHeJNb BbIOOpA 11BeTa
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4.6.7.1.1 BeiOpaTh HBeT B IpeCTaBJIEHHBIX HA0Opax IIBETOB

Ha manenu Beibopa nBeta (cM. Pucynok 212) nipefcTaBieHs! ciefyroiiyie HabopbI IBETOB:

— IIBeTa TeMBI — COJIEPXXUT IIBETOBYIO MAJIMTPY TEMBI TeKYIlero JJOKyMeHTa.

— CrangapTHble IBeTa — COJEPXHUT IBeTa, KOTOpble I[0/Ib30BaTeIM 4Yalle BCero
BBIOMPAIOT TIpH GOPMATUPOBAHUM JOKYMEHTa.

— Ilocnemnue 1BeTa — COJEPXKUT JI0 JIeCATH MOCJeIHHUX 1IBETOB, KOTOPble Bbl BHIOMpAIU
npu dopmaTtrupoBaHuu JoKymMeHTa paHee. Habop Ilocinemnme mBera oToOpakaercs,

eCJI1 BbI BbIﬁI/IpaﬂI/I XOTS OBI OJIMH IIBET.

IIpy HaBeneHMM Kypcopa MBIIIM Ha JI0OOM IBeT oToOpaXkaeTcsl 3HaueHHe 3TOro IiBeTa B
uBetoBor Mogenu RGB. Hanpumep: RGB 192,80,77.

Il BeIOOpa I1BeTa ILIeJIKHUTE 110 HeMy JIeBOM KHOIIKOM MBIIIIH.

[IBer no6aButcs B Habop Ilociaenrue nBera 1 otMeTUTCs QuiakkoM. IlaHens BeIOOpa 11BeTa

3akpoetcs. JInHus okpacuTcs B BbIOPaHHBIH I1BeT.

4.6.7.1.2 Yka3aTh KoJ 1IBeTa BPyYHYIO

Ecrmu B nepeuniciienHbix Habopax 11BeTOB HET MOJIXO/SIIEro IIBeTa, YKaXKUTe ero Kojl BPYIHYIO:

1. Haxwmure xkHOnKy JIpyrue nBera (cMm. PrucyHok 212).

2. B orkpoiBiieMcs okHe Brioop nBera (cM. PucyHok 213) ykaxute TpebyeMblil 1[BeT B
Busie HEX-kona wiu B dopmate RGB.

3. Haxwmure kHotniky OK.

Brifop ueeta >
Hex-kog MpegnpocuoTp
KpacHmi JeneHulid CHHWIA

Eal Bl Bl

79 L 129 . 185 .

Pucynok 213 — Okno Beroop nBera
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[IBeT, yka3aHHbIM Bpy4YHyt0, 00aBuTCs B Habop Ilocimemume mBera (cM. Pucynok 212) u

orMetuTcs diaxkkoM. IlaHernsb BbIOOpa 11BeTa 3akpoeTcs. JIMHKS OKpacUTCs B BbIOpaHHBIN I[BET.

4.6.7.1.3 CxonupoBaTh I[BET C NOMOIIBIO MHIIETKH

[TureTka rpegHa3HaveHa JijIsi OJHOBPEMEHHOTO KOIMMPOBAHUS I[BeTa C TeKCTa MUJIH 00BEKTa,

PacIIoIOKeHHOTo B paboyeli 00J1aCcTH TJIaBHOTO OKHA (CM. paszen 3.4), ¥ IPUMeHeHHs 3TOTo [IBeTa

K JIMHHU.

[TumneTka HEAKTHUBHA B PeXKUMe pelaKTUPOBAHUS KOJIOHTUTYJIOB (CcM. pasnen 4.10.2).

YTo0bbI CKOITMPOBATH IIBET C [IOMOLIbIO ITUIIeTKH, BBINIOJIHUTEe CJIIeAYIOIIre JIEeUCTBHS:

Haxxmure KHOIKY & (IImmetrka) (cm. Pucynok 212). Ilanens BbIOOpa IBeTa
3aKpoeTcs, U Kypcop MPUMeT BUJI «IIpuIiesia» JIJisl BbIOopa IBeTa.

Hagepnute kypcop Ha 11BeT, B KOTOPbIM TpeOyeTcst OKpacUTh JIMHUIO. [1jis 6ojiee TOUHOTO
BbIOOPA I[BeTa OPUEHTUPYHTeCh Ha 00J1aCTh, PACIIONIOXKEHHYIO CIIpaBa OT Kypcopa. B Hei
oToOpakaeTcsl IIBET ITHUKCeJIs, Ha KOTOPbIM B JaHHBIM MOMEHT HaBeJleH KypCcop.

[ITeskHUTe 110 [1BETY JIeBOU KHOIIKOM MBIIIIH.

JIuHUs oKkpacuTcs B BBIOpAHHBIN I[BET, U KYPCOP MPHUMeT OOBIYHBIM BU/I. YKa3aHHBIM 1IBET

nobasutcss B Habop Ilocnemnue nBera (cM. Pucynok 212) u otmeruTcs: riakkoM Ha IaHeNu

BbIOODA IIBeTa.

Eciu Tpebyercs oTkiouuTh nuieTky 6e3 BbIOOpa IjBeTa, HaxkmuTe kiaBuiny Esc Ha

KJIaBHaType.

4.6.7.2 Bp1OpaTh TOJIIIUHY U THII JITHUHU

Yrtobbl BbI6paTb TOJIMIWHY W THUII JIMHWH, BBITIOJIHUTE CJleayIolnre JIeVCTBUSL:

1.
2.

Beinienvre nvHuUIO.

Ha nmanenu uHCTpyMeHTOB, B paszfiesie JIMHHS Ha)XMUTEe Ha CTPEeJIKY CIIpaBa OT KHOIIKU
E (Ctunp muanu) (cMm. Pucynok 212).

B none TosmmHa JUHHHM yKaXXdATe TpeOyeMylOo TOJIIMHY JIMHUM BPYYHYIO WIH C
MIOMOIIIbIO TIepeKJIroYaTessl.

BbI6epI/ITe THUII JIMHWUU U3 IIPe]yCTAHOBJIEHHBIX 3HAaYeHHUM.
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4.6.7.3 IIpuMeHHUTH CTIWIBb NPeABIAYIIEH JTHHUN

YToOBI OBICTPO TPUMEHUTDH K JIMHWUW CTWIb MPEIbIAYINed JTUHUM, BBHIIIOJIHUTE CIIeTyIoIre

JeUCTBUL.

1. Brigenute nuHUIO.

(cm. Pucynok 214).

|

1|
<

[l
<

o

----- '

AB3au i TE

Pucynok 214 — Kaonka CTHIb JIHHUH

4.6.7.4 COpocUTH HACTPOIKH CTHISA JINHUU

IIpH HEO6XOHHMOCTH MOXGK)C6pOCHTb HaCTpOﬁKH CTHJIA HHHHH.IDHIBTOFO BLBITIOJIHHUTE

CJIeZIyIolre IeNCTBUS:

1. Broimenure nuHUIO.

2.

Ha manenu HWHCTPYMEHTOB, B pa3jiejie JIMHUA HAOXXMUTE Ha CTpPeJIKYy CIIpaBd OT KHOIIKH

= (CTHnb uHMNK) (cM. PucyHok 215).

3. Ha nanenu BbIObOpa 11BeTa HaXkMUTe KHONIKY HeT koHTYpa.

= =E=E=E=17 ¥ L STy 4 ) .
- = = . E T v [
e e et W
—_ S LI

Ab3au

HeT KoHTYpa

Ligeta Tenmsb

Pucynok 215 — Knonka Hert koHTYypa
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4.6.8 N3menuTh pazmep pUrypsl

BricoTy v mmpuHy GUTypbl MOXXHO M3MEHUTh C COXpaHeHWeM Wi 6e3 COXpaHeHus! POIIOPIIHIA.

Yro6bl U3MeHUTHh pasMep GUIYPBl C COXpaHEHWEeM IIPOIIOPLMM, BBIIOJIHUTE ClelyloIye

JeUCTBUSL.
1.
2.

Bripenute ¢urypy, pazmep KOTOpoi He0OXOAUMO U3MEHUTb.
V nep>xuBast JIeBYr0 KHOIIKY MBIIIH, TPOTSHUTE JTF000M U3 YTIIOBBIX MAPKEPOB PaMKH Tak,
yTOOBI pUTrypa NpHHsIIa HeobXoAUMbIH pa3Mep (cM. PrcyHok 216).

OTnycTuTe JIeByr0 KHOIKY MBIIIH, 9YTOOBI 3apUKCUPOBATh HOBBIM pa3Mep QUIypHI.

g

&

Pucynok 216 — V3meHeHre pasmepa GuUrypel ¢ COXpaHeHHeM IPONOpIUi

YtoObl M3MeHUTHh pazMep GUIryphbl 6e3 coXpaHeHHWs MPOIOPLUM, BBIIOJIHUTE CJeAyoIIye

JeUCTBUSA:
1.
2.

Brienute purypy, paamep KoTopoii He06X0AUMO U3MEHUTb.

ViepxuBasi JieByl0 KHOIIKY MBI, IlepeMeCTUTe OJUH K3 MapKepoB PaMKH (UIYpHI

(cMm. Pucynok 217):

— I U3MeHeHUsl BBICOThl GUIYPHI IlepeMecTUTe BepxXHUM WIM HIWKHHM Mapkep
paMKH;

— Ui U3MeHeHHs HIMPYHBI PUTypHI IepeMeCcTUTe JIeBbli WX [IPaBbli MapKep paMKHU.

OTnycTuTe J1IeByI0 KHOIKY MBIIIH, 9YTOOBI 3apPUKCUPOBATh HOBBIM pa3Mep QpUIypsHl.

Pucynoxk 217 — I3MeHeHue pa3Mepa GUrypbl 6e3 coxXpaHeHHsl TPOIOPITAN
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4.6.9 Ilonoruath pazmep GUrypsI NOJ TEKCT

BricoTy ¢purypbl MOXXKHO TIOJIOTHATH TI0]] PACIIOJIOXKEHHBIM B Hel TeKCT (CM. paszen 4.6.4).
J171s1 3TOrO BBITIOTHUTE CIIeAYIOIIe 1eUCTBUS:

1. Beimenure durypy.

2. Ha nanemu unHCTpyMeHTOB, B pasfieie durypa (cm. PucyHok 218) HaxxmuTe KHOIKY

IoarousTsL pasmep.

1 2 LleeT zanmekn v C= B Tekcre w (ﬂ
q7 E KoHtyp MogroHate pazmep
durypa

Pucynok 218 — Knonka Iloaronsars pa3mep

YT0oOBI OTMEHUTD IIOATOHKY Cl)I/Il"ypr IIOJI TEeKCT, BBIIIOJIHUTE JIaHHbIE JeMCTBUS ITIOBTOPHO.

4.6.10 3MeHUTH AJIMHY U Y01 HAKJIOHA JIUHUH

YToOBI U3MEHUTH OJIMHY WA YI'OJI HAKJIOHA JIMHWU, BBIIIOJIHUTE CJIeAYIoIlire JIEeUCTBHSL:

1. Broimenute nuHMIO.

2. HaBemuTe kypcop Ha MapKep Haydaja WIA KOHIIA JIMHUU TaK, YTOObI KYpCOp HPUHSUI
By .
VY nep>xvBasi JIeBy1O KHOIIKY MBIIIIH, IPOTSIHUTE MapKep B TpeOyemMoe MecTOI0JIOXKeHUe.

4. OrmycTuTe JIEeBYIO KHOTKY MBIIIIH.

HpI/I HEO6XOI[I/IMOCTI/I InepemMenieHre MdpKepd MOXHO IIpepBATb HA’KdTHUEM Hd KJIdBUIITY Esc.

Mapkep BepHeTCSI B UCXOJTHOE TI0JIOXKEeHHe.

4.6.11 BeiopaTh THII HAKOHEYHHKOB JINHUU

Jljis Havana ¥ KOHIIA JIMHUK MOXHO BbIOpAaTh THUI HAaKOHEYHUKOB. BrIOOpP MOXXHO cliesiaTh
KaK JI0 Hayajla pUCOBaHHUs JTMHUU (CM. pasnen 4.6.1), Tak ¥ MpU peJJaKTMPOBAHWK HApHUCOBAHHOW

JIMHUU.
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YToObI BEIOpaTh TUIT HAKOHEYHUKOB, BHITIOJIHATE CIIeIYIOIINe JIeHCTBUS:

1. Ha naHenu WMHCTPyMeHTOB, B pasjese JIMHHSA Ha)XMUTe KHOIKY o (Tunm crpesnkn)
(cm. Pucynok 219).

2. B BbImaparomemM Crvcke BbIOEpUTE THI JIEBOTO W/WIM IPAaBOTO HaKOHeYHHWKA. Ecim
TpebyeTcss yopaTh paHee BbIOpaHHbIe HAKOHEYHHWKU, B TEPBOM CTPOKE BHITIAAAIOIIETO

CITMCKa BbIOepuTe /1Jisl JIEBOTO W/WJTM IIPaBOro HakoHeyHuKa Tuil — (Her).

= o
3. TIOBTOPHO HaXXMHUTe KHOTKY ' (THII CTpesiKm), YTO6BI 3aKPHITh BHITIAJAIOIIH CITUCOK.

OBwwiA goctyn MNMognucka Cnpaeka

— = ===173 + L .-fv%: /o
_ . ‘
AB3ay
+“— — —»
<« — —=>
<« — >
*— —
*— — —»

Pucynok 219 — Knonka Tun crpenkn

4.6.12 3aMeHUTH MO3UNUI0 PUTYPHI B TEKCTE

Pacnionoxxenve ¢Gurypsl OTHOCHUTENIBHO TeKCTa MOXKHO U3MeHSTb. Harmpumep, ¢urypa
MOXXeT pacIioylaraTbCsl B TEKCTe, I1epe]] UK 3a TEeKCTOM.
Jliis BeIOOpa 1O3UIMU GUTYPHI BBITIOIHUTE CJlelytolliye 1eHCTBUS:
1. Brigenmure Tpebyemyto ¢purypy. UtoOwl BbieUTh GUTYPY, KOTOPask HAXOJUTCS B TIO3UIUU
3a TekCTOM, HaBe/IUTe Ha Hee KypCop MBIIIY U HOKMUTe Ha 0TOOPA3UBIIYIOCS KHOIIKY @
2. Orobpa3uTe CIMCOK BO3MOXHBIX ITO3UIIUN GUTYPBI OJTHUM U3 CIIeIyIOIIHNX CII0COOO0B:
— FEcnu BbJlenieHa JMHYS, Ha MaHeJIM HWHCTPYMEHTOB, B pasnese JIMHHS HaxMuTe
KHOIIKY ~ CIIpaBa OT TeKylei no3unuu juHuu (cMm. Pucynok 220). Ecnu Beienena
mobas fpyras ¢urypa, Ha NaHeld WHCTPYMEHTOB, B pasfiejie durypa HaxxmuTe

KHOIIKY  CIIpaBa OT TeKyIlled Mo3uluu urypsl (cM. Pucynok 221).
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OBwmi goctyn  MNognucka  Cnpaska

- —_— —_— —_— —_— — — i__l —_—

= = ===11 ¥ L g v gv% /o .
o B = v

2— S - O= B rekcre

Ab3ay NuHwnA

‘0:  Bokpyr pamkm

O Ceepxy v cHusy
IE MMepea tekcTom

3a TekcTomM

Pucynok 220 — Bei6op no3unuu TMHUNA

Cnpaeka

— = = = = 1 g Uger sanmekn v = B Texcre \I:} @
1. — —_— —_— = 4
2= = = :E[ all e O= B rekcre

Ab3au Purypa

:0:-  Bokpyr pamkw
0O Ceepuxy u cHusy
IF Mepea TekcTom

3a TekcTomM

Pucynok 221 — Beibop nosuiuu opurypsl

— IllenkHuTe mpaBOM KHOMKOW MBIIKM 1O GUTYpe W BBLINOJIHUTE KOMaHAY

KOHTEKCTHOTO MeHI0 Q0TeKaHHe TeKCTOM.
3. B oTkpbIBIIEMCS TTOJIMEHIO BbIOepUTe TpeOyeMyto MO3UIUI0 GUTYPHI:

— B Tekcre — purypa sBisieTcs 4aCcThIO TeKCTa KakK CJIOBO WM 3HAK IpelyuHaHus;

— Boxkpyr pamMku — TeKCT 00TeKaeT NpSIMOYTOJIbHYIO PAMKY, B KOTOPYIO TIOMelllaeTCs
durypa;

— CBepxy U CHHU3Y — TEKCT pacIoJlaraeTcsl BhIllle U HIKe PUTyphl;

— Ilepen TexkcToM — ¢urypa pacrosaraeTcs epefi TeKCTOM B BUZie BepXHero CJios;

— 3a TekcroM — ¢puUrypa pacrosaraercs 3a TeKCTOM B BHJIe HIDKHETO CJIOS.
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4.6.13 Ilepemectuth purypy

Purypy MoXXHO IepeMeniaTh ClIeIyIIMUMH CIIOCOOaMHu:
— IleperackuBath, yiep:kuBasi JIeByI0 KHOIIKY MBIIITH.
— IlepememaTh CTPOro MO BEPTHUKAIM WM IO TOPU30HTAJIN C ITOMOIIbIO KJIABUII «—, T, |, —

Ha KiiaBuarype. JlaHHBIM ciocob JOCTyTieH, ecyid pUrypa HaxoguTCs B J1I000M MO3UINH,

kpoMme ro3uiiiy B Texcre (cM. paszen 4.6.12).

[Tpu nepemeiiienyy GUTYpPHI C IIOMOIIBIO KJIABUII «—, T, |, — IIar nepeMeIieHus 3aBUCUT OT

Maciirada J0KyMeHTa:
— ecnu macirab < 200%, To mar = 4 MM;

— eciu maciarad > 200%, To mar = 1 M.

YT1oObl YBEJIMYWTL IIAr, IepeMelaite GUIypy KIABUIIAaMH <«—, T, |, —, yaepxuBas
Hakatoi kinauiry Shift. B naHHOM citydae miar nepemerrienus 6yer paBeH:
— ecym MaciTab < 200%, To mar = 4 cMm;

— eciu maciarad > 200%, to mar = 1 cm.

4.6.14 Y namuts purypy

YToOb! ynanuthb GUTypy, BHIIIOJHUTE CIIeAYIOIIHe IefCTBUS:

1. Beimenure ¢urypy, KOTOpyI0 HeOOXOAMMO yIalnuTb. YTOObI BBIIENWUTH GUTYPY,
HaXOMSIIYIOCS B TMO3UIMK 3a TeKcToM (cM. pasfen 4.6.12), HaBemguTe Ha Hee Kypcop
MBIIIIMA ¥ HA)KMUTE Ha OTOOPA3UBIITYIOCS] KHOTIKY 9

2. BrblnonHUTe KOMaHy y/IajieHus OHUM U3 CIeIyIOIIUX CIIOCODOB:

— Ecnmu png ynanenvs BbibpaHa JTMHUS, HA TIaHEeJId MHCTPYMEHTOB, B pasfiene Jlunus
HQKMUTE KHOIIKY /q; (Ymamures nmunum) (cM. Pucynok 222). Ecnm nns ynanenus
BbiOpaHa jr00as Apyras ¢urypa, Ha IaHelId WHCTPYMEHTOB, B paszieiie Purypa

Ha)XKMUTe KHOIIKY 'ﬂ (Yaanurts ¢urypy) (cMm. Pucynok 223).

OBwwid goctyn MNMognucka Cnpaeka
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Ab3auy NuHKa

Pucynok 222 — KHonka YpaauThb JUHHIO
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L1 2. LleeT zanuekn v C= B Tekcre w Iﬂ
a7 : Kowtyp ~ MoaroHate pazmep
Purypa

Pucynok 223 — Knonka Y pamuts urypy

[IpaBoii KHONKOW MBIMIKA IIeJIKHUTe 10 ¢Urype M BBIIOJHUTE KOMaHAY
KOHTEKCTHOT'O MeHIO Y JaJIUTh JIMHUIO/ Y 1aTUTh QUTYpY.

Haxxmure kiaBuiny Delete v Backspace Ha kiiaBuatype.

Ecmu ¢urypa Haxomurcs B mosuiuu B Tekcre (cM. pasnen 4.6.12), To ee MOXKHO yJIalHTh

Kak TekcT (cM. pasmen 4.2.10).
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4.7 Pabora c nuarpaMmMaMu

YtoObl 106aBUTH B JOKYMEHT AWarpaMmy, co3jaiTe ee B mpuioxkeHnn «MounOdwuc

Ta6mz1ua», d 3aTeM CKOHI/IPYI‘/JITE U BCTaBbTe B Tp86YEMOE MeCTO JOKYMEHTA.

Jluarpamma BcTaBisieTCsl Kak n3obpakeHue (cM. paszern 4.5).
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4.8 Pabora c popmynamu

4.8.1 BcraButs popmyiy

B TekcToBbIi JOKYMEHT MOXHO A00aBisTh Gopmysibl. PopMysibl BBOASTCS Ha S3bIKe
pasmetku LaTeX, aBToMaTH4eCcKy MMpeoOPa30BBIBAIOTCS M OTOOpAKArOTCS B TEKCTE B CTaHAAPTHOM
(obmmenpuHITOM) BH/IE.

YTo6b!I BCTaBUTH GOPMYITy, BHIIOJIHUTE CIIeAYIOIe IeHCTBUS:

1. VYcraHoBuTe Kypcop Ha TO MeCTO B JOKyMeHTe, Ky/la He0OXOAMMO BCTaBUTh GpopMyily.

2. BpblinonHUTe KOMaH/y BCTaBKH OJIHUM U3 CJIEIYIOLIHUX CIIOCOOOB:

— BribepuTe nmyHKT koMaHIHOTO MeHIO BecraBka > ®opmyna (cM. PucyHok 224).

Beraeka @opmar  WHctpymentm  Bug OB

(22
!
G
(m)

Pucynok 224 — Komangnoe menio BeraBka

HzobpaxeHwe..,

TekcToBDE None

Purypa 3

TabBavua...
Dopuyaa...

— Ha nanemu vHCTpyMeHTOB, B paszieiie BcraBka HaxmMUTe KHOIIKY =+ (cM. PrcyHok 225).

o fm
Ha OTOﬁpHBI/IBIHGI/ICH IaHeJIM BCTABKW HA>)XMHWTe KHOIIKY =/ (I)opmyﬂa.

AaboB AaBo6B1 AaB6Bel ... ['}, @ .., E —_

Jaro..ok 1 3aro..ok 2 3aro..ok 3

E Wzobpamenne... ~
]:[ TekcToBoE None

sy Durypa ¥

[ Tabanua... ¥

Dopuyaa... I}

Pucynok 225 — Ilanenb BcTaBkU
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3. B okue ®opmyna (cMm. Pucynok 226), B mosie Beipa:xkenne LaTeX Beemute popmyity
Ha s3bike pa3meTrku LaTeX. HWroroBeii Bum ¢Gopmysibl  0TOOpasdTCS B TOJie
IIpenBapuTeNbLHBIN IPOCMOTP.

4. Haxwmure kHonky OK.

Mopryna >

Boipamernwe LaTeX

.$ z=~frac{-b~pm “sgrt[]{b"{21-dac}i{2alsl

MpegeapuTenbHBIA NpoCMoTp

_ b+ B — dae

2a

Pucynok 226 — Oxno ®opmyna

B Texyireil Bepcuu He TOMJIePXKUBAeTCss O0ToOpakeHHe GopMysl, Cco3laHHBIX B Microsoft

Word 2003 u 2007.

4.8.2 PenaktupoBaTth popmMyiy

YT1o6b! pefjakTUpoBaTh GOPMYILy, BHIIOJIHUTE CIle/IyIOIIre 1eHCTBUSL:
1. OTkpoiTe OKHO peJJaKkTUpOBaHUs GOPMYJIbl OJJHUM U3 CJIeJYIOLIUX CIIOCOOO0B:

— Brigenmure ¢dopmyiy IIeuKOM JieBOW KHONKM MblM. Ha maHenu MHCTPyMeHTOB,

B pazzesie PopMysia HAOXKMUTE KHOIIKY {:} N3menuts popmyay (cm. Pucynok 227).
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Popmar  Wnctpymentm Bug  OBwwid goctyn  Tognwcka

-;fo & w é {:} W2,y EE w
o C & T3 Ya.ny R

Mpaeka PopMyna AB3au

Pucynok 227 — Knonka IsmeHuTs popmMyiry

— Brigenure ¢$opMmysly ImeT4koM IIpaBOM KHOIKA MBIIIW. BBINONHATE KOMaHIy
KOHTeKCTHOro MeH10 U3ameHuTH popmyty.
— DBrimenure popMyily IBOMHBIM IIeTYKOM MBIIIIHN.
2. B okxue ®opmyna (cm. Pucynok 226), B none Boipamenue LaTeX penakrtupyiite
dopmyiy.

3. Haxwmure kHonky OK.

4.8.3 U3menuts pazmep ¢popMyJibl

YT0o6b! M13MeHUTD pa3Mep GOPMYJIbI B TEKCTe, BBIIIOJIHUTE CJIeIyIole 1eHCTBUS:

1. Beigenure ¢popmyiy.

2. YIepxxuvBas JeBYIO KHOIIKY MBIIIIH, TPOTSHUTe JIF000M 13 YIIIOBBIX MAapKepOB paMKH Tak,
yT0OBbI GOpMYJIa IPUHSIIA He0OXoauMBbIHM padmep (cM. PrucyHok 228).

3. OrtmycTuTe JIeBY10 KHOIIKY MBIIIHY, YTOOBI 3aHKCUPOBATh HOBBIN pa3Mep (pOpMyJIbl.

Pucynok 228 — U3menenue pa3mepa GopMyJibl

4.8.4 Y nanuts popmyiy

Yro6b! yianuth GopMyILy, BHIIOIHUTE ClleiyIoIIre 1eHCTBUSL:

1. Beigenute ¢popmyiy.

2. BomonHuTe kOMaHAy yaaneHus GopMyJIbl OJHUM U3 CJIeAYIOUIUX CIIOCOOO0B:

()
— Ha manenn uHCTpyMeHTOB, B pa3zmene Popmyisia HaXMUTe KHONKY \Jig Ymamnurh

dopmyiry (cm. Pucynok 229).
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Popmat  VHcTpymenTl

Bug OBwwi gocyn  lognwcka

-;f: & w é {'::'} W2,y EE w

DO Q @3 Y.y i

Mpaeka

PopMyna AB3ay

Pucynok 229 — Kuonka Ygamuts ¢popmyny

[lenykoM mpaBOW KHONKHU MBIIIM OTKPOWTE KOHTEKCTHOe MeHIO U BBIIIOJHUTE
KOMaHJly Y JaJIUTh (pOopMyJIy.

Haxxmure kiaBuiry Delete nin Backspace Ha kiaBuatype.

Taxke s ynaneHvss GOpMyJibl MOXKHO WCIIOJIb30BaTh COYETAHMs KJIABWII [Tl y/IAJIEHHUS
TekcTa (cM. pasnen 4.2.10).
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4.9 IIpaBka conep:KIMOro
4.9.1 OT™MeHa u Bo3BparT eHCTBHI

4.9.1.1 OTrMeHuTH NOCJIEAHEe BHIIIOJIHEHHOE NeiiCTBHe

[TocnenHee neiicTBUe, BHIIOIHEHHOE C COJEPXKUMBIM JJOKYMEHTa, MOXXHO OTMEHUTb.
J17151 3TOr0 BOCIIOB3YHTECh OJTHUM U3 CJIeIYIONIHUX CIIOCOOOB:

— Boibepute nyHkT koMaHaHOro MeHto IlpaBka > OtmenuTs (cM. Pucynok 230).

i

Mpaeka Bcraeka @opmar Wuctpymedts  Bug

T OTMeHUTE Ctrl+Z
" MNoetopuTh Ctrl+¥
4 Beipesath Ctrl+X
Kenwposate Ctrl=C
|E| Becraeute Ctrl+V

Pucynok 230 — Komananoe mento IlpaBka

— Ha nanemn wHcTpymeHTOB, B pasneiie IIpaBka HaXMuTe KHOIIKY D) (OTMeHuUTB)

(cm. Pucynok 231).

Dain  [paeka Beraska Popmat  MHotpymedts Bug

+ By XD By &

AoBaenTe IE;] b (—_) C) Q

HM3GpaHHoe @ann Mpaeka

Pucynok 231 — Knonku Otmenuts 1 IloBTOPUTH

— Ilpu pabotre B8 OC Windows HaxkmuTe codetanue kiasuil Ctrl+Z vnu Alt+Backspace,

nipu pabote B macOS — couyeranue kiaBuill $Cmd +Z.

YToObI OTMEHUTH HECKOJIbKO MOCJIEQHUX OEeUCTBUM, BBIIIOJIHUTE KOMdHly OTMEHbI

HEeCKOJIbKO pda3.
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4.9.1.2 ITIoBTOPHUTH pe3yIbTAaT OTMEHEHHOIO JIeHCTBHSI

OTMeHeHHOe [leliCTBUe IIPY HeOOXOJUMOCTH MOXKHO ITOBTOPHUTb.
J1j1s1 3TOr0 BOCHOJIB3YHTECh OMHUM U3 CIIeAYIOLIUX CIIOCOO0B:
— Bribepute nyHkT koMmanaHoro MeHto IlpaBka > IloBroputs (cMm. Pucynok 230).
—
— Ha nasenu uncTpymeHTOB, B pasfene IIpaBka Haxxmure KHONKy (.~ (IloBTOpHTB)
(cMm. Pucynok 231).
— Ilpu pabore B OC Windows Haxkxmute couertanue kiasuinl Ctrl+Y / Ctrl+Shift+Z /

Shift+Alt+Backspace. [Ipu pa6ote B macOS HaxkmuTe codetanue kiaBuil $Cmd+Y.

YTo0bbI IMOBTOPHUTL HECKOJIbKO IIOC/IIEAHHUX OTMEeHEHHbIX JIIeVCTBHM, BBIIIOJIHUTE KOMaHy

IIOBTOpA HECKOJIBKO pas.
4.9.2 Bydep odomena

4.9.2.1 Beipe3aTh WM KOIIUPOBATh TaHHbIE

[Tpu BbIpe3aHuM [laHHBIe yJAJSIOTCS M3 AOKYMeHTa U romelnarTcs B 6ydep obmena. Ilpu
KOIIMPOBaHWY JIaHHbIe He 3MeHSI0TCS B IOKyMeHTe, a B Oydep o6MeHa nloMeljaeTcsi UX KOIUSI.

JlaHHBIe BbIpE3al0TCs U KOMUPYIOTCS C COXpaHeHHeM (GOpMaTUpPOBaHUSI.

Brlpe3aHHble WM CKONMPOBaHHbIE JJAHHbIE MOXHO MCIIOJIb30BaTh KaK il BCTaBKU B
npusnoxennnd «MoitO¢uc Tekcr», Tak M A BCTaBKM B JIPYIMX NPUIOXKEHUsX, Halpumep, B
npwioxxeHny «MorOdduc Tabmumay.

YTo6b! BbIpe3aTh JaHHbIE, BHIIOJIHWATE CllefyIollre 1elCTBUS:

1. Boipenure naHHBIe, KOTOpble HEOOXOIMMO BbIPE3aTh.

2. BbinonHKTe KOMaHAy BbIpe3aHUsl OJJHUM U3 CIIeYIOIMX CII0COO0B:

— Bribepute nyHKT KOMaHHOTO MeH!o IIpaBka > Boeipe3ats (cMm. Pucynok 230).

— Ha nanenu uHcTpymeHTOB, B pasfeiie IIpaBka HaXXMUTe KHOIKY b (Boeipe3ats)
(cm. PucyHnok 232).

— IlpaBo¥i KHONKOM MBIIIY IIEJIKHUTEe IO BbIJIeJIGHHOMY COJ/IEP>)KUMOMY U BBITIOJIHUTE
KOMaHJly KOHTeKCTHOT0 MeHI0 BrIpe3ars.

— Haxmure coderanue knaBuin Ctrl+X wmm Shift+Delete npu pabore 8 OC Windows

um codetanue kiauin $Cmd+X mpu pabote B macOS.
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@aiin  [lpaska Beraeka @opmar  MHotpymentm Bug
+ v % B~ &v
JobaeuTe g] ht <__j 7 Q

M3GpaHHoe ®ann Mpaeka

Pucynoxk 232 — Knonku Beipe3aTs 1 KonmpoBaTh

YTOoOBI CKOMTMPOBATH JIAHHBIE, BHITIOJIHUTE CIIeIyIONIre JeHCTBHYS:

1.
2.

Brigenurte nmaHHbIe, KOTOpbIe HEOOXOIUMO CKOTTMPOBATh.

BrinosHuTe KOMaH/1y KOMMMPOBaHUsSI OJTHUM U3 CJIeIyIONIHUX CIIOCOOOB:

Bri6epute nyHKkT komaHiHOro MeHio IIpaBka > KonmupoBats (cM. Prucynok 230).
Ha nanenu uncrpymenTos, B pa3zeie IIpaBka Haxkmute kHOTKY ' (KonmupoBaTs)
(cM. PucyHnok 232).

[TpaBo¥i KHOIIKOM MBIIIM I[eJIKHUTE I10 BbIJIeJIeHHOMY CO/IepXXUMOMY U BBIIIOJIHUTE
KOMaH/ly KOHTeKCTHOro MeHio KonupoBaTs.

Haxxmure coueranue kiaBui Ctrl+C umu Ctrl+Insert npu pabote 8 OC Windows

unu couetanre kiasui $Cmd+C npu pabote B macOS.

4.9.2.2 BcraBuTh NoCJIe/HIe BhIpe3aHHbIe WIH CKOITHPOBaHHbIE TaHHbIe

HJIS[ BCTABKHW [JOCTYIIHbI IIpeABAPUTEJIbHO CKOIIMPOBAHHbLIE WJ/IM BbIpe3dHHbIe JdHHbIE,

Haxojsirecs B 0ydepe oomeHa. JlaHHble u3 Oydepa oOMeHa MOXXHO BCTaBUTh C COXpaHEeHHWeM WUIIN

0e3 coxpaHeHUsl UCXOAHOTO GOPMATHPOBAHUSI.

YToOBI BCTABUTH JlaHHble C COXpdHeHHeM HCXOOHOTO (1)OpMaTI/IpOBaHI/ISI, BBITIOJTHUTE

CJIeZIyIolre IeNCTBUS:

1.

YcraHoBUTE KYypCcOp B TO MeCTO JIOKYMeHTa, KyJla HeoOXOIMMO BCTaBUTh JaHHbIEe, WX

BbIZIEJIUTe TeKCT (00BeKT), KOTOPBIM HY>KHO 3aMeHUTh Ha JJaHHble U3 Oydepa oOMeHa.

BrimonauTe KOMaHy BCTdABKH OJHUM U3 CJIEAYIOIIUX CIT0CO0O0B:

Bri6epute nyHkT komanaHoro MeHio IIpaBka > BeraButhb (cMm. Pucynok 230).

Ha nanenu uHCTpyMeHTOB, B pasfieiie IIpaBka HaXkMHTe KHOIIKY N (BcTraBuTh)
(cm. PucyHnok 233).

Ha manenu uHCTpyMeHTOB, B pasnesie IIpaBka HakmMuTe Ha CTpeJIKy CIpaBa OT
KHOIIKH [[] (BcraBuTb) ¥ B BhINIAJAIOIEM CIIMCKe BbIOepuTe KOMaHy BcTraBUTB.
[[lerykoM TIPaBOM KHOMKK MBI OTKPOMTE KOHTEKCTHOE MeHIO U BBLINIOJIHUTE

KOMaHy BcraBuTth.
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— Haxwmure coderanue kinaBui Ctrl+V wmu Shift+Insert mpu pabore B OC Windows

Wi coderanve kiaBuil $Cmd+V mpu paborte B macOS.

Daiin [paeka Beraska Qopmar  Weorpymedts Bug  OBwwi gocty

+ M [ |E% é A KO Thames
Jo6aenTs g] " S

HM3GpaHHoe d®ain Mpaeka

Iﬁ BctaButh

BCTaEWTe TONBKD TEKCT

Pucynok 233 — Knonka BcraButh

[Ipu BcTaBke maHHBIX 6e3 coxpaHeHHs HCXOAHOro ¢opMaThpoBaHusl U3 Oydepa obmeHa
BCTaBJISIETCS TOJIbKO TEKCT. TakK, Mpy BCTaBKe TabJIUIbl, PUTYPBI C TEKCTOM WM CChUIKU B JIOKYMEHT
BCTaBJISIETCSI TOJIBKO TEKCT, KOTOPBIA COJIepXKaT JaHHble O0beKThbl. ECiM B CKOMMPOBAHHOM WU
BbIpe3aHHOM dparMeHTe COfiep>KaTcsi U300pakeHHsl, TO OHU B IOKYMEHT He BCTaBJISIFOTCSL.

K Tekcry, koTOpBIM BCTaBisiercs U3 Oydepa oOMeHa, IpUMeHsIeTCSl CTUJIb TOIO TeKCTa, B
KOTOpBIN OH JTo6aBiiseTcs (cM. paznen 4.3.2).

YToOb! BCTaBUTD IaHHBIE 6e3 NCXOTHOTO (pOpMaTHPOBaHMS, BBIIOJIHUTE CIIeIyIOIie JeHCTBUS:

1. YcraHoBuTe Kypcop B TO MeCTO JJOKYMeHTa, Ky/Ja HeoOXOJUMO BCTaBUTH JaHHbIE, WIH

BbIfIeJIUTe TeKCT (00BEeKT), KOTOPBIM HY>KHO 3aMeHUTDb Ha JlaHHbIe U3 Oydepa obMeHa.

2. BeinonHuTe KOMaHIy BCTaBKU OJIHUM U3 CJIeyIOIMIMNX CII0COOO0B:

— DBribepute nyHkT komaHaHoro MeHi IIpaBka > BcTaBHUTB TOJIBKO TeKCT

(cm. Pucynok 234).

Mpaeka Bcraeka @opmar  Wactpymente Bug  OF

= OTMEHWTE Ctrl+Z

" TNoetopute Ctrl=¥

o  Boipesats Ctrl+X

Konupoeate Ctrl+C

[y Beraeute Ctrl+V
BETaBWTE TOMLKD TEKET

Pucynok 234 — Komangnoe mento IlpaBka

— Ha mnanenmu uHcTpymMeHTOB, B pasfeiie IIpaBka HaXMHUTe Ha CTpeJIKy CIpaBa
OT KHOIKA [[] (BcraBuTh) U B BBINQJAIOLEM CIHCKe BblOepuTe KOMaHAY

BcraBuTh TOBKO TeKCT (CM. PucyHok 233).
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- H_IeJ'IUIKOM Hp&BOI:I KHOIIKM MBbIIIN BbI3OBHUTE KOHTEKCTHOe MEeHIO W BBIIIOJIHHUTEe

KOMaHOy BcraBuUTH TOJIBKO TEeKCT.

4.9.2.3 BcTraBUTH JJaHHBIE U3 paclIpeHHOro 0ydepa obMeHa

B mnpunoxennn «MouOduc Tekct» mocTyrieH pacimpeHHbd Oydep obmeHa. B Hem
OJTHOBPEMEHHO MO>eT XpaHUThCS 710 10 CKOMMPOBAHHBIX WJIM BbIPe3aHHbIX CJIOTOB. Kaxknas HoBas
3alKCh 3aHMMaeT MecTO CaMOI'o CTaporo CJIOTa B CIIKCKe.

Pacmipennsiii 6ydep o6MeHa MOXHO MCIIO/Ib30BaTh [Isi KOMUPOBAHUS M BCTaBKU JAAHHBIX
u3 npuiioxxenns «MorOdduc Texct» B npunnoxenne «MorOduc Tabnuna» 1 Ha060poT.

Hannble u3 pacmdpeHHoro Oydepa obMeHa BCTaBJISIIOTCS C COXPAaHEHWEM HCXOIHOTO

¢dopmaTrpoBaHUs.

4.9.2.3.1 BcraBuTth jaHHbIie

YTo6bI BCTaBUTH JJaHHBIE M3 pacIIMpeHHOro Oydepa 0OMeHa, BBIIIOJIHUTE CJIe/TyIOlHe IeUCTBUSI:
1. YcraHoBuTe Kypcop B TO MeCTO JJOKYMeHTa, Ky/la HeoOXOJUMO BCTaBUTb JaHHbIe, WIH
BbIJIeJIUTe TeKCT (0O0BEeKT), KOTOPBIM HYKHO 3aMeHHUTh Ha JlaHHbIe 13 Oydepa oOMeHa.

2. OTkpo¥iTe cogep>XUMoe paciipeHHoro 0ydepa obMeHa OJJHUM U3 CJIeQYIOIIUX CII0COOOB:

— DBruibepute nmyHkT komanHaHoro MeHio IIpaBka > BcraButh M3 Oydepa odOMeHa

(cM. PucyHnok 235).

Mpaeka Bcraska @opmat  Mootpymentsr Bug  OBwwi goctyn lNognucka  Cnpaeka

D Ormenuts e X0 Thames v 14 v AT AT
" [oeTopwTe Ctrl+Y
W K Y4 AB T o Av &
oo Bmpesats Ctrl+X
UpwudT
Konupoeats Ctrl+C
[y Bcrasuts Ctrl+V
BcTaenTe ToNbKD TEKCT
BcTaguTte W3 Bydepa obueHa k ¥ nywomopen ay6 s3enEduiii;
3n E :
A KonvposaTe dopMaTMpoBaHne Ctrl=Shift+C B e
MNprmMeHUTE dopMaTHRoBEaHWE Ctrl+5Shift+V Wctopun Gydepa obmena Ctrl+Alt+Shift+V
OureTHTE
Bmgenwts Bce Ctrl+4

Pucynok 235 — JlaHHble B paciivpeHHOM Oydepe oOMeHa
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— IlemukoM MpaBOM KHOINKH MBI OTKPOHTE KOHTEKCTHOe MEHIO U BBIIOJIHHATE
koMaHy BecraBuTh u3 6ydepa oomeHa.
3. B oTkpbIBIIEMCs TTOJIMEHIO BHIOEpUTE JIaHHBIe JJIsl BCTABKH.
s ynoberBa paboTel copepxumoe Oydepa o6MeHa MOXXHO OTKPBITh B OT/IEJIbHOM OKHe.
JIJ11 3TOTr0 BBIMIOJIHUTE OJTHO M3 CJIEAYIOIIUX JIeHCTBUM:
— Broibepute myHkT komanaHoro MeHio IIpaBka > BcraButh u3 0ydepa obmena >

Hcropus dydepa oomena (cM. PucyHok 236).

Mpaeka Beraeka @opmat MHcTpymedte Bug  OBwwid goctyn  Mognwcka Cnpaeka

D Ormenuts Lk X0 Thames v 14 v AT AY
" MoeTopute Ctrl+Y
K 4 AB T = Av &~
oo Boipesats Ctrl+X
UpudT
Kenwpoeates Ctrl+C
[y Bcrasuts Ctrl+V
BcTaenTb TonbKo TEKCT
Bctaeute vz Gydepa obmeHa k ¥ nywomopea ayb 3enéHmii;
3n 5] 3
A KonupoeaTs dopmaTmposaHne Ctrl+5hift+C ATAR Lienh HA Ayne Tou
MpUMeEHUTE $opMaTHpOBaHWE Ctrl+Shift+V WMcTopua Bydepa obmena Ctrl+Alt+Shift+V
OumcTuTe
BmaenuTs BCe Ctrl+A

Pucynok 236 — Komanap! ynipaBiieHus paciuiipeHHbIM Oydepom o6MeHa

— OTkpoiiTe KOHTEKCTHOEe MEHIO IIeTYKOM IpaBOM KHOIIKM MBIIIK IO JII060OMYy MecTy
JIOKyMeHTa U BBITIOJIHUTe KoMaHy BcraBuTh U3 0ydepa oomena > Mcropusa dydepa
obMeHa.

— Ilpu pabore B OC Microsoft Windows HaxkmuTe coderanue kiaBuil Ctrl+Alt+Shift+V,

npu pabote B macOS — coderanue kiapui ~Option+{Shift+Cmd+V.

[Io ymomuanuio okHO paciiupeHHoro Oydepa obmeHna (cM. Pucynok 237) pasmernaercs
PSIIOM C BBIJIeJIEHHBIM TeKCTOM WIA O0BeKTOM JIoKyMeHTa. UToObl U3MeHUTh pa3MellleHHe OKHa,
IepeTanuTe ero 3a 3arojioBOK, yAepKUBasi HAXKaTOM JIeBYI0 KHOIKY MBIIIIH.

[Tpu pabote c pacuivpeHHbIM 6ydepom obMeHa:

— TIepeMellleHHe IO cjoTaM Oydepa oOMeHa OCYIIECTBISIETCS C IIOMOIIbIO KJIABMII

KJIaBUATYpHI | U T;
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— BCTaBKA BBIJIEJIGHHOTO cjoTa K3 Oydepa obMeHa B yKa3aHHOE MeCTO JOKyMeHTa
OCYIIIeCTBJISIeTCS 111eJTYKOM JIeBOW KHOIIKY MBIIIIY WX HaXkaTheM Ha KiaBuilly Enter;

— nepeMeleHue ¢GoKyca Mexay AOKyMeHTOM U OydepoM oOMeHa OCYIIeCTBIISIeTCS
kiiaBuieit Tab.

YToOBI 3aKpBITH OKHO pacIIMpeHHOro Oydepa obOMeHa, HaXXKMHUTE Ha KHOIIKY B ero

3dI'0JIOBKe.

ﬁ BmBop TekcTa A0A BCTABKM

¥ nykonmopen ay6 senénoin;dnatan uene Ha gybe Tow:
M aHEM W HoubH KOT yuEHBIRBCE xoguT No Uenw K...
WMaér Hanpaso - necHb 3asoguT, Haneso - ckasky ro..
Tam uyaeca: Tam newwid GpogwT,Pycanka Ha BeTeAx ...
AC MywkwH

Mz noamm "Pycaan v Miogmuna”

Pucynoxk 237 — Pacmupennbiii 6ydep oomeHa

4.9.2.3.2 OyuCcTUTH HCTOPUIO PacIIMpeHHOro 0ydepa odoMeHa

YTOOBI OYMCTUTH HCTOPHIO paclIMpeHHOro Oydepa obOMeHa, BBINOIHUTE ClleyIOlIre
JeUCTBUSA:
1. OTtkpoiiTe IOJIMEHIO paclIMpeHHOro 6ydepa obMeHa OJHUM U3 CIIeYIOIUX CII0COOO0B:
— DBruibepute nyHkT komanHaHoro MmeHio IIpaBka > BcraButh M3 Oydepa odOmeHa
(cM. PucyHnok 236).
— OTkpo¥iTe KOHTEKCTHOe MeHIO IIIeJTYKOM IIPaBOM KHOIIKW MBIIIY 110 JIF060MYy MecTy
IIOKYMeHTa U BBINIOJIHATe KoMaHly BcraBuTh 13 0ydepa oomena.

2. B ortobpa3zuBiieMcs noMeHI0 BbibepuTe KoMaHy O4YUCTUTS.
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4.10 MakeT cTpaHHIIBI

4.10.1 ITapamMeTpHI CTPaHULIBI

HapaMEprI CTpaHUIbI HACTPAMBAIOTCA IIpWU IIOAI'OTOBKE JOKYMEHTa K IIe4dTHu

(cMm. paznen 4.1.8). K mapamerpam CTpaHUITbI OTHOCSTCS:

— OpHWeHTAIUs CTPaHUIIBL;
— pa3mep Oymaru Jijisi levarTy;

— II0JId JOKYMEHTa.

HapaMeprl CTPaHUIbI MOXHO HACTPOUTH KaK I BCEro NOKyYMeHTd, TaK WU IJid ero 4daCTH.

HaHpI/IMep, AJik CTpaHUIbI JOKYMEHTd, Hd KOTOpOﬁ PacCIloJIoKeH PpHUCYHOK WU TaGJ’II/IHa, MOXXHO

BBIOPATh aJIbOOMHYIO (BEPTUKAIIbHYI0) OpPHMEHTAIIHIO.

Ecmm NapaMeTpbl CTPAHUIBI HYXXHO HACTPOUTb TOJIBKO [JIA YdCTHU JOKYMEHTd,

IpeaBapyuTesIbHO BBIIIOJIHWUTE ClIeAYyIoliye JIeVICTBUS:

1. JoGaBbTe pa3pbIB pasaena (cM. paszaen 4.10.5) 1o 1 mocsie TpebyemMo 4acTH JJOKyMeHTa.
2. YcraHOBUTe KypCOp, BbIIeJIUTe 4acThb TeKCTa WM TeKCT LIeJIMKOM B TpebyeMoll 4acTu

HAOKYMeHTad.

YToOBI HACTPOUTD MTAapaMeTPhbl CTPAHUIII, BHITIOTHUTE CIIeAYIOIe 1eHCTBUS:
1. Otkpoiite okHo ITapaMeTpsI CTPAHUIIBI OTHUM U3 CJIEIYIONIUX CIIOCOOOB:

—  Boibepure myHkT koMaHiHOTO MeHto Paiin > Ilapamerps! crpanumb! (cM. PrcyHok 238).

®aiin  [paeka Beraeka @opmat  MHotpyme

[Y Coszgath Ctrl+N

CozaaTe no wabnony...

[ Otepeite... Ctrl+0
HegaeHwe oKy MeHTsl L4

= CoxpaHuTs Ctrl+5
CoxpaHnTe Kak.. F12
ABTOBOCCTAHOBAEHHWE k
SKCNOPT...

CoxpaHwTe wabnoH...

MNapameTpel cTPaHWLE Ctrl+5hift+P

Pucynok 238 — [lynkTt komangHoro MeHio IlapameTrpsl crpaHunbl
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— Ha nanenn wuHCTpymMeHTOB, B pasfene Paityi HaAXXMHTe Ha CTPEJIKy CIpaBa OT
KHOIIKU [— (bpicTpasi meyaTrb) M B BBINAJAIOIIEM CITHCKe BBIOEPUTE KOMaHIY

ITIapametps! crpanunb! (cM. Pucynok 239).

Daiin [paeka Beraska Qopmar WMHoTpymeHTo

p B- X80

dobBaewTs |E] v.| <_j '._

M3gpaHuoe
2 E} Emctpan nevats

& Meuats...

Skcnopt e POF

= [Mapamerpw u:TrJaHmu,blL\\T

Pucynok 239 — Komanpa IlapameTps! cTpaHunibI

—  Haxmute coyeranue kinapum Ctrl+Shift+P / {Shift+Cmd+P.
2. B okue Ilapamerpsl crpanuns!l (cM. Pucynok 240), B BbIafaroiieM CIUCKe
IIpumennTs BhibepuTe 06J1aCTh PUMEHEeHUSs ITapaMeTpOB:
— K 3TOMY pa3feiy — IMPUMEeHUTh BCe MOCJIeAyIolre U3MeHeHUs] K BBIOpAaHHOM 4acTh
JIOKyMeHTa, 000CO0JIeHHOM pa3pbIBaMU pa3zienia;
— KO BCeMy JAOKYMEHTY — IIPUMEHUTb BCe IMOCJIeJyIoll[ie U3MeHEeHUs KO BCeMy
IIOKYMEHTY.
3. B pazpenie OpueHTanms BbiOepuTe OpveHTAlMIO cTpaHull: KHinkHasa (BepTUKabHast)
iy Asib00MHas (TOpU30HTAJIbHAS).
4. B Bemagaroriem criivicke Pazmep 6ymaru BoibGepute pa3mep Oymard, Ha KOTOPOM OyzIeT
OCYIIeCTBJISIThCS IeYaTh JOKyMeHTa.
5. HacrpoiiTe nosst JOKyMeHTa:
— YtoOBl HACTPOUTH AJISI BCEX CTPaHWIl JAOKyMeHTa OJMHAKOBBIE MOJIs, YKAXKUTe UX
IIMPUHY B MOJIIX BBojla Bepxuee mosie, Hizxuee moste, JleBoe moste 1 IIpaBoe moste.
— YTOoOBI HACTPOUTH TOJIS ISl IBYCTOPOHHEH TeYaTy JOKYMeHTa, CTPaHUIIbl KOTOPOTrO
OyayT CIIMBATBCS MeXIy coO0M (Harpumep, /jisi OpOIIIOPbI UM KHUTH), YCTaHOBUTE
¢dnaxxok 3epkanbHble moss. JlaHHas HacTpoiika oOO3HA4aeT, YTO TOJIS JIEBBIX

CTpaHUIl JOKYMEHTad 6y,ILYT 3€pKaJIbHO <<0T06pa)l(aTb» I10JI ero IpdBbIX CTPAHUII.
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MapameTpel CTRPaHWLE ot
MprmeHUTE
KO BCEMY LOKYMEHTY v

OpuenTayua

Pazmep Gymarw

A (21x29.7 cn) w

BepxHee none HumxHes none
200em O 200 .

lNeeoe none Mpaeoe none
300em O 150em .

?:’|3I'3."I: HBIE NONA

Pucynok 240 — Okno ITapameTps! cTpaHUIBI

B nonsx BBoma Bepxuee mosne n HunxHee mose ykaXxuTe HIMPHMHY BepxXHero u
HIWDKHEro Imojled  JokyMeHTa. B mnosme BHyTpeHHee moJsie  ykaxure
IIMPUHY BHYTPEHHUX IIOJIed — II0JIed, PAaCIIOJIOKeHHBIX PSIOM C IleperuieTOM.
B nmnone Baemnee mosie yKaxWTe IIWPHMHY BHEIIHHUX I[IOJeM — TIOJIeH,

PAacCIIOJIO’KEHHBIX 'y IIepeiHero O6p€38 KHHUTHU HUIIA 6p0LHIOpr.

3epKaJ'[beIe IMoJIA MOXXHO YCTaHOBUTDH TOJIBKO JIS1 BCeI'O JOKYMEHTd, HO He IJid
ero 4acTi. HOBTOMY JaHHas1 HaCTpOfIKa dKTHMBHA, eCJId B BbIIIaJJdlOIIeM CIIMCKe

IIpumeHuTH BIOpaHO 3HaYeHUe KO BCeMY TOKYMEHTY.

6. Haxwmwure kHonky OK.
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4.10.2 Koy1oHTHTYJIBI

KonoHTrTY Bl pacosiaraloTcsl Ha KaKA0M CTpaHUIle JOKyMeHTa B BepXHeM U HM)KHeM IIoJjie
(cm. pasgen 4.11.1.1). B koJOHTUTYIaX MOXKHO pa3MecTUTh UHGOPMAIIUIO, KOTOpast He OTHOCUTCS K
OCHOBHOMY TeKCTy JOKyMeHTa, a HOCHAT WHQPOPMAIMOHHBIM WM OQOPMUTENIbCKUM XapakTep.
Hanpumep: Homepa ctpanui] (cMm. pasgen 4.10.3), Ha3BaHMe JOKyMEHTa WM €ro OTAeNbHBIX
pas/ienos, JIOTOTUI KOMIIAHUHU U T.J.

HWndopmanysi, paMelnieHHasi B KOJIOHTUTYJIaX, YHUKaJIbHA JUIs KQKA0I0 pasjesia J0KyMeHTa

(cMm. paznen 4.10.5).

4.10.2.1 HacTpouTh KOJIOHTHTYJIBI

YTOoOBI HACTPOUTH KOJIOHTUTYJIbI, BHITIOJIHUTE CJIeIyIOIIHe IeHCTBUS:

1. YcraHoBuTe Kypcop Ha Jito0od cTpaHuie paszziena (cMm. pasmen 4.10.5), B koTopom
HY>KHO HaCTPOWUTb BepXHUeE WIM HM)KHHEe KOJIOHTUTYJIBL.

2. llepeiute B pexvM pelaKTUPOBAHUSI BEPXHUX WM HWKHUX KOJIOHTUTYJIOB OJHUM U3
CJIeIyIOIIUX CIIOCOOOB:
— DBruibepute nyHkT koMaHaHoro MeHio BcraBka > KosonTutyner > Bepxwuii

KoJIOHTUTYJ1 / HrkHuii KosioHTUTYJ (cM. PrcyHok 241).

Becraeka @opmar  Moctpymedtsr Bug  OBwwid goctyn  lMognwcka  Cnpa

DEZ 2 P T KO Thames w14

TekcTosoe none .

J Ourypa » K K 4 AB T -
WpndT

EH TabBawua..

M) ®opmyna..

CneynanbHBIe CHMBOABI..,

'=  Paspbie cTpannup Ctrl+Enter

'= Paspbie pazgena

Tt Homepa ctpaduy, b

H  KonoHTuTyab P [5] BepuHuii konoHTUTYR

=:  OrnagneHwe E  HusHuid koaoHTUTYN

¢ Copinka... Ctrl=K

Pucynok 241 — Komangaoe menio BeraBka

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MH», 2013-2024 229



MonOdonc

— Ha mnasenn wWHCTpymMeHTOB, B pasfieie BcraBka HaxmuTe KHOIIKY -==. Ha

0TOGpA3MBIIEHCS TAHENM BCTaBKM BbiGepute — Komonrurynasr > Bepxmmii

KOJIOHTUTYJI / HinxHuii KosmoHTHTYJ (cM. PucyHok 242).

AabBoBBl AaBoBseI' AaB6BslT

3aronceok 2 Jaronceck 3 Jaronceck 4

% BepxHWR KOMOHTUTYA

@ HWAHWA KOROHTUTYA

LT

€

E® B @& H[E

aC

00 & ar

|
@

AR

Hzobpaxerve..,

TekcToBDE NONe

Durypa

TabBawua...

Dopuyna...

CI'IE'LI,MEJ'II:HI:IE‘ CHMBEOAR...

Paspwie cTpaHuuw
Paspuie pasaena
Homepa cTpanuy,.

KonoHTUTyAM

OrnagneHne

Coulnka...

MepekpecTHan CopaKa..,

Jaknagka...

CHocka

Pucynok 242 — [1aHenb BCTaBKU

HHY M @)~ &

—  YTo0OHI HAaCTPOUTb BePXHHUE KOJIOHTUTYIJIbI, IIOABEAWTe KypCOp MBbIIIN K BerHEI;’I

YdCTHU CTPAHUIIBIL. YT00OBI HACTPOUTb HWXXHHE KOJIOHTUTYJIbI, IIOABeAUTe KypCop

MBIIIIH K HUKHEU 4aCTH CTPAaHUIIbL. KOFJIEI KypcCop 1npumeT BU[

IIIeJIKHUTe MBIIIBbIO.
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3. OTkpoiTe MaHeb HACTPOEK KOJIOHTUTYJIOB OJJHUM U3 CIJIeAYIOIIUX CIIOCOOOB:
— Ilom win HaI KOJOHTUTYJIOM HakmMuTe KHONKYy IlapameTrpsl U B BbIaJarolemM
cnucke BblOepuTe NyHKT HacTtpoiikum BepxHero kojoHTHTyJIa / Hacrpoiiku

HIDKHEro KOJIOHTHTYJIA (cM. PucyHok 243).

BepxHWi KOAOHTUTYA Mapametpel
HacTpoiikn BepxHero konoHTUTYE
Y0anuTe BEPXHNA KOAOHTUTYA

Homepa cTpanuy,

Pucynok 243 — [lyaxt HacTpoiiku BepxHero KOJIOHTUTYJIa

— Ha 6okoBoii aHem HaKMUTEe KHOIIKY @ (BepxHuii KOJIOHTHUTYJI) WU @ (HroxHmi
KOJIOHTHTYJI) (cM. PucyHok 244).

4. Ha naHenu HaCTpOeK KOJIOHTUTYJIOB YKaXXHUTe TpebyeMble apaMeTpsl (CM. Tabmuiy 12).

0

= BepxHWiA KONOHTUTYA

Hactpoiikn Homepa erpaHuy g

BepxHWiA KonoHTUTYA lNapametpel OTcryn of BepxHero
KpaA cTpaHmLbl

1,27 cm

Ocobrii 4nA NepECA cTpaHnL

PazHble YETHBIE M HEUETHEIE CTRaHUUB!

Pucynok 244 — IlaHenb HaCTpoeK BepXHEro KOJIOHTHUTYIIA

5. JlobaBbTe B KOJIOHTUTYJI JaHHbIe: BBeIUTe TeKCT WM BCTaBbTe TpeOyeMblii 00BekT. [1pu
HeoOXOJUMOCTA POpMaTHUPYHTEe COJEep>KMMOe KOJIOHTUTYJa. Eciu BblOpaH 0COOBIN
KOJIOHTUTYJI JIJIsI [IePBOM CTPaHMIIbI W/WITK pa3Hble KOJIOHTUTYIIbI [Isl YeTHBIX U HeUeTHBIX

CTpaHHII, 100aBbTe U GOPMATHUPYUTE COJIEPXKUMOE B KOJIOHTUTYJIe KaXK0Tr0 THIIA.
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Ta6usmma 12 — IlapameTpsb! KOJIOHTHTYJIOB

ITapametp Onucanue

OTCTyTI OT BEPXHEro Kpasa CTPAaHUIIBI; OTCTYH OT BEpPXHero Kpas CTpaHUIIbI 1O CTPOKKU BBOJd JdHHBIX

OTCTYI OT HUKHETO Kpasi CTPaHUIIBI B BEPXHEM KOJIOHTHUTYJIE,

OTCTYH OT HUKHET'O Kpad CTpAaHUIIBI 10 CTPOKKU BBOd [JdHHBIX B
HW)XHEM KOJIOHTUTYIJIe.

OcoOblii KOIOHTUTYJI AJIsl IepBOM [To3BomsieT co3maBaTh YHHUKAIbHOE CO/IEPXKUMOe B
CTPaHUITBI KOJIOHTUTYJIaX KaK Ha IMepBO CTPaHUIle BCero JOKYMEHTa, TaK
Y Ha TIePBOU CTpaHUIIe JII060T0 M3 Pa3felioB.

IIpu ycraHoBke ¢piiaxkka 0COOBIM KOJIOHTUTYJIOM CTAHOBSTCS U
BEepXHUU, U HWOKHUHN KOJIOHTUTYJI [IepBOY CTPAaHMULIBL.

Ecnu dnaxkok ycTaHOBJIeH, IpUiIoXKeHre 3alIOMUHAET JIaHHbIe,
KOTOPBIe BBOJIATCS B 0COOBIN KOJIOHTHUTYJI, U TIPH
YCTAaHOBKe/CHATUH (iakKa OTOOpaXkaeT/CKphIBAeT UMEHHO 3TH

JaHHbIe.
Paznrnie KOJIOHTHUTYJIbI [JId YeTHbIX U HpI/IMEHHETCH OIHOBPEMEHHO KaK [Jid BepXHUX, TaK U JJI1
He4YeTHLIX CTPaHUI] HW)XHUX KOJIOHTHUTYJIOB.

OmnpeneneHye YeTHOCTH ¥ HEYETHOCTH CTPAHUIT BCEra
HAYMHAETCS C IePBOY CTPaHUIIBI IOKyMeHTa, BHE 3aBUCUMOCTH
OT HaJIM4MS pa3/iesioB.

YTo6bl OBICTPO IepeHTH OT HACTPOWKM BepxHero K HAaCTpPOWKe HIKHEro KOJIOHTHTYIIA,
BbIJIEJINTe HW)KHUM KOJIOHTUTYJI OHUM II1eJIYKOM MBIIIU. [laHesnb HacTpoek BepXHero KOJIOHTUTYJIA
3aKpOeTCsl ¥ OTKPOETCS ITaHeJIb HaCTPOeK HMDKHero KOJIOHTUTYA. AHaJIOTUYHO MOXXHO ITIeperTH OT
HaCTPOUKY HUKHET'O K HACTPOMKe BepXHero KOJIOHTUTYIIA.

[Tanenb HacTpoek BEPXHUX WIM HUXHUX KOJIOHTUTYJIOB 3aKpPBIBAETCSl aBTOMAaTU4eCKH IIpPU
BBIXO/le U3 peXXuMa peJlaKTHPOBAaHUS KOJIOHTUTYJIOB. IIpy Heob6xoauMMoCTH ee MOXKHO CKPBITh
BPYYHYIO BO BpeMs pabOoThI C KOJIOHTUTYJIAMHU.

J17151 3TOr0 BBIIIOITHUTE OJJHO U3 CIIeIYIOIINX JeUCTBU:

— B BepxHeli yacTu maHenu HAXXMUTe KHOTIKY =2 (cM. PucyHok 245).

— Ha 6okoBOi maHenu HaXMHUTe KHOIIKY @ (BepxHuii KOJIOHTHUTYJI) WIH @ (Hyoxwwi

KOJIOHTHUTY.JI).

YTo6bl 0TOOpA3WTh NaHesb, TOBTOPHO HAXXMUTE KHOIKY @ (BepxHuii KOJIOHTHTYJI) WA

@ (HroxHMit KOJIOHTUTYJI).
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My
BepxXxHWIA KONOHTUTYA Q
Hactpoikn Homepa crpaHwy @
MapameTpel 0
TCTYMN OT BEPXHErO
- P 127 cm

A

KpaA cTpaHWLbl

Ocobblil AnA NepBEOF cTpaHKUE

PazHkle YeTHEIE M HEYETHRLIE CTPaHKWLUB

Pucynok 245 — KHoriku yripaBiieHUSs! TaHEJbIO

YToObl BBIMTM U3 peXuma PpeJlaKTUPOBAHUS KOJIOHTUTYJIOB, BBIIIOJIHUTE OJIHO U3
CJIeIVIOIUX JeUCTBUIMA:

— JIBaXXIblI LIIeJIKHUTeE I10 TEeKCTY JIOKYMeHTa 3a MpejleJlaMi KOJIOHTUTYJIOB.

— Haxmure KHOIIKY | [I0JT WX HaJ KOJIOHTUTYJIOM.

— Haxwmure kinaBumy Esc.

4.10.2.2 YpanuTh conep:KuMoe KOJIOHTUTYJIOB

[Ipy HEOOXOUMOCTH MOXKHO YJIAJIUTh COIEP>KUMOe BePXHUX WIM HUXKHUX KOJIOHTUTYJIOB B
BbIOpaHHOM paszfienie oKymeHTa (cM. paszmen 4.10.5). Ilpu ymanmeHuum [eWCTBYIOT CiiefyroIliue
MpaBuJIa:

— Ecm [okyMeHT CONIepKUT TONbKO OJIMH pasfiell, TO COAepXXUMoe KOJIOHTUTYJIOB

yAaJisieTcsl BO BCeM JIOKyMeHTe.

— FEcmu ycraHoBieH 0cCOObI KOJIOHTUTYJ JUisi TIEPBOM CTPaHUIIBI, TO COJIePKUMOe
KOJIOHTUTYJIOB TIepBOM CTpPaHUIIBI U COJIEPXKMMOe KOJIOHTUTYJIOB pasfiefia HYXKHO
yIAJISTh TI0 OT/IeIbHOCTH.

— Eciu B pasfiene HacTpoeHbl pa3Hble KOJIOHTUTYJIBI JIJIs1 YeTHBIX ¥ HeYeTHBIX CTPAHUII, TO
yaansieTcsi CojiepXKuMoe KOJIOHTUTYJIOB TeX CTPaHHIl, KOTOpble aHAJIOTUYHbBI BLIOpAaHHOM
npu ynaneHuu. Hampumep, mpu BeIOOpe 4YeTHOM CTpPaHUIIbI YAJIsSeTCsS CO/IepXKUMOe

KOJIOHTHUTYJIOB YeTHBIX CTPAHHII.
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YTOoOBI yIaUTh COJIEPKMUMOEe KOJIOHTHUTYJIOB, BLITIOJIHUATE CeIyIOIIye JeHCTBUS:

1. YcraHoBuTe Kypcop Ha CTpaHMIle paszfieia, B KOTOPOM HYKHO YJalIUTb COfepXXUMoe

BepXHHUX WUJIKN HUXXHHUX KOJIOHTUTYJIOB. HpI/I OTOM:

— Ecm B pa3zeiie HaCTpOoeH OCOOBIH KOJIOHTUTYJI JIA HepBOﬁ CTpaHUIIbI, TO MOJI

yAaJieHus COJIepP>KMMOT0 KOJIOHTUTYJIOB Ha MepPBOM CTPaHHUIle YCTAHOBUTE KypCcop Ha

MepBoM CTpaHHWIle, a [JIsl yJaJeHds COJep>XXUMOIro KOJIOHTUTYJIOB Ha JPYyrUX

CTpaHMIaX — Ha JIFOOOW JIPYrou CTpaHUIle pasfiena.

— Ecm B pa3zeiie HAaCTPOeHbl pd3Hble KOJIOHTUTYJIbI [JI YeTHbIX W HEeYETHBbIX

CTpaHHUI], YCTAHOBHUTE KYpCOP H4 YeTHOM CTpaHHUIle, YTOOBI YAAJIUTb COAepXUMoe

KOJIOHTUTYJIOB Ha 4YeTHBIX CTpaHMIAX, WIA YyCTaHOBUTE KypCOpP Ha HeYeTHOH

CTpaHHIIe, YTOOBI YAAJIIUTh COAEepPXHUMOe KOJIOHTHUTYJIOB Hd HEYETHbIX CTPpdHHIAdX

pa3aeiia.

2. HEPEfIHHTe B peXXUM peldKTHUPOBAHUS BePXHUX WJIIM HUKHUX KOJIOHTUTYJIOB OJHUM M3

CJIeIyIOIIUX CIIOCOOOB:

— DBruibepute nyHKkT koMaHaHoro MeHio BcraBka > KosonTHTynbl > BepxHuii

KoJIoHTUTYJ1 / Hrnkauii kosoHTUTYI (CM. PricyHok 246).

Beraeka  ®opumar  WHotpyments Bug  OBwwid gocyn lMognucka  Cnpa

oY
22|

_"
)

-
L3

y
Bt

a[x

1 '[

[

53"

Wzobpamenne...

TekcToeoe None

Durypa

Tabamua...
Dopyaa...

l[:I'I-F."Ll,l-h':l."l bHBIE CHMBOALEL...

Pazpeie cTpaHWLE
Paspwie pasgena
Howmepa cTpanuy,
KonoHTUTYAM

CrnagneHwe

Coulnka..,

KO Thames w14
, K K 4 ABF -
WpwudT

Ctrl+Enter

4

b [5] BepxHuii konoHTUTYN

£l HusHuii konoHTHTYN

Ctrl+K

Pucynok 246 — KomangHoe menio BeraBka
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3. Ha mnaHenu WHCTPyYMeHTOB, B pasfeile BcraBka HaxMuTe KHONKy -==. Ha
OTOGpa3MBINeHCS TaHeNMd BCTaBKU BeibepuTe | KomonTHTymsr > Bepxmmii

KOJIOHTUTYJI / HinxHuii konoHTHTYJ (CM. PucyHok 247).

AaBoBBl AaBoBeIl AaB6BelT ... [_}. @ v (=] [ .

3aronceok 2 Jaronceck 3 Jaronceck 4

E Hzobpaxerve..,

IZI TekcToBDE NONe ~
& owrypa »

FHH  Tagawua.. >
Dopuyna...

E] CneynansHble CUMBOABI... >

[
= Paspwie cTpaHuuw
—
= Paspuie pasaena
Homepa cTpanuy,. ¥
% BepxHWR KOMOHTUTYA Q KonoHTuTyam ¥

N

@ HWAHWA KOROHTUTYA Ornaenenne
(_Ej Coulnka...
=1 MepekpecTHan oK.,
.,,\- Jaknagka...
AE CHocka >

Pucynok 247 — [1anenb BCTaBKU

— YToOBI yoanuth CoJilep>kKUMOe BepXHUX KOJIOHTUTYJIOB, IIO/IBEIUTE KyPCOP MBIIIU K
BepxHel 4acTU CTpaHUIbl. YTOOBI yHalUTh COJIepXKMMOe HMXXHUX KOJIOHTUTYJIOB,
MOJIBeJIUTe KypCOp MBI K HMXKHel yacTu cTpaHuIlpl. Korma kypcop mpumer BUL

WIN =, IBKOLI IIIeJIKHUTE MBIIILIO.
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4. Tlom wiv HaJ KOJOHTHUTYJIOM HakMHUTe KHOTKY IlapamMeTphl U B BBHINAAIOIIEM CITUCKE
BbIOepuTe NYHKT YAAJUTh BepXHUH KOJOHTHUTYJ / Y[IAJIUTh HIDKHUNA KOJIOHTHUTYJI

(cm. Pucynok 248).

BepxHWi KONOHTUTYA MapameTphbl

HacTpofkn sepxHerc KonoHTHTY E

s

¥0anMTe BEpXHUA KOACOHTUTYA

Homepa ctpadiy

Pucynok 248 — [1lyHkT YmaauTh BepXHUH KOJIOHTUTY.JI

4.10.3 Homepa cTrpanu

B xomonTuTynax mokymenTa (cMm. pasgen 4.10.2) MokHO oTOGpasvWTh HOMEpa CTPAHHUIL.
Howmepa cTpanuil MoryT oTOOpaXkaTbCsl Kak B OJTHOM (BepXHeM WJIM HUXKHEM) KOJIOHTUTYJIe, TaK U B
060MX KOJIOHTUTYJIAaX OJITHOBPEMEHHO.

Howmepa ctpanun no6aBisitoTcs U yAASIOTCS B MpefiefiaX BLIOpAaHHOTO pasjiefia JOKyMeHTa
(cM. paznen 4.10.5). Ilpu 3ToM AeMCTBYIOT Cilelytollye MpaBuiIa:

— Ecimu nokymMeHT CONIep>KUT TOJNBKO OJIMH pasfiesl, TO HOMepa CTpaHUI] OOaBJISIOTCS U

YAQJISIOTCSI BO BCEM JIOKyMEHTe.

— FEcnu B pasnerne ycraHoBIiIeH 0COOBIM KOJIOHTUTYJI /IJIsl TIePBOM CTPaHUIIbI, TO HOMep Ha
MepBoi CTpaHMIle U HOMepa Ha OCTaJbHBIX CTPAHUIAX pasfieia HYy>KHO J00aB/SITh U
YAQJATh TI0 OT/IeJIbHOCTH.

— Eciu B pasfienie HacTpoeHbI pa3Hble KOJIOHTUTYJIBI /711 YeTHBIX U HeYeTHBIX CTPAHMUII, TO
NOOaBIISIIOTCS U yAQJSIOTCS HOMepa Ha CTPaHMIAX, aHAJIOTMYHBIX BBIOpAHHOM MpU
nobapiieHny WM ynaajneHud. Hampumep, mipy BbIOOpe 4eTHOM CTpaHUITHI A00aBIISIOTCS

WJIN YAAJIAIOTCA HOMepd Ha YeTHbIX CTPaHHIIaX.

Howmep ctpanuiisl ripefictaBisieT coboi TekcToBoe moJie (cM. pasnen 4.6.3).
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4.10.3.1 BcraBuTH HOMepa CTPaHMIY

Ytobbl ObICTPO M0OaBUTH HOMepa crpanull B ¢opmate 1,2,3,..., BBITOTHUTE CIeAYIOIIHAe
JerCTBUS:
1. VYcraHoBuTe Kypcop Ha cTpaHulle pasfena (cM. pasgen 4.10.5), B KOTOPBIM HY>XKHO
no6aBuTh HOMepa ctpaHul. [Ipu saTom:

— FEcmm B pasgene HacTpoeH O0cCOOBIM KOJIOHTWTYJI Uil [€PBOM  CTPAHMUIIbI
(cm. paspen 4.10.2), To ansa nqobaBeHWs HOMepa Ha IEepBOM CTPAHUIE YCTAaHOBHUTE
KypCop Ha IIepBOM CTpaHHIle, a JijIs 1006aBjieHrs HoMepa Ha JIPyTMX CTpaHUIaX — Ha
0001 Apyroy cTpaHuIle pasjena.

— FEcmu B pasnene HacTpoeHbI pa3Hble KOJIOHTUTYJIBI ISl YETHBIX M HEYeTHBIX
CTpaHHII, YCTAHOBUTE KypCOP HAa 4YeTHOW cTpaHMIle, YyTOObI 100aBUTh HOMepa Ha
YeTHBIX CTPAHMIIAX, WM YCTAHOBUTE KypCOp Ha HEYeTHOW CTpaHHIle, YTOOBI
no06aBUTH HOMepa Ha HeYeTHBIX CTPAHMIIAX pasjierna.

2. OTkpoTe NOAMEHIO BCTaBKU OJJHUM U3 CJIeYIOIIMX CII0CO00B:

—  Buribepure nyHKT KoMaHHOTO MeHiO BeraBka > Homepa crpanui (cM. PrucyHok 249).

Beraeka @opmar  Wecrpyments Bug  OBwwi goctyn Mognueka  C

MzobpaxeHne...

X0 Thames b

TekcTtoeoe none

¢ Ourypa g X K H AR T
WpugT

BEH TaBawua...

(M)  Dopwmyaa...

CneynanbHeIe CHMBOALL...

*= Pazpeis cTpaHML Ctrl=Enter

‘= Paspwis pasaena

it Homepa cTpaHuy *» = Ceepxy cresa

H  KoaoHTumyam b = Ceepxy no UeHTRY

=: Ornaenenwne = Ceepxy cnpaea

¢! Ceonka.. Ctrl+K = CHuzy cneea

=l [lepekpecTHan cculka.. = CHuzy no ueHTpy

[] 3aknagka. = CHuzy cnpaea

AE  CHocka > [

Pucynok 249 — Komangnoe menio BeraBka
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— Ha mnasenn wuHCTpymMeHTOB, B pasfieie BcraBka HaxmuTe KHOIKY -“==. Ha
0TOOpa3uBIIIeNCs MTaHe/Id BCTaBKU HaBe[lMTe KypCOp MBIIIK Ha KHONKY [ Homepa

crpanur (cM. Pucynok 250).

aBOBBl AaB6BeI AaB6BsIr .. [ [2] v [=]
roNoBoK 2 Jaronosok 3 Jaronoeok 4 L !

E MzobpaxeHwe.., -~
III TekcToBDE NoONe ~
('_':‘_r' Durypa ¥ Q
HH Tabanua... ¥
@ Dopryaa..
i CneurantHBIE CUMBOAL... ¥
'H Pazpwie cTpaHyUp
= Paspwie pasgena

. . . Howmepa cTpaduny,.. Ib b
Q KonoHTHTY AR ¥

OrnaeneHne

(f:] Cepnka...
=1 Mepexpecthan cobinka..
A Jaknagka...
AE CHocka >
[:' KommeHTapui
Jara
O Bpewn

Pucynoxk 250 — IlaHenb BcTaBkU

3. B oTkpeiBIIEeMcs IOJIMeHIO BbIOepuTe MeCTO 0TOOpa)keHHsi HOMepOB CTPaHUII.
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Yro0bl [06ABUTH W/WIIM HACTPOUTHh HOMepa CTPaHMUII, BHIIIOJIHUTE CllefyIole NeiCTBUS:

1. YcraHoBuTe Kypcop Ha cTpaHuile pasgena (cM. pasmen 4.10.5), B KOTOpOM HYXKHO
100aBUTh W/WIIM HACTPOUTh HOMepa CTPaHMII, TaK, KaK OIIMCAHO BBIIIIe.

2. llepeiinure B peXUM PpelaKTUPOBAHUSI TeX KOJIOHTUTYJIOB (cM. paszmen 4.10.2), B
KOTOPBIX HY>KHO 00aBUTh W/WJIK HAaCTPOWUTh HOMepa cTpanull. Harpumep, ecniu HoMepa
CTPaHMIl HY>KHO JJ0OABUTb W/WIA HAaCTPOWUTh B BEPXHUX KOJIOHTUTYJAX, IepeluTe B
PeXXUM pe/lakTHPOBAaHUSI BePXHUX KOJIOHTUTYJIOB. [IJI1 3TOro BBINOJIHUTE OJIHO W3
CJIeIYIOIUX TeUCTBUN:

— DBruibepute nmyHkT komaHaHoro MeHio BcraBka > KosoHTHTynbl > BepxHuii

KoIoHTHUTYJ / Hixuuii kononTutya (cM. Pucynok 251).

Beraeka Oopmar  WHotpymentw  Bug  OBwwi goctyn lMognuecka  Cnpaeka

Vizobpaketue... XO Thames v| 14 |v

TekcToBoE Noae

e LK K 4 AT e A
WpwdT

BEH Tabawua...

() Dopmyna..

0] CneuanbHBIE CHUMBOAB..,

*5  Paspbie cTpaHWUpl Ctrl+=Enter

‘= Paspuie pazgena

# Howmepa cTpaHuy, 3

H  KonoHTumyam * [E Bepxuii konoHTUTyA

=: Ornaenexue [E]  HuskHWid koaoHTHTYN

¢ Comnka.. Ctrl+K

=1 [lepekpecTHan ccelKa...

[[]  3aknagka...

AE  CHocka r

[Z KommeHTapwii

= Jara

() Bpems

Pucynok 251 — Komananoe menio BeraBka

— Ha mnaHenn wuHCTpyMeHTOB, B pasfeie BcraBka HaxmuTe KHONKY -«==. Ha
oToOpa3uBIlIelcs TlaHeld BCTaBKU BblbepuTe B Konouturynsr > Bepxuuii

KoJIOHTHTYJI / Hixuauii KonoHTHTYJ (CM. PrcyHok 252).
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AaBoBBl AaBoBeIl AaB6Belt .. [[H. @ v [=] -
3aronoBok 2 3aronosok 3 Jaronosok 4 L T !
E HzobpaxeHwe..,
E[ TekcToBDE NONE ~
! owrypa >
EEH TaBanua... »
(_‘3 Dopyna...
n CneumansHele CUMBOALL.., >
L
/= Pazpwie cTpanuuw
(S
*=  Pazpwe pazgena
Howmepa cTpanvd,. ¥
E]  BepxHuii konoHTUTYA B Kosonruryne =

S

HuxHWA KonoHTUTYA Ornaenenne

[

(,} Cemnka...

Pucynok 252 — Ilanenb BCcTaBKU

YroObl NepeldTH B PeXUM pellaKTUPOBAHMSI BepXHUX KOJIOHTUTYJIOB, IO/IBeJJUTe
Kypcop MBIIIM K BepxHed 4YacTH CTpaHUIbl. YTOOBI IepedTH B peXuM

PedaKTUPOBAHWA HWKHUX KOJIOHTHUTYJIOB, IOABeAWTe KYpCOp MbBIININU K HIDKHEN

yactu crpaHulnpl. Korpma kypcop npumer BUT WIA =, ABOKABI IIeJIKHUTe
MBIIIBIO.

Ecmu B paspen yxe nobaBieHbl HOMepa CTpPaHMI, HaXXMHUTe COYeTaHHWe KJIaBMII
Alt+P / ~ Option+P. KonoHTUTYs1, B KOTOPOM pacIOJIOXKeHbl HOMepa CTpaHMII,
nepelJieT B PeXXuUM pefakTUpoBaHus (cM. PucyHok 254). Eciv HOMepa cTpaHwuIl
COJlep>KaTcsl U B BepXHeM, U B HIDKHEM KOJIOHTUTYJIe, TO 110 YMOJIYaHUIO B PeXUM
pelakTUpOBaHUS IlepedieT BepxHUM KOJIOHTWTYJ. (rpaBa aBTOMaTU4yecKy

0TobpasuTCs MaHesb HACTPOeK KOJIOHTUTYIIOB. [lepelinuTte k AeliCTBUSM I1.4.
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3. OTkpouTe maHelb HACTPOEK KOJIOHTUTYJIOB OJTHAM U3 CJIeYIOITHUX CIIOCOOO0B:
— Ilog wiv Hag KOJIOHTHUTYJIOM HaxkmuTe KHOTNKY Ilapamerphpl v B BBINIAfaioNeM

cnucke Boibepute yHKT Homepa crpanun (cMm. PrucyHok 253).

BepxHWiA KONOHTUTY N Mapametpsl

HacTpoiikn BepxHero koAoHTHTY S
¥aanuTe BERXHWA KOAOHTUTYN

Homepa cTpaHuy, [:\}

Pucynok 253 — [Iynxt Homepa cTpanuig

— Ha 6okoBo#i naHeny HaXXMUTEe KHOIIKY @ (BepxHmuii KOJTOHTHUTYJI) WIK @ (Hyoxwsmi
KoimoHTHTYJa) (cM. PucynHok 254). Ha oTkpbiBiIedcs maHeaw HACTPOeK

KOJIOHTUTYJIOB BblOepyrTe BKJIasiky Homepa crpanum.

= BepxHWit KONOHTUTYA Q

’al:_[.‘-l:'ﬁKM romMepa cTpaHny, g

BepxHwii konoHTUTYA Mapametpel Dopmar

Bes Homepoe v

Pucynok 254 — IlaHenb HaCTpoek BepXHEero KOJIOHTHUTYJIA

4. Ha mnaHenmu HAcTpoeKk KOJIOHTWTYJIOB, BO Bkiagke Homepa crpaHun ykaxure
HeobxoauMbIe rapameTpsl (cM. PrucyHok 255):
— dopmar — TuI HyMepallyy, HallpuMep, apabckuie WU pUMCKre ITUPHI.
— BbIpaBHHBaHMe — PacIlo/IOXXeHHe HoMepa 110 TOPU30HTAJIbHOM OCH.
— Hauars ¢ — 3HaueHue, ¢ KOTOPOTO ClleflyeT Ha4yaTb HyMepallHtIo.
— IIpomomxuTh C MpegbIIyLIero pasnesa — MpoJ0/DKUTh HyMepalltio IpeJibIIyIero

pa3aeiia.
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5.

—» BepxHWIA KONOHTUTYA Q

Hactpoiikn Homepa cTpaHiy @

Mapametpsi Dopmar

Bt PaBHHMEGHWE

=

~

Hymepauua

Hauatk ¢ 1

O NMpogomkuTs ¢ npeabigyLero pazgena

Pucynok 255 — IlapameTpsl HyMepalyy CTpaHUI]

BrifiuTe U3 pexxriMa peJJakTUPOBaHUSI KOJIOHTUTYJIOB OJIHUM U3 CJIEJIyIOIIUX CIIOCOOOB:
—  JIBaXX1bl MIEJIKHUTE 110 TeKCTY JIOKYMeHTa 3a MpejiejlaMy KOJIOHTUTYJIOB.
— Haxmure kHOIKY [54] 11O/ WJTM HAJl KOJIOHTUTYJIOM.

— Haxwmure knaBuiy Esc.

B pexxume pellakTUpPOBaHUS KOJIOHTUTYJIOB MOXHO IIPUMEHUTh pOpMaTHpOBaHUe K:

TekcToBoMy 1010, B KOTOPOM pacHoJiOXXeH HOMep cTpaHuIlpl (cM. pasngen 4.6.3).
Hanpumep, uaMeHuTh 3amuBKYy (CM. pasfen 4.6.5) wiu koHTyp (cM. pasfen 4.6.6)
TEKCTOBOTO TIOJISI.

Homepy crpanuiel. Hanpumep, u3aMeHUTh HBET WiM HauvepTaHue. dopmaTupoBaHUe
HOMepa CTPAaHMIIBI OCYIIEeCTBJISIeTCSl aHAJIOTMYHO (GOPMaTHPOBAHHUIO OCHOBHOT'O TeKCTa
nokymeHTa (cM. pasfen 4.3). YToObl mepeiiTd k GopMaTUPOBAHUIO HOMEpPA CTPAHMUIIbI,

BBIIEJINTE TEeKCTOBOE I10JIe JBOMHBIM ILeJTYKOM MBIIIIH.

4.10.3.2 Ypanuth HOMepa CTPaHMIL

YToOBI yauTh HOMepa CTPAHMII, BLITIOJTHUTE CJIe[IyIolre JeHCTBHUS:

1.

YcraHoBUTe Kypcop Ha CTpaHMIle pa3jiena, B KOTOPOM HY>KHO yJIalluTh HOMepa CTPaHHMIL.

[Ipu sTOM:

— FEcmu B pasnene HacTpoeH OCOOBIM KOJOHTUTYJ ISl 11€PBOM CTPAHUIIBI, TO [
yZlalleHHsl HOMepa Ha IIepBOM CTpaHMIle YCTaHOBUTe KypCOp Ha IIepBOM CTpaHMIle, a

TSl yJlaJieHus HoMepa Ha JIPYTUX CTpaHUIlaxX — Ha Jitob0M Apyrod cTpaHuIle pasjiena.
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Eciv B pasnerie HacTpoeHbl pasHble KOJIOHTUTYJIBI [IJIi YETHBIX W HeYeTHBIX
CTPaHHII, YCTAaHOBUTe KypCOpP Ha YeTHOM CTpaHHIle, YTOOBl yJaJUTh HOMepa Ha
YeTHbIX CTPAaHUIAX, WM YCTAHOBHUTE KypCOp Ha HEYeTHOW CTpaHHIle, YTOObI

YAAJIIUTb HOMEPA Ha HEYETHBIX CTPdHHUIIAX pa3/ieild.

2. Tlepeiinure B peXuM peNaKTUPOBAHUSI KOJIOHTUTYJIOB, B KOTOPBIX OTOOpPaXKaroTCs

HOMepa cTpaHuIl. Hampumep, eciu HOMepa CTpaHMII OTOOPAXKAIOTCSI B BepXHEM

KOJIOHTHUTYJIe, IepeiiuTe B PeXKUM peJlakKTHPOBAHUSI BepXHUX KOJIOHTUTYJIOB. Jljist 3TOTO0

BBITIOJIHUTE OFJHO U3 CJIeJIYIOIIUX JIeUCTBUM:

Bribepute nyHKT koMaHaHoro MeHio BcraBka > KosoHTHTynb! > BepxHuii
KoJIOHTUTYJ / HynkHuii kKostoHTHTYJ (cM. PrcyHok 251).

Ha mnanemu wWHCTpyMeHTOB, B pasfeine BcraBka HaXXMuTe KHONKY -==. Ha
0TOBpa3uBIIe#icss TaHeTd BCTaBKM BhibepuTe |- KomomTuTymsr > Bepxmmii
KooHTHUTYJI / Hioxuauii kononTHTyA (M. PrcyHok 252).

YroObl IMepeiTH B peXUM pelaKTUPOBAHUSI BepXHUX KOJIOHTUTYJIOB, IIO/IBEIUTe
Kypcop MBIIIM K BepxHed 4YacTh CTpaHulbl. YTOOBI IlepedTH B peXuM

pPeAdaKTUPOBAHUS HUKHUX KOJIOHTUTYJIOB, IIOABeJUTe KypCOp MBbIIIN K HW>KHEH 4acTH

crpanubl. Korga kypcop npuMer BUIL -~ WIH =, IBX/IbI HIEJIKHUTE MBIIIBIO.

Haxwmure coueranve kiaBuil Alt+P / ~= Option+P. Kononturyn, B koTopom
pacrosoXeHbl HOMepa CTpaHUI], lepeifieT B PeXXUM pellakThUpoBaHus. Eciu Homepa
CTpaHMI] COZIepXKaTcsl ¥ B BePXHeM, U B HM)KHEM KOJIOHTUTYJIe, TO 110 YMOTYaHUIO B

PEXXUM peJlaKTUPOBaHMUSI IepeiieT BepXHUN KOJIOHTUTY L.

3. Ynanute HOMepa CTPaHUI] OJHUM U3 CJIEAYIONIUX CIIOCOOOB:

Ilox winy Haj KOJIOHTUTYJIOM HaxMuTe KHONKY Ilapamerpsl ¥ B BbIIafaroliem

CITMCKe BbIOepuTe MyHKT Y JAJIMTh HOMepa cTpanul (cM. PrucyHok 256).

BepxHWi KoAOHTUTYA I'IapameTphlm

HacTpoiku BeprHEro KONOHTHTYNA
¥AannTe BEpXHUA KOMOHTHTYA
Homepa cTpanuy,

y,ﬂ'EJ'IMTb HOMEPRE CTRaHWuL,

Pucynok 256 —Knonka Ilapamerpsl
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— Ilom wiv Haj KOJOHTUTYJIOM HaXMHUTe KHONKY IlapaMeTphbl U B BBINAJAIONEM
criicke BbiOepuTe myHKT Homepa crpammiy (cm. Pucynok 256). Ha manenu
HACTPOeK KOJIOHTHTYJIOB, BO BKJajke Homepa crpaHuil, B BBINAfaroOIeM CIIHCKe

dPopmar BribeprTe 3HaueHNe be3 HomepoB (cM. PucyHok 257).

= BepxHWIA KONOHTUTYN Q
m Hactpoiikn  Homepa cTpaHuy, @
Mapametpei Dopmar:

1.2.3. .. e
Bes Homepoe
1,23, .
LILIN, ...
RN
ABC, ..
ab.c ..
CrpaHwua 1
Tns1
1/X

1-

Pucynok 257 — Beinaparomuii cnvicok opmat

— O)IHI/IM IDeJTYKOM MBIIIKW BbIEJINTE TEKCTOBOE II0JIe C HOMEpPOM CTpaHHUIbI MU HA

MaHeJld MHCTPYMEHTOB, B pa3sfiefie dPurypa HaXXMUTe KHOIKY @ (Ynamurs

¢urypy) (cm. Pucynok 258).

X0 Thames -+ i A O LleeT zanvekn - Bokpyr pamkn ¥ ( .
_ - & AaBoBeT
) HOAR e | L ana ZZ Kowryp v MoaroHaTs pasmep ST
WpadT AB3ay durypa CTiam
BepxHWid KonoHTWUTYA MapameTpbl

Pucynok 258 — Knonka Yganurts ¢purypy
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— OHUM IIETYKOM MBIIIM BBIIEJIUTE TEKCTOBOE II0jle C HOMEpPOM CTpPaHWIBI |
HaxkmuTe KiaBuiry Delete min Backspace Ha kiaBuaTtype.
4. Broiinure U3 pexxvMa peJJakTHPOBaHUSI KOJIOHTUTYJIOB OHUM U3 CIIEAYIONIUX CIIOCOOOB:

— HBB)K}II)I IOeJIKHUTEe 110 TeKCTY NOKYMEeHTd 34 IIpe/iejlaMU KOJIOHTHUTYJIOB.

— Haxmure KHOIIKY oa Uik Ha[l KOJIOHTUTYJIOM.

— Haxwmure knaBumry Esc.

4.10.4 Pa3ppIB cTpaHHUIIBI

[Tpunoxxenne «MoiOduc TekcT» aBTOMaTUYeCKU JIeIUT JTOKYMEeHT Ha CTpaHUIlbl. Pa3phiBel
CTPaHUI] MOXKHO TaKXe J00aB/ISITh BPyUHYIO B JII0OOM MecTe JOKYMeHTa.
Jlns sToro:
1. YcraHoBuTe Kypcop Ha TO MeCTO [OKyMeHTa, II0CJie KOTOPOro HeoOXOOUMO Hadarb
HOBYIO CTPaHHUILY.
2. Jlo6aBbTe pa3pblB CTPAHUIIBI OJJHUM U3 CJIeAYIOMIMX CIIOCOOOB:

— DBroibepute 1nyHKT KOMaHAHOrO MeHI0 BcraBka > Pa3peIB  CcTpaHMIIBI

(cM. Pucynok 259).

Beraeka @opmar  WHotpymentw  Bug O

Wzobpamerne..

TekcToBOE None

Durypa

B @& H@E

TaGawua...

f s
\.ﬁ./

Dopryaa...

CI'IE'LI,H-E.."IthlE' CHMBCNB...

¥y
Bt

qf 1C

Pazpbie cTpaHWLp Ctrl+Enter

Paspoie pasgena

Homepa cTpaquy,

KonoHTUTy AR

nom

OrnaeneHue

Pucynok 259 — Komangnoe menio BeraBka

— Ha nanenu uHcTpyMeHTOB, B pasziesie BecraBka HakMuTe KHOTIKY === (cM. PucyHok 260).
o L
Ha oTobpasuBiiieiics maHesid BCTaBKU HAXKMHUTe KHOTIKY "1 Pa3pbIB cTpaHUIlbI.

— Haxwmure coueranue kinasuin Ctrl+Enter / 3Cmd+Enter.
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AaboB AaB6B1 AaB6Bel ... [_]v v E _

Jaro.ok 1 3aro..ok 2 3aro.ok 3

E WzobpaxeHwe.., -~

E[ TekcToBDE NONE

) Durypa ¥
HEH TaBanua... »
(_‘3 Wophyaa...

E CneunantHbIe CUMBOAE ¥
= Paspbie cTpaHWLE

’I_I

=  Pazpwie pazgena

Pucynok 260 — Ilanenb BcTaBku

4.10.5 Pa3pmsIB pasgena

Jlis KaXk[oro pasfesa I0KyMeHTa MOXXHO HAaCTPOMTb YHHKaJIbHble IapaMeTpbl CTPaHUIIbI
(c™m. paznen 4.10.1) u kosoHTHUTYIHI (CM. pazaen 4.10.2).

[To ymom4aHuiO JIOKyMEHT COCTOWUT M3 OAHOrO paszesna. UToObl pa3bUTh OKyMeHT Ha
HEeCKOJIbKO pa3flesioB, OTJIeIuTe UX APYT OT JIpyra HelleyaTaeMbIM CHMBOJIOM, KOTOPBIN Ha3bIBaeTCsl
paspwvlbom paszdena. Hampumep, 4ToObI B JOKyMeHTe, COCTOSIIEM M3 Tpex IJlaB, KaXk[as IJlaBa
SIBJISLIACh OT/EJIbHBIM pasfesIoM, YCTaHOBUTe pa3pbIB pasfielia 1ociie KaX 10U IIaBbl JOKyMeHTa.

YToOBI BCTaBUTh pa3pblB pasfiena, BhIIIOIHUTe ClelyIoliye JeHCTBUS:

1. Yxkaxure MecTO AJi BCTaBKU OHUM U3 CJIeAYIOLIUX CIIOCOOO0B:

— VYcraHOBHTE KypcOp Ha TO MeCTO [IOKyMeHTa, IIoCjle KOTOpPOro Heob6XoIuMo
BCTaBUTb Pa3pbIB pa3jiea.

— FEcnu pa3psiB pa3zena TpebyeTcst BCTaBUTh /10 U Mocye pparMeHTa TeKCTa, BhIJeNuTe
3TOT (pparMeHT.

2. BcraBbTe pa3phbIB pasziesia OJIHUM U3 CJIeIyI0IMX CII0COOO0B:

— BoibepuTte myHkT KOMaHIHOrO MeHIO BecraBka > Pa3psiB pa3nena (cm. PucyHok 259).
— Ha nanenu uHCcTpyMeHTOB, B pasziernie BeraBka HaxmuTe KHOIKY ==+ (cM. PucyHok 260).

Ha oTo6pasuBineiics aHey BCTaBKY HaKMKTe KHOTIKY "= Pa3pbIB pasneina.
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4.10.6 OrinaBienue

B nmoxymeHT MoXHO /100aBUTh oriasiieHHe. OriaBieHre GpOpMUpyeTCs M3 UMEIOIIUXCS B
JIOKyMeHTe 3aroJIOBKOB — (pparMeHTOB TeKCTa, K KOTOPBIM IIpUMeHeHb! [Ipe/lyCTaHOBJIeHHbIe CTHIIN
3arooBok 1 — 3aro10BoK 5 Wiy CTHJIM 3aroJIOBKOB, CO3[JaHHbIe BPY4HYIO (CM. paszen 4.3.2).

[To ymosyanuio oriaBiieHVMe aBTOMaTH4YecKd (OPMUpYeTCs K3 3arojoBKOB, K KOTOPBIM
MIPUMEHEeHbl TIpe/lyCTaHOBJIeHHbIe CTWIM 3arosioBok 1, 3arosmoBok 2 u 3arosoBok 3. [lpu
He0OXO/IMMOCTH MOXXHO M3MEHWTb CTWJIM 3ar0JIOBKOB, M3 KOTOPBIX (pOpPMHUpPYyeTCs OIJaBjeHue, U
KOJIM4eCTBO YPOBHel B OIJIaBJIeHUU.

OrsnaBneHre OOHOBIsSIeTCS B JIOKyMeHTe aBToMaThdeckKd. OOHOBJIeHMe BKJIIOYAeT Kak

HN3MeHEeHUs B TeKCTe 3dI'0JIOBKOB, TdK U U3BMEHEHHI HOMepOB CTpPdHHII.

4.10.6.1 IIpuMeHHTH CTHIIH K 3aroJI0BKaM IOKyMeHTa

[Ipexxme 4emM BCTaBUTH OIVIaBJleHHWe, IPUMEHHWTe CTWIM THUIA «3aroJIoBOK» K KaXKIOMY
3aroJIoBKY, KOTOPBIM CO/IEP>KUTCS B IOKyMeHTe. Harpumep, eciiv B IOKyMeHTe COIepXKaTcs IT1aBHl,
pasfiesibl U MOApPa3zesibl, IPUMEeHUTe CTWIb 3aroJIOBOK 1 K 3arojioBKam rjaB, CTU/Ib 3aroJIOBOK 2 —
K 3ar0JIOBKAM pa3fiesioB U CTUJIb 3arojI0BOK 3 — K 3aroJIOBKaM I0/Ipa3fieioB.

YT0oObI IPUMEHUTD CTUIb K 3ar0JIOBKY, BBIIIOJIHUTE CIIeAYIOIIUe IeHCTBUS:

1. BeimenuTte TEKCT WK TOMECTHUTE KypCOP B TEKCTe, KOTOPBIHM SIBJISIETCS 3aTOJIOBKOM.

2. Ha nanenu uHCTpyMeHTOB, B pasziesie CTHiIM BbIOepuTe CTWIb 3aroJIOBKa OJHUM M3

CJIeJTYIOIIHX CIIOCOOOB:

— Bribepute cTymb 3arosnioBka u3 orobpakaeMbix ctuiiedt (cMm. PucyHnok 261).

AaboBe Aab0oB1 AaBoBB AaB6Bel  AaBoBel ... I"}.,

OBbIYHRI Jaronoeok 1 3aronoBok 2 3aronoeok 3 3aronoeok 4

Ctinm Bcraska

Pucynok 261 — Paznen nanenu nucrpymentoB Ctuian
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— Haxmure Ha KHOIIKY === H Bbl6epI/ITe CTWJIb 3droJIOBKA M3 BbIIIaJdlOIIero CIIMCKa

(cm. PucyHnok 262).

Aab6Be  Aab0B1 AaB6BB AaB6Bsl  AaB6Bsl |‘_E}|

JBBIYHBI K Jaronceok 1

Ctinm

AaB6BeITnEeE&Kx33UnHi

QBbIYHBI M

AaBoBaeI'r/InEeEéiKxk331
3aronceck 1

= Y

AaBoBeIT/InEeEé/x33 11l

3aronoeok 2

AaBoBsI'T[InEeEs w33 nltitK

JATQNOB0OK 3

AaB6BeI't/IgEeE ek 3l

I=renoBor O
JAroNoBoK &

AaB6Bel'tIaEeEié Ha3sulliKeJL

JEATQN0BOK 2

+ Coznate HOBLIA CTWAL

Pucynok 262 — Crivcok crusnen

ITocne IIpUMeHeHus CTHWJIEN 3ar0JI0BKOB BCTABbTE B JOKYMEeHT OI'JlaBJIeHHe.

4.10.6.2 BcraBuTth orJiaBjieHue

YToOBI BCTaBUTH OIJIaBJIeHUe, BHIIIOJIHUTE CIIeIyIOlye 1eHCTBUS:

1. YcraHoBuTe Kypcop B TOM MeCTe TeKCTa, Ilepel] KOTOPbIM TpeOyeTcs BCTaBUTh
OrJIaBJIeHue.

2. BpinonHyTe KOMaH/y BCTaBKU OJIHUM U3 CJIeIyIOIIUX CII0CODOB:

— Bribepute nyHKT KOMaHAHOTO MeHI0 BecraBka > OrsaBiaenne (cM. PucyHnok 263).
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Beraeka @opmar  Wecrpymentm  Bug O

[]  Wzobpamerne...

TekcToeoe none

) Durypa 3
BEH TabBawua...

(M  Oopmysa...

CneynansHele CUMBOE...

*=  Pazpele cTpaHuLb Ctrl+Enter
‘= Paspeie pasgena

#  Homepa cTpanuy, r
H KoaoHTumyaw k
=: OrnaeneHune

Pucynok 263 — KomangHoe mento BeraBka

— Ha manerm wuHcTpymenToB (cM. Pucynok 264), B paspmenie BcraBka HaxMute

KHOIIKY ===. Ha OTO6p83HBIH€IZC§[ IaHeJIM BCTaBKHU HAXXMHTE KHOIIKY OrnasieHe.

AaB6B AaB0B1 AaB6Bsl ... [']v @ v |:|

Jaro.ok 1 3aro..ok 2 3aro.ok 3 =

E WzobpaxeHwe.., -~

E[ TekcToBDE NONE

! ourypa »

HEH TaBanua... »

(_‘3 Wophyaa..

E CneunansHBIe CUMBOABL.. ¥

"= Pazpeie cTpaHMUb

*=  Paspuis pasaena

Howmepa cTpanvd,. ¥

@ KonoHTUTY AR ¥
OrnaeneHne I}

Pucynok 264 — [lanenb BcTaBku
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ITo YMOJIYaHHIO OIJIaBJIeHHWe BCerjida OTAesisieTCd OT OCTa/JIbHOI'O OJOKYMeHTad Ppa3pbIBOM

cTpaHuIlsl (cM. pasen 4.10.4). [Ipu Heo6XOIUMOCTH pa3phIB CTPAHMIIBI MOXKHO YIJTUTh.

HazBaHue orsnaBieHns yKaXuTe BPyYHYIO.

4.10.6.3 PemakTHpPOBaTh OrJIaBJIEHHE

HpI/I PedakTHupOBAHHWHU OIJIaBJIeHHA MOXXHO BBIIIOJIHUTD ClleqyIolire JIEeUCTBUS:

— 100aBUTh WIK yIaJIUTh YPOBHU OTJIaBJICHUS;

— HW3MEeHHUTDb CTHUJIM 3aI'0JIOBKOB JJIA ypOBHefI OI'JIaBJIEHH I,

— CKPbBITb WA OTOGPHSI/ITB HOMepa CTpaHUII B OI'JIaBJIEHUH.

YToObI peJJlakTHPOBATh OTJIaB/IeHHe, BBIIIOJIHUTE OJTHO U3 CIIeAYIONIUX JIeHCTBUM:

— IllenxkHuTe II0 OIVIABJIEHHUIO JIEBOM KHOIIKOW MBIIIM W Ha IIaHEJIM WHCTPYMEHTOB,

==

B pazziesie OrnaBieHue HOKMHUTe KHOIIKY 57 M3MeHuTHh (cM. PucyHok 265).

ko)
£
1~
[l
"
Il

3aromoBoK l..........c....
1201 (0] 70 ) 2
o =1 0 1) () =10 A

wf
<

|
B

q1

JE
507 MzmennTe
.

Yaanute

CrnasgneHwne

B

% TaBawua.. W

Bcraska

Pucynok 265 — Knonka A3meHuTsh

fi,q Wzobpamerne... | |

Ll

— H_IeJ'IKHI/ITe II0 OIJIaBJIEHHUIO HpaBOﬁ KHOIIKOM MBI W BBIIIOJIHUTE KOMaHy

KOHTEeKCTHOro MeHI0 U3MeHHTE orJiaBJ/IeHHe.
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OTtkpoetcst okHo 3MeHuTH oryaBieHue (cM. PrucyHok 266).

N3meHnTL ornaeneHme X
3aronoeok 1 v
2 3aronoeok 2 v
3aronoeok 3 v | X

+ Hoewlid ypoeeHs

MokasblBaTe HYMEPaLWKD CTRaHML,

Pucynok 266 — OxHo I3MeHUTH orjiaBjieHHe

ITocne n3MeHeHHs CBOMCTB OIJIaBJIeHMS BHKPOIZTE okHO I3MeHHTDH orjiaBJ/IeHHe, HJ'IFI 3TOTO

IOEeJIKHUTE MbIIIBIO 34 ITpejejlaMU IdHHOT'O OKHA WJIK HA’KMUTE KHOIIKY X B ero 3aroJioBke.
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4.10.6.3.1 JTo6aBUTH YPOBEHbH OTJIaBJIEHUS

OrmnaBieHre MoXeT cofepkaTh 10 9 ypoBHeil 3arojioBKOB. [Io yMoiyaHMIO OHO COCTOWT
13 Tpex ypoBHel. [lepBbIM ypOBHEM OIJIaBJIeHMsl SIBJISIFOTCS 3arOJIOBKM, K KOTOpPBIM IIpYMeHeH
CTWIb 3arojoBOK 1, BTOpbIM ypOBHEM — 3arojIOBK{, K KOTOPBIM IIPUMeHeH CTWJIb 3arojioBOK 2,
TPeTbUM — 3ar0JIOBKH, K KOTOPBIM IIPYMeHeH CTUJIb 3arojioBoK 3.

Kak mpaBuio, B oOrjaBieHHe BKJIIOYAlOT He 0Oojiee TSITH YPOBHEH 3arojIOBKOB.
[Tpu nobaBieHHWH YeTBEPTOrO U ISTOTO YPOBHS OTJIaBJIeHUs /Jisi HUX aBTOMaTU4eCKU BbIOWpPAIOTCs
IIpe/lyCTaHOBJIEHHble CTUJIM 3aroJjI0BOK 4 1 3aro/IOBOK > COOTBETCTBEHHO.

Ecm B ornaBnenue TpeOyercs no06aBuTh Oojsiee NSTU ypOBHEH 3arojiOBKOB, BPYYHYIO
co3maite cruw (cM. paszmen 4.3.2.2) U NpUMeHUTe HUX K TpeOyeMbIM 3aroJioBKaM
(cMm. pazmen 4.10.6.1). 3aTem nmobaBbTe YPOBHM OTJIaBiieHHs], KOTOpble OyayT GpopMHUPOBATLCS U3
JIAaHHBIX 3aTOJIOBKOB.

YT0oOBI 106aBUTH YPOBEHb OIJIABJIEHMUS], BBIIIOJIHUTE CIIeyIOII1e JeUCTBUS:

1. B oxne HW3MeHuTh oOrjaBjieHHMe HaxMuTe KHONKy + HoBbIii  ypoBeHBb

(cM. Pucynok 267). B ciiucke ypoBHel 0TOOpa3uTCsl CTPOKAa HOBOT'O YPOBHSI OIVIaBJIEHUS

(cM. PucyHnok 268).

2meHWTEL ornaeneHme X
3aronoeok 1 v
2 3aroNoBeoK 2 v
3aroNoBoK 3 v X

+ Hoewiit ypoeeHs

Moka3blBaTe HYMEPALIWKD CTRaHKML,

Pucynok 267 — JTob6aBieHure ypoBHSI OrjlaBjeHUs
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2. Boibepure w3 BBINAMAIONIEr0 CHHCKA CTHIb 3arojIOBKOB, W3 KOTOPBIX CJIEMTyeT
dopmMHupoBaTh JaHHBIM ypoBeHb oOrjiaBieHus (cM. PucyHok 268), wimm octaBbTe CTUIID,

BbIOpaHHBIY 110 YMOJTYaHHUIO.

l12meHWTE ornaeneHmne X
I 3aronoeok 1 v
2 3aronoBok 2 v
3aronoBok 3 v
o 3aronoeok 4 v . x
O BBIYHBIA

3aronoeok 1
3aronoBok 2
3aronoBok 3

Mc ~° 3aronoeok 4
3aronoBok 5
HazeaHWe goKyMeHTa
Moazaronoeok

KonoHTWUTYA

CHocka

Pucynok 268 — Beibop cruns
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4.10.6.3.2 3MeHUTH CTHJIb 3aroJIOBKOB JIJISI YPOBHSI OIJIaBJICHHS

VpoBHU orviaBieHus: MOKHO (GpOPMHUPOBaTh KakK K3 3arojioBKOB, K KOTOPHIM IpPHMeHEeHbI
IIpe/lyCTaHOBJIeHHble CTWIM J3arojoBok 1 — 3arosoBok 5, Tak W M3 3arojioBKOB,
K KOTOPBIM IIPUMeHEeHbl CTUJIH, CO3/IaHHbIe BPYUHYIO (CM. pa3zen 4.3.2).

YroObl M3MEHUTb CTWIb 3arojIOBKOB, U3 KOTOPbIX (opMHUpyeTcss KaKoH-11bo
YPOBEHb OTJIaBJIeHHs], BBIIIOJHUTE CJIelyIolIye JerCTBUS:

1. B oxkne 3mMeHHUTH orjaBjieHHe, B CTPOKe TPeOyeMOro YPOBHS OTJIaB/IeHUs] Pa3BepHUTE

BbITIA/IAIOIMI CIIUCOK cTuien (cMm. PucyHok 269).
2. BrpibepuTe 13 BBINQJAIOLIETO CIMCKA CTWJIb 3arojIOBKOB, U3 KOTOPBIX ClleflyeT

(GOpMUPOBATh JAHHBIN YPOBEHb OIJIABJIEHUS.

M3meHWTb OrnaeneHme X

3aronoeok 1 v
O BBIYHBIA

+~*  3aronosok 1
3aronoBok 2
3aronoBok 3
3aronosok 4
3aronoBok 5
HazeaHwe gokymeHTa
Moazaronoeok
KonoHTUTy

@ nc

CHocka

Ctunel
[

Pucynok 269 — Beibop crumns
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4.10.6.3.3 YmanuTh YpOBeHb OIJIaBJICHHS

[Tpy HEOOXOAMMOCTH KOJIMYECTBO YPOBHeW OIJIaBJeHHMsl MOXHO COKpaTuThb. Hampumep,
orjiaBjieHMe, KOTOpOe COCTOUT K3 4YeThblpex YpOBHEH, MOXHO Ipeobpa3oBaTh B OIJIaBJieHHE
13 JIBYX YpoBHeM. [1Jist 3TOro ciiefiyeT yJaauTh YeTBepThIi U TPEeTUM YPOBHU OTJIaBJIeHUSI.

YpoBHHU OrIJIaB/IeHUs] MOXKHO YJIaJIsiTh, HAUMHAS C IIOCIe[IHEr0 YPOBHS B CIIHUCKe.

YTo0b! yIaMUTh MTOCIIeHUM YPOBEHb OrjlaBiieHus, B OkHe I3MeHHUTD orjaBjieHHue HaKMUTe

KHOIIKY x CITpaBa OT JJaHHOTO ypoBHS (cM. Pucynok 270).

N3meHnTL ornaeneHme X
3aronoeok 1 v
2 3aronoeok 2 v
3aronoeok 3 v
4 3aronoeok 4 v
3aronoBok 5 v X

+ Hoewlid ypoeeHs

MokasblBaTe HYMEPaLWKD CTRaHML,

Pucynok 270 — Y nanenue ypoBHs OIJIaBJleHHUs

4.10.6.3.4 CkpbITH WIN 0TOOPA3UTH HOMEPA CTPAHHUI]

[To ymom4yaHuio [ij1sl KaXk[IOTO 3arojioBKa B OIVIaBJIeHMM 00O03HayeH HOMep CTpaHMIbI, Ha
KOTOpPOM OH pacrosioxeH (cM. Pucynok 271). HoMepa cTpaHuIl BEIYUCIISIIOTCS aBTOMAaTUYeCKHU.

YToObl CKpBITH HOMepa CTPaHUIl B OIVIaBJleHWH, B OkHe V3MeHUTH oOrjaBjieHHe
(cm. Pucynok 270) caumure drnaxkok Iloka3pIBaTh HyMepanui0 CTPaHMIL.

YroObl BepHYTHCSI K OTOOpPA’KEHUIO CTPAHULL, I0CTaBbTe JIAHHBIN (IIaXKOK.
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4.10.6.4 ®opmaTHpOBaTh OIJIaBJIEHHE

K ormaBnenuto npumensiercss GopMaTUpoBaHue 1Mo yMordanuio. [Ipu HeobxomumocTu st

OrJIaBJIeHUs MOXKHO U3MEeHUTh CBOMCTBA MIPUQTa U CBOMCTBA ab3aria.

cDOpMaTI/IpOB{:IHI/Ie IIpUMEHsdeTCd KO BCeMy OIVIdBJIEHHWIO, HW3MEHeHHue O(l)OpMHeHI/IH

OTJIeJIbHBIX YaCcTel OrJIaBJIeHMs He HOITyCKaeTCs.

dopmatrpoBaHUe OTIJIaBJIeHUs OCYIIeCTBIISIeTCsS aHAJIOTUYHO GOPMATHPOBAHHUIO OCHOBHOI'O

TeKCTa JOKyYMEHTd.

Yrob6sl opmaThpoBaTh TEKCT OIJIaBJIeHUs, BblheynnTe ero. Jljisi 3TOro IjenkHUTe IO

OTJIaBJICHHUIO JIeBOM KHOIIKOM MBIIIIH.

4.10.6.5 Yaanurths orjiaBjieHue

YToOBI yIaMUTh OrJIaBeHre, BBIIOJIHUTE OJTHO U3 CeIyIOIIUX JeHCTBUMN:

— BoienuTe ornaBieHue IIeTYKOM JIeBOM KHOIKU MBIIIM U Ha MaHEeJId UHCTPYMEHTOB, B
paszniene OryaBjieHHe Ha)XKMUTEe KHOIIKY Yaanuts (cMm. Pucynok 271).

— BoizenuTe oruapiieHye IIETYKOM JIEBOM KHOIIKM MBIIIU U HaKMuUTe kiiaBuilly Delete Ha
KJIaBHATYype.

— IllenkHuTe 10 OrJIaBJIEHHWIO TIPABOM KHOMKOM MBIIIM UM BBLINOJIHUTE KOMaHIY

KOHTEeKCTHOI'O MEeHIO YnaJme OorjiaBJICHHE.

<
E
<
=3
I
1]

XN

% Tabavua.. ,3 WzobpaxeHne.. | |
U - 8

AB3ay Ornasnenue BcraBka

Je
b4 195 Vzmenute

£

®

£

il

il 1l
1

£

2 1 2 3 4 5 6 B ] 0 2 3 1 5 ] T 18

B8 A0 =11 ) . 1
1 F 0 (0) 70 ) 2 |
1o F= 0y ()= T T

Pucynok 271 — Knonka Y ganurb
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4.11 OToOpaxkeHme CoepKUMOr0

4.11.1 JIuneiiku

JIuHelky OBICTPO M TOYHO PeryJIMpylOT OTCTYIIBI U IO/ JOKyMeHTa I10 TOPU30HTalIu U
BepTUKaIMU. ['Opu3oHTanbHas JIMHelKa HaXOJUTCS 107 IaHeJIbl0 MHCTPYMEHTOB, BepTHKa/bHas —
BJI0JIb JIEBOTO Kpast JokyMeHTa. I1o yMoyanuio obe JIMHeMKU 0TOOpaXkaroTCsl.

Ecnu TpebyeTcst CKpbITh JIMHEMKH WIM 0TOOpa3uTh paHee CKPbIThble JIMHEWKH, BBIIIOJHUTE
OJHO U3 CIeYIOIUX JeUCTBUM:

— B xomannHoMm meHro Bup cHumute mny ycranosute ¢raxok JIuneiika (cMm. Pucynok 272).

— Haxwwure coueranue kinapui Ctrl+Shift+R / {1Shift+3Cmd+R Ha k1aBuaType.

Bvg OBwwit goctyn  lNognwcka Cnpaeka
» JliHelka Ctrl+Shift+R

HeneyaTaemMble CHUMBOAL
Pexcm npezeHTaLmmn
MacwTab L4

MaHens HHCTPYMEHTOE r
Pucynoxk 272 — Komananoe menio Bup

4.11.1.1 HacTpouTs 1oJisi IOKyMeHTa

[IlupyHa mnonedt orTobpakaeTcsi Ha JIMHeWKax cepbiM IBeToM (cM. Pucynok 273 wu

Pucynok 274).

d

1 alls | 3 2
| Nesoe none h

Pucynok 273 — I'panunia sieBoro noss
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.

BepxHee none
I |

Pucynok 274 — I'panuria BepxHero mosst

YT0oOBI MI3MEHUTh pa3Mep TOJIsl, BBIIIOJIIHUATE CJIefYIoIIre AefCTBUS:
1. YcraHoBuTe Kypcop Ha JIMHEHKY, YTOObI OH MPUHSUT BUJ] IBYCTOPOHHEM CTPEeJIKHU.
2. YIepxuBas JIeBYIO0 KHOIIKY MBIIIIH, IIPOTSIHUTe KypPCcOp 110 He06XOIMMOM OTMETKH.

3. OTIycTUTe KHOIIKY MBIIIH, YTOOBI 3apUKCUPOBATh HOBBIN pa3Mep IOJIs.

HaCTpOﬁKy noJien AOKYMeHTd MO’KHO TdKJKe BBIIIOJIHUTH C IIOMOHIbIO OKHA HapaMBprI

crpanunsl (cM. pasgen 4.10.1).

4.11.1.2 HacTpouTs oTCTYyH ab3ama

VYkazaTenb OTCTyma ab3amia oToOpaXkaeTCsl Ha TOPU30HTAJIbHOW JIMHEMKe CUHUM

TpeyroibHUKOM (cM. Pucynok 275).

Pucynok 275 — Ykazatesnb orcTyna a63ama

YT0OBI U3MEHUTD OTCTYIIL 8638118, BBITIOJTHHUTE ClIeyIoIire JerCTBUS:

1. Y,I[ep)KI/IBaH JIEBYKO KHOIIKY MBbIIIX Hd YKd3dTelle, IlepeTaliuTe ero Hd HEO6XO,I[I/IMYI-O

OTMETKY.

2. OTnycTUTe KHOMKY MBIIIX, 9TOOBI 3aHUKCUPOBATh HOBBIM OTCTYII ab3ara.
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[Tpu u3MeHeHnr OTCTymna ab3alla M3MeHseTCS TakKe OTCTYIl IepBOM CTPOKH, MPU 3TOM
paccTosiHue MeXXIy HUMH COXPaHSIeTCsl.
Hacrpoiiky oTcTymna ab3alla MOXHO TakKe BBIIOJHUTb C TOMOIbI0 OkHa HacTrpoiiku

ab3ama (cMm. pazzen 4.3.8.5).

4.11.1.3 HacTpouTs OTCTYyII IepBOii CTPOKHU

VYkazaTenb OTCTymHa MepBOM CTPOKH OTOOpakaeTcsi Ha TOPU3OHTAJIbHOW JIMHEMKe CHHUM

IIPSIMOYTOJIbHUKOM (cM. PucyHok 276).

Pucynoxk 276 — Yka3aresb OTCTYyI1a 1epBOM CTPOKHU

YT0o6BI MI3MEHUTD OTCTYTI IIEPBOY CTPOKHU, BBIIIOJIHUTE Clle[lyIolIye JeHCTBUSL:
1. YnepxuBas jieByr0 KHOIIKY MBIIIM Ha yKasareje, IlepeTaliuTe ero Ha HeOOXOAWMYIO
OTMETKY.

2. OTmycTUTe KHOMKY MBIIIH, YTOOBI 3apUKCUPOBATH HOBBIM OTCTYII IEPBOM CTPOKHU.

Hactpoiiky oTcTynma mnepBOM CTPOKA MOXHO TaKXe BBIIOJIHUTb C IIOMOIIbIO OKHA

Hacrpoiiku ab3ama (cMm. pasnen 4.3.8.5).

4.11.2 Macmrab fokymeHTa

[To ymomuanuto macitab nokymenta coctaBisier 100%. Ilpu Heobxomumocty MaciTab
MO>XHO M3MEHUTb B OOJIbIIIYIO UM MEHBIITYI0 CTOPOHBI C IIOMOIIbI0 KOMAaHHOT'O MEHIO MU CTPOKU
COCTOSIHUSI.

Y1oObl M3MEeHWTb MaciiTab JOKyMeHTa C IIOMOIIbI0 KOMAaHJHOI'O MEHIO, BBIIIOJIHUTE
CJIeyouye 1eiCTBUL:

1. Bribepure myHKT KOMaHJHOTO MeHIO Bug > Macmrrab (cM. Pucynok 277).

2. B oTkpbIBIIeMcs TOJIMEHIO BbiOeprTe TpeOyeMyto KOMaH/ly:

— YBenuuuTh MacmItTad — yBeJIMUUTh TeKyImui Macitad Ha 10%;
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— YMeHBIIMTH MAcCIITabd — YMEHbIIIUTH TeKyIIri MaciTad Ha 10%;

— dakTH4YecKuii pa3Mep — yCTaHOBUTH MacITab rmo ymomdaauio (100%).

Bug OBwwi goctyn  Mognwcka Cnpaeka

w i i - = = =
NwHekka Ctrl+Shift+R A ;_x,\+ = . = —
) = = —
Heneuataembie CUMBOALI
1.— — —
v £ = = 2=
Pescim npeseHTanmmn
AbB3au
MacwTab g Y¥BenMunTE MacwTab

Y¥mMeHbWWTE MacwWwTak
MaHens MHCTRYMEHTOE r

DakTUUeckWid pasmep Ctrl+0

Pucynok 277 — Komananoe menio Bup

YToObl M3MEHUTh MaciITab C IOMOIbI0O WHCTPYMEHTOB, paCIOJIOXKEHHBIX B CTpPOKe

cocrosinus (cM. PucyHok 278), BbIIIOJTHKTE OTHO U3 CIIeAYIOIIUX JIeACTBUM:

Ctpannua 1 1z 1 - ® + 100% w

Pucynoxk 278 — Ctpoka cocTosiHus

— 3axaB JIeByI0 KHOIKY MBbIIIM, IlepeMecThTe OeryHOK BIIpaBO WJIM BJIeBO, 4YTOOBI
YBEJINIUTD WIM YMEHBIIUTh MACIITab COOTBETCTBEHHO.

— Haxmure KHONKY +, 4TOOBl YBEJIMYUTh MaclITab, WM KHONKY —, YTOObI YMEHBIIUTh
Macitab. B kaxiom cirydae mar 6yzaer cocraBisath 10%.

— BrigenuTe 3HaueHue Tekyllero mMacutaba, pelakTUpPyHTe ero BPyYHYIO U HAKMHUTe Ha
kiasuily Enter.

— Haxmure Ha CTpesiky, pacloyIOKeHHYIO CIpaBa OT 3HA4eHMs TeKyllero Mmaciiraba,

1 BbIbepuTe TpebyeMblii MacIiTab U3 BBINAJAIOIIEro CIIKMCKa.
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4.11.3 Pexxum npe3eHTanuu

YToOBbI TepedTH B PEXUM IIpe3eHTallH, BBIOEpUTe ITyHKT KOMaHJHOrO MeHio Bup >

Pexxum npesenramum (cMm. Pucynok 279).

Bug OBwwi goctyn  Mognwcka Cnpaeka
" [luHelika Ctrl+5hift+R

Heneuataemble CMMBEDL

Pescnm n [FEIEHTAUMI

Pucynok 279 — Komananoe menio Bup

Pexxum npeszentanyu (cm Pucynok 280) 1103BoJIsieT UCI0JIb30BaTh BeCh 3KPaH KOMIIBIOTepa
IUIsL IPOCMOTPA IOKyMeHTa.

Jl7s1 HaBUTanMy MO CTPaHUIIAM JIOKYMeHTa B JJAaHHOM peXXuMe HCIIOIb3YIOTCS Clle[lyIolye
KJIABUIIIU KJIaBUATYPHI:

— Crpenka Bupaso v [Ipobes — mepexos k ciiefyIomel CTpaHUIIe;

— Crpeska BiIeB0 — 1epexofi K Mpedblayliel CTpaHUIle.

,HJ'IS[ BbIXO/ld N3 PeXXHMd IIpe3eHTdllhH IIpelHd3Ha49€Hd KJIaBUIIld Esc.

Pabotra ¢ Tabiunamu, nzobpaxenusmMu u popmynamu

= | ‘ =zl - e JlobGagnsiiTe TabIUIE], BCTABISUTE U YIAIAHTE CTPOKH
ﬁ ‘ L W CTONOIIEL, BbIJleNgiTe, OOBeIHHIHTe 1 pa3beJUHANTe
SMeHKH, U3MEeHSIHTe [[BeT UX 3aJIMBKH, a TaKXe
e UCTIONb3YHTe NTOBTOPeHHe 3aroiloBKOB TabIIHIlbl Ha

S = Ka)KJIOH CTpaHHMILe.

o Bcerasasitre nzobpaskenus ¥ GUIypbl, M3MeHANTe WX
pasMepbl 1 TOJIOKEeHNe B TeKCTe.
o Jlobasnsitre ¥ pelakTUpyiTe MaTemaTHYecKue
Beipaxenns B gopmare LaTeX, uamensiite nx
l [— pasMmepsl ¥ NOJIOKEHHE,

Pucynoxk 280 — Pexxum npe3eHTariuu

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MW», 2013-2024 261



MonOdonc
4.12 PeueH3upoBaHMe IOKYMEHTA

4.12.1 UcnpaBnenus

4.12.1.1 Pexxum 3amucH HCIIPaBJIeHUH

PexxuM 3amnucu ncnpaBiieHWH UCIIONb3YeTCsl, YTOObI OTCIIe)XXUBaTh, 00pabaThIBaTh U XPAHUTh
M3MeHeHHs, KOTOpble BHOCAT B JIOKyMeHT J[IpyrMe y4YaCTHUK{ peflakTUpoBaHus. YcnpasieHus
HaYMHAIOT 3allMChIBAThCS TOJIBKO IIOC/Ie BKJIIOYeHUs pexxuma. [IpocmartpuBath um o6pabaTbiBaTh
VICIIPaBJIeHHs] MOXKHO TP BBIKJIFOYEHHOM peXXuMe.

CraTyc pexxuma coxpaHsieTCsl IIOocjie 3aKpbITHs daiisia, TO eCcTb ecjid B JIOKyMeHTe OblI
BKJIIOYEeH PeXXUM 3alliCH WCIPaBJIeHHH, TO IPU ero MOoCjelyolleM OTKPhITUU PeXXUM Takxke Oyner
BKJIIOYEH.

YToOBl BK/IIOUWATH WM OTK/IIOYUTH PEXUM 3allCH HWCIIPaBIeHHWH, B KOMAaH[IHOM MEHIO
HNucrpymentsl > OToOpaikeHHe HCHpaBJIeHHII M KOMMEHTApHeB IIOCTaBbTe WM CHUMHTE

dnaxok OTcinexxuBarh ucnpasiaenus (cM. Pucynok 281).

WMHctpymenter Bug  OBwwi goctyn Mognwcka  Cnpaeka

OrobpaseHe MCNPABENEHMA W KoMMeEHTapHeE  * % OTcnesWEeaTs MCNpaBaeHKuA

Mpaeocnucanue r

BbigendTe nCnpaeaeHma
HacTpaveaemblil choBaps

MokasaTb JOKYMEHT € MCNPaBAEHWAMKM

13MEHNTE A3BIK... MokazaTe MCXOAHBIA SOKYMEHT

Pucynok 281 — Komananoe meHio MHCTpyMeHTBI

4.12.1.2 OTo0OpaxkeHue u MPOCMOTP HCIPABICHHI

B pnokymeHTax 0oTOOpaXkarOTCsl MCIpaBJIeHUs], BHECEHHbIe KaK B IpwiokeHUH «MonOduc
TekcT», Tak ¥ B CTOPOHHUX pefakTopax. [lofnep>xuBaroTcs ncnpaBiieHus Cileyollero TUIa:

— BBOJ U y/iaJieHUe TeKCTa;

— ¢dopMaTrupoBaHUe TeKCTa;

— ¢dopmarrpoBaHue ab3aa;

— BCTaBKa U yJiajieHre U300pakeHuH;

— BCTaBKa U yJlajleHHe TabJIvI] U CTPOK B TaO/IMIIAX;

— BCTdBKa, peldKTHPOBdHHE U yJid/IeHHhe Ir'MIIepCCbhIJIOK.
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HcnpapreHusi MapKUpPYIOTCSI IIBETOM M OTOOpaXKalOTCs Ha IaHelIW pelleH3WPOBaHUs

(cm. Pucynok 282). [l vcripaBiieHHA KaXKI0TO TI0JIb30BaTENs] HAa3HAYaeTCsl YHUKAIbHBIH IIBET.

e C Ea e é @~ &~ [ KO Thames |~ | |14 |w| A” ,-’f\+ =~ = ~ II ~ '_u":“ (]
£ 4 11 (.

2~ 9 C & Fv @O = XKUY« AvOv =v &= 8"~ T

Dain Mpaska PeueH3suposaHue WpndgT AB3auy Crann BecraBka

,,,,,,,,,, I @ Jlobasneno " n dopmatuposadmua

v
penakTop nOong 5510’[‘[)01"0 H y}lOﬁHDl"O CO3JaHHUA H
L JoGaBneno " Ha ONEPaLMOHHBIX CHCTEMEX ..."

«MonOdpuc Tekct» —
dOPMATUPOBAHYS TEKCTOBBIX JOKYMEHTOB JIHOOOM IOKHOCTH HA OIEPALMOHHbLX

cucTemax Windows 1 macOS.

Pucynok 282 — UcnipaBnenus

Inst nobaBiieHHBIX W yAaJeHHbIX CTPOK W TaOJWI[ TMpPHUMEeHsIeTCsl JOMOJHUTeIbHas
MapKUpoOBKa IBeToM: (oH HoOaBIeHHBIX CTPOK W TaOJIMIl OKpaIIMBaeTCs B 3ejieHbld 1BeT, GpoH

yAaJIeHHBIX CTPOK U TaO/MI] — B KPacHbIX I1BeT (cM. PrucyHok 283).

B Tabnuue Hike aAmA CpaBHeHHA MNpelCTaBNeH0 pACCTOAHHE IUIaHEeT ConHeyHOH CHCTEMEL OT

HeHTpaneHo i 3ee3nsl — CosHLA.
o fobasneno

Paccroanne or ColHIA, MITH. KM
60
110
150

230

Ha3spaHme IIaHeTEI

Paccroarue or ConHIA, MAH.-KM

o
108

150

HazgaHlle IaHETEI

LL0

Pucynok 283 — MapkupoBka TabJiIl I[BeTOM

B naHHOM BepcuM NPUIIOXKeHUS IeUCTBYIOT Clle[lyIolye OTpaHUYeHUs:

B nmokymenrax, coxpaneHHbix B LibreOffice Writer, a 3aTem oTkpbIThix B «MoiOduc

TeKCT», HCIIpaBJIEHUS MOT'YT OTO6pa)KaTbCiI HEKOPPEKTHO.

B nokymenrax B popmate ODT, cozgannbix B « MortOduc TekcT», a 3aTemM OTKPBITHIX B

LibreOffice Writer, HekoppekTHO 0TOOpa’kaeTcsi BpeMsi BHeCeHHs UCIIPaBJIeHUH.
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— Ecimu pyis Tabmuiel HacTpoeHo obTekaHue TeKCToM (CM. pasgen 4.4.10) u mob30BaTeb
MIpUHKMMaeT yjajeHwe Tekcra (cM. paspgen 4.12.1.4.1), B KOTOPOM pacCIlOJIOKeH SKOPb

3TOoM TabmuIle! (CM. pa3zen 4.3.1), To BMecTe C TEKCTOM yAaJisieTcs 3Ta TabiuIia.

Hcnpapiienus ¢ O0JBIINM KOJIMYECTBOM TeKCTa OTOOPAXKAIOTCs Ha MaHeNy pelleH3MPOBaHHs
B COKpallleHHOM Bujie. YTOObI TPOCMOTpETh MOJIHOe ONMMCAHWe UCIIpaBJIeHus, IIeJIKHUTe 110 HeMy

MBIIIBIO.

4.12.1.3 IlepemelnieHue MexXIy MCIIPaBJIeHUSIMHU

Jl71s1 GBICTPOTO TIepeMellieH s MeX/ly MCIIPaB/IeHHsIMU UCIOJIb3yWTe KHOIKU @ (Cnenyrommee
HCIIpaBjieHHe WIM KOMMEHTapHi) U ® (IIpenpimyimiee mcIpaBjieHHe WJIH KOMMeHTapHii),

KOTOpbIe pacIioyioXKeHbl Ha MTaHeJIi MHCTPYMEHTOB, B pasieiie PerenzupoBanue (cM. PrucyHok 284).

v ﬁ v é v v XOThames v| |14 |v| A= AT =y = v 1w Zl'_‘_ \:+:|

= Q T ~ o K K Y = Av v =v == H~ q

Daian Mpaska PeueH3svposaHue LWpngT AB3aL CTiam BcTaska
- b Sinisininininieiei JNlo6asneno " n dopMaTMpoBaHuA

«MoiOduc TekcT» — pemakTop AnA OBICTpOro W yA0OHOTO CO3JAHHMA U I @

GopMaTHpOBaHWS TEKCTOBEIX IOKYMEHTOB JIHODO CIIOXHOCTH HAa OnepalMOHHBIX 1 Jlo6aeneno " Ha onepauMoHHLIX CHCTEMaX ..."

cucremax Windows 1 macOS.

Pucynok 284 — Knonku nepemerttieHust MeXXIy UCITPaBIeHHASIMU

4.12.1.4 IIpuHATH U OTKJIOHUTDH UCIIPABJIeHHUS

Pabora ¢ wcmpaBieHHsSMH OCYIIeCTBIsSleTCS B pexuMe BpigeauTs HcCHpaBiaeHHUs

(c™m. paznen 4.12.1.5).

4.12.1.4.1 IlpunaTs ucnpaBieHUs

YToO6B! IPUHATH OJIHO UCIIPaBJIeHHe, BOCIIOIb3yUTeCh OJJHUM U3 CJIeJlyIOIIUX CII0CODO0B:
1. Ha maHenu pelieH3WpOBaHUSI HaBeUTe KYpPCOP MBIIIM Ha TpebyeMoe HCIIpaBjieHHe U

HaxmuTe KHOTKY ~ (IIpunsars) (cMm. PucyHok 285).
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v r ﬁ v é v v [E XOThames v |14 v A AT = v =~ DRI TT (1]
= 2 & Fv @@ = X KUY - Av v =v &= 8~ T
Daian Mpaska PeueH3svposaHue WpndT AB3al Ctiam Bcraska
- - - - llobasneno " ntoBoit cnokHocT" v X
«MornOguc TeKcT» — yIOOHBIH pefakTop An4 padoThl C TEKCTOBBIMH LOKYMEHTaMH } @ S

MHO00H CIIOMHOCTH.
Pucynok 285 — KHonky IpUHSTHS ¥ OTKJIOHEHUSI UCIIpaBJIeHNs

2. Ha maHenu pelleH3WpOBaHUsl BbijiejiuTe TpebyeMoe HCIIpaBjieHHe IeTYKOM MBIINA U
BBITIOJIHUTE OJHO U3 CJIeyIONuX JedcTBui (cM. PucyHok 286):
— Ha nanenu penieH3npoBaHus HAOXMUTe KHOTIKY (~ (IIpUHATS).
— Ha mnanenu wuHCTpyMeHTOB, B pasfeiie PeneH3npoBaHme HaXXMUTE KHOIKY
©@ (IIpuHATH HCIIpaBJIeHHe).
— Ha nanenu uHCTpyMeHTOB, B pa3zieiie PenieH3upoBaHme HaXkMUTe CTPEJIKY CIIpaBa OT

kronky () (IIpHHATE HCHpaBienne) 1 BhiGepyTe nyHKT IIPUHATE HCIpaBIeHye.

v~ X B~ & O~ ® « E XOThames (v |14 [v| A= AT = v = v v T (+)
A = 1T o
= o o & K K Y =« Av v =v == B~ T
- MpUHATE MCNpPEEAEHKE ' T -
Dain Mpaska LWpudT AB3al Crinn BcraBka
’—|3MHHT|: BCE WCNpPaBAEHWUA
«MoiO¢uc TexkcT» — yOOOHEIH pelaKTop AJf padOThl C TEKCTOBLIMH JOKyMeHTaMH @

J000i CINOMKHOCTH. Aobaenero " noboli cnoxHocT”

Pucynok 286 — [IpunsiTre ucnpasieHui

YToObI IMIpUHATbL BCe MCIIPpABJIEHMS B OOHOM HJIM HECKOJIbKHX a63auax, BbIIEIINTE 3THU

ab3aIibl ¥ BHITTOJIHUTE OfTHO U3 CJIENYIOUINX JeHCTBHMA:
— Ha mnanemm wHCTpyMeHTOB, B pasfene PeneHsupoBaHme HaXMHUTe KHOIKY
@ (IIpunaTh HCHIpaBJIeHHe).
— Ha manenu wuHCTpyMeHTOB, B paszieiie PeleH3upoBaHHe HaXMHTe CTPEJIKY CIIpaBa OT

KHOIKH () (IIpunsaTs ucnpaBiieHue) U BbiOepuTe yHKT IIpuHATHL HcnipaBiieHue.

YToObl NpPUHATH BCe WCIIpaBJIeHUs] B JOKYMeHTe, Ha IaHeJd WHCTPYMEHTOB, B pasjele

Penen3upoBaHie HO)XMUTe CTPEJIKY CIIpaBa OT KHOIIKH ©@ (IIpunaTes ucnpasjeHne) U BbiOepuTe

nyHKT IIpuHSTE Bce HCIpaBJIeHU.
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4.12.1.4.2 OTKJIOHUTH HCIPABJICHHS

YTOOBI OTKJIOHUTB OJTHO MCITPaBJIeHHE, BOCIIOIb3YHUTECh OJTHUM U3 CJIeTyIOIIHUX CIIOCOOOB:
1. Ha maHenu peleH3WpOBaHHUs HaBeguTe KypCOpP MBIIIM Ha TpebyemMoe HCIpaBjieHHe U
HakxMuTe KHOIIKY * (OTkJIoHUTB) (cM. PrucyHok 285).
2. Ha maHenu pelieH3WpOBaHUsl BbljiejiuTe TpebyeMoe HCIIpaBjieHHe IeTYKOM MBIINA U
BBITIOJTHUTE OJHO U3 CJIeYIONUX JerdcTBui (cM. PucyHok 287):
— Ha manenu perieH3upoBaHus HAXKMUTEe Ha KHOTIKY (' (OTKJIOHHUTD).
— Ha mnanenum wuHCTpyMeHTOB, B pasjeiie PeljeH3upoBaHHe HAXXMHTE KHOIIKY
D) (OTKI0HUTH HCIIPaBJIeHHe).
— Ha manenu uHCTpPyMeHTOB, B pa3zeiie PereH3upoBaHHe HXXMUTE CTPEJIKY CIIpaBa
OT KHOIIKH O (OTkyoHUTH HCHpaBiieHHe) U BblibepruTe NYHKT OTKIOHHTH

HCIIpAaBJIeHHe.

v X By & @~ (®]v XOThames (v |14 |v| AT AT S =~ v T; (+]
= i) & T ~ H e  Av v '=v Z= = Hy T
OTKACHUTE MCNpaBAEHWE - N
Daian Mpaska PeueH3ug AB3al CTuam Bcraska
OTknoHUTE BCE NCNpaBneHWA |
«MoiOdguc TeKcT» — yIOOHBIH pelakTop A/ paGoThkl C TeKCTOBRIMH JIOKYMeHTaMH @
MoD0H CIOXKHOCTH. Aob6apnero " nboil cioxHocT"

Pucynok 287 — OTkiioHeHHe McIIpaBiieHUI

YroObl OTKJIOHUTH BCe MCIIPaBJIeHHWs] B OJHOM WJIM HeCKOJIbKMX ab3alax, BbIeNnTe 3TH
ab3a1ibl ¥ BHITIOJIHUTE O/THO U3 CIIeYIOLUX AeHCTBUM:
— Ha nmnaHenm wuHCTpyMeHTOB, B pasfiefie PeleH3upoBaHHe HaXXMUTe KHOIIKY
® (OTKIOHUTH HCIIpaBJIeHHe).
— Ha nanenu uHCTpyMeHTOB, B pazfieiie PereH3upoBaHHe HaXMUTe CTpPeJIKy CIIpaBa OT

KHOIIKHU O (OTKI0HUTH HCIIPaBJIeHUe) U BbiOeprTe MYHKT OTKJIOHUTH HCIIPaBJIeHUe.

YToOBI OTKJIOHUTH BCe WCIPABJIEHUS! B JIOKYMeHTe, Ha TaHeJIM WUHCTPYMEHTOB, B pasjeiie
PeniensupoBaHue HaXXMHTe CTpeJIKYy CIpaBa OT KHOIKHU D) (OTKJIOHHUTH HCHpaBJIeHHe) U

BbIGepI/ITe ITYHKT OTKJIOHHUTE BCe HCIIpABJICHUS.
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4.12.1.5 Pexxum oTOOpazKeHMsI HCIIPaBJIeHUI

[To ymonmyaHMIO B IOKyMeHTe MapKHUPYIOTCs BCe McpaBiieHus. [Ipy HeobXxoquMoCTH pexxum

0TOOpa’keHUs! UCIIPABJIEHU MOXKHO U3MEHUTb.
J171s1 3TOTrO BBITIOIHUTE CIIeAyIOIIe 1eUCTBUSL:
1. OTkpo¥Te CIUCOK PeXXUMOB OJTHUM U3 CJIeJIYIOIIUX CII0CODOB:

— Bribepute nyHkT KOMaHHOTO MeHI0O HCTpyMeHTHI > OToOpaXkeHIe HCIPaBJIeHHIH

U KoMMeHTapueB (cM. PucyHok 288).

MHcTpymentsr Bug  OBwwi goctyn  lMognwcka Cnpaeka

OrobpaxeHWe MCNPAENEHWA W KoMMeHTapWeE P~ OTcnexuEaTe MCNPaBneHKa

Mpascnucadwe r
®  BrigennTe WCNPaBENEHKA

L

HacTpaveaempi cnoeape
MokasaTe AOKYMEHT € MCNPaBEAEHNAMK

MzmMeHWTE AZBIK. .. MokasaTe MCXOAHBIA JOKYMEHT
Pegaktop makpokomaHg 5 DMABTpaLMA KOMMEHTApPUEE
CpaBHWTh C... [GeTa) [

Pucynok 288 — KomanaHoe MeHio MHCTpyMeHTBI

— Ha mnanenu wuHCTpyMeHTOB, B pasjeiie PeljeH3upoBaHHe HaXXMUTe KHOIIKY
=== (OTOOpaXkeHHe HUCIIPaBJIeHUI U KOMMeHTapueB) (cM. PucyHnok 289).
2. Broibepute TpeOyeMblli pe>XUM pelleH3UPOBAHUS:
— BbigenuTs HcOpaBleHHs1 — B JOKYMeHTe cojiepkarcs u oOpaboTaHHble, U
HeobpaboTaHHble ucnpaBieHUs. HeoOpaboTaHHble HCHpPaBIeHUs] MapKUPYIOTCS

I[BETOM U OTOOpakaloTCs Ha MaHesM pelleH3npoBaHus (cM. Pucynok 289).

v ¥, [ v é @D v v [F X0 Thames v 14 v AT AT . G
+ - B ) ) = AaBGBEL! | ...

[oBaeuTe Ej ~ S Q ? - @ @ Bl X K H AR T e ﬁ v £ v an O6bIUHbIH N
W3BpanHoe Dain Mpaska PeueHsupoBatue % AB3al, Crunm Bcras

" BeISEMTE MCMpaBneHus
MoKasaTe AOKYMEHT € MCNPABNEHMAMM

MokazaTe MCXOAHEIR BOKYMEHT

______ |»—@ No6aeneno " noboii cnokHocTH"

000 CII0XHOCTH.

Pucynok 289 — Pexxum BeinenuThb ucnpasiieHus
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— Iloka3aTh [OKYMEHT C WHCIPaBJIeHHSIMH — B JIOKyMeHTe COJlepXaTcs |
obpabotaHHbIe, 1 HeoOpaboTaHHbIe McIpaBiieHys. HeobpaboTaHHbIe WCITpaBIeHUS

He MapKUpyloTcs nBeToM. IlaHens peniensupoBanus ckpbita (cM. Pucynok 290).

B A

a4

+ - r ﬁ - © D)
[oBaeuTs 5 v 2 ? v b ) ass .
s

WMzt panHoe Daian Mpaeka PelueH3IupoBaHWe ABKA
Brigennts McnpasneHua

]

T il Ny

IT | |

< 4 pS A
see

aoo aon

o e

" [lokazaTs 4OKYMEHT € NCNPaBAEHNAMM

MokazaTe MCHOAHBIH JOKYMEHT

«MoitOduc TexcT» — yOOOHBIH pedaKTop OnA padoTel C TEKCTOBBIMH JOKYMeHTaMH
000 CI0XHOCTH.

Pucynok 290 — Pexxum Iloka3aTh JOKYMeHT C HCNIPaBJIeHUSIMH

— Iloka3zaTh MCXOOHBIHM AOKYMEHT — B JJOKYMeHTe COJiepXaTCA TOJIbKO 06pa6OTaHHI)Ie
HCITPpABJIEHUS. ITanenn pPeneH3npOBdHUA CKPbITA. Pe)_'[aKTI/IpOBaHI/Ie HAOKYMEHTa B

JTAHHOM pexxrMe HeflocTynHO (cM. PucyHok 291).

4 B- |%X0Bv & ©-0-B- A T @
T = N s T & v © O [ .

WM3GpanHoe ®aan Mpaska PeueH3upoBaHmne aBKa
BbigennTe HCNpaEneHua

MokazaTb ACKYMEHT € MCNPABAEHMAMKA

" TokazaTb MCXOZHBIN 4OKYMEHT

«MoitOduc TekcT» — yOOOHBI pelakTop AN padoTel C TeKCTOBBIMH JOKYMeHTaMu.

Pucynok 291 — Pexxum Iloka3aTh HCXOIHBINH JOKYMEHT
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4.12.2 KomMeHTapun

Eciu paboTy Haj JOKyMeHTOM OoYepe/IHO BelyT HEeCKOJIbKO II0JIb30BaTesield, TO CBOU Ujier
Y 3aMeYaHus K TeKCTy OHU MOTYT M3jlaratb B BHJle KoMMeHTapueB. Kpome Toro, mosib3oBarenu
MOTyT OTBeuaTb Ha KOMMEHTapuM JApyr [Jpyra, o0pa3ys TakuM o00pa3oM Iejble Uenouku
00Cy>XIIeHUH 110 ollpeieJieHHbIM ¢pparMeHTaM TeKcTa WM BoripocaM (cM. Pucynok 292).

B HacTosiiee BpeMs AeMCTBYIOT CllelyIOIie OrpaHUYeHu s :

— KommenTapuu 1 niennovxku o0Cy>KIeHUi He BBIBOJISATCS Ha IevaTh.

— OrtcyTcTBYIOT YBeloMileHHsl 00 M3MeHeHNH KOMMeHTapus WK OTBeTa.

— llenouka o6cyx/eHHs MOXXeT pa3opBaTbCsd WU OTOOpaKaTbCS B BUJE OTHEJIbHBIX
KOMMEHTapyeB, ecjld JIOKyMeHT OblJI OTKPBIT U COXpaHeH: B CTOPOHHEM TeKCTOBOM
penakTope (3a uckimodenreM LibreOffice Writer), B Be6- wim MOOHUIIbHOM TTPUIIOXKEHUH
«MouOduc Tekcty, B HacTombHOM pefakTope «MonOduc TekcT» miafiie Bepcuu 2.7.

— KommenTapuu B kosoHTUTYMax (cM. pasnen 4.10.2) coxpaHsioTcs TolbKO B ¢daiiax B
¢dopmare ODT u XODT. ITpu coxpanenuu fokymenra B popmare DOCX koMMeHTapuu
B KOJIOHTUTYJIaX aBTOMAaTUYeCKY yIasIFOTCS.

— Ilpu 3akpbITUH JJOKyMeHTa He COXPAHSIOTCS KOMMEHTapUu K TabJvIaM, JJisi KOTOPbIX

HaCTpoeHo oOTekaHHe TeKCToM (cM. paszen 4.4.10.2).

KomMmeHTapyy U niennodku o0Cy>kKaeHui 0ToOpaXkaloTCsl Ha TTaHeJu pelleH3UpPOBaHMUSL.

g = —mm e @ Anexcangp Cvnpros
K TEKCTY MOXHO JOoOaBNATE KOMMEHTApPHH. Cerogna, 13:34
KommeHTapwi,
Enena Cmuprosa

Cerognn, 13:44

[MepeLIii OTBET HA KOMMEHTaPMIA.

@ Wean Metpos

Cerognn, 14:25

Bropoii oTBeT Ha KOMMEHTAPWA.

Pucynok 292 — KommenTapuii ¥ 0TBeT Ha KOMMeHTapHui
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4.12.2.1 Pexxum oTOOpaXKeHMsI KOMMEHTapHeB

[lo yMonm4aHMIO KOMMEHTApUU OTOOpaXkaloTCsi B JOKyMeHTe. M3MeHeHWe pexuMma
OTOOpa)keHUs] KOMMEHTapueB BBINOJHSAETCS aHAJOTUYHO HW3MEHEHHI0 peXuMa OTOoOpakeHHs

vcrnpabiieHud (cM. paszgen 4.12.1.5).

4.12.2.2 Jlo6aBUTH KOMMEHTapHi

YT06b1 106ABUTH KOMMEHTApPHH, BBITIOJTHUTE CIIeyIOIIne IeUCTBUS:

1. VcranoBuTe Kypcop B TOM MeCTe TeKCTa, B KOTOpoM Tpebyercss 106aBUTh
KOMMEHTapUi, WIX BBIIeJIUTe TeKCT, KOTOPLIM HYXHO KOMMEHTHUPOBATh.

2. Tlepeiinute B pexxuM pabOThl C KOMMEHTapPUSIMU OHUM U3 CIIEAYIOLIUX CIIOCOOOB:

— Bribepure myHKT koMaHAHOTO MeHIO BeraBka > Kommenrtapwmii (cM. Prucynok 293).

Beraeka @opmat  WHotpymedtm  Bug O

WzoBpameHue..,
TekcToBOE None
&) durypa ¢
BFH Tabawua..
() Mopwmyna...
CneupansHee CHMBDAL..,
'5 Paspeie cTpaHuusl Ctrl+Enter
'= Paspeie pazaena
I Homepa ctpaHuy, 3
B KonsoHTuTyw r
=: OrnasneHne
¢ Ccmnka... Ctrl+K
=1 [lepekpecTHan ccoliKa...
Jaknagka...
AE CHocka 3

[l Kommentapwii

Pucynok 293 — Komananoe menio BecraBka

— Ha nmanenmu uncTpymeHTOB, B paszieiie BcTaBka HaXkMUTe KHOIIKY E\ (KommenTapwmii)

(cM. Pucynok 294).
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ARy
AaBoB1 AaBbBaBl ... [_jv @ v E]

3aro.oK 2 3aro.oK 3 =

BcTaska

Pucynok 294 — Knonika KommenrTapmii

— Ha nanenmu uHCTpyMeHTOB, B pazziesie BcraBka HaxMuTe KHOIIKY ==+ (cM. PucyHok 295).

Ha 0T06pa3MBIIIeiiCs TaHeH BCTABKU HAXMUTe KHONKY [—| KoMMenTapHii.

0 A
AaB0oB AaBoB1 AaB6Bel ... @v @ v E] —_

3aro..ok 1 3aro...ok 2 3aro...ok 3

@ WzobpaxeHwe... ~
EI TekcToEOE Noae
@ Durypa b Q
HH Tabamua... >
Dopwmyaa...
[E] CnelnanbHblie CUMBOb.., >
= Pazpbie cTpanHuusl
"5 Paspuie pazaena
Homepa cTpadi,. >
@ KenoHTuTynm >
OrnaeneHne
.;‘_E:' Cemnka...
=1 Mepexpectras copiaka..,
'/\: 3aknagka...
AE  CHocka >
D KonmmenTapui
s

Pucynoxk 295 — Ilanenb BcTaBkU

— IllesikHUATEe TPaBOM KHOMKOW MBIIIA 10 TEKCTy WA BbIJIeJIeCHHOMY ¢GparMeHTy

" BBIIIOJTHUTE KOMdHAY KOHTEKCTHOT'O MEHIO HOﬁaBI/lTB KOMMEHTapHﬁ.
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Beenute TpebyeMblii TEKCT B 1ojie KoMMeHTapus (cM. Pucynok 296).
4., Ecmu Tpebyercs OTMEHHWTb BBOJ] KOMMeHTapus, Haxkmure KiaBumnry Esc. Ecmm
TpebyeTcst COXpaHUTh KOMMEHTApHi, BHITIOJTHUTE OIHO U3 CJIeYIOIIUX JeUCTBUM:
— B mose kommeHnTapus HaxkmuTe KHONIKY COXpaHHUTB.
— HlenxHuTe MBIIIbIO B JII0OOM MecTe IOKyMeHTa.

— Haxmure coueranue kinasuill Ctrl+Enter / $Cmd+Enter.

- | @ Anexcangp Cvup...
K TEKCTY MOXKHO J0OaBIATE KOMMEHTaPHH.

CoxpaHnTe

Pucynok 296 — Jlo6aBieHrie KOMMeHTapus

Hy'CTbIe KOMMEHTAdpUH dBTOMdTUYECKHU YOAJIAI0TCA.

,HJ'II/IHHbIe KOMMEHTapHrH 0T06pa>1<a10Tc;[ Ha IIdHeJIM pelileH3NMPOBAHHWA B COKpPdIlleHHOM BHUJIE.

YT006BI IMIPpOCMOTpPETHb MOJIHBIM TEeKCT KOMMEHTapHs, BblJIeJINTe ero mejI4Y9KOM MBIIIHN.

4.12.2.3 OTBeTUTH HAa KOMMEHTApPHUH

OTBeTbl K KOMMEHTApUI0 O0TOOpaXKalOTCsS B XPOHOJIOTHYECKOM mopsiike. OTBETUTh MOXXHO
TOJIbKO Ha KOMMEHTapuH, lo0aBjieHre OTBeTa K OTBETY He JIOMyCKaeTCsl.
YToOBI OTBETUTH HA KOMMEHTAapPUM, BBITIOJTHUTE CIIeyIOIIue TeUCTBUS:
1. Boibepute kOMMeHTapHii [iJIs1 OTBETa OJJHUM U3 CJIeYIOIIUX CII0COOOB:
— lenxHUTE MBIIIBIO IO KOMMEHTAPHIO WU T10 JIF0OOMY OTBETY K HEMY.
— IlepelimuTe kK KOMMEHTApHUIO C MOMOIIBIO KHOTIOK ) (Cnenylomee ucnpaBjieHHe
W KOMMEHTapuii) 1 '@' (ITIpenbigynree HCIpaB/IeHHe WIH KOMMEHTapH),
pacroyioKeHHbIX Ha T[aHelM WHCTPYMEeHTOB, B pasfene PernensupoBaHue
(cm. Pucynok 297).
— Ecnm kypcop ycTaHOBIIeH Ha MaHeNu pelleH3UpOBaHus, MepeiIuTe K KOMMEeHTapUIo

C IIOMOIIBIO KJIABUIII KJIaBUATYpPhI | U 1.
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Bug OBwwi goctyn  lognucka Cnpaeka

é ':::' w ':::' b4 ;:I W X0 Thames w
€ Ty - X K UYAMBTF
PeueHIvposaHue WpndT

Pucynoxk 297 — Knonku nepemertieHus: MeXX1y KOMMEHTapUsIMHU

2. B mone oTBeTra Ha KOMMeHTapuii BBeiuTe TpeOyeMbiid TeKCT (cM. PucyHok 298).

3. Ecimu TpebyeTcsi oTMeHWTb BBOJ| OTBeTa, HaxkmuTe KiaBuiry Esc. Eciu Tpebyercs
COXPaHUTb OTBET, BBIIIOJIHUTE OJJHO U3 CJIeAYIOMINX JeCTBUN:
— B nosne orBeta HaxkmuTe KHOIIKY COXpaHHUTh.
— lenxkHuTe MBIIIbIO B 1I060M MecTe JOKYMEHTa.

— Haxwmure coueranue kinasuill Ctrl+Enter / $Cmd+Enter.

|

@. Wean Metpos L4
K TEKCTY MOXHO ﬂDﬁﬂBﬂHTh'KDMMEHTapHH. Cerogna, 15:21

KommeHTapwid.

CoxpaHnTe

Pucynok 298 — Ilosie oTBeTa Ha KOMMeHTapUi

[TycTbie oTBeTHI yIalsItOTCS aBTOMAaTUYeCKH.

JInMHHBIE KOMMEHTAapud M OTBeTbl OTOOpaXkalOTCsl Ha TMaHeJIW peleH3UpOBaHHUs B
cokpaiieHHoM Buzie (cM. Pucynok 299). Uto6bl 0TOOpa3UTh MOJHBIM TEKCT KOMMEHTapHsl U BCeX
OTBETOB K HEMY, ITIeJIKHUTEe TI0 KOMMEeHTAapUIO WK 110 JII0O0MY U3 OTBETOB.

Ecnu B 1ierouke coniep>XuTcst 60JbIle ByX OTBETOB, TO OHA aBTOMaTUYeCKU CBOPauHBaeTCs
M Ha TaHeJM peleH3UpOBaHUSl OTOOpaXKaeTcsl TOJBKO MepBbI W TOCTeHU oTBeT. UTOObI
pa3BepHYTh IeM0YKY, HAKMUTe Ha pasjienuTesb Iloka3aTs ele n 0TBETOB.

Ecmu IIPpH pa3BOpPAaYMBAHWH ITEII0YKd CTAHOBUTCA OJIMHHEee BbICOTHI CTPAHUIILI, TO HA ITaHeJIN

perieH3UpOBaHus JIJIsl Tlepexo/ia K Hadally M KOHITY 1eloYKU 0TOOpaXkatoTCsi KHOTIKH u
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Ecnmu pBﬁDT}" HaJ NOKYMEHTOM II004YepeHO BenyT HECK?HBKD MO/Ib30BaTeNnel, ToO CBOH @ ArzmE T e
UIeH U 3aMe4aHid K TEKCTY OHW MOT'YT M3/araTt B BUJe KOMMeEHTapHUeB. Cerogna, 17:28

B HacToAWee BpemMA AeNCTEYIOT Cleqytol e
OrpaHuYeHna:

— KomMmeHTapui 1 Lenoukn oboyaeHnia
HE BLIBOAATCA Ha MEeYartk.

— OTcyTeTBytoT yBeAOMACHWA ob
W3MEHEHWW KOMMEHTAPWA WAKW OTBETA.

Mokazate ewe 3 oTEETa

Enena CmuproBa

Cerogna, 17:43
OTeeThl K KOMMEHTa DY 0T06PE)KEK)TCF| B
XPOHONOTMYEecKoM Nopajke, OTeeTuTh
MOMXHO TONBKO Ha KOMMEHTEPHH,
AobaeneHre oTBETa K OTBETY He
LOMYCKAETCA.

Pucynok 299 — [lenouka

YToObI CBEPHYTH 1EN0YKY, BLITIOJIHUTE OHO U3 CJIeYIOMIUX T1eHCTBUM:

— lenxuuTe 1o 11060My MeCTy JOKyMeHTa 3a IpeieJlaMU 11elI0YKH.

— IlenxHuTe 10 APYroMy KOMMEHTAPHIO WUJIH IIeMI0UKe.

— [IlepeiimuTe K [OpyroMy KOMMEHTApWIO WM I[elI0YKe C TIOMOIIbI0 KHOIOK
Can o FT
() (Cnenyromee wucnpaBieHue win KkKomMenrapuii) u (&) (IIpeawimymiee
HCIpaB/ieHHe WJIH KOMMEHTapHii), PacloJIO)KeHHbIX Ha TaHed WHCTPYMEeHTOB, B
pasgene PenensupoBanue (cM. Prucynok 297).

— lleperimure K IpyroMy KOMMeEHTapHIO WJIM IelOYKe C IMOMOIIbIO KJIaBUIIl KJIABUATYPhl

luaf.

4.12.2.4 IlepememieHue Me;kTy KOMMEHTapHUSAMH H IeTI0UYKaMH

Jly1st 6pICTpOrO INepeMellleHMs] MeX/ly KOMMEHTApUsIMU U Iell0YKaMU MCIOJIb3yHTe KHOIKHU
L ~ e
(2} (Cnemyromee ucnpanienne win kKommeHtapuii) u =) (IIpenbigyiiee mcrnpaBiieHHe WIH
KOMMEHTAapHii), KOTOpble pacrojioXKeHbl Ha MaHeI UHCTPYMEHTOB, B pa3zesie PernenzupoBaHue

(cm. Pucynok 297).
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4.12.2.5 ®unbTpanus KOMMeHTapueB

Hcnomnb3ys GuimbTpanuio, MOXHO CKPbIBAaTh WM OTOOpakaTh HA MaHeNU pelleH3UpOBaHUS
KOMMEeHTapUX BbIOPAaHHBIX pelleH3eHTOB.
Yr1o6bl OTGUIBTPOBATH KOMMEHTAPHH, BBITIOJHUTE CJIeIyIoIre 1eHCTBUSL:
1. Ortkpo¥iTe OKHO GUIBTPAIIMM KOMMEHTAapHeB OJIHUM U3 CJIeIyIONIHUX CII0OCOOOB:
— Buibepurte nmyHkT koMaHiHOTO MeHI0 IHCTpyMeHTHI > OToOpaieHne HCIpaB/IeHHI

U KOMMeHTapueB > PunbTpanus kommenTapues (cM. Pucynok 300).

MHcTpymentss Bug  OBwwi goctyn  Mognwucka Cnpaeka

OTobpaxeHWe MCNPAENEHWA W KOMMEHTApWEE  # OTcnes MEATE WCNPABAEHKA /

Mpaecnucadwe r
® BoigenmTb MCNpaBneHKA

Lt

HacTpaveaemuii cnoeaps
MokasaTe AOKYMEHT C MCNPABAEHWAMK

3MEHWTE A3BIK... MNMokazaTe MCXOAHBIA fOKYMEHT
PenakTop MakpokomaHa B DMABTPaLMA KOMMEHTAPWEE
CpaeHuTL C... (BeTa) [

Pucynok 300 — Komangnoe mento UHCTpyMeHTBI

— Ha nanenu HMHCTPYMEHTOB, B pdasaeje PEHEHBHPOBHHI/IE Ha)XMHTe KHOIIKY

v (Punbrpamusa kommenrtapuen) (cM. Pucynok 301).

Bug O6wwi goctyn  [lNognwcka Cnpaeka

&5 © () v [El v | XOThames v

Q Ii%'@@ w X K Y AR T

T
mH.."IbTrJELI,HFI KOMMEHTAHEB

OuncTuTe SUABTR

Pucynoxk 301 — Pa3nen nanenu uHctpymeHToB PenrensupoBanue
— Ha manenu wuHCTpyMeHTOB, B pasfeie PeneHzupoBaHHe HaXXMHUTe Ha CTPEJIKY

CIIpaBa OT KHOIIKH ? (CI)I/IJII)TpaIII/IH KOMMEHTapHEB) MW B BbIlIaJdiOIIeM CIIMCKe

BbIOEpUTe NMyHKT PUIbTPAIUa KOMMEHTapHeB.
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2. B oxne ®PunbTpanus komMmentapueB (cM. Pucynok 302) caumure dnaxkok Beriopars
BCex.

3. OtmetbTe driakkamMu pelleH3eHTOB, KOMMEHTAapHUH KOTOPbIX TpebyeTcsi oToOpaXkaTh Ha
MaHeJIu pelleH3UpPOBaHUSL.

4. Ecmy CIHMCOK COMepKUT OOJIbIlIoe KOJIMYeCTBO PelleH3eHTOB, HWCIOJb3yHTe CTPOKY
TIOMCKa:
— BeeguTe B CTPOKY IMOMCKA YaCTh UMEHU WIH TIOJIHOE UMs TPeOyeMOoro perieH3eHTa.
— B pesynbrarax novcka oTMeTbTe GIa’kKKOM 3TOTO pelleH3eHTa.
— Ilpu HeoOXoAMMOCTU TMOBTOpPUTE [EUCTBUS, YTOObI HAUTU U OTMETUTh APYIUX

peleH3eHTOoB.

5. Haxwmwure kHOnKy OK.

PUNETPaLMA KoMMEHTAPHER ot

Bribpate BCex

AnekcaHap CMMpHOB 1
EneHa CMUpHOBa -

WBaH MeTpoB i

Pucynok 302 — OkHo ®PunbTpanys KOMMeHTapHueB

YToOBI BEpHYTHCSI K OTOOPa’KeHUI0 KOMMEHTAapUeB BCeX pPelleH3eHTOB, BBIITOJIHUTE OHO U3
CJIeYIOIUX JIeNCTBUM:

— Ha nanenu uHCTpyMeHTOB, B pa3feiie PeneH3npoBaHHe HAa)XMHTe Ha CTPeJIKY CIIpaBa

OT KHOIIKHA ? (PunpTpamua KOMMeEHTapHeB) U B BBINA/IAIOIIEM CIIHCKe BbibepuTe

nyHKT OuncTuts GuiabTp (cM. Pucynok 301).
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— Orkpoiite okHO PunbTpamusa KoMMeHntapueB (cM. Pucynok 302) Tak, Kak OmHCAHO

BBIIIIE, TOCTaBbTe Quiaskok BeIOpaTh Bcex u Haxkmute KHOMKY OK.

B Hacrosiiee Bpemsi 1eMCTBYIOT CiielyIollie OrpaHAYeHus:

— Ilpu BBLINOIHEHWM KOMAaHIbI YHAJHTHL BCe KOMMeHTapuu (cM. pasnen 4.12.2.8)
YIAISIFOTCS BCe KOMMEHTapHUH B JIOKYMeHTe, JlaXke ecJid BKIFoueHa GUIbTparusl.

— B oknHe ®PunbTpanuss KOMMeHTapueB He OTOOpaXkalOTCSd HKMeHa peleH3eHTOB,

KOMMEHTApPHHU KOTOPBIX ObLTH yAaJieHbl.

4.12.2.6 PenakTHpoBaTh KOMMEHTApHUH HJIH OTBeT

YTOoOBI peakTUPOBaTh KOMMEHTApWUW UM OTBET, BHIIIOJIHUTE CJIelyIolre JeCTBHUS:
1. Boigenute koMMeHTapUii WA OTBET OJIHUM U3 CJIeJIyIOIIUX CIIOCOOOB:
— HaBenurte Kypcop MBIIIKA Ha I0Jle KOMMEHTapysi WIM OTBeTa. B npaBoM BepxHeM

yri1y HaxmuTe kHolKy # (PegakTupoBarts) (cM. Prucynok 303).

S @ Anexcanap Cmnpros 4 0
K TEKCTY MOXKHO J00aBNATh KOMMEHTapHH. Cerogms, 16:24 ‘{b
KommeHTapwid.

Pucynok 303 — Knonka PegakTupoBaTth

— BroienuTe none kKoMMeHTapysl UM OTBeTA JIBOMHBIM II[eJTYKOM MBIIIIH.

2. HW3MeHMTe TeKCT KOMMeHTapHs WU OTBeTa.

3. Ecnu Tpebyercsi OTMEHUTh BBOJ| U3MeHeHUH, HaxmuTe kiiaBuily Esc. Eciu Tpebyercs
COXPaHUTh U3MeHeHMs], BBIIIOJIHUTE OJIHO U3 CIIe[YIOLUX AeHCTBHIM:
— B mosie kommeHnTapus win oTBeTa HaXxkmuTe KHOTNKY CoxpanuTsh (cM. PrucyHok 304).
— lenxHuTe MBIIIBIO B JII0OOM MecTe IOKyMeHTa.

— Haxwmure couyeranue kinasuin Ctrl+Enter / 3Cmd+Enter.

HYCTBIE KOMMEHTAdpPHHU U OTBETHI YAAJIAKOTCA dBTOMATHUYE€CKU.
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| Anewcauap Cvmp...
K TEKCTY MOXKHO ﬂDﬁBBﬂHTB'KD.\‘IMEHTBpPIH. @

OTpenakTWpoBaHHLIR

KOMMEHTaPWIA
CoxpaHWTe

Pucynox 304 — [Tone kommeHTapus

4.12.2.7 KonnpoBaTh, BbIpe3aTh H BCTABUTh KOMMEHTAPHI WIH HEI0YKY

KomMMeHTapuy v 1ernmoyku MOXKHO BbIpe3aTh, KOITMPOBATh M BCTAaBJIATH B MpejiesiaX OJHOTO
JIOKyMeHTa WU Mexy JokyMeHTaMu « MonOduc Tekcry.

YToObI BbIpe3aTh WM KOIKMPOBaTh KOMMEHTApUl WIX 1EelOoYKY, [1eJIMKOM BBIJIeJIUTe TEeKCT
WM O0BEeKT, K KOTOPOMY OHM OTHOCSITCS. [Ipv Bblpe3aHMHM WIM KONHWPOBAaHWK YaCTU TEKCTa
KOMMEeHTapUHU U 1IelI0YKH He BbIPe3aloTCsl U He KOTIUPYIOTCS.

KomupoBanve, BbIpe3aHHMe YW BCTaBKa OTKOMMEHTHPOBAHHOTO TeKCTa WIM OOBbeKTa

BBITIOJTHSIFOTCSI CTAaHJIAPTHBIMU criocobamu (cM. pasgen 4.9.2).

4.12.2.8 Ypanuth KOMMEHTapHUii HJIH OTBeT

KommeHnTapuii yaansieTcsi BMecTe ¢ OTBETaMH K HEMY.
YToOBI OBICTPO yHAMWUTh KOMMEHTApWi, HaBeJUTe HAa Hero KypCcOp MBI U B IPaBOM

BepXHeM YTy KOMMeHTapys HaxxmuTe KHOIKY @ (Y aamuTs) (cM. Pucynok 305).

o —————————. @ Anexcangp CvinpHoB 4
K TeKkcTy MOXKHO J003BIIATE KOMMEHTapHH. Cerogha, 16:24

KommeHTapwid.

Pucynok 305 — Knonka Y paaurtb
Taxoke [71s1 yIasieHuss KOMMeHTapHs MOKHO BBITIOJIHUTD CJIeTyIoIIye JeCTBUS:

1. Boibepute koMMeHTapHil OJJHUM U3 CIIeYIONIUX CIIOCOOOB:

— H_IEJIKHI/ITG MbIIIBIO 110 KOMMEHTAapUIo WA 110 J'IIO6OMy OTBETY K HEMY.
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— IlepedimuTe K KOMMEHTApPHIO C ITOMOIIBIO KHOIIOK @ (Cnenmymoiee ucmpaBiieHHe
WIH KOMMEHTapuii) U @ (ITpenpigyiiee HCIpaB/IeHHe WIH KOMMEHTapHii),
pacIoyio)keHHbIX Ha IIaHeJd WHCTPYMEHTOB, B pasneiie PereH3upoBaHue

(cm. Pucynok 306).

Bug OBwwi goctyn  MNoanwcka Cnpaeka

é i:: w i: v L::| w X0 Thames v
¢  Tv|lO© 6] - X K Y AT
PeueHanpoBaHue WpudT

Pucynok 306 — KHonku niepemMeliieHus1 MeXXly KOMMeHTapUsIMU

— FEcnu xypcop ycTaHOBIIeH Ha IaHeJIM pelleH3MpOBaHus, llepeiinTe K KOMMEeHTapUIo
C IIOMOUIBIO KJIABUIII KJIaBUATYpPHI | U 1.
2. Ypandre KOMMEHTapyUi OAHUM U3 CJIeAYIOIIUX CIIOCODOB:
— Ha nanenm wuHCTpyMeHTOB, B pasleie PeljeH3aupoBaHHe HaXXMHTe KHOIIKY
ﬁ (Ymanuts kommenTapwuii) (cM. Pucynok 307).
— Ha nanenu uHCTpyMeHTOB, B pa3zeiie PeneH3npoBaHHMe Ha)XXMHUTe HA CTPEJIKY
CIlpaBa OT KHOIIKU ﬁ (Ynanute koMMeHTapuii) U BblOepyTe NYHKT YJaJIHUTh

KOMMeHTapHH.

Pt N [
0 @ = Q- ®- [ — e =
T w | | [ | W | |
—

o C & Yy e

YAanuTh KoMMEHTAPKIA
Mpaska PeueHavposaHue
YAaMUTL BCE KOMMEHTIRUN
- | @ Anexcangp CMu pHOB 4 0
K TEKCTY MOXKHO 00aBIATE KOMMEHTapHH. Cerogns, 16:24
KommeHTapuia.

CoxpaHWTh

Pucynok 307 — YV nanenue koMMeHTapust

— B mpaBoM BepxHeM YTy KOMMeHTapHs Ha)XKMUTe KHOIIKY M (Y panuTh).
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Jl1st ynaneHus KOMMEHTapHsl MOXKHO TaK>Ke TIepeiTH B PeXKUM ero pefaKTUPOBAHUS TaK, Kak
9TO OMHMCAHO B pasnene 4.12.2.6, MONHOCTBIO yJANUTh TEKCT KOMMEHTApHs W HaXKaTh KHOIIKY

Coxpanurs (cM. Pucynok 308) ninu 1ienkHyTh 110 JII0O0MYy MeCTy JOKyMeHTa.

- | @ Anexcangp Crvnp...
K TEKCTY MOXHO n00aBNSATE KOMMEHTaPHH. Cerogma, 16:24

CoxpaHWTk

Pucynok 308 — Y nanenue koMMeHTapus

Yro6bl yIamuTh BCE KOMMEHTAPHUU B JIOKyMEHTe, BBITIOJTHUTE CIJIeIYIOIINe IeHCTBHS:
1. Ha maHenu UHCTPYMeHTOB, B pa3zieiie PenieH3npoBaHHe HA)XKMUTE Ha CTPEJIKY CIpaBa OT
KHOTIKU ﬁ (Y manmuts kommenTapuii) (cM. Pucynok 307).

2. B BblnagaroieM crvcke BblbeprTe NyHKT YaJUTh BCe KOMMEHTapHH.

YTOoOBI yIaUTh OTBET, BBITIOJIHUTE CIIeAYIOIIHe IeMCTBUS:
1. HaBemuTe Ha OTBET KypCOpP MBIIIM WX BbIOEpUTE IEMOYKYy C OTBETOM OJHUM W3
CJIeTyIOIIUX CIIOCODOB:
— lenxHuTE MBIIIBIO 10 JTI060MY MECTY IeMOYKH.
— IlepetimuTe K Imerno4yke C IMOMOIIBIO KHOTIOK O] (Cnenyromee ucnpas/ieHHe HIH
KOMMEHTapuii) u @ (IIpenbigyniee ucCIpaBjIeHHe WIH KOMMEHTapHii),
pacroyioXKeHHbIX Ha [aHeldM UWHCTPYMEeHTOB, B pasneie PerensupoBaHue

(cm. Pucynok 309).

Bug O6wwi goctyn  [lNognwcka Cnpaeka

é : ™ hd |ZTI w X0 Thames w
& Yv|® 3 - K K Y4 AB T
PELEHIMPOBAHWE WpndT

Pucynok 309 — Knonku nepemertieHusi Mexay KOMMeHTapUsIMU

— FEcmm xypcop ycTaHOBIleH Ha IaHeNIM pelleH3WpOBaHMsl, IlepeiiuTe K IlellOYKe C

IIOMOIIBIO KJIABUII KJIaBUATYyphI | U 1.
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2. B mpaBoMm BepxHem yriay TpebOyemMoro oTBeTa HaXMuTe KHONKy W (YIaauTs)

(cm. Pucynok 310).

AR ——— — ——————————————————m— e — ] Anexcangp CvMupHoB s B
K Texcry Mo3KHO N00aBNIATh KD)‘L\’IEHTB[JHH[ Ceropnsa, 16:24
KommeHTapwi,
Enena CvupHoBa Ea |
Cerogna, 17:16 {b
OTBeT Ha KOMMEHTAaPKIA,

Pucynok 310 — Y nanenue orBera

4.12.3 AynuoxkoMMeHTapHuH

B Texymieil Bepcuu OOCTYIHO MpOCTyIIMBaHME ayJAMOKOMMeEHTapueB, A00aBJIEHHBIX C
MOMOIIIbI0 MObWIIbHOTO nprioxeHus «MoiOduc JlokymMeHTbD».
YtoObl mpOCIyIIaTh ayAUOKOMMEHTapuii, IIeJIKHUTe [0 KHONKe AyIHOKOMMeHTapHH

Ha IaHeJM pelleH3upoBaHus (cM. Pucynok 311).

Ekaterina, Cerogns, 17:35

K TekcTy MOXHO [00OABMATH ayOUOKOMMEHTApPHM C I[OMOIILID
MOOMNBHOTO TIpHnoKeHHs « MoiOguc [1oKyMeHThI». AyaunoKoMMeHTapuii

Pucynok 311 — AynyuokoMmmeHTapui

Knomnka npeo6pa3uTcs B 1jieep, U HAYHETCsl BOCIIpou3BeleHre 3anucH (cM. Pucynok 312).

[Tpu pemakTHMpOBaHMM JAOKyMeHTa BOCIIpOU3BefleHHe ayIMOKOMMeHTapHs He IpephiBaeTcs.
Ecnu TpeOyeTcss OCTaHOBUTH BOCIIpOM3BelleHHe, HakMHTe Ha KHonKy I (IIay3a) Ha maHenu
pelleH3UpOBaHUs WIK B CTPOKE COCTOSTHUSI.

Y106l BO30OHOBUTHL BOCIIPOM3Be/leHHe, HaXKMUTe Ha kHoOmKy P (CiaymiaTh) Ha MaHenu

penen3npoBaHUA UIN B CTPOKe COCTOSTHUS.
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JlJisi IepeMOTKH 3alMCH BIlepejl WM Ha3aJl IIeJKHUTEe MBIIIbI0 [0 Tpebyemol OTMeTKe

IIKaJIbl BOCITPOM3BeleHK Ha IIdaHeJIM pelleH3POBaAHKA.

j@)

K Texkcry MoXHO [O0OABAATL AYIHOKOMMEHTADHH C IOMOILBIO
MOOGHIEHOro npunoxedusa « MoiOduc [1oKyMeHTED. [17] w— 00:11

E MpocaywnearHmne = ® + 100% v

Pucynok 312 — IIpociymmBanve ayguOKOMMeEHTapUst

Ay,III/IOKOMMeHTapI/II/I MOXXHO BbIp€3dTb, KOIIMPOBATbL, BCTABJIATbL W YAAJIATH AHAJIOTUYHO

TEeKCTOBBIM KOMMeHTapusiM (CM. pasnesnsl 4.12.2.7 n 4.12.2.8).

4.12.4 CpaBHeHUue JOKyMEHTOB

C nomomipio npunoxenus «MoitOduc TekcT» MOXHO CPaBHUTH pa3Hble BepCUU OAHOIO U
TOTO >Xe TekcToBoro ¢arna. [lognepxuBaercs: cpaBHeHHe JOKyMeHTOB B ¢opmatax DOCX, ODT,
XODT.

IIpy cpaBHeHMM O0TOOPaXXAIOTCS CllefyIOlle U3MeHeH s, BHECEHHBIE B JIOKyMEHT:

— pobaBieHHBIE U yajleHHble GparMeHThl TEKCTa;

— ,E[O6aBJ'IeHHbIe, YAaJleHHble 1 OTPpeJaKTUPOBAHHbIE Ta6J'II/II_[bI.

CpaBHeHUIO He TOJIJIeXar:

—  OrJIaBJIeHUE;

—  COflep>KUMOe KOJIOHTUTYJIOB;

— un30bpaxeHus;

— CHOCKH;

— TEeKCTOBBIE ¥ ayJJMOKOMMEHTAPHH;

—  Ppa3pBIBLI CTPAHMII U PA3PbIBBI Pa3JIeJioB;

— ¢dopmarrpoBaHue TeKCTa 1 ab3ara.

,HEIHHBIE SJIEMEHTHI U1 CBOMCTBA IIepeHOoCATCAa U3 CpElBHHBElEMOfI KOITMU JOKYMEHTAd B (1>a13m

CpaBHEHU 06e3 N3MeHeHUH.
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Jlisl cpaBHEHMsI JOKYMEHTOB BBIIIOJIHUTE ClefAyIoIIve AeHCTBUS:

1. OTtkpoiiTe JOKYMEHT, KOTOPbIM HY>KHO CPaBHUTb C UCXOJIHBIM.

2. YkaxuTe HUCXOAHBIA [OKyMeHT. [ljis 3TOro BbIOepuTe IYHKT KOMAaHJHOIO MeHIO
HNucrpymentsr > CpaBHHTH C... (bera) (cMm. Pucynok 313) u B okHe ¢aiiioBoro

MeHepKepa BelOepuTe TpeOyeMbli paiil.

WHetpyments Bug  OBwwmi goctyn lMognucka G

OrobpameHne MCNPABAEHWA M KOMMEHTApWEE P
Mpaeonucanne »

HacTpaveaemeli choeape
HzMeEHWTE A3BIK...

PegakTop MakpokomaHg

CpaeHWTE ... (GeTa)

Pucynok 313 — [Iynkt komanaHoro MeHto CpaBHHTS C... (0era)

B HOBOM OKHe chopMupyeTcs IOKyMeHT C pe3yJibTaTaMu cpaBHeHus (cM. PucyHok 314).

B Tabnuue Huke AN cpaEHeHHA NPEACTABIEHO PacCTOSHHE NNaHeT oT (RS e Qe
Conuua. foBaeneHo " ueHTpanEHoH 2Be3g0 —"
Haspanmue miaHeTs: Paccrosme ot ConHna, MaH. KM
Mepkypmit 58
Benepa 108
3emns 150
Mapc 228
Hazpanie muaseTsl PaccroaHie oT comHma, MIH. KM
Mepxypuit 60
Benepa 110
3emna 150
Mapc 230

Pucynok 314 — Pe3ynbTaT cpaBHEHHS JOKYMEHTOB

B nanHoMm pokymenTe:

— ,[[O68BJ'[€HHBI€ " yJaJIeHHbIe Cl)paI‘MEHTbI TeKCTa 0To6pa>1<a}0Tc;1 B peXxxume OTO6pa>KeHI/IH

vcrnpaiieHud (cM. pazngen 4.12.1);
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— Kaxmas TabmuIia, B COAEPXKHMOe WM CTPYKTYpy KOTOPOM BHECEHBI WCIIPaBJIeHUS,
oToOpakaeTcsl B BUJIe ABYX TaOJIUIl: OMHOU yAasieHHOW (OTMedYeHa KpacHBIM IIBETOM) U
OJTHOM T00aBIeHHOM (OTMedeHa 3eJIeHbIM 1IBeTOM);

— Jo6aBiieHHbIe TabIUIIbI BEIIEISIOTCS 3eJIeHBbIM IIBeTOM;

— yHOaJieHHbIe Ta6J'II/II_[I)I BBIIEIIAIOTCA KPACHBIM IIBETOM.

Pabora c JOKYMEHTOM, KOTOprﬁ COJEep’XUT pe3yJjibTaTbl CPAaBHEHHW, OCYIIEeCTBJIIETCS

AHAJIOTUYHO paboTe C OOBIYHBIM JIOKYMEHTOM.
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4.13 CpencrBa aBTOMaTH3aIMH

4.13.1 MakpoxomMaH/bI

MakpokoMaH/Ibl TpeACTaB/sIOT COO0M MpOorpaMMbl HEOOJIBIIOTO pa3Mepa, C IOMOIIbIO
KOTOPBIX B TEKCTOBOM JOKYMEHTe aBTOMAaTHU3UPYyeTCsl BLIIOJIHEHUe MPO/IOJDKUTEIbHBIX UM YacTo
MTOBTOPSIONTUXCS orneparnuid. s pazpaboTku MakpokoMmaHa B mpwiokeHuH «MonOduc Texcr»
WCIIOJIb3YeTCs SI3bIK IporpaMmupoBanus Lua.

Kak nmpaBuio, MakpoKOMaH/ bl UCIIOJIb3YIOTCS AJIsI pellieHus] CJIeIyIONInX 3a/1ay:

— JobaBjieHUe TeKCTa;

— TIOWCK U 3aMeHa I10 TeKCTY;

— yHAdJieHHe TeKCTd.

CoxpaHeHHe MdKPOKOMaH/[] IIOOZep’>KHUBAETCA TOJIbKO B IIpeaejiaX TeKyllero JOKYMEeHTa.
Ecnmu ananoruyxbie MdKPOKOMdH/bI Tpe6yeTcs1 HCIIOJIb30BATh B JIpyI'OM JIOKyMeEHTe, co3JianTe UxX
HeloCcpeJCTBEHHO B IPYyI'OM NOKYMeHTe.

HOIIpO6HO€ OIIMCaHHe pa6OTI)I C MAKPOKOMdHJIdMU IIPUBENIEHO B JOKYMEHTe «CHpaBO‘IHI/IK

MdKPOKOMAdH/I Hd A3bIKE ITPOI'PAMMUPOBAHHA Luay.

4.13.1.1 Co3gaTh MaKpOKOMaHAY

YroO6bl CO3/1aTh MAaKPOKOMaH 1y, BHITIIOJIHUTE CJIe[lyoIlire 1eHCTBUSL:
1. Boibepute nyHKT KOMaHOHOTO MeHI0 MHCTpyMeHTBHI > PemakTop MaKpOKOMaHJ

(cMm. Pucynok 315).

WHetpymenter Bug  OBwmi goctyn Meognweka  C

OrobpamedHue MENPABAEHWA W KOMMEHTApUEE P
Mpagcnucadwe r

HacTpaveasmeA chosapb
MzmeHWTE A3HIK...

PegakTop MakpokomaHg

CpaeHWTk ... [BeTa)

Pucynok 315 — IlynkT komanaHoro meHio PegakTop makpokomany
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2. B okne PegakTop MakpoKoMaH]| HAXMHUTe KHOIIKY + (cM. PucyHok 316).

o4 Pegakrop makpokomang et

+ —_—

’ BoinonHute P Otnagute 0

Pucynok 316 — JlobaBieHrie MakpOKOMaH bl

3. BBemure uMsS MaKpOKOMaH/bl WM OCTaBbTe WMS, YKa3aHHOe II0 YMOJITYaHHUIO
(cM.  Pucynok 317). Ytobbl COXpaHUTh UWMs, HaxmuTe kiaBuily Enter

WM [TIeIKHUTE MBIIIBIO 110 JTI000H 06J1aCTH pefJakTopa MaKpOKOMaHI.

o4 PegakTop makpokomang *

1 BeeguTe HOBLIA CKPUNT 30eCh

Bes umeHK

+ —_

P Gonoarure ™ Omnagurs [

Pucynok 317 — BBog uMeHM MaKpOKOMaH/IbI
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4. BeepmuTe TekCT MakpoKOMaHbI (cM. PucyHok 318).

4 Pegaktop MakpokomaHg

Makporomanga 1

=+

range = document:getRange();
startPos = range:getBegin();

textProp = range:getTextProperties();
textProp.italic = true;
textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MoiDduc!");
10

’ BrnoaHWTe ,?'Dma,qmb [:] ! ) Inp

Pucynok 318 — BBoj TekcTa MakpOKOMaH/1bI

Hosas MdKpPOKOMdH/Id COXPdHAETCS aBTOMATUYEeCKH.

[Ipu pobGaBneHnd B HOKYMEHT MaKpOKOMAaH/IbI

KHOIIKa @ (Makpoxkomannasl) (cM. Pucynok 319).

Ha OOKOBOU IIaHeIu

— O

AaB6BeI1 AaB6Belt ... @v @ v E

3aronosok 3 3aronosok 4

Bcraska

Makpokomanaa 1
Makporkomanaa 2

Makpokomanaa 3

= & + 100%

*

@ 0O

Pucynoxk 319 — Ilanenb paboThl ¢ MAaKpOKOMaHIaMHU
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Ilpy HaxaTMy Ha OAHHYIO KHOIIKY OTKpPBIBaeTCsl IaHejlb paboThl C MaKPOKOMaHIaMH, C
IIOMOIIIBI0 KOTOPOM MOXKHO BBITIOJIHUTS CIIe/lyIoIlye 1eHCTBUS:

— HaUTH MakpokomaHy (cM. pasnen 4.13.1.2);

—  BBIIOJIHUTb MaKPOKOMaHAy (cM. pazzen 4.13.1.3);

—  OTKPBITh PeJJaKTOp MaKpoKoMaH/ (CM. pasfen 4.13.1.4).

YToOBbl 3aKpbITh TMaHedb PabOThI C MaKpPOKOMAaHAaMH, Ha)XMHUTe HA KHOIKY —%,
PacrosiokeHHYI0 HaJl CTPOKOM MOMCKA, WA TTOBTOPHO HAKMHUTE Ha KHOIIKY @ (MakpokoMaH/IbI)
Ha OOKOBOM IIaHeJIH.

Kuomnka @ (MakpokomaHabl) oTobOpakaeTcsi Ha OOKOBOW IaHeNIM A0 Tex Iop, IOKa

JOKYMEHT COIOEpPXUT XOT OBI OOHY MdKpPOKOMdHZAY.

4.13.1.2 HaiiTu MaKpOKOMaH/y

Eciv nokyMeHT cofiep>XuT Oo0Jbllioe KOJMYeCTBO MaKPOKOMAHJ, [jIsi ObICTpOro IOMCKa
TpebyemMoii MaKpOKOMAH/IbI BHITIOJTHUTE CIIeAYIOIHe IeHCTBUS:

1. Ha GokoBoii MaHesiv HAKMUTE KHOIIKY @ (Makpoxkomangsb) (cM. Pucynok 320).

2. Ha nmaHenu paboTbl C MAKPOKOMAaHJIaMU YKaXKUTe B CTPOKe MOMCKA YaCTh Ha3BAHUSI WU

Ha3BdHHE TPEGYEMOﬁ MdAKPOKOMAdH/IbI LIEJIMKOM.

B crmmcke MAKPOKOMaH[I OTO6paSHTCH MdKPOKOMdH/IbI, Ha3BdHHWS KOTOPBLIX YIOBJIETBOPAIOT

YKa3dHHBIM pPe3yJjibTdTdM IIOMCKA.

I e |
AaBoBeI1 AaB6BelT ... [']v v E\

3aronoBok 3 Jaronoeok 4 —

BcraBka

E <] 1®

Makpokomanga 2

Pucynoxk 320 — ITorick MaKpOKOMaH/IbI
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4.13.1.3 BoInoJIHUTH MAaKPOKOMAaHY

MakpokoMaHly MO>KHO BBIIIOJTHUTB C IIOMOIIBIO peJJakTopa MaKPOKOMAaH/I WIX C ITIOMOIIIbIO
naHesy paboThl C MAKPOKOMAH/IaMH.

YTOOBI BBINOIHUTL MAKPOKOMaHAy C IOMOIIbIO PelIakTOpa MAaKPOKOMaH/I, BBIIIOJIHUTE
CIIeyIolve IeNCTBYUS:

1. Boeibeputre myHKT KOMaHgHOTO MeHIO MHCTpyMeHTHI > PemakTop MaKpoOKOMaH

(cm. Pucynok 321).

WHetpymedTsr Bug  OBwwi goctyn Mognwcka  C

OrobpaxeHne MCNPABNEHWA W KOMMEHTAPWEE  #
Mpaecnucadwe r

Hactpaweaemmii cioeaps
MzmeHWTE A3HIK...
Pepaktop MakpokomaHy

CpaeHuTe C... (Beta)

Pucynok 321 — [IyHKT KoMaH[IHOTO MeHIO PegakTop MakpokoMaH/

2. B oxHe PemakTop MakpokoMaHj BbiOepuTe TpeOyeMyl0 MaKpPOKOMaHAY M3 CIIHCKa
(cm. PucyHnok 322).

3. Haxmure kHonky P BHIIOIHUTS.

o4 PeaakTop makpokomaHg >

1 range = document:getRange();

Makpokomanaa | startPos = range:getBeqin();

MakpokomaHaa 2 textProp = range:getTextProperties();
textProp.italic = true;

Makpokomanaa 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MoliOduc!");

+ —_—

P Buinoanume )? Otnagute [

Pucynok 322 — Knonka BemmoiHuTh
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HNudopmariiss 0 BBHIMOTHEHWM MAaKPOKOMAHIbI OTOOpasuTcsi B obmactu  PesyiabTat

(cm. Pucynok 323).

o4 PeaakTop makpokomaHg

1 range = document:getRange();

Makpokomanaa | startPos = range:getBeqin();

MakpokomaHaa 2 textProp = range:getTextProperties();
textProp.italic = true;

Makpokomanaa 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MoiOduc!");

+ —_—

P Boinoanue )? Otnagute [

Pesynwtat: Makpokomadaa 1 Quuctute &

MEKFHJKOMEH,U,B YCnelwHo BbINoNHEHa

Pucynok 323 — Pe3ynbTaT BINOJTHEHNSI MAKPOKOMAH/IbI

YTOOBI BBIMOJHUTL MAaKPOKOMAaH/y C IIOMOIIbIO IaHed paboThl C MaKpOKOMaH]laMH,

BBIIIOJIHUTE ClieAyromiye JeNCTBUS:

1. Ha 60k0BO¥i MaHe HAKMUTE KHOIIKY ®) (Makpoxkomanasl) (cM. PrucyHnok 324).

AaB6BeI1 AaB6BelTt ... ['}, v E\

3aronoeok 3 JaronoBok 4

Bcraeka

¥
O

Makpokomanaa 1 N

Makpokomanga 2

Pucynok 324 — [1anenb paboThl ¢ MaKpOKOMaHAAMU
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2. 3amycTyTe MaKpOKOMAaHJTy OJTHUM U3 CJIeJTyIOIIHUX CIIOCOOOB:
— Ha nanenu paboThl C MaKpOKOMaHIaMH HaBe[UTe KypCOp MbIIIM Ha Ha3BaHUe
MaKpPOKOMAaH/IbI U HAXXMHUTe KHOTIKY [> (Bemosmauts) (cM. PucyHok 324).

— BbI,IIeJII/ITe CTPOKY MaKpPOKOMdH/BI JIBOMHBIM II€JTYKOM MBIIIIH.

4.13.1.4 PepakTHpOoBaTh MaKpOKOMaHIy

Yro6bI pefakTUPOBaTh MaKPOKOMAaH]TY, BHIIIOJIHUTE ClIelyIoIIye JeHCTBUS:
1. OrtkpoiiTe pegakTop MaKpOKOMaH/, OHUM U3 CJIeIYIOLIUX CIIOCOOO0B:
— DBruibepute nmyHkT koMaHAHOrO MeHI0 MHCTpymeHTHI > PegakTop MakpokoMaH[

(cm. PucyHnok 325).

WHetpyments Bug  OBwmi gocyn lMognucka G

OrobpameHue MCNpaBneHWA M KOMMEHTapUEE P
Mpaeonucanne »

HacTpaveaemei chosaps
H3MeEHMTE A3BIK...

PegakTop MakpokomaHg
Pucynok 325 — [lyHKT KoMaH[IHOTO MeHIO PegakTop MakpokoMaH/

— Ha 6okoBoii maHenu HaXXMHUTe KHOIIKY @ (Makpoxomanbl) (cM. PucyHok 326).
Ha manenu paboThl ¢ MaKpOKOMaHJaMH HaBeluTe KypCOp MBIIIM Ha Ha3BaHUe
MaKpOKOMaH[Ibl, KOTOpPyI0 TpeOyeTcs pedakTUpPOBaTh, W HaXXMUTe KHOIKY

¢ (PelaKTHPOBATD).

AaB6Bell  AaB6BsIt ... [Hv [2] [0]v [ -

3aronoeok 3 Jaronoeok 4 L | S

Brraska Ll

Makpokomanaa 1 &

Pucynok 326 — Ilanenb paboThl ¢ MAKpOKOMaHAaMHU
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2. B oxHe PemakTop MakKpoKoMaHJ BbiOepuTe TpeOyeMyl0 MaKpPOKOMaHAY M3 CITHCKa

(cm. Pucynok 322).

3. Buecure HeoOxoouMble U3MEHEHUS B ee TeKCT.

H3meHeHUs B TeKCTe MdKPOKOMdaH/bI COXPAHAKOTCA dBTOMATHUYE€CKH.

4.13.1.5 OTiaguTh MaKpPOKOMAH/LY

Hepez[ 3dlTYCKOM OTJIaA9YMKAd MdKPOKOMdHJ YCTdHOBHTe B TeKCTe MdKPOKOMdHIbI TOYKHU

OCTAHOBA OTJ/IaJJYHMKA. HJISI 3TOr0.

1.

OTkpo¥iTe peJakTOp MaKpPOKOMaH]| OJJHUM U3 CJIeAYIOIIHX CII0COD0B!

Bribepute myHKT koMaHAHOrO MeHI0 MHCTpymeHTHI > PemakTop MakpokoMaH[
(cm. PucyHnok 325).

Ha 6okoBo# maHenn HaXMUTE KHOIKY @ (Makpoxomangbl) (cMm. PrucyHok 326).
Ha manenu paboThl ¢ MakpOKOMaHJaMW HaBeJldTe KypCOpP MBIIIM Ha Ha3BaHHe
MaKpPOKOMaH/IbI, KOTOpYIO Tpebyetcs pPeIaKTUPOBATh, u HaKMHTe

KHOTIKY ¢’ (PemakTHpoOBaTh).

B okne PemakTop MakpokomaHj BbiOepuTe TpebyemMyl0 MaKpOKOMAaHJy W3 CITHCKa
(cMm. Pucynok 327).

VYcraHoBUTE TEPBYI0 TOYKY OCTAHOBA OTJagyuKa. [lJis 3TOro IeJKHUTE MBIIIbIO
CcIipaBa OT HOMepa CTPOKHM, B KOTOpPOM HeOOXOAMMO CO3/1aThb TOYKY OCTaHOBA.
Touka ocranoBa 6yzieT o603HaueHa 3HaukoM @.

Ycra"HoBute Apyrve TOYKU OCTdHOBA dHAJIOTUYHBIM 06p330M.

Ecmm Tpe6yeTc;1 YAAJIIUTb KaKy'I-O-J'II/I6O TOYKY OCTAHOBA4, HIJIKHUTeE I10 HeM MBIIIbIO.

4 Pegaktop makpokomang .
1 range = document:getRange();
Makpokomaraa 1 startPos = range:getBegin();
Makpokomarga 2 textProp = range:getTextProperties();

Makpokomanga 3 textProp.allCapitals = true;

textProp.italic = true;

range:setTextProperties(textProp);
startPos:insertText("MorOduc!");

Pucynok 327 — Touka ocranoBa
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JlJ1 OTIIaIK MAaKPOKOMAH/IbI BBITIOJTHUTE CIIeAYIOIIe JeUCTBUS:

1. Haxmwure kHomky 4 Oriaamute (cM. PucyHok 328). 3amyCTHTCS MpOIECC OTIAIKH
MakpoKOMaHbl. Eciu B TekcTe MaKpPOKOMAaHIBI COJIEPXKAaTCs TOYKU OCTAHOBA,
TO TIPOIECC OTJIAJKA OCTAHOBUTCS HAa CTPOKEe, KOTOpas COJIEPXKUT IIEePBYIO TOUKY.

Eciy Touku ocraHOBa OTCYTCTBYIOT, TO IpPOIIECC OTJIQJIKM OCTAHOBUTCS Ha I1epBOM

CTPOKe MaKPOKOMAH]IbI.

o Pepaktop makpokomaHy X
1 range = document:getRange();
Makpokomataa | startPos = range:getBegin();
Makpokomanaa 2 @ textProp = range:getTextProperties();
textProp.italic = true;
Makpokomanga 3 textProp.allCapitals = true;

range:sefTextProperties(textProp);
startPos: insertText{"MolOduc!");

+ —_—

' BwinoaHuTe ﬁ~ OtaaanTe

Pucynok 328 — Knonka OTiiagurh

2. Jlns ynipaBiieHus 1IaraMy OTJIa[IKY UCIIONIb3YHTe cilefytolye KHONKY (cM. PucyHok 329):
=) (ITar ¢ 3axomoM) — BBINOJIHUTE OJUH IIAr OTJAAKWA WM 3aXOJ B Tejlo PYHKIIWH,
eCJIM TaKOBasl eCTh B TeKYIIeH MO3UIIMH OTIIaKH;

[ (IITar ¢ 06x0moM) — BBITIOJIHUTD OJIUH IIIAT OTJIAJKU 6e3 3ax0jia B TeJio PYHKIIUY;
;= (IIlar ¢ BBIXOAOM) — IPOJOJDKMTH BBHINOJHEHHe MaKpPOKOMAH[BI 0 MOMEHTa

BBIXO/Ia U3 PYHKIIMM, B KOTOPOM OTJIQIYMK HAXOJIUTCS B TeKYIler TTO3ULINH.

B mporiecce oTyiaku B OKHe peJlakTopa MaKpOKOMaH]| 0TOOpaXkatoTcsl clieAyroliye 00IacTu:
— BsInosHeHHe — OKHO JIJIs1 BBIBOJIa COODITIEHHH BO BpeMsl OTJIa[IKH;

CTex BBI30BOB — OKHO CTeKa BBI3OBOB;

HEPEMEHHI:IE — OKHO BBIBOJIa 3HAYEHWUHU JIOKAJIbHBIX H r106aJIbHBIX IepeMeHHbIX,
AOOCTYIIHBIX Ha TeKylleM IIare BbIIIOJIHEHHSI MdKPOKOMaH/bI. Ecmu 0To6pa>1<aeMa;I
nepeMeHHds IIpeAcTaBIsIeT U3 cebs Ta6J'[I/II_Iy WJIM MACCHUB, TO IIPU HAXXATUH KHOIIKU I,

pacnonomeHHoﬁ CJIeBa OT UMeHH HEPEMEHHOﬁ, HOCTYyIIeH ITPpOCMOTp ee COAep>KUMOro B

pa3BepHYTOM BUJIE.
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\d Pepaktop makpokomaHa >

range = document:getRange();

Makpokomanaa 1 startPos = range:getBegin();

MakpokomaHaa 2 @ textProp = range:getTextProperties();
5 * textProp.italic = true;

MakpokomaHaa 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText({"MoiOduc!");

+ —_
P BuinoanuTe 3% Otnagure [ ﬂﬂ Q ﬂ-b

BrinoaHeHue... CTek BEIZOBOE MepemeHHue

main(}Fup:1 NokanbHbie:

[noBaneHbie:

textProp = (DocumentAP| TextProperties)
range = (DocumentAPLRange)
startPos = (DocumentAPl.Position)

Pucynok 329 — OTiagka MakpoKOMaH/Ibl

OTJ'Ia)IKa 3aBepIaeTCd IIpU OJOCTUXXEHHWH KOHIId MdKPOKOMAH/BI.
Ecmm Tp€6YETC$I IpepBaTb 1ponecc OTJIdAKH, HAXMUTE KHOIIKY . (OCTaHOBHTB

MaKpPOKOMAaHAY).

4.13.1.6 Yganutb MaKpOKOMaH/Y

YToOb! yIaMUTh MaKPOKOMAH/TY, BBITIOJTHUTE CJIeIyIOIIHe IeHCTBUS:
1. OrtkpoiiTe pegakTop MaKPOKOMaH/ OAHUM U3 CIIEAYIOIIUX CIIOCOOOB:
— Bruibepute myHkT koMaHAHOTO MeHI0O MHCTpymeHTHI > PemakTop MakpokoMaH[

(cm. Pucynok 330).

WHetpymedTsr Bug  OBwwi goctyn Mognwcka  C

OrobpaxeHne MCNPABNEHWA W KOMMEHTAPWEE  #
Mpaecnucadwe r

Hactpaweaemmii cioeaps
MzmeHWTE A3HIK...

PegakTop MakpokomaHg

CpaeHuTe C... (Beta)

Pucynok 330 — [IyHKT koMaH[IHOTO MeHIO PegakTop MakpokoMaH/
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— Ha 6okoBo# aHen HaXMHTEe KHOIKY @ (Makpoxomanasl) (cM. Pucyrok 331). Ha
MaHe  paboThl C MAaKpOKOMaH/IaMU HaBe[lUTe KypCcop MBI Ha Ha3BaHUe
MaKpOKOMaH/IbI,  KOTOpyi0  TpeOyeTcs  yAaJuTb, W  HAKMUTE  KHOIIKY

¢ (PelaKTHPOBATD).

AaBoBeI1 AaboBeIt ... HH. [2] [Q]v [=] -
3aronoBok 3 Jaronoeok 4 Ll —_—
BcraBka e
& 7 18 ~

Makpokomanaa 1 > &

Pucynok 331 — Ilanesnb paboThl ¢ MAKPOKOMaHAAMuU

2. B oxHe PemakTop MakpokoMaHj BbiOepuTe TpeOyemMyl0 MaKpPOKOMaHAYy W3 CIIMCKa
(cm. PucyHnok 332).

3. Haxmwure KHOIIKY —.

d PegakTop makpokomang >

1 range = document:getRange();

Makpokomanga 1 startPos = range:getBeqgin();

Makpokomanga 2 textProp = range:getTextProperties();
textProp.italic = true;

Makpokomanga 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MoiOduc!");

+ —_

P BuinonnuTs Q Omnaauts [0

Pucynok 332 — Y nasnenve MakpoKOMaH/Ibl

4. B OTKPBIBIIEMCs OKHe ITOATBepAUTE yad/ieHHe MdKPOKOMAaH/IbI.
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4.13.1.7 IIpocmoTpets koa VBA-makpoca

B mpunoxennn «MoitOduc Tekct» HemocTymeH 3amyck VBA-makpocoB, CO3[IaHHBIX B

Microsoft Word. Ho BBl Moxere mpocmorpeTh kon VBA-MakpocoB, KOTOpble copiep:kaTcs B

JOKyMeHTe, U IleperinCaTb UX Ha sS3bIKe Lua.

HJ’[SI IIpOCMOTPa HOOCTYIIHBI VBA-MaKpOCbI, COXpaHeHHbIe B TeKylleM JOKyMeHTe

Microsoft Word.

YT0O6BI IIPOCMOTPETH U IleperrcaTb KoJq VBA-MaKpOCEl, BBITIOJIHHUTE CJIeAyrolye JEerCTBUS:

1. Ortkpoiite DOCM-510KyMeHT.

2. Bribepure Lua-mMakpoc c HazBanueM VBA-Mopysisi, B KOTOPOM COJIEP>KUTCS TpebyeMbli

VBA-makpoc. Hanpumep, eciiu VBA-makpoc Macrol conpepxutcs B VBA-monyne

Modulel, BriGepute Lua-makpoc Modulel. [Ins Beibopa Lua-makpoca BBITIOJIHUTE

OIHO U3 CJIeYIOIUX JeUCTBUIM:

— DBruibepute nmyHKT koMaHAHOrO MeHI0 MHCTpymMeHTHI > PegakTop MakpokoMaH[

(cm. Pucynok 330). B okae PemakTop makpokomany (cM. PucyHnok 333) Beibepute

Tpebyembiii Lua-makpoc.

4 Pepaktop makpokomang X
1 -- BeeguTe Baw koq Lua 30eck
Modulel
Maodule2
-- 3anycK MakpokoMaHg VBA He nogdepKUBaeTCA
--[:::
Option Explicit
Sub RemoveExcessiveEnters()
Dim lineBreakSearchRegExp As String
+ _ lineBreakSearchRegExp = GetlineBreakSearchRegExp()
' BrinoaHute ﬁ~ Ctnagnte
PesynsTar:
Pucynok 333 — OxHo PemakTop MakpokoMaH/
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— Ha 6okoBoii maHenmn HaXkKMHUTe KHOIIKY @ (Makpoxomanasbl) (cM. PucyHok 334).
Ha manenu paboTel ¢ MakpOKOMaHJlaMU HaBeJlUTe KypCOpP MBIIIM Ha Ha3BaHUe

Tpebyemoro Lua-Makpoca 1 HaxkmuTe KHOTIKY /' (PeqakTHpoBaTh).

AaBoBeI1 AaBGBeIt ... [H+ [ [Q]v [=
Jaronoeok 3 Jaronoceck 4 L -
Bcraska o
T B L]
N Q
Module 1 > &'%
Module 2

Pucynok 334 — [1anenb paboThl C MAKPOKOMaHAAMMU

B oxHe PemakTop MakpokomaHpi orobpasurcs koja VBA-makpocoB, KOTOpble
coziepxatcsi B cootBeTcTBytoeM VBA-monyine (cM. PucyHok 333).

3. llepenummure kox Tpebyemoro VBA-makpoca Ha si3bike Lua.

4. 3akpouTe OKHO peJJakTopa MaKPOKOMaH/I.

5. Coxpanurte nokymeHT B ¢dopmare DOCX c mnomoripio koMaHjbl CoxXpaHUTh Kak

(c™m. paznen 4.1.9.1).

B ncxonnom DOCM-noKkyMeHTe BHeCEHHbIe U3MeHeHHUsI He COXPaHSIOTCSI.
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INPUJIOAKEHME 1. COYETAHUSA KJIABUIII

B nanHOM npusio)keHUM NpYBelleHbl coueTaHMs KiaBull, ucrnojb3yemble B OC Windows

(cm. Tabnuma 13) 1 macOS (cm. Tabnurna 14).

Ha HoyTOykax HekoTopble KiaBUlM MHOrodpyHkuroHanbHbl. Hanpumep: F1-F12, Home,

End, PgUp, PgDn. Ilpu Hakathu Ha Takue KJIaBUIKM B mpwiokeHnd «MonOduc Tekcry

HE0OXO/IMMO OJTHOBpPEeMEeHHO YIepXXKUBaTh HaXkaTo KiaBuiry Fn.

Taosmua 13 — Coueranua kiaasuia B OC Windows

CoueTranue KJIaBHIII

Komanpga mian geiictBue

IIpaBka codeprcumozo

Ctrl+X;

) BripesaTb
Shift+Delete
Ctrl+C;

KonupoBaTh

Ctrl+Insert
Ctrl+V;

) BcraButhb
Shift+Insert
Ctrl+S CoxpaHUTb
F12 CoxpaHHTD KakKk
Ctrl+Z; .

OTtMeHUTD NIOCTIeIHEe BBIIIOIHEHHOE JIeHCTBHe

Alt+Backspace
Ctrl+Y;
Ctrl+Shift+Z; [ToBTOPUTD pe3ysbTaT OTMEHeHHOTo AefCTBUS
Shift+Alt+Backspace
Ctrl+Alt+Shift+V OTKpBITh paciypeHHbIN Oydep ooMeHa
Backspace Y manuTh OIMH CUMBOJI CJleBa OT Kypcopa
Delete Y 1anuTh OIMH CUMBOJI CIIpaBa OT Kypcopa
Ctrl+Backspace ¥V manuth 4acThb CJIOBA, CJIOBO WM 0OBEKT cjieBa OT Kypcopa
Ctrl+Delete ¥V manuTh 4acThb CJIOBA, CJIOBO WM 0OBEKT CIpaBa OT Kypcopa
Enter HauaTts HOBBIM ab3ail
Ctrl+Shift+I1Ipo6en BcraBuTh HepaspbIBHBIH ITpo6es
Ctrl+Shift+ — BcraBuTh HepasphIBHBIH fAeduc
Ctrl+Num - BcraBuTh KOpoTKOE THpe
Ctrl+Alt+Num — BcraBuTh miMHHOeE THpe
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CoueTranue KJIaBHII

Komanna mim meiictBue

Shift+Enter BcraBuTth pa3phiB CTPOKU
BcraBuTth pa3pbiB CTpaHUIIBI — €CIM KYPCOP PacIofioXKeH B
TEeKCTe IOKYMEHTa;

Ctrl+Enter

CoxpaHUTh KOMMEHTapui WIK OTBET Ha KOMMeHTapui — eciid
KYPCOP PAcIIOJIOXeH Ha aHeJId pelleH3UpPOBaHUs

dopmamupobanue codepircumozo

Ctrl+B [omy>xvpHbIT

Ctrl+I Kypcus

Ctrl+U IlomyepkHyTBIN

Ctrl+Shift+= Hapctpounstii 3Hak

Ctrl+= [TopcTpounbIit 3HAK

Ctrl+Shift+A Bce nponucHble

Ctrl+Shift+C KomnupoBaTs dopmMaTrpoBaHue
Ctrl+Shift+V [IpumenuTh dopmaTrpoBaHUe
Ctrl+IIpoGen OuunctuTh popMaTUpPOBAHKE

Ctrl+L BBIpOBHATH TEKCT 110 JIEBOMY KPalo
Ctrl+E BBIpOBHSATE TEKCT IO IEHTPY

Ctrl+R BEIDOBHATE TEKCT IO IIPAaBOMY Kparo
Ctrl+J BBIPOBHATB TEKCT IO IMIMPHHE CTPaHHUIIBI

Buidenenue codepicumozo

Ctrl+A

BI:;IIIEJ'[I/ITB BCe coiep’KumMoe JOKyMeHTa

Shift+Crtpenka BieBo

BriienuTh OJJMH CUMBOJI CJIeBa OT Kypcopa

Shift+Crtpenka BrpaBo

Boigenuts onuH CUMBOJI CIIpaBa OT Kypcopa

Ctrl+Shift+Crpeska BeBo

Beigenuts o1HO CJ10BO CileBa OT Kypcopa

Ctrl+Shift+Crpenka BrpaBo

BrienuTh 0JTHO CIIOBO CITpaBa OT Kypcopa

Shift+Home

BriienuTh comiep>KUMoe OT Kypcopa /10 Hadajla CTPOKH

Shift+End

Briienuts cosiep>kvMoe OT Kypcopa A0 KOHIIa CTPOKH

Ctrl+Shift+Crpenka BBepx

PacimpuTs BoiienieHe k Havasy ab3ara

Ctrl+Shift+Crpenka BHU3

PacimpuTs BeiiesieHre 1o KOHITA ab3aria

Shift+Crpenka BBepx

PacimpuTs BhifiesieHre Ha OJTHY CTPOKY/STYeMKy TaOIUIIb]
BBepX

Shift+Crpenka BHU3

PacmupyTs BblzleneHHe Ha O/IHY CTPOKY/s'9elKy TabJIHIIbl BHU3

JIBoiiHOe Ha)KaTHe JIeBOM KHOIIKU MBIIIU

BbI)IeJ'II/ITb CJIOBO

TpoiiHoe HaXkaTye JIeBOM KHOTIKY MBIIIA

Brinenuts ab3arg
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CoueTranue KJIaBHII

Komanna mim meiictBue

HarkaTwie J1eBOi KHOMKY MBIIIH
nepeMelneHre Kypcopa BBepx

Boigenuts TekcT BBepXx

HarkaTwie J1eBOi KHOTIKY MBIIIH U
nepemeriieHre Kypcopa BHU3

BbIlIeJ'II/ITI) TeKCT BHHU3

Ilepemeutenue no dokymeHmy

Crpesnka BeBO

Ha ogun cuMBoI BiieBo

Crpenka BIpaBo

Ha OIH CMMBOJI BIIPABO

Ctrl+Crpesika BieBo

Ha oguo cjioBo Bi1eBo

Ctrl+Crpernka BpaBo

Ha oxHo ciioBo BipaBo

Crpeinka BBepX

Ha onny cTpoky BBepx

Crpenka BHU3

Ha onny cTpoky BHU3

Ctrl+Crpesnka BBepx

Ha Havano npenpinyiero a63ama

Ctrl+Crpenka BHU3

Ha navano cnemyroriero ab3aia

Page Up Ha omuH skpaH BBepx
Page Down Ha onuH skpaH BHU3
Ctrl+End B koHer nokymeHTa
Ctrl+Home K Havanmy nokymeHnTa

Paboma ¢ mabauueii

F2

[lepeiiTu B pexxvM pelakTUPOBAHUS STYEHKU

Tab nmm Crpeska BripaBo

Boimenuts cienyromnnyro saeiiKy TabIrITbl

Crpenka Bi1eBO

BbiienuTh pebIayy o s9eiKy TaOIrITbl

Home

BI)IIIeJ'[I/ITb smeﬁKy B Ha4aJie CTPOKHA

End

BI)IIIeI[I/ITb EHEﬁKy B KOHIIe CTPOKH

Crpenka BBEpX

Boimenuts saeiiky Bbliie

Crpenka BHU3

Boimenuts siueiiky Hinke

Alt+A BcraBuTh CTpOKY BHIIIE
Alt+B BcraBuTh CTpOKyY HIKe
Alt+L BcraBuTh cronber cieBa
Alt+R BcraBuTh cronber cripaBa
Ctrl+Alt+M O0BeqUHUTL TYCHKU
Alt+Shift+M Pazpenuts sueiiky
Clrk+AlR: Y nanutb cTpoky

Ctrl+-
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CoueTranue KJIaBHII

Komanna mim meiictBue

Ctrl+Alt+U;

Y ganute cronber;
Ctrl+-
Alt+Shift+T;

Y nanuts Tabnuily
Ctrl+-

Jpyaue couemanus knaBuw

Ctrl+N

Co3zmatb darin

Ctrl+O OTxpbITh Paiin

Ctrl+Shift+P OTKpBITE OKHO HAaCTPOMKY ITapaMeTpOB CTPaHUIIBI

Alt+P OTKpBITE TaHEeIb HACTPOEeK KOJIOHTUTYJIOB Ha BKJIa/IKe
Homepa cTpanun

Ctrl+P OTKpBITh OKHO HACTPOUKH ITeYaTH

Ctrl+0 (momn)

YcranoBuTh dakTrdeckuii MaciTab crpanuitsr (100%)

Ctrl+Shift+R CKpBITb WM 0TOOPa3UTDh JTMHEHKH
Ctrl+Alt+F BcraBuTh 00BIYHYIO CHOCKY
Ctrl+Alt+E BcraBuTh KOHIIEBYIO CHOCKY

Ctrl+K BcraButh ccbuiky

Ctrl+Shift+V BcraButh cebuiky u3 6ydepa ooMeHa
Ctrl+F;

Ctel+H OTKpBITH TAHENb TIOMCKA

Ctrl+/ OTKpBITh OKHO OBICTPBIX JeHCTBUN

F1 OTKpBITh CIIPaBKy NPUIOXKEHUS
Alt+ITpoben OTKpBITh KOHTEKCTHOE MEHIO aKTUBHOT'O OKHA MTPUITOXKEHUS
Alt+F4 3aKpBITh aKTUBHOE OKHO TTPUIIOXKEHUS

Haskxatne 1eBoi KHOIIKY MBIIIIHA

VY CcTaHOBUTE KYPCOP B IOKyMeHTe

HaskaTue rpaBoi KHOIIKY MBIIIN

OTKprTb KOHTEKCTHOe MeHIO BbI6pE:1HHOFO JJIeMeHTa
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Taomuna 14 — Coueranna kiaasum B macOS

CoueTranue KJIaBHII

Komanpga nian neiictBue

IIpa6ka codepiicumozo

% Cmd + X Bripesatb

$Cmd + C KonuposaTs

8 Cmd+V BcraButh

$Cmd + S CoxpaHUTb

f Shift + $¢Cmd + S CoxpaHHTb Kak

% Cmd+ Z OTMeHUTH ITOC/eIHee BBITIOJIHEHHOe JeHCTBHe
®Cmd+Y [ToBTOPUTH pPE3ybTaT OTMEHEHHOI'O eUCTBHUS

~c Option + { Shift + £ Cmd + V

OTKpBITH paclIvpeHHbIH Oydep obMeHa

Delete

VY manmuTh OIWH CUMBOJI CJIeBa OT Kypcopa

Fn + Delete

Y manmuTh oIvH CUMBOJI CIIpaBa OT Kypcopa

38 Cmd + Delete;
~c Option + Delete

¥ manmuTh 9acTh CII0BA, CJIOBO WK 0OBEKT CJieBa OT Kypcopa

% Cmd + Fn + Delete;

~= Option + Fn + Delete

Y 1anuTh 4acThb CJIOBA, CJIOBO WIK 0OBEKT CITpaBa OT KypcCopa

» Enter

Hauarte HOBGBIM ab3arl

~ Option + fI Shift + [IpoGen

BcraBuTh Hepa3phIBHBIHM NTpobent

3¢ Cmd + { Shift + —

BcraBuTh Hepa3phIBHBIH fneduc

~c Option + —

BcraButh KOpPOTKOe THhpe

~ Option + { Shift + —

BcraBuTth nnuHHOe THpe

{ Shift + = Enter

BcraBuTth pa3phiB CTpOKU

2 Cmd + ~ Enter

BcraBuTh pa3pbiB CTPaHUITEI — €CIM KYPCOP PacIioyioXKeH B
TeKCTe JIOKyMeHTa;

CoxpaHUTb KOMMEHTApHIi UJTH OTBET Ha KOMMEHTapHii — eCiii
KyPCOP PacriojyiokeH Ha MaHeNy pelleH3UpOBaHuUs

P opmamupoBanue codepricumozo

% Cmd + B [Momy>xupHbII
2 Cmd + 1 Kypcus
®Cmd+U [TomyepkHy THIH

© Shift + 3¢ Cmd + =

Hapcrpounsiit 3Hak

% Cmd + =

[ToncTpounsIii 3HaK

{ Shift + ¢ Cmd + A

Bce nponuchbie

{ Shift + ¢ Cmd + C

KonnpoBats ¢dopmaTrpoBanue
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Coueranne KJIaBHIII

Komanpna niu meiicreue

{ Shift + ¢ Cmd + V

IIpumenuTE POpPMaTHpPOBaHUE

A Ctrl +\ Ouncrtuth popMaTHpOBaHUE

$Cmd + L BLIpOBHSATE TEKCT 10 JIeBOMY Kpario
#Cmd + E BLIpOBHATE TEKCT IO [IEHTPY

# Cmd + R BBIpOBHATE TeKCT 10 ITpaBOMY Kparo
$Cmd +J BLIpOBHATE TEKCT 10 MIMPYHE CTPaHUIIBI

Buidenenue codepicumozo

% Cmd+ A

BBIHEJ'[I/ITB BCe CojepKumMoe NOKyMeHTa

{r Shift + Ctpeska BiieBo

BriiesMTh OUH CUMBOJT CJIeBa OT Kypcopa

©r Shift + Ctpesika BnpaBo

Boigenuts oguH CUMBOJT CIIpaBa OT Kypcopa

© Shift + $8 Cmd + Ctpenka BiieBO

Brimenuth omHO CI10BO CiieBa OT Kypcopa

f Shift + 3¢ Cmd + Ctpenka BrpaBo

BuizieniuTh 0JTHO CJIOBO CIIpaBa OT Kypcopa

Fn +1{ Shift + Crpenka BneBo

Beimenuth cofep>kuMoe OT Kypcopa JIo Hadajla CTPOKU

Fn +1{ Shift + Crpenka BripaBo

Brienuth cofiep>kuMoe OT Kypcopa /1o KOHI[a CTPOKH

f Shift + » Ctrl + 3¢ Cmd + Crpesnika BBepx

Pacmuputs BelzienieHHe K Hadaily ab3ara

f Shift + A Ctrl + 3¢ Cmd + Crpesika BHU3

Pacmuputs BelienieHre 10 KOHIA ab3ara

f Shift + Crpenka BBepx

PacuupyTs BhlesieHre Ha OZIHY CTPOKY/sS'9elKy TabJIHIIbl
BBEpX

f Shift + Ctpenka BHU3

PacuupyTs BhlesieHre Ha OZIHY CTPOKY/sS'9eliKy TabJIHIIbl
BHU3

JIBOMHOEe HaKaTHe JIeBOM KHOIIKY MBIIIIHN

Brinenutsb ciioBo

TpoiiHoe HaXkaTHe JIEBOM KHOTIKY MBIIIN

Brimenuts ab3aig

Haxxatue 1eBoii KHOIIKY MBIIIH U
nepeMelrieHre Kypcopa BBepx

BrigenuTts TexcT BBepX

HaskaTue j1eBo¥ KHOIIKH MBIIIY K
IepeMelieHre Kypcopa BHU3

BI)II[EJ'[I/ITI) TeKCT BHU3

ITepemewenue no dokymenmy

Crpenka BieBo

Ha oxgun cuMBoOII BileBO

Crpesika BIpaBo

Ha OIVUH CUMBOJI BIIPABO

38 Cmd + Crtpesika BiieBO

Ha OJJHO CJIOBO BJIEBO

38 Cmd + Ctpesika BrpaBo

Ha onHo ciioBo BipaBo

Crpenka BBepx

Ha ogny cTpoky BBepx

Crpenka BHU3

Ha onny cTpoky BHU3
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Komanpna niu meiicreue

32 Cmd + Ctpenka BBepx

Ha nHauasno npeabinymiero a63ara

3 Cmd + Ctpenka BHU3

Ha mauano areayroigero abzara

Fn + Crpenka BBepx

Ha onun axpaH BBepx

Fn + Crpenka BHU3

Ha onuH skpaH BHU3

Paboma ¢ mabauueii

Fn + F2

[lepeliTi B peXXyM pelakTHPOBaHUS STYeHKU

Tab unu Crpesnka BripaBo

Boigenuts crenyronyo ssueiky Tabauilbl

Crpesnka BeBO

Boiienuts npeapIayyo ssueiKy TabirIbl

Fn + Crpenka BneBo

Brimenuts stueliky B Ha9asne CTPOKHU

Fn + Crpenka BpaBo

BbIILEJ'II/ITI) HQEﬁKy B KOHIIEe CTPOKHU

Crpenka BBepx

BoinenuTs sueiiky Bbilie

Crpesnka BHU3

BoimenuTs sueiiky Hinke

~< Option + A BcraButs cTpoKy Bhlllle
~ Option + B BcraBuTh cTpoky Hinke

~c Option + L BcraButh cronbern ciesa
~< Option + R BcraBuTth cronber cripaBa

~ Option + ¢ Cmd + M

O0BeqUHUTDL TUYCHKU

~< Option + f Shift + M

Paznenutsh sueiiky

~ Option + 8 Cmd + R;
% Cmd + -

VY nanuth cTpoky

~= Option + ¢ Cmd + U;
8 Cmd + -

Y nanure crosnbers

~= Option + fI Shift + T;
% Cmd + -

Y nanuth Tabnuiry

Jpyaue couemanus knaBuw

$2Cmd + N

CosnaTb daiin

% Cmd+ O

OTkphITh daiin

{ Shift + ¢ Cmd + P

OTKpBIT OKHO HACTPOMKH [1aPaMeTPOB CTPaHMUIIBI

~ Option + P

OTKpBITh MaHeNTb HACTPOeK KOJIOHTUTYJIOB Ha BKIIAJIKE
Homepa crpanun

% Cmd + P

OTKpBITH OKHO HAaCTPOMKH TedaTH

3 Cmd + 0 (HOJB)

VYcranoBuTh pakTrdeckuit Macirtab crpanuist (100%)

{ Shift + ¢ Cmd + R

CKpBITh WX 0TOOPA3UTh JIMHEHKH
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~ Option + ¢ Cmd + F

BcraBuTh 0OBIYHYIO CHOCKY

~< Option + 8 Cmd + E

BcTaBuTh KOHIIEBYIO CHOCKY

#Cmd + K BcraBuTh cCBUIKY

f Shift + ¢Cmd + V BcraButh ccbiiky 13 6ydepa obmeHa
$Cmd + F OTKpBITH MaHeNb MOUCKa

% Cmd +/ OTKpBITH OKHO OBICTPBIX AeUCTBUI
Fn+F1 OTKpBITH CIIPaBKy NPUIOXKEHUS
$€Cmd + Q 3aKpbITh aKTUBHOE OKHO NPUJIOXKEeHUS

Hasxatne j1eBoi KHOIIKY MBIIIIHA

VY cTaHOBUTE KypCOp B IOKyMeHTe

HaxxaTtrie mpaBo#i KHOIIKYA MBIIITHA

OTKpBHITH KOHTEKCTHOE MEHIO BEIOPAaHHOT'O 3JIeMeHTa
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