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INEPEYEHb COKPAIIIEHUH

COKpaIIIEHI/ISI, KOTOPBbIE UCIIOJIb3YIOTCA B HACTOAIIEM NOKYMeHTe, IIpYBeIeHbI B Ta6JII/IIIe 1.

Tao6smmma 1 — Cokpaienust 1 paciinppoBKHU

Coxpamienue PacmmdpoBka

oC OmnepanuioHHas cucTeMa

I10 «MoiOducy» Hacronbabie npumnoxxenust «MoinOduc Tekcty, «MoiiOduc Tabnuiay,
«MonOduc IIpesenTtanus»
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1 OBIIIME CBEJEHU S

1.1 Haznauenue

«MoitOduc Tekct» — pemakTop st OBICTPOTO U yOOOHOTO Cco3MaHus U GpOpMaTHPOBAHUS
TEeKCTOBBIX JIOKYMEHTOB JIFOOOM CJIO)KHOCTH Ha OIllepallMOHHBIX cucTemaxX Linux, Windows u
macOS.

«MonOduc TekcT» BXOOUT B COCTaB IPOAYKTOB:

—  «MouOdwuc [TpodbeccroHambHBIA 3»;

—  «MoitOduc CranaapTHbIN 3»;

—  «MoiOduc ObpazoBanuey.

Ho,upo6Hoe ONKUCAaHMEe BO3MOXXHOCTEH IMIpUI0XeHust IpUuBeeHO B COOTBETCTBYIOIIEM

BalieMy IpoayKTy JOKyMeHTe «(DYHKLII/IOHaJ'IbeIe BO3MOXXHOCTH».

CocraB CIJYHKI_[I/IOHaJ'II)HbIX BO3MOXKHOCTEHN IMPpUJIOKEHHWA MOXKET OTJIMY4TbCA B 3dBUCHUMOCTH

OT MPOAYKTA U OllepallMuOHHON CUCTEMBI.

1.2 CucremHbIe TpeOOBaHUSA

[lepeyennr TpeboOBaHMII K MPOrpaMMHOMY U alllapaTHOMYy oOOecliedeHUIO TIpUBEIeH B

COOTBETCTBYIOIIIEM BallleMy NMPOAYKTY JIoKyMeHTe « ChucTeMHble TpeOOBaHUS .
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1.3 Orpannuyenus
1.3.1 Orpanuyenust Ha popmar ¢aiijioB

Crnncok ¢opmaros, nopajepxvBaeMbix npuioxenueM «MonOd¢uc Tekcr», npuseneH B

Tabnunax 2 u 3.

Tabnuna 2 - Iloanep:xuBaemsulie ¢popmathl ¢paiisioB B OC Windows/Linux

Omnepanus IToanep:xuBaemslie popMaTsl

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

OTKpBITHE/MMIIOPT BaiIoB HTM, XHTML, XOTT

Coxpanenue GaiioB DOCX, ODT, XODT

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

Tabmuna 3 — IlognepxkuBaemselie ¢popmars! paisioB B OC macOS

Onepanus Iloanep:xuBaeMsble popMaThI

OTKpBITHE/UMIIOPT GaIoB DOCX, ODT, XODT, TXT, DOCM, XOTT

Coxpanenue daiioB DOCX, ODT, XODT

JkcnopT ¢aitnos PDF, PDF/A-1, XOTT

1.3.2 Ilonnep:xuBaeMsblie A3bIKH HHTEepQeiica

— Pycckui;

— AHITIUNACKUY;
— DpaHIy3CKul;
— Tarapckuii;

— bamkupckuii.
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2 IIOATI'OTOBKA K PABOTE

2.1 YcranoBka

VYcranorka [10 «MoiOduc» moapobHO ornvcaHa B AokyMeHTe «HacTonbHble MprioskeHus
«MouOduc Tekcry, «MoiOduc Tabmuray, «MoOduc I1pezenTtanust». PyKoBoACTBO 10 yCTaHOBKeY.
I10 «MoiOducy» cumraercs ycranosieHHbIM B OC Windows, ecnu B pe3yibTaTe JeHCTBUH,
M3JIOXKEeHHBIX B pa3sziesie 2.2 YKa3aHHOTO JJOKYMeHTa, Ha paboyeM CToJjie MoJIb30BaTeslsl U B IJIaBHOM

MeHi0 OC oTobpakatoTCs SIPIBIKH, TIPeJICTaB/IeHHbIe Ha pUCYHKaxX 1 u 2.

| 151 id
[ [ [

MoiaOgue  MoiAOduc MoiOdunc
Tekcr TaBnuua [peseHTaums

Beeaute 3aecCh TEKCT ANA NOWMCKa

Pucynok 1 — dpnbiku [10 «MortOduc» Ha pabouem crone OC Windows

M

G“ Meamanneep

Bl MoiiO¢uc
! Mo#Oduc lMNpesenTauumsa
e‘ MoiOduc Tabauuya

' MoiOduc Tekcr

ii‘élv Yaanute MoitOduc

H

" Habpocok Ha pparmenTe 3xpaHa

Pucynok 2 — dpnsiku [10 «MoitOduc» B rmaBuoM merto OC Windows
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1O «MoitOduc» cuurtaercs ycraHosieHHbIM B OC Linux, eciu B pe3ysbTaTe JeHCTBUM,
W3JI0KEHHBbIX B pasfiesie 2.3 yKa3aHHOrO JOKyMeHTa, B MeHi0 npwioxkeHud OC oTobpaxkaroTcs

SPJIBIKH, IIpeJCTaBJieHHbIe Hd PUCYHKe 3.

(e Pabouwii cron 2 LibreOffice Impress M
@ WHTepHeT Co3aaHve W pEAAKTMPOBEHKWE NPE3EH...
[# Kopawna :
- l % Oduc ‘ . LibreOffice Math
fE?“-" & (Co3gaHre W pEAAKTHPOEaHNE HAYHHDI...
.} CucTeMHbIe
CucTema e % LibreOffice Writer
% CTEHAHFITHHE 'CDB-A-EHHE ¥ PEAAKTHPIBAHME TEKLTA ...
i MeHegxep NnakeToB T ProjectLibre
% ABMWHUCTPMPOB3HIE SR I'InaJHupu-aaHuE W YMIPEBNEHWE MPOEKT...
LleHTp ynpaBneHna
MapameTpsl a MoinOduc NMpezeHTauna
T-EpMHHa_ﬂ Cuﬂunnne W pEQAKTMPOBAHWE NPES...
1 336nokMpoBaTe 3KpaH J MoiO duc Tabnuua -
BrinonHeHwne sbid n:nennﬁ. AHaNn3...
[5] 3asepumte ceanc J MoilOduc TekcT
_— ~ CosgaHwne N pegaKTUpPoOBaH e TEKC...
[0 | BeliaTia -
Nowck: | | Q
sty Menio

Pucynok 3 — dpnsiku [10 «MoitOducy» B MeHto npunoxennit OC Linux

I10 «MoiOducy» cumraercs ycranosieHHbIM B OC macOS, ecnu B pe3yibTaTe JeHCTBUH,
M3JIOKeHHbIX B pasfiene 2.4 ykazaHHOro JIOKyMeHTa, B Launchpad oro6paxaroTcs 3HAYKH,

IIpeJiCTaBJIeHHbIe Ha PUCYHKe 4.

@

MonOo¢uc TekcT MonOo¢uc Tabnuua MoitOduc MNpe3eHTaums

3B0 =830 wBE0

Pucynok 4 — 3nauku nmpwioxkenud B Launchpad
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2.2 3amyck

3anycture npuinoxeHne «MonOduc TekcT» OTHUM/IBYMs IIeTYKaMU MBIIIA 110 ero

3HAUKY/SPIIBIKY.

2.3 JInneH3noHHOe CorJjIallieHue

[Tpu nepBom 3amnycke 110 «MorOducy BHUMAaTeNbHO IPOYMTANTe YCIOBUS JIMIEH3MOHHOIO
COIVIallleHUs] Y TOJWTUKU KoHuAeHnuanbHocTd (cM. PucyHok b5). Ecimm BBl cornacHel c

0003HAaYeHHBIMU YCJIOBUSMU, HAXKMUTe KHONIKY IIpHHATSH.

o MvuenzvonHoe cornawenne u MNonuTuka KoHPUAEHLMANEHOCTI *

[ o6po noxanoeatb

u B MoiOdwuc Tekcr

BHumaTeneHO I'IpDHHTEI;ﬁTE W NpHUMATE YCNOBKMA ﬂMHEHBHDHHDFD
cornaweHna 1 MNoanTrkn KDHd}H,ﬂ,EHLLHEIJ'II:HDCTH.

NMUEH3WOHHOE COIMNALLEHWME C
KOHEYHBLIM MOMB30OBATENEM

HacTofAllee TMLUEH3WMOHHOE corNalleHue ¢
KoHeuHbIM NoNbL30OBaTENEM (danee —
«/IMUEeH3NOHHOe cornaleHne»)
ycTaHaB/NMBaeT YCNOBUA UCNONb30BaHWA
nporpamm ana 3BM «MoinOduc
CranpapTtHbiin», «MoitOd¢uc YactHoe
O6nako», «MoinOduc 3awmeHHoe
obnako», «MonOdwuc
MpodeccnoHanbHblii», «MoinOduc Mourta»,
«MoinOduc Xpanmnuwe», «MoinOduc

¥ A » v

MpWHATE OTKAOHWTE

Pucynok 5 — Okxo JIunen3nonHoe corsamrenue u Ilontuka KoHQUIEHITHATBHOCTH
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2.4 OonoBienne I10 «MoitOduc OdpazoBanue»

s cBoeBpemenHoro ob6HoBieHuss [I0 «MoiOduc O6pasoBanue» nHa OC Windows
PeKOMeHJTyeTCsl BKIIFOUMTh ABTOMAaTHUeCKYIO [TPOBEPKY HAJIMUMsI HOBBIX BEPCUH.
J1J1st 3TOTO BBIMIOJIHKTE CIIeAYIOIYe 1efCTBHUS:
1. Tlocme mepBoro 3amycka npwiokerud «MoiOduc Tekcr»y nw/mmm «MorOduc Tabmuiay
3aKpOUTEe UX M OTKPOKTeE JTF000e U3 3TUX MPUIIOKEeHUI TTOBTOPHO.
2. B okxue O6HoB1eHue npuioxenusa (cM. PucyHok 6) Haxkmute kHOKy IIpoBepsaTh

dBTOMATHYEeCKH.

OBHOENEHWE NPHACHEHMA

MNpoeepaTts HanMuKne oBHOBAEHWA ABTOMATHYECKNAT

XoTuTe W Bbl, UTOBE HAAMYWE OBHOBNEHWHA NPOBEPANCCE
ABETOMATHUECkWT Bel BCErga MOomeTe NPOBERUTE SOCTYNHEE
0BHOBNEHWMA M3 KOMEHAHOID MEHHD,

IHFI-DBEF}HTI: EBTOMETH'-'IECKP'Il He npoeepate

Pucynok 6 — Okno O6HOBIeHHe TPHJIOKEHH S

Ecnu Tpebyercst OTKIIIOYUTh aBTOMaTH4eCKUH ITOMCK HOBBIX Bepcui, HaxkmMuTe KHOIKy He
NPOBEpPATH.
Hannuue HOBBIX BepCHM MOXHO TakKe IIPOBEpUTH BPY4YHYIO. [lji 3TOro BeIOEpUTe IyHKT

koMaHAHoro MeHio CnpaBka > IIpoBepurs Hanmmuue 00HOBIeHU (cM. PucyHok 7).

Cnpaeka

Cnpaeka F1
BoicTphie geicTEMA Ctrl+/

MpoBepuTe HanKqMe ocBHoBAEHWIA..,

O nporpamme...
Pucynok 7 — Menio CiipaBka

[lTaru 1o o6OHOBIIEHHIO TPOAYKTa MOAPOOHO oOmucaHbl B JoKyMeHTe «HacrosbHble
npuiioxenust «MoitOduc Tekcr», «MoitOduc Tabmuia», «MoiOduc IlpesenTtanus». PykoBoncrso

I10 YCTAHOBKE).
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3 UHTEP®EVC

3.1 I'maBHOe 0OKHO

B riaBHOM okHe nipuioxkenust « MonOduc Tekcr» copepxxarcs (cMm. Pucyrok 8):
1. Komaumnoe meHro.

2. IlaHenb UHCTPYMEHTOB.

3. Pabouas 06sacThb.

4. BokoBas IaHeJb.
5

CTpoka coCcTosIHHUS.

KomaHgHoe MeHio MaHens MHCTPYMEHTOB
| |
5 Hoswiii gokyment 1 - MoiiOdguc — O *

®ain [lpaeka Beraska @opmar  WHotpyments Bug  OBwwi goctyn  Hagcrpofikw  Cnpaska

L Be XO0DBv & Aa Tr

doBaeuTe E] w (__} -f__:’ Q won
H3bpanHoe Tann Mpaska WpudTt Ab3ay Crmnn Bcraska ~
2 1 : 1 2 3 4 5 6 7 & 9 10 11 12 13 M4 15 16 17 1B -
1 Bokoeas naHens —————@

2 Pabouvan obnacte

&
CrpaHnua 1 uns 1 ' = * + W% v
|
CTpoKa coCTOAHMA

Pucynok 8 — I'naBHoe okHo mipuioxenus « MotOduc Tekct»
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3.2 KomanaHoe MeHI0

B xomananom Mmenio (cMm. PucyHok 9) comepikaTcsi OCHOBHble KOMaHIbI Jijisi pabOThI C

IIpHUJI0KEeHHWEeM.

4 Hosuii Aokymedt 1 - MoiOduc

®aiin  [paeka Beraeka Qopmat  WHotpymedtse Bug  OBwwmid goctyn Hapgetpolkw  Cnpaeka

Pucynok 9 — KomanziHoe MeH0

J171s1 6BICTPOTO BBITTOTHEHHS 3TUX KOMaH/I IpeiHa3HaYeHbI:
— couveranus kiaBuil (cM. Tabmurmy 14 u Tabmumy 15) — mponvcaHbl HATPOTHB KOMAaH]T B
KOMAaHIHOM MEHIO;

— OKHO OBICTPBIX JIeHMCTBUM (CM. pazpen 3.7).
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3.3 Ilanenb MHCTPYMEHTOB

[lanens wunHcTpymMenToB (cM. Pucynok 10) comepXdT HWHCTPYMeHTBHI [jisi paboThl C

COIEpPKUMBIM JIOKYMEHTA.

+ A ) 0@~ é O Thames v | v AT AT = =N
No6aenTs % ~ A I Q )K K H AR T e ﬁ v & ‘uE v =

M3BpanHoe Dain Mpaeka

<
i
i
i
111
<
<

AaboBr  AaboB

O6bluHbId 3aro..ok 1

|
|
il
o
<
=

Wpudt Ctunn

Pucynoxk 10 — [Tanens H”HCTPYMEHTOB

Buenumi BU] ITaHeJIM UHCTPYMEHTOB MO’KHO M3MEeHATh:

BBIOMpATh peXxuM 0TOOpaXkeHHs ITaHeId MHCTPYMEeHTOB WJIU CKPBHIBATh ee C 9KPaHa;
— CKpBIBaTh/0TOOpa)kaTh Ha3BaHWUS U COJIEPXKMMOe pasziesioB IIaHeJId MHCTPYMeHTOB;
— HacTpauBaTh cocTaB pasjena MI3opaHHoe;

— CKpbIBaThb U 0TOOpaxaTh paszen M3opaHHoe.

3.3.1 A3MeHUTH pe:KUM 0TOOPaKeHHUsI TaHeJ I HHCTPYMEHTOB

YT0oOBI N3MEHUTh pPexumMm OTO6pa}KeHI/I$I IMaHeJIM THCTPYMEHTOB, BbIIIOJIHUTEe CJIeIyIoIIre JIEUCTBUS:

1. Bribepute myHKT KOMaHHOTO MeHIO Bup > Ilanens uacrpymenToB (cm. Pucynok 11).

Bug OBwwi goctyn  Hagcrpolkw  Cnpaeka

NHerka Ctrl+Shift+R A~ A+ E o
HeneuaTaembie CUMBEDALI
how 2w Nis
- 2—
Pexwm npesenTagmm
AB3ay
Macwrab L
[aHens MHCTRYMEHTOE b ®  CraHgapTHas
KomnaktHan

CKpbITE NaHenb

HazeaHwa pazgence

*  zBpanHoe

Pucynok 11 — KomangHoe mento Bug

2. B oTkpbIBIIEeMCsl TOJIMEHIO BbIOepuTe TpeOyeMblil pesKiM 0TOOpakeHUs!:

CTaHIIapTHaH — HWHCTPYMEHTbI PAdCIIOJIOXKEeHbl B IB€ CTPOKH, HA3BdAHUA pa3eioB

OTO6pa>KaIOTC$I. HpI/I HEO6XOJII/IMOCTI/I Ha3BdAHUA Pa3fieJIOB IldHeJIM MHCTPYMEHTOB

MO>KHO CKPBITh (CM. pasgen 3.3.2).
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— KoMmnakTHasi — HHCTPYMEHTHI PACIIONIOXKEeHBI B OIHY CTPOKY, Ha3BaHHUS Pa3/ieioB He
0TOOpaXXaroTCSl.

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

J1Jis1 GBICTPOTO TIepeKIIoueHusT MeX]Ty CTaHAAPTHBIM M KOMITAKTHBIM PeXXUMOM OTOOpaXKeHUst
MaHeJlId UHCTPYMEHTOB UCHOJb3yHWTe KHONKA + (KoMmakTHasi mnaHelb HWHCTPYMEHTOB)

(cm. Pucynok 12) u ~ (CranmapTHas HaHeJIb HHCTPyMeHTOB) (cM. PucyHok 13).

ARy
AaBboB1 AaBbBsl ... ['}. v E

3aro...oK 2 3aro..ok 3 =

Bcraska

Pucynok 12 — Knonka KommakTHasi naHejib HHCTPYMEHTOB

114 [e)
CBBIYHBIA w Euie w [ | w W El sen
R s

Pucynok 13 — Knonika CTangapTHas naHeJlb HHCTPYMEHTOB

3.3.2 CKpBITH HJIH 0TOOpa3uTh Ha3BaHHS Pa3/iesioB

[Tanens uHCcTpyMeHTOB (cM. Pucynok 10) B npunoxenun «MoiOduc TekcT» cocTouT u3s
pasnenoB. Kaxnpiii paszmen (3a uckiIodeHWeM pasjiesia  M30paHHOe) CONEpXXUT TPyIITy
VMHCTPYMEHTOB, IIpeJJHa3HAYeHHbIX [ BBIIOJIHEHUs ompefesieHHOM 3amauu. Harpumep, pasgen
CTHiaM co/lep>XUT UHCTPYMEeHTHI /711 paboThl CO CTUJISIMU TeKCTa.

Ha3Banust pasgesnoB oToOpakaloTcs, eciyd IlaHejlb WHCTPYMEHTOB IIpe/iCTaBleHa B
CTaHIapTHOM Buje (cM. pasfen 3.3.1). [lns onTumuzanuy pabodero IMpPOCTPAaHCTBA HAa3BaHUS
pas/iesnioB Ha [aHeJId UHCTPYMEeHTOB MOXKHO CKPBITb.

J1Jis 3TOTO BBINIOJIHUTE CIIe[lyIoIlire 1eHCTBUSL:

1. Bribepute myHKT KOMaHJHOTO MeHIO Bup > Ilanens nuacrpymenToB (cM. PrucyHok 11).

2. B oTkpeiBiIeMcs nogMeHto cHumuTe ¢puiaxkok HazBanus pasnesios.

Yro6bl 0TOOpA3UTh HA3BaHUS Pa3fiesioB, YCTAHOBUTE JIAHHBIN (UIa)KOK TOBTOPHO.

®naxoxk HazBauus pa3nejioB 386JIOKI/IpOBaH, €CJIi IIaHeJIb UHCTPYMEHTOB CKpbITa WA

0T06pa>1<aeTc;1 B KOMIIaKTHOM BH]IE.
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3.3.3 CKpBITh HJIH 0TOOPA3UTH COJiep:KIMOe pa3/iesioB

PBSI[EJIBI IaHeJIM UHCTPYMEHTOB MOI'YT CBOPAYMBATBCI dBTOMdTUY€CKH, IIpU YMeHLIJ_IE'HI/II/I/
YBeJIMY€eHUH pa3Mepd I'NIaBHOI'O OKHA IIPpUJIOXKeHNs, NI BPYYHYIO.

YroObl CBepHYThb paszfiel MaHeld WHCTPYMEHTOB BPY4YHYIO, HaBe[UTe KYypCOp MBbIIIU

Ha ero IpaByIo IPAHUIy U HAKMUTe KHOIIKY * (cM. PucyHok 14).

®aiin [paeka Becraeka @opmar  Wecrpymedts Bug  OBwwi goctyn

+ e H ﬁ ht é KO Thames
JoBaenTs gj w S ¢ Q . W K H

HM3GpaHHoe Tann Mpaeka WpadT

Pucynok 14 — KHonka cBopayvBaHUs pa3jiena

Yto6bl 0TOOpA3UTh WHCTPYMEHTHI CKPLITOIO pa3fiena, IIeJIKHHUTe I10 HeMYy MBIIIbIO

(cMm. Pucynok 15).

Wailn [paeka Beraeka @opmar  WMootpyments Bug  OBwwi goctyn

+ F-ﬂ v c><1 KO Thames w 14
NoBaenTs =~ oo K K Y AR T e
M3bpanHoe dann MNpaeka WpudTt

% B~ &
D T &

Pucynok 15 — UHCTpyMeHTHI pa3zena

YTo6b!I pa3BepHyTh pa3fien, HAXMUTe KHOIIKY * (cM. PucyHok 16).

Maiin [Mpaeka Beraska Qopmar  MHotpywmedts Bug OBwwi goctyn

+ h c:xo KO Thames v | 14
lobasuTs = _— K K Y AR T e

M3epanHoe @ain Mpaeka WpwndT

Pucynok 16 — KHorika oTobpakeHHsi ”HCTPYMEHTOB pasjiesia
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3.3.4 HactpouTth cocTaB pa3aeina «/3opanHoe»

Kak IIpaBUJIO, IIpHU pa60Te C IIpWIoXeHueM oIlipeniej;ieHHble ITYHKTbl KOMdHIHOT'O MEHIO U
KHOIIKY IIdHeJIM UHCTPYMEHTOB HCIIOJIB3YIOTCA 4Ydllle APYIruX. OTH 3JIeMeHThl MOXKHO ,[[O63BI/ITL B

paszes naHeyiv uHCTpyMeHTOB 36parHoe, uToObI OHU Bcerjja ObUIH O] PYKOH.

3.3.4.1 1o0aBUTH 3J1eMeHT

B M3opannoe MoxHO n06aBUTh OT 1 10 14 371eMeHTOB.
Yro6n! 1o6aBuTh B I30paHHOe ITyHKT KOMaHJHOTO MEeHIO, BBIIIOJTHUTE CIeyIoIIye 1eHCTBUS:
1. BeimonHuTe KoMaHAy A00aB/IeHHs OJTHUM U3 CIeyIOIINX CII0COOOB:

—  Ecim paszien M36panHoe mycT, HaxMuTe B HeM KHOIIKY -+ Jfo6aBuTh (cM. Pricysok 17).

®aiin  [paeka Beraeka @opmat  WHotpymedts Bug

+ b 4 - : |-—. ﬁ - é
Je6aenTh L} =Y o &
WMaGpannoe Pann Mpaeka

Pucynok 17 — Kxorika Jlo6aBuTH

— FEcmu pasgmen W30panHoe conepXuT o0aBjieHHbIe 3JIeMeHTHI, IeJIKHUTe 110
ar000My MecTy pasfieiia TpPaBOM KHOMNKOW MBI W BBIIOJIHUTE KOMaHAY

KOHTeKCTHOro MeHIo JlobaBuTh AeiicrBue (cM. PucyHok 18).

Daidn [paeka Beraeka @opumat  MHctpyments Bug  OBwmid goctyn

= v b O T T i & ¥O Thames
N & X K Y
KzGpanHoe
36 panH WpudT

JobaeuTe AedcTEME

OYHCTWTE

Pucynok 18 — Komanna JlobaBuTh feficrBue

2. B otkpsiBIIeMcs okHe (cM. PucyHok 19) BeiOepuTe IMyHKT KOMaHJHOTO MeHIO, KOTOPBIU

Tpebyetcs 106aBuTh B 30paHHOe.
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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 19 — OkHo nobaBiieHus MyHKTOB KOMaH/IHOT'O MEHIO

Yrto6s! fo6aBuTH B I30paHHOoe KHOIIKY C TTaHeJId MHCTPYMEHTOB, IIeJIKHUTe TI0 Hel MTpaBou

KHOTIKOM MBIIITY U BBINIOJIHKUTe KoMaH 1y JlobaButs B n3dbpanHoe (cMm. Pucynok 20).

I w
— AaBoBt

qT Y] OBy

Jobaente B n3bpaHHoe

A =Y F

[rp—

£ v’ _IiEv =

il
uf
L4

AG3ay

Pucynok 20 — Komanpa /lo6aBuTh B n30panHoe

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

0TOOpaXkaroTCs MOCTIe HaXKaTUsl Ha KHOIIKY °°=.

HpI/I ,I[O6aBJ'IEHI/II/I B HBﬁpaHHOE KHOIIKA He yOdJIeTCs U3 pa3fiejld IIdHeJIh UHCTPYMEHTOB, B

KOTOPOM OHa pacCIIOJIOXKeHa.
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3.3.4.2 IlepemMecTHTD 3JIEMEHT

YToOBI M3MEHUTH IOJIOKEeHHe dJIeMeHTa B pasneie I/IBGPHHHOE, BBIIIOJIHHUTE Cllegyromye

JeUCTBUSL.

1. I[lemukoM TmpaBOW KHOMNKH MBIIIA MO0 3JIEMEHTY OTKPOWTe KOHTEeKCTHOe MEeHIO
(cm. Pucynok 21).
2. B KOHTeKCTHOM MeHIO BbIOepUTe TpeOyeMyto KOMaH/Iy:
— IlepemecTHTH B HA4aJIO — CJIeJIaTh BHIOPAHHBIN 3JIeMEHT TIePBBIM B pa3jierie;
— IlepemecTHTBH BJI€BO — TIOMEHSTh MeCTaMH BbIOPAHHBIN U MTPEeIbIIYIIUIA 3IeMeHT;
— IlepeMecTuTh BIIPABO — IIOMEHSTH MECTAMH BHIOPAHHBIN U TIOCTIEAYIOIINH 3JIEMEHT;

— HEPEMECTI/ITB B KOHeEII — C1eJjIaTb BbI6paHHbeI JJIeMEHT II0CJ/IeAHUM B paslielie.

B’ h IC @ v é X0 Thames
(:j |”| |"._-:"| ! |J:|'| L* {_h'l _ Q }K .'I‘-{ H

WMag  AEACTENE Bk WpudT

MepemecTUTe B HaYano
MepemecTUTe BASBD
MepemecTuTs BNPaBo
MepemecTUTs B KOHEL,

¥Yaanute W3 nabpaHHoro

MzBpannoe
JobaeuTe geAcTBKe

OUMCTHTE

Pucynok 21 — KonrekctHoe MeH1o pasfiena M3opanHoe

3.3.4.3 YoaauThb 3JIeMeHT

Yr1o6bl ynanuth M3 pasziena M30paHHOe ITyHKT KOMaH/IHOTO MeHIO, IIeJIKHUTe 10 HeMy
MIPaBO KHOIMKOM MBIIIH U BLITIOJTHUTE KOMaHAy Y JaJIuTh u3 u3dopanHoro (cMm. Prucynok 21).

Yrob6bl ymanmuTh U3 pasfena M30paHHoe KHONKY I1aHeJIM WHCTPYMEHTOB, BBIIIOJIHUTE
CJIeyouye qeCTBUL:

1. [lenxkHuUTe 1O HEM MpaBOM KHOIMKOM MBIIIHM B paszeiie M30paHHoe Wik B TOM pasjelie,

13 KOTOporo oHa Obuia gobasiieHa (cM. PucyHok 22).
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2. BroimonHUTe KOMaHy KOHTEKCTHOTO MEHIO ¥YIaJUuTh U3 H30PAHHOTO.

I

&£ T o L=

il
|
&7 %

71 w
- AaBoBel

q7 1| OBbluHbI#

i ¥aanmTe vz nzbpaHHoro I
AB3au pa

Pucynok 22 — Komanna Yanurs U3 H30paHHOT0

3.3.4.4 OuncTuTh pasmen

Yrobsl ynanuth u3 pasfena VI30paHHOe Bce dyieMeHTHI, HIEJIKHUTE I0 JIIOOOMY MecTy

pasneiia npaBoﬁ KHOIIKOM MBIIIU M BBIIIOJHUTE KOMdHAY KOHTEKCTHOI'0 MeHIO OuucTurh

(cMm. Pucynok 21).

3.3.5 CkphITh WM 0TOOpa3uTh pasnen «V3opanHoe»

[To ymomyanuto pasnen M3opanHoe oToOpakaeTcs Ha TTaHeJIM HHCTPYMeHTOB.
YToObBI CKPBITH Pa3/ies, BHITOJIHUTE OJHO K3 CIeyIONINX JeCTBUIA:

— BbI6€pI/ITe ITYHKT KOMdHIHOT'O MEHIO BI/IH > ITanenn HHCTPYMEHTOB 1 B OTKPbIBIIEeMCS

noaMeHto cHuMuTe ¢uiarkoxk M3opannoe (cMm. PucyHok 23).

Bvg OBwwi goctyn  Hapctpolkn  Cnpaeka

NMuneiika Crl+5Shift+R A= AT = .
. =
Heneuaraembie cvmecam
A\ v £ N w
- —
Pexum npeseHTaLum
Ab3ay
MacwTab r
[MaHens MHCTPYMEHTOE P ® (CradgapTHas
KomnakTHan

CrpbITE NaHens

+ HazeaHwn pazgenos

“  zBpaHHoe

Pucynok 23 — KomangHoe mento Bug

—  Ecmu pasgen HM3bpannoe mycT, HaBe[uTe KypCOp MBIIIM Ha KHONKy =+ J[o6aBUTHL 1

HaXXMUTe * B ee [IPaBOM BepxHeM YTy (cM. PucyHok 24).
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@aiin  [lpaska Beraeka @opmar  MHotpymentm Bug

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

M3GpaHHoe ®ann Mpaeka

Pucynok 24 — Paznen M3opanHoe
Yrobbl 0TOOpa3UTh pa3zielt, MOBTOPHO ycTaHoBUTe uiakok 3dpaHHoe B KOMaHIHOM MEHIO.

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

B paboueii obsacty oToOpakaeTcs TeKyIIuii TMCT AokyMeHTa (cM. PucyHok 25).

54 Hogwiii gokyment 1 - MoiOduc - O X
Qaiin  paeka Bcraska @opmat  Whetpyments  Bug  OBwwid goctyn  Hapctpoiikw  Cnpaexa
= W - At
+ v X B~ & XO Thames vl [ v AT A Tr
JoBasnTs IE;] w 2 Q K K H AB - ﬁ v £~ o o
WsBpantoe ®ann MNpaska LWpudT AB3auy Crunmn Becraska lad
A
v
CrpaHuua 1 mns 1 - [ + 100%  w

Pucynok 25 — Pabouas obiactb
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3.5 bokoBag nmaneinn

bBokoBasi maHesib COJEPKUT Cllefyole KHONKU (cM. PrucyHok 26):

— O ot
I .
A B @y B -
BcraBka ~
4 g 6 o 7 P
Q
)
A
W
- [ ] + 1200 v

Pucynok 26 — bokoBas nanemnb

— T (O6pa3oBaHMe) — OTKpDHITH MaHeIb CCHUIOK Ha 06pa3oBaTeslbHble pecypChl
(cM. pasmen 4.16). Knaomka otobpaxkaercs mpu pabore c npusoxenuem «MonOduc
TexcT» B coctaBe nnpoaykTta «MoitOdurc ObpazoBanuey.

— () (ITomck u 3aMena) — OTKPHITH [TaHeJb [IOMCKA U 3aMeHbI TaHHbIX (CM. paszen 4.2.8).

- ® (MakpokoMaHbI) — OTKPBITh MaHeNb paboThI C MAaKpOKOMaHIaMH (cM. pasfen 4.14.1).

KHorka oTrobpaskaeTcsi, eciid B IOKyMeHT Jjo0aBjieHa XOTsI Obl O7JHa MaKPOKOMaH/Ia.

- [% (BoccraHnoBiieHHbIe QaiyIbI) — OTKPBITh MaHeIb PAOOThHI C pe3epBHBIMU KOIUSIMU
nokymeHTOB (cM. pasmen 4.1.11). Knomka otobOpakaercs, eciid ecTb XOTs Obl OJHa

HeCOXpaHeHHAds KOIIHu4.
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- @ (BepxHuii KOJOHTHTYJ) WU @ (HmkHMI KOJIOHTHUTYJI) — OTKpBHITH IIaHeJIb
HACTPOeK KOJIOHTUTYJIOB (cM. pasmen 4.10.2). KHomka oToGpakaeTcs, ecjid BbijielieH
KOJIOHTUTY/I.

- @ (DekTpoHHasA MOAIHCH) — OTKPHITH I1aHeJlb PabOThbl C 3JIeKTPOHHOM MOJIIMCHIO

(cMm. paznen 4.15.3). KHomka orobpakaercst, eciid JOKYMEeHT TOJITHUCAH.

[Togmucanve TOKYMEHTOB 3JIeKTPOHHOW IMOJIMUCHI0 HEJOCTYIHO MpH paboTe B
OC macOS.

Ecnu mokyMeHT OTKpBIT B o6iiake (cM. paszen 4.13), To Ha G0KOBOM MaHenu 0ToOpakaloTcs

dBdTdpbl pelieH3eHTOB, KOTOpble OJHOBPEeMEHHO C TeKYUIUM II0JIb30BdTeJIeM BeAyT pa60Ty Haj

3TUM JJOKYMEHTOM.

@yHkuMyu paboThl B 06jlake U COBMECTHOTO peJJaKTHPOBAaHMSI JOCTYIHBI [P HAJIMYUHU

cepBepHoy yactu «MonOduc IIpodeccronanbubiiny / « MorOduc YactHoe O61ako».
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3.6 Ctpoka cocrossHHuS

B cTpoke cocrosiHus cozepxaTcsi cliefytoliue JaHHble U UHCTpPyMeHThI (cM. Pucynok 27,
CJleBa HaIpaBo):

— HOMep TeKyIllel CTpaHUIlbl U 00Illee KOJIMYeCTBO CTPAHUI] B IOKYMEeHTe;

— UWHAWKATOP COCTOSIHUS MOJIKJIIOUEHUsI K cepBepy — O0ToOpaXkaeTcsl, eCii B NPUIIOKeHUH
OTKPBIT JIOKYMEHT, PACIIOJIOKeHHBbIN B o0Jiake (CM. pasfen 4.13);

— YpOBeHb IpaB JOCTyIa K JOKYMEHTy — OTOOpakaeTcsl, eClii B NPUJIOXKEHUH OTKPBIT
JIOKYMEHT, PACIIOJIOXKeHHbIN B 00J1ake, U MOJIb30BaTelb He SIBJISIeTCSl aBTOPOM JaHHOTO
nokymenTa (cM. pazzen 4.13.2);

— UWHCTPYMEHTHI JIJis U3MeHeHUs MaciliTaba JokyMeHTa (cM. paszen 4.11.2).

Crpannua 1 mz 1 @ Ecre nogknoueHvne & PepaktvpoeaHne = L + 100% W

Pucynok 27 — Ctpoka cocTosiHUS

@yHkuMKu paboThl B 06jlake U COBMECTHOT'O peJJaKTHPOBAHMUSI JIOCTYIIHBI IPU HaJIM4YUU

cepBepHoi yactu «MoOduc ITpodeccronanbubiiny / « MonOduc YactHoe Ob1aK0».
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3.7 OxHO OBICTPHIX AeHCTBHIT

B npunoxennn «MoitOduc TekcT» coep>XuTcst OKHO ObICTpBIX JeicTBri (cM. PrucyHok 28).
JlaHHOe OKHO TIpefHa3Ha4YeHO Ui OBICTPOrO BBHIIIOJIHEHUS KOMaHJ W IIPUMEeHeHUs CTUJIel
¢opmaTrpoBaHus TEKCTA.

YTOOBI OTKPHITH OKHO OBICTPHIX JIEWCTBHH, BHITIOJHUTE OJTHO U3 CIEAYIOMNX JeUCTBUH:

— Bribepute myHKT koMaHHOTO MeHIO CripaBKa > BeICTpHhIe qeiicTBHS.

— Haxwmure coueranue knaBum Ctrl+/ npu pabore B OC Windows / OC Linux wmm

couderanue kiasuil $£Cmd+/ npu pabote B OC macOS.

OKHO OBICTPBIX IeUCTBUN COJIEPKHUT:
— IepeyeHb KOMaH]I, IPeJICTaB/IeHHbIX B KOMaHAHOM MeHI0 (CM. pasjen 3.2);
— T1epeyeHb BCTPOEHHBIX U II0OJIb30BATEJIbCKUX CTUJed ¢opMaTUpOBaHUS TeKCTa

(cm. pasmen 4.3.2).

Co3pate trl+
Cozpate no wabaoHy..

OTEpBITE..

OTkpbiTe B obBnake...

Bofith B obnako...

Cravate...

3arpyauTe dain...

CoxpaHnTe

CoxpaHuTe Kak...

HacTpolikn aeToBoCCTAHOBAEHWA

BocctaHoenenHbie daiam

Pucynok 28 — OxHO OBICTPBIX JIeHCTBUI
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J11st BBIOOpa KOMaHIbl/CTUJISL U3 CIIMCKA BOCIIO/Ib3YWTECh OJTHUM U3 CJIeIYIOIIHUX CII0CODOO0B:

— IlpokpyTuTe CHUCOK 10 HY>XHOM KOMAHJIbI/CTHJISI C IOMOIIbIO KOJIECHKA MBIIIN WU
MpaBOM BepTHKAJIIbHOW IM0JI0CHl MpOKPYyTKU. [loaTBepavTe BBIOOP KOMAaHBI/CTUIIS
IIeJTYKOM MBIIIN WM HaXkaTheM kiiaBuiiiy Enter.

— Haunure BBOAUTH Ha3BaHMe KOMAHJBI/CTUJII B CTPOKy moucka. Korjma Tpebyemas
KOMaH/Ia/CTUJIb OTOOPA3UTCs B pe3yJsibTaTax IOWCKA, BbIOepUTe ee C IMOMOIIbIO MBIIIN
WM KJIABUII KJIaBUATYPBHI:

— IllesnkHuTe O CTPOKE KOMAHIbI/CTUIIS JIEBOM KHOIIKOM MBIIIIH.
— BrbigenuTe CTpoKy KOMaHABI/CTWIISI C IIOMOIIBIO KJIABHMII KJIABHATypel | U T U

HaxMuTe kiiaBuily Enter.

OxHO 6I)ICprIX JIEeUCTBUM aBTOMAaTHUYeCKU 3dKPbIBAETCY IIPHU BLIIIOJIHEHWKW KOMAHIBI HJIA
IIpyMeHeHuda CTHJIA. Yrto0bbI 3dKPbITb OKHO 6e3 BbI60pa KOMaH)II)I/CTI/IJ'IH, mieJIKHUTe II0 J'IIO6OMy

MECTY 3a I1peJiejlaMi JadHHOI'O OKHAd WJIN Ha>XMHTE KJIaBUIITY Esc Ha KJIaBHUdaTYype.
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3.8 [leMoHCTpaIUsA HOBBIX BO3MOKHOCTeH

OxHo AEMOHCTpAllU HOBBIX BO3MOXKHOCTEN OTKPBIBAETCA aBTOMATHUYECKU IIpU 3dIlyCKe

HOBOH BepCHUHr IMPUIOXKEHU . YT006BI OTKPBITb 3TO OKHO BPY4YHYIO, BbI6epHTe IMIYHKT KOMaHJHOI'O

MeH0 CrpaBka > JleMOHCTpanusi HOBBIX BO3MOKHOCTei (cM. PucyHok 29).

Crnpaeka F1

JeMOHETRALMA HOBLIX BO3MOMHOCTENR
BoicTpoie gefcTenA Ctrl+/f

O nporpanme...

Pucynok 29 — ITyHKT koMaHIHOTO MeH!O JleMoHCTpaIusa HOBBIX BO3MOXKHOCTeH
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3.9 SA3pIk pUIOKEeHHS

Aspik  npunoxenus «MoiOduc TekcT» 1O yMOIYaHUIO —OIpefiesisieTcsl  S3bIKOM

OHepaHHOHHOﬁ CHCTEMBI. HpI/I HEO6XOHI/IMOCTI/I €ro MO>XXHO U3MEHUTDb BPYYHY1O.

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

BbIOMpaetcs st mproxkeHu «MouOduc Tabmma» u «MouOduc [IpesenTarusy».

YTOOBI U3MEHUTD SI3BIK IMPUIIOXKEeHHW s, BbIIIOJIHHUTEe CJIeAyroliye JEerCTBUS:

1. Boibepure myHKT KOMaHAHOrO MeHIO WMHcTpyMeHTHI > W3MeHHTH SA3BIK

(cm. Pucynok 30).

WHetpymedtsr Bug  OBwwi goctyn  Hagetpoikw

OrobpaxeHne MCNPABNEHWA W KOMMEHTAPWEE  #
Mpaecnucadwe r

Hactpaweaemmii cioeaps
MzmeHWTE A3HIK...

PegakTop MakpokomaHg

CpaeHuTk €... (Beta)

Pucynok 30 — [TyHkT koMaHHOTO MeHI0 U3MeHUTh SI3BbIK

2. B okHe, mpelcraBileHHOM Ha pucyHKe 31, BbibepuTe W3 BBINAAAIONIETO CIIMCKA

TpeOyeMbll S13bIK IPWIOXKeHUs! U HaxkmuTe KHONIKY OK.

CreHa A3blka *

BribepuTte Azpik:

A3k ccrembl (Pycckiid) v

OK OTmeHa

Pucynok 31 — OxHo BbIOOpa sI3bIKa
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3. B okHe, mpejicTaBleHHOM Ha pUCyHKe 32, HaxxmuTe KHotky OK.

CrMeHa A3BIKA

N3ameHeHue BCTYNWT B CHUNY
nocne nepezanycka NpUIocxKeHWA

Pucynok 32 — YBenomiienre o Heo6X0IMMOCTH Iepe3alycKa IPUI0XKeHUs]

4. IlepesamycTtuTe mpuiIoXKeHHe. [l 3TOr0 3aKpoWTe BCe JIOKYMEHTBI, OTKPBITbIE Ha

JIaHHBIM MOMEHT B npwiokeHuu « MorOduc TekcT», 1 OTKpOHTe UX CHOBA.
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4 PABOTA B TEKCTOBOM PEJAKTOPE
4.1 TeiictBus Cc ¢painamu

4.1.1 Co3gatsb daiin

4.1.1.1 C momomsio IlpoBogunka Windows

Yto6n1 ObICcTpO co3naTh darn B [IpoBogurke Windows, BEITTOTHUTE CIIeIyIONIe JeHCTBHUS:

1. OTkpo#Te KOHTEKCTHOe MeHIO HIeTYKOM MPaBOW KHOIKU MBI 10 ITyCTOW 06/IacTh U
BhIoTHUTe koMaHy Co3mars > ) [lokymenT MoitOduc.

2. VYxaxure HazBaHue ¢aiina. Ilo ymomuanuio ¢aily npucsavBaercs MMs [lokyMeHT
MoiiOduc.

3. Yrobbl COXpaHWUTh Ha3BaHUe, IIEJIKHUTE 3a ero IpefiejlaMd WM HaXMUTe KJIABUIIY

Enter Ha kiaBuaType.

4.1.1.2 IIpu BXoje B IPIJIOKeHHE

[Tpu Bxone B mpuiioxkenre «MoitOduc TekcT» HOBBIHN ¢aiil co3aaeTcss aBBTOMaTUYeCKHU.

4.1.1.3 Bo Bpems pab0ThI B IPHJIOKEHHH

Yrob6bl co3paTh HOBBIM (ailyl BO BpeMs pabOThl B INPWIOXKEHWH, BBIIIOJIHUTE OJHO W3
CIIeIVIOIIUX JeUCTBUIA:
— Boibepute nyHKT koMaHAHOTrO MeHio ®aiin > Co3math (cM. PucyHok 33).

— Haxmurte couetanue xiaasuml Ctrl+N / £Cmd+N.

®ain [paska Beraeka @opmar  MHotpyme
[ Cosgate Ctrl=M

CozaaTe no wabroHy..

[ OTkpbiTo.. Ctrl+0

Pucynok 33 — [Iynkt komangHoro Merio Co3garhb
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4.1.2 Co3gathb mabsoH ¢aiina

[ITabsoH ¢aiyia MOTHOCTBIO MOBTOPsieT UCXONHBIA ¢ain. [[labnoH ynobHO HCIIoNb30BaTh

11pu pabore ¢ ¢aiisiamMu, y KOTOPBIX eCTb Habop IOBTOPSIIOIIUXCS 3]IeMEeHTOB.

YtoObI co3math mabiioH daiiyia, BEIMIOIHUTE CIeIyIolIie JeHCTBHYS:

1. OrtkporiTe daii, MAGIOH KOTOPOro He0OX0IUMO CO3AaTh (CM. pasen 4.1.4).

2. Beibepure mMyHKT KOMaHIHOTO MeHI0 Paitn > CoxpaHHTh 11a0JI0H (CM. PucyHOK 34).

3. B okHe daityioBoro MeHeykepa BblOepUTe NANKy Ui COXpPaHeHWs IIabiioHa, YKaKWTe

uMs daina U HaxxmMuTe KHOIIKY CoXpaHHUTh.

Daitn  [paeka Beraeka

[ Cosgate

Co3gate no wabaoHy..

[ Omxpoits...
OrmkpbiTe B 0bBnake...

HeaaeHwe gokyMeHTH
PaBoTa B oBnake

ol CoxpaHuTs
CoxpaHuTe Kak...

ABTOBOCCTAHOBNEHWE

JKCNOPT...

CoxpaHnTe wabnoH..,

Dopmar  MHoTpyme

Ctrl+M

Ctrl+0
Ctrl+5hift+O
»

Ctrl+5
F12

Pucynok 34 — Komannnoe menro dPaiin

4.1.3 Co3gars ¢daiin u3 mabdaioHa

,HJ'[S[ CO30dHHA c])afma 13 II0ArOTOBJIEHHOI'O abJI0Ha BOCHOHLBYﬁTECb OOHHUM U3

CJIeZTYIOIIMX CIIOCOOOB:

—  JIBaXIbI HIeJIKHUTE 110 Heob6X0oIMMOMY I111abJIOHY B ¢aliJIoOBOM MeHeJKepe.

— Bribepute myHKT KOMaHAHOTO MeHIo Paiin > Co3gaTth no mabaoHy (cM. PucyHok 34).

B oTkpsiBIIeMcst okHe $aiioBoro MeHepkepa BelOepuTe 11abJIOH, 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

YT06B!I OTKPBITH (Paiisl, BOCIIOJIb3YHTECh OJJHUM U3 CJIeAYIOIIMX CII0CO00B:
—  JIBaX1bl 1eJIKHUTe 110 daly JIeBOM KHOIKOW MBbIIIIH.
— Orkpoiite npunoxxenre «MoiOduc TekcT» U BLIIOTHUTE CIeyIolIie NeHCTBHUS:
1. BeiGepure myHKT koMaHaHOro MeHr Paitn > OTKpBITH (cM. PucyHok 34) win
HakmuTe codetanue kiapuil Ctrl+0 / Cmd+O.
2. B oxne ¢aiinoBoro MeHemxepa BblbepuTe TpeOyeMbldi (paiiyl U HaXKMUTE KHOIIKY

OTKpBITS.

4.1.4.1 Paiin B popmare DOC

Pab6ota c ¢ainamu B popmare DOC Ha OC macOS He nojiep>kuBaeTcsl.

IIpu otkpeiTuu daiina B popmare DOC nporcxoauT ero aBToMaTH4yecKasi KOHBepTalus B
¢dopmar DOCX. Ilog maHenbi0 HMHCTPYMEHTOB OToOpaXkaeTcsi HWHGOPMAalMOHHAsi CTpPOKa C
COOTBETCTBYIOIIUM yBeJlomyieHueM: «JlokymeHT Obul aBTOMaTH4YecKd IipeoOpa3oBaH B 0Oosee

HOBBIY popmatry». HaxkmuTe B JTaHHOM CTPOKe KHOIIKY 3aKpbITh (cM. PrcyHok 35).

\d Hoeeii gokynent - MoidOdunc - O *

@alin  [paska Bcraeka @opwmat  WMHotpyments Bug  OBwwi goctyn Hagctpoiikw  Cnpaeka

+ v O T i TRV Calibri v 11 v AT AT Tr
[oGaenTe E] b o Q K K H o ﬁ v £~
M3&panHoe Dain Mpaeka WpndT AB3ay Crinm Bcraeka Lo
() [foxymenT Guin aeTomaTueckn npeobpasoeaH & Gonee Hoswlil dopmat

~

Q

Pucynok 35 — Knorika 3akpbITh

YrobbI coxpanuts daiint B popmate DOCX, BBIIOIHUTE NEHUCTBUS, ONIMCAHHBIE B paszene 4.1.7.

4.1.4.2 ®daiin npegHa3HaYeH TOJIbKO JJIs1 YTeHUSI

Ecmm nns daiina cpencrsamu OC ycTaHOBIEHO CBOMCTBO «T0JIbKO UTeHHey, TO:

— JlaHHBIN (alsI OTKPbIBAETCS B peXXMMe IIPOCMOTPa;
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— Ha IaHeJIkM WHCTPYMEeHTOB 0T06pa>1<aeTcs1 yBeagoMJieHue. «HOKYMGHT AOOCTYyIIeH TOJIbKO

Jist areHus» (cM. Pucynok 36).

Ecmm pabora c daimamu ocymiectsisiercss 1o mnpotoxkoiny WebDAV, To datinsl,

IpeaHa3Ha4YeHHbIe TOJILKO Ui YTeHHs, OTKPBIBAIOTCA B PeXKrMe pelaKTHPOBAHUSI.

B pexxrMe MpOCMOTpa He JOIIyCKadeTCd BHOCUTL M3MEHEeHHA B JOKYMEeHT U U3MEeHATb ero
(l)OpMaTI/IpOBaHI/Ie. HpI/I HEO6XO,[[I/IMOCTI/I MO>XHO CO30aTb PpeOdKTHUpyeMylo KOIIMIO JdaHHOI'O

JOKyMeHTa. HJ’IH 3TOTI'0 Ha ITaHeJIM UHCTPYMEHTOB HaXXMHUTe KHOIIKY PEJIaKTI/IPOBaTb KOIIHIO.

=4 Hoeiii gokyment - MoiiOdunc — O X

Qalin  Mpaska Bcraeka Popmatr  MHctpyments Bug  OGwwii goctyn Hageotpoiikw  Cnpaeka

= LoKyMEHT AOCTYTNEH TOABKO ANA UTEHWA PepaktnpoBath KOI‘IMI—Ol

~

Q

Pucynok 36 — Kuornka PegakTupoBaTh KOnuio

Komusa JOKyMeHTa OTKpOeTCAd B HOBOM OKHe IIpHUJIOXKeHHH . YT006BI COXPaHHUTHb KOIIHIO,

BBIIIOJIHUTE JEeHMCTBUS, OITMCAHHbIE B pasneiie 4.1.7.

4.1.4.3 dPaiiy uCIo/IB3yeTCsI IPYTUM NPUWIOKEeHHeM

Ecnu ¢aiin oTKpeIT Ha peJakTUpPOBaHue B IPYTOM IIPHIIOXKeHUH, TO:
— J[aHHBIN Qalyl OTKPBIBAETCS B peXXUMe IIPOCMOTPA;
— Ha MaHeld UHCTPYMEeHTOB 0TOOpakaeTcsl yBe[JOMJIeHHe O TOM, YTO JOKYMEHT OTKPBIT B

Ipyrom npwioxxeHuu (cMm. Prucynok 37).

= Hoeslii gokymenT - MoiiOdue — [m] x

Daiin  lMpaeka Beraska ©Qopwat  Wectpymentel  Bug  OBwnid goctyn  HaacTpoitkm  Cnpaexka

% hd ,ﬂ,OKyMEHT HeaocTyned ana W3IMEHEHWIA, TaK Kak WCNONL3YETCA 4PYTUM NPUAOXKEHNEM WK NOAL30OBaTENEM npUBE‘[JIﬂTb AOCTYNHOCTE PEAHKTMF)DB&TI: KOMWKH

~

Q

Pucynok 37 — @aiin Ucnonb3yeTcs JpyruM MpuiiokKeHueM
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@aily1 OTKPBIBAETCS B peXXuMe pelaKTUPOBAHUSI, eCJIM OH OTKPBIT B APYTOM MPUJIOXKEHHH,
HO 3TUM TpUiIoXeHHeM He co3zaH lock-daitn. Hampumep: B pexxuMe pefakTUPOBaHUS
oTkpoeTcsi ¢aiis, 3arpykeHHbIN U3 MHTepHeTa U OTKPBIThIM B Microsoft Word B pexume

3dllIUIIIeHHOTI'0 ITPpOCMOTpPaA.

B pexxume mpocMoTpa He JIOIyCKaeTCs BHOCUTb M3MeHeHHs B JOKYMEHT U HU3MEeHSThb ero

¢popmaTtupoBaHue.

YTo6B!I pejlakTHpPOBaTh JOKYMEHT, BBIIIOJIHATE OJJHO M3 CJIeAYIOUUX NeHCTBUIMA:

— 3aBepmmTe paboTy C JOKYMEHTOM B [IPyIOM IPUJIOKEHUHU. 3aTeM B IPUIIOXKEHUU
«MoiOduc Tekcr» Ha maHenM WHCTPYMEHTOB HaxmuTe KHONKy IIpoBepursh
ToCcTynHOCTB (cM. PrucyHok 38). Ecnu paboTa ¢ JOKyMeHTOM B IpyTrOM IIPUJIOXKEHUH He
3aBepllleHa, OTOOpa3WTCs  BCIUIbIBAaWOIlee coobOmieHue  «JlokymeHT Bce ellle
ucnonb3yercsi». Ecioum  pabora 3aBepiieHa, JJOKyMeHT IlepedfieT B pPeXUM

penaKTUpOBaHUA.

\od Hoewlii gokymeHT - MoiOduc - O *

Qain [Mpaeka Beraeka @opmar  WHctpymednts  Bug  OBwwid goctyn  Haactpoikn  Cnpaeka

IE;] b ﬂ,DK}u’ME"HT HEeAOCTYNEeH 4NA W3MEHEHWIH, TaK Kak WCNONL3YETCA ... n[}OE-E'[JMTb AOCTYNHOCTL PE,E[BI{TM[JOBE!T!: KON

~

Q

JlokyMeHT BCe elle MCNoAL3yeTcA

Pucynok 38 — BcrnmbiBaroliiee cooO1ieHne

— Co3pgaliTe pelakTUPyeMyl0 KOMUIO JIoKyMeHTa. [{s1 aToro B mpuwioxkenuun «MonOduc
TexkcT» Ha NaHenu MHCTPYMEHTOB HakKMUTe KHONKY PemakTupoBath kommio. Komus
IOKyMeHTa OTKpOeTCs B HOBOM OKHe TpWIoXKeHUs. UTOObI COXPaHUTH KOIIHIO,

BBLITIOJTHUTE JIeHCTBUS, OMMCaHHbIe B pa3zene 4.1.7.

4.1.4.4 daiiy1 OTKPHIT APYTUM I0JIb30BaTeIeM

[Ipy 1DoOmBITKE OTKPBHITH JIOKYMEHT, OTKPBITBIM JPYyTMM IIOJb30BaTesleM, Ha 3KpaHe
oToOpakaeTcst ManoroBoe okHO (cM. PucyHok 39), B KOTOPOM COEep>KUTCS:

— Hudopmarws o mosb3oBaresie, KOTOPBIN B HACTOsAIIEe BpeMsi paboTaeT C 3TUM JIOKYMEHTOM.
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— Kuxonka OTKPBHITH KOIHUIO 7151 CO3/IaHUs PeJJaKTHUPYeMOM KOIIMU JOKYMeHTa.

— Kuomnka BHKPBITI) IJIs1 3dBeplieHus pa6OTbI C JOKYMEHTOM.

Orkpeite daiin et

o YTo6bl He NOTEePATb M3MEHEHUA
APYroro noJjib3oBatens,

peKoMEeHAYETCA OTKPbITb KOMWH
danna.

NHdopmauma o nonb3oeartene:

EnenHa CmupHoOBa, Havyano
paboTbl: DESKTOP-LSMEQKK,
16.04.2024 12:28:18

OTKpBITE KONWHD JaKpITE

Pucynok 39 — /lnanoroBoe okHO

4.1.5 OTKpPBITH HeTaBHHE JOKYMEHTBI

B npunoxenun «MoiiO¢duc TekcT» coxpaHsieTcs CHOMCOK JOKYMEHTOB, C KOTOPBIMHU
MoJib30BaTelb paboran B mociefHee BpeMsi. CIMCOK HeIABHMX JIOKyMEHTOB COAEpPXXUT Kak
JIOKaJTbHBIE (akIbl, TaK U GaiiIbl, KOTOPbIe OTKPBIBAIMCH U3 00JIaYHOr0 XpaHWIHMIIaA (CM. pa3zen 4.13).

[Nocequue oTMeudeHbl B CHUCKe 0OJIAKOM.

®yHkuMKU paboThl B 006jlake U COBMECTHOTO peJJaKTHPOBAHMUSI JOCTYIIHBI IPU HAJU4YUU

cepBepHoii yactu «MonOduc IIpodeccronanvubiity / «MoitOduc YactHoe O6mako».

YTOoOB! OTKPBITH (Paiisl U3 CIMCKA, BBIIIOJIHUATE CJIeAYIolre 1elCTBUS:
1. BoiGepure nyHKT KOMaHIHOTO MeHIO Paiin > HegaBHue mokymeHTHI (cM. PrucyHok 40).

2. B ortobpa3uBiiemMcs moJiMeHI0O BbibepuTe TpebyeMblil daii.
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®aiin  [paeka Becraeka Qopmar  Waotpyments Bug  OBwwi goctyn  Hagcrpoiik

[ Cospare Cerl=N i X0 Thames !

Cozpate no wabaony...

& X K Y4 AB —T
[ OmkpoiTh.. Ctrl+0
WpadT

Orkpoite B oBnake... Ctrl+5hift+0

HeaaeHune qokymeHTh ¥ [} Kakoit Bpaysep emiBpath.docx

PaBota B oBaake y [ Cpaenenune Bpayzepoe.docx
CoxpaHnTh Ctrl+5 LTTE

Pucynok 40 — HeaBHue TOKyMeHTBI

Ecmm cimcok HeJdaBHUX ('l)al‘/JIJIOB IoTepsI dKTyaJIbHOCTL, yAdJINTe ero. HJISI 3TOro BI)I6epI/ITe

MyHKT KOMaH[IHOTO MeHio Paiin > HemaBHue 1oKyMeHTHI > OUYHCTUTb.

4.1.6 OTKpBITH Qaiia B JPyroM NpHI0KEeHUH

Penaktupyemblii ¢aityi MOXKHO OTKPBITh B APYTOM IIPWIOXKEHUHM HAMPSMYIO M3 ITPUIOXKEHUs
«MoitOduc Texkct». Boibop npunoxeHus s JajbHeiIeld paboThl OCYIIEeCTBIISIeTCS C TOMOIIbIO

ITyHKTa KOMaHHOTO MeHI0o Paiin > OTKPHITH B... (cM. PucyHok 41).

Hactpoiika oTobpakeHus JaHHOTO ITyHKTa MeHI0 HejlocTyIHa py pabote B OC macOS.

®aiin  [paeka Bcraeka Qopmatr  Wectpymedtm Bug  OBwwi gocTy

(9 Cospare 55 é KO Thames
CozgaTe no wabnoHy..

[=  OTkpoiTh. Ctrl+0

WpudT

OrkpbiTe B oGnake... Ctrl+5hift+0
OTkpbITs B... » LibreQOffice Writer
HepaBHue gokymeHTH r Word
PaBoTa B ofinake »

=l CoxpaHute Ctrl+5S
CoxpaHuTe Kak... F12

Pucynok 41 — CiMcok 1OCTyIHBIX TIPUIOXKEeHUH
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Crnucok JOCTYNHBIX IPUIOXKEeHUH CO3/1aeTCsl BPYYHYIO C IIOMOIIbI0 ¢aiiia KoHUIrypanun
OpenWithList.ini (mogpo6nee cM. B nokymeHnTe «HacrtonpHble npusoxxenus: «MorOduc Tekcry,
«MonOduc Tabmuna», «MoitOduc IIpesenTtanus». PykoBoacTBO 110 yCTaHOBKe»).

Komanyma OTKpBITE B... He 0TOOpaXkaeTcs, eCly KOHGUTYPAIIMOHHBIN (aiiyl He COIEepXKUT
JAHHBIX WIN COIeP>XKUT HeKOPPEeKTHbBIe IaHHbIe.

ITpy BbimosnHenun koMaHnbl Pain > OTKPBHITH B... $ailyl 3aKpbIBaeTCsl B IPUIOXKEHUH
«MonOduc TekcT» 1 OTKpbIBaeTCs B yKa3aHHOM IpUJIOXKeHUU. Eciii Ha MOMeHT 3akpbITus ¢aiisia
B HEM OCTaJIMCh HeCOXpaHeHHble u3MeHeHus, npunoxenne «MonOduc Tekcr» mnpenaraer

COXPaHHUTD HUX.

4.1.7 OTnpaBuTtsb ¢aiin mo nmoure

Komanga OTnpaButs no noure HefocTymnHa rpu padore B OC macOS.

[Tpu paboTe B HpPUIIOXKEHUM pelaKTUpyeMbld (ailyi MOXHO OTIIPaBUTh [0 3JIeKTPOHHOM
noure. Paiyl OTHPABISIETCSI C TOMOIBIO TIOYTOBOTO KjMeHTa, ykazaHHoro B OC B kauecTBe
MIPOTpaMMBI 110 YMOJTYaHUIO.

YToOb!I OTIIPaBUTH (aiisi IO 3IeKTPOHHOM TOYTe, BBHIIOIHUTE CIIeAYIOIe IeHCTBUS:

1. Buibepute nyHKT KOMaHAHOro MeHo OOmmumii moctyn > OTnpaBUTh IO IIOYTe

(cMm. PucyHok 42).

OBwwmid goctyn  Hapetpoiiku

HacTpouTte goctyn

OTnpaenTe No NoJTe...

Pucynok 42 — Komannnoe merro Oomuii gocryn

2. B okxHe co3maHusg HOBOT'O COOOIeHU:
— BBEJIUTE aJipec MoJTydareris;
—  IIpy HeOOXOMMOCTU U3MEHUTE TeMY COODIIeHHS;
—  BBeJIUTe TeKCT COOOIIeHH .

3. OtnpaBbTe coobIeHue.
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4.1.8 PacmeuaraTh IOKyMeHT

4.1.8.1 be3 Bxona B IpWIOKeHHE

IIpu pabore B OC Windows MOXHO pacredataTb JOKYMEHT/TPYIITy JIOKYMEHTOB 06e3 WX
MIpeIBaPUTEILHOTO OTKPBITHS B TpriioxkeHun «MoOdwuc Tekcry.

J1Jis1 3TOTO BBHIOJIHUTE CIIeIyIOIIYe IeACTBUS:

1. Brimenure TpeOyeMblii JOKYyMEHT/TPYIIIY JJOKYMEHTOB B IpoBogHUKe Windows.

2. OTKpoOITe KOHTeKCTHOe MEHIO IeJTYKOM [IPaBOM KHOMKHU MBI U BBITIOJTHUTE KOMaHIy

ITeuatn.

[leyaTh ocyIilecTBiIsIeTCSI Ha TMOCJIeJITHEM UCIOIb30BaHHOM mnpuiiokeHusMu «MoitOduc
Texkct» u «MouOduc Tabnuma» npuHTepe. Ecnmm mnpuHTEp paHee He BBIOHMpaICSI B I3THUX
MIPWIOXKEHHUsX, TO TledaThb OCYIIeCTBIIsSleTCsi Ha MpHHTepe, ycraHoBieHHOM B OC Windows mo
YMOJTYAHHUIO.

B nporiecce neyaty BO3MOXHO O0TOOpakeHHe CIIeAYIOLUX JUAT0IOBbIX OKOH:

— VIS MHOTOCTPAaHUYHOTO JOKYMEHTa WM TPYMIbl JJOKYMEHTOB — OKHO IOJTOTOBKU

JOKYMEHTOB K IIe4aTy;
— VIS JOKYMEHTa, 3allUIIeHHOro maposeM (cM. pasfen 4.15.1), — okHO BBO/Ia MapoJis;

—  OIIOBelIeHUs O IMOBPeXIeHHbIX (aiiiax U ¢aiax ¢ Hello/lepXXuBaeMbIMU (pOpMaTaMH.
4.1.8.2 Bo Bpemst pab0ThI B IPUJIOKEHHH

4.1.8.2.1 Bei6op obsiacTu meuyaTu

J171s1 11edyaTtvi MOXKHO BbIOpATh:
— ¢parMeHT IOKyMeHTa,

— BeCb IOKYMEHT WJIK ero oTaejibHble CTPaHHWIIbI.

Yro6b! pacniedaraTb GpparMeHT JIOKyMEHTA, BBIIIOJIHUTE CJIelyIole 1eHCTBUS:
1. Brimenure Tpebyemblii GpparMeHT.
2. lllenkHuTe MO HeMy MPaBOM KHOINKOW MBIIIM U BBHIIOJHUTE KOMaH/Ay KOHTEKCTHOI'O

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

— Bribepute nmyHkT koma"gHoro MeHo Paiin > Ileyars (cM. PucyHok 43).

@aidn  Mpaeka Beraeka WQopmatr  VHcTpyme

[ Cozaate Ctrl+N

Co3pate no wabaohy..

[=  Crtepwite.. Ctrl+0
OrkpbiTe B 0bnake... Ctrl+5hift+0
HepasHwe gokymeHTH 4
PaboTa B obnake »

&l CoxpaHuTs Ctrl+5
CoxpaHWTe Kak., F12
ABTOBOCCTAHOBAEHWE r
JKCNopT...

CoxpaHvTe wabnoH..

3aaaTb Naponk...

JNeKTpoHHAA NOANKCE »

MapameTpsl CTpaHWLB Ctrl+5hift+P
= Meuats... Ctrl+P

JakpbiTe

Pucynok 43 — Ilynkt komanaHoro menio Iledats

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

(cM. PucyHok 44).

®ain [lpaeka Bcraska @opumar  WMHotpyments Bug

JoBaenTh |LE;] : o C &
W3bpannoe

|E;] BricTpan nevats

@ Meuats... I}

Skcnopt e POF

= [apameTpel cTpaHWLE

Pucynok 44 — Komanga Ilegars
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— Haxwmure coueranue kimasuia Ctrl+P / £Cmd+P.

OTKpOETCH OKHO Hacrpoifnca nmedyaTu, B KOTOPOM MOXHO IIOCMOTpPeTb, KdK 6YHET

BBHITJISIIETh IOKYMeHT Ha Oymare, a Takke yKa3aThb HaCTPOMKY TedaTH.

4.1.8.2.2 I1leyaTs c npeBapuTeIbHBIMHI HAaCTPOHKaMH

Oxno Hacrpoiika negaru (cM. PucyHok 45) coiep>Xut:
— obsacTb peIIpOCMOTpa I0KyMeHTa,

— 06JacTb HaCTPOEK IeYaTH.

O6nacTb HacTpoeK nevaTtw O6nacTb NpeagnpocMoTpa

G Hacrpoiika nedatn

[ ]
MpuHTep:
Microsoft Print to PDF hd
3.2 Kessanisoe et
CeolicTBa NpyHTEpAa... 521 Memso sibrain
|:| Meuars B OTTEHKAX ceporo Meto draflon conepanT crenyiume somMarie (od. Peoyio 4):
Konun:
Cirlel
~
1 « | | KomnnektoBate 1,23123. ks
CardeSnife0)
'
OBnacTe nevatu: Auanazon: '

| ||=|__°| Beck aokymeHt hd ‘ ‘ Bce ctpaH.. ¥ ‘

| Hanpumep: 1-3, 37 ‘

[—— CulsSifep

JleycToporHas nevats: i S CuleR
R

Piacyros B — Menw thaiiy

| Bk v

1. Coanams - coamsmh Boski Qokyset (o, paanen 4.1.10
2. Coanams no malmomy - coylaTh BISE IOKYMENT H3 DCHORIHHA ARSS COXPARENHDT
matnoma (opsar XO0TT) w3 o thaitna, i Hil
T CHEMHOM HOCHTENE, DT EHIBM L3 HOMTEMITERY NOALIORATERR
(em. pasien 4.1.3).
OTHPRITE — OTEPHTE V] IORYMERT P VKA3ANHE €0

MECTUSATOMIEHIE 151 CTAGHAPHOM U0 CReMHOM HOCHTENE,  OOASIIEHHDY X

HOMITHHTERY TansIoBaTens (oo paamen 4, 1.4).

= Bnucats +
Meuatsb OTtmeHa

Pucynok 45 — Oxkno Hacrpoiika megyatu
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B o6macTy ipeimpocMoTpa CoIepKaTcs CeyroIIye KHOIKUY:

— - nu - YMEHI:IHI/ITI)/ YBEJIUIUTD MacIiTab CTpaHHUIIBL B obnactu IpearpocmMoTpa;

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

— v K — mepeiiTH K crieyromed/mpeapIIyInel CTpaHrile JOKyMeHTa.

Maciirtab, ycTaHOB/IEHHBIM B 00JIACTH IPeJIIPOCMOTpa, He BiMseT HAa IPAHMIIbI IIeYaTH.

HHCTPYMEHTLI M3MeHeHHs MacIuTada IpeaHa3Ha4YeHbl TOJIbKO JIA JEeTaJIbHOTO IPpOCMOTPa

COIep>XUMOI'0 NOKyMeHTa.

B o6nactu HACTPOeK I1e4YaTh MOXHO YKd3dTb IIdpAMEeTpPhI, IIepedruCIIEeHHble B Ta6JII/ILIe 4,

Ta6ummma 4 — ITapameTps! neyaTu

ITIapamerp

Hasznauenne

[Tpunrep

HpI/IHTep IJId 11e4aTr JOKyMeHTd.

CBoticTBa IpuHTEpa

Kuomnka noctymHa Tonmbko B OC Windows. [Ipu HakaTry OTKpBIBAETCSI OKHO
CBOVICTB NpuHTepa. By v cocTaB mapaMeTpoB OKHA 3aBUCUT OT MOJIENN
TIpPUHTEpPA, BLIOPAHHOTO B I10JIE BHIIIIE.

[TapameTpsl, yka3aHHbIe B OKHE CBOMCTB IIPUHTEpa, aBTOMAaTHYeCKH
[IepeHOCsTCS B COOTBETCTBYIoNMe 1oyt okHa Hacrpoiika meuaru.
[TapameTpsbl, KOTOpBIe He TIOAJIeP>KUBAIOTCS] IPUHTEPOM, He/IOCTYITHBI B OKHe
Hacrpoiika meuartn.

[leyaTh B OTTEHKAaX CEPOrO

[TeyaTh MIBETHOTO TeKCTa U M300pakeHUM, KOTOPbIE COJIEPXKATCs B
IIOKYMeHTe, B OTTeHKAax Ceporo I[BeTa.

Komun

Yucro rmeyataeMbIx 3K3eMIUISIPOB JOKYMeHTa.

KomiuextoBath /
He xommiekToBaTb

IToste HOOCTYIIHO, eCJIi KOJIMYeCTBO I1e9dTdaeMbIX 3K3eMIUIPOB ITpeBhbIIIdeT 1.
OnpenenﬂeT TMOPANOOK I'PYIIIMPOBKHU CTPAHUIL BO BpeMs Ie4aTu:

— KomimekToBaTs — rpymnmnuposars o konusm (1,2,3 1,2,3 1,2,3);

— He xoMIUIeKTOBaTh — I'PYNIUPOBaTh M0 HoMepam crpanwu (1,1,1 2,2,2
3,3,3).

O06macTp nevaTu

O06snacTh neyaTu IOKyMeHTa:
— Becb moKyMeHT — 1e4aTh BCETro JIOKYMeHTa.

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

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

CTpaHuIbI — [1e9aTh YKa3aHHbIX CTPaHUI]. TpebyeMble HOMepa W/WITH
JIMANa30HbI CTPAHUIL [IePeurCIISIOTCS B [0JIe HipKe. MoryT ObITh YKa3aHb
Kak:
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ITapamerp

Hasznauenue

e Howmepa otaenbHbix crpanun. Hanpumep: 5, 10, 12.
e Jluama3oHbl cTpaHuI] — uepe3 neduc. Hampumep: 1-8, 10-11.

o CrpaHMIIBI 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>-,
Hamnpumep, ecnu B mojie BBeJieHO 3HaYeHUe 3-, U IOKYyMEHT COCTOUT U3
6 cTpaHuII, TO pacredaTaloTCs CTPAHUIIBI 3-6.

Jlvamnaszon

Bri6op nuanasona crpanuil uist edaTty. [lomne goctynHo, eciu B 1oje
Oo6sacTtb negyatu BoIOpaH Beckb mokyment. Coep>KUT MyHKTHI:

— Bce CTPAHUIIBI — [1€49aTh BCeX CTPpaHUI] JOKYMEHTa.

— Heuernrble crpanuibl, YeTHble CTPaHHUIBI — ITYHKTHI [Ipe/IHA3HAYeHbI
ISl IBYCTOPOHHe! evaTy I0KyMeHTa BpY4YHYIO Ha pUHTepe, KOTOPBIH
He TIOJIZIep>KMBaeT 3TOT THII [ledaTh B aBTOMAaTH4eCcKoM pexxume. Jljist
[evYaTy CHayana Hy>KHO BbIOpaTh HedeTHbIe CTPAHUIIb], 3aTeM
IepeBepHYThb CTOIKY JINCTOB 0OpaTHOM CTOPOHOM U BHIOpATh I1evYaTh
YeTHBIX CTPaHUII.

JIByCTOpOHHSIS 1TevyaTh

JIByCTOpDOHHSIS IIe4aTh:
— BBIKJI. — OJHOCTOPOHHSIS TIeYaTh;

— Ileperier o AIHHHOMY KPar0 — IBYCTOPOHHSIS TIe4aTh, CTPAHUIIEI
[IepeBOPAYHBAIOTCS OTHOCHUTEILHO JTUHHOTO Kpas;

- HepemIeT II0 KOPOTKOMY KpPAI — IBYCTOPOHHSS 11e4aThb, CTPAHUIIbI
IrepeBOpavYMBalOTCA OTHOCHUTEJIbHO KOPOTKOI'O Kpad.

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

YTOOBI 3aKpBITh OKHO, He paciiedaTbiBasi JOKYMeHT, HAKMHUTe KHONKY OTMeHa.

4.1.8.2.3 BeicTpas neyaTtsh

JIoKyMeHT MOKHO pacriedaTarb B OJJHO JieiCTBUe, O6e3 BbI30Ba OKHA HACTPOMKU MeYaTHy.

Jly1st 6pICTpO¥ ITeYaTy UCIOJIb3YIOTCS:

— Hacrpoiiku neyaty 1o yMoJI4aHHIO.

— HOCJIEI[HI/Iﬁ WCIIOJIb30BAaHHbBIN IIpUHTEDP. Ecmu a1 OOHO YCTPOfICTBO He MCIIOJIB30BAJIOCh,

TO BBIOMPAeTCsl IPUHTEep, YKa3aHHbIN B HACTPOWKAX CUCTEMBI.

Jlist 6BICTpOM TeYaTH JOKYMEeHTA BBIIOJIHUTE OJTHO U3 CIIAYIONIUX JeHCTBUIMA:

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

(cM. PucyHok 46).
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— Ha nanenu uHCTpyMeHTOB, B paszeiie Paiin HOXXMUTE Ha CTPEJIKy CIpaBa OT KHOIIKU

(= (BeIcTpasi meyaTh) M B BHIIAJAIONIEM CIMCKe BhIOepuTe KoMaHay BeIcTpas

nmevyarhb.

Beraeka Qopmat  WHcTpymedtw  Bug

+ v X @ v &
OoBasnTs |E% 9 O &

M3GpaHHoe
gj Emctpan nevats

& Meuats...

Srcnopt e POF

MapameTpsl cTpaHALB

Pucynok 46 — Komanna BeicTpast meuarb

4.1.9 Coxpanurs Qaiin

4.1.9.1 CoxpanuTh Kak

Yrobbl COXpaHUTh HOBBIM aill WIM CO3[aTh KONUIO TeKyllero ¢aia, BHIIOIHUATE

CJIeZIyIolre IeNCTBUS:
1. BoimonHUTe KOMaHAYy COXpaHEHHs OHUM U3 CJIeIyIOIIUX CIIOCOOOB:

— Broibepute nyHkT koMaHAHOTO MeHI0 ®aiin > CoxpaHuTh Kak (cM. PucyHok 47).

®ain [paeka Beraeka @opmar  WMHotpyme

[ Cosgate Ctrl+N

Cozgate no wabnony...

[ Omxpoits... Ctrl+0
OTkpwiTe B 0Bnake... Ctrl+5hift+0
HegaeHwe qokyMeHTsl L4
PabBoTa & obnake r

o CoxpanuTe Ctrl+5
CoxpaHnTe KaK... F12

Pucynok 47 — Komannbl Coxpanuts v CoxXxpaHHTh KaK
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— Ha manenmu wuHCTpyMeHTOB, B pasfene Paiin HakMWUTe Ha CTpENIKYy CIIpaBa OT
kHOMKH [l (CoxpaHUTB) U B BBINAIAI0IIEM CITHCKe BbiOepuTe koMaHay CoXpaHHTH

Kak (cM. PucyHok 48).

Dain [paeka Beraeka Qopmat WHoTpymeHTH

J X OB
% @

CoxpaHuTe

|E'

_|_

AoGaevTs

M3GpanHoe
CoxpaHWTe Kak...

Pucynok 48 — Knonka CoxpaHuTh

— Haxmure wiaBumy F12 npu pabore B OC Windows, couyeTaHue KJIaBMII
Ctrl+Shift+S npu pabore B OC Linux mwiu coderanue kiasuil fShift+Cmd+S
nipu pabote B OC macOS.

2. B oxne CoxpaHHTh KaK BbIOepUTe MarnkKy [JIs COXPAHEeHWUs], YKKUTe UMS WU THII

¢arina/konuu Paitsia U HaxxMuTe KHONKY COXpaHUTh.

[Tpu cozmanum konry pabouyrM AOKYMEHTOM CTaHOBUTCS KoIvs ¢aia.

4.1.9.2 CoxpaHutsb

YtoObl n3bexaTh MOTEPU JIAHHBIX B Cydae cO0eB B paboTe KOMIIbIOTEPA, PeKOMEeHIyeTCs
[IepUOANYeCKU COXPAHITh TeKYIIUH JOKyMeHT.
Jliis coxpaHeHMs] W3MeHEHWM B TeKyllleM JIOKyMeHTe BBIIIOJIHUTe OJHO M3 CJIeAYIOLIMX
IeUCTBUMH:
— BribepuTe nmyHKT koMaHiHOTO MeHIO Paiin > CoxpaHuTsh (cM. PucyHok 47).
— Ha nanenu wuHCTpyMeHTOB, B pasieiie dPaiia HaXXMUTe KHOIKY (CoxpanuTtn)
(cM. PucyHok 48).
— Ha mnanenu wHCTpyMeHTOB, B pazfene Pailyi HaXXMUTe Ha CTpeJIKy CIipaBa OT
kHonku U (CoxpaHuTh) M B BhINIAJAIONIEeM CIIMCKe BbibepuTe koMaHay CoxXpaHHTH
(cM. PucyHok 48).

— Haxmurte coueranve xiasumi Ctrl+S / £Cmd+S.
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4.1.10 DxcopTupoBarh ¢aiin

B npusnosxeHny npenyCMOTpeH 3KCIOPT ¢aiia B cilefyromye GopMarhl:
— PDF;

— PDF/A-1;

- TXT;

— RTF.

Jxkcropt ¢ainos B popmartel TXT u RTF nenocrymen npu pabote B OC macOS.

Ytobsl skcnoptrpoBaTh ¢aiinn B ¢popmate PDF wimm PDEF/A-1, BemmosHuTe crexpyromiye
JeNCTBUSL:
1. BeinmonHUTe KOMaHAY SKCIIOPTAa OJJHUM U3 CIJIeAYIOIIMX CIIOCOOO0B:

— Broibepute nyHkT koMaHaHOrO MeHio ®aiin > Okcnopt (cM. PrucyHok 49).

@ailn  [paeska Beraeka @opmatr  MHoTpyme

[4 Cozgate Ctrl+N

CozaaTe no wabnoHy...

[ Ompoito. Ctrl+0
OTkpbiTe B 0Gnake... Ctrl+5hift+0
HegasHwe gokymeHTw 4
PaBoTa e obnake k

ol Coxpanuts Ctrl+5S
CoxpaHnTe Kak.. F12
ABTOBOCCTAHOBAEHMWE ’
SKENopT...

Coxpanute wabnoH...

Jagate naponb..

SNEKTPOHHAA NoANUCE r
MNapameTpel cTRaHWUE Ctrl+5Shift+P

= Meuatb.. Ctrl+P
JakpeiTe

Pucynok 49 — I[TyHKT KOMaHIHOTO MEHIO DKCIIOPT
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— Ha mnanmemm wuHcTpyMeHTOB, B paszaeiie dPaill HaXXMHUTe Ha CTPEJKY CIpaBa
OT KHOIIKU E} (bpicTpasi meyaTh) U B BbHINAJAIONIEM CIIMCKe BblOepUTe

koMaHay Jkcnopt B PDF (cm. Pucynok 50).

@aiin  [lpaeka Beraeka @opumar  Woeotpymentm Bug
+ v X O Ry A
Jobaeuts |gq O Q

HM3GpaHHoe

EI:IIET|:IEF| neYaTb

ip ap

[Meyatb...

2kcnopT B POF

MapameTpsl cTpaHALE

Pucynok 50 — Komanna 9xkcopt B PDF

2. B okne ¢aiioBoro MeHepkepa BbibeprTe Marky /Jis 3KCIOPTa, YKaXKATe uMs U popmaTt

¢daiina 1 HaxkmuTe KHONIKY COXpaHUTb.

Yrobsl skcroptupoBath ¢ain B ¢opmare TXT wmu RTF, BbmonmnuTe Ccrepyroiye
JeCTBUS:

1. Bribepure myHKT KOMaHIHOTO MeHIO Paiin > Jkcnopt (cM. PucyHok 49).

2. B okne ¢aiinoBoro MeHepkepa BelbepuTe Mariky [jisl 3KCIOPTa, YKaXXuTe UMs U GpopmaT

¢darina u HaxxmuTe KHOIIKY COXpaHHUTh.

4.1.11 ABTOBOCCTaHOBJIEHHE IOKYMEHTOB

[Io ymomuanuio npu pabore B «MorOduc TekcT» BbINONHSIETCS aBTOCOXpaHEHWEe KOIMUHN
pelakTUpyeMbIX JOKYMEHTOB, B TOM 4HCJIe — JIOKyMeHTOB, HHA pa3y He COXpPaHeHHBIX
noJsib3oBaresieM. Eciu paboTa NnpuioXeHUsl 3aBeplliaeTCsl aBapUMHO, TO IPYU IOBTOPHOM BXOjle B
IIpUJIOXKeHHe T0JIb30BaTellb MOXKeT COXPaHUThb pe3epBHble konuu O0OKymMeHmOoB KakK OT[eslbHble
dalbl UM 3aMeHUTh KONUSIMU OpPUTHHAJIbHbIE JIOKYMEeHTHI.

PeBepBHI)Ie KOITMKU JOKYMEHTOB XPAHATCA OJJH MecCHIl, 4 3dTeéM aBTOMdTUYeCKH yIa/IAI0TCA.
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ABTOBOCCTAHOBJICHHE JOKYMEHTOB HE  BBbIIIOJIHAETCA  IIpU pa60Te B obmake

(c™m. paznen 4.13).

4.1.11.1 HacTpouTs aBTOBOCCTaHOBJIEHHE IOKYMEHTOB

[Io yMomuaHMIO  aBTOBOCCTAHOBJIEHWE  JOKYMEHTOB  BKJIIOYeHO. JlaHHble st
ABTOBOCCTAHOBJIEHUS] COXPAHSIOTCS KaXKble 5 MUHYT.

YT0oOBI MI3MEHUTh HACTPOWKH, BBITIOJIHUTE CIIeYIOIIMe IeHCTBUS:

1. Bribeputre myHKT KOMaHgHOTO MeHIO daiiin > ABTOBOccTaHOBJeHHe > Hacrpoiiku

aBTOBOCCTaHOBJIeHUs (cM. PucyHok 51).

Daiin  [paeka Beraeka Qopmat  MHotpymedte Bug  OBwwid goctyn Hagctpoli

[ Cozgate Ctrl+N s %O Tharmes N

Cozpate no wabnony...

& X K 4 AB T
[ OTtkpwrte... Ctrl+0
W pudT

OTkpwTe B obaake.. Ctrl=Shift+0

HeaaeHwe gokymeHTH »

Pabota e obnake r
Bl CoxpaHuTe Cirl+S

CoxpaHnTe Kak.. F12

ABTOBOCCTAHOBAEHWME r HacTpolikw aeToBOCCTAHOBNEHWA

BoccTaHoBnEHHBIE daiak
JKCNOpT...

Pucynok 51 — [TyHkT koMaHHOTO MeHI0 HacTpoiiki aBTOBOCCTaHOBJIEHUS

2. B oxne Hacrpoiiku aBTOBOCCTaHOBJIeHUs (CM. PrcyHok 52):

— YTOOBI OTKJIIOYUTD UJIM BKJIFOUYWUTH aBTOBOCCTAHOBJIEHHE JIOKYMEHTOB, CHUMHTe WUJIU
nocraBbTe ¢piiaxkok CoXpaHATH JaHHBIE JISl BOCCTAHOBJICHHS KaKbIe.

— Yro0bI M3MEHUTh WUHTEpPBaJl COXPAaHEHHs pe3epBHBIX KONWW JIOKYMEHTOB, YKaXKUTe
€ro BpPY4YHYIO, C IIOMOUIbIO IlepekiitoyaTesisi, KJIABUII KJaBUATypbl | U T WA
Kostecuka MbId. Illarom nepexstodenus siBisercs 1 MuHyTa.

— FEcmu TpebyeTrcsi OTKIIOYUTH COXpaHEHHEe pe3epBHBIX KOMWUW [JIi OAHOIO WU
HECKOJIbKMX JOKYMEHTOB, OTKPBITBIX B JJaHHBIM MOMEHT, OTMeTbTe UX (iiakKkaMu B
cuucke He coxpanare pana ciaenyromux ¢aiioB. B 3Tom crucke He

0TOOpaXkaloTCs JOKYMEeHTBI, KOTOpble HU pa3y He ObLIM COXPaHeHbl BPYUHYIO.
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— Ecnu Tpebyetcst cKoIMpoBaTh MyTh K IaIlKe, B KOTOPOM XpaHSITCs pe3epBHbIe KOMTUU
JIOKYMEHTOB, HA)KMHUTE KHOTIKY 0.

3. Haxmwure kHOnKYy IIpIMeHUTB.

Hacrpoiikn aeToBoCCTaHOBNEHNA *
B CoxpanaTb AaHHble ANA BOCCTAHOBEHWA Ka*AbIE | 5§ pan.

He coxpaHaTe ANA cnegyowmny dainos:

Kakoil Gpaysep embpatb.docx

" CpaeHenne Bpayzepoe.docx [Tekywmii]

Facnonoxsedne:

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

MpurmeHuTE OTmeHa

Pucynok 52 — Oxno HacTpoiiku aBTOBOCCTaHOBJIEHHS

4.1.11.2 BoccraHoBeHue JOKYMEHTOB

Ecmm pa60Ta C NOKYMEHTaMH ObLIa 3dBepllleHa HEeKOPPEKTHO, TO IIpHU IIOBTOPHOM BXOJ/ie B
IMpUIoXXeHre OTKPbIBAETCs JUAJIOTOBOE OKHO, IIpeJCTdBJIeHHOe Hd PUCYHKe 53. HacxkxmuTe B JdHHOM

OKHe KHONIKY OTKPHITh.

ABTOBOCCTAHOBAEHNE x>

BoccTtaHoBAeHbl $paiinbl, C KOTOPbIMMK
Bbl pabotanu

- —

VaMeHeHWA B 3TWX 4OKYMeHTax He Beil coxpaHeHsl
M3-23 aBapWiHOro 3aeepllieHna paboTel
npunoxeHna. OTkpeITe dains?

OTKpBITE He oTkpbiBaTE

Pucynok 53 — /lnanoroBoe okHO
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B HOBBIX OKHaX HPUJIOXKEHUS] OTKPOIOTCS pe3epBHbIe KO JIOKYMEeHTOB.
YTOOBI COXPAaHUTh KOIMH, BBITIOIHUTE JIJIsl KQXKJIOM U3 HUX ClIeJlyIolue JeUCTBUS:
1. BemonauTe komanay CoxpaHHTh KaK OJIHAM U3 CJIeYIOIIUX CII0COOOB:
— B crpoke yBemomiienusi, KoTopas OTOOpakaeTCs IOJi MaHelbi0 WHCTPYMEHTOB,

HakmMuTe KHONKY CoxXpaHuTh Kak (cM. PucyHok 54).

®ain  [paeka Beraska @opmar  Woorpymente  Bug  OBwwi goctyn Hagctpoikw  Cnpaexa
= v
3toT $ainn Bein asToMaETWYEC KK BoccTaHoBaeH. CoxpaHuTe ero, uTobm HEe NoTepATh gaHHbIE. ¥Yaanute CoxpaHnTe KakK...

L

Q

Pucynok 54 — Knonika CoxpaHHUTBH Kak

— Bribepute nyHKT KoMaHHOrO MeHto Paiii > CoxpaHuTh Kak (cM. PucyHok 55).

®aiin  [Npaeka Beraeka @opmat  MHotpyme

[ Cosgate Ctrl=M

CozaaTe no wabnony...

[ Ormepwite... Ctrl+0
OTkpwiTe B oBnake... Ctrl=5Shift+0
HegaeHne qokymMeHTsl L4
PaBoTa & obnake r

o CoxpaHuTs Ctrl+S
CoxpaHWTe Kak.. F12

Pucynok 55 — [TyHkT koMaHiHOTO MeHI0 COXpaHUTh KaK

2. B okxne CoxpaHHTBH KaK:
— Ecmm TpeGyercss coXpaHWUTh KONUIO KaK OTAeNbHBIA ¢aiijl, BbIOepUTe MalKy s
COXpaHEeHHsl, YKaKWTe TUIl U Ha3BaHUe ¢alijia U HaKMUTe KHOTIKY CoXpaHUTh.
— FEcmu Tpebyercs 3aMeHUTh KOIMeM WCXOJHBIM daii, BbiOepuTe 3TOT dalil U

HaXXMUTe KHOTIKY COXpaHUTh.

Ecmm TPE6YETC$I YAAJIIUTh KOIIMIO, HAXMUTEe B CTPOKe YyBeIOMJIeHHWs II0[] IIdHeJIblO

VMHCTPYMEHTOB KHOTIKY Y xaiauTh (cM. PucyHok 54).
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4.1.11.3 Ilanens «BoccraHoB/IeHHBbIe (aiIbI»

Ecmm kakue-nmubo pe3epBHble KOMMM JOKYMEHTOB He ObUIM COXpaHEHbI WIM yJajieHbl TakK,
KaK 3TO OIMKMCAHO BHIIlle, OTKpOWTe NaHesib BoccTanoBieHHbIe (aiiibl.

J17151 3TOrO BBITIOTHUTE OJHO U3 CJIeIyIOIIUX JIeUCTBUM:

— Beibepure rmyHKT koMaHAHOTO MeHio dPaiin > ABTOBoCCTaHOBJIeHHe > BoccraHoBieHHbIe

¢aiinel (cM. PrucyHok 56).

®ain  Mpaeka Beraeka Popmat  Mocrpymedte Bug  OBwwid goctyn  Hagctpobky

[ Cosgate Crl=M .l%l XO Thames N

Cosgate no wabnoy...

& K K Y AR T
[  OTEpwTb.. Cirl+0
WpndT

OTkpwITE B 0BnaKe... Ctrl+5Shift+0 |

HegaeHue gokymeHTs »

PaGoTa B oGnake k
Bl CoxpaHuTs Ctrl+S

CoxpaHnTe Kak.. F12

ABTOBOCCTAHOBNEHWE r HacTpoiki aETOBOCCTAHOBAEHHA

BoccTaHoBneHHBIE daiam
JKENOPT...

Pucynok 56 — [TyHkT koMaHiHOTO MeHI0 BoccTaHoBIIeHHBIe Qaiibl

— Ha OokoBoll maHend HaXMHUTe  KHOIKY [% (BoccranoBienubie  (aiiabr)

(cm. PucyHnok 57).

OBwmi goctyn  Hagctpobikn  Cnpaska

O Thames vl 14 v AT AT Tr
X K Y4 AB - A v &

WpudT AG3ay CTramn Bcraeka -

]

Q

Pucynok 57 — Knonka BoccranoBiieHHbIe ¢aiiibl
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YToOBl OTKpBITh, COXPAaHUTb WM YAAIUTb pPE3epPBHYIO KOIHIO JOKYMEHTA, BBIIOJIHUTE

CIIeIyIolve IeNCTBUS:

1. HaBeauTte Kypcop MBIIIHM Ha Ha3BaHUe KOMTHH (M. PucyHOK 58) 1 HOKMUTE KHOTIKY

2. B BeimagaroieM crivcke BeibepuTe TpebyeMyro KOMaHIy.

=» BoccTtaHoBNeHHbIe daiinbl Q

3TW daitnel BelAW BOCCTAHOBAEHB NOCae
ABAPUIAHOIO 3AKPHEITUA NPUAGKEHMA 1
GyayT xpaduTeca 30 AHeR C gatw
BOCCTAHOBAEHMA, YToBw He noTepaTs
AaHHBIE, COXPAHWNTE HYRHEIE Baine.

YaaniTe Bce

15:11 CpaBHeHwe Bpay3epoe.docx
15:10 Kakoil 6pay3 Orkpuite
CoxpaHuTe Kak..

¥aanmTh

Pucynok 58 — Komanjipl ynipaBiieHus! Konven

OTKprTb pe3epBHYI0 KOIINIO NOKYMEHTd MOXHO TdKIKe JBOMHBIM IIEJTYKOM MBIIIH II0 ee

HAa3BAHHIO B CIIMCKE.

Eciu TpeOyercs ynanuTh Bce KOIMU JIOKYMEHTOB, HaXXMUTe KHONKY YJaJUTh Bce

(cm. Pucynok 59).

—» BoccTaHoBNEHHble paiinbl Q

311 daiine GbIW BOCCTAHOBNEHB! NOCNE
3BAPMAHOND 33KPBITUA NPUACHEHWA 1
GyayT xpannTeca 30 gHed © gatol
BoCCTaHOBAEHMA, UToGe He noTepaTs
AaAHHBIE, COXPaHMTE Hy#HbIE halinsl,

Y AaNnTb BCE

Pucynok 59 — Knomnka Ynmanuts Bce
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4.1.12 3akpeITh daiin

[Tocre 3aBepiienrs paboThl ¢ ¢aityioMm coxpaHuTe ero (CM. pasfen 4.1.7) U 3aKpoiiTe OKHO
MIPWIOXKEHHsI OJTHAM U3 CJIeTyIOIIUX CII0COOO0B:

— Bribepute myHKT koMaHiHOTO MeHI0 Paiin > 3akpsITh (CM. PrucyHok 60).

Daitn  [paeka Beraska Dopumar  MHctpyme
[ Cosgate Ctrl=M

Co3gate no wabaoHy..

[ Omxpoits... Ctrl+0
OrmkpbiTe B 0bBnake... Ctrl+5hift+0
HepaeHwe gokymeHTH L
PaBoTa e obnake r

ol CoxpaHuTs Ctrl+5S
CoxpaHuTe Kak... F12
ABTOBOCCTAHOBAEHKWE r
JKCNOPT...

CoxpaHnTe wabnoH..,

danate naponk...

SNeKTPOHHAR NoOANUCE ’
MNapameTpol cTpaHWLE Ctrl+5hift+P

= Meuats... Ctrl+P
JakpeiTe

Pucynok 60 — [IyHKT KOMaHJJHOTO MeHIO 3aKPbITh

— Haxmure kHOTIKY * (3aKpPBITh) B 3ar0JIOBKE OKHA TPUIOXKEHUSI.

— Haxmure coueranue knasuml Alt+F4 / sCmd+Q.
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4.2 Pabora c TeKcToM

4.2.1 BBop Tekcra

TexcT BBOOUTCS IIPU NIOMOIIM KJIaBUATYyphl B paboueli 06s1acTH I71aBHOTO OKHA. BBelleHHbIN
TeKCT MOXXHO B JIFOOOH MOMeHT OTpeJJaKTUPOBaTh, YAJIUTh, COXPAaHUTb.

[To ymomuanuto i TekcTa nmpumeHsiercs cTiib OObI4HBIN (CM. paszen 4.3.2), KOTOpBIf
VMeeT CllefyIoliye IlapaMeTpsbl:

— IlIpudt: XO Thames;

— Pasmep mpudrta: 14;

— DBrIpaBHMBaHMe: 110 HIVMPUHE;

— MexcrpouHblii uHTepBal: OAUHAPHBIN;

— Orcryn nepso# crpoku: 0;

— HHurepsan 1o a63ama: 0;

— Hurepsan nocne ab3auna: 0;

— Orcryn cnega: 0;

— Orcryn copaga: 0.

4.2.1.1 ABTo3amena neduca Ha TUpe

HpI/I BBO/JIe TeKCTa I10JIb30BaTeIn OOBIYHO CTaBSAT 3HAK IIECI)I/IC{:I B TeX MeCTax, rfie 110 IpaBhjIlaM
PYCCKOTO sI3bIKa HEOOXOIMMO CTAaBHUTh THPE, TaK KaK Ha KJIaBUAType 3HaK THpe OTCYTCTBYeT. B cBsi3u c
3THUM TIPUWJIOKEHUe aBTOMAaTHIeCKH 3aMeHseT 3Hak Jieduca (-) Ha KOpOTKoe THpe (—), eClii B IOKYMeHTe
nocsesioBatebHO BBOJSTCS TeKCT IIpoben neduc IIpoden texcr IIpooern/Enter/Tab.

Ecim TpeGyercst oTMEHUTDH aBTO3aMeHY, BBITIOHUTe KoMaHy OTMeHHuTh (CM. pasnernt 4.9.1.1).

4.2.1.2 ABTOo3aMeHa KaBEIYCK

Ecimu TekcT BBOOMTCS Ha PYCCKOM WM (ppaHITy3CKOM SI3bIKe, TO KOMITBIOTEPHbIE KaBBIYKH
("") aBTOMaTH4YeCKy 3aMeHsI0TCS Ha GPaHIly3CKHUe KaBbIUKHU («»).
Ecmu Tpebyercs OTMEHWTh aBTO3aMeHY JIeBOM WIIM NpPaBOW KaBBIYKH, IOCIe ee BBOAA

BBITIONTHUTE koMaHy OTMeHuTh (cM. pazzen 4.9.1.1).
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4.2.2 CHOCKH

CHOCKa — 3TO CITpaBOYHas WK MOSICHUTeIbHAst “HGOPMAIIUs K CJIOBY HJIM ab3ally TeKCTa.
PaznugaroT oObluHbIe M KOHIEBble CHOCKM. OOBbIYHBIE CHOCKHM paclojiaraloTCs BHHU3Y
CTPaAHHUIIbI, @ KOHIIeBbIe CHOCKH — B KOHIIEe pasjiesia WM JIOKyMeHTa.
CHOCKH COCTOSIT U3 ClIeAyIoImuX 31emeHToB (cM. PucyHok 61):
— 3HAaK CHOCKHM — pacIiojlaraeTcsi HeloCpeCTBeHHO T0Cje CJI0Ba WK ab3ara, K KOTOpoMy
OTHOCHTCS CHOCKA;
— HOMep W TeKCT CHOCKM — pacriojlaraloTCs B KOHIIe CTPAHMIIBI, pa3fieia Wik JOKYMEeHTa,

[10[] TOPU30HTAILHOM YepToi, ClIeAyIoIei I0Cjie OCHOBHOTO TEKCTaA.

B TekcTe CHOCOK He IOJJ1epP>KUBAETCS:
— IIOWCK U 3aMeHa JIaHHBIX;
— IIpoBepKa [IPaBOIMCAHUS;

— ,[[O6aBJ'IeHI/Ie KOMMEHTApHUEB.

= [Mocne sToro npennoMXeHHs CTOMT 3HAK CHOCKH' .

! 3a HOMEpPOM CHOCKH CTeqYeT TeKCT CHOCKH.

CrpaHnua 1 13 1

Pucynok 61 — IIprmMep 06bI9HONM CHOCKM
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4.2.2.1 BcTraBuUTBH CHOCKY

B Texymeii Bepcuu npuiioxkenus «MoOduc TekcT» neCTBYIOT ciellyoliye IpaBuiIa:

— Jlisa OOBIYHBIX CHOCOK IIOJEep)KMBAEeTCsl CKBO3HAs HyMepalusi B IIpefiejlax BCero
IOOKyMeHTa. JIj1s1 KOHIIeBBIX CHOCOK IIOAJIepPXKMBAeTCsl WM CKBO3Has HyMepalus, WIN
HyMepalysi 110 pa3jiesniaM, eClii OHa HaCTpOeHa B CTOPOHHEM TeKCTOBOM peflaKTope.

— Ilpu HyMmepanuy OOBIYHBIX CHOCOK MCIOJIB3YIOTCS apabckue nudpsel. [Ipu Hymepaiuu
KOHIIEBBIX CHOCOK MCHOJb3yercss ¢opMmar 1, ii, iii, ... Wi ¢dopmar, BbIOpaHHBIN IIpU
paboTe C JOKYMEHTOM B CTOPOHHEM TeKCTOBOM pe/laKTope, eCiIM 3TOT ¢opmaT
nofijiepkuBaeTcs B nmpuiioskeHnu « MonOduc Tekcty.

— Ilo ymos4aHHIO KOHIIeBble CHOCKM OTOOpaXaroTcsl B KOHIle JokyMeHTa. OTobOpaxkeHre B
KOHIle pasjerna IO/JIep>KMBaeTCsl, eClii OHO HAaCTPOeHO B CTOPOHHEM TeKCTOBOM

pemakTope.

He nonyckaercs no6aBieHrie CHOCOK B JitoOble 0OBEKThI, KpoMe Tabuiuil, B KOMMEeHTapu1

" KOJIOHTUTY/JIBI.

YT06b! 106aBUTH CHOCKY, BBIIIOJIHUTE CIeAYIOLMe 1elCTBUS:
1. Yxaxwre MecTO AJ1 BCTaBKM CHOCKU OJIHAM U3 CIIeJyIOIINX CII0CODOB:
— VYcraHOBHUTE KypCOP MBIIIY B TpeOyeMoe MeCTO TeKCTa.
— BroienuTe pparmeHT Tekcra, ocie KOTOpOro He06X0AUMO BCTaBUTh CHOCKY.
— VYcraHOBUTE KypcOp WIM BBIJeNWTe SUelKy Tabuvilbl, B KOTOPYI HeoOX0JUMO
N00aBUTH CHOCKY.
— BrpienuTe nuanasoH syeek, K KOTOpOMY HEOOXOAMMO 1006aBUTh CHOCKY. B maHHOM
Cllydae 3HaK CHOCKUA OyzleT yCTaHOBJIEH IIOCJle IOCJIeHero CHMBOJIA HIDKHEH

MPaBOM STYEHKHU.
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2. Jlo6aBbTe CHOCKY OJIHUM M3 CJIeIYIOIIUX CIIOCOOOB:

Becraeka  @opmar
[]  MzobpameHne..
TekcToeoe none
¢l Ourypa
BEH TabBawua...
Dopyna...
CneynansHele CUMBOASL...
*= Paspbie cTpaHuusl
‘= Paspwie pasaena
H#  Howmepa cTpatuy,
H KosoHTumyaw
=: OrnaeneHwne
¢ Ccoinka..
=l [lepekpectHan ccouka...
[]  3Zaknagka...
AE  CHocka
[ KommenTapwii

Boibepute nmynkT komaHgHoro MeHio BcecraBka > CHocka (cM. Pucynok 62). B

OTKPBIBIIEMCS ITIOJAMEHIO BbI6epI/ITe Tp96YEMLIfI THIT CHOCKH.

WMHeTpymeHTH

Ctrl+Enter

Ctrl+K

Buvg OBwmi goctyn

k

AE  CHocka

[i] KoHueeas cHocka

Hagctpolikn
KO Thames
X K U AB
lpudT

Cnpaeka

Ctrl+Alt+F
Ctrl+Alt+E

r

Pucynok 62 — KomangHoe meHio BecraBka
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— Ha mnanenmn wuHCTpyMeHTOB, B pasneie BcraBka HaxMuTe KHONKy -==. Ha
OTOGpA3UBILeICA [TaHe/IM BCTaBKU HaBe[UTe KypCop MBIIIM Ha MyHKT A CHOCKa U B

OTKPBIBIIEMCs [I0IMEHIO BblOeprTe TpeOyeMbli TUIl CHOCKH (cM. PrcyHok 63).

AaBoBBl AaBoBeIT AaB6BelT ... [jv @ v E] -

3aronoBeok 2 3aronoceok 3 3aronoceok 4

E HzobpaxeHwe..,

EI TekcToBDE NONE : ~
& owrypa >

HH  Tadawua.. >
Dopyna...

[E] CneynanbHble CHMBOABI... ¥

= Pazpeie cTpaHuuw
L
*=  Pazpwe pazgena
Howmepa cTpanvd,. ¥
Q KonoHTUTY AR ¥
Ornaenenne
(fj Cornka...
=1 MepekpectHas cowika..,
'_,\' Iaknagka...
1
AE  Crocka AE  CHocka L\\,.) b
[i] KoHueeas cHocka I:' KonmmeHTapuii

Pucynok 63 — [1anens BcTaBku

— Haxwure coderanue kiasum Ctrl+Alt+F / ~Option+3Cmd+F, uToObl BCTaBUTDH
00bIYHYI0 CHOCKY, Wi codeTanue kiaBuil Cirl+Alt+E / ~Option+s#Cmd+E,

YTOOBI BCTABUTh KOHIIEBYIO CHOCKY.
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3. B ykazaHHOM MecTe JOKYMeHTa OTOOPa3UTCs 3HAaK CHOCKH, @ BHHU3Y CTPAHUIIbI, pasjieia

WJIN IOKYMEeHTa — HOMep CHOCKH. BBe,III/ITe TEeKCT CHOCKHU I1I0CJie ee HOMepad.

Eciv [okymMeHT He COIepXXUT J[ApPYyTHX CHOCOK, TO TIpM BCTaBKe OOBIYHOM CHOCKe
HazHayaeTcst Homep 1, a KoHIeBO cHOCKe — i.

Ecim  nokymeHT copepXdT OObIYHBIE CHOCKHM, TO OOBIYHOM CHOCKe Ha3HayaeTcs
MOPSITKOBLIM HOMEp, COOTBETCTBYIONIWN €ee pACIOIOKEHUI0 OTHOCUTENIbHO APYTHUX OOBIYHBIX
CHOCOK.

Eciiv jokyMeHT cofiep>KUT KOHIIeBble CHOCKHU, TO ISl KOHI[eBOM CHOCKU:

— 1npuMeHsieTcsi GopMaT CHOCOK TeKYIIero JOKyMeHTa;

— Ha3HaAYaeTcs MOPSIKOBBIM HOMep, COOTBETCTBYIOIINM ee PacoJIOKeHUI0 OTHOCUTEIHHO

APYI'UX KOHIEBBIX CHOCOK.

4.2.2.2 IlepeiiTu K CHOCKe

HpI/I HaBeleHMHW Hd 3HdK CHOCKHM B OCHOBHOM TeKCTe JOOKYMeHTa OTO6p8)K8€TCH

BCIUIbIBAIOIIIee OKHO C TeKCTOM CHOCKH (cM. PrcyHok 64).

V NyKoMOpba 1y 0 3e/EHbIi |
%TPHBDK W3 No3Mel «PycnaH 1
Niognmnan,

Ctrl + LlenkHuTe ann nepexoaa No coolake

Pucynok 64 — BerbiBaroriiee OKHO C TEKCTOM CHOCKU

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

HJIN IOKYMEHTa.
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4.2.2.3 KonupoBaTh, BbIpe3aTh H BCTABUTh CHOCKY

CHOCKY MOXHO KOMHMPOBaTh, BbIpe3aTh U BCTABIATH (CM. pazzen 4.9.2) B mpefieniax OgHOTO

JIOKyMeHTa WK Mexay fokyMeHTamu «MonOduc Tekcry.

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

KOJIOHTHUTY/IBI.

Bripe3aTh, KONMpoBaTh U BCTaBUTb MOXHO:
— TEeKCT CO CHOCKOU;

— TOJIBKO CHOCKY — JIf 3TOI'O Bpre)KbTE/ CKOHI/IPYI‘/JITQ M BCTAaBbTe 3HAK CHOCKMH.

[Ipu BcTaBKe BBIpE3aHHBIX WM CKOIKMPOBAHHBIX CHOCOK [IeHCTBYIOT Te e IIpaBWIa

HyMepdalyy, 9TO U IIPpU BCTdABKe HOBbIX CHOCOK.

4.2.2.4 PegakTupoBaTth 1 $popMaTHPOBATh CHOCKY

PepnaktupoBanve u <¢opMaTupoBaHHe TeKCTa CHOCKM OCYIIeCTBJISIeTCS aHAJIOTWUYHO

peaaKTUpPOBAHHUIO U CbOpMaTI/IpOBaHI/IIO OCHOBHOI'O TEKCTd NOKYMeEHT4d.

4.2.2.5 YnanuTh CHOCKY

YTOOBI yOaNIUTh CHOCKY, BBIIIOJIHUTE OJHO U3 CJIeYIOIIUX IeWCTBUM:

— YnanuTe 3HaK CHOCKH B OCHOBHOM TeKCTe JIoOKyMeHTa. Homep M TeKCT CHOCKHU B KOHIIe
CTPaHMIIBL, pa3fiesia WIA JOKyMeHTa yJaJsTCs aBTOMaTUYeCKH.

— BoijienuTe TEKCT CHOCKY WK TTIOMECTUTE KyPCop B JII000e MecTo TeKCTa CHOCKH B KOHIIe
CTPaHMIIBI, pa3fieia Wik AokyMeHTa. lllesikHUTe TIpaBOM KHOMKOM MBIIIW U BBHIIOJTHUTE
KOMaHJly KOHTEKCTHOI'O MeHI0 YJaJHMTh CHOCKY. 3HAaK CHOCKA B OCHOBHOM TeKCTe

HAOKYMeHTa YIdJIUTCA daBTOMATHUYECKU.

HpI/I yAdJleHHnU CHOCKH HyMepalivsl OCTaBIINXCS CHOCOK dBTOMdTUY€CKU 0OHOBJIgeTCS.
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4.2.3 Ccpuiku

B Tekcr HOKYMeHTa MOKHO 21068BI/ITI) CCBUIKY Ha BE6-CTpaHI/IIIy, azipec SHEKTpOHHOfI II04YTHI

WU paitl.

4.2.3.1 BcTaBUTB CCBUIKY Ha Be0-CTPAHHUILY WIH aJipec 3JIeKTPOHHOH MOYTHI

[Ipunoxenune «MonOduc Tekcr» pacro3HaeT W JenaeT aKTUBHBIMU CCBUIKM, KOTOpbIe
HaYMHAIOTCI ¢ www, http, https, ftp, u anexTponHbBIe ajipeca.

[Ipumepsi:

—  www.website.ru,

— https://website.com,

— http://website.ru,

- ftp://192.100.0.0,

— mailto:user@domain.ru,

— user.name@domain.com.

Ccpuika Tuma Mmailto:user@domain.ru MoKeT TakKe CoAepkaTb TeMy, TEKCT MHUChbMa U
AIIEKTPOHHBIE aJpeca sl OTIIPABKK KOMUHU U CKpbITON Komuu. Hampumep:
mailto:user@domain.ru?subject=This%620is%20the%20subject&cc=user2@domain.ru&body
=This%20is%20the%20body.

Yro6s! n3bexaTh OMUOOK NpH Mepexojie Mo ccbuikaM, B URL pexkomennyeTcs: yka3biBaTb

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

Ccbuika MoxkeT 0TobpaXkaThCsl B JOKyMeHTe B BUJIE:

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

— TeKCTa — HallpuMep, CCbLJIKd.

YtoObI 100aBUTH B IOKyMEHT CChIIKY B BUjie URL, BoImosiHUTE Cliefiyroliye JeHCTBHYS:
1. Ckonupy#Te CChUIKY U3 UCTOYHUKA.

2. BcraBbTe cchuiky B TpebyeMoe MecTO JJOKyMeHTa M Haxmure kiaBuily IIpo6ern wiu

Enter Ha xnaBuarype.
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YT0oOBI 106aBUTH B JOKYMEHT CCBUJIKY B BUJle TEKCTA, BBIIIOJIHUTE CIIeyIOI1e TeUCTBUSL:
1. Ckonupy¥iTe CCbUIKY U3 NCTOYHUKA.
2. YkaxuTe MeCTO /JIsl BCTABKU CCBUIKU OHUM U3 CJIeIYIOLIUX CIIOCOOO0B:

— Yrto6bI 0HOPMUTD KaK CCHUIKY HalleyaTaHHOE CJIOBO, YCTAHOBUTE B HET'O KyPCOP WUJTH
BbIJIeJIUTe ero meJMKoM. YTobbl 0pOPMUTH KaK CChUJIKY HaredaTaHHbIA (GparMeHT
TeKCTa, BbIJIEJIUTE ero IeJIMKOM.

— Yro0ObI 106aBUTH B IOKYMEHT ellle He HalledaTaHHOe CJIOBO UM GparMeHT TeKCTa CO
CCBIJIKOM, yCTaHOBHTE Kypcop B TpeOyemoe MeCTO JOKyMeHTa. Eciu cioBo wiu
¢dparMeHT TeKCTa CO CChUIKOM TpeOyeTcsi BCTaBUTh B IYCTYIO SYeMKy TaOJIHUIBL,
BBIJIEJIUTE 3Ty SIYelKy WIA yCTaHOBUTE B Hee Kypcop.

3. BrinonHrTe KOMaH/ly BCTaBKY CCBUIKM OJJHUM U3 CJIeYIOIIKX CIIOCOD0B!

— Bribepute nyHKT KoMaH/iHOTrO MeHio BeraBka > Ccepuika (cM. PucyHok 65).

Bcragka Qopmar  Wecrpymentm  Bug O

Wsobpametue..,
TekcToBoe none

&) @urypa >
BEH Tabawua...

() Dopwmyna...

CneupansHee CUMEDALL..,

' Paspeie cTpaHuusl Ctrl+Enter
'= Pazpuie pasgena

H*  Homepa cTpanuy, r
B KosoHTuTyaw r
=: OrnasneHne

7 Comaka. Ctrl+K

=l [epekpecTHan ccolka...

[[]  3aknagka...

aE  CHocka k
& Kommentapwuii

B [lara

(0 Bpemn

Pucynok 65 — ITyHkT komangHoro MeHto CcbLika
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— Ha nanermu uHCTpyMeHTOB, B paszienie BeraBka HakMUTe KHOTIKY === (CM. PucyHok 66).

Ha OT06p83HBMEﬁCH IIaHeJIM BCTABKKW HAXXMHUTEe KHOIIKY {:} Cchuika.

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 66 — [1anens BcTaBku

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

KOMaHy BcraBurnb CCBLIKY.

— Haxwmure coueranue knasui Ctrl+K / #Cmd+K Ha ki1aBuarype.

4. B oxue BcraBuTh ccbuIKy (cM. PucyHok 67):

— Ecmu mone Anpec He 3dIlI0JIHEHO, BCTaBbTe B HET'O CCBUIKY. Ilo YMOJI9aHHUIO B II0JIe

AHPEC dBTOMATHUYE€CKU IIOJACTABJIIETCA CCBhbLUIKd, CKOIIMPOBdAHHAS W3 MCTOYHHKA Hd

IIepBOM II1are.
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— FEcmu mone Tekcr He 3amosiHeHO, BBeWTe B HET0 TEKCT, KOTOPBIM Oyjer
oToOpaxkaTtbCcsi BMecTo cChUIKU. [Io ymomuanuio B mosie TekcT aBTOMaTHM4ecku
MO/ICTABJISIETCSl CJIOBO, HA KOTOPOM YCTAHOBJIEH KYpCOp, BblJeJIeHHOe CJIOBO WX
BbIJIEJIEHHBIN PparMeHT TeKCTa.

— Haxwmure kHonIKy OK.

BcraewnTe coelnky =

TekcT:

MoROdwnc et

Anpec:

https://myoffice.ru/ X Bribpate dain...

HepaBune daitne:
m Hoewil gokymenT.docx

ﬂ Hoewili gokymedT.doc

Pucynok 67 — OxHo BcTaBUTB CCBUIKY

4.2.3.2 BcraBUTB CCBLIKY Ha ¢aiii

B [OKyMeHT MOXHO BCTaBUTb CCBHUIKY Ha (paiiyi, KOTOPBIA PpACIOJIOKeH Ha TeKYIeM
KOMITbIOTepe Wi B ceTeBoM narnke. CchIJTKa MOXKeT yKa3bIBaTh Ha aiis jiroboro popmara.
Ccpika MOXKeT 0TOOpaXkaThCsl B IOKYMeHTe B BH/IE:
— Ilytu k ¢aitmy — Hanpumep, C:\Users\User\Documents\@aitsi.docx (OC Windows) nmm
/Users/User/Downloads/@atin.docx (OC Linux u OC macOS).

— Tekcra — Halipumep, CCbUIKd Hd dain. TekcT CCBIIKM MOXKHO YKa3daTb WK B TeKCTe

NOKYMEeHTa, WJIN U B OKHE BCTABKU CCBIIIKH.
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Y0661 106ABUTH B JOKYMEHT CChIJIKY Ha ¢ail, BHITIOJTHUTE CIeqyIolne IeUCTBUS:
1. Vkaxure MeCTO [iJis BCTaBKU CCbUIKM OJTHUM U3 CJIeJIyIOLIHUX CIIOCOOOB:

— Yrto6bI 0pOpMUTH KaK CCHUIKY HalleyaTaHHOe CJI0BO, YCTAHOBUTE B HEI'O KYpCOp WK
BbIJIeJIUTE ero MeJIMKOM. YToObl 0pOPMUTH KaK CChUJIKY HaledaTaHHbIA (parMeHT
TEeKCTa, BbIJICJIUTE ero IIeJIMKOM,

— YrtoOBI 106aBUTH B IOKYMEHT ellle He HalledaTaHHOe CJIOBO WJIK pparMeHT TeKCTa CO
CCBUIKOM, yCTaHOBUTe Kypcop B TpebyeMoe MecTo AokyMmeHTa. Eciu cioBo umu
dbparMeHT TeKCTa CO CChUIKOM TpeOyeTCsl BCTaBUTb B IYCTYIO SIYEUMKYy TaOJIMIHL,
BBIJIEJIUTE 3Ty STYeUKy WIM yCTaHOBUTE B HEe Kypcop.

2. BprinonHuTe KOMaHy BCTaBKU CCHUTKA OJIHUM U3 CJIeIyIOIIUX CIIOCOOO0B:

— Bribepute nyHKT KoMaH/iHOTrO MeHio BeraBka > Ccepuika (cM. PucyHok 68).

Beraeka @opmar  Wecrpymentm  Bug O

Wzobpaxerue...

TekcToeoe none

) Durypa r
BEH TabBawua...

M)  Dopmyna..

CneynansHele CUMBOE...

*=  Pazpele cTpaHuLb Ctrl+Enter
‘= Paspeie pasgena

H#  Homepa cTpatuy, *
H KoaoHTumyaw *
=: OrnasneHwne

7 Cownka.. Ctrl+K

=l [lepekpecTHan ccouka...

[l  3aknagka..

AE  CHocka *
[ KommenTapwii

= [lara

() Bpewms

Pucynok 68 — Ilynkt komanaHoro meHto Ccbuika
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— Ha nanenu uHcTpyMeHTOB, B pasziere BeraBka HaXMUTe KHOIIKY === (cM. PrucyHok 69).

Ha OT06p83HBMEﬁCH IIaHeJIM BCTABKKW HAXXMHWTEe KHOIIKY {:} Cchuika.

AaboB AaBoB1 AaBéBsel ...

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

[

L

®

=] @ E

g

||v|:

i Gy

&

=]

11

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 69 — [1anens BcTaBku

e |

—

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

KOMaHy BcraBurnb CCBLIKY.

— Haxwmure coueranue kiasuil Ctrl+K / $Cmd+K Ha kiaBuatype.

3. B okne BcraButh cchuIky (cMm. PucyHok 70) BbibepuTe ¢aiisi, Ha KOTOpPbLIM TpebyeTcs

BCTABUTDH CCBUIKY, OOHUM U3 CJIeAYIOINX crocoboB:

— Bribepute ¢ain 3 cnvcka HegpaBaue ¢aiinbel. B sToM cnimcke otobpaxarorcst 50

nocyieTHUX (aiyioB, KOTOPble OTKPBHIBAIUCH B TpuioxkeHUusx «MoiOduc Tekcry,

«MoitOduc Tabnuna» u «MorOduc IIpesenTarusy.
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B cniucke HemaBHue ¢aiiyibl He 0ToOpaXkatroTcsi Gaiiibl, KOTOPble OTKPHIBAJIACH
n3 obyaka (cM. paszgen 4.13). YToObI BCTaBUThH CChUIKY Ha ¢ailyl U3 obJiaka,
CKOIIMPYMTe aJipeC CChUIKM Ha 3TOT ¢aiin B Opay3epe M BCTaBbTe B JOKYMEHT

KaK CCBUIKY Ha BeO-cTpaHuIly (cM. pa3zen 4.2.3.1).

— BribepuTe daiin ¢ momornpio GaioBoro MeHemkepa. s 3Toro Ha)kKMUTE KHOIIKY

BriopaTts ¢ari.

BcraenTe coulnky >

TewcT:

CCeLIKE Ha Gaiin .

Anpec:

‘ | Bribpate daiin...

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

ﬂ Hoewid gokymenT.docx

OK OTMmeHa

Pucynok 70 — OxHo BcTaBUTB CCBUIKY

4. Fcmm ccpulka JO/DKHA OTOOpaXkaTbCs B BHe TeKcTa W mojie TekcT He 3arosiHeHo,
BBefuTe Tpebyemblii TekcT. Ilo ymomuanuio B mosle TekcT aBTOMaruyecku
IIOJICTABJISIeTCSl CJIOBO, HAa KOTOPOM YCTaHOBJIEH KYpCOp, BBIIeJIEHHOe CJIOBO WU
BblJleJIeHHBIM (parMeHT TeKCTa.

5. Haxwmwure kHomnky OK.
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4.2.3.3 IlepeiiT 110 CCHLIKE

YT0OBI IEperTH 10 CChIIKE, BHIIIOIIHATE O/THO U3 CJIelyIOIINX JeCTBUN:
— IlenxHute 1o cchUiKe, yaepxuBas Haxxarod kiasuiry Ctrl / 6Cmd.

— YcTraHOBUTE KypCOp Ha CChUIKY M HaXKMUTe KiaBuily Enter.

Be6-ccbulku OTKpBIBAIOTCS B Opay3epe, KOTOPBIM MCIIOJIb3yeTCsl B OllepallMOHHOW cHUCTeMe
110 YMOJTYaHHUIO.

Paiibl  OTKpBIBAIOTCI B mpuiiokeHusx «MouOduc Tekcr», «MoitOduc Tabmuma» u
«MouOduc Ilpesentamusi». Eciu dopmaT ¢aiiia He MOAJEPXKUBAETCS, TO OH OTKPbIBAETCS B
IIPWIOXKEeHNH, KOTOpOe MCIIOIb3yeTCsl B OIepalMOHHOM CHCTeMe II0 YMOJIYaHUIO JiIsi PaboThl C
(aitylaMy COOTBETCTBYIOLIEro popMara.

[Tpu mepexone MO CChUIKe HA 3JIEKTPOHHBIM aJpeCc OTKPBIBAETCSI TOYTOBAsl MIPOrpPaMMa,
KOTOpasi HCIIOJIb3yeTCss B OIepallMOHHOM CHCTeMe II0 yMoj4aHWIO. B 1maHHOM mnporpamme

dBTOMAaTH4YeCKHU CO30d€TCsd HOBOE ITMCbMO, B KOTOPO€e KOITMPYIOTCA JdaHHbIE, YKda3dHHbIE B CCbUIKE.

4.2.3.4 KonnupoBaTh CCBLUIKY

YToObI CKOITMPOBATL CCBUIKY, IIEJIKHUTEe II0 HeM HpaBOﬁ KHOIKOM MBI W BBIIOJIHUTE

KOMaHy KOHTEKCTHOI'O MEeHIO KOHI/IPOBBTB aJipec CCBLIKH.

4.2.3.5 PegjakTupoBaTh CCHUIKY

Yro0bl peJakTUPOBATh CCBIIKY, BBIIIOJIHUTE CleyIolue eHCTBHUS:
1. YcraHoBuTe Kypcop Ha CChUIKY WX BbIIeJIUTE YaCTh CCHUIKH/CCBIIKY 1IeJTMKOM.
2. OTKpoKTe OKHO pefJaKTUPOBaHMs CChIJIKMA OJIHUM U3 CJIe[lyIOIIHUX CII0CODO0B:
— Bribepute nyHKT KOMaHHOTO MeHI0 BeraBka > Ceblika (cMm. PucyHok 68).
— Ha nanemu vHCcTpyMeHTOB, B pa3zene BeraBka HakmuTe KHOIIKY ¢ (cM. PucyHok 69).
Ha oro6pasuBiueiics naHejayu BCTaBKA HaXKMUTe KHOTIKY ¢/ CchbUIKa.
— IlemukoM mnpaBoi KHOIKA MBIIIIKM OTKPOMTEe KOHTEKCTHOE MeHIO U BBIIOJIHUATE
KoMaH/ly PerakTHpoBaTh CCHLIKY.
— Haxwure coueranue kiasui Cirl+K / 8Cmd+K.
3. B okne PemakTupoBaTth cchuiky (cM. PucyHok 71) BHecute TpeOyeMble M3MeHeHUS B
TeKCT U a/Ipec CChUIKHU.

4. Haxwmure kHonky OK.
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PegakTvpoBaTe CoBLKY et

Texcr:

MoinOdwne x

Appec:

https:fﬁmy&fﬁce.rud > Bribpate daiin...

Hegaenwne dainb:
Hoean npeseHTauma. pptx
n Hoean Tabamua.xlsx

u Hoewmid gokymenT.docx

Yaanute coelnky m OTMmeHa

Pucynok 71 — OxHo PemakTHpoBaTh CCHUIKY

4.2.3.6 YnanuTh CCBUIKY

CchUIKy MOXHO YyJalWTh C IIOMOIIBI0 OKHA pelaKTUPOBAHUSI WM KOHTEKCTHOT'O MeEHIO.
Ccpuka ypnansiercs: 6e3 TeKCTa, KOTOPBIM ee COIepXKHUT.
YroObl yoanWTh CCHUIKY C IIOMOIIBI0 OKHAa pPedaKTUPOBAHHS, BBIIOJHUTE CJlelylolire
JeCTBUS:
1. YcraHoBuTe Kypcop Ha CChUIKY WJIM BbIEJIUTE YaCTh CChUIKU/CCBIIKY IIeJIMKOM.
2. OTKpOITe OKHO peJJakTUPOBAHHS CCBUIKU OJIHUM U3 CJIeyIOIUX CII0COO0B:
— Bribepute nyHKT KOMaHHOTO MeHI0 BeraBka > Ccbuika (cMm. PucyHok 68).
— Ha nanenu uHCTpyMeHTOB, B pasziesie BcraBka HaXMuTe KHOIIKY *** (cM. PrucyHok 69).
Ha oTo6pasuBILelics aHe i BCTaBKK HaXKMUTe KHOTIKY ¢~/ CchLIKa.
— IllesukoM MpaBoM KHOIKWA MBIIIKM OTKPOHTEe KOHTEKCTHOEe MEHIO U BBINOJIHUTE
KoMaHly PeakTHpoBaTh CCHUIKY.
— Haxwmure coueranue kiasuil Cirl+K / $Cmd+K.

3. B oxne PegakTHpoBaTh CChUIKY (M. PricyHOK 71) HaXXMUTe KHOIIKY Y IaIUTh CCHUIKY.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MH», 2013-2024 78



MonOdonc

YToObI yIaUTh CCHUIKY C MIOMOIIBI0 KOHTEKCTHOTO MEHI0, BBITTOJIHUTE CIIeNYIOIIHe IeHCTBUS:

1. YcranoBure KYPCOP Ha CCBUIKY WJIX BbIAEJINTE 9YdaCTb CCBIJIKH/ CCBUIKY LeJINKOM.

2. H_[eJ'I‘IKOM npaBoﬁ KHOITKHM MBIIIH OTKpOIZTe KOHTEKCTHOe MEHIO U BbIIIOJIHUTE KOMaHIy

Ynanurth CCBUIKY.

YT0O6BI YAAJIINTb OJHOBPEMEHHO HECKOJIbKO CCBIJIOK, BbIIIOJIHHUTE CileJyromjre JerCTBUS:

1. BbI}IEJII/ITe q)par MEHT TEKCT4d, B KOTOPOM COJiep>KaTCA NdHHbIe CChIJIKH.

2. IlemykoM mpaBoM KHOIKHU MBIIIKA OTKPOWTe KOHTEKCTHOe MEeHIO U BBHIMIOJIHUTEe KOMaHy

YnanurTh CCHUIIKH.

Ecinu Tpebyetcst yJaluThb CCBUIKY BMeCTe C TeKCTOM, KOTOPBIY ee COJIePXKUT, ylaluTe ee Kak

OOBIYHBIN TeKCT (cM. paszen 4.2.10).

4.2.3.7 CoueTaHus KJIaBHIII AJIs IIepeMereHus Mexay 3JieMeHTaMHu OKHad

B Tabmuue 5 mpencraBieHbl COYETAHUS KIIABMIN, KOTOpPble MOXHO MCIIOJIb30BaTh IS

6bICTpOFO lepemMenieHusd Mexay sJIeMeHTdMH OKHd BCTaBKHU/ peadKTUPOBAHHA CCBIJIKHA.

Taosmuna 5 — CoyeraHus KJIaBHIII

HericTrBHe CoueTaHue KIaBHII CoueraHue KJIaBHIII
B OC Windows / Linux B OC macOS

OTKpBITH OKHO Ctrl+K 3 Cmd+K
[lepefiTH K CrleyIOIEMy 3JIEMEHTY OKHA Tab Tab
[lepefiTi kK IpeABIAYIIEMY 37IeMEeHTy OKHa Shift+Tab {t Shift+Tab
HaxaTh kHOTIKY BBIOpaTs ¢aiin i OK [TpoGen [Ipoben
HaxaTtb xHonky OK He3aBHCHMMO OT TOTO, KaKoM

N Enter ~ Enter
3JIeMeHT OKHA BbIOpaH B JAHHBIA MOMEHT
Ilepeiity K cienyoneMy/npenbinyiieMy Ganty B Lut Lut
criicke HemaBaue ¢aitinl
[Tepeittu k epBomy daiiny B criicke HemaBHue ¢aiinbl Home Fn+ «
HEEGI/ITI/I K nocienneMy dainy B ciiicke HenaBHue End Fr+ —
daiinnl
Bribpats ¢aiin B crivicke HegaBHue ¢aiiibl [TpoGen [Ipoben
3aKpbITb OKHO Esc Esc
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4.2.4 IlepexpecTHBIE CCHLIKH

HGPEKPECTHHH CCbIJIKA — 3TO CCBIJIKA HA 3JIeMeHT, KOTOprﬁ PacIiOJIO’KEeH B npyroﬁ 4aCTH

JOKYMEHTd.

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

(cM. pasmen 4.10.6.1), MyHKT HyMepoBaHHOTO crHcka (cMm. pasnmen 4.3.10) wind 3akjiIajiky

(c™m. paznen 4.2.5).

B Tekymieil Bepcuy TpWIOXKeHUsI HeJOCTyIIHA paboTa C IepeKpecTHbIMH CChUIKaMU

HeroJiep>KMBaeMoro Tuna (CHOCKa, KOHIleBasi CHOCKAa, pUCYHOK, Tabiuila, GpopMysia), CO31aHHBIMU

B CTOPOHHHUX peJaKTOpax.

4.2.4.1 BcTaBUTBH epeKpecTHYIO CCBUIKY

YToOBI CO3/1aTh NTepeKPeCcTHYIO CChUIKY, BBIIOHUTE CIIeAYyIOIIe 1eUCTBUS:

1.

YcraHoBure KypCOp B TO MeCTO NOKYMeHTad, Kylld HEO6XO)II/IMO BCTABUTD II€EPEKPECTHYIO

CCBUIKY.

OTkpoiiTe OKHO pabOTHI C IepeKPeCTHBIMU CChUIKaMHU OIHUM U3 CJIeIyIOIIUX CIIOCOOOB:

— DBroibepute nyHKT komaHgHOoro MeHI0 BceraBka > IlepekpecTHas cchuIKa

(cm. PucyHok 72).

Bcragka Qopmar  Wecrpymentm  Bug O

B QHm@

oy
\_ﬁ_)

1C

1] '[

wom

By

!l

WzobpaxeHne..,

TekcToBoe none

Durypa

Tabauua...
Dopnyaa...

CI'IE'LI,H-E.ﬂbeIE' CHUMECAE...

Paspeie cTpaHuus
Paspuie pasgena
Howmepa cTpanuy,
KonoHTUTYABI

OrnaeneHne

Couinka...

MepekpecTHan ccpaka...

Ctrl+Enter

Ctrl+K

Pucynok 72 — KomangHoe meHio BecraBka
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— Ha nanermu uHCTpyMeHTOB, B paszieie BeraBka HaxkmuTe KHOIKY === (cM. PucyHok 73).

Ha oTobpasuBIielics HaHeJ | BCTaBKU HakMHTe KHOIKy = | IlepekpecTHasi 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

[ata
@ Epenmna

Pucynok 73 — [1anens BcTaBku
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3. B okue IlepekpectHast cchlika (cM. PucyHok 74), B BbIIaamoieM crucke Tum
CCBLIKM BbIOEpUTe THUI 3JIeMeHTa, Ha KOTOPhIM OyAeT yka3blBaTh CChUIKA: 3aroJI0BOK,
HymepoBanubIii cmmcok wid 3akjiaanka. Eciu TpebyeTrcsi yCTaHOBUTH CCBUIKY Ha
CHUCTeMHYIO 3aKaaky (cM. pasmen 4.2.5.3), B HH)KHeM YacTH OKHA IOCTaBbTe (JIaskoK

IToxa3aTh cHCTEeMHBIE 3aKJIAIKH.

MepekpecTHan coblka *

Tvn cowakm:

3aronoBok W

CcuinaTecd Ha:

3aronosok 1
3aronoBok 2

3aronoeok 3

BcTaeuTe CCbINKY Ha.

TekecT 3aronoBKa W

BecraBute OTMeHWTE

Pucynok 74 — Oxuo IIepexpecTHasi CCBLIIKA

4. B none CcbuiaTbesi Ha BbIOepUTe KOHKPETHBIN 3/1eMeHT, Ha KOTOPbIH Oy/ieT yka3blBaTh
cchlIKa. B maHHOM mosie aBTOMaTudecku (GpOpPMHUpPYyeTcsl CIIMCOK BCeX 3JIeMeHTOB TOrO
THIIa, KOTOPBIN ObUI BEIOpAH Ha Mpe/ibIyIIeM Iiare.

5. B Beimaparoniem cnucke BCTaBUTH CCBUIKY Ha YKaXXUTe YHUCIOBOE WM TEKCTOBOe
3HaueHue NepeKpeCTHOM CChUIKU (cM. Tabmuiy 6). Cucok 3HaUYeHUN 3aBUCUT OT THIIA
3JleMeHTa, BBIOpaHHOI'O paHee.

6. Haxmute kHONKYy BCTaBHTSE.
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Tao6smna 6 — 3HaueHHs IepeKPecTHHIX CChLIIOK

DJieMeHT 3HaueHnue

3aroJI0BOK — Texcr 3arosioBKka — TeKCT 3ar0JIOBKa.

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

— Howmep 3arosioBka (KpaTKHii) — KpaTKHi HOMED 3aroJiOBKa,
SIBJISIFOIIIETOCSI ITYHKTOM MHOTOYPOBHEBOTO CriicKa. Hampumep, cchlika
Ha 3aroJIoBOK ¢ HoMepoM l.c.ii OyJeT rpefcTaBieHa Kak ii.

— Howmep 3aronoBka (IOJIHBIH) — TOJTHBIA HOMEP 3aTr0JIOBKA,
SIBJISIOLIETOCs ITyHKTOM MHOTOYPOBHEBOTO ciiMcka. Harpumep, 1.c.ii.

— Bele/Hmke — CJIOBO «BBIIIE», €CJIA 3aTOJIOBOK HAXOIUTCS BHIIIIE
MePeKPEeCTHOMN CCBHIJIKH, WIH «HUXKE», eCJIM 3aT0JIOBOK HAXOUTCS HIDKe
nepeKkpecTHOH cChiIKU. [TooykeHre 3arooBKa OnpeenseTcs
AaBTOMATUYECKH.

HymepoBaHHBII criicok — Homep cTpaHunbl — HOMep CTPaHUIIBI, HA KOTOPOM pacroioXeH
BBIODAHHBIN IyHKT CIHCKA.

— Howmep 3nemenTa cnmcka (KpaTkHii) — KpaTKU HOMep TyHKTa
MHOTOYPOBHEBOTO crivcka. Hanpumep, Homep myskTa 1.c.ii 6ynet
MIpe/ICTaBJIeH KaK ii.

— Howmep 31emenTa criicka (IOJIHBIN) — TTOJTHBIA HOMep MYHKTa
MHOT'OYPOBHeBOTO ciiicka. Hanpumep, 1.c.ii.

— Texcr 371eMeHTa CIIHCKA — TEKCT ITYHKTa CITMCKa.

— Beie/HmKe — CJIOBO «BbIIIE», eCJI ITYHKT CITMCKAd HAaXOWUTCA BbIIIe
HEPEerCTHOﬁ CCBbUIKH, W «HUXKEe», eCJI ITYHKT CITMCKAd HaXOJUTCA
HHXe HEPEerCTHOﬁ cceinku. ITonoxxenme ITYHKTA CIIMCKa OollpeaesaeTcs
dBTOMaTHU4YeCKH.

3akiagka — Texcr 3axyagku — pparMeHT TeKCTa, Ha KOTOPOM YCTaHOBJIeHa
3akjazika. JlaHHOe 3HaueHre MOXHO BhIOPATh TOJIBKO JIIS 3aKJIaIKH,
KOTOpas yCTaHOBJIEHA Ha BBIZIEJIEHHOM TEKCTe, a He Ha TIOJIOKeHUH

Kypcopa.

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

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

— Howmep aemenTa cnucka (IOJIHBII) — TOJTHBIN HOMep ITyHKTA
MHOT'OYPOBHEBOTI'O CIIMCKA, HA KOTOPOM yCTaHOBJIEHA 3aKJIaJIKa.
Hanpuwmep, 1.c.ii.

—  Belre/umxe — CJIOBO «BbIIIE), eCJIN 3dKJIdJJKd HAaXOOUTCs BbIIIe
HepeKPECTHOﬁ CCBUIKH, WA «HHXXe), eCJIN 3dKJIdJJKd HaXOOUTCs HHXe
HepeKPECTHOﬁ ccpiikd. Ilomoxxenue 3dKJIaIKU OIIpeneseTcsa
dBTOMaTHU4YeCKH.
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Ecmm IepekpeCTHdsd CCblJIKA YCTaHOBJIEHA HEKOPPEKTHO, BMECTO 3HA4YeHHs CCbLIJIKU

oTobOpakaeTcsi CUMBOIT #.

AmnanornuHbIM 006pa3oM BCTaBbTe B JIOKYMEHT JIpyTHe MepeKpecTHbIe CChUIKU.
OxHO paboThI CO CChUIKAMU He OJIOKHMpPYeT paboTy C IJIaBHBIM OKHOM HpuiioXeHus. UToObI

3dKPLITh IdHHOE OKHO, HAX)XMKWTEe KHOIIKY #_B ero 3aroJIoBKe.

4.2.4.2 IlepeiiTu o cChLIKE

YroObbI MeperTH 110 CChITKe, MIeJIKHUTE 110 Hel, yaepxkuBas HaxkaTou kiasuiry Ctrl / sCmd.

4.2.4.3 OOGHOBHUTBH ITepeKpPecTHbIe CChUIKH

OO6HOBIEHHe TTepeKPeCTHBIX CChIJIOK OCYIIECTBIISIeTCS aBBTOMATHYECKH.

4.2.4.4 I3MeHUTD NepeKpPecTHYIO CCBLIKY

YT0oOBI U3MEHUTH CYIECTBYIOIIYIO IIepeKpecTHYIO CChUIKY, YJaluTe ee TaK, KaK OMUCAHO

HIUXe, ¥ 100aBbTe HOBYIO IIePeKpeCTHYI0 CChbUIKY TaK, KaK OITMCAHO BHIIIIe.
4.2.4.5 Y1aauTh nepeKpecTHYI0 CChLIKY

UYToOBbl yAalUTh TEepeKpecTHYI0 CChUIKY, BBbIJIEIUTEe ee INeIYKOM MBI U HaXMUTe

kiaBuily Delete Ha kiaBUartype.
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4.2.5 3axkiaagku

3akianku B npuioxeHud «MonOduc TekcT» aHaIOrM4HBI 3aK/IaJIkaM B OOBIYHOUM KHMUTE.
Onu mnomoraloT OBbICTPO BepHYTbCS K BaXXHbIM MeCTaM B JOKyMeHTe. 3akJIaJIKu MOXXHO
yCTaHABJIMBaTh Ha pparMeHTax TeKCTa, TabJauIlaXx U UX 3jieMeHTax (CTpOKax, CTOJIOIax, suerKax),

M300paKeHUsIX ¥ KOJIOHTUTYJIaX.

4.2.5.1 BcraBUTb 3aKIaiKy

YT06bI BCTaBUTH 3aKJIaJKY B IOKYMEHT, BbITIOJTHUTE CeAyIolre TeCTBHUS:

1. YcraHoBuTe Kypcop B TpebyeMoe MeCTO IOKyMeHTa WIH BbljIeJIuTe 00beKT, Ha KOTOPOM
HY>XHO YCTaHOBUTb 3aKJIAJIKY.

2. BpblnonHUTe KOMaH/y BCTaBKH OJIHUM U3 CJIEIIOLIHUX CIIOCOOOB:

— Broibepute nyHKT kKoMaHAHOTO MeHI0O BeraBka > 3akinanka (cMm. Pucynok 75).

Bcragka Qopmar  Wecrpymentm  Bug O

WzobpaxeHne..,

TekcToBoe none

Durypa L4

B QHm@

Tabauua...

oy
\_ﬁ_)

Dopnyaa...

CI'IE'LI,H-E.ﬂbeIE' CUMECAB...

y
Bt

ML JC

Paspeie cTpaHuus Ctrl+Enter

Paspeie paspena
Howmepa cTpanuy, r

m +#

KonoHTWTYABI r

OrnaeneHwe

Ccuinga... Ctrl+K
MepekpecTHan CCulAKE. .

CHocka L4

KonmerTapuia

farta
Bpena

@0 ™azlidl S

Pucynok 75 — KomangHoe menio BeraBka
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— Ha nanermu uHCTpyMeHTOB, B paszieie BeraBka HaxkmuTe KHOIKY === (cM. PucyHok 76).

Ha oro6pasuBineiics maHey BCTaBKU HAXKMHUTE KHOIIKY || 3aKJiaaKa.

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 76 — [1anenb BcTaBKU

3. B oxne 3aksiagku (cM. PucyHok 77), B osie BBOJIa yKaXKUTe Ha3BaHUe 3akyiajiki. Ha3zBanue

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

Jaknagka 1 > l

CopTupoBaTs:

0 no MMeHK no NopagKy

(nycto)

MNokazaTe cUCTEMHBIE JaknagkKu

OTMmeHa

Pucynok 77 — OxHo 3akiaaku

4. HaxmuTe KHOTIKY viu kiaBuily Enter Ha knaBuatype (cM. Pucynok 77). 3akiazika

n06aBUTCS B CITUCOK (cM. PucyHok 78).

Jaknagkm >

HazeaHwe Jaknagki

CopTupoBats:

0 no MMeHK no NopagKy

3aknagka 1

MokazaTe CMCTEMHBIE JaKknagkii

OTMeHa

Pucynok 78 — 3akayika jo6aBieHa
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5. 3akpouTe okHO 3akyamkH. [[js sToro HaxkmuTe KHOMKY OTMeHa WIHM KHOIKY 3 B

3aroJIOBKe OKHa.
AmnanmorndHbiM 06pa3oM 106aBbTe B TEKCT APYTHe 3aKJIAKH.

4.2.5.2 OTo0pa3uTh 3aKJIaIKU

Y10o6bl 0TOOpa3uTh 3akiIaJiku B JOKyMeHTe (cM. PucyHok 79), BkiItouuTe oTobOpakeHue

HelevyaTaeMbIX CUMBOJIOB (CM. pazzen 4.3.1).

B.koHIIe.-3TOr0-NpeanoMeH A YCTAHOBTEHA-3aKTAIK Ei["

Pucynok 79 — OTobpaxkeHue 3aKkIaiku

4.2.5.3 Iloka3zaTs cuCTeMHEIe 3aKJIaJJKH

[Ipu co3maHuu mepeKpecTHON CChUIKH (CM. pasfen 4.2.4) Ha 3aTOJIOBOK WJIM HyMepOBaHHBIH
CIIMCOK B JJOKYMEHTe aBTOMAaTWYeCKH CO3/IaeTCsl CUCTeMHasl 3akyajKka. Hampumep, eciu co3maercs
repeKkpecTHasi CChulka Ha 3aroioBoK 1, To 3arosioBok 1 CTAaHOBUTCS CHUCTeMHOW 3aKJIafKOM.

Cucremurble 3dKJIaJIKKU OTMEYalOTCA B OOKyYMeHTe HelleddTaeMbIMHU CHMBOJIAMH, dHAJIOTUYHbIMUA

OOBIYHBLIM 3aKJIagKaM — T T
YTo6b! YBUIETh BECh CIIMCOK CUCTEMHBIX 3aKJIa/I0K, BBIIIOJIHUTE CllelylolIye JeCTBUS:
1. OTtkpoiiTe OKHO 3aKJIAIKU OJTHUM U3 CJIeJIYIOIIHUX CIIOCOOOB:
— Bribepute nyHKT KOMaHHOTO MeHIO BeraBka > 3akinaaka (cMm. PucyHok 75).
— Ha nanerm uHCTpyMeHTOB, B pa3zierne BecraBka HaxkmuTe KHOIIKY “*¢ (cM. PucyHok 76).
Ha orobpasuBiiieicsi maHeny BCTaBKA HA)XKMUTe KHOIIKY .| 3aKJIaKa.
2. B okne 3akimaaku (cMm. Pucynok 80) mocraBbTe ¢uiakok Iloka3zaTh cucTeMHBbIe

3aKJIaIKH.
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Jaknageu >

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

_Refb7378152

MokazaTe CcUCTEMHBIE 3aKNAKKW

OTtmMeHa

Pucynok 80 — OkHo 3akyiagku

CucreMHbIe 3dKJIaIKH1 OTO6pa>KaI-OTC5I B OJHOM CIIMCKe C 3dKJIdAKdaMH, YyCTdHOBJIEHHBIMHU
BPY4YHYIO. Pabora ¢ cucteMHBIMH 3dKJIdIKAMHU OCYIIEeCTBJIIETCS daHaJIOTUIHO pa60Te C OOBIYHBIMU

3adKJ/IaJIKaMHU.

4.2.5.4 IlepeiiTH K 3aKjagKe

Yrobbl mepedTHM K 3aKjajike, YCTAHOBJIEHHOM B [IOKYMeHTe, BBIIIOJIHUTE OAHO W3
CJIeYIOIUX JIeNCTBUM:

— BoibepuTe nyHKT KoMaHAHOTO MeHI0 BeraBka > 3akianka (cMm. PucyHok 75).

— Ha nanenu uHCTpyMeHTOB, B pasfiesie BcraBka HaxxMuTe KHOIIKY “= (cM. Pucynok 76). Ha

OTO6p€:13PIBLH€I>'ICH IaHeJIM BCTABKU HA’)KMUTE KHOIIKY .| BHKJIalIKa.

OTkpoeTcst OKHO 3aKJIaIKU CO CITUCKOM 3akJjiafiok (cM. Pucynok 81).
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3aKIaJIKi MOKHO OTCOPTHPOBATh B CIIMCKe CIIAYIOIMIMME CIIOCOOaMHu:

10 MMEHH — COPTUPOBKA 3akjafiok o andasuty (ot A no ). JaHHbII cniocob

COPTHUPOBKHA BI)I6paH 110 YMOJIYaHHIO.

N0 NOPAJKY — COPTHUPOBKA 3aK/Ia[IOK B IOpsAKe HUX PpaCIOJIOXeHUs B JIOKyMeHTe

(cBepxy BHHU3).

Bribepute B crucke HavMeHOBaHHe TpeOyemol 3akianku. Kypcop mepemecturtcss B TO

MECTO JOKYMEHTd, Hd KOTOPOM yCTdHOBJIeHad 3dKJId[JKd.

Jaknagkn

HazeaHwKe 3aknagkn

CopTupoeaTh

O no MMeHIA no Nopaiky

Jaknagka 1
Jaknagka 2
Jaknagka 3

MNokazaTe CMCTEMHBIE Jdknagkia

OTmeHa

Pucynok 81 — OknHo 3akyiagku

4.2.5.5 IlepenMeHOBaTh 3aKJIAAKY

YToOb! IEperMeHOBaTh 3aKJIa/IKY, BBITIOJTHUTE CJIe/TyIoIue IeHCTBUS:
1. OtkpoiiTe OKHO 3aKJIaAKU OJJHUM U3 CJIeIyIOIINX CII0OCOOOB:

Bri6epute nmyHKT koMaHIHOTO MeHIO BeraBka > 3akiagka (cMm. Pucynok 75).

Ha otobpasuBiiieiicst maHejid BCTaBKA HAXKMHUTE KHOTIKY .. 3aKJIafgKa.
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2. B okne 3akmagku (cM. PucyHok 82) HaBeguTe Kypcop MBIIIM HA 3aKJIAJKY, KOTOPYIO

TpebyeTcst IeperMeHOBaTh, U HAXKMUTE KHOTIKY & (PeakTHpoBaTh 3aKjIaiKy).

Wms cucreMHoM 3akiiajiku (cM. paszen 4.2.5.3) JO/DKHO HAuMHATBCS C CUMBOJIA
5\

b
fwi HYDKHETO ITOMYEPKUBAHUS — € ).

3aknagku >

CopTupoEaTh

O no vmenn no NopAgKY
Jaknagka 1 ﬁ%@
Jaknagka 2
Jaknagka 3

MokazaTe CcUCTEMHBIE 3aKNAKKW

OTtmMeHa

Pucynok 82 — [lepemeHOBaHMe 3aK/Ia[IKU

3. PemaxTupyiiTe Ha3BaHMe 3aK/IaJJKU U HAXXMUTe Kki1aBuily Enter Ha kiaBuarype.

4. 3akpoiiTe okHO 3Jakjaagku. |1 3Toro HaxkmuTe KHONKY OTMeHa WIM KHOIKY

3dI'0JIOBKe OKHa.
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4.2.5.6 YmanuTh 3aKJIagKy

YTo6b! yOaIUTh 3aKJIaKy, BBIIIOJHATE CIIe/lytollye IeHCTBUSL:
1. OrtkpoiiTe OKHO 3aKJIagKH OJHUM U3 CJIeYIOLIUX CIIOCOOOB:

— BribepuTe myHKT KOMaHIHOTO MeHIO BeraBka > 3akiaaka (cMm. PucyHok 75).

— Ha manesm uHCTpyMeHTOB, B pa3zierie BcraBka HakmMuTe KHOIKY =+ (cM. PucyHok 76).

Ha orobpasuBiiieiicsi maHey BCTaBKA HAXXMUTe KHOIIKY .| 3aKJIaKa.

2. B oksae 3akmanku (cM. Pucynok 83) HaBeguTe Kypcop MBIIIKM Ha 3aKJajiKy,

KOTOPYIO TpeByeTcs yAaauTh, U HaxkmuTe KHOMKY [ (YIaauTh 3aKIaaKy).

3aknagen >

Hazeanwme Jaknagkiu

CopTHpoEaTh

O o umenn no NopALKY
Jaknagka 1 & @L\\)
Jaknagka 2
Jaknagka 3

MokasaTe CcUCTEMHBIE 3aKnagkia

OTmeHa

Pucynok 83 — V nanenue 3aknaaku

3. 3akpoiTe OKHO 3JakjJdagku. g 3Toro HaxxmMure KHONKY OTMeHa WIM KHOIIKY X B

3dIr'0JIOBKe OKHa.
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4.2.6 CrierimajibHBIE CHMBOJIBI

CHeL{I/IaJIbHLIe CUMBOJIbI — O3TO CHMBOJIbI, KOTOPbIX HET Hd KJlaBUd4TYype. HaanMep,
MaTeMdThU4YeCKHe OIlepaTOpHhl, J:[I/IHF6aTbI, 3Haku BamoT. WX MOXHO ,I[O6aBI/ITb B JOKYMEHT C

IIOMOIIBIO ITaHeJIN 6bICTpOﬁ BCTAaBKH CIIeIICMMBOJIOB MJIK OKHA CIIE].II/IaJIbeIE CHMBO.IBI.

4.2.6.1 ITanenb OBICTPOI BCTAaBKHU CIIEIICUMBOJIOB

YTo06BI OTKPLITH IIaHEJIb 6bICTpOfI BCTdBKH CIIeIICMMBOJIOB, BBIIIOJIHUTE OOHO M3 CJIeAYIOMKUX

IeUCTBUM:

— Ha nanenu uHCTpyMeHTOB, B pa3feiie BcraBka HakMuTe KHOIIKY (CnenuajibHbIe

cumBoJIbI) (cM. PrcyHok 84).

- JEEE
AaboB AaB6B1 AaB6Bsl ... ['}, v% E -

Jaro.ok Jaro.okK 2 3aro.oK 3 =

(NE}
™

§ % % — @ 3
® fi # = + - P
HepaspweHwmid npoben Ctrl+Shift+5Space
HepazpbieHpii geduc Ctrl+Shift+(-)
Kopotkoe Tupe Cerl+Mumi-)

Bonble cMMEDADE...

Pucynox 84 — ITanenb 6bICTPOI BCTaBKU CIIEI[CUMBOJIOB

— Ha manenu HWHCTPYMEHTOB, B pda3aeje BcraBka HaxxMuTe KHOIIKY ===, Ha

oToOpa3uBIIeNCS TaHeIW HaBeJuTe KYpCOpP MBIIIM Ha CTPEJIKy CIpaBa OT KHOIKU

CrnenuanbHble cCUMBOJIBI (CM. PucyHok 85).
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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 85 — [IaHemnb 6bICTPOM BCTaBKU CIIEIICUMBOJIOB

YT0oOBI BCTAaBUTH CIIEIICUMBOJI, BBLITIOJTHUTE OHO M3 CIeyIOMINX AeiCTBUM:

Bribepute cuMBOn M3 Habopa IpelyCTaHOBJIEHHBIX CHMBOJIOB. [lo mepe paboTel c
MIPWIOXKeHreM IIpe/lyCTaHOBJIEHHble CHMBOJIbI MEHSIOTCSI Ha CHUMBOJIBbI, /100aBJIeHHbIE
[ojib30BaTejleM B JIOKyMeHT C T1omollplo oOkHa CrenmuajnbHble CHMBOJIBI
(cM. paspen 4.2.6.2). Ilpu HaBemeHMM Kypcopa MBIINIMA HAa CHMBOJI OTOOpaXkaeTrcs

Ha3BaHMe BBIOpPAHHOTO JIs1 Hero mpudra.

[Ipn BcTaBKe K CHMBOJIy TpUMeEHsIeTCsS IIPAPT TekcTa JToKyMeHTa. Ho eciu
mpUPT TeKCcTa He TMOAJepXXUBaeT S3TOT CHUMBOJ, TO TPUMEHSIeTCS HIPUPT,

BbI6paHHbeI I10JIb30BdTeJIEM.

Boibeputre nynkr HepaspsiBublii npodesn, HepaspwiBHbnii neduc viu Koporkoe

THPpeE, eClik Tp66y'ETC$[ BCTAaBUTDb COOTBETCTBYIOIJ_[Hﬁ CHMBOIJI.
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4.2.6.2 OxHo «CreninajibHBIC CHMBOJIBI»

YtoObl OTKpBITh OKHO CrenuajgbHble CHMBOJbBI, BBIIIOJIHUTE OJIHO U3 CJIEJIyIOLIUX
JeUCTBUMH:
— DBoibepute mnyHKT KkoMaHAHOro MeHI0 BcecraBka > ChoenmajibHble CHMBOJIBI

(cMm. Pucysok 86).

Beraeka @opmar  Wecrpymednts Bug 06

MzobpaxeHne...

2]
TekcToeoe none

& Owrypa .
BEH Tabawua...

Dopyaa...

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

Pucynok 86 — Ilynkt komanaHoro MeHio CrerfuaaibHbIe CHMBOJIBI

— Ha nanenu uHCTpyMeHTOB, B pa3feiie BcraBka HakMuTe KHOIIKY (CnenuajibHbIe
cumBoJIbl) (cM. Pucynok 87). Ha manenu ObICTpoOi BCTaBKH CIIEICUMBOJIOB BbibepuTe

ITYHKT Bosbiie cCMMBOJIOB.

AaboB AaB6B1 AaB6Bel ... F'].., @ .., E _

Jaro..ok 1 3aro..oK 2 3aro..ok 3 L1

2 3 14
§ 2 W — m Y
= A # = + - "
HepaspmeHwiil npoben Ctrl+Shift+5pace
HepazpoeHiA geduc Ctrl+5hift=(-)
KopoTkoe Tupe Ctrl+=Mumi(-)

Bonbwe cMMBONDE. .. %

Pucynok 87 — [lynkT Bosbiie cuMB010B
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AaboB AaBoB:

3

Ha nanem HWHCTPYMEHTOB, B pa3fiejie BcraBka HaXMHUTE KHOIIKY ===

3

Jaro..ok 1 Jaro.ok 2

Pucynok 88 — Knonika CrienfuajibHbIe CHMBOJIBI

AaB6BB]

3aro.oKk 3

e
pNry

F -

WMzobpamerue..

TekcToBOE NONE

Durypa

TaBauua...

Dopmyna...

CI‘IELI,ME.']beIE CHMBOAB

Ha manenu nHCTpyMeHTOB, B paszieyie BcraBka HakMuTe KHOTIKY === (cM. PrucyHok 88). Ha

0T06pa31/113111e1?1c;{ TaHeJIM HA’)KMUTE KHOIIKY CIIEI_[I/IaJIbeIE CHMBOJIBI.

(cm. Pucynok 89). Ha

OTO6p83HBHI€fIC$I IIdHeJIM HaBeuTe KYypCOp MBI HA CTPeJIKy CIIpdBa OT KHOIIKA

CnemuanbHbie cuMBoIbL. Ha maHeny ObICTpOM BCTaBKU CIIEICMMBOJIOB BblOepuTe

ITYHKT Bojbine ciMB0JI0B.

AaBoB:  AabboB AaB6B1 AaB6Bsl

OEbI4HbIA 3aro...ok 1 3aro..ok 2 3aro..ok 3

Crunn
M @ ® P % up V
§ % % — =m 3
A £ = £ = x 2
HepaspoieHwf npoben Ctrl+5hift+5pace
HepaspbisHuiit geduc Ctrl+Shift+(-)
KopoTkoe Tupe Ctrl+=Numf-)
bonblue CHMBOADB... [}

.|'|:

a @

e

Hy 4 @ B -,

Wzobpamerue..
TexkcToBoe noae

Durypa

Tabawua...

Dopmyna...

CI'IE'LI,ME,HI:HI:IE‘ CHMBOABI...

Paspeie cTpanuubl
Pazpwie pasaena
Howmepa cTpanuy,.
KenoHTuTynb

OrnaeneHwne

Ccoinka...
MepekpecTHan CobKa..

3aknagka..

Pucynok 89 — ITynkt Bosbuie cuMB010B
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Oxno CnenmanbHbIe CHMBOJIBI (CM. PrcyHok 90) cofep kT ciiefyroIiye HHCTPYMEeHTHI:

CI'IELIMEJ'IbeIE CUMEONBI >'<
X0 Thames v bykeonogobHele CUMBOALI A NUMERQD SIGN
~ HKHukom: U+2116
No ™ Q)
] 1 (11 LL) 1
—_— — L] 1 T ¢
... %o < > / 0
—
] -~ - - - ] o ~ L
T
. P ~ ~ — - . " o ” KO Thames
\ . No N2 No
q N  Ne  Ne
No Ne Ne
A I —_ v

3aKpthh OKHO Nocne BCTaBkKK CMBONAE OTmeHa

Pucynok 90 — Oxkao CnerpuaibHbIe CHMBOJIBI

— Brimaparonuii criucok yis Beibopa mprgTa CrieljCMMBOIA.

— Brimaparonuii crnvcok Juist BeIOOpa I'PyNIbI U KaTeropuu cumBojia. Eciy mpudt He
MIO/IJIeP>KMBAeT CUMBOJIBI TPYIIIBI KaTerOpyi WM KaTeropyu, TO OHa He 0TOOpaXkaeTcs B
CIIMICKeE.

— CumBonbl. [lo ymonuaHuio BbIeNsieTCs IepBbIM CHUMBOJ BBIOPAHHOM KaTeropuu.
KaTeropum oTnenstorcs Apyr OT pyra 4epToi.

— Ha3zBaHue Bbl/ieJIeHHOTO CUMBOJIA Ha aHTJIMMCKOM SI3BbIKe.

— Kog BeienenHoro cumBosa B cucreMe Unicode.

— HauepraHue BbIJleIeHHOTO CUMBOJIA.

— 1lIpudT BeIIETIEHHOTO CUMBOJIA.

— BapuaHTel Ipyrux HauepTaHUH BbIIEJICHHOI'O CUMBOJIA.
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Yto6bl BCTaBUTH CUMBOJI U3 OKHA CrenpajbHbIe CHMBOJIBI, BBIIIOJIHUATE CIIAYIOIMe
JerCTBUS:

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

2. Broibepure kaTteropuro cMMBOJIa. BBIOOp OCYIIECTBISIETCS aHAJIOTUYHO BBIOOPY mIpudTa
CIeIICUMBOJIA.
YcraHoBuTe Kypcop B TO MeCTO JOKYMeHTa, Ky/la He0OXOJMMO BCTaBUTh CUMBOJL.

4. BcraBbTe CUMBOJI OJTHUM U3 CJIeIYIOIINX CIIOCOOOB:
— BroigenuTe ciMBOJI IBOMHBIM IIETIKOM MBIIIIH.
— BbienuTe ciMBOJI OTHUM IETYKOM MBIIIN U HAXMUTE KHOTIKY BCTaBHTS.
— DBpigenuTe cUMBOJ OJHUM IIETYKOM MBI U HaXkMuTe KiaBuily Enter wmu

IIpo6esn Ha KIaBUATYype.

Ecmm tpebyetcsi, 4TOOBI OKHO 3aKpbIBAJIOCh aBTOMATHUYEeCKH, MOCTaBbTe (UIa’KOK 3aKPBITh

OKHO Imocjie BCTaBKH CHMBOJIA.

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

KHOIIKY B 3ar0JIOBKe OKHa.
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4.2.7 Texymas maTa wia BpeMs

B m060e mecto HOKYMeEHTad, 3d MCKJII0OUeHHEeM KOJIOHTHUTYJIOB, MOXHO BCTABUTH TEKYIIYIO

JaTy WU BpeMsl.

YToOBI BCTAaBUTD B IOKYMEHT TEKYIIYIO ATy, BLITIOJHUATE CIeIyIoIIe JeHCTBUS:

1. YcraHoBuTe Kypcop Ha TO MeCTo, KyJila HeOOXOAUMO BCTaBUTh TEKYIIyIO ATy .

2. BroimonHUTe KOMaHIYy BCTaBKH OJTHUM M3 CJIEIYIONIHUX CIIOCOOOB:

— Bribepute nyHkT koMaHHOrO MeHio BeraBka > Jlara (cm. Pucynok 91).

Beraeka @opmar  MncTpymedTm

B @@

fyrs
\.ﬁ.z'

y
Bt

ML T

Wom #

i

Bug O
Wzobpamerne..

TekcTosoe none

Durypa L

TaGnuua...
Dopuyna...

l|:I'I1‘_"LI,L'1-E."I bBHBIE CHMBONB...

PazpbiE cTpaHWLE Ctrl+Enter
Paspwie pasgena

Hownepa cTpaniy, k
KonoHTUTY AR »

Ornaenedne

Cewinka... Crl+K
MepekpecTHan ccwaaka...

Jaknagka...

CHocka k

KommerTapri

CO|w s o

Data
Bpemn

Pucynok 91 — KomangHoe menio BecraBka
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— Ha manerm uHCTpyMeHTOB, B paszieie BeraBka Hakmute KHONKY “** (cM. PucyHok 92).

Ha oTo6pasuBIieiics naHeIM BCTAaBKY HAXXMUTe KHOMKY [+ JlaTa.

. L
AaboB: AabbB AaB6B1 AaBoBsl ... @v @ v E L\s )

OEbI4HbIH 3arc..ok 1 3arc.ok 2 3aro.ok 3

CTian @ Wzobpaxenne... ~
= TekcToeoe none
lf_l;l Qurypa » Q
HH  TaBawua... >
E’) Dopmyaa...
n CneyuancHeIe CUMBOAGL.., >

[
*/=  Paspbie cTpaHuUp

||v|:

Paspuie pasgena

Homepa cTpadul,.. H

@ KonoHTHTy AR H
CrnagneHne

(:) Cebinka...

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

|:| KonmmeHTapui

m Jata
@ Bpemn

Pucynok 92 — [1anens BcTaBku

YTOOBI BCTAaBUTH B IOKYMEHT TeKylllee BpeMs, BHIIIOIIHUTe ClleyIollye NeHCTBUS:
1. VYcraHoBuTe Kypcop Ha TO MeCTO, Kyia He0OX0/IMMO BCTaBUTh TeKYyIllee BpeMsl.
2. BbInonHATe KOMaHy BCTaBKU OJIHUM U3 CJIeyIOIUX CIIOCODOOB:
— Bribepute nyHKT KoMaHHOrO MeHI0 BeraBka > Bpems (cm. Prucynok 91).
— Ha mnasemu wuHCTpyMeHTOB, B pasfieile BcraBka HaxkmuTe KHOIKy -°*. Ha

0TOGpa3HBIIIeiCs MTaHe BCTABKM HAKMUTe KHOTIKY (- Bpemst (cM. Prcyrok 92).

Bcrapngemble maHHble SBASIOTCS CTaTUYHBIMH, TO e€CTb He OOHOBIIIIOTCS IIprU M3MEHEHHUH

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

HpI/IJ'IO)KeHI/Ie ((MOP'IO(IJPIC TexkcT» MOXXeT aBTOMaTHYeCKHU IMpoBepATb TEKCThbl Ha PyCCKOM U

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

4.2.8.1 IlpoBepka opporpadpuu

YroObl OTKIIIOYMTH WIM BKIIOYUTH IIPOBepKy op¢dorpaduy, B KOMaHAHOM MeEHIO

HNucrpyments! > IlpaBonmcanme cHUMMTe Wid IocraBbTe ¢raxok IIpoBepka opdorpaduu

(cm. Pucynok 93).

BiitoueHne ¥ OTKIIIOUYEHHE peXuMa NpoBepku opdorpaduu MpUMeHsieTCs TOJbKO K

TeKyleMy OOKYMEHTY U He BJIMAET Had APYIrrMe OTKPLIThIe JOKYMEHTHI.

WHetpymenter Bug  OBwwi goctyn Hagcrpoiikn  Cnpaeka

OrobpamkeHne MCNPaBaeHRA W KommenTapres  * | L, | a— A+ —
Mpaeonucanwe b~ [lposepka opdorpadun
HacTpaveaemelil choeape Mpoeepka rpaMMaTHEN

Pucynok 93 — KomangHoe MeHio MHCTpyMeHTBI

[Ipunnuns! npoBepku opdorpadun:

CrnoBapsb npoBepku opdorpaduu BLIOMPAeTCss aBTOMaTHYECKH 10 SI3bIKY I1epBOro CJIOBa
B abzarte.

KpacHoii BomHUCTOM TMHKEeN ToTYepKUBAIOTCS:

— CJIOBA, OTCYTCTBYIOIIME B BLIODAHHOM CJIOBape;

— CJIOBa, cojiepkaiiie opdorpadpuieckue OIMOKY.

[Ipy BHeceHWHM H3MeHEHUN B TEKCT JOKyMeHTa 3allyCKaeTCsl IOBTOpHasi IIpOBepKa

opporpadum.

4.2.8.1.1 cnpaButs opdorpaduyeckue ommoKku

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

1.

[TomectrTe Kypcop MBIIIM Ha CJIOBO WA BBIJEJIIATE CJIOBO, KOTOpOE IOJYepKHYTO
KpaCHOU BOJIHUCTOM JIMHUEHN.

[ITesrykoM ITpaBOM KHOIIKY MBIIIU OTKPOMTE KOHTEKCTHOe MeHIO.

B KkOHTekCTHOM MeHIO BblOepuTe IPaBWIbHBIM BapUaHT HalMCaHWS AAHHOTO CJIOBa

(cM. Pucynok 94).
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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

Pucynox 94 — IIpoBepka npaBomvcaHus

Ecmm OJI1 BbIAEJIEHHOI'0 CJIOBA OTCYTCTBYIOT BdPHUAHTHI IIPABWIBHOI'O HAIIMCAHUSA, B

KOHTeKCTHOM MeHIO OTO6pa>K88TCH HaAIINuCb Her IIpEIUIO?KEHHﬁ.

4.2.8.1.2 Ypanuth noguepKuBaHue CJIOB

YTo0bI M36exaTh MOoYepKUBaHMsI CJIOB, PACIIO3HAHHBIX PWIOXKeHHeM Kak opdorpabruyecku
HeBepHbIe, BHECUTE JJaHHbIe CJI0Ba B HACTpPaWBaeMbIH CJIOBaph (CM. paszen 4.2.8.2) wiu nobaBbTe B
CIIMCOK UTHOPUPYEMBIX CJIOB.

YToOBI 100aBUTH CIIOBO B CIIMCOK UTHOPUPYEMBIX, BHITIOJIHUTE CIIeAYIOIIHe IeHCTBUS:

1. ITomecTuTe Kypcop MBIIIA Ha CJIOBO WJIM BBIJEJIUTE CJIOBO, KOTOpPOe IMOAYEepKHYTO

KpPaCHOM BOJIHUCTOU JIMHUEN.
2. UlenkHuTe MO HeMy IPaBOM KHOMKOW MBIIIA W BBIMOJHHATE KOMAaHIy KOHTEKCTHOTO

MeHmO IIponmycTHTs.

[Tpu BbIMOSTHEHUM JTAHHOW KOMAHIbl MOJYEepKUBAHMe CJI0BA KpaCHOW JIMHWeM Iporiajaer.
Ecnmu ciioBo BcTpeuaeTcst B JIOKyMeHTe HECKOJIbKO pa3, TO U3MEHEeHUs! NMPUMEHSIOTCS Il BCeX
MMOBTOPEHUM C y4eToM pervcrpa. Takue n3MeHeHHUs COXPAHSIOTCS B paMKaX OJIHOM CeCCUM PabOThI

C JokyMeHTOM. [Ipy MOBTOPHOM OTKPBHITUHM IOKyMeHTa CHOBA 3aIlyCcKaeTcsl IpoBepka opdorpaduu.
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B ciyyae omnboyHOro nprMeHeHUs KOMaH/bl BEpHUTECH K MPe/IbIAYIIeMY COCTOSIHUIO TIpU
oMoty komaH/ibl IlpoBepuTh npaBonucanue. /[jist 3TOro BLIIOJIHUTE CIeAyIOIIKe JIeUCTBUS:

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

2. lllenkHuTe MO HeMy MpPaBOM KHOIKOW MBIIIM U BBIIOJIHUTE KOMaH/Iy KOHTEKCTHOI'O

MeH1o IIpoBepuTh nIpaBonucaHue.

4.2.8.2 HacTtpauBaeMsblii CJI0Baphb

Ytobbl wu30exaTh IMOJYEpKUBAHUS OTMAEIbHBIX CJIOB B TeKcTe (Hampumep, HMeH
cOOCTBEHHBIX, abOpeBHATYp, CleIMaIbHBIX TEPMUHOB U T.J.), MOXKHO BHECTH X B HAaCTPaWBaeMbIi
CJIOBapb.

[lepen HauasoM paboThl CO ClOBapeM yOeAuTech, YTO B MPWIOXKEHUHM BKJIFOUEHA ITpoBepKa

opdorpaduu (cm. paznen 4.2.8.1).

4.2.8.2.1 [IobaBUTH CI0BO B CJI0Baphb

B cnoBapp M0XXHO /1006aB/ISTh TOJIBKO OTAeNbHBIEe cjioBa. JlobaBieHue CII0BOCOYeTaHUMN He
JIOITyCKaeTCsl.

[Ipu nobaBneHUM cjOBa B CJIOBaph YYUTHIBAETCS perucTp. Eciau cioBo muiieTcst Kak co
CTPOYHOHM, TaK U C 3arJIaBHOM OYKBBbI, peKoMeHAyeTcsi N0OaBUTh B CJIoBapb 0b6a BapuaHTa
HaIlMCaHMS JIaHHOTO CJIOBaA.

Yrobbl 10OAaBUTH CJIOBO B HAaCTpaWBaeMBbIH CJIOBaphb NPSIMO M3 TEKCTa, LIeJIKHUTe 110 HeMy
IIPaBOM KHOIIKOM MBIIIH U BBIIIOJIHUTe KOMaHly KOHTeKCTHOTo MeHIo Jl00aBHTh B CJI0Baph.

Yro6bl [006aBUTH HOBOE CJIOBO HeNOCPeJCTBEHHO 4Yepe3 CaM CJIOBApb, BBIIOJIHUTE
CJIeJIyIolre IeNCTBUS:

1. Boibepute myHKT KOMaHAgHOrO MeHI0 MHcTrpymeHnThl > HacTrpamBaemslil ci0Bapb

(cm. Pucynok 95).

WHetpymedtsr Bug  OBwwi goctyn  Hagetpoikw
OrobpaxeHne MCNPABNEHWA W KOMMEHTAPWEE  #

Mpaecnucadwe r

Hactpaweaemmii cnoeaps

Pucynok 95 — [Tynkt komangHoro MeHto HacrpanBaemslii cioBapb
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2. B okxue HacrpamBaemsiii cioBapb (cM. Pucynox 96) BBemute CoBO, KOTOpOe

HeoOX0uMO 0OaBUTh B CJIOBaph.

i’ Hactpaweaemblidl cnosape >

‘ MoiiOdud X

MogknouynTs loToBO

Pucynok 96 — Okno HacTrpauBaemsblii CJIOBapb

3. Haxmure KHOIIKY vy Kiasuily Enter Ha kiiaBuartype.

4. Haxwmure KHOIIKY FOTOBO, YTOOBI 3dBepHIUTL peldKTHUPOBaHHe CJIIOBAPA YU 3dKPBITh OKHO.

4.2.8.2.2 Tlogk/IIOYUTH CTOPOHHHE CJIOBAapH

YToOB! paclIMpUTh 3amac CJIOB, JIOCTYIIHBIM B TEKCTOBOM pe/laKTOpe, MOXHO IOAKIIOYUTH
crtopoHHue cioBapu B ¢popmarte DIC. [lns storo B auanoroom okHe HacrpauBaemsblii cii0Baphb
HaxxmuTe KHOMKY Ilogkmrouuts (cM. Pucynok 96). B oTkpbiBiemcs: okHe ¢aiIoBOro MeHeKepa
BbIOepuTe ¢aiisl ¢ pacmupenueM ¥.dic u HaxxmuTe KHOIIKY OTKPBITS.

ITo 3aBeprieHny conepxuMoe daiia 0ToO6pasUTCs B HACTPaUBaeMOM CJIOBape.
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4.2.8.2.3 YaanuTh CJI0BO U3 CJIOBaps

Panee no6aBiieHHOe CJI0BO MOXKHO YAAQJIUTh U3 HACTPAauBaeMoro CJI0Bapsl.
YrobObl yHoalvTh CIOBO C IIOMOMIBI0 MHCTPYMeHTOB oOkHa HacrpauBaeMsblil ciI0Baphb,
BBITIOJIHUTE CJle[lyolye JeHCTBUS:
1. Bribepute myHKT kKOoMaHAgHOTO MeHI0O MHcTpymeHThl > HacTpamBaemslil ClI0Baphb
(cm. Pucynok 95).
2. B oxnHe HacrpauBaeMblii C/10Baphb HaBe[UTe KypCOp MBIIIM Ha CJIOBO, KOTOpoOe
HeoOXO0UMO y/IaJIMTh U3 CJIOBAapsl, U HAXKMHUTe KHONKY Y aaiauTh (cM. PucyHok 97).

3. Haxwmure xHoriky I'oToBo, 4TOOBI 3aBepIINTh pelakTHPOBaHUe CJI0Bapsl ¥ 3aKPbITh OKHO.

B | Hactpaweaemeld cnoeape >

MobiOdc ¥aanuThs

N

MogknouynTs loToBo

Pucynok 97 — Y nanenue cioBa u3 cioBapsi
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YtoObl ymanuTh cioBo 6e3 mepexofa B OKHO HACTpaWBaeMOI'o CJIOBaps, IIEJIKHUTE II0
JJAHHOMY CJIOBY IIpAaBOM KHOIIKOM MBIIIM HENOCPe/ICTBeHHO B TEeKCTe W BBIIIOJIHUTE KOMAaHJy

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

4.2.8.3 IIpoBepka rpaMMaTHKH

YToObl BKIIOYNTh WIA OTKIIOYUTH TPOBEPKY TIpaMMATUKH, B KOMaHJHOM MeEHIO
HNucrpymentst > IlpaBonmcanme moctaBbTe Wik CHUMHTe ¢iakok IIpoBepka rpaMmaTHKU
(cm. Pucynok 98).

BxiltoueHne ¥ OTK/IIOYEHHe peXyUMa IPOBePKH T'PAaMMAaTHKH TIPUMEHSIeTCS TOJIBbKO K

TeKyleMy OOKYMEHTY U He BJIMAET Ha Apyrrue OTKPbITble JOKYMEHTHI.

Mrctpymenter Bug  OBwwi goctyn  Hapgetpobikw  Cnpaeka

OtobpameHre MCNPaBASHWA W KoMMeHTapres  * |, | A— A+ —
MpagcnucaHwe r Mpoeepka opdorpadui
HacTpaveasmeli cnoBaps ~  [lpoeepka rpaMMaTiEmn

Pucynok 98 — KomangHoe mento UHCTpyMeHTBI

[TpyHIMIIBI IPOBEPKU IPaMMAaTHKHU:

— $I3bIk MpOBEPKU rPaMMAaTHKU BbIOMpaeTCsl aBTOMaTH4eCKH 110 IIepBoi OykBe ab3aria.

— IIpoBepka rpamMmarukm 3amyckaetcs nocie Haxatus kiaBuiiu IIpo6esn wiv Enter npu
YCIJIOBUY, YTO Npe/JIOXKeHNe 3aBepIlleHo.

— lIpensnoskeHue c rpaMMaTAYeCKOM OIMOKOM MOJYepKHUBAETCs CHHel BOJTHUCTOM JIMHUEH.

4.2.9 Ilouck ¥ 3aMeHa JaHHBIX

[Touck ¥ 3aMeHa [AHHBIX BBIIOJIHSETCS MO BCEMY CO/IEPXKHMMOMY JIOKYMeHTa, KpoMe
CHOCOK (cM. pasnen 4.2.2).
Ecnu 1oKyMeHT OTKPHIT B pesxuMe IPOCMOTPA, TO B HEM JIOCTYTIeH TOJIbKO TOMCK JaHHBIX

(6e3 3ameHbI).

YTOoOBl OTKPBITH IAHEeIb MOWCKAa U 3aMeHbl JAHHBIX B JIOKYMEHTe, BBIIOJIHUTE OJIHO W3
CIIeIYIOIIUX JeUCTBUIA:

— Boibepute nyHkT koMmanaHoro MeHio IIpaBka > Ilouck (cMm. Pucynok 99).
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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

A KonvposaTh dopMaTWpoBaHWe Ctrl=5Shift+C
MprMeHWTE $opMaTHRoBEaHWE Ctrl+5Shift=V
BwaenvTte Bce Ctrl+4
JEWNTHTE OT MIMEHEHMIA
CHATE 3aLMTyY

1 Mowck Ctrl+F

Pucynok 99 — KomangHoe mento IIpaBka

— Ha 6okoBoi1 maHenn HAKMUTE KHOTIKY () (ITouck u 3ameHa) (cM. Pucynok 100).

- O et
- At
AT A Tr
v £ v
Ab3ay Crunm Bcraska -
-~
W
- L + 100% b

Pucynok 100 — Kuonka Ilouck u 3ameHa
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— Haxwmure coueranue kinasum Ctrl+F wiu Ctrl+H / #Cmd+F.

Ha nanenu Ilouck u 3amena (cMm. Pucynok 101) npu Heo6X0AMMOCTH yKaXkHTe I1lapamMeTphl
IIOKCKA U 3aMeHbl JAHHBIX:
1. Pa3Bepnute IlapamMeTpbl HAX)KaTHeM Ha KHOIIKY .
2. VYkaxure O0aacTh IOMCKA JAHHLIX:
— Bech NOKyMeHT — BBIIIOJIHUTH [IOMCK BO BCEM JOKYMeHTe, BKJII04asi KOJIOHTUTYIIbI
(cm. paznen 4.10.2).
— be3 KOJMOHTHTYJIOB — BBIIOJIHUTH IIOMCK BO BCEM IOKyMeHTe, 3a HCKJII0YeHUeM

KOJIOHTHUTYJIOB.

= [lonck un 2ameHa Q
JameHuTb JaMeHWUTb Boe

MapameTpw .

CEZ.'-.’!CTI: NoWCEa:

O Bec LOKYMEHT

bes kon OHTHUTY.OB
DunbTRLL

Tonkko cnoBa LEnMKom
YUWTEIBaTE PETVCTR NPW NOWCKE

YUWTEIBATE PETVCTD NPK 3aMEeHE

Pucynok 101 — [Tapametpsl noucka

3. OtMmetbTe dprnakkamu Tpebyemble PHUIBTPHI:
— Toubko cii0Ba meJIMKOM — HAaWTH TOJIBKO Ilejible CJI0Ba, @ He TeKCT, KOTOPbIH
SIBJISIETCS. 9aCThIO IPYTOTO CJIOBA.

—  YuurpiBaTh PerucTp IpHu IIOHCKe — BLIIIOJIHUTH IMOHWCK C Yy4eTOM 3dlVlaBHBIX KU

CTPOYHBIX 6yKB B HICKOMOM TeKcCTe.
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— YuuThIBaTh PerucTp IPH 3aMeHe — BBLIIOJIHUThL 3aMeHy C y4eTOM 3arjlaBHBIX U
CTPOYHBIX OYKB B HaiileHHOM TeKcTe. [Ipumep: B TekcTe JOKyMeHTa HeOOXOIUMO
3aMeHUTb CJI0BO doeoBop Ha cloBO koHmpakm. Ilpu aTtom ciioBo doeoBop Moxet
ObITh HAIIMCAHO KaK CO CTPOYHOM, TaK M C 3arjaBHOM OyKBBHI (HalpuMmep, B Havaje
npemioxkenus). [loctaBbTe ¢Quiakok YYHTHIBATH PErvucTp NPH 3aMeHe, YTOOBI
€110B0 d02060p €O CTPOYHOM OyKBBI 3aMEHWJIOCh Ha CJIOBO KOHMPAKM CO CTPOYHOU
6ykBel, a cioBo /Jo2o6op c 3aryiaBHOM OYKBBI 3aMeHWJIOCh Ha cjioBo Konmpakm c

3aryiaBHOM OYKBBI.

Perucrp y4uTeiBaeTcs TOJIBKO 11 [IEPBOI'0 CUMBOJIA B HAWIEHHOM CJIOBe.

4. Caepuute IlapamMeTpsl HOXKaTHeM Ha KHOIIKY #.

YrtobBI HAUTH OdaHHbIe B JOKYMEHTe, BbIIIOJIHHUTEe CJIeAYyIoIiue HEﬁCTBHH:

1. B none HaiiTu BBeuTe naHHbIe 11 orcka (cMm. Pucynok 102).

2. HaxmuTe KHOIIKY E vy kiasuiry Enter Ha kiaBuarype.

=2 [lowck u 3ameHa Q

JaMeHnTL JamMeHWTEL Boe

Pucynok 102 — JlanHble 715 orcka

CoBrmajieHUsI TIOJICBETATCSI B TEKCTe JIOKYMeHTa M OTOOpPa3siTCsS B BHE CIHUCKA HA TaHeH
ITouck u 3amena (cm. Pucynok 103).

[TepemerraTbCsi 10 COBMAIEHUSIM B CITUCKE MOXHO CJIEIVIOIITUMHU CIIOCOOaMHu:

— IIemukamu J1eBOM KHOIIKY MBIIIIH.

— C nomompio kHOTOK v (Cienyromree coBnanenue) u ~ (IIpenbigymiee 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 coBIajieHre BBIAENSIeTCs KOHTPACTHBIM JKeJIThIM I[BETOM B CTPOKe CITMCKa U B
TekcTe JokymeHTa. OOIee KOJWYECTBO COBIQJIGHWA U TOPSIAKOBBIM HOMEpP BBIOPAaHHOTO

COBIIaJIeHMs II0Ka3bIBAeT CUETUYUK COBIIAJIEHUH, paCHOJIO)KEHHbeI HaJl CITMCKOM.

= [louMck m 3ameHa Q

Y nykomopss ny0d 3eléHbIH (0TPBIBOK
u3 mo3Msl «Pycnan u JIronmuna») 3aMeHuTL Ha

vV JIYKOMOPbS ﬂyﬁ 3e/IEHLI; 3aMeHUTL 3amMeHWTb BCe
3narag Lenk Ha oy Oe ToM:

H n1HEM M HOYEBIO KOT Y4EHBIH Mapametpbi ~
BcE XoouT Mo 1eny KpyroMm;

Hnét HanmpaBo — MecHb 3aBOJINT, v oA Cosnagenve 1 ua 6
HaneBo — cka3ky roBOpHT.

Tam uymeca: TaMm nelliil 6poJuT, Tam uygeca: Tam newunii GpoguT,

Pycanka Ha BeTBAX CHOMT;
Tam Ha HeBeIOMBIX JIOPOXKax
Crenbl HeBHIAHHBIX 3Bepeii; Tam Ha HeBegOMBIX AOPOXKAX
M30y1Ka TaM Ha KypPBUX HOXKaX
Crour Oe3 oKoH, Oe3 nBepeii;
Tam nec U gon BUAeHHHA [T0HEL; Tam nec 1 0N BUAEHWA MONHBI;
Tam o 3ape NpPUXJILIHYT BOMHEI
Ha 6per mec4aHbIi H ITyCTOH,

WM TpuauaTts BUTA3EH NpeKpacHbIX
Ypenoii U3 BOA, BEIXOOAT ACHBIX,
H c HUMU JA0bKa UX MOPCKOH;

Tam uygeca: Tam newnin Bpogwt,

WMabyLika Tam Ha KypbUX HOXKaxX

Tam o 2ape NpUXALIHYT BOAHbI

CrpaHnua 1 wn3 1 - L + 100% v

Pucynok 103 — Haiinennsle coBnafeHus

[TapameTprl mOMCKa MOXHO MeHSTb B Iipollecce paboThl C coBHafeHUssMU. CIHCOK
COBIIJIeHUH TIPY 3TOM OOHOBIISIETCSI aBTOMAaTUYeCKHU.
YroObl 3aMeHWTHb COBIIA/IeHUs, HalJleHHble B JIOKyMeHTe, BBIIIOJIHUTe Cllefyollye
JeUCTBUS:
1. B crpoky 3amenuts Ha (cM. PrucyHok 102) BBeuTe naHHbIe /Jis 3aMeHbl WM OCTaBbTe
1oJie MyCThIM, ecJIv TpebyeTcsl yAaIuTh Hali/leHHOe COBIIaJIeHue.
2. 3ameHHTe COBIIaJIeHUs OTHUM U3 CIIeYIOLIUX CIIOCOOO0B:

— Haxwmure KHOIIKY BHMEHI/ITI), yTOOBI 3aMEeHHUTH BbBIJIeJIEHHOe COBIIdJJeHHe.
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— Haxmure kHONKYy 3aMeHHTH BCe, YTOObI 3aMEeHUTh OJJHOBPEMEHHO BCe HaleHHbIe
coBnajmenusd. B okxHe c cooOmeHneM «3aMeHUTL BCe COBIIAQZEHUA?» HAKMUTE

KHOIIKY 3aMeHHTh.

YToOBbI 3aKpHITh IMAHENb TOWCKAa W 3aMeHbl JaHHBIX, BBIOJHUTE OJIHO W3 CJeIyIOIIUX
JIeiICTBUN:

— B BepxHeii yacTu MaHeIu HAXXMHUTE KHOIIKY 2.

— Ha 6okoBoit manenu Haxkmure kaornky () (IToHck 1 3aMeHa).

— Haxmure KJIaBUIITY Esc Ha KJIaBHUaType.

B Ta6n1/1ue 7 IpeacCTaBjieHbl COYeTdaHHA KJIdBHII, KOTOpPble MOXXHO HCIIOJIb30BATb MOJIA

6bICTpOFO epemMenieHusd Mexay 3JIeMeHTaMU IIdHeJIX IIOUCKd U 3dMeHBbI.

Taoiumna 7 — CoueTaHus KJIaBHIII

HeiictBue CoueraHue KIaBHII CoueraHue KIaBHIII
B OC Windows / Linux B OC macOS

OTKpBITh TaHEeNb IOMCKA U 3aMeHbI Ctrl+F nmu Ctrl+H 3 Cmd+F
BBINOIHATE TOUCK MO0 YKa3aHHOMY 3HAYeHHIO Enter Enter
[lepefiTH K CrleAyIOIEMY 3MIEMEHTY TaHeIN Tab Tab
[lepefiTi kK IpeABIAYIIEMY 37IeMEHTY TTaHeH Shift+Tab f Shift+Tab
PackpriTh wiu cBepryTh IlapameTpsl [TpoGen [TpoGen
BribpaTh 06macTh roucka uinm pUILTp [TpoGen [TpoGen
HaxaTp kHOIIKY [IpoGen [TpoGen
[lepeiity K crenyoneMy/IpenbIyiieMy Lut Lut
COBITA/IEHUIO
[lepeiiT k IEPBOMY COBMAJIEHUIO B CIIHCKE Home Fn+ «
[lepefiTi K TOCITETHEMY COBIIAZIEHUIO B CITHCKE End Fn+—
3aKpBITh MTaHeNb [IOKMCKA U 3aMeHbl Esc Esc
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4.2.10 Yaanenue Tekcra

YT0OBI YAAJIIUTb W3 TEKCTd OOWH WJIM HEeCKOJIbKO CHUMBOJIOB, BOCHOHBSYﬁTECb OJHHUM H3

cJIeJyromux CIToco0oB:

VY craHoBuTe Kypcop Mocjie CUMBOJIOB, KOTOpbIe TpebyeTrcs yaanuThb. [Ipu pabote B OC
Windows / OC Linux yganute CHMBOJIBI ITOC/IEeIOBAaTeIbHBIM Ha)kaTHEeM Ha KIIABHIIY
Backspace, npu pa6otre B OC macOS — Ha kiaButry Delete.

YcraHoBUTE Kypcop /10 CUMBOJIOB, KOTOphle TpebyeTcs ymamuth. [Ipu pabore B OC
Windows / OC Linux ypanuire CUMBOJIBI IIOC/IeJIOBAaTeIbHBIM Ha)KaTHeM Ha KJIABUIIY
Delete, npu pabote B OC macOS — nocienoBaTebHbBIM HakKaTHeM COYeTaHMs KIIaBUIII

Fn+Delete.

YTo0bbI YAAJIIUTDh 9d4CTh CJI0BA WIN CJIOBO, BOCHOJIb3y1>'ITeCI> OIHUM U3 CJIeyIonunux CIIOCO0OB:

YcraHoBUTe Kypcop IOCJe YacTH CJI0Ba WM CJIOBA, KOTOpoe Tpebyercst yaanuTsb. [Ipu
pabote B OC Windows / OC Linux HaxxmuTe coderanue kiasuil Ctrl+Backspace, npu
pabote B OC macOS — 8Cmd+Delete v ~Option+Delete.

VYcraHoBuTe Kypcop 10 4acTH CJIOBa WJIM CJIOBA, KOTOpoe Tpebyercsi yaanuTb. [Ipu
pabore B OC Windows / OC Linux Haxmute coderanve kiasuil Ctrl+Delete, npu

pa6ote B OC macOS — #¢Cmd+Fn+Delete vt ~Option+Fn+Delete.

YToOb! yIanuTh PpparMeHT TEeKCTa, BHITOJIIHUTE CJIeAYIOIIre TefCTBUS:

1.
2.

Brienute Tpebyemblii pparmMeHT.
[Ipu pa6ote B8 OC Windows / OC Linux naxmute kiaBuiily Delete v Backspace, npu

pabore B OC macOS nHaxxmurte kiiaBuily Delete v coueranue kiasuil Fn+Delete.
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4.3 dopmaTHpOBaHHEe TEKCTa

4.3.1 HenmeuaTaeMEIe CHMBOJIBI

Heneuaraemble CHUMBOJIBI — 3TO YCJIOBHble CHMBOJIbI (HOPMATHPOBAHUS, KOTOpbIe
WICIIOJIb3YIOTCSL JIJISl OPTaHU3alMK COJEePXKUMOT0 JIOKyMeHTa, HO He 0ToOpakaroTcs 1pu edatu. Mx
M0JIe3HO O0TOOpaXkaTh MPU PeIaKTUPOBAaHUM JOKyMeHTa, YTOObI M306eXaTh, HalpuMep, JBOMHBIX
1po6eJioB B TEKCTe.

YToOBbI BKJIIOYWATH OTOOpakeHWe HeledaTaeMbIX CHMBOJIOB, BBHITIOJIHUTE OJHO W3
CIIeVIOIIUX NeUCTBUMA:

— Bruibepute nyHkT KoMmaHaHOro MeHio Bua > HemeuaTaemMble CHMBOJIBI

(cm. Pucynok 104).

Bvg OBwwi goctyn  Hagctpelikn  Cnpask

NuHelika Ctrl+5hift+R

HeneyaTaemMble CHUMBOAL
Pexcm npezeHTaLmmn
MacwTab L4

MaHens HHCTPYMEHTOE r

Pucynok 104 — Komananoe maro Bup

— Ha manenmu wHCTpyMeHTOB, B paszeiie A63anm Hakmute KHOTNKYy 9| (HemeuaTaembie

cuMBoJIbI) (cM. Pucynok 105).

At sy = = = = v
AaBboOE!
& w 11E W = 4= _‘E[ w C|'|' OBBIYHBIR
Ab3ay CTiam

Pucynoxk 105 — Paznien maHesnu nuHCTpymMeHTOB Ad3arg

Heneuataembre CHUMBOJIbI, KOTOPbIE UCIIOJIb3YIOTCS B TEKCTOBOM peIdKTOpe, IpeJCcTdBJIeHbl

B Tabmnuiie 8.
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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-ipsum.’ PaspeiB cTpoku
dolor.sit-amet, ¢
consectetur,!

Pa3phbiB cTpaHuIibl

JlC

PaspniB pasnena

a]C

[IpuBs3ka:

— TabJIMIIbI, IUIsE KOTOPOM HACTPOEHO
K3 oOTeKaHKe TeKCTOM;

— U300paKeHUS;

— durypsl

T 3akJagka

4.3.2 CTuian Tekcra

Hasnauenue ctussi 1mo3BosisseT OBICTPO IPUMEHSITh OJMHAKOBOe ¢opMaTUpOBaHHWe JJis
pasHbIX (PparMeHTOB TEKCTa, Harpumep, 0GOPMIISITh 3ar0JIOBKU pa3HbIX YPOBHEHM, CCBUIKA U AP.
Hnst opopmiieHUs] TeKCTa MOXHO HCIIOJIb30BaTh KaK IIpe/lyCTaHOBJIEHHble CTHJIM, TaK U CTWIH,

CO3[JaHHbIe BPYYHYIO.

4.3.2.1 BeiOpaTs cTHIb

[To ymonyaHuio IpY CO3[JaHUU IOKYMeHTa UCIoJb3yeTcsl CTUIb O0bruHbIi. CTUIIb TeKCTa
MO>KHO U3MEHUTb C ITIOMOIIIbIO [TaHeId NMHCTPYMEeHTOB WMJIM OKHA OBICTPBIX JIeHCTBUM.
YT06BI M3BMEHUTD CTUJIb C ITOMOIIIBIO ITaHEeJIM MTHCTPYMEHTOB, BBIIIOJIHUTE CJIe/TyTOllHe IeMCTBYSI:
1. Yxaxwre ¢pparMeHT TeKcTa, yIst KOTOPOToO TpebyeTcsl U3MEeHUTD CTUJIb!
— YroObl M3MeHWTHb CTWIb AJI1 OJHOro abszala, yCTaHOBUTe B Hero Kypcop WU

Bbiie/inTe ero 1nejinkKoM.
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—  Yr10o6BI U3MEHUTD CTHJIL HeCKOJILKUX a03alieB, BLIACIUTe UX I[eJIMKOM.

Ha nanenu uHcTpyMeHTOB, B pasfene CTmau BeiOeprTe TpeOyeMblll CTHJIb M3 CIIMCKA

OTO6pa)KaeMbIX CTWJIEH WJIM HaXKMUTeE KHOIIKY *** 1 BbI6epI/ITe CTWJIb M3 BbIIIaJdrO0IIero

criicka (cm. Pucynoxk 106).

Aab6Be AaboB1 AaBoBs AaBOBeI  AaB6Bsl

3

&7 < - - r = -
DBl 4HbI Jaronoeok | Foranans mnen Fmrnnans

CTinm

AaB6BeITnEeE&x33UuHi

QBbIYHBI M

Tar

SJEATON0BOK

AaB6BaI'r/InEeEéKxk331
|

AaBoBeI'TInEeE &3 1ul

. N
3aronoBok 2

AaBoBsI'TIaEeEs w33 nltitK

Tar

JAMQA0BOK 3

AaB6BeI't/IgEeE ek IaMnl ikl

o

JaronoBoK 4

AaB6Bel'tIaEeEé a3 MulliiKkJL

3aronoBoK 5

+ Cozpars HOBLIA CTWAL

Pucynoxk 106 — Crincok crumnen

YTOOBI MI3MEHUTH CTHIIB C IIOMOIIIBIO OKHA 6bICprIX JIeVCTBHM:

1.

VkaxuTe PpparMeHT TeKCTa, 1711 KOTOPOro TpebyeTcsi UBMeHUTb CTHIIb:

— YToOBbl M3MEHUTb CTWIb JIJI1 OJIHOrO ab3alla, yCTaHOBUTE B HEro Kypcop WIH

BBIIEJINTE ero IeJIMKOM.

— YTOoOBI U3MEHUTH CTHJIb HECKOJIbKHUX a63aueB, BBIIEJINTE UX IIeJIMKOM.
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2. OTkpoiTe OKHO OBICTPBIX JEUCTBUN OHUM U3 CJIeAYIOIIUX CIIOCOOOB:
— DBruibepute nyHkT komanHaHoro MeHio CnopaBka > BeicTpele melicTBHS

(cMm. Pucynok 107).

Cnpaeka F1

JemoHCTRaUMA HOBBIX BO3MOXHOCTER
BricTpme geRcTEWA Ctrl=f

O nporpamme...

Pucynoxk 107 — IlynkT komanaHoro meHio BeicTpble gelicTBUs

— Haxwure coderanue knaBum Ctrl+/ npu pabore B OC Windows / OC Linux nmm
coderanue kiapuin £Cmd+/ mpu pabote B OC macOS.
3. B okue 6picTpbIX HeictBui (cM. PucyHnok 108) BbibepuTe Tpebyemblil CTHIIb OJTHAM M3

CJIeTyIOIINX CIIOCOOOB:

oOWCKE aelcTeMA

+/ OOBIYHBIA
3aronosok 1
3aroJioBoK 2
3aronoBok 3
Jaromoeok &
3aromoBok 5
HA3BAHMUME J10...
[Modsazonobok
Konowtutya

CHocka

Pucynok 108 — OkHO OBICTPBIX AeHCTBUMA
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— HaynuTe BBOOWTHL Ha3BaHWe CTWJI B CTpOKe Toucka. Korma TpeOyeMblii CTWIb
0TOOpasuTCs B pe3ysibTaTaxX IOWCKa, IIEJIKHUTE 10 CTPOKe CTWIs JIeBOM KHOIKON
MBI WK BBIJIEJIUTE CTPOKY CTWIS C IOMOIIbIO KJIABUII KJIaBHATypbl | U T U
HaXMuTe KiaBuinry Enter.

— IIpokpyTHTe cimcok KOMaH/]I /10 KOHIIAa. B Gi10Kke CTHIIei 1meTYkoM MBI BhibeprTe

TpeOyeMbIy CTHIIb.

4.3.2.2 Co3garhb CTHIIEL

[Ipunoxenve «MorOduc TekcT» mMoaJlep)KUBaeT BO3MOXXHOCTb CO3JJaHUSI CTHJISL Ha
OCHOBaHWM (pOpMaTHPOBAHUS BBIJIEJIEHHOTO TEKCTa WJIM TeKCTa, B KOTOPOM PpacCIlOJIOXeH KypCop.
HoBbl1ii cTiiib co3niaercs ¢ ipeaycraHoBiIeHHbIM uMeHeM «CTuib 1», «Ctunb 2» U T. 1.

J11st co3maHusi HOBOTO CTUJISL BBITIOJTHUTE CJIeTyIoIne NerCTBUS:

1. Ilpumenure Tpebyemoe ¢opMaTUpOBaHWe K CJIOBYy WM ¢parMeHTy TeKCTa

(cMm. Pucynok 109).
2. Brbigenure naHHOe CiI0BO/pparMeHT WM OCTaBbTe B HETO KypPCop.
3. Ha manenu uHCTpyMeHTOB, B pa3zeiie CTHIH HAXXMUTe KHOIIKY ===.

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

v A = w = = = E T1 w J—
o - T - Aab6Be = Aab0B1 AaB0Be AaB6Bel  AaB6Bell [[ese]
ﬁv 9 w ",E - (_: _,E H w q'|' 1 DEbI UHbI 3aronoeok 1 Forananoe Forananoe 3 Farmnons —_
AB3au 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 CROHCHOCTNLL .. .
AaBoBBIT/ITEeE éH{xk331nl
Jaronosok 2

AaB6BBITIaEeEeHm3sMniTiaK
3aronoBok 3

AaB6BeI't/InE el e M3 itk
Jaronos

AaBoBel'TAgEeE e 3 ulliiKulL

3aronoeok 5

+ CozgaTe HOBLIA CTWAL

Pucynok 109 — Co3nanue HOBOTO CTUIS
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Co3maHHbBIN CTHIIb 0TOOPA3UTCS B BhillafaroreM crucke (cm. Pucynok 110).

JocTynHO co3aHuve CTwied Ha OCHOBe HyMmepoBaHHbIX (1., 2.,

CO3[IdHHUH TAKOI'O CTUJIA CXeMa HyMepaluu 6y11€T BKJIIO4YeHad B CTHIJIb.

AaB6Bel'tIaEeEié Hm3sullin KL

JATQNOBOK 2

AABBBBITIIEEE!

Ha3saHke goKyYMEHTS

AaB6B6I=/I0EeE e  wc3sHuH iKx/In

Moa3arcnoBok

AabBoBel'rOgEe Eau3sHunKxTaMmHu0
KonoHTHTYA

AaB6BelrAnEeEeKxIsHuHaKkIInM

AaB6B6I2/T0E eE &nc33Huli

CTine1

+ Co3gate HOBLIA CTWAB

Pucynok 110 — ITonb30BaTenbckuii CTUIb

4.3.2.3 PegakTHpoBaTh CTHIb

3. ...) 3arosioBKoB. [Ipu

[TapameTps! popmMaTHPOBaHUS JTFOOOTO CTUIISI MOXXHO U3MEHUTH BPYUYHYIO.

YTOoOBI U3BMEHUTH CTWJIb, BBIIIOJIHUTeE CJIeAYIoIIre JerCTBUS:

1. Boimenurte ¢pparmMeHT TekcTa, K KOTOPOMY IIpUMeHeH TpebyeMblii CTHIIb.

BuecuTe Heob6xoMble u3aMeHeHUs B opMaTupoBanue (cM. Pucynok 111).

2
3. Ha nmanenu nHCTpyMeHTOB, B pa3zeiie CTHIN HaXXMUTe KHOIIKY «=:.
4

B BbITIaIdlOIleM CIIMCKe HdBeJjTe KYpCOp MbIIINW HAd HA3BdHUE J3TOro CTWISA U

Ha)XKMUTe KHOIKY = (OOHOBHTH CTHWIb 110 BBIOpAaHHOMY ¢parMeHTy).
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HBMeHeHI/Iﬂ, BHeCeHHble B CTWUJIb, dBTOMATHUYeCKH IIPDUMEHAI0TCA KO BCeM (bpaFMEHTaM

TeKCTad, K KOTOPbIM IIpUMeHeH JIQHHBIN CTHUJIb.
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AABEBBBIT/JIEEE]

Ha3paHwe dokymexTa
«MoiiOguc Texcm» — ydobHblil pedakmop dna padomsi ¢ mexkcmoGsiMu
DOKYMeHmaMU 110001l COHCHOCILL . .
AaB6B8Is/]oE ek EM nc3sHuM iKr/Ia

Moasaronceok

AaBaBsll r,[[;EEEé)KHcB:HuﬁﬁKKJ’[:{MMHHD

Konortimyn

AaB6BelrInEe EEx3aMulaKxaM

L HOCKa

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

+ Co3aath HOBLIA CTUAL

Pucynok 111 — KHonku peflakTHpOBaHUs U y/1ajleHUs! CTUJIS

4.3.2.4 YaauThs CTHWIbL

[Tpu HeobxomuMocTH 1000 CTHIIb, CO3/IAHHBIM BPYYHYIO, MOXKHO yHAnuThb. Iy 3TOrO

BBIIIOJIHUTE CIIefyIOII1e 1elCTBUS:
1. Brimenurte ¢pparmMeHT TeKCTa, K KOTOPOMY IIpUMeHeH TpeOyeMblii CTUIIb.
2. Ha nanenu nHCTpyMeHTOB, B pa3zeile CTHIHM HaXXMUTE KHOIIKY ===.
3. B BbInazamomeM CIMCKe HaBeUTe KypCOP MBIIIY Ha Ha3BaHWe 3TOTO CTUIIS U HAKMUTE

kHONKy [ (Y aaauTh cTHb) (cM. Pucynok 111).

ITocne yaajieHusda CTUJId KO BCeEM Cl)paFMEHTaM TeKCTa, O(l)OpMJIEHHbIM B JAaHHOM CTHIIe,

npuMeHsieTcss OOBIMHBIN CTHIIb.
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4.3.3 lllpudpr

[Io ymonyaHuiO T1IpU CO3MAaHUM JOKyMeHTa B npuioxeHun «MoiOduc Tekcr»
ucnosnb3yercs mpudTt XO Thames.

Y1oOBl OBICTPO M3MEHUTH HIPUQT, BHIIOJIHUTE CIleyolue JeHCTBHUS:

1. Brigenurte Tpebyembiii pparMeHT TEKCTa.

2. Ha nanenu unctpymeHToB, B pazzeie HIpudt (cMm. Pucynoxk 112) mienkHuTe 1o Mmoo ¢
Ha3BaHMeM TeKylIllero mpugra.

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

4. Brpibepute TpeOyeMblii MIPUPT C IIOMOLIBIO MBIIIX WIK KJIaBUII KJIAaBUATYPBHI:
— [IesnkHuTe 110 Ha3BaHUIO MIPU(PTA JIEBOM KHOIIKOM MBIIIIH.
— BeblgenuTe Ha3BaHWe MIPUQTA C IOMOIIBIO KJIABHUII KJIABUATYpbl | U T U HaXXMUTe

kiaBuily Enter.

Popmat  WHctpymente Bug  OBwwid goctyn  HagoTpolkw  Cnpaeka
C ﬁ w é |:{|:| |:| ‘V| 14 -

O & X0 Oriel A

Mpaeka

X0 Oniel Condensed

Pucynoxk 112 — Ilouck mipudra

YTo6b!I BEIOpPaTh MIPUPT M3 ITOJIHOTO CIMCKA MPUQPTOB, BHIIIOJIHUTE CIIeyIOIIUe JeHCTBU:

1. Beigenure TpeOyeMblii pparMeHT TeKCTa.

2. Ha nanenu uHCTpyMeHTOB, B pa3zese IIpu¢T HaXkmMUTe KHOIIKY ¥ CIIpaBa OT Ha3BaHUs
tekyero mpudrta (cMm. Pucynok 113).

3. B BeImaparomiem crvcke BbiOepuTe TpeOyeMblil HIPUPT C MOMOIIbIO MBIIIY WK KIaBHUII
KJIaBUATYPBI:

[ITenkHUTE 110 Ha3BaHUIO MIPUQTA JIeBOM KHOIIKOM MBIIIIH.

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

kiaBuily Enter.
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Bvg OBwwi goctyn  Hagctpoihikn  Cnpaeka

[epu—

é | X0 Thames \E:L 14 |» AT AT = v
Q +" X0 Thames & i v £ l'E b

AB3au

Cormaorant

PT Astra Sans

PT Astra Serif

PT 5ans

PT Serif

X0 Caliburn

Pucynok 113 — IlonHblii cincok mpudToB

Pexomennyercst ncnosnb3oBath mIpUdThI cemeiictBa X0, YTOObI COXPAHATH (pOPMATUPOBaHUE

JOKYMEHTA IIPU ero OTKPLITUH B IPYTHUX OIlepPallMOHHBIX CUCTeMaX.

4.3.4 Pasmep mpudra

YroObl M3MeHUTH pa3Mep IPUTa, BHIIOJIHUTE CIle/IyIOoIIye 1eHCTBUSL:

1. Beigenure TpeOyeMbiii pparMeHT TEKCTa.

2. Ha nanenu nHCTpyMeHTOB, B pasnene IlIpudT Ha>kMuTe KHONIKY v CIpaBa OT pa3Mepa
Tekymiero mpugTa (cMm. Pucynok 114).

3. B oTKphIBIIEMCS CIIMCKe BbIOepUTe HeOOXOOUMBIN pazmep mpudTa.

Ecim HeobxoMMoro pa3Mepa HeT B CIIMCKe, 3a/laiiTe ero Bpy4HYyo. [jis aToro:

1. Ha nmanenm uHCcTpyMeHTOB, B pasieiie HlIpudT BbimenuTe Tekylee 3HaUeHHe pa3Mepa
mpudra.

2. Baenurte Heobxomumoe 3HaueHue. B kadecTBe paszpmenuresisi [IJis IPOOHBIX 3HAYeHUH
ycronb3yuTe 3ansaryto. Hanpumep: 21,5.

3. Haxmwure xiiaBuiry Enter Ha kiiaBuatype.
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OBwwmid goctyn Hagetpolikn  Cnpaeka
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Pucynok 114 — Pazmep mpudta

g yBenmudeHus pasMepa LIpUQTa Ha OJHY €OVHMILY BBIIOJIHUTE OJHO M3 CIIeYIOIIUX
JIeMiCTBUI:
— Beoibepute nyHKT koMaHgHoro MeHio Popmar > Illpudrt > YBenuuurs pasmep

mpudra (cM. Pucynok 115).

Qopmat  MiHcTpymedTe  Bug  OBwwi gocyn HagcoTtpoikw  Cnpaeka

OurcTnTe foprMaTMpoBaHne Ctrl+5pace [ v 14 v AT AT = v 3
WpndT R MoayxvpHoiid Ctrl+B L
BmpaeHweanne P K Kypcowe Ctrl+| .
MosopoT TekcTa ¥ U MNoguepkryToii Ctrl+U |
WzobpaxeHne * &7 YmeHbWWTE pasmep wprdta

Tabawua i’ AF ¥eenwmuute pazmep wpnudTa

Pucynok 115 — Komanzp! yBesmndeHNs U yMeHbIlIeHUs pa3Mepa mpudra

— Ha nasemu wuHCTpyMeHTOB, B pasziene IlIpupT Haxxmure kHomky A (YBenuuuTsb

pa3mep mipudTa) (cM. Pucynok 116).
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Bvg OBwmi goctyn

A KO Thames
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Hagctpoikn  Cnpaeka
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Pucynok 116 — Knomnku yBenm4eHHUs: ¥ yMeHbIIIeHUs pa3Mepa mpudTa

Jlyisi yMeHbIlleHHs pa3Mepa mipudTa Ha OJIHY eIWHUITy BBIIOJIHUTE OJHO W3 CJIeAYIOLIUX

IeUCTBUM:

— DBeoibepute nyHkT komaHgHoro MeHio Popmar > Illpudrt > YMeHBIIUTH pasMep

mpudra (cM. Pucynok 115).

— Ha manemmn wnHCTpy™meHTOB, B pasfene IlIpu¢dt Hakmure kHOnKy 4 (YMeHBIINTH

pa3mep mipudTa) (cM. Pucynok 116).

4.3.5 OdopmiieHue TeKcTa

B npunoxennn «MoiOduc TekcT» MOXHO 1o-pazHOMY O0QOPMIITH PparMeHThI TEeKCTa,

YTOOBI BbIJJ€JINTh UX HA (1)OHe OCTAJIbHOI'O COAepKNMOr'o JOKyMeHTd.

B Tabmnuite 9 npepcraBieHbl BApUaHThI 0POPMIIEHHS TEKCTa C COOTBETCTBYIOIIMMH KOMaHIaMHU.

Taonuna 9 - Odpopmienue Tekcra

Knonka Ha manenun Coueranue Coueranue
Od¢opmienne | IIyHKT KOMaHIHOrO
reKCTa MEHIO HHCTPYMEHTOB, kaaBum B OC KJIABHIII
B pasgene «IlIpudpr» Windows/Linux B OC macOS
.. | ®opmat > Ulpudrt >
IomyxupHsbIil TToMy>XHpHBIT X Ctrl+B #Cmd+B
®opwmar > llpudt >
Kypcuéb Kypcue K Ctrl+I #Cmd+I
[ToyepkHYTHIN Popmar > IHPI:KDT g Y Ctrl+U #Cmd+U
[TopuepkHyTBIN
BCE ®opwmar > llpudt > . .
IPOITMCHBIE | Bee mpomucrtie AB Cal+Shift+A | ¥Shift+sCmd+A
- ®opmar > pudr > _—
BHHCPIHYFDHH . - ~ -
3a4epKHYTHIH '
Ioxcrpounsit SHAK gOPMaT g LHPHCI)T g sas > Xz Ctrl+= ¥Cmd+=
OJICTPOYHBIH 3HAK
Hagcrpoumnt gy | POPMAT > Llpudr > e X Ctl+Shift+= | 0Shift+Cmd-+=

Hapctpounsrii 3Hak
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4.3.6 IIBeT Texkcra

YToObI U3MEHUTH 1IBeT HIpU(TA B TEKCTe, BHITOIHUTE CIIeyIOIue T1eUCTBUS:
1. Beigenute TekcT, Ji KOTOPOro TpeOyeTCst U3MEHHUThD 11BeT ipudTa:
— Yrobbl U3MEHUTH LBeT HIpUdTa B OJHOM CJIOBE, YCTAHOBUTE B HEro Kypcop WU
BBIJIEJIUTE ero [eJINKOM.
— YtoOBbl M3MeHUTH NBET MIpUPTa B KAKOM-THOO dparMeHTe TeKCTa, BBIJIEJIUTE ero
I[eJTUKOM.
— YroObl u3MeHUTH HBeT IIpUdTa [Jis TEKCTa, PacCIOIOXKEHHOTO B OIHOM syeiike
TabJIMIIbI, BBIIETIUTE 3Ty SIUeHKY WIH BblIeJIUTe BeCh TeKCT B 3TOMU sueiike.
— UYrobbl M3MeHUTh NBeT wpupTa i TeKCTa, PACIOJI0XXEeHHOI0 B HECKOJIbKUX
siuerKax, CTOJIONAX WIM CTPOKAX, BBIJIEJIUTE 3TU 3JIeMeHThI TaOJIUIbI.
— YroObl M3MeHWTH LIBeT HIpUQTA AJis1 BCEro TeKCTa, PACIIONIOXXeHHOro B Tabiule,
BbIJIeJIUTe TAOJIUITY IIeJIUKOM.

2. YtoObl BBHIOpaTH NOCIEAHWM IIBET, KOTOPBIM INPUMEHSUICS K HIPpUPTy paHee, HA IaHEIU

VHCTPYMeHTOB, B pazziesie IIIpu¢T HakMuTe KHOIIKY i (IXBet Texcra) (cM. Pucynok 117).

XO Thames v 14 (v AT AT =v | = = = =
X K 4 AB F - I'i%ﬂ?v‘ =y = = Ho
WpudT

LlEeTa TemMbI:

HEEEEE

CTaHLapTHEIE UEETE:

MocnegHue ueeTa:

Apyrre UEETa.., ﬂ

Pucynok 117 — Knonika IIBeT TekcTa 1 naHesb BbIOOpa 11BeTa
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3. YrtoObl BbIOpaTh yIsl MIpUdTa APYroM I[BeT, HAXKMHUTE Ha CTPEeJIKYy CIIpaBa OT KHOIIKHU
'_'ﬁ“' (IlBet Tekcra).

4. Ha OoTKpBIBIIEHCS TTaHeJIM BHIOOpA I[BeTa YKaXKUTe IBET IMpPUQTa OJHUM U3 CIIEAYIOMINX
CIoco0oB:
— BblOepUTe BT B OJIHOM W3 MpeJICTaBJIeHHbIX HA0OPOB 1IBETOB,
— YKaXHUTe KOJ I[BeTa BPyYHYIO,

—  CKOIMPYHTE IBET C TIOMOIIbIO MUIETKH.

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

Ha nanenu Beibopa 118eta (cm. Prucynok 117) nipeficraBiieHsl ciiefytoliye Habophbl I[BETOB:

— IIBeTa TeMbI — COJIEPXKUT I[BETOBYIO MAJIUTPY TeMbI TEKYIIETro TOKyMeHTa.

— CrangapTHble IBeTa — COJEPXUT I[BeTa, KOTOpble I10JIb30BaTeNld dYallle BCEero
BBIOMPAIOT TpU POPMATUPOBAHUHU JOKYMEHTAa.

— ITocimegnme mBeTa — COIEPXKUT JI0 JECSITH MOCIIeHUX IIBETOB, KOTOPbIE Bbl BHIOMPAH
npu dopmatupoBaHuu JoKyMeHTa paHee. Habop Ilociemnme mBera oToOpakaerc,

eCJIN BBI BbI6I/IpaJ'II/I XOTS OBl OJHH IIBeT.

[Tpu HaBeseHMM Kypcopa MBIIIM Ha OO0 I[BeT OTOOpaXkaeTcsl 3Ha4eHHe 3TOro I[BeTa B
uBetoBor Mogenu RGB. Hanpumep: RGB 192,80,77.

Jly1st BBIOOPA 11BeTa IIeJIKHUTe 110 HeMy JIeBOM KHOIIKOW MBIIIIH.

[IBet no6aBuTcs B Habop Ilociemuue nBera 1 otMetuTcst dutaskkoMm. [laHenb Bibopa 11BeTa

3akpoertcs. [IIpudT Tekcra okpacuTcsi B BLIOpAaHHBIM I1BET.

4.3.6.2 Yka3aThb KoJI IIBeTa BPYYHYIO

Ecin B mepeuncieHHbIX Habopax I[BeTOB HeT IOAXO/SINEro IBeTa, YKaKUTe ero Koj
BpPYYHYIO:
1. Haxmure kHotiky JIpyrue nBera (cM. Pucynok 117).
2. B otkpoiBiieMcs okHe Brioop nBera (cM. PucyHok 118) ykaxkute Tpebyemblil 1[BeT B
Bujsie HEX-kona wim B popmare RGB.

3. Haxwmure kHoniky OK.
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Brifop ueeta >
Hex-kog MpegnpocuoTp
e |
KpacHmi 3eneHbl i CHHWIA

o Cllo Z.|o

R

Pucynok 118 — Okuno Beroop nBera

LIBet, ykazaHHbIN BpyuHylo, nob6aButcs B Habop Ilocimemnme mBera (cM. Pucynok 117) u
orMetuTcsl ¢uakkoM. Ilanens BeiOopa 1Beta 3akpoetcs. Ipudt Tekcra okpacuTcsi B BbIOpaHHBIN

oBerT.

4.3.6.3 CxonupoBaTh IBET C MIOMOMIBbI0 MHNETKU

ITunerka IpeaHa3Ha4eHa I OAHOBPEeMEHHOT'O KOIIMPOBAHHS IIB€Td C TeKCTa WA O6'I)€KTa,
pacIioiokeHHOTo B paboyeid 06J1acTH TJIaBHOTO OKHA (CM. pa3zen 3.4), ¥ MpUMeHeHHsl 3TOTo IIBeTa

K H_IpI/ICl)Ty BBIJI€JIEHHOI'O TeKCTAd.

[TuneTka HEAaKTUBHA B peXXUMe PeJJaKTUPOBAHHUs KOJIOHTUTYJIOB (cM. pazfen 4.10.2).

YTo06BI CKOITMPOBATL IIBET C [IOMOLIbIO IMHUIIETKH, BBITIOJIHUTE CJIeYIoIIre JIeVICTBUSL:

1. HaxmuTe KHOUIKY & (ITmmetka) (cM. Pucynok 117). [1anens BeiOOpa 1BeTa 3akpoercs,
Y KypCoOp IIpUMeT BUJI «IIpHIlesiay Jjis BbIOOpa 1BeTa.

2. HaBemuTe kypcop Ha I[BeT, B KOTOpBIM TpeOyeTcss OKPAaCHTh BbIJIeJIeHHBIA TeKCT. s
Oosiee TOYHOTO BBHIOOPA IIBETAa OPUEHTUPYUTECHh HAa 00JIaCTh, PACIIOIOKEHHYIO CIIpaBa OT
Kypcopa. B Hell oToOpakaeTcs IBET MUKCeJIsl, HA KOTOPBIM B IAHHBIMA MOMEHT HaBefleH
KYpCOp.

3. llenkHuTe 10 IBETY JIeBOW KHOIIKOM MBIIIIH.
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[pudT BHIAETIEHHOTO TEKCTa OKPACUTCS B YKa3aHHBIA LIBET, U KypCOp IMPUMeT OOBIYHBIN
BUJI. YKa3zaHHbIA 1BeT JobaButcsi B Habop Ilocimemnue mBera (cM. Pucynok 117) u otmeruTcs
¢da>xkoM Ha IaHeJy BbIOOpa IBeTa.

Eciu Tpebyercss oTkiouMTh nuIleTKy 6e3 BbIOOpa I[BeTa, HaxkmuTe kiaBuiny Esc Ha

KJIaBHaType.

4.3.7 IIBeT BBIIEJICHHS TEKCTa

[Ipu pabore Haj [OKyMEHTOM OTJelbHble ¢parMeHTbl TeKCTa MOXHO BbIIENSATh
Pa3IMYHBIMU I[BeTaMu ([0 THITy Mapkepa), YToObI CAejlaTh UX 3aMeTHee Ha (OHe OCTaJIbLHOTO
COJIEP>KMMOT0 JIOKyMeHTa.

YTOOB!I BBIIEIUTH TEKCT I[BETOM, BBIIIOJIHUTE CJIeIyIOle 1efCTBUS:

1. Beigenurte TpebyeMblii GparMeHT TEKCTa.

2. Utobnl BbIOpaTh MOCTENIHUN I[BET, KOTOPBIA HCIIOIb30BaCS JJIsl BBIIEIEeHHs TeKCTa
paHee, Ha MaHeJXM UHCTPyMeHTOB, B pasfene IIpu¢dT HakMuTe KHOIIKY & (IIBet
BbIfIeJIeHus TekcTa) (cM. Pucynok 119).

3. Yrobwl BbIOpaTh AJisI BbIIEJIEHUS] TeKCTa PYTroM IBeT, Ha IaHeJld WHCTPYMEHTOB, B
paznene IlpudTt HakmuTe Ha CTpeNIKy CIpaBa OT KHOIKU © (IIBet BBIAeNeHHS

TeKCTa).

Bug OBwwi gocyn Hagcrpoikw  Cnpaeka
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Pucynok 119 — Knomnka IlBeT BbIgesieHUusI TeKCTa
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4. BribepuTe HEOOXOMUMBIHN I[BET B IIPeJICTaBJIeHHON NanuTpe wid B Habope Ilociemume

nBeTa. HaHHbII;'I Ha6op IIBETOB OTO6pEl)K8€TC$I, eC/ii paHee [OJid BbleJIEHWdA TeKCTa

KCIIOL30BAJICS XOTS OBI OIVH IBeT U3 MaJINTPhI. Bcero B Ha6ope HOCJIEI[HI/IE nBeTa

MOXXeT OTO6pa>KaTbC$[ OT OHOI'O 10 BOCBMHU IIOC/IIeJHUX HMCIIOJIb30BAHHBIX IIBETOB.

BbI6paHHbIIZ IBET OTMETUTCHI Cl)J'[a)KKOM, M TeKCT BBIEJIUTCA 3TUM IIBETOM.

YTOoOBI OTMEHUTD BBIJIeJIeHHe TeKCTa I[BETOM, BBITIOJIHUATE CIeAyIOIIne JIeHCTBUS:

1. Beimenure TpebyeMblii GparMeHT TEKCTa.

2. Ha mnaHenmu WHCTPYMEHTOB,

B pasperne IlpudT Haxxmure Ha CTpesKy ClpaBa

OT KHOIIKU & (IIBet BBIeeHus Tekcra) (cM. Pucynok 119).

3. B oTKpbIBIIEMCS OKHe HakmuTe KHOIIKY be3 nBera.

4.3.8 BolpaBHUBaHNe U HHTePBaJIbI

HaCTpaI/IBBEMI)Ie BbIpdBHHUBdHUWE, WHTEPBAJIbI U OTCTYIIbI HUCIIOJIb3YIOTCA JIA KOppE‘KTHOﬁ

OpraHr3dlilMi TeKCTa. Bnaronapﬂ 9TUM IlapaMeTpdM MOKHO BH3YdJIbHO pa3fejsdTb TEeKCT B

COOTBETCTBHH C LeJIsIMHU I10JIb30BaTeJIdl.

YTobOBl H3MEHUTH IIapaMeTpbl HA4 OJTdlle CO3OdHHUsA (bafma, BBEITIOJTHHUTE HeO6XO,I[I/IMbIe

KOMaH/BI. Ecnu musMmeHeHuMs1 BHOCSTCSI B yxe CYH_IECTBYIOH_[I/II;I AOKYMEHT, BbIIe/InTe Cl)paFMEHT,

IapaMeTpbl KOTOPOT'O HQO6XO)II/IMO HN3MEHUTD, ITIpeXxJe 9YeM BBITIOJIHATbL KOMaH/bI.

4.3.8.1 BeipaBHHBaHHe 10 TOPU30HTAJIN

YToObI BBIPOBHATH TEKCT IIO0 'OPHU30HTAJIN, BBIIIOJIHUTE CllieJyroine JIEeUCTBUSL:

1. Brimenurte ¢pparmMeHT TeKCTa, sl KOTOPOTo TpeOyeTcss HACTPOUTh BblpaBHUBAHUe.

2. BeinonHuTe 0JiHY U3 KOMaH], NpeficTaBieHHbIX B Tabnume 10.

Tabmuna 10 - BeipaBHIBaHUe 110 TOPU30HTAIN

ITynkT Knonka Ha manenu Coueranue Coueranue
ITonoxenue
TeKcTa KOMaHHOI'0 HHCTPYMEHTOB, xiiaBuim B OC KJIABHIII
MEHIO0 B pa3nene «Abzany | Windows/Linux B OC macOS
®opmar >
I1o neBOMYy Kparo BripaBHMBaHME > = Ctrl+L $8Cmd+L
Ilo neBoMy kpato
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ITyHkT Knonka Ha nmaHenn Coueranue Coueranue
Iloso:xenue
TeKCTa KOMAaH/THOT'0 HHCTPYMEHTOB, kiaaBum B OC KJIQBHIII
MeHH0 B pasneine «Aozam» = Windows/Linux B OC macOS
®Popmar >
ITo nenTpy BripaBHHBaHuE > = Ctrl+E #¥Cmd+E
[Io nentpy
®Popmar >
[To mpaBomy kpato | BripaBHUBaHUE > = Ctrl+R #Cmd+R
ITo npaBoMy kpato
®opmar >
ITo mmpume BripaBHuBanue > = Ctrl+J $8Cmd+J
Io mmpune

BbipaBHMBaHMe 110 TOPU3OHTAJIM IPOUCXOJUT B paMKaX OTCTYIOB, 3aJIaHHBIX ISt
penakTupyemoro ab3ara (cM. pasnen 4.3.8.5).

Eciu Tekct B siueiike pa3BepHYT (cM. pasnen 4.3.9), To BbIpaBHHMBaHHE [0 TOPU30HTAIU
OCYIIIeCTBJISIETCS B COOTBETCTBHHU C €TI0 PACIIO/IoKeHHeM B IPOCTPAHCTBe: TeKCT IepeMelaeTcs

OTHOCHUTEJILHO BepXHel U HU)KHeU IPaHULIbl SYeUKU.

4.3.8.2 BrlpaBHHBaHuHe 10 BepTHKAJIHN

BripaBHUBaHMe TI0 BEPTHKAIW MPUMEHSIETCS TOJIBKO IS COAEP>KUMOro Tabiuibl. KHomku
BBIDaBHMBAHMS OTOOpaXkaloTCsl Ha IaHeJld UHCTpyMeHTOB (cMm. Pucynok 120), eciu kypcop
YCTaHOBJIEH B TabJIvIle WU BblJieJieH 3JIeMeHT TabJIuIbl/TabInIIa 1IeJTUKOM.

YToObI BEIPOBHSITH TEKCT B TabJIMIle IO BEPTHUKAJIM, BBHITIOJHUTE CIIeIyIOIIHe IeHCTBUS:

1. Beigenure 31emMeHT, i1 KOTOPOTO HEOOXOIMMO HACTPOUTDH BHIDABHHUBAHUE:

— YTOOBI BEIPOBHSTH COJIEPXKMMOEe OJTHOM STYeHKHU, BhIJIeJIUTe ee UM YCTaHOBUTE B Hee
KYPCOp.

— YTOoOBI BLIDOBHATH COJEPKUMOE HeCKOJIbKUX sT9eeK, CTOJIOIOB WX CTPOK, BBIZIETUTE
JIaHHBIe 3JIeMeHThI TaOJIUIIbI.

— YToOBI BEIPOBHSTH CO/IepXKUMOe BCel TaOuUIIbl, BbIIeJIUTe TabIUITy IeIUKOM.

2. Ha maHenu MHCTPYMeHTOB, B pa3fiesie A@3am HaXKMUTe KHOIIKY | .

3. Boibepure c11iocob BblpaBHUBAHUS YKA3aHHOT'O 3JIeMEeHTa:

1" (BLIDOBHSITH II0 BepXHeMy Kpal0) — BEIDOBHATDL COJEPXKMMOe II0 BepXHeMy Kparo
STYeUKU,;

A& .

~ (BbIpOBHATH IO cepeuHe) — BLIPOBHSTH COJIEPXKUMOE TI0 IeHTPY STYerKH;

- (BrIpoBHSTEL M0 HIDKHeMy Kpaio) — BLIDOBHATL COZIEPXKHMOE I10 HIDKHEMY Kpaio

STYCUKU.
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Pucynoxk 120 — MHCTpyMeHTbI BEIpAaBHUBAHUS 110 BEPTHUKAIIN

Ecimu Texcr B sueiike pasBepHyT (cM. pasgen 4.3.9), TO BbIpaBHHBAHHE II0 BEPTHKAJIH
OCYIIECTBJISIETCS. B COOTBETCTBHMHU C €ro PacCIOJIOKeHWeM B IMPOCTPAaHCTBe: TeKCT IepeMellaeTcs

OTHOCUTEJILHO JIEBOM U NPaBOM I'PAHUIIBI SYEHKU.

4.3.8.3 MexcTpo4HbIii HHTEepBaJ

MeXCTpouyHBIM MHTEpBajl — 3TO pacCTOsIHKMe MeXXIy CTpokaMu ab3ama. [To ymomdanuio miis
BCEro TeKCTa YCTaHOBJIeH UHTepBal 1.

[Tpu HEOOXOANMOCTH MEXCTPOYHBINM UHTEepPBaJl MOXXHO U3MEHUTDb KakK JIJIsl BCETO TeKCTa, TaK
W Il OTHeNbHBIX ab3aileB. 3HayeHHe MEXCTPOYHOTO UHTepBajia MOXHO BbIOpaTh U3
IIpe/lyCTaHOBJIEHHbIX 3HaUeHUH WM yKa3aTb COOCTBEHHOe.

[Ipu BBIOOpE IIpelyCTAaHOBJIEHHOI'O 3HAYeHHs MeXIOYCTPOYHBbIM WHTepBal paBeH
MpoM3Be/ieHrI0 pa3Mmepa mipudTa Ha yKazaHHOe 3HadeHWe. Hampumep, eciii [jisi BBIIEIEHHOTO
abzana BeIOpaH mpUPT 12 0T M ABOMHOW MeXIyCTPOYHBIM HHTEPBal, TO PACCTOSIHUE MeXIy
cTpokamu ab3aria 6ymer paBHo 24 it (12 ot x 2).

YT0o6B! HA3HAYUTH IIPe/lyCTAaHOBJIEHHBIN UHTepBaJl, BBHIIOJIHUTE CIIeAAyIole 1efCTBUS:

1. Boigenure TpeOyeMbiii pparMeHT TEKCTa.

2. Ha maHenm WHCTpyMeHTOB, B paszaeie A03al HaXXMUTe KHOMNKY, Ha KOTOPOH

oTobpaskaeTcs TeKyllee 3HadeHMe uHTepBania. Hampumep: 11 (cM. Pucynox 121).

3. B oTkpbiBIIeMcs ciiucKe BbibepuTe He0b6X0IMMOe NpelyCTaHOBIIEHHOe 3HaYeHHe.

T m—v% AaRABRr  AaRf]

o
1

i

[A—

i
£
'
il
il
Ilf

1.— —
= W =

I

il

o
<

b -
OpwvHapHbIi

AG3aly

s 105
s 15
T2 JeoiiHoi

I MpouzeoneHwi uHTEpEAN...

Pucynok 121 — Beibop MexXCTpo4HOI0 UHTepBaja
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YToObI HA3HAYUTH ITPOM3BOJILHBIA WHTEPBAJI, BHIIOJHUTE CeIyIoIIe JeHCTBHUS:

1.
2.

Brienute Tpebyemblii pparmMeHT TeKCTa.

Ha manenmu wWHCTpyMeHTOB, B pasfene A03am HaXXMHUTe KHOMKY, HAa KOTOpPOH
oTOOpakaeTcs TeKyllee 3HaUYeHHe HHTepBana. Hampumep: | (cm. Pucysok 121).

B otkpsiBItieMcs ciivcke BbibepuTe MyHKT IIpou3BoJIbHBIN HHTEPBAJI.

B okne IIpousBosbHBII HHTEepBaa (cM. PrucyHok 122), B BhINafiaroiieM CIIHCKe ClieBa

YKaxxute crocob pacyeTa uHTepBdJia:

MHoxuTenb — MeXIyCTPOYHBIM WHTepBaj, KOTOpPBIM yBeJIWYUBAeTCs WU
yMeHbIIIaeTCsi B COOTBETCTBHMU C YKa3aHHbIM MHOXuTtejaeMmM. Muoxurens 1,00
COOTBETCTBYeT OJWHAPHOMY HWHTepBally. MHoxuTenb 6Oosblile  eIJMHUIBI
yBelIMuMBaeT WHTepBal. Hampumep, mMHOXuTenb 1,2 yBenvyuBaeT WHTepBaj Ha
20%. MHoXuTeslb MeHbllle eIMHULIBI YMeHblIlaeT UHTepBal. Hanpumep, MHOXHWTENb
0,7 ymenbiaet uaTepBail Ha 30%.

Toyno -~ QUKCUPOBAHHBI MHTEPBal, paBHbIA 3HAYEHHIO, YKa3aHHOMY
B TIIOoJie CIlpaBa. 3HAaueHHWe YyKa3blBaeTcsi B MyHKkTax (nT). B oriomume ot
IIPOM3BOJIBHOTO  WHTepBajla,  (UKCUPOBAaHHBIM  WHTEpBal He  MeEHSeTcs
IIPU YMeHbIIIeHUH/yBeJInYeHUH HIpUQTa.

MuHuMyM -~ MUHUMQIBHO JONYCTMMBIA WHTEpBaJl, paBHBIA 3HAYEHUIO,
yKa3aHHOMY B II0jle CIlpaBa. JHayeHWe yKa3blBaeTcsli B MYyHKTax (1IT).
[Ipu yBenuueHny pasmepa mpudra WM A00aBIeHWH B CTPOKY CHMBOJIOB,
BBICOTA KOTOPBIX OTJIMYAeTCSI OT OCHOBHOTO MIpH@Ta (HarpuMmep, HaJICTPOUYHBIX U
MO/ICTPOYHBIX 3HAKOB), 3HAYeHMe WHTepBajla MeX/y CTPOKAMH paCCUUTHIBAETCS

dBTOMATHUYeCKH.

MpowzecnbHEBIR MHTEREAR *

MHoxKTENE ¥ 1,15 v

Pucynok 122 — Okno IIpon3BobHBIN HHTEPBAJ
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5. B mose crpaBa ykakuTe 4MCIIOBOe 3HAYEHMeE JIJIsl BBIOpAaHHOTO CIiocoba pacyera.

6. Haxmure xkHonky OK.

4.3.8.4 MexcuMBOJILHBINA HHTEPBaJI

MeXCUMBO/IBHBIM HHTepBaJl. — 3TO PpacCTOsSiHMe MeXJy CHUMBOJIaMHU B TeKcCTe.
MeXCHMBOJIBHBI HMHTepBajl MOXeT OBbITh VIUIOTHEHHbM, OOBIYHBIM M paspexxeHHbIM. Ilo
YMOJIYaHHUIO JIJIS1 BCEro TeKCTa BbIOpaH OOBIYHBIA MEXCUMBOJIbHBIA HHTEPBaJl.

Tun MeXCHMBOJIBHOTO MHTepBajia MOXXHO BbIOpAaTh C IIOMOIIBI0 KOMAaHJHOI'O MeHIO WU
IIaHeJIu UHCTPYMEeHTOB.

YT0o6BI UBMEHUTH MEXXCUMBOJIbHBIN WUHTEPBaJI C IIOMOIIIbI0 KOMAaHIHOT'O MEHIO, BBIIIOJIHUTE
CJIeIyIolve IeNCTBUS:

1. Boimenure ¢parMeHT TekcTa, B KOTOPOM TpeOyeTcs HaCTPOUTb MeXXCUMBOJIbHBIM

VHTepBaJl.
2. Brpibepure nyHKT koMaHfgHOro MeHio Popmar > Illpudpt > MeKCHMBOIBLHBIN
uHTepBas (cM. PucyHok 123).

3. B oTkpbiBIIEeMcs TOJIMEHIO BbIOepuTe TpeOyeMblil THUIT MHTepBaa.

Dopwat  Mectpymedter Bua OBwwnid goctyn HagctpoWkw  Cnpaeka

OuncTHTE dopMaTURoBaHHE Ctrl+5pace

viiwilv AT =y == == 0
WpndT FOX NomekwpHeia Ctrl+B = 5= :E[ w qr
BripaeHneaHne FOK Kypcue Ctrl+
MoeopoT TekcTa FU MoguepkHyTwii Cirl+U
Wzobpamkerune Y AT YMEHBLWIWTE pasMmep WpndTa
Tabnnua i’ At Yeearunte pasmep wpndTta

T 3aqepkHyTHIRA

%*  HagcTpoursil sHak Ctrl+5Shift+=
¥z MogcTpoddeli 3Hak Ctrl+=
AB  BcenponucHwme Ctrl+Shift+A
M edCMMBOABHE A WHTEpEAN P AR YhnoTHEHHDIH

AR OBbiuHbIA

AR PaspemeHHbIN

Pucynok 123 — Komananoe mento ®opmar
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Yrobbl M3MEHUTh MEXCHMBOJIBHBIA WHTEpBAal C IMOMOINBIO TAHEeJId WHCTPYMEHTOB,
BBITIOJTHUTE CJIYIOIe IeHCTBUS:
1. Bwimenute ¢parmMeHT TeKCTa, B KOTOPOM TpeOyeTcss HACTPOUTh MEXCHUMBOJIbHBIN
WHTepBaJl.
2. Ha manenu uHCTpyMeHTOB, B pa3zene IHlIpu¢Tt HaxkmMuTe KHOTIKY === (CM. Pucynok 124).

3. Bribepure TpebOyeMbli THIT HHTEpBaa:

ﬁE" — VIUIOTHEHHBIH,
AB_ OOLIYHBIHN,
A B

+ 5 — pa3peXeHHBLI.

Bvg OBwwi goctyn  Hapctpobikn  Cnpaeka

é HO Thames v |1 v AT 2":'\+ EE h
& ¥ K YU AB T e Av €' imw
Wp X Xz &E AR .E\_E}:- AB3ay

Pucynok 124 — Bribop MexxCHMBOJIBHOT'O MHTEpBajia

4.3.8.5 lnTepBajbl U OTCTYIHI /I a03a1eB

J11s1 i3MeHeHUs HACTPOeK OJTHOTO ab3alla yCTaHOBUTE KYpCop B Jit000e MecTo 3Toro ab3ara
WIA BBbIJIEIUTE ero IeJuKoM. Jljis M3MeHeHHsT HACTPOeK HeCKOJbKUX ab3alleB BBbIENIUTE WX
I[EeJTUKOM.
YToObl HACTPOMTH MHTEpPBAJIbl U OTCTYIIbI BLIOPAHHBIX ab3alleB, BBIOJIHUATE CleIyIoIIue
JIeNCTBUS:
1. Ha maHemM MHCTpYMeHTOB, B pa3feiie Ab3an Haxmute kHorky |=| (HacTpoiiku a63aia)
(cm. Pucynok 125).
2. B OTKpbIBIIEMCS OKHe YKaXXUTe HeoOXOAWMble YKCJIOBble 3HAYEHWS MJis CJeIyIOIINX
IIapaMeTpoB:
— IlepBasi cTpoka — pacCTOsIHHe OT JIeBOTO TI0JIs JOKYMEHTa JI0 TIepBOU CTPOKH B ab3arie;
— Orcryn cieBa — pacCTOsTHUE OT JIEBOTO TIOJIS IOKyMeHTa J10 ab3aria;
— Orcryn cipaBa — pacCcTOsTHUE OT MPABOTO TOJIs IOKyMeHTa 710 ab3aria;
— VuTepBai A0 — UHTEpBaJl MeX/y TeKYIUM U MpeAbIAYIIIUM ab3aieM;

— HHTepBa nocie — MHTePBaJl MeX]y TeKYIIUM U N1OCJIeYIOIIUM ab3arem.
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[Tonst B MOKyMeHTe HACTPaMBAIOTCS C MOMOIIbIO JiMHeeK (cM. pasmen 4.11.1) wim okHa

ITapameTpsI cTpanub! (cM. pasaen 4.10.1).

=y == = = o~
AaboBr = Aabol]
R “ S= :E[ " C|'|' ! OEbIYHbI 3aro...oK 1
AB3au L‘x’
HacTpoiikn abzaua, cm |
Mepean cTpoka 0,00 C
Orctyn cneea 0.00 i
Orctyn cnpaea 0,00 :
WHTepean go 0,00 :
WHTepsan nocne 0.00 C

Pucynok 125 — Hacrpoiiku ab3ara

YToOBI OBICTPO YBeWYUThL ab3aIHbIM OTCTYI Ha 1,25 cM, BBIIOJIHUTE OJHO W3 CIIeAYIOIIUX
IerCTBUM:
— Bribepute myHKT kKOMaH/IHOTO MeHIO ®PopMaT > BbhIpaBHHUBaHuHe > YBeJIMYUTH OTCTYII

(cm. PucyHnok 126).

Dopmar  WHotpyments Bug  OBwwi goctyn Hapcrpoikn  Cnpaeka

OuncTuTe dopuatupoeaHne Ctrl+5pace v 14 v AT AT
Wpugr ¢ AR T A L2
BripaeHuBaHwe F = [lonesomy Kpao Ctrl+L
MosopoT TekcTa P = MoueHtpy Ctrl+E ¢
WMaoBpancenve y = [lonpaeowmy kpato Ctrl=R
TaBnnua y = [lowwnpwne Ctrl=J

3= YBEAW4YWTb OTCTYN

€= YMEHBLWWTE OTCTYN

Pucynok 126 — Komananoe mento ®opmar
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— Ha naHenm MHCTpPyMeHTOB, B paszieie AG3al] HoKMUTe KHOMKY += (YBeJIHYHTh OTCTYII)

(cMm. Pucynok 127).

- + =

. = =
A AaBoBI
Cﬂ' 4 OEbIYHbIH

AB3ay Ctinm

il
i
{

w & w ! _I_iE W <—E

Pucynok 127 — KHonky yBesiueHUs U yMeHbIIIeH!s OTCTyIa

YTo6b!I 6BICTPO YMEHBIINUTH a03alIHbIM OTCTYI Ha 1,25 CM, BBIIIOJIHUTE OIHO M3 CJIeAYIOIIUX
IeUCTBUMH:
— Bribepute myHKT kOMaHIHOTO MeHIO ®opMaTt > BeIpaBHUBaHue > YMEHBUINTD OTCTYII
(cMm. Pucynok 126).
— Ha manenmu uHCTpyMeHTOB, B pazzerie Ab3al HaKMUTe KHOTKY = (Y MeHBIIMTh OTCTYII)

(cMm. Pucynok 127).

VYBenuuyenue ab3anHOro OTCTyma Ha 1,25 €M MOXHO TakXKe BBIIOJHUTH C IIOMOIIBIO
KJIaBUIIK KjaBUaTtypsl Tab, a yMmeHbIlleHHWe — C TIOMOIIbIO KJIaBUIIK KiaBuaTypbl Backspace
(OC Windows u Linux) unu Delete (OC macOS). [Ipu 3TOM, eciu OTCTyIl MeHsIeTCsl ISl OJTHOTO
ab3ara, To He0H6XOIMMO BBIIEJIUTh 3TOT ab3arl IeJIMKOM WIA YCTaHOBUTH KYpPCOP CTPOTO B HA4aslo

ab3aria.

4.3.9 IloBopoT TekcTa

TexcT, pacnosioXkeHHbIN B s9eiikaxX TaOIUIIbl, MOXXHO 1TOBepHYTh Ha 90 rpagycoB BieBO WIH
BITPaBO.
J17151 3TOTO BBITIOTHUTE CIIeAYIOIIHe IeUCTBUS:
1. VYkaxure, rie TpebyeTcsi HOBepHYTb TEKCT:
— YToObI MTOBEPHYTh TEKCT B OJHOU sideiike, BbIIEJIUTE sUeiKy, pparMeHT TeKCTa B
siueliKe, TEKCT B siueiike 1eJIMKOM WUJTM YCTaHOBUTE B HETO KypPCOpP.
— YToOBI MOBEPHYTH TEKCT B HECKOJIbKUX siuelKaX, CTOJI0IaX WIK CTPOKaX, BBIJIEJTUTE
JAaHHBIE 3JIEMEHThI TabIUITEI (CM. pasfen 4.4.5.2).
— UYroObl TOBEpPHYTh TEKCT BO Bced Tabiuile, BBIeIUTe TaOJIUIy [EeJIMKOM

(c™m. pasnen 4.4.7).
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2. OTkpoiTe MOAMEHIO IOBOPOTA TeKCTa OJIHAM U3 CJIeJIyIOIINX CII0COOO0B:

— Bribepute nmyHKT kOoMaHAHOTO MeHi0 @opmar > IloBopot Tekcra (cM. Pucynok 128).

Popnmat  WHcTpymente Bug  OBwwid goctyn Hagotpoidkkw  Cnpaska

Ounctute fopMaTHpoBaHKe Ctrl+5pace

WpwndT C AR e i . O )
BripaeHweanme 9

MoeopoT TekcTa b AE  Her (0°) i
MsoBpamkerne y =l [MoeepryTs Eneeo Ha 90°

Tabanua , & TosepHyTs Enpaeo Ha 90°

B

Pucynok 128 — [lynkT komannHoro mexio IloBopor Tekcra

— Ha manenu WHCTpyMeHTOB, B pasnesie A03al HaXXMUTE KHOIKY ‘?‘Qf}' (IToBopoT

Tekcra) (cM. PucyHok 129).

=y = v v 1w Loy BHOH

=y = = Hy &y T H-y mE

== AR %ﬂiﬂ‘} "
QT MNoeepHyTe Breeo Ha 90°

lﬁ MoeepHyTe BNpasc Ha 90°

Pucynok 129 — Knonka IIoBopoT Tekcra

3. Bribepure HampasieHue 1noBopoTa Tekcra: IloBepHyTh BieBo Ha 90°, IloBepHyTH

BHpaBo Ha 90°.

Komanpa BbITIONTHSIETCS JIJIS1 BCETrO TEeKCTa, pacIiojioKeHHOTO B siuelike. B ofHOM syelike He

MOXXeT OBITb HECKOJIBKO (1)pal"MeHTOB C PA3HbIM HAIIpABJIEHHWEM I1IOBOPOTAd TEKCTd.

UYToOBbI BEepHYTHCS K CTaHAAPTHOMY OTOOpakeHMIO TeKcTa B sidedkax (mon yriiom 0°),

BBITIIOJIHUTE ClleAyroye IeUCTBUS:

1. Vkaxure 3TH S9eHKH TdK, KdK 3TO OIIMCAHO BhIIIIe.
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2. BroImonHATEe KOMaHY OJTHUM U3 CJIeIyIONIHAX CIIOCOOOB:
— Bribepute nyHkT komanaHoro meHio Popmar > IloBopor Tekcra > Her (0°)

(cm. Pucynok 128).

— Ha manemm HWHCTPYMEHTOB, B pa3fjejie A63au' HaXXMHUTEe KHOIIKY ‘E%" (HOBOpOT TEKCTa).

B otkpsiBIeMcst moMento Bbibepute komaHy Her (0°) (cm. Pucyrok 129).

4.3.10 Crinckn

B npunoxenun «MoiOduc Tekcr» MOXXHO co3faBaThb MapKMpOBaHHble U HyMepOBaHHbIe
CIMCKU. B MapKMpOBaHHBIX CIIMCKax KaKIblii HOBBIA IIYHKT OTMe4aeTcs MapKepoM, B

HYMEpPOBdHHbIX — YHUCJIOM HUJIN 6YKBOﬁ.

4.3.10.1 Co3maTh CIIMCOK

YT06BI CO3/1aTh CIIMCOK, BBIIIOJIHUTE CIIeAyIOIe 1eHCTBUS:

1. Boimenute ¢dparMeHT TeKCTa, KOTOpPbIM HeoOXOAMMO IpeoOpa3oBaTh B CIIHMCOK, WU
YCTAaHOBUTE KypCOP Ha MYCTYyI0 CTPOKY, C KOTOPOM CjieJlyeT Ha4aTb CIIUCOK.

2. Ha manenu vHCTpPyMeHTOB, B pasziejie AG3am HaXXMHTe Ha CTPeJIKY CIpaBa OT KHOIKH
:= (MapkupoBaHHBIi cucok) (cM. Pucynok 130), 4To6BI CO30aTh MapKMPOBAHHbIIA
CIMCOK, WIM Ha CTpelIKy CIpaBa OT KHONKM ,— (HyMepoBaHHBIH CIIHCOK)

(cm. PrucyHnok 131), 4To6BI CO3/1aTh HyMEpPOBAHHBIN CIIUCOK.

3. B oTkpeiBIIEeMcsl MeHIO BbibepuTe CTUJIb CIIMCKaA.

A [ERN = === o
= AaRnRr  AabbB
& 3aro.ok 1
. o .
o S o
HeT o = o
n n >
. o .
2 - . v
= o > .
B o 2 .
= . w o
- . v

Pucynok 130 — JTo6aBieHre MapKMPOBAaHHOTO CITMCKA
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Pucynok 131 — JlobaBieHrie HyMepoOBaHHOTO CITMCKA

st OBICTpOro CO37@HMSl CIKMCKa B IIYCTOM CTPOKe BOCIIOJIb3YWUTeCh CIIeqYIOIIUMU

criocobamu:

— JIns co3maHus HyMEpOBAaHHOTO CIIMCKAa BBeJUTE BPYYHYIO CUMBOJI TIEPBOTO YPOBHS
MaHHOTO crucka (Hampumep, 1. win a)) u Haxmute IIpoben. [lnsg co3maHus
HyYMEepOBaHHOI'O CIMCKA, B KOTOPOM IMyHKThI TIepPBOTO YPOBHSI 0003HAuYeHbl PUMCKUMHU
1udpamu, BBeJIUTe aHTIIMICKYIO 3ariaBHyi0 OykBy I 1 Hackmute IIpobe.

— YtoOBbI OBICTPO HAYaTh MAPKUPOBAHHBIA CIMCOK, TPeJICTaBJIeHHbIM Ha pUCyHKe 132

ciieBa, BBequTe cuMBo ¥ 1 Haxkmute IIpoodet.

Pucynok 132 — MapkupoBaHHbIe CITHCKHU

— YtoObBbI OBICTPO HAYaTh MAPKUPOBAHHBIA CITMCOK, TPeJICTAaBJIeHHbIM Ha pucyHKe 132
CIpaBa, BOCIOJIb3YWTECh OJTHUM U3 CJIeIyIOIMX CIIOCOOOB:
e Haxwmure edpuc (-) IIpobe;

o nHaxwmute Ilpoben neduc (-) IIpodesn.
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[TpunoxeHre 3amoMUHaeT IOCHe[HUN BBIOpAHHBIA CTWIb [UISI MapKUPOBAaHHOIO U
HyMepOBaHHOI'O CITMCKA.
YT1o6bl OBICTPO CO37]aTh HOBBIM CIIMCOK B TOM e CTHJIe, YTO U INPeJbIIyII1i, BbIIIOJIHUTE
CJlefyrolye qeiCTBUL:
1. Beigenute dparmMeHT TekcTa, KOTOPBIH HEOOXOAMMO NpeoOpa3oBaTh B CIIMCOK, WK
yCTaHOBUTE KypCOp Ha IIyCTYIO CTPOKY, C KOTOPOH CJleflyeT HadyaThb CIIUCOK.
2. Ha maHe/u MHCTpyMeHTOB, B pasfieie A63all HOXMUTe KHOIKY :— (MapKHUpOBaHHBIH
ciucok) (cM. Pucynok 130), 4robpl co3maTh MapKYMpPOBAHHBIM CIIMCOK, WIA KHOIIKY

"= (HymepoBaHHBIi crcoK) (cm. Pricyrok 131), 9T06BI CO3/1aTh HyMepOBaHHEIH CITHCOK.

4.3.10.2 KonnupoBaTh U BCTaBUTh CIIHCOK

Crivcku MOXKHO KOIIMPOBATh U BCTABIIATh U3 Oydepa oOMeHa B mpefiesiax OJHOTO JJOKYMeHTa
Wi Mexay gokymeHntamu «MouOduc Tekcry.

YT0OBI KOPPEKTHO CKOMTMPOBATh U BCTABUTh CIIUCOK, BBIIOJTHUTE CJIeYIOIIUe TeUCTBUS:

1. Bxumouute oToOpaskeHHe HelleyaTaeMbIX CUMBOJIOB (CM. paszien 4.3.1).

2. BbI)IEJ'II/ITe CITMCOK C Ha4dadJla (a He C KOHI_[a) BMecCTe C I1ocdjieJHUM Hapal"pa(l)OM-CI/IMBOJ'IOM.

4.3.10.3 IIpoioIKUTH CIHHCOK

Teky1uit cCiuCcoK MOXKeT HaciefloBaTh HyMepalluio IpeIbIAYIero CrrcKa.
YTOoOBI NPOAOIKUTE HyMepallkio, BBIIIOJIHUTE CJIelyIolre JeHCTBHUS:
1. IIpaBoii KHOIIKO¥ MBIIIX LIIeJIKHUTeE T10 JII0OOMY 3JIeMeHTY TeKYIero CIKCKa.

2. BrinonHrTe KOMaH/ly KOHTEKCTHOTO MeHIo IIpogo/nkuTh CliicoK.

HpI/I BBITIOJITHEHWUH KOMAdH/bI HPOI[OJI)KI/ITB CITMCOK I TeKyllero CIiIMCKda aBTOMdTUYeCKH

BBIGI/IpaeTCH CTWIb IIpeAblayniero CIimckd.

4.3.10.4 N3MeHUTH ypPOBeHb BJIOKeHHOCTH

H3MeHUTHh ypOBeHb BJIOXKEHHOCTH 3JIEMEHTOB CIIMUCKA MOXHO C ITOMOIIbIO KOMAaHIHOTO
MEHIO, TTaHeJIM UHCTPYMEHTOB WJIM CIIEeIIMAIbHBIX COYeTaHUH KJIABHIIL.

YT0OBI UI3MEHUTh YPOBEHb BJIOXKEHHOCTH 3JIeMEeHTa CITMCKA C TIOMOIIbI0 KOMaHTHOTO MEHIO
WJIN TIaHeJIM UTHCTPYMEHTOB, BBITIOJIHHUTEe ClIeAYIolire HeﬁCTBHH:

1. YcranoBute kypcop B s0b6oe MecTo H3MeHsieMOro abszalla Wid BblJenuTe ab3ail

OeJInKOM.
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2. H3MeHuTe ypoBeHb BJIOXKEHHOCTH:

— UYrobbl yBeIUYUTh YPOBEHb BIIOKEHHOCTH, BbIOEpUTe IYHKT KOMaHJHOTO MeHIO
Popmar > BripaBHuBaHue > YBeaumuuThb oTCTyn (cM. Pucynok 133) win Ha
TIaHeJIM UHCTPYMEHTOB, B pa3fiesie Ab3al HAKMHUTe KHOTKY = (YBeJIHYHTh OTCTYII)
(cm. Pucynok 134).

— YT0oOBI yMEHBIIUTh YPOBEHb BJIO)KEHHOCTH, BblOepUTe IIYHKT KOMaH/IHOI'O MeHIO
dopmar > BeipaBHHBaHHe > YMEHBIIUTH OTCTYI WIM Ha [TaHeId UHCTPYMEHTOB,

B pa3zesie AbG3an HOXMUTE KHOTIKY <= (YMEHBIIUTH OTCTYII).

Qopmar  WHotpymedte Bug  OBwwi goctyn Hagetpoiikw  Cnpaeka

CuncTiTe GopMaTupoBsaHne Ctrl+5pace v 14 (v AT AT

Wpngr g AR T A L2
BmpaeHueanne b = [lonesomy kpawo Ctrl+L
MoeopoT TekcTa P = Mouentpy Ctrl+E
WaoBpanceHve y —= [lonpasomy kpato Ctrl=R
TaBnvua y = [lowwpwHe Ctrl=J
= YBEAWYWTe OTCTYN
£=  YMeHbWWTE OTCTYN

Pucynok 133 — KomaHnzp! yBelIM4eHUs] U YMeHbIIIeHUs OTCTyIla

- + — = = —= BE== —
A .-"Il"-. = v = = = E I -
AaboBt
w & w b I W = a= H w C” ) ObI4HbI
Ab3au CTrnn

Pucynok 134 — Knonku yBesiiueHUs! U yMeHbIIIeHHs OTCTyTa

YToOBl M3MEHUTh YPOBEeHb BJIO)KEHHOCTU 3JIeMeHTa CIIMCKa C IIOMOIIbIO0 KJIABUATYPHI,

BBITIOJTHUTE CJIeyIOITHe IeUCTBUS:

1. YcraHoBuTe Kypcop Ilepe[l IepBbIM CJIOBOM B U3MeHseMOM ab3alle WM BbIJeIUTe ab3aly

I[eJTUKOM.
2. HI3meHuTe ypoBeHb BJIOXX€HHOCTH OJJHUM M3 CJIeJIyIOIINUX CIIOCODO0B:

— Yro0BI yBeIMUNTD YPOBEHb BIOXKEeHHOCTH, HAXXMUTe kiaBuiry Tab.
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— YrToOBl YMEHBIIUTH YPOBEHb BIIOXKEHHOCTH, HaxkmuTe kiaBuilly Backspace mpu

pabore B OC Windows 1 OC Linux ninu knasuity Delete npu pabote B OC macOS.

HJISI HN3MeHeHUs YPOBHA BJIOKEHHOCTU CIIMCK4d, PACIIOJIOXKEeHHOI'0 B Ta6m/1ue, HEO6XO}II/IMO
HCIIOJIb30BATL KOMAHJHOE MEHIO WJIM KHOIIKWM IIdHeJIM HWHCTPYMEHTOB. Hcnonb3oBanue
kinaBumy Tab B Ta6m/1ue BBI3bIBAET HEe OIIMCAHHOE BbIIIe JIeMCTBHE — M3MEeHeHHe YPOBH4A

BJIOXKEHHOCTH, a Iepexo/l K CIIeAyIolel ss9eiike TaOIuIIb.

4.3.10.5 IIpeobpa3oBaTh CIMCOK B TEKCT

Yto06bI OTMEHUTDH popMaTHpPOBaHUE TEKCTA KaK CITMCKA, BHIOJHUTE CIJIeyIOIIue 1eUCTBUS:

1. Broimenute dparment, 1151 KOTOPOTO HEOOXOIUMO OTMEHUTh pOpMaTHPOBAHHUe.

2. Ha maHenu MHCTpPyMeHTOB, B paszieiie A@3an HaXXMHTe KHOIIKY, COOTBETCTBYIOIIYIO TUITY
TeKyIIero crucka: :— (MapKHpoBaHHBI cmHcoK) wiv i— (HyMepoBaHHBIH CIIHCOK)
(cm. Pucynok 130 u Pucynoxk 131).

3. B orkpsiBiIeMcs cniMcke BbiOepuTe BUlI popmaTrupoBanus Her.

4.3.11 KonnupoBaTh U BCTaBUTH popMaTHpPOBaHHe

B mnpunoxenun «MonOduc TekcT» MOXHO CcKonmupoBaTh ¢$opMaTUpPOBaHUE OJIHOTO
¢dbparmMeHTa JOKyMeHTa U IPUCBOUTD 3TO ke popMaTUpOBaHUE:
— OJIHOKpAaTHO — OIHOMY $pparMeHTy JIOKyMeHTa;

— MHOI'OKPATHO — HECKOJIbKUM Q)paFMeHTaM JOKYMeHTa I1oCjieJoBaTeJIbHO.

cI)OpMaTI/IpOBaHI/Ie, CKOIIMPOBdAHHOE B 6ycl)ep O6M€Ha, MOXeT HCIIOJIb30BATLCA OJId BCTABKH B

npwioxxeHnu «MorOduc Tabnunay.

4.3.11.1 IlpaBuia KOMUPOBaHUS U BCTaBKH popMaTHpPOBaHHS

B 3aBucHUMOCTH OT 06BEKTa, KOTOPBIH BhIJIeNIEeH, JIJIsl BCTaBKU JOCTYITHO GOpMAaTHPOBaHUE:
— abzama;

—  TEeKCTa,;

— ab3ara 4 TeKCTa;

—  SJYeHKHU.
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B Tabmnuriie 11 npuBefeHbl CxeMbl, 110 KOTOPbIM KOIUPYETCS U BCTaBJIsieTCs: popMaTUPOBaHUE.

Ta6usmmmna 11 - IIpaBuiia konupoBaHUs U BCTAaBKU (POPMATHPOBAHHS

IIpu xonupoBaHuu

IIpu BcTaBKe

PesyabTaT

Y cTaHOBIIEH Kypcop Wi
BBIZeJIeH ab3ary/ab3alrbl
LIeJTUKOM

YcraHoBeH Kypcop

®dopmartupoBaHue ab3aria/
IepBOT0 BhIIeJIEHHOTO ab3ara

Brigenen ¢parmenT ab3ama

dopMaTrpoBaHHUe TeKCTa

Brinesnen a63at/ab3alibl 11eIMKOM

®opmMartrpoBaHue ab3aria ¥ TeKCTa

Heckosnbko ab3atieB
BBIJeJIeHEI He 10 KOHIIAa

dopmarupoBaHue ab3ama

Bruimenena yacte ab3ara

'YcraHoBIeH Kypcop

dopmaTrpoBaHUe He BCTABJISETCS

Brigenena yacts ab3ama

Brigernen ab3ar/ab3aribl 1eJIMKOM

Heckosnbko ab3atieB
BBIJeJIeHEI He 10 KOHIIAa

dopmaTHpOBaHME TEKCTa, HAUWHAS
C TIepBOTO BbIIEJIEHHOI'O CUMBOJIA

Y craHOoBIIeH Kypcop

Broinesnena yacTth ab3ara

Brigenen ab3ary/ad3aiibl
IIeJTUKOM (JT0 CMMBOJIa ab3aria)

Brigernena sueiika TabIuIbI

®dopmarrpoBanue ab3ara v TeKCTa
IJIS1 BBIZIeJIeHHOU sSTYelKU

dopMaTrpoBaHUe TeKCTa
IJIs1 BBIIeJIeHHOU sSTYelKU

®dopmaTrpoBaHMe ab3ara U TeKCTa

Broinesena suetika TaOIHIBI

Broinernena suerika TaOIHIIBI

dopmaTrpoBaHUe STIEHKY,
ab3aria 1 TekcTa

YcraHoBieH Kypcop

dopmarupoBaHue ab3ara

Broinenena yacTo ab3ara

dopMaTvpoBaHUe TeKCTa

Brigesnen ab3ar/ad3ars! 1eimkomM

dopmarupoBanue ab3ana 1 TeKCTa

Heckosnbko ab3atieB
BBIeJIeHEl He 10 KOHIIAa

dopmarupoBaHue ab3ara

Brifenena ctpoka wiy crosbery

dopmaTrpoBaHue sueliky, ab3ara u
TeKCTa

Brinenena crpoka wiu cTosoert

Brigenena cTpoka wiu cTosbert

— ®opmarupoBaHue stueiiky, ab3ara
Y TEeKCTa U3 JIeBOU BepXHeH STYerKU
B CKONIMPOBAaHHOM CTpOKe/CToNbIE;

— @opMaTHUPOBaHKe CTPOKH/CTOJIOIA
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4.3.11.2 KonnupoBaTh 1 BCTaBUTH ¢popMaTHpPOBaHUeE

HJ’[S{ KOITMPOBAHUS Y BCTABKU (l)OpMaTI/IpOBaHI/ISI MOJKHO HCIIOJIb30BATh:
— IIYHKTBI KOMaHJJHOI'O MEHIO,
— COYeTaHUus KJIaBHIII,

iy
— KHOIIKY =] Ha IIaHeJIM HHCTPYMEHTOB.

YT0b6bI CKONMUPOBATh U BCTAaBUTh (GOpPMATUPOBAHHE C MOMOIIBI0 KOMAHAHOTO MEHI0 WA
COYeTaHWM KJIaBUIII, BBIIIOJIHUTE CIIeAYIOIIHe IeUCTBUS:
1. Bribepure ¢parmMeHT AOKyMeHTa [jIsi KONMPOBaHUS (POpPMATUPOBAHUSI C IIOMOIIBIO
OJIHOTO U3 CI0COO0B, YKa3aHHBIX B pa3jiesie BhIIIIe.
2. BprinonHuTe KOMaHAy KOMUPOBaHUSI GOPMaTUPOBAHUS OJJHUM U3 CJIEYIOIIHUX CIIOCOOOB:
— Bruibepute mynkT komangHoro meHio IIpaBka > KomupoBaTth ¢popMaTHpoBaHue

(cM. Pucynok 135).

Mpaeka Bcraska @opmar  VHctpymedte  Bug  O4F

= OTMeHWTB Ctrl+Z

" ToeTopuTe Ctrl+Y

& Boipesats Ctrl+X

Kenupoeate Ctrl+C

[Ty Berasute Ctrl+W
BeraeuTe Tonbko TekeT
Bcraeute uz Bydepa obmena r

£ KonuposaTe dopMaTMpoBaHWe Ctrl+5hift+C
MpuMeHUTE GopMaTHROBEIHWE Ctrl+5Shift+V

Pucynok 135 — Komananoe mento IlpaBka

—  Haxwmure coueranue iasui Ctrl+Shift+C / TShift+:2Cmd+C.
3. Ecomu ¢opmarvpoBaHue TpebyeTcsi NMPUMEHUTb K OOHOMY (parMeHTy, BBIIIOJIHUTE
clefyIonye qercTBU:
— DBribepute ¢parmeHT mis BCTaBKM (OPMaTHPOBAaHHS C IIOMOIIBIO OJIHOTO U3
c110co60B, yKa3aHHBIX B pa3jiesie BhIIIe.
— Bribepure nyHkT koMaHaHOro MeHio IlpaBka > Ilpumenuts ¢popMaTHpoBaHue (CM.

Pucynok 135) wiu Haxkmute coderanue kinasuin Ctrl+Shift+V / TShift+:Cmd+V.
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4, Ecmu ¢opmaTupoBaHue TpebyeTcs TIPUMEHHUTh K HECKOJIbKUM ¢parMeHTaMm,
M0CJIeJIOBATeIbHO BhIJIeNIsIiTe JaHHble (PparMeHThbl B TEKCTe Y BBITIOJIHSNTE JIJIsl KaXKJI0T0

N3 HUX KOMdHIY BCTABKHU (l)OpMaTI/IpOBaHI/IH.

YTo6bl OJIHOKPAaTHO CKOMMPOBAaTh M BCTAaBUTb (OPMATHPOBAHUE C IIOMOIIbIO KHOIIKHU
& (KomupoBaTts ¢popMaTHpOBaHHe), BHIIIOJIHUTE CllelyloIIye JeHCTBUS:
1. Boibepute ¢parmMeHT HOKyMeHTa i KOMMPOBaHHS (POPMATHPOBAHUS C ITOMOIIBIO
OJTHOTO U3 CIIOCO0O0B, YKa3aHHBIX B pa3jielie BHIIIIe.
2. Ha nanenmu mHCTpyMeHTOB, B pasfiejle IIpaBka HaXkMuTe KHOIIKY & (KomupoBarsb
dopmaTupoBanme) (cMm. Pucynok 136).

3. Boigenure dparmMeHT [ijis BCTaBKHM GOPMaTUPOBAHUS C TIOMOIIBIO OJHOTO U3 CIIOCOOOB,

YKa3aHHBIX B pa3zere BhIIle.

Dopmat  WiHcTpymedTe  Bug  OBwwi goctyn

r ﬁ v A& X0 Thames

i

9 & K K Y

Mpaeka WpudT

Pucynok 136 — Knonka KonupoBaTth ¢popMaTupoBaHue

Y106l MHOTrOKpaTHO CKONMPOBaTb M BCTaBUTh (OPMAaTHpOBaHHE C IIOMOIIbIO KHOIIKU
& (KomupoBaTths ¢popMaTHpPOBaHHUe), BHIIIOJIHUTE CIIeAYIOIINe IeACTBUS:
1. Bribepure ¢parmMeHT AOKyMeHTa [jIsi KONMPOBaHUS (POpMATUPOBAHUSI C IIOMOIIBIO
OJTHOTO U3 CII0CO00B, YKa3aHHBIX B pa3jielle BhIIIe.
2. Ha mnaHenmm wuHcTpymMeHTOB, B pasfene IIpaBka [ABaxIbl HaXMHUTe KHOIIKY
& (KonnupoBats ¢popmaTupoBaHue), YTOObI OHA IPUHSIIA BUJL .
3. IlocnenoBarenbHO mpuMeHUTe GopMaTHpOBaHMe K TpebyembIM ¢parMeHTaM TeKCTa

OHHM M3 CHOCO6OB, YKd3dHHbIX B pa3jiejie BbIlle.

YToOB! BBHINTH M3 peXXMMa MHO>XeCTBEHHOTO IpUMeHeHHs (pOpMaTUPOBaHMS, BBIIIOJIHUTE
OITHO U3 CJIeIYIOLIUX JeHCTBUM:
— Ha mnanenmu uHcTpymeHTOB, B pasdfeiie IIpaBka HaXMHTe KHOIIKY ﬁ 9TOOBI OHA
i
IIpHHsAJIa BULO .

— Haxwmure knaBuiry Esc Ha kiiaBuaType.
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4.3.11.3 UcTropus xonupoBaHus (popMaTHPOBaHMS

dopmaTupoBaHUe, CKONUpPOBaHHOe B Oydep oOMeHa, coxpaHsieTCs B UCTOPUH
U TI03)Ke MOXKeT UCII0JIb30BaThCsl [JIsl BCTABKHU.
YToOBbl  OTKPBITH HWCTOPHWIO, TJle JIOCTYIIHbBI OOBeKThl paHee CKOMHPOBAHHOTO
¢$bopMaTrpoBaHusl, BLITIOJIHUTE CJIelyIoIIue TeHCTBUS:
1. Ha maHenn uHCTpyMeHTOB, B pasfiejie IIpaBka HaXMWTe Ha CTpeJIKy CIpaBa OT
KHOIIKH 5 (KomupoBats popmaTtupoBanue) (cMm. Prucynok 137).
2. B BBIIAAIOIIEM CIIHACKe BBIOEpUTE Heo0XOOUMBIHI 00BeKT paHee
CKONMMpOBaHHOTO ¢dopmaTrpoBanus. OOBEKThI PACIOJIOKEeHbl TaKWUM 00pa3oM, dUYTO
BBEPXY CIIMCKa IpeJICTaB/IeH 0ObeKT MOCIeJHero CKOMMMPOBAaHHOTO GOPMaTUPOBAHHUSI.
3. Brigenure ¢parMeHT sl BCTaBKM pOpPMaTUPOBAHUS C IIOMOIIBbIO OAHOIO U3 CII0CO00B,

yKa3aHHbIX B pa3fesie 4.3.11.1.

Topmar  Wrctpymednte Bug  OBwwi goctyn Hagctpoikw  Cnpaeka
SI; ﬁ b |é% KO Thames w 14 | w

D C 3narad Lens Ha JyDe ToM:

MpaBka

Y MyKOMODBS 1Y0 3e/EHbIH;

Pucynok 137 — Crincok 06bekTOB GOpPMaTUPOBAHHUS

4.3.12 Y panuth popmaTHpoBaHHe

[Tpu paboTe C TeKCTOM UCIONB3YIOTCS CTUJIeBOe U IIpsiMoe GopMaTHUpOBaHue.

CruneBoe ¢opmatupoBaHve — 3TO 0QOpPMJIeHHe OJHOTHUIIHBIX 3JIeMeHTOB TeKCTa
(3aroJI0BKOB, OCHOBHOI'O TEeKCTa, IPUMEPOB U Ip.) C MOMOIIbI0 cTriied. CTuinem Ha3biBaeTcsi Habop
napameTpoB $bOpMaTUPOBAHUS: HayepTaHWe M pa3Mep HIpudTa, BhIpaBHUBaHUE TeKCTa, ab3alfHble
OTCTYTIbI, MEXCUMBOJIbHBIA WHTepBal W T.1. Hampumep, 1 opopmiieHMss OCHOBHOI'O TeKCTa
vcrnosnb3yetcs: cTuiab O0braubit. [Ipy co3maHuy HOBOTO JIOKyMeHTa 3TOT CTWIb MO YMOTYaHHUIO
MIPUMEHSeTCS KO BCeMY TEeKCTY.

[Ipsmoe dopMaTtvpoBaHWe 3aKIOYaeTCsl B NMPHMeHeHHWUW IapaMeTpoB (GOpPMaTUpPOBAHMS K
MPOU3BOJIbHBIM ¢parMeHTaM U ab3anaMm Tekcra. [IpsiMmoe d¢opmMarhpoBaHue HCIOJb3yeTcs B

CO4YeTaHMH CO CTHJIEBBIM Cl)OpMaTI/IPOBaHI/IEM.
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YToO6b! OUHUCTUTH NpsiMOe popMaTUPOBaHKE M OCTAaBUTh TOJIBKO CTHIeBOe GpOpMaTHpOBaHUe

TeKCT4d, BBITIOJIHUTEe CJIeAYyIolire JIerCTBUS:

1. Brbinenute Tpebyemblii pparMeHT JOKyMeHTa.

2. Brimonnure komanay OuucTuTh popMaTHpPOBaHHE OJTHUM U3 CJIeIyIONINX CII0COOO0B:

— DBruibepute nyHkT komanaHoro MeHio Popmar > Ouucturs ¢opMaTHpOBaHHUE

(cm. Pucynok 138).

Dopmar  ViHcTpymedTe  Bug

OEWKA gocTyn

OuncTiuts fopMaTHpoBaHKE Ctrl+5Space

Wkt

3

Pucynok 138 — IlynkT komanaHoro Mesto Quuctuth popMaTHpOBaHUE

— Ha manemm HWHCTPYMEHTOB, B pa3fejie HpaBKa HA’>XMHUTe KHOIIKY Q (0'—II/ICTI/ITI)

dopmaTupoBanme) (cMm. Pucynok 139).

Dopmat  WHcTpymerTe  Bug OBwwi goctyn

OB~ &
o &

Mpaeka

X0 Thames

"X K Y

WpndT

Pucynok 139 — Knonka Quuctuth popmMaTupoBaHue

— Haxwmure coueranue kiasuil Ctrl+IIpo6esn mpu pabote 8 OC Windows / OC Linux

nnu couetanue kiasuil A Ctrl+\ ipu pabote B8 OC macOS.
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4.4 Pabora ¢ Ta0mmuaMu

4.4.1 BcraBuTth Tad/IHIy

Tabnuily MOXXHO BCTaBUTD C IMOMOIIbI0 KOMaHAHOTO MEHIO WUJIX TTaHeJIM MHCTPYMEHTOB.

YToOBbI BCTaBUTH TaOMMIy C TOMOIIBIO KOMAHAHOTO MEHIO, BBHIMIOJIHUATE CJeAyIoIye
JerCTBUS:

1. VcranoBuTe Kypcop B TO MeCTO AOKYMeHTa, Ky/la HeOOXOAUMO BCTaBUThb TaOJIUILY.

2. BribepuTe mMyHKT KOMaHIHOTO MeHIO BecraBka > Tabsmma (cM. Pucynok 140).

Beraeka  @opmat  VHctpyments Bug OB
z06paxerwe...

TekcToBoE None

Durypa 4

B @ H®

Tabauua...
Pucynok 140 — [IynkT komangHoro Menio Tabsma

3. B okne BcraButrh Tabmuiy (cM. PucyHok 141) ykaxkuTe KOJIMYeCTBO CTOJIOIIOB U

CTPOK, KOTOpOe JIOJKHA COfiepKaTh Tabuuila, U HaxkMuTe kHonky OK.

BcraewTs TaBauwy >

Pucynok 141 — OxHo BecraBuTh Tabsuiy

YrtobBLl BCTaBUTh T86JII/IHy C IOMOINbIO IIdaHEeJIM MHCTPYMEHTOB, BBLIIIOJIHUTE ClIeAylollre

JeUCTBUS:

1. VYcraHoBuTe Kypcop B TO MeCTO JOKyMeHTa, KyJla HeOOXOANMO BCTaBUTh TaOJIUITY.

2. BcraBbTe TabIUIly OJTHUM U3 CJIeYIOITUX CIIOCOOO0B:

| ]
Ha nanesu WHCTpyMeHTOB, B pasziesie BeraBka Hakmute kHONKY (1 (Tabmuna)

(cm. Pucynok 142). Boeimenure KypcopoM TO KOJMYECTBO CTOJOIOB U CTPOK,

KOTOpOe JOJI’KHA Cooep>KaTb Ta6J'II/II_[a, U IIeJIKHUTE JIeBOW KJIaBUIIIEeW 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 142 — Knonka Ta6mma

Ha nmanenmu uHCTpyMeHTOB, B paszieiie BcraBka HakmuTe KHOTIKY === (cM. PucyHok 143).
Ha orobpasuBiieiicsi maHenud BCTaBKA HaBeAUTe KYpPCOpP MBIIIM HAa KHOIKY
fH Tabdnmuma. BoigenuTe KypcopoM TO KOJMYeCTBO CTOJIOIOB M CTPOK, KOTOpoe

JIOJDKHA COJiep KaTh TabJIUIIA, U IIEJIKHUTE JIeBOM KJIaBUIIIEH MBIIIH.

AaBoB:  Aab0B AaB6B1 AaB6Bel ... Y B @)y & =
OEbI4HbIN 3aro..ok 1 Jaro..ok 2 3aro..ok 3 !
CTimm E Nao6pamerne.., 'S
III TekcToBoe Noae
&) ourypa | Q
HH TaBanua... >
Dopmyaa..
CrneupanbHbie CUMBOALL.. >
= Pazpbie cTpaHWLUB

||v|:

Paspwie pasgena

Homepa cTpaHuy.. »
@ KonoHTuTy e »
OrnasneHne
BrabepuTe pazmep
(_{/) Cebinka..,
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4.4.2 BcTaBUTH CTPOKU

HoBble cTpoky BCTaBISIOTCS BbIIIIe WIK HIDKE YKa3aHHOW CTPOKH.

Yro0bl 106AaBUTH HOBBIE CTPOKH, BBITIOJIHUTE CJIe/IyIOIIre AeHCTBHS:

1. Beimenure CTPOKY, BBIIIE WM HIDKE KOTOPOW TpeOyeTcsl BCTaBUTh HOBYIO CTPOKY. Ecim
TpebyeTcsl BCTaBUTh HECKOJIBKO CTPOK, BBIZIEJIUTE CTOJIBKO CTPOK, CKOJIBKO HEOOXOIMMO
BCTaBUTH B Tabmuiyy. Hanpumep, eciu TpeOGyeTcs BCTaBUTH IiBe CTPOKH, BBIIENINTE IBE
CTPOKH. /Il BBIMOJHEHUS KOMaH/bI MOXHO BBIJENISITh KaK CTPOKHU IIEJHUKOM, TaK U
OTJeJIbHbIe STUeHKY WU TUATla30HbI STYeekK.

2. BcraBbTe CTPOKM OOHUM U3 CIIEAYIOLIUX CIIOCOOOB:

— Broibepute nyHkt komaHgHoro meHio @opmar > Tabnauma > BceraBUTH CTPOKY

cBepxy / BcraButh cTpoky cHu3y (cM. Pucynok 144).

Dopmat  WMHcTpymedte Bwg  OBwwi goctyn  Hagctpodkw  Cnpaeka

OuncTuTe dopMatHpoBaHKe Ctrl+5pace vl 14 v A ,."_\"' = . =
Wpngt r AR ees i v & 11E w =
BripaeHueaHne r
Ab3au

MNoeopoT TekcTa r
Wzobpaxernne ’
Tabavua P TR BcraewTe cTpoky CEEpRY Alt+A

&8 BcraBwTe CTpOKY CHW3Y Alt+B

Pucynok 144 — Komananoe menio ®opmar

— Ha manenu wHCTpyMeHTOB, B pa3dnerne Tabiuma Haxkmurte kHOnKy T (BcraBUTH

CTPOKY CBepxy) wiu &5 (BcTaBuTh cTpOKY cHH3Y) (cM. PucyHok 145).

I Y
Sy B HO|mE B B
H v &= B {5}

TaGnwua Crinm

AaBoBeIr

Y| OBblukbI

o
Pucynok 145 — Paznen manenu nnctpymentoB Tabumma

— IlpaBo¥i KHONKOUM MBIIIU IIEJIKHUATE MO JF0O0MY MeCTy BBIOPAaHHOIO JIMAna3oHa U
BBITIOJIHUTE KOMaHJly KOHTEKCTHOTO MeHI0 BcTaBUTBH CcTpoKy cBepxy / BcraBuTH

CTPOKY CHH3Y.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI' MWy, 2013-2024 149



MonOdonc

— Haxwmure coveranue kinasuil Alt+A / ~Option+A, 4T00bI BCTaBUTh CTPOKY CBEPXY,

i codyeranure kiaBuil Alt+B / ~Option+B, 4To6bI BCTaBUTh CTPOKY CHHU3Y.

Yro6b! OBICTPO NOOABUTH CTPOKY HIDKe TpebyeMoii CTPOKH, BLITIOJIHUTE CIIeYIOlHe T1eHCTBHYS:
1. Boigenure mo0yio siuelKy B 3TOM CTPOKe.

2. Haxwmure kiaBuilly Enter Ha kiaBuarype.

4.4.3 BcraBuTh CTOJIONIBI

HoBele cTosn011bl BCTABISIIOTCS CJIeBa WM CIIpaBa OT yKa3aHHOTO CTOJIONa.

Yro6bl 06AaBUTH HOBBIE CTOJIOIIBI, BBIIIOJIHUTE ClIeyIolye eHCTBHUS:

1. Boimenure cronber, crpaBa WIM cjleBa OT KOTOPOro TpeOyeTcsi BCTaBUTb HOBBIM
cronben. Ecnu TpebyeTcsi BCTaBUTh HECKOJIBKO CTOJIOIOB, BbIIEJIUTE CTOIBKO CTOJIOIOB,
CKOJIbKO HeoOXOAUMO BCTaBUTh B Tabmuiy. Hanpumep, eciiv TpebyeTcsi BCTaBUTh JiBa
ctonbria, BbIAETUTe JBa CTOiOI@A. |1 BBINOJHEHHs KOMaH[bl MOXXHO BBIAENSTH Kak
CTOJOIBI IIEJIUKOM, TaK U OTJieJIbHbIe STYeMKU WK IMalla30HbI sueek.

2. BcraBbTe cTONOIBI OIHUM U3 CIIEYIOIIMX CIIOCODOB:

— Bribepute nyHkT koMaHaHoro MeHio Popmar > Tadbmunma > BeraBuTh cTosoery

cieBa / BcraBuTts crosider cipaBa (cM. PucyHok 146).

Dopmat  WMHotpymente Bug  OBwwi goctyn Hagcorpokkn  Cnpaeka

OuncTUTe GopMaTHpoBEaHKE Ctrl+Space vl 14 v A A+ = . =
WpudT 4 '&‘B . i w & w lIE w {—E
BoipaBHueanue ’
AB3au

MoeopoT TekcTa r
WzobpaxeHwe r
Tabavua P TR BcraewTh CTPOKY CBEpRY Alt+A

& BcraBwTe CcTpoky CHM3Y Alt=B

B Bcrasure cronbey cresa Alt=L

Bl Bcrasure cronfiey cnpasa Alt=R

Pucynok 146 — Komananoe mento ®opmar

— Ha nanenu uHcTpyMeHTOB, B pasfene Ta0smia HaXXMUTe KHOIKY E (BcraButh

cToJI0eIl cj1eBa) Win ﬂ (BcraButs crosiber cripaBa) (cMm. PucyHok 147).
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- - maE D 1 J_ﬁ_‘i_aEﬁEBF
HH ~ mE E a % o OBbIuHbIf

TaGamua CTiam

Pucynok 147 — Paznen manenu nHCTpyMeHTOB Tabumma

— IlpaBo¥i KHONKOM MBIIIN IIeJIKHKTe 0 JI000My MeCTy BbIOpaHHOIO JiMana3oHa U
BBINOJIHUTE KOMAHAy KOHTEKCTHOro MeHI0O BcraBuUTH crosber; cieBa / BecraBuTth
cToJI0el CIIpaBa.

— Haxwure coueranue kiasuil Alt+L / ~Option+L, uTo6bI BCTaBUTH CTOJIOEI] CIIEBa,

iy coderanue kiasuil Alt+R / ~Option+R, 4To6b! BcTaBUTH cTONOEI CIIPaBa.

4.4.4 PenakTHpOBaTh COJEPKUMOE TADIHUIIHI

YroObI BBECTH UM U3MEHUTh JIJaHHbIE B sidelike TabJIMIIbI, BHIIOIHUTE CIle/lyIoIye IeHCTBUSL:
1. IlepeiiauTe B pexxvM pe[laKTUPOBAHUS SIY€HMKU OTHUM U3 CJIelyIOIIUX CII0CODO0B:
— UYroObl BBeCTM HaHHble B IyCTyIO sYeiKy, BbIeJIUTe ee OOHUM WIH [JBYMs
IIeJTYKaMH MBIIIIH.
— YToOBI pelakTHpOBaTh JJaHHbIE B siuelike, BbIJIEJINTE ee IBOMHBIM I[eTYKOM MBIIIH.
— YroOBbI Nepe3anucaTh JaHHbIe B siuelike, BbIJIEJIUTE ee OHUM IIeTYKOM MBIIIH.
2. BBenuTte/pefakTUpyiTe JaHHBIE B sUeliKe.
3. YroObl BBIMTH W3 peXVMa peJaKTUPOBAHUS SUEMKH, IeJIKHUTe IO JII0OOMYy MeCTy

AOKYMeHTa 34 I1pefiejlaMu Ta6J'II/IL[bI.

[Ipy BBOze TekcTa U 4YWCell B sSiYEHKY ee IIMPHMHA He MEHSeTCs — IMPOUCXOJUT IepeHoC
JIAHHBIX Ha CJIeyIOIIyI0 CTPOKY BHYTPH TeKyllled SYeilKd, MpPU 3TOM MOXeT IPOUCXOUTh
aBTOMAaTHUYeCKOe yBeJIM4YeHHe BbICOThI TUYeUKH.

[Ipu BcTaBKe B TabiuIly “300pakeHus! TPOMCXO/IUT ero aBTOMaTU4eCcKoe MacIiTabhpoBaHue
[0 LIMpUHe CTO/OA, MPYU 3TOM BBICOTA STYEMKH MOXKeT MEHSIThbCS, eCyid M300pakeHHe OoJbIe
BBICOTBI TYCHKH.

[lepemerienrie Mexy sT9eiKaMy TAOJIMITbI OCYIECTBIISIeTCS IPU MTOMOIIM KJIaBull «—, T, |, —

Ha KJIaBHaType.
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4.4.5 BeigesInThL SYeHKH

4.4.5.1 BoienuTh TUeHKy

YT06bl BBIAEIUTDH S4YEHKY, IIEeJIKHUTe 10 Hell JIeBOM KHONKOW MbIIIKA. BriOpaHHas sdeiika
OKpacHTCs B TOTyOOH I[BeT.

YToOBI BHIIEUTD STYEeMKY B Tabiivile, B KOTOPOW yCTaHOBJIEH KypCOp:

1. Hlenkaute 1o 1060My MeCTy JIOKYMeHTa 3a MpejiejlaMu TabJIUIIbI.

2. HlenkHuTe 10 sSTYEMKe, KOTOPYIO HEOOXOIUMO BBIJIETTUTD.

4.4.5.2 BoigenuTh IUana3oH g4eex

YTOoOBI BHIIEUTH MPOM3BOJILHBIN JIMANA30H siueeK, BOCIOIb3yHUTeCh OJJHUM U3 CJIeyIOIINX
CII0co00B:
— HaBeaurte kypcop Ha mepByIo siueiiKy U3 TpebyeMoro Jvara3oHa. Y aepKuBasi HaKaTou
JIEBYIO KHOIIKY MBI, TPOTSHUTE Kypcop [0 TMOCIeHer suelKu Juara3oHa.
OTnycTuTe JieByIO0 KHOTIKY MBIIIIH.
— Broigenute nepByto siueiiky u3 TpeOyeMOro Juara3oHa. YJIep>KHBasi HAXKaTOW KJIABHUIITY

Shift, BbiienuTe nocieIHIO0 sTUeiKy AUara3oHa.

Heobxoaumblii 1rana3zoH MOXKHO BBIJIEJISITh B JIIOOOM HallpaBJIeHUH CTPOKU WJTK CTOJIOIA.

[Ipumepn! BbifieieHus TPOM3BOJIBLHOTO AMANia30Ha si9eeK MpeJiCTaBieHbl Ha pucyHkax 148-150.

by

)

Pucynok 148 — Boinenenue nuarna3oHa sigeek 10 TOPU30HTaIN

I

S

——

Pucynok 149 — Beijenienue nuamna3oHa siaeex 1Mo BepTHKAIN
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|

Pucynoxk 150 — Brienenve quamna3oHa siaeek 1Mo JuaroHaaIu

4.4.6 Beigenuts cTos10€1] MU CTPOKY

YTOOBI BEIIEIUTH OJIMH CTOJIOEI] MU CTPOKY, BBIIIOJIHUTE CJIeIyIolre JeHCTBUS:
1. HaBenure Kypcop MBIIIM HAa BepXHIOIO I'PAHUILY CTOJIOIA WK JIEBYIO T'PAaHUILy CTPOKHU
TaK, YTOOBI KypCOp IIPUHSIL BUJL 4 UK —+.

2. lllenkHuTe JIeBOM KHOIIKOM MBIIIIH.

YroOBl BBIIEIUTE HECKOJIBKO CTOJIOIIOB WM CTPOK, BOCIIOJIb3YHTECh OJHUM U3 CIIeYIOLIUX
CII0CODOB:

— HaBeaute xypcop Ha nepBbli cToJI0el] WM CTPOKY U3 TpebyeMoro auarnasoHa Tak, Kak
ONKMCAHO BbIlle. Y7epXXuBasi HaXXaTOM JIeBYIO0 KHOIIKY MBIIIH, IPOTSHUTe KYpCop OO
II0CJIe[THEro CTOJI0NA WM CTPOKU AuarnazoHa. OTIycTyTe JieByr0 KHOIIKY MBIIIH.

— BrigenuTe nepBeiii cTosnber] Wi CTPOKy U3 TpebyeMOro Auarna3oHa Tak, KaK OMHCAHO
BbIIIle. 3aTeM, yAep>kuBas HaxkaTod kiasuily Shift, BbienuTe nocnennuii cronber; wiu

CTPOKY JIMaIia30Ha.

4.4.7 BeigenuTh TabIMILY

YToOB! BBIJIEIUTH BCIO TaO/IMILY, BBIIIOJIHUATE ClIefyIOIlre AefCTBUS:
1. HaBenuTe Kypcop MBIIIY Ha JIeBbIM BepXHUW YIroJjl TabJIUIbl TaK, YTOOBI KYpCOp IPUHSUI
BU M.

2. llenkHuTe JIeBOM KHOIIKOM MBIIIIH.

Ecnu i Tabiuiibl HacCTpoeHo o6TekaHKe TeKCTOM (cM. pasnen 4.4.10.2):
1. HaBenure Kypcop MbIIIM Ha TabIuIy.

2. HaxmuTe KHOIIKY i, 0OTOOPa3UBIIYIOCS B JIEBOM BepXHeM YTJIy TaOJIUIIL.

YToOBI OTMEHUTD BBIJIej/IeHHe Ta6J'II/II_[bI, II1eJIKHUTe I10 J'IIOGOMY MeCTy JOKYMEHTd.
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4.4.8 IIBeT 3a/IMBKH sT4eeK

4.4.8.1 3asiuBKa si4eeK IBeTOM

J17151 3a7TMBKY sT9eeK I[BETOM BBHITIOJIHUTE CJIeAYIOIIHe IeHCTBUS:

1. Boigenurte Tabauity wiv suedKy/IUara3oH s9eek, IBeT 3aJIMBKHA KOTOPBIX HEOOXOIUMO
U3MEHUTD.

2. YToObl OKpacUTh SYEMKU B MOCJIeIHAN I[BeT, KOTOPBIM HCIIOIb30BAJICS [IJISl 3aJIMBKU

syeeKk paHee, HA IaHeJM HWHCTPYMeHTOB, B pasnere Tabiauma HaXMUTe KHOIIKY

£ (IBet 3amuBKM) (cM. Pucynok 151).

3. qTO6HﬁOKpaCHTb STYeKH B prTOﬁ BeT, HAXXMWUTe Hd CTPeJIKy CIIpdBa OT KHOIIKA

£

== (IIBeT 3a/1BKH).
4. Ha OTKpBIBIIIeMCS TaHeJHd BbIOOpa I[BETa YKa)XkKWTe IBEeT 3aJIMBKU sSYeeK OIHUM U3
CJIeIyIOIIUX CIIOCOOOB:
— BbIOEpHUTE MBET B OJTHOM U3 MPeJICTaBJIeHHbIX HA0OPOB 1IBETOB,
— yKaXWuTe KOJ IIBeTa BPy4YHYIO,
— CKONMPYHTe 1BeT C IOMOIIbIO TTUITeTKH.

— W

[rpu—

T L [ﬁ%z ™o wm By B
©

1.— —_— —_— L]
_ v o= 2= E[ oA q1
(v HeT zannekn

—

Ab3ay

LIBeTa TEMBI

CTaHAapTHEE UEETE:

oChnEqHKE LUBETE

Opyrue ugeta... 55?

Pucynok 151 — Kxomnka IlBeT 3aIMBKH U I1aHeJIb BBIOOpA I[BeTa
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4.4.8.1.1 BeiOpaTh iBeT B IpeACTaBJIEHHBIX HA0Opax IIBETOB

Ha nanenu Beibopa 118eta (cM. PucyHok 151) nipesicraBieHs! ciieffyromiye Habopbl I[BETOB:

— IIBeTa TeMbI — COJIEP)KUT I[BETOBYIO ITAJIMTPY TeMbl TeKYIero JOKyMeHTa.

— CraHpapTHble IBeTa — COIEpXWUT IIBeTa, KOTOpPble II0JIb30BaTelXd 4Yallle BCEero
BBIOMPAIOT TIpK GOPMATUPOBAHUM JOKYMEHTa.

— Ilociennue nBeTa — COAEPXXUT JI0 JIECSTH IIOCIeIHUX 1IBeTOB, KOTOPbIe Bbl BBIOWpAU
npu ¢opmarvpoBaHuM JokyMeHTa paHee. Habop Ilociemnme mBera oTobpakaercs,

eCJI1 BbI BbI6I/IpaJ'[I/I XOTS OBI OJIMH IIBEeT.

[Ipy HaBemeHWM Kypcopa MBIIIKM Ha JiF0OOM 1BeT oToOpaXkaeTcsi 3HaYeHHe 3TOro IBeTa B
nBeroBoii Mosienin RGB. Hanpumep: RGB 192,80,77.

Jly1st BBIOOpA 11BeTa IIeJIKHUTe 110 HeMy JIeBOM KHOTIKOM MBIIIIH.

[IBeT nobaButcs B Habop Ilociemune nBera u otMeTyTcs diaxkoMm. [laHenb BbIOOpa 11BeTa

3akpoetcs. Slueliku OKpacsTCs B BbIOpaHHBIH IBeT.

4.4.8.1.2 Yka3aTh Koj 1IBeTa BPy4YHYIO

Ecru B nepeunciienHbix Habopax 11BeTOB HeT MOIXO/SIIEro IIBeTa, YKaXKUTe ero KOojl BPYIHYIO:

1. Haxwmurte xkHOnKy JIpyrue nBera (cMm. Prucynok 151).

2. B orkpoiBiieMcs okHe Brioop nBera (cM. PucyHok 152) ykaxute Tpebyemblil 1[BeT B
Busie HEX-kona wiu B dopmate RGB.

3. Haxwmure kHoniky OK.

BriBop usera >
Hex-kog MpeanpocmoTp
o |
KpacHwid JeneHbid CHHKMA

o Cllo T/ |o

R

{
g

Pucynok 152 — Okno Beroop nBera
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[IBeT, yka3aHHBbIM Bpy4dHyt0, 00aBuTCs B Habop Ilocimemume mBera (cM. Pucynok 151) u

orMetuTcsl GrakkoM. IlaHerns BbIOOpa 11BeTa 3aKpoeTcs. SueliKy OKpacsaTcs B BHIOpaHHBIN I1BeT.

4.4.8.1.3 CxonupoBaTh I[BET C MOMOIIBIO MHIIETKH

[TureTka npegHa3HaveHa JijIsi OJHOBPEMEHHOTO KOIMMPOBAHUS I[BeTa C TeKCTa MUJIH 00BEKTa,

pacIonoxeHHoro B paboueit objactu riaBHOro okHa (cM. pasfien 3.4), U 3aJIUBKU S'9eeK ITUM

IOBETOM.

[TumneTka HeAKTUBHA B PeXXKUMe pelaKTUPOBAHUs KOJIOHTUTYIIOB (CM. paszen 4.10.2).

YTo06BI CKOITMPOBATL IIBET C [IOMOLIbIO ITUIIEeTKH, BBIIIOJIHUTE CJIeAYIolire JIeVICTBUSL:

Haxmure KHOIKY vl (ITmmerka) (cMm. Pucynox 151). Ilanens BwIGOpa IBeTa
3aKpOeTCsl, U KYpcop MPUMEeT BU]] «IIpHllesiay Jijisi BbIbopa 1BeTa.

HaBenre kypcop Ha 1IBET, B KOTOPBIM CllelyeT OKpacuThb siuerku. [{s1 Gojiee TOUHOTO
BbIOOPA I[BeTa OPUEHTUPYITeCh Ha 00J1aCTh, PacIioOXeHHYIO CIipaBa OT Kypcopa. B Heit
oToOpakaeTcsl 1BeT MUKCeJIsl, HA KOTOPBIM B JaHHBIM MOMEHT HaBefleH Kypcop.

[ITeskHUTe 110 [1BETY JIeBOU KHOIIKOM MBIIIIH.

Slueliku OKpacsTCs B BBIOPAHHBIM IIBET, U KypCOP MPUMeT OOBbIUHBIM BUI. YKa3aHHbBIN IIBET

nobasutcs B Habop Ilocnemnue nBera (cM. Pucynok 151) u otmerutcs: drakkoM Ha IaHenu

BbIOODA IIBeTa.

Eciu Tpebyercs oTkiouuTh nuieTky 6e3 BbIOOpa IjBeTa, HaxkmuTe kiaBuily Esc Ha

KJIaBUaType.

4.4.8.2 OTMeHUTD 3aJIMBKY

YtobBLI OTMEHUTD 3aJIMBKY fA4eeK, BbIIIOJIHUTE Clieayroire JeUCTBUS:

1.

Boinenute Tabnuily wid siUedKy/MUania30H sdeek, 3aJMBKY KOTOPBIX HEoOXOauMO
OTMEHUTD.

Ha nmanenu uHCTpyMeHTOB, B pasnese Tabauma HaXXMuUTe CTPeJIKy CIpaBa OT KHOIKH

L

== (IIBeT 3ammBKM) (cM. Pucynok 151).

Ha nanenu Beibopa 118eTa HaxkmuTe KHONIKY HeT 3aMBKH.
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4.4.9 I'pannnb! sueex

4.4.9.1 3MeHuTH NapaMeTphl rPaHUIL

YToOBbI M3MEHUTH MMapaMeTphl TPAHUIL /I STYEHKH/IMara30Ha S9eek/TabirIlbl, BHITTOTHUTE
CIleflyIolye NeiCTBUL:
1. Boimenure Tabnuiy Win siueliKy/IMarna3oH siueeK, paHrIbl KOTOPhIX HEOOXOUMO U3MEHUTb.

2. Ha manenu wuHCTpyMeHTOB, B pasfeiie TaOuuma HaXXMHUTe Ha CTPeJIKy CIpaBa OT

KHOTIKHU 1] (cMm. Pucynok 153).

/ HeT rpaHuy

LipeTa TEMBL:

HEENEE

CTaHAapTHEE LEETa:

Opyrve ugeta.. {;5?

Pucynok 153 — [laHesib HaCTPOUMKY I'PAHUIL
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3. Ha oTkpbIBiIedcs TaHeJd HAaCTPOMKU TPAaHMIl, B IepBOM 0JIOKe HACTPOEK yKaKUTe
MeCTO PACIOJIOXKeHUs TPaHHUIl, JIsi KOTOPhIX He0OX0IMMO U3MEHHUTD [TapaMeTphl.

4. Bo BTOpOM 06JI0Ke HAaCTpoeK BbIOepUTe THM JIMHWUU, KOTOPBHIM ClieflyeT TMPHUMEeHUTh s
YKa3aHHbIX FPAHHUII.

5. B Tperbem 6i10ke HaCTpPOEK yKaXkKUTe I1BeT JIMHUW OJTHUM U3 CJIeJIyIOIIHUX CII0CODOO0B:
— BbIOepuTe 11BeT B OJIHOM U3 IPeJICTaBIeHHbIX HAOOPOB I[BETOB;
—  YKaXHUTe KOJ I[BeTa BPy4HYIO;

- CKOHHPYFITE OBeT C IIOMOIIBIO ITMIIEeTKH.

Ecmu B ImepBoM Wik BTOPOM GJI0Ke HaCTpoOeK BI)I6paHO 3Hayenne Her rpanun, TO
I'PaHUIBI d9eeK 0To6pa>1<a10Tcs1 B BUJIe JIMHUM CBETJIO-Ceporo nBeTa. ITH JIMHUU YCJIIOBHO
Pa3aessdioT STYEUKHA U YIpouaoT pa60Ty C Ta6HHHEﬁ. YcnoBHBIE I'paHUIBI A49€eK He

0TOOpaXKaroTCs IPY MeYaTy U 3KCHopTe JokyMmeHTa B ¢popmar PDF.

4.4.9.1.1 BeiopaTs 1BeT B IIpe/icTaBJIeHHBIX HA00OPaXx I[BETOB

Ha mnanenu HacTpodiku TrpaHul], B TpeTbeM 0joke HacTpoek (cM. Pucynok 153)
MIpeJiCTaBJIeHbl Cllefyiolie Habopbl IIBETOB:
— IIBeTa TeMbI — COJIEPXKUT I[BETOBYIO MAJIUTPY TeMbI TEKYIIET0 TOKyMeHTa.
— CraHgapTHble IIBeTa — COIEpXHUT I[BeTa, KOTOpble IM0JIb30BaTeIM dallle BCero
BbIOMpAIOT IpYU GOPMATHPOBAHUN JOKYMEHTa.
— Ilocnegnue yBeTa — CONEPXKUT JI0 JIeCATH IOCJIeIHHUX 1IBEeTOB, KOTOPble Bbl BHIOMpaIU
npu dopmatupoBaHuu JokyMmeHTa paHee. Habop Ilociemnme mBera oToOpakaerc,

eCJIN BBI BbI6I/IpaJ'II/I XOTS OBI OIHH IIBeT.

IIpn HaBefmeHMM Kypcopa MBIIIM Ha JI000W IIBeT OTOOpaXkaeTCsl 3HAYeHHe 3TOrO IjBeTa B
uBeroBo Mofienii RGB. Hanpumep: RGB 192,80,77.

Jly1st BBIOOPA 11BeTa IIeJIKHUTe 110 HeMy JIeBOM KHOIIKOW MBIIIIH.

IIBer nobaButcs B Habop Ilocnemnue nBera U oTMeTUTCS (iaxkkoM. ['paHUIIBI sueek

OKpAaCSTCs B BLIOpAHHBIM I[BET.
YToObI 3aKpHITH TTAaHEJIb HACTPOMKU I'PAHUI], BBIIIOJIHUTE OJTHO U3 CIIeYIONINX JeHCTBUIA:
— Ha manenu wHCTpyMeHTOB, B pasfene Tabauma HaXMHTe Ha CTpeJIKy CIpaBa OT
KHOIIKY 1] (cm. Pucynok 153).

— IllenkHuTe 110 MyCTOMY MeCTy JOKyMeHTa 3a IpefieJlaMy ITaHeJIM HAaCTPOMKU IPaHuIl.
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4.4.9.1.2 Yka3aTh KO/ IIBeTa BPyYHYIO

Eci B mepeurciieHHbIX Habopax IIBETOB HeT MOJXOJSINEro I[BeTa, YKaXKUTe ero Koj
BPYYHYIO:
1. Haxwmurte kHonky Ipyrue nBera (cMm. PucyHok 153).
2. B otkpeiBiieMcs okHe Boioop mBera (cM. PucyHok 154) ykaxkuTte TpeOyeMblil I[BET B
Busie HEX-koma wimm B popmare RGB.

3. Haxmure xkHonky OK.

BeiGop useta ¢
Hex-koa MpeanpocmeTp
= | .
KpacHeiid JEneHbIi CuHKiA

0 - 0 - 0 -

Pucynok 154 — Okno Beroop nBera

LIBet, ykasaHHBIN Bpy4HYI0, fo6aBuTcs B Habop Ilociennue nmBera (cM. PucyHok 153) u
oTMeTUTCSl uiakkoM. [laHenb HACTPOMKM TpaHMI] 3aKpoeTcs. ['paHMIBI s4eeKk OKpacsTCs B

BbIOpaHHBIN I[BET.

4.4.9.1.3 CxonupoBarh 1[BeT C NOMOIIbI0 MHIIETKH

ITunerka IpeaHa3Ha4eHa /I OAHOBPEMEHHOI'O0 KOIIMPOBAHUA IIBeTa C TeKCTa WIN 06'b€KTa,
PacIIoIoXKeHHOTo B paboyeld 06JIacTH TJIaBHOTO OKHA (CM. paszen 3.4), ¥ IPUMeHeHHsl 3TOTo IIBeTa

K I'PAHUIaM dYeeK.

[TuneTka HEAaKTUBHA B peXXMMe pPelaKTUPOBAHHUS KOJIOHTUTYIIOB (cM. pazgen 4.10.2).
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YTOoOBI CKOMTMPOBATH IBET C IIOMOIIBIO MTUTIETKH, BBITOTHUTE CJIeyIOIHe TeUCTBHUS:

1. Haxmure KHOMKY & (ITmmmetka) (cm. Pucynok 153). Ilanens BwIOOpa I1BeTa
3aKpOoeTcs, U Kypcop MpUMeT BUJI «IIpuIiesia» JIjisl BbIOopa IBeTa.

2. HaBenuTe Kypcop Ha I[BeT, B KOTOPBIN Cjle[lyeT OKPacHTh I'pPaHUIIbI sideek. [l Oosee
TOYHOTO BbIOOpA I[BeTa OpPUEHTHUPYWTeCh Ha OOJIaCTh, PACIIOJIOXKEHHYIO CIIpaBa OT
Kypcopa. B Heli oToOpakaeTcst IBET MUKCeJisl, HA KOTOPBIM B IAHHBIA MOMEHT HaBeleH
KYpCOp.

3. lllenkHuTe MO BETY JIEBOM KHOIKON MBIIIIH.

'panunbl siueek oKpacsTCsi B BbIOpAaHHBIM I[BET, W KYpCOp IpUMeT OOBIYHBIA BU/I.
Vkazannbiii 1BeT fobaButcs B Habop Ilocnemnue nBera (cMm. Pucynok 153) u otmMetuTcst duiaskkom
Ha TMTaHeJTM HaCTPOWKH TPaHHUII.

Ecmu Tpebyercst OTKIIIOUWTH MHUIETKY 0Oe3 BblOOpa IBeTa, HaxkmuTe kiaBuily Esc Ha

KJIaBHaType.

4.4.9.2 IIpuMeHNTH CTHWIb IPAHMIL IIPeABIAYIIeH Ta0HIIbI

Yro6bl OBICTPO TNPUMEHUTH K sUelKe/[Malla30Hy sdeek/TabiuIe CTWIb TPaHMIL
IpefblyIel TabIUIlbl, BBIIIOJIHUTE CIlelyIoIe JeHCTBUS:
1. Beigenure TpeGyeMyto TabauIly WK SYEMKY/IAANA30H sTUYeekK.

2. Ha manenmu nHCTpyMeHTOB, B paszieie Tabsuia HaxkMUTe KHOIIKY EE| (cm. Pucynoxk 155).

S v
— il B @‘ AaB6BsT
HE‘ h @ E ﬂ @ {:} OBbIYHBIR

TaGnwua Cruam

Pucynok 155 — KHonka nprMeHeHHsl CTHIISI TPAHUIL TIpeJblTy1iel TabIuiibl

4.4.9.3 Y panuTh rpaHUuIbI

YToObl yHmanuTh 3aJjaHHble TpaAHUIBI SYeMKW/Mana3oHa sueek/Tabivllbl, BBIIOJIHUATE
CJleyIouye qeiCcTBUL:

1. Brimenurte TpebyeMyto TabJIMIly UK STYEHKY/UANla30H siueeK.
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2. Ha nanenu MHCTPyMeHTOB, B paszfieiie Tabauma HaXXMUTe Ha CTPeJIKy CIipaBa OT

KHOIIKHU [ (cm. Pucynok 156).
3. Ha oTkpbIBIIEHCS ITaHeTM HACTPOWKY T'PaHUIL:

B nepBom 6i10ke HAaCTpOEeK YKaKWTe MeCTO yaJeHUs TPAHMUII.

— Bo BTOpoMm 6510Ke HacTpoek BbibepuTe HeT rpaHuir.

[epu—

=y == == F ¥+ 4
I'E"" $Iv<—§+§ Hv 1:?%:,:\! ':lT
AB3ay

a— / HeT rpaHuy

Pucynok 156 — Y nanenue rpanuil

4. YToObI 3aKPBITh TTAHEJIb HACTPOUKY T'PaHUI], BBITIOTHUTE OHO U3 CJIeTYIOIINX JIeHCTBUMA:

Ha nmanenu mHCTpyMeHTOB, B pasfiesie Tabnmuma HaKMHUTe Ha CTpeJIKy CIIpaBa OT

KHOTIKA 1] (cm. PucyHnok 156).

H_[eJ'IKHI/ITe o I1myCcroMy MeCTy [JOOKyYMEHTd 3a IIpefejldMHu IIdHeJIn HaCTpOfIKH

rpaHuIl.
4.4.10 BoipaBHUBaHMe U 00TeKaHHe TEKCTOM

4.4.10.1 BeipaBHuBaHue Ta0IUIBI

ITo YMO/TYdHUTIO Ta6J'II/II_Ia BbIPDABHUBAETCA II0 JIEBOMY KpdlO HOOKYMEHTd. OTCTYH cJIeBa
HacdjlegyeTrcsda OoT 86381_[8, IocJjie KOTOPOr'o pacCIioJIoXKeHa Ta6n1/1ua.

UYToOBI HM3MEHUTh CIOCOO BBIPABHUBAHUS TaOJUIBI U OTCTYI, BBHITIOJIHUTE ClIeIyIolre
JIeUCTBUSL:

1.

VcranoBure kypcop B /00yi0 sS4edKy TabiaMIbl WIM BblIelNUTe JIFOO0H 3j1eMeHT

TAOIUIBL/ TabIIUITY 1EJIUKOM.
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2. OTKpo#Te OKHO HAaCTPOeK TaOIUIIbI OJJHUM U3 CJIeAYIOIIHUX CII0CODO0B:
— BribepuTe myHKT KOMaHAHOro MeHio Popmar > Tabsuna > Hacrpouts Tabsuiy

(cMm. Pucynok 157).

Wopmar  WMeotpyments Bug  OBwwi goctyn Hapcrpoikw  Cnpaexa

OuncTnTe fopMaTMpoBaHKue Ctrl+Space | vl 14 v A0 AT = v = .
WpudT r AR ees i v & 11E w =
EbipaeHueaHue r
AGzay
MosopoT TekcTa L
Wzobpaxerne r
TaGanua b Ty Bcraeutb cTpoky ceepxy Alt=A
& BcraBwTe cTpoky cHM3Y Alt=B
B Bcrasure cronbey coesa Alt=L
Bl Bcrasute cronBey cnpaea Alt=R
B ¥panuTh cTpoky Ctri+Alt+R
w ¥panuTe cTonbey, Ctrl+Alt=L
B YaanuTe Tabamuy Alt+Shift+T
B  ObbeguHUTE A4Sk Ctrl+Alt+M
Hd Pazgenute Aueiiky Alt+Shift+=M
Pazmep Aueiku...
‘@' Hactpoute TaBanuy

Pucynok 157 — Ilynkt komanaHoro Mexio HacTpouTs Tabsuiy

— Ha manenu uHCTpyMeHTOB, B pa3zeiie Ta0Gumma HaXXMUTE KHOIIKY o} (Hacrpoutsb

Tabmuiy) (cMm. Pucynok 158).

L v

LYEEH mas [ 3B AaBoBar
Eﬂ v [ E ﬂ $ J:‘EE OBbI4HbI
TaGnwua Criam

Pucynok 158 — Knonka HacTpouts Taduiy
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— IlemukoM MpaBOM KHOINKH MBI OTKPOHTE KOHTEKCTHOe MEHIO U BBIIOJIHHATE

komaHny HacTpouts Tabsuy.

3. B okue Hacrpoiiku Tadmuns! (cM. PucyHok 159) Bbibepute crioco6 BbIpaBHUBAHMUSL: 110

JIeBOMY Kpalo, 110 IIeHTPY WJIU 110 IPaBOMY Kpalo.

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. Haxwmwure knonky OK.

HacTtpoikn TaBaunus

BripaBHWBaHWE OBTekaHWe TeKcTom

Ceepy:

EE' EE' EE' 0,32 cm C

r

£
=
r

0,00 cm -

Orctyn chesa: " EB

Pucynok 159 — Oxkno HacTtpoiiku Tadaunsl

4.4.10.2 O0TexaHHe TEKCTOM

B nanHoO¥ Bepcry NpUIIOXKeHUs IeMCTBYIOT Clle/lytollle OrpaHUYeHUs

— B Tabnuiy, s KOTOpPOM HAcTpoeHO oOTeKaHWe TeKCTOM, HeBO3MOXKHO J100aBUTH

00beKT meperackMBaHWeM. Takke HEBO3MOXHO IepeTaliuTb OOBeKT U3 TaO/UIIbl B
Ipyroe MecTo JOKyMeHTa.
HeuicTBusi ¢ 0O6BEKTaMU, PaCIONOXEHHBIMA B siYeHKax TAOJIUIIBI, MOTYT BBITIOTHSITHCS

HEKOPPEKTHO.
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— Ecm npu coBmecTHOW paboTe Haj JokyMeHToM (cM. pasfen 4.13) omavH u3
oJIb30BaTe/Ied BKJIIOYAaeT WIXM OTKJIIoUaeT jid TaOiuIlbl OOTekaHue TeKCTOM, TO
HM3MeHeHUs1, KOTOpble APYTOoM M0JIb30BaTelb BHOCUT B TabJIMIly HEIIOCPEJICTBEHHO B 3TOT

MOMEHT, He COXPdHAIOTCA.

Yro6b! HaCTPOUTH OOTEKaHVe TabJIUITbl TEKCTOM, BBIIIOJIHUTE CJlelyIole JeHCTBUS:
1. YcraHnoBute Kypcop B JOOyI0 suelKy TabyMIbI WIA BblIelnuTe J0O0H 3jeMeHT
TAOIUITEI/ TaOITUITY TEJTUKOM.
2. OTkpouTe OKHO HAaCTPOEK TabJIUIIbI OTHUM U3 CJIEIYIONIHNX CIIOCOOOB:
— Bribepute nyHkT KOMaHAHOTO MeHIO Popmar > Tabmunma > Hacrpouth Tadaumy
(cM. Pucynok 157).
— Ha nanenu uHcTpy™mMeHTOB, B pa3zerne TabGumia Ha)XKMUTe KHOIKY (HacTpoutn
Tabmuiy) (cM. Pucyrok 158).
— IllesukoM MpaBoM KHOIKWA MBI OTKPOMTEe KOHTEKCTHOEe MEHIO U BBINOJIHUTE
xomaHy HacTtpouts Tabsuy.
3. B okne Hacrpoiikn Tabmunbl (cM. Pucynok 159) nocraBeTe duiarkok O6TekaHue
TeKCTOM.
4. VxaxuTe crocob BbIpaBHUBAHHUS TaOMUIBI U, PU HeobxomaumocTH, OTCTym cieBa
(cm. pasmen 4.4.10.1).
5. VkaxuTe pacCTosiHWe OT TpaHMI[ TabJuIBl 10 OKpyatoilero ee Tekcra CiieBa,
Copasa, CBepxy 1 CHusy.

6. Haxmure kHonky OK.

Ecmm Ta6m/1ua 3dHMMdeT HeCKOJIbKO CTpaHMII, TO o0TekaHHe TEeKCTOM IMIPpUMEHSETCA
TOJIBKO Had CTpdHHUIIE C HOCIegHEer YaCThiO Ta6J'II/II_[bI. Ha 9Ty CTpAHUILY II€ePeHOCUTCS BEChb

TeKCT, KOTOPBIM PACIIOIOXKEH TMOCyIe STKOPsI TabyuIibl (CM. pasnen 4.3.1).

Tabmnuitly, 71 KOTOPOM HAcTpoeHO OOTekaHWe TeKCTOM, MOXKHO OBICTPO IlepeMeCTUTb B
Ipyroe MecTo JIoKyMeHTa. J{jis aToro:

1. HaBenuTe Kypcop MBbIIIX Ha TaOIUITY.

2. HaxmuTe KHOIKY i, 0TOOpPa3MBIIYIOCS B JIEBOM BepXHEM YUy TaOIUIIbI.

3. YnepxvBasi JIeByIO KHOIIKY MBIIIIH, [lepeMecTUTe TaiIuIly B TpebyemMoe MecTo JOKyMeHTa.
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4.4.11 3MeHUTH pa3mep CTOJI0OIA WIM CTPOKH

Pa3mep cronbia unm cTpoku MOXKHO U3MEHUTh OJHUM U3 CIIeAYIOLIUX CII0COOO0B:
— IepeMeCTUTb I'PaHMIly CTOJI01a/CTPOKU BPYYHYIO;

— yKa3aTh TOYHYIO IIMPUHY CTOJIO11a/BBICOTY CTPOKH.

4.4.11.1 I3meHuTs pazMep BPYUHYIO

Y106BI MU3MEHUTDH pa3Mep OJIHOT'O CTOJIOIA UM CTPOKHU, BBIIIOJHUTE CJIeyIOIIue T1eUCTBUS:

1. HaBemuTe Kypcop Ha TpaHMIy CTOJIOIA WM CTPOKH, pa3Mep KOTOPOM HeoOXOIUMO
u3MeHuThb. Kypcop mpuMet BU IBYCTOPOHHEN CTPEJIKH.

2. YIepxuBas HaXaToH JIeBYI0 KHOIIKY MBIIIH, IIPOTSHUTE KypCOp Tak, YTOOBI I'paHHMIA
CTOJIOIA/CTPOKH MpHUHSJIA TpebyeMoe MoJIoXKeHue.

3. OTHYCTI/ITE JIEBYIO KHOIIKY MBIIIIH, YTOOBI BHCI)I/IKCI/IPOBHTI) II0JIO>KEeHHe.

HOCJIGI[HSISI BepPTUKAJIbHAS I'PAHHIIA Ta6JII/IHbI He MOXET IIPeBbIIAaTh IIPpaBOoe I10J1e CTPAHUIIBIL.

YTOoOBI yCTAHOBUTH OJMHAKOBBLIM pa3Mep Il HECKOJIbKHUX CTOJIOIOB/CTPOK TabIIUIIKI,
BBITIOJIHUTE CJIeyIOII1e TeUCTBUS:
1. Broigenute gaHHbIe CTONOIBI/ CTPOKH.
2. YcraHoBUTe JjIsl OOHOTO CTOJIOIA/CTPOKU pa3Mep, KOTOPbIK TpeOyeTcs MPUMEHUTD Jis
BCeX BbIJIeJIEHHBIX CTOJIOIIOB/CTPOK Tabmuilkl. J1jist aToro:
— HaBenure kypcop Ha rpaHuily Jit060ro CToJIOIa/CTPOKU TaK, YTOOBI OH MPUHSIT BU/L
IIBYCTOPOHHEH CTpeJKH.
— ViepxuBasi HaXXaTOM JIeBYI0 KHOMKY MBI, MPOTSHUTE KYpCOp TaK, YTOObI
rPaHUIlA CTOJIOIIA/CTPOKU MPHHSIIAa TpebyeMoe MoJIoXKeHHe.

— OtTnycruTe J1eBy10 KHOIIKY MBIIIH, YTOOBI 3apUKCUPOBATh IOJI0XKEHHe.

Jlyis BbIIeJIeHHBIX CTOJIOIIOB/CTPOK TabiMIbl OyAeT aBTOMATHYeCKU YCTaHOBJIEH pa3Mep,
yKa3aHHBIN JIJIs1 JAHHOT'O CTOJIOIA/CTPOKHY.
YTOoOBl yCTAaHOBUTH OAMHAKOBBIA pa3Mep Uil BCeX CTOJIOIIOB/CTPOK TabJMIIbI, BbIAEINTE

Tabymiy (cM. paznen 4.4.7) v BBITIOJTHUTE aHAJIOTHYHbIe JIeHCTBUS.
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4.4.11.2 Yka3aTh TOYHBIHA pa3Mep

Yro6bl yKa3aTb TOYHYIO IIMPUHY JJISi OAHOI'O/HEeCKOJIBbKUX CTOJIOLIOB WM BBICOTY IUIS
OJTHOM/HEeCKOJIbKUX CTPOK, BBIIIOJIHUTE CIeAyIole 1eCTBUSL:
1. Vkaxure maHHBIE CTOJIOIBI/CTPOKU:

— Yr100Obl U3MEHUTH HIMPUHY OJHOTO CTOJIOIA WM BBICOTY OJHOM CTPOKH, BbIAENUTE
3TOT CTOJIOEI/CTPOKY WM BblJlelUTe JiIoOyIo siueiiKy, KOTopasi HAXOJJUTCS B IAHHOM
cTosb1e/cTpoke.

— Yr00OBbI M3MEHNTh IIMPUHY HECKOJIbKUX CTOJIOIIOB WJIM BBICOTY HECKOJIbKHX CTPOK,
BbIJIeJIUTEe 3TU CTOJIOLBI/CTPOKY WIM BbIIeJUTe JI000W AUANa30H sdeek, KOTOPbIHM
HAXOAUTCSI B JaHHBIX CTOJIOIAX/CTPOKAX.

2. Orkpotite okHO Pa3mep sigeliKu OHUM U3 CIIEAYIOMIUX CIIOCODOOB:
— Bribepute nyHkT komaHaHoro MmeHro Popmar > Tabnmuma > Pasmep sueiiku

(cm. Pucynok 160).

Dopmat  MHcTpymedte Bug  OBwwi goctyn  Hagctpoidkw  Cnpaeka

OuncTuTe dopMaTHpoBEaHKE Ctrl+Space vl 14 |v| A {,-_\.\+ +E v =
WipndT "l AR e Av &~ R
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
dE ¥aanuTe CTpOKY Ctrl+Alt+R
w Y¥aanute ctonbey, Cirl+Alt=1
B  YaanwTe Tabamuy Alt=5Shift+T
B OfbegrHuTe AYElKW Cirl+Alt+M
B Pasgenute aueiiny Alt+5Shift+M
Pasmep aueikn...
5% Hactpouts Tabanuy

Pucynok 160 — IIynkT komanaHoro Metto Pazmep siueiiku
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— Ha nanenmu unctpymenTtoB, B pasfene Tabawmma (cm. Pucynok 161) Haxmwure

KHoTIKY || (Pa3mep sueiiku).

Y Y
SR ®m&® T 8 pepr
HE‘ v [ E a % J:‘E:._'J-l, OBbI4HbI

TaGamua CTiam

Pucynok 161 — Knonka Pa3mep siueiiku

— IlpaBoii KHOMKOWM MBIIIN IIEJIKHUTE 110 BbIFEJIEHHbIM CTOJIOIaM/CTpOKaM |
BBITIOJIHUTE KOMaH/1y KOHTEKCTHOro MeHIo Pazmep siueiiku.
3. B okue Pasmep siueiiku (cM. Pucynok 162) ykaxkurte Tpebyemyio IIIupuny cToJiomoB
unv BeicoTy CcTpoOK.

4. Haxwmure kHonky OK.

Pasmep aueiikn =

LWupuHa

| BB o

£

BoicoTa

0,36 cm

{3

Pucynoxk 162 — OxHo Pa3mep siueiiku
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4.4.12 Yka3aTb TOYHBIH pa3Mep sideeK

Y1o6Bl yKa3aTh TOYHBIA pa3Mep OOHOM WJIM HECKOJIbKHUX SYeeK, BBIIIOJIHUTE Clle[lylolye
JerCTBUS:
1. Broimenute 3TU sSUeliKu.
2. Ortkpouite okHO Pa3mep sideliKH OHUM U3 CIIEAYIOMUX CIIOCODOOB:
— Beibepute myHKT kKoMmaHAHOrO MeHi0O Popmar > Tadbmmma > Pasmep sigeliku
(cM. Pucynok 160).
— Ha manemu wuHcTpymeHToB, B padmenie Tabmmma (cm. Pucynok 161) HaxkmuTe
KHOTIKY || (Pa3mep siuelKkn).
— IlpaBOoli KHONKOW MBIIIK IIEJIKHUTe II0 BbIJEJIEeHHbIM SlYeiKaM U BBIIIOJIHUTE
KOMaH/]ly KOHTEKCTHOTO MeHI0 Pa3Mep sueiiku.
3. B okue Pa3mep sueiiku (cM. PucyHok 163) ykaxure tTpebyemyto Illupuny u BeicoTy

siueek U HaxxMute kHONIKY OK.

Pasmep aueiikn =

LWupuHa

| B e

£

BoicoTa

{3

0,36 cm

Pucynok 163 — OxHo Pa3mep siueiiku
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4.4.13 O0beuHUTE T4YCHKN

JIr060e KOMMYecTBO T9eeK B TaOIHIle MOXKHO OObeIMHUTD.

[Ipu o6benuHeHnH sueex:

— OTMeYeHHBbIM Auala30H CTaHOBUTCS eJUHOU STUeMKOMH;

— COXPaHAITCH JaHHbIe TOILKO U3 BepXHel JIeBOM S4YerKU Juarna3oHa;

— K OOBeIMHEHHOW siueliKe TIpHUMeHsieTcs (popMaTHpPOBaHHE BEpPXHEW JIeBOM SYelKu

JAWadIlla30Ha.

YToOb! 00BEIUHUTD STYEUKH, BBIJIIUTE UX U BHIIOJTHUTE OJTHO U3 CJIeAYIONIUX JIeHCTBU:
— Buoibepute nyHkT koMmaHgHoro mMeHio ®opmar > Tabmunma > O0beAMHHTH STYEHKH

(cm. Pucynok 164).

Dopmat  WMHcTpymedte Bug  OBwwi goctyn  Hagctpoikw  Cnpaeka

OuKncTHTE SopMaTUpoBaHKME Ctrl+5pace vl |14 v AT AT = v =
Wpngt r AR oo i v & 11E w =
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
d ¥panuTe 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 Aauelkn...
{55 HactpouTs Tabanuy

Pucynok 164 — [IyHkT koMaHgHOTO MeHIO O0BeAUHUTD STYeHKH
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— Ha nanemu uHcTpymeHTOB, B pasferne Tabmmma (cMm. PucyHok 165) HakMHUTe KHOIIKY

o (O0beqMHUTD AYeHKH).

l(:} W
£ v [E mESm FH B AaBoBsT
HH h : E ﬂ w {:} OBbIYHBIR

TaGnwua Cruam

[

Pucynok 165 — Kaonka O0beMHUTE SYeHKU

— HpaBoﬁ KHONKOM MBIIIX IIEeJIKHUTE II0 AUAIId30HyY W BBIIIOJIHUTE KOMdHAY
KOHTEeKCTHOI'O MEeHIO OGLEHI/IHI/ITB STIeHKH.

— Haxwmure coueranue kiasuill Ctrl+Alt+M / ~Option+sCmd+M.

st pasnenenvss oObeJUHEHHOW sSYEMKU BOCIOJIb3yHTeChb KOMaHJ0M Pa3fenuTh siuedKy

(c™m. paznen 4.4.14).

4.4.14 Pa3nenurthb sueiky

Pa3nenenue siueexk Ha HECKOJIBKO CTPOK WIK CTOJIOIOB YAOOHO HCII0JIb30BATh IIPU CO3/IaHUHU
CJIOXKHBIX TAbUIl (Hampumep, B KOHCTPYKTOPCKOM JIOKYMeHTAIUH).

B HacTosiiee BpeMs JeMCTBYIOT CJIeIyIOIIHe OrPaHUYeHHUS :

— HeJIOCTYIIHO OJJHOBPeMeHHOe pasfiejieHre HeCKOJIbKUX syeek;

— HeJIOCTYIIHO OJJHOBpPeMeHHOe pasfiejieHre ST9elKu Ha CTOJIOIbI U CTPOKH.

Ecm nna  pasmenenHusi BbIOMpaeTcsl siueiika, KOTOpPasi COCTOMT U3 00BbeIMHEeHHBIX
CTONOMIOB/CTPOK (CM. pa3gen 4.4.13), To 4UCIIO CTOJNOIOB/CTPOK, Ha KOTOpPbIe OHA pa3fesiseTcs,
JIOJKHO SIBJISITHCSL JIeJIUTeJieM 4Hciia 00beIMHeHHBbIX CTONOIoB/CcTpoK. Hampumep, ecnu sderika
cocTouT u3 8 0ObeJUHEeHHBIX CTOJIOIOB, TO ee MOXHO pa3neiuTh Ha 1, 2, 4 unu 8 cronbmos. Ecmm

siyerika COCTOUT U3 6 0ObeIMHeHHBIX CTPOK, TO ee MOXHO pa3fesiuThb Ha 1, 2, 3 uinu 6 cTpok.

YToObI pa3iesuTh STYeHKY, BHITOJIHUATE CIIeYIOIIre TefCTBUS:

1. Beigenure siueiiky.
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2. BoimonnuTe koMaHy PaspesnTh s4eliKy OIHUM U3 CIIelyIOIMX CII0OCOOOB:
— BribepuTe nyHkT koMaHaHOTO MeHI0 Popmar > Taobumuna > Paspennts siaeiiky

(cM. PucyHnok 166).

Wopmar  WMeotpyments Bug  OBwwi goctyn Hapcrpoikw  Cnpaexa

OuncTnTe fopMaTMpoBaHKue Ctrl+Space | vl 14 v A0 AT = v = .
WpudT r AR ees i v & 11E w =
EbipaeHueaHue r
AGzay
MosopoT TekcTa L
Wzobpaxerne r
TaGanua b Ty Bcraeutb cTpoky ceepxy Alt=A
& BcraBwTe cTpoky cHM3Y Alt=B
B Bcrasure cronbey coesa Alt=L
Bl Bcrasute cronBey cnpaea Alt=R
B ¥panuTh cTpoky Ctri+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 Aueiku...
{@} Hactpoute TaBanuy

Pucynok 166 — IlynkT komanaHoro MmeHto PazgenuTs siaeliky

— Ha maHenu MHCTpyMeHTOB, B pasfene Tabmuma Haxkvute kHonky [ (Pa3meauThb

sigeiiky) (cm. Pucynok 167).

SYEB ®&® T B ) rpr
HE‘ v |Ed E ﬂ % J:‘E} OERIYHEI

TaGnwua Crinm

Pucynok 167 — Knonka Pa3nenuTs sueiky
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— IlpaBo¥ KHOIKOW MBI IIEJKHUTE 10 BbIJEJIEHHOW SiYeliKe U BBINIOJIHATEe KOMaHAY
KOHTEKCTHOTO MeHI0 Pa3genuTs sdeiky.
— Haxwmure coueranue kiasumt Alt+Shift+M / ~Option+{Shift+M.
3. B okue Pa3genenue siueiiku (cM. Prucynok 168):
— VkaxuTe, Ha Kakoe KOJIMYECTBO CTOJIOLOB WM CTPOK CJiefiyeT pa3fieluTh
BbIJIeJIeHHYIO siYedKy. UYMCIIo MOXHO BBeCTH BPY4YHYIO, BBIOPAaTb C IIOMOIIIBIO
CYeT4YrKa, KJIaBHUII KJIaBUATYPbl | U T WIM NPOKPYTKON KOJIECUKA MBIIIIH.

— Haxwmure xnonky OK.

PasgeneHue A4efu -

© Cronbup

Crpokw .

Pucynok 168 — OxHo Pa3nenenue sueiiku

JlaHHBIe W3 pa3JieJIeHHOW SYeMKU MOMeIAI0TCS B BEPXHIOKO JIEBYIO SYEHKY I10Jy4YeHHOI'O

JManasoHa. Slueliky quana3oHa HacieqyioT popMaTUpOBaHUe pasfielIeHHOH sTYelKU.

4.4.15 IloBTOPUTH 3aroJIOBOK Ha KaKI0H CTPaHHIIe

HHorna TekcTOBBIe TOKyMEHTBI cofiepaT OoJiblive TabJuIbl, KOTOpble pa3MelaloTcsl Ha
HEeCKOJIbKMX cTpaHunax. llpu pabore c Oonbiioi Tabnuilel MepUOIUYECKU NPUXOAUTCS
BO3BpAll[aThCs K ee Hadaldy, 4ToObl yBU/IETb ee 3arojioBok. YToObl HM3beXxaTh 3TOT0, HACTpoMTe
oToOpa)keHMe 3aroJIOBKA Ha KaXk/1I0M CTpaHUIle, HA KOTOPOW paclioyioXeHa TabuuIa.

B kauecTBe 3arosioBKa MOXHO YyKa3aTh IE€PBYIO CTPOKY TabJMI[bl WM HECKOJIBKO CTPOK

Ta6J'II/II_IbI, BKJIIOYa4 IepBYyHO.
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YroOBI TIOBTOPUTH OIHY WJIM HECKOJIBKO CTPOK B KayeCTBe 3arojloBKa TaOJIMIIbI, BBIIIOJIHUTE
CIIeIyIolve IeNCTBUS:
1. Yxaxure o[IHy UM HECKOJIbKO CTPOK, KOTOPbIe OYAYT SIBJISITHCS 3aT0JIOBKOM TabJIUIIBL:
— Ecnu tpebyetcsi OBTOPSTH Kak 3aroJIOBOK OJIHY CTPOKY, YCTaHOBUTe B Hee Kypcop,
BbIJIeJIMTE B Hel JII00YIO0 si9eliKy WK BBbIIeJIUTe ee I1eJIMKOM.
— Ecmm TpebyeTcsi IOBTOPSATh KaK 3arojIOBOK HECKOJIbKO CTPOK, BBIJIEJIUTE B JaHHBIX
CTPOKax JIt0OOM IMana3oH siueeK WM BbIIeNIUTe JaHHble CTPOKU LIeJIMKOM.
2. Ha nmaHenu MHCTpPyMeHTOB, B pazfieyie Ta0Gymia HaKMUTe KHOIIKY B (IIoBTOPATH KaK

3aroJIOBOK Ha KayKmou crpanune) (cM. Pucynok 169).

L v
£ v E ™o B B AaBoBsT
H ~ = E ﬂ % {:} OBbIuHbI i

TaGauua Crunm

Pucynok 169 — Knonka IIoBTOpATH Kak 3aroJIOBOK Ha Ka:KI0H CTpaHHIIe

YTo6Bl OTMEHWTH NOBTOpPEHHWe 3arojioBKa Ha KaXk[IOM CTpaHMIle, BBIIIOJIHWTE Cllefyollne
IeUCTBUSA:
1. YcraHoBute Kypcop B J00OyI0 S4elKy WM BbIIelIWTe JIIOOOW [Mana3oH s4eek B
Tabinuie.
2. Ha manenu uHCTpyMeHTOB, B pasfeiie Tabmmma (cm. Pucynok 169) HaxkmuTe KHOIKY

% (IToBTOpPATH KaK 3aroJIOBOK Ha KAXK/A0M CTpPaHHIIe).

4.4.16 IIpeoOpa3oBaTh TEKCT B TAOIHILY

[Tpeobpa3oBanue TekcTa B TabIUITy MOXKHO BBIIIOJIHUTD C TIOMOIIbIO KOMAHTHOTO MeHIO WU
MaHeJId UHCTPYMEHTOB.

[Ipu pa3melieHuu TekcTa B Tabivile KaXkAbld ab3al] MoMeIaeTcsl B OTHENbHYIO SUeHKy.
Tabmnura 3anosnHsieTcst ab3anaMu ciieBa HallpaBo, CBEPXY BHUS.

Ecnu npeo6pa3oBaHue OCyIeCTBIISIeTCS C TIOMOIIBbI0 KOMAHIHOTO MEHIO, TO 110 YMOTYaHUIO
co3/aeTcsl TabyuIla, KOTopasi COIEep>KUT TpU CToibma. KomndyecTBo CTpok TabiUIlbl orpesiesnseTcs

dBTOMAaTH4eCKHU I10 KOJIMIeCTBY 8638HQB B TeKCTe.
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Ytobbl mpeobpa3oBaTh TEKCT B TAONMITy C IOMOIIBIO KOMAHIHOTO MEHIO, BBHITIOJIHUTE

CIIeIyIolve IeNCTBUS:
1. Otpenurte 3HakOoM ab3aria Kaxabld GpparMeHT TeKCTa, KOTOPbI He0OX0JIMMO BCTaBUTh B
OTJIeJIbHYIO STYeHKY.
2. Brienure Bech TEKCT, KOTOPbIM HEOOXOIUMO BCTaBUTh B TAO/IUILY.

3. Bribepure myHKT koMaHIHOTO MeHIO BeraBka > Taosmma (cm. Pucynok 170).

Beraeka @opmat  WHetpymentm Bug O

Wzobpamerne..

TekcToBOE None

Durypa

B @ HmE

TaGawua...
Dopryaa...

'CI'IE'LI,H-E.."IthlE' CHMBCNB...

f s
ﬁ.ﬂ'

L\

qf 1C

Pazpbie cTpaHWLp Ctrl+Enter

Paspoie pasgena
Homepa cTpaquy,

KonoHTUTy AR

nom

OrnaeneHue

Pucynok 170 — Komangnoe menio BeraBka

Ecin npeobpa3zoBaHue TekcTa B TaOIMIly OCYIIECTBIISIeTCS C IIOMOIIbIO IIaHeNH
WHCTPYMEHTOB, TO KOJIAYECTBO CTOJIOI[OB TaOJIMIIBI MOXHO yKa3aTh BpyuHylo. KojnuecTBO cTpok

Ta6J'II/II_IbI onpenendaeTcs aBTOMAdTU4YeCKU 110 KOJIMYeCTBY a63aueB B TeKCTe He3aBHUCHMO OT TOro,

KdKOe KOJIN4YeCTBO CTPOK BbI6paJ'I I10JIb30BATeJIb.

YtoObI 1peobpa3oBaTh TEKCT B TAOIMITy C MOMOIIBIO MMaHeJId MHCTPYMEHTOB, BBHITIOJIHUATE

CJleyouye JerCcTBUL:

1. Otpenurte 3HaKOM ab3aria KaXk/ibld pparMeHT TeKCTa, KOTOPbIM He0OXOIMMO BCTaBUThH B

OTJIEIbHYIO STYEHKY.
2. Bobienure BeCh TEKCT, KOTOPBIM HEOOXOJIMMO BCTaBUTh B TaOJIHUITY.

3. PasBepHuTe maHeb CO3/1aHUS TAOJIUIBI OJJHUM U3 CJIeAYIONIUX CIIOCOOOB:
FHH
— Ha manemu uHCTpyMeHTOB, B pasnerne BcraBka Haxkmute kHONKY [ (Tadmuma)

(cMm. Pucynok 171). BeigenuTe KypcopoM TO KOJIMYeCTBO CTOJIOIIOB U CTPOK,

KOTOpOe JI0JKHA CoJiepyKaTh TabJIuIIa, U IIEeJIKHUTE JIeBOM KJIaBUIIIeH MBIIIIH.
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AaboB AaBoB1 AaBoBsl

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

@
15
®

v [E -,

0o
0o
20

Tabanua 3x2

Pucynok 171 — Kuonka Ta6smuna

Ha manesm uHCTpyMeHTOB, B pa3zienie BecraBka HakmuyTe KHOMKY “*¢ (cM. Pucynok 172).
Ha oro0GpasuBiiieiicst aHe M BCTaBKM HaBeWTe Kypcop MBI Ha KHOMKy HH Taosmmra.
Brigenvre KypcopoM TO KOJMYeCTBO CTOJIOIIOB M CTPOK, KOTOpPOe AOJDKHA COIepKaTb

Ta0JIUIIA, U LIEJIKHUTE JIPBOH KJIABHUIIICH MBIIIIH.

AaboBr  AaB0B AaB0B1  AaboBel ... [f. [ v [E] -
OEI4HBIH 3aro..ok 3aro..ok 2 3arc..ok 3 ‘
CTiAM E Nzo6pamerne.., ~
IZI TekcToBOE NONE
(5' Durypa » Q
HH TaBanua... ¥
Dopmyna...
E] CrneunansHee CUMBOAR... >
i
L Pazpbie cTpaHuUb
—_
| Paspwie pasgena
Howmepa ctpadul,.. >
@ KanoHTuTynm >
OrnagneHue
Brabepure pasmep
(f) Ceoinka..,

Pucynoxk 172 — IlaHenb BCcTaBKU
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4.4.17 IIpeobpa3oBaTh TabJIHMILy B TEKCT

Yto06b! peobpa3oBaTh TAOIUILY B TEKCT, BHIITOJIHUTE CJIEAYIOIIHE IeHCTBUS:

1. Broimenute tabnuiy (cM. paznen 4.4.7).

2. BrbimonHWTe KOMaHIy BbIPE3aHHsI WM KOIMHWPOBAHUS TaOMUIIBI JIIOOBIM yIOOHBIM
criocobom (cMm. pazpen 4.9.2.1).

3. BroimosiHATe KOMaHAy BCTaBKHM 0e3 ¢GOpMaTHPOBAaHUS JIOOBIM yAOOHBIM CIIOCOOOM

(cMm. paznen 4.9.2.2).

TexkcT M3 OogHOM CTPOKHM TaOJWIIBI BCTaBIsIeTCs B OfauH ab3ar. B kadecTBe pasmenurens

JAdHHBIX U3 sd49eeK UCIIOJIb3YeTCs 3HAK T86YJIHIII/II/I.

4.4.18 YpanuTh CTOJIOIBI U CTPOKH

YToObl yAamuTh OJWH WM HECKOJIbKO CTOJIOIOB WM CTPOK, BOCIOJB3YHTECh OJTHUM W3
CJIeJIyIONIMX CIIOCOOOB:
1. Bpimenure [aHHBIe CTONOLBI/CTPOKA WM S[YEHKH, pacIOJIOKeHHble B HHUX. 3areM
BBITIOJTHUTE OJTHO U3 CJIeJYIOMIUX JIeWCTBUM:
— Bruibepute nyHkt komangHoro MeHio ®opmar > Tabaumna > Yaanurs crosder /

Ynamuth cTpoky (cMm. Pucynok 173).

Dopmat  MHcTpymedte Bwg OBwwi goctyn  Hagctpoikw  Cnpaeka

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 173 — Komananoe mento ®opmar
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— Ha maHenu WHCTpyMeHTOB, B pasferne TaOuuma HaXXMUTE KHOIKY @ (Y mamurtnb

croyoen) wiy g (Y aaurThb cTpoky) (cM. PucyHok 174).

D v .
£ HE mo®w B B AaBoBsT
HE‘ h $ E ﬂ ﬁ 0F OBRIYHBIR

TaGnawua Ctiam

Pucynok 174 — Paznen manenu nHcTpyMeHToB Tabumma

— IlpaBoii KHOMKOM MBIIIM IIEJIKHUTE IO JII0O0MYy MecTy BbIOpaHHOTO Jualia30Ha

Y BBITIOJTHUTE KOMaH/y KOHTEKCTHOTO MeHIO0 Y JaJIUTh CToJI0er] / Y AaJINTh CTPOKY.

— Haxwure coderanve kiasuil Ctrl+Alt+U / ~Option+3Cmd+U, 4T06b! yAanuTh

OIUH WIA HeCKOJIbKO CToibmoB, wiu coderanue kiasum Ctrl+Alt+R /
~Option+3Cmd+R, 4T00ObI YHAINUTH OJIHY UJIM HECKOJIbKO CTPOK.

2. Broipgenure maHHBIE CTOJIOIBI/CTPOKU IEJTMKOM U HAXXMHUTe coderaHue kimaBuin Ctrl+- /

¥Cmd+-.

4.4.19 Ypanuth Ta0uiy

YToOb! yIanUTh TabJIKITy, BOCTIOIB3YHTECh OMHUM U3 CIIEAYIOIUX CIIOCOO0B:
1. Boigenure yt060¥ 371eMeHT TabJIMIIBI WM TabJIUITY IeJIMKOM. 3aTeM BBITIOJTHUTE OIHO U3
CIIeIYIOIUX JTIeUCTBUM:
— Bruibepute nyHkT komaHgHOro MeHio Popmar > Tabmunma > Ymanurth Ta0aumy
(cm. Pucynok 173).
— Ha manenu uHCTpyMeHTOB, B pasfiesie TadJsmma HaXXMUTe KHOIKY £2%) (Ymanursb
Tabmuiy) (cMm. Pucynok 174).
— IlpaBo¥i KHOIKOW MBIIIK IEJKHUTE 10 JII000MYy MeCTy B TaOJuIle W BBITIOTHUTE
KOMaH/1y KOHTeKCTHOTO 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 BcraButh H300paxenue

B TekcTOBBIN IOKYMEHT MOXXHO J00ABIISTh H300paXKeHHsI:
— C KOMIIBIOTEpa;
— 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 ¢ nsobpaxenusimu B popmatax PNG, BMP, JPG, JPEG, JPE, GIF,
TIFF u TIF.

4.5.1.1 BcraBuTh H300paxkeHue ¢ KOMIbITepa

YToObl BCTaBUTH B JOKyMeHT u300pakeHHWe C KOMIIbIOTEpPA, BBIMOJIHUTE CIIeAyIolue

JEeNCTBUS:
1. VcranoBuTe Kypcop Ha TO MeCTO B J[JOKyMeHTe, KyJa HeoOXOOUMO BCTaBUTh
n3obpakeHue.
2. BpeinonHUTe KOMaHAY BCTaBKU OJIHUM U3 CJIeIyIOIMINX CIIOCOOO0B:

— Bribepute myHKT KOMaHHOTO MeHIO BeraBka > M3o0paxenue (cM. PucyHnok 175).

Beraeka @opmar  WHctpymentm  Bug OB

[]  WzobpameHue...

TekcToBDE None

Pucynok 175 — KomangHoe mento BeraBka

o
— Ha nanenu uHCTpyMeHTOB, B pa3ieie BecraBka Ha)kMUTe KHOTIKY (A300paxkeHue)

(cm. Pucynok 176).

AaB6Bel AaB6Bel' ... F]v O] v E

3aronoeok 3 Jaronoeok 4 L1

Beraska b

Pucynoxk 176 — Knonka 300pazkenue
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— Ha nmanemu uHCTpyMeHTOB, B paszieie BcraBka HakmuTe KHOTIKY === (cM. Pucynok 177).

Ha 0T0Gpa3HBIIIENCS TAHEIH BCTABKH HAKMKTe KHOTIKY || Mi306pancenye.

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 177 — Ilanenb BCcTaBKU

3. B okHe daioBoro MeHemxepa BbiOepuTe H300pakeHHe, KOTOpoe HeobX0JIUMO

BCTdBUTD, U HA’KMHUTE KHOIIKY OTKpBITb.

4.5.1.2 BcraBuTh H300paxkeHue U3 dpay3epa Wi APyroro pegjakropa

YtoObl BCTaBUTH H300pakeHHWe U3 Opay3epa WIX JIPyroro peaakTopa, BBIMOJIHUTE
CJIeJIyIolre IeNCTBUS:
1. Cxonmpy¥ite u300pa’keHre U3 UCTOYHHUKA.
2. YcraHOBUTE KypcOp Ha TO MeCTO B JOKyMeHTe, KyJa HeoOXOJWMO BCTaBHUTh
u3zobpaxxeHue.
3. BcraBbTe n3obpakeHre OJJHUM U3 CJIeYIOIIHX CII0CO00B:

— Bribepute myHkT koMaHHOrO MeHi0 IIpaBka > BeraBuTh (cMm. PrucyHok 178).

Mpaeka Bcraska @opmar  Vectpymedte  Bug O
2 OtmeHuTs Ctrl+Z
T ToeTopuTs Ctri+¥
oo Buipesats Ctrl+X
Kenwpoeate Ctrl+C
|E| BrTaeute Ctrl+W

Pucynok 178 — Komangnoe menro IlpaBka
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— Ha maHenmu mMHCTpyMeHTOB, B paszene IIpaBka HaXXMUTE KHOIKY B (BcraBuTb)
WM Ha)XXMUTE CTPeJIKy CIpaBa OT KHOMKHU 1N (BcraBUTB) U BBINOJIHUTE KOMaHIY

BcraBuTts (cM. Pucynok 179).

Daiin [paeka Beraska Qopmar  Weorpymedts Bug  OBwwi gocty

|Ej| é v KO Thames
ok

+ B2

NoBasuTs = v o C
ﬁ BrTaEnTe
M3gpaHuoe d®ann Mpaeka

BcTaEWTe TONBKD TEKCT

Pucynok 179 — Knonka BcraButhb

— H_IeJ'I‘IKOM HpaBOﬁ KHOIIKM MBIIIHN OTKpOfITe KOHTeKCTHOe MEeHIO M BLIIIOJIHUTEe
KOMaHy BcraButh.

— Haxwmure couerauue xinasuml Ctrl+V / $Cmd+V.

ﬁ Ecmu B JOKYMEHT Tpe6yeTc;[ BCTAaBUTH TEKCT C I/I306pa)KEHI/I}IMI/I, CKOHI/IPYI\/'ITE K BCTaBbTe

TEeKCT U 1/1306pa>1<eH1/m I1I0 OTOEJIbHOCTH.

4.5.2 N3meHuTH pazMep HN300paxkeHust

Pa3zmep nzobpakeHnst MO>)KHO U3MEHUTh C COXpaHeHHeM Wi 6e3 coXpaHeHUsI IIPOIOPIUA.

H3meHeHVe pa3MepoB HeJJOCTYIIHO Uil M300pakeHWH, pa3BepHYTHIX IO IIPOU3BOJIbHBIM

YTJIOM B JIF0OOM JIpyI'OM TeKCTOBOM peZlaKTope.

4.5.2.1 U3meHuTs pazmep n300pa:keHUs C COXpaHeHHeM PO P

Yrobbl OBICTPO M3MEHUTh pa3Mep U300pakeHHsi C COXpPaHEHHeM IPOIOPLUM, BBIIIOJIHUTE
CJIeyIouye qeiCcTBUS:
1. Breimenure nzobpaxkeHue, pa3mep KOTOPOTO HEOOXOAUMO U3MEHUTb.
2. Y7epxvBasi JIeBYIO KHOIIKY MBIIIIH, IIPOTSIHUTe JIF0O0M U3 YIJIOBBIX MapKepOB PaMKH Tak,
yT0OBI M300paKeHre MPUHSIIO HeoOxoquMbIl padmep (cM. Pucynok 180).

3. OrtnycTuTe JIeBYI0 KHOIIKY MBIIIH, YTOObI 3aHMKCUPOBATh HOBBIM pa3Mep U300pakeHusl.
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Pucynok 180 — U3MeHeHre pa3mepa n3obpakeHUsl C COXpaHeHWeM ITPOIOPIIHH

YTtoObl M3MEeHUTh pa3Mep H300paKeHUs] C TOYHOCTHIO [JI0 MWIIMMETpPA, BBLIIOJIHUTE
CJIeyIolve IeNCTBUS:
1. Beigenute uzobpaxkenue.
2. Ortkpoiite okHO Pa3mep u moJsioxkeHune oqHUM U3 CIIEAYIONIUX CIIOCOOOB:
— Broibepute nyHkT komaHpHoro MmeHio Popmar > H3odbpakenwe > Pa3mep u

noJsoxenue (cMm. Pucynok 181).

Dopmat  WHetpymentm Bug  OBwwi goctyn Hagcorpoiikw  Cnpaeka

OuKcTuTE dopuMaTHpoBaHme Ctrl+5pace ? 2 = v =
Wpngt [ 1.— —

pug CNOHEHWE T
BbipagHWEaHWE r

Ab3au

MoeopoT TekcTa L
Wzobpamerne k Of6TekaHWe TEKCTOM r
TaBnuua L

=% Pazmep v nonomxeHwne

CoxpaHuTe nzobpaxkeHue..,

Pucynok 181 — [Togmento M300pazkenue

— Ha nanenu uHCTpyMeHTOB, B pasfieie M3o00paxkeHne HakKMUTe KHOTKY (1 Pa3mep

U noJioxkenue (cM. Prucynok 182).

Dopmat  MHcTpymente Bug  OBwwi goctyn  Hagetpolkw  Cnpaeka

X Iﬁ v év 0= B tekcte v |2l = v

. s 1—
9 & 5" Pazmep v nonoxeHne =

L 2—

MNpaeka MzobBpamernmne AB3au

Pucynok 182 — Knonka Pazmep u mosto:xenue

— OTKpOfITe KOHTeKCTHOe MeHIO IIIeJITYKOM HpaBOﬁ KHOIIKKM MBbIIIIKM KW BBIIIOJIHUTE

KOMaHy PasMep H ITI0JIOKEeHHe.
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3. B okne Pasmep u mosoxkenue (cMm. Pucynok 183), B monsax Illmpura u BeicoTa
yKaXXuTe TpebyemMyto TUPUHY U BBICOTY U300pakeHusl.

4. Haxwmure kHonky OK.

Pazmep v nonoxeHne et
WwnpuHa: Boicora:
o~y o~y
341 cm L =2 254 m "
Neewii oTeTyn: Bepxnuii otcyn:
o~y o~y
3,00 cm . 2,00 cm .

CT:T:.-'I'I OTCHYWTBIBAETCA OT K28R CTRaHMLUBL.

Pucynok 183 — OxHo Pa3mep u noJioxkeHue

4.5.2.2 3meHUTH pazmep H300pa:keHUus 0e3 COXpaHeHHS MPOIOPIIHIA

YTo6b! OBICTPO U3MEHUTh pa3Mep u30bpakeHUs 6e3 COXpaHeHUs NPOIOPIMH, BBIIIOJIHUTE
CJIeJIyIolre IeNCTBUS:

1. Brigenute uzobpaxeHue, pa3mep KOTOPOTro HeOOXOIUMO U3MEHUTD.

2. YIepxwuBas JIeByl0O KHOMKY MBIIIM, I[lepeMecTdTe OOWH U3 MapKepoB paMKH

nzobpaxkenus (cM. Pucynok 184):

]

Pucynok 184 — U3menenure pa3mepa uzobpakeHust 6e3 CoxpaHeHHsl TPOTIOPIIUA

— U1 W3MeHeHHs BBICOTHI M300pakeHHs IlepeMecTUTe BepXHHUW WIM HIDKHUN

MapKep paMKy;
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— JUid UW3MeHeHMs] IIMPUHBI H300paKeHWs IepeMecTUTe JIeBbId WM TIpaBbli
MapKep paMKH.

3. OrtmycTuTe JIeByI0 KHOIIKY MBI, YTOOBI 3aUKCUPOBATh HOBBIA pa3Mep N300pakeHus!.

YToObl H3MEHUTb pa3Mep H300paXKeHUsI C TOYHOCTBIO [0 MHJUIUMETPA, BBIIOJIHUTE
CJIeyIolye IeNCTBUS:
1. Boigenute uzobpaxenue.
2. Ortkporiite okHO Pa3mep u noJsioxeHune oqHUM U3 CIIEAYIONIUX CIIOCOOOB:
— DBruibepute nyHkT kKomaHaHoro meHio Popmar > W3obpaikenue > Pasmep m

noJsoxenue (cMm. Pucynok 185).

Dopmat  WHetpymentm Bug  OBwwi goctyn Hagcorpoiikw  Cnpaeka

OuKcTuTE dopuMaTHpoBaHme Ctrl+5pace ? 2 = v =
Wpngt [ 1.— —

pug CNOHEHWE T
BbipagHWEaHWE r

Ab3au

MoeopoT TekcTa L
Wzobpamerne k Of6TekaHWe TEKCTOM r
TaBnuua L

=% Pazmep v nonomxeHwne

CoxpaHuTe nzobpaxkeHue..,

Pucynok 185 — [Togmento M300paskenue

— Ha maHenu uHCTpyMeHTOB, B pa3zieiie M300paxkeHue Ha)kMHUTe KHOTIKY (- Pa3mep

u nojioxkenue (cMm. Pucynok 186).

Bug OBwwi goctyn  HagcTpoikn  Cnpaeka

— —
oo ﬁ v é v D= B TekcTe w 2 = v
) e e
(__) .__} Q Dﬂ Pazmep w nonoserne J= W
MpaBka MaobpaxeHne Ab3ay

Pucynok 186 — Knonka Pasmep u nmosioxeHnue

— OrTkpoliTe KOHTEKCTHOe MeHIO I[eJYKOM IIPaBOM KHOIIKM MBbIIIM U BBIIOJIHUTE

koMaHly Pa3mep u nmoJsioxkeHue.
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3. B okxue Pasmep u momoxenme (cM. Pucynok 187) oTkitoudTe aBTOMaTHYECKOe

CcoXpaHeHHe MPONopLri n3obpaxenus. st 3Toro HaXKMUTE KHOIIKY = (Coxpanurtnb
COOTHOIIIeHHe CTOPOH) TaK, YTOObI OHA IpHHsIIA BUJ C 2.
4. B nonsx Illupuna u BeicoTa ykaxxuTe TpeOyeMyIo IIUPUHY U BBICOTY M300paskeHUsI.

5. Haxwmwute kHonky OK.

Pazmep v nonosxeHne x
WupwHa BricoTa
341 cm o 254 cm )
Neewi oTcTyn BepxHwia oTcTyn
3,00 cm - 2,00 cm )

-J::TCT: N OTCYWMTRIBIETCA OT K28R CTREaHWUE

Pucynok 187 — Oxno Pa3mep u noJioxeHme

4.5.3 N3MeHUTDH NO3UITHIO N300paKeHUsI B TEKCTe

H3o0paxkeHre MOXeT pacrojiaraTbCs OTHOCHUTEIbHO OCHOBHOTO TeKCTa JIOKyMeHTa
CJIeIyIOIIUMU CITIOCOOaMU:
— B Tekcre — n300pakeHue SIBJISIETCS YaCTbIO TEKCTA KaK CJI0BO WJIM 3HAK MPeluHaHUS;
— Bokpyr pamMku — TeKCT oOTekaeT MpPSIMOYTOJIbHYIO PaMKy, B KOTOPYIO IOMeIaeTcst
HU300paKeHue;
— CBepxy U CHH3Y — TEKCT PaCIiojlaraeTcs BbIIlle U HHUXe U300paKeHus;
— Ilepen TexcToM — U300pakeHUe pacrojiaraeTcs nepeji TeKCTOM B BUJle BEPXHEro CJIos;

— 3a TeKkcToM — n3o0pakeHue pacIioyaraeTcs 3a TeKCTOM B BUJIe HUXKHETO CJIOS.

[Io ymomuanuio u3zoOpakeHuwe pacnojaraercsi B Tekcre. UToObl M3MEHUTH IMO3UIUIO
M300pakeHusl, BHITOJIHUTE CIIAYIOIIMe IeHCTBUS:

1. Beimenure Tpebyemoe wu3o0paxeHue. YToObl BbIIEIUTh H300pakeHHe, KOTOpoe

HAXOJIUTCS B TMO3UIIMU 3a TEKCTOM, HaBeJlUTe Ha HEro Kypcop MBIIIHM U HaKMUTe Ha

0TOOPa3UBIIYIOCS KHOIIKY @®.
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2. Orobpa3uTe CIHCOK BO3MOXHBIX I[O3UIMM H300paXkeHUs OJIHKMM U3 CJIeYIONIUX
CHoco0O0B:
— Bribepute nyHKT komaHaHoro meHio dPopmar > H3obpaxkenme > O0TekaHue

TexkcToM (cM. Pucynok 188).

Dopmar  MHotpymedtsr Bug  OBwwi aoctyn HapcTpoikw  Cnpaeka

OuncTuTe fopmaTipoBaHne Ctrl+5pace w 22 =~ = = = = kR
WpudT r 1— — —
pud oNOMHEHWE M= e= 2= :E[ i C”
BripaeHuBaHwe r
AB3ay
MoeopoT TekcTa L
K306 pakeHne r OBTekaH e TEKCTOM P 0= B Tekcre
Tabamua LS _
&7 Pasmep v nonowedne 0 Bokpyr pamew
CoxpaHuTe nzobpaxerue.. T Ceepxy W CHU3Y

=]

Mepes TexcTom

3a TexcTom

It

Pucynok 188 — Ilogmento ObTekaHue TeKCTOM

— Ha nanenu uncTpyMeHTOB, B pasziese F3o0paxeHne HaO)XMUTe KHOIIKY ~ CIIpaBa OT

TeKyIei nosuiuu nzobpaxkenus (cMm. Pucynok 189).

Dopmat  VHcTpymedTe  Bug OBwwi goctyn HageTpoikw  Cnpaeka

‘}f; ﬁ w é v = B TekcTe v 2 = v
D & O= = v

B TekcTe

Mpaeka
0= Bokpyr pamkw I

E Ceepxy W CHU3Y
: Mepes TekcTom

3a TekcTom

Pucynoxk 189 — Beibop no3utium nzobpakeHust

— IlpaBoii KHOIIKOH MBIIIK IIEJIKHHATE TI0 H300paKeHWI0 W BBIMOJIHUTE KOMaHIy
KOHTeKCTHOro MeH0 O0TexaHHe TeKCTOM.

3. B oTkpsiBIIEMCSs IOJMeHIO BbIOepuTe TpebyeMyIo IO3UIINI0 N300paXkeHus!.
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H3zobpakenue, koTopoe pacronaraercss B Tekcre, MOXXHO BBIPDOBHSITb IIO I'OPU3OHTAIIU
(pacrioyioXuTh CJieBa, ClipaBa WM 10 IeHTPY cCTpaHMIbl) (cM. pasgen 4.3.8.1). Eciu mpu stom
r3o00pakeHHe He OT/IeJIeHO OT TeKCTa ab3allHbIMU OTCTYIIaMH, TO BbIOpaHHOe BHIDABHUBAHUe TaKXKe

MIPUMeHsIeTCs. K TeKCTY, HaxXOJISIIeMyCsl B TOM e raparpade, 4To U U300pakeHue.

4.5.4 TlepemecTHTh N300paXkeHHe

H3o6paxkeHre MOXXHO IlepeMeliaTh CIelyI0IMMU CII0CO0aMHu:

— IepeTacKUBaTh, yIep>KUBas JIeBYIO KHOIIKY MBIIIIH;

— IepeMellaTh M0 BePTHUKAJIM WM 10 TOPU30HTAIM C MOMOIIbIO KJIAaBUMI «—, T, |, — Ha
KJIaBUAType;

—  yKa3bIBaThb OTCTYIIbI U300paXKeHUsI OT JIeBOT'0 U IIPABOI'0 Kpasi CTPAHUIIBL.

4.5.4.1 IlepemecTUTH C IOMOUIBIO MBIIITH

YtoObI mepeMecTUTh U300pakeHue C TOMOIIBIO MBIIITH, BBIIIOJHUTE CJIeIyIolre JeHCTBHUS:

1. Boigenurte uzobpaxenue, KOTOpoe HEOOXOJIUMO IIEPEMEeCTHUTb.

2. YIepxwuBas JIeByIO0 KHOIIKY MBIIIH, TlepeTaliuTe u3obpaxkeHre Ha TpebyeMoe MecTO B
IIOKyMeHTe.

3. OrtmycTuTe JIeBYyI0 KHOIIKY MBIIIHY, YTOObI 3aUKCUPOBATD [TO3UIMI0 U300pakeHHUsl.

4.5.4.2 IlepemecTuTH C NOMOIIBIO KJIAaBUII KJIABHATyPbI

[lepemenienne c moMoUIpI0 KiIaBUII <—, 1, |, — HEIOCTyNHO il H300pakeHus,

pacnionoxeHHoro B Tekcre (cM. pa3pen 4.5.3).

YToObl TepeMecTUTh H300pa’keHWe C TIOMOIbI0 KIIABMIN KJIABUATYpPhl, BBITIOJHUATE
Clleqlytolire AeiCTBUS:

1. Beigenurte nuzobpaxeHue, KOTOpoe HEOOXOJIUMO ITePeMeCTHUTb.

2. Tlepemectute M306pakeHue BJIeBO/BIPAaBO/BBepX/BHU3, HAXKUMasl Ha KJIaBUIy <«—, —, T

WIH |.

[lar NnepeMeIICHUA 3aBUCUT OT Macirada JAOKYMCHTA:

— eciu Maciatabd < 200%, To mar = 4 MMm;

— ecym maciarad > 200%, Tto mar = 1 MM.
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YToOB! YBEJIMYUTH IIIAT, TlepeMelanTe n300pakeHue KIaBUIIaMu <—, T, |, —, yaepkuBas
Hakatoi kiasumy Shift. B maHHOM citydae mmar epemeliieHus 6yieT paBeH:
— eciu mactarab < 200%, to mar = 4 cMm;

— eciu maciatad > 200%, to mar = 1 cm.

4.5.4.3 Yka3aTh OTCTYIIBI OT JIEBOT0 M BepXHero Kpasi CTpaHHIbI

H3o006paxkeHre MOXHO IepeMecTUTb, YKa3aB ero OTCTYIbl OT JIeBOTO M BepxXHero Kpas

CTPaHMUIIBI.

JlaHHbBIH Crocob mepeMelrieHrst HeJOCTYIIeH il M300pakeHus, paciioiokeHHOro B Tekcre

(cm. pasmen 4.5.3).

YroOBl yKa3aTh OTCTYIBI U300pakeHNs], BBIIOJIHUTE CIIe/lyoIlye 1eHCTBUSL:
1. Boigenure uzobpaxeHnue.
2. Orkpoiite okHO Pa3mep u mosioxkeHue OJJHUM U3 CJIEIIONIHMX CIIOCOOOB:
— DBroibepute nyHkT komaHaHoro meHio Popmar > W3obpakenue > Pasmep m

noJsoxenue (cMm. Pucynok 190).

Dopumar  MHcTpyments Bug  OBwwmin goctyn  Hagctpoikn  Cnpaexa

QuncTuTe fopMaTROBaHNE Ctrl+5Space - 2 =~ =
WpudT L — —

P onoHEHNE M= v e=
BmipasHueaHue P

AB3au

MosopoT TekcTa L4
zo0bpamerHune * O6TekaHWe TEKCToM 4
Tabawua

7 Pasmep v nonoxeHue

CoxpanuTe nzobpamerme..,

Pucynok 190 — I[Togmenio U3o0pakenue

— Ha nmanenmu uHCTpyMeHTOB, B pa3nene M3o00paxkeHne HaXXMUTe KHOIKY - : Pa3mep

U nojoxenue (cMm. Pucynok 191).

Qopmat  WMHotpymentsr Bug  OBwwid goctyn Hagctpohkn  Cnpaeka

— —
‘}Q{: @ v é v C= B TekcTe w [l = v
— U =
(—_) u_ Q g” Pasmepmnmm&emel =
Mpaeka Hzobpakernue Ab3ay

Pucynok 191 — Knonka Pazmep u nmosoxenue
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— OrtkpoiiTe KOHTEKCTHOe MeHIO ILIeTYKOM IIpaBOM KHOIKU MBIIIM M BBIIOJIHUATE
koMaHzy Pa3mep u noJioxkeHue.
3. B okxue Pasmep u mosoxenue (cM. Pucynok 192), B none JleBbIii OTCTYIl yKaXkuTe
OTCTYIl OT JIeBOrO Kpasi CTpaHuIpl. B mosie BepxHmii OTCTym yKaXuTe OTCTYIl OT
BepXHero Kpasi CTPaHHIIbL.

4. Haxwwure kHonky OK.

Pazmep n nonoxenne x
LWkpuHa: BmicoTa:
Eal el
341 cm L = 254 cm "
Jleewif oTCTYN: BepxHui oTcTyn:
Eal el
3,00 cm » 2,00 cm "

CTCT}'I’I OTCHWTBIBAETCA OT K2aA CTPpaHWLbI.

Pucynok 192 — Oxno Pa3mep u nosioxxenue

4.5.5 CoxpaHuTh H300paxkeHHe

H3o6pakeHne 13 JOKyMeHTa MOXXKHO COXPAHUTb Ha KOMIIbIOTepe.
J11s1 3TOTO BBIMIOJIHWTE CIleAyIOle IeUCTBHUS:
1. Boigenurte uzobpaxeHnue.
2. BbinonHKTe KOMaH/y COXpaHeHUs! OJJHUM U3 CJIeYIOMINX CIIOCOOO0B:
— Bruibepute myHkT komaHgHoro MeHio Popmar > H3zobpaxenue > CoxpaHHTH

u3oopaxkenue (cMm. Pucynok 193).

DQopmar  MHecTpyments Bug  OBwwi goctyn Hagetpoikw  Cnpaska

OunctuTe dopmaTnpoBaHne Ctrl+Space - A = . —
" p— —

WpndT » — —
pud ONOKEHWE Rl
BripaeHweaHnwe 4
AbB3au
MNoeopoT TekcTa L4
Mzobpamerne L4 OBTekaHWE TEKCTOM L4
Tabauua 4

5% Pasmep v nonomeHwe

CoxpaHWTe W3obpameHue...

Pucynok 193 — I[logmenio U3o0pakenue
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— OrtkpoiiTe KOHTEKCTHOe MeHIO ILIeTYKOM IIpaBOM KHOIKU MBIIIM M BBIIOJIHUATE
koMaHy CoxpaHUTh H300paxeHue.
3. B oxHe ¢dailsioBoro MeHepkepa BblOepUTe MalKy JIsl COXpaHeHUs], yKaXxuTe uMs ¢aiisia

Y HaXkMuTe KHONKY COXpaHHUTB.

H306pa>KEHI/Ie COXpPaHAEeTCda B UCXO/JHOM pa3mepe.

Ecimmn u3obpakenre 6110 0Ope3aHO B IOKYMeHTe C MOMOIIbI0 CTOPOHHETO MPUJIOXKEeHU s,

TO OHO COXPaHSeTCs B UCXOAHOM (110 0Ope3Ku) BH]IE.

4.5.6 Yaanuts uzo0paxeHnue

YToOBI ynanuTh U300pakeHre, BLITIOJIHUATE CIIe/IyIolye JeHCTBUS:

1. Brigenmure nzobpaxeHre, KOTOpoe HEOOXOOUMO yIaiuTh. UT0OB! BbIIEIUTL H300paXkeHue,
KOTOpOe HAaxXOJWTCS B MO3UIMK 3a TeKCTOM (CM. paszen 4.5.3), HaBe[luTe Ha HEr0 Kypcop
MBI ¥ HAXKMUTe Ha 0TOOPA3UBIITYIOCS KHOIIKY @

2. BrblinonHUTe KOMaHy yajieHus OHUM U3 CIeIyIOIIUX CIIOCODOB:

— Ha mnanemu wuHCcTpymMeHTOB, B pasnene HM3o0paykeHme HaXMUTE KHOIIKY

(Ynanurs uzoopaxenue) (cM. Pucynok 194).

Bug OBwwi gocyn  Hagctpoikw  Cnpaeka

;»Y{o @ v é‘-" 0= B TekcTe w E [

—_ - —_

s 1.—
< C & 5" Pazmep v nonoxeHne =

MNpaeka MzobBpamernmne AB3au

Pucynok 194 — Knomnka Yaanurs uzoopaxkenue

— HpaBoﬁ KHONKOM MBbIIIN IIEeJIKHUTe II0 I/I306pa)KEHI/II-O U BBIIIOJIHUTE KOMAHIOY
KOHTEeKCTHOI'O MEeHIO YlIaJII/lTI) HBOﬁpEDKEHI/IE.

— Haxmure Ha kiiaBuiry Delete v Backspace Ha kitaBuaType.

Ecnu uzobpakenue Haxonutcs B no3uiiid B Tekcre (cM. pasnen 4.5.3), TO ero MOXHO

YAQIUTh Kak TeKCT (cM. pa3zen 4.2.10).
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4.6 Pabora c purypamu

B OOKYMEHTbI MOXXHO J:[OﬁaBJIHTb (l)I/Il"ypr cjleyromux THUIIOB: JIMHWA, IIPAMOYI'OJIbHUK,

QIUIMIIC, TPeyrojbHUK, pOMO, 3arHyThli yroJ, 3Be3[a, CepAlle, CKOOKH, CTpesIkM, BBIHOCKHY,

TeKCTOBoe TMojie. PUrypbl MOXHO [100aBJsATH B JI000e MeCTo IOKyMeHTa, KpoMe CHOCOK U

KOMMeEHTapHeB.

4.6.1 BcraBuTh JIMHUIO

YTo6bI 106aBUTH B IOKYMEHT JIMHUIO, BBITIOJIHUTE CIIeAYIOIe IeHCTBUS:

1. OrtkpoiiTe MOAMEHIO BCTaBKU OJIHAM U3 CJIeIyIOIIHUX CII0COOO0B:

— Bribepure nyHkT KOMaHAHOTO MeHio BeraBka > durypa > JIunmu (cm. Pucynok 195).

Beraeka @opmar  Moctpyments Bwg  OBwwid goctyn  Hagctpolikw  Cnpaeka

5]
o)
=
®

mC 1IC

Wm #

53

Q0E T a3

HMzobpaxeHwe...

TekcToBDE None

Durypa

TaGauua...
Dopuyaa...

CI'IE'LI,HEJ'II:H blE CHMMBOAbBI...

Pasprie cTpaHuum
Paspuie pazaena
Homepa cTpanuy
KeonoHTUTY AW

CrnagneHwe

Coulnka...

MepekpecTHan copiaka...

Jaknagka..
CHocka

KommenTapuii

Hata
Bpemnn

- —_—

¥0O Thames v |14 v AT {.fl-\‘" =

[rpu—
& P

NMarKm L T
MpamoyToaEHE A Crpenxa
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Pucynok 195 — Komangnoe mento BeraBka

HUHCTPYMEHTOB, B pa3fejie BcraBka HaxkmuTe KHOIIKY ===,

Ha

0TOOpa3uBIIeCs NTaHeJld BCTaBKU HaBeJUTe KYpPCOP MBIIIM HAa KHOIKY A durypa

(cm. Pucynok 196).

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI' MWy, 2013-2024

190



MonOdonc

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

SRR

=l MepekpecTHan coblika...

@ C’Jl:l ﬁ D | 3aknagka..

¥
BriHocku AE CHocka »
|:| Q D KommenTapuia
[3 Hata
@ Bpema

Pucynoxk 196 — Ilanenb BcTaBku

2. B oTkpbiBIIeMCS TOAMEHIO BbIOepUTe THI JIMHUM [UIsl BCTABKU: JIMHMS, CTpeJika,
JIBYCTOPOHHSIS cTpenka. Kypcop nmpumer Buj nepekpectist — 1.
3. Tlpu HeOOXOAMMOCTH BBIOEPUTE THUIT HAKOHEYHUKOB JIMHUU (CM. pa3zen 4.6.11).
4. ]lobaBbTe IMHUIO OJTHUM U3 CJIETYIOIIUX CIIOCOOOB:
— IllenxHuTe y1eBOM KHOIKOM MBIIIU 110 MECTy, B KOTOPOM JIOJDKHA HaXOIUTHCS TOYKA
Hayasia JTMHUU. B okyMeHT 106aBUTCS TMHUS AJIMHOM 4,24 CM C YIJIOM HaKJIOHA 45°.
— VYpaepxwuBasi Ha)XaTOH JIeBYIO KHOIIKY MBIIIH, HAPUCYITe JIMHUIO B TpeOyeMoM MecTe

IoKyMeHTa. YTOOBI 3aBepIINTh pUCOBaHUe, OTIIYCTUTE JIeBYIO KHOIIKY MBIIIIH.
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5. Ilpu HEOOXOIUMOCTH peIaKTHPYHTe JUIMHY M YTOJI HAaKJIOHA JIMHUM (CM. pasjen 4.6.10).

Ilo YMO/TYaHUIO JIMHUS BCTABJIIETCA Ilepel] TEKCTOM. HOSI/IIII/IIO JIMHUX MO>XXHO HW3MEeHHUTb

BpyuHy1o (cM. paszen 4.6.12).

4.6.2 BcraButh Qurypy

Yro6bI 106aBUTH B JOKyMeHT (UTYPY, BLIIIOJIHUTE CleyloIIye JeHCTBUS:
1. YcraHnoBuTe Kypcop B TO MeCTO AOKYMeHTa, KyJla HeOOXOAUMO BCTaBUTh QUTYDY.
2. Otobpa3uTte cmcoK GUTYP OJHUM U3 CJIETYIOITUX CIIOCOOO0B:
— Broibepute nyHkT koMaHaHOTrO MeHio BeraBka > durypa (cm. Pucynok 195).
— Ha mnaHenum wuHCTpyMeHTOB, B pasfene BcraBka HaxmuTe KHOmky . Ha
OTOGPA3MBIIIEHACS TTAHEH BCTaBKH HaBeJIUTe KYPCop MBI Ha KHOMKY (¥ durypa
(cm. Pucynok 196).

3. B oTkpbiBIIeMcs oJIMeHI0 BbibepuTe Tpebyemyio Gpurypy.

4.6.3 BcTaBUTEL TeKCTOBOE II0JIe

TekcToBoe 1ojie — 3TO TEKCT B paMKe, KOTOPbIM MOXHO JIeTKO IepeMellaTh B Mpejeiiax
pelakTUpyeMoro [AOKyMeHTa. TeKCTOBble TIOJii MMeIT IIHPOKOe IpUMeHeHHWe W MOTyT
WCII0JIb30BAThCS, HAIIPUMeD, IS CO3JJaHUS TOAIIMCeA K 3jIeMeHTaM PUCYHKA WIA BBIHOCKM I[ATAT
M3 OCHOBHOI'O TeKCTa JIJIsl IPHUBJIeYeHUs] BHUMAHUS K HUM.

YTOOBI BCTaBUTh TEKCTOBOE I10JIe, BBHIIIOJIHUTE CIIeAyIOIIe 1elCTBUS:

1. VcraHoBuTe Kypcop B TO MeCTO JOKYMeHTa, Ky/1a He0OXOJJUMO BCTaBUTh TEKCTOBOe IOJIe.

2. BpblinosHUTe KOMaH/Ty BCTaBKH OJIHUM U3 CJIEIYIONIHUX CIIOCOOOB:

— Bribepute myHKT koMaHAHOTO MeHI0 BeraBka > TekcroBoe moste (cM. Pucynok 197).

Beraeka @opmar  Wectpyments Bug  OG

Wsobpakerue...

TekcToeoe none

Pucynok 197 — Komananoe menio BeraBka

— Ha nmanemu uHCTpyMeHTOB, B paszieiie BcraBka HakmuTe KHOIIKY === (cM. Pucynok 198).

Ha oTobpasusiieiics laHe BCTaBKy HaxkmuTe KHONKy [7] TekcroBoe moute.
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Pucynoxk 198 — Ilanenb BcTaBku

3. Baeaute B TekcTOBOe Iosie TpeOyeMblil TeKCT. PopMaTUpOBaHKe TeKCTa B TEKCTOBOM
110JIe OCYIIIeCTBIISIeTCs! aHaJIOTMYHO GOPMAaTHPOBAHUIO OCHOBHOT'O TEKCTA JIOKyMeHTa.
4. YToOBI CHATH BblJlelleHHe C TeKCTOBOI'O I10JIs, LeJIKHUTe 110 JF060My MeCTy JIOKyMeHTa

34 1pejejiaMy TeKCTOBOT'O I10JIA.

4.6.4 PenaktupoBath purypy

B mobyto ¢urypy, kpome JTMHUU, MOXKHO 100aBUThH CJIEIYIOIIME 3JIeMEeHThI:
— TekcT (cm. pazgen 4.2.1),

— wuzobpaxenwue (cM. paszen 4.5),

— ¢opmyiny (cM. paznen 4.8),

—  CCBUIKY (cM. pasnen 4.2.3),

— TIepeKpecTHYIO CChUIKY (CM. pa3zen 4.2.4),

— 3awianky (cMm. pasmen 4.2.5),

— TeKyIIyIo AaTy Wix BpeMms (cM. paznen 4.2.7).

Yto0bI 106aBUTH B GUTYpPy KAKOW-TMOO 37IeMEeHT U3 MepevrCIIeHHbIX, ITIepeiiuTe B PeXXUM
ee peJlakTUpoBaHus. {7151 3TOro BeijieuTe GUTYpPy IBOMHBIM ITIETYKOM MBIIIIH.
YToOBI BBIATA W3 pekuMa peJlaKTUPOBAHUS, IIeJKHUTEe TOo JIFoboMy MecTy JOKyMeHTa 3a

npeziesiaMu GUTYPBHI.
B nHacrosiee BpeMs peXXuM pelakTUPOBAHUS He IOAJIep)KUBaeTcs il GUIyp, KOTOpbIe

HAXOMATCS B TO3UNKMUA 3a TeKCcToM (cM. paszen 4.6.12), u mis ¢puryp, pa3BepHYTBIX O]

IIPOM3BOJIbHBIM yTJIOM B CTOPOHHUX TeKCTOBBIX pelakTopax.
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4.6.5 3anuBka purypsl

BHyTpeHHI0I0 06siacTh y11060M QUIYpHl, KPOMe JIMHWK, MOXHO 3allOJIHUTH ILIBETOM WU

r3o0pakeHueM.

4.6.5.1 3anuBKa QUrypsI IBETOM

J11s1 3a5IMBKM PUIypHI IBETOM BBIIIOJIHUTE CllelyIoIIye JeHCTBUS:
1. Beienute ¢GpUrypy oJIHMM IIeJTYKOM MBIIIN WUJIU BbIAENINUTe PUIYyPY IBONHBIM IIIeTYKOM
MBIIIH, YTOOBI [IEPEHTH B PEXKUM ee PeJJaKTUPOBAaHUSI.

2. UYToO6Bl 3am0IHUTL GUTYPY MOCIEAHUM IIBETOM, KOTOPBIM UCIIOIb30BAJICS ISl 3aJIUBKU

&

paHee, Ha IaHeJd WHCTPYMEHTOB, B pasfiejie Purypa HaXMHUTe KHOIIKY e LIBeT

3aymBKH (cM. Pucynok 199).

e
il
o
—

|£ LIgeT 381MEKM \g = B rekcte v

HeTt zanuekn
AB3ay

LLgeTa TEMBI

H BEGENES

CTaHAapTHBIE LEETa:

MNocnegHue ueTa:

Apyrie ueeta.., ﬂ

Wzobpaxenne:

Bmbpate...

Pucynoxk 199 — Knomnka IlBeT 3aiMBKH U 11aHesb BbIOOpA I[BeTa
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3. YtoObl 3amoyiHUTL GUTYPY JPYTMM IIBETOM, HAXMHUTE Ha CTPEJIKYy CIIpaBa OT KHOIIKHU

<

== IIBEeT 3aJIMBKH.
4. Ha oTKpbIBIIIeMCsS TaHeId BbIOOpa I[BeTa yKakKWTe IBeT 3aJMBKU (PUTYDPHI OJHUM W3
CJIeIyIOIINX CIIOCOOOB:
— BblOepUTe BT B OJIHOM U3 MpeJICTaBJIeHHbIX HA0OPOB 1IBETOB,
— YKa&XuTe KOJ I[BeTa BPy4HYIO,

—  CKOIMPYHTE IBET C TIOMOIIBIO MUIETKH.

4.6.5.1.1 BeiOpaTh HiBeT B IpeACTaBJIEHHBIX HA0Opax IBETOB

Ha nanenu Beibopa 118eta (cM. Pucynok 199) nipesicraiensl ciiefyoinire HabOphbl I[BETOB:

— IIBeTa TeMBI — COJIEPXXUT IIBETOBYIO MAJIMTPY TEMBI TEKYIIIero JJOKYyMeHTa.

— CrangapTHble IBeTa — COJEPXUT I[BeTa, KOTOpble II0JIb30BaTeNld dYallle BCEero
BbIOMpAIOT IpYU GOPMATHPOBAHUU JOKYMEHTA.

— ITocmegnme mBeTa — COIEPXKUT JI0 JECSTH MOCIIEHUX IIBETOB, KOTOPBIE BbI BHIOMPAH
npu ¢opmarvpoBaHuu JokyMeHTa paHee. Habop Ilociemnme mBera orobpakaercs,

€CJIU Bbl BbIOMPAJIA XOTs ObI OJIMH IIBET.

[Tpu HaBepmeHMM Kypcopa MBIIIM Ha JII0OOM I[BeT OTOOpa)kaeTcsl 3HaYyeHHe 3TOro 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 Koj 11IBeTa BPy4YHYIO

Ecimu B nepeunciienHbix Habopax 11BeTOB HeT MOJIXO/SIIEro IIBeTa, YKaXKUTe ero KOojl BPYUIHYIO:

1. Haxwmurte kHoniky JIpyrue nBera (cM. PucyHnok 199).

2. B otkpoiBiieMcs okHe Brioop nBera (cM. Pucynok 200) ykakute TpebyeMblil 1[BeT B
Bujie HEX-koma wimm B popmare RGB.

3. Haxwmwure kHonky OK.

LIBet, ykasaHHbIN Bpy4HYI0, no6aBuTcs B Habop Ilocimennue nBera (cMm. Pucynok 199) u

orMetuTcs diakkoM. IlaHernb BbIOOpa 11BeTa 3akpoeTcs. PUrypa 3aroHATCS. BBIOPaHHBIM I[BETOM.
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Pucynok 200 — Okno Beroop nBera

4.6.5.1.3 CxonupoBaTh IBeT C NOMOIIBI0 ITHIIETKH

ITumeTka IpeaHa3Ha4eHa I OAHOBPEMEHHOT'O KOIIMPOBAaHHS IIB€Td C TeKCTa HUJIN O6’beKTa,
PacIIoNIoXXeHHOTo B paboueil 06/1acTH IJIaBHOTO OKHA (CM. pa3fen 3.4), U 3aJMBKU QUTYPHI 3TUM

IIBETOM.

[TuneTka HeaKTUBHA B peXXMMe pPelJaKTUPOBAHHUS KOJIOHTUTYIOB (cM. pasfen 4.10.2).

YTo06BI CKOITMPOBATL IIBET C [IOMOIIbIO IMUIIEeTKH, BBIIIOJIHUTE CJIeYIoIIre JIeVICTBUSL:

1. Haxmurte KHONIKY & (ITmmetrka) (cm. Pucynok 199). Ilanenr BeIOOpa 1BeTa
3aKpoeTcsl, U KYpCcop MPUMET BU]I «IIpHllesiay Jijisi BbIOopa IBeTa.

2. HaBenuTe Kypcop Ha LIBeT, KOTOPBIM Clle[lyeT 3anojaHuTh ¢urypy. s 6omee TouHOrO
BbIOOPA I[BeTa OPHEHTUPYITeCh Ha 00J1aCTb, PACIIONIOXKEHHYIO CIIPaBa OT Kypcopa. B Heii
oToOpakaeTcs IIBET ITUKCeJis, Ha KOTOPbIM B JaHHBIM MOMEHT HaBeJieH KypCcop.

3. llenkHuTe 110 IIBETY JIeBOW KHOIIKOM MBIIIIY.

durypa 3alOJHUATCS yKa3aHHBIM I[BETOM, M KypCOp IpHUMeT OOBIYHBIM BUJ. YKa3aHHBIN
1BeT fobaButcs B Habop Ilocinequue nBera (cM. Pucynok 199) u otmerutcs ¢piiaxkkoM Ha MaHenu
BbIOODA IIBETA.

Ecmu TpeGyercss OTKIIIOUWTH MHUIETKY 0Oe3 BbiOOpa IBeTa, HakmuTe kiaBuily Esc Ha

KJIaBHAType.
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4.6.5.2 3anuBKa QUrypsl H300paKeHHEM

YTo6b! 3a110/IHUTE GUTYPY M300pakeHHeM, BBIIIOJIHUTe CllelyIoIIye JeHCTBUS:
1. Beienute GpUrypy oJIHMM IIeJTYKOM MBIIIN WUJIU BbIAEINTe PUIYyPY IBONHBIM IIIeTYKOM
MBIIIIY, YTOOBI IIeperTU B peXXUM ee peJJakTHPOBAHUSI.

2. Ha nanHenu MHCTpyMeHTOB, B pasziejie @urypa Ha)kMUTe Ha CTpeJIKy CIIpaBa OT KHOIIKH

£

== 1IBeT 3a;muBKH (cM. Pucynok 201).

3. Ha nmanenu BbiOOpa 11BeTa, B 6yioke M300pakeHne Ha)kMuTe KHOIIKY BoIOpaTs.

i il
m
|

|2 LleeT 3anmeku V] C= B Tekcte W

=

HeT 2an1BKK
AB3au

LlgeTa Tenb:

H BGENES

CTaHIapTHEIE LEETA!

MocnegHue ueeTa:

Opyrue yeeta... ﬂ

Wzobpaxerne:

Bribpate..

Pucynok 201 — Knonka BeropaTts

4. B oxHe dailioBoro MeHekepa Bbibepute TpebyeMoe U300pakeHre ¥ HAXXKMHUTE KHOIIKY

OTKpBITH.
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4.6.5.3 OTMEeHHUTH 3aJIMBKY

YTOoOBI OTMEHUTD 3aIMBKY PUIyPbI, BBIIIOJIHUTE CIIeyIOLye 1eHCTBUS:
1. Brigenute GUrypy OIHUM IIETYKOM MBIIIN WA BbIJeINTe GUTYPY JBOMHBIM IIETYKOM
MBIIIH, YTOOBI [IEPEHTH B PEXKUM ee PeJakTUPOBAHUSI.

2. Ha manenu WUHCTPyMeHTOB, B pa3szeyie Purypa HaXXMuTe Ha CTPeJIKy CIIpaBa OT KHOIKHU

£

== 1IBeT 3a;muBKH (cM. Pucynok 202).

3. Ha nmanenu Beibopa 1BeTa HaxkMuTe KHONIKY HeT 3a/IuBKH.

HagcTpoikw  Cnpaeka

— = = = E : ﬁ LLEeT 3anMBKK \f] E B TekcTe b
= €= 4= ]:[ C”
HeT 3anMBKK
AB3au
LlgeTa TeMbI:
H BENEs
Pucynok 202 — Knonka Her 3atuBku

4.6.6 Koutyp ¢purypsi

HJ’[H KOHTYP4a Cl)I/Il"ypr MOJKHO OIIpeeJIUTh IIBeT, TOJINWHY U TUII JINHUH.

4.6.6.1 BpiOpaTh nBeT KOHTYpa QUrypHI

YToOBI BBIOpPATh IIBET KOHTYPA PUTYPHI, BBHIIIOJIHUTE CIeAYIOIIHe TeACTBUS:

1. Beigenurte GpuUrypy oJlHUM IIETYKOM MBIIIWA WM BBIJIeJIUTE QUIYPY JBOMHBIM IHIETYKOM
MBIIIIH, YTOOBI IEPEUTH B PEXXUM ee pe/IaKTHPOBaHUSI.

2. Ha maHenyu MHCTPYMEHTOB, B pa3jiefie PuUrypa HaXkKMUTe Ha CTPEeJIKY CIpaBa OT KHOIIKHU

== KoHTYp (cM. Pucynok 203).
3. Ha oTkpeiBieiics maHenu BbIOOpa IIBeTa YKaXKuUTe I[BeT KOHTypa (UIYpPbl OAHUM M3
ClleyIOIINX CII0CODOOB:
— BbIOepuTe IIBeT B OJIHOM U3 IIpeJICTaB/IeHHbIX HAOOPOB I1BETOB,
— YKaXWTe KOJ| I|BeTa BPy4HYIO,

—  CKOIIMPYHTe [BET C MTOMOIIbIO ITUITeTKH.
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CrangapTHeie LBeTa:

MocnegHWe UBeTa:

Opyrue yeeta... 4'9?

ToawmHa aMHuK: 1,00nT

Pucynok 203 — Knonka KoHTyp 1 nasens BeIOOpa I1BeTa

4.6.6.1.1 BeiopaTs 1BeT B IIpeJCTaBJIeHHBIX HA00pax IBeTOB

Ha nanenu Beibopa nBeta (cMm. Pucynok 203) nipeficTaBiieHbl cieiytoiirie Habopbl IBETOB:

— IIBeTa TeMbI — COJIEPXKUT I[BETOBYIO MAJIUTPY TeMbl TeKYIero JOKyMeHTa.

— CrangapTHble IBeTa — COIEpPXUT I[BeTa, KOTOpble II0JIb30BaTelld dYalle BCEero
BBIOMPAIOT IPU POPMATUPOBAHUHU JOKYyMEHTa.

— Ilocnemnue 1mBeTa — COJEPXKUT JI0 JIeCATH IOCJIeIHHUX 1IBEeTOB, KOTOPble Bbl BHIOMpAIU

npu dopmatupoBaHuu JokyMeHTa paHee. Habop Ilocinemnme mBera oToOpakaercs,

eCJI1d BbI BbI6I/IpaJ'II/I XOTS OBI OJIMH IIBET.
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[Tpu HaBejeHMM Kypcopa MBI Ha JIF00OM IBeT oToOpakaeTcsl 3HaueHHe 3TOro IIBeTa B

nBeroBoi Mosienmn RGB. Hanpumep: RGB 192,80,77.

Hﬂﬂ BbIGOpa [B€Ta IEeJIKHUTEe 110 HEMY JIEBOM KHOITKOM MBIIIIH.

IIBet mo6aBuTcs B Habop Ilocemuue nBera 1 otMetuTcs GutaskkoMm. [larenb BeIbOpa 1BeTa

3akpoetcsi. KouTyp ¢urypsl okpacurcs: B BbIOpaHHBIN I[BET.

4.6.6.1.2 Yka3aTh KoJ IIBeTa BPy4YHYIO

Ecm B mepeunciieHHbIX Habopax IIBETOB HeT TOAXOJSINEro I[BeTa, YKaXKHuTe ero Koj

BPYYHYIO:

1. Haxmure xkHonKy JIpyrue nBera (cMm. Pucynok 203).

2. B otkpeiBiieMcs okHe Beioop nBera (cM. PucyHok 204) ykaxuTte TpeOyeMbli I[BET B

Busie HEX-kona wiu B dopmate RGB.

3. Haxwmure kHonky OK.

BeiGop ueeta

Hex-kog

A

35 96

R

PEANPOCMOTR

)

KpacHeii JeneHpi

CHHWIA

146

Pucynok 204 — OxHo Be1oop nBera

IIBeT, ykasaHHbIM Bpy4Hy!o, obaButTcs B Habop Ilocnemnue nsera (cM. Pucynok 203) u

otMetuTcs dprakkoM. [lanensb BeiObopa 1nBeTa 3akpoercsi. KOHTyp ¢pUrypsl OKpacuTcsi B BbIOpaHHBIN

IIBeT.
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4.6.6.1.3 CxkonupoBaTh I[BET C MOMOIIBIO MHIIETKH

[Tunetka IpeaiHda3Hda49€eHda I OOAHOBPEMEHHOT'O KOIIMPOBAHHS IIB€Td C TEKCTA WA O6’b€KTa,

pacIonoXeHHoro B paboydeid 06JIaCTH TJIaBHOTO OKHA (CM. pa3zen 3.4), ¥ MpUMeHeHUs 3TOro IBeTa

K KOHTYPY QUTYyPHI.

[TuneTka HeaKTUBHA B PeXXMMe pPeJJakKTUPOBAHUS KOJIOHTUTYJIOB (cM. pasnen 4.10.2).

YT0OBI CKOITMPOBATL IIBET C [IOMOLIbIO ITUIIEeTKH, BBIIIOJIHUTE CJIeAYIouire e CTBUS:

4

6.

Haxmure KHOIKY & (ITmmerka) (cMm. Pucynox 203). Ilanens BbIGOpa IBeTa
3aKpOeTCsl, U KYpcop MPUMEeT BUJI «IIpHllesiay Jijisl BbIbopa 1BeTa.

HaBepnute kypcop Ha 11BeT, B KOTOPBIN TpeOyeTcsi OKpaCUTh KOHTYP GUrypsl. s 6osee
TOYHOTO BbIOOpA I[BeTa OPUEHTHUPYWTeCh Ha OOJIACTh, PACIIOJIOKEHHYIO CIIpaBa OT
Kypcopa. B Heli oToOpakaeTcsi IBeT MUKCeJIsl, HA KOTOPBIM B IaHHBI MOMEHT HaBeleH
KYpCOp.

[ITeskHUTe 110 [IBETY JIeBOU KHOIIKOM MBIIIIH.

Kouryp ¢urypel oxpacuTcsi B BbIOpaHHBIM IIBET, U KYpCcOp IpuUMeT OOBIYHBIA BU/I.

Vkazauublii niBeT nob6aButcs B Habop Ilociennue nBera (cM. Pucynok 203) u oTMeTUTCs PpIia’kkoM

Ha IaHeJy BbIOOpA IBeTa.

Ecm TpeGyercss OTKIIIOUWTH MHUIEeTKY 0Oe3 BbIOOpa IBeTa, HaxkmuTe KkiaBuiry Esc Ha

KJIaBUaType.

4.6.6.2 BpIOpaTh TOJMIIUHY U THII JITHUN KOHTYpPa GUTypPHI

YTtoObbI BbI6paTb TOJINIMHY W TUII JIMHUW KOHTYPA (bHprbI, BBITIOJIHWUTE CJIedyrolire

TeUCTBUAL.

1.

Beienute ¢Gurypy oiHMM IIeTYKOM MBIIIN WU BbIAeIUTe GUIypy JBOHHBIM IIeTYKOM
MBIIIH, YTOOBI [TIEPEUTH B PEXXUM ee PeJJaKTUPOBAHUSL.

Ha nanenu uHCTpyMeHTOB, B pa3ziesie Purypa HaKMUTe Ha CTPeJIKy CIpaBa OT KHOIIKU
E KonTtyp (cm. Pucynok 203).

B nose TonmuHa JIMHHM yKaXuTe TpebyeMylo TOJIIIMHY KOHTypa BPYYHYIO WIH C

IMOMOIIbIO TTeperIrovaTeIs.

BribepuTe TUI TMHUM KOHTYpa U3 IpeyCTaHOBJIEHHbIX 3HAaYeHUH.
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4.6.6.3 IIpuMeHUTH HACTPOIKU KOHTYpaA Npeabiayieii purypol

Yrobbl OBICTPO NPUMEHWUTb K (QUIrype HACTPOMKMA KOHTypa Ipelblaylied ¢QUTYpH,

BBITIOJIHUTE CJIeyIOII1e IeUCTBUS:
1. Brimenute Urypy oHUM IIETYKOM MBIIIA WIA BbIJIeJIATEe PUTYPY TBONHBIM IIEITYKOM

MBIIIIY, YTOOBI IeperTU B peXXUM ee peJJakKTHPOBAHUSI.

(cm. Pucynok 205).

ﬁ UpeT 3anmekn ¥ = B tekcTe v rﬂ
o KoHmyp v MoaroHATE pasmep
Durypa

Pucynok 205 — Knonika Konrtyp

4.6.6.4 Y nanuth KOHTYp QUTrypHI

YToOBl ylanuTh KOHTYP QUIypHI, BHIIIOJIHUTE CIIeAyIOlIe AelCTBUS:

1. Boipenure Urypy oJHUM ILEeTYKOM MBIIIM WIH BblAeIuTe GUIyPy OBOWHBIM IIEITYKOM
MBIIIIY, YTOOBI IeperTU B peXXUM ee peJJakKTHPOBaHMUSI.

2. Ha nasHenu MHCTPyMeHTOB, B pa3ziejie Purypa HakMuTe Ha CTPeJIKy CIIpaBa OT KHOIIKU
.E. Konryp (cm. Pucynok 206).

3. Ha nanenu BbIOOpa 11BeTa HaXkMUTe KHONIKY HeT koHTYypa.

il
|

|
1>

LleeT zanmekn v = B Tekcre b

| T1
e
il
|
—

| fOHTYR |V MoaroHate pazmep

AB3aL

HeT KoHTYRa

%
LleeTa Temb

Pucynok 206 — Knonka HeTt koHTYypa
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4.6.7 Ctuias TMHAN

HJISI JIMHHUX MOXXHO OIIpelieJINTh UBeT, TUIl U TOJIIIHUHY.

4.6.7.1 BeiOpaTh nBeT JHHUHA

YToOBI BRIOpPATh IIBET JIMHUH, BHIIOJTHUTE CIIeTyIOITHe JeUCTBUS:

1. Broigenure JUHUIO.

2. Ha manenu HWHCTPYMEHTOB, B pa3fiejie JIMHHA HAOKMHUTE Ha CTpPeJIKYy CIIpdBd OT KHOIIKH

= (CTHnb 1uHNN) (cM. Pucynok 207).
3. Ha oTKphbIBIIIeMCs maHeIu BbIOOpA IBETa YKAaXKUTe IBEeT JIMHUM OJHUM M3 CJIeTYIOIUX
CI0CO0OO0B:
— BbIOepuTe 1IBeT B OJIHOM U3 IPeJICTaBIeHHbIX HAOOPOB I[BETOB,
— YKaXXHTe KOJI I[BeTa BPyYHYIO,

— CKOIIMpPYWTe [BET C IIOMOIIbIO [TUIIeTKHU.

Ab3ay

HeT KoHTypa

LlseTa Tenbi:

CTaHgapTHeIe LEETE:

MacaegHWe LgeTa:

Apyrue ueeTa.. ﬁ

TonwmHa AMHKK; 0,25n7

Pucynok 207 — Knonka CTHib THHUHM U [1aHeJNb BbIOOPA 11BeTa
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4.6.7.1.1 BeiOpaTh HBeT B IpeCTaBJIEHHBIX HA0Opax IIBETOB

Ha nanenu Beibopa 118eta (cM. Pucynok 207) ripesicraBieHs! ciieyromiye HabOpbl I[BETOB:

— IIBeTa TeMbI — COJIEP)KUT I[BETOBYIO ITAJIMTPY TeMbl TeKYIero JOKyMeHTa.

— CraHpapTHble IBeTa — COIEpXWUT IIBeTa, KOTOpPble II0JIb30BaTelXd 4Yallle BCEero
BBIOMPAIOT TIpK GOPMATUPOBAHUM JOKYMEHTa.

— Ilociennue nBeTa — COAEPXXUT JI0 JIECSTH IIOCIeIHUX 1IBeTOB, KOTOPbIe Bbl BBIOWpAU
npu ¢opmarvpoBaHuM JokyMeHTa paHee. Habop Ilociemnme mBera oTobpakaercs,

eCJI1 BbI BbIﬁI/IpaﬂI/I XOTS OBI OJIMH IIBET.

[Ipy HaBemeHWM Kypcopa MBIIIKM Ha JiF0OOM 1BeT oToOpaXkaeTcsi 3HaYeHHe 3TOro IBeTa B
nBeroBoii Mosienin RGB. Hanpumep: RGB 192,80,77.

Jly1st BBIOOpA 11BeTa IIeJIKHUTe 110 HeMy JIeBOM KHOTIKOM MBIIIIH.

LIBet mo6aBuTcs B Habop Ilociemrue nBera 1 otMetuTcs GuiaskkoMm. Ilanens BbIOOpa 11BeTa

3akpoetcs. JIuHus okpacuTcs B BbIOPaHHBIH I1BeT.

4.6.7.1.2 Yka3aTh Koj 1IBeTa BPyYHYIO

Eciu B nepeunciienHbix Habopax 11BeTOB HET MOIXO/SIIEro IIBeTa, YKaXKUTe ero KOojl BPYUIHYIO:

1. Haxwmure xkHonKy JIpyrue nBera (cMm. Pucynok 207).

2. B orkpoiBiieMcs okHe Brioop nBera (cM. Pucynok 208) ykaxute TpebyeMblil 1[BeT B
Busie HEX-kona wiu B dopmate RGB.

3. Haxwmure kHotiky OK.

BriBop usera >
Hex-kog MpeanpocmoTp
KpacHwid JeneHbid CHHKMA

i sl et

m L 129 . 189 ..

Pucynok 208 — Okao Beroop nBera
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[IBeT, yka3aHHBbIM Bpy4dHyt0, 00aBuTCs B Habop Ilocimemume mBera (cM. Pucynok 207) u

OTMEeTUTCA (bﬂa)KKOM. [Tanens BbI60pa [IB€Ta 3daKpOeTCH. JInHusg OKpaCHUTCA B BbI6paHHbII>'I OBeT.

4.6.7.1.3 CxonupoBaTh I[BET C MOMOIIBIO MHIIETKH

[TureTka rpegHa3HaveHa JijIsi OJHOBPEMEHHOTO KOIMMPOBAHUS I[BeTa C TeKCTa MUJIH 00BEKTa,

pacIiooXeHHoro B paboydeid 06JIaCcTH TJIaBHOTO OKHA (CM. pa3szen 3.4), ¥ MpUMeHeHHs 3TOro IBeTa

K JIMHUU.

[TumneTka HEAKTHUBHA B PeXKUMe pelaKTUPOBAHUS KOJIOHTUTYJIOB (CcM. pasnen 4.10.2).

YTo06BI CKOITMPOBATL IIBET C [IOMOLIbIO ITUIIEeTKH, BBIIIOJIHUTE CJIeAYIolire JIeVICTBUSL:

Haxmure KHOIKY vl (ITmmerka) (cMm. Pucynox 207). Ilanens BbIGOpa IBeTa
3aKpOeTCsl, U KYpcop MPUMEeT BU]] «IIpHllesiay Jijisi BbIbopa 1BeTa.

Hagenure kypcop Ha 11BeT, B KOTOPbIN TpeOyeTCst OKPacUTh JIMHUIO. [1jist 6osiee TOUHOTO
BbIOOPA I[BeTa OPUEHTUPYHTeCh Ha 06J1aCTh, PACIIONIOKEHHYIO CIIpaBa OT Kypcopa. B Hei
oToOpakaeTcsl 1BeT MUKCeJIsl, HA KOTOPBIM B JaHHBIM MOMEHT HaBefleH Kypcop.

[ITeskHUTe 110 [1BETY JIeBOU KHOIIKOM MBIIIIH.

JIuHUs oKpacuTcsl B BBIOpAHHBIN I[BET, U KYPCOP MPHUMeT OOBIYHBIM BU/I. YKa3aHHBINA 11BeT

nobasutcss B Habop Ilocnemnue nBera (cM. Pucynok 207) u otMmeruTcs: iiaXkoM Ha IaHeNU

BbIOODA IIBeTa.

Eciu Tpebyercs oTkiouuTh nuieTky 6e3 BbIOOpa IjBeTa, HaxkmuTe kiaBuily Esc Ha

KJIaBUaType.

4.6.7.2 Bp1OpaTh TOJIIIUHY U THII JITHUHU

YToObI BBIOpATh TOJIITMHY U THIT JIMHUH, BBITIOJIHUTE CJIeIyIolIre JeHCTBUS:

1.
2.

Brinenute nmuHMIO.

Ha manenu uHCTpyMeHTOB, B pasfese JIMHMS HaXXKMUTe Ha CTPEJIKY CIpaBa OT KHOTIKH
E (Ctunp munun) (cMm. Pucynok 207).

B none Tommuua JauHUH yKaxkuTe TpeOyemyio TONIIKMHY JIMHAKA BPYYHYIO WM C
IIOMOIIbIO TIepeKJIoyaTeIs.

BribepuTe TUIl TMHUY U3 IIPe/lyCTAaHOBJIEHHbIX 3HAUeHUH.
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4.6.7.3 IIppuMeHHUTH CTIWIBb MPeAbIAYIIei JIMHIH

Y10o6Bl OBHICTPO MPUMEHUTh K JIMHUU CTWJIb MpPeAblyIleil JUHUM, BBIIIOJIHUTE ClleJlyIolye
JeUCTBUSAL.

1. Broimenute nunuMIO.

(cMm. Pucynok 209).

|
|
"
<
fal
<
o~

----- b

AB3ay NuHka

Pucynok 209 — Knonka Ctuis tuHuN

4.6.7.4 COpocuTh HACTPOMKU CTHJISI TUHUH

[Tpy Heo6xX0IMMOCTH MOXHO COPOCUTH HACTPOWMKU CTWJIS JIMHUU. [[7I1 3TOrO BBINIOIHUTE
ClleflyIolye elCTBUS:

1. Broimenute nuuaUIO.

2. Ha nmanenu MHCTPyMeHTOB, B pa3zieiie JIMHHSA HaXXMUTe Ha CTPeJIKy CIipaBa OT KHOIIKU

am (CTinb muuanu) (cMm. Pucynok 210).

Ha nanenu Bribopa 118eTa HaxkMuTe KHONIKY HeT KoHTYypa.

IT]
[~]
i_r.
| €
<
[Fol

Ab3au

HeT KoHTYpa

Ligeta Tenmsb

Pucynok 210 — Knonka HeTt koHTYpa
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4.6.8 N3menuTh pazmep pUrypsl

Bricoty 1 mmpuHy GUrypbl MOXXHO U3MEHUTH C COXpaHeHWeM WM 0e3 COXpaHeHus! IPOIIOPLKH.

YTo6bl U3MEeHUTHh pasMep QUIYpbl C COXpaHEeHWeM IIPOIIOPLKMM, BBIIOJIHUTE Clelyloliye

IEeUCTBUS:
1.
2.

Brinenute purypy, paamep KoTopoit He06X0IUMO U3MEHUTb.
VY nepxxuBasi JieBy10 KHOIIKY MBIIIH, IPOTSIHATeE JIF0O0M U3 YIJIIOBBIX MapKepOB PaMKH Tak,
YTOOBI PUTrypa NPUHSIIAa HeoOXoauMbIi padmep (cM. Pucynok 211).

OTnycTuTe JIeByr0 KHOIKY MBIIIH, 9YTOOBI 3aPUKCUPOBATh HOBBIM pa3Mep QUIypHI.

& &

Pucynok 211 — U3meHenre padmepa Gurypel ¢ COxpaHeHHeM IpONOpIUi

YTo6bl M3MeHWUTh pa3Mep pUrypbl 6e3 coxpaHeHUs IPOIOPLKM, BBIIOJHUTE CIleAyIolue

JeUCTBUSA:
1.
2.

Brinenute purypy, paamep KOTOpoil He0OX0AUMO U3MEHUTb.

VYnepxxuBasi JIeByl0 KHOIIKY MBIIIH, [epeMecTUTe OAWH U3 MapKepoB paMKU UTYpPbI

(cm. Pucynok 212):

— JUis W3MeHeHHUsI BBICOTHI PUIypHI IlepeMecTUTe BepXHUW WM HIDKHUM MapKep
paMKu;

— i1 U3BMEeHeHUs! IIMPUHBI GUTYPBI TIepeMeCcTUTe JIeBbIN MU MPaBbId MapKep PaMKHU.

OTnycTuTe y1eByI0 KHOIKY MBIIIH, 9YTOOBI 3apUKCUPOBATh HOBBIM pa3Mep QpUIypHI.

Pucynok 212 — V3meHenne pasmepa ¢urypel 6e3 coxpaHeHus: IPOIOpIUN

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI' MWy, 2013-2024 207



MonOdonc

4.6.9 Ilogoruath pazmep GUrypsI NOJK TEKCT

BricoTy ¢purypsl MoXKHO OAOTHATH MO/, PACIIOJIOXKEHHbIN B Hell TeKCT (CM. pazfen 4.6.4).
J1J1s1 3TOTO BBINIOJIHUTE CIleAyIOLe IeHCTBHUS:

1. Brwipenure durypy.

1. Ha manenm wHCTPyMeHTOB, B pasneiie ®urypa (cMm. PucyHok 213) HaXkXMHUTe KHOIKY

IoarousTsL pasmep.

1 ﬁ LpeT 3anmekn = B rekcte v (ﬂ
q1 E Kontyp MoaroHATE pasmep
durypa

Pucynok 213 — Knonka Iloaronsars pa3mep

YT0oO6BI OTMEHUTD IOJTOHKY (UIYPHI II0J] TEKCT, BHIIIOJIHUTE JJaHHbIe IeHCTBUS IIOBTOPHO.

4.6.10 VIsMeHUTH JJIMHY M YroJI HAaKJIOHA THHUH

YTtobOBI U3MEHUTH JJIMHY WA YI'OJI HAKJIOHA JIMHKWH, BBIIIOJIHHUTE ClIeyroliye HEfICTBPISI:

1. Brigenute IUHUIO.

2. HaBemuTe kypcop Ha MapKep Haydaja WIMA KOHIIA JIMHUU TaK, YTOOBI KYpCOp HPUHSUI
By .
VY nep>xvBasi JIeBy1O KHOIIKY MBIIIIH, IPOTSIHUTE MapKep B TpeOyemMoe MecTOIOJIOKeHHe.

4. OrmycTuTe JIeBYIO KHOTKY MBIIIIH.

[Tpu Heo6x0IMMOCTH TlepeMellleHre MapKepa MOXHO IpepBaTh HaXkaTheM Ha kiasuily Esc.

Mapkep BepHeTCSI B UCXOJTHOe TI0JIOXKEeHHe.

4.6.11 BeiopaTh THII HAKOHEYHHKOB JINHUU

Jly1si Hayana ¥ KOHIIA JIMHUM MOXHO BbIOpaTh THI HAKOHEYHUKOB. BbIOOp MOXHO crenarthb
KaK JI0 Hayajla pUCOBaHHUs JMHUHU (CM. pasnen 4.6.1), Tak ¥ MpU peJJaKTMPOBAHUK HApHUCOBAHHOW

JIMHHUU.
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YTo6b! BEIOpPATh THIT HAKOHEYHUKOB, BBITIOJIHUTE CJIeyIolye JeCTBUS:
A
1. Ha maHenmu WHCTpyMeHTOB, B pasneiie JIuHusa HakmuTe KHONKY ~ (Tum crpenkm)
(cMm. PucyHnok 214).
2. B BbImaparomemM CHucke BbIOEPUTE TUIl JIEBOTO W/WIM IIPAaBOTO HaKOHeYHWKA. Ecim
TpebyeTcst yOpaThb paHee BbIOpaHHbIe HAaKOHEYHWKH, B TEPBOM CTPOKE BBINAIAIOIIEro
CITMCKa BbIOepuTe /1Jis JIEBOTO W/WJTK ITPaBOro HakoHeyHuKa Tuil — (Her).

| .
3. IloBTOpHO HaXXMUTE KHOIIKY o (Tum crpenku), 9TOOBI 3aKPHITh BBIMAIAIOIINM CIIUCOK.

OBwwiA goctyn HagcTtpoiikw  Cnpaeka

= = ===|7 % 1 J—‘v%ﬁv ‘o
_ - ‘
Ab3ay
“«— — >
= — =
<« — >
»~— — —
*— — -8

Pucynok 214 — Kuonka Tun crpesnkn

4.6.12 3sMeHUTH 103ULUI0 PUTYyPHI B TEKCTe

Pacnonoxxenrie ¢Qurypsl OTHOCHTEIBHO TeKCTa MOXHO H3MeHsTh. Harpumep, durypa
MO>KeT paclioyiaraTbCsl B TeKCTe, Iiepe]] WK 32 TeKCTOM.
Jl1g BeIOOpa 1o3unyy GUTypel BHIIOJIHUTE ClleyIoIue JeHCTBU:
1. Boimemure Tpebyemyto ¢purypy. UtoObl BbIEUTH GUTYPY, KOTOpPasi HAXOAUTCS B TTO3UIUN
3a TeKkCTOM, HaBe[JUTe Ha Hee KypCOP MBIILIN ¥ HAKMUTE Ha 0TOOPa3UBIIYIOCS KHOIKY @
2. Otobpa3uTte CIMCOK BO3MOXKHBIX TO3UIAN (PUTYPBI OTHUM U3 CJIeIYIONIUX CIIOCOOO0B:
— FEcnu BbiJlenieHa JMHMS, Ha NaHeIM HWHCTPYMEHTOB, B pasjese JIMHHS HaxxMuTe
KHOIIKY ~ CIIpaBa OT TeKyllei no3unuu JuHuu (cM. Pucynok 215). Eciu Beienena
mobas apyrasg ¢urypa, Ha IaHejld MHCTPYMEHTOB, B pasfieile Purypa Haxmwure

KHOIIKY v CIIpaBa OT TeKyllled Mo3unuu urypsl (cM. Pucynok 216).
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OBwwi goctyn  Hagetpoiikn  Cnpaska

— -_ = B Tekcte

‘0:  Bokpyr pamkm

O Ceepxy v cHusy
IE MMepea tekcTom

3a TekcTomM

Pucynok 215 — Beibop no3univu TUHANA

Cnpaeka

[rp—
[rp—

[rp—

AB3ay

= = = E 1 g Uger sanmekn  ~ = B Texcre \I:\l} @
J— J— — L]
= = H q1 = Kowmyp v O= B rekcre

Turypa

:0-  Bokpyr pamkw
0O Ceepuxy w cHusy
IF Mepea tekcTom

3a TekcToM

Pucynok 216 — Beibop no3uiuu opurypol

[lenkHure mpaBo¥ KHOIKOM MBIIM 10 ¢UIype U BBIIOJHUTE KOMaHAY

KOHTEKCTHOTO MeHI0 Q0TeKaHHe TeKCTOM.

3. B oTkpbiBIIeMcs IOJIMeHIO BbIOepuTe TpebyeMyto MO3ULIHI0 PUTyPHI:

B Tekcre — ¢urypa sBiseTcs 4aCTbIO TeKCTa KaK CJIOBO WIM 3HaK MPeNMHAHUS;
Boxkpyr pamMku — TekCT 06TekaeT NpSIMOYTOJIbHYIO PAMKY, B KOTOPYIO TIOMelllaeTCs
durypa;

CBepxy u CHH3y — TeKCT pacroJjiaraeTcs Bblllle U HIKe PUTYPHI;

Ilepen Texcrom — purypa pacrionaraercs rnepej; TeKCTOM B BUJle BEpXHET0 CJI0s;

3a TexcToM — $Urypa pacrnosiaraeTcsi 3a TeKCTOM B BUJie HYDKHEr0 CJIOSI.
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4.6.13 Ilepemectuth purypy

Purypy MOXHO IepeMelaTh CleIyIIUMU CIIOCOOaMu:

- HepeTaCKI/IBaTb, YAep’KrBas JIEBYIO KHOIIKY MBIIIIH.

— IlepememiaTh CTpOro MO BePTUKAIM WM 10 TOPU30HTAJIM C [IOMOIIIbIO KJIaBUII «—, T, |, —

Ha kiiaBuarype. JlaHHBIM ciocob JOCTyTieH, ecyiid pUrypa HaxoguTCs B J1I000M MO3UINH,

KkpoMme ro3uiiiy B Texcre (cM. paszen 4.6.12).

[Tpu nepemenienyy GUIypsl C IOMOIIBIO KJIABUII <—, T, |, — IIar NepeMeIIeHNs 3aBUCUT OT

Macmirtada JTOKyMeHTa:
— eciu macirab < 200%, To mar = 4 MM;

— eciu maciarad > 200%, To mar = 1 M.

Yro6bl yBemuuMUTH MIar, IepeMellaiTe GUIypy KiIaBUIIaMH <—, T, |, —, yzaepkusas

Hakaroi kinapuiry Shift. B nanHOM citydae miar nepemertienus 6yer paBeH:
— ecyu Maciurab < 200%, to mar = 4 cMm;

— eciu maciarad > 200%, to mar = 1 cm.

4.6.14 Y namuts durypy

YTo0b!l yIanuTh GUTrypy, BLITIOIHUTE CIeyIoIe JeHCTBUS:

1. Beigenute ¢urypy, KOTOpPyl0 HeOOXOIWMO yAalIuTb. YTOOBI BBIIETUTh GUTYPY,

HaXOJAIIYIOCS B TO3UITMK 3a TeKCToM (CM. pasfen 4.6.12), HaBeuTe Ha Hee Kypcop

MBI ¥ HA’KMHWTE Ha OTO6paSI/IBH_IYIOCH KHOIIKY 9

2. BblnonHUTe KOMaHy y/IajieHus OHUM U3 CIeIyIOIIUX CIIOCODOB:

— Ecmu IJId yaaJieHUsd BbI6paHa JINHWS, Ha IlaHeJIM MHCTPYMEHTOB, B pa3jieiie JInnua

HQKMUTE KHOIIKY /E (Ymamurs nmuaumw) (cMm. Pucynok 217). Ecim nns ynanenus

BbiOpaHa /robast Apyras ¢urypa, Ha IaHelIM WHCTPYMEHTOB, B pasfieile Purypa

Ha)XMUTe KHOIIKY 'ﬂ (Yaanurts ¢urypy) (cMm. Pucynok 218).

OBWWA qocTyn

Ab3auy

HagcTpoikun

Crnpaeka
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L1 2. LleeT zanuekn v C= B Tekcre w Iﬂ
a7 : Kowtyp ~ MoaroHate pazmep
Purypa

Pucynok 218 — Knonka Y pamuts urypy

[IpaBoii KHONKOW MBIMIKA IIeJIKHUTe 10 ¢Urype M BBIIOJHUTE KOMaHAY
KOHTEKCTHOT'O MeHIO Y Ja/IUTh JIMHUIO/ Y 1aJIUTh QUTYpY.

Haxxmure kiaBuiry Delete nin Backspace Ha kiaBuatype.

Ecimu urypa Haxogurcs B nosuiiuu B Tekcre (cM. pasmen 4.6.12), To ee MOXHO yJauTh

Kak TekcT (cM. pasmen 4.2.10).
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4.7 Pabora c quarpaMMaMu

Yrobbl 1n00aBUTH B JOKYMEHT JAMarpamMMy, co3faiiTe ee B mnpuioxeHun «MoiOduc

Ta6mz1ua», d 3daTeM CKOHI/IPYI‘/JITE U BCTaBbTe B Tp86YEMOE MeCTO JOKYMEHTA.

JluarpamMma BCTaBJIsieTCsl Kak n3obpakeHue (cM. paszern 4.5).
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4.8 Pabora c popmynamu

4.8.1 BcraButs popmyiy

B TexkcToBBI MOKYMEHT MOXHO A00aBisTb Gopmysbl. PoOpMysibl BBOASTCS Ha SI3bIKe
pasmetku LaTeX, aBToMaTH4eCcKy MpeoOPa30BBIBAIOTCS M 0TOOpAXarOTCS B TEKCTe B CTaHIAPTHOM
(obmenpuHsITOM) BUIE.

YT068!I BCTaBUTH GOPMYJTy, BBIIIOJIHUTE CIIeAYIOLIe J1efCTBUS:

1. YcraHoBuTe Kypcop Ha TO MeCTO B IOKyMeHTe, Kyla He06X0JIMMO BCTaBUTh GpOPMYITy.

2. BpeinonHuUTe KOMaHAy BCTaBKU OJIHUM U3 CJIeIyIOIINX CIIOCOOOB:

— BribepuTe nmyHKT koMaHIHOTO MeHIO BeraBka > ®opmyina (cMm. Pucynok 219).

Beraeka @opmar  Wecrpymednts Bug 06

23]
&
G
()

Pucynok 219 — Komananoe mMenio BeraBka

MzobpaxeHne...

TekcToeoe none
Durypa g

Tabamua...
Dopyaa...

— Ha nanemu uHCTpyMeHTOB, B paszierie BcraBka HaxkmuTe KHOIIKY == (cM. Pucynok 220).

o fmy
Ha OTOﬁpHBI/IBIHGI/ICH IaHeJIM BCTABKW HA>)XMHWTe KHOIIKY .=/ (I)opmyﬂa.

AaboB AaB6B1 AaB6Bel ... [ ‘]v @ v E -

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

E Mzobpamerne... ~
]:[ TekcToeoe None

H Durypa ¥

—t

HH  TaBawua.. ¥

Dopuyaa... I}

Pucynok 220 — Ilanenb BcTaBkU
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3. B okue ®opmyna (cm. Pucynok 221), B mose Breipa:xkenne LaTeX BBemute popmyity
Ha s3bike pasmerku LaTeX. Hroroseii Bup ¢opmysel 0TOOpasUTCS B IIOJIe
IIpenBapuTeIbLHBIN IPOCMOTP.

4. Haxwure kaonky OK.

Dopryna

Boipamernwe LaTeX

.$ z=“frac{-b.pm “=gqrt[]{b"{2t-dac}i{2atyl

MpegeapuTenbHEIA NPOCMOTR

b+ v — dae

2a

Pucynok 221 — Oxuo ®opmyna

B Tekyieit Bepcur He TOJEp)KUBAeTCs oToOpaxkeHWe GopmyJi, Cco3laHHbIX B Microsoft

Word 2003 u 2007.

4.8.2 PenaktupoBaTth popmMyiy

YToObI peflakTUPOBATh GOPMYITY, BHIIOJTHUTE CJIeIyIolIre JeHCTBHUS:
1. OTkpoiiTe OKHO pefaKTUPOBaHUsl GOPMYJIbI OJTHUM U3 CJIeJTYIOITUX CIIOCOOOB:

— Brigenure ¢dopmyiy IIeUYKOM JIeBOW KHONKM MblM. Ha maHenu MHCTpPyMeHTOB,

B pazniesie PopMyiia HAXXKMUTE KHOTIKY {:} N3menutsb popmyiry (cm. Pucynok 222).
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Popmar  Wnctpymentm Bug  OBwwi goctyn  Hagetpoiikw

-;fo & w é {:} W2,y EE w
o C & T3 Ya.ny R

Mpaeka PopMyna AB3au

Pucynok 222 — Kuonka IaMeHuTs popmMyiry

— DBrpipenute ¢opmyily IeJYKOM IIPaBOM KHOIKM MBIIIM. BRIONHUATE KOMaHIy
KOHTeKCTHOro MeHI0 U3MeHHTH popmy.ty.
— DBrimenure popMyily IBOMHBIM IIeTYKOM MBIIIIHN.
2. B oxue ®opmyna (cm. Pucynok 221), B none Boipamxenue LaTeX penakrtupyiite
dopmyiy.

3. Haxmure xkHonky OK.

4.8.3 IamenuTh pasmep popmMyJibl

Yto06b! M3MeHUTh padMep GOpPMYJIbI B TEKCTe, BLITIOJHUTE CIIeAYIOIe 1eHCTBUS:

1. Brimenure ¢popmyiy.

2. VYpepxxuvBas JIeBYIO KHOIIKY MBIIIIH, TPOTSIHUTE JIF0O0M M3 YIVIOBBIX MAapKepPOB PaMKHU Tak,
yT0OBI GOpMYJia IPUHSIIA He0OXO0OUMBIHN padmep (cM. PrucyHok 223).

3. OTnoycTuTe JIeBYIO KHOIIKY MBIIIH, YTOOBI 3aUKCUPOBATh HOBBIM pa3Mep GOPMYJIbI.

1 bt b — da
I 2a

Pucynok 223 — M3meHeHne pa3mepa GoOpMyJibl

4.8.4 Y nanuts popmyiy

Yro6s! yianuth GopMyILy, BHIIOIHUTE ClleyIOIIre IeHCTBUSL:

1. Beigenute ¢popmyiy.

2. BomonHuTe kKOMaHAy yaaneHus GopMyJIbl OJJHUM U3 CJIeAYIOUIUX CIIOCOOO0B:

()
— Ha manenn uHCTpyMeHTOB, B pa3zmene Popmyisia HaXMUTe KHONKY \Jig Ymanurh

dopmyny (cm. Pucynok 224).
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Popmat  VHcTpymenTl

Buvg OBwmi goctyn  Hagctpoiikw

-;f: & w é {'::'} W2,y EE w

DO Q @3 Y.y i

Mpaeka

PopMyna AB3ay

Pucynok 224 — Knornika Y panurs ¢popmyiry

[lenykoM mpaBOW KHONKHU MBIIIM OTKPOWTE KOHTEKCTHOe MeHIO U BBIIIOJHUTE
KOMaHAy Y aaauThb Gpopmy.ry.

Haxxmure kiaBuiry Delete nin Backspace Ha kiaBuatype.

Taxke s ynaneHvss GOpMyJibl MOXKHO HCIIOJIb30BaTh COYETAHMS KJIABWII [Tl y/IAJIeHUS
Tekcrta (cM. paszen 4.2.10).
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4.9 IIpaBka conep:KIMOro
4.9.1 OT™meHa u Bo3BparT JeHCTBHI

4.9.1.1 OTMeHuTH IHOC/IeAHEe BLINIOJIHeHHOE NeiCTBHe

ITocnennee meicTBHe, BHIIOJIHEHHOE C COJIep’>KUMBbIM JOKYMEHTAd, MOKHO OTMEHHUTb.
,HJISI 9TOI'0 BOCHOHBBYﬁTECL OJHUM M3 CJIeJYIOoHrX CITOCODOB:

— Boibepute nyHkT koManaHoro MeHto IlpaBka > OtmenuTs (cM. Pucynok 225).

Mpaeka Bcraska @opmar  Vectpymedte  Bug O
2 OtmeHuTs Ctrl+Z
" ToeTopuTs Ctrl+Y
oo Buipesats Ctrl+X
Kenwpoeate Ctrl+C
|E| BrTaeute Ctrl+W

Pucynok 225 — Komananoe mento IlpaBka

— Ha nmanenu uHCTpymeHTOB, B pasfieiie IIpaBKa HaXmuTe KHOIIKY D) (OTMeHUTB)

(cMm. PucyHnok 226).

@aiin  [paeka Beraeka @opumatr  WHetpyments Bug

+ By X OBy &

dobaenTh 'Ei] v (_J C) Q

H3Gpannoe dann Mpaeka

Pucynok 226 — Knonku Ormenuts u IloBTopurs

— IIpu pabore B OC Windows / OC Linux HaxmwuTe coderanue kjasum Cirl+Z vmm

Alt+Backspace, npu pabote B OC macOS — coveranue kiaBui $Cmd +Z.

YToObI OTMEHUTH HECKOJIbKO MOCJIEAHUX HEeUCTBUM, BBIIIOJIHUTE KOMaHly OTMEHbI

HECKOJIbKO pa3.
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4.9.1.2 ITIoBTOPHUTH pe3yIbTAaT OTMEHEHHOIO JIeHCTBHSI

OTMeHeHHOe JIeHiCTBHUe IPY HEOOXOJUMOCTH MOXKHO [TOBTOPUTD.

J1Jist 3TOTO BOCHOJIB3YUTECh OTHUM U3 CIIeIYIOIIKX CIIOCOOOB!

— Bruibepute nyHKT kKoMaHHOTO MeHIO IIpaBka > IloBTopurs (cMm. Pucynok 225).

—

— Ha nanenu uncTpymeHTOB, B pasfene IIpaBka Haxxmure KHONKy (~ (IloBTOpHTB)
(cM. PucyHnok 226).

— IIpu pabore B8 OC Windows / OC Linux Haxkmurte coueranue kiaBuin Ctrl+Y /
Ctrl+Shift+Z / Shift+Alt+Backspace. [Ipu pa6ote B OC macOS HaxkmuTe codeTaHHe

knasuill $Cmd+Y.

YTtoObbI IMOBTOPHUTL HECKOJIbKO IIOC/IIEAHHUX OTMEHEHHbIX JIIeMCTBHM, BBIIIOJIHUTE KOMaHY

MIOBTOPA HECKOJIBKO pas.
4.9.2 Bydep obmena

4.9.2.1 Beipe3aTh WM KOIIUPOBATh TaHHbIE

[Tpu BbIpe3aHuM JlaHHBbIe y[AJSIOTCS M3 AOKYMeHTa U romelaroTcs B 6ydep obmena. Ilpu
KOIIMPOBaHWY JIaHHbIe He U3MeHSIOTCS B IOKyMeHTe, a B Oydep o6MeHa nloMeljaeTcsi UX KOIUSI.

JlaHHBIE BBIPE3aI0TCS U KOIIUPYIOTCS C COXpaHeHueM GopMaTHpPOBaHUSL.

Brlpe3aHHble WM CKONMPOBAaHHBIE [JaHHble MOXKHO HCIIOJIb30BAaTh Kak [UIsl BCTaBKU B
npwiokeHnn «MonOduc TexkcT», Tak U JyIsi BCTaBKU B JIPYTMX IPUIOXKEHUSX, Halmpumep, B
npwioxxeHny «MornOduc Tabmumay.

YToOBI BBIpE3aTh AaHHbIE, BBIIIOJIHUATE CIIefYIOIre 1eHCTBUS:

1. Belmenurte naHHble, KOTOPbIE HEOOXOAWMO BbIpE3aTh.

2. BrinonHrTe KOMaH/ly BbIpe3aHHs OJIHMM U3 CJIelyIOIINUX CII0CODO0B:

Bribepute nnyHKT kKomMaHiHOro MeHio IIpaBka > Beipe3arts (cM. PucyHnok 225).

Ha manenu uHCTpyMeHTOB, B pasiesie IIpaBka HaXMuTe KHOIIKY 4 (Beipesats)
(cMm. Pucynok 227).

[TpaBo¥i KHOIIKOM MBIIIM I[eJIKHUTE 10 BbIJIeJIeHHOMY CO/IepXXUMOMY U BBIIIOJIHUTE
KOMaH/ly KOHTeKCTHOr0 MeHI0 Bripe3ars.

— Haxwmure coderanue kiasui Ctrl+X wiu Shift+Delete pu pa6ote 8 OC Windows /

OC Linux umu coyeranue kiaBuin $Cmd+X npu pa6ore B OC macOS.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MH», 2013-2024 219



MonOdonc

@aiin  [lpaska Beraeka @opmar  MHotpymentm Bug
+ v % B~ &v
JobaeuTe g] ht <__j 7 Q

M3GpaHHoe ®ann Mpaeka

Pucynoxk 227 — Knonku Beipe3zaTs 1 KonupoBaTtsh

YTOoOBI CKOMTMPOBATH JIAHHBIE, BHITIOJIHUTE CIIeIyIONIre JeHCTBHUS:

1.
2.

BbIlIEJII/ITe HdHHbIe, KOTOpPbIe HEO6XOHI/IMO CKOITMPOBATh.

BrinosnHuTe KOMaH/1y KONMMPOBaHUSI OJHUM U3 CJIeJIyIOLIHUX CIIOCOOOB:

Bribepute nyHkT komaHaHoro Mexio IlpaBka > KomupoBath (cM. PrucyHok 225).
Ha nanenu uncrpymenToB, B pa3zeie IIpaBka Haxkmute kHOTKY '/ (KonmupoBaTs)
(cM. Pucynok 227).

[TpaBoi1 KHOIIKOM MBIIIN LIEJIKHUTE 110 BbIIEJIEHHOMY COIEep)XXHUMOMY U BBIIIOJTHUTE
KOMaHJly KOHTeKCTHOro MeHi0 KonpoBars.

Haxmure coderanue knaBuin Ctrl+C win Ctrl+Insert npu pabote 8 OC Windows /

OC Linux unu coueranue kiauil $Cmd+C npu pabote B OC macOS.

4.9.2.2 BcraBuTh NoCJIe/IHHe BhIpe3aHHbIe WIH CKOIHPOBaHHbIE TaHHbIe

HJIS[ BCTABKHW [JOCTYIIHbI IIpeABAPUTEJIbHO CKOIIMPOBAHHbLIE WJIM BbIpe3dHHbIe dHHBbIE,

Haxojisirecs B 0ydepe oomeHa. Jlanuble u3 6ydepa o6MeHa MOXKHO BCTaBUTh C COXpaHEeHWeM WU

0e3 coxpaHeHUs1 UCXOAHOTO GOPMaTHPOBAHHUSI.

YrtobBl BCTaBUTh JaHHble C COXpaHeHueM HCXOJHOI'O Cl)OpMaTI/IpOBaHI/IH, BBITIOJTHUTE

CJIeIyIolve IeNCTBUS:

1.

YcraHoBUTE KYpCOp B TO MeCTO JIOKYMEeHTa, KyJla HeoOX0/IMMO BCTaBUTh JaHHbIe, WA
BbIJIEJIUTe TeKCT (00BEKT), KOTOPBIM HY>KHO 3aMeHUTh Ha JJaHHbIe U3 Oydepa obMeHa.

BrimonauTe KOMaHy BCTdABKH OJHUM U3 CJIEAYIOIIUX CIT0CO0OB:

Bribepute nyHKT koMaHHOro MeHio IlpaBka > BeraButh (cM. PrucyHok 225).

Ha nanenu uHCTpyMeHTOB, B pasnieiie IIpaBka HaXkMHTe KHOIIKY IN (BcTraBuTh)
(cm. PucyHnok 228).

Ha nanenu uHCcTpymeHTOB, B pasnesie IIpaBka HakmMHTe Ha CTpesKy CIpaBa OT
KHOIKH [[] (BcTaBuTh) U B BBINIAJaloOIIeM CIIMCKe BbiOepuTe KOMaHy BcTaBHTB.
[lemykoM NpaBOM KHONKHU MBIIIM OTKPOWTE KOHTEKCTHOe MeHIO U BBIIIOJIHUTE

KoMaHly BcTraBUTB.
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— Haxmure coueranue knaBum Ctrl+V wim Shift+Insert mpu pa6ore B OC Windows /

OC Linux umu coyeranue kiaBuin $£Cmd+V npu pabore B OC macOS.

Daiin [paeka Beraska Qopmar  Weorpymedts Bug  OBwwi gocty

+ M [ |E% é A KO Thames
Jo6aenTs g] " S

M3gpaHuoe d®ann Mpaeka

Iﬁ BctaButh

BcTaEWTe TONBKD TEKCT

Pucynok 228 — Knonka BcraButhb

[Ipu BcTraBke maHHBIX 0e3 coxpaHeHUsi UCXOAHOro ¢opmaTvpoBaHus U3 Oydepa obMeHa
BCTaBJISIETCS TOJIbKO TEKCT. TakK, Mpy BCTaBKe TabJIuIbl, PUTYPBI C TEKCTOM WJIU CCHUIKU B JIOKYMEHT
BCTaBJISIETCSI TOJIbKO TEKCT, KOTOPBIA COflepXKaT JlaHHble O0O0beKThl. Eci B CKOMMPOBAHHOM WU
BbIpe3aHHOM ¢dparMeHTe CoJiep>KaTcsl U300pakeHusl, TO OHU B JIOKyMEHT He BCTaBJISIFOTCSI.

K Tekcry, KoTOpBIM BCTaBisiercs U3 Oydepa oOMeHa, IpUMeHsIeTCSl CTUJIb TOIO TeKCTa, B
KOTOpBIH OH JTo6aBisieTcs (cM. paznen 4.3.2).

Ytobbl BCTaBUTH JJaHHbIE 6€3 UCXOTHOT0 (OPMAaTUPOBAHKS, BBITIOJIHUTE CIIeIYIOIIHe AeUCTBUS:

1. YcraHoBuTe Kypcop B TO MeCTO JJOKYMeHTa, Ky/Ja HeoOXOJUMO BCTaBUTH JaHHbIe, WIH

BbIZIEJIUTe TeKCT (00BeKT), KOTOPBIM HY>KHO 3aMeHUTh Ha JJaHHbIe U3 Oydepa obMeHa.

2. BplimonHUTe KOMaH/y BCTaBKX OJIHUM U3 CJIeIyIOIIHUX CIIOCOOOB:

— Bribepute nyHkT komanaHoro MeHi IIpaBka > BcTaBHUTB TOJIBKO TeKCT

(cM. Pucynok 229).

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 229 — Komananoe menio IlpaBka

— Ha mnanenmu uHcTpyMeHTOB, B pasfesie IIpaBka HaXXMHUTe Ha CTpeJIKy CIpaBa
OT KHOIKU [[] (BcraBuTh) U B BBINAJAIONEeM CIIMCKe BblbepuTe KOMaHAY

BcraBuTh TOIBKO TeKCT (cM. PucyHok 228).
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- H_IeJ'IUIKOM Hp&BOI:I KHOIIKM MBbIIIN BbI3OBHUTE KOHTEKCTHOe MEeHIO W BBIIIOJIHHUTEe

KOMaHy BcTraBUTH TOJIBKO TEKCT.

4.9.2.3 BcTraBuTH JJaHHBIE U3 paclIpeHHOro 0ydepa odbmena

B mnpunoxennmn «MouOduc Tekct» mocTyrieH pacimpeHHbId Oydep obmeHa. B Hem
OJIHOBPEMEHHO MOXeT XPaHUThCS 710 10 cKOMMPOBAaHHBIX WJIM BbIpe3aHHbIX CJI0TOB. Kaxknast HoBast
3alKCh 3aHMMaeT MeCcTO CaMOI'o CTaporo CJIOTa B CIIKCKe.

Pacimpennsiit 6ydgep obMeHa MOXHO KCIOJIb30BATh [Jisi KOMMPOBAHKUS M BCTABKU JAHHBIX
n3 npusoxkerns: «MorOduc Tekct» B npusoxkenre « MorOduc Tabmuma» 1 Ha060pPOT.

Hannple u3 pacmypeHHoro Oydepa oOMeHa BCTaBJISIIOTCS C COXPAaHEHHWEeM HCXOIHOTO

¢popmaTtupoBaHusl.

4.9.2.3.1 BcraBuTth JaHHbIe

YTo6bI BCTaBUTH JJAHHBIE M3 paCIIMpeHHOro Oydepa 0OMeHa, BBIIIOJIHUTE CJIeTyIoIIye JeUCTBHS:
1. YcraHoBuTe Kypcop B TO MeCTO JJOKYMeHTa, Ky/la HeoOXOJUMO BCTaBUTh JJaHHble, WIH
BbIJIeJIUTe TeKCT (00BEeKT), KOTOPBIM HYKHO 3aMeHHUTh Ha JlaHHbIe U3 Oydepa oOMeHa.

2. OTkpo¥iTe cogep>XMMoe pacivipeHHoro 0ydgepa obMeHa OJIHUM U3 CJIeyIOIIUX CIIOCOOO0B:

— DBruibepute nmyHkT koManaHoro MeHio IIpaBka > BcraBuTh M3 Oydepa odOmeHa

(cMm. Pucynok 230).

Mpaeka Bcraeka @opmat  Mootpymentsr Bug  OBwwi goctyn Hagcrpoikw  Cnpaeka

T OTmenuTs Ctrl+Z X0 Thames v 14w AT H"ﬁ'\+
" [loeTopwTe Ctrl+Y
K Y4 AB T = A~ £
oa Bmpesats Ctrl+X
UpwudT
Konupoeats Ctrl+C
[y Berasuts Ctrl+V
BcTaeuTe Tonsko TekcT
BcTaguTte W3 Bydepa obueHa r ¥ nywomopen ay6 sengdeli;
3n 3] 3
A KonvposaTh dopMaTMpoBaHne Ctrl=Shift+C B e
MpUMeEHUTE SdopMaTHROBAHWE Ctrl+Shift+V WcTropua Gydepa obmeqa Cirl+Alt+Shift+V
Oumctute
BmaenuTs BCe Ctrl+&

Pucynoxk 230 — JlaHHble B paciiipeHHOM Oydepe obMeHa
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— IlemukoM MpaBOM KHOINKH MBI OTKPOHTE KOHTEKCTHOe MEHIO U BBIIOJIHHATE
komaHy BeraButh u3 0ydepa odomeHa.
3. B oTkpbIBIIEMCs TTOJIMEHIO BHIOEpUTE JIaHHBIe ISl BCTABKH.
s ynobcrBa paboThl comiepskumoe Oydepa oOMeHa MOXXHO OTKDBITh B OT/IEJTbHOM OKHeE.
JIJ11 3TOTr0 BBIMIOJIHUTE OJTHO M3 CJIEAYIONIUX JIeHMCTBUM:
— Buoibepute myHkT komanaHoro MeHio IIpaBka > BcraButh u3 0ydepa obmena >

Hcropus oydepa oomena (cM. Pucynok 231).

Mpaeka Bcraska @opmat  Moctpymentsr Bug  OBwwi goctyn Hagcrpoikw  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 R
MNprmMeHUTE dopMaTHRoBEaHWE Ctrl+5Shift+V Wctopun Gydepa obmena Ctrl+Alt+Shift+V
OureTHTE
Bmgenwts Bce Ctrl+4

Pucynok 231 — Komans! yripaBieHus paciivpeHHbIM 6ydepoM obMeHa

— OTKpoiiTe KOHTEKCTHOE MEHIO IIeTYKOM IPaBOM KHONKHU MBIIIM IO JIFO60MY MecTy
IOKyMEeHTa U BBIIIOJIHUTe KoMaHy BcraBuTh U3 0ydepa oomena > Ucropus bydepa
obMeHa.

— Haxwure coueranme wimasuil Ctrl+Alt+Shift+V / ~Option+{IShift+Cmd+V nHa

KJIaBHATYype.

[Io ymomuaHuio OkHO paciiupeHHoro Oydepa obmeHna (cM. Pucynok 232) pasmernaercs
PSIIOM C BBIZIeJIeHHBIM TeKCTOM WJIM OOBeKTOM JIOKyMeHTa. UToObI M3MEeHUTh pa3MellleHHe OKHa,
IepeTamuTe ero 3a 3arojioBOK, yAepXKUBasi 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 cjioTa K3 Oydepa obOMeHa B yKa3aHHOe MeCTO JIOKyMeHTa
OCYIIEeCTBJISIeTCS IeTYKOM JIeBOM KHOIIKHM MBIIIIW WJIM HaXkKaTheM Ha kiiaBuiny Enter;

— nepeMelieHue ¢GoKyca Mexay AOKyMeHTOM U OydepoM oOMeHa OCYIIeCTBISIeTCS
kiiaBuieii Tab.

YToOBI 3aKpBITh OKHO pacIIMpeHHOro Oydepa obOMeHa, HaXKMHUTe Ha KHOIIKY B ero

3dI'0JIOBKe.

ﬁ Bmbop TekcTa AnA BCTABKM

¥ nykomopes gy6 3enédeid; 3natan uens Ha gybe Towm:
1 gHém 1 Houbto KoT yuéHeiNBCE xoanT No Lenu k.
WMaér Hanpaso - necHe 3asoauT,Haneso - ckasky ro..
Tam uygeca: TaM newwil BpogwT,Pycanka Ha BETBAX ...
A MywkwH

Mz noamm "Pycaan v Togumaa”

Pucynok 232 — Pacmupennbii 6ydep oomeHa

4.9.2.3.2 OuucTUTH UCTOPHUIO pacIIMpeHHOro 0y¢depa odoMeHa

YToOBl OYMCTUTH HCTOPHUIO paclIMpeHHOro Oydepa o0MeHa, BBIIOJIHUTE ClelyIoIue
JeCTBUS:
1. OtkpoiiTe IOJIMEHIO paciIMpeHHOro 6ydepa obMeHa OOHUM U3 CIIeqYIOIIUX CIIOCOOO0B:
— Bruibepute mynkT komangHoro meHio IIpaBka > BcecraButh H3 Oydepa odomeHa
(cMm. Pucynok 231).
— OTkpo¥iTe KOHTEKCTHOe MeHIO IIIeJTYKOM IIPaBOM KHOIIKW MBIIIY 110 JII060MYy MecTy
IIOKYMeHTa U BBIIOJIHATe KOMaHly BcraBuTh 13 0ydepa oomeHa.

2. B ortobpa3zuBiieMcs moiMeHI0 BbibepuTe KoMaHy O4UCTUTS.
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4.10 MakeT cTpaHHIIBI

4.10.1 ITapamMeTpsBI CTPAHUIIBI

[TapameTppl CTpaHMIIBI HACTPAWBAIOTCSI MPU TOATOTOBKe JOKYMeHTa K Ie4aTd
(cMm. paznen 4.1.8). K mapamerpam CTpaHUITBI OTHOCSTCS:

— OpUeHTaIUsl CTPAHMIIBL;

— pa3mep Oymaru Jijisi levarTy;

— II0JId JOKYMEHTa.

[TapaMeTpsl CTpaHUIIBI MOXKHO HACTPOUTH KaK Ui BCEro JIOKYMeHTa, TaK U JIJIsl ero 4acTy.
Hanpumep, 11 cTpaHMIIbI JOKYMeHTa, Ha KOTOPOW PacrojoXKeH PHUCYHOK WM TabJMIa, MOXKHO
BbIOpaTh aIbOOMHYIO (BEPTHUKAJIbHYI0) OPUEeHTalMIO.

Eciv mapamerpel CTpaHMIIBI  HY>KHO HACTPOWUTh TOJIBKO JUISS YacTH JIOKYMEHTa,
[Ipe/IBApUTENIbHO BBINIOJIHUATE CJIeAYIOIIre AeiCTBUS:

1. JoGaBbTe pa3pbIB pasaena (cM. paszaen 4.10.5) 1o u mocsie TpebyemMo 4acTH JJOKyMeHTa.

2. VYcTaHOBUTEe KypCOp, BBIEJINUTE YaCTh TeKCTAa WJIM TEeKCT LIeJIMKOM B TpeOyeMoil yacTu

HAOKYMeHTad.

YToOBI HACTPOUTD MTApaMeTPhbl CTPAHUIILI, BHITIOIHUTE CIIeAYIOIe 1eHCTBHUS:
1. Orkpotiite okHo IlapamMeTphI CTPAHUIIBI OTHUM U3 CJIeIyIOIINX CIIOCOOOB:

—  Boibepure myHkT koMaHiHOTO MeHto Paiin > Ilapamerps! crpanumb! (cM. PrcyHok 233).

@ain  [paeka Bcraska @opmar  WHctpyme

[ Cosgate Ctrl=N

Cosgate no wabaoHy...

[ Otkpwits... Ctrl+0
Otkpeite B 0Baake.., Ctrl+5Shift+=0
HepasHue fokymeHTb 4
PabBota B obnake 4

B CoxpaHuts Ctrl+S
CoxpaHuTe Kak.. F12
ABTOBOCCTAHOENEHWE L4
JKCNOPT...

CoxpaHuTe WabnoH...

3apath napodb...

SNEKTPOHHEA NOAMNUCE L4

MapameTpel CTRaHULE Ctrl+Shift+P

Pucynok 233 — IlynkT komanaHoro meHto IlapamMeTpbl cTpaHUIIBI
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— Ha manenu uHCTpyMeHTOB, B pasnere Paina HaXXMUTe Ha CTPeNIKy CIipaBa OT
kHOTKY (— (BBICTpas me4aTb) U B BBHIIAJAIONIEM CIIMCKe BHIOEpUTE KOMAHIY

ITapameTtpsI cTpanuib! (cM. PucyHok 234).

®aiin  [paeka Beraska Qopmat  WHoTpymeHTs
+ voooX @ v
doBaenTe |g:| (_j '._

M3GpaHuoe
2 EJ Emctpan nevats

d::é Meuats...

Skcnopt e POF

= [apamerpwm l:TrJaHmu,blL}

Pucynok 234 — Komanzga IIapameTpsI cTpaHHIIBI

— Haxwmure coderanue kiasui Cirl+Shift+P / TShift+Cmd+P.
2. B oxue Ilapamerpbl cTpaHunbl (cM. PucyHok 235), B BbINafjaromieM CIIHCKe
IIpumenuTs BbibepuTe 06J1aCTh IPUMeHeHUs lTapaMeTpOB:
— K 3TOMY pa3feiy — NIpUMeHUTh BCe MOCJeAyIollre U3MeHeHUs K BbIOpaHHOW 4acTu
TIOKyMeHTa, 000C00IeHHOM pa3phlBaAMH Pa3/iena;
— KO BCeMY [OKYMEHTy — IPUMEHHUTb BCe TMOCIeQylolre H3MeHeHUs KO BCeMy
JIOKYMEHTY.
3. B pazpenie OpuenTanus BbibepuTe OopUeHTaNuio crpaHull: KHimkHasa (BepTUKaIbHast)
vy Asib00MHast (TOpU30HTAJIbHAS).
4. B Beimapgaromiem crivicke Pazmep 0ymaru Boibepute pa3mep 6ymaru, Ha KOTOPOM OyzIeT
OCYIIECTBJISIThCS I1eYaTh JOKyMeHTa.
5. HacrpoiiTe nosst JOKyMeHTa:
— YtoOBl HACTPOUTH AJISI BCeX CTPAHWI] JAOKyMeHTa OJMHAKOBBIE IOJIs, YKAXKUTe HUX
IIMPUHY B MoJix BBojia Bepxuee mosie, Hizxuee moste, JleBoe moste 1 IIpaBoe moste.
— YTOoOBI HACTPOUTH TOJIS ISl IBYCTOPOHHEN TevaTy JOKYMeHTa, CTPaHUIlbl KOTOPOTOo
OyayT CIIMBATBCS MeXIy co00M (Harpumep, /ijisi OPOIIIOPBI UM KHUTH), YCTAaHOBUTE
¢naxok 3epkanbHble moydA. JlaHHAas HacTpodika O0O3HAYaeT, YTO TOJISl JIeBbIX

CTpaHUIl JOKYMEHTad 6y,ILYT 3€pPKaJIbHO <<0T06pa>KaTb» I10J14 ero IIpaBbIX CTPAHUII.
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MapameTpel CTpaHLB! pod
MprmeHUTE
KO BCEMY LOKYMEHTY v
OpuenTayua

Pazmep Gymarw

A (21x29.7 cn) v
Bepxree none HuxHee none
2,00 cm . 2,00 cm -
lNeeoe none Mpaeoe none
3,00 cm . 1,50 cm -
JepranbHBIE NoR

Pucynok 235 — OxHo IIapaMeTps! cTpaHHIIbI

B nonsx BBoma Bepxnee mosie 1 HmkHee mosie ykakuTe IIMPUHY BepXHEro
HIDKHEro  Tojie  JokymeHTa. B mone  BHyTpeHHee 1oJie  yKaxkure
IIMPUHY BHYTPEHHUX IOJied — TOJied, PACIIOJIOKeHHBIX PSJIOM C IeperuieTOM.
B nmnone BaemHee mosie yKaxWTe IIWPHMHY BHEIIHUX I[IOJeM — TIOJIeH,

PacIojIoXXeHHbBIX Y IlepeJJHero oope3a KHUTY WU OPOIIIOPHI.

3€pKaJII>HI>Ie I10JIA MOXXHO YCTAdHOBHTDH TOJIBKO [IJI1 BCEro JOKyMeHTd, HO He IJid
ero 4acTu. HOSTOMY JdaHHas1 HaCTPOP’IKa dKTHMBHAd, €CJId B BbIIIaJdIOIIIeM CIIMCKe

IIpumeHuTH BHIOpaHO 3HaYeHUE KO BCeMYy JOKYMEHTY.

6. Haxmure kHonky OK.
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4.10.2 Koy1oHTHTYJIBI

KomnoHTuTysbl pacnosnararoTcs Ha KaKIOW CTpaHMIle JOKyMeHTa B BepXHeM U HW)KHeM I10Jie
(cm. pasgen 4.11.1.1). B koJoHTUTY/IaX MOXKHO pa3MecTUTh UHGPOPMAIIHUIO, KOTOpast He OTHOCUTCS K
OCHOBHOMY TeKCTy JOKyMeHTa, a HOCUT HMHQPOPMALMOHHBIM WIM OQOpPMUTEIbCKUM XapakTep.
Hanpumep: Homepa crpanui] (cM. pasgen 4.10.3), Ha3BaHHMe JOKYMEHTa WM €ro OT/AeNbHBIX
pas/ienos, JIOTOTUI KOMIIAHUHU U T.J.

HHq)OpMaIII/IH, pa3MelllieHHas B KOJIOHTUTYJIaX, YHHUKAJIbHA JJIA Ka’KA0I'0 pa3jiejld JOKyYyMeHTad

(cMm. paznen 4.10.5).

4.10.2.1 HacTpouTh KOJIOHTUTYJIbI

YT0o6BI HACTPOUTH KOJIOHTUTYJIBI, BBIIIOJHUTE CJIeIyIole JeHCTBUS:

1. YcraHoBuTe Kypcop Ha Jitobo crpaHmie pasdmena (cM. pasmen 4.10.5), B koTopom
HY>KHO HAaCTPOUTDH BePXHUE WIH HUXKHUE KOJIOHTUTYJIBL.

2. llepeiuTte B pexvM pelaKTUPOBAHUSI BEPXHUX WM HWKHUX KOJIOHTUTYJIOB OJHUM U3
CJIeTyIOIIUX CIIOCOOOB:
— DBroibepute nyHkT koMaHaHoro MeHio BcraBka > KosonTutynsl > Bepxuuii

KoJIoHTHUTYJI / Himxuauit KonoHTHTYJ (CM. PucyHok 236).

Beraeka Qopmar  WHorpyments  Bug  OBwwid goctyn Hagetpolkw  Cnop

Vizobpaxetue... XO Thames v| |14

TekcToBOE NONe

& Qurypa » KK H AB T
WpudT

BEH Tabawua...

() dopmyna..

CneunansHele CUMBOALI,.

'5  Paspbie cTpanuus Ctrl+Enter

'= Paspuie pazgena

#  Homepa cTpanuy, *

H  KonoHTuTyAR P[5 BepxHuii konoHTUTYA

= OrnasneHwe E  HusHWid koaoHTATY

¢ Comnka... Ctrl=K

Pucynok 236 — KomangHoe mento BeraBka
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— Ha mnasenn uWHCTpymMeHTOB, B pasfieie BcraBka HaxkmuTe KHOIIKY -==. Ha

OTOOpa3MBIIeHCs TaHeTH BCTaBKM BhibepuTe = KomomtuTynsr > Bepxmmii

KoJIOHTUTYJI / HynkHuit kosoHTUTYJ (cM. PucyHok 237).

AabBo0BBl AaBoBseI' Aab6BslT ...

3aronoBeok 2 3aronoceok 3 3aronoceok 4

T e B @ H B

[

Q0 G

% BepxHWA KonoHTUTYA

@ HuxHWA KonoHTUTYA

|
@

AR

H
O

HzobpaxeHwe..,

TekcToBDE NONE

Durypa

TaBniua...

Dopyna...

'CI'IE'LI,ME.HI:HI:IE' CHMEBECAB...

Pazpeie cTpaHuuw
Paspuie pazgena
Howmepa cTpanvd,.

KonoHTUTY AR

COrnaenerne

Coulnka...

MepekpecTHan copaKa..,

Iaknagka...

CHocka

Pucynok 237 — Ilanenb BcTaBKU

He [ @ =

—  YTo0OHI HAaCTPOUTb BepPXHHUE KOJIOHTUTYIJIbI, IMOABEAUTE KYpPCOP MBIIHN K BerHEﬁ

YacTU CTpaHUIlbl. YTOOBI HAaCTPOMTH HW)XHHUE KOJIOHTUTYJIbI, IOABEAUTE KYypCOp

MBIIIIH K HUKHEU 4aCTH CTPAHUIIbI. Kor,ua KypcCOp 1nipumeT BUJ

IIIeJIKHUTe MBIIIBIO.
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3. OTKpoITe I1aHeslb HACTPOeK KOJIOHTUTYJIOB OJJHUM U3 CJIeAYIOLIUX CII0COOOB:
— Ilom wiy HaI KOJIOHTUTYJIOM HakMuTe KHonky IlapaMerpsl v B BhIajaroliemM
cnucke BblOepuTe NyHKT HacTtpoiikum BepxHero kojoHTHTyJIa / Hacrtpoiiku

HIDKHEro KoJIoHTuTyaa (cM. PucyHok 238).

BepxHWii KOAOHTUTYA Mapametpel

HacTpoiikn BEPXHETD KONOHTWTY G
¥nanuTh BEPXHWUA KOAOHTTYN

Homepa crpaniy,

Pucynok 238 — [lynkt HacTpoiiku BepxHero KOJIOHTHUTYJIa

— Ha 6okoBoii aHe HaXKMUTe KHOIIKY @ (BepxHmii KOJIOHTHTYJI) WIN @ (HroxHmi
KOJIOHTHTYJ) (CM. Pucynok 239).

4. Ha maHenu HaCTpPOeK KOJIOHTUTYJIOB YKaXkuTe TpeOyeMble mapameTpsl (cM. Tabmuiy 12).

> BepxHuWiA KONOHTUTYN Q

_aﬂ’[.‘-‘::lr’lKH romMepa crpaHnL, @

BepxHWiA kKonoHTUTYR Mapametpel OTCTyn OT BepXHero
Kpan cTpaHuLbl

1,27 cm

Ocobriii 4nA Nepeoid cTpaHnL

PasHble UETHBIE M HEUETHbIE CTpaHnLbI

Pucynok 239 — [lanesib HacTpoek BepXHero KOJIOHTUTYJIa

5. JlobaBbTe B KOJIOHTUTYJI JaHHbIe: BBeIUTe TeKCT WM BCTaBbTe TpeOyeMblii 00BekT. 1pu
HeoOxonuMocTH  GopMaTUpYyWTe CofepXXKUMoe KOJIOHTUTYHA. Ecimu BeiOpaH 0coObIi
KOJIOHTHUTYJI JIJIS TIepBOM CTPaHUIIBbl W/WIIM Pa3Hble KOJIOHTUTYIIbI /IJIsl YeTHBIX ¥ HeYeTHBIX

CTpaHuI], 106aBbTe U popMaTHUpPYTe CO/IePKUMOe B KOJIOHTUTYJIe KaX0r0o THIIA.
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Ta6usmma 12 — IlapameTpsb! KOJIOHTHTYJIOB

ITapametp Onucanue

OTCTyTI OT BEPXHEero Kpas CTPAaHUIIBI; OTCTYH OT BEPXHEero Kpas CTpaHUIIbI 1O CTPOKU BBOJd JAdHHBIX

OTCTYII OT HUKHEro Kpas CTPAHMIIbI B BEPXHEM KOJIOHTHTYJIE,

OTCTYH OT HUXKHEI'O Kpad CTpAaHUIIBI 10 CTPOKKU BBOd [JdHHBIX B
HUKHEM KOJIOHTHUTYJIe.

OcoOblii KOIOHTUTYJI AJIsl TIepBOM [To3BomsieT co3maBaTh YHHUKAIbHOE CO/IEPXKUMOe B
CTPaHMIIBI KOJIOHTUTYJIaX KaK Ha IepBOii CTPaHUIle BCero JOKYMeHTa, TaK
Y Ha MepBOM CTPaHUIIe JIF0O0T0 U3 Pa3/iesioB.

ITpu ycranoBke ¢a’kka 0COOBIM KOJIOHTUTYJIOM CTAHOBSITCSI U
BepXHUM, U HDKHUN KOJIOHTUTYJI [IepBOY CTPaHULIBL.

Eciu ¢pnakok ycTaHOBIIeH, IpUIoXeHre 3alI0MUHAeT TaHHEIe,
KOTOPbIe BBOZSTCSI B 0COOBIM KOJIOHTUTYJI, U TIPU
yCTaHOBKe/CHITUU PIiakKa 0TOOpaXkaeT/CKpbIBaeT UMEHHO 3TU

JaHHEIe.
PazHble KOJTOHTUTYIIBI 17151 YeTHBIX U [TpumensieTcss OMHOBPEMEHHO KaK JJIsi BEpXHUX, TaK U IS
HeYeTHBIX CTPAHUIL HIDKHHX KOJIOHTUTYJIOB.

OmnpenesneHye YeTHOCTH ¥ HEYETHOCTH CTPAHUIT BCEI Ia
HAYMHAETCs C TIepBOM CTPAHUIIBI IOKYMEHTa, BHe 3aBUCUMOCTHU
OT HaJIM4MS pa3iesioB.

YTo6bl OBICTPO IeperTH OT HACTPOWKM BepxHero K HAaCTpOVKe HIKHEro KOJIOHTHUTYIIA,
BbIJIEJINTe HYDKHUM KOJIOHTUTYJI OHUM I11eJIYKOM MBIIIU. [1aHesnb HacTpoek BepxXHero KOJIOHTUTYJIA
3aKpOETCsl ¥ OTKPOETCS ITaHellb HaCTPOeK HYDKHEro KOJIOHTUTYJa. AHAJIOTUYHO MOXHO IIeperTH OT
HaCTPOUKY HUKHET'O K HACTPOMKe BepXHero KOJIOHTUTYIIA.

IlaHenb HAaCTpoOeK BepXHUX WM HUIKHUX KOJIOHTUTYJIOB 3aKpbIBaeTCs aBTOMAaTU4eCKU IpU
BBIXO/Ie U3 peXuMa peJlaKTHPOBAaHMS KOJIOHTUTYJIOB. IIpy HeoO6XOAMMOCTH ee MOXHO CKpBITh
BPY4YHYIO BO BpeMs paboThI C KOJIOHTUTYJIAMHU.

J1J11 3TOTO BBINIOJIHUTE OHO U3 CIeyIOIIUX JeUCTBUN:

— B BepxHel 4acTH naHeyd HAXXMHUTe KHOTIKY —# (cM. Pucynok 240).

— Ha OoxoBo# maHenu HaXXMUTe KHOIIKY @ (BepxHmii KOJIOHTUTYJI) WA @ (Hyoxwmii

KOJIOHTHTY.I).

Yto6b! 0TOOpA3WTh NaHesb, IOBTOPHO HAXMHUTE KHOIIKY @ (BepxHuii KOJIOHTUTYJI) WA

@ (HroxHMiT KOJTOHTUTYJI).
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BepxXxHWIA KONOHTUTYA Q
Hactpoiikn Homepa cTpanny @
MapameTpel 0
TCTYN OT BEPXHErD
- o 1,27 cm

A

KpaA cTpaHWLbl

Ocobblil AnA NepBEOF cTpaHKUE

PazHkle YeTHEIE M HEYETHRLIE CTPaHKWLUB

Pucynok 240 — Kxornku yripaBiieHus! MaHebio

YToObl BBIMTM U3 peXuma PpeJJaKTUPOBAHUS KOJIOHTUTYJIOB, BBIIIOJIHUTE OJIHO U3
CIIeVIOIIVX NeUCTBUM:

— JIBaXXIblI LIIeJIKHUTeE I10 TEeKCTY JIOKYMeHTa 3a MpejleJlaMi KOJIOHTUTYJIOB.

— HaxmuTe kHomKy 48 oj1 WJTM HAJT KOJIOHTUTYJIOM.

— Haxwmure kinaBumy Esc.

4.10.2.2 Ypanuth conep:kuMoe KOJIOHTUTYJI0B

[Tpu1 HEOOXOAMMOCTH MOXKHO YIAJIUTh COIEPXKUMOe BEPXHUX WM HUXKHUX KOJIOHTHUTYJIOB B
BBHIOpAaHHOM pasfienie JokymMeHTa (cM. pasmen 4.10.5). Ilpu ymanmeHuw OeWCTBYIOT ClelyroIue
IpaBuIa:

— FEcmm [OKyMeHT CONEpXXHUT TOJNBKO OAWH pasfiell, TO COJIEePXKUMOe KOJIOHTHUTYJIOB

yasieTcsi BO BCEM JIOKYMEHTe.
— Eam ycraHoBiIeH o0cCOOBbI KOJIOHTUTYJI IS TIePBOM CTPAHMIIBI, TO COJEPXKHUMOe
KOJIOHTUTYJIOB TIePBOM CTpPAHUIIBI U COJIEPKMMOe KOJIOHTUTYJIOB pasjieyla HYXKHO
YAQIATB TI0 OT/IeJTbHOCTH.

— Ecium B pa3zernie HaCTpOeHbI pa3Hble KOJIOHTUTYJIBI [JIs YeTHBIX U HEYEeTHBIX CTPAHUIL, TO
yIasieTcsl COAepKUMOe KOJIOHTUTYJIOB TeX CTPaHHII, KOTOPble aHAJIOTHYHBI BHIOPAHHOMN
npu yaaneHud. Hampumep, npu BpiOOpe 4YeTHOM CTpPaHUIBI YHAJISIeTCs COIepXKUMoe

KOJIOHTHUTYJIOB YeTHBIX CTPAHHII.
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YToOBl yIanuTh COep>XUMOe KOJIOHTUTYJIOB, BBITIOJIHUTE Cle[yIolue JelCTBYUS:
1. YcraHoBuTe Kypcop Ha CTpaHMWIle pasfiesia, B KOTOPOM HY>KHO YJaIWUThb COZepXXUMoe

BEePXHHUX WM HWXKHUX KOJIOHTUTYJIOB. IIpu aTOM:

— FEcmm B pasnene HacTpoeH OCOOBIM KOJIOHTUTYJ ISl 11€PBOM CTPaHUIIBl, TO JUIS
yZlalleHusl COJIepXKUMOTI0 KOJIOHTUTYJIOB Ha I1epBOM CTpaHMIle yCTaHOBUTE KYpPCOp Ha
IIepBOM CTpaHuIle, a JUIsl yJaJeHWs COHepXXMMOrO KOJIOHTUTYJIOB Ha JIPYIMX
CTpaHMIlaX — Ha JII0OOW JIPyroi CTpaHulle pasjiena.

— FEcmu B pasgerie HacTpoeHB! pasHble KOJIOHTHTYJIBl ISl YETHBIX M HeYyeTHBIX
CTpaHMII, YCTAaHOBUTE KypCOp Ha YeTHOM CTpaHHIle, YTOOBI YHAIUThb COJepXKUMOe
KOJIOHTWTYJIOB HAa YeTHBIX CTPAaHHMIAX, WIM YCTAaHOBUTE KypCOp Ha HeueTHOH
CTpaHulle, YTOOBI y[IaIUTh COJIeP>)KHMOE KOJIOHTHUTYJIOB HAa HeYeTHBIX CTpPaHMIIAX
paszerna.

2. llepeiinure B peXXvM peJJakTUPOBAHHS BEPXHUX WIN HWKHUX KOJIOHTUTYJIOB OJHUM U3

CJIeAYIOIINX CIIOCOOOB:

— DBruibepute nyHKkT komaHaHoro MeHio BcraBka > KosonTHTynbl > Bepxuuii

KoJsioHTUTYJ / Hinkuuii kosioHTHTYJ (CM. PrcyHOK 241).

Beraeka @opmar  Wncrpymentm Bug  O6wwid goctyn Hagetpobikw  Cnp

A
Z2E]

WMsobpaxetue., X0 Thames v 4

TekcTosoe None
DK K U ABTF -

WpwndT

Durypa

Tabauua...

s
\.g.z'

Dopryna...

l':I'I'F_"LI,M4':|.|'I bBHBIE CHMEBONB. ..

¥y
o

1C

Pazpeie cTpanuuw Ctrl+Enter

1] '[

Paspuie pasgena
[

Howmepa cTpaniy,
KonoHTUTY AL *» [5] Bepxtuii konoHTUTYA

OrnaeneHne £l HuskHWid KonoHTHTYN

[ +

Cobinka.., Ctrl+K

By

Pucynok 241 — KomangHoe menio BeraBka
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3. Ha mnaHenu WHCTPYMeHTOB, B pasfeie BcraBka HaxMuTe KHONKy -==. Ha
OoTOOpa3uBIIIeNCsl TlaHeJIM BCTaBKM BblOepuTe = Kononturynst > BepxHuii

KOJIOHTUTYJI / HinxHuii KonmoHTHTYJ (CM. PucyHok 242).

AaBoBBl AaBoBeIT AaB6BelT ... [_jv @ v =] [ .

3aronoBeok 2 3aronoceok 3 3aronoceok 4

E HzobpaxeHwe..,

EI TekcToBDE NONE ~
& owrypa >

HH  Tadawua.. >
Dopyna...

[E] CneynanbHble CHMBOABI... ¥

= Pazpeie cTpaHuuw

(S

*=  Pazpwe pazgena

Howmepa cTpanvd,. ¥
% BepxHWA KonoHTUTYA Q KonoHTuTyam ¥

[

@ HuxHWA KonoHTUTYA Ornaenenne
(_fj Cornka...
=1 MepekpecTHan CobLIKA...
'_,\' Iaknagka...
AE CHocka >

Pucynok 242 — [lanenb BcTaBku

— YToOBI yoanuth CoJilep>kKUMOe BepXHUX KOJIOHTUTYJIOB, IIO/IBEIUTE KyPCOP MBIIIU K
BepXHel 4acTU CTpaHUIbl. UTOOBI yAanuTh COMIepP>KMMOe HWKHHUX KOJIOHTUTYJIOB,

MOJIBeJIUTe KypCOp MBIIIM K HMXKHel yacTu cTpaHuIlpl. Korma kypcop mpumer BUL

WIH =, 1BAXKJbI IIIeJIKHHUTEe MBIIIBIO.
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4. Tlom wny Ham KOJIOHTHUTYJIOM HakmMuTe KHONKY IlapamMeTpsI U B BBIIAJAIONIEM CIIHMCKE
BbIOEpHTE NYHKT YJQJINTh BepXHUH KOJIOHTHTYJI / YAAJUTh HIKHHN KOJIOHTHUTYJI

(cm. Pucynok 243).

BepxHWiA kKonoHTUTYA MapameTpbl

HacTpolikn sepxHerc KonoHTHTYAE

s

¥aanuTh BEPXHWA KONOHTUTYN

Homepa cTpanuy

Pucynok 243 — [1lyHkT YmaauTh BepXHUH KOJIOHTUTY.JI

4.10.3 Homepa cTrpanui

B xomonTuTynax mokymenTa (cMm. pasgen 4.10.2) MokHO oTOOpas3vWTh HOMEepa CTPAHHUIL.
Homepa cTpanui] MoryT 0ToOpa)kaThCsl Kak B OJTHOM (BepxXHeM WJIM HU)KHeM) KOJIOHTHUTYJIe, TaK U B
000X KOJIOHTUTYJIaX OJTHOBPEMEHHO.

Homepa ctpanun no6aBmisitoTcs U yAQJSIOTCS B IpefieflaX BbIOpAHHOTO pasjiesyia JOKyMeHTa
(cMm. paznen 4.10.5). Ilpu 3TOM AEMCTBYIOT ClIeyOIye MpaBuIa:

— Ecmi nokyMeHT CONIep>KUT TOJBKO OJIMH pasfiesl, TO HOMepa CTpaHUI] J00aBJISIOTCS U

YAQJSIOTCS BO BCEM JIOKyMeHTe.

— Ecnu B pasfiene ycraHOBjIeH 0COOBIM KOJIOHTUTYII IJIsl IIePBOM CTPaHMIIbI, TO HOMep Ha
MepBOM CTpaHMIle M HOMepa Ha OCTaJbHBIX CTPAaHUIIAX pasfiejla HY>KHO T00OaBlsSTh U
YAQIATh TI0 OT/IeJIbHOCTH.

— Ecnu B pasfiene HacTpoeHbl pa3Hble KOJIOHTUTYJIBI JIJIs1 YeTHBIX ¥ HeYeTHBIX CTPAHUII, TO
NOOABIISIIOTCS W yAQJSIIOTCS HOMepa Ha CTPaHUIAX, aHAJOTMYHBIX BBIOpAHHOW IpH
nobapiieHnH WM ynaneHud. Hampumep, mipy BbIOOpe Y4eTHOM CTpPaHUITHI J00aBIISIOTCS

WA YAJAIIAKOTCA HOMepd Hd YeTHbIX CTPaHUIIdX.

Homep crpanuts! npesicraBiisieT coboi TekcToBoe mosie (cM. pasnen 4.6.3).
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4.10.3.1 BcraBuTH HOMepa CTPaHMIY

Ytobbl ObiCTpO 10OaBUTH HOMepa crpaHull B ¢opmate 1,2,3,..., BBIIOIHUTE CleAyIollye

JeUCTBUAL.

1.

VYcraHoBUTe Kypcop Ha crpaHuiie paspgena (cMm. pasgen 4.10.5), B KOTOPBIA HYXKHO

nobaBrTh HOMepa cTpanull. [Ipu atom:

— FEcmm B pasgene HacTpoeH O0cCOOBIM KOJIOHTWTYJI Uil [€PBOM  CTPAHMUIIbI

(cm. pasgen 4.10.2), To ans nob6aBieHUss HOMepa Ha MepBOM CTpPaHHUIle YCTaHOBUTE

KypCOp Ha HepBOﬁ CTpaHuUlIle, a OJid lIOﬁaBJIEHI/ISI HOMepd Had JPpYyTI'uX CTpaHHUIdX — Hd

0001 ApyTrod CTPaHUIle pa3iena.

— Ecm B pa3ziejie  HACTPOEHbl pd3Hble KOJIOHTUTYJIbI IS YeTHbIX W He4YeTHbIX

CTpaHMI], yCTAaHOBUTE KypCOp Ha 4YeTHOW CTpaHMIle, 4yTOOBbI /100aBUTH HOMepa Ha

YeTHBIX CTPAHMIIAX, WM YCTAaHOBHUTe KypCOp Ha He4YeTHOM CTpaHuIle, 4TOOBI

):[O6aBI/ITb HOMeEpd Hd HEYETHbIX CTPAHHIIAX pa3/Jeiid.

OTKpOﬁTe INOAMEHIO BCTABKY OJHUM U3 CJIEAYIOIIUX CII0CODOB:

— Boibepure nmyHkT koMaHHOTO MeHIO BeraBka > Homepa crpanmy (cm. Prcynok 244).

Beraeka  @opmar  MHetpyments Bug  OBwmid goctyn
&
=2

_"
)

-
L3

y
wt

M 1C

N

gl Gy

|

=
m.

Wzobpamenne...

TekcToBoe None

Durypa r

TaBnauua...
Dopmyna...

CI'IE'LI,HHJ'I bHBIE CHMMBOAB...

Paspwie cTpaHWLp Ctrl+Enter
Paspwie pasgena

Howmepa cTpaduy, r
KonoHTUTY AR r

OrnagneHwe

Cebinka... Ctrl+K
MepekpecTHan coeiaka...

Jaknagka...

-

| |
[ =1 =i
| |

CHocka

KO Thames

X K 4 28

WpwdT

Ceepxy caesa

Ceepxy No ueHTRY

Ceepuy cnpaea

CHuzy cnesa
CHuzy no ueHTpy
CHuzy cnpaea

Hapctpoiiku

Pucynok 244 — KomangHoe menio BeraBka
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— Ha mnasenn wuHCTpyMeHTOB, B pasfieie BcraBka HaxmuTe KHOIKY -°==. Ha
0TOOpa3UBIIIeNCs MaHeJId BCTaBKU HaBeAUTE KyPCOP MBIIIA Ha KHOMKY @ Homepa

crpaHul (cM. PucyHok 245).

aboBel AaB6Belt  AaB6oBelT ... [jv @ v E

roNoBOK 2 3aronoBoK 3 3aronoeok 4

E Wzobpaxerwe... -~
[F1  Tekcroeoe none ~
('_':‘_rl Durypa ¥ Q
HH Tabanua... »
Dopryaa..
E] CneurantHBIE CUMBOAL... ¥
’H Pazpwie cTpaHyLp
'/ Paspuis pasaena
. . . Howmepa cTpadud,.. Ib b
Q KonoHTHTY AR ¥
OrnasneHne
f_f,‘/:' Cewnka...
=1 Mepexpecthan ccbinka..
;,\' Jaknagka...
AR CHocka ¥
D KommenTapui
fata
@ Epenn

Pucynok 245 — [1aHenb BCTaBKU

3. B OTKPphbIBIIEMCS ITIOAMEHIO BbI6epI/ITe MeCTO 0TO6pEDK€‘HI/IH HOMEpPOB CTpPAHUII.
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YToOBI 100aBUTH W/WITM HACTPOUTH HOMEpPA CTPAHUII, BBHITIOJIHUTE CIeAYIOIINe IeUCTBUS:

1. VYcraHoBuTe Kypcop Ha crpaHMlle pasznena (cM. paszznen 4.10.5), B KOTOpOM HYXHO

,1106{:1BI/ITI) W/Unu HACTPOUTb HOMepd CTPAHHUI], TdK, KdK OIIMCAHO BbIIIE.

2. Tlepeiinutre B peXuM pPeIaKTUPOBAHHS TeX KOJOHTUTYJOB (cM. pasmen 4.10.2), B

KOTOPBIX HY>KHO J00aBUTh W/WJIK HACTPOUTh HOMepa cTpanuil. Harpumep, eciii Homepa

CTPAHUI] HY>KHO J100aBUTh W/WIM HAaCTPOUTh B BEPXHUX KOJIOHTUTYJIAX, IeperinTe B

PeXxuM pelaKTUPOBAHHA BepXHHUX KOJIOHTHUTYJIOB. Hﬂﬂ OTOIr'0 BBIIIOJIHUTE OJHO M3

CJIeIYIOIUX TeUCTBUM:

— Bribepute myHKT KOoMaHgHOro MeH0 BcraBka > Komonturynel > Bepxumii

KoJsIoHTUTYJ1 / Hrnkauii kosoHTHTYJ (cM. PricyHok 246).

Beraeka @opmar  MHoTpymeHTH

WzoBpaneHue..,

TekcToBOE None

¢ Gurypa

BH Tabawua..
(M) ®opwmyna...

0 CHEMHE.H bHBIE CHMBOAB. ..

mf 1IC

Pazpeie cTpanvuw

Pazpuie paspena
Howmepa cTpanny,

[ +

KonoHTUTYABI

CrnaeneHwe

Cewanka...

MNepekpecTHan cCunKa. .
Jaknagka..

CHocka

KonmenTapuii

lata
Bpena

@O0 a2 4 %

Ctrl+Enter

Ctrl+K

Bug OBwWi goctyn

]

k

X0 Thames

WpudT

(=] BepxHWi konoHTUTYA

[E]  HuskHwid konoHTHTYN

HagcTpoiku

K K Y AB =

Cnpaeka

Pucynok 246 — KomangHoe menio BeraBka

— Ha mnanemm HWHCTPYMEHTOB,

B pa3feiie BcraBka HaxmuTe KHOIIKY

sEo

Ha

OTOOpa3WBILIEeNCS TaHeJd BCTaBKU BbIOepuTe = Kosonturyner > BepxHwuii

KoJIoHTUTYJI / Hynkauii KosmoHTUTYJ (CM. PrcyHok 247).
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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.., >
"= Pazpbie CTRaHWLE
(S
*=  Pazpwe pazgena
Howmepa cTpanvd,. ¥
E]  BepxHuii konoHTUTYA B Kosonruryne =

S

HuxHWA KonoHTUTYA Ornaenenne

[

(,} Cemnka...

Pucynok 247 — [1anenb BcTaBku

YroObl NepeldTH B PeXUM pellakKTUPOBAHMSI BepXHUX KOJIOHTUTYJIOB, IO/IBeIUTe
KypcOp MBIIIM K BepxHed 4dYacTd CTpaHUlbl. UYTOOBI IepedTH B Ppexum

PedaKTUPOBAHWA HUWKHUX KOJIOHTHUTYJIOB, IIOABeOWTE KYpCOpP MbBIIIHN K HIDKHEN

yacTu cTpaHuilbl. Korja kypcop mnpumer BuUJ WX =, JBaX]Ibl IIEJIKHUTE
MBIIIIBIO.

Ecim B paszpmen yxe nobaBieHbl HOMepa CTpaHUIl, Ha)XXMHUTe COYeTaHHe KJIaBUIII
Alt+P / ~ Option+P. KojmoHTUTYs, B KOTOPOM PacCIOJIOKeHbl HOMepa CTPaHMII,
nepeiieT B peXxuM pefakTupoBaHus (cMm. PucyHok 249). Eciv HoMepa cTpaHnwuil
COoJlepKaTcsl U B BEPXHEM, U B HXKHEM KOJIOHTHUTYJIe, TO TI0 YMOIYaHUIO B PEXUM
pelakTUpOBaHUSl TepedfieT BepxHUM KoJIOHTUTYs. (CrpaBa aBTOMAaTUYeCKU

0T06pa3uTCs MaHesb HACTPOeK KOJIOHTUTYIIOB. [lepeliuTe K neiCTBUSAM 11.4.
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3. OTkpoiTe 1MaHeb HACTPOEK KOJIOHTUTYJIOB OJJHUM U3 CJIeAYIOLIUX CIIOCOOOB:
— Ilog wiv Hag KOJIOHTUTYJIOM HaxkmuTe KHONKY IlapameTpsl U B BbINajarolieM

crvcke Boibepute myHKT Homepa crpanun (cMm. PrucyHok 248).

BepxHWiA KONoOHTUTYA MapameTpbl

HacTpoiikn BEpXHErD KOAOHTUTYAS
¥aannTb BEPXHUA KONOHTHTYA

Homepa cTpaHuy, [}

Pucynok 248 — Ilynkt Homepa crpanuiy

— Ha 60okoBo# nlaHeny HaXKMUTe KHOIIKY @ (BepxHuii KOJIOHTHTYJI) WIN @ (Hyoxwamii
KomoHTHTYa) (cM. Pucynok 249). Ha oTkpbiBiiedcs TMaHelu HaCTPOeK

KOJIOHTHUTYJIOB BbI6epI/IT€ BKJIaIKY HOMEpa CTpaHHIl.

jo!

= BepxHWit KONOHTUTYA

—a-:'p-::tmm FAoMepa cTpaHunL, @

BepxHuid konoHTTY N MapameTpbl Dopar

bez Homepoe v

Pucynok 249 — [1anenb HaCcTpoek BepXHero KOJIOHTUTYJIa

4. Ha maHemu HACTPOEK KOJIOHTUTYJIOB, BO Bkjagke Homepa crpaHum ykaxwure
HeoOxouMble TapameTpsl (cM. Prucynok 250):
— ®opmar — Tyl HyMepaluu, Harpumep, apabckye UM pUMCKUe ITUPHI.
— BrIpaBHHBaHHe — pPacII0yIoXKeHHe HoMepa [0 FOPU30HTAJIbHON OCH.
— Hauars ¢ — 3HaueHue, ¢ KOTOPOTO ClleflyeT Ha4yaTb HyMepallHIo.
— IIpomomxuTh C MpegbIAyIIero pasjesia — IPoJ0JDKUTh HyMepallyio Ipe/ibIIyIero

pa3aeiia.
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—» BepxHWIA KONOHTUTYA Q

Hactpoiikn Homepa cTpaHiy @

Mapametpsi Dopmar

Bt PaBHHMEGHWE

=

~

Hymepauua
Hauatk ¢ 1

O NMpogomkuTs ¢ npeabigyLero pazgena

Pucynok 250 — IlapameTpsl HyMepalyy CTpaHUI]

5. BrriauTe U3 pexxvMa pefjakTUPOBAHHUSI KOJIOHTUTYJIOB OJTHUM U3 CJIeJTyIOIIUX CIIOCOOOB:

- HBB)K}II)I IOEeJIKHUTEe I10 TeKCTY NOKYMEeHTa 34 IIpe/iejlaMi KOJIOHTUTYJIOB.

— Haxmure KHOIIKY [ 110, MJIK HaJl KOJIOHTUTYJIOM.

— Haxwmure knaBuiy Esc.

B pexxuMe peJaKTUPOBdAHHWS KOJIOHTUTYJIOB MOXXHO IIPUMEHUTDb Cl)OpMaTI/IpOBaHI/Ie K

TexcToBoMy 1010, B KOTOPOM pacHoJIOXXeH HOMep cCTpaHuIlbl (cM. pasmen 4.6.3).
Hanpumep, usmenuTth 3ainuBKy (cM. pasznmen 4.6.5) wimm koHTyp (cM. pasgen 4.6.6)
TEeKCTOBOTO TOJIS.

Homepy crpanunbl. Harpumep, uaMeHUTh BT WM HadepTaHue. dopmMaTupoBaHue
HOMepa CTPAHUIIBI OCYIIECTBIISETCS aHAJOTMYHO GOPMATHPOBAHHIO OCHOBHOTO TeKCTa
nokymeHTa (cM. paszen 4.3). UToObl nepedT k pOpPMaTUPOBAHUIO HOMepa CTPaHMIIbI,

BBIJICJIUTE TeKCTOBOe II0JIe JBOMHBIM IIeTYKOM MBIIIIH.

4.10.3.2 YganuTths HOMepa CTPaHMIL

YToOBI yamuTh HOMepa CTPAHMII, BLITIOJTHUTE CJIeIyIolIre NeHCTBHUS:

1.

VYcraHoBUTe Kypcop Ha CTpaHMIle pa3fiella, B KOTOPOM HY>KHO YaJIUTh HOMepa CTPaHUII.

[Ipu s3TOM:

— FEcmm B pasnene HacTpoeH OCOOBIM KOJOHTUTYJ ISl 11€PBOM CTPAHUIIBI, TO [
yZlalleHHsl HOMepa Ha IIepBOM CTpaHMIle YCTaHOBUTe KypCOp Ha IIepBOM CTpaHMIle, a

JUIS1 yJlaJieHus HoMepa Ha JIPYTUX CTpaHUIlax — Ha Jitob0M Apyrod cTpaHuIle pasiena.
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Ecimu B pa3zneiie HAaCTPOeHbl pd3Hble KOJIOHTUTYJIbI [JId YeTHbBIX W HeYeTHBLbIX
CTpaHHUI], YCTAHOBUTE KYpCOp Ha YeTHOU CTpaHHUIIE, YTOOBI YAAJIIUThb HOMEpa Ha
YETHBIX CTpPAdaHUIAX, WK YCTAHOBHUTE KYpPCOP Ha HEe4YeTHOU CTpaHHuUlIie, YTOOBI

yAQJIUTh HOMepa Ha He4eTHBbIX CTPAaHHUIaX pasfiena.

2. Tlepeiinure B peXuM peNaKTUPOBAHUS KOJIOHTUTYJIOB, B KOTOPBIX OTOOpPaXKaroTCs

HOMepa cTpaHuIl. Harmpumep, eciu HOMepa CTpaHMII OTOOPAXKAIOTCSI B BepXHEM

KOJIOHTHUTYIJIE, Hepefl}IHTe B PeXHUM pPeJdaKTUPOBAHHWA BEPXHUX KOJIOHTHUTYJIOB. HJISI 3TOro

BBITIOJIHUTE OFJHO U3 CJIeJYIOIIUX JIeUCTBUIM:

Breibepute myHKT kKoMaHmgHOTO MeHIO BceraBka > KosonTHTYyNBI > BepxHuii
KoJsIoHTUTYJ1 / Hrnkauii kosoHTHTYJ (cM. PricyHok 246).

Ha mnasenmu wuHCTpymMeHTOB, B pasnene BcraBka HaxmuTe KHONKy -===. Ha
0TOGpA3MBIIeHCS TIaHEeNM BCTaBKM BhiGepure ) Komomrurynasr > Bepxmmii
KoJIoHTUTYJ / Hrnkauii kosoHTUTYJ (CM. PucyHok 247).

YroObl mepedTH B PeXUM PeAaKTUPOBAHMS BepXHUX KOJIOHTUTYJIOB, IIO/IBE/IATE
Kypcop MBIIIM K BepxHel 4YacTh CTpaHulbl. YTOOBI IlepedTH B peXuM

peaaKTUpPOBaHUS HUXKHHUX KOJIOHTUTYJIOB, IIOABeJnTe KypCOpP MbIIIN K HIDKHEe 4acTH

crpanunbl. 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 pellakTUpoBaHus. Eciu Homepa
CTpaHMII COIepXKaTcsl ¥ B BePXHeM, U B HM)KHEM KOJIOHTUTYJIe, TO 110 YMOTYaHUIO B

PEXXUM peJlaKTUPOBaHMUSI IepeiiieT BepXHUN KOJIOHTUTY L.

3. VYpanure HOMepa CTPaHUIl OHUM U3 CJIeAYIOIMIUX CIIOCODOOB:

Ilox winy Haj KOJIOHTUTYJIOM HaxxMuTe KHONKY Ilapamerpsl ¥ B BbIIafaroliem

CITMCKe BbIOepuTe MYHKT Y JaJIUTh HOMepa cTpanu (cM. PrucyHok 251).

BepxHWE KONOHTUTYN MapaneTphl

HacTpoiiki BepxHEro KONOHTUTY A
¥AanMTh BEPXHWA KOACHTUTYA
Homepa ctpanny,

YaanuTe HOMERE CTRaHWL,

Pucynok 251 —Kuonka IIapameTpsi
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— Ilom win HaI KOJOHTUTYJIOM HakmuTe KHONKYy IlapameTrpsl U B BbIaJarolemM
criicke BbiOepuTe nyHKT Homepa crpammny (cm. Pucynok 251). Ha mnanenu
HACTpPOeK KOJIOHTUTYJIOB, BO Bkiiajike Homepa cTpaHul, B BBINQJAIOIIEM CIHCKe

dopmart BriOepuTe 3HaueHHe be3 HoMepoB (cM. PucyHok 252).

— BepxHWiA KONOHTUTYA Q
m Hactpoiikn  Homepa ctpaHuy, @
MapameTpe Dopmar:

1.2.3. .. e
Bes Homepoe
Vo123, .
LILII, ...
RN
ABC, ..
ab.c ..
CrpaHwua 1
Tns1
1/X

1-

Pucynok 252 — Beimaarommii ciicok Popmar

— O)IHI/IM IIeJTYKOM MBIIIKW BbIEJINTE TEKCTOBOE II0JIe C HOMEpPOM CTpaHHUIbI U HA

IIaHeJIM HWHCTPYMEHTOB, B pa3fejie (I)nrypa Ha’XMUTE KHOIIKY @ (YIIaJIl/ITI)

¢urypy) (cm. Pucynok 253).

X0 Thames -+ A A o) LieeT zanmekn v E Bokpyr pamkn v ( .
_ - o AaBoBel
Ko Y AR e - aca == Konmyp v MegroHate pasmep DA
WpndT AB3ay Purypa Crunawn
BepxHWIA KONOHTWUTY A [MapameTphl

Pucynok 253 — Knonka Yaamuts ¢urypy
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— OpHUM IIeTYKOM MBIIIA BbIZEJIUTEe TEKCTOBOe II0jie C HOMEepOM CTPaHMIbI U
HaxxmuTe KiaBuiy Delete min Backspace Ha kiiaBuatype.
4. Briiure U3 pexxvMa peJJakTHPOBaHUSI KOJIOHTUTYJIOB OHUM U3 CIIEAYIONIUX CIIOCOOOB:

- I[Bﬂ)KI[bI IIeJIKHHUTEe 110 TeKCTY AOKYMEeHTa 3a IIpeJiejlaMKi KOJIOHTHUTYJIOB.

— Haxmure KHOIIKY oa Uik Ha[l KOJIOHTUTYJIOM.

— Haxwmure knaBuiry Esc.

4.10.4 Pa3prIB CTpaHULIBI

[Tpunoxxenve «MorOd¢uc TekcT» aBTOMaTUYeCKHU JeUT JIOKyMeHT Ha CTpaHUIbl. Pa3phiBel
CTpaHUI] MOXKHO TaKKe J00aBIISITh BDYYHYIO B JIFOOOM MeCTe JOKYMEHTa.
Jlna sroro:
1. YcraHoBuTe Kypcop Ha TO MeCTO JJOKyMeHTa, II0CJie KOTOPOro HeoOXOAUMO HadaTh
HOBYIO CTPaHHILy.
2. Jlob6aBbTe pa3pblB CTPAHUIIBI OJJHUM U3 CJIeAYIOMIMX CIIOCOOOB:

— BbI6epI/ITe IIYHKT KOMdHJHOI'O MEHIO BcraBga > PaprIB CTpaHUIbI

(cm. Pucynok 254).

Beraeka @opmat  WHotpymedtm  Bug O

WzobpaxeHne...

TekcToBOE None

Durypa

B @ HE

TaGawua...

f e
\.ﬁ.r'

Dopmyaa...

),
B

CI'IE'LI,H-E."II:HI:IE‘ CHMBCNB..

mL 1IC

Pazpeie cTpanvum Ctrl+Enter

Paspuie pasgena

Homepa cTpaquy,

KonoHTUTY AR »

m #

OrnaeneHne

Pucynok 254 — KomangHoe menro BeraBka

— Ha nanenu uHCcTpyMeHTOB, B paszienie BcraBka HaxMuTe KHOIKY === (cM. PucyHok 255).
. L
Ha orobpasuBiiieiicsi maHey BCTaBKA HA)XKMUTe KHOIIKY " Pa3phIB CTpaHULIBI.

— Haxwmure couerauue 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 255 — Ilanenb BcTaBkU

4.10.5 Pa3pmsIB pasgena

Jl1st kaKOoro paszesnia IOKyMeHTa MOXKHO HACTPOWTh YHHUKAJIbHbIe IapaMeTpbl CTPaHUIIbI
(c™m. paznen 4.10.1) u kosmoHTUTYIIHI (CM. pasnen 4.10.2).

[To ymomuaHuiO JOKYMEHT COCTOUT M3 OJHOrO pasfena. UToObl pa3dUTh NOKyMeHT Ha
HEeCKOJIbKO pasfielioB, OT/eJIUTe UX APYT OT Apyra HelledaTaeMbIM CUMBOJIOM, KOTOPBIM Ha3bIBaeTCsl
paspwvlbom paszdena. Hampumep, 4ToObI B JOKyMeHTe, COCTOSIIEM M3 Tpex IJIaB, KaXkjas TIJlaBa
SIBJISITIACh OT/eJIbHBIM pa3fielioM, YCTaHOBUTe Pa3pbIB pasjiesia Mocie KaXKOU IT1aBbl IOKyMeHTa.

YroObl BCTaBUTH Pa3phbIB pa3zielia, BHIIIOJIHUTE Clleyolue JeHCTBHUS:

1. VYkaxure MecTo i BCTaBKY OJJHUM U3 CJIeAYIOHIMX CIIOCOOOB:

— VYcraHOBHTE KypcOp Ha TO MeCTO [IOKyMeHTa, IIoCjle KOTOpPOro Heob6XoIuMo
BCTaBUTb Pa3pbIB pa3jiena.

— Ecnu pa3psiB pa3zena TpebyeTcst BCTaBUTh /10 U Mocye pparMeHTa TeKCTa, BhIJesIuTe
3TOT (pparMeHT.

2. BcraBbTe pa3phbIB pasfiesia OIHUM U3 CJIeIyI0IMX CII0COOO0B:

— Bribepure myHKT KOMaH/IHOTO MeHIO BeraBka > Pa3priB pa3spena (cMm. PucyHok 254).
— Ha nanemu uHCTpyMeHTOB, B paszieie BcraBka HakMUTe KHOIIKY === (CM. PucyHok 255).

Ha oTo6pasuBineiics aHe M BCTaBKY HaKMKTe KHOTIKY "= Pa3pbiB pasngeina.
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4.10.6 OrinaBienue

B nmokymeHT MoxkHO M06aBUTH orniaBiieHre. OriaBieHue GpOpMHUPYyeTCs U3 UMEIOIINXCS B
JIOKyMeHTe 3aroJIOBKOB — pparMeHTOB TeKCTa, K KOTOPBIM IMPUMEHeHbI MTpe/lyCTaHOBJIeHHbIe CTHIIU
3arosioBok 1 — 3aroyioBoK 5 MM CTHJIM 3aT0JIOBKOB, CO3/IaHHBIE BPYYHYIO (CM. pa3szen 4.3.2).

[To ymomuaHMIO OrJIaBIEHHME aBTOMATHYeCKU (POPMHUPYETCS W3 3arojioBKOB, K KOTOPBIM
MIPUMEHEeHbl TIpe/lyCTaHOBJIeHHbIe CTWIM 3arosioBok 1, 3arosmoBok 2 u 3arosoBok 3. [lpu
He0OXOJJMMOCTA MOXXHO M3MEHUTh CTWIW 3arOJIOBKOB, M3 KOTOPBIX (pOpPMHUpYyeTCsl OrjiaBjieHHe, U
KOJIMYeCTBO YPOBHe! B OTJIaB/IEHHUU.

OraBiieHrie OOHOBIIIETCS B JIOKyMeHTe aBToMaTH4deckd. OOHOB/IeHHe BKJIIOYaeT Kak

HN3MEHEeHHs B TEKCTe 3dI'0JIOBKOB, TdK U UI3MEHEHHW HOMEPOB CTPAHHUII.

4.10.6.1 IlpuMeHUTH CTHJIM K 3aroJI0BKaM JIOKyMeHTa

[Ipexxne 4yem BCTaBUTH OIJIaBJIeHHWEe, MPUMEHUTe CTUIM THUIMA «3arojioBOK» K KaXXIOMY
3aroJIoBKY, KOTOPBIM CO/IEP>KUTCS B IOKyMeHTe. Harpumep, eciiv B IOKyMeHTe COIepXKaTcsl 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 KypPCOP B TEKCTe, KOTOPBIH SIBJISIETCS 3aTOJIOBKOM.

2. Ha nanenu nHCTpyMeHTOB, B pasziesie CTHiIM BbIOepuTe CTWIb 3aroJIOBKa OJHUM M3

CJIeJTyIONIHX CIIOCOOOB:

— DBribepuTe cTiiIb 3ar010BKa U3 0TOOpaXkaeMbIX cTuiied (cM. PucyHok 256).

AaboBe  Aabb0B1 AaBoBe AaB6Bel  AaBeBsl' ... HH ~

OBbIYHRI Jaronosok 1 Jaronopok 2 JaronoBok 3 Jaronoeok 4

CTinm BcTaska

Pucynoxk 256 — Pa3nen nanenu uaucrpymenToB Ctuiamn
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— Haxmure Ha KHOIIKY === H Bbl6epI/ITe CTWJIb 3droJIOBKA M3 BbIIIaJdlOIIero CIIMCKa

(cMm. PucyHnok 257).

AaboBe = Aab0B1 AaB0BE AaBoBel AaB6Bel |[..|

DEbIYHbI 4 Jaronoeok 1

CTinm

AaB6BeITInEeE&Kx33UuHi

EbIYHBI M

AaB6BeI'r/InEeEéKxk331
3aronoceck 1

2 Pl

AaBo0BeIT/InE eE k3311l

3aronoeok 2

AaBoBBI'TInEeEe Hm33nlliK

JATQNOBOK 3

AaB6BeIt/IgEeE ek 3HnlliiK k]

3aronoeok 4

AaB6Bel'tIaEeEié Hm3sullin KL

JAMCNOBOK 2

+ Coznate HOBLIA CTWAL

Pucynok 257 — Criicok cruneit

ITocne IIpUMeHeHus CTHWJIEN 3ar0JI0BKOB BCTABbTE B JOKYMEHT OI'JlaBJIeHHe.

4.10.6.2 BcraBuTh orjiaBjieHue

YTOoOBI BCTaBUTH OIJIaBJIeHHe, BBHIIOJIHUTE CIIeAyIole 1eHCTBUS:

1. YcraHoBuTe Kypcop B TOM MeCTe TeKCTa, Ilepel] KOTOPbIM TpeOyeTcs BCTaBUTH
OrJIaBJIeHue.

2. DBrInonHATe KOMaHAy BCTaBKU OJIHAM U3 CJIelyIOIIUX CIIOCODOB:

— Bribepute nyHKT KoMaH/iHOTO MeHIo BeraBka > Ornasienue (cMm. PrucyHok 258).
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Beraeka @opmar  Wecrpymentm  Bug O

Ctrl+Enter

[]  Wzobpamerne...
TekcToeoe none
¢l Ourypa

BEH TabBawua...

(M  Oopmysa...
CneynansHele CUMBOE...
' Paspbie cTpaHuul
‘= Paspeie pasgena
#  Homepa cTpaHuy,
H KoaoHTumyaw

=: OrnaeneHune

Pucynok 258 — KomangHoe meHto BeraBka

— Ha maner wuncTpymentoB (cm. Pucynok 259), B pasnene BceraBka HaxmuTe

KHOIIKY --=. Ha oToOpa3uBIIeiics TaHe Iy BCTaBKU HOKMUTE KHOIIKY

AabboB AaBoB1 AaB6Bsel ...

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

s

[

i @&

MzobpaxeHwe..,
TekcToBDE NoONe

Durypa

Tabanua...

Wopnyaa..

'CI'IE'LI,MEJ'II:HI:IE‘ CHMMBECQAB...

Pazpwie cTpaHMUB
Paspwie pasgena
Howmepa cTpadu,.
KonoHTHTY AR

CrnagneHwe Ib

Pucynoxk 259 — Ilanenb BcTaBKkU
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[To ymomyaHuio orsyiaBieHue Bcerja OTHeNsleTCsl OT OCTaJIbHOI'O JIOKyMeHTa pPa3phlBOM
crpaHuibl (cM. paszen 4.10.4). I1pyu Heo6X0UMOCTH pa3pbIB CTPAHHUIIBI MOXKHO YJIA/IATh.

HazBaHue orsaBieHns yKaXXuTe BPyYHYIO.

4.10.6.3 PemaxkTHpOBaThH OrJjIaBjIeHHe

HpI/I pPedaKTUPpOBAHHWHU OIJIaBJIEHH A MOXKHO BbIIIOJIHUTD ClieJyroijre IerCTBUS:
— HO63BI/ITI) WJIK YOAJIUTb YPOBHHU OI'JIaBJIEHHS;
— HW3MEeHUTb CTHUJIHN 3ar'0JIOBKOB JI ypOBHEI:I OI'JIaBJIEHHW ],

— CKPBITb UJIN OTO6paBI/ITb HOMepd CTpaHHII B OI'JIaBJIEHUH.

YToOBI peflakTUPOBATh OTrJIaBjieHue, BBITIOJIHATE OJTHO U3 CIIeAYIOIINX JeHCTBUMN:

— H_Ie.T[KHI/ITe II0 OIJIABJIEHWIO JIEBOM KHOIIKOM MBIIIM W Ha IaHelIr HWHCTPYMEHTOB,

B pa3zzesie OryiaBjieHHe Ha)kMUTe KHOIIKY 127 M3amennTs (cM. PrucyHnok 260).

vl voA = === -~ _ -
% Tabavua.. v f'i',q WsoBpawerne.. | ()|
T . ﬁ v & = = B~ q y,qE.HMTb o o
AB3ay OrnasneHue Bcraeka
2 { 2 3 4 5 6 7 & g 0 2 3 4 5 6 7 18
e T YT e e
SATOIOBOK 2. e e et et etensaniesaeeassee oeeamsmessnsaesas s ae 2 2es oes st s st s £n s s @2 2 2em am st s et s ne s 2o 22 nem mnm s s e ]
BATOITOBOK 3uv.vvvnaeaesassananaesansns e s s ansnss 2 s st snnm as e 4 42t s2san 22 4t 2 2 s s 224wt s e am e a a s e

Pucynok 260 — Knonka A3ameHuTH

— [IllenkHWTEe 110 OIJIABJIEHWIO IIPaBOM KHONKOM MBIIIM M BBIIOJIHUTE KOMAaHAY

KOHTEeKCTHOro MeHI0 U3MeHHTE orJiaBJ/IeHHe.
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OTtkpoetcst okHo 3MeHuTH oryaBiaeHue (cM. Prucynok 261).

N3meHnTL ornaeneHme X
3aronoeok 1 v
2 3aronoBok 2 v
3aronoBok 3 v X

+ Hoewii ypoeeHs

Moka3blBaTe HYMEPaLIWKD CTRaHML,

Pucynok 261 — OxHo I3MeHUTH orjiaBjieHHe

ITocne n3MeHeHHs CBOMCTB OIJIaBJIeHMS BHKPOIZTE okHO I3MeHHTDH OrjiaBJ/IeHHe. HJ’IH 3TOTO

IIEeJIKHHUTEe MbIIIBIO 34 ITpefejiaMi IdHHOT'O OKHAd WJIKN Ha’)KMHUTe KHOIIKY X B ero 3aroJjioBke.
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4.10.6.3.1 JTo6aBUTH YPOBEHbH OrJIaBJICHUS

OrsaBieHre MoXeT copepXkaTb 10 9 ypoBHel 3arojioBKOB. [Io yMoyyaHMIO OHO COCTOWT
13 Tpex ypoBHeH. [lepBbIM ypOBHeM OIJIaBJIeHUsl SIBJISIFOTCS 3arOJIOBKM, K KOTOpPBIM IIpYMeHeH
CTWIb 3aroJIOBOK 1, BTOPEIM YpOBHEM — 3aroJjiOBKH, K KOTOPBIM IIpMMeHeH CTWIb 3arojoBOK 2,
TPeTbUM — 3ar0JIOBKH, K KOTOPBIM IIPMMeHeH CTWIb 3aroJioBoK 3.

Kak mnpaBuio, B oOrjaBjeHHe BKJIIOYAIOT He Oojlee TISITH YPOBHEM 3arojloBKOB.
ITpu nobaBneHny 4eTBEPTOIO U ISITOTO YPOBHS OIJIaBJIeHUs JJIs HUX aBTOMAaTU4eCKU BbIOMPArOTCS
IIpe/lyCTaHOBJIEHHble CTU/IY 3aroJjI0BOK 4 1 3aro/I0BOK > COOTBETCTBEHHO.

Ecm B ornaBiienne Tpebyercs Ao0aBUTH Oosiee TSTH YPOBHEM 3arojIOBKOB, BPYYHYIO
co3mavite crtwM (cM. pasgen 4.3.2.2) u 1npuMeHHTe UX K TpeOyeMbIM 3arojioBKam
(cm. pasnen 4.10.6.1). 3aTem o6aBbTe ypOBHM OIVIaBJIeHHUs, KOTOpble OyayT $GOpMHpPOBATHCS U3
JTAHHBIX 3aT0JIOBKOB.

Yro0bl 06ABUTH YPOBEHB OIVIABJIeHNs], BBIIOJIHUTE CIle/lyIoIye 1eHCTBUSL:

1. B oxuHe W3meHuThr oriaBjeHHe HaxmuTre KkHonky -+ HoBbIi  ypoBeHB

(cMm. Pucynok 262). B cniucke ypoBHel 0TOOpa3uTCsl CTPOKAa HOBOT'O YPOBHSI OIVIaBJIeHUS

(cM. PucyHok 263).

2meHWTEL ornaeneHme X
3aronoeok 1 v
2 3aroNoBeoK 2 v
3aroNoBoK 3 v X

+ Hosbiil yposeHs

MokaszblEaTe HYMEPaLLWKD CTRaHML,

Pucynok 262 — JTo6aBieHre ypoBHSI OrjaBjeHUs
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2. BpibepuTe u3 BBINAMAIONIETO CIKCKA CTWAJIb 3arojIOBKOB, M3 KOTOPBIX CJiefyeT
dopmMUpOBaTh JaHHBIM ypoBeHb orjaBieHus (cM. PucyHok 263), wim octaBbTe CTUIIb,

BbIOpaHHBIY 110 YMOJTYaHHUIO.

l12mMeHWTE ornaeneHme X
I 3aronoeok 1 v
2 3aronoeok 2 v
3aronoeok 3 v
4 | 3aronoeok 4 v . x
O BBIYHBIA

3aronoeok 1
3aronoBok 2
3aronoBok 3

@ nc v 3aronoeok 4
3aronoBok 5
HazeaHwe gokymeHTa
Moazaronoeok

KonoHTWUTYA

CHocka

Pucynok 263 — Beibop cruns
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4.10.6.3.2 3MeHUTH CTHJIb 3aroJIOBKOB JIJISI YPOBHSI OIJIaBJICHHS

YpoBHM oOrJiaBiieHHss MOXKHO GOPMHUPOBATh KaK M3 3arojioBKOB, K KOTOPBIM IPHMEHEeHbI
NpelyCTaHOBJIeHHble CTWIA 3arooBok 1 — 3arosoBok 5, Tak W M3 3arojiOBKOB,
K KOTOPBIM IPUMEHeHbI CTHJIH, CO3/IaHHbIe BPY4YHYIO (CM. paszen 4.3.2).

YTtoObl M3MEHWTh CTWJIb 3aroJIOBKOB, W3 KOTOPBIX (GOPMHPYETCS KaKOW-TH00
YPOBEHb OTJIaBJIeHHs], BBIIIOJHUTE CJIelyIolIye JerCTBUS:

1. B oxkne A3MeHUTH orjaBjieHHe, B CTPOKe TpebyeMOro ypoBHSI OIJIaB/IeHUsI Pa3BepHUTe

BBITIA/IAOIIUI CIIMCOK CTUIel (cM. PucyHok 264).
2. BpibepuTe u3 BBINAAIONIETO CIKCKA CTWAJIb 3arojIOBKOB, W3 KOTOPBIX CJiefyeT

$bopMUpOBaTh JaHHBIN YPOBEHb OTJIABIIEHUSI.

M3meHWTL ornaeneHme X

3aronoeok 1 hd
O BBIYHBIA

" Jaronosok 1
3aronoBok 2
3aronoBok 3
Jaronosok 4
3aronoBok 5
HazeaHWe gokyMeHTa
Moazaronosok
KonoHTWUTYA

8 nc

CHocka

Ctunk1
S

Pucynok 264 — Beibop crus
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4.10.6.3.3 YmanuTh YpOBeHb OIJIaBJICHHS

[Ipy HeoO6XOAMMOCTH KOJIMYECTBO YPOBHEHM OIJIaBJIeHHWsI MOXKHO COKpaTuTh. Hampumep,
orjiaBjieHMe, KOTOpOe COCTOUT K3 4YeThblpex YpOBHEH, MOXHO Ipeobpa3oBaTh B OIJIaBJieHHE
13 JIByX ypoBHeH. [j1s1 3Toro ciiefiyeT yoaluTh YeTBepThI U TPeTHi YPOBHU OIJIaBJIeHMUSI.

VpoBHU OrjIaB/ieHHs MOXKHO YHAJIATh, HAUMHAs C IIOCIeIHEer0 YPOBHS B CIIMCKe.

YTo0b! yIaNMUTh MTOCIIeHUM YPOBEHb OrjlaBiieHus, B OkHe I3MeHHUTD orjaBjieHHe HaKMUTe

KHOIIKY  CIIpaBa OT IaHHOTO ypoBHs (cM. PucyHok 265).

l12mMeHWTE ornaeneHme X
3aronoeok 1 v
2 3aronoeok 2 v
3aronoeok 3 v
4 3aronoeok 4 v
3aronoBoK 5 v | R

+ Hosbiit ypoBeHs

MNMokazbleaTe HYMepPaLWHD cTpaHnL,

Pucynok 265 — Y nanenve ypoBHs OrJiaBjieHHst

4.10.6.3.4 CxpbITH WM 0TOOPA3UTH HOMepa CTPAHHUI]

[To ymom4aHuio [Jis KaXXJOrO 3arojloBKa B OIVIaBJIeHMM 00O3HAueH HOMep CTpaHMIIbI, Ha
KOTOPOM OH pacrosoxeH (cM. PucyHok 266). HoMepa cTpanuil BEIYKUCISIOTCS aBTOMaTUYeCKHU.

YToOBl CKpBITH HOMepa CTPaHWIl B OIVIaBJleHWH, B OkHe V3MeHUTH oOrjaBjieHHe
(cm. PucyHok 265) caumure draxkok Iloka3sIBaTh HyMepanHi0 CTPaHMIL.

YroObl BepHYTHCSI K OTOOpPa’KEHUIO CTPAHULL, I0CTaBbTe JIAaHHBIN (IIaXKOK.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MH», 2013-2024 254



MonOdonc

4.10.6.4 ®opMmaTHpOBaThH OrJIaBJIEHHE

K ornasnenuro IIpUMeHsIeTCA (1)OpMaTI/IpOBaHI/Ie 10 YMOJIYaHHIO. HpI/I HEO6XOHI/IMOCTI/I JJIsL

OrJIaBJIeHUs MOXKHO U3MEeHUTh CBOMCTBA MIPUQTa U CBOMCTBA ab3a1ia.

cDOpMaTI/IpOB{:IHI/Ie IIpUMEHsdeTCd KO BCeMy OIVIdBJIEHHWIO, HW3MEHeHHue O(l)OpMJ'[eHI/ISI

OTHEJIbHBIX YaCTel OIJIaBJIeHUS He HOITyCKaeTCs.

CDOpMaTI/IpOBaHI/Ie OIJIaBJIEHUA OCYHIECTBJIIETCA aHAJIOTUYHO Cl)OpMaTI/IpOBaHI/IIO OCHOBHOT'O

TeKCTa JJOKyMeHTa.

YTo0bbI Cl)OpMaTI/IpOBaTI) TeKCT OIJilaBJIeHHd, BbIJejimTe ero. HJ’[H J3TOro ImeJjIKHUuTe IIO0

OTJIAaBJICHUIO JIeBOM KHOIIKOM MBIIIIH.

4.10.6.5 Yaanuths orjiaBjieHue

YToOb!I yJIaNMUTh OTJIaBjIeHre, BBIIIOIHUTE OJTHO U3 CJIeAYIONINX IeACTBU:

— BoienuTe ornaBieHue IIeTYKOM JIeBOM KHOIKU MBIIIM U Ha MaHEeJId UHCTPYMEHTOB, B
paszfienie OryiaBjieHHMe HaXXMUTe KHOIIKY (=& YaanuTsb (cM. PucyHok 266).

— BrolgenuTe ornaBieHuye 1eTYKOM JIEBOM KHOIKY MBIIIN U HakMuTe kiiaBuiry Delete Ha
KJIaBHATYype.

— IllenkHuTe 10 OrJIAaBJIEHHWIO TIPAaBOM KHOMKOM MBIIIM UM BBLINOJIHUTE KOMaHIY

KOHTEeKCTHOI'O MEeHIO YnaJme OorjiaBJICHHE.

<
=
<
=
|

7
I

_ —_ pr— 1 W cOp
- - - o e % Tabavua.. ,3 WzobpaxeHne.. |_|
FooAvgy ==E.q -
AB3ay OrnasneHne BcraBka
2 1 2 3 4 L ] T B g i) 2 3 4 [ ] T 18
B 1 110 (0211 U 1
BATOTIOBOK 2.t v eesieteseeeaessennsnaneasssessnanesessssnnsanssnsnssnnasnssssnsnnnnsessesnnsnssesassnsnenssnsnssnsnennsssssid
bo =10 1) (0)=To ) U

Pucynok 266 — Knonka Y gaaurtb
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4.11 OToOpaxkeHme CoepKUMOr0

4.11.1 JIuueiikn

JIuHelku OBICTPO W TOYHO PEryJUPYIOT OTCTYIIBI M IIOJISI IOKYMEHTa 0 TOPHU30HTAIN U
BepTUKa/U. ['opu3oHTaNbHAs JIMHeMKa HAaXOAWTCS TI0J] MAHEeJIbI0 MHCTPYMEHTOB, BePTHKAJIbHAs —
BJIOJIb JIEBOT'O Kpasi IokyMeHTa. [0 ymMomyanuto obe TMHEeNKU 0TOOPaXKaroTCsl.

Ecimu Tpebyercs CKpBITh JIMHEWKU WIA OTOOPA3UTh paHee CKPBIThble JIMHEMKU, BBITIOJIHUATE
OIHO U3 CJIeIYIOLIUX JIeUCTBUIA:

1. B xomangHoM MeHro Bup cHumuTe min ycranoBute ¢uiaxxok JIunerika (cm. PucyHok 267).

2. Haxwmure coueranue kinauil Ctrl+Shift+R / Shift+:Cmd+R Ha kiaBuatype.

Bug OBwwi goctyn  Hagctpokkw  Cnpaek
" [luHelika Ctrl+5hift+R

Heneuyaraemble CMMBOAM
Pexcrm npeseHTaLmm
MacwTab +

MaHens MHCTpYMEHTOB »

Pucynok 267 — Komananoe meno Bup

4.11.1.1 HacTpouts nojisi A0KyMeHTa

[MMupuHa mnosnell orobpaxaeTcs Ha JIMHeHWKax cepbIM IBeToM (cM. PucyHok 268 u

Pucynok 269).

ad

1 alls | 3 2
| /lesoe none

Pucynok 268 — I'panuria neBoro noss
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.

BepxHee none
I |

Pucynok 269 — ['panuna BepxHero mnosmst

YTOOBI U3MEHUTH pa3Mep I10JIsl, BBIIIOJTHUTE CIIeyIOII1e TeUCTBUSL:
1. YcraHoBuTe Kypcop Ha JIMHEHKY, YTOObI OH MPUHSUT BUJ] IBYCTOPOHHEM CTPEeJIKHU.
2. Ypep>xuBasi JIeBYIO KHOIIKY MBIIIIH, ITPOTSIHUTE KYPCOP /10 HEOOXOJIUMON OTMETKH.

3. OTycTUTe KHOIIKY MBIIIH, YTOOBI 3apUKCUPOBATh HOBBIN pa3Mep IOJIs.

HaCTpOﬁKy noJien AOKYMeHTd MOHO TdK’Ke BBIIIOJIHUTH C IIOMOHIbIO OKHA HapaMBprI

cTpanunsI (cM. pazaen 4.10.1).

4.11.1.2 HactpouTs oTcTyn ad3ama

VYkasaremnb OTCTYyIId 863611_[8 OTOGp&)KBETCﬂ Ha FOpHSOHTElJ’IbHOﬁ JIMHEHKe CHUHHUM

TpeyrojapHUKOM (cM. Pucynok 270).

Pucynok 270 — Ykazaresb oTcTyna ab3ara

YT0OBI U3MEHUTD OTCTYIIL 8638118, BBLITIOJTHHUTE ClIeyIoIire JerCTBUS:

1. YnepxwuBas jieByl0 KHOIIKY MBIIIM Ha yKasaTejle, IlepeTallliTe ero Ha He0HXOIHMMYIO

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 MeXX]ly HUMH COXPaHSIeTCs.
Hacrpoiiky oTcTymna ab3alia MOXHO TakKe BBINOJHUTH C TOMOIb0 OkHa HacTpoiiku

ab3ama (cMm. pazzen 4.3.8.5).

4.11.1.3 HacTpouTs OTCTYII IEPBOi CTPOKH

Ykazarenb OTCTyIlla IepBOM CTPOKM OTOOpakaeTCs Ha IOPU30HTAJIbHOM JIMHelKe CHHUM

psSIMOYyTONTbHUKOM (cM. Pucynok 271).

Pucynok 271 — Yka3aresnp oTCTyIIa 11epBOM CTPOKHU

Y100bl M3MEHUTb OTCTYTI IEPBOM CTPOKH, BBIIIOJIHUTE CJle/lyIoIlire 1eHCTBUSL:
1. VYnepxuBas jieByr0 KHOIIKY MBIIIM Ha ykKazaTelse, IlepeTaliuTe ero Ha HeOOXOAUMYIO
OTMETKY.

2. OTmycTUTe KHOMKY MBIIIH, YTOOBI 3apUKCUPOBATH HOBBIM OTCTYII IEPBOM CTPOKHU.

Hactpoiiky oTcTynma mnepBOd CTPOKM MOXHO TaKXe BBIIIOJIHUTb C IIOMOIIbIO OKHA

Hacrpoiiku ab3ama (cMm. pasnen 4.3.8.5).

4.11.2 Macmrab nfokymeHTa

[To ymomuanuto macitab nokymenta coctaBisier 100%. Ilpu Heobxomumocty MaciiTab
MO>XHO M3MEHUTb B OOJIbIIIYIO UJIM MEHBIITYIO0 CTOPOHBI C IIOMOIIbI0 KOMAaHHOTO MEHIO MU CTPOKU
COCTOSIHUSI.

Yro6bl M3MEHUTh MacmTab J[IOKyMeHTa C IIOMOIIbI0O KOMaHAHOIO MeHIO, BBIIIOJIHUTE
CJIeyI1olye qeCTBUS:

1. Bribepure myHKT KOMaHHOTO MeHIO Bup > Macmrra6 (cm. Pucynok 272).

2. B oTkpbIBIIEMCS IOJIMEHIO BbIOepUTe TpebyeMyto KOMaH/Y:

— YBeuuuTh MaclITad — yBeJIMuUTh TeKymni Macirad Ha 10%;
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— YMeHBIIMTH MACIHITA0 — YMEHbBIIIUTh TeKyIui Macitad Ha 10%;

— daxkTHyecKuil pa3Mep — yCTaHOBUTH MaciiTab no ymomuanuto (100%).

Bug OBwwi goctyn  Hagctpobikn  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 272 — Komananoe menio Bup

Yrobbl HM3MEHUTb MacIiTab c IIOMOIIbIO HWHCTPYMEHTOB, PdCIIOJIOKeHHBbIX B CTPOKe

cocrosiHus (cM. PrucyHok 273), BBIIIOJIHKTE OHO U3 CIIeAYIOIIUX JIeMCTBUN:

CrpaHuua 1 w2 1 - [ ] + 100% v

Pucynok 273 — Ctpoka cocTosiHUS

— 3axaB JIeBYI0 KHONKY MBbIIIY, IlepeMecTUTe OeryHOK BIIpaBO WM BJIEBO, YTOOBI
YBEJIMYUTD WIA YMEHbIIIUTh MaclliTab COOTBETCTBEHHO.

— Haxmure kHONKY +, 4TOOBI YBEJIMYWUTh MacIITad, WM KHOIKY =, YTOObI YMEHBIIUTD
Macitab. B kaxiom citydae mar 6yzaer coctasisth 10%.

— BeolenuTe 3HaUYeHHe TeKylllero Maciitadba, peJakTUpPyHTe ero BpyYHYI0 U HOKMUTe Ha
kiasuily Enter.

— Haxmure Ha CTpesiKy, pacHoJjiO)KeHHYIO CIpaBa OT 3HA4YeHMs TeKYIero maciitaba,

1 BbIbepuTe TpebyeMblii MaciiTab U3 BBINAJAIOIIEro CIKCKa.
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4.11.3 Pexxum npe3eHTanuu

YT0OBI HEPEﬁTH B PpeXuM IIpe3eHTalluu, BbI6epI/ITe ITYHKT KOMdHIHOI'O MEHIO BI/II[ >

Pexxum npezentanmu (cM. PucyHok 274).

Bvg OBwwi gocyn  Hagctpelikn  Cnpas
» JliHelka Ctrl+Shift+R

Heneuataemble CUMEDAL

Pescnm n [FEIEHTALMIA

Pucynok 274 — Komananoe mento Bun

Pexxum npesentanyu (cm PucyHok 275) 1103BOJIsSIeT UCIOJIb30BaTh BeCh 3KPaH KOMIIBIOTepa
IUTsl IPOCMOTPA JIOKyMEHTa.

Jl7s1 HaBUTalMK 1O CTPaHUIIAM JIOKYMeHTa B JJAaHHOM peXXuMe HCIIOIb3YIOTCS Clle[lyIolye
KJIABHUIIH KJIAaBUATYPBI:

— Crpenka Baopaso v IIpodesn — nepexo k ciiefyioliei CTpaHUIIE;

— Crpenka BieBoO — Ilepexofi K Npefblaylel CTpaHUIle.

Jly1st BBIXOZIa U3 peXkuma Ipe3eHTaluu IpefiHa3HaveHa KiaBuiia Esc.

Pabora ¢ Tabiunamu, niobpamxeHusaMu 1 GopMyIaMu

— | . . e JlobagnsiiTe TabIUIE], BCTABISAUTE U YIAISAHTE CTPOKH
ﬁ ‘ j Y CTONOIIEL, BhIJle/IgiTe, O0beIHHIHTe 1 pa3beJHHANTe
SYEeHKH, U3MEHSIHTE [[BeT X 3aJIMBKH, a TaKxXe
e UCTONB3YHTE TIOBTOPeHHe 3arojioBKOB TabIUILl Ha
= Ka)KIIOH CTpaHHUIe.

e Berasasire uaobpakenus v GUIypbl, M3MEHSITe UX
pasMepbl M HONOKEHHE B TeKCTe.

. o JlobaBnsitre v pejlakTHpyiTe MaTeMaTHYecKue
Beipaxkerus B gopmare LaTeX, uamensiire ux
I [ pasMepsl U NOJI0XKeHHe.

Pucynok 275 — Pexxum npe3eHTariuu

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MH», 2013-2024 260



MonOdonc
4.12 PeueH3upoBaHMe IOKYMEHTA

4.12.1 UcnipaBieHus

4.12.1.1 Pexxum 3amucu ucnipaBjieHHH

Pexxum 3anucu ucnpaBiieHUi UCII0NIb3YyeTCsl, 9YTOObI OTCIIeXXUBaTh, 06pabaThiBaTh U XPaHUTh
V3MeHeHHs, KOTOpble BHOCAT B JIOKyMeHT J[IpyrMe y4YaCTHUK{ pefakTUpoBaHus. YcnpasieHus
HAYMHAIOT 3aIMCBhIBAThCS TOJIBKO IIOC/Ie BKJIIOYeHUs] pexkuMa. [IpocmartpuBath M 06pabaThiBaTh
WICIIPABJIEHHs] MOXKHO TIPH BBIKJIFOUEHHOM peXUMe.

CraTyc pexxuma COXpaHSieTCsl II0ocjle 3aKpbITUsl ¢ailyia, TO eCcTb eClu B JOKyMeHTe OblI
BKJIIOUEH peXXUM 3allMCH UCIIpaBJIeHWH, TO IIPU ero MocjieylolleM OTKPbITUU PeXuM Takxe Oyzer
BKJIIOYEH.

YToObl BKJIIOUUATHL WM OTKIIOYUTH PEXUM 3alMCH HCIIpaBIeHUd, B KOMAHIHOM MEHIO
HNucrpymentsl > OToOpaikeHHe HCHpaBJIeHHMHIT M KOMMEHTApHeB IIOCTaBbTe WM CHUMHTE

dnaxox OTciexxuBarh ucnpasiaenus (cM. PucyHok 276).

WMuctpymentsr By OBwwi goctyn HagcTtpoikw  Cnpaeka

OrobpameHve MCNPaEneHWi W KoMMeHTapee P ¥ OTCiesmWEaTE MCNPEBAEHWA

Mpaeocnucanue r

BrigenwTe ncnpaseneHua
HacTpaveaemel i choBape

MokazaTe AOKYMEHT € MCMPABNEHWAMK

13MEHNTE A3BIK... MokazaTe MCXOAHBIA SOKYMEHT

Pucynok 276 — Komangnoe mento MHCTpyMeHTBI

4.12.1.2 OTo0OpaxkeHue u MPOCMOTP HCIPABJIeHHI

B nokymeHTax oTobpaXkaloTCsl WCIIpaBileHHsl, BHECeHHble KaK B NpuioxeHuu «MonOduc

TekcT», Tak ¥ B CTOPOHHHUX peflakTopax. [logaep>xyuBaroTcst MCIIpaBJieHus ClIelyIolero THIa:

BBOJI U y/iaJieHue TeKCTa;

— ¢opmarupoBaHUe TeKCTa;

— ¢dopmarrpoBaHue ab3aa;

— BCTaBKa U yJjaJleH’e N300pakeHu;

— BCTaBKa U yJlajleHHe TabJIvI] U CTPOK B TaO/IMIIAX;

— BCTdBKad, peJdKTHUpPOBdHHE U yJdJIeHHhe I'MIIepCCbhLJIOK.
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HcnpapreHusi MapKUpPYIOTCSI IIBETOM M OTOOpaXKalOTCs Ha IaHelIW pelleH3WPOBaHUs

(cm. Pucynok 277). Jlnia vcripaBiieHHUNA KaXKJIOTO TI0JIb30BaTeJIsl Ha3HAYaeTCsl YHUKAJIbHBIH 1IBET.

v 0B~ & @O~ @~ & XOThames |v| |14 |~ A” AF =y =~ v Tr (+)
= 2 & FTv@®@ QG = X KUY = Av v =v ===~ T
Dain Mpaeka PeueH3npoBaHue WpwndT AB3ay CTian Bcraeka
«MoinOpuc TekcT» — pedakrop fAnf ObICTpOro MW yYAOOHOTO CO3JaHHA M

(popMaTHpPOBaHMA TEKCTOBEIX MOKYMEHTOB /MHOOOH CNOXKHOCTH HAa OMNEepalHOHHBIX

. P g 1 I Jobaeneno "Linux"
cicreMax Linux, Windows i macOS. o ®

!
1]

- Jobaeneno ", Windows n mac0S5."

Pucynok 277 — UcnipaBnenus

Insi nobaBiieHHBIX W yAaJleHHbIX CTPOK W TaOJUI[ TpPHUMeHsIeTCsl JOMOJHUTeIbHas
MapKupoBKa IBeToM: (GoH HoOaBIeHHBIX CTPOK W TaOJIMIl OKpaIMBaeTCs B 3ejieHbId IBeT, (poH

yAaJIeHHBIX CTPOK U TaO/IMI] — B KPacHbIU I1BeT (cM. PrucyHok 278).

B Tabnuue Huxe [ANA CPaBHEHHA MPeACTABNEHO paccTofHHe mnaHer ConHeyHOR CHCTEMEL OT
HeHTpaneHo i 3ee3nsl — CosHLA.

es—— S obasnexo
Ha3spaHme IIaHeTEI PaccroAHne oT CD\'IHU,a. MITH. KM o A

60
110
150

230

S ———— v, =
HazBaHie 1aHeTsl PaccrosHue-0r-ConHIa, MIH. KM o fanewo

o
108
150

Pucynok 278 — MapkupoBka TabJiIl I[BETOM

B nanHO! Bepcuy IPWIOXKeHUs AeUCTBYIOT Cllelytollyie OrpaHUYeHus:

— B nokymentax, coxpanennbix B LibreOffice Writer, a 3atem oTkpbiThix B « MoitOduc
TekcTy, McnpaBiieHUs: MOTYT OTOOPaXKaThCsl HEKOPPEKTHO.

— B nmoxymenrax B popmate ODT, coznannbix B «MoitOduc TekcT», a 3aTeM OTKPBITHIX B

LibreOffice Writer, HekoppekTHO 0TOOpakaeTcsi BpeMsi BHeCEeHUST UCTIPaBIIeHU.
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— Ecimu ps Tabmuiel HacTpoeHo obTekaHue TeKCToM (CM. pasen 4.4.10) u mob30BaTeb
MpUHUMaeT ynaneHwe Tekcra (cM. pasgen 4.12.1.4.1), B KOTOPOM pacCIOJIOKeH SKOPb

3ToM TabmuIlel (CM. pa3zen 4.3.1), To BMecTe C TEKCTOM yAaJisieTcs 3Ta TabiuIia.

HcripaBnenus ¢ OOMBIIMM KOJIMYECTBOM TeKCTa OTOOPAKAIOTCS HAa IAHENM pelleH3MpOBaHuUs B

COKpaIlleHHOM BUzie. YToObI TPOCMOTPETH MOJTHOe OIMCAaHKe MCIIPABJIeH s, IIIeJIKHUTE 110 HeMY MBbIIIIBIO.

4.12.1.3 IlepemMeiieHue Meky HCIIpaBJIeHUSIMHI

Jl71s1 6BICTPOTO TepeMellieHus] MeX/ly MCIIPaB/IeHHsIMU UCIOJIb3yWTe KHOIIKU @ (Cnenyrommee
HCIIpaBjieHHe WIM KOMMEHTapHui) U ® (IIpenpimyimiee mcIpaBjieHHe WJIH KOMMeHTapHii),

KOTOpbIEe pacIioyIoXKeHb! Ha TaHeId MHCTPYMEeHTOB, B paszielie PenensupoBanmue (cm. Prucynok 279).

v By & v v XOThames |v| |14 v A7 AF =y = v O T (+)

= & ?vm X K Y4 = Av v =v == B~ q

Dain MpaBka PeueH3avpoBaHue WpwdT AB3al Ctunm Bcraska

«MoinOdpuc TekcT» — pedakTop A8 OBICTPOro MW YAOOHOTO CO3JAHHSA M

(opMaTHpOBaHHS TeKCTOBEIX /[OKYMEHTOB /00O CIIOKHOCTH Ha OlepalHOHHBIX
. ¥ T - ) S

cucremax Linux, Windows u macOS.

i I @ Jlobasneno "Linux"
it Jobaeneno ", Windows n mac0S."

Pucynok 279 — Knonku nepemeliieHus1 MeXXly UCIIpaBJIeHUSIMU

4.12.1.4 IIpuHATH ¥ OTKJIOHUTH UCIIPaBJIeHHUS

Pabora c HUCIIpAaBJIEHUAMH OCYHIeCTBJISIETCA B peXxuMe BI)IIIEJII/ITI) HCIIpABJICEHUS

(c™m. paznen 4.12.1.5).

HcnipaBieHvss B TeKcTe, 3allWIEHHOM OT M3MeHeHWH (CM. paszen 4.15.2), HeBO3MOXXHO

IMPUHATH NI OTKJIOHUTD.

4.12.1.4.1 IlpunaTs ucnpaBieHUs

YT0oOB! IPUHATH OJIHO UCIIPaBJIeHHe, BOCIIOIb3yUTeCh OJTHUM U3 CIIe[lyIOIIUX CII0CODOO0B:
1. Ha maHenu pelieH3WpOBaHUSI HaBeiUTe KYpPCOP MBIIIM Ha TpebyeMoe UCIIpaBjieHHe U

HaxxmuTe KHOTIKY ~ (IIpunars) (cm. Pucynok 280).
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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 280 — KHODIKM IPUHSTHS ¥ OTKJIOHEHUSI UCIIPaBJIeHNUs

2. Ha maHenu pelieH3UpOBaHUsl BbljiejiuTe TpebyeMoe HCIIpaBjieHHe IeTYKOM MBIINA U
BBIIIOJIHUTE OJHO U3 CJleqyronux JerctBui (cM. PrucyHok 281):
— Ha nanenu penieH3npoBaHus HAOKMUTe KHOTIKY (~ (IIpUHATS).
— Ha mnaHenu wuHCTpyMeHTOB, B pa3sfeiie PeleH3npoBaHume HaXXMHTE KHOIIKY
©@ (IIpuHATH HCIIpaB/IeHHe).
— Ha nanenu uHCTpyMeHTOB, B pa3zieie PenieH3upoBaHme HaXKMUTe CTPEJIKY CIIpaBa OT

kHomku () (IIpuuaTs ucnipaBieHne) U BbibepuTe yHKT IIpUHATHL HcnpaBiieHue.

v X ﬁ v é |(\:/:| v| (>:<:| v = XOThames |v |14 |v| A™ AV Sy = v 11w TT \’1\|
(= 9 C & X K 4 - A~ &€~ == " Y T
MpUHATE McnpaBaeHue
Dain Mpaska WpudT Crinan Bcraska
’—|3MHﬂTh BCE WCNPaBAEHWA
«MorO@HC TekcT» — yIOODHBIH pefakTop A4 padoThl C TEKCTOBLIMH JOKYMeHTaMHu @

MO0 CII0KHOCTH. AobaeneHo " ntoboi croxHocTK”

Pucynok 281 — Ilpunstue ncnpasiieHuit

YTtoObbI IIPpUHATL BCe HCIIpaBJIieHHWsd B OIOHOM HWJIIM HEeCKOJIbKHUX 8638H8X, BbIJIe/InTe 3THU

ab3a1(pl ¥ BHIIIOJHUTE OJIHO U3 CJIeAYIOIIUX JIeHCTBUM:

— Ha mnamenmu wuHCTpyMeHTOB, B pasfene PeneH3upoBaHme HaXXMHUTe KHOIKY
© (IIpuHATH UCIIpaBJIeHHe).
Ha nanenu uHCTpyMeHTOB, B pasfiejie PeneHaupoBaHHe Ha)kMHUTe CTpeJIKYy CIipaBa OT

KHOMKH () (IIpunars ucnpasiieHue) U Boibepute NyHKT IIpuHATH HCIpaBieHue.

YToOhI IIpUHATL BCe HCIIPpABJIEHHWA B [JOKYMEHTe, Hd IIaHeJIM MHCTPYMEHTOB, B pa3fjejie

Penen3upoBaHie HA)XMUTe CTPEJIKY CIIpaBa OT KHOIIKH @ (IIpunaTes ucnpasjeHue) U BbiOepuTe

nyHKT IIpuHATE Bce HCIpaBJIeHU.
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4.12.1.4.2 OTKJIOHUTH HCHIPABJICHHUS

YTOoOBI OTKIIOHUTH OJTHO UCIIPABJIEHUe, BOCIIOIb3YHTECh OJIHUM U3 CJIeIYIOLIHUX CII0OCOOO0B:
1. Ha maHenu pereH3WpOBaHHUs HaBeguTe KypCOp MBIIIM Ha TpebyemMoe HCIpaBjieHUe U
HaXMUTe KHOTIKY * (OTkIoHUTB) (cM. PucyHok 280).
2. Ha manHenu pereH3UpOBaHUsI BbliesiuTe TpeOyemMoe HCIIpaBjieHUe IeTYKOM MBIIIN U
BBITIOJTHUTE OJHO U3 CJIeTYIONTUX JedcTBUi (cM. PrucyHok 282):
— Ha nanenu perieH3MpoBaHus HAXKMUTe Ha KHOIKY '/ (OTKJIOHUTBD).
— Ha mnanenm wuHCTpyMeHTOB, B pasjeiie PeleH3upoBaHHe HaXXMUTe KHOIIKY
)] (OTKJIOHUTH HCIIPaBJIEHHE).
— Ha manenu uHCTpyMeHTOB, B pasfieiie PereH3npoBaHHue Ha)kKMUTe CTPeJIKY CIpaBa
or KHomku () (OTkI0HUTH HCHpaBJieHHe) U BbibepuTe NYHKT OTKIOHHUTH

HCIIpAaBJIeHHe.

v X B & @~ (@ XOThames |v| 14 [v| A= AY = v = v (Tv T (+)
S~ 9 & 7 o~ H e Av £v v == FH ]
- OTKNOHUTE MCNIPABNEHNE - - T -
Daiin Mpaska Peuensup A63au Ctunm Bcraska
OTrAOHWTE BCE MCMpaBIEHIA |
«MoiOduc TekcT» — yIOOHBIN pelakTop A/f paboThkl C TEeKCTOBBIMM IOKYMeHTaMH @
MH0O0H CIOMHOCTH. AobaeneHo " nBoi choxHocT”

Pucynok 282 — OTk10HeHHe UCTIpaBIIeHU

YToOBI OTKJIOHWTH BCe UCIIpaBJeHHs] B OJHOM WJIM HeCKO/IbKUX ab3alax, BblIeJuTe 3TU
ab3a1ibl ¥ BHITIOJIHUTE O/THO U3 CIIeYIOLUX AeHCTBUM:
— Ha nmnaHenu wuHCTpyMeHTOB, B pasfiejie PeleH3upoBaHHe HaXXMUTe KHOIIKY
® (OTKIOHUTH HCIIpaBJIeHHe).
— Ha nanenu uHCTpyMeHTOB, B pazfieiie PereH3upoBaHHe HaXMUTe CTpPeJIKy CIIpaBa OT

KHOIIKU O (OTKI0HUTH HCTIPaBJIeHUe) U BbiOeprTe MYHKT OTKJIOHUTH HCIIPaBJIeHHue.

YTOOBI OTKIIOHUTL BCE HCIIpaB/IeHHWd B JOKYMEHTe, Hd IIdHeJIi MHCTPYMEHTOB, B pa3jejie
PEHEHBI/IIJOBHHH(! HaXMHUTe CTpPeJIKy CIIpaBd OT KHOIIKK O (OTKJIOHI/ITI) PICIIpElBJIEHPIE) u

BbIGepI/ITe IIYHKT OTKJIOHHUTE BCe HCIIpABJICeHUS.
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4.12.1.5 Pexxum oTOOpazKeHMsI HCIIPaBJIeHUI

Ilo YMO/TYaHHUIO B IOKYMeHTe MapPKHUPYIOTCs BCe MCIIPpABJIeHHUS . HpI/I HEO6XOHI/IMOCTI/I pexum

OTO6pa)KEHI/I$I I/ICHpaBJIEHI/Iﬁ MO>KHO U3MEHUTbD.

J17151 3TOTO BBITIOTHUTE CIIeAYIOIIHe IeUCTBUS:

1. OTkpoiTe CIMCOK PEXKUMOB OHUM U3 CIIeAYIOIINX CIIOCODOB:

— Bribepute nyHkT KOMaHAHOTO MeHI0O HCTpyMeHTHI > OToOpaXkeHIe HCIPaBJIeHHH

U KoMMeHTapueB (cM. PucyHok 283).

MHecTpymeHTH

Ovobpasere MCNpaBneHWi W KoMMeHTapes b

Mpaeonucanue

HacTpaveaemel i cnosaps
KI3MeH T A3BIK...

PegakTop MakpokomaHg

CpaBHWTE €. (GeTa)

Bug OBwmi goctyn

Hagctpoikw  Cnpaeka

OrcnemuneaTe MCNpaBneHA ¢

®  BhigennTb MCOpaBneHKA

Ly

Mokaszate AOKYMEHT € MCNPABNEHWAMK

MokazaTe MCXOAHBIA SOKYMEHT

5 OUALTPaLMA KOMMEHTAPHEE

Pucynok 283 — KomangHoe meHto MHCTpyMeHTBI

— Ha nanemn HUHCTPYMEHTOB,

B pasnelie Peuenanpona}me Ha’XMHUTE KHOIIKY

=== (OTOOpaxkeHHe ucpaBIeHNH U KoMMeHTapueB) (cM. PucyHok 284).

2. Bribepute TpeOyeMblii peXkuM pelieH3UpPOBaHMUSL:

— BoigenuTh HcCHpaB/IeHHs] — B JOKYMeHTe Ccojlep)Karcs U oOpaboTaHHble, M

HeobpaboTaHHble ucnpaBieHus. HeoOpaboTaHHble HCHpPaBIeHUs] MapKUPYIOTCS

I[BETOM U OTOOPAXXAIOTCs Ha MaHesu pelleH3upoBaHust (cM. PucyHok 284).

+ B~
2.

WM3BpanHoe Dain

0oy &
9 &

Mpaeka

LoBaeuTe

Mo60H CI0XHOCTH.

':::' ~ ':::' hd E‘ X0 Thames w14 |w

v - W Ky
YO0 i

" BeISEMTE MCMpaBneHus

AT AT

AR T e A v

O6bluHbId

AaboBsll ... G

PeueHzupoBake AB3al CTunm Bcras

MokazaTh AOKYMEHT € MCMPAENEH MAMK

MokazaTe MCHOAHBIA SOKYMEHT

______ |»—@ Mobaeneno " noboil cnokHocTH”

Pucynok 284 — Pexxum BreinenuTh ucnpasiieHUsI
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— Iloka3aTh [OKyMEHT C HCHOPaBJEHHSIMH — B JIOKyMeHTe COJlepXarcsi |
obpaboranHble, 1 HeoOpaboTaHHbIe HcipaBiieHus. HeobpaboTaHHble ucpaBieHUs

He MapKUpyloTcs nBeToM. Ilanerns penensupoBanus ckpeita (cM. PucyHok 285).

B A

a4

+ . e ﬁ - ) )]
,'J,C-rS-.’-EHTI: % w <__‘:] ,-_ ? [ { y i ] wsoo ooo
s

WabpanHoe Daian Mpaeka PeleH3IupoBaHue ABKA
Brigeants ncnpaeneHna

]

. Ty

IT | |

< 4 ., A
see

aoo aon

o e

~"  Tlokazats AOKYMEHT C MCMPABAEHMAMM

MokazaTe MCHOAHBIH JOKYMEHT

«MoiOg¢uc TekcT» — yOOOHEIA peJakTop A/ padoThl C TEKCTOBLIMH JOKYMeHTaMH
JTHO00H CNOXHOCTH.

Pucynok 285 — Pexxum Iloka3aTh JOKYMeHT C HCNIPaBJIeHUSIMH

— Ilokazarhb HCXOHBIN AOKYMEHT — B JOKYMeHTe COAepiKaTCAa TOJIbKO 06pa6OTaHHbIe
HCITPpABJIEHUS. ITanenn pPeneH3upoBdHHA CKPbITA. Pe,HaKTI/IpOBaHI/Ie HOKYMEHTa B

JTaHHOM pexxuMe HeflocTynHO (cM. PrcyHok 286).

ol v r v
N ?
Jobaeuts = v O

—_— - i~ Y
(A (%] = N . [ | |
- - 4 Y= 11 LN

Jopa o ay G Aol 3 U B o Aol
W3BpanHoe daidn MNpaska PeueH3InpoBaHne ABKA
BbigennTe MCnpaeneHua

o e

MokazaTe AOKYMEHT C MCNPaBREHWAMK

" TlokasaTs MCXOAHBIA LOKYMEHT

«MoitOduc TekcT» — YOOOHLE pelakTop AN paboTkl C TEeKCTOBBIMH JOKYMeHTaMH.

Pucynok 286 — Pexxum Iloka3aTh HCXOIHBINH JOKYMEHT
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4.12.2 KomMeHTapun

Ecm pabory Han [OKyMEHTOM OJHOBpEMEHHO WIM II0049epeflHO BeIyT HeCKOJIbKO
TI0JIb30BarTesield, TO CBOM MJIed Y 3aMedaHtsl K TeKCTy OHW MOTI'yT U3Jlarathb B Brjie KoMMeHTapreB. Kpome
TOrO, TOJIb30BATENIM MOTYT OTBeYaTh HA KOMMEHTApWUH JpPYT Apyra, obpasysl TakuM o0pa3oM Iiejible
uenouku ooCy>KIIeHHH T10 OMpe/ieIeHHbIM pparMeHTaM TeKcTa Wiy BoripocaMm (cMm. Pucyrok 287).

B HacTosiiee BpeMs AeMCTBYIOT CllelyIOIIie OrpaHUYeHu s :

— KommenTapum u nenoyku 06Cy>XJIeHHUM He BHIBOASITCS Ha TIe4aTh.

— OrcyTcTBYIOT yBefjoMyieHUs1 06 M3MeHeHUH KOMMEeHTapHs WM OTBeTa.

— llenouka o06cCyXIeHHs MOXeT pa3opBaTbCsd W OTOOPaKaTbCS B BUlEe OT/EIbHBIX
KOMMEHTapueB, ecyid JIOKYMeHT ObLJT OTKPBIT M COXpaHeH: B CTOPOHHEM TeKCTOBOM
penaktope (3a uckimodenueM LibreOffice Writer), B Be6- wi MOOMIIBHOM TIPUJIOXKEHUH
«MonOduc Tekct», B HacTonbHOM pefiakTope «MoiOduc Texkct» mnaaiie Bepcuu 2.7.

— KommenTapuu B kosoHTUTYMaX (M. pasnen 4.10.2) coxpaHsioTcs TolbKO B ¢daiiax B
dopmate ODT u XODT. [Ipu coxpanenuu nokymenta B popmate DOCX koMMeHTapuu
B KOJIOHTUTYJIaX aBTOMAaTUYeCKY yIaJIstoTCS.

— 1lpu 3aKkpbITMM JOKyMeHTa He COXPAHSIOTCS KOMMEHTAapuHM K TaOyuilaM, JIjis KOTOPBIX

HaCTpoeHO oOTekaHHe TeKCToM (cM. paszen 4.4.10.2).

KomMmeHTapyy U niennodku o0Cy>kKIeHui 0ToOpaXkaloTCsl Ha TTaHeJu pelleH3UpPOBaHMUSL.

g = —mm e @ Anexcangp Cvnpros
K TEKCTY MOXHO NOoO3BNATE KOMMEHTapHH. Cerognsa, 13:34
KommeHTapwi,
Enena Cmuphosa

Cerognn, 13:44

[MepBeLIid OTBET Ha KOMMEHTAPMIA.

@ Wean Metpos

Cerognn, 14:25

Bropoli oTBeT Ha KOMMEHTaPWA.

Pucynok 287 — KommeHnTapuii ¥ 0TBeT Ha KOMMeHTapHi
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4.12.2.1 Pexxum oTOOpaXKeHMsI KOMMEHTapHeB

Ilo YMOJIYaHHUIKO KOMMEHTdapUH OTO6pa)KaIOTC${ B JOKyMeEHTe. H3menenue peXxXumMa
OTO6pEDK€HI/I$I KOMMEHTAapHeB BbIIIOJIHAETCA dHAJIOTUYHO HW3MEHEeHUIO peXHnMad OTO6pa)KEHI/I$I

vcrnpaeiieHud (cM. paspgen 4.12.1.5).

4.12.2.2 To6aBUTH KOMMEHTapHil

YT1o6bI 106aBUTH KOMMEHTapUM, BLITIIOJIHUTE CllelyIoIIye JeHCTBUS:

1. YcranoBuTe Kypcop B TOM MecTe TeKCTa, B KOTOpoM TpeOyeTrcsi 100aBUTH
KOMMeHTap1M, WIX BbIJIeJINTe TeKCT, KOTOPBIA HY>KHO KOMMEHTHUPOBATbh.

2. Ilepeinute B pexxuM pabOThI C KOMMEHTapUsIMU OHUM U3 CIIeAYIOLIUX CIIOCOOOB:

— Bribepute myHKT KOMaHAHOrO MeHI0 BeraBka > Kommenrapwmii (cM. PrcyHok 288).

Beraeka @opmar  Wecrpymentm  Bug O

Wzobpaxerue...
TekcToeoe none
) Durypa r
BEH TabBawua...
() Mopwmyna...
CreupansHee CUMECAEL..,
*= Pazpele cTpaHuLbl Ctrl+Enter
'= Pazpeie pasgena
#  Homepa ctpanuy, 3
H KoaoHTuTyab *
=: OrnaeneHue
¢ Comaka. Ctrl+K
=l [lepekpecTHan ccoka...
3aknagka...
AE  CHocka »

[ EKommenTapwid

Pucynok 288 — Komananoe menio BecraBka

— Ha nanenmu uncTpyMeHTOB, B paszerie BcTaBka HaXkMyTe KHOIIKY E\ (KommenTapwmii)

(cm. Pucynok 289).
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AabBoB1 AaBoBsl ... L

3aro.oK 2 3aro.oK 3 L

- B4 @v

BcTaska

Pucynok 289 — Knonka KommenTapuii

=

— Ha nmanenu nnctpymeHToB, B paszieriie BeraBka HaxMuyTe KHOMKY === (cM. Prucynok 290).

Ha 0T06pa3MBIIIeiiCs TaHeH BCTABKU HaXMUTe KHONKY [—| KoMMenTapwii.

AaboB AaBoB1 AaB6Bsl ...

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

r @B @ HOE

aC

ar

U &

)

B> B (@) B

Wzobpaxerue..

TekcToeoe noae

Durypa

Tabawua...

Dopmyaa..,

l|:I'IE‘LI,I-1-E.'1I:HI:nlE' CHMBEOAB...

Pazpeie cTpaHuusl
Paspwie pasaena
Homepa cTpadil..,
KanoHTuTy A0

OrnaeneHue

CoblKa..,
MepekpecTHan CorKA..,
3aknagka..

CHocka

KonmmeHTapui I}

Pucynoxk 290 — Ilanenb BcTaBku

— IllenxHuTe NpaBOM KHONKOW MBIIIM II0O TEKCTy WM BbIIEJIeHHOMY (parMeHTy

" BBIIIOJTHUTE KOMdHAY KOHTEKCTHOT'O MEHIO HOﬁaBI/lTB KOMMEHTapHﬁ.
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3. Baenure TpebyeMbli TEKCT B 1oJjie KoMmMeHTapus (cM. Pucynok 291).

4. Ecmu Tpebyercs OTMEHWTb BBOJ| KOMMeHTapus, Haxkmurte kiaBuiny Esc. Ecmm
TpebyeTcst COXpaHUTh KOMMEHTApHi, BHITIOJTHUTE OIHO U3 CJIeYIOIIUX JTeUCTBUM:
— B none kxomMeHTapus HaxkmuTe KHOTIKY COXpaHHUTh.
— IllesKkHUTE MBIIIBIO B JIFOOOM MecTe JIOKyMeHTa.

— Haxwmure coueranue kinasuill Ctrl+Enter / $Cmd+Enter.

- | @ Anexcangp Cvnp...
K TekcTy MOHO JOO3BNATE KOMMEHTADHH.

CoxpaHnTe

Pucynok 291 — Jlo6aBieHne KoMMeHTapus

HYCTbIe KOMMEHTAdpHH dBTOMATUYECKHU YIAJIAOTCH.

HJII/IHHbIe KOMMEHTapHun OTOGp&)KaIOTCSI Ha IaHeJIn pelieH3WPOBaHWA B COKpPAllleHHOM BHUIe.

YTobhI IIPOCMOTPETDb MOJIHBIM TEeKCT KOMMEHTAapHus, BbIAeJINTe ero mejIiYKoM MbIIIHN.

4.12.2.3 OTBeTUTH HAa KOMMeHTapUH

OTBeThl K KOMMEHTApUI0 O0TOOpaXarOTCS B XPOHOJIOTHYECKOM mopsizke. OTBETUTb MOXHO
TOJIbKO Ha KOMMeHTapuH, TobaBieHre OTBeTa K OTBEeTy He JIOIYyCKaeTCsl.
YTOoOBI OTBETUTh Ha KOMMEHTAPH, BBITIOTHUTE CIIAYIOITHe IeHCTBUS:
1. Boibepute koMMeHTapHii JijIsl OTBETA OJTHUM U3 CJIeJTyIOIIUX CIIOCOOOB:
— lenxHUTE MBIIIBIO IO KOMMEHTAPHIO WU T10 JIF0OOMY OTBETY K HEMY.
— IlepelimuTe K KOMMEHTApHUIO C MOMOIIBIO KHOTIOK )] (Cnenyromee ucrnpaBiieHHe
W KOMMEHTapuii) U '@' (ITIpenbigyniee uCIpaB/ieHHe WIH KOMMEHTapHH),
pacroyioKeHHbIX Ha T[aHeldM WHCTPYMeHTOB, B pasneie PernenzupoBaHue
(cMm. Pucynok 292).
— Ecnmu Kypcop ycTaHOBJIEH Ha TIAaHeH perleH3UpOBaHus, IepeiiuTe K KOMMEeHTapUIO

C IIOMOIIbIO KJIaBUII KJIdABUATYPhI l u T
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Bug OBwwi goctyn  Hagctpoikw  Cnpaeka

& )~ O v |:TI w X0 Thames -

| -

% Y~ ) - XK K Y AR T

PeueHIvposaHue WpndT

Pucynoxk 292 — Knonku riepemertieHus MeXXay KOMMEHTapUSIMU

2. B mone oTBeTra Ha KOMMeHTapuii BBeiuTe TpeOyeMbiid TeKCT (cM. PucyHok 293).

3. Eciu TpebyeTrcsi OTMEeHWUTb BBOJI OTBeTa, HaxkmuTe kiaBuilly Esc. Eciu Tpebyercs
COXPaHUTb OTBET, BHITIOJIHUTE OJIHO U3 CJIeAYIOMUX AeUCTBUN:
— B mosne otBera HaxkmuTe KHOTIKY COXpaHUTh.
— lenxHuTe MBIIIBIO B JII0OOM MecTe IOKyMeHTa.

— Haxwmure couerauue kiasuii Ctrl+Enter / 3Cmd+Enter.

- @. Wean MeTtpos 4
K TEKCTY MOXKHO N00aBMIATE KOMMEHTapHH. Ceropna, 15:21
KommenTapwia,
CoxpaHnTe

Pucynok 293 — [lose oTBeTa Ha KOMMeHTapui

Ecnu npu coBMecTHOU paboTe Hajl IOKyMeHTOM (CM. paszien 4.13) mpyroii mosb30BaTeNb
yiaisieT KOMMEHTAapuM, K KOTOpOMYy J00aBiisieTcsi OTBeT, WIM YIajsieT TeKCT, K KOTOPOMY
OTHOCHTCSI KOMMEHTapHii, BCSl Ilell0YKa yJaiseTcsi U Ha 3KpaHe OToOpaXkaeTcsl BCILIbIBAIOIIee
coobiienue « KoMmMenTapuii Win ¢pparMeHT TeKCTa yJaneHn».

[TycTble OTBeTHI yIaJSIOTCS aBTOMAaTHYeCKH.

JUliHHBIE KOMMEHTapWud U OTBeTbl OTOOpaXalOTCS HA IIaHeld pelleH3WPOBaHUs B
cokparrieHHoM Bujie (cM. Pucynok 294). YTo6bl 0TOOpa3UTh MOJIHBIM TEKCT KOMMEHTapHusl U BCex
OTBETOB K HeMY, IIeJIKHUTe 110 KOMMEeHTapUIo WK 10 JJI000My U3 OTBETOB.

Ecnu B nerouke copep>xutcst 60Jbllle ByX OTBETOB, TO OHa aBTOMaTHU4eCKU CBOpauHlBaeTCsl
M Ha NaHeJIu PpeleH3UpOBaHUs OTOOpakaeTCsi TOJBbKO IIepBBIA W MOCTeJHUM oTBeT. YToObI

Pa3BEepHYTH LEIIOYKY, HAXKMUTE Ha pa3iejinTelIb IToxazartnp e1re n OoTBeToB.
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Ecm paboTy Han OOKyMeHTOM OJHOBPeMeHHO WM TMoo4YepefHO BeOyT

HeCKONBKO HD}IBBDBEIT[-Z;{I_E_[EI, TO CB[_)_[/I_ HoerM M _3_E£.\'IE"[EIHHH__P£ TEKCTY _E)_H[/I @ e e ey

MOTYT H3/1araTek B BHAe KOMMEHTapHeR. Cerogna, 15:28

B HacToAlee BpemMA AelCTEYHOT cnegytoLyne
OrpaHUUYeHKA:

- KommeHTapui 1 uenodkw obcyxaeHWiA
He BLIBOAATCA Ha MeJath.

— OTCyTCTEYHOT YEELOMAEHWA 06
W3MEHEHWW KOMMEHTapUA UKW OTEETA.

- Uenouka obcyxaeHua Mm...

|".::|<a_=a-b eule 2 oTeeTa

@ HWean MNetpos

Cerogna, 15:34

OTeeThl K KOMMEHTE DD CrTOﬁpE)KEH)TCH B
HPOHONOTMYeCKoM NopAgKe, OTteeTuTh
MOMXHO TONBKD Ha KOMMEHTEPHF’L
AobaeneHe OTBETA K OTBETY He
AonycKaeTcA.

Pucynok 294 — llenouka

Ecmm IIpHY pa3BOPAYHUBAHHWH IEIN04YKd CTAHOBUTCA JJIMHHEE BbICOThI CTPAHUIIBI, TO HA IIdHEJIN

pelleH3UpOBaHus [IJIs Tlepexojia K Haualy ¥ KOHITY IeMIOYKHA 0TOOpaXKaroTCsl KHOTIKU U

YTOOBI CBEPHYTH 11€110YKY, BBIMOTHUTE OJTHO U3 CIeYIOMINUX JeHCTBUM:

— IllenkuuTe 10 TI06OMY MECTY JJOKyMeHTa 3a MpefieJlaMU 1IeIIOYKH.

— IlenxHuTe M0 APyroMy KOMMEHTAPHIO WUJIH IIelI0UKe.

— IlepelimuTe k [ApyroMy KOMMEHTApUIO W/IM I[e[I0YKe C TIOMOIbI0 KHOIOK
@ (Cnenyromee wucIpaB/eHHe WIH KOMMEHTapuil) U ® (ITpenbimyuree
HCIpaB/IieHHe WJIH KOMMEHTapHii), pPacloio)kKeHHbIX Ha TaHeJIM WHCTPYMEeHTOB, B
pazgene PenensupoBanue (cM. PrucyHok 292).

— llepelimure K IpyroMy KOMMEHTapHIO WJIM IIell0YKe C MOMOIIbIO KJIABUII KJIABHUATY PbI

luaft.

4.12.2.4 IlepeMemieHue Me;kTy KOMMEHTapHUSAMH H IeTI0UYKaMH

Jlnst 6bicTpOro TepeMeliieHUs] MEXXTy KOMMEHTApUsSIMU U 1elOYKaMU UCIOJIb3yWTe KHOMKHU
o 2 ey
(2} (Cnemyromiee ucnpanienne win kKommeHntapuii) u =) (IIpenbiayimiee mcrnpaBiieHHe WIH
KOMMEHTApPUii), KOTOpble pacrojioXKeHbl Ha MaHeI UHCTPYMEHTOB, B pa3zesie PernensupoBaHue

(cMm. Pucynok 292).
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4.12.2.5 dunbTpaius KOMMeHTapueB

Hcnonb3ys ¢punbTparuio, MOXKHO CKpPbIBAaTh UM OTOOPaXkaThb HA MaHENX pelleH3UPOBaHUS
KOMMEeHTapUX BbIOPAaHHBIX pelleH3eHTOB.
YT10o6B! OTPUIBTPOBATH KOMMEHTAPHH, BHIITOHUTE CIeAYIOIINe JeHCTBHSL:
1. OrtkpoiiTe OKHO PpUIBTPAIIUM KOMMEHTApUeB OHUM U3 CJIeIYIOIIUX CIIOCODOB:
— Buibepute nmyHkT koMaHHOro MeHiI0 MHCTpyMeHTHI > OTobpaxeHue HCIPaBIeHUH

M KOMMeHTapHueB > ®uibTpanus koMMeHTapueB (cM. PrcyHok 295).

WMhetpymentsr Bug  OBwwi goctyn Hagctpoikw  Cnpaeka

Ovobpasere MCNpaBneHWi W KOMMEHTapHeE b OrcnemuneaTe MCNpaBneHA

Mpaeonucanue r
®  BmigeanTs MCNpasreHns

Ly

HacTpaveaemel i cnosaps
MokazaTe SOKYMEHT € MCMPAENEHWAMM

3MEHWTE A3BIK... MokazaTe MCXOAHBIA SOKYMEHT
PegakTop makpokomaHg 57 OUALTPaLMA KOMMEHTAPHEE
CpaBHWTE €. (GeTa) [

Pucynok 295 — Komangnoe mento UHCTpyMeHTBI

— Ha nanemn UHCTPYMEHTOB, B pda3aeje PEHEHBHPOB&HI/IE Ha’XMHUTE KHOIIKY

v (PunbTpamnusa kommenrapuen) (cM. PucyHok 296).

Bug OBwwi goctyn  Hagcrpoikw  Cnpaeka

é 'i-:' A 'i-:' b l,:rl w X0 Thames w

& Ii%r@@ w XK K Y AR T

T
ﬂJM.anpau,mn KOoMMEHTApPHWER

CuncTuTe dUbTR

Pucynoxk 296 — Pa3nen nanenu uHctpymeHToB PenrensupoBanue
— Ha manenu wuHCTpyMeHTOB, B pasfeie PeneHzupoBaHHe HaXXMHUTe Ha CTPEJIKY

CIIpaBa OT KHOIIKH ? (CI)I/IJII)TpaIII/IH KOMMEHTapI/IEB) MW B BbIlIaJdiOIIeM CIIMCKe

BbIOEpUTe NMyHKT PUIbTPAIUA KOMMEHTapHeB.
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2. B oxne ®PunbTpanus komMmeHTapueB (cM. Pucynok 297) cuumure dnaxkok Beiopars
BCeX.

3. OtmerbTe driakkaMUu pelleH3eHTOB, KOMMEHTAapHUK KOTOPbIX TpeOyeTcsi oToOpaXkaTh Ha
TaHeJTH pPerleH3UPOBaHUSI.

4, Eciy CIIMCOK COJIEPXKUT OOJIbIIIOe KOJIMYECTBO PeIeH3eHTOB, HCIIOIb3yHTe CTPOKY
TIOMCKa:
— BBeguTe B cTPOKY MOMCKA YaCTh UMEHU WJIK TIOJIHOE UMsl TpebyeMOoro perieH3eHTa.
— B pesynbrarax novcka oTMeTbTe QUIaKKOM 3TOTO pelleH3eHTa.
— Ilpu HEoOXOAMMOCTH TOBTOPHUTE [EUCTBHS, YTOOBI HAWTU U OTMETUTh IPYTHX

PeIreH3eHTOoB.

5. Haxwmwure kHoniky OK.

DUNETPALMA KOMMEHTAPWER .

Bribpatk Beex

AnekcaHap CMMPHOB 1
Enena CMUpHOBa -

WBaH MeTpos -

Pucynok 297 — OxHo ®PunbTpanyss KOMMeHTapHueB

YToOBI BEpHYTHCS K OTOOPa)KeHUI0 KOMMEHTAapUeB BCEX PEeIeH3eHTOB, BHITIOJIHUTE OJIHO U3
CJIeYIOIUX JIeNCTBUM:

— Ha nanenu uHCTpyMeHTOB, B pa3fieiie PeneH3npoBaHHe HAa)XMHTe Ha CTPeJIKY CIIpaBa

OT KHOIIKHA v (PunpTpamua KOMMEHTapHeB) U B BBINA/IAIOIIEM CIIMCKe BbibepuTe

nyHKT OuncTurs GuiabTp (cM. Pucynok 296).
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— Orkpoiite okHO PunbTpamua KoMMeHTapueB (cM. PucyHok 297) Tak, Kak OommcaHO

BbIIIIE, [TOCTaBbTe ¢priakoKk BeIOpaTh Bcex 1 HaxkmuTe kKHONKY OK.

B HacTosiiee BpeMs JeMCTBYIOT ClIeIyIOIIe OrpaHUYeHHs

— Ilpu BBLINMOIHEHWM KOMAaHIbI YHAJHTHL BCe KOMMeHTapuu (cM. pasmen 4.12.2.8)
YIAISIFOTCS BCe KOMMEHTapHUH B JIOKYMeHTe, JlaXke ecJid BKIFoueHa GUIbTparusl.

— B okae ®unbTpamus koMMeHTapueB (cM. PucyHok 297) nuHaMu4decku He 0OHOBIISIFOTCS
JaHHBIe 00 U3MEHeHUH KOJTIMYeCTBa KOMMEHTapHeB 1 COCTaBa PelleH3eHTOB.

— B oknHe ®PunbTpanuss KOMMeHTapueB He OTOOpaXkalOTCSd HKMeHa pelleH3eHTOB,

KOMMEHTApPHUHU KOTOPBIX OB YyAaJIeHbl.

4.12.2.6 PepakTHpOBaTH KOMMEHTapHi WU OTBET

YToObI peJlakTHPOBAaTh KOMMEHTApHI WJIU OTBET, BBITIOJIHUTE CIIeAYIOIe IeHCTBUS:
1. Beimenute KOMMeHTapuii UM OTBET OJJHUM U3 CJIeAYIONIUX CIIOCOO0B:
— HaBenurte kypcop MbIIIM Ha I0Jle KOMMEHTapUsi WIK OTBeTa. B mpaBom BepxHeM

yIi1y HaxmuTe kHolKy # (PegakTupoBars) (cM. Prucynok 298).

B Anexcanpp Cmnphos
K TexcTy M0OKHO 000aBNATE KOMMEeHTapHH. Cerogna, 16:24

C‘?\

KommeHTapuid,

Pucynok 298 — Knonka PegakTupoBaTth

— BrbienuTe none kKoOMMeHTapusl UK OTBeTa ABOWHBIM ITYKOM MBIIIH.

2. VI3MeHMTe TeKCT KOMMeHTapHs WU OTBeTa.

3. Ecmu Tpebyercsi OTMeHUTh BBOJ| U3MeHeHUH, HaxmuTe kiiaBuilly Esc. Eciu Tpebyercs
COXPaHUTh U3MeHeHMs], BBITIOJIHUTE OJIHO U3 CIIe[YIOLUX AeUCTBUIM:
— B nosne kxommeHTapus uin oTBeTa HaxkMuTe KHONKY CoxpanuTh (cM. PrucyHok 299).
— lenxHuTe MBIIIBIO B JII0OOOM MecTe IOKyMeHTa.

— Haxwmurte coueranue xkiasuii Ctrl+Enter / $Cmd+Enter.
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- | @ Anewxcanap Crmp...
K TeKcTy MOXHO [00aB/IATE KOMMEHTaPHH.

OTpesakTpoBaHHLIA
KOMMEHTAPEA
CoxpaHuTe

Pucynoxk 299 — Ilone kommeHTapus

Ecnu npu coBMecTHOM paboTe Hajl TOKyMeHTOM (CM. pasfen 4.13) npyroi nosib30BaTeslb
ylajsieT KOMMEeHTapud, OTBeT K KOTOpPOMY PpelaKTHUpYeTcCsl, WM yJAajsieT TeKCT, K KOTOpPOMY
OTHOCHTCSI KOMMEHTapHii, BCSl IlelloYKa yJaisieTcss U Ha JKpaHe oToOpakaeTcsi BCIUIbIBAOIllee
coobenre «KommeHTapuit wiu pparmMeHT TeKCTa yAajieH».

HYCTI)Ie KOMMEHTAdPHHU U OTBETHI YAAJIAOTCA daBTOMATHYEeCKH.

4.12.2.7 KonnmpoBaThb, BbIpe3aTh U BCTABUTh KOMMEHTAapPHI WIH HeN0YKy

KomMeHTapuy ¥ 11eN0YKy MOXKHO BbIpe3aTh, KOIIMPOBATb U BCTAaBIIATH B Ipefiejlax OAHOIO
JIOKyMeHTa Wi Mexay fokyMeHTamu «MonOduc TekcTy.

YTo6b! BbIpe3aTh WM KOIMPOBAaTh KOMMEHTapUi WM Iel0YKYy, [IeJIMKOM BBIJIeJIUTe TeKCT
WM OOBEKT, K KOTODOMY OHHM OTHOCATCA. IIpyM BBIpe3aHMM WM KONMPOBAaHWM YacTH TEeKCTa
KOMMEHTapUH U IelI0YKY He BBIPe3aloTCsl U He KOIUPYIOTCH.

KonupoBanve, Bblpe3aHMe U BCTaBKa OTKOMMEHTHUPOBAaHHOI'O TeKCTa WM oOObeKTa

BBITIOJTHSIIOTCSL CTAH/IAPTHBIMU criocobamu (cM. paszen 4.9.2).

4.12.2.8 Ypanuth KOMMEHTapHUii HJIH OTBeT

KommeHnTapuii yaansieTcsi BMecTe ¢ OTBETaMH K HEMY.
YToObl OLICTPO yNAMWUTh KOMMEHTApWi, HaBeJIUTe Ha Hero KypCcOp MBIIIA W B IPaBOM

BepXHeM YTy KOMMeHTapus HaxxmuTe KHOIKY @ (YaamuTs) (cM. Pucynok 300).

- | @ Anexcangp Cvnpros '
K TEKCTY MOXHO J00aBIATE KOMMEHTapHH. Ceropna, 16:24

E

KommeHTapuid.

Pucynok 300 — Knonka Y ganurth
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Taxoke [71s1 yasieHuss KOMMeHTapHsl MO>KHO BBITIOJIHATD CJIeyIoIIye AeCTBUSL:
1. BribepuTe KOMMeHTapui OJJHUM U3 CJIEYIOIIUX CIIOCOOOB:
— IllesikHUTE MBIIIBIO IO KOMMEHTAPUIO WJIM 110 JTI000MY OTBETY K HEMY .
— IlepelimuTe kK KOMMEHTApPHIO C IOMOIIBIO KHOIOK @ (Cnenyromee ucnpaBiieHUe
WM KOMMEHTapuii) U ® (IIpeppixyiiee mcmpaB/eHHe WIH KOMMEHTapuii),
pacojio)keHHbIX Ha I[IaHeJld MWHCTPYMEHTOB, B pasjeiie PereH3upoBaHnue

(cm. Pucynok 301).

Bug OBwwi goctyn  Hagcrpoikw  Cnpaeka

é ':::' w ':::' b4 ;:I W X0 Thames w
¢ v~[@06] - X K uYsmTF
PeueHInpoBaHne WpndT

Pucynok 301 — KHonku nepemertieHust MeXxay KOMMeHTapUsIMU

— Ecnm kypcop ycTaHoOBIIeH Ha MaHeJld pelleH3WpOBaHUsl, IepeiiuTe K KOMMeHTapUio
C IIOMOIIBIO KJIAaBUIII KJIaBUATyphl | U 1.
2. Ypandre KOMMEHTapyUi OAHUM U3 CJIeAYIOIIUX CIIOCODOB:
— Ha mnasenn uWHCTpyMeHTOB, B pasfieie PeneH3npoBaHHe HaXXMUTe KHOIIKY
ﬁ (Ymanuts kommenTapuii) (cM. Pucynok 302).
— Ha nanenu mHCTpyMeHTOB, B pa3feie PeneH3npoBaHHe Ha)XMHTe Ha CTPeJIKy CIIpaBa

OT KHOIIKU ﬁ (Yoanuth KoMMeHTapHii) U BbIOepuTe yHKT Y AAJIMTh KOMMeHTapHi.

0O @ = ©v ®- FA @) B
T~ 5 v
(j C) W =i o
T ? @ C YAanuTe KomMMeHTapK iR
Mpaska PeueH3vposaHue
YA4a/uTb BCE KOMMEHTAEIN
- | Anexcangp CvnpHoBs 4 u
K TEKCTY MOXHO JODAaBNATE KOMMEHTapHH. Cerogns, 16:24
KommeHTapwia,

CoxpaHWTe

Pucynok 302 — Y nanenue komMMeHTapus

— B npaBoM BepxHeM yTIily KOMMeHTapusi HAKMUTe KHONKY W (YIalauTs).
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Jl1st ynaneHus KOMMEHTapHsl MOXKHO TaK>Ke TIepeiTH B PeXXUM ero peJaKTUPOBAHUS TaK, Kak
3TO omucaHo B paszfene 4.12.2.6, MOTHOCTBIO yNAIUTh TEKCT KOMMEHTApHs M HaXaTh KHOIKY

Coxpanurs (cM. PucyHok 303) ninm 1ienkHyTh 10 JII0O0MYy MeCTy IOKyMeHTa.

- | Anexcangp Cranp...
K TEKCTY MOXHO [0DaBNATh KOMMEHTaPHH. Cerogma, 16:24

CoxpaHnTh

Pucynok 303 — Y nanenue koMmMeHTapus

YToOBI yHaiuTh BCce KOMMEHTApUH B IOKyMEHTe, BBIIIOJIHUTE CJIeIyIolre JeCTBHUS:
1. Ha naHenu MHCTPYMEHTOB, B pa3jiesie PelleH3upoBaHue HA)KMUTe Ha CTPEJIKY CIpaBa OT
KHOIIKU ﬁ (Ymanuts kommenTapuii) (cM. Pucynok 302).

2. B BbImajaroleM crvcke BbibepuTe NyHKT Y JaJIUTh BCe KOMMEHTapHH.

YroOBl ylanuTh OTBET, BLIIIOJIHUATE CIleyoliye JeHCTBUS:
1. HaBemure Ha OTBeT KypCOp MBIIIM WA BbIOEpUTe IIeNIOYKY C OTBETOM OJIHUM W3
CJIeTyIOIIUX CIIOCOOOB:
— IlenxHuTe MBIIIBIO 110 JTI060MY MeCTY I[elIOYKH.
— IlepeiiauTe K I€NOYKe C MOMOIIBIO KHOMOK (=) (Cnenyromee ucrnpaBjieHHe WM
KOMMEHTapHui) u ® (IIpenpigymiee wucHpaBjieHHe HJIHM KOMMEHTapHi),
pacIloyIOKeHHBIX Ha I[IaHejld MHCTPYMEHTOB, B pasfieie PeneHsupoBaHue

(cMm. Pucynok 304).

Bug O6wwi goctyn Hagctpodkw  Cnpaeka

é : ™ hd |ZTI w X0 Thames w
& Yv|® 3 - K K Y4 AB T
PELEHIMPOBAHWE WpndT

Pucynok 304 — Knomku nepemeltieHust MeXXIy KOMMEHTapUsSIMU

— FEcmm xypcop ycTaHOBleH Ha IaHeJIM pelleH3WpOBaHMsl, IlepeiiuTe K IlelloYKe C

IIOMOIIIBIO KJIABUIII KJIaBUATYyphl | U 1.
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2. B mpaBoMm BepxHem yriay TpebOyemMoro oTBeTa HaXkMuTe KHONKy W (YIaauTs)

(cm. Pucynok 305).

W R R m e e Anexcangp CmupHos s B
K TEeKCTY MOXKHO no0aBIATh KD)‘L\'IE‘HTEI[JHH[ Cerogps, 16:24
KommeHTapwi.
Enena CmuproBa &

Cerogna, 17:16

@IP

OTBET Ha KOMMEHTAaPKIA,

Pucynok 305 — Y nanenue orsera

4.12.3 AynnoxoMMeHTapHuH

B Tekyrieil BepcMH IOCTYIHO MpPOCTyIIMBaHHE ayJUOKOMMEHTapueB, [100aBJIEHHBIX C
MIOMOIIIbI0 MObWIbHOTO nprioxeHus «MoiOduc JlokymMeHTbD».
YtoObl TpoCTylIaTh ayJUOKOMMEHTapuH, IIeJIKHUTe II0 KHOIKe AyJIHOKOMMEeHTapHil

Ha IaHeJu pelieH3upoBaHus (cM. Pucynok 306).

Ekaterina, Cerogua, 17:35
K TEKCTY MOXKHO O00aB/fTh AYIHOKOMMEHTADHM C TIOMOIIERO

MOOMALHOTO TpHAoXKeHHd « MoiOHC [10KyMEHTRI». AyAMOKOMMEHTapHi

Pucynok 306 — AyirokoMMeHTapui

Knomnka npeo6pa3uTcs B 1jieep, U HAYHETCsl BOCIIpou3BeieHre 3anucH (cMm. Pucynok 307).

[Ipu penmakTUpoBaHUK HOKYMeHTa BOCIIPOM3BelleHHe ayJJMOKOMMeHTapus He IpepbIBaeTcs.
Ecnu TpebyeTcss OCTaHOBUTH BOCIIpOM3BelleHHe, HakMuTe Ha KHomnKy Il (IIay3a) Ha maHenu
pelleH3UpOBaHUs WIK B CTPOKE COCTOSTHUSI.

Y106l BO30OHOBUTHL BOCIIpOM3Be[leHHWe, HaXXMUTe Ha kHONKy P (CiaymiaTh) Ha maHenu

peneHn3npoBaHUs UIN B CTPOKe COCTOSIHUS.
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JlJisi IepeMOTKH 3alMCH BIlepejl WM Ha3aJl IIeJKHUTEe MBIIIbI0 [0 Tpebyemol OTMeTKe

IIKaJIbl BOCIIPOU3BENEHWA Ha IIdHEJIM pelleH3UPOBAHU .

K TekcTy MOXHO [J0OOABMAATL aAyIHOKOMMEHTapHH C IOMOILBIO
MOGHIEHOro npunoxedHs « MoiOduc [1oKyMeHTED. [17] e 00:11

E MpocaywneaHmne = ® + 100% v

Pucynoxk 307 — IIpociyiiBanue ayuoOKOMMeHTapUst

Ay,III/IOKOMMeHTapI/II/I MOXXHO BbIp€3dTb, KOIIMPOBATbL, BCTABJIATbL W YAAJIATH AHAJIOTUYHO

TEKCTOBBIM KOMMeHTapusM (cM. pasnensl 4.12.2.7 v 4.12.2.8).

4.12.4 CpaBHeHHe JOKyMEHTOB

C nomomipio npunoxenus: «MoitOduc TekcT» MOXHO CPaBHUTH pa3Hble BepCUM OQHOTO U
TOro e TekcToBoro ¢arna. [lognepxxuBaercst cpaBHeHHe JokyMeHTOB B dopmarax DOCX, ODT,
XODT.

[Ipu cpaBHeHUYU 0TOOpaXKaIOTCS Clleflylolie U3MeHeH s, BHECeHHbIe B JOKYMEHT:

— JobaByieHHbIe U y/iaJieHHbIe pparMeHThl TEeKCTa;

— ,E[O6aBJ'IeHHbIe, YAaJleHHble 1 OTPpeJaKTUPOBAHHLbIE Ta6J'[I/ILIbI.

CpaBHeHHMIO He TIOJIJIeXXaT:

— OrJIaBJIeHUE;

—  COfiep>KUMOe KOJIOHTUTYJIOB;

— un30bpaxeHus;

— CHOCKH;

— TEeKCTOBBIEe U ay/IMOKOMMEHTapUH;

— Ppa3pbIBbI CTPAHUII U Pa3pbIBbI Pa3flesioB;

— ¢dopmarrpoBaHue TeKCTa 1 ab3ara.

,HEIHHBIE SJIEMEHThI U1 CBOMCTBA IIepeHOoCATCAa U3 CpElBHHBElEMOfI KOITMU NOKYMeEHTa B Cl)aflﬂ

CpaBHeHUs 6e3 U3MeHeHHUH.
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Iy cpaBHEHMSI TOKYMEHTOB BBITTOJTHUTE CJIEAYIOIIHe TeiCTBUS:

1. OrtkpoiiTe TOKyMeHT, KOTOPBIA HY>KHO CPaBHUTD C UCXOTHBIM.

2. Ykaxure HCXOAHBIA JOKyMeHT. [ljis 3Toro BbiOepuTe MyHKT KOMAHIHOTO MEHIO
Hucrpymenrsr > CpaBHHTBH C... (0era) (cM. PucyHok 308) u B okHe ¢aiioBoro

MeHeJ[kepa BeiOepuTe TpeOyeMbli (aiill.

WHetpymedtsr Bug  OBwwi goctyn  Hagetpoikw
OrobpaxeHne MCNPABNEHWA W KOMMEHTAPWEE  #
Mpaecnucadwe r

Hactpaweaemmii cioeaps
MzmeHWTE A3HIK...

PepakTop MakpokomaHg

CpaeHuTe C... (Beta)

Pucynoxk 308 — Ilynkt komangHOoro MeHi0o CpaBHHTS C... (0era)

B HOBOM OKHe chopmupyeTcs JOKyMeHT C pe3yJibTaTaMu cpaBHeHUs (cM. Pucynok 309).

fo6aeneno " ConHeuHoi cucTems”
B Tabnuue Huxe AnA cpaBHeHHA NPEACTABIEHO PACCTOAHHE MIaHeT oT
Connua. foBaeaeHo " ueHTpaneHo# ee3g0 —"
Hazsanne nnaneTsr Paccrosuue or Connna, Mas. kKM
Mepxypuit 58
Benepa 108
3emnsa 150
Mapc 228
Hazpauue mnaneTsr PaccrosHie 0T cOMTHIIA, MIIH. KM
Mepkypuit 60
Benepa 110
3emns 150
Mapc 230

Pucynok 309 — Pe3ynbTaT cpaBHeHUs IOKYMEHTOB

B manHom pokymeHTe:

— ,[[O6aBJ'IeHHbIe " yidJieHHbIe q)paI‘MEHTbI TeKCTa 0To6pa>1<a}0Tc;[ B pexxume OT06pa)KEHI/I$I

vcrnpasiieHu#t (cM. pazzen 4.12.1);
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— Kaxmas TabmuIia, B COAEPXKHMOe WM CTPYKTYpy KOTOPOM BHECEHBI WCIIPaBJIEHUS,
oToOpakaeTcst B BUJie ABYX TaOJIUIl: OAHOU yAajieHHOM (OTMedyeHa KpacHBIM IIBETOM) U
OJTHOM 100aBIeHHOM (OTMedeHa 3eJIeHbIM IIBeTOM);

— nobaBiieHHbIe TaOJIUITBI BHIIENSIFOTCS 3eJIEHBIM I[BETOM;

— yHOaJieHHbIe Ta6J'II/II_[I)I BBIIEIIAIOTCA KPACHBIM IIBETOM.

Pabora c JOKYMEHTOM, KOTOprﬁ COJEep’XUT pe3yJjibTaTbl CPAaBHEHHW, OCYIIEeCTBJIIETCSH

AQHAJIOTUYHO paboTe C OOBIYHBIM JIOKYMEHTOM.
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4.13 PabOora B o0s1ake

@yHKkIMKU paboThl B 00jlake U COBMECTHOTO peJJaKTHPOBAHMSI JOCTYIIHBI IPU HAJTUYUU

cepBepHoi yactu «MoOduc ITpodeccronanbubiiny / « MorOduc YactHoe O61aK0».

Pabota B obsake npefocTaBiisieT CiieAyroIre BO3MOXXHOCTHU:
— CO3/laHhe ¥ COBMECTHOe peJlaKTMpPOBaHWe TeKCTOBbIX ¢aisioB B ¢opmare XODT
OJTHOBPEMEHHO C JIPYTYUMH TI0JIb30BaTeJISIMH;
— 3arpysky, XpaHeHHe U CKauyMBaHUe GailyioB CIIeAYIONIUX TUIIOB:
— apXuBHBIE HaMITHI,
— TeKCTOBbIe (halJIbI,
— DJIeKTPOHHBIE TaOJIUIIHI,
— PDF-darinsi,
— TIpe3eHTAllWH,
— 11a0JIOHHI,
— wu3obpakeHHs,

— aynuo- u Bujeodaiibl.

HHSI Ha4daia pa60TbI C 0bOJIaYHBIM XPpaHWJIUILEM I10JIb30BaTeIt0 HQO6XOJII/IMO dBTOPHU30BATbCA

B obsake (cM. paszmen 4.13.1).

[Ipu pabote B obiake 1oIb30BaTeNO JOCTYIIHBI ciieiytolire nanku (cM. Pucynok 310):

B MoiOdme Tekcr - m} *

& Mowm LOKYMEHTEI
MoK BOKYMEHTEI

& JoctynHele MHe
i Mma Tt Pasmep [ata n3MeHeHns
= OBwwre nankmn

E OtmeueHHbie a Hoewlid gokymeHT.xodt 713 kB 17.08.2023
@ HeaasHre gokyMeHTH

| KopawHa

WA daina: | HoewlA gokymeHT.xodt TekcTopwll AokyMeHT ("xodt) ¥

CozpaTte nanky Cospate dain m OTtmena

Pucynok 310 — ObnayHoe xpaHWIHiie
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— Mou q0KyMeHTHI — NANKK U ¢aiiiibl, co3maHHble (CM. pasfen 4.13.4) uinm 3arpykeHHbIe
(cM. paznen 4.13.5) nonb3oBaTeieM;

— JlocTynmHble MHe — TIaNKu U (aiiiibl, K KOTOPBIM TOJIh30BATeNI0 MPeI0CTaB/IeH JOCTYII
(c™m. paznen 4.13.9.1);

— OOmme mamkM — TMankud U Gaiabl, OOIIMe IS OJTHON/HEeCKOJbKUX TPYIMI WM BCeX
COTPYIHUKOB KOMIIaHUH;

— OTMeudeHHBIE — IANKU U (l)aflﬂbl, OTMeYeHHEIe I10JIb30BaTe/IeM KdK Bd’>XKHEbIe,;

OTMeTka 0 BaOXKHOCTH ITAIKH WJIH (l)aﬁna MOXXeT OBbIThb YCTaHOBJIEHA TOJIBKO C

nomoIipio Beb-npunoxenust « MoiOduc JlokyMeHTb».

— HenaBHHe JOKYMEHTBI — CITMCOK IOCJIEIHUX JAOKYMEHTOB, KOTOpbIe TOJIh30BaTellb
OTKpBIBaJI U3 obaka (cM. paszen 4.13.2);

— Kop3una — daiissl, yaaneHHbIe mob3oBatesieM (cM. pasen 4.13.7).

Ecm XODT-datin, pacnonoxeHHBId B oOjake, OJHOBPeMEHHO C IIOJIb30BaTresieM
OTKPBIBAIOT ISl peJaKTUPOBaHUs Apyrve y4acTHUKU, TO UX aBaTapbl OTOOPaXKaroTCs HAa OOKOBOM
naHenu (cMm. Pucynok 311). [lpy HaBemeHnn Kypcopa MBIIIM Ha aBarap YdyaCTHHKA BO
BCIUTBIBAIOIIIEH TIOJICKAa3Ke 0TOOpakatoTCsl ero UMs U GaMuIus.

H3MeHeHHs, KOTOpbIe Y4aCTHUKHU BHOCST B JJOKYMEHT, OTOOpaXkatoTCsl B peXXrMe peasbHOro

BpEMeHH.

\=d Hoseiid gokymentxodt - MoiiOduc — O *

Qain  [paeka Bcraeka @opmar  WHcTpymente  Bwg  OBwmi goctyn  Hagctpoikn  Cnpaeka

n B X 0O By & Aa It
NobaeuTe LE;] w A Q

WMibpatHoe Paian Mpaska W padT Ab3al CTraa BeTaska -~

«MoHOguc TexcT» — pefakTop nnd ObICTPOro W YOOOHOTD CO30AHHA H
(QOpPMaTHPOBaHHA TeKCTOBBIX JOKYMEHTOB mMoOO0H CI0KHOCTH Ha OMNepalMOHHBIX
cucremax Linux, Windows u macOS,|

Crpaniua 1 m3 1 @ Ecre nogkmouenve  ¢@ Pegaktupogatie - o + W% v

Pucynok 311 — CoBMecTHOe peJlakTUpPOBaHUe
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4.13.1 BoiiTu B 00/1aK0

YT0o6BI aBTOPM30BaTHCS B 0OJIaKe, BBIIOJIHUTE CJIeIyIole 1eHCTBUS:
1. Bribepute myHKT koMaHgHOro MeHio daitn > Pabora B obsake > Boiitu B 00s1aKk0

(cMm. Pucynok 312).

Main  [lpaeka Beraeka @opuat  Weotpymedto Bug OB goctyn

(9 Cosaams mikd é X0 Thames
Co3aath no wabnoHy...
& X K 4
[ Ormepoite.. Cirl=0
WpudT
OTkpoiTe B 0Bnake... Ctrl+Shift=Q |
HenaeHue gokymeHTsl L4
Pabota & obnake » Boit B obnako...
_ CravaTb..,
= Coxpanuts Ctrl+5
Jarpy3uTe dain...
CoxpaHnTb Kak... F12

Pucynok 312 — KomanaHoe meHio Paiin

2. B okne BoiiTu B 00s1ako (cM. PrucyHok 313) BBeuTe naHHbBIe /171 aBTOPU3AIIHH:

Boiti B oBnako... >

Naorwx:

| hame.surname@domain.mm

Mapoas:

]

Cepeep:

BoiTtK OTmena

Pucynok 313 — OxHo BoiiTu B 00/1aK0
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— JlormH — afpec 371eKTPOHHOM TIOYTHI, YKa3aHHbIM TpH perrctparun B [10 «MoitOdwucy.
— Ilapoas — naposb, yKa3aHHbIl 11py peructpaiuu B [10 « MoitOducy.
— CepBep — afpec cepBepa Ballleil OpraHu3alyu. 3anoJHsIeTCs aBTOMaTUYeCKH.

3. Haxmwure kHOTIKY BoiiTH.

[Ipy NOBTOPHOM OTKPBITUM TIPWJIOXKEHHWS aBTOpU3aIMsi B OOJIake OCYIIeCTBIISIeTCs
aBTOMATUYeCKHA IPU YCJIOBUM, YTO JaHHbIE II0JIb30BaTessl JeHCTBUTENIbHBI U JOCTYIIeH cepBep

ayTeHTH(UKAIIUH.

4.13.2 OTkpHITH Qaiin

[Tocne aBTOpM3anMM MOXHO OTKpBIBaTb U paborath c ¢aiimamu B ¢opmare XODT,
XPaHSIIMMUCS B 00J1ake OpraHU3alyu.

Yro0bl OTKPBITH daiiil, pa3MellleHHbIN B 00J1aKe, BHIIIOJIHUTE CIle/lyIollye 1eHCTBUSL:

1. Boibepure myHKT KOMaHAHOTO MeHIO Paitn > OTKPHITH B obsiake (cM. PucyHok 314)

v HaxkmuTe codetanue kiapuin Ctrl+Shift+0 / TShift+Cmd+O.

Daitn  [lpaeka Beraeka @opumar  MHcTpymedTs

D Cozgate Ctrl+M

CozaaTe no wabnohy...

=  OrkpoiTe... Ctrl+0
OTkpwiTe B oBaake... Ctrl=5Shift+0

Pucynok 314 — KomanaHoe mento Paiin

2. B oksHe mnpoBojgHMKa oOiauyHOro xpaHwnuma (cMm. PucyHok 315) crneBa BeiOepute
paszies1, B KOTOPOM HaxOOUTCsl TpeOyeMbli ¢aii.

3. Beimenure datin.

Ecm ABtop win Biapenen BweiOpaHHOro ¢aiyia yAajleH W3 CHUCTEeMBbI
aJJMUHUCTPATOPOM, TO CIIpaBa OT ero HMeHU OToOpakaeTcsi OTMeTKa
(HeakTHBeH). VYaneHWe NOJb30BaTelss He BIMSET Ha YPOBHU MAOCTyNa K
IOKyMeHTy, KOTOpble OH IpeJOCTaBWI JIpyIMM II0JIb30BaTeJsiIM paHee

(c™m. paznen 4.13.9.1).

4. Haxwmwure xkHonky OK.
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B MoitOdmc Teker
&5 Mowm LOKYMEHTEI

Mowu gokymeHThl
== JoctynHele MHe

i MmA *  Pazmep faTa M3MeHeHNA
B os

LWWe nankm
E Ormeuentuie a Hoewlid gokymenT.xodt T3 kB 17.08.2023

(O HenasHve gokymeHTbI

|| KopauHa

Vima daiina: | Hoewlid gokymeHT.xodt TekcToBbIA gokyMeHT (*xodt) ¥

Co3paTe nanky Cozpate daiin “ OTmeHa

Pucynok 315 — [IpoBogHuK 061a4HOT0 XpaHWIHUIIA

dait1 OTKPOEeTCSI B HOBOM OKHE.
Ecmn nns paborel BbiOpaH aiil, CO3/[aHHBIM JPYrMM II0JIb30BaTresieM, TO B CTpOKe
COCTOSIHMSI OTOOpakaeTcsl IIpe/lOCTaBJIeHHbIM aBTOPOM JIOKyMeHTa ypoBeHb fjoctyna: IIpocmoTp,

PenakTupoBanue wiu Ynpasienue (cM. paznen 4.13.9). [Ipumep npesicraBieH Ha pucyHke 316.

\od Hoeeiit gokymenT.xodt - MoiOduc - O X

@aiin  [Mpaeka Bcraeka @Qopmat  WHotpymedtm  Bug  OGwwid goctyn Hagctpoiikw  Cnpaeka

+ v YD B v &~ | xOThames |v| |14 [v| A7 AF Tr
loBasnTs = 9 C & K K Y - ﬁ v £~
WM3GpanHoe Dainn Mpaeka WpudT AB3au Crinm BecraBka ~
~
Q
MoiiO¢uc Texct

«MofiOduc Terct» obecmeumBaeT vmoDHoe ®H  OBICTpOE CO3TAHHE JOKVMEHTOE C
HCIIONE30BAHHEM IIADIOHOE, CTHIEH H cpedcTE GOPMATHPOBAHHA TekcTa. PYHKIIHH COBMECTHOTO
PeNAKTHPORAHHA 0D ecnedHBa0T 3¢ HEeKTHEHYIO COEMECTHYIO PaboTy COTPYIHHKOB.

CrpanHuua 1 13 1 © Ects noaknoueHne | & PenaktupoeaHme | - ® + 100% v

Pucynok 316 — YpoBeHns fnocryma

B pexxume mpocMoTpa He JOMycKaeTcsl BHOCUTh M3MeHeHHs B JIOKyMEeHT W HU3MeHSTb ero
¢dopmarvpoBanue. Ilpy HEOOXOOMMOCTHM MOXHO CO3[aTh pelaKTUPyeMyl0 KOIHUIO JIaHHOI'O
JIOKyMeHTa. [IJi1 3TOro Ha maHeJd WHCTPYMEHTOB HaXXMHUTe KHONKY PegakTupoBaTh KONHI0 B

obnaxke (cM. Pucynok 317).
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o Hoseiii gokyment.xodt - MoiOdinc - O X

@ain [paska Bcraska Qopmat  Whctpymentor  Bug  OBwwi goctyn  Hagctpoiikw  Cnpaska

% b ﬂ,OKyMEHT AOCTYNEeH TOABKD ANA NpOCMOTRa |PE',ﬂaKTMfJOBaTb KOMWHKD B ofmaKe|

~

Q

Pucynok 317 — Knonka PemakTHpoBaTh KOIHI0

Komus nokymeHTa co3pmaercs B Manke OOJIAYHOTO XpaHWIUIA MOH [IOKYMEHTBI
(cM. Pucynok 315). ABTroMaTthuecky e mpucBauBaercs uMs Komms - <umsa opuruHana (n)>, rje
(n) — Homep komwmu. [Tpy CO3maHMM KONMM OPUTHHAJ JOKyMEHTa aBTOMAaTHYeCKU 3aKpPBhIBAeTCS U
OTKPbIBAETCA KOIIWA JOKYMEHTa.

B pexume penakThpoBaHUs W yHpaBiieHUs paboTa C JIOKYMEHTOM OCYIIeCTBJISIeTCS B
obbryHOM TOpsifike. Bce n3meHeHus:, BHOCHMbIe B aijl, aBTOMAaTUYeCKH COXPAHSIOTCS B 00JaKo.

HOHOJ’IHHTEJ’IBHO COXPAHSATD IIPABKH HE HY>XXHO.

B pexxriMax npocMoTpa, peJakTUPOBaHKs U yIIPaBJleHUs JOKyMeHTOM HeIOCTYIIHA 3allUCh
W TPOCMOTP ucmpaBieHud (cMm. pasgen 4.12.1). Pexxum oTobpakeHHs HCIpaBIeHUH

JOCTYIIEH TOJIKO aBTOPY JJOKYMEHTa.

Ecmu ¢ mokymMeHTOM [IONIT0 He BBITIOMHSIETCS HUKAKUX JIEWCTBUM, TO CeaHC paboThl ¢ HUM
aBTOMAaTW4eCcKy 3aBepiaeTcs. Ha skpaH BeIBOIUTCS AuanoroBoe okHO (cM. PucyHok 318), ¢ momoripio
KOTOPOTO MOXXHO HayaTh HOBBIN CEaHC pabOThI C 3THIM JIOKyMEHTOM WM BBIOPATh /it paboTHI IpyToi

JOKYMEHT. Ecmm TPE6YET Cs 3aKPBITh JIOKYMEHT, HA’KMMTE B THAJIOTOBOM OKHE KHOIIKY .

Balu ceaHc pejakTUpOBaHWA 33BEPLUEH *

o Baw ceaHc peAaKTUpOBaHKWA
3aBeplueH

CeaHc Gbin 3aBeplueH, Tak KakK Bel 4OAT0S BPEMA He
ELINOAHANN HUKAKWY ZelcTBriA, YTobsl npogonsmTe
pefakTUpoBaHWe, oTKpoiTe ¢ain 3aHoeo,

OTKpbITh 3aHOBO BuibpaTte gpyroi dain...

Pucynok 318 — JluanoroBoe okHO
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4.13.3 Co3pars JoKaJbHYI0 Konuio ¢aiina

Jlnst 3auThl OT MOTepy JIaHHBIX IpU paboTe B oOjake IMpeqyCcMOTpeHa BO3MOXKHOCThb
CO37aHUsl JIOKaJIbHOU KOIUU peJlakThUpyemMoro dara.

Ecmm nipu pabote ¢ daiioM, pacrosiokeHHbIM B obJlake, BO3HUKaeT OIMMOKa (Hampumep,
IpepbIBaeTcsl COefUHEHWe C CepBepoM), Ha OKpaH BBIBOJUTCS JAMAJIOTOBOe OKHO, KOTOpoe
MPeI0CTaBIIsIeT BO3MOXKHOCTb COXPaHUTD JIOKAIbHYO KOO ¢atiia (mpumep cM. Ha Pucynke 319).

Haxxmure B AdHHOM OKHe KHOIIKY C03lIaTI: JIOKQJIBHYI0 KOITHI0.

BHumMaHne! *

Baww mameHeHua B daline "HoBbli
AokymeHT.xodt" He BblnW coxpaHeHkl B
obnake.

XoTuTe CcoXpaHWTb NOKaNbHYH KOMWKD
daiina?

Ca

Co3aaTh NOKANEHYH KOMWHD He coxpaHaTe OTMEHWTL

Pucynoxk 319 — JluanoroBoe okHO

B orkpeiBieMcsi OkHe (ailyioBOro MeHe/kepa YKakWTe IAIKy, B KOTOPYIO CllefyeT
COXPaHUTh a1, UM U TUMI Paiiia U HaKMUTe KHOIIKY CoXpaHHTh.

Kpowme Toro, jokanbHyto Konuio daiiia B 1060 MOMEHT BpeMeHHU MOXKHO CO3/1aTh BPYUHYIO.

J1J1s1 3TOTO BBINIOJIHUTE CIIe[lytoIlire IeHCTBUSL:

1. Bribepure nyHKT KomaHaHOoro MeHio Paiin > Co3gaTh JI0KAJIbHYH KOIIHIO
(cM. Pucynok 320).

2. B orkpeiBileMcs: okHe (aiIoBOrO MeHepKepa YKaXKUTe IallKy, B KOTOPYIO CileflyeTr
COXPaHUTD (aiiy, uMs U TAN daia.

3. Haxwmwurte kHOnKy COXpaHHUTB.

4.13.4 Co3partp nanky uim ¢pain

[Tanku 1 daibl MOXXHO CO3/1aBaTh B 00JIake HANpsMYto U3 npusioxeHus: «MonOduc TekcTy.
YTo6b! co3/1aTh NANKy WK ¢aiil, BBIIIOJIHUTE CleyIolIye JeHCTBUS:
1. Bribepure nyHKT koMaHgHOro MeHi0 ®aiin > OTKpBITH B 00iake (cM. PucyHok 320)

W HakmuTe codetanue kiasuin Ctrl+Shift+0 / TShift+2Cmd+0O.
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Daitn  [lpaeka Beraeka @opumar  MHcTpymedTs

[ Cosgate Ctrl+N

Cozgate no wabaony...

[~ OTkpoiTe.. Ctrl+0
Otkpwite B 0Bnake... Ctrl+5hift+0
HegaeHwe oKy MeHTsl L4
PaGoTa B obnake ¢
ABTOBOCCTAHOBNEHWE ¢

Co3aath NOKAABHYID KOTWHD...

Pucynok 320 — KomanaHoe meHio Paiin

2. B npoBonHuke obsayHoro xpanuinuinia (cM. Pucynok 321) Boibepute pasfen, B KOTOPOM

TpebyeTcsl CO3/1aTh MAINKy WK Qaill.

[Manku u ¢aiyibl MOXKHO CO3/laBaTh B pasfieiie Mo JOKYMEHThI U B 0OIIMX

MarKax, JOCTYIIHBIX Ui peJaKTUPOBAHUA.

3. Urobbl co3maTh manky, HakmuTe kHONKY Cosmars manky. YTtobbl co3math daiin,

HakmuTe kHOIIKy Co3marsh ¢aiin.

B MoiiOduc Teker - O X

9 Mow AOKYMEHTEI
Mon LoKymMeHTkl

o JocTynHele MHe

E Obuwve nanku s *  Pazmep [NaTa U3MEeHEeHKS
E OtmeuenHbie a HoBblid AokymeHT.xodt 7.13 kB 17.08.2023
(9 HegaeHue LOKYMEHTBI
| Kop3awHa
WA daina: | Hoeelid gokymeHT xodt TekcroBbli AokymMeHT (*.xodt) ¥

Co3iaTe Nanky Cozgate dain “ OTmMmeHa

Pucynoxk 321 — IlpoBogHMK 06/1a4HOTO XpPaHWIHIIA
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4. B otkpsiBIIeMcs okHe (cM. PucyHok 322) BBeuTe UMSs MAnKd WK Gaiyia U HAXKMUTe
kHonky OK.

Hoewlii daiin 6 obnake >

KA dalina:

X

Pucynok 322 — OxHo co3nanus ¢ariina

Wms nanky/aiina T0IDKHO yA0BIETBOPSTH ClIeAYIOIIUM TpeOOBaHUIM:

— IUIiHA — 00 255 CUMBOJIOB;

IOMYCTUMBIE CUMBOJIBL: «~», « », «, «@», «#», «S», «%o», «™», «&», «(», «)», « »,
W, M, €=, «{», «I», «[», «]», G, <D, €, €

HeaOOoIlyCTUMbIe CUMBOJIbI: «.» B Ha4YdJle UMEHH.

B BbiOpaHHOM mamnke oTOOpa3UTCsl HOBasl BIOXKeHHas manka/daisi. HoBble daitnbl Bcerga
coznatotcs B popmate XODT.

YTo6b!I BBIMTH U3 OKHA POBOJHKKA (cM. PucyHok 321), HaxkmuTe kHOnKy OK.

4.13.5 3arpysurs ¢aiin

B ob6nauHoe XpaHWIHMIIle MOXHO 3arpyaTb TeKCTOBble, ay/iuO, BUIe0 U JIpyrve TUIIbI

¢aiinos. [Ipu 3arpyske MOXXHO BbIOMpaTh TOJIBKO OTAeNIbHbIe (aiisibl, 3arpy3ka Hamnok c ¢aiamu

He JOITyCKaeTCs.

MakcuManbHO JONYCTUMBIM pa3Mep 3arpy3kyd ¢ailyioB KOHGUIYpPUpYeTCsl Ha cepBepe.

[Tpy BO3HMKHOBEHUU OMIMOKY, CBSI3aHHOM C IIpeBbIIIeHHbIM pa3MepoM ¢aiiia, obpatuTech

K CUCTeMHOMY aJIMUHUCTPATOpy.
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YT00BI 3arpy3uTh B 00JIaKO OJIVH MJI HECKOJIBKO (paiiyioB, BBIIOJIHUTE CIIEYIOIIHe IeHCTBHSL:
1. Bribepute myHKT koMaHaHOro MeHio Paiin > Pabora B ob0sake > 3arpy3ursb ¢aiin

(cM. PucyHnok 323).

®aiin  [paeka Beraeka Qopmar  WHorpymedtsr Bug  OBwwi goctyn

[M Coszpate Ctrl+N A

X0 Thames
Coznate no wabnony...
& X K 4
& Otepoite... Ctrl+0
WpndT
OTkpoiTe B oBnake... Ctrl=5Shift+0
HegaeHwe gokymeHTH L4
PaGoTa e oGaake r Boiiiti u3 obnaka..
_ Crauatk...
5 Coxpanute Ctrl+S
3arpyzute daiin...
CoxpaHWTE Kak.. F12 .

Pucynok 323 — Komananoe mMeno dPaiin

2. B oTkpeiBiieMcsi okHe ¢$aisioBoro MeHemkepa BbibepuTe ¢aiiiibl, KOTOpble TpebyeTcs
n00aBUThH B 061aUHOE XpaHWIHIIIE.

3. HaxmuTe KHONIKY 3arpy3HThb.

3arpy3ka ¢aiioB He OjokupyeT paboTy B rnpuioxkeHUd. OKHO, B KOTOPOM OTOOpaXkaeTcs

WH/IMKATOp 3arpy3ku (cM. PucyHok 324), MOXXHO CBEpHYTb, YTOOBI OHO He Mellajio JiadbHenIen

pabore.
o4 arpyska daiina — ot
Jarpyzka MolOdwe.docx... 32.8%
.

Pucynok 324 — 3arpyska ¢aiina

Bribpannble ¢ainpl 10 YMOJIYAHUIO 3arpy’karoTCsl B KOPHEBYIO IAlKy 06Ja4HOro
xpaHunvia Mou JOKyMeHTBI.
Yrob6s! yBULETh BCe ¢aiibl, XpaHslyecss B 00ake, MOXXHO BOCIIOJIb30BaThCSl PYHKIUeH

ckaurBanus. [lonpobnee cm. B pasnene 4.13.6.
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4.13.6 CxauaTh manky wim ¢paii

[Tanku ¥ daiibl MOXXHO CKauMBaTh M3 0b6JIaKa Ha KOMITbIOTep.

YToObI cKkavaTh ManKy WK daiil, BLIOTHUTE CIeyIoIe TeHCTBUS:

1. Boeibeputre nyHKT KoMaHaHOro MeHio Paiin > Pabora B obOmake > Ckadathb
(cm. Pucynok 323).

2. B oxue mpoBomHuka (cM. PucyHok 325) cneBa BbiOepuTe pasjesl, B KOTOPOM
pacrionoxeHa Tpebyemass manka wid ¢ain. CropaBa O0TOOPa3UTCS COJEPXKHUMOe

BbIOpaHHOIO pa3zera.

B MoiiOdnc Tekcr — O >

5 Mow LOKYMEHTBI
Mow gokyMeHThl

== JlocTynHele MHe

) lma T Paimep [ata nEmMeHeHuA
B3 06wue nanku : :
E OrmeuenHsie Hoeana npeseHTaumna.xodp 11.33 kB 17.08.2023
f‘f:J HegaeHwe qokyMeHTEI ﬁ Hoeas tabnvuaxods 6.74 kB 17.08.2023
| KopauHa a Hoeeiil gokymenT.xodt 713 kB 17.08.2023
VA daiina: | Hoewlid gokymenT.xodt Bce dains v
Myte: | Ch\Users\User\Downloads >

OTKF}I:ITI: nocne 3ageplleHnn

Pucynoxk 325 — IIpoBogHMK 06/1a4HOTO XpaHUIIUIIA

3. Ecm copepxumoe pasnena Tpebyercss ¢GuIbTpOBaTh IO TUILY, pPa3BepHUTe
BbIMafatonuii cnucok Bce d¢aiibl U Bbibepute THI GANMIOB, KOTOPBIM Cliefyer

oTobpaxaTh B pasfiene.
4. Broienute nanky win ¢ais, KOTOPIM TpebyeTcs: ckadyaTh U3 obJaka.
5. B none IIyTh ykaxyTe Hanky Jyisi COXpaHeHUs! BBIOPAaHHOM MaIKU Wik ¢aiia.

6. Ecnu BbiOpaHHBINM ¢aiin TpeOyeTcss OTKPBITH II0CJIe CKAaYWBaHUS, MOCTaBbTe (IIaXKOK
OTKpHITH NOCTIe 3aBepIIeHus.

7. Haxwmure kHonky OK.

Ecnu B noste IlyThb yka3aH HeKOpPpeKTHBIH Iy Th K narnke, kHonka OK HepocTymHa.
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Ecm nns ckaunBaHus BbIOpaHa TMamka, TO OHa 3arpykaercs B Bume ZIP-apxusa.

PacnaKyﬁTe dPXHUB C IIOMOIIIBIO YCTHHOBHEHHOﬁ Ha KOMIIbIOTepe NMpOorpdMMBI-dPXWUBATOPAd.

4.13.7 Y panmuts ¢aiin

Vnaanute ¢dain u3 06J1a4HOT0 XpaHWIMILA MOXKeT TOJIbKO aBTOP WM Biafiesiel] JaHHOTO
daitna.

ABTOp — 3TO MOJIB30BaTENb, KOTOPBIM CO3/1aJl AaHHbINA dail. Biagesnen daiisa — 3T0 aBTOp
TaMKW, B KOTOPOW HAaXOJUTCSI CO3[aHHbIN (aiil.

Eciu aBTOp co3man ¢aiinm B cBoell manke, TO OH SIBJISIETCS OJJHOBPEMEHHO BIIafieliblieM
¢daina. Ecny aBTOp co3mait ¢aiil B narnke, KOTOPYO CO3[aJl IPYTOM MOJIb30BaTeslb, TO OH SIBJISIETCS
TOJIbKO aBTOPOM M He sBJIsieTCs BiajeiblleM ¢aivia. B nocnegHeM ciydae BiazesiblieM daiia
SIBJISIETCSI aBTOP TAMKH, B KOTOPOW HAXOAUTCSI CO3MAHHbBIN (alil.

Yto0b! yianuth $aiis, XpaHsIUHCS B 00/1ake, BHIIOIHUTE CIIeAYIOIe 1eACTBUS:

1. Boibepure myHkT koMmaHaHOro MeHio Paiin > OTKpHITH B oOsake wm Paiin >

Pabora B oosiake > Ckavars (cM. Pucynok 323).
2. B npoBopHuKe 0671aUHOTO XPAaHWIHIIA IIEJIKHUTe 10 (aiiTy MpaBoy KHOMKOM MBI U

BBIIIOJIHUTE KOMaH/y KOHTEKCTHOTO MeHIO Y JaiauTh (cM. PucyHok 326).

B MonOdguc Tewer

5 Mow AoKyMEHTEI
MoK LoKyMEHTEI
r:3 JocTynHele MHe
= ~ lmA
OBwwe NnankK o Lo

Hoewl gokymMeHT.xodt L}

H  Ormeuendbie

(Y HepaeHne gokymeHThl

Pucynoxk 326 — Komanaa Y manurs

[Tocne ynanenus daiin nepemeiiiaercs B pasnei Kop3una.

Ecmm daiin HaxonuTcs B marnke, CO3JaHHOM JAPYTUM T0JIb30BaTesIeM, TO OH IepeMelaeTcst
B pasfen Kop3una Bnazenbila JaHHOM manku. Y aBTopa B paszeiie Kop3umna maHHBIN

¢daiist He oToOpaXkaeTcs.
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[Tpu HeobxomuMocTH aim MoXHO BoccTaHOBUTH M3 Kopauusel (cM. paspen 4.13.8) wim

YAAJIUTb 663B03BpaTHO.

Y1o6bl 6e3BO3BpaTHO yIanuTh daii M3 00JIaYHOTO XPAHUJIUIIA, BBINOJIHUTE ClIelyIolre
IeUCTBUS:

1. B npoBomnuke ob6yavHOr0 XpaHuIHIa Beioepute pasnen Kopsuna (cm. Pucynok 327).

2. B cmrcke ¢ainoB pasfena meakHUTe 1Mo GaiiTy MpaBoOMd KHOIKOMW MBIIIM U BBITTOJTHUTE

KOMdHy KOHTEKCTHOI'O MEHIO YHaJII/ITL GQBBOBBpaTHO.

B ModOduwne Tekcr

<5 Mow AoKyMeHTb

KopzuHa
2 JocTynHele MHe
B 06uwme nanku A ¥panuTe Besso3BpaTHO
H - o (_» BocctaHoBWTe
F Otmeuentie OBBIA AOKYMEHT.XO

N

(Y HepaeHWe gokyMeHTHI

| KopawnHa

Pucynok 327 — Y nanenue ¢arina uz Kopsunsl

4.13.8 BoccranoBuTh nanky win ¢aiin

YT0o6BI BOCCTAaHOBUTH Nanky WK ¢paiint u3 Kop3auHsl, BHIIOIHUTE CIleiyIolye 1efCTBUS:

1. Ilepeiinure B pa3nen Kop3una (cM. PucyHnok 327).

2. llenkHWTe NpaBOM KHOIKOW MBIIK IO TpebyeMoH mnanke Wi ¢aiily U BBIIOJHUTE

KOMaHy KOHTEeKCTHOI'O MeHIO BoccranoBUTE.

Ecnu B KOPBHHE COJIeP’KUTCH I1allKa, TO MO>XHO BOCCTAHOBUTH KdK BCIO IIAIIKY C Cl)aflﬂaMH,

TaK KW OTOeJ/IbHbIe Cl)aP'IJIbI, KOTOpbIE COIEepXKaTCdad B JAHHOM TIIaIlKe. B obowux CJIy4asx

BOCCTAHOBJIEHHE BBIIIOJJIHAETCS B MCXOJJHOe MeCTOIIOJIOXKeHHe ITallIKH.
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4.13.9 HactpouTb 061uii gocryn Kk ¢aiimy

4.13.9.1 IIpenocraBuTh 001IHIT OCTYH K daiiry

[Tonb3oBaTenb MOXKeT MPeAOCTaBUThH APYTMM mojb3oBareiisM fgocTyn k XODT-daiinam,
KOTOpble OH co3fjal B oOOjauHOM XpaHwidie. JlocTyn mpefocTaBisieTcsl Jisi COBMEeCTHOTO
MIPOCMOTpa, peJJaKTUPOBAHHUS W/WIX yIIPaBJIeHUs IIPaBaMU JIOCTyTa K daiiiaM.

YT0o6BI HACTPOUTH OOIMH TOCTYH K (aiTy, BEIIOIHUTE CJIeyIole JeUCTBUS:

1. OrkporiTe daitn B ob1ake (cM. paznen 4.13.2).

2. Bpibepure mnyHKT KOMaHAHOro MeHo OOmmii mocryn > Hacrpouth nocTyn

(cM. Pucynok 328).

OBwWiA gocTyn  HagcTpoikw

HactpowTe goctyn

COTNpaenTe No No4Te..,

Pucynok 328 — Komangnoe menio O61uii JocTymn

3. B otkpsbiBiiemcst okHe (cM. PucyHok 329) ykaxkuTe mosib3oBaTesiei, KOTOpbIM TpebyeTcst
MPeJIOCTaBUTh JIOCTYI K aiily, OQHUM U3 CIIeAYIOUX CIIOCOOOB:
— Bpyunyio BBeuTe UM WIK afipecC JIeKTPOHHOW MOYTHI JJIsl KKIOTO M0JIb30BaTesIsl.

— Haxwmure kHOUIKY E (BpIOpaTh KOHTAKTBI) U B aJ[peCHOM KHUTE OTMEThTe

Cl)J'Ia)KKaMI/I KOHTAKTEI Tp€6yeMbIX MOJIb30BaTEJIeMH.

OBwmi goctyn K 'Hoewif gokymenT.xodt’ >

| a.ner;ca| et \ E MpocmoTtp g

@ AnekcaHgp CMUpHOE

JNobaBuTk

Pucynok 329 — Ilouck nonb3oBaresis

4. YxaxuTe YpOBeHb JIOCTYIIA Uil BBIOPAHHBIX MTOJIb30BATeJIeH CIpaBa OT aIpeCHOM KHUTH

(cm. Pucynok 330):

— HpOCMOTp — [HOdHHOe TIIpaBO IIpeJOoCTaBJIdeT II0JIb30BaTeJIIM BO3MOXHOCTb

MMpOCMaTpUBATb IOKYMEHT 1 KOMMEeHTdpPHUHU K HeMY, d TdKKe CKdYUBATb JOKYMEHT.
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— PepakTHpoBaHHe — JIaHHOe IpaBO BKJIto4YaeT IpaBo Ha IIpocMoTp AokymeHTa, a
TaKXKe TIPeJI0CTaBIISIeT MOIb30BaTeJISIM BO3MOXKHOCTh PeJJaKTUPOBATh JOKYMEHT.

— YopaBieHue — JJaHHOe MTpaBoO BKJItoYaeT mpaBa Ha IIpocmotp u PemakTipoBanue
IOKYMeHTa, a TakKXe IIPeJOCTaBJIsieT I0/Ib30BaTeIsM BO3MOXKHOCTh YIIPABIISThH
HACTpOMKaMHU JI0CTyNa K JIOKYMeHTY: BbllaBaTh IpaBa Ha paboTy C JJOKyMEHTOM
HOBBIM I10JIb30BATENISIM U U3MEHSITh [IpaBa CYIIeCTBYIOLIUX [10JIb30BaTesIei.

— OrTkaszano B AOCTyIIe — 6JIOKI/IpOBaTb I10JIb30BATeJISAM ONOCTYII K IOKYMEHTY.

OBwmii goctyn k 'Hoeelid gokymeHT.xodt’ X
AnekcaHap CMUPHOB BeeauTe UMA MaK email = E | MpocmoTp vl
v TpocmoTp
YBEAOMWUTE MUCEMOM (TOABKO OTAELHLIM MOAL30BATENAM, 3 HE Fpynnam)
Pepaktupoeanne
/-3 Enena CmupHoBa -
Heas YnpaeneHue
OTkasaHo B goctyne

Pucynok 330 — Boibop ypoBHs jocTyna

5. Ecnu Bcem nonb3oBaresisiM TpebyeTcsl OTIPaBUTh YBeJlOMJIeHMe T10 3JIeKTPOHHOM IouTe

00 M3MeHeHuHn I1paB Ha JOCTYII K cbal?my, II0CTaBbTe cl>na>1<01< YBEIIOMI/ITI) IIHCBbMOM.

@daroBast KHONKA Y BeJOMHTH MHCHMOM HeJIOCTYITHA B CJIEIYIOUIUX CITyqasiX:
— aJipec 3JIeKTPOHHOM IIOYTHI YYaCTHUKA SIBJISIETCS] He[IeCTBUTEIIbHBIM;

— IIpaBa Ha JIOCTYII K ¢aijly U3MeHeHHb];

— IOCTYTI K (aiity 3ampeleH;

— IIpaBad IIpeJOCTAaBJIeHbI I'PYIIIIe JIIOJIeN, a He OTHeJIbHbIM Y4daCTHHUKAM.

6. Haxwmure kHonky {obaBuTh (cM. PucyHok 331), yToObI 106aBUTH BEIOpAHHbBIE KOHTAKThI

K CIIMCKY II0JIb30BaTesield, KOTOpble UMeIOT JOCTYII K ¢aiity (cMm. Pucynok 332).

OBuwwit goctyn k 'Hoeeiid gokymentxodt’ X

AnekcaHap CMUPHOB Beegwte vMA wav email x E PenaktupoeaHune w

YBEgOMWUTE NMMCEMOM (TONLKO OTAENbHLIM NONL30BATENAM, 8 He TPYNnam) [obasuts

Pucynok 331 — Knonka JlobaBuTh
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7. HaxmuTe KHONIKY 3aKPBITh, YTOOBI 3aKPHITh OKHO HACTPOMKH OOIIEro J0CTyIIa.

OBwmiA goctyn K 'Hoewii gokymedT.xodt’ X

Anekcanap CMUpPHOB
@ 'ﬂ'p p PE,D,EKTHPOEI-EHME w

o EneHa CvupHOBa _
Bnageney,

3aKpLITe

Pucynok 332 — Cnivcok nosib3oBaresen

4.13.9.2 I3meHNTH YPOBeHb I0CTyNa K Qairy

ITonw3oBaTens C YpOBHEM OOCTYIId ynpaBJIEHI/IE MOXKeT U3MEeHUTb YPOBHU NOCTYIIA IJId

JIpyrux nojib3oBareneil, kpoMe Bnagenbna ¢aiina.

Ecnu Biapenen ¢aiiia ynaneH U3 CUCTeMBbl a]MUHHCTPAaTOPOM, TO CIpaBa OT ero MMeH!

oTobpakaeTcst OTMETKa (HeaKTHBEeH).

J1J1s1 3TOTO BBINIOJIHUTE CIIe[lyoIlire 1eHCTBUSL:
1. OrtkpotiTe daiin B ob1ake (cM. paznen 4.13.2).
2. BpibepurTe NOYHKT KOMaHAHOTO MeHIO OOmmit mocrynm > Hacrpouts ocTyn

(cm. PucyHnok 333).

OBwwiA gocTyn  HagcTpoikw

HactpowTe goctyn

OTnpaenTe No NoYTE..

Pucynok 333 — Komananoe mento O6mmmii gocTyn
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3. B otkpeiBiieMcs okHe (cM. PucyHok 334) ykaxkuTe TpeOyeMblii ypPOBEHb JOCTyIa s
OT/IeJIbHBIX I10JIb30BaTesiel. Y POBeHb JIOCTYIA YKa3bIBAeTCSl C TTOMOIIbIO BBINA IAIOIINX
CITMCKOB HAIPOTUB UX UMEH.

4. HaxmuTe KHONKY 3aKPBITh.

OBwmi goctyn K 'Hoewlld gokymenT.xodt’ *

Beeante WMA WK email E Mpocnmotp o

NobaerTe

Anekcanap CMHUpHOBE
qﬁ Ap P PepaktvpoeaHve et l

MNpocuoTp

D EneHa CMuMpHOBa
~  PepakTipoBaHwe

¥npaeneHwe

OTkazaHo B AocTyne

3akpbITh

Pucynok 334 — U3meHeHre YpOBHS JIOCTYyTIa

4.13.9.3 Ypanuth npaBo gocryna k ¢aiury

ITonw3oBaTensb C YpOBHEM OOCTYIId ynpaBJIEHHE MOXeT YAdJIUTh IIPpAaBO OOCTYyIld Y APYIUX

noJib3oBaresiei, kpome Bianensna gaiina.

Ecmu BJIEIHEJIEII (l)aﬁJIa yAaadjieH U3 CUCTeMbI dIMUHUCTPATOPOM, TO CIIPpdBa OT ero MMeHUu

oTobpakaeTcst OTMETKa (HeaKTHBEeH).

J1Jis1 3TOTO BBIIOJIHUTE CIIe/IyIOIIre IeACTBUSL:
1. OrtkporiTe daitn B obiake (cM. paznen 4.13.2).
2. BpibepurTe NOyHKT KOMaHAHOro MeHI0 OOmmumii mocryn > Hacrpouth ocTyn

(cm. Pucynok 333).

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MH», 2013-2024 300



MonOdonc

3. B orkpeiBmiemcsi okHe (cM. PucyHok 334) Haxkmure KHONKY * (YJaJIuTh IpPaBo
DOCTyIIa) HAIPOTHUB MMEH TeX I0JIb30BaTesiel, KOTOPhIX HeoOX0IUMO JIMIIUTh JOCTYIIA
K aiiiy.

4. HaxmuTe KHONKY 3aKPBITh.

4.13.10 OTka3saTbca oT gocTyna K ¢ainy

[Tosib30BaTeny 006/1aYHOTO XPaHWIMIIA MOTYT IIPeIOCTaBIISTh IOCTYII K CO3/IJaHHBIM ¢aiiaM
JIPYTHM TI0JTb30BaTtesisaM (cM. pazzen 4.13.9.1).

[Tocne mpenocraBieHys nocTymna ¢aiiyi aBToMaTUYeCcKd oToOpakaeTcsl y IMoJib3oBaTesieil B
paspesie obsayHoro xpanwimiia Jlocrynmaeie MHe. Eciiv nosb3oBaTesib 0TKa3bIBaeTCsl OT JOCTYIIA,
TO dan yJanseTcs: U3 CIIMCKa AOCTYIIHBIX (paiiIoB.

YToObI 0TKA3aThCS OT AOCTYIIA K KAKOMY-JTU00 (aiiiry, BHITIOIHUTE CIIeyIoIIue IeHCTBUS:

1. Bribepure myHKT KOMaHHOTO MeHIO Paiin > OTKPHITH B o01ake (cM. PucyHok 335).

@®ain  [paska Beraeka @opmar  FHoTpymeHTh

m Cosgats Ctrl+M

Co3gate no wabaoHy..

(5 Omkpuits... Ctrl+0
OtkpuiTe B obBnake... Ctrl+5hift+0

Pucynok 335 — Komananoe mMeno dPaiin

2. B nmpoBomHuke o06ja4yHOrO XpaHWIMINA BbiOepuTe paszaen JlocTynmHble MHe

(cm. Pucynok 336).

B ModOduc Tekcr

S Mon AOKYMEHTHI
AoCTyNMHEBIE MHE

o JocTynHele MHe
] AmA
= OBWwKe Nankx

E OrtmeueHHble a Hoewid gokymeHT.xodt I},

Ovkazateen oT gocTyna

Pucynok 336 — Komanaa OTka3aTbcs oT KocTyna
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3. Ortkaxurech OT AOCTyMA K pailily OAHUM U3 CIIeIIOIIMX CII0OCOOO0B:
— Boimenure TpeOyembidi aiti IpPaBOM KHOIKOW MBIIIKA U BBINOJHUATE KOMaHAY
KOHTeKCTHOro MeHI0 OTKa3aThCs 0T JOCTYyIa.
— BeimenuTe datin jieBoi KHOIIKOM MBIITH U HaxkmuTe KilaBuiy Delete Ha kiraBuaType.

4. B okne Otka3zarbcs ot gocryna Haxmure kHOKy OK (cm. Pucynok 337).

OTkazateca oT gocTyna >

YaanuTb HoBbiid AokymeHT.xodt n3
CNWMCcKa U 0TKa3aTbCA OT gocTyna?
AocTyn MoxeT ObiTh BO3BpaLLEH
TONbKO BNaAeNbLEeM.

Pucynok 337 — OxHo OTKa3aThbcs OT AOCTyNa

4.13.11 BrritiTu u3 obiaka

[Tepen BbIXO/I0M M3 0GJIAYHOTO XPAHUJIMIIA PEKOMEHTYeTCs 3aKPhITh BCe (paribl, OTKPHITHIE
B o0Oiake.

YroObl BBIMTH U3 00JIaKa, BEIIOJIHUTE ClleAyIOIIHe AeHCTBUS:

1. Bribepure nmyHKT koMaHgHOrO MeHI0 Paiin > Pabora B obsake > BoiiiTu U3 o01aka

(cm. PucyHnok 338).

®aiin  [paeka Beraeka Qopmar  WHorpywmentsr Bug  OBwwid goctyn

[ Cosaats Ctrl+M A

X0 Thames
Coznate no wabnony...
& X K 4
[& Ortepoite... Ctrl+0
WpudT
OTkpoiTe B oBnake... Ctrl=Shift+0
HegaeHue gokymeHTs L4
PaboTta B obnake * BoiiiTi w3 obnaka..
_ Crauvate...
5 CoxpaHuTe Ctrl+5S
Jarpyzute daiin...
CoxpaHWTE Kak.. F12

Pucynok 338 — Komananoe mMenio Paiin
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2. B okne Borittu u3 obsiaka (cM. Pucynok 339) HaxxmuTe KHONIKY BBIMTH.

BeiiTh uz ofnaka... >
Narun:
=
Mapoae:
T o)
Cepeep:
>

Pucynok 339 — Okxo BeriiTi U3 o01aka
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4.14 CpencrBa aBTOMaTH3aIMH

4.14.1 MakpokomMaH/bI

MakpokoMaH/ibl IPe[CTaBJsIIOT COOOM IMporpaMMbl HeOOJIBLIOrO pa3Mepa, C IOMOIIbIO
KOTOPBIX B TEKCTOBOM JOKyMeHTe aBTOMaTU3UPYyeTCsl BBIIIOJIHEHWe IPOJIOJDKUTENIbHBIX WX 9acTo
IIOBTOPSIIOLIMXCS onepanui. [ paspaboTku Makpokomasj B npuwioxeHnn «MonOduc Texcr»
WICIIOJIb3YeTCS SI3bIK IIporpaMMupoBanus Lua.

Kak npaBuio, MakpokoMaH/ibl UCIIOJIb3YIOTCS [J1sl PellleHHs] CIIeAYIOINX 3a/1a4:

— nobaBjieHHe TeKCTa;

— IIOMCK U 3aMeHa I10 TeKCTY;

— yHdadJieHHWe TeKCTad.

CoxpaHeHre MaKpOKOMaH]| IOJJepXXUBAETCS TOJBKO B IIpefieslax TeKyLlero JOKyMeHTa.
Ecny aHanoruuHble MakpoKOMaH/bl TpeOyeTcsl UCII0/Ib30BaTh B JPYIOM JOKYMeHTe, CO3/lalTe KX
HeIIOCPe/ICTBEeHHO B JIPYTOM JIOKyMeHTe.

[TonpobHoe onrcanve paboThl C MaKPOKOMaHIaMU IIpUBeJleHO B JJIoOKyMeHTe « CIIpaBOYHUK

MdKPOKOMAdH/I Hd A3bIKE ITPOI'PAMMHPOBAHHUA Luay.

4.14.1.1 Co3gaTh MaKpOKOMaH/Y

Yro06Bl CO3/1aTh MAaKPOKOMaH 1y, BBITIIOJIHUTE CJIe/lyloIlire 1eHCTBUSL:
1. Boibepute myHKT KOMaHOHOTO MeHIO MHCTpyMeHTHI > PemakTop MaKpOKOMaHJ

(cm. Pucynok 340).

WHetpyments Bug  OBwmwi goctyn  Hagctpoiikw
OrobpameHue MCNpaBneHWA M KOMMEHTApUEE P
Mpaecnucanwe r

HacTpaveasmei chosapb
K3MeEHWTE A3BIK..,

PegakTop MakpokomaHg

CpaeHwTe ... [BeTa)

Pucynok 340 — [TyHkT KoMaHHOTO MeHIO PejakTop MakpokoMaH
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2. B okHe PemakTop MaKpoKOMaHJ HaXKMUTe KHONIKY + (cM. PucyHok 341).

o4 Pepakrop makpokomang 4

+ —_—

’ BoinonHute P Otnagute 0

Pucynok 341 — JlobaBieHrie MakpOKOMaH bl

3. BBemure uMsS MaKpOKOMaH/bl WM OCTaBbTe WMS, YKa3aHHOe II0 YMOJITYaHHUIO
(cm.  Pucynok 342). Utobbl coXpaHUTh UMs, HaxmuTe kiaBumnry Enter

WK IIeJIKHUTe MBIIIBIO I10 JII060H 06s1acTH PenakKTOpd MdKPOKOMAH.

4 PegakTop makpokomang *

1 BeefWTe HOBLIA CKPUNT 30eCh

Bes MmeHK

=+ —

P EBunoaturs ™ Otragurs [

Pucynok 342 — BBoj1 ”MeHM MaKpOKOMaH bl
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4. BeenuTe TeKCT MaKpOKOMaH/IBI (cM. PucyHok 343).

o4 PegakTop MakpoKomaHg

range = document:getRange();
Makpokomanaa 1 startPos = range:getBeqgin();

textProp = range:getTextProperties();
textProp.italic = true;
textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MoiOdnc!");
10

=+ —

P Buinoanus ,?Dma,qmb | A

Pucynok 343 — BBon TekcTa MaKpOKOMaH/IbI

Hosas MdKpPOKOMdH/Id COXPdHAETCS aBTOMATUYEeCKH.

[Ipu pobGaBneHnd B HOKYMEHT MaKpOKOMaHIbI Ha OOKOBOW TIaHeIM MOSIBIISIETCS

KHOIIKA @ (Makpoxomanasi) (cM. PrucyHok 344).

- O X

Y Y
AaB6BeI  AaB6BslT ... @v @ v E

3aronosok 3 Jaronosok 4

Beraska

@

Mownck

MakpokomaHaa 1
Makpokomanaa 2

Makpokomanaa 3

= L + 00 v

Pucynok 344 — Ilanenb paboThl C MaKpPOKOMaHJaMU
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[Tpy HakaTUM HA JTAHHYIO KHOIMKY OTKDBHIBAeTCS IaHeJb paboThl C MAaKpPOKOMAaH/AaMH, C
MIOMOIIIBI0 KOTOPOM MOKHO BBITIOJTHUTD CJIETYIOIIIHE IeHCTBHS:

— HaUTH MakpokomaHy (cM. pasnen 4.14.1.2);

—  BBINIOJIHUTH MakpoKoMaHy (cM. pazzen 4.14.1.3);

—  OTKPBITh PeJAaKTOpP MaKpoKoMaH/ (CM. pasfen 4.14.1.4).

UYToObl 3aKphITh TaHedb PabOThI C MaKpPOKOMaHJAMH, HaXXMHUTe Ha KHOIKY =3,
pacrnosioXkeHHY0 HaJl CTPOKOM MOMCKA, WIX TOBTOPHO HAXXMHUTE Ha KHOIIKY @ (MakpokoMaH[bI)
Ha ODOKOBO¥ ITaHEeJIH.

Kuomnka @ (MakpokomaHabl) oToOpakaeTcsi Ha OOKOBOM IMaHeNIM A0 TexX IOop, Ioka

JIOKYMeHT COJIep>KUT XOTs1 ObI OJJHY MaKpOKOMaHly.

4.14.1.2 HaiiTn MakpoKOMaHAy

Ecmm nokymeHT comepXyT OoJibllioe KOJIMYeCTBO MAaKpPOKOMaH[, IIsi OBICTPOro MOMCKa
TpebyemMoi MaKpOKOMAH/IbI BHITIOJIHUTE CIIeAYIOIHe IeHCTBUS:

1. Ha 60k0BOIi MaHeIX HAXKMHUTE KHOIIKY @ (Makpoxkomanasl) (cM. Pucynok 345).

2. Ha nmaHenu paboTbl C MAKPOKOMAaHJIaMU YKa)XKUTe B CTPOKe MOMCKA YaCTh HAa3BaHUsS WIU

Ha3BaHHe TpebyeMOl MaKpPOKOMAaH/IbI I1eJIUKOM.

B crmmcke MAKPOKOMaH/[T OTO6paSHTCH MdKPOKOMdaH/Ibl, HAa3BdHUS KOTOPBIX YIOBJIETBOPAKOT

YKa3dHHBIM pe3yJjibTdTdM IIOMCKA.

I e |
AaBoBeI1 AaB6BelT ... [']v v E\

3aronoBok 3 Jaronoeok 4 —

BcraBka

E <] 1®

Makpokomanga 2

Pucynok 345 — Ilouck MakpOKOMaH/IbI
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4.14.1.3 BoInmoJIHUTHL MAaKPOKOMAH/Y

MakpoKkOMaHTy MOXXHO BBITIOJTHUTB C TIOMOIIbIO PeJIaKTOPa MaKPOKOMaH/I WU C IIOMOIIbIO
naHesy paboThl C MAKPOKOMAH/IaMH.

YToObl BBINOJIHUTL MaKpPOKOMAHIy C IIOMOIIbIO pefakTopa MaKpPOKOMaH], BBIIIOJIHUTE
CJIefyrolye qeiCTBUL:

1. Bribepute myHKT KOMaHgHOTO MeHIO MHCTpyMeHTHI > PemakTop MaKpOKOMaH

(cm. Pucynok 346).

WHetpyments Bug  OBwmi goctyn  Hagctpoiikw

OrobpameHue MCNpaBneHWA M KOMMEHTapUEE P
Mpaeonucanne »

HacTpaveaemei chosaps
H3MeEHMTE A3BIK...
PegakTop MakpokomaHg

CpaeHuTe ... (BeTa)

Pucynok 346 — [IyHKkT koMaH[IHOTO MeHIO PeakTop MakpokoMaH/

2. B oxHe PemakTop MakpokoMaHj BbiOepuTe TpeOyemMyl0 MaKpPOKOMaHAYy W3 CIIMCKa
(cMm. PucyHnok 347).

3. Haxmure kHonky P BHIIOIHUTS.

=4 PeaakTop makpokomang *

1 range = document:getRange();

Makpokomanaa 1 startPos = range:getBeqgin();

MakpokomaHga 2 textProp = range:getTextProperties();
textProp.italic = true;

MakpokomaHaa 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MoiOduc!");

+ —_—

P BuinosnuTe ,? Otnagute [0

Pucynok 347 — KHonka BBIOJIHUTH
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HNudopmariiss 0 BBHIMOTHEHWM MAaKPOKOMAHIbI OTOOpasuTcsi B obmactu  PesyibTat

(cm. Pucynok 348).

\od PeaakTop makpokomaHg

1 range = document:getRange();

Makpokomanaa | startPos = range:getBeqgin();

MakpokomaHaa 2 textProp = range:getTextProperties();
textProp.italic = true;

MakpokomaHaa 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MorOduc!");

+ —

P BrinoanuTe k Otnagute [0

PesynbtaT: Makpokomanaa 1 Quunctute &

MaKpommqua YCNelwHo BbINONHEHa

Pucynok 348 — Pe3ynbTat BHIIOTHEHUS] MAKPOKOMAaH/IbI

YToOBI BBIIIOJIHUTH MdKPOKOMdHZly C IIOMONIIbIO IIdHEeJIN pa6OTbI C MdKpPOKOMdHIdAMH,

BBIIIOJIHUTE Cllegyromiye JerCTBUS:

1. Ha GokoBo#i MaHeyi HAKMHUTE KHOIIKY @ (Makpoxomanasi) (cM. PucyHok 349).

AaB6BeI  AaB6BelT ... ['}. \. E\

Jaronoceck 3 Jaronceck 4

BcraBka

e
O

Makpokomanaa 1 B &

MakpokomaHga 2

Pucynok 349 — [1anenb paboThl ¢ MAKPOKOMaHIAMHU
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2. 3amycTrTe MaKpOKOMAaH[Ty OJTHUM U3 CJIeJTyIOIHUX CIIOCOOOB:
— Ha nanenu paboThl ¢ MakpOKOMaH/IaMU HaBeJlUTe KypCOpP MBI Ha Ha3BaHUe
MaKpPOKOMAaH/IbI U HAXXMHUTe KHOTIKY [> (Bemmosmauts) (cM. Pucynok 349).

— BeimenuTe cTpoKy MakKpOKOMaH/IbI IBOMHBIM ITIETYKOM MBIIITH.

4.14.1.4 PepakTHpOoBaTh MaKpOKOMaHIy

YToObI peakTUPOBAaTh MAaKPOKOMAH/IY, BBITIOTHUTE CJIeyIOIIue JeCTBUS:
1. OTtkpoiiTe pelakTOp MaKPOKOMAaH]I OJTHUM U3 CJIETyIOITHUX CIIOCOOOB:
— Bribepute nyHKT kOoMaHIHOTO MeHI0O MIHCTpyMeHTHI > PemakTop MaKpoKoOMaHJA

(cm. Pucynok 350).

WHetpymedtsr Bug  OBwwi goctyn  Hagetpoikw
OrobpaxeHne MCNPABNEHWA W KOMMEHTAPWEE  #
Mpaecnucadwe r

Hactpaweaemmii cioeaps
MzmeHWTE A3HIK...

PenakTop MakpokomaHsg
Pucynok 350 — IlynkT komanaHOro MeHio PegakTop Makpokomany

— Ha 6okoBoli maHenu HaXXMUTE KHOIIKY @ (Makpokomanab!) (cMm. Pucynok 351).
Ha manenu paboThl ¢ MaKpOKOMaHJaMH HaBe[UTe KypCOp MBI Ha Ha3BaHUe
MaKpOKOMaH[Ibl, KOTOpPyI0 TpeOyeTcs pedakTUpOBaThb, W HaXXMUTe KHOIKY

¢’ (PelaKTHPOBATD).

AaB6Bell  AaB6BsIt ... [Hv [2] [0]v [ -

Jaronoeok 3 Jaronoeok 4 L1

Brraska Ll

Makpokomanaa 1 &

Pucynok 351 — [lanenb paboTel ¢ MaKpOKOMaHAAMU
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2. B oxHe PemakTop MakKpoKoMaHJ BbiOepuTe TpeOyeMyl0 MaKpPOKOMaHAY M3 CITHCKa

(cm. Pucynok 347).

3. Buecure HeoOxoouMble U3MEHEHUS B ee TeKCT.

H3meHeHMs B TeKcTe MAaKPOKOMaH/bI COXPAHAIOTCA dBTOMATUY€CKH.

4.14.1.5 OTiaguTh MaKpOKOMaH/Y

Hepe,u 3dllYCKOM OTJIaA9YMKd MdKPOKOMdH]ZI YCTdHOBHUTE B TEKCT€ MdKPOKOMdHIbI TOYKHU

OCTAaHOBA OTJ/IaJ4YHMKA. HJ’I}I ITOIO.

1.

OTkpo¥iTe peJakTOp MaKPOKOMAH] OJJTHUM U3 CJIeAYIOIIHUX CIIOCODOB:

Bribepute nmyHKT koMaHAHOTO MeHi0 MHCTpymMeHTHI > PegakTop MakpokoMaH[
(cm. Pucynok 350).

Ha 6okoBo¥# MaHenn HaXMUTE KHOIKY @ (Makpokomangasbl) (cMm. Pucynok 351).
Ha manenu paboThl ¢ MakpOKOMaHJaMW HaBeJlTe KypCOp MBI Ha Ha3BaHUe
MaKpOKOMaH/Ibl, KOTOPYIO TpebyeTcs peaaKTUPOBATh, u HaOKMUTE

KHOTIKY ¢ (PemaKTHpPOBATh).

B oxkwne PEHaKTDp MAKpPpOKOMaH[ BbI6epI/ITe Tpe6yeMy10 MdKPOKOMdHy M3 CIIMCKa

(cm. PucyHnok 352).

VYcraHoBUTEe TEPBYI0 TOYKY OCTAHOBA OTJagyuKa. [lJis 3TOro IeJKHUTE MBIIIbIO

CrlipaBa OT HOMepa CTPOKHM, B KOTOPOM HEOOXOAMMO CO3/1aTh TOYKY OCTaHOBA.

Touka ocraHoBa OyJieT 0603Ha4eHa 3HAYKOM 9.

Ycra"HoBute Apyrve TO4YKU OCTdHOBA dHAJIOTUYHBIM 06p330M.

Ecmm tpebyetcs ynanuTh Kakyro-inb0 TOYKY OCTAaHOBA, IIEJIKHUTE M0 Hel MBIIIBIO.

\d Pepaktop makpokomany >
1 range = document:getRange();
Makpokomaraa | startPos = range:getBeqin();
Makpokomanga 2 textProp = range:getTextProperties();

Makpokomanga 3 textProp.allCapitals = true;

textProp.italic = true;

range:setTextProperties(textProp);
startPos:insertText("MorOduc!");

Pucynok 352 — Touka ocraHoBa
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JJis OTIagKy MaKpOKOMaH/IbI BBIIIOJIHUTE ClleyIoIIve AefCTBUS:

1. Haxmure kHonky £* Ormamurh (cM. PucyHok 353). 3amycCTHTCS IIPOIECC OTIANKHU
MaKpoOKOMaHJpl. Eciu B Tekcre MakKpOKOMaH/BI COJlepXKaTCs TOYKM OCTAHOBA,
TO IIPOIeCC OTJIaJKHA OCTAaHOBUTCS Ha CTPOKe, KOTOpasi COJIepPXKUT IIepBYIO TOYKY.
Ecnu TodkM ocTaHOBa OTCYTCTBYIOT, TO IIPOLIECC OTJIAAAKM OCTAaHOBUTCS Ha IIepBOU

CTPOKe MdKpPOKOMAdH/IbI.

o4 Pepaktop makpokomaHg *

1 range = document:getRange();

Makpokomanga | startPos = range:getBeqin();

MakpokomaHaa 2 @ textProp = range:getTextProperties();
textProp.italic = true;

Makpokomanaa 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MoiOdwc!");

r

+ —_—

' BrinoaHuTE ﬁ~ OTtnagnTe

Pucynok 353 — Knonka OTiiaguth

2. Jlns yripaBiieHus 11araMu OTJIafIKU UCIIONIb3YITe cilefyrolye KHONKY (cM. PucyHok 354):
= (IIlar ¢ 3ax0/10M) — BBINOJIHMTL OJWH IIAr OTJIAIKH WM 3aXOfl B Teso (QYHKIWH,
ecJIM TaKOBasl eCTh B TeKYyIIel MO3UIIUY OTJIa/IKK;
ny (IITar ¢ 06x0moM) — BBITIOJIHATD OJIUH IIAT OTJIAJKU 6e3 3ax0jia B TeJio PYHKIIUY;

;= (Illar ¢ BBIX0OMOM) — MpPOJIOJDKUTH BHINOJHEHHe MaKpPOKOMAHIBI 0 MOMeHTa

BBIXO/Ia U3 PYHKIIMM, B KOTOPOM OTJIQIYMK HAXOJIUTCS B TeKYIler TTO3ULIUH.

B mporiecce oTyiagku B OKHe peJlakTopa MaKpOKOMaH]| 0TOOpaXkatoTcsl clieAyroliye 00IacTu:

— BsInosHeHHe — OKHO /1711 BBIBOJIa COODITIEHHH BO BpeMsl OTJIa[IKU;

— Crex BBI30BOB — OKHO CTeKa BBI30BOB;

— IlepemeHHBIe — OKHO BBIBOJIA 3HAUEHUM JIOKAJIbHBIX M TJI00AJBHBIX TEepEeMEeHHBIX,
IOCTYIHBIX HA TeKyIleM Iare BBHIMOJTHEHWS MaKpoKoMaHAbl. Eciu oTobpajkaemas
repeMeHHas MpeJICTaBysieT U3 ceOst TabauIly WM MacCHUB, TO TIPU HAXKAaTHUU KHOMKHU I,

PacIIOJIOXKeHHOH ClleBa OT UMeHHU IlepeMeHHOM, JOCTYIIeH IIPOCMOTP ee COJIePXKUMOIo B

pa3BepHyTOM BHUJIE.
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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 354 — OTiiajika MaKpOKOMaH/TbI

OTJ'Ia)IKa 3aBepHIaeTcd IIpy JOCTUXXEeHHWH KOHIId MdKPOKOMAH/BI.
Ecmm Tp€6YETC$I IpepBaTb 1ponecc OTJIdAKH, HAXMUTE KHOIIKY . (OCTaHOBHTB

MaKPOKOMaHJY).

4.14.1.6 Yganutb MaKpOKOMaH/Y

YTOoOBI yIanuTh MaKpOKOMaH/AY, BBIIIOJIHUTE CIIeAYOIIe 1elCTBUS:
1. OtkpoiiTe pelakTOp MaKpPOKOMaH] OJTHUM U3 CJIeJTyIOIIHUX CIIOCOOOB:
— Bribepute nyHKT koMaHJgHOTO MeHI0O IHCTpyMeHTHI > PemakTop MaKpOKOMaH/

(cm. PucyHnok 355).

Whetpymente Bug  OBwmi goctyn  Hagctpoiikw

OrobpameHne MCNPABAEHWA M KOMMEHTApWEE P
Mpaeonucanne »

HacTpaveaemeli choeape
HzMeEHWTE A3BIK...

PeaakTop MakpokomaHg

CpaeHvTe ... (GeTa)

Pucynok 355 — IlynkT komanaHoro meHio PegakTop makpokomany
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— Ha 6okoBo#lt aHen HaXMUTEe KHOIKY @ (Makpoxomanasl) (cM. PucyHok 356). Ha
MaHeM  paboThl C MAaKPOKOMaH/IaM{d HaBe[luTe Kypcop MBI Ha Ha3BaHUe
MaKpOKOMaHJIbl, ~ KOTOPYIO  Tpebyercs  yOaiWTh, W  HAKMHTE  KHOIKY

¢’ (PelaKTHPOBATD).

AaBbBeI't AaboBelT ... HH+ [o [QJ v [=] ..
Jaronosok 3 Jaronosok 4 LL
Beraska -
] 7 1B ~

Makpokomanaa 1 &

Pucynoxk 356 — Ilanenb paboThl ¢ MaKpOKOMaHaMu

2. B oxHe PemakTop MakpokoMaHj BbiOepuTe TpeOyemMyl0 MaKpOKOMaHAY W3 CIIMCKa
(cm. PucyHnok 357).

3. HaxmuTe KHOIIKY —.

o4 PegakTop makpokomang *

1 range = doecument:getRange();

Makpokanmanaa 1 startPos = range:getBeqgin();

MakpokomaHaa 2 textProp = range:getTextProperties();
textProp.italic = true;

Makpokomanga 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MoiOduc!");

+ _—

P Boinoanus 1? Otnagnme 1)

Pucynok 357 — Y nanenue MakpoKOMaHbI

4. B OTKpBIBIIIEMCS OKHe TO/ITBEP/IUTe y/lajleHre MaKpPOKOMAaH/IbI.
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4.14.1.7 IIpocmoTpets koa VBA-makpoca

B npunoxenun «MoirOduc Tekcr» HenmocTyreH 3amyck VBA-MakpocoB, CO3[aHHBIX B

Microsoft Word. Ho BBl Moxere mpocmorperh kon VBA-MakpocoB, KOTOpble COMepXKaTcs B

JOKyYMeHTe, U IIepellnCaThb UX Ha A3bIKe Lua.

Hna mnpocmorpa npoctynHbl VBA-Makpockl, COXpaHeHHble B TeKyIIeM JIOKyMeHTe

Microsoft Word.

YT0O6BI IIPOCMOTPETH U IleperrcaTb KoJq VBA-MaKpOCEl, BBITIOJIHHUTE CJIeAyrolye JEerCTBUS:

1. Otkporite DOCM-[10KyMeHT.

2. Bribepure Lua-makpoc c HazBaHneM VBA-Monysisi, B KOTOPOM COJIeP>KUTCSl TpebyeMblii

VBA-makpoc. Hanpumep, eciu VBA-makpoc Macrol conepxurcs B VBA-monyie

Modulel, BwiGepute Lua-makpoc Modulel. [Ins Beibopa Lua-makpoca BBITIOJIHUTE

OIHO U3 CJIIeIYIOIUX NeUCTBUM:

— Bruibepute nmyHKT koMaHAHOrO MeHI0 MHCTpymMeHTHI > PegakTop MakpokoMaH[

(cM. Pucynok 355). B okae PemakTop makpokomanyg (cM. PucyHnok 358) Beibepute

Tpebyembii Lua-makpoc.

4 Pepaktop makpokomang X
1 -- BeeguTe Baw koq Lua 30eck
Modulel
Maodule2
-- 3anyck MakpokoMaHg VBA He nogdepwueaeTcA
--[:::[
Option Explicit
Sub RemoveExcessiveEnters()
Dim lineBreakSearchRegExp As String
+ _ lineBreakSearchRegExp = GetlineBreakSearchRegBxp()
' BrinoaHute ﬁ~ Ctnagnte
PesynsTar:
Pucynok 358 — OxHo PeakTop MakpokoMaH/
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— Ha 6okoBoii maHenmn Ha)KMHUTE KHOIIKY @ (Makpokomanabl) (cMm. Pucynok 359).
Ha manenu paboThl ¢ MakpOKOMaHJlaMU HaBeJuTe KypCOp MBI Ha Ha3BaHUe

Tpebyemoro Lua-Makpoca 1 Ha)kMHUTe KHOTIKY ¢ (PeJakTHpOBaTh).

AaB6BeI'1 AaB6Belt ... [ . m (O]~ [=]
3aronoBokK 3 Jaronoeok 4 L —
Brraska .
& 7 18 ~
- Q
Maodule 1 > &

Module 2

Pucynoxk 359 — Ilanenb paboThl ¢ MaKpOKOMaHIaMu

B oxHe PemakTop MakpokomaHpi orobpasurcs koja VBA-makpocoB, KOTOpble
coniepxatcsi B cooTBeTcTBytoieM VBA-monyine (cM. Pucynok 358).

3. Ilepenumute kon Tpedyemoro VBA-makpoca Ha si3bike Lua.

4. 3akpouTe OKHO pefJakTopa MaKPOKOMaH/I.

5. Coxpanure nokymeHT B ¢opmare DOCX c nomomipio koMaHibl CoXpaHUTH Kak

(c™m. pazpen 4.1.9.1).

B ucxogaom DOCM-nokyMeHTe BHECEeHHble U3MeHeHUs] He COXPaHSIIOTCS.

4.14.2 Hapcrpoiiku

Kak nmpaBwio, HaJICTPOMKU CO3[1al0TCSI CTOPOHHUMM Pa3paboTYMKaMU U IIpe/IHa3HAvaloTCs
JUIsl  pacimivpeHus: (QyHKIMOHAIBHBIX BO3MOXKHOCTEHM TEeKCTOBOrO pefakTopa. Pabora c
HAJICTPOMKaMu MNoApobHO omucaHa B JokyMeHTe «MoitOduc Kommnekt CpenctB PaspaboTtku
(SDK). Monynu Hagcrpoek pefiaktopoB MoitOduc. PykoBoACTBO MPOrpaMMUCTa.

J1J1s1 Mc110J1b30BaHMS HAZICTPOMKY HEOOXOAUMO:

1. TlomyuuTs y padpabotumka ¢daii HaJICTPOHKY C pacIIMpeHreM .MmoxX.

2. YCTaHOBUTb HaJICTPOMKY.
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3. 3aryCTUTh HAJICTPOKKY C ITOMOIIbI0 KOMaHTHOTO MeHIo « MorOduc Tekcty.

[Ipy oOHOBJIEHMM PeJaKTOPOB ABTOMATUYECKA OTKJIIOYAIOTCSI BCe  HAJCTPOWMKH
HeIIPOBepeHHbIX Pa3pabOTYMKOB U HAJICTPOMKU C HeleWCTBUTEIbHBIMU CepTHU(HKATAMHU.
Eciu BBl 1oBepsieTe MCTOYHUKY, U3 KOTOPOTO TOJy4YeHbl 3TU HAJCTPOWMKH, BKJIIOUUTE UX

BPYYHYIO TdK, KdK OIIMCAHO HUXeE.

4.14.2.1 YcTaHOBUTH HA/ICTPOHUKY

daiis Ha/ICTPOMKU MOXKeT paclioyiaraThCs B JIF0O0M Marnke Ha KOMIIbIOTepe.
YT0oO6BI YyCTAaHOBUTH HAJICTPOMKY, BBIIIOJIHUTE ClIeAYIOlre 1elCTBHUSL:
1. B xomaHnHOM MeHIO BbibepuTe nyHKT HapacTpoiiku > YmnpaBieHHe HaACTPOHKaMHU

(cm. Pucynok 360).

Hagctpoikn  Cnpaeka

¥npaeneHwne HagcTpoRKaMKM

Pucynok 360 — Komannnoe mento Haacrpoiiku

2. B okHe YnpagiieHHe HaJCTPOIKaMH Ha)KMHTe KHOIIKY Y CTaHOBHUTB (cM. PucyHok 361).

¥npaeneHue HaaCTpoiikamm x

HaacTpoiiku oTcyTcTByHOT

YeTaHoBWUTE HaACTPolKy, W OHa NOABWTEA 34€eck,

¥YcTaHoBUTE

Pucynok 361 — OxHO YnpaByieHHe HaJACTPOHKaMH
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3. B oxHe ¢aitioBoro MeHexkepa BeibepuTe dbai HaJICTPOUKH.

4. (O3HakOMbTECh C TEeKCTOM B OKHe YCTaHOBKA HajcTpoiiku (cM. Pucynok 362).
Ecm B oxHe oroOpaxkaercs coobmenne «Hancrpoidika roroBa K yCTaHOBKe.
XOoTUTe TPONOIDKUTE?Y», TO 3TO 3HAUMT, YTO aBTOPOM HAJCTPOWKH  SIBJISIETCS
MTPOBEPEeHHBIM pa3pabOTUYMK M HAACTPOMKA IOJIIMCAaHA JEHCTBYIONUM CepTHPHUKATOM.
YtoOBl TTPOCMOTPETh MHGPOPMAIIUIO O CepTUdUKATe pa3pabOTUrKa, HAXXMHTE KHOIIKY
Iloxazate momgpobHOCTH. YUTOOBI NPONOIDKUTH YCTAHOBKY HAJICTPOMKH, HAXXMHUTE

kHOTIKY IIpomonkuTs.

HacrositennbHO He pekOMeH[lyeTCsl yCTaHaB/IMBATh HAJICTPOUKHM HEIPOBEPEHHOTO
A
[ ] w ~
r,if' 4 !.\‘@ pa3paboTurKa WM HAACTPOMKA C HeIeHCTBUTEIbHBIM CepTUPUKATOM.

VcraHoBKa TakKX HAZICTPOEK MOXKeT HaHeCTH Bpe]] BallleMy KOMIIbIOTepy.

YcTaHoBKE HAZCTRORKN >

u ExampleS
Hagcrpolika roToBa K ycTaHoBKe, XOTWTE NPoLOMMITE?
Haacrpoiika: ExampleS
Pacnonoxenne: C:/Users/User/Desktop/SignedExample.mox
PazpaBotuni: My Office (DEV, TEST) PA Cert

Mokazate NogpobHoCTK OTmeHa MNMpogonsnTe

Pucynok 362 — OkHo Y craHoOBKa HaICTPOHKH

5. B oxkue JIumensuonHoe corsamenue (cM. PucyHok 363) o3HaKOMbTeCh C TEeKCTOM
JIMIIEH3UOHHOTO COrJiamieHus. Ecau BBl COMVIAaCHBI C  YCJIOBHUSIMH HCIIOJIb30BAHUS
IPOTPaMMHOTO  00ecIiedeHus], W3JI0KeHHBIMH B JIaHHOM JIOKyMeHTe, HaXMUTe

KHOIKY IIpuHATSE.
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a ﬂHLI,EHBHDHHDE CornaweHne *

BHumatensHo I'IpDHMTEﬁTE Chefyroes ﬂMLI,EH3MDHHDE cornaweHue

Mepes uenonssosanuen MporpamMmHoro obecnevenis, NoxanyicTa,
OFHAKOMBTECE € YCADBMAMM Huwecaeqyrowero STuyensnonHoro
cornawenua, Moboe ucnoasiosanue Bavu MporpavMnoro obecnevenuns
o3HAYAET NoAHoe u BelorosopoyHoe npuHATHE Bavun yciosuii
HacToAwero SIMUEHINOHHOND COrTalEHA,

Ecamn Ber He npurnmasTe yenosna STMLER3NOHHOMO COrMaLEeRNA B NOAHOM
obveMe, Bol He MMEETE NPaBo MenoMe3osate [IporpaMvHos obecnevenne 8
Kakux-mmbo Ueanx v kakuM-ambo cnocobom,

Hactoauwee JlaLeHMOHHOE COTMALIEHHE NPEAYCMATPMBAET Pas MY Hble
VCAOBUA MCMOMLIOBAaHUA B 3aBMCUMOCTH OT YeTanosaennoro y Bac
Mporpavuroro obecnevens u Buga npuobpetennoii Muuenzan,

B nactoawem /IMLEHIMOHHOM COrAAIWEHNM YKA3aHHbIE HUXKE
TEPMUHBI W ONpeAeneHiA, HAUWHAIOWMWECA C 3arNaBHOR ByKBbI,
MMEIOT cAeayioWne 3HaYeHUA (BHE 3aBUCMMOCTH OT YKucaa anbo
nagexa, B KOTOPbIX UCNOABLIYIOTCA TakiMe TEPMUHBI 1
onpegeneHua):

«[porpaMmHoe obecnedveHnes - NpeacTaBAEHHAA B OB BEKTUBHOR
$OPME COBOKYMHOCTE A3HHBIX M KOMaHA, NPEAHAZHAYEHHBIX 408
dyHKUMoHUpoBaHuA 3BM 1 apyrux KOMNBHOTEPHBIX YCTRORCTE B LEenax
NeAYYEHUA ONPEAENEHHOND PESYLTATE, BKAOYEH NO4MOTOBUTENEHBIE
MaTEpMansl, NoNyYeHHbIE B Xoge paspaboTtkn [porpammioro
oBECNEUSHNA, U NOPOXKAIEMBIE MM 3YANOBN3yaNbHEIE OTOBRaNEHNA,

«Kanentckoe nporpammHoe obecnedenunes - [porpammHoe

obecney EHWE, NpEefHAZHANEHHOE 40A YetaHoekwW Ha y{TpDﬁCTBﬂX € ueneto
EBINOAHEHWA DI'IpEAEHEHHbIX 3agdad, W pacc4MTaHHoOE Ha

HENOCPEACTEEHHDE BBEMMDAEWCTBME ¢ MNoabzoeatenamm rlpDI'pEMMHDI'D
obecney EHWA, B TOM YWCNE NOCPEACTEOM CNELUWANBHO-BRAENEHHBIX w

MpWHATE OTkasatbea

Pucynok 363 — OkHo JIunieH310HHOe COrJIallleHne

B okHe YnpaBiieHne HaACTpOHKaMU O0TOOPA3UTCs CTPOKA HAZICTPOMKU (cM. PucyHok 364).
Yr1o6bl IpoCMOTPeTh NOAPOOHYI0 MHGOPMAIMIO 00 YCTAaHOBJIEHHOM HAJICTPOVKe, HAXKMHUTe B ee

CTPOKe KHOIIKY CBEIIEHI/H[.

¥npaeneHue HagcTpoAkamu x

YeTanoBWTe

Ycranoenena HaacTpoWka 0.1.0 Ceefenmn  OTkmounte W
OnwcaHWe HagcTpokK

Pucynok 364 — Ctpoka HaJICTPOHKU
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[Tpu ycnemHo# ycTaHOBKe B CTpPOKe HAACTPOWKH OTOOpaXkaeTCs CTAaTyC «Y CTAHOBJIEHA».
YT1oOBI 3aITyCTUTh HAZICTPOMKY, BBIIIOJHUATE JIeMCTBYS, OITMCAHHBIe B pazfene 4.14.2.2.

Eciy Bepcust HafCTPOMKY HecoBMeCTHMMa C BepcHel TeKCTOBOI'O pellaKTopa, B ee CTPOKe
otobpaskaetcst coobienue « i HecoBmectrmasi Bepcus».

Ecm ¢aitnibl HaicTpOMKK cojiepykaT OIMMOKH, B ee CTPOKe OToOpakaeTcss CooOIeHue
«® Hapcrpoiika moBpexaeHa.

Yro6bl IPpOCMOTpETh MOJIPOOHBIE CBefleHHs 00 OIMOKe, BBIIIOJIHUTE OJJHO M3 CJIeYIOLIUX
JeCTBUN:

— B crpoke HagcTpoiiku HaxkmuTe KHOTIKY CBeneHus.

— Haxmure Ha CTpoky HaACTpOMKU. B OTKpBIBIIIEMCS TMAJIOTOBOM OKHE HAXMHTe

kHoTKy IToka3aTh mogpodHOCTH.

4.14.2.2 3anycTuTH HAJICTPOHKY

[Tocne ycrmernmHoOM yCTaHOBKM HAACTPOMKK B pa3jiell KOMaHAHOTO MeHO Hajcrpoiiku
nobaBisieTcst KOMaH/a Jijis ee 3ammycka (cM. PucyHok 365).
Yro6bl 3ammyCTUTh HAJICTPOMKY, BbIOEpUTe TYHKT KOMaHIHOro MeHr0 Hapcrpoiikum >

Ha3Banue HazncTpoiiku > Komanna 1uis 3amycka HaICTPOHKH.

Hagctpoiikn | Cnpaeka

HaacTpoiika 4 Komanaa

.
¥npaeneHue HagCTRoRKaMmI = = o q]

Pucynok 365 — Komanpa 115 3amycka HaJiICTPOMKHU

4.14.2.3 BkI10YHUTH HWIH OTKJIIOYUTH HAACTPOHKY

[Tocre ycraHOBKM BCe HaJICTPOMKH 110 YMOJTUYAHHIO BKIIIOUEHBI.

Ecnu HancTpoiika BKiIIoUeHa, TO B pasfene komaHHoro MeHio Hagcrpoiiku oTobpaxaercs
KOMaH/la JJis ee 3amycka (cM. PucyHok 365). Ecnu HaacTpoiika OTK/IIOYeHa, TO KOMaH#a AJis ee
3arycka He 0ToOpakaeTcsl.

YT0OBI OTKIIIOYUTH HAJICTPOMKY, BBIIIOJIHUTE ClIeAyIOIINe AeHCTBUS:

1. B xomannHoMm MeHio BbiOepuTe nyHKT Haacrpoliku > YnpaBieHue HaACTpPOMKaMHU

(cM. PucyHnok 366).
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Hagctpoikw = Cnpaeka

Hagctpoiika ’

¥npaeneHue HapcTpoRKamKn

Pucynoxk 366 — Komangnoe mento Hagcrpoiiku

2. B oxHe YmnpaBiieHHe HAJCTPOMKAMH, B CTPOKe HAICTPOMKKA HAaXMHUTe KHOIKY

OrtxmounTs (cM. PucyHok 367).

¥npaeneHue HagcTpoAkamu x
Ha,ﬂ,CTpOHKa 0.1.0 CeegeHWA OTKNHYNTE |
OnwcaHWe HagcTpoikK

Pucynok 367 — OTkiroueHre HaICTPOHKU

3. 3akpoiiTe OKHO YNpaBjieHHe HaJACTPOHKaMH.

B pa3aejie KOMdHJHOI'O MeHIO HaHCTPOﬁKH rnepecraHeTr OTO6pa>KaTbCH KOMaHIa MOJid

3aIlyCKd HaHCTpOﬁKH .

Yr0Obl BKIIIOYUTDH HA/ICTPOMKY, OTKJIIOUEHHYIO paHee, BBIIIOJHUTE CIle/lyIoIIye 1eHCTBUSL:

1. B xomannHoMm MeHio BbiOepuTe nyHKT HaacTpoliku > YnpasieHue HaACTpPOMKaMHU
(cm. PucyHnok 366).

2. B oxHe YmpaBiieHHe HAJCTPOMKAMH, B CTPOKe HAICTPOMKM HaXXMHUTe KHOIKY
Bxurouurs (cM. Pucynok 368).

3. 3akpoiiTe OKHO YHNpaBjieHHe HaJCTPOIKaMH.
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¥npaeneHwe HagcTpoikamMm >

Haactpoiika (OTKAKO4YeHOo) 0.1.0 CeeeHns |
OnwcaHwe HagCcTpoikK

Pucynok 368 — BxitoueHre HafiCTPOVKKU

B pasgene komanpmHoro Mmenro Hapcrpoiiku oro6pa3wTtcs KoMaHAa IS 3arrycka

HAJCTPOMKHU.

4.14.2.4 O0HOBHUTH BepCHIO HAJICTPOHKH

dait1 HOBOM BepCHU HAZICTPOMKH MOJKeT pacrojiaraTbCsl B JIIOOOM MarKe Ha KOMITbIOTEpe.
YT0oObI 0OHOBUTH HAJICTPOMKY, BHITIOIHUTE CIIEAYIOIIUe IeHCTBUS:
1. B komannHoM MeHi0 BbiOepuTe nmyHKT HamcTpoliku > YnpasieHHe HaJACTPOMKaMHU

(cm. PucyHnok 366).

2. B oxHe YnipaBjieHHe Ha/ICTPOIKaMH HA)XKMUTe KHOIIKY Y CTaHOBHUTH (CM. PucyHok 369).

¥npaeneHne HaacTpokamm >

YeTaHoBWTh

Ycranoenena HaacTpoiika 0.1.0 Coenerns  Otkmoudrs T
OnwcaHWe HaacTpokK

Pucynok 369 — Knonka YcranoButhb
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3. B oxkHe ¢aitsioBoro MeHexepa BeibepuTe daiiil HOBOM BepCUU HaJICTPOUKH.

4. O3HaKOMbTECh C TEeKCTOM B OKHe YcTaHOBKa HajacTpouku (cMm. Pucynok 370).
Ecm B oxHe oroOpaxkaercs coobmenne «Hancrpolika roroBa K yCTaHOBKe.
XOoTUTe TPONOIDKUTE?Y», TO 3TO 3HAUMT, YTO aBTOPOM HAJCTPOWKH  SIBJISIETCS
MTPOBEPEeHHBIM pa3pabOTYMK M HAACTPOMKA IMOJIMCAaHA JEHUCTBYIOIIUM CEepTH(UKATOM.
YtoOBl TTPOCMOTPETh MHGPOPMAIIUIO O CepTUdUKATe pa3pabOTUrKa, HAXXMHTE KHOIIKY
ITokazare mompoOoHOCTH. UTOOBI TPOAOKUTHL YCTAHOBKY HAICTPOMKH, HaXXMHUTE

kHOTIKY IIpomonkuTs.

HacrositennbHO He pekoMeH[lyeTCsl yCTaHaB/IMBaTh HAJICTPOMKKU HEITPOBEPEHHOTO
A
[ ] w ~
r,if' 4 !.\‘@ pa3paboTurKka WM HAACTPOMKA C HeleHCTBUTEIbHBIM CepTUPUKATOM.

VcraHoBKa TakKX HAZICTPOEK MOXKeT HaHeCTH Bpe]] BallleMy KOMIIbIOTepy.

YeTaHoBKE HAACTROMKN >

u ExampleS
HagcTpoiika roToBa K yCTaHoBKe, XOTWTE NMPogoxMTE?
Haacrpoika: ExampleS
Pacnonoxmenne: Ci/Users/User/Desktop/SignedExample.mox
Pazpabotuni: My Office (DEV, TEST) PA Cert

MNMokazate NogpobHoCTK OTmMeHa MpogomxiTe

Pucynok 370 — OkHo Y craHOBKa HaICTPOHKH

5. B oxue JIumensuonHoe corsamenue (cM. Pucynok 371) o3HakoMbTeCh C TeKCTOM
JIMIIEH3UOHHOTO CcorJiallleHus. Eciau BBl cOrylacHBI C  YCJIOBUSIMM  UCIIOJIb30BaHUS
IIPOrPaMMHOTO  OOecriedyeHusl, H3JIO)KEHHBIMM B JJAHHOM JIOKYMeHTe, Ha)KMUTe

KHOIKY IIpuHATSE.
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a ﬂMLI,EH?MDHHDE COrNaWweHne X
BHumarensHo npoynTa e chegyrouee ﬂMLI@H3MOH HOE cornaweHue

Mepes nenanesosannem Mporpamvroro obecneyenns, NoxanyHcTa,
O3HEKOMBETECE € YCAOBHAMY HUXeCAeq)toero JTuyeHnonHoro
cornawenna, roboe nenonpsosanme Bavu lporpaMvnoro obecnevenna
03HaYAET NOAHOE ¥ Be3orosopoyHoe NpuHATHE Bamy yeaosusi
HacToAwero MTHLEHIHOHHOMO COraleHnA,

Ecm Boi He APUHWMEETE JCI0BHA ﬂML{ﬁ'\'BHOHHOFO COorfaWwenmMa 8 NOAHOM
obveMe, Bol He MMEETE NPaso uonoe3osate [porpavyMHos obecneyenne B
KakMx-MiB0 Leax v kaknM-mbo cnocobom,

Hacrcm.uee ﬂnuewmcﬂnoe CcoraalieHne NPEqycMaTpHBacT PAaITHYHbIE
YCA0BMA WCNOAL3IOBAHWA B 38BUCHMOCTH OT VeranosnenHoro ¥ Bac
Mporpavvmoro oSecnevenina n Buga npnobpetennoi Tugenann,

B HacToAwem NIMLIEH3MOHHOM COTNALIEHMMA YKA3aHHBIE HUXE
TEpMUHB W ORpPEfeAeHIHA, HaUMHAILLMECA ¢ 3arNaBHOR ByKBbI,
MMEIT cheaytone 3HaueHUA (BHe 3aBUCUMOCTI OT Ynucaa anbo
nagexa, B KOTOPBIX MCNOABIYIOTCA TAKWE TEPMUHEL 1
onpegeneHua):

«porpammHoe oBecnieuenies - npescTaeneHHan B oBLEKTMEHON
HOopME COBOKYMHOCTE AaHHBIX W KOMaHA, NPEAHAZHAYEHHBIX 418
dyHKUMOHWpoEaHKA 3BM 1 gpyrux KOMNBOTERHBIX YCTRORCTE B LLEAAX
NoMYYEHUA ONPELENEHHOro PE3Y/ILTaTa, BKAYAA NOATOTOBUTENLHEIE
MaTEpMaNLI, NOAyYeHHbIE B xoge paspabotkn MporpammHore
oBecrnedeH i, U NOPOKAGEMLIE MM 3y MOBN3yaNbHbie 0ToBpakeHNs;

«KanenTckoe nporpammHoe obecnevernes - MporpammHoe
ofiecnedeHne, NpegjHazHayeHHoe 1A YCTaHoBKKM Ha YTpoRCTEaX © LNk
BBINCAHEHWA N pe,qeﬂéHHbl)( 3afad, M paccYMTaHHOE Ha

HENOCPEACTEEHHOE B33 MMOAEHCTBME « MonbzoBaTenamm I'IporpaMMHoro
oBecnedenma, B TOM HUCAE NOCPELCTECM CNELMANLHO-BEIAENEH HBIX ¥

MprHATE OrTkazaTbeA

Pucynok 371 — OkHo JIunieH310HHOe COTJIallleHne

[Ipu ycnemHoM OOHOBIEHMM B CTpPOKe HAJICTPOWKHM OTOOpasuTcs craryc «OOHOBieHa»

(cm. Pucynok 372).

¥npaeneHne HagcTpokamm >

YeraHoBWTE

OBHoBMEHA Haﬂ,CTpOﬁKa 0.1.2 CEE‘,L'I.E‘HHH OTENHOYATE ]
OnwcaHwe HagcTpolkK

Pucynok 372 — Hancrpotika o6HOBIIeHa
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4.14.2.5 YaanuTh HaJACTPOHKY

YT06B! yIanUTh HAZICTPOUKY, BBIIIOJIHUTE CJIeIyIOIIe IeHCTBUS:
1. B xomanmHOM MeHIO BblOepuTe nyHKT HamcTpoiiku > YipaBiieHHe HaJICTpPOMKaMH

(cm. Pucynok 373).

Hagctpoiikw = Cnpaeka

Hagctpoiika r

¥npaeneHune HagcTpoMkamK

Pucynok 373 — Komannnoe mento Haacrpoiiku

2. B oxHe YmnpaBiieHHe HaJACTPOHKaMH, B CTpOKe TpeOyeMOM HaJCTPOWMKH HaXXMUTe

KHOTIKY 1] (cM. PucyHok 374).

¥npaeneHne HagcTpokamm >
¥cTaHoBNEHa Ha,ﬂ,CTpOﬁKa 0.1.0 CeefeHunA OTKNOYATE
OnwcaHWe HaacTpokK

Pucynok 374 — V nanenue HaJiICTpONKU

3. B nuanoroBoM okHe c cooOuieHHeM «Bbl [eHCTBUTENBHO XOTWUTE YIAIUTh 3Ty
HazicTporiky?» HaxkMmuTe KHOTIKY OK (cM. Pucynok 375).

4. 3akpoiiTe OKHO YTIpaBJIeHHe HAJICTPOMKAMH.

B xomanyHoM MeH0 HagcTpoiiku yianuTcs KOMaH/ia [JIs 3aIlyCKa HaZICTPOMKH.
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Hagctpoiika by

| Bbl AeACTBUTENBHO XOTUTE
’ YAaNUTb 3Ty HaACTPOKY?

Pucynoxk 375 — JlnanoroBoe oKHO
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4.15 3amuTa MOKyMeHTa

4.15.1 3amuTa MOKyMeHTa nmapoJieM

JloKyMeHT, K KOTOpOMY TpeOyeTcsi OTPaHUYUTh JOCTYI TOJIb30BaTeslel, MOXKHO 3al[UTUTD

naposieM. [laposb 3anpaiimBaeTcs py OTKPBITUM JOKYMEHTa.

B HacTosiiiee BpeMst IEUCTBYIOT CIIeAYIONTHE OTPAaHUYEHHS:

— TIpHY BKCIOpTe JIoKyMeHTa (cM. paszen 4.1.10) maposib aBTOMAaTUYeCKH yIaIsieTcs;

— B obmake (cMm. pasgen 4.13) He mopzepxuBaeTcs paboTa C JIOKyMeHTaMH,
3aIIMIIeHHBIMU T1apOJIeM;

— He mojjiepkuBaercs pabora ¢ daimamu ¢ tunoMm mudpoBanus RC4 wim XOR,
CO3JJaHHBIMHU B CTOPOHHUX peflaKTOpaXx.

Eciyv nokyMeHT 3amuineH IapojieM B CTOPOHHeEM IIPWIOXKEHHH, TO paboTa C HUM
OCYIIECTBJISIETCS. aHAJIOTMYHO paboTe C JJOKYMEHTOM, 3allUIeHHbIM I1apojieM B IPUIOXKeHUH

«MouOduc TekcTy.

4.15.1.1 YcraHoBUTH IAapOJIb

YT0oOBI YyCTAaHOBUTH MAPOJTb HA OTKPBITHE JIOKYMEHTA, BBHITIOJIHUTE CIIeIYIOIIe IeHCTBUS:
1. OrtkpoiiTe IOKyMeHT, [Jisi KOTOPOTO HeOOXOIUMO YCTaHOBUTD MAPOJIb.

2. Brpibepute myHKT kOMaHIHOrO MeHI0 Paiin > 3agaTh mapoJsb (cM. PucyHok 376).

®aidn  [paska Bcraska @opmar  WHoTpyme

[% Cozpate Ctrl=N

Co3aatb no wabaoHy...

=  Otkpoite. Ctrl+0
OTkpeiTe B oGnake... Ctrl = Shift+0
HegaeHue gokymeHTh L4
PaGoTa & obnake L

Bl CoxpannTe Ctrl+5
CoxpaHWTb Kak.. F12
ABTOBOCCTAHOBAEHWE k
JkcnopT...

CoxpaHwTs wabnoH...

3apate Napodb...

Pucynok 376 — IlyHkT kOMaHAHOTO MeHIO 3aiaTh NapoJb
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3. B okae 3amare maponab (cM. PucyHok 377) BBemuTe TMapojib K JOKYMEHTYy U
MOATBEPJIUTE ero.

B neax Oe30macHOCTH BBOJVMBbIM IMapoJib 0To6pa>KaeTc51 B BHJI€ MdPKeEpOB.

Iliis oToOpaskeHrs CUMBOJIOB 11ApOJisi HAKMUTE KHOIMKY “~ B COOTBETCTBYIOIIEM

10Jie BBOJa.

4. Haxwmure xkHonky OK.

3aaate napone

)

JobaeneHHell Napone NoTpedyerca

BEOAWTE MPW Ka#4oM OTKpeITKW dalina.

apoab

I

MoaTeepgeHne napoad

(D MotepanHeii napons He mMomeT BuTe
BOCCTaHOBAEH. [aponb YYBCTBUTENEH K
PETUCTPY CUMBOAOE.

OTtmeHa

Pucynok 377 — Oxkno 3agaTh napoJib

[Tocne 3aBeplieHuss ITPOBEPKU

COBIIalIeHH4d BBeJJeHHBbIX JAaHHBIX OTO6p831/ITC$I

COOTBETCTBYIOIIIEe yBelOMJIEeHHe. COXpaHI/ITe AOKYMEHT IJId IIOATBEPXIAeHUs M3MeHeHUH.

VcraHoBneHHBIV MapoJib OyAeT 3anpaliyvBaTbCs NPUIIOXKEHHUEeM IPU KaKJOM ITOBTOPHOM
OTKPBITUX JJOKYMEHTa.
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4.15.1.2 I3meHuTH NApOJIH

YT0o6B! MI3MEHUTD 11ApO0JIb HA OTKPBITHE JOKYMEHTA, BBIIIOJIHUTE CIIefyIole 1eHCTBUS:
1. OTkpo¥iTe JOKyMEHT, Uil KOTOPOTO TpebyeTcsl U3MEHUTh I1apoJlb.

2. BruibepuTte myHKT KOMaHAHOTO MeHIO Paiin > Yipasienue naposieM (cM. Pucyrok 378).

®ain  [paeka Becraska Qopumar  WHoTpyme
[% Cozaare Ctrl+N

Cozgate no wabaoHy...

[  Ortkpoite... Ctrl+0
OTkpwiTe B 0GNaKe.., Ctrl+5hift=0
HepaeHwe gokymeHTH 4
Pabota B oBnake L4

&l CoxpaHuts Ctrl+5
CoxpaHWTb KaK... F12
ABTOBOCCTAHOBAEHWE L4
JKCNOPT...

CoxpaHuTe wabnoH...

Y¥npaeneHne naponem
Pucynok 378 — IIlyHKT KOMaHAHOTO MeHIO YpaBjieHHe napoJieM

3. B oxHe YnpasieHue mapoJieM Ha)kMuTe KHONIKY IsMeHuTh maposs (cMm. Pucynok 379).

¥npaenenne naponem *

]

3TOT AOKYMEHT 2alLMLLeH napoaen, Bel
MOMETE UIMEHWTL Mapob WAK Y4aAUTL
2aLLITY.

Yaanute naponb

MameHuTs na PonE

3akpeITh

Pucynok 379 — OxHo YrnipaBjieHHe mapojiemMm
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4. B oxHe Mamenuths mapouab (cM. PucyHok 380) BBemuTe TeKyIIHWN IMapojb, HOBBIM

IMIapoJib U IIOATBEpXKAeHEe HOBOI'O I1apOJIs.

B neax Oe30macHOCTH BBOJVMBbIM IMapoJib 0To6pa>KaeTc51 B BHJI€ MdPKeEpOB.

Iliis oToOpaskeHrs CUMBOJIOB 11ApOJisi HAKMUTE KHOIMKY “~ B COOTBETCTBYIOIIEM

[10Jie BBOJa.

5. Haxwmure kHomky I'oToBo.

FlzmeHnTe naponk

Hazan oTo

M
C
Napone
[
HoBbIW Napoib
]
[MoaTEEp#AEHWE HOBOID NAPOAA
[z

Pucynok 380 — OxHo I3MeHHuTH napoJb

ITocne 3dBepIlIeHHnsa IIPpOBEPKU COBIIaleHHd BBeJJeHHbIX

JAHHBIX

0TOOpasuTCs

COOTBeTCTBYMOIIIee yBejoMmyieHHe. CoXpaHUTe JOKYMEHT JIJisl TOATBEPK/IeH s U3MeHeHHUH.
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4.15.1.3 Yganuts napoJb

YT0o6BI yAQIUTD [1APOJIb HA OTKPBITUE IOKYMEHTA, BBITIOJIHUTE CJIeIyIoIIye JeHCTBUS:

1. OtkpoiiTe JOKYMEHT, B KOTOPOM TpeOyeTcsl YIaluTb HapoJlb.

2. BruibepuTte myHKT KOMaHAHOTO MeHIO Paiin > Yipasienue naposieM (cM. Pucyrok 378).
3. B okHe YmpapiieHHe mapoJsieM HaXKMHUTe KHOTIKY Y JQJIUTh MapoJjib (cM. PucyHok 379).
4. B oxkHe Ymamuth maposb (cM. PucyHok 381) BBeguTe TEKYIIMH MMApPOb M HAXKMHUTE

kHonKy I'oToBo.

¥aanuTe napons >

BeegwTe Nnaponb, YToOBl CHATE 3aLLWTY

AOEYMEHTA.

(D y,!l,ﬂ."l EHWE NaponA No3s0nnT pﬂﬁDTﬂTb C
AOKYMEHTOM BCEM, KTO MMEET JOCTYN K

HENMY.

Hazan OTe

Pucynok 381 — Okno YaanuTh napojab

4.15.1.4 OTKpBITH JOKYMEHT C IapoJieM

[Tpu oTKpBITUM TOKyMeHTa, KOTOPBIM 3allUIlleH MapojieM, Ha 3KpaHe OTOOpaXkaeTcsl OKHO,
npejiCTaBlieHHOe Ha pucyHKe 382. BBenuTe B JIaHHOM OKHe Mapojib M HaxmuTe KHonky OK
JUUIST TIOJITBEP KIEeHUSI.

Ecim naponb KOppeKkTHBIN, JOKYMEeHT OTKpoeTcs B puioxkeHnd «MoitOduc Tekcry.
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Ecmm maponbs HeKoppekTHBIN, oToOpa3uTcsi coobienue: «HeepHbidi mapomnby. Hakmure

KHOIIKY 7, YTOOBI OTO6p83HTb CHMBOJIbI T1apoOJIsdi U BbIABUTH IIPUYINHY omuroOKku. 3arem BBeguTe

IMapOJib IIOBTOPHO.

KomudgecTBo IONBITOK BBO/ia I1apOJisd He OI'PaHUYEeHO.

JokyMeHT 3aLUMLLEH N3P OAEM

M

OTmeHa

4.15.2 3amura comepKuMoro oT U3MeHeHHH

Pucynok 382 — OxHo [loKyMeHT 3amiuiieH rnapoJiemM

B ocHoBHOM 4YacTh M B KOJIOHTUTYJIaX HOOKYMeHTa MOXHO 3dllIUTUTb OT M3MeHeHUH!

JJIeMeHThI COAep>XKUMOT0O, IepedrcCiieHHbIe B Ta6m/1ue 13.

Tabnuna 13 - DeMeHTHI COIepPKUMOro

Tun cogepKUMoro

3a010KHpOBaHO

Paspemnieno

Texct

BBog, penaktrpoBaHue,
¢dopMaTUpOBaHUe U yAaleHHe
TeKCTa

H3zobpaxkenue

— Ilepememnienue n300pakeHus;

— H3menHenue pa3mepoB
n300pakeHus;

— Ynanenve n3o0pakeHus

durypa

— Ilepememienue purypsr;

— H3menenue pa3mepoB GUTYPHI;

— Ynanenve Gurypsl

BBop, pemaktrpoBaHue,
¢dopmaTupoBaHue U yajgeHue TeKcTa

BHYTPU PUTypbI
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Tun cogepKUMoro

3a0/10KkHpOBaHO

Paspemieno

Texct B dpurype

BBoj, penaktrpoBaHue,
¢opmaTupoBaHue U ynajgeHue
TeKCTa BHYTPU GUTYPHI

[lepemerienvie GUTypBHI;
H3meHnenune pasmepoB GUTYpHI;

VY nanenve purypel

TekcT B sueiikax TabOIUIILI

— Bgog, penaktrpoBaHue,
¢dopmarrpoBaHue u yaneHue
TeKCTa B 3a06JIOKUPOBAaHHBIX
sgJefKax TabJINIIbI;

— H3meneHue pasmepoB U
yllajleHue CTPOK U CTOJIOLOB, B
KOTOPBIX PacIOI0XKeHbl
3a0JI0KHPOBaHHbIE STYeUKU
TaOJIULILL;

— YnaneHue TaOIUITBI

BBon, penakTupoBanue,
¢dopmaTupoBaHue U ynajgeHue
TeKCTa B IPYTUX siueiiKax
TaOJIULIE;

H3mMeHeHre pa3MepoB U yrajieHue

JIPYTUX CTPOK U CTOJIOIIOB
TaOJIULIE;

BcraBka cTpok u cToNIOI10B

Tabmuia

— BBgog, penaktupoBanue,
¢popmaTupoBaHue TeKCTa B
TabIuIe;

— BcraBka, u3aMeHeHre pa3MepoB
Y yaJieHue CTPOK U CTOJIBIOB;

—  YnaneHwe TabIULBI

4.15.2.1 3aIUTHTL OT U3MEHeHHH

YTtoObbI YCTaHOBHUTDH 3allIUTY OT M3MeHeHUH, BBITIOJTHUTe cleayromiye JIeMCTBUSL:

1. Brimenure Tpebyemoe cofiep>KMMoe JOKyMeHTa:

—  YrobnI 386HOKI/IpOBaTb OT U3MEHEeHUM OAuH 86381_[ TeKCTd, YCTdaHOBHUTe B HEro

KYpCOp, BBIIleJIUTe 4acTh ab3ama wid absan meavrkoM. YTobbl 3a6GI0KMpOBaTh OT

M3MEeHeHWH HeCKOJIbKO 8638H8B, BBIIEJINTE UX IIEeJIMKOM.

— YrtoObbl 3a0/10KMpOBaTh OT HU3MeHeHWW u3obpakeHue WM GUTYpPy, BbIIENUTE ee

II1eJTYKOM MBIIIIH.

— Yrobbl 3abJIOKMPOBATH OT M3MEHEHUH TeKCT B GUrype, BBIIEIWTe ee JABOWHLIM

IIeJTYKOM MBIIIH, a 3aTeM BbIJIeJIMTE B Hel Tp86yeMbeI TEeKCT.

— Yrobbl 3a07I0KMPOBaTh OT W3MEHeHWM TeKCT B OJHOM WM HECKOJIbKUX suerKax

Ta6HI/IHI)I, BBIJIEJINTE JaHHbIE TYEHKHU.

— YroObl 3ab70KMpOBaTh OT HW3MEHEeHWW Tabiuily, BbIAEIUTe [JAaHHYIO TaOIUIly
LIEJTUKOM.

2. Brpibepure myHKT KoMaHaHoro MeHio IIpaBka > 3amUTHTL OT H3MeHeHHH

(cm. PucyHnok 383).
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Mpaeka Bcraeka @opmar  Waorpymente  Bug 06

T OTmeHWTB Ctrl+Z

" MNoetopute Ctrl=¥

&  Boipesats Ctrl+X

Konwpoeats Ctrl=+C

[y Berasuth Ctrl+V
BcTaBuTe ToMBKD TEKCT
BectaewTe w3 Bydepa obumena r

A KonvposaTh dopMaTWpoBaHWe Ctrl=5Shift+C
MprMeHWTE $opMaTHRoBEaHWE Ctrl+5Shift=V
BwaenvTte Bce Ctrl+4
JEWNTHTE OT MIMEHEHMIA
CHATE 3aLMTyY

1 Mowck Ctrl+F

Pucynok 383 — Komananoe mento IlpaBka

3amuTa Coiep>KMMOro BU3yasibHO IIpeJiCTaB/leHa ClleiyIoIuM 06pa3oMm:

— B 3a6510krpoBaHHOM TeKCTe IBeT Kypcopa MeHsIeTCsl Ha KPaCHBIH.

— Ilpu BeImeneHnu 3a6/I0KMPOBAaHHOTO O0OBEKTA IIBET ero paMKH MEeHsIeTCsl Ha KPaCHBIM.

— Ilpu HaBemeHuMM Kypcopa Ha Mapkep 3a0JIOKMpOBaHHOIO OOBEKTa Kypcop
IIpUHHUMAaET BHUJ @

— Ilpu mombiTke W3MeHeHMs 3a0JIOKMPOBAHHOTO TEKCTA WM OOBeKTa OTOOpaskaercs

BCILJIBIBAIOIIee COO6H.[€HI/I€Z «3JTa 4acThb AOKYMeHTa 3alliuIlieHa OT W3MEeHEeHUN.

4.15.2.2 CHATB 3alIUTy

YToOBbI CHATH 3allIUTy OT M3MeHeHWH BO BCeM JOKYMeHTe, BblOepuTe ITyHKT KOMaHIHOI'O
menio IIpaBka > CHaTb 3amuTy (cM. PucyHok 384).

YToObl CHATH 3alllUTy OT KM3MeHeHWW /i 4YacTU JIOKyMeHTa, BBINOJHUTE Cleyloliye
JIeriCTBU:

1. Beigenurte TpeGyeMoe cojiepKuUMOe JIOKYMEeHTa.

2. Beoibepute nyHKT koMaHAHOTO MeHio IIpaBka > CHATH 3amuTy.
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Mpaeka Bcraeka @opmar  Waorpymente  Bug 06

T OTmeHWTB Ctrl+Z
*  [loetopuTe Ctrl+¥

&  Boipesats Ctrl+X

Konwpoeats Ctrl=+C

[y Berasuth Ctrl+V
BcTaBuTe ToMBKD TEKCT
BectaewTe w3 Bydepa obumena r

A KonvposaTh dopMaTWpoBaHWe Ctrl=5Shift+C
MprMeHWTE $opMaTHRoBEaHWE Ctrl+5Shift=V
BwaenvTte Bce Ctrl+4

JAWMTHTE OT MIMEHEHMA

CHATE 3aLKTY

Pucynok 384 — Komangnoe mento IlpaBka

4.15.3 DiekTpoHHAsa MOANNICH

[Tognucanve TOKYMEHTOB 3JIeKTPOHHOM HMOANKCHIO0 HelocTynHO 1pu pabote B OC macOS.

B Texymen Bepcun mnpunoxenus «MoiOduc TekcT» HOKyMeHTbI MOXHO IOJAIMCHIBATH
JIBYMsI TUITAMH 3JIeKTPOHHBIX MOATMUCEH:

— HeBugumass BcTpoeHHass moAanuch — He oTobpaxaeTcs B IOKYMeHTe, SIBJISIeTCS
MeTa/IaHHbIMU JIOKyMEHTa.

— OrtcoenuHenHast (OTKpeIlJIeHHas)) TOJMUCh — TIOJIMCh, KOTopas ¢OpMHUPYeTCcs B
otniebHOM datiie. Paill OTCOeJJMHEHHOW TOJIIMCHA Ha3bIBAeTCs KaK IOAITHMCAHHBIN
INOKYMeHT (HMsS_JOKyMeHTa.pacimpeHue) 1 umeer pacupenve SIG. [lpumep:
Document.odt (nmoanucanubiii fokyMeHT) 1 Document.odt.sig (daiin oTcoerHeHHOM
noAnuck). XpaHUTh U TlepechlIaTh cieayeT oba daina. [Ipy HeobxoIMMOCTH TOKYyMEeHT

Y (paiyl 0TCOeJMHEeHHOM NOJNKUCHA MOXHO I1eperMeHOBaTh.

B npunoxennn «MoitOduc Tekcr» nopnepxuBaercs pabota ¢ JOKyMeHTaMu B popmaTax

DOCX u ODT, noanucaHHbIMU 371eKTPOHHOM moamnrceio B Microsoft Word.
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4.15.3.1 IlopmucaTth JOKyMeHT

B mHacrosimee Bpems mnpuioxkenue «MonOduc Tekcr» mnonamepxuBaeT MNOANUCAHUE
JIOKyMEHTa TOJIbKO OJHOM mnoanuckio. [loanmucanue nokyMeHTa HECKOIbKUMU MOANMUCSIMHU B
TeKyIllel BepCHUH TTPUIIOXKeHHs HeJIOCTYITHO.

ONeKTPOHHOW TMOANMHMCHI0 MOXHO TOJIUCATh JIOKAJbHBIM AOKyMeHT B ¢dopmate DOCX,
ODT umu XODT.

[lepen Tem, kak mnoAmucaTb HOKYMeHT, ybOequTech, YTO ero COAEep>XUMOe SIBIISIeTCS
okoHYaTeNibHbIM. [locse nmoanucanus ao0ble U3MeHeHUs B IOKyMeHTe OTpeOyIOT ero MOBTOPHOM
ITOJIIIHMCH.

YToOb! moIMCATh JOKYMEHT, BBIIIOJTHUTE CJIelyIollue NerCTBUS:

1. CoxpaHuTe NOKYMEHT.

2. BrblinonHUTe KOMaH/y TOANMUCAHUS IOKYMEHTa OHUM U3 CJIeIyIOIIUX CIIOCOOOB:

— DBroibepute nyHKT KOMaHAHOrO MeHi0 Paia > DJIeKTPOHHAs NONNHCH >

ITopmucarts nokymeHrt (cM. PucyHok 385).

®alin  [paeka Beraeka Qopmat  Weorpyments Bug  OBwwil goctyn Hage

[ Cosgare Cerl=N é ¥0O Thames

Coznate no wabnony...

& K K Y AB

[= Ortepwite... Ctrl+0
WpwdT

OtkpoiTe B oBnake... Ctrl=5Shift+0

HegagHue gokymeHThl r
PaGoTa B obnake r

Bl CoxpaHuTe Ctrl+5S
CoxpaHWTE Kak.. F12

ABTOBOCCTAHOBAEHWE L4

JKCnopT...

CoxpanuTte wabnoH...

3apate naponk...
INEKTPOHHEA NOANKWED P L [lognWcaTe GOKyMEHT...

¥npaeneHne NognneAMm9

MapameTpel CTRaHMLB Ctrl=Shift+P

= [Meuarts... Ctrl+P
JaKpBITE

Pucynoxk 385 — IlynkT komanaHoro mento IloamucaTs qoKyMeHT
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— Ecm mokymeHT ObUT MOANKCAH U MOANMHUCH Oblla ynmameHa (cM. pasmen 4.15.3.5),
HO JIOKYMEHT He ObUI 3aKpbIT, OTKpPOWTe IaHejb JJIeKTPOHHAs MOJNUCh

(cm. pasnen 4.15.3.2) u Haxkmute kHONKY IlommucaTs (cM. Pucynok 386).

AaboB AaB6B1 AaB6Bel ... Fjv @ v E

Jaro.ok 1 3aro..ok 2 3aro.ok 3 L1

Bcraska -

= DNeKTpOoHHaA NoAnwuchb Q

il

Mognwucate

@ JokymeHT ewe He nognucad

Pucynok 386 — Knonka Ilognucars

3. B okne c COOGIIIQHI/IGM ((I[OKYMEHT COXpPdaHEH " T'OTOB IJid IOAIIKMCAHHWA» HaXMHTe

kHorky IIpomomxuts (cM. Pucynok 387).

JNeKTPOHHAA NoANNCE >

AOKYMEHT coXpaHeéH U roToB
AnA nognncaHWA

Mocne noaAncaHKAa ntofble M3MEHEHWA B

AokyMeHTe noTpebyoT NnoeTopHoro copa
Nognucer,

- —

lMpoponxnTe OTmeHa

Pucynok 387 — Okno JIoKkyMeHT cOXpaHeH H IOTOB /ISl IO CaHUSs
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4. B oxue IlogmucaThb IOKYMeHT:
— FEcm ceprudukar He BbOpaH, HaXMHUTe KHOIKY BeIopaTth ceprudukar

(cm. Pucynok 388).

MoanucaTe ACKyMEHT *

CepTudukar:

He BribpaH

Bribpate cepTudukar...

JonoAHTENEHBIE HACTPORKK ~

CoXpaHWTe NOANWCE B oTAdensHoM Gaine

Moanucats OTtmena

Pucynok 388 — Knornka Beiopats ceprudgukatr

— FEcmu cepruduxar BeIOpaH, HO TpeOyeTcs BbIOpaThb APYroM, HaXKMUTE KHOIKY

3amenuTsh ceprupukar (cMm. Pucynok 389).

Meanucate gokymMeHt hod
Ceptudmkar:

AnekcaHgp AnekcaHgpoend CMWPHOB
Q Kem Boigaq: OO0 "KPWMNTO-NPO!

) HeaeficTeuTeneH: MCTEK MW HE HACTYNA CPOK ASHCTEM...

3aMeHWTL cepTudrkar..

JonoaHuTenbHbIe HACTPORKK -

CoxpaHWTe Nognuce B oTaensHoMm dbaine

Moanucate OTtmeHa

Pucynok 389 — Knonka 3ameHuTsh ceprudukat
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5. B okue Beioop cepruduxara (cMm. Pucynok 390):

— DBruibepute nenctByomuyi cepTudUKaT 3JIeKTPOHHOM mNoanucu. Ecimu Tpebyercs
IIPOCMOTpPeTb HUHQPOpMAIUI0 O CcepTUdUKaTe, HaXMHUTe B €ro CTPOKe KHOIIKY
Csenenus.

— FEom B Gynymem st NOANKCH AOKYMEHTOB ClleflyeT MCIOJIb30BaTh TOJIBKO 3TOT
ceptuduKaT, nocraBbTe ¢piakok Beerna ucnonb3oBaTh BIOpaHHBIN cepTHQUKAT.

— Haxwmure xnonky OK.

BriGop cepTudimkara et

E Anexcanap AnekcaHapoend CMWpHOB
2 Kem BeigaH: 000 "KPMMTO-MPO’

@ HeaeiicteuTtenen: nctek wan He HacT..  CeegeHWR

Anexkcanap AnekcaHapoend CMWpHOB
Kem Beigan: OO0 "KPWITTO-MPO"

)

@ [leiicteutened go 15.08.2023 218 CeegeHunA

Beeraa ncnonb3oBate BeIGpaHHbIA cepTUdukaT

Pucynok 390 — OxHo Be1oop ceprudukara
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6. B okne Ilommucarsb moxkymenrt (cMm. Pucynok 391):
— Ecmu pokymenT TpeOyeTcsi moAnMcaTb OTCOEJUHEHHOM MOJANUCHIO, IOCTaBbTe
¢dnaxok CoxpaHUTH NOAIHCH B OT/IEJILHOM ¢aiie.

— Haxwmure kHoriky Ilognucats.

Moanucate AoKyMEHT >

Ceprudmrar:

__ Anekcanap AnekcaHapoend CMMpHOB
9 Kem Beigad: OO0 "KPWMTO-MNPO!

@ leiictemtened go 15.08.2023 218

JamMeHnTh cepTdrKaT...

JonoaHWTeNsHEIE HACTRORKK )

CoxpaHnTe NO4NWCE B OTAensHoM daine

Mognwucate OTtmeHa

Pucynok 391 — Okuo IlopnmucaTths AOKyMeHT

7. B oxHe Ayrentnduxamus - Kpunrollpo CSP (cm. Pucynok 392):
— BBepuTe nMH-KOJ Ha HOCKTEJIb WM IIAPOJIb HA KOHTeHHep 3JIeKTPOHHOM MOJIITUCH.

— Haxwmure xnonky OK.

[TonpobHoe onmcanue paboTel ¢ okHOM AyrenTudukamusa - Kpunrollpo CSP cm. B

nokymenranuu «KpumrolIpo».

ITocne IMoAINMMCaHUd JOKyYyMEeHTa aBTOMdTUYeCKH Pa3BOPAYMBaeTCsd I1aHeIb BJIEKTPOHHHSI

HOANHCD.
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+ AyTenTudukaumna - Kpuntollpoe C5P et

Crypto-Pro GOST R 34.10-2012 Cryptographic Sernvice Provider 3anpawveaeT naponk
Ha KOHTeHep

CYWTEIBATENE: REGISTRY
HocuTenks: YHUKaNLHOE WMA OTCYTCTEYET
KoHTedHep:

BeeOuTe Naponk: ||

[ ] CoxpaHuTs Naponk B NP 0HEHNN

(] CoxpaHuTs Naponks B CHCTEME

BrIGpaH A3k BEOOA, OTAWYHEIM OT aHMMWACKOTD

Ok OTmeHa

Pucynok 392 — Okno Ayrentuduxanus - KpunrolIpo CSP

4.15.3.2 OTKpPHITH WIH 3aKPBITH NTAHEb «DJIEKTPOHHAS MOXITHUCH)

[Tanens DnexTpoHHas moamuch (cM. PucyHok 393) colilep>XUT MHCTPYMeHTHI YIIpaBJIeHHs
QVIeKTPOHHBIMK  NIOANUCSAMU JIOKyMeHTa. [laHenb pa3BopauMBaeTcsi aBTOMATHYeCKd, KOrja

IIOJIb30BdTeJIb ITIOAIINChIBAET JOKYMEHT UJIK OTKPbIBAET HOIIIMCAaHHBIN JAOKYMEHT.

|24 Hoseiii goiyment 1 - MoiiOduc

Paitn  Mpaeka Becraska Qopmat  Whctpyments Bug  OBuwid goctyn  HagcTpoilikw  Cnpaeka

(= JLoKyMEHT y3ke nognucaH PepaktnpoBats
"~
= JNeKTpoHHasA NoAnuchb Q
Mognwucate
° Jokyment nognucan, v BCe NognucK
AEﬁCTBMTEﬂbeI
HedcTBnTensHble ~
S A AP A Al Cmup...
000 "KPUMTO-MNPO"
v
Crpannua 1 13 1 = * + 80% v

Pucynok 393 — [lanens DjeKTpoHHAasi IOANHCH

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI' MWy, 2013-2024 341



MonOdonc

YToObl CBepHYTh IaHedb JIeKTPOHHAsl MOAIMUCH, BBIIOJHWTE OJIHO W3 CJIeAYIOIIHX
nevictBul (cM. Pucynok 394):

— B BepxHeli yacTy naHenu Ha)XKMUTe KHOIIKY ~2.

— Ha 6okoBo# naHenu HAKMUTE KHOIIKY @ (DexkTpoHHAas MOANNCH).

3NeKTPOHHaA NoANWCh Q

)

MoanucaTe

[lokyMeHT NoANNCaH, U BCE NOAMNUCK
AENCTEMTENEHBI

JeAcTBUTENEHbIE %

*_  Anexkcangp AnekcaHgpoeuu Cmup...
000 "KPUOTO-MPO!

Pucynok 394 — KHonky cBOpayrBaHUs TaHeH

Yro6bl pa3BepHyTh IaHelb JDJIeKTPOHHAasli IMOANHUCH BPYYHYIO, BBIIOJIHUTE OJIHO U3
CIIeIVIOIUX JeUCTBUIA:
— DBribepute nmyHKT KOMaHJHOTO MeHIO Paiy > JIeKTPOHHAs MOAINCH > YIpaBJieHHe

nogmucsamu (cM. Pucynok 395).

Daiin  lNpaeka Beraska @opmar  Wecrpymentst  Bua  OBwwi goctyn  Haac

[ Cozmams Ctrl+N
Cozpath no wabaoHy...

[= Otkpwte... Ctrl+0
OTkprITE B 06nake... Ctrl+5hift+0
HepasHwe gokymeHTsl 4
PaGota B obnake L4

Bl Coxpanute Ctrl+S
CoxpaHnTe Kak.. F12
ABTOBOCCTAHOBAEHWE +
JKCNOPT...

CoxpannTe wabnoH...

3NEKTROHHENA NOANWCE P D [lognucaTe BOKYMEHT..

. ¥npaeneHne nognucaAmn
MapameTpe cTRPaHW LY Ctrl+Shift+P

¥gaaute BCe Nognumcu

Pucynok 395 — IIyHKT koMaHAHOTO MeHIO YHpaBjieHHue NOJIUCIMU
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— Ha 6okoBolt maHeny HaXKMUTe KHOIIKY @ (OnexTponHas mognucek) (cM. Pucynok 394).

4.15.3.3 IIpocMoTpeTh CBOMCTBA NOAIIHCH

YT0o6BI IPOCMOTPETh CBOMCTBA MOAMMCH, BBIIIOJTHUTE ClleJIyIol1e AeHCTBUS:
1. OrtkpoiiTe maHe s JJIEKTPOHHASA MOAMUCH (CM. pasfen 4.15.3.2).
2. OrtkpouTe okHO CBOMCTBA MOIIMCH OJTHUM U3 CIIeAYIOIINX CITIOCOOO0B:
— HaBeaute Kypcop MBIIIM Ha CTPOKy TpeOyemMol MOAMMCH, HaXKMUTE KHOIIKY i U

BbINIOJIHUTe koMaHAy CBoicTBa (cM. PucyHnok 396).

—* JNeKTpOHHaA NoAnucb Q

Moanwcate

JdokyMeHT nognucad, v Bce NognucK
LENCTEWTEARHE

o

JelcTBrMTeNbHBIE

Anexcangp Anekcangpoenu C...

000 "KFPHITO-TMPO’

CeoicTBa

s

Y¥aniTh

Pucynok 396 — Komanpna CBolicTBa

— Brigenute cTpoky TpeGyeMoi NOJIMCH ABOMHBIM 1[@TYKOM MBIIIH.

3. B okne CpoiictBa moamucu (cM. Pucynok 397) o3HakoMbTech C MHOpMaIuend o
nonnvcu. Ecimym Tpebyercss mpocMoTpeTh NOJpPOOHBIE CBelleHUSI O cepTHduUKaTe
MOJINIMCH, 1[eJIKHUTe MBbIIIIbIo 110 ob1actu CepTudukar.

4. YtoObl 3aKkpbITh OKHO CBOHCTBA MOANMCH, HAXXMUTe Ha KHONKy OTMeHa WM Ha

KHOIIKY B 3aroJIOBKe OKHa.
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CeoicTER NognucK >

CepTiudarat:

Anekcanap AnekcaHapoeny CMupHoB
Kem euigan: OO0 "KPMNOTO-MPO"
@ [Jeiictentened go 15.08.2023 918

ey
1.!_.;
L]

KommenTapuii:

Mognucado 15 Maid 2023 1.

r:,.EI'IMCI: COX[»aHEHE B OTAENbHOM daiine

Mognwcate 3aHoBO OTmeHa

Pucynok 397 — Okao CBo¥icTBa HOAIICH

4.15.3.4 PenakTHpoBaTh JOKyMEHT

f HpI/I BHECEeHWH U3MEHEHUU B OOKYMEHT BCe IOAIMCHU CTaHOBSTCA HeJIeMCTBUTEIbHBIMUA U

dBTOMdTHU4YeCKH yIdJIAI0TCA.

YTOOBI COXPAaHUTD MOJITUCH, PeJTAKTUPYITE KOIHIO, @ He OPUTHMHAJ JIOKYMEHTa.
YToObI cliesiaTh KOIMUIO JOKYMEHTaA, BBITIOJIHUTE CIIeyIoIIre AeCTBUS:

1. Ha maHenu WHCTpyMeHTOB HakmuTe KHONIKY PemakTupoBath (cM. Pucynok 398).

"4 Hoewiii gokyment 1 - MoidOdmc - O X

@aidn  [lpaeka Beraska @opmar  Wuotpymedtel Bug  OBwwmi goctyn  Haactpefikw  Cnpaeka

= LokyMeHT yxe nognucaH PepaktnpoBath

A

Q
&

Pucynok 398 — Knonka PegakTipoBaTh
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2. B okHe OJeKTpoHHas NOANUCh HAXMUTe KHONKY PemakTupoBaTh KONHIO

(cm. Pucynok 399).

INEKTPOHHAA NOANWCE et

13MeHeHWA B NOANMCaHHOM
AOKYMeHTe noTpedyoT MOBTOPHOTO
cbopa noanucei. Bol moxeTe
COXpaHWTb NOANUCK B AOKYMEHTE,
ecnn byaeTe peaakTMpoOBaTh ero
KOMUWIO, @ HEe OpMruHan.

- —

MpogonxnTe PenakTpoBaTh KONWHD OTmMeHa

Pucynok 399 — OxkHO Jy1eKTpOHHas MOJITUCH

Ecmu Tpebyercst yaanuth Bce MOANMCU M3 JIOKYMEHTa U PelaKTUPOBAaTh €ro COAep>KUMoe,

BBITIOJIHUTE CJIe/IyIolye IeHCTBUS:
1. Ha nanenu MHCTPyMeHTOB HakmuTe KHOTIKY PegakTupoBars (cM. PrucyHok 398).

2. B okHe DjekTpoHHasi nognuch HaxkxmuTe KHOIKY IIpomosnxuts (cM. Pucynok 399).

4.15.3.5 Yaanurts noanuck

B Texymieli Bepcuu npunoxxenus «MorOduc TekcT» 13 oKyMeHTa MOXHO y/IajuThb BCe

HUMeroniecsd 1oaInrnucu. YJIaJ'IEHI/Ie OJTHOM MOJIIMCH U3 MHOXXEeCTBa He nmoaAep>XKrUBaeTCs.

Ecmu JOKYMEHT COJep>KHUT HeCKOJIbKO TIOJIIIUCEN, BBITIOJTHHUTE cleayromiiye IEeHCTBHUS IJIsI UX

yAaNeHus:

1. Boibepute nyHKT kOMaHAHOTO MeHI0 Paii > DJIeKTpPOHHasl MOMIUCH > YIAJINTh BCe

noxnucu (cm. Pucynok 400).
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@aia  [paeka Beraeka Popmar  WHotpymentw  Bug  OBwwni goctyn  Haac

[ Cozpate Ctrl+N
Cozpate no wabaoHy...

[  Omkpoite. Ctrl+0
OTkpoite B 0Baake... Ctrl+5hift+0
HeaaeHwe gokymeHTs L4
PaBoTa B obnake r

B Coxpahute Ctrl=5
CoxpaHuTh Kak... F12
ABToBOCCTAHOBNEHWE »
SKCNOPT...

CoxpaHuTe wabaoH..,

SNEKTPOHHAA NOAMNWCE P L& [lognucaTb AOKYMEHT...

. ¥npaeneHue Nognucamm
MapameTpw cTpaHMUb Ctrl+5hift+P pa
¥ aanMTe BCE Nognuci

Pucynok 400 — [TyHKT KOMaH/IHOTO MeHIO Y IaJIUTh BCe MOITHCH

2. B okHe DjeKTpoHHAas MOANUCH HAXXMUTE KHONIKY YanuTh (cM. Pucynok 401).

INEKTPOHHAA NOANKMCE ot

Ynanute Bce noAnncKu?

- —

3TO AeACTBWe Helb3A OTMeHWTL. Ecnn BhI XoTKTe
BHECTW W3MEHEHWA B AOKYMEHT, PEKOMEHIYETCA
pEfaKTMPOBATE M0 KOMWKD, 8 HE OpWrHan,

YaanuTb FenaktnpoBaTe KONWHD OTMeHa

Pucynok 401 — OxHO DJIeKTpOHHAs MONNHCH

Ecm nokyMeHT cofep>XUT OJHY IOAMNMCH, BBIMOJHUTE ClIelyIolhe NeHUCTBUS I ee
yAaJIeHuUs
1. BelnonHUTe KOMaHAY yajieHus OHU U3 CJIeIyIOIIMX CIIOCOOO0B:
— Bribepute nyHKT kKOMaHHOTO MeHI0 Daii > JJIeKTPOHHas NMOANHCH > YIaJIUTh

Bce noamucu (cM. Pucynok 400).

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI' MWy, 2013-2024 346



MonOdonc

— OrtkpotiTe aHelb JJIEKTPOHHAsA MOANHUCH (CM. pa3zen 4.15.3.2). HaBeaute Kypcop
MBI Ha CTPOKY MOJIKCH, HAXXMHUTE KHOIKY : U BBHIMIOJHUTE KOMaHAY YAaJUTh

(cm. Pucynok 402).

@,

= JNekKTpOHHaA NoAnwuchb

Mognwucate

© JokyMeHT Nognucad, W Bce NognucK
AEACTEUTEABH B

AefcTBNTeNbHBIE o~

-.E Anexcanpp Anexkcanppoeuu C...
D00 "KFWMNTO-MPO’

CeoicTEa

Y¥naniTe

[

Pucynok 402 — Komanpaa Y ganurs

2. B okHe DjeKTpoHHas MOANUCH HAXXMUTE KHONIKY YainuTh (cM. PucyHok 403).

JNEKTPOHHAA NOANKMCE >

Yaanute noanuchb?

ITO AeACTEWE HEefb3A OTMEHTE.

- —

Yoanute OTmMeHa

Pucynok 403 — OxkHO DJIeKTpOHHASs OIHCH
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4.15.3.6 PaboTa c IOKyMeHTOM B pe;KHMe IIPOCMOTpa

Ecm pna nmokymenTta ¢ moamuchio cpeactBamu OC ycraHoBiieHO CBOMCTBO «Tosbko
YTeHue» WIA JOKYMeHT UCIOJIb3YeTC sl IPYTHUM I0JIb30BaTesleM WIK MPUJIoXKeHHUeM, TO:
— JIOKYMEHT OTKPbIBAeTCsl B pe>kKrMe ITPOCMOTpa;
— IIpU NOIBITKe peJJaKTHPOBaTh, MOJNKCATh JOKYMEHT WM yIaJIuTh U3 Hero Bce MOANUCH
oToOpaxkaeTcss  JMAJIOTOBOe OKHO C  COOTBETCTBYIOUIMM  IpeAylpexieHreM

(cM. Pucynok 404).

JNEKTPOHHARA NoANNCE et

- —

ﬂﬂCWl’IHO TONbKO 4YTeHWe

[lOKyMEHTY 3a1laHO CBOMCTBO
«0O/IbKO YTEHWE», MW OH
WCNOoNb3yeTca APYrum
NPUIOXEHWEM WK
nonb3oBaTtenem. Bol MmoxeTe
co3/aTbh KOMNWK W pejakTUpoBaTh
ee.

PegakTpoBaTh KOMWHD OTMmeHa

Pucynok 404 — JluanoroBoe 0KHO

[Ipy HEOOXOAMMOCTHM MOXKHO CO3[aTh PpelJaKTHpPyeMyl0 KOIIMIO 3TOr0 JOKyMeHTa 0e3
noanvcen. 1151 3Toro HaXKMuUTe B IMAJIOTOBOM OKHe KHOIIKY PegakTHpoBaTh KOIHIO.
Konusi nmokymMeHTa OTKpPOeTCSi B HOBOM OKHe IpUIOXeHHs. UTOOBl COXpaHUTh KOIIHIO,

BBLITIOJTHUTE JIeHMCTBUS, OMMCaHHbIe B pa3aene 4.1.7.
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4.16 Ccplnku Ha odpa3oBaTeIbHbIE Pecypchl

[Tpunoxenne «MoiOduc Texcr» B cocraBe nakera «MoiOduc Obpa3oBaHue» COREpP>KUT
MaHeNb CChUTOK JITst OBICTPOTO Mepexo/ia Ha pa3indHble 00pa3oBaTeibHble pecypchl (cM. PucyHok 405).
Cnmcok ccpiok Ha nnaHen O6pa3oBaHue sIBJIsieTCsl peJakKTUPYeMbIM M HACTPaWBaeTCsl CUCTEeMHBIM
a/IMAHHCTPaTOPOM.

Yto6bl OTKpHITh maHeib (OOpa3oBaHue, Ha OOKOBOW IIAaHEJM HAXMHUTE KHOIKY
= (O6pa3oBaHHe).

YroObl nepedTH MO KAaKOM-TMOO0 CChIJIKe U3 CHHCKA, IIeJKHUTe MO0 Hel Mbliibio. Cchlika

oTKpoeTcs B Opay3epe, KOTOPbIH Ucnob3yercs B OC 10 yMoT4aHUIO.

\od Hoewiii gokyment 1- MoiiOdwuc OBpasoeaHue - O X
Qain  [paeka Bcraska Qopmar  WHcTpymedte  Bug  OBwwid goctyn  Haactpoiikn  Cnpaska
= o+
+ v w0 B~ & XOThames |~ |14 v AT A TT
NoBaenTh = o C & K K 4 o ﬁ v &~
WM3BpanHoe Dann Mpaeka WpwdT Ab3ay Crunma BcraBka L
2 e | 2 : 4 s 6 7 g o w0 111z 1A
> (=}
1 [7]  orc "Mos wkona” Q
0OC3.XpoHonaitHep
E Cucrema TectTMpoBaHua Let's test
E Translate.RU
; [7]  AsByka MoiiOpuc
[7]  rno6anbHas naGopaTtopua
]
I v
< >
CrpaHmua 1 ms 1 = *® + 1M00% v

Pucynok 405 — [Tanens Odpa3oBanue
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INPUJIOAKEHME 1. COYETAHUSA KJIABUIII

B naHHOM npuioXeHWU IIpHBelleHbl COYeTaHWS KiaBull, ucrosibdyeMble B OC Windows,

OC Linux (cm. Ta6muma 14) u OC macOS (cm. Tabmua 15).

Ha HOyTOyKax HekoTopble KiaBuIik MHOrodyHKnuoHanbHbl. Hampumep: F1-F12, Home,

End, PgUp, PgDn. [Ipy Haxkathu Ha Takue KJaBUIM B npuiokeHnd «MonOduc TekcT»

HGO6XO,III/IMO OTHOBPEMEHHO YIep>XXUBaTb Ha>KaToOU KJIaBUIITY Fn.

Tab6iauna 14 — Coueranuda kiaasuia B OC Windows 1 OC Linux

Coueranue KJIaBHIII

Komanna wim neiicteue

IlpaBka codeprcumozo

Ctrl+X;
) BripesaTb
Shift+Delete
Ctrl+C;
KommpoBaTh
Ctrl+Insert
Ctrl+V;
BctaButh
Shift+Insert
Ctrl+S CoxpaHuUTb

F12 (Microsoft Windows)
Ctrl+Shift+S (Linux)

CoxpaHHTb KaKk

Ctrl+Z;

OTMeHHuTD rocJjielHee BbIIIOJIHEHHOE JerCTBUe

Alt+Backspace

Ctrl+Y;

Ctrl+Shift+Z; [ToBTOPHUTD pe3ysbTaT OTMEHEHHOTO JeHCTBUS
Shift+Alt+Backspace

Ctrl+Alt+Shift+V OTKpBITh pacivpeHHbIN Oydep ooMeHa

Backspace Y panuTe OAWH CUMBOIJI CJleBa OT Kypcopa

Delete YV manute OAWH CUMBOJI CIIPaBa OT Kypcopa

Ctrl+Backspace ¥ nanuTh 4acThb CJI0Ba, CJIOBO WIK OOBEKT CJieBa OT Kypcopa
Ctrl+Delete Y nanuTh 9acThb CJI0Ba, CJIOBO WIK 0OBEKT CIIpaBa OT Kypcopa
Enter HauaTb HOBBIN ab3a1g

Ctrl+Shift+ITpo6en BcraButh Hepa3pbIBHBIN MTpoben

Ctrl+Shift+ — BcraBuTh HepaspbIBHBIM Aeduc

Ctrl+Num — BcraBuTh KOpOTKOE THpE
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CoueTranue KJIaBHII

Komanpna nim meiictBue

Ctrl+Alt+Num — BcraBuTh IIMHHOE THpe

Shift+Enter BcraBuTth pa3phiB CTPOKU
BcTraBuTh pa3peiB CTpaHUITEI — €CJIM KyPCOP PaclloyIoXKeH B
TeKCTe JOKyMeHTa;

Ctrl+Enter

CoxpaHUTh KOMMEHTapui WIK OTBET Ha KOMMeHTapui — eciii
KYPCOP PAcIIOJIOXeH Ha MaHeJId pelleH3UpOBaHUs

dopmamupobanue codepircumozo

Ctrl+B [omy>xvpHbII

Ctrl+I Kypcus

Ctrl+U [TomyepkHyTBIN

Ctrl+Shift+= Hancrpounsiit 3Hak

Ctrl+= [TopcTpounbIit 3HAK

Ctrl+Shift+A Bce nponucHble

Ctrl+Shift+C KommmposaTs popmatrpoBanue
Ctrl+Shift+V [IpumenuTh dopmaTrpoBaHUe
Ctrl+IIpo6en Ouuctuth popMaTrpoBaHUe

Ctrl+L BBIpOBHATH TEKCT 110 JIEBOMY KParo
Ctrl+E BBIpOBHSATE TEKCT IO IEHTPY

Ctrl+R BBIDOBHATE TEKCT IO IIPAaBOMY Kparo
Ctrl+J BBIPOBHATB TEKCT IO IMIMPHHE CTPaHUIIBI

Bvutdenenue codepicumozo

Ctrl+A

BI:;IIIEJ'[I/ITB BCe coiep’KumMoe JI0OKyMeHTa

Shift+Ctpernka BieBo

BriienuTh OJJMH CUMBOJI CJIeBa OT Kypcopa

Shift+Crpenka BripaBo

BeinenuTs ouH CHMBOII CcIipaBa OT Kypcopa

Ctrl+Shift+Crpeska BeBo

BeienuTs o1HO CJ10BO CileBa OT Kypcopa

Ctrl+Shift+Crpenka BrpaBo

BriienuTh OJTHO CIIOBO CIIpaBa OT Kypcopa

Shift+Home

BriienuTh cofiep>KUMoe OT Kypcopa JI0 Hadajia CTPOKH

Shift+End

Brienuts cosiep>krMoe OT Kypcopa A0 KOHIIa CTPOKH

Ctrl+Shift+Crpenka BBepx

PaCHII/IpI/ITb BblIeJIeHUEe K Ha4ddJly 8633118

Ctrl+Shift+Crpenka BHU3

PacimpuTs BeiiesieHre 1o KOHITA ab3aria

Shift+Crpenka BBepx

PacimpuTts BhifiesieHre Ha OJJHY CTPOKY/STYelKy TaOIUIIb]
BBEPX

Shift+Crpenka BHU3

PacimpuTs BhifiesieHre Ha OJJHY CTPOKY/sT4elKy TaOuIuIlbl BHU3

JIBoMiHOe Ha)KaTHe JIBOM KHOIIKY MBI

BbI)Ie.TII/ITb CJIOBO
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CoueTranue KJIaBHII

Komanpna nim meiictBue

TpoiiHoe HaXkaTHe JIeBOM KHOTKY MBIIIN

Brigenuts ab3ait

HaskaTue 1eBO# KHOTIKM MBITIIH U
nepeMelreHre Kypcopa BBepx

Boigenuts TekcT BBepX

HarkaTwie J1eBOi KHOTIKY MBIIITH U
nepeMelneHye Kypcopa BHU3

BbIlIeJ'II/ITI) TeKCT BHHU3

Ilepemewienue no dokymenmy

Crpenka BieBo

Ha OJJWH CHUMBOJI BJIEBO

Crpenka BIpaBo

Ha OIH CUMBOJI BIIPABO

Ctrl+Crpernka BiieBo

Ha ogHo ciioBO Bi1eBO

Ctrl+Crpernka BpaBo

Ha oxHo ciioBo BipaBo

Crpenka BBepx

Ha onny cTpoky BBepx

Crpesnka BHU3

Ha onny cTpoky BHU3

Ctrl+Crpesnka BBepx

Ha navasno npenpinyiero ab3amna

Ctrl+Crpenka BHH3

Ha nauarno cnenytormero a63ara

Page Up Ha omuH skpaH BBepx
Page Down Ha onun sxkpaH BHU3
Ctrl+End B koHer nokymeHTa
Ctrl+Home K Havamy nokymenTa

Paboma ¢ mabauueii

F2

[lepeiiTu B peXxvM pelakKTUPOBAHUS STYEHKU

Tab wu Ctpesnka BIIpaBo

Brigenuts cnenyronryto sueiky TabauIlbl

Crpenka BieBo

Brigenutsb npeabiAyIyo sueiky TaOauibl

Home

BI)IIIeI[I/ITb smeﬁKy B Ha4ajle CTPOKHA

End

Briienuth siuediky B KOHIE CTPOKU

Crpenka BBEpX

Boimenuts sueiiky Bbiiie

Crpesnka BHU3

BeinenuTs saeliky Hibke

Alt+A BcraBuTh CTpPOKY BBIIIIE
Alt+B BcraBuTh CTpOKy HIKe
Alt+L BcraButh cTonber ciiesa
Alt+R BcraBuTh cronber cripaBa
Ctrl+Alt+M OOBbeIuHUTDL TYCHKU
Alt+Shift+M Paznmenuts sueliky
Cul+AltR; Y nanuTh CTPOKY

Ctrl+—
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CoueTranue KJIaBHII

Komanpna nim meiictBue

Ctrl+Alt+U;

Y ganute cronber;
Ctrl+-
Alt+Shift+T;

Y nanuts Tabnuily
Ctrl+-

Jpyaue couemanus knaBuw

Ctrl+N

Cospnats ¢aiin

Ctrl+O OTxpbITh Paiin

Ctrl+Shift+O OTKpHITH daiin B 0Osake

Ctrl+Shift+P OTKpBITh OKHO HACTPOUKH ITApaMeTPOB CTPAHHITLI

Ali+P OTKpBITH TAaHEeIh HACTPOEK KOJIOHTUTYJIOB HA BKIIA/IKe
Homepa cTpanun

Ctrl+P OTKpBITH OKHO HACTPOMKHU IeYaTH

Ctrl+0 (1omp)

YcranoBuTh dakTrdeckuii MaciTad crpaHuitsr (100%)

Ctrl+Shift+R CKpBITb WM 0TOOPAa3UTDh JTMHEHKH

Ctrl+Alt+F BcraBuTh 00BIYHYIO CHOCKY

Ctrl+Alt+E BcraBuTh KOHIIEBYIO CHOCKY

Ctrl+K BcraBuTh ccbuiky

Ctrl+F;

Ct+H OTKpBITh ITaHeNb IOMCKA

Ctrl+/ OTKpBITh OKHO OBICTPBIX JeMCTBUM

F1 OTKpBITh CIIPaBKY MPUIOXKEHUS

Alt+ITpoben OTKpBITh KOHTEKCTHOE MEHIO aKTUBHOT'O OKHA MTPUTOXKEHUS
Alt+F4 3aKpbITh aKTHBHOE OKHO MPUJIOXKEHUS

HaskaTue j1eBoi KHOIIKY MbIIIHA

Y CTaHOBUTH KYpPCOP B IOKYMeHTe

HaskaTre 1paBoi KHOIIKY MBIIIH

OTKprTb KOHTEKCTHOe MeHIO Bbl6paHHOFO JJIeMeHTa
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Tao6smna 15 - Coueranuda kiaasuia B OC macOS

CoueTranue KJIaBHII

Komanpga nian neiictBue

IIpa6ka codepicumozo

% Cmd + X Bripesatb

$Cmd + C Konuposats

8 Cmd+V BcraButh

$Cmd + S CoxpaHUTb

f Shift + $¢Cmd + S CoxpaHHTb Kak

% Cmd+ Z OTMeHUTH TOC/eIHee BBITIOJIHEHHOe JIeHCTBHe
®Cmd+Y [ToBTOPUTH pPE3yIbTaT OTMEHEHHOI'O eUCTBHUS

~c Option + { Shift + £ Cmd + V

OTKpBITH paclIMpeHHbIH Oydep obMeHa

Delete

VY manmuTh OIWH CUMBOJI CJIeBa OT Kypcopa

Fn + Delete

Y manuTh oIvH CUMBOJI CIIpaBa OT Kypcopa

38 Cmd + Delete;
~c Option + Delete

Y manmuTh YacTh CII0BA, CJIOBO WK 0OBEKT CJieBa OT Kypcopa

¢ Cmd + Fn + Delete;

~= Option + Fn + Delete

Y 1anuTh 4acThb CJIOBA, CJIOBO WK 0OBEKT CITpaBa OT KypcCopa

» Enter

Hauarte HOBGBIM ab3arl

~ Option + fI Shift + [IpoGen

BcraBuTh Hepa3phIBHBIH NTpobent

3¢ Cmd + {t Shift + —

BcraBuTh Hepa3phIBHBIH fneduc

~c Option + —

BcraButh KOpPOTKOe THpe

~ Option + { Shift + —

BcraButs nnmuHHOe THpe

{ Shift + = Enter

BcraBuTth pa3phiB CTpOKU

2 Cmd + ~ Enter

BcraBuTh pa3peIB CTPaHUIIB! — eCTIM KyPCOP PacIioyIoXeH B
TeKCTe IOKyMeHTa;

CoxpaHUTb KOMMEHTApHIi UJTH OTBET Ha KOMMEHTapHii — eCiTi
KyPCOP PacriojyiokeH Ha MaHeNy pelleH3UpOBaHuUs

P opmamupoBanue codepricumozo

% Cmd + B [Nomy>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

KonrnpoBats ¢popmMaTrpoBaHue
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Coueranne KJIaBHIII

Komanpna niu meiicreue

{t Shift + ¢ Cmd + V

IIpumenuTE POpPMaTHpPOBaHUE

A Ctrl +\ Ouncrtuth popmMaTHpoBaHre

$Cmd + L BLIpOBHSATE TEKCT 10 JIeBOMY Kparo
#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 CcojepKumMoe NOKyMeHTa

fr Shift + Ctpeska BrieBo

BriesMTh OUH CUMBOJT CJIeBa OT Kypcopa

©r Shift + Ctpesika BnpaBo

Boigenuts oguH CUMBOJT CTIpaBa OT Kypcopa

© Shift + $8 Cmd + Ctpenka BiieBO

Brimenuth omHO C10BO CiieBa OT Kypcopa

f Shift + 3¢ Cmd + Crpenka BrpaBo

BbizienuTh 0JTHO CJIOBO CIIpaBa OT Kypcopa

Fn +1{ Shift + Crpenka BneBo

BrienuTh cofiep>kuMoe OT Kypcopa JIo Hadajla CTPOKH

Fn +1{ Shift + Crpenka BripaBo

Brienuth cofiep>kuMoe OT Kypcopa /1o KOHI[a CTPOKH

f Shift + » Ctrl + 3¢ Cmd + Ctpenka BBepx

Pacmuputs BelzienieHHe K Hadaily ab3ara

f Shift + A Ctrl + 38 Cmd + Crpesika BHU3

Pacmuputs BelienieHre 10 KOHIA ab3ara

f Shift + Ctpenka BBepx

Pacmuputs BbiienieHre Ha OJHY CTPOKY/STYeiKy TaOJIrIlbl
BBEpX

f Shift + Ctpenka BHU3

PacmupuTs BoiienieHMe Ha OJHY CTPOKY/STUeiKy TaOJIrIlbl
BHU3

JIBOMHOEe HaKaTHe JIeBOM KHOIIKY MBI

Brimenutsb ciioBo

TpoiiHoe HaXkaTHe JIEBOM KHOTIKU MBIIIN

Brimenuts ab3ais

HaxkaTtue J1eBO¥ KHOTIKY MBIIIH U
nepeMelrieHre Kypcopa BBepx

BrigenuTts TekcT BBepX

HaskaTue j1eBOi KHOTIKM MBITIIHA U
nepeMelleHre Kypcopa BHU3

BI)II[EJ'[I/ITI) TeKCT BHU3

ITepemewerue no dokymenmy

Crpenka BieBo

Ha oxgun cuMBoII BileBO

Crpesika BIpaBo

Ha OIVH CUMBOJI BIIPABO

38 Cmd + Crtpesika BiieBO

Ha OJHO CJIOBO BJIEBO

38 Cmd + Ctpesika BIpaBo

Ha onHo ciioBo BIipaBo

Crpenka BBepx

Ha ogny cTpoky BBepx

Crpenka BHU3

Ha onmny cTpoky BHU3
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Coueranne KJIaBHIII

Komanpna niu meiicreue

3 Cmd + Ctpenka BBepx

Ha nHauasno npepbinymiero a6zana

3 Cmd + Ctpenka BHU3

Ha mauano arenyroimgero ab3zara

Fn + Crpenka BBepx

Ha ogun skpaH BBepx

Fn + Crpenka BHU3

Ha onuH skpaH BHU3

Paboma ¢ mabauueii

Fn + F2

[lepeliTi B peXXuM pelakTHPOBaHUS STYEHKU

Tab unu Crpesnka BripaBo

Boigenuts crenyrolyo ss4eiky TabauIlbl

Crpesnka BeBO

BoiienuTs npenpiayniyo ssueiky TabmuIibl

Fn + Crpenka BneBo

Boimenutsb stueliky B Haajie CTPOKH

Fn + Crpenka BnpaBo

BbIILEJ'II/ITI) HQEﬁKy B KOHIIEe CTPOKH

Crpenka BBepx

BoimenuTs sueiiky Bbilie

Crpesnka BHU3

BoimenuTs stueiiky Hinke

~ Option + A BcraButs cTpoKy Bhlllle
~ Option + B BcraBuTh cTpoky Hinke

~c Option + L BcraButh cronber ciesa
~< Option + R BcraBuTh cronber cripaBa

~ Option + ¢ Cmd + M

O0OBeqUHUTEL TYEeHKUA

~< Option + f Shift + M

Paznenutsh sueiiky

~ Option + 8 Cmd + R;
% Cmd + -

Y panuts CTpoky

~= Option + ¢ Cmd + U;
8 Cmd + —

Y nanure crosnbers

~= Option + {I Shift + T;
% Cmd + -

Y nanuth Tabnuiry

Jpyaue couemanus knaBuw

$Cmd + N

CosnaTb daiin

£ Cmd+ O

OTkphITh daiin

{ Shift + ¢ Cmd + O

OTkpbITH (aiin B obake

© Shift + ¢ Cmd + P

OTKpBIT OKHO HACTPOMKH [1aPaMeTPOB CTPaHMUIIBI

~ Option + P

OTKpBITH NTaHeIb HACTPOeK KOJIOHTUTYJIOB HAa BKJIA/IKe
Homepa cTrpanung

%2 Cmd + P

OTKpBITH OKHO HACTPOMKY I1€9aTH

38 Cmd + 0 (HOJNB)

YcranoBuTh pakTrdeckuid Macirtab crpanuist (100%)
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Coueranne KJIaBHIII

Komanpna niu meiicreue

{ Shift + ¢Cmd + R

CKpBITb WK1 0TOOPA3UTh TIMHENKU

~ Option + $ Cmd + F

BcraBuTh 0OBIYHYIO CHOCKY

~ Option + 8 Cmd + E

BcTaBuTh KOHIIEBYIO CHOCKY

% Cmd + K BcraBuTh cebuiky

2 Cmd + F OTKpBITH MaHeNb OUCKa

% Cmd +/ OTKpBITH OKHO OBICTPBIX AeUCTBUI
Fn+F1 OTKpBITH CIIPaBKy NPUIOXKEHUS

% Cmd + Q 3aKpbITh AKTUBHOE OKHO MPUJIOXKEHUS

Hasxatre 1eBoi KHOIIKY MBIIIIHN

Y cTaHOBUTE KypCOp B IOKyMeHTe

HaxxaTtrie mpaBo# KHOIIKYA MBIITTHA

OTKpBHITH KOHTEKCTHOE MEHIO BBIOPAaHHOT'O 3JIeMeHTa
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