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MonOdoumc

Bce ynomsHyTble B 3TOM IOKyMeHTe Ha3BaHMsI IIPOJYKTOB, JIOTOTHUIIBI, TOPrOBble MapKu U
TOBapHbIe 3HAKHU IPUHA/JIeXXaT UX BlIaJiesIbliaM.

Tosapuble 3Haku «MoitOduc» u «MyOffice» npunamiexxar OOO «HOBBIE OBJIAYHBIE
TEXHOJIOI'UW».

Hu npu xakux o6CTOSTeNbCTBAX HeJb3s MCTOJIKOBBIBAThH JIIOOOE COJIepP>KMMOe HAaCTOSIIero
JIOKyMeHTa Kak IpsiMOe WM KOCBEeHHOe IpeJloCTaB/IeHHe JIMIeH3UM WJIM IIpaBa Ha MCIIOJIb30BaHUe
TOBAapHBIX 3HAKOB, JIOTOTUIIOB WJIM 3HAKOB OOCITY>KMBaHHUS, IPUBE/IeHHBIX B HEM.

JItoboe HeCaHKIIMOHMPOBAHHOE WCIIOIb30BAHUE 3TUX TOBAPHBIX 3HAKOB, JIOTOTWUIIOB WU

3HAKOB 00CITy>kKMBaHUs 6e3 MMCbMEHHOT0 pa3pelieHys UxX IpaBoobiafaTelisi CTPOTO 3aIlpeleHo.
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3.2.30.2 PenakTupoBaTh BCTaBIEHHYIO CCHUIKY
3.2.30.3 KonumpoBaTb ajipeCc CChUIKA
3.2.30.4 TlepeiiTH 1o CChUIKe

3.2.31 3ameTtku

3.2.32 ]lata v BpeMs

3.2.33 MakpoKkoMaH/IbI

3.2.34 CoBmecTHast paboTa ¢ JOKYMEHTOM

3.2.35 CoueTaHud KJIABHUIII

HpI/IJIO)KEHI/Ie. HCHOJII)SYEMBIE 2KeCThbI
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INEPEYEHBb COKPAIIIEHUHN 1 OBO3HAYEHUH

B HacTosiieM pyKOBOJCTBe  TI0JIb30BaTesisl  MPHUMEHSIIOT
¥ 0003HAYEHHUSI:
OC — onepanunoHHas cuctemMa
[I0 — nporpamMMHOe obecrnieyeHue

V3 — yueTHas 3anuch
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1 OBIIIME CBEJEHUSA

1.1 Hazuauenue

«MonOduc IlpodeccronanbHbli 2» — NPOAYKT AJis OpraHU3aliuM 0e3011acHOr0 XpaHeHUs

datios,

COBMECTHOM pa6OTI>I C HOOKYMEeHTaMH, BelleHUs IIepellMCKH IIO SHEKTpOHHOﬁ Imo4uyre “u

IJIaHUPOBAHUA pa6oqero BpeMeHHU B I'OCYyHdPCTBEHHbIX OPrdHU3dlHUAX U KPYIIHbIX KOMMep4YeCKHX

MpeIPUSTUSIX.

B cocrtas IMPpOAYKTa BXOIAT:

Cucrema XpaHeHHs JaHHBIX AJi1 0e3011acHOrO0 XpaHeHWs KOpPIOpaTHUBHBIX (aiyioB U
obecrieyeHus] BO3MOXKHOCTeM aBTOpH3alli{, ayTeHTUPHUKAIMM W pasrpaHUYeHUs IIpaB
JOCTYIIa [10JIb30BaTesleH;

Cucrema peflakTMpOBaHUSI U COBMeCTHOW pa0OThI /Il UHIMBHYAJIbHOTO U COBMECTHOIO
pelakTUPOBAHUS TeKCTOBBIX JOKYMEHTOB, 3JIeKTPOHHBIX TaOJIUIL U [Tpe3eHTalui;

[TouroBast cucrema st obecriedeHus: paboThl C MOYTOBBLIMU CepBHCAMHM, KajleH/apsiMy,
JIMYHOM M TJI00ajbHOM aJpeCHbIMM KHMIaMH{, a TaK)Ke HWHCTpyMeHTaMH{ YIIpaBJIeHUs
3a7la4aMy;

AJMUHHUCTpaTUBHAs TaHeJb CHUCTeMbl XpaHeHWs [JIsl YIIpaBlIeHUs I10JIb30BaTesIsIMH,

rpyiiiamMu, O6H_[I/IMI/I I1aIIKaMHy, TOMeHdMH U TeEHAHTAMH.

B cocras IMMpoAYyKTa BXOIAT CJieAyIollue IIPWIOXeHUus OJId pa6OTbI Ha KOMIIbIOTepax C

ornepallMOHHBIMUA cucTeMamu Linux, Windows u macOS, B BeG-Opay3epax M Ha MOOWJIbHBIX

YCTPOMCTBAX C onepanuoHHbIMU cucteMaMu Android, i0S u iPadOS:

«MonOduc [loxkymeHTB» — BeO-IpuiIOXKeHWe Ui OpraHM3allid CTPYKTYPUPOBAaHHOTO
XpaHeHUs (alsIoB, BBIIIOJIHEHUs Ollepallid C ¢aWjiaMd M I1allkaMHM, HaCTPOUKHU
COBMECTHOI'O [JOCTYIIA;

«MoiOduc TekcT» — peakTop AJisg OBICTPOTO M YI0OHOrO co3aHus U pOpMaTHPOBAHUS
TEKCTOBBIX IOKyMeHTOB JII0060H CJI0)KHOCTH;

«MoitOduc Tabnuia» — pelakTop Uit CO3AAHUS 3JIeKTPOHHBIX TabJIuIl, BeJleHHsl PacueToB,
aHau3a JaHHBIX U GOPMUPOBAHUS CBOJHBIX OTYETOB;

«MonOduc [IpesenTanus» — npuioxeHue AjIs IPOCMOTPA U IEMOHCTpAIMU IIpe3eHTallu;
«MonOduc Ilpesentanust (Beta)» — mnpunoxenHue [yisi cos3pnaHus, 0QOPMIIEHUS U
JIIeMOHCTpAIUU [IPe3eHTallul;

«MonOduc [lokymMeHTB» 711 MOOUJIBHBIX IUIATPOPM — IPUJIOKEeHUe [UJIsl [IPOCMOoTpa U
pellakTUpOBaHUSl TeKCTOBBIX JOKYMEHTOB, JJIEKTPOHHBIX TabOJuI] ¥ IIpe3eHTaluH,
npocmotpa PDF ¢aitnos, a Takke gocTyna K 00JlauyHBIM XpaHWIXILAM Ha CMapTdOHAX U

[UIAHIIeTaX;
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- «Pez[aKTop HpeBeHTaI_[I/If/'I» — pedaKTOp Ha OCHOBe KOMIIOHEHTOB C OTKPBLITbBIM HCXOJHBIM

KOZIOM JUIs 6BICTPOrO ¥ YAOOHOTO CO3AaHus U 0OPMIIeHHUs [Tpe3eHTalui;

«MoiiOduc [Toura» — Beb-mipuoKeHue jist OLICTPOUN U yI0OHOM PabOThI C 3IeKTPOHHBIMU

COOOITIeHUAMH, KaJleHAapsSIMH, 3a/la9aMH B aIpeCHbIMA KHUTaMU;

«MoiOduc Ilouray mis [IK - HacTONbHBIM TOYTOBBIM KIIMEHT [Isi PpaboTel C

3JIEKTPOHHBIMHA COOGHIGHI/ISIMI/I, KaJIeHOdpPsAMH, 3ald9dMU U aJpeCHbIMU KHUT'dMH;

«MoiiO¢puc Ilouyray s MOOUIBHBIX TUIATGOPM — TPWIOKEHUs [Isi PpaboThl C
KOPIOPAaTUBHOM MOYTOBOU cructemMoit MoitOduc Ha cMapTdoHax U MIaHIIeTax.
[TonpobHoe omnncaHve BO3MOXHOCTeM IIpOAyKTa IIpUBeieHO B JoKyMeHTe «MoiOduc

[Ipodeccronanbhbii. PyHKIIMOHAIbHBIE BO3MOXXHOCTH.

1.2 YcnoBus s3xcnryaranuu

1.2.1 CucremHbie TpeOGoBaHHS

[lepeyenb TpeGOBaHUE K MPOTPAaMMHOMY U alllapaTHOMY 00eclieueHuIo, a TaKXke IepedeHb
MOJIZIep>KrBaeMbIX BeO-Opay3epoB TMpUBeJeH B COOTBETCTBYIOIIEM BallleMy MHPOAYKTY OKyMeHTe
«Cucremnnie TpeboBanusi». s pabotel 110 MoiOduc Heobxomum AOCTyHn K JIOKAJILHOMY

XpaHWIMIy BeO-bpaysepa.

OrpanudeHust HeKOTOPbIX BebO-Opay3epoB:

1. Microsoft Edge — He mojep>xuBatoTcsl TPYIIIOBbIe OMepalyuy rnepemereHueM (TOJIbKO
Yyepe3 MyHKTbI MEHIO), He TOJIep>KUBAeTCs BbifleJIeHHe TeKCTa B JIOKYMeHTaX, OTKPBIThIX
Ha TMpPeANpOCMOTP, He TMOAJIePXKUBAeTCs TedaTh M300pakeHW CO  CTPAHMIIBI
IIpe/INIPOCMOTPa;

2. Google Chrome (macOS) — He nopJiepkrBaeTCsl KOIMPOBaHMe [lepeMellleHreM.

1.2.2 TlonnepxxuBaeMsle s13bIKU UHTepdeiica

— Pycckuii;

— AHIIIUHACKUAH;

— Ucnanckuii;

— TaTtapckuii;

— bamkupckui;

— @paHIy3CKUH;
— Iloptyranbckui;

— benopycckui;
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— Kasaxckuii;

— Hemenxuii;

— Utanbauckui;
— ApMSIHCKU;

— Kuprusckuii.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2024
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2IIOATI'OTOBKA K PABOTE

[Tonb3oBaTenu nomyyaroT JocTyI k npwioxkeHusM [10 MoitOduc ¢ nomorisio Beb-6paysepa.
Hnsa 3amycka 110 MoiOduc c mnomormpio Beb-uHTepdeica BBIIOJHUTE —CIIeyIOIe

IeVCTBUS.
1. OtkpoiiTe BeO-Opay3ep Mpyu aKTUBHOM CETEBOM TOJIK/IIOYEHUH.
2. B ampecnyro crpoky BeO-Opaysepa BBemuTe ajpec Buja «https://mydomain.ru/» u

nepenTe Ha cTpaHully aBropu3anuu [10 MoiOduc.

I10 MonOduc cunrtaercs paboTOCIOCOOHBIM, eCiii B pe3yJsibTaTe AeMCTBUN I10JIb30BaTels,
OINMCAHHBIX BBIIIe, HA 3KpaHe MOHUTOpPa OTobpa3uiach crpanuria aBropusanuu [10 MoitOduc 6e3

coobieHny o cboe B pabote.

© 000 «HOBDBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2024
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3 «MONOPUC TABJIUIIA»

3.1 UnTepdeiic npuioxkeHus

['maBHoe okHO TabauyHoro penaktopa «MoiOduc Tabauma» CoaepXuT ciaenyrolye

OCHOBHBIe obmactu (cM. PucyHnok 1):

— TaHeJb yIpasiieHus (cM. pasfen [laHens ynipaBneHus);

— KoMaHj/IHOe MeHI0 (cM. pa3nen KoMaH/IHOe MeHI0);

— IIdaHeJIb MTHCTPYMEHTOB (CM. pa3gen ITanennb I/IHCTDVMEHTOB);

— ctpoka ¢dopmyi (cm. paznen Ctpoka dopmyin);

— paboyas obsacTb (cM. paszaen Pabodast 061acTh);

— CTpoKa cocTosiHus (cM. pasfen CTpoka COCTOSIHUS);

— BKJIQJIKU JIUCTOB (CM. paszen BkJaJIku JIMCTOB);

— OokoBasi maHeJib (CM. paszies1 bokoBas maHesnb).

MaHenb ynpaeBneHus KomaHpHoe MeHo MaHenb UHCTPYMEHTOB
J _ Hosan #nwua 5] l 2 O6uwmit goctyn @
daiin  Mpaeka Bcraeka dopmat Taénuya [lanHble  WucTpymenTol @Bun  Cnpaska
D) &« XOThames 2+vAa A+ K K Y A-A~-2-%-H =4 -85 Obum ERxgm @2 B d=¥EB @
x T v ©
A c D E F G H J A Q
[ 1]
Ctpoka dpopmyn Q

BokoBas naHene ——@

® N o s W N
.

10 Pabouas obnactb

= ct2  +
Bce MaMeHeHUs cxpaHeHbl T 100% +» — Y *
Bknagku nuctos CTpOKa COCTOSIHMA

Pucynok 1 — UnTepderic npunosxeHus

B BepxHell yacTH IVIaBHOTO OKHA MPWJIOXKEHHUs MOXET CO/iepXXaThCsl YBeJlOMJIeHHe O
HaJIMYMM OOHOBJIEHWW B NPWIOXEHUU. [[7s 03HAKOMJIEHUSI C HUMH HaXKMHUTe Ha TUIEepPCCHUIKY
NPHMeYaHus K BBIIYCKY Ha yBeJIOMJIeHUH (TIpMMeYaHUs K BBITYCKY OTKPOIOTCSI B HOBOM BKJIAJKe

BeO-Opay3epa). YBegomiieHWe He OJIOKMpyeT pPabOTy C NpwioXXeHHWeM U OyleT OoTOOpakaTbCsl B
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TedeHue 14 kajeHIApHBIX JHEM CO JHS OOHOBJIEHHS CUCTEeMBbI, TIOKa TOJIb30BaTeNlb He 03HAKOMUTCS
C U3MeHEeHHUsIMU WK He 3aKPOeT yBeJIoOMJIeHHe, HaXKaB KHOIIKY X .

[Ipu nsmenenuu agmMunuctpatopom 110 MoiOduc cructeMHBIX HaCTpoeK BO BpeMsl pabOThI
MOJIb30BaTeJIsl B MPWJIOXKEHHWH B BepxXHEW 4aCTH TJIaBHOI'O OKHA peJIakTopa IMOSIBUTCS yBeJIOMJIEHHE.
Il koppekTHOM paboThl B cicTeMe 0OHOBUTe TeKyIllylo CTpaHUIly Beb-Opaysepa. Ilpu momnbitke 6e3
OOHOBJIEHUSI CTpaHUIIbI BeO-Opay3epa 0OOpaTHTBbCS K Orepalnuy, M0 KOTOPOM ObLTM H3MeHEeHbI
HAaCTPOMKM, Ha 3KpaHe OToOpasuTcsi coobiieHve 00 ommbke. [locie oOHOBIEHHS CTpPaHHUIIBI

M0JIb30BaTeJIb CMOXeT MPoI0JKUTh paboty B [10 MoitOduc.

3.1.1 Ilanens ynpaBiieHust

CocraB naHeau YIIpaBJIeHUS:

—KHOHKaJ — OTKpbIBaeT MeHIO Ilepexojla K IVIaBHOW HaBUTAIlMOHHOW CTpaHMUIle
ITO MoitOduc, npunoxenuto «MorOduc JlokyMeHTb», a TakXe CTOPOHHUM
IIPUJIOXKEHUSIM, eCJIM OHU ObUIM 00aBjIeHbl Ha IVIaBHYI0 HABUTAIIMOHHYIO CTPAHUILY;

— ums daia c paciupeHreM — Ha3BaHUe OTKPBITOro ¢aiina;

— xHornka M Ormeruts/ ™ Crsars 0TMeTKY — J00aBiisseT B M30paHHOe WIX yOUpaeT U3
M30paHHOI'O OTKPBITHIA HOKyMeHT. daily, nobaBieHHbI B u3bpaHHOe, AyOiMpyeTcs B
nanke OTMedeHHbIe B TpwiokeHnn « MorOduc JJokyMeHTbI»;

— kHonka OOmuME JOCTynm — OTKphIBaeT GpopMy IpeJlOCTaBlIeHHs IOCTyHa K JOKYMEeHTY

IOPyTUM I0Jib30BaTessiM (CM. paszen IlpeocTaBuTh Wi 3alIpeTUTh 00IMIUN JOCTYI);

— KHOIIKA @ CnpaBKa — OTKPbIBdeT NOCTYII K CIIPABOYHBIM MdTepudjldM, HOKYMEHTY C
OIIMCaHKeM II0CJIeJHUX O6HOBH€HHﬁ, OKHY C HH(I)OpMaHHEﬁ O BepCuM IPUIIOXKeHHusa "

runiepccbuike OQOparTHasi cBa3b. KHomka MoOXXeT cojiepykaTh HWHIAUKAIIMIO HAJIWYHs

OOHOBJIEHUN B IPUJIOXEHUU 6 Wnnukanus OyzmeT ortobpaxkaTtbCs B TedeHue 14
KaJIeHJJapHbIX JTHel C MOMeHTa OOHOBJIEHHSI CHUCTeMBI, II0Ka I10JIb30BaTeslb He 03HAKOMUTCS
C U3MeHEeHUsIMY;

— aBaTap — oToOpa)kaeT WHUIMAIbI WiK $OTO Mosb3oBaTess. 1lo HaXkaTHUIO OTKpBIBAeTCs

OKHO C KHOIIKaMH I1epexo/ia B HpO(l)I/IHI) I10JIb30BaTeJIsd U BbIXOJd U3 y‘-IETHOfI 3aIIMCH.

© 000 «HOBDBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2024
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3.1.2 Komaumaoe MeH10

KomManyHoe MeHIO COJIepXXUT MOJMEeHIO Jijisi paboThl C JAOKYMeHTOM (CM pasfesibl Pain —

CrpaBka).

3.1.2.1 ®aiin

Mento daiin cogepXuT cileyroliye KOMaHIbl:
— Co3maTh — cCO3[j@aHMe HOBOM OJJIeKTPOHHOM TaOJMIIbI, TeKCTOBOI'O [IOKyMeHTa WU
npeseHTanuu. Co3laHHBIM JTOKYMEeHT OyZeT OTKpLIT B HOBOM BKJaJKe Beb-Opaysepa

(cm. paznen Co3faTh JOKYMEHT);

— Co3gaTh mo madJI0Hy — CO3/1aHHe HOBOI'O TabJIMYHOTO JOKyMEHTa Ha OCHOBE OTKPBITOT'O

mabsioHa (cM. paspent Co3nath qokyMeHT). Co3IaHHBIA JOKYMEeHT OYyJieT OTKPBIT B TeKyIllen

BKJIaJIKe BeO-Opaysepa. Komanzia [oCTynHA B MeHIO JIOKYMEHTOB B ¢opMare I1abJIOHOB
TabmuuHbIX JokyMeHTOB XOTS;

- HepaBHHMe JOKYMeHTBI — OTKpPBITHe IIepeyHs! paHee peflaKTHPYyeMbIX JOKYMEeHTOB WU/WIIN
IOKYMEHTOB, OTKPBIBABIIMXCS HA IpeABapUTeNbHBbIA NPocMOTp (CM. paszen OTKPHITH
IOKYMEHT);

— 3arpy3uTh M OTKPBITH — 3arpy3ka M OTKpBITHE JOKYMEHTa, HaXOJIIIerocs Ha

YCTPOfICTBe I1I0JIB30BATeJIA (CM. pasaein 3arpysurh )IOKVMEHT);

— OOmmit mocTym — ImpefOCTaBlIeHHe AOCTyHa K JOKYMEHTy JpPYI'MM I10/Ib30BaTeslsiM

(cm. pasnen [IpeocTaBUTL WK 3aMIPETUTL OOITUHN JOCTYI);

— Ilogenurhbes cebLIKOM — PopMUpOBaHKe CCHUIKM HA JOKYMeHT (cM. paszen [lonmenutbes
CCBUIKOW);

— OTnpaBuTh N0 moyTe (IpY HAJIMYUM NOJKIIIOUYEHHOM MOYTOBOM CHCTEMbI) — OTIPaBKa

HAOKYMeHTa I10 3JIEKTPOHHOﬁ I1o4Te B BHU]Je BJIIO>KeHH I (CM. pasaein OtnpaBuTh 110 HO‘{TE);

- HEPEI/IMEHOBHTB — HM3MeHeHHe MMeHU TeKyllero J0KyMeHTa (CM. pasznein IIepeMeHOBATDL

JIOKYMEHT);

— Co3maTh KONUI0 — CO37JaHNe KOIHMH TeKYIero JoKkyMeHTa (cM. pa3nesn Co3iaTh KOMUIo);

— Co3gaTh HOBYI0 BepCHI0O — COXpaHeHHe HOBOM BepCHHM TeKyIero JJOKyMeHTa

(cm. pasnen Co3naTh HOBYIO BEDPCHIO);

— Ckagyarhr — CKaduBaHHe AOKYMEeHTa Hd YCTDOﬁCTBO MOJIb30BaTelIsT WIW BHEIIHWM

HocuTes b nHopManuu (cM. pasfen CkadyaTb JIOKYMEHT);

— CoxpaHuTh Kak HIA0JI0H — COXpaHeHHe TeKyIero AOKyMeHTa B ¢opmaTe mabiIOHOB

TabmuHbix AokyMeHTOB XOTS (cm. pazmen CoxpaHutb kak  11absmoH). Komanpga

HeJIOCTyIIHa B MeHIO JIOKyMeHTOB B ¢opMarte MabioHOB TabiryHbIx JoKyMeHTOB XOTS;

© 000 «HOBDBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2024
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— IleuaTrp — OTIIPABKA dKTUBHOI'O JOKYMEHTd Hd 11€4dTb (CM. pasnein [TegaTnb ,HOKVMGHTEI);

— CBoiicTBa — OTKDBITHE TIaHEJIM CBOMCTB OTKPBITOTO JIOKYMeHTa BHyTpeHHero ¢opmara

(cM. pasnen bokoBasi maHesb);

- BHKPBITI) — 3dKPbITHE dKTHUBHOT'O JOKYMEHTA (CM. pasznein 3aKpLITh JOKYMEHT).

3.1.2.2 IIpaBka

Mesnto IIpaBka conepXuT ciie[lyroliye KOMaHIbl:

— OTMEeHHTBL — OTMeHa rmocjeaHero COBepIIeHHOI'o JIeMCTBUS (CM. pasaein OTMeHHUTHb WA

MIOBTOPUTD JIENCTBUS);

— IloBTOpPUTH — TOBTOp IOC/Ie[IHEIO0 OTMEHeHHOro JeWCTBHs (CM. pasdnen OTMEeHUTb WU

[IOBTOPUTDL [eHCTBUSL);

— Beipe3aTs — 1oMellleHMe BbljlesieHHOTO ¢parmeHTa B 6ydep obmena OC. BriieneHHBbIN

¢dparmeHT 11pu 3TOM OYIET yajaeH U3 Tabmuibl (CM. pasaes Boeipe3aTh aHHBIE);

— KonmmpoBath — KONMpOBaHMe BbllejleHHOro ¢parmeHTa B Oydep obmena OC.

Boiienennslii pparmeHT npu 3ToM OyneT coxpaHeH B Tabinuile (cM. pasdnen KonuposaTb

[aHHEIE);

— BcraBUTH — BCTaBKa coaepKurumoro 6yc])epa obMeHa B YKd3dHHOe MeCTO [OJOKYMEeHTd

(cm. pasnen BcraBuTh JlaHHBIE);

— BcraBuTh 3HaueHus u ¢popMaT — BCTaBKa 3HaueHHs U3 Oydepa oOMeHa C WCXOJIHBIM

¢dopmaTupoBanueM (cM. pa3eil BctaBuTh JaHHbIE);

— BcTaBUTH TOJIbLKO 3HaUeHHsl — BCTaBKa 3HauyeHUs U3 Oydepa obmMeHa 6e3 MCXOIHOTO

¢popmaTupoBanus (cM. pasnes BCcTaBUTD JIaHHBIR);

- KonnupoBare ¢opmaTuHpoBaHnme — KomnvpoBaHue ¢(OpPMATUPOBAHUS BbIOPAHHOIO

¢dparmenTa (cM. pasnen KonvposaTb ¥ IpUMeHUTh GOPMAaTUPOBAHUE);

— Ilpumenutr  ¢popmMaTHpOBaHHMe —  IIpUMeHeHHWe  paHee  CKOIHMPOBAHHOIO

dopmaTtupoBanus (cM. pasnen KonupoBaTh U MpUMEHUTh GOpPMAaTUPOBAHUE);

— Bri0paTh Bce — BBIOOD BCETO COIEPXKUMOTIO JIOKYMEeHTa;

— Ynanutes — yaaneHue BbIOpaHHOTO pparmMeHTa (CM. pasnes Y JaJIUTh JTaHHbIE);

— Ilouck u 3aMeHa — IIOMCK YKd3dHHOI'O CHMBOJI4, CJIOBA WK Cl)paFMEHTa TeKCTa B

JIOKyMeHTe ¥ 3aMeHa ero Ha HeoOXOJUMbIM BapuaHT (cM. pasnen [louck v 3ameHa).
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3.1.2.3 BcraBka

Mento BeTaBka cofiepXuT cilefyroliye KOMaHIbl:

— N300paxenne — BcTaBKa M300pakeHus Ha JIMCT (CM. paszes BeraBuTh n3obpaskeHue);

— Purypa — BcTaBKa GpUrypsl Ha JIUCT (CM. pasnesn BecraBuThb Gurypy);

— lmarpamMma — BCTaBKa JIMarpaMMmbl Ha JIMCT (CM. pa3ziesl BctaBuTh iMarpamMmy);

— dyHKIMA — BCTaBKa (QYHKIWW B aKTUBHYIO SYeMKy Tabmuibl (CM. pasnen BcTaBUTH

byHKIHIO);

— CcpuIka — BCTaBKA TMIEPCCBUIKA B aKTHUBHYIO sS4eiKy Tabmiuilel (cM. pasnen BcTaBuTh

CCBUIKY);

— 3amMeTKa — J100aB/IeHUe 3aMeTKH K aKTUBHOM siuelike TaOJIUIIbI (CM. pasziell 3aMeTKH);

— JInct — pobaBiieHre HOBOTO JIMCTA B OTKPBITBIA JOKYMEeHT (CM. pa3ziell BcTaBUTE JIKCT);

- I[a'ra — BCTdBKa TEKYIIIeﬁ HdThbl B dKTUBHYIO HQEﬁKy Ta6JII/IIIbl (CM. pasnein ﬂaTa )41 BQEMH);

— Bpems — BCTaBKa TeKylllero BpeMeHU B aKTHUBHYIO siuedKy Tabmuibl (cM. pasgen Jlata u

BpeMd ).

3.1.2.4 ®opmar

MeHntio opmat COIep>KUT CIIeAyIoIIe KOMaH/Ibl:

1. Tekct — dopmMaTHpOBaHUE TEKCTA B aKTUBHOM siueiike:

— HIpudT (cm. pasgen Lpudte);
— Pa3smep mpudra (cM. pasnein Pazmep nipudra);

— YBesmuuth pa3mep mpudra (cMm. pazgen Pasmep mpudra);

— YMenbmuth pa3mep mpudra (cm. pazaen Pasmep mpudTa);

— Homyxupnslii (cM. paznen OdopmileHre TeKCTa);

— Kypcus (cM. pasgen OdpopmieHue TekcTa);

— IlomuepknyTsIiii (cM. paznen ObopmiieHHe TEKCTa);

— 3auepkHyThIH (cM. pasaen OdopMieHre TeKCTa);

— Mex3HaKkoOBBIH HHTepPBaJI (CM. pa3iell Mexx3HaKOBBbIM UHTEpBall);

— Jpyroe ¢opmarupoBanue (cM. pasnen OpopmiieHre TekcTa).

2. BblpaBHI/IBaHI/IE — BbIPABHHMBdHUKeE TeKCTa B BblJJeJIeHHbIX STYeMKax:
— 110 TOPU30HTAJIU: IIO JIeBOMY WJIM IIPABOMY KpdsM, IIO0 HEHTPY WJIN HIMpHUHEe STYeUKU

(CM. pa3nein ["opu3oHTaIbLHOE BbIDaBHI/IBaHI/Ie);

— 10 BepTUKaJM: II0 HWKHEMY WIM BepxHeMy KpasM, II0 CepeJliHe s4YeWKu

(cm. pasnen BeprukanbHOe BhIpaBHUBAHUE).
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3. HOBOpOT TEKCTa — IIOBOPOT TeKCTa B BbIIEJIEHHbIX sTYerKax (CM. pasznein HOBOQOT
TeKCTa).

4. IIBeT — u3MeHeHNe I[BeTa:

— IIBet Tekcra (cM. pasnen LIBeT TekcTa);

— IIBet BbIgesieHUus TekcTa (CM. pa3fen LIBeT BbljlesieHHs TeKCTa);

— IIBet 3amuBKH (CM. pasfen LIBeT 3aIMBKU siUeeK).

5. YucnoBoit ¢opmar — BbIOOp dopmaTa OTOOpakeHHsI HaHHBIX (CM. paszaen YuciaoBbie

dopmathl).

6. I[narpaMMa — HaCTpOﬁKa WK yJdJIeHre JUudI'PaMMBI (CM. pa3nein EI/IHFQaMMbIL

3.1.2.5 Taosmua

Mento Tabsmmma cofiep>XUT KOMaH/IbI AJIs PeJIaKTUPOBAHUS TaOIUIIBL:
1. BctaBuTh CTPOKY CBepxXy — BCTaBKa HOBOM CTPOKM HaJ  BbljIeJIEHHOM

(cm. paznen JIo6aBUTL CTPOKU U CTOJIOIIbI).

2. BcraBurth CTPORY CHHU3Y — BCTaBKa HOBOH CTPOKH Ioa BbIZIeJIEHHOH

(cm. pasnen JI06aBUTL CTPOKU M CTOJIOITBI).

3. BcraBuTh cCcTOJI0el; cjeBa — BCTaBKa HOBOrO CToJIOI@ cjieBa OT BbIIEJICHHOIO

(cm. paznen JIo6aBUTL CTPOKU U CTOJIOIIbI).

4. BcraBuTH CTOJIﬁEII CIIpaBa — BCTAaBKd HOBOI'O CTOJ'[6IIa CIIpaBd OT BbIIEJIEHHOI'0O

(cm. pasnen JI06aBUTL CTPOKU M CTOJIOITBI).

5. YmaimTh CTPOKY — YyJajleHdhe BbIJIeJIeHHOW CTPOKM (CM. pa3fiell Y IajluTh CTPOKU W

CTOJIOIIEI).

6. YmamuTh crosben — yaajeHue BBIEJIEHHOro CToJbma (CM. pas3fen Y OaluTb CTPOKU U

CTOJIOIIBI).

7. CKpBITH CTPOKY — OTKJIFOYeHHe 0TOOpa)keHHs BbIZIeIeHHOM CTPOKH (CM. pa3ziest CKPBITh

CTPOKH WU CTOJOIBI).

8. Iloka3aTb CTPOKY — BKJIOYeHHe OTOOpa)keHMsI paHee CKpPBITOM  CTPOKH

(cm. pasnen [Toka3aTb CTPOKU WK CTOJIOIIEI).

9. CkpeITh cTOJOELI —  OTKIIOYeHHWe  oToOpaXkeHWs  BBIZIEJIEHHOTO  CTOJIOIA

(cm. pasnen CKpBITh CTPDOKW WIK CTOJIOIHI).

10.IlokazaTe cToOJIDEIy — BKJIIOYEHHME OTOOpaXkeHUsi paHee CKPBITOTO CToJbIa

(cm. pasnen [Toka3aTb CTPOKU WK CTOJIOIIBI).

11.Pa3mep siueiiky — 3aJlaHye pa3Mepa ss9erku (CM. pasznen Pasmep sdeek).
12.00bequHUTL,  gYEeHKH &~ — obLequHeHHWe  BLIJeJIeHHBIX — g49eek B OJIHY

(cm. paznen OOBeIMHUTD WU PA3beIMHUTD STYeUKH).
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15.Pa3neguHUTH AYeHKH — paszeiieHue paHee 00BLeUHeHHEBIX qa9eex

(cm. paznen OObeIMHUTD WK PA3beIMHUTD STYeUKH).

14.I1lepeHoc mo cioBaM — BKJIIOUYEeHHWE WIHM OTK/IIOYeHWe GYHKIMW IepeHoca TeKCTa I10

CJIOBaM B BbIJIeJIEHHBIX STYeMKax (CM. pasgen IlepeHoc 1o ClIOBaMm).

15.I'paHu1bl — HacTpo¥ika oToOpaXkeHUs TpaHUI] TaOIUIbI (CM. pasziell [ paHuUIlb] s4yeek).

16.3akpennTh — 3aKpelieHWe CTOJOIA, CTPOKHA WM 0OyiacTv (CM. pasfies 3aKkpeluThb

CTOJIOIILI, CTPOKU WJIN 00JIaCTD).

17.JInct — BBIOOD OIleparvu C JIUCTaMU:

HEPEI/IMEHOBaTB — HM3MeHeHHe HAa3BaHH JIMCTa (CM. pa3nein IleperMeHOBATH J'II/ICT);

Hyb6impoBaTh — CO3/1aHMe KOIMY JIMCTa B Ipyroy Bkiazke (cM. paszfen lybnupoBaTh

JIUCT);

CkpeITh — OTKJIIOYEHHe O0ToOpaXkeHHUs JUcTa (CM. pa3nenl CKpBITb WIA 0TOOpPa3UTh

JIUCT);

ITokazaTts Bce — BKJIIOYEHHe OTOOpa’KeHUsI BCEX CKPBITBIX paHee JIMCTOB

(cm. pasnen CKpBITh WM 0TOOPA3UTD JIUCT);

HEpEMECTI/ITB B HA4YaJI0 — IIlepeMelleHre BKJIdAKU JIMCTd HAd IIepBYIO IIO3UIHIO

(cm. pasnen [lepemecTUTb JIUCT);

HEPEMQCTI/ITB B KOHeIl — IlepeMellleHre BKJIaAKW JIMCTa Ha ITOCJIeAHIOI0 ITO3WUIHIO

(cm. pasnen [lepemecTUTh JTUCT);

CKpI)IBaTI) HYyJiéBblIe 3HAYeHHs — BKJ/IIOYEeHHWEe WIN OTKIIIOYeHUs OTO6pa)K8HI/I$I

HYJIeBbIX 3HAaYeHUH B HOKYMeHTe (CM. pasnein CKpBITb WM II0KA3aTh HYJIEBbIE

3HAYEeHUs);
Ynamute — ynanenue snvcta (CM. pasfesn Y JajauTh JIUCT).

3.1.2.6 JanHubIe

Mesnto JlaHHBIe CO/IEPXXUT CIIeAyIOlHe KOMaH/Ibl:

- q)I/IJII:TpaI_[I/IH — BKJIIOYeHHe (anpra Jid JdaHHBIX BbI6paHHOI‘ O JHaIla30Ha

(cm. paznen PuabTpanus U COPTUPOBKA);

— IIlpuMeHUTH NOBTOPHO — OOHOBIIEHHE JAaHHBIX (CM. pa3zaes PUnbTpanus U COPpTUPOBKA);

— Quuctuth QUIBTP — OTMeHAa MNpuUMeHeHUs QUIbTPOB (CM. pasdnes PuiabTpauus u
COPTUPOBKA);
- Ilo Bo3pacranmw — JuiIbTpalusl JaHHBIX BBIOPAHHOTO [IMAla3oHa 0 BO3paCTaHUIO

(cm. paznen PuabTpanus U COPTUPOBKA);

—Ilo yOwbIBanuiw — wibTpalidsg [daHHBIX BBIOPAHHOTO JMaria3oHa IO YOBIBAHHIO

(cm. pasnen PuabTpanus U COPTUPOBKA);
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- HOPHHOK COPTHPOBKH — HaCT'pOfIKa TIopsAdKa COPTHUPOBKU (CM. pa3nein PuIbTpaIys 1

COPTHPOBKA);

— OOHOBUTH CBOHYIO TAbMILy — OOHOBJIEHHME JIAHHBIX CBOJHOM TabOIUIIbI;

- YaanuTh CBOIHYIO TAbIHIly — yaajieHre CBOJHOM TaOIUIIbI.

3.1.2.7 UucTpyMeHTHI

MeHo MHCTPYMeHTHI COJIep)XXUT Clle[lyIOole IT0JIMeHIO:
— IIpaBonincaHue — MeHIO KOMaH] JUlsl paboTel ¢ IIpaBonucanueM (cMm. pasgen [IpoBeputsb

[IpaBOIIMCaHue);

— 3anmycTUTh MaKpoC — CIIMCOK MaKpOKOMaH/]I B JokyMeHTe. KomaHia oTrobpakaeTcsi, eciu

B JIOKyMeHTe IPUCYTCTBYIOT MaKpPOKOMaH/Ib!I (CM. pa3zies MakpOKOMaH/IbI).

3.1.2.8 Bup

MeHnro BI/I}] COJIep’KUT ciieayrone KOMaHIbI:

— Ctrub cecpuiok R1C1 — ycranoBka ctritst cceiiok R1C1 (cm. paszmen Anpecanus siueex);

— Macmrab — HacTpoiika Maciraba JokyMeHTa (CM. pa3nen Maciirab JokyMeHTa);

— Ctpoxka ¢popmys — HacTporika pa3amepa CTpoku ¢dopmyit (cM. pazaent Ctpoka dpopmyin).

3.1.2.9 CopaBka

Mento CripaBKa COJIEPXKUT CJieTytoIe KOMaH/IbL:

1. 8 CnpaBka — JJOCTyN K CIIPaBOYHBIM MaTepuasnaMm. [Ipu Beibope myHKTa | CnpasBka B
HOBOM BKJIaJiKe BeO-Opay3epa OTKpOIOTCS CIIpaBOYHble MaTepuajbl 10 paboTe c

«MoiOduc Tabmuma» (cm. Pucynok 2):
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O NpUADKEHIAK (0] NMPpUNOXEHWUHN
0630p UHTEpGeENca

«MoiOdwc Tabnuua» — seb-pegakTop ANS CO3AaHWS 3NEKTPOHHBbIX Tabnuy, sefeHus
pacHeTOB, aHanM3a AaHHLIX U NPOCMOTPa CEOAHBIX OTHETOB.

[OeiicTena ¢ painamu

LOefcTENA C AYEAKAMM,
CTONGLEMH M CTPOKEMH

[elicTens C NucTamMu
[elCTEMA C AaHHEMK

DOPMYNLL M PYHKLMM

A». 2013—2023

OnepaTopbl AeACTEMIA

PaboTa C guarpamMMamu

PaBoTa C M30BPaXEHUAMK
PaBoTa C purypamu

Pab0Ta Co CEOAHBIMM TAONMUAMM
®OpMaTUPOEAHHE [OKYMEHTE

TpUNOXEHUA

Pucynok 2 — CipaBousble MaTepuassl 1o pabote ¢ « MoiOduc Tabnumna»

2. © Ilpumeuanus K BBIMYCKY — [OCTYI K MHGOPMAIIMU O HOBOM (YHKIHOHATBHOCTH B
tekymiei Bepcun [10. KHormka MoXeT cojiepykaTh WHIUKAIIAIO HAJW4Us OOHOBJIEHUM B
npwioxkeHun. Mupukamust Oyzer oToOpakaTbCsi B TedeHHe 14 KajleHIOAPHBIX JHeW C
MOMeHTa OOHOBIJIEHMS] CUCTeMBI, IT0Ka [10J1b30BaTejIb He 03HAKOMHUTCS C U3MEHEeHHUSIMHU.

3. [0 nmporpamMme — JIOoCTyn K uHdopmaiuu o6 aktuBHOM kommnoHeHTe [10 MoiOdwuc.
ITpu BBIGOpE IyHKTa o nporpamMMe OTKpPBIBaeTCsl BCIUIbIBAIOIlee OKHO, COpepikailee
OCHOBHYI0 MHOpMaIuio o npusoxenuu «MonOduc Tabmuray.

4. I'mmepcchuika OOpaTHast cBsaA3b (OTOOpa)kaeTcss TMPH HAJIWYUK  OJIKJIIOYEHHOTO

IIOYTOBOI'O KJII/IeHTa).

3.1.3 Ilanens HHCTPYMEHTOB

[TaHesb MHCTPYMEHTOB CO/IEPXKUT MHCTPYMEeHTh! GOpMaTUPOBaHHUs /IjIsi pabOThI C sSTYefKaMU,
CTPOKaMHU U CTOJOLAMU, TeKCTOM, AUarpammami, ¢purypamu. J{oCcTyIIHOCT MHCTPYMEHTOB 3aBUCUT
OT BBIOpPAHHOI'O COJIEPXKUMOTI0 IOKyMeHTa.

Pa3mep maHenn MHCTPYMEHTOB MeHsSIeTCSl B 3aBUCHMOCTH OT pa3Mepa OKHa BeO-Opaysepa.
Ecnu pa3mep okHa He 1103B0JIsSieT 0TOOPa3UTh NaHeIlb UHCTPYMEHTOB IeIMKOM, 4aCTb MHCTPYMEHTOB
byner ckpbiTa. CKpbITble MHCTPYMEHTHI 0TOOpaXkaloTCsl 0 HakaTUIo KHONKHK *** Emje Ha nmanenu

VHCTPYMEHTOB.
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B HOKYMeHTaX, JOCTYIIHbIX I10JIb30BATEII0 TOJIbKO IJIg IIPOCMOTPA, IlaHeJIb MTHCTPYMEHTOB He

OTOOpakaeTcsl.

3.1.3.1 IucTpyMeHTHI [iist pab0ThI C TAOJIHIEH U ee COJlePKUMBIM

[Tanenb MHCTPYMEHTOB TaOIWYHOTO pefakTopa COAEpPXXUT Cleylole WHCTPyMeHTbI

(cm. Pucynok 3):

D «

X0 Thames 12~ A A+ XK K 4 T AB A,

L - AB - 3 Uucnosoit e woemTEHd=@HB-V 1%

>
.
<
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i
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PucyHnok 3 — MHCTpyMeHTHI 1151 paboThI C Tabiuvilei U ee COJlepXKUMBIM

‘) OTMeHHTh — OTMEHHUTD rocJieJiHee JIeMCTBUe (CM. pa3nein OTMeHUTh WU OBTOPHUTD

JIeUCTBUSA).

C HOBTOpI/ITb — IIOBTOPHUTH IIOC/IeaHee OTMeHEHHOe JIerCTBHe (CM. pasaein OTMeHHUTH

WJIN IIOBTOPUTE JIEHMCTBUS).

+° Bripe3aTts — Bbipe3aTh B Oydep oOMeHa BbljieJIeHHOe COJIepXKUMOoe.

KonupoBaTts — xonuposath B 6ydep oOMeHa BblJlelIeHHOe COJIepXKUMOe.
BcraBuTh — BCTaBUTH B IOKYMeHT cojiepxkuMoe Oydepa obmeHa. [Ipu HakaTuu Ha
CTpeJIKy CIlpaBa OT KHOIIKA CTaHOBSTCS AOCTYIIHBI KOMaH/Abl BcTaBUTH 3HaueHUs] U

¢dopmart 1 BcTaBUTH TOJILKO 3HAYEHHUSI.

< Konuposats ¢popMaTupoBaHme — KONUPOBATh U IPUMEHUTb pOpMaTHPOBaHUE.

. HlpudTt — PopmatrpoBaTh BbleIeHHBbIM $parMeHT TeKCTa B COOTBETCTBUU C THIIOM

mpudTa, BbIOpAaHHBIM M3 BbINajawomiero crnucka (cm. paznmen Hlpudter). Eciu pasmep

OKHa IIpUJIOKEHHs He I103BOJIsdeT OT06p83HTb laHejib UHCTPYMEHTOB IeJIMKOM, KHOIIKa

IIpUHUMAeT KOMITIaKTHBINA BU]] Aa

. Pa3mep mipudpTra — dopmMaTHpOBATH BbIJIeJIEHHbIM PpparMeHT TeKCTa B COOTBETCTBUM C

pa3MepoM IipudTa, BHIOpAaHHBIM M3 BbITIAJIa0IIero crnucka (cM. pasaent Pasmep mipudra).

A~ VmeHpmmTh pasMep mpupTa — yMEHLIIUThL pasMep IMpPUGDTa BbIIEICHHOTO

¢dparmenTa Tekcra (cM. pa3nein Pazmep mipudta).

10.A+ Ypemmunrs pasmep mpudra — YBEJIWYUTh pa3Mep HIpUPTa BbIEJIEHHOIO

¢dparmenTa Tekcra (cM. pa3nein Pazmep mipudta).

11.7K Ilomy:kMpHBIH — M3MEeHUTb TUIl HayepTaHWs BblleJIeHHOTo ¢parmMeHTa TeKCTa Ha

MOTY>KUPHBIN (cM. pasnen OdbopmiieHre TeKCTa).
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12.K KypcuB — u3MeHUTh THUI HauepTaHUS BbIIeJIEHHOTO ¢parMeHTa TeKCTa Ha KypCHUB

(cm. pasnen OdopmiieHre TEKCTA).

13.4 IToguepKHYTBIH — W3MEHUTh TUI HauyepTaHWS BblJieJIeHHOro ¢dparMeHTa TeKCTa Ha

NoA4epKHYTHIN (CM. pa3nenn OdopmiieHre TeKCTa).

T w
14.7~ 3a4epKHYTBHIii — WM3MEHUTh TUIl HAYEpTAaHUS BbIIEJIEHHOTO ¢parMeHTa TeKCTa Ha

3auepKHYTHIN (CM. pasnen OdopmiieHre TEeKCTa).

15.AB Bce NPOMNCHBIe — IIpeo0pa3oBaTh BCe CTPOUYHbIe OYKBHI BblIeJIEHHOTO ¢pparMeHTa

TeKCTa B MponucHbie (CM. pasaen ObopMieHUe TeKCTa).

16. 4. Hpyroe d¢opmaTtupoBanne — ¢opMaTUPOBaThb BblIeJIeHHbIM ab3al; B

COOTBETCTBHH (o{0) CTHJIeM, Bb16paHHbIM nu3 BBITIaJarO1Iero CITMCKa

(cm. pazgenbl ObopmiieHre TekcTa U Mexk3HaKOBbI UHTEPBaJ):
_X 2 IlopcTpouHbIi 3HAK — 0GOPMUTH TEKCT B BUJIe TIOJICTPOYHOI'O UHJIEKCA;

X’ HancTpouHsiii 3HaK — 0pOPMUTD TeKCT B BUJle HAZICTPOYHOI'O UHJIEKCa;

AB
— <+ YIUIOTHEHHBIH — H3MEeHUTh MeXX3HAaKOBLIN HWHTEepBaJI TeKCTa Ha YIIJIOTHEeHHBIH,

AB . . .
— + OOBIYHBII — M3MEHUTh MEXX3HAKOBbIM MHTEPBa/l TeKCTa Ha OOBIYHBIN;

B
— =t PaBPEDKBHHI)II/I — HU3MEHUTb MEeX3HdKOBbIM MHTEPBAJI TEKCTA Hd pPd3pe’KeHHbIN.

A

17w IIBeT TekcTa — $OPMATUPOBAThH Bbl/IeJIeHHbIM (GparMeHT TeKCTa B COOTBETCTBUU

C BbIOpaHHBIM I1BeTOM IIpUdTa (CM. paszen LiBeT Tekcra).

F 4

18. IIBeT BhIiEIeHUS TEKCTA — BBIJEIUTh ppParMeHT TeKCTa BLIOpAaHHBIM I[BETOM (110

TUIly MapKepa) (cM. pa3zei LIBeT BbliesieHUs] TEKCTA).
19.= BbBIPOBHAITH 10 JIeBOMY Kpalw — BBLIPOBHSTb TEKCT II0 JIEBOMY Kpal SYEHKU

(CM. pa3gen ['opusoHTanbHOE BbIpaBHMBaHMe). Ecmu pa3dMep OKHa IIPWIOXXeHHdA He

II03BOJIAEeT OTO6p831/ITb IaHeJIb MTHCTPYMEHTOB [eJIMKOM, HHCTPYMEeHTbl TOPU30HTAJIbHOI'O

BBIDAaBHMBAHUs OTOOpAXKAIOTCSI TPU  HAXKATUM  KHONKH — — I'opusoHTaNBHOE
BHIDaBHHUBaHHe.
20.= BBIpOBHATHL 1O NEHTPY — BBIPDOBHATb TEKCT 10 LEHTPy  SYEHKH

(CM. pasnein ['opu3oHTaIbHOE BLIpABHUBaHME). Eciau pa3Mep OKHa IIpUJIOXKeHHsa He

II03BOJIAEeT OT06p83HTb IIaHeJIb MTHCTPYMEHTOB [eJIMKOM, HHCTPYMEeHTbl TOPU30HTAJIbHOI'O

BBIDAaBHUBAHMS OTOOpAXXAlOTCSI IIPM  HAXATUM KHONKH = I'opu3onTanbHoe
BHIpaBHHUBaHHe.
21.-= BpIpPOBHATH N0 NPAaBOMY Kpal — BBLIPOBHSTH TEKCT MO NPaBOMY Kpaio SYEHKU

(cM. paspen ['opusoHTanbHOe BbIpaBHUBAHUE). Eciu pasmMep OKHa IPWIOXKEHUS He
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II03BOJIAET OT06p83HTb IaHeJIb MTHCTPYMEHTOB [eJIMKOM, MHCTPYMEeHTbl TOPU30HTAJIbHOI'O

BbIpAaBHUBAHHUA  OTO 6pa>Ka10Tc;1 IIp¥  HAXKATUKU  KHOIIKH = ropI/IBOHTaJIbHOE

BbIpdBHHUBAHUeE.

22.= BBIPOBHATH 0 HIMPHHE — BBHIPOBHSITH TEKCT I10 JIEBOMY M IIPABOMY KpasiM STUEHKH

OTHOBpPEMEHHO (CM. pasznein ['opu3oHTaIbHOE BhIpaBHHMBaHUe). Ecimm pa3sMep OKHa

IIPWIOXKEeHUs] He TI03BOJIsIeT 0TOOpa3WuTh IaHeslb WHCTPYMEHTOB I[eJIMKOM, WHCTPYMEHThI

T'OPU30HTAJIbHOTO BBIPABHUBAHUA  OTO 6pa>1<a10Tc;1 IIpU  HAXdTUW  KHOIIKH

FOpHBOHTﬂJIbHOQ BbIpdBHHBAaHHeE.

23. T BbIpoBHATH IO BepxHEeMy Kpal0 — BBIPOBHATH TEKCT 110 BEPXHEMY Kpaio SYeHKU

(cM. pa3nen BepTukanbHoe BblpaBHMBaHMe). Ecin pasmMep OKHa IpWIOXKeHUS He

MI03BOJIsSleT 0TOOpa3uTh NaHelb WHCTPYMEHTOB I[eJIMKOM, MHCTPYMEHThbl BepTHUKaJIbHOTO

BbIDAaBHMBAaHUS  OTOOpaXkaloTCs IIPU  HAXXKaTUM  KHOIIKU L3 BepTukanbHoe

BbIPaBHUBaHUe HA [1aHEJIM UHCTPYMEHTOB.

e .
24."+ BBIPOBHATH 1O CepefyHe — BBIPOBHATH TEKCT TI0 CepefuHe  sSYeHKH

(CM. pa3gen BeptukaneHoe BeIpaBHUBaHUe). Ecmu pa3dMep OKHa IIPDUJIOXKEeHUs He

II03BOJIAET OTO6p83HTb laHeJib UHCTPYMEHTOB HeJIMKOM, WHCTPYMEeHTbl BEPTHUKAJIbLHOI'O

BbIpaBHHUBAHUSA 0T06pa>1<a}0Tc51 Ipu Ha>XaTHHN KHOIIKH i BepTI/IKaJIbHOE
BbIpDABHHUBAHUE Hd IIaHEJIM UHCTPYMEHTOB.
25i BprOBHHTI) II0 HUKHEMY KPAKW — BbIPOBHATH TEKCT IIO HUKHEMY Kpdro STYeUKH

(CM. pasnen BeprukanpHoe BbIpaBHMBaHue). Ecau pasMep OKHa TIIpUJIOKEeHUus He

II03BOJIAEeT OT06p83I/ITb IaHejib UHCTPYMEHTOB HeJIMKOM, WHCTPYMEeHTbl BEPTHKAJIbHOI'O

BbIDABHMBAaHMUS  OTOOpakaloTCs IIPU  HaXaTUM  KHOIIKU L3 BepTukanbHoe
BbIpaBHHUBaHMe Ha [laHeJIM UHCTPYMEHTOB.

AB .
26.—  IloBopoTr TekcTa — TIOBEePHYTb TeKCT B  BbIIeJIEHHbIX  sYeKax

(cm. paznen [1oBOpOT TekcTa).

27.=4 HEPEHOC II0 CJI0OBAM — BKJ/IIOUYHNTb WJIN OTKJIIIOYHTDH CIDYHKLII/II-O IIepeHoCa TeKCTa II0

CJIOBaM B BblJIeJIeHHBIX sfUYerKax.
28.YucnoBoit ¢opmat — BbIOpaTh PopMaT BbIJEJIEHHBIX SYeeK K3 BbINAJIalollero CIMCKa

(cm. paznen Yucnosele dopmatel). Ecin pasmep OKHa TPUIOXKEHUST He TI03BOJIsieT

OTO6paBI/ITb laHeJib UHCTPYMEHTOB IeJIMKOM, KHOIIKd IIpUHUMdEeT KOMITAaKTHBIM BH]I

123~ Yucnosoi popmar.

T .
29.L= HdeHexxHbIH — 0TOOpa3UTh COJIepP>KUMOEe BbIIEJIEHHBIX siueeK B JIeHe)KHOM ¢dopMare

(cm. paznen PopMar ssuerku J{eHesKHBIN).
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o .
30.76 IIpoueHTHBIM — O0TOOPa3UTh COAEpPXKMMOe BbIZIEJIeHHbIX siYeeK B IPOIEHTHOM

dopmate (cM. paznen Popmat sueriky [[pOIIeHTHBIN).

.00 .
31." = YMeHbIINTBL Pa3pAAHOCTh — YMEHBIIUTb KOJIMYECTBO 3HAKOB IIOCJIe 3alsTON (CM.

pasznein Y BeJIUYNUTh WKW YMEHbBIIUTDL Pa3psSaHOCTD).

.00 .
32." = YBeJM4YHUTh Pa3psAJHOCTh — YyBEJIMYUTb KOJIMYECTBO 3HAKOB IIOCJe 3alsTod (CM.

pazfien YBeJIUYUTb WKW YMEHBIIUTh Pa3Ps/IHOCTD).

@

33. IIBET 3aJIMBKH — 3allOJIHUTh BbIJIeJIeHHbIE SYeWKH BbI6paHHbIM OBETOM

(cm. pasnen LIBeT 3a7IMBKU STYeeK).

34.@ Oo0BequHUTH aqeffncn/@ PazpequHuTh sT9eiKu — OOBeJIMHUTh WIN Pa3beJIMHUTh

BbIJIeJIEHHbIE SYerKHU (CM. pasaein OOBeIMHUTD WJIA PA3heIUHUTDL SIEUKH).

35.53 I'paunbl — HacTpouTh OTOOpakeHWe TIpaHMI] TabiIMIl WIM BbIOPAHHOI'O

JlMarasoHa siaeek (CM. pasfien I'paHullbl STYeeK).

36. Pa3mep siueiikm — 3a/1aTh pa3Mep BbIOpaHHBIX siueek (CM. paszien Pazmep sdeex).

37. 55 BeraBuTs CTPOKY CBepXy — BCTaBUTb HOBYIO CTPOKYy HaJl BblJeJIeHHON

(cM. pasnen 1o6aBUTL CTPOKU U CTOJIOIBD). Eciy pasmep okHa NpUiioXeHHs He T03BOJIsieT

0TOOpa3uTh INaHeb MHCTPYMEHTOB IIeJIMKOM, MHCTPYMEHT OoToOpakaeTcsl IIPU HaXKaTHU
KHOIIKM =~ BcTaBHTH cTONGEN HH CTPOKY.

38.4%= BCTaBHTS CTPOKY CHH3y — BCTaBUTb HOBYIO CTPOKY IO/l BbIJIeJIEHHON

(cM. pazpen Jo6aBUTL CTPOKU U CTOJIOIED). Eciy pasmep okHa npuiioXeHWs He II03BOJIsIeT

0T0OpasuTh MaHejlb UHCTPYMEHTOB IeJIMKOM, MHCTPYMeHT oTobpa)kaeTcsi NMpU HaXKaTHUHU

KHOIIKH lf—'li—'li—'l BcraBurn CTOJIGEII NN CTPOKY.

39.@ BcraBuTth croJsidery ciieBa — BCTaBUTh HOBBIM CTOJIOEIl CJieBa OT BBIJIEJIEHHOTO

(cm. paznen Jlo6aBUTL CTPOKU U CTONDIIBI). Eciiv pa3mep okHa MPUIOXKeHUs He TI03BOJIsieT

OTO6p831/ITb IaHeJIb UTHCTPYMEHTOB HeJIMKOM, MHCTPYMEHT 0T06pa>KaeTc;[ IIprU HAXXATHUHU

KHOIIKM = BcTaBHTH cTONGEN HuH CTPOKY.

40@ BcTaBuTth CTOJIGEH CIIpaBa — BCTABUTH HOBBIM CTOJ'I6eI_I CIIpaBa OT BbIAEJIEHHOI'O

(cM. paspen Jo6aBUTL CTpoKU U cTOJIOIED). Eciy pasmep okHa NpuiioXeHWs He II03BOJISIeT

0T0OpasuTh MaHejlb UHCTPYMEHTOB IeJIMKOM, MHCTPYMeHT oTobpa)kaeTcsi NpU HaXKaTHUHU
KHOIIKM % * BcTaBHTH cTONGEN HH CTPOKY.

4155 Ypamts CTPOKY — YJAJIUTh BblJIeJIeHHYIO CTPOKY (CM. pasfien Y AajauTb CTPOKHU U

CTOJ'I6!!bI). Ecmu pasMep OKHd IIpUJIOKeHUdaA He I[103BoJIsAeT OTO6p831/ITb I1aHeJIb
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[
MHCTPYMEHTOB IIeJIMKOM, HWHCTPYMEHT 0T06pa>1<aeTcs1 IprU HaXXAaTHUWU KHOIIKH l#%]

Y nanurts cTonder UM CTPOKY.

42.% Ynamurts cronben — yAanuTh BbiIeJIeHHbIN cTosiber] (CM. paszien Y IajduTh CTPOKU U

CTOJI6[]bI). Ecnu pa3Mep OKHad IIpUJIOKeHWsaA He I[103BOJIAeT OT06paSI/ITb I1aHeJIb

[
HWHCTPYMEHTOB I[eJIMKOM, HWHCTPYMEHT 0T06pa>1<aeTc;1 IIpYU HaAXdTHKWM KHOIIKH I#

Ynamuth cTos10er WM CTPOKY.

43.ﬂ 3akpenuTh — 3aKpeNnuTh BbIOpAaHHBLIM Juarna3oH sdeek. [lo HakaTUIO KHOIKU

OTKPBIBAIOTCSI KOMaH/IbI JIJ1s1 HACTPOWKY 00J1aCTH 3aKpeIlieHusl.

44.? duabTpanus — BKIIOYUTh QWIBTPALMIO JJAHHBIX BBIOPDAHHOTO CTOJIOIA WU

OTMeHUTh QUIILTPAIMIO U OOHOBUTH JJaHHbIE (CM. pa3zes PUIbTpays U COPTUPOBKA).

A
45.ﬂl CopTupoBKa — COpPTHUPOBATh JIlaHHBbIE BBLIOpDAHHOT'O CTOJIOIIA MO BO3PAaCTAHHIO, I10

yOBIBAaHUIO WJTU 10 3HAYeHHI0 (CM. pasfen PuibTpaiys ¥ COPTUPOBKA).

46.|;E?‘ OOHOBUTH CBOJHYKW Tabiuily — OOHOBUTH JaHHbIE CBOAHOM Tabmuiel. KHomka
oTOOpakaeTcsi TMpPU  BbIEJIeHUM XOTS Obl OOHOM SYEeHKU CBOJHOM  TaOIMITBI

(cm. pasnen CBoJHBIE TaOIHUITE).

47.@ YnamuTs CBOTHYIO TAOHMIy — yAaJIUTh CBOJHYIO TaOnuiy. KHomka otobpakaeTcs

IIPH BbIJIEJIGHUW XOTs OBl OOHOW SYeHMKW CBOOHOM Tabywmmbl (cM. pasdmes CBOIHBIE
TaOIUIIb]).

48.I]|]|] JduarpamMmma — BCTaBUTh AWarpaMMy Ha JIUCT (CM. pa3nes BcTaBUTh IMarpaMmy).

49,4 N3o0paxkenne — BCcTaBUTh H300pakeHWe Ha JHUCT (cM. pasnen BcraButh
r3o0pakeHue).

2
50.C” CchlKa — BCTaBUTh THUIIEPCCHUIKY (CM. paszies1 BCTaBUTh CCHUIKY).

51.*** Emme — oT0OpasuTh CKPHITble MHCTPYMEHTHI:

_ O durypa — BCTaBUTh PUIypy Ha JIUCT (CM. pa3fen BcTtaBUtb GUrypy);

_ fx DyHKIIMSA — OTKPBITb IIaHeJib BCTaBKM (QYyHKIWUU (CM. pa3nein BcTaBuTh
dyHKIMIO);

- D JInCcT — BCTaBUTD JIUCT B JOKYMEHT (CM. pa3jies1 BCTaBUTD JIKCT);

- a I[a’ra — BCTABUTDb ATy B JOKYMEHT (CM. pasnein ﬂaTa u BQEMH);
- @ BPEMH — BCTAaBUTH BpeMsd B IOKYMEHT (CM. pa3gen ZIaTa U Bpems).

© 000 «HOBDBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2024 28



MounOdowmc

Donblasi yacTh omepanyid, a TakXXe CTaHAApTHble omnepauvu Bripe3atsh, Komupomars,
BcraButs, BcraButh cchuiky ¥ Co3maTrh 3aMeTKy JOCTYIHBI W3 KOHTEKCTHOTO MeHIO,

BBI3bIBAEMOT'0 Ha)kaTHeM IPaBOM KHOIIKOM MBIIIH M0 stuerike (cM. PucyHok 4):

Jo Buipesatb

KonuposaTb
[B§ BcTaeMTb
BCTaBUTbL 3Ha4eHUA U opmar
BCTaBUTL TONBKO SHAYEHMA
5 BcTaBMTb CTPOKY CBEPXY
EE BCTaBWTL CTPOKY CHU3Y
E BCcTaBuTh CTONGEU CEEa
ﬁ BcTaBuTe cTONGEU Cnpaga
o YoanuTs cTpoky 8
B vnanuts cTongeu F
Pa3Mep AYENKN...
[™ Cosnatb 3ameTky
¢# BCTaBMTb CChINKY.

Yucnosoit Gopmat

Pucynok 4 — KoHTekcTHOe MeHIo

3.1.3.2 IucTpyMeHTHI [IIst pab0ThI C IUarpaMMaMu

[Ipu BBIIEIEHUM WArpaMMbl, BCTABJIEHHOW B JOKYMEHT, I1aHejlb MHCTPYMEHTOB COJIeP>KUT

cliefyomye UHCTPyMeHTHI (cM. PucyHok D):

DC W~ E-x-ae- @ &

Pucynoxk 5 — UHCTpymMeHTHI 111 paboTHI C AMarpaMMaMH

- I'_I I'mcrorpammMa  —  BbiOpaTh TuUN  TruUcTOrpamMmbel: € rpynmupoBKOH,

C naxominenneM, HopMupoBanHasi ¢ HAKOIUIEHHEM;
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- I__ Jluneiiuatass [uarpamMmMa — BbIOpaTb THIO JIMHeW4YaTOW JUarpaMMBbIL:

C rpynnupoBkoii, C Hakomtennem, HopmupoBaHHasi ¢ HaKOIUIEHUEM;

- Iﬁ I'papux — BeiOpats Tun rpaduka: CramgaptHbiii, C HakomIeHHeM,
HopmupoBannsiii ¢ HakonienneM, CtaHmapTHeI ¢ Mapkepamu, C HakoIJleHueM H

Mapkepamu, HopMupoBaHHBIH ¢ HaKOIUJIeHHEM H MapKepaMH;

- Iﬁ HnarpaMMa C obmacTaMu — BbI6paTb THUII [OHWAarpaMMbl C obnacTamu:

CranpmaprHas, C HakomtenneMm, HopmupoBaHHasi ¢ HaKOIUIEHHEM;
- ‘ KpyroBasi nmarpamma — BbIOpaTh KPYTOBOH THIT IMATPAMMBbI;

- @ HacTpoiiku pguarpaMMbl — HAacCTPOWTb I1apaMeTpbl BBIOPAHHOM [IMarpaMMbl

(cM. pasnen HacTpouTsb nmuarpamMmy);

_ Yaanuts auarpaMmMy — YIaJUThb BblIeJIEHHYIO Avarpammy (cM. pasfen Y IaluTb
IMarpamMmy).

[Tompobnee o paboTe ¢ quarpaMmamMu CMOTpUTe B pasiesie JluarpamMmbl.

3.1.3.3 UucTpyMeHTHI ISt padoThI ¢ pUrypamu

Ecmu B HAOKYMeHTe BbllIejIeHd c])I/Irypa, Ha IIdHeJI® HWHCTPYMEHTOB OTO6pa>KaIOTC$I

WHCTPYMeHTHI 11t paboThl ¢ Hel (cM. PucyHok 6):

T 2

Pucynok 6 — UHcTpymMeHTSI /17151 paboThl ¢ pUrypamu

10
=

- — U3MEHUTb 3AIUBKY UTYPHI.

- % © — W3MEeHWTb KOHTYD GUTYPBL

- [2] — noporuare pasmep GUrypEl IO TEKCT.

- C\ — YJaJIUTh BEIOpaHHYIO PUTYPY.

Pabora ¢ ¢purypamu onvcana B paszeiie PUTYDBIL.
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3.1.3.4 ncTpyMeHTHI VI padOTHI C H300paKeHHSIMH

[Tpu BBIDENeHNM U300pa’keHUs], BCTaBJIEHHOI'O B JIOKyMeHT, [1aHeJlb YIIpaBjieHUsl COJep>KUT
VHCTPYMEHT JUIsl YAaJIeHNs U300pakeHusl.

Pabora c uzobpakeHusiMu onmcaHa B paszese HM3obpakeHus.

3.1.4 Ctpoka ¢popmyn

Crpoka ¢opmyn npejcrasiseT coboil peJaKTUPyeMyl0 CTPOKY, B KOTOPYIO MOXHO BBOJIUThb
JaHHbIe ¥ GOPMYJIbl, U3MEHSITh U TPOCMATPUBATD UX.

B ctpoke ¢popmyn oTobparkaeTcsi UICTUHHOe COJiep>KUMOe BbljlesieHHOU siueiiky. HezaBucrmo
oT BbIOOpA I[BeTa B siuelike, B CTPOKe GOpMYJI ISl TeKCTa MCIIONb3yeTcsl YepHbIi 11BeT. Hampumep, B
suerike Al (cm. Pucynok 7) otobpakaercs uucio 1 u cojepxutrcs uumciio 1; B siueiike A3

oTobpakaeTcsi YUCIJIO O, HO COJIePXXUTCSI pOpMyJia, pe3ysibTaTOM BBIUKCJIEHUSI KOTOPOM SIBIISIeTCS

YUCIIo 5.

fx 1 % =KOPEHBE(25)
B y A B

|i|}
oo e
oW =
_‘w\m -—‘

Bow py =

Pucynoxk 7 — Ctpoka ¢popmyn
YToOBI BBECTH B sTYeMKYy GoOpMyiy, BeIOEpUTe SYelKy, a 3aTeM B CTpPOKe GopMysn WId B

BbI6paHHOfI sYeliKe BBeJJUTe 3HAK «=». Haunure BBOJI IIEPBbIX CHUMBOJIOB HY)KHOﬁ (1)OpMYJIbI n U3

BBIIIQ/IAIOIIIEr0 CIIMCKA BblOepuTe HY>KHOe 3HadeHHe (cM. PucyHok 8):
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fx =c

fx CErogHs
;‘E fx  CXMPOBEMbI
3 fx cnuuc
: fx CMEL
3 fx coBnag
8 fx CP3HAY
190 fx CTAHOOTKJ/IOH.B
11 fx CTEMEHb
E fx CTONBEL
14 fx CTPOKA

Pucynok 8 — Beibop ¢popmyiibt

[Ipu BbIOOpe Ha3BaHUs GOPMYJIBI BO BCIUIBIBAIOIIEM OKHE OTOOpakaeTcsl orpejiesieHue
IaHHOUW GOpMyJIbI M TpaBWiIa BbIOOpPAa apryMeHTa. UToOBI YBUJIETh IMOJIHOE OIKMCAHUe, HaXXMUTe

KHOTIKY ¥ B IpaBOM 4aCTH BCIUIbIBatolero okHa (cMm. Pucynok 9):

'Fx =KopeHb(

|

1
2 z

KOPEHb( 3HaveHwe ) w

Pucynok 9 — [Ipumep popmyiiel

Hampumep, mpu Bbibope dopmynst KOPEHDB (cm. Pucynok 10) Bo BcIuibIBalomeMm OKHe
IpUBeJleHO ee oOIpefiejieHMe W YyKa3aHO, YTO B KayecTBe aprymMeHTa MOXeT BBICTYNAThb
MOJIOXKUTeNIbHOe 4ucyio. Ecimu 3a aprymeHT mnpuHath uucio 144, to KOPEHb(144) = 12

(cm. Pucynok 11).
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¢ =xopens(
A ; \
1 KOPEHb( 3HaveHwe )
2
3 BO3BPALLAST KBAAPATHRIN KOPEHD NONOMHTENDHOTO YHCNE.
4
5 3JHa4yeHWe )
6 YWCno, ANA KOTOPOTO HEDGX0AMMO BblYMCNUTE KE3APATHBIR
HODEHD.
7

Pucynok 10 — Ilpumep onpenenenust Gopmysibt

fx =KOPEHD(144)

Pucynok 11 — [Ipumep pemienus B popmyie

[Tepeuenb Bcex ¢popMys M UX onuvcaHui npusesieH B [Ipunoxenun 1. Ilepedens dopmyn u

X OIIKMCaHHe.

Crpoxy ¢opMysl MOXHO PpacTSHYTb, pa3BepHyTb U CBEpHYTb

aBTONOJICTPAaMBaHUe CTPOKHU TO/JT JAHHbIE BLIOPDAHHOM STYEHKHU.
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3.1.4.1 PacTsiHyTB CTPOKY popMy1

YTOoOB! YMEHBIIUTh WM YBEJIUUUTh CTPOKY (GPOPMYJI Ha IPOM3BOJIBHYIO BBICOTY, BBIIIOJIHUTE
CIleIyIollye e CTBU:
1. HaBegute Kypcop Ha HIKHIOIO TI'PaHUIy CTPOKU (opMyJl, IIOKa OH He IpUMeT BU[
JIIBYyCTOPOHHEH CTpeJIKHU.
2. 3axaB JIeBYIO KHOIIKY MBbIIIM, IlepeMecTUTe T'PaHUIly CTPOKH (GOpPMyJl Ha HY>KHYIO
OTMETKY.

3. OtmycTuTe JIeBYIO KHOIIKY MBI, YTOOBI 3apMKCUPOBATh BHIOpaHHOE 3Ha4YeHUe.

MakcrManbHasi BbICOTA, 0 KOTOPO MOKeT ObITh yBeJrdeHa CTpoka GopMys B pesyJibTaTe
pacTarvBaHus, — He HoJiee ITOJIOBMHEI OT TeKYyIIero pasmMepa pabouei 061acTy TabInIbL.
[Tocne pactsaruBaHusi CTPOKU GOPMYII:
— KHOTKA * Pa3BepHyTH CTPOKY popMyJI B IpaBOM YacTU CTPOKHU POpMYJT IPUHUMAET BU/
# CBepHYTBH CTPOKY (popmMy.;
— BBICOTA CTPOKM ¢OpMyJl, YCTAaHOBJIEHHAsl II0JIb30BaTejieM il S9elKd, CTaHOBUTCS

3Ha'4eHneM I10 YMOJTYaHHIO IS JAHHOM SYelKHU.

3.1.4.2 Pa3BepHYyTh WM CBepHYTh CTPOKY popMy

YToObl yMEHBIIWTb WM YBEJIUYWTb CTPOKY (OpPMyJlI Ha BBICOTY, YCTAHOBJIEHHYIO II0
YMOJIYaHUIO, HAXKMUTE KHOIIKY v Pa3BepHyThb cTpoky ¢opmysr/# CBepHYTh CTPOKY ¢opMyJ B
IIPaBOY 4acCTU CTPOKU (pOPMYJI WM BOCIIOJIb3yWTeCh ITyHKTaMU KOMaHAHOro MeHio Bux > Crpoka
dopmyn > PazBepHyTh cTpoky ¢popmysr/CBepHYTH CTPOKY dopMyr.

Ecnu nonb3oBatesnb npejBapUTeIbHO PacTSHYJI CTPOKY GpOpPMYJI, TO IIPY HAaXKaTUU KHOIIKU v
Pa3BepHyTh CTPOKY ¢popMyJs1 CTpoKa (GOpMyJl pa3BOpPAaYMBAETCS JI0 BEJIMYMHBI, yCTAaHOBJIEHHOMN

I10JIb30BATeJIeM.

3.1.4.3 ABTOnOACTpanBaHue CTPOKH popMy

Jl1s1 aBTOMaTM4ecKoro IOACTPauBaHUs CTPOKM GOpMyJI IOJ pa3Mep [aHHBIX B sYelKe
Ha)xmuTe KHONKY + IlofcTpanBaTh O/ IaHHBIE B [IPABOM YaCTH CTPOKK (GOPMYJI MIIM yCTaHOBHUTE
¢draxok B MyHKTe kKOMaHIHOT0 MeHI0o Bun > Ctpoka ¢popmys > IloncTpanBaTh 10 JaHHbIe.

,HJ'[H OTKJIFOYE€HHA dBTOMATHUY€CKOI'0 IIOJJCTPAWBAHHWA IIOBTOPUTE Ollepalivio.
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MakcumarnbHas BBICOTA, JI0 KOTOPOM MoOXeT OBITh YyBelWdeHa CTpoka GOpMyn TpU
BKJIIOYEHUH aBTOMATU4YeCKOTO TOJICTPauBaHus 1oj1 JaHHble, — He 6osiee 10% oT pa3mepa paboueit

obnactu.

3.1.5 Pabouas obsacTn

B paboueii obiact oToOpakaeTcsi COJiep>KUMOe JIMCTa, BbIOPAHHOTO II0JIb30BaTeJieM.
PenaktpoBaHue TaOIMYHBIX JIOKYMEHTOB OCYIIECTBIISIETCSI TPHA IIOMOIIM KOMaHJHOTO MeHIO,
MaHeJM yIpaBjieHus, MaHeJIu WHCTPYMEHTOB, CTPoku ¢opMmyn U 6GokoBoit maHenu. HekoTopwie
JeWCTBUSI C JIOKYMEHTaMM MOTYT OBbITb BBIIIOJIHEHbI IpA IIOMOIIM COYeTAaHUM KJIABUIII

(cm. pasmen CodyeTaHus KIABUII).

Ecny nokymMeHT ObUT 3alliMIlleH IapoJsieM, TO IPU IONbITKe OTKPBITh TaKOM ¢aiii Ha 3KpaH
OyzeT BbiBeleHO IpeaylpexjeHrWe O HeoOXOOUMOCTH yJaluTb Iapojib W 3arpy3uTh IOKYMEHT

3dHOBO.

3.1.6 Ctpoka cocTrosiHUs

CTpoka COCTOSIHUSI COJIEpXXUT YBeJIOMJIEHHST O J[JeHCTBUSX MPWIOXKEHUs] M CTaTyce
COXpaHeHUs] U3MeHeHWH, 3HAaueHHWs CaMbIX HCIIO/Ib3yeMbIX QYHKIUN (cM. paznesn PopMysibl U

$yHKIIMM), a Takke MaciTab oTobpakeHHs OKyMeHTa B pabouei obsactu (cM. pasmen Macirab

TOKYMEHTA).

3.1.7 Bxiiagku JIMCTOB

BkJy1aik¥ JIMCTOB IIOMOTaloOT [lepeMeliaThCs 10 JINCTaM TeKyIlled KHUTH.

Omneparuu ynpaBnenus juctamu IlepeumenoBatsh, ly6smpoBars, CkpeiTh, IlokasaTth
Bce, IlepemecTuts B Hauano, IlepemecTuTh B KoHeln, CKPBITH HyJIeBble 3Ha4YeHHUsA, Y JAJIUTh
JOCTYIIHBI U3 KOHTEKCTHOI'O MeHIO, BbI3bIBAeMOI'0 Ha)KaTHMeM IIPaBOM KHOIIKOM MBIIIN II0 BKJIJIKe

mucta (cM. Pucynok 12):
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MNepenmMeHoBaThL

[yénupoBaTk

CKpbITb

—|f—.‘!|39|‘-;11—‘!C_|r1Ttu B Hadyano

MepemecTuTb B KOHel

CKpbITE HYNEBbIe 23HaYeHUA

YnanuTb
e

Pucynok 12 — KoHTtekcTHOe MeH!0 BKJIaJIOK JIMCTOB

Bosnee mogpo6HO paboTa ¢ mucTaMu omMcaHa B paspesie JIMCTHI.

3.1.8 bokoBaga nmaueJnL

BokoBas nanenn COJep’KUT ciieayroinre KHOIIKK:

1. @ CgoiicTBa ¢aiiia — OTKpbIBaeT [1aHeJIb CBOMCTB OTKPBITOI'O JOKyMeHTa (TOJIbKO ISt

JIOKyMeHTOB BHYTpeHHero ¢opmMara), KoTopast COIepXKHT:

pacIiojiokeHue, Ui Tepexofa B XpaHW/IMINE JIOKYMeHTOB (B TallKy, B KOTOPOM
HAXOJUTCS JOKyMeHT) Ha)KMUTe Ha Ha3BaHUe IalKy;

pa3Mep JIOKyMeHTa;

JIaTy CO3MaHUsl JIOKyMeHTa W UWMs I[I0JIb30BaTesisi, CO3[aBIlero IOoKymeHT. [lpu
HaBeJIeHMM Kypcopa Ha UWMs II0JIb30BaTesisl TOSIBISIeTCS BCIUIBIBAIOIIEE OKHO C
JeTaIbHOM MHGOPMaIMel 0 TI0JIb30BaTelie;

IaTy TIOCJeJHETO HW3MeHeHHWs J[OKYyMeHTa W WMs TI0Jb30BaTelisd, W3MEeHUBIIEro
nokymeHT. [Ipy HaBesileHHHM Kypcopa Ha MM TI0JTb30BaTeJIsl TTOSIBIISIETCS BCILTBIBAOIIee
OKHO C JleTaJIbHOM MHpOPMalUel 0 ToJIb30BaTelie;

BUI TpaB JocTyna (TOJbKO [jisi ailyioB, JOCTYyN K KOTOpPHIM ObUI Tpe/loCTaBiieH
MI0JIb30BATEJTIO JIPYTUMHU TI0JTh30BaTeIISIMK);

CIIMCOK IT0JIb30BaTesleil U TPy, KOTOPhIM IpeJioCcTaBjieH NOCTYyI (C yKazaHHeM IIpaB
JIOCTYyTIA), ¥ TUnepcchuiky OOmmi mocTyn (Iyis Biiajienblia JoKyMeHTa)/OTKa3aThCcs
OT mocrtymna (Jij1s mojib30BaTesiel, KOTOPhIM ObLTM MPe/IoCTaB/IeHbl IIpaBa Ha JOCTYTI).

HpI/I HaBeJleHWHU KypCOpd Ha aBaTap WK UM4 I10JIb30BaTeJisl, KOTOPOMY IIpeJOCTdBJ/IeHbl
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IIpaBa [IOCTyIla, MOSIBUTCS BCIUIBIBAIOIlee OKHO C JIOTIOJIHUTeJIbHOM WHQOpMalued o
noJyib3oBaTesie (He IMopJjiep>kuBaeTcs ajs rpynm). IIpy HeobxomumocTy HaXkMHUTe Ha
BCIUIBIBAIOIIEM yBelIoMJIeHMM Ha runepccbuliky Ilogpobnee 1yisi mpocMoTpa
vHbOpPMaIlUKM O TOoJib30BaTesie B npwiokeHun «MorOduc KoHTakThy (Ipy HaMM4Iuu

nHTerpanuu ¢ «MounOduc [Toura»).

2. ITouck u 3amena — OTKPBIBdET IIdHEeJIb IMIOMCKd OdHHBIX IIO BCEMY HOOKYMEHTYy U

3aMeHBbI JJaHHBbIX Ha TpeOyeMmble (cM. pa3nen [lovck u 3amMeHa).

3. BcraButh QpyHKIHMI0 — OTKpBIBaeT NaHesIb BCTaBKU QYHKIMU (CM. pasfen BcTaBUTh

bYHKIHIO).
B pokymeHTax, HOCTYIHBIX IOJIb30BAaTEJII0 TOJIBKO JUIsi IMPOCMOTpAa, Ha OOKOBOM MaHed

HaXOIATCSI KHOIIKU CgBoiictBa ¢aiina u ITouck. Ilo Ha)xaTUIO KHOIIKUA ITouck

OTKPBIBAETCA IMaHeJIb Ul IIOMCKA JdaHHbIX B IOKYMEHTe. OcTtanbHBIe KHOIIKU HeOOCTYyIIHBI.

Bo3moxHOCTE IIOMICKAa 1O AOKYMEHTy B peXunme IIpOCMOTpAd U COOTBETCTBEHHO

OT06pa>KEHI/Ie KHOIIKHN ITouck Ha OOKOBOM IIaHeJIn HACTPaKWBAETCA

dJIMUHHUCTPATOPOM CUCTEMBI.

BokoBas maHesib MOXKeT cojiep>kaTh aBaTapbl COABTOPOB (T10JIb30BaTesel, OCYyIeCTBIISIFOIINX
OJIHOBPeMeHHYI0 pabOTy C aKTHUBHBIM JIOKYMEHTOM), eCJId TaOJWYHbIA JIOKYMEHT OTKpPBIT Y

I10JIb30BaTeJIeH, KOTOPbIM OBLT peaocTaBJieH 06H1Hﬁ HOCTYII.

3.2 PaboTa B TaOJIMIHOM peJaKTope

3.2.1 OcHOBHEIE IOHATHA

Kuura — ¢aiin, ¢ KoTopsIM IporcxoauT pabota. Kuura coctout, kak MUHUMYM, U3 OJIHOTO
JIUCTA.

JImct — BKJIaJIKa BHYTPU KHHUTH, UMeloIasl TabIUYHYIO CTPYKTYpy. Kakaeld nuct umeer
YHMKaJIbHOe UMsl, KOTOpoe 0TobpaskaeTcsl Ha sSpJiblke B HKHEM 4aCTH I0JIsl peJakTUPOBaHUSL.

Tabsmma — pabovast obiacTb Ha jucTe. Bce medcTBUSI 1O/b30BaTesisl BBIMOJHSIOTCS B
npesenax Tabmunel. [lo ymomyanuio Tabmuma cocroutr u3 10 cronmbmoB u 20 crtpok. Ilpu

HEO6XOIII/IMOCTI/I KOJIN4eCTBO CTOJ'I6L[OB u CTPOK B Ta6J'II/IL[e MO>XHO YBEJIUYUTDb

(cm. pasnen Pacummputh pabouyio 00J1acTh).
CTpoKH ¥ CTOIOIBI — COCTABJISIIOIIME TaOIMIHOTO JIUCTA.

CTpOKI/I — I'OPU30HTAJIbHbIE PAObI S9€eK.
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CTon0éus1 — BepTUKAJILHBIE PSIbI TUeeK.

Kaxxmolt ctpoke u cTONOITy TpUCBavMBaeTCsl 3aroyioBOK. Kak IMpaBWJIO, 3arOJIOBKHA CTPOK
COCTOSIT U3 YMCeJI, a 3aT0JIOBKU CTOJIOIOB — M3 OYKB JIATUHCKOTO ajidaBuTa.

3arojioBKy CTOJIOIA M CTPOKU obpasytoT ajpec siueriku. Hampumep: F12, N3, H185 u T.o.
Tako¥ cTiiib 0ToOpaXkeHHUs CChbUTOK HasbiBaeTcsi Al. OH HUCIIONb3yeTcs M0 YMOTYaHUIO.

Bropoit ctunb oTtobpakenus ccbulok HasbiBaeTcss R1C1. Ilpu sTOM cTHiie 3arosioBku
CTOJIOITOB U CTPOK COCTOAT M3 unces. CToJyOIbl M CTPOKKA 0D03HAYAIOTCSl YMCIIAMH, aJipec STYerKu
nipu 3ToM dopmupyetcs 1o opmysie RnCm, roe: R — o603HaueHne cTpoku, a n — HOMep CTPOKU;

Hanpumep, ums suetiku D5 B ctunie R1C1 — R5C4.

flueiika — 371eMeHT, 00pa3yIoIUICs Ha TTepeceuyeHrH CTOJI0A U CTPOKHU.

AxTHBHasg s4eiika — suelika, B KOTOpPOM IIDOM3BOJSTCS OIlepaliuM BBOJA U
peakTUpoBaHus. AKTHBHAs siueiika BCcer/a BbiieJieHa paMKOM.

Jquama3zoH siyeeKk — BpPYYHYIO BbljleJIeHHasi TpyIa siYeeK, KOTOpble pPacIoJIOXKeHbI B
Tabnuile psAoOM IpyT C APyroM. Jlyuamas3oHbl siueek KCIIONb3YIOTCS ISl BBIYMCIIeHUWH, HalpuMep, B
dopmynax CymMMbl WM yMHOXeHUs. Eciu nuana3oH sdeek vMeeT Ha3BaHHE, TO I0JIb30BaTellb
MO>KeT UCII0JIb30BaTh ero /jisl BCTaBKU B ¢popMyity. [IpricBoeHre Ha3BaHWI [lMania3oHaM BO3MOXKHO B
HactonbHOU Bepcuu [10 MoitOdruc. B Beb-nipusiockxeHnH MpUCBOeHUe Ha3BaHUM JIMana3oHaM OyneT
JOCTYIIHO B CJIe/yIOIINX BEPCUSIX.

B nrana3oH MoryT BXOJIUTH:

— YaCcThb CTOJIOIA UM CTPOKH;

— CTOJIOeI] UM CTPOKA IeJIMKOM;

— BCe CTOoJIOIIbI U CTPOKH;

— HeCKOJIBKO fg4eeK M3 CMe’XHBIX CTOJ'I6L[OB " CTPOK.

dopmyna — m0b60e BbIpakeHHe B sUeliKe, KOTOPOe HaYMHAEeTCs CO 3HaKa «=». PopMyIibl
MOTYT cojlep>kaTh (PYHKIIMM, 3HaueHUs, ajipeca siueeK, MMeHa U OllepaTopbl NeHCTBUM. PopMyJIbl
VCIIOJIb3YIOTCSL [UIsl TIPOBeJleHUsl CJIOKHBIX pacyeToB B Tabmunax. @PopMmynbl BBOIATCS U
PeIaKTUPYIOTCS JIMOO B aKTUBHOM sideiike, JIMOO B CTPOKe GpopMyI.

Pynknusa — npeaycraHosieHHas ¢opmyna. C nomoupio GyHKIME U GOPMYINl MOXKHO
MIPOM3BOAUTD PACUeThI JII0O0W CII0XKHOCTH.

OnepaHapl — 3jIeMeHTHl, HaJl KOTOPBIMU IIPOBOASTCS BblYMCiIeHUsl. OnepaHpl JessTcs Ha
CJieflyIoIiyie BUJIbL:

— KOHCTAHTBI — YKCJIA, ]aThl, CTPOKU TEKCTa, KOTOpPble MPUCYTCTBYIOT HEIIOCPeICTBEHHO B

dopmyie;
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— CCBUIKH — JJIeMEHTbI, KOTOPbIE YKd3bIBAIOT quﬁKy WM TAdIIa30H d4eeK, U3 KOTOPbIX

¢opmyiia nosryvyaeT JaHHbIE 711 BHIYMCIIEHUH.

Omneparopsr  (cMm. pasnmen OnepaTopbl  JIeWCTBUN)  ONpefieiIioT  JIeWCTBUS, KOTOpbIe

BBLITIOJIHSIFOTCSI HaJl OllepaH/laMU B xojie BbIUKCIeHUM. OnepaTopbl MPe/ICTaBIISIIOT COOOM 3HAK WU
codyeTaHue 3HaKoB. Hampumep, «+» — 3T0 apudmeTryeckuil ornepatop ciioxkeHus. OrnepaTopsl B

dopMyJie MOT'yT OTCYTCTBOBATb.

3.2.2 Co3maTh IOKYMEHT

HoBbiit TaOMMYHBINA JOKYMEHT MOXeT OBbITb CO3/JaH C MTOMOIIIBIO:

— mpuwnoxenns: «MourOdwuc [JokymeHnTtb». [ljiss atoro Hakmute KHONKY JlobaBuUTH Ha
NaHesJv HaBuraiuy, au6o Co3gaTrh B paboyell o6yactv (KHOIKA OTOOpaXkaeTcsl TOJIbKO B
MyCTBIX MANKax MPU HAJIMUMU Y TI0JIb30BaTelis paBa PemakTpoBaHue);;

— KOMaHAHOro MeHO npuinoxeHnt «MoiOduc Tekct»y, «MoiOduc Tabmuma» wim

«MoiiOduc I[Ipezentanms» Paiin > Cozgars > Tabsmma.

HoBblli ~ gokymMeHT  MoxeT  ObITb  CO37J@aH U3 IOATOTOBJIEHHOrO  IaGiioHa

(cm. paznmen CoxpaHUTh Kak Ia0JI0H) OHUM U3 CIeAYIOIIMX CIIOCOOO0B:

— ¢ noMmorpio npwiokeHust «MoitOdwuc JlokymeHTb». [ 3TOro HaXXMUTe Ha CTPOKY C
¢dariiiom B pabouel 06IacTU TMpaBOM KHOIKOM MBI U BbiOepuTe NMyHKT Co3maTh MmO
1Ia0JIOHY B KOHTEKCTHOM MEHIO;

— OTKpOWTe MIabJIOH JIOKYMeHTa B TaOJIMYHOM pellakTope U BblOepuTe IMYHKT KOMAaHJIHOT'O

MeHIo Paiin > Co3gaTh 1o M1adIoHy.

B otkpsiBiniemMcst okHe Co3aTh JOKYMeHT HeOOXOIUMO BbIOpaTh OJIMH M3 TPeX BO3MOXKHBIX
JUIs COo3/1aHUs GOPMAaTOB:

— Microsoft Office (XLSX);

— HokymenTtsl MoiiOduc (XODS);

— OpenDocument (LibreOffice, OpenOffice).

VcTaHoBKa rajouky HapOTUB NyHKTa Bojbine He MOKa3bIBaTh MO3BOJIUT B AajibHeNIeM
CO3/1aBaTh JIOKYMEHTbI BHIOpaHHOTO ¢popMaTa aBToMathyecku. HacTpoiiku ¢dpopmaTa 1o yMoTYaHUIO
MOYXHO U3MEHUTh B TTpoduiie.

CoznmaHHBIN IOKYMeHT OyJileT OTKPBIT [Jisi PeIaKTUPOBaHUsI B HOBOM BKJIaJiIke BebO-Opaysepa.

@aits1, kOoTOpBIN co3naercs: B npuwioxkeHnn «MoiOduc Tabnuia», aBTOMaTUUeCKH COXPaHSeTCs B
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XpaHWIMIIe OKYMeHTOB B TOM JXe Iallke, 4To U ¢aijl, U3 KOTOPOTo OH ObLI CO3[1aH, U 0TOOpaXkaeTcs

B ciivcKe ¢ainoB B npuioxkeHUH « MorOduc JlokyMeHTBD».

3.2.3 3arpy3ursb JOKyMeHT

ApvunnctpaTop [10 MoiiOduc MoxxeT yCTaHOBUTD 3allpeT Ha 3arpy3Ky OIlpefieJIeHHbIX
TUIIOB QaisioB. [Ipu momnbITKe 3arpy3uTh amil 3alpelieHHOIO0 THIIA IIOSIBUTCS

COOTBETCTBYIOIIAA ommobKa.

J1Jis 3arpy3Ku IOKyMeHTa BBITIOJIHUTE CIIeyIolue IeCTBHUS:

1. BribepuTe MyHKT KOMaH/AHOTO MeHI0 daiia > 3arpy3uTh H OTKPBITh WIM HCIIOJIb3yHTe
codetanue knasui Ctrl+0 (5 Cmd+0). Korja HauneTcs 3arpyaka ¢aiiiia B XpaHUIIHIIE,
MOSIBUTCS MHQOpPMallMOHHOe OKHO. Ecim ¢aiin TpebGyeT KOHBepTauuu, TO OH Oyzner
aBTOMaTHU4YeCKU CKOHBepTUPOBaH, 3aTeM 3arpy>KeH.

2. B pesysbTare onepanyy MOSIBUTCS OKHO C COOOIIEHHWEeM O TOM, YTO 3arpy»kaeMblil ¢ai
rOTOB K OTKpBITHIO (cM. Pucynok 13):

— 1py HakaTtuu KHONKU OTKPBITH ¢aiti OTKpbIBAeTCSI B HOBOW BKJIaJike BebO-Opaysepa
JUIS peJaKTUPOBaHUs (IIpe3eHTalluy, TeKCTOBble U TaOJIMYHbIe JTOKYMEHTbI) WIW IJis
npocmotpa (daitn B popmate PDF);

— IIpY HaXKaTry KHONKK OTMeHa OKHO 3arpy3KH 3aKpbiBaeTcs, (pailyl He OTKPhIBAeTCSl HU
Ha peJlaKTHpPOBaHMWe, HU HA HpocMoTp. OH CTAHOBUTCS IOCTyneH B mamnke «Mowu

JIOKYMeHTbD» B ¢ainoBoM xpaHunuiie «MorOduc JJokyMeHTb».

@ain roTos K OTKPBITHIO

| =]

Pucynok 13 — Undopmanus o 3arpyske
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[Tpu 3arpys3ke [OKyMeHTBl psiia ¢$OpPMAaTOB aBTOMAaTHYeCKHM KOHBEPTHUPYIOTCS BO
BHyTpeHHUM ¢dopmaT XODS/XOTS. Kouseprupyemele ¢popmatsl: XLS, XLT, XLTM,
OTS, XLTX, XLSM. ®opmartsl, nojjiepXXuBaeMble Il pelaKTUPOBaHUS 0e3 KOHBepTallUU:
XLSX, ODS. Ecimu ¢aiin He MoXeT ObITh CKOHBEPTUPOBAH, OH OTKPBIBAETCS TOJIBKO IS

IIPOCMOTpa.

[Ipu 3arpyske ¢ nomoiipio «MoitOduc Tabnuia» noANnMCaHHOTO JOKyMeHTa BHEIIHEero
dopmata B pe3sysbTaTe KOHBEPTAIIMM YNAJIWTCS JJIEKTPOHHASI IOIIUCH JOKyMeHTa.
Yrobbl u3bexxaTb MOTEPH TMOINMCH JOKYMEeHTOB BHelllHero d¢opmaTa U JOKyMEHTOB C
OTCOeJJMHEHHOW D3JIeKTPOHHOM TOJIHUCHIO, 3arpykaliTe Takhe [JOKYMEeHTbl C IIOMOIIIbIO

npunoxenus: «MorOduc JlokymeHTb.

Ecnu ipu 3arpy3ke uiu KoHBepTaliuu ¢aiijia BO3HHKaeT OKHO C coobIieHrueM 06 ommbke, To,
BO3MOJKHO, (aiiyl MOBpeXXeH, WM UHTePHeT-CoelIMHeHre ObUTo mpepBaHo. [lompobyiiTe 3arpysuThb

(a1 emle pa3, Ha)kaB KHONIKY IIoBTOpHTE.

Ecnu 06beM ¢daitios ronb3oBaTesl B XpaHWIHIIE JOKYMEHTOB:

— IpUOJIMIKaeTCs K YCTAaHOBJIEHHOMY JIMMHTY — Ha/Jl IIaHeJIbl0 yIPaBiieHHs OTOOPasUTCS
yBeJIOMJIeHHe O TOM, YTO MeCTO Jisl XpaHeHUs! (aiyioB 3aKaHUYMBAETCS. JTO yBeJOMJIeHHe
SIBJISIETCS TIpeqyTPesKIalolIiM, M0JIb30BaTellb MOXeT MPOAOJIKaTh onepanuu ¢ daiiamMu.
[IpenynpexieHre MOXXHO CKpBITb, Ha)XaB KHOIKY X HWJIA IOBTOPHO aBTOPU30BABIIUCH B
BebO-mpuiokennsix MoiiOduc. B ciydae ecnmu Ha ciieiyronuil ieHb TpobiieMa C KBOTOU
OCTaeTCsl aKTyalbHOM, YBeJIoMJIeHHe BHOBb Oy/leT IT0Ka3aHO T0JIb30BaTellio;

— IOCTUT pa3Mepa BBIJIeJIEHHON KBOTBI — HAJl [aHeJbI0 yIpaBleHus OToOpa3uTcs
yBeJJOMJIeHMe O TOM, UYTO MeCTO Ui XpaHeHUs aiioB 3aKaHYMBaeTcs. JTO
Mpeiynpek/ieHrne HeJlb3sl CKPbITh, JajbHeHIe omnepanuu ¢ ¢aiaaMu HeBO3MOXXHBI 10

MOMeHTA yCTpaHeHHUs TPo6JieMbl C KBOTOM.

J1y1st BLICBOOOXKIeHHsI CBODOHOTO MTPOCTPAHCTBA yIaliuTe HeHYXKHble Gaiiibl U3 XpaHWIHIIA
WM 00paTUTeCh K afIMUHUCTPATOPY CUCTEMBI IJisl YBeJINYeHUs pa3Mepa KBOTHIL.

I[Tpu 3arpy3ske nokymenTa B popmate TSV, TAB, SCSV, CSV nepen koHBepTalneil Ha 3KpaH
OymeT BbIBEJIEHO MAOMOJIHUTEbHOE OUalioroBoe OKHO (cM. PucyHok 14). VYkaxute Ha d¢opme
HeoOXOMMble TTapaMeTphbl, BbIOPAB M3 BBIMAAAIOIUX CIIUCKOB TUI KOJAUPOBKU U OrPAHUYUTEIIb IS
pasfiesieHdsl CTPOK, W YCTaHOBUTE HeoOXOmWMbIA (uiaskok (IIpy HEOOXOJWMOCTH YCTaHOBUTE

HECKOJIbKO GJIaXkKOB) [UIsl HACTPOWKM pasfenuTesiss cToibnoB. B mnpaBol dvacth ¢opMel
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oTobpaXkaeTcs IIpe/iBapUTeNIbHBIN MaKeT JIOKyMeHTa, COOTBETCTBYIOIEr0 BHIOPaHHBIM I1apaMeTpaM.
s 3aBepuieHus onepanuu HaxmuTe kHonky OK. JlokymeHT OyIeT CKOHBepTMPOBaH BO
BHYTPeHHHI $OpMaT C y4eTOM YKa3aHHBIX IIapaMeTpOB U OTKPBLIT Ha peJaKTUpOBaHWe B HOBOW
BKJIaJIKe BeO-Opaysepa. Ilpu Hakatvy kHonku OTMeHa OKHO 3arpy3Kd 3aKpbiBaercs, ailyi He
OTKpBIBAeTCSl HU Ha pelaKTMpOBaHMe, HU Ha IpocMoTp. OH CTaHOBUTCS AOCTyIeH B nanke «Mowu

JIOKYMeHTbD» B GaiIOBOM XpaHUIIUILIE.

KoHeepTauua «KOI8R.csve

Hafop cumeonos (KogMpoBKa): MpegnpocMoTp
kaid-r -

ABBLLEEXS

OrpaHHuMTENM CTPOK AlBIBI T [l El B3

' - ABETOEEMS

PasgenuTenu

MpoBen
3anATaA

Toyka c 3anaToi
3Hak TabynAuuK

BepTUKanbHan YepTa

Pucynok 14 — HacTtpoiiku KoHBepTanuu daria

Omnepanust  3arpy3kd ¢aiia Takke MOXeT ObITb BbIIIOJHEHA B  IPWIOXKEHUH

«MoiOduc JlokymeHTbD».
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3.2.4 OTKPHITH JOKYMEHT

YTOoObI OTKpHITH TaOIMYHBIE JIOKYMEHTHI, pa3MellleHHble B XPAaHWIWINe, TepeluTe B
npuiiokeane «MorOduc JJokymeHTbI», B ciMcke $alIoB HaWIUTe HEOOXOOUMbIA M HaXKMHUTE Ha
ero ums. ®aii Bo BHyTpeHHeM ¢opmate [10 MoitOduc oTkpoeTcs: B HOBOH BKJIaike Be6-Opay3epa.

N3 mpunoxenus: «MotOduc Tabmuiray MOryT OBITb OTKPBITHI TaOIMYHbIE QaliIbl, KOTOPhIE
HeJ]aBHO YyXe peaKTHPOBAJIMCh /WM OTKPBIBAIMCH TEKYIUM IoJjib3oBaTesieM. UTOObI OTKPBLITH
He/laBHUH a1, B kKoMaHaHOM MeHI0 Paiis > HenaBHue qoKyMeHTBI BEIOEpHTe M3 BBINAAIOIIETO

CIIKCKA HeoOXO0MMBIH ToKyMeHT. OH OyJileT OTKPBIT B HOBOW BKJIaJiKe Beb-Opaysepa.

3.2.5 IlepenmMeHOBaTh IOKYMEHT

YT06BI NIeperMeHOBaTh JIOKyMEHT, BbIIIOJIHUTe CJIeAyIolye 1efCTBUS:
1. OTkpoiTe OKHO peJlaKTUPOBAHUSI UMEHU OJJHUM U3 CII0COOO0B:
— BpIOepUTe IyHKT KOMaH/IHOTO MeHIo Paiin > IlepernmeHoBaTh;
— Ha)KMHUTe JIeBOM KHOIIKOM MBIIIIM Ha Ha3BaHUe (paiia Ha IlaHeJly yIIpaBJIeHusl.

2. B oTkpbIBIIEMCSI OKHe BBeIuTe HOBOe UMs (parina u HaxxmuTe KHONIKY OK.

B pe3synbraTe nepenMeHOBaHUSI HOBoe HMMs ¢aiiyia 0ToOpasuTCs HA IaHeJId UHCTPYMEHTOB
MIPUJIOXKEeHHUS.

Omnepanysi 1nepeMMeHOBaHMSI TakXe MOXeT ObITb BBIIOJIHEHA B  IPWIOXKEHUH
«MoiiOduc JlokymenTtel». UToOBI TeperMeHOBaTh (akl WIM TMafKy, BBLIIOJHUATE CIIeTyIOIHe
JefCTBUS:

1. B cnucke ¢paiizioB XpaHWIKIIA HAXXMUTe Ha CTPOKY HY>KHOro ¢paiyia Wid Manky, 4ToObl

BBIJICJINTDH OOBeKT.

"
2. Haxxmute : Eme Ha maHesid WHCTPYMEHTOB U BbibepuTe myHKT IlepemMeHoBaTh Wiu
Ha)XMUTe IIpaBOM KHONKOM MBI Ha CTPOKYy HYXXHOTO oOOBeKkTa U BblOepuTe

HEPEI/IMEHOBHTB B KOHTEKCTHOM MeHIO.

3. B OTKPBIBIIEMCA JUAJIOTOBOM OKHE BBeIuTe HOBOe UM ¢aﬁﬂa WJIK IIdIIKKW W HAXXMHTe
OK.

Ecmu BBectHn YKe CyleCTByrollee Hd3BdHUEe cl)al?ma WX IIAIIKKM KW HAXKATb OI(, TO IIOJIe
Ha3zeanue IIOOCBETUTCA KpACHBIM I1IBETOM, a4 BHHU3Y IIOABHUTCA IIOACKA3Ka «IJTO UMM yKe

HCIIOJIb3YeTCS».
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YTo6bI IpU M3MEHeHNH Ha3BaHMS JOKYMEHT C OTCOeJMHEeHHOM 3J1eKTPOHHOM MOANHUCHIO

He yTpaTWI IOpUuIn9eCKyro CUIy, HepeHMEHYfITe TdaK>Xe Hd3BdHHe cl)aﬁna IIOAITNCH.

3.2.6 Co3mars KOuio

Jlns konmpoBaHus daiiyia BEINOJIHUTE CeyIolire JeUCTBUS:
1. Boibepute myHKT koMaHaHOTrO MeHI0 dPaiii > Co3paTh KONHMIO, HA 3KpaHe MOSBUTCS
IIMAJIOrOBOEe OKHO.

2. BBeauTte HazBaHMe KoMUY JoKyMeHTa B nosie Ha3zBanue (cm. Pucynok 15):

Co3paTh KONU

HasBaHue

JIOrMCTHKE 3a OKTABPb xodt

MoK JOKYMEHTHI/

B WU3MeHuTb

OTMeHa CoXpaHuTb

Pucynok 15 — Co3naHue KONy OTKPBITOTO AJOKYMeHTa

3. HpI/I He06XO)II/IMOCTI/I BbI60pa HOBOI'O MeCTd pa3MelleHUusa NOKYMeHTd (HO YMO/T49aHHUIO
YKa3bIBAETCS IIdllKd, B KOTOpOﬁ pa3MelieH KOHI/IpyeMbII;'I JIOKYMQHT), HA’XXMUTE KHOIIKY

M3menuTsh 1 BbibepuTe Nanky Jyist pa3MelieHus Konuu (cM. PucyHok 16):
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Bblb6epuTe nanky

¢y Mou JOKYMEHTBI
[ Hosas nanxa
[ oTuéTHocTs
(&) Mpoeepka

» [ Cozpaxune

¥ [ Tekywmit mpoekT

82 NocTynHble MHe

E‘_"_ CozpaTb nanky OTMeHa

Pucynok 16 — Beibop nanku jyist pa3meliieHus: KOmuu

4. Tlpu HeOOXOIMMOCTH CO3TJAHUSI HOBOM TANKX BbIOepUTe B CIIMCKe TalKYy Jyis pa3MelleHus
HOBOM TalKd M HaxMmuTe KHONKY Co3maTh manky B HWKHeM dYacTM OKHa. B
OTKPBIBIIIEMCSI OKHe BBeJuTe MMs HOBOM manku u Haxmure OK (cm. Pucynok 17).

COBHaHHaH I1aIiKa OTOGpaBl/ITC}I B BHJe ITOAITIAIIKH B YKaSaHHOﬁ I1aIikKe.

BBeguTe UMA Nanku

HassaHue
Hogasa nanka

Pucynoxk 17 — Co3nanue manku

5. 3aBepmTe CO3/laHHWe KONWM, HakaB KHONKy CoXpaHHTh B OKHe CO3[aHHUSl KOIIUU

nokymeHTa. Komnust mokyMeHTa Oy/ieT OTKpbITa B TeKYIIel BKJIajike BeO-Opayaepa.

HOKYMeHT, CO3[IaHHBIM B IIPpUJIO’)KEHUH, dBTOMATUIECKU COXPAHAETCS B TOM Ke Malke, 4TO U

¢daiis, U3 KOTOPOro OH OBIT CO3/IaH.
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3.2.7 Co3maTh HOBYI0 BEPCHIO

s ¢ukcrpoBaHUSI BaXKHBIX M3MEHEHUU IIpe3eHTalli JOCTyIHa BO3MOXXHOCTb CO3[aHUs
HOBBIX BEpPCUH.

Jlyis co3maHus HOBOM BepCHM OTKPBITOrO B mpuinoxeHud «MonOduc Tabmuna» daiina
BBIIIOJIHUTE CJIeyIolye NeUCTBUS:

1. Bribepute nyHKT KOMaHHOTro MeHio ®aiin > Co3xaTh HOBYIO BepCHIO.

2. B oTKpbIBIIEMCS 1UAJIOTOBOM OKHe yKaXKUTe MMsS HOBOW BepCHUU JIOKyMeHTa M HaXXMHUTe

kHOTKY OK (cm. Pucynok 18):

Co34aTb HOBYH BEpCUI0

WmA Bepcum

HoBaA BepcHA

Pucynok 18 — Co3nanue HOBOW Bepcumn

Omnepanust co3gaHusi HOBOW BepCcHMM [JIOKYMeHTa TakKe JIOCTyIIHA B IIPWIOXKEeHWHU
«MonOduc JlokymeHnTel». Co3naHHble Bepcuu oTobpakatoTcsi B Mcropuu BepcHii B IIPUJIOXKEHUN
«MonOduc JlokymeHnTel». Tekyllieli Bepcreil JOKyMeHTa SIBJISIeTCSl TIOCJIe[IHSS 110 iaTe U BpeMeHU

CO30aHHA.

3.2.8 CoxpaHUTH JOKyMEHT

B npunoxennn «MoitOduc Tabmuia» NIpPOMCXOOUT aBTOMAaTUYeCKOe COXpaHeHHe BCex
V3MeHEeHU, BHeCeHHBIX 10JIb30BaTesIeM.

Bo Bpems 3aKkpbITHS BKJIAIKU WIK OKHA Opaysepa IpU MeJlJIeHHOM MHTepHeT-COeJJUHeHU! He
BCE M3MeHeHMs] MOTYT ObITb coxpaHeHbl. [lepen 3akpeiTem ¢aiina ybeaurech, 4To B CTPOKe
COCTOSIHUS TIOSIBWJIOCH Co001IeHre Bce n3MeHeHUsI COXpaHeHBI.

Ecmu npunoxenune «MorOduc Tabnmuma» omnpefennno, YTO HU3MeHEHWs, BHOCHMbIE B
IOKYMeHT, JJaBHO He COXPAaHSUIUChb aBTOMATWYeCKU, TO B BepXHel YaCTHM OKHA HaJ IaHeJbIo
ynpaBieHus OyJeT BbIBeIeHO NpeayIpexxJeHrhe O HeBO3MOXHOCTH COXPaHeHUsl [IOKyMeHTa.
HNudopmanus 6yaeT npoayoirpoBaHa B CTpoke coctosinus. [Ipeayripexxenre He 6J10KApyeT paboTy

C OTOKYMEHTOM. HpI/I HEO6XO,[[I/IMOCTI/I IMOJIb30BATEJIb MOXET OTKPBITb M CKOIIMPOBATb [JdHHbIE 00
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onmbke, HaxkaB Ha rurnepccoiiky IlokasaTs oTdyer 00 ommbke B OKHe IpeaynpexjeHus. [locie
BOCCTAaHOBJIeHUS]  paboOTbl cepBepa W BO300OHOBJIEHMSI  aBTOMAaTHMYeCKHWX  COXpaHeHUU
npenyIpexjeHue OyIeT CKPbITO, IPUIOXKeHHe BO30OHOBUT CTaHAApPTHYIO paboty. Ilpu nosiBnennu
IpelyIpexxJieHuss O HeBO3MOXXHOCTH COXpaHeHHs JOKyMeHTa II0JIb30BaTel0 pPeKOMeHJyeTCs
CKOIIMPOBATh IaHHble B JIPYTOM JIOKYMEHT W, eClIM HeoOXOIMMO, 3aKpbITh BKJIAJKy WIA OKHO
Beb-Opay3epa.

Ecnu o6beM ¢aitioB 1nonb3oBaTesisl B XpaHUINIIE JOKYMEHTOB!

— NPUO/IIKAeTCSA K YCTAaHOBJIEHHOMY JIMMHUTY — HaJl [IaHeJIbl0 YIIPaBieHUs] 0TOOpa3uTCs
yBeIoOMJIeHHe O TOM, YTO MeCTO JyIsl XpaHeHUs! (paiyioB 3aKaHUMBaeTCs. JTO yBeJloOMJIeHHe
SBJISIeTCS NIpe/lylpeX/IalolyM, 10JIb30BaTe/lb MOXKeT IIPOA0JDKaTh ollepalluu C dailyiaMu.
[TpenynpesxaeHrie MOXHO CKPBITh, Ha)kaB KHOIIKY X HWJIM IOBTOPHO aBTOPU30BaBIIMCH B
BeO-nipunoxeHnsx MoiOduc. B ciydyae eciiv Ha ciefyonmil JieHb npobjema C KBOTOM
oCTaeTcsl aKTyallbHOM, YBeJloMJ/IeHHe BHOBb Dy/ieT II0Ka3aHO I10JIb30BaTelIIo;

— JOCTHUT pa3Mepa BBbIJeJeHHOH KBOTbI — HaJl IIaHeJIbIO YIIpaB/IeHUsl OTOOPa3UTCs
yBeJloOMJIeHMe O TOM, 4YTO MeCTO Ui XpaHeHHs alIoB 3aKaHYMBAeTCs. JTO
IpeiyIpex/ieHre HeJlb3sl CKpPBITh, JajbHeHIIde ollepanuu ¢ ¢aijgaMu HeBO3MOXXHBI [I0

MOMeHTa yCTpaHeHus MPobJeMbl C KBOTOM.

Jlsis  ocBOOOXJeHUsT TPOCTPAHCTBA yHajiuTe HeHYXHble (alibl U3 XpaHWIUINA WIK
obpaTuTeCh K aJIMUHUCTPATOPY CUCTEMBI ISl YBeJIMUeHUs pa3Mepa KBOTHI.

[TomuMo aBTOCOXpaHeHMs] B Iipollecce paboTbl C JOKYMEHTOM coxpaHeHue daiina
MIPOUCXOUT BO BpeMs:

— 3aKpbITHs pana;

— BBINIOJIHEHUSI OTIePAIUU [1eYaTH;

— 3aKpBITHS BKJIAJIKU WU OKHA Beb-Opaysepa.

Taxxe COXpaHeHue nociaegHen aKTyaHbHOﬁ BepCHUHU ITPOUCXOIUT IIPpU:

otripaBke ¢aiiia 1o noyre (Mpy HATTUYUHU MOJAKIIOYEHHON TOYTOBOM CUCTEMBI);

CO3MaHUH KOTIMH baia;

CKaYMBaHUU Paia;

— coxpaHeHuH ¢aiiia Kak ImabsoHa.

3.2.9 CoxpaHuTh Kak MadJIoH

JItoOyr0 OTKPBITYIO TPe3eHTalldI0 MOXXHO COXpPaHUThb Kak miabyoH. [Ila6mon — 31O komwms

daiia ¢ coxpaHeHHbIM ¢opmaTtrpoBaHueM. [IlabmoHBI MOTyT OBbITH MOJIE3HBI B Ciy4asX, KOrJa
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He0oOXOJJMMO COKPaTUTb BpeMs Ha CO3/1aHMe HeCKOJIbKMX OJIHOTUIIHBIX JOKYMEHTOB C HeOOJIbIINMU
paznmuuusaMu. Hanpumep, 11151 co3jaHus 3asBJIeHUH, IJIaHOB, IPUKA30B U T.II.
YT0OBI COXPAaHUTb OTKPBITHIN JOKYMEHT KakK 11a0JI0H, BBIIIOIIHUTE CllelyIolye 1eACTBUSL:
1. Bribepute nmyHKT KoMaHAHOTrO MeHI0 Paiin > CoxpaHUTh KaK MIa0J/I0H.
2. BBeauTte nMs 1mabioHa B OTKPBIBIIIEMCS OKHE.
3. B mone Ilamka HasHadyeHusi OTOOpakaeTcsi MyThb K IIallke, B KOTOPOM OyIeT co3laH
m1abmnoH. [Ipy HeobxoauMocTH HakMuTe KHONKY M3MeHHMTH, 4yTOOBI BHIOpPATh APYTYIO
nanky. Beibop M co3gaHue HOBOW MalKWA OCYIIECTBJISIETCS aHAJOTMYHO IOPSJIKY,

IIpuBeJIEHHOMY B pa3sfiejie Co3maTh KOMHIO.

4. 3aBepmiuTe co3/laHue 1a0JI0HA, HAXKAB KHOIIKY:
— CoxpanuTth — mabyoH Oy/ieT coXpaHeH B YKa3aHHOM IMalke;
— CoxpaHuTh M OTKPBITH — I1A0JIOH OyJeT COXpaHeH M OTKPBIT B HOBOW BKJIAJKe

BeO-Opay3epa.

[[Ta6n0H, co3IaHHBIN B MPUJIOKEHWH, aBTOMAaTUYECKU COXPAHSEeTCs B TOW >Ke Marke, YTo U

¢datis, 13 KOTOpOro OH ObLT CO3/aH.

3.2.10 Co3garp ¢aiin u3 madioHa

s co3panus ¢aiiia U3 mabaoHa BOCHOIB3YHTECh OJHUM U3 CIIeYIOIIMX CII0COOO0B:

— Ha)XMHWTe IpPaBOM KHOIIKOW MBI Ha ¢aii mabiioHa B pabodeil o0iacTy NPUIIOXKEeHUs
«MoitOduc [lokyMeHTbI» U BbibepuTe MyHKT KOHTeKCTHOro MeHio Co3maTh 1o H1adJioHy;

— oTkpouTe 1mabs0H B npuiokeHuu «MorOduc Tabmuma» v BeIOEpUTe MTyHKT KOMaHIHOTO

MeHio Paiin > Co3gaTh 1o M1ab6JI0HY.

CoznmaHHbIN (alil ¢ TaKUM >Ke, KaK y 1absioHa, UMeHeM OTKPOeTCs B HOBOM BKJIajike BeO-
Hpay3epa.

JloKyMeHT, CO3[JaHHBIN C IOMOIIBbI0 KOMaHJHOTO MeHIo npunoxeHus « MoOduc Tabmumay,
aBTOMaTUYeCKH COXPaHseTCs B TOM Ke IAIKe, YTO U MA6JIOH, U3 KOTOPOI'O OH ObUI CO3JaH.

JlokyMeHT, cOo3aHHBIH C noMolipio npuwiokenus: « MoiOduc JlokymeHTbD, aBTOMaTH4eCKU

COXpaHseTCs B TeKyllel MamnkKe B XpaHUJIUIIE JOKYMEHTOB.

3.2.11 OTMeTUTH HOKyMEHT

OTKpBITBI TOKYMEHT MOXHO J100aBUThb B M3OpaHHOe, Takue JOKYMEeHThI NyOJIMpYIOTCS B

nanke OTMedeHHsbIe B nnpuioxeHnd «MoirOduc JlokyMeHTbD».
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YTobbI YCTaHOBUTH UJIK CHATb OTMETKY C HOKYMEHTd, HAa’)KMHUTEe KHOIIKY I:I OTMmeTuTh/ F

CHATH 0TMETKY Ha MaHeJy yIpaBJIeHus PSJIOM C Ha3BaHWeM JIOKyMeHTa.
3.2.12 CkayaTh JOKyMEHT

Il coxpaHeHUs TaOIMIBI B NTaMSITH KOMIIbIOTepa WIA Ha BHeIIHeM HOCHUTeJle BBIIIOJIHATE
CJIeIyIOLINe JIeCTBUS:
1. Boibepute mnyHKT koMaHgHOro MeHwoo Paiin > CkadaTb WIM BOCIOJIB3YHTECH
couetanueM kinasuil Shift+Ctrl+S (<» Shift+3£ Cmd+S).

2. B Beimaparomiem crivcke BbibepuTe ¢opMaT ckauyuBaemoro daiia ¥ Ha)KMHUTE KHOIIKY

Ckauarn.

HWudopmannsi o ckavyaHHOM JOKyMeHTe OyaeT oToOpakeHa Ha T[aHeJIM 3arpy30K
ucrnoiab3yeMoro BeO-Opaysepa. CkauuBaHue aiia TakXe JOCTYIIHO B  IPWIOXKEHUH

«MoiOduc JlokymeHTbD».
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3.2.13 IIpocMOTpeTH IOKYMEHT

Jlisi OTKpBITHSL JOKyMeHTa B peXXhMe IpeABapuTesibHOro mpocMoTpa (cM. Pucynok 19)
nepergute B npuiioxeHrne «MonOduc JlokymeHTEl», B CIIMCKe (QaWIoB HauAUTe HeOOXOIUMBIN
JIOKyMeHT U BblOepuTe NyHKT IIpeArpocMOTp B KOHTEKCTHOM MEHIO, BbI3bIBAEMOM Ha)kaTHEM

MPaBOM KHOIIKOW MBI TT0 daniy.

B Hosan Tabnuua.xods o 4 4 > 22 OmpuiTh B pepakTope X
W

y A B [ D E F G H J

1 I:IEEHTSIGDL. OKTAODE HOAOPE Oexadpe

2 ] rpymna 54131 32104353 4353 43523

3 2 rpymma 326 22453 98612 43

4 3 rpymma 78642 2413 4534 234345

5 4 rpvoma 2343 2333 9231 4343545

6

7

8

oo
WMo P

=9

Pucynok 19 — IlpenBapuTtesnibHbIN IPOCMOTP AOKYMEHTa

[IpeniBapuTeNbHBIM MPOCMOTP IOKYMEHTa, 3all[MIIeHHOTO I1apojieM, HeBO3MOXeH. Jljs
paboThI C IOKYMEHTOM YJIaJiuTe TapoJib U 3arpy3uTe JIOKYMeHT 3aHOBO.

B pexume mpeaBapyuTelbHOrO MPOCMOTPA MOXHO BBIIEJIMTH M CKONHUPOBATb TEKCT
TaOJMIMYHBIX JIOKYMEHTOB BHeIIHMX (GOPMATOB U TAOIMYHBIX JOKYMEHTOB BHyTpeHHero d¢opmarta
(XODS). Nauubie komupytoTcs B Oydep obmeHa 6e3 dopmaTtupoBaHusi. [losmb3oBaTesb MOTydUT
yBeZiIoMJIeHe O HaJM4dd HOBOM BepCUM CTPAHMIIBI MPeANpoCMOTpa, ecid JOKYMeHT Obul
OTpeIaKTUPOBaH IPYTHM I10JIb30BaTeJIeM.

[Tonnep>xyBaeTcss IPOCMOTP BCEro COJIEPXKUMOIO siieeK M IMPOCMOTP 3aMeTOK K siueiiKaM.
Jly1s1 mpocMoTpa 3aMeTKU HaBeJIUTe MBIIIb Ha sYeMKy C 3aMeTKOU (O0TMedeHbl HeOOJIbIIIMM 3eJleHbIM
TPeyroJIbHUKOM B IpaBOM BepxHeM yriy). [ljis sdeek ¢ dbopmysamMu oTobpakaeTcsl pe3yJibTaT
BBIUKCJIEHUS, a He cama popmyra.

B pexumMe mnpeiBapUTesIbHOIO IIPOCMOTPA IO/Ib30BaTelb MOXET O3HAKOMHUTBCS C

COAepP>XXUMbBbIM NOKYMEHTd, CKd49dTb HOKYMEHT, OTKPBLITb B peXUMe PeldKTUPOBAHUS WUJIK OTIIPABUTH
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TaOJIMYHBIA JOKYMEeHT Ha IevyaTb. [leyaThb TabIMYHBIX JOKYMEHTOB BHYTpeHHero ¢opmaTa
MTPOU3BOJIUTCS C aBTOMATHYeCKOM pa30bUBKOM Ha MevaTHbIe CTPAHUIILL; Ui YIIpaBJieHUsl pa30orueHrem

Ha I1e4aTHbIe€ CTPAaHHUIIbI BOCHOHBBYfITer peaakTopom TaOJIUYHBIX HOKYMEHTOB (CM. pa3gen IleyaTn

JIOKYMEHTA).

3.2.14 IleuaTs mOKyMeHTa

YTOoOBI pacriedaTaTb JOKYMEHT, BOCIIOIb3YHUTECH OJHUM U3 CIIOCODOOB:
— BbIOepUTe MyHKT KOMaHIHOTO MeHio Paiin > IleyaTs;

— ucnonw3yiTe coderanue knapunl Ctrl+P (3£ Cmd+P).

B otkpriBieMcs okHe HacTpolky nedaTH 3a/1aiiTe mapaMeTphl Ie4aTu:

— obyacTb IeyaTy JOKyMeHTa (T1ledaTh TeKylIllero JIMCTa Wi BblIieJIeHHOTO ¢pparMeHTa);

— He I1eyaTaThb [1yCThble CTPAHHUIIb;

— pa3Mep Oymaru Jyisi edaTH IOKyMeHTa;

— OpUeHTallMsl CTPaHUITbI (MIOpTPeTHasl, allbOOMHas);

— MacmrabrvpoBaHye medaty (110 IIMPHWHe CTPaHMIBI, 110 pa3Mepy CTpPaHHUIbI, IO BBICOTE
CTpaHUIlbl, paKTUIeCKUN pa3mep, HaCTpauBaeMbli);

— TI0J1s1 CTPaHUIBI (IIMPOKKMe, OObIYHbIe, Y3KHe, HACTpauBaeMble);

— 1eyYaTaTh JJOKYMEeHT C COXpaHeHHeM CeTKHU WM be3 Heé.

YT00BI pacniedaTaTb JOKYMEHT C 3aIdHHBIMU ITaPaMeTpPaMH, HA’KMHUTE KHOIIKY ITeuaTn.

Ecnu B obnactu meyatu Het AdHHBIX W IIPpU 3TOM YCTAaHOBJIEH cbnax(ox He meuarathb
IIyCThle CTPAaHHIIBI, 6y21€T BbIBeIeHO IIpeayIpexaeHue 00 OTCYTCTBUU [NAHHBIX JIid

meyaTtH, KHorika IlegyaTs HeJoCTyIHA.

B pesymnbTaTe omepanuu OTKPOETCSI OKHO IedaTH MCII0JIb3yeMoro BeG-Opay3epa, B KOTOPOM
MOJIb30BaTeJIb MOXKeT BbIOpPAaTh JIOMOJIHUTENIbHble HACTPOMKM (HalpuMmep, BbIOpaTb NPUHTEp U
KOJIMYECTBO KOMHUH).

YTtobbI 3dKPbITb OKHO, He paClied4aTbiBds JOKYMEHT, HA’)KMHUTe KHOIIKY OTtMmena.

Beb6-6paysepst Mozilla Firefox u Safari He momnepxuBalOT aBTOMaTUYeCKYIO OTIIPaBKY
JNOKyMeHTOB Ha medatb. CoxpaHute AokymMeHT B ¢opmate PDF u camocrosiTenbHO

pacrieyaTaure ero.
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3.2.15 3aKpBITH IOKYMEHT

YTOOBI 3aKPHITh JOKYMEHT, BOCHOJIb3YUTECh OJJHUM U3 CII0COOOB:
— BbIOepUTe MyHKT KOMAH/IHOTO MeHio ®aiin > 3aKphITh;

— 3aKpOMTe BKJIAJIKy WIX OKHO BeG-Opay3epa C JOKyMeHTOM.

Bo Bpems 3akpeiThs ¢aityia MPOUCXOAUT aBTOMATWYecKoe coxXpaHeHue H3MeHeHMd. [lpu
MeJIJIeHHOM UHTepHeT-COeJJMHeHUHN He BCe M3MeHeHHUs MOTyT ObIThb coXpaHeHbl. [lepel 3akpbITvieM

daitnia ybequTech, YTO B CTPOKe COCTOSIHUSI IPUCYTCTBYeT coobiiieHre Bce namMeHeHUs1 COXpaHeHHI.

3.2.16 JocTyn K JOKyMeHTY

3.2.16.1 IIpemocTaBUTH WIM 3aIIPeTUTH OOIIHIL JOCTYII

B npwioxeHun mnpegycMOTpeHa BO3MOXHOCTb OJTHOBPEMEHHOM pabOTbl HECKOJIbKUX
10JIb30BaTeJIel C OIHUM U TeM e JOKyMeHToM. Biazenelr jokyMeHTa MoXeT IIpeioCTaBUTh AOCTYII
IPYTUM T0JIb30BaTeJIsIM Ha MPOCMOTP, PeJlaKTUPOBaHUe WK yIpaBjieHHe CBOUMU JIOKYMeHTaMU WU
3aMpeTUTh ero.

YToObI MpeI0CTaBUThL OOMIKIM AOCTYII K IOKYMEHTY, BBIIIOJIHUTE CJIelyIolre JeCTBUS:

1. OtkpoiiTe OKHO ITPeIOCTaBIeHUs IOCTYTIa OJJHAM K3 CIIOCOOOB:

— HaXkMUTe KHOTKY OQOmuii JOCTYII Ha NTaHeJ N YIIpaB/IeHuUs;
— BeIOEpUTE MyHKT KOMaHAHOTO MeHio Paiin > Oommii focTym.
2. BBeauTte ums monb3oBaTests (110JIb30BaTeliei), KOTOPOMY MPeIoCTaBISIeTCs IOCTYII OJTHUM
13 CIIOCOOO0B:
— IIpH TIOMOIIIM BBOJIa TeKCTa B COOTBETCTBYIOIIIee ToJie (MCIOJIb3ysl aBTO3aI0THeHHE);
— npu Hamuuuu uHTerpamnu c  «MouOduc Iloyta» ¢ mnOMOMBIO KHOIKHU {z]
CnHcok KOHTAKTOB: B OTKpBIBIIeMCS OKHe mnpwioxeHus: «MoitOduc KoHTakTh»
Ha>XMHUTe +I[06aBnTb B CIIHCOK B CTPOKE HY)XHOTO KOHTAaKTa W HaBeJUTe Ha Hero
Kypcop, IobaBbTe B CIMCOK HY>XHbIe KOHTAKThl M HaXkKMUTe KHONKY BriOpaTh. MoxxHO
MPeJIOCTaBUTL OOIIMI IOCTYI BCEM IMOJIb30BaTeISIM KOMIIAaHWU OJIHOBPEeMeHHO, BHIOpaB
HeoOXOAUMYIO TpyIy Ha BKIajke I'pynmbl B croucke KOHTAakTOB. UTOOBI y3HATh
Ha3BaHUe T'PYIIbl, 00paTUTECh K aIMUHUCTPATOPY CUCTEMBI.
3. 3 Bbmajamomiero crvdcka BblOepuTe mpaBa joctyna k  ¢aity: IIpocmorp,
PenaxkTupoBanue, Yupasienue, Jloctyn 3anpemnieH.
Psanmom c HasBaHueM posielt oToOpakaeTcss KpaTKOe ONMKCaHWe IpaB Uil KaXKAOoro BHUJA.

Bapuant [locTyn 3ampemieH 3aKpoeT JOCTyH K ¢aiiy BbIOpaHHOMY I10JIb30BaTes0 (BapHhaHT
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1oJjie3eH IS OrpaHWYeHUs [OCTylla OIpefleJIeHHbIM II0/Ib30BaTesIsiM IIpU paHee BbIJAHHOM
MacCOBOM JIOCTYTIe).

4. Ilpu HeobxomMMOCTH ycTaHOBUTE GJaXXOoK YBeAOMHTh HHUCHBMOM (TIpYM  HaIUYUU
MOAKJIIOYeHHOW TIOYTOBOM CHUCTeMbl) U BBeJIUTe TEKCT B COOTBETCTBYIOIee IIoJie.
@DyHKIMS TOCTYITHA TOJIBKO JIJIs1 YBeJIOMJIeHHsI OTIeJIbHBIX [10JIb30BaTesIei.

5. Ilpn HeobxomMMOCTH HaBeIuTe KypCOp Ha aBaTap WIM UM I10/Ib30BaTesisi, KOTOPOMY
IIPe/IOCTABIISIIOTCS IIpaBa JIOCTYyIA, IJis [IPOCMOTpA JONOJIHUTENIbHON MHGOpPMalud Wiv
HaxxmuTe Ha runepccobuiky IlogpobHee ayisi mpocMoTpa nHGpOpPMAIMU O MOJIb30BaTesle B
npuioxkennn «MoiOduc Kontaktey (ipy Hanuuuu uHTerpaiuu ¢ « MonOduc ITourtay).
HWudopmanus oTkpoeTcsl B HOBOH BKJIaaike BeO-Opay3epa.

6. YToOBbI 3aBepIIMTh IIPOlleypy MPeoCTaBlIeHus I0CTyTa, HaXkKMUTe KHOTKY J[00aBUTh.

HJ'ISI OTIIPABKH CCBUIKY Hd JOKYMEHT HA’KMUTE KHOIIKY HOHEJII/ITI)CH CCBLIKOM, JaJbHEeHUIIre

JIeCTBUS OCYHIECTBIJIAIKOTCA B IOpAKe, IIPUBeJIeHHOM B pa3Jiejie [loenuThCsl CCHIIIKOM.

st nobaBiieHust JIOTIOJTHUTEJIbHBIX I10JIb30BaTeslei HaXXMUTe KHOIIKY
JlobaBUTH MoJIb30BaTesIed U [IOBTOPUTe IpOleAypy, ONMCAHHYIO Bbile. [l BbIXo/ia U3 GOPMBI
HaXXMHUTe KHOIIKY 3aKPBITh.

[lpenocraButhe OOMmMIMM [OCTYl MOXHO TakXKe 4Yepe3 OKHO IIOJlyd4eHHUsS] CCBUIKU

(cm. pasnen [lofieTuTbCs CCHUIKOM).

Ecnu monb3oBaTenb mpeAocTaBiiseT TpyIiie, B KOTOPOM COCTOMT, IpaBa AOCTyla K
00BeKTy HH)Xe CBOMX YyHACJIe[IOBaHHBIX IIpaB, TO IIOJIb30BaTesl0 OyayT Ha3HauYeHbI

JIMUHbIEe IIPsSMbIe IIPAaBad JOCTYIIAd Hd YIIpdBJjieHHe 00BEeKTOM.

H3MeHuTh TpaBa, MpefOCTaBIeHHbIe JPYTMM TOJb30BaTeNIIM K OOBEKTY, MOXeT Kak
BJIa/lefiel], TaK U I10JIb30BaTesIb C IIpaBaMU Ha yIpaBileHue.

B pexxumMe 00111ero AOCTYyIIA MOJIb30BAaTEIM OJJHOBPEMEHHO MOTYT IPOCMAaTPUBaTh OIUH U TOT
)Ke JIOKYMeHT WJIM peJlaKTUPOBaTh ero B peXXMMe COBMEeCTHOW pabOThbl, TP 3TOM OTCJIEXXUBATh
WCIIpaB/ieHUs B pexkume PerieH3upoBaHus.

[Tonb3oBaTenu, KOTOPBIM NIpefocTaBiieHbl TpaBa IIpocMoTp, MoryT:

— IIPOCMaTpHBaTh, CKAYMBATh, KOMUPOBATh daiiibl 0OITETro JOCTYIa;

— OTHpaBIATh (aiyibl 00IIero AOCTyIA M0 Mo4Te (IPU HAJIWMYMAWA MOJKJIIOUeHHOM IOYTOBOM

CHUCTEMBI);

3alpOCUTh ITpaBa Ha peflaKTHPOBaHUE;

0TKa3aThCs OT JIOCTYyIA K aiiaM ob11ero A0CTyIa.
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HOJIBBOBE[TEJII/I, KOTOPBIM IIpe0CTaBJIEHEI ITIPdBd PEIIHKTI/IPOBBHI/IE, MOT'YyT:

IIPOCMAaTpUBaTh, PeIaKTUPOBAaTh, CKaUWBaTh, KOIIMPOBATh Gasibl 06IIero 10CTyNa;

CO371aBaTh HOBbIE BEPCHH TeKyIIero ¢daiia o01ero I0CTyTa;
— OTHPABJIATH 0 TouTe GaMsbl 06Iero AoCTyna (MpU HAJIWMYAWA MOJKIIIOUeHHOM MOYTOBOM
CHUCTEMBbI);

— MPOCMAaTpYBaTh U peJJakKTHPOBATh CIIMCOK I10JIb30BaTesiei, KOTOPhIM JJOCTyTIeH OObeKT;

OTKAd3dTbCd OT JOCTYIId.

[Tonw3oBaTenu ¢ mpaBamu Y ipaBjieHUe MOTYT:

— IIpOCMaTpUBaTh, PelaKTUPOBATh, CKAYMBATh JIOKYMEHThI OOILero JI0CTYIIa;

— IepeMMeHOBBIBAaTh OTKPBIThIe IOKYMEeHTHI 00I11ero J0CTyIa;

— CO3/1aBaTh HOBbIE JOKYMEHTHI B IIaTIKe OOIIEero J0CTYTa;

— 3arpyatb ¢aibl B [aNKy oOIero J0CTyIa;

— yAausaTh (GaiiiIbl B Marnke o01ero JOCTyIa;

— CO3[1aBaTh KOIHUU JIOKyMeHTOB 001iero fnocryna. KonupoBanue ¢aiiia U3 manku obIero
JOCTyIIa BO3MOXKHO KaK B JIMYHbIE MTAIIKY, TaK U B AKX OOILero JI0CTyIa;

— CO3[1aBaTh HOBbIE BEPCUM JIOKyMeHTa 0DIIero 0CTyIa;

— IPOCMAaTpYBaTh, YIAJISTh U IlepeMMeHOBbIBaTh BepCHUH JOKYMEHTOB 0011ero A0CTYIIa;

— IlepeMelllaTb JJOKYMeHTHI B IalKy OOIIero 0CTyna, BHYTPU MallKU oOLIero 0CTymna, a
TaK)XXe B JIMUHbIe WIN peJlaKTUPyeMble MallKy;

— OTIIPaBJIATL II0 II04YTe JOKYMEHThI 06HI€FO HOOCTYyIIa (HpI/I HaJIM4YUHU HO)IKJIIO‘IGHHOI;'I
IMOYTOBOM CHCTEMBI);

— IIpOCMaTpMBaTh U PeJJaKTUPOBATh CIIMCOK I10JIb30BaTesIel, KOTOPBIM JIOCTYIIeH IOKYMeHT;

— U3MEeHSTh IpaBa M0JIb30BaTesel, KOTOPBIM JIOCTYTIeH JOKYMEeHT;

— OTKa3aTbCs OT JIOCTyIa K JOKYMeHTaM 00IIlero JoCcTyma.

Bnanenen u nosb3oBaTesb C MpaBaMHU Ha YIIpaB/ieHHWEe MOTYT U3MEHUTb YPOBEHb IOCTYyIa
HI0JTb30BaTess K JOKyMeHTy. Jljst aToro:
1. BocnosnbayiiTech criocoboM npeocTaBiieHus 001ero AOCTyIa MpU IIOMOIIM KOMaH/IHOTO
MeH!Io Paiin > O0muii JOCTYyII.
2. B oTKpbIBIIEMCSI OKHE CO CITMCKOM II0/Ib30BaTeslell HaXKMUTe Ha I10Jle C TeKYIIUM BHUIOM
JIOCTyTa ¥ BbIOepHTe APYyroil Bup (PSOOM C Ha3BaHMeM poJiell oToOpajkaeTcsl KpaTKoe
OIMCaHue TpaB /IS KaXXJI0To BUA). Mi3MeHeHUs IPUMeHSITCS aBTOMaTUYeCKH.

3. Jlns Beixoma u3 popMel IIpeIoCTaBIeHUsl OCTyIa HAXKMUTe KHOIIKY 3aKpPbITh.
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Takoe n3MeHeHHe IpaB AOCTYyIIa MOXKeT ObITb KaK B CTOPOHY YyBeJIM4eHMs IIpaB (HalpuMmep,
PenaxktupoBanme Bmecto IIpocmoTp), Tak U B CTOPOHY UX yMeHbllleHUs (Hanpumep, IIpocMoTp

BMeCTO Y IIpaBJIeHHe).

3.2.16.2 3anpocuTs gocTYN

[lonb3oBaTesnnb ¢ mpaBamu pAoctyna IIpocMoTp MoXeT OTIpaBUTH 3alpoc JIOCTyNa Ha
pelaKTHpOBaHKe JJOKyMeHTa U3 NpujioXKeHus. [{jis atoro:
1. OTtkpoiiTe OKyMeHT Ha TPOCMOTP B peJlaKTope.
2. Haxmure kHONKY 3ampocHTH IIpaBa HAa peJaKTHPOBaHHe, PACIIOJIOXXeHHYI0 B IPaBOU
YaCTU [1aHeJId YIIpaBJIeHus.
3. B oTkpbIBIIeMcs OKHe BbIOEpUTe KOMY OTIPAaBUTh 3alpOC HA AOCTYN (BIafesiblly W/ WId
I10JIb30BaTeJII0 C NpaBaMH Ha yripaBjieHue). [Ipy Hamuuuu y JOKyMeHTa MoJib30BaTellel C
IpaBaMH Ha yIpaBJleHHWe JOCTYIIeH CIMCOK, BKJIFOUAIOIUKM B ceOs Bajiesblia JOKYMeHTa,
a TakXXe BCex IIOJIb30BaTesiel C MpaBaMu Ha yrpapiieHWe. CIKCOK OTCOPTHMPOBAH IIO
andasuty. s oTnpaBku 3ampoca BbibepyTe OJIHOTO WM HEeCKOJIbKUX IO0JIb30BaTesiel U3
CITHCKa.
[Ipu BBIGOpE MOIB30BaTENSI MOXHO ITIOCMOTPETh O HeM JIOTIOJIHUTeIbHY0 UHbopMaIuo. s
3TOr0 HaBeJUTe KypCOp MBIIIY Ha BKJIaIKy HY>KHOTO I10JIb30BaTeJIs, 3aTeM HaBeJIuTe Kypcop Ha 0.
4. Ilpy HeoOXOMUMOCTH HANUINWTE TMOSCHEeHWe K 3alpocy JOCTylla B COOTBETCTBYIOIIEM
rose.

5. Haxxmure kHonky OTHpPaBUTh.

Brnagener w/vuny nosb3oBaTelb C IpaBaMM Ha YIIpaBlieHWe JIOKYMEHTOM IOJIyYUT IMUCbMO O
3arpoce foctyna (nmpyu Haauuuu uaterparnuu ¢ «MonOduc [louray). [l npenoctaBienus A0CTyna
K 00beKTy HaxkmuTe KHONKY HacTpouTs AOCTYI B MOJIy4YeHHOM IKUChMe, MOCJIe Yero IpOU30UJIeT
aBTOMAaTHMYeCKUM mepexoj] Ha 00BbeKT B XpaHwiuille ¢annoB. Eciu o0bekT yxxe ObLT MepeMellleH B
paszznen Kop3una, To 1ipu nepexojie 10 CChUIKe U3 MMMChMa 3aIlIpoca JI0CTyIa, Ha 3KpaHe OTOOPasUTCs

npeaynpexjeHue, 00beKT OyIeT ojicBeueH B ciucke ¢aityioB B paszesie Kop3una.

3.2.17 ITopemuTHCA CCHLIIKOM

Kaxneii ¢aiti B XpaHwivile J[JIOKyMeHTOB HMeeT cBod azpec. Ccbulkd Ha dain
npeJHa3HauYeHbl [Uis ObICTpOro JocTyna kK HeobxoguMoMmy oO0bekTy. B mpunoskennu

«MoiiOduc Tabmura» npeaycMOTPeHbI [iBa BUJla CChUIOK:
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— BHyTpennsasa cceuika MoiiOduc — ccbuika Ha ailyl  uis  aBTOPU30BaHHBIX
II0JIb30BaTeslel. BHyTpeHHss1 cCbUIKAa (pOPMHUPYeTCsl aBTOMaTUYeCKHU IIpU CO3AaHuu daiia
B XpaHWIHXIIE JOKYMEHTOB U He U3MeHseTCs O MOMeHTa yjajeHus ¢gainsa U3 XpaHWInIA
nokyMeHTOB. llepexonss 1o cCbUlKe, IIOJIb30BaTeNIM CMOTYT OTKPBITb JOKYMEHT B
COOTBETCTBUM C HX TeKyUMMM IpaBaMu pocTymna k d¢anny. OrnpaBka CCBUIKM He
npejiocTaBisieT obmero jpocryna k ¢anmy. Ilonb3oBaTenu, He WMerolye INpaB AOCTYIIA,
CMOT'YT UX 3allpOCUTh y Bilafieliblla W/WIK I10JIb30BaTesIsl C IIpaBaMu Ha ylipaBiieHue (Ipy
HaJIM4MK) I10CJIe NIOJTyYeHUs] CChUIKU.

— IIybommuHast cchlIkKa — CCbhUlka Ha Gain s BHeMHUX (HeaBTOPHM30BAHHBIX)
noJib30Batesield, ¢opMupyeTcs BiajieiblleM ¢aiiyla WiM Iojb30BaTelleM C IIpaBaMU Ha
ynpasiieHue. Ilepexons Mo CChUIKe, IOJIb30BAaTEIM CMOTYT OTKPBITH (paiyl Ha IPOCMOTP,
CKauaTb WIM pacledataTb ero. /[lng ogHOro oOBekTa MOXHO CHOPMHUPOBAThH
HeorpaHWYeHHOe KOJIM4eCTBO CChUIOK. Co3[jaHHBble CCBUIKU HeJlb3sl U3MeHUTb, OHU MOTYT
ObITh yHajleHbl BPYYHYIO I10JIb30BaTejleM WJIM aBTOMAaTHM4eCK{ 110 MCTeYeHWI0 WX CPOKa

JeCTBUSL.

Jl1s1 mosrydeHus CChUIKY Ha $aiil BOCIOIb3YHUTECh OJHUM U3 CIIOCOOO0B:
— BbIOEpUTe MYHKT KOMaHIHOTO MeHIo Paiin > IlogemMThCs CCHUIKOI;

— HaXXMHUTe KHOIIKY HOI[EJII/ITI)CSI CCBLJIKOH B OKHE ImpeaoCTaBJIeHUs OOCTyIId.

B OTKPbIBIHIEMCA OKHE BbI6epI/ITe BKJIaIKY, COOTBETCTBYIOLIYIO BHUIY HpeHOCTaBHﬂEMOﬁ

CCBIJIKH:

— BayTtpennss cceuika MoitOduc (cM. pasnen BuyTtpensss ccbuika MoinOdwuc).

— Ilyommunbie cecbiiku (cM. pasnen Ilybmudnble ccbuiku). Eciid B ycTaHOBIIEHHOM BepcuUu

IIPWIOXKEHUS] OTK/II0YeHa BO3MOXKHOCTb CO3/IaHHS NYOJIMYHBIX CCBUIOK, TO BKJIJIKA
IIy6maHbIe CCBIJIKM He OTOOpakaeTcs, TOCTYIHO ¢$OpPMHpOBaHMe TOJILKO BHYTpPeHHeH

ccbuiku MonOduc.
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3.2.17.1 Bayrpennss ccouika MoitOduc

Ha Bxiaske BuyTpennsini ccpuika MoiitO¢guc BoibepruTe HEOOXOAWMBIM BapHUaHT
(cm. Pucynok 20):
— KonmupoBars cchbLJIKy — CChlIKa OyZieT ckonvpoBaHa B 6ydep oOMeHa;
— OTHpaBUTH CCHUIKY MO mouTe (IIPU HAJIMYUU TOJKIIOYEeHHOM IMOYTOBOM CHUCTEMbI) —
OTKPOeTCsl OKHO JIJIsl BBOJIAa afipeca 3JIeKTPOHHOM TMOYThI, TI0 KOTOPOMY OyJieT OTIIpaBjieHa

cchuika (cM. Pucynok 21).

Mony4uTb ccbinKky Ha «HoBasa npeseHTaumA. xodp» 22, 06wmit poctyn

BHYTpeHHAA ccbinka MoilOpuc TMNyBNuYHbIE CCbINKK

o OTNpaeka BHYTPEHHe# CChiNKM Ha (ain unK Nanky He 03HauYaeT NpefocTaEneHWe gocTyna. MonbaoeaTeny Ges npae
[OCTYNa CMOYT 3aNpockTh MX Y BNafensua.

ttps://links-techwr. ru/link/c559e3b5-0f54-4b15-b869-b81005c02ee8

KonupoeaTk CCbLKY OTnpaeuTb CCLINKY MO nNoyTe

3aKpbITh

Pucynoxk 20 — OkHO 1moydyeHus] BHyTPEHHEH CChUIKH Ha JJOKYMEHT

OTNPaBHTL NHCBMO CO CCINKOA Ha «HOBbIN AOKYMENT. xodts

OTNPaBHTE MHE KOMMED NHCEME

Ormena

Pucynok 21 — OTnpaBka CCBUIKM Ha JOKYMEHT TI0 ITOYTe
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[Ipu BbBIGOpPe kOMaHAbl OTHPaBHUTH CCHLIKY IO OYTe B OKHe IIOJyYeHUsS CCBhUIKM Ha
nokyMeHT (cM. Pucynok 20):
1. BBeiuTe 2jeKTpPOHHBIE ajjpeca IOJIb30BaTesiel, KOTOPbIM IIJIaHUPYyeTe OTIPaBUTh

JOKYMEeHT, B COOTBETCTBYIOIIlee II0ojie BPYYHYIO (I/ICHOJII)SYSI aBTOBEII'IOJ'IHeHI/Ie) 1 0)1%1

HaXXMUTEe KHOIIKY @ CoMCcoK KOHTAaKTOB U BbIOEpUTE II0JIb30BaTesl U3 CIIMCKA
KOHTAKTOB.

2. Ilpy HeoOXOIMMOCTH HaBeJUTe KYypPCOp Ha aBaTap WIA HUMs I0JIb30BaTessl, KOTOPOMY
OTIIpaBJIsieTe JOKYMEHT, JUIsl TPOCMOTpa JOTIOJTHUTEIbHOM MHPOPMAaIMK WK Ha)KMUTE Ha
runepccouiky ITompoGHee s mpocMoTpa UHGOpPMAIMKU O MOJIb30BaTesie B MPUIOXKEHUN
«MonOduc Konraxte» (11py Hanmumm uHTerpanuu ¢ «MonOduc [louray). Undopmanms
OTKpOeTCsI B HOBOM BKJIaJike BeO-Opay3epa.

3. BBeauTe TEKCT COMMPOBOAUTENILHOT'O COO0IEHUs (P HEOOXOAUMOCTH).

4. Ilpu Heob6xoIMMOCTH yCTaHOBUTE GiiakoK OTIPaBUTH MHe KOITHIO MHUCHMA.

5. Haxxmure kHonKy OTHpaBUTb.
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3.2.17.2 IlyomuaHbIe CCHLIIKH

Ha Bkiagke Ilyosmunbie ccbuiku (cM. PucyHok 22) MOXXHO co3/iaBaTh HOBble ITyOJIUYHBIE
CCBUIKM Ha OOBEKT, MPOCMATpUBAaTh AEeUCTBYIOIMEe W YIpaBiIsaTb UMU. JleMCTBYyIOIME CCBhUIKU
OTOOpPaXKAlOTCS CHMCKOM. [l MyOJIMYHBIX CCBUIOK YKa3blBaeTCsl afpeC CChUIKH, CPOK JIeUCTBUS,
aBTOp CCBUIKU U MApOJib, eCyid OH OblT co3faH. CIHMCOK CChUIOK COPTUPYETCS 0 BO3paCTaHUIO CPOKa

JeMCTBUS CCHUIKH, U3MEHUTh THII COPTHUPOBKU HEJIb34.

Mony4MTe ccbinky Ha «MpaBku.xodt» 03 06WwMit gocTyn

BHYTpeHHAA ccbinka MoiOouc  MyBAMYHbBIE CCbIIKKU

K AEACTBUA CChIIKY M 3allMTa naponem WHanBuayansHan cebinka ()
Ccbinka Cpox geictsua 4 Kem coznaHa Mapons
https:/lin... 68fb58 (D 26 wona 2023, 13:57 Elena Smirnova we D :
https:/lin... f33825 (0 1 aBrycta 2023, 13:57 Elena Smirnova :
https:/lin..a574cc (O JeiicTBuTENbHA Becep...  Elena Smirnova we 1O :
3aKpbITh

Pucynok 22 — OxHo nony4yeHus: IyOJIMYHOM CCBHUIKY Ha TIOKYMEHT

Ecnu B ycTaHOBIEHHOM BepCUM TPUIOXKEHHUs OTK/II0YeHAa BO3MOXHOCTb CO3[aHUS
MyOJIMYHBIX CCHUIOK, TO Bkiajika IlyGsmyHBIe CCBUIKM He OTOOpakaeTcs, HOCTYITHO

dopMurpoBaHue TOJILKO BHYTpeHHel cchliku MonOduc.

JlocTyniHBI ClieiytoIiye JeMCTBUS C TyOIUIHBIMU CChITKAMU:

— KOIMUPOBaHUeE a/ipeca;

— KOIMUPOBaHUe TapoJIs;

— KOIMUPOBaHUe JIAaHHBIX JIJIsl OCTyNa K 00beKTy (CChUIKU, CPOKA JIeMCTBUSI U MapoJis, eClid
OH eCTb);

— YAdJIeHue.
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[TybnuuHble CCBhUIKM Ha OOBEKT MOXXeT CO3[jaBaThb ero Biajesiel] WIA I0/1b30BaTeb C
IpaBaMy Y1pasJeHHe. [[jis1 rosnb3oBaTener ¢ npaBaMu Ilpocmorp v PegakTupoBaHue Ha BKIIAJIKe
IlybmuaHbIe CCBIIKM OTOOpa)kaeTcsl COOTBETCTBYIOIlee yBelomiieHHe C uHbOpManued o
BJIa/lefiblle JOKYMeHTa.

[TybnuuHas ccbuika MoXKeT OBITh 3abiokupoBaHa aamuHuctpatopoM I[10 MoiiOduc wmm
aBTOMaTM4YeCKd B CjIy4yae IIOJI0O3peHHs] Ha craM (Hanpumep, IpU IIOCTYyIUIeHUMM O0JIbLIOro

KOJIMYeCTBa IIOXO0XXHX 3dIlIpOCOB OT I10JIb30BaTeJier WJIN HpOFpaMM). Takas ccelIKa OTMedaeTcs

WKOHKOM . Ilpy HaBeleHMM Kypcopa Ha HWKOHKY TIOSIBJISIeTCS BCIUIbIBAIOIlee OKHO C
rHbopMaluen 0 Cpoke HIIOKUPOBKU.

[Ipu mnepexone 1O ynaleHHOM wWiId 3a0JI0KMPOBAHHOM CChbUIKe II0JIb30BaTeNlo Oyer

BbIBe/IEHO Ha 3KPaH COOTBETCTBYIOIIlee COODIeHNe.

YT0oO6BI CO3M1aTh TyOIMYHYIO CCHUIKY, BBIITOJIHUTE Clle/lyIolue JeHCTBHUS:

1. Boibepute cpok JIeiCTBUSI CCHUIKY M3 BbITIAJIAIOIIEro CriucKa. st Bbibopa mpou3BOJIbHOTO
3HAUeHUs UCIOJIb3yWTe MyHKT crnucka Jlpyroii cpok. J[locTymHbld [isi BbIOOpa
MaKCHUMAaJIbHBIA CPOK JeMCTBHUSI CChUIKM HACTPAUBAETCSI aIMUHUCTPATOPOM CHUCTEMBI.

2. CHuMuTe WM ycTaHoBUTe ¢iakok 3amura maposjem. [Ipu ycraHoBieHHOM duiaxkke
napoJb 6yzaet cdopMUpPOBaH aBTOMAaTUYECKH.

3. IIpu HeobxommMMocTH ycTaHOBUTe ¢iaxoKk OmHOKpaTHBIH aocTyn. ColepXXuMoe TaKou
cCcbulkK OyzeT NOCTYynmHO He Gojiee 12 4acoB C MOMeHTa IEepBOrO OTKPBITHSI MEPBOMY

nepemenniemMy II0 CCbUIKe IIOJIb30BATeJIIO. Cchuikn  C OOHOKPATHBIM  JOCTYIIOM

OTMEYalTCS MUKOHKOH B CIIMCKe CCBIJIOK.

4. Haxxmute kHONIKy C031aTh CCBLIKY.

B pesynbraTe ornepanuy Ha BKJIAJKe TOSBHUTCS ITyOJIMYHAs CChUIKA C YKa3aHHEM CpOKa
JIeCTBUSI, aBTOPA CChUIKU U MApOoJis JIJIsl AOCTya K 00beKTy, eciivd nepe]; GOPMUPOBAaHUEM CCHUIKU
Obl1 ycTaHoBJIeH ¢uiakok 3ammrTa maposieM (cM. Pucynok 22). YToObl MmpocMOTpeTh Mapoiib
JIOCTyIa K 00BeKTy, HaxkmMuTe KHOIKY *»* Iloka3aTh maposb crpaBa OT IOJis C maposiieM. YToObl
CKPBLITh IapoJib, HaKMHUTe KHONKY @ CKpBITH mMapoib. B OfMH MOMEHT BpeMeHH MOXeT ObITh
IIPOCMOTPEH MapoJib TOJILKO IS OTHOM MyOIMYHOM CCHUIKH.

OTKphbITasi CChUIKA C OJHOKPATHBIM JOCTYIIOM B CIIMCKe CCBUIOK OTOoOpakaeTcsi OJieJiHO-
cepbIM 1BeToM. [Ipu MOBTOpHOM Iepexofie MO CChUIKe C OJHOKPATHBIM JIOCTyIoM C japyroro IP-
aJipeca WM U3 Apyroro Be6-Opay3epa cojiepXkuMoe CChUIKK OyJleT HeJJOCTYITHO.

YTo6bI OJIENTUTHCS CCHUIKOW, CKONIUPYUTe ee. [Iis1 KOMMpoBaHUs ajipeca, Maposisl JOCTyna K

00BeKTy M CpoKa JeHCTBUS CChUIKU B CTPOKe C HY>KHOM CCBUIKOM HaXXKMHUTe KHOIIKY * U BblOepure
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ITYHKT KOIII/IPOBHTI) AaHHbIE VISl MOCTYIId. YToORBI CKOITMPOBATH TOJIBKO a/IpeC CCBbIIKH HUJIN I1apPOJib

JOCTyTIa K 00BEKTY, B CTPOKe C HYXKHOM CCHUTKOW HaXKMUTE KHOIIKY 18 PSIZIOM C COOTBETCTBYIOIIMM
nosiem. Ilocie BbITIOJIHEHUS Omepalyd BbIAEISIETCSl CTPOKa C CCBUIKOM, JlaHHbIe KOTOPOM
KOITHPOBAJIKCh.

YT0OBI TPOCMOTPETH COJIePXKUMOe IYOJIMYHOM CCBUIKH, B CTPOKE C CCBUIKOM HaXXMUTe

KHOIIKY * u BblOepure nyHKT IIpemmpocMorp. B Tekyled BKkilaJlke OTKpOeTCS OKHO

npeanpocMoTpa daiina uik nanku. YtoGsl 3aKPHITh OKHO IIPeIIPOCMOTpPa, HaXMuUTe 3aKpbITh g
IIPAaBOM BepXHEM YTJIy CTPAHHIIBL.

HeszaBucuMO OT yCTaHOB/IEHHOI'O CPOKa AEWCTBUS CCBUIKY, YIAIWTh ITyOIMYHYIO CCHUIKY Ha
00BbeKT MOryT Biafesel ¢aiaa WIM [alKW, I0Jb30BaTellb C IIpaBaMUA Ha yIpaBleHWe U

agmuuuctpaTop [10 MoitOduc. YTobbl yiamuTh myOIMYHYI0 CChUIKY BPYYHYIO, B CTPOKE C HY)KHOM

CCBUIKOM Ha)XXMHTe KHOIKY : U BblOepuTe IyHKT YJAJHTBh. B OTKpBIBIIEMCS IMAJIOrOBOM OKHE
HOATBEpPMTe WJIM OTMEHUTE BBINOJIHEHNe ollepanyd. B pe3sysbrate onepanuu I0CTYI K 0OBeKTy 0
yZajieHHOM cChlIKe OyneT 3akpbIT. [1jis Ipe/iocTaBiieHys I0CTyIa K 06beKTy oTpebyeTcsi co3AaTh U

OTIIPABUTb HOBYIO ITyOIMUYHYIO CCHUIKY.

3.2.18 OTnipaBuTH IO MoOYTE

Omneparyst JOCTYIIHa TOJbKO TP HAJWYUM TOJAKIIOYEHHON IOYTOBOM CHUCTEMBI.

OTHpaBI/ITb I10 I1I0YTe MOXHO TOJIBKO OJUH NOKYMEHT 3d pd3.

YTo6B! OTHPaBUTH IOKYMEHT B BUJlEe BJIOKEHUSI B 3JIEKTPOHHOE IHMCHbMO, BblOepUTe IMyHKT
KoMaH/iHOro MeH1o Paiin > OTnpaBuTh 110 ToYTe. B OTKpHIBIIEMCS 1MAJIOTOBOM OKHe BBITIOJIHUTE
ClleqlyIolye eHCTBUS:

1. Bribepute popmat, B KOTOpOM OyZeT OTIIpaBjieH TeKyLIUi ¢ari.

2. BBequTe 2jeKTpPOHHBIE ajipeca IIOjy4aTejied B COOTBETCTBYIOIlee II0Jie BPYYHYIO

(vcnonb3ysl aBTO3aI0JIHEHKe) WA HAXKMUTEe KHOIIKY {z] CnHcoK KOHTAKTOB U BblOeprTe
13 CIIMCKAa KOHTaKTOB.

3. Ilpu HeoOXOAMMOCTH HaBe[UTe KYpCOp Ha aBaTap WIMA KWMs IoJydaTesisl AJIsl IPOCMOTpa
JOTIONIHUTeNIbHOW MHbOpManuu Wik HaxkmuTe kHoOnkKy IlompobGHee s mpocmoTpa
vHbOpMauMu O Iosib3oBaTesie B npwiokeHUn «MoitOduc KoHtakTel» (IpU Hanuuuu
unrerparuud ¢ «MoiOduc [louray). HMaboOpMarus oTKpoeTcs B HOBOH BKJIAJKe

Beb-Opay3epa.
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4. Ilpu HeOOXOMMOCTH BBeJJUTE TEKCT COIIPOBOIUTENILHOTO COOOIIIeHUS.
5. Ilpu HeobxoauMocTH ycTaHoBUTe piiakok OTHpaBUTH MHe KOIHIO MHChMa.

6. Haxxmure kHOTIKY OTHpPaBUTH.

OTHpaBI/ITb JAOKYMEeHT IIO BHEKT'pOHHOﬁ rno4yre TaKXXe MOXHO B  IIPWIOXKeHHNHU

«MoiiOduc JlokyMeHTbD».

3.2.19 OTMeHUTH WU NOBTOPUTH NeHCTBUS

B ucropun pevictBuii mosb3oBatesield xpaHsarcs S50 nociaegHux oneparui. [locie 3akpoIThs
IIOKyMeHTa UCTOPHS IeUCTBUM MOJIb30BaTeJIe OUUIIaeTCsl.

HWudopmanuss o0 J[eWCTBUSIX, He CBSI3aHHBIX C MW3MeHeHUWeM COJIepXXMMOI'O0 WM ero
dopmatrpoBaHueM (HamprMep, U3MeHeHHe MaciiTaba, MepeksioueHrne MeXxay BKJIaJKaMu U T.1I.),
He COXPaHSIeTCsl.

Komanga OTMeHUTHh OTMeHsIeT JIeHCTBHS, BBIIIOJIHEHHbIE I0JIb30BaTeleM C COJIeP>KUMbIM
nokyMeHTa. Komanyia IloBTOpHTH OBTOPSIET IeMCTBUS, OTMEHEeHHbIe 110JIb30BaTesieM paHee.

Crooco0bl OTMeHHI JIEUCTBUIMA:

— HdXXMHUTe KHOIIKY ‘) OTMeHHUTH Ha NTAHEJIA HWHCTPYMEHTOB;
— BbI6epI/ITe ITYHKT KOMaHJHOI'O MEHIO HpaBKa > OTMeHI/ITb;

— UCnonb3yiTe codetanue knapuil Cirl+Z (35 Cmd+Z).

Crioco0rbl TOBTOpPA JIeHCTBUH:

— HaXXMUTe KHOIIKY & IToBTOPUTH Ha NIaHeJI UHCTPYMEHTOB;
— BbIOepUTe MYHKT KoMaHHOro MeHio IIpaBka > IIoBTOpPHTS;

— ucnonb3yiTte coderanue knasum Ctrl+Y (¢ Cmd+Y).

3.2.20 TanubIe

B tabmnunom pedakTope C IIOMOIIbIO KOHTEKCTHOI'O MeHIO, ITYHKTOB KOMdHJHOI'O MeHIO

IIpaBka u codetaHuil kiaBuIll (cM. pasdnesl CoyeTaHHUs KJIABMUII) MOXHO BBIpE3aThb COJIEPXKHUMOe

AOKYMEeHTd, KOIIMPOBATH €I0 U BCTABJIATH B JOKYMEHT [JdHHbIe 13 6yc])epa obMeHa.

3.2.20.1 BBecTu naHHBIE B SYEHKY

Hsmenenus B coJiepKumoe STYeMKM BHOCSITCS B pexrume peldKTUPOBAHHA STYCHKH.

YToObI IepeiTy B peXKMM peJlaKTUPOBAaHUSI, BOCIIOJIb3YHTECh OJJHUM U3 CIIOCOOOB:

© 000 «HOBDBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2024 62



MonOdoumc

— BbIDepuTe MyCTYI0 STYeHKY;
— IBaXKIbl HaXXMHUTE JIeBOM KHOMKOW MBI 10 s4elike, KOTOPYH0 HeoOXOAUMO
OTpelaKTUPOBATh;
— BbIJIeJIUTE S[YelKy, KOTOPYIO HeOoOXOJUMO OTpelaKTUpOBaTh, M IepeliuTe B CTPOKY
dpopmyi.
YTOOBI BBECTH WX U3MEHUTD JaHHbIE B siUeliKe, BBIIIOJIHUTE Clle[lyIole JeHCTBHUS:
1. IlepeiinvTe B peXkuM peIaKTUPOBAHUS STYEMKU OJTHUM U3 CIIOCOOOB, OMUCAHHBIX BHIIIIE.
2. Beeute B sueliKy HeoOXoauMble JIaHHble. B kadecTBe pasgenurenss [Uisi 4uces
HCIIOJIb3YHTe CUMBOJL «,».
3. CoxpaHuTe BBeJleHHbIe JaHHbIe OJJHUM U3 CIIOCOOOB:
— HaxmwuTe Kiasuiny Enter;

— IepeuauTe K APyroy s4emke JIUCTa.

[Ipu BBOzE uYMCIia B SiUEMKY OCYIIECTBIISIETCSI aBTOMAaTUYeCKUM IM0A00p IIMPUHBI JTAHHOM
siuerKd. ABTONO0O0P MIMPUHBI He BBIOJIHSAETCS], eCJIN:

— IIMpPUHA CTOJIOIA, B KOTOPOM pacIiojioXKeHa siyeiika, Obljla Ipe/IBapUTesIbHO M3MeHeHa

BpYyuHYy!O (CM. pa3nen Pa3mep siyeex);
— siYelika UMeeT TeKCTOBbIM GOopMaT WK B STYEHKY BBOJIUTCS TEKCT.

flueiika, B KOTOpPYIO BBOJSITCSI JaHHble, IIOICBeUYMBaeTCcss CuHed pamkoi. [lpu
peNakTUpOBAaHUU STYeHMKU U OJHOBpeMeHHOM mepemerieHuu 1o Jlucty unm Kuure nosiBisiercs
IJIaBaloliee OKHO peflakThpoBaHUsl. OKHO O0TOOpaXkaeT TeKylIlye JJaHHble B peJaKTUPyeMOU sueiike.
Haxxmute Ha vMs stueiiku, YTOOBI OBICTPO K Hell BepHYThCS.

Yrtobbl OTMEHUTDH BBeJ/IeHHble U3MeHeHH s, BO BpeMA peJlaKTUPOBAHUSA HAXXMUTE KJIdBUITY Esc.

3.2.20.2 KonupoBaTh JaHHbIE

[Ipy xonmvpoBaHWU JaHHBbIe U3 BHIODAHHOM SYEWKU WJIM JIMalla30Ha KOIMUPYIOTCS B Oydep
obmena. MIx MOXXHO MCIOJIb30BaTh MJi1 BCTAaBKU B JIPYTHMX IPUIOXKEHUSX, HalpUMep, TEeKCTOBOM
penakrope. IIpu 3TOM jaHHBIE B MCXOAHOM JIOKyMEHTe He U3MeHSIFOTCS.

YTOOBI KOMMMPOBATH JJAHHBIE, BHITIOJIHUTE CEAYIOINIMe IeHCTBUS:

1. BrimenuTe siueiiky WM AWana30H siueek, TaHHble U3 KOTOPhIX HEOOXOAUMO CKOITMPOBATb.

2. BoimonHUTe KOMaHy KOTMPOBAHUS OJTHUM U3 CITIOCOOOB:

— BbIOEpuTe MyHKT KoMaHHOTO MeHi0 IIpaBka > KonmpoBars;
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— Ha)XXMHUTe Ha TaHeJd UHCTPyMeHTOB KHOMKY ‘= KomupoBaTth. Eciu pa3mep okHa He
M03BOJIsIeT OTOOPA3UTh NaHeb UHCTPYMEHTOB IIeJIMKOM, KOMaH/a OyJieT JOCTyIHa 110
HaXKaTHIO KHOIKY *** Ele Ha nmaHem UHCTPYMEHTOB;

— HaXMUTe IIpaBOM KHONKOM MBIIIM II0 BbIIEJIGHHOMY OJJIeMeHTy W BblOepure
KomupoBaTh B KOHTEKCTHOM MEHIO;

— wucrnone3yiiTe coderanue knapum Ctrl+C (66 Cmd+C).

ITocne KOIIMPDOBAHUA NAdHHLIX B 6yq)ep obMeHa KOoIInpyemas SYerKa WM JMalla30H sS4eek

BBIJIEJISIIOTCS 110 KOHTYPY CUHeH IYHKTUPHOM JIMHUEeH.

3.2.20.3 Bripe3aTh JaHHbIE

[Tpu BbIpe3aHWM MaHHBIE YJAISIOTCS U3 SYeeK WM JIMara3oHa U KOMUPYHITcS B Oydep
obmeHa. I[1pu 3TOM BbIpe3aeTcsi He TOJIbKO COfIepXKUMoe sTYeKH, HO U ero popMaTHUpOBaHUeE.

YToObI BhIpe3aTh JJaHHbIE, BHITIOJTHUTE CIIeYIOIIHe AeCTBUS:

1. Boienute siuediky WM UATIa30H s9eeK, U3 KOTOPhIX He0OXOIMMO BhIpe3aTh JaHHbIe.

2. BrpinosiHUTE KOMaHy OJIHUM M3 CIIOCODOOB:

BbIOepuUTe MMyHKT koMaHAHOTO MeHIo IIpaBka > Bripe3ars;

— HaXMWTe Ha MaHeJd MHCTPYMEHTOB KHOIIKY + Beipe3aTs. Eciii pasmep okHa He
II03BOJIsIeT 0TOOPA3UTh NlaHelb UHCTPYMEHTOB LIeJIMKOM, KOMaH/a OyZieT JOCTyIHa 110
HaXKaTUIO KHONIKY *** E1je Ha maHenn MHCTPYMEHTOB;

— Ha)XMHWTe IIPaBOM KHOIKOM MBIIIIM 110 Bbl/IeJIEHHOMY 3JIeMeHTY U BblbepuTe Breipe3aThb

B KOHTEKCTHOM MeHIO;

— ucnone3yiTe coderanue knapum Ctrl+X (¢ Cmd+X).

3.2.20.4 BcraBUTH JaHHBIC

B nokyMeHT MOXXHO BCTaBUTh IpeJBapUTEIbHO CKOIMPOBAaHHbIE WA BbIpe3aHHbIE JaHHbBIE,
HaxoJsmyecss B 0ydepe obmeHa. Eciy 6blT CKOMMPOBAaH WM BbIpe3aH JIMAINa30H sueek, TO IpU
BCTaBKe JJaHHbIe 3aWMYT JiMalla30H TaKOIo XKe pa3Mepa.

Ecnu maHHBIE BCTAB/ISIOTCS B HEITYCThle YK WJIM JTMAIla30HbI, TO MPeAbIAYIHe JaHHbIe
Oynyt ypanenwsl 6Oe3 mpenynpexzaeHus. Eciv gaHHble ObUIM BCTaBiieHbl 1O OIIMOKe, HAXXKMUTe
couetanue kinapui Ctrl+Z (36 Cmd+Z), 4To6bI OTMEHUTD JlelCTBHe.

Hanuble u3 Oydepa obMeHa MOXHO BCTaBUTb C COXpaHEeHHeM WM 0e3 COXpaHeHUs

VICXOJTHOT'O0 pOpPMaTUPOBAHUSL.
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YTOOBI BCTaBUTH JaHHBIE C COXpaHEHHWeM WCXOOHOro (OpMaTUpPOBAHUS, BBIIOJIHUTE
CJIeyIOLINe TeCTBUS:

1. Beigenute siueiiky WM IMana3oH si9eeK, B KOTOpble He0OXOMMO BCTaBUTh JaHHBIE.

2. BcraBbTe gaHHBIe OOHUM U3 CIIOCOOOB:

— BblbepuTe HyHKT koMmaHjaHoro MeHio IIpaBka > BcraBHTB, 4TOOBI BCTaBUTH BCe
CKOIIMPOBaHHbBIe JJaHHbIe, BKIII0Yasi GOPMYJIbl U popMaTrpoBaHue, Wi NyHKT IIpaBka
> BcraBuTh 3Ha4yeHus1 U popmar, 4ToObl BCTABUTh TEKCT (IIpX HaIWIUU GOPMYJT —
pe3y/bTaT BbIYMCIIeHUs)) U GOpMaTUPOBAHUE;

— HaXXMHUTe Ha IaHeJId MHCTPYMEHTOB KHOIKY ‘& BcTaBUTH WM HaXXMUTe Ha TaHEIU
WHCTPYMEHTOB Ha CTpeJIKy CIpaBa OT KHOIKH BcraBuTh U BbIOEpUTE ITYHKT
BcraBuTh 3Hayenus u ¢popmar. Eciiv pa3mep oKHa He 1103BOJIsIeT OTOOPA3UTh MTaHeb
VHCTPYMEHTOB 11eJINKOM, KOMaHJia OyZeT IOCTyIHa M0 HaXkaThio KHONKU *** Eme Ha
MaHeJI UHCTPYMEHTOB;

— HaXXMHUTe TpaBoM KHOIKOM MBIIIIM Ha BBbIJIEJIHHBIA 3JIeMeHT U BblOepuTe B
KOHTEKCTHOM MeHI0 BcTaBuUTB, 4YTOObI BCTaBUTh BCe CKONMMPOBAaHHbIE JaHHbBIE,
BKJIIOYasi popMysibl U popMaTHpOBaHKe, WM NYHKT BecTaBUThL 3HaueHusa u gpopmar,
YyTOObl BCTAaBUTh TeKCT (IpU HaMWuuu GOpPMYyJl — pe3yJibTaT BBIUMCIIEHUS) U
dopmaTupoBaHue. [l BCTaBKM 4Yepe3 KOHTEKCTHOE MEHI0 TpeiocTaBbTe Opaysepy
paspellieHre Ha JIOCTYII K Oydepy obmeHa;

— HCHoJib3yWTe coyeTaHue kiasui Ctrl+V (3@ Cmd+V) 711 BCTaBKY BCeX JIAaHHBIX.

Be6-6pay3ep Safari Bepcuu Hipke 13.1 He mojiepkuBaeT BCTaBKy 4Yepe3 KOHTEKCTHOE
MeHio. Be6-6paysep Mozilla Firefox He mommepkvBaeT BCTaBKy 4Yepe3 KOHTEKCTHOE

MEeHIO M COYeTaHHe KJIaBHIII.

[Ipu BcTaBke naHHbIX U3 Oydepa obmeHa 6Ge3 coxpaHeHHs] MCXOAHOrO GOPMAaTUPOBAHUS
BCTaBJISIeTCSI TOJIbKO TeKCT. Tak, 1pu BcTaBKe GOPMYJIbl UM TMIIEPCCHUIKY B JIOKYMEHT BCTaBIISIeTCS
TOJIBKO TEKCT, KOTOpPBIA COZep’kaT AaHHble OOBeKThl. EcCiIM B CKONMPOBaHHOM WM BbIPe3aHHOM
¢dparmenTe copepxaTcsi U300paskeHUs! WK GUTYPBI, TO OHU B IOKYMEHT He BCTaBIISIFOTCSL.

YroObl BCTaBUTHb [aHHbBle 6e3 HCXOJHOrO (OPMaTUPOBAHHUS, BBIIOJIHUTE CllefyIolye
JeCTBUL:

1. BeinenuTe siueliky WM JMana3oH siueek, B KOTOpble He0OXOAUMO BCTaBUTh JJaHHBIE.

2. BcTaBbTe maHHBIe OOHUM K3 CIIOCOOOB:

- BbI6epI/ITe IIYHKT KOMdHJIHOI'O MeHIO l'IpaBKa > BcTaBHTBH TOJIBKO 3HAYECHHA,
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— Ha)XMHUTe Ha IaHeJu HMHCTPYMEHTOB CTpeJIKy CIIpaBa OT KHOIIKU BcraButh u
BblOeprTe IYHKT BCTaBHUTH TOJIBKO 3HadeHHsA. Eciu pasmep OKHa He IO3BOJISIET
0TOOpa3uTh NaHelb UHCTPYMEHTOB IIeJIMKOM, KOMaHJa OyZeT JOCTyIIHa 10 HaXKaTUIO
KHOIKY *** E1e Ha nmaHeu UHCTPYMEHTOB;

— HaXXMHUTe IPaBOW KHOIKOM MBIIIU TI0 BbIJIEJICHHOMY 3JIeMeHTY U BblOepUTe KOMaHIY
KOHTEKCTHOTO MeHIO BCcTaBHTB TOJIBKO 3HaYeHHS;

— ucnonb3ayiiTe codetanue knasui Cirl+Alt+V (4£ Cmd+"\_ Option+V).

HJISI BCTdBKHM pdHee CKOIIMPOBAHHOI'O (l)paI‘MeHTa B Oﬁ’bQ}IHHeHHYIO H‘IeﬁKy BbIIeJINTe

MepBYIO CTPOKY U CTOJIOell, cofiepXKalliye 3Ty ST9erKy.

3.2.20.5 YaamuTs naHHbBIe

YTOoOBI OYMCTUTD COJIEPXKUMOE sueeK, BBIIIOTHUTe CIIeAyIolye 1efCTBHUS:
1. Brimenute si9eliKy WM AWaNa30H, KOTOPbIM HEOOXOAUMO OYUCTUTDH OT JIAHHBIX.
2. Ypanute aHHbIE OJTHUM U3 CITIOCOOOB:

— BbIOepuTe MyHKT KOMaHAHOTO MeHIo IIpaBka > Y mammTs;

— "HaxkmuTe kiaBuily Delete (Fn+Backspace) vy Backspace.

[Ipu ynanenur AaHHBIX MO ONIMOKe HaXXMUTe codeTaHwe kiasuin Ctrl+Z (3@ Cmd+7Z),

YTOOBI OTMEHUTD JercTBHe.
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3.2.20.6 ABToO3amnoHenue

ABTO3aronHeHre — 3TO aBTOMaTHU4ecKas 3alMCh JaHHBIX B CMeXKHbIe STYeUKH.

B cnyyae c dopmynoit 3T0 3HAYMT, UYTO MOCJeAyloye suedku OyayT 3amoHSATbCS
MIOCJIe/IOBATeNIbHOCTSMU JJaHHBIX, BBIYUCIIEHHBIMU 110 pOopMyJie, KOTOpasl 3a/laHa B IIEpPBOM siuelike.
[Ipu 3TOM 3HaueHHs aBTOMAaTHMYeCKH I1epeCUMThIBAIOTCS, eC/IM JlaHHble B sueliKax-apryMeHTax
V3MEHSIIOTCSI.

Ecnu B xauecTBe AuamaszoHa-oOpaslia BbljiejieHAa OfIHA siuerika, IPU aBTO3aIlOJIHEHHWU ee
cofiep>kuMoe OyJIeT CKOTIMPOBAaHO BHe 3aBUCUMOCTH OT ¢popMara.

YTOOBI IPUMEHUTH ABTO3AMOJIHEHKE, BHITOTHUTE Clle/lyIolue JeHCTBHUS:

1. BBenuTe He0O6X0IMMOe COJIEP>KUMOE B OJJHY U3 siUeek, a 3aTeM BhIeJInTe ee.

2. 3aXMuTe JIeBOM KHOMKOM MBIIIM yTJIOBOM MapKep aBTO3aIOJIHEeHHS U TiepeTalyTe ero mo

JIMAIa30Hy siueeK, KOTOpbli HeobxoauMo 3amoyiHuTh (cM. Pucynok 23). IleperackuBaTh

yrHOBOfI MdpKep aBTO3aII0OJIHEHHA MOXKHO KdK I10 BepTHUKaJIHM, TdK U 10 TOPU30HTAJIH.

EEET
!

PucyHok 23 — Yry10BO# MapKep aBTO3aIl0THEHHUS

[lomumo ¢opmysl MOXHO 3allOJHATH SYEHMKW I[I0CJIe[IOBaTeJIbHBIMU  JIAaHHBIMHA B
apudmeTtndeckod mporpeccud. IIpu sTOoM BHle OCTIEA0OBAaTEIBHOCTH K KaXKIOMY CJelylolemMy
3HaYeHHUIo NTpubaBiisieTcsl pa3HUIla MeXXy AByMs npeabinyummu. Hanpumep, 1, 2, 3, 4...

YroObl BBIIOJIHUTH aBTO3allOJIHEHHWE B apupMeTHYeCKOH IIPOrpeccuy, BBIIIOJIHUTE
cllefiyrolye JerCTBU:

1. BBequTe B CMeXHbIe siUeMKU MepBble 2 3HaYeHus AUaIra3oHa, YTobbl 3a/1aTh obpasell.

2. BolenuTe Noy4YUBIIMICS JUAa30H.

3. 3axmuTe JIeBOM KHOIIKOM MBIIIM YTJIOBOM MapKep aBTO3aIllOJIHEHMsI U IlepeTalliuTe ero 1o

JI1Alla30HY A4eeK, KOTOprﬁ H806XO}II/IMO 3aIIOJIHUTD.

B «MoitOduc Tabnuiiay MOXHO 3alOJIHATh SYEMKM I10CJIe/IOBaTeIbHOCTSMU JaHHBIX B
reoMeTpuueckou nporpeccuu. [Ipu 3ToM Bujie mociieIoBaTeIbHOCTH KaXKJloe Ciiefiyiolllee 3HaUeHue

YMHOKaeTCsl Ha 3a/IaHHBIA 3HaMeHaTe b mporpeccun. Hampumep, 0,25, 0,5, 1, 2...
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YToObI BBLIIOJIHWTL AaBTO3AIIOJHEHWE B FEOMETPHHECKOIZ Iporpeccuy, BbIIIOJIHUTE

CJIeyIOLINe TeCTBUS:

1.
2.
3.

BBenuTe B cMexxHBIe sSUelKY IIepBble 3 3HaYeHUs Auala3oHa, YToObl 3aaTh obpaser.
BriienuTe nomy4yuBIIMNcs quanasoH.
3a)KMHUTe JIeBOM KHOIIKOM MBIIIIM YIJIOBOW MapKep aBTO3aIlOJIHeHMsI U [lepeTalluTe ero 1o

JIMAIIa30HYy siueeK, KOTOPhIM Heo6X0IMMO 3aIrlOTHUTh.

OcHoOBHEBIE IMPUHIOMIIBI dBTO3dIIOJIHEHUS d9eeK IMOCJIe0BATeJIbHOCTAMU JadHHbIX:

1.

ABTOMATHYECKH 3aIOTHATh STYEMKH MOXKHO CEPHSIMHU I1eJIbIX, IPOOHBIX, OTPUIIATEeNIbHBIX
YHCeJI, a TaKXKe JJaTaM{d U BpeMeHeM.

Ecnu B nuana3oHe-obpasiie ecThb siueiika C TeKCTOM, TO IPH aBTO3alOJIHEHUM Cepyud OHA
OyIeT KOMUpPOBaThCs, a APYyTHUe TYeHKU — cOOJII0/IaTh 3aJJaHHYIO MTOCIIeJI0BaTeIbHOCTD.
Ecnu sgdeiika Cc TeKCTOM pacmoyiokeHa MexJy sS4YelKaMu Cepyud, WUMEIOIMMH Pa3HbIU
¢dbopmar, To Ipy aBTO3aNOIHEHUH TeKCT OyieT KOMMPOBAThLCS, a STYeMKHU pa3HbIX popMaToOB
— CO0JTI0/1aTh pa3Hble MOCIeI0BATeIbHOCTH.

Sdetiku 0b11IETO M YMCTIOBBIX GOPMATOB (YMCIIOBOM, JIeHEXXHBIM, PUHAHCOBBIN, APOOHBIH,
MTPOTIEHTHBINA, 3KCIIOHEHITHAILHBINA) PACCMAaTPUBAIOTCS KaK OJTHA ITOCIIeJIOBATETbHOCTD.
[Ipn aBTO3amoJIHEHWM AAT TOCJIe/IOBAaTEIbHOCTh BBLIYUCIISIETCS HA OCHOBe (GaKTHYeCKOU

KaJIEHHapHOﬁ Pa3HUIILI.

. 117151 KOPOTKUX U MOHBIX GOPMATOB JIHEW HeJleJId U MeCslleB Ha PyCCKOM, aHIJIMMUCKOM U

¢dpaHIly3CKOM $3bIKax TPOJJieHHe PSJIOB JIAHHBIX BBIMOJHSETCS B COOTBETCTBUM C
BbIOpAaHHBIM SI3LIKOM MUHTepdeliica.

Bo3moxxHO npojyieHue psiioB JaHHBIX B BUJle «TEKCT Y YUCJIO». BO3MOXXHOCTb JTOCTYIIHA
NP HAJIMYUHK JIBYX WIM OOJiee 3allOJIHEHHBIX siUeeK, a Takxe Uil IMOCjefoBaTesIbHbIX
Cepuvil JaHHbIX.

KaHI/ITaJII/IBaL[I/IH HacjieayeTcs 1o HepBOfI sYerKe B BbI6paHHOfI obmactu JaHHBIX.

9. Touka B KOHIIe COKpallleHud JHS HeOeJln WK MeCdlld He YUYUTBIBAETCA IIPKU BBIIIOJITHEHHWKN

oreparuy MpOJIeHUs PSIOB JIaHHBIX. ECIM KOJIMueCcTBO CUMBOJIOB B MOJTHOM Ha3BaHUU
MecsIla COBIIAJlaeT C KOJIMYEeCTBOM CHMBOJIOB B KODOTKOM HAa3BaHMHM Mecsilla B
npebIIyIei siuerike, TO BCe TOCeyolye JaHHble B 061acTh TpUMyT GOpMaT MOJIHOTO

Ha3BdAHHA MecCsdllad.

10. Ilpu npojyieHUM psSAOB JlaHHBble INPOU3BOJAT IIAr BIepe]l eCjik IlepeMelllaTb Mapkep

001aCTH aBTOMATHUYeCKOI'0O 3aII0JIHeHNS! BHU3 WIH BIIPAaBO.

11. Ilpu mpojyieHMM psIOB AaHHBbIE MPOM3BOMSAT IAr Ha3aj] eciid IepeMelaTb MapKep

00/1aCTH aBTOMaTHYeCKOTO 3aII0JIHeHUS BBEPX WJIN BJIEBO.
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3.2.20.7 PunbTpanusa 1 COpTHPOBKA

YToOBl BBIIENIUTh JAMana3oH GUIBTPAIlUM W/WIA COPTUPOBKH, BBLINOJHUTE CJIeyIOIe
IeVCTBUS:

1. Boimenure Auama3oH siueek, KOTOPbIA OyneT cojepkaTb BCe JlaHHble, MOJjIexalye

dunbTpanu U COPTUPOBKe. J{hama3oH He MOXKET COCTOSITh U3 OJTHOM CTPOKH.

2. Haxxmurte KHONIKY Y PunbTpanusa Ha MaHeJd WHCTPYMEHTOB WIH BbIOepUTe IMyHKT

KOMAdHJIHOI'O MeHIO HHHHI)IE > @nanpaunﬂ.

AKTHBHBIM Juana3oH WIBTPAalMM U COPTUPOBKU OylleT BblejieH, BOKPYI Juala3oHa

MOSIBUTCS paMKa 3eJIeHOTo I1BeTa (CM. PucyHok 24):

y A B C D E
1| ~ /ceHTs0pb, ¥ OKTAOPL | ¥ |HOSOpeE |~ gekabps | ¥
2 |1 rpynna 54131 21323545 3435 45677
3 |2 rpynna 326 52453 98745 234
4 |3 rpynna 78642 2413 4254 67574
5 |4 rpynna 2343 2333 9347 45353
6

Pucynok 24 — JlnanazoH ¢puibTpanuu

BepxHsisi cTpoka pAuamnasoHa, OTMedyeHHas (WIbTpaMU |~ |, He yd4acTByeT B IIpoliecce

bUIbTpaK ¥ COPTHPOBKH.

[Ipy ucnosib30BaHMM KOMAHJIbI CTAHOBUTCS JIOCTYIHBIM WHCTPYMEHT BbiOOpa ¢uiabTpa M

COPTHUPOBKH I10 BO3paCTaHHUIO, 10 yOBIBAHUIO, 110 3Ha4eHHI0 (CM. PucyHok 25):
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LA B c D E
1 - b -
2 |1 rpynna A_'ﬂ _ _ ;?_’A 6774
3 |2 rpynna Mo Bo3pacTaHuio Mo yéeIBaHWH 234
4 |3 rpynna 17574
5 |4 rpyona Q 5353
6
7
8 Boi6paTh BCe
9
10 1 rpynna
11
- 2 rpynna
13 3 rpynna
14
15 4 rpynna
16
17
18
20

=]
—

Pucynok 25 — @uibTpanus JaHHbBIX

s duibTpaniuu MO 3HAUEHHIO YCTaHOBUTe (UIaKKu TpeOyeMbIX 3HAUeHWW U CHUMHUTE
dJIaKKK JIUMIIHUX 3HAYeHUW, nociie dero Haxxmure KHONKY OK wmm kHonky OTmeHa, 4TOOBLI
OTMEHHUTh BHIOOP U 3aKPbITh OKHO HAaCTPOUKHU. YTOOBI OLICTPO BHIOpATh BCe MyHKTHI IMaria30Ha WA

OTMEeHMTb UX BbIOOP, MCIOJIb3YyTe oniuio BeidopaTs Bee.

B obOwbektax «Tabmuia», CO3MAaHHBIX B CTOPOHHMX pelaKTOpaX U 3arpy>KeHHbIX B
«MoiOduc Tabmumay, mis paboTel ¢ GUIBTPAaMHU HEOOXOAUMO BBIEIUTh OOBEKT

MBIIIBIO.

YT06BI OBICTPO OTMETUTE HEOOXOIUMBIe IS PUIIBTPALIMKM 3HAYEHHs], BBIIIOJIHUTE CJlelyIole
JIerCTBUS:

1. Haxxmute kHONIKY | ™ | B BepXHel siueiike CTOj011a, KOTOPBIA HEOOX0UMO OTGUILTPOBATh.

2. B oTKpbIBIIEMCSI OKHE HACTPOMKU CHUMUTe UIIBTPhI, yopaB ¢iaxkok BeiopaTs Bce.

3. BeemuTe unckoMoe 3HayeHHWe B CTPOKy TIoucKa. PUIbTpbl, He COOTBETCTBYIOIIHE

BBeJJeHHbIM JdHHBIM, 6y,HYT dBTOMdTH4Y€CKH CKPBITHI.
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4. YcraHoBute ¢JaXXKU HAIIPOTUB TeX HaWIEHHBIX 3HAaYeHHH, KOTOpble XOTUTe 0TOOpaXkaTh
B cTonbue. [lyis 6pIcTporo Beibopa Bcex GUIbTPOB CIMCKA MCIOJIb3yHTe onnuio BeiopaTts
BCe.

5. Bribeputre OK, uyTo6bl mpMeHUTb GuUILTP, Wik OTMeHa, 4YTOObl OTMEHUTH BBIOOD U

3dKPBITb OKHO HaCTpOﬁKH.

HpI/I KOITMPOBAHHWHU [1XAIId30HA A4€eeK JIdHHbIe, CKPBIThIE Cl)I/IJ'IpraMI/I, He KOITMPYIOTCS.

YTOoOBI CHITH BCe GUIILTPHI, BBITIOJIHUATE CIeAYIOIIHe IeUCTBUS:

1. Haxxmure Ha CTPeJIKY psaaoM C KHOIIKOH Y (I)I/IJII)TPHIII/IH Ha IaHeJIM UHCTPYMEeHTOB Ui
BbI6epI/ITe ITYHKT KOMAdHJHOI'O MEHIO HaHHBIe.

2. B BeInajaroiiemM MeHio Belbepute KoMaHy OuucTuTh QUABTP.

Jl71st copTUpOBKY BbIOeprTe HeOOXOAUMBINM peskUM COPTUPOBKU. I1pu copTpoBKe BhIOpaHHBIE
3HA4yeHUsl paclloyiaraloTcs B CTOJIOIe 110 BO3pacTaHMI0 WM IO yObiBaHWIO. [l KaXaoro us
CTOJIOII0B MOXKHO 3a]aTh Pa3Hble PeXXUMbl COPTUPOBKH.

YTo0BI OTCOPTUPOBATH NdHHbIE B CTOJI6II€, BBITIOJTHHUTE Cliegyroniye JIeVICTBUS:

1. Haxxmute kHOTKY | * | B BepxHel siuelike CTOJ0IIa, KOTOPBIM HEOOXOJUMO OTCOPTUPOBATh
(cM. Pucysnok 25).

2. B oTKpbIBIIEMCSI OKHE BBIOEpUTEe OHY M3 OIIIHMA:
— ITo Bo3pacTanuio, 4ToOBI OTCOPTUPOBATH JAaHHBIE IO BO3PACTAHUIO 3HAUEHUH;
— Ilo ydpIBaHHU10, YTOOBI OTCOPTUPOBATH JIJaHHBIE 110 YObIBAHUIO 3HAUeHUH.

3. Haxxmute kHonky OK wmmu kHonky OTmeHa, yTOObl OTMEHUTh BHIOOD M 3aKPBITh OKHO

HAaCTPOMKHU.

Ins  ompeneneHus TMOpsJKa COPTUPOBKM JUala30HA S4YeeK BBINIOJHUTE CleAyolue
IeVCTBUS:
1. Boimenure nuama3oH siueek, KOTOpPBIM OyleT cojepXXaTb BCe IaHHBbIE, IOJyIeXxaliye
copTUpOBKe. [lhamna3oH He MOXXeT COCTOSITb U3 OJTHOM CTPOKH.

2. OTKpOI;'ITe OKHO COPTHPOBKH OXWdIId30HA OOHKUM M3 CII0Cco0OB:

A
— HQ)XKMUTe HA MaHeJd UHCTPYMEHTOB CTPeJIKy CIipaBa OT KHOIIKHU al CopTHupoBKa u
BeIOeprTe ITopsimok COPTHPOBKH B BhINIAJAI0IIEM MEHIO;

— BpIOepUTe IYHKT KOMaH/IHOTO MeHIo JlaHHbIe > IlopsAnok cOpTHPOBKH.
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3. B oTKpeIBIIEMCS OKHe BblOepuTe CTOJNOLBI, JaHHble KOTOPbIX OyIyT yd4acTBOBaTb B
MOpsiJIKe COPTMPOBKM, U YCTAHOBUTE HEOOXOAWMBIN PeXXMM COPTHUPOBKHU Uil KaXK/IOTO U3
cTosnbmoB (cMm. Pucynok 26).

4. Tlo yMO/4YaHMUIO COPTHPOBKA OCYIIECTBIISIETCSI 110 KpalHeMy JIeBOMY CTOJIOIY, YTOOBI
N00aBUTH IpyTHe CTOJIOIbI, HAXKMUTe KHOIIKY BcTaBHTH cTo10elr.

5. Jlnsi COPTUPOBKY C BBIOpPAaHHBIMM IlapaMeTpaMu HakmuTe KHOIKY CoprupoBartb. s
cbpoca BBIOpaHHBIX I1apaMeTPOB M 3aKpbITHs OKHA COPTHUPOBKM Ha)XMUTe KHOIIKY

OTMeHa.

CopTHpOBaThL AManasoH

CopTuposaTe o CTonGew A ~ (@) A-H A-A @

JaTEM Ne CronéeuB ~ (@) A-A a-A ®

ﬂ BCcTaBWTh cTonGel

Pucynok 26 — [Topsiiok COpTUPOBKM Mania3oHa

[IpwnoxeHre MOXeT aBTOMAaTUYeCKU OIpeliesiiTh AWAalla30H (PUIbTPAllUM U COPTUPOBKH,
eCJIM B COCeJIHUX siYeKaX OT BbIJeJIEHHOHM ecTb JaHHbIe. JJaHHbIe B COCeJJHUX s'9eKaX MOTYT OBITh
n06bIX PpOpMaTOB.

Jl71s1 aBTOOIIpE iesieHyst AYana30Ha BBIIOJIHUTE CleAyOIye edCTBUS:

1. BLII[EJ'II/ITG ﬂqeﬁKy, I'paHUYAIYIO UJINW BXOOSAIIYIO B IWAIId30H.

2. HaxxmuTte KHOIKY ¥ PunbTpanusa Ha MaHeJd MHCTPYMEHTOB WIM BblOepUTe IMyHKT

KOMAHJHOI'O MeHIO Hannme > <I)nm;rpaupm.

Ecmu B Ipornecce pa6OTbI C JOKYMEHTOM 3Hd4YeHH B BI:I6paHHOM Avialla30He M3MeHUJIMCh,

MMOBTOPHO OTOWIBTPYUTE JIaHHBIe Oe3 IepeHacTPONKU GUIbTpa:

1. HaxxMuTe Ha CTpeJsIKy psIOM C KHOTIKOM Y PunbTpanusa Ha aHeIM UHCTPYMEeHTOB WIH
BbIOepHUTe NMyHKT KOMaHAHOrO MeHI0 JlaHHBbIe.

2. B BbINajaroiemM MeHio Beibepute koMaHAy IIppuMeHUTH MOBTOPHO.
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Y100BI 3dBepIINTb pa60Ty C TEeKyIIrUM JI1dlla30HOM Cl)I/IJ'[praI_II/II/I U COPTHUPOBKH, HAXXMUTE

KHOIIKY Y PunbTpanusa Ha aHeIu UHCTPYMEHTOB.
[Tocne 3aBepmieHusi pabOTHl C [OMAlla30HOM B TaOuWIle COXPAHATCS TOJIBKO pPe3yJIbTaThl

COPTUPOBKH.

3.2.20.8 IIpoBepka maHHBIX

[Tpunoxxenne «MoitOduc Tabnuna» noanepxxrbaer paboTy ¢ syediKaMu, [Isi KOTOPBIX B
CTOPOHHMX peJlakTopax HacTpoeHa IpOBepKa JaHHBIX W/WJIM BBIOOP 3HAa4YeHWs] U3 BBINIAJAIOIIEr0
CIIKCKa.

B Teky1el Bepcuu npusioxkeHus: JeMCTBYeT PsiJi OrPaHAYeHUH:

— HeT BO3MOXXHOCTH U3MEHUTh UCTOYHKK JIAHHBIX JIJIS1 BBINIAJAIOIIEro CIIMCKA W/WIN yCIIOBUS

IIpOBEepPKHU, HO MOXXHO YIaJIUTb 3HAYEeHWEe N3 HCTOYHHKA;

He OT06pa)KaI-OTC$I 3aJlaHHBbIe JId BBIIIaJd0IIero CIiIMCKa II0JCKa3KH;,

He TIOJJIeP>KUBAIOTCSI COODIIEeHUs 00 OIMMOKax, CO3IaHHbIe B CTODOHHUX pefaKTopax;

He Mnogaep>XruBaeTcsa KOIIMpOBdHHUe STYEUKU C COXpdaHEHHWEM BbIIIdIaloero CIIMCKA;

HeT BO3MOXXHOCTH CO3[aThb HOBBIM BbINAHAIOIINN CIIMCOK W/ HaCTpOUTb IIPOBEPKY

TAHHBIX.

OnHy MM HECKOJIBKO siueeK C IMPOBepKOW JIAHHBIX MOXKHO IPOTSHYTH JUISl aBTO3aIlI0IHEHHs
si9eeK, pacIioJIOKeHHBbIX CJIeBa, CIIpaBa, CHU3Y UM CBEpXY.
[Ipu 0OBeIMHEHNY sSTUeeK YCJIOBHe MPOBEPKU JIAHHBIX COXPaHSeTCs TOJIbKO U3 JIeBOM BepXHeH
siuelKHY quana3oHa. [Ipy pa3peiMHeHNH sTueeKk:
— YcioBre NpOBepKU JTAHHBIX COXPAHSIeTCS B BepXHeW JIeBOM siyerke Jyana3oHa, eciu J0
00beIHeHUd g4eeK OHO ObLIO 3aaHO IS 3TOM SYeHKU.
— YcroBre MpoBepKU JTAHHBIX COXPAHseTCS B KaXKIOM siuelike JMama3oHa, ecii OHO ObUIOo
3aJlaHO /Jis1 00beIMHeHHOU siuekikd. Eciu obbeiuHeHHas siueiika cojiepykasia Bbla a0y
CIIUCOK, ¥ B HEM ObUIO BbIOpAHO KaKoe-TMOO 3HAUYeHHe, TO OHO COXPAHHUTCS TOJIBKO B
BepXHeW JIeBOH J4erKe TUara3oHa.

3HaueHHWs BBINAJAIONIEr0 CIMCKA BCerja akTyajabHbL. Harmpumep, eciu B HCTOYHHKE eCTh
pe3ysibTaT GopMysibl, U y GOpPMyJbl MEHSIIOTCS apryMeHTbl, TO COOTBETCTBYIOIee 3HayeHhe
0OHOBJISIETCS B CITHCKe.

B BbmapatomeM crucke 3HaYeHUs OTOOpaXkaloTCsl B TOM BHJIEe, B KOTOPOM OHH
OoTOOpakaloTCss B HMCTOYHHKe. B sgdeiike orTobOpakeHWe BBIOpDAHHOTO 3HAYeHHs OIpejielisieTcs

dopMaTOM 3TOU STYEMKU.
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3.2.20.9 CcplIKH HaA JIMCTHI

HJISI YHpouieHus HaBUTAUW [0 NOKYMEHTY MOXHO CO3[1aBaTb CCBUIKHM HA AOPYyrue JIMCTHL.
HaHpI/IMep, Ha IIepBOM JIMCTe MOXHO CO3[1dTb CIIMCOK CO CCBbUIKAMH Ha4 OCTaJIbHbIE JIMCThI

AOKYMEeHTd.

Ecmu mpocMatpuBaeMblll JOKYMEHT CO3[JaH B CTOPOHHEM peJaKTope W COAepXKUT
CCBUIKM Ha KOHKpDeTHOe MecCTO (JIUCTBI, s'YeWKH WM JIMAINa30HbI s4eek), TO TaKue
CChUIKM OynyT akTuBHBL. (C037aTh HOBYIO CCBHUIKY WIHM OTpe/laKupOBaTh CYIIECTBYIOIIYIO B
TaKOM JIOKyMeHTe HeT BO3MOXKHOCTH. Takxke B pe>kxrMe MPOCMOTpPA U MPeANIpOCMOTPA aKTUBHEI
TOJIBKO IlepexXo/ibl 110 CChUIKaM Ha JIMCTHL. Ilepexof| 1o cchulke Ha siUelKy WM Juala3oH sdeex

B 3THUX PeXXKWMdX He IMOJAepPXXHUBAeTCA.

Ccbulka Ha JIMCT MOXeT COlepKaThb:
" ",
— Ha3BaHMe JIMCTa — Hanpumep, "Jlucr 2";

— 000 IPyTroM TeKCT — HallpuMep, "CM. Ha 3TOM JiucTe".

YTo6bI CO3aTh CCHUIKY Ha IPYIOW JIUCT, BBIIIOJHUTE CJIeiyIOlye 1eMCTBUS:
1. VkaxuTe MeCTO JIsl BCTABKUA CCBUIKM OJJHUM M3 CJIeYIOIIUX CIIOCODO0B:
— BbIJIeJIUTe ITYCTYIO SIYeHKY WUJIM YCTaHOBUTe KYpPCOp B STYEHKY;
— ecJIv si9eliKa He ITyCTasl, yCTAHOBUTE KypCOP B Hy>KHOM MecTe;
— Ju1st opOpMIIeHHs BCero TeKCTa B siueiike B BUIe CCBUIKY BbIJIeJIUTe 3Ty STYeUKY;
— U1l OpOPMIIEHHsI OJHOIO CJIOBA B s4YelKe B BUJE CCBUIKM yCTaHOBUTE B 3TO CJIOBO
KYPCOp WIH BbIJIeJIUTe ero LeJIMKOM;
— Ju1st opOpMIIeHMsI YaCTH TeKCTa B sUelike B BHJle CCBUIKU BBIIENINTe 3Ty 4acTh TeKCTa

eJIMKOM.

2. BBINONMHUTe KOMaHy BCTaBKU CCBIIKM OJIHHMM U3 CJIe[lyI0IIUX CII0OCOOO0B:
— BbIOepUTe MYHKT KOMaHJHOTO MeHIO BeraBKka, 3aTeM myHKT CchLIKa;
— Ha IaHeJIH MHCTPYMeHTOB (pa3zien BcraBka) HaXMUTe KHOIKY (7
— I[eJTYKOM [IPAaBOM KHOIIKU MBIIIA OTKPOMTe KOHTeKCTHOe MEHIO Y BBIIIOJIHUTEe KOMaHLY
BcTaBUTH CCHUIKY;
— HaxxmuTe covetanue Kinapuu Cirl (68 Cmd)+K.
3. OTKpoeTcsi OKHO BCTaBKM CCBUIKU: B BbIMajaromeM crnucke Ccbliika Ha Bblbepute

3Hauenue JIucr (cm. Pucynok 27):
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BeG-cTpaHMuy -

Beg-cTpanuuy

Nuer

OTMEHE

Pucynok 27 — BcTaBka CChUIKM Ha JIUCT

4. B Beimaparomem crvcke JIncT BeIGeprTe JIUCT, HAa KOTOPBIN TpeGyeTcs co3MaTh CChUIKY.

5. B none TekcrT:

— eCJIM I10JIe He 3dII0JIHEHO U 'I'pe6YETC$I CO31dThb CCBUIKY C HA3BdHHWEM JIMCTA, OCTABbTE

110JIe ITyCThIM;
— ecJId I0JIe He 3all0JIHeHO U TpebyeTcsl yKa3aTh TeKCT CChUIKH, BBeAUTE TeKCT BPYUHYIO;
— eCJId T0Jie 3al0JTHeHO TeKCTOM M3 BLIOpAHHOM STYeMKU /TeKCTOM, BBIZIeJIeHHBIM B siyeiike
/CJI0BOM, Ha KOTOPOM YCTaHOBJIEH KYypCOp, TO IIpU HeOoOXOJUMOCTH pelaKTHUpYWTe

IAHHBIN TeKCT WIN OCTaBbTe ero 6e3 u3MeHeHUH.
6. Haxwmure kHonky OK.

[lepeiiT 110 CCBHIJTKE MOXKHO OJTHUM U3 CITIOCODOOB:
1. HaBemuTe Kypcop Ha CCBHUIKY ¥ HAXKMUTe Ha Hee.

2. H_IEJI‘-IKOM HpaBOfI KHOIIKHM MBI OTKpOﬁTe KOHTEKCTHOE MEHIO MW BBIIIOJIHUTE KOMdHIAY

OTKpBITH CCHLIKY.

3. HaxxmuTe Ha CCHUIKY, yepKuBas HaxkaToi knasumry Ctrl (46 Cmd).

YTo0BI PedaKTUPOBATh CChUIKY, BBIIIOJIHHUTE ClieJyIolire JIerCTBUS:

1. OTkpoMTEe OKHO peJJaKTUPOBAHMS CCHUIKH OJTHUM M3 CJIeIYIOIIHUX CIIOCOOOB:

— YCTaHOBHUTe KypCOp B sS4JeriKe, 3aTeM HaBeJuTe ero Ha CCBUIKY U HA’KMHUTE KHOIIKY y

(cM. Pucysnok 28):

JTucrl |

NMuetl |2
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Pucynok 27 — KHonKa pejakTUPOBaHMs CCBUIKU

— BbLEJINTe ﬂqEﬁKy: I1eJI9KOM npaBoﬁ KHOIIKHM MBI OTKpOfITe KOHTeKCTHOeé MEHIO MU

BBITIOJIHUTE KOMaHAY PEHHKTI/IPOBHTB CCBLIIKY.

2. B oxHe PegakTHpPOBAThH CCHLIKY:
— B noJie JIucT npu He06XOAMMOCTH BBIOEPUTE APYTOM JIUCT IOKYMEHTA.
— B niosie TekcT py HEOOXOIUMOCTH PeJIAKTUPYUTE TEKCT CCHUTKH.

— Haxxmute KHonky OK.

Yanurte CCbUIKY MOXHO TOJIBKO BPYYHYIO: YCTAHOBUTE KypCOp B siueilike U yJaJliTe TeKCT.

Wnu BeiienuTe siueiiky U HaxxmuTe kiasuiiy Delete.

3.2.20.10 3ammunieHHbIe TA0OIMIIBI

[Tpunoxxenne «MoiOduc Tabnuna» nojaepxuBaeT 0ToOpakeHWe TabJIUI], KOTOpble ObLIN
CO3J1aHBbI U 3allMIIleHbl B CTOPOHHUX pelakTopax.

OcobeHHOCTH paboTHI C 3aIIMIIIEHHBIMU IOKYMEHTaMHU:

— JIOKYMEHT MOXKHO OTKPBITh, paciiedaTaTb, CKa4aTb W/WUIA CKOIIUPOBATH;

— eClIM B 3alUILEHHOM JIOKyMeHTe COJepXXUTCS CChUIKA, TO ee MOXHO OTKPBITb /WU

CKOITMPOBATD;

3allldTa CTPYKTYpbl KHUTU He TMOJJepXUBAaeTCs, JOCTYIIHO IlepeMMeHOBaHue,

repeMelnieHye, yaaieHue, Jo0aBjIeHre HOBbIX, a TaKKe 0TOOpa’keHre CKPLITHIX JINCTOB;

HEeT BOSMOXXHOCTHU 3d/1dTh 3allIUTYy OJId JOKYMEHTA,

HeT BOSMO>XHOCTHU U3MEHUTD IdpPdMeTPhI 3dlIIUThl JOKYMEHTA, d TdK)Ke BHeCTHU U3MEHEHHS B

3alUIIeHHYI0 06J1acThb (S9elika, IMana3oH sueek, JIUCT).

B Tekyier Bepcum NpuiioXkeHUst THGOPMaIKS O CTaTyCe 3allUThl He 0ToOpaXkaeTcsl Ha
BKJIaJIKe JIMCTOB.

3.2.20.11 CBogubIe TadIHUIBI

CBopmHast Tabnuila — WHCTPYMEHT 00pabOTKM JaHHBIX, CIYXKAIUM jig uX 0000IIeHus u
aHaJIn3a.

CoznaHve W HaACTpPOWMKAa CBOJHBIX TaOJIMII BO3MOXHBI TOJIbLKO B HACTOJIbHOW BepcUU
I10 MoitOduc. B Beb-Bepcuu AOCTYNHBI IIPOCMOTP, OOHOBIIEHHWE UM yAajieHWe CBOJHBIX TabHIl,

KOTOpbIE ObUTH CO30IdHbIl B HACTOJIbHOM IIPUJIOKEeHHN MOﬁO(bHC WM CTOPOHHUX pedaKTOpax.
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Co3pmaHue, HacTpoWKa CBOJHBIX Tabiui M co3gaHue GUIBTPOB B Beb-npuwiokeHun MounOduc
HaxOJUTCS B pa3paboTke U OyzeT AJOCTYIIHO B CJIeYIOIIMX BepCHsX.

B cBogHo# Tabnuiie MOryT OBbITh U3MeHeHbl UCXOJIHble JJaHHble W/WIN JTUala30H WCXOAHBIX
JaHHbIX. YTOOBI BHECEHHbIE M3MeHeHHs 0TOOPa3UIMCh B CBOJHOM Tabuile, 0OHOBUTE ee:

1. BrigenuTe 0[IHY WM HECKOJIBKO sideeK WIK BCIO CBOIHYIO TaOuIvIly.

2. BoinonHUTe KOMaHy OOHOBJIEHUS OJTHUM U3 CIIOCOOOB:

— HaXMHTe KHOIIKY £ OGHOBHTD CBOJIHYIO0 Ta0JIHINY Ha [TaHeJIN UHCTPYMEeHTOB;

— BblbepuTe MyHKT KOMaHAHOrO MeHIO JlanHbie > OOHOBUTH CBOJIHYIO Ta0JHILy;

— Ha)XMUTe MPaBOX KHOIMKOW MBIIIH 110 BRIOPAHHOM SYeiKe WX JUalla3oHy U BbIOepuTe
nyHKT OOHOBHUTH CBOJHYIO Ta0/IHUILY B BBINIA IA0IEM MEHIO.

3. Eciin cBopHas TabnMia CONEPXKUT HelojJlep>KUBaeMble JaHHble, TO Ha 3KpaH Oyner
BbIBe/ICHO Ipefylipe)k/ieHhe O TOM, 4YTO OOHOBJIeHHe IaHHBIX IIpUBelleT K IoTepe
HeIo/IJIep>KUBaeMbIX CBOMCTB CBOJHOW TaONIUIIBI, C yKa3aHWeM JIaHHbIX, KOTOpble MOTYT
ObITh yTepsiHbL. [l TMpOAO/DKeHUs Olepali HaXXMUTe KHONKY Bce paBHO 00HOBHUTH,

JJIs1 3aBeplleHurs oriepalivn 0e3 0OHOBIEHUS HdHHBIX — KHOIIKY OtMeHa.

B pesynbraTe omeparuy JlaHHBIe B CBOJHOW TabOjuile OOHOBSTCS, HAa J3KpaHe IOSBUTCS
BCIUIbIBalOIIlee yBeJloMyieHre 00 yCIelrHoM OOHOB/IEHUH CBOAHOW TaOJIUIIL.

Ecnu B pesynibTaTe BHeCeHHs UI3MEHEHUM B UCXOHbIe JTaHHbIe ObLJTM BHECEeHbI HEeKOPPEeKTHBIe
MpaBKU, W TabiWIlAa TOTepsieT HEeKOTOpble CBOM BO3MOXKHOCTH WM JlaHHBIe TOCJe OOHOBIIEHUS
(HampuMep, B MEepPBOM CTPOKe TMOSIBWIUCH IyCThle STYeHMKU WM OCTajach TOJIbKO OflHA CTPOKa), Ha
9KpaH OyJleT BbIBefleHO coobileHre 06 ommbke. Omnepanys npepBeTcs, CBOgHas Tabiuia He Oyner
obHoBneHa. [lis mTpoAoyDKeHUs] OlepalliM  3aKpONTe OKHO TpeAylpexieHdus W BHeCuTe
WICIIPaBJIeHUS B UCXOJIHbIE TAHHBIE.

B cBonmHBIX TabiuIlax KMCHOJB3YIOTCS OOJBINONM HAOOp AAHHBIX ISl CO3[@aHUS MOJIPOOHBIX
CBOMIOK. [I71s1 ObIcTpO PUIbTpallMK JTAHHBIX B CBOJIHYIO TAaOJIMITY HA 3Talle HACTPOMKU MOTYT ObITh

nobasneHbl GuiabTpel. CTONOIBI, copepxxaliyie GUIbTP, COIEPXXaT CTPeJKYy PacKPbIBAIOIIETOCs

criricka ¢uiabTpa | ¥ | B 3ar0JIOBKe CTOJIOIIA.

YTo0BI OT(l)I/IJII)TPOBaTI) JIaHHbIE CBOJHOM Ta6JII/IIIbI, BBITIOJTHHUTE Cliegyroniye JIeVICTBUS:

b

1. HaxxmwuTe kHOIKY |~ | B 3ar0JIoBKe CTOJIOIA.
2. B OTKpbIBIIEMCS OKHe HACTPOMKHK BblbepuTe II0jie, 3HAYeHHsS] KOTOPOTO HeoOXOIHMMO
OoT$UIBTPOBaTh, U YCTAaHOBUTe ¢UIaKKU HAIPOTUB TeX 3HA4YeHWH, KOTOpble HYXHO

0T0Opa3uTh B Tabsuile. [loBTOpHTE OMepanuio s Bcex HeoOXOIUMBIX TTOJIeH.
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3. Haxxmure kHomky OK, uToObl mprMeHWUTH GUIBTP, WIM KHONKY OTMeHa, 4YTOOBI

OTMEHUTb BbIOOP U 3aKPBITh OKHO HAaCTPOMKH.

YToObI yOanuTh CBOJIHYIO TaOIUITY, BBIOJHUTE CIIeAyIOIHe IeHCTBUS:
1. Boigenute oHy Wid HECKOJIBKO siYeeK WM BCIO CBOJIHYIO TaOJIUILY.

2. Bocrnonb3yiTech OJHUM U3 CITIOCOOOB:

— HaXXMUTe KHOIIKY Eﬂ YnamuTh CBOAHYIO TAaOJMITy Ha IIaHeJId MHCTPYMEHTOB;
— BbIOepUTe MMyHKT KOMaHAHOTO MeHIo JlaHHbIe > YIaJuTh CBOAHYIO Ta0/IHIy;
— HaXXMUTe [IpaBOY KHOIIKOM MBIIIIH 10 BEIOPAaHHOW siYelike WM uana3oHy U BblOepure

IYHKT YXQJHUTh CBOJHYIO Ta0JIUILy B KOHTEKCTHOM MEHIO.

Ecmm CBOJHaAda Ta6JII/IIIa HaXOoOguTCAd Ha OTAeJIbHOM JIMCTe, I'Je OoJIbIlle HeT H€O6XOJII/IMBIX

JAaHHBIX, yaJInTe 3TOT JIUCT.

3.2.20.12 CkpbITh WM IOKA3aTh HyJIeBble 3HAUeHHs

[Ipy HEOOXOAUMOCTH Ha JINCTEe MOXKHO CKPBITh 3HAaUYeHUS B TeX sUeiKax, KOTOpble CojiepXaT
0. JTa BO3MOXHOCTb 3HAUMTEJIbHO Objierdaer paboTy C TabivilamM, B KOTOPBIX eCTb OOJIbIIoe
KOJIMYECTBO HYJIeBbIX 3HaueHUH. CKpbITble HyJieBble 3Ha4eHHs] OTOOPAKarOTCs TOJbLKO B CTPOKe
dbopmyI1 1 He BBIBOJISITCS HA 11eYaTh.

YTOOBI CKPBITH WM OTOOpAa3UTh HyJIeBble 3HAUeHHUs Ha JINCTe, BOCIOJIb3YWTeCh OJHUM U3
CHoco0O0B:

— Ha>XMUTe [PaBOM KHOIIKOM MBIIIIM IO BKJIaJIKe HY>KHOT'O JIMCTa U BbIOEPUTE B KOHTEKCTHOM

MeHi0 CKpBITH HyJ1eBble 3HaueHHst/[Ioka3aTh Hy/ieBble 3HaUeHHSI;
— YCTQHOBUTe WM CHUMUTe (JIaXXOK B IyHKTe KOMaHAHOro MeHio Tabmuma > Jluct >

CKprBaTL HYyJI€eBbI€ 3HAYeHUs.

3.2.20.13 IIpoBepuTh NpaBonucaHyue

B npunoxeHny npegycMoTpeHa IpoBepKa MPaBOMMCAHKs TeKCTa Ha PyCCKOM, aHTJIMHCKOM,
$paHITy3CKOM U MCIAHCKOM si3bikax. [lo yMomuanuio ocyiectsisieTcss mpoBepka opdorpadpuu Ha
PYCCKOM U aHIJIMMCKOM SI3bIKaX.

s mpoBepku opdorpaduy Ha IPYTUX s3blKaX BbIOEpPUTE IMYHKT KOMAaHAHOTO MeHIO
HNucrpymenTts! > IlpaBonucanue > CoBapu U 0TMeTbTe HEOOXOUMbIE CJIOBAaPU B OTKPBIBIIEMCS
okHe (cM. Pucynok 28). [yt mpoBepku MoXeT OBITb BBIOpAaHO He MeHee OJHOTO U He Ooisee Tpex

CJI0Bapeil OJJHOBPeMeHHO.
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Cnosapm

BbiBGepuTe cnoeapu ana NnpoBepkun opdorpadum

AHTHACKMIA
McnaHckui
PyCCKMiA

®paHLUy3CcKuiA

MoxHo BbIBpaTh ewe 1 cnoBapb

Pucynoxk 28 — Bribop cnoBapeit

ObHapyxeHHble B JAOKyMeHTe opdorpadpudeckve OMMOKKA IOAYEPKUBAIOTCS KpPaCHOU
BOJIHUCTOM JiMHMeN. YToObl BKIIIOUMTh WIM OTKIIIOUYWTh IHIPOBepKy opdorpaduy, Bbeibepure
Nucrpymentsr > IIpaBonmcanme > IlokazaTh rpamMmarudeckue ommodOkH. BapuaHTh
MpPaBWJIBHOIO HaMWcCaHus (MIpM HAJWYMHM) CJIOB C OIIMOKOM MOXHO YBUJIETb C IIOMOIIbIO
KOHTEKCTHOTO MEHIO, BhI3bIBAEMOT'0 Ha)KaTHEM ITPaBOM KHOITKOM MBIIITH Ha CJIOBE C OITHOKOM.

YT0oOB! M36€XXaTh MOJYepPKUBAHUS CJIOB, PACIIO3HAHHBIX IPWIOXKEeHWeM Kak opdorpadpruyecku
HeBepHbIe, BOCIIOJIb3YUTeCh OJTHUM M3 CIIOCOOOB:

— Ha)XXMUTe [IPaBOM KHOIIKOM MBIIIY Ha CJIOBO, IIOAUYEePKHYTOe KPAaCHOM BOJIHUCTOM JINHVEH, U

BbIOEpUTe B KOHTEKCTHOM MeHI0 TyHKT IIpomycTuts Bce;
— YCTaHOBUTe KypCOP B CJIOBO, IOJYEPKHYTOe KPAaCHOW BOJIHUCTOM JIMHYEW, U Ha IlaHesu

IIPOBEepPKH IIPABOIIMCAHUA HAXKMHUTE KHOIIKY HpOIIyCTI/ITb BCe.

O6Hapy>XeHHble B TeKCTe I'paMMaTHieckue OLIMOKK IMOJ4epKHBAIOTCS CHUHeM BOJIHHUCTOW
nuHued. YToObl BKIIIOYMTh WM OTKJIIOUWTH IIPOBEpKYy I'PaMMaTvKH, BblOepruTe WIHCTpyMeHTHI >
IIpaBonmucanue > Iloka3ats opdorpadpuueckne ommoOku. [IpoBepka rpaMMaTHKU 3aIlyCKaeTcs

I10CJIe Ha>XaTHsd Hpo6ena WM KiaBuiy Enter IIpH yCJIOBUH, YTO IIpeJJIO’KEeHHUEe 3dBepIIeHO.
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3.2.20.14 ITouck u 3amMeHa

J1st morcka nHGOpPMaIy B OTKPHITOM JIOKYMEHTe BBITIOJIHUTE CJieJIyIole JeHCTBHUS:
1. OtkpoiTe nanens noucka (cm. Pucynok 29) onaum n3 cnoco6os:
— BbIOepuTe MyHKT KoMaHgHoro MeHio IIpaBka > Ilomck m3ameHa (OTCyTCTByeT B

JOKyYMeHTaX, JOCTYIIHBIX ITI0JIb30BATe/II0 TOJIBKO IJId HpOCMOTpa);

— HaXXKMHUTE KHOIIKY Q Ha OOKOBOU TTaHEeJH;
— ncrionb3yiTe codetanue kiaasuii Ctrl+F (46 Cmd+F).
2. Beenute nckomble nmaHHble B mojie Haiith. [loMck TPOM3BOJUTCS aBTOMAaTHYeCKH B

MOMEHT BBO/Jld I1epBOI'0 CUMBOJIA. HpI/I HeO6XO}II/IMOCTI/I HaCT'pOfITe ITapaMeTphl IIOMCKA.

MoucK U 3aMeHa X ®
HalTu ﬁ(
3aMeHUTb Ha
< > eHUTL 3aMeHUT ace
Mo BCcem NUCTaMm -
C y4eToM perucTpa
TONLKO CNOBA LENMKOM
K cnegyrollemy -
3aMeHATb C YHETOM pErMCTpa

Pucynok 29 — Ilanens noucka

Bce HaliieHHbIe COBIIaJieHNs C BBeJIeHHBIM TeKCTOM B JIOKyMeHTe OyAyT II0JICBeYeHbl CepbIM
IIBETOM, a >KeJITbIM [IBETOM BbIJIeJIIeTCSL pparMeHT, Ha KOTOPOM OCTaHOBWJICS IIPOCMOTP pPe3yJIbTaTOB
noucka. KonmuectBo coBnagenuit Oynet ykaszaHo nog nonem Hairn.

Jlig mepemeltieHyst OT OIHOTO HalieHHOTro ¢pparMeHTa K JPyroMy BOCIIOJIb3yWTeCh OJJHUM U3

CIIOCODOB:

— HaKMMaiiTe Ha MTAHeJU TTOMcKa KHonky < Tpembrmymumii u 2 Cirexyrommii;
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— ucnonb3yite codertanus Kiasunr Shift+Enter (38 Cmd+<’ Return) mna mepexoga x

npensinyniemy u Enter (€° Return) juis mepexo/ia K CeyioIeMy pe3ysbTaTy MOKCKa.

Jl1s1 3aMeHBbI BbIOpAaHHOTO ¢dparMeHTa BBeJlMTe JaHHbIE B I0Jle 3aMeHUTh Ha U HAXXMUTe
KHOIIKY 3amMeHHTb. [Ipu Heob6xoMMoCTH M3MeHeHHUs pparMeHTa 110 BCeMY JOKYMEHTYy — KHOIIKY
3amenuts Bce. Bribepute mnapamerp 3aMeHATh C Y4YeTOM Pperucrpa, urtoObl IIpyH 3aMeHe

(bpaFMEHTbI COXpaHAIN UCXOOHBIN perucTp.

B TeKYHIEﬁ BepCrur IIpWIOXeHHsd HeT BO3MOXHOCTH OCYIIeCTBUTb IIOHWCK IIO

CofepXXUMoMy GUryp.

@®parMeHT ISl 3aMeHbl He JIOJDKeH cojiepXaTh 0oJbllle 255 CUMBOJIOB. 3aMeHa 4YacTd
3Ha4YeHMs WIH BbIUKCIIeHUs 110 GpopMyJie He TIPOU3BOJIATCSI.
B nmokymeHTax, IOCTYyHHBIX IOJIb30BAaTEI0 TOJILKO JUIsl TMPOCMOTPA, GYHKIMS 3aMeHbl

HeJIOCTYITHA.

3.2.20.15 Y panenue ny0/mmkaToB

Ecnu Hag omHoM Tabnuield paboTaiyM HECKOJIbKO MOJIb30BaTesled WIM OHAa COCTaBJIsIach U3
HECKOJIbKUX TaOJIvII, TO B Hel OYIyT cojiep>KaThCsl TIOBTOPSIIOIIMECS JaHHble. JTH JJaHHbIe MOXXHO
yAQIUTh U3 TaOIUIIBI aBTOMATUYeCKH, UCTIOJIb3ysl KOMaHy Y XaJHUTh Xy0/JIHMKATHI.

[Touck my6sMkaTOB B TabuIle WM YKa3aHHOM JIMala30He BBIMIOIHSIETCS! TOCTpouHO. [Ipumep
IIpeJ/iCTaBjieH Ha pUCYHKe: KpaCHBIM IIBETOM BblJieJIeHbl CTPOKH, KOTOpble OYAyT yajeHbl, ey s

noucka OyzeT BeIOpaH OJIMH cToJibell (CieBa) UM /iBa CToj01a (CpaBa).
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15

HpI/I yAaJlleHnnu ,HY6J'II/IKaTOB COXpaHAeTCd TOJIbKO HepBblﬁ 10 TIOPpSAAKY BdPUAHT W3

HalJIeHHbIX COBIaJeHUMN, OCTaJIbHbIe YAAIAKOTCA.

A

Hdens Hepenn
[NoseneneHHE
Bropraux
Cpena
YeTeepr
[TaTHHLUA
CybboTa
Bockpecense
[lorenensHHK
Bropuux
Cpena
Yereepr
[NaTumua
CyBboTa
Bockpecenne

B

JauaTocTn
Pabowii
Paboyvmii
Paboumii
Pabowii
Paboyvmii
Hepab oumit
Hepabouwmii
Hepatbouwii
Pabouwii
Hepatouwmii
Paboyvmii
Pabouwii
PaBowii

. Hepabouwii

15

A

Henn Hegenn
[NoHeneneHKME
Broprmx
Cpena
YeTeepr
[TaTHHLUA
Cybbora
Bockpecense
[loreneneHKMK
Broprmx
Cpena
YeTeepr
[MaTumua
Cy66oTa
Bockpecense

ITouck u YAajieHve HY6JII/IKEITOB He BBIIIOJIHACTCH, eCJIk.

— BribpaHHBIN AUaNIa30H COAEPKUT:

— ¢dopMyITy MaccuBa;

— g4eMKU CBOOHOM TaOJIUIIBI;

— «YMHYIO Ta6n1/1uy» WK ee 4JacTb. Ecim JWAIId30H COOEPXXUT TOJIbKO STYeUKHU ((YMHOﬁ

- Oﬁ’bEHI/IHéHHbIe STYerMKM — JIJISI TIOMCKa JIYGJII/IKHTOB HEO6XOJII/IMO, YTOOBI KaXk[as sidyerka

— Mexny BbIOpaHHBIMM SYeMKaMH/CTPOKaMU/CTONIOIAMI/ANAa30HAMU  eCTh  «Pa3pbIBY.

Ta6J'II/II_IbI», TO IIOMCK 1 3dMeHa ,I[YGJ'II/IKaTOB BEBITIOJIHAECTCA,

Jalla30Hd 3aHMMaJjla OJHHAKOBOe KOJIMYeCTBO CTPOK U CTOJIOIIOB.

Hanpumep, Beibpansbl cronbust A u C, HO He BeIOpaH cTosber B.

Ecnu BbIOpaHHBIM JIMAna3oH COHEPXKUT CKPbITble WM OTQWILTPOBAHHBIE CTPOKU WU
CTOJNIOLBI, TO TPU YyIaJleHUWH AyOJIMKaTOB 3HaUeHUs: B HUX wurHopupyiotcs. Ilocne ypanenus
IyOIIMKAaTOB CKpBITble CTPOKM W CTOJOLBI OCTAIOTCS CKPBITBIMU. B sueiikax CKpBITBIX CTPOK

3Ha4YeHHsa MOr'yT U3MEHHTLCH, TdK KaK II0CJie yJaJieHHd )IY6JII/IK8TOB JaHHbIe sg4YeeK CMellaroTCsd

HaBepX.

YT0oOBI yAQIUTD yOIMKATHI, BBIIIOJHUTE CIeAYIolIre TeUCTBUS:

1. BbimenuTe quana3oH s IOKMCKA U yAalleHUsl Ty OIMKaTOB.
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B

JaHATOCTE

PabBoumii
Pabouwmii
Pabouwii
PabBoumii
Pabouwmii
Hepab oumii
Hepab oumii
Hepab o4
Paboumii
Hepab oumii
Pabouwmii
Paboumii
PaBoumii
Hepab ouwmii

Ecnu BhilesieHa ofHa sYeiika, HO B COCeJHUX SYeMKaX ecTb JIaHHbIe, KOTOpHIe

COOTBETCTBYIOT YCJIOBUSIM IIOMCKA U yajleHHs AyO/IMKaTOB (CM. OrpaHUYeHUs BhIIIe),
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TO IIPUJIOKEHHNEe dBTOMdATUYeCKU pdCHINPAeT JUdlla30H, BKJIIOYd4 B HET'O COCeJHHe STYCUKH.

2. OtkpoiiTe OkHO Y majieHHe XyOJITHKATOB CJIeYIOIIUM CIIOCOOOM:

— BriGepute myHKT KOMaH/IHOTO MeHIO JlaHHBIe > Y 1anuTh Ky0/JIMKATHI...

3. B okHe Ypmanenme mybosmkaroB moctaBbTe ¢iaxok Co CTpPOKoOH 3arojioBKa, eciid B
BbIJIeJIeHHOM JTMalla30He COJIePXKUTCSl CTPOKA C Ha3BaHUSMHU CTOJIONOB. JlaHHAs CTpoka
OyIeT UCKJII0UeHa U3 BbIJIeJIeHHOTO JIara3oHa.

4. TloctaBbTe ¢uiarkok Pacnmpuths aBTOMaTHYeCKH, eCJid B JIMAIa30H MOMCKA TpebyeTcs
BKJIIOUWTL JlaHHBIe, pacCIOJIO)KeHHble PSIOM C  BbIJIeJIeHHbIM JUAalla30HOM U
COOTBETCTBYIOIIME YCJIOBUSIM MIOUCKA U yaajeHus qy0OIrMKaToB (CM. OTpaHAYEHUSI BBIIIIE).

5. B obnactu Crosbubl npu HeoOXOJUMOCTH CHUMHTe JlaXKU CO CTOJIOIOB, KOTOpBIe
cjleflyeT UCKJIIOUUATh M3 BBIOPDAHHOTO AUala30Ha.

6. Haxxmure kHonky OK.

[Ipu ycrnenHoM ynaneHud Ay0IMKATOB Ha SKpaHe OTOOpa3WTCs BCIUIbIBAIOIee COOOIeHue:
«Hatineno u ynaneno gybnvkaros: n. OCTamoch YHHUKAIbHBIX 3HAYeHUH: M.»
Ecnu B BeIZlesieHHOM JiMania3oHe HeT JyOiMkaToB, OTOOpa3WTCs BCILIbIBAIOlee COOOIeHue:

«JlyOnvKaThl He HalIeHbD».

3.2.21 leiicTBHS C T4eHKaMHU, CTOJIOIAMH U CTPOKAMH

3.2.21.1 BeimeiuTh qUANa30H A4YeeK Ta0 bl

Jlns BBIIeNIeHus] HECKOJIBKUX sT9eeK TaOJIUIIbI YCTAaHOBUTE KYPCOP MBIIIM B MEPBYIO SYEHKY
Oyayiiero muama3oHa W, yJep)KUBasi JIeBYIO KHOIKY MBIIIH, TMPOJIBUTAWTe Kypcop A0 MOCieqHen
STYeMKU JTMaria3oHa. BoiiesieHHbe SYeWKW OKpacsSTCS B CBeTIO-roiy6od IBeT. JlMama3oH sdeek
MO>KHO BBIJIEJISITh B JTEOOOM HAaIpaBIeHUU CTPOKH WJIM CTOJIONA: OT OOJIBIIUX HOMEPOB SYEeK K
MEHbIIIUM U OT MeHbIIINX K OOJIbIIIUM.

Y1o6bl € TUHOBPEMEHHO BBIZIEJIUTh BCIO CTPOKY WJIM BeCh CTOJIOEI] TabJIMIIbl, HAXKMUTE JIEBOM
KHOIIKOW MBIIIM HA 3arojIOBOK BBIIEJIIEMOTO 37ieMeHTa. Eciii HeoOX0MMO BBIIENIUTH HECKOJIBKO
CTPOK WJIM CTOJIOIOB, yNIEp>KHBasl JIeBYIO KHOIIKY MBIIIM, TIepeJBUraiTe KypCcop BHH3/BBEPX HWIIU
BIIPAaBO/BJIEBO /IO KOHIIA JMalla30Ha. DBbijeneHHble CTPOKA WIA CTOJNOIBI  OKpPacsiTcs B
CBeTJIO-TOJTy0OM IIBET.

JInst BBIZIEJIEHUS] CTPOKM WJIM CTOJIONA C OOBeMHEeHHBIMU sSYeHKaMH BHIOEPUTE IEepPBYIO

CTPOKY WY IIepBbIY CTOJI0 e, ColepXKallii 3Ty STYeUKy.
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YTOOB!I BBIJIENIUTH BCe STYEHMKU Ha TeKyIlleM JIUCTe, BblOEpUTe B KOMAHAHOM MEHIO IYHKT
IIpaBka > BwiGpare Bce WM HaxmuTe coderaHve kiaapum Ctrl+A (36 Cmd+A). Ilpu
WICIIOJIb30BAHUU 3THUX KOMAH]I BBIIEJISIOTCS STYeHMKU TOJBKO TeKYIero JMcTa. S4eiikd Ha JIpyrux
JIUCTaX KHUTU He BBIJEJISIOTCS.

YToObl OTMEHUTH BbIJleIeHHe sueeK/CTPOK/CTONOIOB TaOMUIbl, HAXKMHUTe JIeBOM KHOIKOMH

MBIIIH I10 JIIO6OMy MeCTy JOKYMeHTa.

3.2.21.2 J106aBUTH CTPOKH H CTOJIOIIBI

B Tabnuity MoryT ObITh 106aBIeHbI IONOJIHUATEIbHbIE CTPOKHU WK CTONOLBL. [1jist Jo6aBieHus
CTOJIOITOB M CTPOK BBbIJIEJIUTE CTOJIOIBI WM CTPOKU IEJIMKOM, OTeJIbHble sueWKd WA JHhAra30H
siYeeK U BOCIOJIb3YHUTEeCh OJJHUM U3 CIIeYIOIIUX CIIOCOOO0B:

— B KOMaHJHOM MeHI0 Tabsmia BbibepuTe HeOOXOAUMYIO KOMaHAY: BCTaBHTH CTpPOKY

cBepxy, BcraButh cTpoky cHu3y, BcraBuTh crosiben; cieBa, BcTaBuTh crosden
CIIPaBa;

— BOCIIOJIb3YyWTeCh KHOIIKAMH Ha ITaHeJId NHCTPYMEeHTOB: E5 BeraButh CTPOKY CBepXxy, e

BcTaBuTh CTPOKY CHH3Y, :E BcraBurhs croJoerr ciesa, j: BcraBurs crosbern crpasa.

Ecnu pa3Mep OKHa IIpWIOXKeHHWs He II03BOJIseT OTO6p831/ITI) IlaHejib HWHCTPYMEHTOB

[[eJIMKOM, MHCTPYMEHT OTOOpakaeTCs IIPU HaXKaTUM KHOIIKU &%~ BcraBathb cTosoery
HJIM CTPOKY;

— Ha)XKMHTe IpaBOM KHOIIKOW MBIIIY 110 BblJIeJIEHHOW 06J1acTU U BbIOepUTe B KOHTEKCTHOM
MeHI0 KOMaHJly BCTaBKU CTOJIONOB WM CTPOK. Ecimu ans nobaBieHus ObUIO BbIOpaHO
HEeCKOJIBKO CTOJIOIOB WJIM CTPOK WJIM HECKOJIBKO s4YeeK (B HEeCKOJIbKMX CTOJIOIax Wi
CTpPOKax), TO BCTaBJIeHO OyZeT KOJIM4eCTBO CTOJIOIOB/CTPOK pPaBHOE BbIEJIEHHOMY;

— UCIIOIb3yHTe coueTaHus KiaBuill (cM. pasfes CoyeTaHUs KJIABUIII).

3.2.21.3 3akpenuTh CTOJIONbI, CTPOKH HJIH 00J1aCTh

3akpeIuieHHe CTOJIOIOB, CTPOK K oOOjacTed MCHOJb3yeTcsl Npyu pabore € OONbIIMMU
obbeMaMu fnaHHbIX. [Ipy IpokpyTKe yiMcTa BIpaBO W/WIM BHU3 3aKpelljleHHasl CTPOKa, CTOJIOel Win
obmacte Bcerga oToOpakaeTcss Ha OKpaHe. I[Ipy mpokpyTke JMCTa 3aKpeIlleHHBIM 3JeMeHT
OTHeseTCs OT IPYTUX 3JIEMEeHTOB JINCTa )KUPHOU JIMHUEeH.

Ecny crpoka mnu cronben 3akperuiseTcsi IIPU HaIMYMM yXKe 3aKpellVIeHHOW CTPOKU WK
cronbia, To npeJplAyllas HaCTPOWKa [yl UeHTUYHOI'O 3JIeMeHTa IlepecTaeT JeHCTBOBATh.

[Ipu pa6ote B mpwioskennu « MoOduc Tabmuiia»y MOXKHO 3aKpeIUTD:
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— OJIMH WIM HEeCKOJIbKO CTOJIOLIOB: NpPH IPOKPYTKe JIUCTA BIIPABO OTOOPA’KarOTCS TOJIBKO
3aKpeIlJieHHble CTOJIONBI, @ BCe CTOJIOIbI, KOTOpble HAXONSATCSl JieBee, CKPBIBAIOTCS C
9KpaHa;

— OJTHY WIA HEeCKOJIbKO CTPOK: MpH TIPOKPYTKe JIMCTAa BHU3 OTOOPAXKAIOTCS TOJIBKO
3aKpeIjieHHbIe CTPOKH, a BCe CTPOKH, KOTOPble HaXOASTCS BhIllle, CKPHIBAIOTCS C 3KpPaHa;

— CTOJOIBI U CTPOKU OJIHOBPEMeHHO: TP MPOKPYTKe JINCTa BIIPAaBO M BHU3 OTOOPAXKaIOTCS
TOJIBKO 3aKpeIlJIeHHble CTOJIOIbI U CTPOKH, @ BCe CTOJIOIbI, KOTOPble HaXOJSTCS JieBee, U
CTPOKH, KOTOpbIe HaXOJISITCS BbIIlle, CKPBIBAIOTCS C OKPaHa;

— 00yacTh 3KpaHa, B KOTOPOM BepxHeW JIeBOW SYerMKOM sBisieTcs sderika Al, a mpaBou

HWXKHeHN J4elKON — g4eliKa, yKa3aHHas II0JIb30BaTelleM.

YTOoOBI 3aKpEIUTD MTepBYIO0 CTPOKY W/WJTH TIePBBIM CTOJI0eI], BbIOepUTe OJJMH M3 CIIOCOOO0B:
— BeIOEpUTe MYHKT KOMaHAHOTO MeHI0 Tabmuma > 3akpenutsb. B OTKpBIBIIIEMCS] TTOJIMEHIO
BbibepuTe NyHKT IlepByro cTpoKy, 4TOOBI 3aKpelnTh BepXHIOI CTpOKy, u/unu IlepBbIit

cToJiberr, 9YTOObI 3aKPEUTh NIEPBBIM CTOIOeIT;

— HaOXMUTe Ha CTpeJIKy CIIpaBa OT KHOIKU E 3akpenurh Ha IaHeJIU WHCTPyMeHTOB. B
OTKPBIBILIEMCSI TTIO[IMEHIO BbibepuTe NYHKT 3aKPeNnHuTh MepBYI0 CTPOKY, YTOObI 3aKpPeluTh
BEPXHIOIO CTPOKY, W/WIM 3aKpenmuTh MepPBBIH CTOJI0en, YTOObI 3aKpenuTb TMepBBIA
cronben. Ecinu pasmMep okHa He M03BOJIsIeT OTOOpAa3UTh NaHesb MHCTPYMEHTOB LIeJIMKOM,
KOMaH/1a OyzieT IOCTyTIHA [0 HaXkaTHIO0 KHONKY *** EIe Ha raHeu WHCTPYMEeHTOB;

— HQ)XKMHUTe Ha 3arojioBOK BbIJIeJIEHHOTO I1epBOT0O CTOJIONA WJIM IepBOM CTPOKMU IIpaBOU
KHOIIKOM MBI U BbIOepUTe B KOHTEKCTHOM MeHI0 3aKpelnHThb CToJi0er; A, YTOOBI

3aKpenuTh NepBbIi CTOJOel], W/WIM 3aKpenuTh CTPOKY 1, 4TOOBI 3aKpenuTh BepXHIOIO
CTPOKY.

YToObl 3aKpenuTb OJWH WM HECKOJIbKO CTOJIOIOB WM OAHY WM HECKOJIbKO CTPOK,
BBLITIOJIHUTE CJIeJTyIOIIUe IeUCTBUS:
1. Boinenute TpeOyeMble CTONIOIBI MM CTPOKU 1IEJTMKOM WIH BbIIeJIMTe JIF000e KOJIM4eCTBO
siYeeK, pacroJiOKeHHBIX B JAHHBIX CTOJIOIAX WIA CTPOKAX.
2. 3akpenure CTOJIOIBI WX CTPOKU OJHUM U3 CJIeAYIOIIUX CII0COOO0B:
— BblbepuTe IyHKT KOMaHJHOro MeHI0 TaOmmma > 3akpenutb. B oTkpbIBIIEMcs
noaMeHto BbiOepute MyHKT Ctosdoery <Homep cTosidoma>, 9ToObI 3aKpenUTh CTOJIOITHI

w1 Ctpoky <Homep cTpoku>, 4TOOBI 3aKPEIUTh CTPOKH;

— HaXXMHUTe Ha CTPEJIKY CIIpaBa OT KHOIIKH g BHerIII/ITIx Ha IIaHeJIM HHCTPYMEHTOB. B

OTKPBIBIIIEMCSI TIO[JMEeHIO BbibepuTe NYHKT 3akpenuTh crosideny <Homep crosbma>,
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qTOOBI 3aKpenuTb CTOJONBl WM JakpenuTh cTpoKy <Homep crpokm>, uTOOBI
3aKpenuTh CTPOKK. Ecimu pasmep oOkHa He T03BojisieT 0TOOpa3uTh IaHeJb
VHCTPYMEHTOB IIeJIMKOM, KOMaH/la OyzieT OCTyIIHA 110 HaXkaTuio KHOIKU *** Eme Ha
IIaHeJId UHCTPYMEHTOB;

Ha)XMUTe Ha 3arojIOBOK BbIJIeJIeHHOTO CTO/IOIA UM CTPOKY MPaBOM KHOIMKOM MBIIIH U
BbIOEpUTe B KOHTEKCTHOM MeHIO 3akpenuTh crosioeny <Homepa cTo0moB>, 4yTOOHB!
3aKpemnuTh CTOJIOINb Wik 3akpenuTh CTPpokun <Homepa cTpok>, 4TOOBI 3aKpeNUTh

CTPOKHU.

YTOoOBI 3aKpENUTh OJTHOBPEMEHHO U CTPOKH, M CTOJIOIbI, BHITIOJIHUTE CJIeJTyIOIe eHCTBUS:

1.

Brienute mo60e KOJIMYeCTBO si9eek, paciojIoXKeHHBIX B CTOJIOIaX WK CTPOKaX, KOTOpbIe
HeobX0IMMO 3aKpeluTh.
3akpernure CTOJIOIBI U CTPOKU OHUM U3 CJIeYIOIIUX CII0COOO0B:

— BbIOEpUTE IYHKT KOMaHAHOro MeH0 Tabmuma > 3akpenurb. B oTKpbiBIemcs

nonMeHio Bbeibepute TYHKT Crpokm <Homep crpokn> u crononbl <Homep

cTOI0IA>;

HaXXMHUTe Ha CTPeJIKY CIpaBa OT KHOIIKH g 3akpenuTh Ha [aHeJld NHCTPYMEeHTOB. B
OTKPBIBIIIEMCSI TIO[]MEeHIO BbibepuTe MyHKT 3aKpenuTh cTpoku <Homep cTpoxku> u
cronbnbl <Homep crosdbma>. FEcnu pasmep okHa He 1M03BOJisieT 0TOOPa3UTh IaHelb
VHCTPYMEHTOB I[eJIMKOM, KOMaHJia OyzieT AOCTYIIHA 110 Ha)KaTuio KHONIKHU *** Emme Ha

IIaHeJId UHCTPYMEHTOB.

YToObI 3aKpenuTh 00JIACTh, BHITOJIHUATE CJIeIyIOIIre JeHCTBUS:

1. Boienure siueliky, KoTopasi OyzieT sIBISTbCS IPaBOM HIDKHeH siuelKor 0071acTy.

2. 3akpernure CTOJIOIBI U CTPOKU OJHUM M3 CJIeYIOIIUX CII0COOO0B:

— BbIOEpUTE MYHKT KOMaHAHOTO MeHI0 Tabmuma > 3akpenurb. B oTKpbIBIIeMcs

noaiMeH1o BbiOepuTe NyHKT Jlo sueliku <Homep staeiikm>;

Ha)XMHUTe Ha CTPeJIKY CIIpaBa OT KHOIIKH g 3akpenuTh Ha [1aHeJIM NHCTPYMEeHTOB. B
OTKPBIBIIIEMCSI [TOJIMEHIO BbIOeprTe MyHKT 3aKpenuTh /10 sueiiku <HoMep sueiiku>.
Ecnu pasmep okHa He 103BOJisieT OTOOpa3vWTh IaHedb WHCTPYMEHTOB IIEJIUKOM,

KOMadH][4d 6y,[[8T JOCTYIIHA II0 Ha’XaTUIO KHOIIKY *** EIIIE Ha IaHeJIM UTHCTPYMEHTOB.

YTOOBI CHATH 3aKpeIieHre BCeX CTOJIOIOB U CTPOK B JIOKyMEHTE:

— BbibepuTe MYyHKT KoMaHAHOro MeHi0 Tabmuma > 3akpenuts > CHATH Bce

3dKpeIIeHusd;
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— HaXMHUTe Ha CTpeJIKy CIipaBa OT KHOIIKHU E 3akpenuth U Bbibepure CHATH Bce
3aKpeIlIeHUs Ha [laHeJIM UHCTPYMeHTOB. Eciiu pa3mMep okHa He 1103B0JIsleT 0TOOpa3uTh
IaHeJIb UHCTPYMEHTOB ILIeJIMKOM, KOMaH/ia OyJieT JOCTyIIHA 110 Ha)KaTHI0 KHOIIKK ***
Eme Ha naHesi UHCTPYMEHTOB;

— HaXMUTe [IpaBOM KHOIIKOM MBIIIX 110 3arOJIOBKY 3aKpeIlJIEeHHOTO CTOJIOIA WIA CTPOKU

v BolOepuTe CHATH BCe 3aKpenjieHHs B KOHTeKCTHOM MeHIO.

Ecnu 3akpenienHast 0651acTh 3aHMMaeT BCIO BUAMMYIO 00J1aCTh 3KPaHa, TO B PABOM HIXKHEM
yIJIy OTKpPOeTCs OKHO C IpefylpexAeHWeM O TOM, YTO 3aKperuisieMass o0yacTb Oosblile OKHa
BeO-Opay3epa. [jisi MpOKPYTKH JiCTa HEOOXOJUMO YBEJIMYUTh OKHO, YMEHBIIWTh MacIITab JMcTa
WJIU CHSITh 3aKpellJleHHe CTPOK U CTOJIONOB. B okHe ¢ npeiynpexxieHueM Ha)KMUTe KHOIIKY:

— CHATB Bce 3aKpeIuIeHHs ISl CHITHS BCeX 3aKpellyIeHHbIX 00yiacTel B JOKYMeHTe;

— Bomcats B OKHO 1 M3MeHeHHMsl Maciitaba 0 HeoOXOJUWMBIX pa3MepoB (BCS

3aKperyieHHas 00J1acTb ¥ TPY CTPOKU HMXXe, a TakKKe TPU CTOJIOIA IpaBee 3aKperieHHOU

obracTtn).

Ecmu 3akperuienHast 067acTh HAaCTOJIBKO OOJbIllasi, YTO JaXKe MPU CaMOM MHUHUMAJIbHOM
MaciTabe He MOMECTHTCS B 3KPaH, B OKHe C IpeaylpeXxjeHueM OTOOpaXkaeTCsl TOJbKO KHOIIKA
CHATBH Bce 3aKpeIUIeHHs, KHOITKa BnmcaThs B 0KHO OTCYTCTBYeT.

Orpanuuenust:

— TIpU TIPOKPYTKe JIUCTA BITPABO W/WJIM BHU3 3aMETKU HE OTOOpakaroTCs;

— IIpU pefaKTUPOBAHUU STYEHKM OHAa YBEeJIMYMBAeTCS TOJIbKO B TIpeJiellaX 3aKperyieHHOM

0071aCTH ¥ He BIIMSET Ha pa3mep d4eeK, PaCIIOJIOKeHHbIX BHe obmacTu 3dKpeIlJieHus.

3.2.21.4 Y nasmTh CTPOKHU M CTOJIOIBI

HenyxHble cTpoku WM CTOJIOIBI MOTYT ObITh yaajeHbl u3 Tabmuibl. [lpu ynanenun
CTOJIOITOB W/WIA CTPOK BBITIOJHSETCS yJajieHhe W3 TaOUIbl BCEX S9eeK BbIIEJIeHHBIX CTOJIOIOB
W/WIA CTPOK BMeCTe C UX COAeP>KUMBIM.

J71s ynaneHus CTOJIOIOB M CTPOK BOCIOJIb3YHUTECH OHUM U3 CJIEAYIOMHUX CIIOCODOB:

— B koMaH/IHOM MeHI0 Tabsmma BbiOeprTe HEOOXOAUMYIO KOMaHAY: Y JAJIUTh CTPOKY WU

Yaamure crosnoerr;

-
— BOCIIOJIB3yHUTEeCh KHOIIKOU g YaamuTte cTpoky wWiu :ﬂ: YnmamuTes crosiden Ha TMaHeIu

HHCTPYMEHTOB. Ecmu Pa3dMep OKHa IIPpWIOXeHHdA He I103BOJIdeT OTO6p83HTb I1aHeJIb

© 000 «HOBDBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2024



MonOdoumc

WHCTPYMEHTOB IeJTMKOM, KHOIIKH YaJIeHUs] OTOOPaXKaloTCsl MTPH HAXKATUH KHOIKH g
YaanuTs cTosben WM CTPOKY;

— WCIIOJNIb3YyiTe KOMaH/IbI y/laJieHUsl CTOJIOIOB U CTPOK KOHTEKCTHOTO MeHI0 (Habop KOMaH]I B
KOHTEKCTHOM MEHI0 3aBHUCHUT OT MeCTOIOJIOKeHUs Kypcopa BHYTPH TaONUIBI |
BbIJIeJIeHHBIX siueek). Eciu fiyis yaneHus: ObII0 BHIOpAHO HECKOJIBKO CTOJIOIIOB/CTPOK WIIU
HECKOJIbKO si9eeK (B HECKOJIbKUX CTOJIOIAX WM CTPOKAax), TO KOMaH/bl KOHTEKCTHOTO
MeHI0 OyTyT BKJIFOUaTh Ha3BaHHUs UM HOMepa yAaJiseMbIX CTOJIOIOB MU CTPOK;

— ucnonb3yiTe codetanue knapum Alt+Ctrl+U (U Option+3t Cmd+U) mia ynanenus

cronbma u Alt+Ctrl+R (- Option+3E€ Cmd+R) 151 yiasieHusi CTPOKH.

3.2.21.5 Pacumpurs pabo4yio 00/1acTh

Bce nedicTBUST Ha JIMCTe OCYIIECTBISIIOTCS B Tpefienax paboueit o6iacTv, KOToOpas
Ha3bIBaeTCs TabIuIe.

[To ymomuanuio npu co3maduu ¢aiina tabmuia Ha epBoMm jucte coctouT u3 300 cTpok u 26
cToJib1oB. Tabnuibl Ha BCcex MOC/IeAyIOMKX JucTax 0yayT coctoatb u3 20 ctpok u 10 cronbios. 3a
npesiejlaMyd TabJMIBl PACIOJIO)KeHAa 30HAa ee paciiypeHus. fueliku BHe aKTHUBHOM oOriacTu
OKpallleHbI B Cephli I[BeT. DTO MIOMOTaeT CAeJlaTh MPOIeCcC PACIIMpPeHUs TaOIUIlbl UHTYUTUBHBIM U
YAOOHBIM.

['panuiibl TaGIUIBI  pacCHIMPSIOTCS aBTOMaTHMYeCKH, eciid Ha JIMCT  BCTaBJISIIOTCS
CKOTIMPOBAaHHbIe CTPOKK WJIM CTOJIOIbI, KOJIMYECTBO KOTOPBIX IPEBBIIIAeT KOJIUYEeCTBO CTPOK MU
CTOJIOIIOB B Tabuuile.

YToObI pacHMPUTEL TPAHUITBI TaOIUIBI BPYYHYTO, BBITOJIHATE OJTHO U3 CIIEAYIONMX JeHCTBUIMA:

— JABaXKAbl HAXXKMHUTE JIEBOM KHOMKOW MBIIIA TI0 S'YeliKe B CTPOKe HWJIM CTOJIOIe, KOTOPBIN
TpeOyeTcs BKJIIOYUTh B pabouyto obmacTh. [lpy pacimpeHuu TabIUIlbl BIIPABO JBOMHBIM
HakaTHeM JIeBOM KHOIIKU MBIIM GOpMaTHPOBAaHKe He KOITUPYeTCs;

— IpaBOM KHOIIKOW MBIIIA Ha)XMUTe HA 3ar0JI0OBOK CTPOKHU WJIM CTOJIOIA, KOTOPBIM CiellyeT
BKJIIOYMTh B Ppabodyi obnacTb, ¥ BbibepuTe B KOHTEKCTHOM MeHIO Jlo0aBHTH
cTpoky/Jo0aBuTh crosiden. Fciy KOHTEKCTHOE MEHIO BBI3BAHO Yepe3 HEeCKOJIbKO CTPOK
WM HEeCKOJIbKO si9eeK, TO KOMaH/bl KOHTEeKCTHOTO MEHIO BKJIFOYAIOT KOJIMYECTBO CTPOK
WJIU sT9eeK JIJIs BCTaBKHU MPOTIOPIIMOHAILHO BbIJIeJIEHHOMY;

— BBIJlEJIUTe JIIOOYIO0 siUeliKy B CTpOKe WM CToJiOIle Iepefi 30HOW pacumpeHus. YToObl
yBeJIMYUTH pabouyio 00J1aCcTh HAa OAWH WIA HECKOJIbKO CTOJIOI[OB, UCIIONb3yHTe KJIaBUIILY
Tab. Yto6b! yBemuuuTh pabouyio obiacTb Ha OJHY WJIM HECKOJIbKO CTPOK, MCIIOJIb3yHTe

kiasuuly Enter.
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3.2.21.6 Pazmep ssueex

[lo ymomuaHuiO TpU CO3[laHUMU JIOKyMEHTa BCe CTOJIOIBI M CTPOKM HMEIOT OJIMHAKOBBIM

pa3mep. B IMMPpUIO0XXEeHHWNU MOXHO HM3MEHHWUTb pa3mep CTOJ'[6I_Ia HUJIN CTPOKHU BPYYHYIO, 34/1dTb TOYHbIE

3Ha4YeHHWsd MKMPUHbI U BbBICOTbI IJIA STYeMKU WA CTOJ'I6IIa/CTpOKI/I. Taxoke pa3mep STYeMKM MOXKeT

HOI[6I/IpaTbCH dBTOMdTHUY€CKH, B COOTBETCTBHUH C COJAEPKUMbIM STYCUKH.

YT0OBI U3MEHUTH pa3Mep CTOJIOIA WK CTPOKHU BPYYHYIO, BBIIIOJTHUTE ClIeyIOlHe eHCTBHUS:

1.

HaBenute Kypcop Ha pasfiesIMTelM B Ha3BaHWM CTPOKHM WM CTOsOI@, pa3Mep KOTOPOTO
He0oOX0IMMO U3MeHUThb. Kypcop NpuMeT BUJl IBYCTOPOHHEH CTPEeJIKH.

YnepxuBasi JIeByl0 KHOIIKY MBIIIY, [lepeMellanTe Kypcop 0 HY)XXHOI'O pa3Mepa CTPOKH
um croinbna. Bo Bpemsi nepemeleHus wu3MeHsieMass TIpaHMIla OyAeT IIOKa3aHa
IIYHKTUPHOU JINHUEH.

OtmycTUTe JIeBYI0 KHOIIKY MBI, YTOOBI 3apUKCUPOBATD MTOJIOXKEHHE.

HpI/I YMeHbIIIeHNH BbICOThHI CTPOKH YUIUTBIBAETCA COJepKUMOe A4eeK — BbICOTd YMEHBIIUTCA

TaK, 9ToObI 0TOOpaXKaJI0Ch BCE COAEPXKUMOe sTUeekK.

,HJ'ISI CO31daHKdA B OJHOM CTOJ'I6I_Ie WIA OOHOM CTpOKe fd4eekK pa3H0131 IMWPUHbI UJIK BbICOTHL

WCIIOJIb3YHTeE oleparuio o0beluHeHus siueek (cM. pasnen OObeIMHUTDL WU Pa3be/IMHUTD SYeUKH).

YToObI 33/1aTh TOYHBIN Pa3Mep siueeK, BLIIIOTHUTe CIeAyIOlHe 1efCTBUS:

1.
2.

Beizieniire siueiiky WM 1UaIa3oH siyeexk.
OTkpoiiTe OKHO HACTPOMKM pa3Mepa siueek OJHUM U3 CITIOCODOB:

— BbIOEpUTEe MYHKT KOMaHIHOTO MeHio Tabsmia > Pa3mep siaeiiku;

— HaXXMHUTe KHOIIKY Pa3Mep A9eKH Ha IlaHeJIu HUHCTPYMEHTOB. Ecmm pa3Mep OKHa
He I103BOJIsAeT 0T06p831/ITb IaHeJib UHCTPYMEHTOB I[eJIMKOM, KOMaH/1d 6YJIeT AOOCTYyIIHa
I10 HA’KAaTHUIO KHOIIKU *** EIIIE Ha IMaHeJIM UHCTPYMEHTOB;,

— Ha>XMUTe HpaBOI;’I KHOIIKOM MBIIIM MO BBIJIEJIEHUIO U BbI6epI/ITe Pa3Mep A9efiKu B
KOHTeKCTHOM MeHIO.

B OTKPBIBIIEMCA OKHe 3aJanTe 3HAYEeHUSs IMWPUHBI WM BBICOTBI OJHUM U3 crocoboB

(cm. Pucynok 30):
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Pucynok 30 — Pa3zmep siueliku

— BBeauTe 3HaveHus B nosis Illupuna v BeicoTa BpyuHYy10;

— BbI6epI/ITe 3Hd4YeHHe KHOIIKaMKU ™, PACIIOJIOKEHHBIMU B IIOJIAX II_Inpmla 1 BeIcora.

Onuo maxkatue usMenset 3Havenvie Ha 0,1 cm.

3uauenue noyis Hlupuna pacnpocTpaHseTcst Ha BCce siUeku CToJbIa, B KOTOPOM HAaXOJUTCS
syeiika, a Beicora — Ha Bce si4eiiku CTPOKHU.

Yrobbl 3a/jaTh TOYHBIA pa3Mep IIMPHUHBI CTOJIOI@ WM BBICOTBI CTPOKH, BBITOJIHUTE
clefylolye 1eACTBUS:

1. IlpaBoii KHOIIKOM MBIIIM HA)KMKTe Ha Ha3BaHKe HY>KHOI'O CTOJIOIIA UM CTPOKH.

2. B xonTekctHOM MeHI0 BeibepuTe yHKT IllupuHa crosona niv Beicora cTpokm.

3. B OTKPBIBIIEMCSA OKHe 3aJanTe 3Ha4eHue IMWPUHBI WU BBICOTBI 1 COXPAHUTE HUX.

Jljis aBTOMaTM4eckoro mnoabopa BBICOTHI CTPOKM WM IIMPUHBI CTOJIOIA BOCIIOIb3YWTECH
OJIHMM M3 CIIOCOOOB:
— Ha)XMMTe [IPaBOM KHOIIKOM MBIIIIM Ha Ha3BaHHWe HY>KHOI'O CTOJIOIA WM CTPOKU U BblOepure

ITomoopaTs mmpuHy aBToMatudecku/ Ilojo0paTrs BBICOTY aBTOMaTHYeCKH;

— B OKHe 3dIdHHUS TOYHOI'O pd3Mepad HINMPUHBI U BbICOTBI YCTAHOBHUTE Cl)J'Ia)KOK HOHOﬁpaTB

dBTOMATHYECKH;

— IBaXkKIbl HAXKMUTE JIEBOM KHOIIKOM MBIIITK Ha PasfiesIuTellb MeXXTy Ha3BaHUSIMU CTPOK WU
cTosb110B. PaznenuTenu cTONMOIOB yIIpaBISIOT IIMPUHOM, a pa3feIuTeI CTPOK — BBICOTOM

sg49eeK.

ABTONOI0OP MIMPUHBI NMPOMCXOJIUT IO CaMOMY JJIMHHOMY TeKCTy B CToiiOIe. ABTONOIO0P

BBICOTHI ITPOUCXOJHUT 110 CaMOMY «BBICOKOMY>» TEKCTY B CTPOKe.
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MOo>kHO BBINOJIHUTEL AaBTOMOADOOP ISl HECKOJIBKUX CTPOK WJIM CTOJIOIIOB OJHOBpeMeHHO. s
3TOT0 Tepe]i UCIIOoIb30BaHUeM GYHKIIMM aBTOMOI00pa BbI/IeJIuTe HeCKOIbKO CTPOK WIIU CTOJIOIIOB.
[Tpu BBOJle MAHHBIX B STYEHKY OCYIIECTBIISIETCS aBTOMATUYECKUM MOAOOp IMIMPUHBI STYeMKH.
ABTONIO/I00P MIMPUHBI HE BHITIOJIHSIETCS, eCJIH:
— IIMpUHA CTOJIOIA, B KOTOPOM pacIoJioKeHa sdeika, ObUla TpeiBapyUTeSIbHO H3MeHeHa
BPY4YHYIO;

— siYeliKka UMeeT TeKCTOBbIM (OpMaT WIN B STYEUKY BBOJUTCS TEKCT.

3.2.21.7 CKpBITH CTPOKHU HJIH CTOJIOIbI

YToObI CKPBITH CTONIOEI] MU CTPOKY, BHIIIOJIHUTE CJIeAyIOIHe IeHCTBUS:
1. Boienute nesiikoM HeOOXOUMBIN 3JIEMEHT WIN 3JIeMeHTHI.
2. CkpoiiTe 371eMeHT OJIHUM U3 CIIOCOOOB:
— B KOMaHJHOM MeHI0 BbiOepuTe Tabsmmna > CKpsITh cTos0en i CKPBITH CTPOKY;
— HAXXMHUTe MPaBOM KHOIMKOM MBIIIA 10 HAa3BAHUIO CTPOK WK CTOJOIOB U Bbibepure

ITYHKT CKprTI) B KOHTEKCTHOM MEHIO.

CKprTI)Ie 2JIEeMEHTBbI OTMEYdI0OTCs ClleIhdJIbHbIM MdPKepPOM B 3d4I'0JIOBKe CTOJ'I6I_[a WK CTPOKHU

(cM. Pucynok 31). CkpbITble CTPOKY U CTOJIOIBI He BBIBOJSITCS HA I1eYaTh.

Pucynok 31 — CkpbITble CTPOKY U CTOJIOIBI

3.2.21.8 Iloka3aTh CTPOKH HJIH CTOJIOIHI

[Ipn HaBeJleHMM Kypcopa Ha MapKep, 0003HAYarOUMI CKPBITHIM ayieMeHT (cM. Pucynok 31),
Ha 3arojioBKax IIOSIBATCS [iBeé CTpesK{, OOO3HAuYamwllye HaIpaBleHWe, B KOTOpoOM Oyzner

BOCCTAHOBJIEH CKPBITBIN 3JIeMeHT — JI0 MapKepa Wiy rocje (cM. PucyHok 32):
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Pucynok 32 — OtobpakaeMbie CTOJIOITHI

YToOBI MOKA3aTh CTOJIOEI] WM CTPOKY, HAXKMUTe Ha HYXXKHYIO CTPeJIKy BO3jle MapKepa WU
BbIJIEJIUTE I[eJIMKOM CTPOKH WJIA CTOJIOIBI, MeXJy KOTOPBIMM HAXOJIUTCS CKPBITBIM JJIEeMEeHT, U
BBITIOJTHUTE KOMAHJTy OTOOpakeHHsl JieMeHTa OJTHUM U3 CIIOCOOOB:

— B KOMaH/IHOM MeHI0 BeibepuTe Tabnuna > Iloka3ars crosoen win Iloka3aTs CTPOKY;

— HaXKMHTe MPaBOM KHOIKOW MBIIIM 110 HA3BaHWIO CTPOKH WJIM CTOJIONA M BbIOEpUTe IYHKT

Iloxa3aTh B KOHTEKCTHOM MEHIO.

Ecmu mop MdpKepOM HaXOIWJIOCb HECKOJIbKO CKPLITBIX 3JIEMEHTOB, TO ITOCJIe BBLIIIOJTHEHWSI

KOMadH/bI 6y,Hy'T II0Ka3dHBI OHHU BCe.

3.2.21.9 O6bpeqUHUTH WM Pa3beJUHUTDH TUeHKH

JItoboe KOIMYECTBO CMEeXHBIX siueeK B Tabiivile MOXHO 00beIMHUTh. OObeJuHeHbl MOTYT
OBITh STYEHMKU KaK 10 TOPU30HTAJIU, TaK U 110 BePTUKAJIU.

O6beuHeHHast si9erika coxpaHsieT ¢GopMaTUpOBaHWE JlaHHBIX, OTOOpaXkaeMbIX B IEepPBOM
siuelike BbIIEJIEHHOTO IMana30oHa (3ajuMBKy ¢poHa, HauepTaHue mipudTa 4 T.J.).

[Ipy oOBegHEHWM s4YeeK OTMeYeHHbIM JMana30H CTAaHOBUTCS eJUHOW  SYeUKOH,
COXPAHSIOTCS JaHHble TOJIbKO K3 BepxHeW JIeBOW S4YeWKW J[Auala3oHa, JaHHble U3 JPYTUX
00Bbe/IMHsIeMbIX siueeK OyIyT yTepsiHbL.

PazbeguHUTL MOXXHO TOJIBKO Te S4YelKH, KOTOpble paHee ObUIM 00BbeAuHeHbl. [Ipu
pa3beJJMHEHUM sYelika pasfe/IMTCS Ha TO KOJWYeCTBO sYeeK, KOTopoe ObUIO /10 OO0beMHEeHUS.
JlaHHble, HaXOAMBIIMECS B OObeIMHEHHOW s4eriKe, OTOOpa3aTCs B BepxHEW JIeBOM sderke
BOCCTAHOBJIEHHOTI'O JIMalla30Ha, OCTaJIbHbIe STYeHKU OyAyT MyCThI.

Jyist oObeIMHeHUs UK PasfiesieHusl si9eekK BBIMOJTHUTE CIeAyIolre IeMCTBUS:

1. Broimenute HeoOXOoOUMEIE TUCHKU.

2. Bocnonwb3yiiTecb OIHUM U3 CHOCOOOB OOBeIMHEHUs WM pa3fiejieHus  siueek

(oTobpaXkeHre KOMaH]] WM KHOIIOK 3aBUCHUT OT BbIJIeJIEeHHBIX STYEeK):
— B komaHgHOM MeHI0 Tabsuma BeiOGepuTe O0OBeANHUTH STYelKH Wik Pa3beHUTh

AYeHKH,;
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— HaXMHUTe KHOIKY Eﬂ OO0beUHUTHh SYeHKH WU @ PazbequuuTh sAueliKu Ha
MaHeJIi UHCTPYMEHTOB;

— HaXMHUTe IpaBOM KHOIIKOW MBIIIM IO BblIeJIEHHBIM SYeiikaM U BblbepuTe ITYHKT
O6benuuuTh sueiikn/Pazbe M HUTD T9eHKH B KOHTEKCTHOM MEHIO;

— ucnonb3yiiTe codetanve kiasum  Alt+Ctrl+M (- Option+dt Cmd+M) s

obbeuHenus syeek U Alt+Shift+M (" Option+<> Shift+M) 171 pasbeuHeHUS.
Ins o6bekToB «Tabmuiia», CO3MAaHHBIX B CTOPOHHMX peJaKTOpax M 3arpy>KeHHBIX B

«MoiiOduc Tabnura», KHOIKU Ej O0BeUHUTEL AYeHKH WU @ PaznequuHuTh SSYeHKH Ha

IlaHeJIM UHCTPYMEHTOB U B KOMdH/ITHOM MEHIO TaﬁJmua HeOOCTYIIHBL.

3.2.21.10 Appecamus siueex

Kaxxmo#t ctpoke u cronbity nprcBauBaetcs 3aroyioBok B ctuiie Al wim R1C1. Kak mpaswuiio,
3aroJIOBKU CTPOK COCTOSIT M3 YMCeJI, a 3aT'0JIOBKU CTOJIO110B — U3 OyKB JIATUHCKOTO ajidaBuTa (CTHUIb
Al).
Anpecaniisi — 23TO ofpallleHHWe K s4YedKkaM WIM [dana3oHaM Ui WX JajibHeHIero
WCIIOJTb30BaHUS B BBIYMCIIEHUSIX. AJlpeca WIKU CChUTKH, ObIBAIOT TPeX BUJIOB:
— OTHoOCHUTeJIbHBIe CCBUIKH — U3MEHSIOTCS MPU KOMKMPOBAHUM WJIM ABTO3aIOJIHEHHH, TO
eCTb B KaXXJIOM CTpOKe WM CTOJIOIe, AJiss KOTOpPbIX CKONMpOBaHA HadajibHasi popMyia,
OyIyT yUUTHIBATHCSI HOBbIE JIaHHbIe. [10 yMOTYaHUIO BCe CChUIKM B peJlakTope MPUHUMAIOT
BUJ] OTHOCUTEJIbHBIX;

— ADCOIOTHBIE CCHUIKH — He W3MEHSIOTCS IPU KOMHMPOBAHUM WM aBTO3aIOJIHEHHH, TO
eCcTb OyyT YUUTHIBAThCS TOJILKO Te JIaHHble B siuelKax, Ha KOTOpble CChlaeTcs popMyiia.
Takoi BUJT CChIJIOK HEOOXOJIMMO HUCIOJB30BATh /IJisi GOPMYJI, B KOTOPBIX eCTh IOCTOSIHHbIE
BeJIMYMHBI, HAIpUMep, NPOIIeHTHAsI CTaBKa;

— CMenraHHbIe CCHUIKH — IIO3BOJIIOT COYeTaTh aOCOJIOTHBIM M OTHOCUTENIbHBIM ajipec.
Hanipumep, B ccouike B$5 He MeHsieTcsl HOMep CTPOKH, HO MOXeT MeHSThCsl HaMeHOBaHue

cTou0I1a.

B crune Al anpec siuediku COCTOWUT M3 OYKBEHHOIO MMEHHU CTOJIOIA M YMCJIOBOIO MMEHU
crpoku. Hanmpumep: Al, C12, G37, ND185 u T.11.

OTHOCHTeJIbHAS CChUIKA Ha s9elku ¢ agpecamu B ctwie Al mpunumaet Bupg Al, Bl, Cl u
T.0L.

A6comoTHBIe CCUIKU Ha STYeUKU C afjpecaMu B cTyjie Al IpUHUMAIOT BUJT:

— $AS1, $BS1, SCS1 u T.4. (cTonberr 1 CTpoKa He U3MEHSIFOTCSI ITPU KOITUPOBAHUU);
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— $Al, $B1, SC1 (cronber; He U3MeHsIeTCS IPX KOIMPOBAHUM);

— AS1, BS1, CS1 (cTtpoka He u3MeHsIeTCs ITPH KOMTUPOBAHUH).

B ctune R1C1 3aronoBku cTonbuoB U CTPOK COCTOAT U3 uucesl. AApec SYelKy IIPU 3TOM
dopmupyetcs o popmysie RnCm, rpie:
— R — ob6o3HaveHue CTpokH, a N — HOMep CTPOKY;

— C — obozHayenue cTonbia, a m — HOMep CToJIOIA.

Hanpumep, ums sdeiiku D5 B ctuiie R1C1 — R5C4. A6comntoTHasi CCbUulKa MPUMET BHU]T
R5C4, a oTHOCUTeNIbHBIE CCHITKU:
— R[5]CJ[4] (suetika, pacmonokeHHast Ha 5 CTPOK HIDKe U 4 CTPOKH ITpaBee TeKYIeH TIeHdKH).
— R[-5]C[4] (sueiika, pacmoyiiokeHHass Ha 5 CTPOK Bblllle W 4 CTPOKM IIpaBee TeKyllei
STYEUKH).
— R5C[4] (auefika, pacmojio)XeHHass B 5 CTPOKe JIMCTa W Ha 4 CTPOKU IpaBee TeKYIIeH

STYEUKH).

YT0OBI M3MEHUTh CTHIb OTOOpakeHUs CChIJIOK, BbIDeprTe MyHKT KOMaHJIHOTO MeHI0 Bum >
Crmib ceeiok R1C1.

Ecnu Ha MoMmeHT mnepekistoueHus Tabmunbl U3 pexkuma Al B pexxum R1C1 B Hell Obuin
abCOJIOTHBIE CCHUIKM, OHU OCTAHYTCS aDCOTIOTHBIMU.

Cchblnka Ha 1Mana3oH GOpPMUPYETCs 10 ABYM ero YIJIOBbIM siYelKaM:

— HayvaJbHa{ g4YerKa — JIeBbIM BePXHUM yroJl IUAIla30Ha;

— KOHeYHas f4yeiika — IIpaBblii HUKHUM YIOJ1 AUara3oHa.

HavanpHas v koHeYHas TYeHKU pas3elisiFoTCsl oriepaTopoM «:». Hampumep: B4:D6.
B nacronbHoit Bepcuu [10 MoitOduc npeycMoTpeHa BO3MOXXHOCTb IPUCBOEHUS TMAa30Hy
syeeK MMeHH, KOTOpoe MOXeT OBbITb MCIOJIb30BAaHO Ui BCTaBKU B GOpPMyJly BMECTO CCBUIKU C

HavyaJIbHOM U KOHeYHOH SYerKOMU.

3.2.21.11 I'panuns! sueex

[Io yMomuaHMIO IIpU CO3AHUM OKYMeHTa MeX Ay siueikaMy HeT rpaHull. Bunyumas Ha nucte
CceTKa YCJIOBHO OTHAeNsieT siuelKd OJIHY OT APYrow, 4ToObl paboTa C JIaHHBIMU ObUla Jierde, U He
oTtobpaXkaeTcsi Ipy Ne4aTd. B JokyMeHT MOryT ObITh oOaBIeHbl pa3Hble TPAHUIIBI AJis SUeeK WU

JHAIIa30HOB.
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YT0o0BI HA3HAYMUTH IlIapaMeTpbl I'paHULl IJId S'YeWKHM, Malla30Ha s4YeeK WM BCeu Ta6JII/II_[bI,

BbIJleJIuTe TpeOyeMble 3JIeMeHThl ¥ Ha)KMHUTe Ha CTPeJIKY CIIpaBa OT KHOIKHU HH PacIoJio>)keHHON Ha
MaHeJIu UHCTPYMeHTOB.

B oTkphiBIIEMCSI MEHIO HAaCTPOMTEe He0OX0IMMble NTapaMeTphl (cM. PrucyHok 33):

— B I1epBOM OJI0Ke yKa)kuTe THI T'paHuI] (Bce, JieBas, IIpaBasi 4 T.J.);

— BO BTOPOM OJIOKe YKaXKUTe TUIT IMHUU (TOHKasl, 0ObIYHAs, >KUPHAs JIMHUS U T.J1.);

— B TpeTbeM OJIOKe yKa)KUTe I[BeT 'PaHuIl.

= /] HeT rpanuubi

H TEEEEEn

Pucynok 33 — HacTpoiika mapaMeTpOB I'paHUI]

Tun rpaHul] TakXke MOXXHO BBIOpaTb C IOMOINBIO IIYHKTAa KOMaHAHOro MeHio Taomuma >
I'panunsl (HeT rpaHul], BCe TPaHUIlbl, BHEIITHUe TPaHUIIbI).

YTtobbI IIPUMEHHUTD yXKe 3aJaHHBIN CTUJIb I'pPaHUI K APYI'OMY UdIId30HY, BbIAEJIUTE Cl)pal"MeHT

TaOIUIIBI ¥ HA MTAaHEeJIM UHCTPYMEHTOB HaXKMHUTe KHOTIKY EE|
YT0OBl yHmanmuTh 3aJlaHHblE TPAHUIBl SYEHMKU WM [Wara30Ha, BBITOJTHUTE CJIeyIOIe
IeVCTBUS.

1. Boimenute sueiiky WM IAamnasoH, Jijisi KOTOPbIX HEOOXO0UMO OYMCTHUTh TPAHUIIBL.

2. Ha naHesi MHCTPYMEHTOB HaXXMHUTe Ha CTPeJIKY CIipaBa OT KHOIIKU EE‘
3. B oTkpbIBIIEMCSI MEHIO B TIePBOM OJIOKe YKaXKHUTe KaKue TPaHUIlbl HeOOXOIUMO yIaIuTbh U

BbI6epI/ITe 3Hauenve Her rpaHuanbl BO BTOpOM ooKe.

Ecmu B mepBoM win Bo BTOpoM Ojioke BbIOpaH Tun HeT rpaHMIbl, TO IDaHUIIBI sfUeeK
0TOOpa’KalOTCs B BUJE JIMHWW CBETJIO-CEpOro IBeTa. JTU JIMHUM YCJIOBHO pa3lesisioT SYelKu U
yIpomalT paboTy ¢ Tabmured. YCIOBHbIe TpaHUIIBI sS4YeeK He OTOOpaKaroTCs NP IedaTd U

aKcropTe AokyMeHTa B dopmat PDF.
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3.2.21.12 IlepeHoc no cjioBamM

TabnyyHblll peJlakTOp IO3BOJISIET [1epeHOCUTh JIaHHble BHYTPU SYeMKH 110 CJI0BaM, 4TOOBI
00J1er1uTh peJakTUPOBaHKe COJEePXKUMOr0 STYeHKH.
YTo6B! BKIIIOYMTH IIepeHOC II0 CJIOBaM, BBIJE/IUTe sSYelKy WM JManas3oH, Ui KOTOPBIX

yCTaHaBIMUBaeTcsi GopMart, ¥ BbibepuTe NYHKT KoMaHAHOro MeHio Tabnuna > IlepeHoc mo cioBam

HJIN HA’KMHUTE KHOIIKY -~ HEPEHOC I10 CJIOBaM Ha IIaHeJIM UHCTPYMEHTOB.

3.2.22 YucnoBrie ¢popMaThl

K dwuciam, xoTopele copepkaTcsi B siueiKaX, MOXHO INPUMEHSITb pa3yiuyHble ¢GOpMaThl.
dopMaTsl BIUSIOT Ha TO, KaK oTobparkaroTcst yucia. Hanpumep, ynciia MOXXHO TIPe/ICTaBUTh B BUjIE
JIEHEe)XHBIX eJUHUII, IMPOIIEHTOB WM APOOW, BPeMeHW WM JaThl. Takke HeKoTopble GopMaThl
MO3BOJISIIOT HACTPOUTH THUI TpeCTaBJeHUs OTPUIATEJIbHBIX YUCeJI, pa3[e/uTh B YUCJIAX TPYIIIbI
Pa3psIoB U BBIOPATh KOJIMYECTBO 3HAKOB, 0TOOpa’kaeMbIX TIOCJIe 3aTsSTOM.

YuciioBeie dbopMaThl HY)KHBI ISl TPAaBUJILHOW WHTepIpeTaluy JIaHHBIX MPH OIepaluysx B

«MoiiOduc Tabmura», HampUMep, MPY BLIYUCIIEHUSIX B GOpPMYyJiax.

3.2.22.1 HactpouTtsb ¢popmar ssueiiku

[To ymon4aHuio MpU CO3MaHUU JOKYMEeHTa BCeM siuerikaM IpucBauBaeTcsi ¢opmat OOmuii.
Ilpu BBOIe [AHHBIX B S4YelKy IpPWJIOXKeHUWe BCerfa IIbITAeTCS OlpefeluTb ee ¢opmar
aBToMaTH4ecku. Hanpumep, 1uist onpesiesieHust siueriku kak JleHexxHas 1ocse BBOJIa YMCJia BBeJUTe
COKpallleHHe, KOJI UJIM CUMBOJI BaJIFOTBI ¥ HAXKMHUTe kiaBuily Enter.
YTo6bI HA3HAYUTH HOPMAT SUEHKU BPYUHYIO, BHIIIOJIHUTE CJIelyIolliye AeCTBUS:
1. BoipenuTe siueliky WM [ManasoH, I KOTOPOro HeoOX0uMO Ha3HauuTb GpopMar.
2. HasznaubTe popmMaT 0JJHUM U3 CIIOCOOOB:
— BblbepuTe dopMar M3 CIKCKA B IyHKTe KoMaHAHOro MeHi0o Popmar > YucnoBoi
¢opmar;
— HaXMUTe Ha [TaHeJId UHCTPYMEHTOB KHOIIKY C Ha3BaHMeM TeKylllero ¢gopmara ss4erKu
Y BblOepUTe HY>KHbIN GOpMaT B BbIIAJ]AIOIIEM CIIUCKE;
— Ha)XMHUTe TIPaBOM KHOIKOM MBIIIH 110 BbIIEJIEHHOU siYeiiKe WJIM Jualia3oHy U BbIOepuTe
YucaoBoii ¢popMaT B KOHTEKCTHOM MeHIO. B OTKpBIBIIEMCSI OKHe BbIOepuTe HYXXHBIN

dopmat u Haxkmute KHONKy OK.

B Bemagarmem crnvcke ¢opMaToB PSAOM C Ha3BaHMeM @opmaTa II0OKa3aH Mpumep

OTO6pa)KEHI/IFI JAHHBIX B sSUYelKe, B Clly4dae IpuMeHeHHs BbI6paHHOFO BdPHWAHTA K sT9euKe. TeKYIJ_[Hﬁ
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bopmar BbIJieJIeHHOI sueliku 0603HaYeH B CITUCKe CUMBOJIOM % . B ciydae BbIesieHus [Uara3oHa
siyeeK B KaueCTBe TeKyIlero ¢popmaTa o6o3HaudaeTcs: GopMat BepxHel JIeBoW SYeKU.
Y1o0BI HACTPOUTH NTapaMeTpbl popMaTa ST9eKH, BBIIIOJIHUTe CIeflyIoIye 1eHCTBUSL:
1. Beipenure gueliky WM [uanas3oH, JJIi KOTOPOro HeoOXOAMMO HAaCTpPOMThb IlapaMeTphbl
¢dopmMara.
2. OTkpoiiTe OKHO HACTPOMKH OJTHUM M3 CIIOCOOOB:
— BbIbepHrTe MyHKT KOMaHAHOTO MeHI0 Popmar > UuciaoBoi ¢popmar > Hacrpoiiky;
— Ha)XKMUTe Ha [laHeJIM UHCTPYMEHTOB KHOIIKY C Ha3BaHHWeM TeKyllero gpopmara sS9eiiky U
BbiOepuTe HacTpoiiku B BbIIAAAIOIIEeM CITUCKe;
— Ha)XMUTe IPaBOM KHOIIKOW MBIIIX 10 BbIZIEJICHHOM SYeliKe WIX IMala3oHy U BblbepuTe
YucnoBoi ¢opMaT B KOHTEKCTHOM MEHIO.
3. B 51leBol yacTH OTKpBIBIIETrOCsl OKHAa BblOepuTe HY>XXKHbIM ¢opMar, a B IpaBOWd YacTH

YCTaHOBHTEe HeOOXOMMble TTapaMeTphl U HaxkmuTe KHONKY OK (cM. PucyHok 34):

Yucnosoii hopmart

06Lui
_ 101212
Yucnosown
LeHexHbli
PaspfenaTb rpynnbl paspsfos
DUHAHCOBbLIN
[Lara v Bpema Hucno ae
MpoueHTHbI#
[po6Hblii LaTens
JKCNOHEHUWaNbHbIA -1012,12
TeKkcToBbIi -1012,12
101212
(101212)

(101212) M

Pucynok 34 — IIpumep HacTpoiiku ¢popmara
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3.2.22.2 YBeJIMUNTH WIH YMEHbIINTH PAa3psTHOCTh

Hns uucen B dopmarax YuciaoBoit, [lenexusniii, PunancosBbiii, IIponeHTHBIH U
OKCIOHeHIHAJIBHBINH MOXHO YBEJIMYUTh WIA YMEHBIIUTh KOJMYEeCTBO 3HAKOB, OTOOpakaeMbIX
110CJIe 3alATOMN.

[Ipy yMeHbllIeHMM KOJIMYeCTBA 3HAKOB IIOCJIeJHUN BUAWMBIN pa3psifi aBTOMAaTUYeCKHU
OKpYTIJISIeTCSI B 3aBUCUMOCTH OT CKpbIBaeMoro 3Haka. OKpyryieHHe BBINOJHIETCS M0 CTaHIapTHBIM
MpaBUJIaM.

HacTpouTtsh konmmiecTBo 3HaKOB, 0TOOpaXkaeMbIxX 1OCJIe 3alsTON, MOXHO C ITIOMOIIIBIO:

— noJisg Yuciio AecITUYHBIX 3HAKOB B OKHEe HaCTPOWKHU ¢popMaTa SYerKH;

— KHOIIOK, paCIIOJIOKeHHBIX Ha IMTaHeJIM HHCTPYMEHTOB.

YToObI M3MEHUTh KOJMYECTBO 3HAKOB IIOCJIe 3alsiTOH C IIOMOIIbIO KHOIIOK Ha IIdHeJIH
HWHCTPYMEHTOB, BBLIIIOJIHWUTE Clieayroniyre e CTBUS:
1. BBIIIEJ'II/ITQ ;{qeﬁky WM JUAIIa30H sg4YeeK, CI)OpMaT KOTOPLIX IIOAJepP>XHBaA€T M3MEHeHHe

KOJIMYeCTBA 3HAKOB I10CJIe 3allSITOM.

. .00
2. Ytobnl YMEHBIINUTL KOJIMYeCTBO 3HAKOB IIOCJie 34dlldTOH, HAXMHUTe KHOIIKY —_

YMeHbIINTH pa3psagHOCTh. UTOOBI YBEJIMYUTH KOJIMYECTBO 3HAKOB IIOCJe 3allsiTOM,

.00
Ha)XMUTe KHOIIKY ~ = YBeJIMYUTh Pa3pAIHOCTD.

3.2.22.3 dopmar sgueriku OO0t

O6umit popMaTr NpUCBauBaeTCsl BCeM siYeliKaM I10 YMOJIYaHUIO B MOMEHT CO3[aHMs JIMCTA.
O6umii popmaT — yHUBEPCAJIbHBIN, U MOXKeT HUCII0JIb30BaThCsl BO BceX GpopMyax U GyHKIUSIX.

B atom ¢popmate B gquelike 0TOOpaXkalOTCs IepBble 8 CUMBOJIOB YHCJIA, OCTaJIbHBIE JOCTYIIHbI
IUIsl TIpOoCcMOTpa B cTpoke ¢opmyit. s npobHbIx yucen B ¢opmaTe OOmmMii He3Havalpe HYJIU B

JIPOOHOM YacTh He 0TOOpakaroTCsl.

3.2.22.4 ®opmat stueriku YucinoBoi

[Tpu uncioBoM popmaTe siueHKK MOXXHO HACTPOWUTh BHEIITHUN BUJI YMCell B siuelike:
— oToOpakeHUe pa3feuTesi TPYII pa3psiioB;
— KOJIMYEeCTBO IeCATUYHBIX 3HAKOB, 0TOOpakaeMBbIX 110CJIe 3alsTOM B JPOOHBIX YMCIIAX;

— THUII IpeJCTaBJIieHrs OTPpULldaTeJIbHbIX YUCeJI.

YToO6bI HACTPOUTH NTapaMeTphl popMaTa sTUeHKU, BBIIOTHUTE CIIeAyIolHe 1eMCTBUS:
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1. Beimenure sdeiiky wiM Auvana3oH, IJisi KOTOPOTO HeOOXOAMMO HACTPOUTh I1apaMeTphbl
¢opmMara.
2. OTKpoiTe OKHO HACTPOWKH OJTHUM M3 CIIOCOOOB:
— BbIbepHrTe MyHKT KOMaHAHOTO MeHI0 Popmar > UuciaoBoi ¢popmar > Hacrpoiiky;
— HaXXMUTe Ha MMaHe M UHCTPYMEHTOB KHOIIKY C Ha3BaHHWEM TeKyIlero ¢popmara siuerku u
BbiOeprTe HacTpoiiku B BbIIAAAIOIIEM CIIUCKE;
— Ha)XKMUTe TPAaBOM KHOIMKOM MBIIIH TI0 BbIZIEJIEHHOM sidelike WM IMANa30Hy U BbibepuTe
YucnoBoi ¢popMaT B KOHTEKCTHOM MEHIO.
B neBoit yacTH OTKpHIBITIEToCs OKHa BbibepuTe dopmaT UHCI0BOI.
4. YcranoBute ¢uaxxoxk Pa3mensiTh rpynmel paspsiioB, eCiid XOTUTe, YTOObI OOJbIue
ymcia ObUTA pa30MThI HA pa3psbl (B TAKOM CiIydae MeX[y pa3psjaMu OynieT oToOpakeH
npoben).

-

5. B nosne JlecaTuuHbIe 3HAKU IIPY [IOMOIIIM KHOIIOK ~ YCTAHOBUTE KOJIMYECTBO 3HAKOB,
KOTOpoe OyJleT 0TOOpakaThCsl ITOCIe 3aIsITOH.

6. Boibepute TUN npejcTaBiIeHUs OTPUIlATEIbHBIX YHCell (HalpuMep, BBIJIEJISTh [IBETOM WIN
0TOOpakaTh 3HAK «MUHYC» IIepej] YACIIOM).

7. Haxwmure kHOTIKy OK.

3.2.22.5 ®opmat siueiiku [l eHekHBIH

@opMar [leHekHBIM MCIIOIb3yeTCsl ISl TpPeJICTaB/IeHUs YMCeJ CO 3HAKOM WM KOIOM
BaOThl. [lo yMosyaHWIO BBeJleHHble YHMCJIa JIOTIOJIHSIOTCST Ha3BaHWEM BaJllOThI, KOTOpas
COOTBETCTByeT HACTpoMKaM s3blka B mpoduie u jokanuzanuu [10. Yrtobbl wucnosnb3oBaTh
0603HaueHHe IPYyTro BaJIIOTHI B siYelike, BBEUTE ee KO BPYUHYIO IIOC/e YHCIa.

YT06BI OBICTPO NepeBecTH sT9elKy B popMart JleHemHBbIIH, BBIIIOJTHUTE CeAyIolre eHCTBUS:

1. Beimenute siueiiky uiam avana3oH, GopMaT KOTOPbIX HEOOXOIUMO U3MEeHUTh.

T .
2. Ha maunenu HUHCTPYMEHTOB HA’KMHUTE KHOIIKY L‘— HEHE)KHBII/I.

[Ipu nenexxHom d¢dopmare SYeWKHM MOXXHO HACTPOWTHb BHEIIHWUM BUJI 4HCeNl B s4elKe:
KOJIMYeCTBO 3HAKOB, OTOOpakaeMbIX IIOCJIe pasfeuTelis, 3HAaK OTOOpa’kaeMOM BaJllOTbl M THI
[IpeJiCTaB/IeHu .

YT06BI HACTPOUTH apaMeTphbl GpopMaTa STUYEHKH, BBITOIHUTE ClleIyIolue JeHCTBHUS:

1. Boimenure sdeiiky wiM Avana3oH, IJisi KOTOPOTO HeOOXOAMMO HACTPOUTH IMapaMeTphbl

¢opmara.

2. OTKpoITe OKHO HACTPOMKU OJTHUM U3 CIIOCOOOB:
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— BpIOepUTe IYHKT KOMaH/IHOTO MeHI0 Popmar > Yucnosoii popmar > HacTpoiiku;

— Ha)XXMUTe Ha [laHeJIM UHCTPYMeHTOB KHOIIKY C Ha3BaHHWeM Tekylero ¢popmara sUeiiky u
BeIOeprTe HacTpoiku B BbIIAAAOIIEM CIIHCKE;

— Ha)XMUTe IPaBOM KHOIIKOW MBIIIN 110 BbIIeJIeHHOM siueliKe WIX IMala3oHy U BblbepuTe
YucoBoi ¢popMaTt B KOHTEKCTHOM MEHIO.

B s5ieBoit 4acTH OTKpHBIBIIEroCsi OKHa BbiOepuTe dpopmMat JleHexHbIin.

Y

B none HECHTI/I‘IHBIE 3HAKH IIpH IIOMOINMY KHOIIOK ¥ YCTAaHOBHUTE KOJIMYeCTBO 3HAKOB,
KOTOpoe 6y;[eT OTO6pa)KaTbC$I OCJIe 3alsTOM.

Hs BEBEITIA1AIOIIIEero CIIMCKa BbI6epI/ITe CHUMBOIJI NN 6YKBEHHOE obo3HayeHHe HEO6XOHHMOﬁ
BaJIIOTHI.

Haxkxmure kHorniky OK.

3.2.22.6 dopmar saueiiku PUHAHCOBBIHI

®dunHaHCOBBIM GOpPMAT STYEHKU TPUMEHSIeTCs ISl YKCell, MCIO0JIb3yeMbIX B OyXTralTepCKUX

JOKyMeHTaxX. B q)OpMaTe DHHAHCOBBIH BBeJJeHHOe YHCJIO dBTOMdTHUYeCKH JOIIOJIHAETCA Ha3BdHHEeM

BaJIIOThI, KOTOPasi COOTBETCTBYeT HaCTPOMKaM si3blKa B poduiie u jgokanuzaimu 110.

OTpI/IL[aTEJ'IbeIe YHCila B (bopMaTe DHHAHCOBBIM 3aKII0YaOTCS B KpyTiible CKOOKH B

siuerike, a B CTpoKe GpOpMYJI OCTAIOTCSI B TOM BHJie, B KOTOPOM ObLIT BBeJIeHBDI.

[Ipu ¢unaHcoBoM ¢PopmaTe sUeMKM MOXXHO HACTPOMTh BHEIIHWW BUJl YHUCesl B siueiKe:

KOJIM49eCTBO 3HAKOB, 0T06pa)KEIEMbIX IocJie pasgenuresisd U 3HdK 0T06pa>1<aeMoﬁ BaJIFOTHI.

YTo6bI HACTPOUTH NTapaMeTphl popMaTa siYeHKU, BBIIIOTHUTE CIIeAyIolye 1efCTBUS:

1.

Beienurte s4eiiky wid AuanasoH, Ui KOTOPOro HeoOXOJMMO HACTPOUTh HapaMeTphbl

¢dopmMara.

OTkpoiiTe OKHO HACTPOMKU OJTHUM U3 CIIOCOOOB:

— BbIbepHrTe ITyHKT KOMaHAHOTO MeHI0 Popmar > UuciaoBoi ¢popmar > Hacrpoiiky;

— Ha)KMUTe Ha [laHeJIM UHCTPYMEHTOB KHOIIKY C Ha3BaHHWeM TeKylllero gpopmara sS9eiky U
BbiOepuTe HacTpoiiku B BbIIaAaI0IIeM CIIUCKe;

— Ha)KMUTe IPaBOM KHOIIKOW MBIIIU 110 BbIJIeJIeHHOM siuelike WIM JUala30Hy U BbIOepuTe
YucnoBoi ¢opMaT B KOHTEKCTHOM MEHIO.

B neBoii yacTH OTKpBIBIIErocsi okHa Beibepute ¢popmMaT PHHAHCOBBIMN.

Y

B mose HECHTI/I‘IHBIE 3HAKH IIPH IIOMOINMY KHOIIOK ¥ YCTAHOBHUTE KOJIMYeCTBO 3HAKOB,

KOTOpoe OyJileT 0TOOpakaThCsl TIOCJIe 3aTsTOM.
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5. M3 BrImagaromiero crnvcka BbibepuTe CUMBOJI WK OykBeHHOe 00603HaYeHHe HeoOX0JuMOou
BaJIIOTHL.

6. Haxxmure kaHonky OK.

3.2.22.7 ®opmatsl ssueriku [laTa u Bpems

Ecnu B g4eliky BBOOUTCS YUCIIO B pOpMaTe aThbl, BDEMEHU WJIN AaThl U BPEMEHU, TO TaHHOU

s4yeliKke aBTOMaTUYeCKHU HazHavaeTcs popmat JlaTa ¥ BpeMsi COOTBETCTBEHHO.

Y100BI HACTPOUTH NTapaMeTpbl popMaTa ST9eKH, BBIIIOJIHUTe CIIeflyIoIye 1eACTBUSL:

1. Boiienure s4eliKy WM AuanasoH, JUIsi KOTOPOrO HeOOXOJMMO HAaCTPOWUTH I1apaMeTpbl
¢dopmMara.

2. OTkpoiiTe OKHO HACTPOMKH OJTHUM M3 CIIOCOOOB:

— BbIbepHrTe IMyHKT KOMaHAHOTO MeHI0 Popmar > UuciaoBoi ¢popmar > Hacrpoiiky;

— Ha)KMUTe Ha [laHeJIM UHCTPYMEHTOB KHOIIKY C Ha3BaHHWeM TeKyllero ¢popmara sS9eiky U
BbiOepuTe HacTpoiiku B BbIIIaAaI0IIeM CIIUCKe;

— Ha)XMUTe IPaBOM KHOIIKOW MBIIIX 110 BBIZIEJICHHOM sS4YeliKe WIX IMala3oHy U BblbepuTe
YucnoBoi ¢opMaT B KOHTEKCTHOM MEHIO.

B neBoii yactu oTKpBIBIIErocsi okHa Beibepute ¢popmar JlaTa u Bpems.

4. B mpaBoii yactu okHa Bbibepute ¢popmar maTel U dopmaT BpeMeHU. Eciu Heobxonumo
yKas3aTb TOJIBKO JIaTy WIH BpeMs, BbibepuTe BapuaHT «HerT» nmns ¢opmara, KOTOpBIA He
Oymer ykaszaH (npu 1DonbITKe BBoja BapuaHTa «Her» g ob6oux ¢opmatos,
aBTOMATHYeCKU yCTaHABIUBAETCS OIUH U3 GPOPMATOB).

5. Haxxmure knonky OK.

dopmatbl aThl U BpeMeHU MOTYT 3aBUCeThb OT perdOHalIbHbIX HacTpoek. HeszaBucrmble
¢dopmatbl 0603HAUEHbI B CHMCKAaX Mojickaskamu. Eciu BbiOpaH He3aBUCUMBIM dopmar, a mocie
3TOT0 YCTAaHOBJIeHA JlaTa, 3aBUCUMasl OT perMOHaJIbHBIX HACTPOeK, TO BeCb ¢popMar OyJieT niepeBe/ieH
B HEe3aBUCHMBIH.

Bcem mannbiM B ¢opmatax JlaTa um BpemMsi COOTBETCTBYeT MCXOJHOe YMCJIO. Touka ero
oTcueta st Bcex mat — 30 mekabps 1899 roma, ube ucxomHoe uymcio paBHo 0. Hampumep,
rcxoaHoe yrciio ajisg aatel 1 suBaps 1900 roga = 2.

HcxonHoe 4MCiio AaThl W/WIKM BpeMeHH HeoOXOAUMO IpH BbIYMCIIeHUsX. MHaue suelkd C
aTaMU pacCMaTpUBAJIMCh Obl KaK TeKCTOBble M He MOIJIM Obl MPUHUMATb pOJIb ApIyMEHTOB B
dbopmynax ¥ GyHKIUSX.

HcxongusiM unciioM uid 1aHHbIX ¢popmaTta JlaTta Bcerna Oynert 1esnoe uncio. YTobsl yBUneTh

ero, u3Menure popmat sueiiku Ha UucaoBor. McxonHbIM YMCiIOM ISl JaHHBIX ¢opMaTa Bpems
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Bcerpa Oynet yucio u3 uHtepnana ot 0,0 mo 0,999988426. Utob6b! yBUeTh ero, usMeHure ¢popmar

qJ4erKy Ha YHCJI0BOMH.

3.2.22.8 ®opmar sueriku [IponeHTHBIN

IToT PopmMaT UCTIONIb3yeTCs il TPeJICTaBIeHus] Yucesl Kak mpoieHToB. [Ipu npumeHenuu
¢dopmara IIporeHTHBIN BBeJleHHOe 4nciio yMHOXaeTcs: Ha 100 1 o603HavaeTcst 3HaKOM «Yo».
YTo6n1 ObICTpO NepeBecTH dopmaT B IIponeHTHBIHN, BHITIOJIHUTE CIleTyIOIe IeCTBUS:

1. BoimenuTe siuediky WM uana3oH, popMaT KOTOPbIX HE0HXOIUMO U3MEHUTb.

) .
2. HaxxmuTte KHOIIKY 26 IIponeHTHBIN Ha ITaHeJIM UHCTPYMEHTOB.

[Tpu npouieHTHOM popMaTe sTUEMKU MOXXHO HAaCTPOWTD BHEIIHWI BU] YKCell B sSiUYeliKe, yKa3aB
KOJIM4eCTBO 3HAKOB, 0TOOpaXkaeMbIX I10CJIe pasfesInTessl.
YToObI HACTPOUTD TTapaMeTphl GpopMaTa sTYeHKU, BBIIOTHUTE CIIeAyIOlHe 1eHCTBUS:
1. BoiienuTe s4eliKky WM AUana3oH, JUIsi KOTOPOIO HeoOXOIMMO HACTPOMUTH I1apaMeTpbl
dopmara.
2. OTKpoiiTe OKHO HACTPOUKU OJTHUM M3 CIIOCODOOB:
— BpIOepUTe IyHKT KOMaH/IHOTO MeHI0 Popmar > Yucnosoii popmar > HacTpoiiku;
— Ha)XXMUTe Ha [laHeJIM UHCTPYMeHTOB KHOIIKY C Ha3BaHHWeM Tekylero ¢popmara sSUeiiky u
BbIOepuTe HacTpoiiku B BBINAIal0IIEM CIIHCKE;
— Ha)XMUTe IPaBOM KHOIIKOW MBIIIN 110 BbIIeJIeHHOM siYeliKe WIN IMala3oHy U BblbepuTe
YucoBoi ¢popMaT B KOHTEKCTHOM MEHIO.

3. B neBoit yacTu OTKpBIBIIETrocst OkHa BbibeprTe popmaT IIponeHTHBIN.

Y

4. B mpaBo# yacTi OKHa B Tojie YHMCI0 eCATHYHBIX 3HAKOB TIPU IOMOIIM KHOMOK
YCTaHOBUTE KOJIMYECTBO 3HAKOB, KOTOPOe OynieT 0ToOpaXkaTbCs IOCIIe 3alsTOM.

5. Haxwmure kHoniky OK.

3.2.22.9 ®opmat siueriku JIpodHBII

ITOT popMaT UCHOJIb3yeTCs IS ITpefiCTaBIeHus YKcell B Buze Ipoou.
[Tpu npo6HOM dopMaTe SUeMKH MOXXHO HACTPOUTH BHEIIHWH BHJ| YKCeJl B siueiike, BHIOpaB
BUJI IPOOU.
YToObI HACTPOUTH TTapaMeTphl popMaTa sTYeHKU, BBIIOTHUTE CIeAyIOlHe 1eMCTBUS:
1. Boimenure sueliky WM Juamnas3oH, JJIsi KOTOPOro HeOOXOAWMO HAaCTpPOUTh IapaMeTphbl
¢opmara.

2. OTKpoITe OKHO HACTPOMKU OJTHUM U3 CIIOCOOOB:
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— BpIOepUTe IYHKT KOMaH/IHOTO MeHI0 Popmar > Yucnosoii popmar > HacTpoiiku;
— Ha)XXMUTe Ha [laHeJIM UHCTPYMeHTOB KHOIIKY C Ha3BaHHWeM Tekylero ¢popmara sUeiiky u
BbIOepuTe HacTpoiiku B BBINAIal0IIEM CITHCKE;
— Ha)XMUTe IPaBOM KHOIIKOW MBIIIN 110 BbIIeJIeHHOM siueliKe WIX IMala3oHy U BblbepuTe
YucoBoi ¢popMaTt B KOHTEKCTHOM MEHIO.
3. B mpaBoii yacTi OKkHa BbIbepuUTe TUIN IpeJiCTaBlieHus IPOOHOT0 YMCIIa.

4. Haxwmure kHoniky OK.

3.2.22.10 ®opmaT sTyeHKN JDKCIOHEHIINATbHBIH

OKCIIOHeHIIMAJbHbIM ¢popMaT oTobpakaeT BBelleHHble JJaHHble B OKCIIOHEHI[MaJIbHOM BUJE,
3aMeHsI st YacTh uncia Ha E + n, rae E ob6o3HavyaeT skCroHeHIIMaIbHOe TpeficTaBlieHre (YMHOXeHH e
npellecTByolero yncia Ha 10 B crenenu n). Hanpumep, skcrioHeHIManbHbi popMaT C YeThIPbMS
3HAKaMH I0CJIe 3ansTol oTobpaskaer 55991212142 kak 5,5991E+10, To ectb 5,5991, ymHOXEHHOE
Ha 10 B mecqToi CTelleHu.

B skcnoneHnmanbHOM dopMaTte siYeMKU MOXXHO HAaCTPOUTh BHEIIHWW BHUJI YKCeNl B sUeiike,
yKa3aB KOJINYeCTBO 3HAKOB, 0TODpaXkaeMBbIX I10CJIe Pa3fiesuTels.

YT0o6B! HACTPOUTH NTAapaMeTphl (popMaTa STYeHKHU, BBIIIOJIHUTe CIIeAyIolye 1efCTBUS:

1. BeigenuTe siueliKky WIM JAvamnasoH, Ui KOTOPOTO HeoOXOJUMO HAaCTPOWUThb IlapaMeTphl

dopmara.

2. OTKpoiiTe OKHO HACTPOMKU OJTHAM K3 CIIOCOOOB:

— BbIOepuTe IyHKT KOMaH/IHOTO MeHI0 Popmar > Yucnosoii popmar > HacTpoiiku;
— Ha)XMHTe Ha ITaHeJIM UHCTPYMEeHTOB KHOIIKY C Ha3BaHHWeM TeKylIlero gopmara SS9elKy U
BbIOepuTe HacTpoiiku B BbINIa/IaloIEM CIIMCKE;
— Ha)XXMUTe IPaBOM KHOIKOW MBIIIX 110 BbIIeJIEHHOH siuelike WM JIMAla3oHy U BblbepuTe
YucinoBoi ¢popMaT B KOHTEKCTHOM MEHIO.
3. B npaBo¥i 4acTy OKHa BblOepuTe TUII IIpe/ICTaBIeHUs IPOOHOTr0 YMCIIa.

4. Haxwmure kHonky OK.

3.2.22.11 ®opmar sueiiku TexcToBbIi

B ¢opmate TekcToBBII BBelleHHble IaHHble He IIpeOOpa30BLIBAIOTCS M OJUHAKOBO
0oTOOpaXkaloTcs B siUelike U CTpoke GpOpMyII.
B ommmure or OOmero, naHHble B popmare TeKCTOBBIH He yUUTHIBAIOTCS B IIpoIiecce

BBIYKCJIEHUM, OaXKe eClU BHYTPHU STYeMKM HaXOJMUTCS YKCJIO, eCJIM JaHHas SYyeliKa He BKJII0YeHa B
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pacuer c ucnosb3oBaHveM TekcToBbIx ¢yHkumi (cM. [Ipunoxenue 1. Ilepeuens dopmyn u ux

onucaHue). ITOT GpopMarT IoJie3eH sl UCKII0YeHHUs] HeKOTOPBIX YKMCesl U3 MaCcCUBa apI'yMeHTOB.

3.2.23 ®opmynbl U pyHKINH

®opmyna — m000e BbIpakeHHe B siuelike, KOTOpOe HAayMHAaeTCsl CO 3HaKa «=». DopmMyiibl
MOTYT COflepXXaTh QPYHKIIMY, 3HAaUeHHUs], aJipeca siueeK, UIMeHa, OIlepaTophl IeMCTBUH U .

@yHkIU — TpeaycrtaHoBieHHas ¢opmyna «MouOduc Tabmuna», s BBIYUCIEHUS
KOTOPOM He0OXOIMMO HUCIIO/Ib30BaTh apPIyMEHTBHI.

Sgeiika, B KOTOPYIO BBOAUTCS HOPMyIIa WK (PYHKIUS JOIIOJIHUTEIbHO BBIIEJIseTCs Ha JINCTe
Y BCerja BUJHA, Aake IIPH Ilepexojie Ha Ipyrov JiucT. HakmuTe Ha UM S4eMKU WM KJIABUIIY
Enter Ha xyiaBUaType, 4T00bI OBICTPO MepelTH Ha JIUCT ¢ GOpMYJIoN Wiu GpyHKIIMeH, eciiv siueika
dopmyon uinv GyHKIMer pacroyoXKeHa Ha APYroM JIUCTe.

Bo Bpemst paboTel ¢ pOpMyJIOM MCHOJIb3yeMble SYEHKU BBINENSIOTCS IIBETOM U PaMKOHU
(HeakTHBHBle — IYHKTHPHOW, a aKTWBHAas — CIUIOHMIHOM). lIBeT paMKu U BblfiesIeHUs STYeWKHU
COOTBeTCTBYET I[BeTy Ha3BaHUs siueiiku B popmyile. Slueiika CTAHOBUTCS aKTUBHOW IIpY BbIOOpe ee
Ha JIMCTe WJIM YCTaHOBKe Kypcopa B Ha3BaHUe sS'9elKU B GopMyIie.

B npusnoskxeHMH MOXXHO IIOCMOTPeTh pe3ysIbTaT BBIYMCIIEHHs 4acTH GOPMYyJibl, BBeJIeHHOU B
a4eriky. s atoro BeibepuTe Y€Ky U BbIAENINUTE YaCcTb GOPMYJIbl B CTPOKe (GOpMYJI WIK B CaMOU
syelike B pexkuMe pefjaktvpoBanust. Hag ¢popmyrioit mossBUTCS BCIUIBIBAIOIee OKHO C BBIYHCIIEHHBIM
3HaYeHUeM.

[Ipu BBOZIe popMyiIbl B BhINIAAAIOIEM CIIMCKe MOACKA30K 0TOOPaXKalOTCs HA3BaHUSL:

3 MMEHOBAaHHBIX IMANla30HOB;

— ‘FX — dyHKIINT;

- @ — TabOIuUII.

HaunmeHoBaHUMS MOJICKA30K B BBINAAAIONIEM CIIMCKe OTCOPTHUPOBAaHbI MO andaButTy. Eciu B

CIIMCKe IIOJJCKa30K OTO6pa>KaI-OTCH OJWMHAKOBbBIE MMEeHd (C pa3H0151 00/1aCThIO paBMeH_IEHI/IEI), TO psAaoM

C 3TUMM UMeHaMu oTobpaxkaeTtcs ux aapec (Kuura mmm Jlucr).

3.2.23.1 OcHoBHBIe NpUHITUIIBI BBOAA ¢popMys1 1 GyHKIIUI

[Ipunnunbl BBozia popmMyst v GyHKITUNA:
— @opMyiia Bcerja HaUMHaAeTCsl CO 3HaKa PaBeHCTBA «=».
— Ilocye 3HaKa paBeHCTBA MOTYT CJieloBaTh QyHKIIMH, KOHCTAHTHI, aJipeca siueek, olepaTopsl

IeCTBUM U IpyTHe 3JIeMeHTHI.
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— Bce oTkpbIBarolye U 3aKpeIBaoIIye CKOOKY JO/DKHBI ObITh COTIaCOBAHHBL.
— Obs3aTenbHble apryMeHThl UCII0JIb3yeMbIX GYHKIIUN JOJKHBI ObITh YKa3aHbI.

— KoncraHTh! He JOJDKHBI COOEPXKATh CUMBOJI «$».

I oyukmuin AYEUKA 1 TH®OPM BBoAWTEe TEKCTOBLIE MapaMeTpbl Ha aHTJIMMCKOM
s3blKe, 3aK/I04asi MX B JIBOVWHbIE KaBbIYKM UM MCIOJIb3Ys pasfenuTesib «;». Hampumep:

=JYEUKA("contents";A2), =MH®OPM("system").

3.2.23.2 ABTOMaTHU4ecKoe BEIYHCIIeHHe PyHKITUI

Ecnu BeimenuTh B Tabnuile Uamna3oH sueek, TO MPUWIOXKeHWe aBTOMAaTUYeCKH MO/ICUUTHIBAeT
VISl UX COJIEP’)KUMOI0 3HA4YeHUsl CaMbIX HCIOIb3yeMblX OGYHKIWNA. BbluncieHHble 3HaYeHUs
0TOOpaXkaloTCsl B CTPOKE COCTOSIHUS:

— CPEJIHEE — Bbrumcrsier cpejiHee 3HaueHHe BCeX YMCeJl BblJIeJIeHHOTO JTarna30Ha;

— CYMMA — BbIUUCIISIET CyMMY BCeX YHCeJl BblJIeJIeHHOI'O Juala30Ha;

— KOJIMYECTBO — BBIBOOWT KOJMYECTBO 3HAYeHUWM B BbIJEJIeHHOM [ualla3oHe.

Y4YuTHIBaIOTCS YHMCIOBBIE U TeKCTOBLIE 3HAYEeHU;

— MAKCHUMVM — BbIBOOUT Haubosiblllee 3HayeHHWe Cpelld BCeX YKCesl BbIJIeJIEHHOIO
JUAaIla30Ha;

— MUHMMVM — BBIBOOUT HaWMeHblllee 3HAaYeHWEe Cpelld BCeX 4YHCeNl BbIIeJIeHHOIO
IraIla30Ha;

— KOJIMYECTBO YUCEJI — BBIBOOUT KOJUYECTBO YHCJIOBLIX 3HAYEHUH B BBIOEJIeHHOM

JvarasoHe.

Y100BI HACTPOUTH CITMCOK 0To6pa>KaeMbe qJYHKHHﬁ, B CTPOKe COCTOSAHHA HAXMHUTE KHOIIKY

m " B OTKPbIBIIEMCS CIIMCKe OTMeTbTe (l)JIa)KKaMI/I HY>XHbIe qDYHKIII/II/I

3.2.23.3 BcraBuTh QpyHKIIHIO

Jljis BCTaBKU B JIOKYMeHT (PYHKIIMU BbIIeJINTe siUeliKy, B KOTOPYIO BBOOUTCS QYHKIWS, U

BOCHOHBBYﬁTECb OOHHM M3 CII0CODOB:

BbIOEpUTe MMyHKT KOMaHIHOTO MeHI0 BecraBka > ®yHKIuS;

Ha’XMHTe Ha I1aHeJIM UHCTPYMEHTOB KHOIIKY *** EIIIB W B BbIIlaJdlonieM CIIMCKe BbI6epI/ITe

NyHKT PyHKIUA;

Ha)XkMHTe Ha OOKOBOM naHesu KHONKY | % BcraBuTh GpyHKIMIO;

— HaXXMUTe B CTPOKe GpOpPMYJI KHOIIKY x BcraBuTth QyHKITHIO.
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Ha sxpane oTkpoeTcs naHesnb paboTsl ¢ GyHKIUAMHU (CM. PucyHok 35).

4 BcTaBuTb QYHKUMNIO x ®
= Q
Bce rog
HepaeHwe LATA
DPuHaHcoBbIe OATAZHAY
Hata n Bpe... OATAMEC

hMaTemaTuy.. JEHL

Cratuctmue.. - .  KOHMECAUA
-

rof (pava)

Bo3BRAELLEET rof, COCTBETCTEYHOLWMA
3afaHHOR gate.

nata

[aTa, W3 KoTopoil TpeGySTCA BEPHYTb rof.

Pucynok 35 — [lanesb paboThl ¢ pyHKIMSAMU

[laHesib paboThI C GYHKIUSIMU COAEPXKUT CIIeAYIOIIMe 3JIeMeHThI:

— TI0JIe Jij1sl BBOJIa HAUMEHOBAaHUSI UCKOMOW QYHKITNH;

— TIaHeJb MepevHs TOCTYMHbBIX QYHKIIHIM;

— KHONKa BcTaBUTH ISl BCTaBKU BbIOpaHHOW (YHKIMM B BbIOpaHHYyIO sideiiky. Eciu B
sigerike yxe ObUla QyHKIHS, TO BhIOpaHHas GyHKIMs OyaeT mobaBieHa B KOHeIl CTPOKH.
Ecnu e B siuelike He ObUI0 QYHKIIMU, TO ee COAeP>KUMOe DOyleT 3aMeHeHO Ha BbIOpaHHYIO
dyHK1IHIO;

— oInvcaHue BbIOpaHHOM PyHKIMU (0TOOpakaeTcs Mociie BbIbopa PpyHKIMM).

B none noucka HayHWUTEe BBOJWTH Ha3BaHWe YHKIMH W/WIM BbIOepUTe U3 IpeJyI0XKeHHOTro
CIIMCKa He0OXOAUMYIO QYHKIIMIO.

Haxxmvute kHonky BeraBuTh win kiaBuily Enter, yToObl BCTaBUTh QYHKIIMIO, I1OCJIE Yero
BBeJIUTe apryMeHThl GYHKIIMK U HAXKMUTe kiaBuiity Enter, 4To6bl 3aBepiiTh BBOJT G YHKITAU.

BBox ¢yHkIui Takke BO3MOXKeH HEMOCPeJICTBEHHO B BBIODAHHOM siuelKe WM B CTPOKe

dopmyi (cM. pasgen Ctpoka dopmyn).
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3.2.23.4 KonupoBaHue u BcTaBKa ¢popmyn

KonupoBanne u BcTaBka ¢GOpMyJl  OCYLIECTBIsSeTCS  CTAHJAPTHBIMU  CIIOCOOaMH

(cm. pasnenbl KonupoBaTh JlaHHbIEe U BCTaBUTH IaHHBIE).

[Tpu Heo6xoaMMOCTH M3 OJJHOU STYEHMKH MOXKHO CKOIIMPOBaTh GOPMYyIly, a B APYIYIO SYEUKy
BCTaBUTh HTOTOBOE 3HayeHHWe JToW ¢Gopmysbl 6e3 camoi ¢opmyinbl. [l 3TOro BBIMOJTHUTE
ClleqlyIolye JIeHCTBUS:

1. Ckomnupyiite $popMyIly CTaHAAPTHBIM CIIOCOOOM:

— IIpY KOIIMPOBaHMUM JIAaHHBIX U3 siYelKy B paboyeil 061acTi — KM3MEHSIOTCSI CCBUIKU Ha
aprymeHTel B ¢opmyine. Jljis ToyHOro KONMpPOBaHUsSI (OPMYJIbI C KOHKPETHBIMHU
apryMeHTaMH BOCIIOJIb3YHTeCh CTPOKON GpOpMy!;

— IIpM KOIMPOBAaHWMU JIaHHBIX M3 CTPOKU OpMYyJl — CCBUIKM Ha S4YelKd B
CKOIIMPOBAHHOM popMyIle He U3MEHSIIOTCS U IlepeHoCATCs 6e3 IOBTOPHOM IPUBSI3KH.

2. Boipenute siueliky, B KOTOpPYIO TpeOyeTcsl BCTaBUTh UTOIOBOe 3HaYeHHe 3TON GpOopMyIIbL.

3. BpInonHUTe KOMaHy BCTaBKU OJHUM U3 CIIeAYIOIIMX CII0COO0B:

— BblbepuTe NyHKT KoMaHAHOro MeHio IIpaBka > BcTaBUTH TOJIBKO 3Ha4eHUs1, YTOOBI
BCTaBUTb TOJIBKO TEKCT (pe3yJibTaT BbIYUCIIEHUs]), WIA NyHKT BCcTaBUTH 3HaYeHHUs U
¢opmMmat, 4TOOBI BCTaBUTh pe3yJsIbTaT BbIYUCIeHUs U GopMaTUpOBaHKe, IpUMeHeHHOe B

CKOIIMPOBAaHHOU SYelKe;

— HaXMHWTe Ha IaHeJId UHCTPYMEHTOB Ha CTPeJIKy CIipaBa OT KHONKH ‘& BcraBuThH U
BblOeprTe NYHKT BCTaBHTH TOJBKO 3Ha4YeHHsl, YTOObl BCTABUTh TOJIBKO TEKCT
(pe3ysbTaT BBIYMCIIEeHUs]), Wi BcraButrh 3HadeHuss u ¢opmar, 4TOObI BCTaBUTh
pe3yJbTaT BbIYMCIIeHUs U GopMaTHpOBaHue, IPUMeHeHHOe B CKOITMPOBAaHHOM siueliKe;

— Ha)XXMHUTe IpaBOM KHOIIKOM MBIIIH 110 siYeliKe U BblOepuTe B KOHTEKCTHOM MEHIO ITYHKT
BcraBuTh TONBKO 3HAyeHHsl, YTOObI BCTAaBUTb TOJIBKO TeKCT (pe3yJsbTaT
BBIYMCJIEHUS), WIKM TYHKT BecTaBuTh 3HayeHus1 1 ¢popMar, YTOObI BCTaBUTh pe3yJIbTaT
BBIYMCJIEHUS UM (opMaTupoBaHMe, IIpUMeHeHHOe B CKOIMPOBaHHOW suelike. Jljis
BCTaBKHU uepe3 KOHTEKCTHOe MeHIO IIpeJloCTaBbTe Opay3epy paspellleHHe Ha JIOCTYI K
b6ydepy obmeHa;

— ucnone3yiiTe  codetanue kiuasum  Ctrl+Alt+V (¢ Cmd+\_ Option+V) Ha

KJIaBUATYype.
3.2.23.5 Ilopsimok BBINOJIHEHUSA onepanuii B ¢opmyJie

Ecmu B (bOpMy'J'[e HCIIOJIb30BAHO HECKOJIbKO Pd3HbIX OIIepPATOPOB, IMOPAOK JIeVCTBUM 6YI[€T

onpenesaTbCA 110 CJIeAYIOIIUM ITPDaBUJIaM.
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1. IlepBbIMU BBIIOJIHSIIOTCS OTlepaIiiy B KPYIJIbIX CKOOKAX:
— BHYTPH CKOOOK OIlepaliiy BBIIIOJIHSIOTCS B COOTBETCTBUM C IPUOPUTETOM OllepaTopa;
— ecId BHYTPU CKOOOK eCTb BJIOXKEHHble CKOOKH, OIlepallid B HUX BBINOJIHSIOTCS B
IIepBYIO O4epe/lb.
2. Onepanyy 3a IpefiejlaMd CKODOK BBIIIOJIHSIFOTCSI B COOTBETCTBUM C IIPUOPUTETOM
oleparopa.

3. Omepanyy ¢ 0OIMHAKOBBIM IIPHOPUTETOM BBIITOJIHSIOTCS CJIeBa HAIpaBo.

[TpriopuTeTs! OIepaTOpPOB IPY BBHINIOJIHEHUH JIeMCTBUI B pOopMyJle IIpUBe/ieHbl B Tabuuie 1:

Tabmuia 1 — [IpuopuTeTsl oriepaToOpoB

IIpuopurer Omneparop DyHKUHA oneparopa
1 : OmnepaTtop oO6beuHeHUsI
2 [TpoGen
3 % Brruuciienve 1011 B IpoiieHTax

VHapHbI# 1UTI0C

+
4 YHapHBIA MUHYC
YHapHbIM 11poben
5 A Bo3sBenienue B cTeneHb
* YMHOKeHue
6
/ Henenve
+ Cioxenue
7
- Brruuranue
8 & ObpenvHeHHe JIByX TeKCTOBBIX CTPOK B

OITHY
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IIpuopuret Omneparop dyHKIU onepaTopa
OmnepaTopbl CpaBHEHUSL:

= PaBHO
> Bonbire

9 < Mewnbiiie
>= Bosibiiie unu paBHO
<= MeHblile WM paBHO
<> He paBHO

3.2.23.6 Oneparops! gericTBHI

ApudmeTtrdeckrie orepaTopbl OMPeJENISIOT OTlepallii Ha/l YUCIOBBIMUA GOpMaTaMH JIAHHBIX,
a Takke Hajg popmatamu JlaTa u Bpems. Eciiv onepan uMeeT HEYUCIIOBOUM ¢opMaT, B pe3ysbTaTe
omepaIyiy BHIBOAUTCS ormmbka «#3HAU!y.

Omucanue orepaTOpPOB JEHCTBUIM HAXOAUTCS B Tabmute 2:

Tabmurma 2 — OnepaTophl IeCTBUM

3Hak omeparopa 3HaueHne IIpumep

+ Cnoxenwne =6+7
Boruuranue =B12-B3

) Orpurnanue 45
* YMHOXeHUe =86%34
/ Jenenue =36/3
A Bo3zBenenue B crenenn =D8"2
% Brrumcnenue qomu B MporieHTax 76%

YT0oOHBI U3B/IeYb KOPEeHb YMCJIA, UCIOJIb3yHTe GOpPMYJTy CJIe[IyIOIIero BUIa:

=M*(L/N),
rage M— 4YKCJIO0, U3 KOTOPOI'O M3BJIEKAETCS KOPeHb, N — mnoka3zartesib cTereHu KOpHHI.

Hanpumep, popmymna =36”(1/2) uzsnekaeT KBapaTHBIA KOpPeHb 4ncia 36.
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OHepaTOpr CCBbUIOK MCIIOJIB3YIOTCA OJId OIMMCAHHA CCBUIOK Hd AWAIId30HbI d49eeK. CcoutaTbcst

MO>KHO Kak Ha s'YelKU TeKyIllero JIMCTa, TaK ¥ Ha sSYelku APyTUx JucToB (cM. PucyHok 36).

fx =CYMM(BZ+ ) v
p A B C D E F G

1

2 44 12 13 53 64

3

4

5

6

7

8 | [ a7l

9

=
-

L[
=
=
(o)
=
[
=+

Pucynok 36 — [Ipumep ¢bopmyIibl ¢ apryMeHTOM Ha JIpYTOM JIUCTe

Omnucanue orepaTOPOB CCbUIOK HaXOJUTCS B Tabinuiie 3:

Tabnuna 3 — OnepaTopbl CCHUIOK

3Hak omeparopa BremosHsemoe felicTBHe IIpumep

CTaBUTCSI ~ MeX] IepBoil U
| Mewly uep B1:D7
I1ocyiefHeu sT4YerKOoUu Jralld30Ha.

Cospaer cchUIKy Ha sueiiky Wi | —CyMM(B2+JIncr2'!B2)
'‘umsmcTa'l IMania30H sSYeeKk Ha JPYroM JIMCTe

TEeKYIlel KHUTH =CYMM(B2:C4+'Jluct2''B2:C4)

Omepatopbl CpaBHeHUS] TPUMEHSIFOTCS [Jisi CpaBHeHUs JIByX 3HaueHU. CpaBHUBATh MOXKHO
Jo0ble TUTTbI JaHHBIX: YHCIIA, AaThl, CTPOKU CUMBOJIOB.

PesynbTaT orneparuy cpaBHeHUsI — OIHO U3 JIOTUYeCKUX 3HaUYeHUH:

- ICTUHA — 3anucaHHoe BblpaXkeHHe BepHO;

— JIOWD — 3anmcaHHOe BbIpaXkeHWe HeBepHO.
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OmnrcaHye oriepaTopoB CpaBHEHMsI HAXOAUTCS B TabmuIle 4:

Tabmurma 4 — OnepaTopbl CpaBHEHUS

3Hak omeparopa 3HaueHne IIpumep
= PaBno =6=6
> Bosnbie =9>17
< Membiie =A2<C3
>= Bosnbiie unu paBHO =0>=6
<= MeHblile WM paBHO =P12<=7
<> He paBHO =3<>4

TekcToBBII OllepaTOp MUCHOJIB3YeTCs 711 00beJUHEHUS TAHHBIX U3 TeKCTOBBIX SUeeK B OJIHY
CTPOKY.

3Hak omepatopa & — coe[uHseT CTPOKA W3 JByX U 0Oojiee siueek B HeIMPepbIBHYIO
MOCJIeI0BATeJIbHOCTh CUMBOJIOB.

Ecnu Heobxogumo coefivHeHHe Tpex W Oosiee siueek, MCIOJIb3yHTe TEKCTOBBIM OIllepaTop

nepen Ka>XJibIM HOBBIM d/]peCOM STYEUKU.

3.2.24 ®opmaTupoBaHue JOKyMeHTa

B npunoxennn «MoiOduc Tabnuma» ectb mnpemycTaHOBIeHHOe 0GOpPMIIEHHe TeKCTa,
KOTOpOe MOXeT HWCIIOJIb30BaThCsl [UIsl pasrpaHUYeHHs] pa3HbIX dYacTed TaOJMIBL 3aroJIOBKOB,

COIepXrUMOT'o d49eeK U T.[.

Bce KOMaH/JbI OJId q30pMaTHp0BaHPIH HaXOIATCA Ha IIdaHeJIM MHCTPYMEHTOB. HeKOTOpre u3

3THUX KOMdH[ ,HY6J'[I/Ipy1-OTC$I B KOMaHJHOM MEHIO.

[Ipu co3manum ¢aityibl UMEIOT CTaHJAapTHOe GopMaTHpOBaHKE MO HECKOJIbKUM IlapaMeTpaM.
YToOBI M3MEeHUTh GOpMaTUPOBAaHKUE Ha dTare co3aHus daiia, BBIMOIHATE He0OX0IUMble KOMaH/IbI.
s w3MeHeHHsT ¢GOpPMaTUPOBaHMSI TeKCTa B CYLIeCTBYyHoIeM ¢alie BblfeluTe (parMeHrT,

Cl)OpMaTI/IpOBaHI/IE KOTOpOro HEO6XO,HI/IMO HU3MEHUTD, IIpeXie 9eM BbIIIOJIHATb KOMdH/IbI.

JIns  ¢dopmMaTUpoBaHUS CTPOKM WM CTOJIOIA, COIepKaliero OoObeMHEHHYIO —SYEeHKYy,

BbIJIeJIUTe TIepBYIO0 CTPOKY WIM CTOJIOell, COJepsKallii 3Ty sTYeiKy.
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3.2.24.1 MIpud eI

CrnennanpHo s npuinoxkeHnt MoiOduc 6 paspabortansl mpudThl cemeiictBa XO
(eXtended Office fonts), kotopoe BkitouaeT B cebs rpaduyeckue aHaAJIOTH Haubojee
pacnpoCcTpaHeHHbIX HIPU(PTOB.

Texymwmii mpudT oTobpaxaeTcs Ha NaHe M MHCTPYMEHTOB U 0003Ha4aeTcsa CMMBOJIOM v B
BBITIA/IA0IIIEM CITUCKe IOCTYITHBIX MIPUPTOB.

YTo6bI U3MEHUTH MIPUQT, BHIIIOIHUTE CJIeAyIOLMe 1eHCTBUS:

1. Boinenute TpeOyeMblii parMeHT COIEPXKHUMOTO STYeHKU, SIeKy 1eJIMKOM WM Juana3oH

siUeexK.

2. Bribepute mpudT 0JJHUM U3 CIIOCOOOB:

— B koMaHAHOM MeHI0 @opmat > Tekcr > IlIpudT U3 BHITIAAIOIIEr0 CIIHMCKA BbIOEpUTE
HY>XHBIN HIPpUPT;
— Ha [IaHeJd HWHCTPYMEHTOB HaXXMUTe KHOIIKY C Ha3BaHHWeM TeKyllero mpudra

(cM. paznmen MHCTpyMeHTHI Ui paboThl ¢ Tabuuileld U ee COJIepXKUMbIM) U BblOepure

Hy>KHbeI I_HpI/I(l)T W3 BbIIIdJ4dIOIMIero CIIMCKA. Ecmu Pa3Mep OKHA IIpUJIIOXKEHHUsS He

II03BOJISAET OTO6p83HTb laHejib HWHCTPYMEHTOB II€JIMKOM, KHOIIKa IIpUHUMAET

KOMITIaKTHBIU BU] Aa

Jlsist oToOpaXkeHUs B JOKYMeHTe TeKCTa Ha apMSHCKOM, TPY3UHCKOM, TaJIP)KUKCKOM WA
y30eKCKOM $I3bIKaX UCIOJIb3yiTe CIIeAyIolue MPUQTHI:

— Noto Sans Armenian — Jij11 apMsIHCKOTO $13bIKQ;

— Noto Sans Georgian — J1s1 TPy3UHCKOTO $13bIKQ;

— Noto Sans — 151 TaJPKMKCKOTO U y30€KCKOI0 SI3bIKOB.

3.2.24.2 OdopmiieHue TeKCcTa

YTo6Bl MO-pazHOMy 0GOpPMHUTHL JlaHHble B siUeiike, BbIIEJIMB MX Ha (OHe OCTaJIbHOTO
CO/IEP>XKUMOT0 B TaOuiuile, BOCIIOJIb3YUTeCh KHOMKAMM Ha IMaHeJI WHCTPYMEHTOB WIA MyHKTaMH
KoMaHAHOro MeH10 @opmar > TekcT:

1. K Ilony;xupHBI — K3MEeHUTb THII HauepTaHWs BBIJIeJIEHHOIO ¢parMeHTa TeKCTa Ha

HOJIYKUPHBIH.
2. K KypcuB — v3MeHUTh TUT HauepTaHUS BblieJIeHHOTO ¢pparMeHTa TeKCTa Ha Kypcub.

3. 4 IToguepKHYTBI — W3MEHUTh TUIl HauyepTaHWS BbIJIeJIeHHOrO ¢parMeHTa TeKCTa Ha

NOOYEePKHVYTHIN.
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4.+ 3a4epKHYTBIH — W3MEHUTb THUI HaYepTaHUs BbIIEJIEHHOrO0 ¢parMeHTa TeKCTa Ha
3a4epkHyThit. EciM pa3Mep OKHa TpPUJIOXKEHHsI He I[103BoJiseT OTOOpasuTh IaHelb
WHCTPYMEHTOB IIeJIMKOM, WHCTPYMEHT OTOOpakaeTcsl MPH HAXXaTHUU KHOIKHU A.
Jpyroe ¢popmaTupoBaHmue.

5. AB Bce NPOINCHBIe — IIpeo0pa3oBaTh BCe CTPOUYHbIe OYKBHI BbIIeJIEHHOTO ¢pparMeHTa
tekcta B [IPOITMCHBIE. Ecnu okHO Gpaysepa pa3BepHYTO He 10 KOHIIA, UHCTPYMEHT
oToOpakaeTcsl TPY HAaXXaTUM KHOIKU A. Jpyroe ¢opmarupoBanue. [lepeBon B
MIPONMCHBIE OYKBHI He BIUSIET HAa OToOpaskeHHe 1P, 3HAKOB NMPENHHAHUS U MPOYUX
cuMBoJIoB. Ha OyKkBBI, KOTOpble paHee ObUIM BBeIeHbI B peXXMMe HaXkaToW Ha KJlaBUaType

KJIaBHIIIA Caps LOCk, IIOBTOPHOE HCII0JIb30BaHUE JAHHOM KOMaH/Ibl He OBJIUSET.

6. A. Jpyroe ¢opmaTupoBaHnue:
- IToacTpo4YHbIii 3HaK — 0POPMUTH TEKCT B BU/IE TIOACTPOYHOTO UHJIEKCA;

- HaZICTPO‘IHbeI 3HAK — OCl)OpMI/ITb TeKCT B BUJie HAZJICTPOYHOI'O MH/JIEKCaA.

B npenenax ogHoM si9eiiku MOXKeT OBITh PUMeHeHO pa3Hoe odopmiieHHe TekcTa. st aToro
nepeunuTe B PEXXHUM peJIaKTUPOBAHUS SYEUKHU, BbIJleJIUTe HeoOXOAUMBINM (GparMeHT U BBIIIOJHUTE
COOTBETCTBYIOIIYIO0 KOMaHAy. YTOObI IEpelTH B PeKUM peflaKTUPOBaHUSI STYEHKH, ABAXKIbl HAXKMUTE
JIeBOM KHOIIKOW MBIIIIH T10 STYeMKe WIHN BBIIEUTe SYerKy, KOTOPYI0 HeOOXOAMMO OTpeJlaKTUPOBATh,
Y nepeiiinte B CTpoKy ¢popmyi. OHOMY U TOMy ke ¢dparMeHTy MOXHO OJJTHOBPEMEHHO ITPUCBOUTh
HECKOJIbKO CBOMCTB (KpOMe MHIEKCOB — OHU SIBJISIFOTCSI B3AUMOUCKJITIOUAIOIITUMHU).

[ToBTOpPHOE BBIZIEJIEHHE U3MEHEHHOT'0 TeKCTa U BbIOOpP MPUBEJIeHHBIX BbIllle KOMaH] BEPHET
HCXOHOe 0pOpMJIeHUe TeKCTa.

Taxxe WIs YCTaHOBKHW HAYepPTaHUA H_IpI/ICl)Ta MO>XXHO MHCIIOJIb30BATh COYeTdHHs KJIdBHIII

(cm. paznen CovyeTaHus KJIABUII).

3.2.24.3 Pa3mep mpudra

Texynmii pasmep mpudTa oTOOpakaeTcsi Ha I[aHEJIM WHCTPYMEHTOB U 0003HayaeTcs
CMMBOJIOM % B BBITIA/IAf0IIEM CIIMCKe TOCTYITHbIX Pa3MepoB mpudTa.
YT06BI UI3MEHUTH pa3Mep WPHUPTa, BHIIOIHUTe CIeAyIOLHe 1efCTBUS:
1. Breienute TpeOyeMblii ¢parMeHT COIEp>KUMOTO0 sTYelKY, S9eiKy 11eJIMKOM WIM Juala3oH
s9eex.
2. Bruibepute pasmep ipudTa OJJHUM U3 CIIOCOOOB:

— BpIOepUTe IyHKT KOMaH/IHOTO MeHI0 Popmar > Tekct > Pa3mep mipudra;
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— HaXXMUTe KHOIIKY C TeKyloiMM pa3MepomM mpqu;Ta Ha IIdHeJIM HWHCTPYMEHTOB

(cm. pasnmen UHCTpYMeHTHI Jijisl PaOOTHI C TaONIUIIEH U ee COIeP>KUMbIM).

YToOB! yBEWUYWUTb WM YMEHBUIUTh pa3Mep WIpUPpTa Ha eIMHHUIy OT YCTaHOBJIEHHOIO,
BBITIOJIHUTE CJIeIyIOlHe 1eMCTBUS:
1. Brienute TpeOyeMblii GpparMeHT COOEPKUMOTO STYeHKH, ST9elKy LeJIMKOM WM Juala3oH
syeeK.
2. H3menwute pazmep mpudTa OAHUM U3 CIIOCOOOB:

— BplOepuTe MYHKT KoMmaHAHOro MeHio Popmar > Tekct > YBenuuutsb pasmep
mpudTa wiv Y MeHbIINTH pa3mep mpudra;

— HAOXMHTe KHOTIKY A YMeHbIHTH pasmep mpudTta nim A+ Ypemunts pa3mep
mpudTa Ha IaHeIM MHCTPyMeHTOB. Eciy pa3Mep okHa He I103BOJIsleT OTOOpasvThb
IaHeJIb MHCTPYMEHTOB 11eJINKOM, KOMaHJbl OyyT JOCTYIIHBI 110 HAXKaTHUIO KHOMKH ***
Eme na maneny MHCTPYMEHTOB;

— ucrnonb3yiTe codetanus knapunt: Ctrl+Shift+, (¢£ Cmd+<> Shift+,) m1a ymeHbleHus

u Ctrl+Shift+. (¢ Cmd+<> Shift+.) 114 yBenuuenus pasmepa mpudra.

3.2.24.4 IIBeT TekcTa

[Ipu co3manum ¢aiia [y mprudTa 110 yMOJIYaHUIO YCTaHOBJIEH YepHbIN 11BeT. [lonb3oBaTenb

MO>KeT U3MEHUTh IIBeT C TOMOIIBI0 KHOMKHU mm IIBer TekcTa Ha maHeJIM WHCTPYMEHTOB WJIU
KoMaHJHOro MeHI0 ®opmar > IIBer > IIBeT TexcTa. Ha naHenu MHCTPyMEeHTOB Ha KHOIIKe CMEHBI
1[BeTa 0ToOpakaeTcs 1[BeT, B KOTOPBIM MOJIb30BaTeslb MOXeT ObICTPO OKPAaCUThb TEKCT, He BbIOMpast
ero 13 MaJnuTphl:

— KpacHBI — yCTaHOBJIEH 110 YMO/TYaHHIO;

— TIOCJTIeJHUM UCTIOIb3yeMblH IIBET — I10CJIe WCII0Ib30BAHUSI IIBETOBOM OKPACKH;

— CO3[IaHHBIM II0JIb30BaTelleM IBeT — Cpa3y IIocjle CO3[jaHusl COOCTBEHHOIO IBeTa, Jlaxke

eCJI1 OH He ObUI IPUMeHeH.

YT06B! UI3MEHUTH LIBEeT TeKCTa, BBIIIOJIHUTE Cllelylolye NeHCTBUS:
1. Boimenute TpeGyemblii ¢parMeHT COJIEPKUMOIO SlYeMKHM B peXXHMe pe/laKTUpOBaHUS,
SYENKY IIeJIMKOM WJIY IUalla30H s49eex.

2. BoibepuTe 11BeT TekcTa OJJHUM U3 CIIOCOOOB:

— Ha’XXMHUTE KHOIIKY s HBET TEKCTAa HAd IIaHeJIM HWHCTPYMEHTOB, YTOOBI BbI6paTb

MTOCJIeJHUHM MCITOTb30BaHHBIH I[BET WJIH IBET 110 YMOJTYaHHUIO;
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A

— HaXXMHUTe Ha CTPeJIKy CIpaBa OT KHONKU == IIBeT TekcTa Ha maHeJIu MHCTPYMEHTOB U
BbIOepUTe 1BeT U3 MaJIUTPHI;

— BbIOepuTe 1BeT u3 MaJTUTPBI B IIYHKTe KOMAaHIHOT'O MeHIO

®dopmar > IIBer > IIBeT Tekcra.

B OKHe manuTphl IIBeTOB TeKYIIHiA IIBeT TeKCTa OTMedeH cuMBosioM ¥ (cM. Pucynok 37):

Pucynok 37 — UactpymeHT «llBeT Tekcra»

B BepxHeil yacTu manmuTpbl 0TOOpaXkaloTCsl MOC/e/IHUe WCIIOJIb30BaHHbIe IBeTa. B HukHen
YaCTU OKHA [aJIMTPBl paclosiararoTcs 0JIb30BaTelIbCKUe 11BeTa, CO3[JaHHble paHee.
He3zaBucumo ot BbIOOpa 11BeTa TeKCTa B siueiike, B CTPOKe GpopMyJT [Jisl TeKCTa UCIOJIb3yeTCs

YepHbIN 1IBeT.

3.2.24.5 IIBeT BbIJIeJICHHUS TEKCTa

[Tpu pabote ¢ Tabnurei oTnenbHble pparMeHThl TeKCTa B sSYeiKaX MOXHO OKpallMBaTh B
pa3nuyHbIe 1IBeTa, 9YTOObI clielaTh UX 3aMeTHee Ha poHe OCTAJIbHOTO COJIeP’KUMOro AokyMeHTa. [Ipu

CO3JdH1H (bal‘/’ma 110 YMOJI9YaHHWIO TeKCT He BbIJIeJIeH IIBEeTOM. ITonw3oBaTenab MOXKeT U3MEHUTD OBeT C

IIOMOIIBbIO KHOIIKU 4 IIBeT BBIZleJIeHHSsI TeKCTa Ha IlaHEeJIM MHCTPYMEHTOB WJIM KOMAaHJHOTO
MeHI0 PopmMmat > IIBet > IIBeT BhIfesieHus TekcTa. Ha naHenn MHCTPyMeHTOB Ha KHOIIKe CMEHBI
1[BeTa 0ToOpakaeTcs LIBeT, KOTOPBIM I10JIb30BaTelIb MOKeT OBICTPO BBIIEJIUTD TeKCT, He BbIOMpast ero
Y3 [TAJIATPBL:

— JKeJITbIA — YCTaHOBJIEH 110 YMOJIYaHUIO;

— MOCIeHUN HCHOJ’IbBy@MbIﬁ BeT — MOCJIe UCII0Jb30BaHUS [IBETOBOM OKPpAdCKH.
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YT0oOBI U3MEHHUTD [BET BbllleJIEHUS TeKCTa, BbIIIOJIHUTE ClieAyrolnne JIIeCTBUS:

1.

Boienute TpeOyemblii ¢pparMeHT COJIEPKMMOIO SlYeMKU B peXHMe pelaKTUpOBaHUS,
AYeUKy [1eJIMKOM WU JAala30H sS4eex.

BbI6epI/ITe OBeT BbIJeJIeHHWs TeKCTa OJHKUM U3 CII0Co0OB:

— Ha’XXMHUTe KHOIIKY HBET BbIJI€JICHUS TEKCTAd Ha IIaHeJIM HMHCTPYMEHTOB, YTOOBI

BbI6paTb MOCJeJHHUM MCII0JIb30BAHHBIM IIBET WIH 1IBET 10 YMOTYAHHIO;

— HAXXMUTe Ha CTPeJIKy CIpaBa OT KHOIIKHU IIBeT BbIeIeHUsI TeKCTa Ha MaHeIU
VHCTPYMEHTOB U BblOepUTe I[BeT U3 MaJIUTPhI;
— BeIOepUTe I[BET u3 MaJIUTPBI B MTyHKTe KOMaHJTHOTO MEHIO

dopmar > IIBet > IIBeT BhI/Ie/IeHHS TEKCTA.

YTtobbI HQPEI}'IT'H B PeXXHM peldKTUPOBaHHA STYeUKHU, IBAKAbl HAXKMHUTE JIEBOM KHOIIKOM MBIIIHN

0 siuerike WIW BBIJIEJIUTE sTUeiKy, KOTOPYI0 Heob6X0/IMMO OTpeJlaKTUPOBaTh, U MeperiuTe B CTPOKY

dopmyiL.

Ecmm (l)paI‘MEHT TE€KCTa, Ha KOTOPOM PpdCIIOJIO)KeH KYpCOp, BbleJieH IIBeTOM, TO B OKHe

TIaJIMTPHI [IBETOB TEKYIIMIA IIBET BhIJeJIeH|s TeKCTa OTMedeH cuMBosioM ¥ (cM. Pucynok 38):

besueeTta

Pucynoxk 38 — UuctpymeHT «LIBeT BbIjiesieHUs TeKCTa»

B BerHeI;’I YdCTH IIAJINTPbL 0To6pa>1<a}oTc91 I1ocjiegHue HCIIOJIb30BAHHEBIE IIBETAd.

Yrtobbl YAaJINTh BblieJIeHre TeKCTad IBeTOM, BbIIIOJIHHUTe CiieAyrolre JIIeCTBUS:

1.

2.

BrienuTe TekcT, AJis KOTOPOTO ClieflyeT YIaauTb GOH.

OTKpOfITe MaJIMTPYy LIBETOB BbIIEJIEHU TEKCTd OJHUM U3 CII0CO0O0B:

— Ha’XXMHUTe Ha CTPeJIKY CIIpaBa OT KHOIIKH HBET BbIJJeJIEHHUS TEKCTAa Ha IIaHeJIn
HNHCTPYMEHTOB;

- BbIGepI/ITe ITYHKT KOMdH/IHOI'O MEHIO (I)OpMaT > IIBET > IIBET BbIJIeJICHUS TEKCTa.
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3. B oTkpbIBIIeiCs TaIUTpe HaXkMuTe kHONIKy be3 nBera.

3.2.24.6 IIBeT 32/ IMBKH IUeeK
[To yMosryaHuIO MPY CO3MAHUM TaOJUITHL ¥ stueek HeT I(BeTa. [lomb30BaTeslb MOXET U3MEHUTh

IBET C HOMOIILIO KHOIKH IIBeT 3a/IMBKM Ha I1aHeJIM UHCTPYMEHTOB MJIM KOMaHAHOI'O MeHI0
Popmar > IlBer > IIBer 3a/muBku. Ha mnaHenu WHCTPyMEHTOB Ha KHOIIKe CMeHBI I[BeTa
oTobpaXkaeTcs IIBET, B KOTOPBIX I10JIb30BaTejIb MOXKeT ObICTPO OKPaCUTh S4YelKy, He BbIOMpas ero us3
IaJIUTPBL:

— CMHMM — YCTaHOBJIEH 110 YMOJIYaHHUIO;

— IIOCJIeIHUM UCII0JIb3yeMbli LIBeT — I10CJIe UCII0Ib30BaHUs [IBETOBOU OKPACKH;

— CO37IaHHBIN IIOJIb30BaTesleM IBeT — Cpa3y I0Cje CO3[JaHusl COOCTBEHHOIO IIBeTa, JaXxke

eCJIY OH He ObII IMpUMEHEH.

YT06bI 106aBUTH 3aIMBKY, BBIIIOJIHUTE Clle[lylolliye AeHCTBUSL:
1. Bbimenute g4eiiKy WM JUala3oH si9eek, [IBeT KOTOPhIX He0OXOOUMO U3MEHHUTD.

2. Haznaubte OBeT 34/IMBKHU ss9eeK OJHHWM U3 CII0CO0OB:

— HaAXXMUTE KHOIIKY IIBer 3a/MMBKHM Ha [aHeJIM HWHCTPYMEHTOB, 4TOObI BbIOpATh

MOCJIeIHUIM UCIIOJIb30BAaHHbBIM LIBET UJIH IIBET I10 YMOJ/TYaHHUIO;

L
— Ha)XMHUTe Ha CTPeJIKy CIIpaBa OT KHOIIKU IIBeT 3a/IMBKH Ha IaHEJIM UHCTPYMEHTOB
Y BblOepUTe I[BeT U3 ITaJIUTPBI;
— BbIOepuTe IBeT M3 MaJUTPhl B MyHKTe KoMaHJHOro MeHi0 Popmar > IlBer > IlBer

3aJINBKH.

Ecnu siuelika, B KOTOpPOM pacrosioskeH Kypcop, BbijiejieHa IIBETOM, TO B OKHE MaJIUTPhI IIBETOB

TeKyIIMi LBeT BbIIRJIeHHsl OTMedYeH CHMBOJIOM Y . B BepxHell 4acTM NalUTphl OTOBPAXKAIOTCA

ImocjiefjHue MCII0OJIb30BAHHBIE IIBETAd.
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YTo6b! YOpaTh 3a7MBKY siYeeK, BBIIIOJIHWTE Cllelylollye NeHCTBUS:
1. BoimenuTe sueliKy WM JMANa3oH syeeK, I[IBeTOBYIO 3aJIMBKy KOTOpPBIX HeOoOXOJIMMO
yOparts.

2. OTKpoOlTe MaJIUTPy IIBETOB 3aJIMBKY OJJHUM U3 CIIOCODOOB:

— HaXXMUTe Ha CTPEJIKY CIIpaBa OT KHOIIKHU IIBeT 3aIMBKH HA MMaHEIM UHCTPYMEHTOB;
— BblbepuTe MyHKT KOMaHAHOTO MeHI0 Popmar > IIBet > IIBeT 3a/IMBKH.

3. B oTkpbiBILIelics maauTpe HaxkmuTe kHOIKy be3 nBera. (cM. Pucynok 39):

EBes ubeTa

Pucynok 39 — Bribop 11BeTa 3a1MBKH siueek

3.2.24.7 KomupoBaTh ¥ IpUMeHUTH (OpMaTHpPOBaHHe

«MonO¢uc Tabnuiia» mo3BossieT KONUPOBaTh popMaTHpoBaHue (0dopmiIeHHe) BbljleJIeHHON
sSUeMKM WIM YaCTU TeKCTa U TPUMEHSITb 3TO e ¢opMaThpoBaHHWe K Jpyromy ¢parmMeHTy
nokymeHTa. [Ipy aToM dopmaTHpoBaHHe, CKOTMPOBaHHOe B 6ydep oOMeHa, MOXXeT MCITOJIb30BaThCS
JUTsl BCTaBKU U B IPYTUX MPUJIOXKEHUSIX, HAIpUMep, B TEKCTOBOM pelaKTope.

MoryT ObITh CKOTUPOBAHBI CJIeTyIOIHe TUITbI POPMAaTHPOBAHUS:

— popmaTHpoOBaHUe COAEPXKUMOT0 siuerku (ImpudT, pa3mep mpudTa, IIBeT TeKCTa U T.I1.);

— dbopmaTupoBaHue s'YelKU (BblpaBHHUBaHUeE, I[BET 3aJIMBKH, IMapaMeTpbl I'PAHMI] SUeWKU U

T.IL.).

YT0o06BI CKONTMPOBATH POPMATHPOBAHKE, BHITIOJIHUTE CJIeTyIOIe T1eHCTBUS:

1. Brmmonaute MIOATOTOBKY K KOIIMPOBAHUIO:
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— Ui KONMpoBaHUS (OPMATUPOBAHUSI COAEPXXUMOIO SYeMKU BbIIEJIUTEe HYXXHbBIN
(parMeHT B peXxuMe peJaKTUPOBAHUS STYeUKH UM YCTaHOBUTE B HET'O KYpCOp;
— JI7151 KONUPOBaHHs GOPMATUPOBAHUS STUEHMKU BBIIEJIUTE STIeUKY.
2. Ckonupyiite popMaTHpoBaHUE OJJHUM U3 CIIOCODOOB:
— BbIbepuTe MyHKT kKoMaHAHOTo MeHIo IIpaBka > KonmupoBars popmaTHpoBaHue;

— HaxkmuTe codeTanue kiaasui Ctrl+Shift+C (46 Cmd+4<> Shift+C).

YTOOBI TTIepeTH B peXXHUM peJaKTUPOBAHUS STUEUKH, ABAXKbl HAXKMUTE JIEBOKM KHOITKON MBIIIN
0 siueriKe WIW BbIJIEJIUTe sUelKy, KOTOPYI0 Heob6X0/IMMO OTpeJaKTUpPOBaTh, U MepernuTe B CTPOKY
dopmyiL
YT0O6BI IPMMEHUTHh POPMATUPOBAHKE, BBIIIOJIIHUTE CJle[lyIOle AeHCTBUS:
1. BrinonHuTe NOATOTOBKY K TpUMeHeHUI0 GopMaTHPOBAHUS:
— Uil TIpUMeHeHUs] (pOPMATHUPOBAHUS COJIEP)KUMOTO STYEWKHA BBIJIeJIUTe HY>XHBIN
¢dparMeHT B pexxvMe peJaKTUPOBAHUSI STYeNKHU, STUeWKy WIN TUAIa30H sueek;
— Ui IprMeHeHus: GOpMaTUPOBaHUS STUYEHKU BbIJIeJIUTe STYerKYy WK JUalla30H sueek.
2. Ilpumenure dpopMaTHpPOBaHHE OJTHUM U3 CITIOCODOOB:
— BbIbepuTe MyHKT koMaHAHOTO MeHIo IIpaBka > Ilpumenuts ¢popmaTupoBanmue;

— HaxxmuTe codeTanue kiaasui Ctrl+Shift+V (¢€ Cmd+<> Shift+V).

dopmaTHpoBaHUe TaKXXe MOXeT ObITb CKOMMPOBAHO U IIPUMEHEHO C MOMOIIbI0 KHOIKU «
KommpoBath ¢opmaTupoBaHue Ha MaHeIM UHCTPYMEHTOB. [jis aToro:
1. BrimosHUTE MOATOTOBKY K KOIMTMPOBAHUIO (OPMAaTUPOBAHUS:
— JI7151 KOTIMPOBaHUSI GOPMATHPOBAHUSI COJIEP’KUMOTO STUeMKU B peXkuMe pellaKTHPOBaHUS
sIUeMKH BbIJIeJIUTe HYXXHBIM pparMeHT WIK YCTaHOBUTE B HET'O KypCOp;

— JUIsl KOTMPOBaHUST GOPMATUPOBAHUS STYEHKU BBIJIEJIUTE STIEHKY.
2. HaxxmMute KHOMKY « KompoBars ¢opmarupoBaHue Ha I1aHeIM WHCTPYMEHTOB
(xypcop npUMeT BUJL Ilﬂﬂ)

3. BI)I}IGIII/ITE ﬂ‘{efle WM J1AIla30H sg49eeK.

BoibpanHoe ¢opmaTrpoBaHue MoXeT ObITb IpPUMeHeHO K HeCKOIbKHM ¢parMeHTamM

JOKYMEeHTd. ,HJ'[SI 3TOro Ipru KOIIMPOBAHHUK Cl)OpMaTI/IpOBaHI/Iﬂ JBAXXIIbl Ha>XMHUTE JIeBOM KHOIIKOH

MBI KHOIIKY « KonupoBath ¢opmaTrnpoBaHHe Ha IaHe/ld UHCTPYMEHTOB WJIM HaXXMHTe

couetanwue kiaasum Ctrl+Shift+C (¢ Cmd+4> Shift+C).
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YToOBbI BBIATH U3 pexXrumMa MHOXeCTBEHHOI'0 IIpUMeHEeHUd (l)OpMaTI/IpOBaHI/IH, IIOBTOPHO

Ha’XXMHUTE KHOIIKY #\( KOIII/IPOBHTI: (l)OpMaTI/IPOBaHI/Ie Ha IlaHeJIM MHCTPYMEHTOB WJ/IM HAXMHUTe

kiiaBuiy Esc.

3.2.24.8 I'opuzoHTanbHOE BHIDpAaBHUBAaHHUe

[Tpu momoIM BbIpaBHUBAHUSI MOXKHO OIIpefesIuTh PacIiojioXKeHue KpaeB TeKCTa B siueike.
BripaBHHBaHMe MOXeT ObITb NMPUMEHEHO TOJIbKO KO BCeMY COJepXXUMOMY siueHku. B TabiruHoM

penakTope JIOCTYIHBI YeThbipe BapHaHTa TOPU30HTAJILHOT'O BIpaBHUBAHUS:

— BBIpOBHATH 110 JIeBOMY Kpal — BbIPABHUBAHUE I10 JINHUHU JIEBOTO Kpas stdeiku. [Ipu
3TOM OTCTYIl OT OKOHYaHUS Ka)KJIOM CTPOKH [I0 IIPABOT0 Kpasi OyzieT pasjIndHbIM;
— ‘= BBIPOBHATH IO IEHTPY — TeKCT PAaCIojiaraeTCs B IIeHTpe SYeHKH, JUIS KaXkIou

CTPOKHU yCTAHABJIMBAeTCs OJIMHAKOBBIN OTCTYII OT JIeBOI'O M ITPABOT'0 KPaeB;

— “= BBIpPOBHATH 10 PAaBOMY KPalo — BbIPAaBHUBAHUE 110 JIMHUU TIPAaBOT0 Kpasi sSTYeHKH 3a
CYeT pa3jInYHOro OTCTYyIIA CJIeBa;
— = BpIpOBHATH IO HMIMPHHE — BHIPABHMBAaHWE 10 JIEBOMY M IPABOMY KpasM SYeHKU

OJIHOBpPeMeHHO, pABHOMEPHO pacrpeiesisisi TeKCT 0 IIUPUHEe STYeHKHU.

Ecnu pa3Mep OKHa IPUJIOXKeHHs He IMO3BOJIAeT OTOﬁpaSI/ITb IaHeJIb MTHCTPYMEHTOB [eJIMKOM,

HWHCTPYMEHTBI TOPU30HTAJIbHOI'O BbIPpABHUBAHUWA 0To6pa>1<a10Tc;1 IIprU HaXXATHUU KHOIIKH =

FOpHBOHTaJIBHOE BbIpdBHUBaHHE.

BprOBHiITb TeKCT MOKHO, BbI6paB Hy>KHbeI BApUAHT M3 CIIMCKA AOCTYIIHBIX B KOMdHJHOM
MeHIO ‘I’OpMaT > BLIpaBHI/IBaHI/Ie, Ha’XaB COOTBETCTBYIOLIYIO KHOIIKY Hd IldaHeJIM MHCTPYMEHTOB

HJIM BOCIIOJIb30BABIIHMCH COOTBETCTBYIOIIIKMM COYeTaHKMEM KJldaBUIIT (CM. pa3znein CodyeTaHus KIIABUII),

3.2.24.9 BepTukanbHoe BbIpaBHUBaHHe

BprOBHHTb TEKCT II0 BepTUKAJIX1 MOKHO, BI:>I6paB HY)KHbIﬁ BAPUAHT U3 CIIMCKA OOCTYIIHBIX B
KOMaHJHOM MeHIO (I)OpMaT > BBIpaBHHBaHHe, Ha IIaHeJIM UTHCTPYMEHTOB WJIM BOCIIOJIb30BABIIWCH

COOTBETCTBYIOIIIUM COYEeTdHHUEM KJIdBUIII (CM. pa3gen Couertanus KJ'IaBI/II_H)Z

-1 BprOBHﬁTI) I10 BepxXHeMy KpPal0 — BbIpdBHHBdHUE 110 BEpXHeMY Kpdio STYEUKU;

+
-t BblpOBHHTI) I10 cepequHe — BbIpdBHHWBAHHe 110 CepelnHe STYEUKU;

2 BBIpoBHATH 110 HHIKHEMY KpPalo — BbIpaBHUBaHKeE 110 HIDKHEMY Kpalo SYeiKu.

© 000 «HOBDBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2024

120



MonOdoumc

Ecmm pa3Mep OKHa IPUJIOXKeHH He IMO03BOJIIeT OT06p83HTb IaHeJIb MTHCTPYMEHTOB [eJINKOM,

HWHCTPYMEHTbI BepTHUKAJIbHOT'O BbIPABHHUBAHUA OTO6pa)KaIOTCH I[P HAXXATHUKU KHOIIKH i

BeanKaJIbnoe BbIpABHUBAHHE Hd ITaHEJIM UHCTPYMEHTOB.

3.2.24.10 IloBopoT TekcTa

TekcT B siuelike MOXXHO MOBepHYTh mof yrioM oT —90 mo 90 rpagycoB. Tpebyemslid yromn
IIOBOPOTAa MOXKHO 33/1aTh C IIOMOIIbIO KOMAaH/IHOTO MeHIO WY [TaHeJIi UHCTPYMeHTOB.
YT1oO6BI 3a4aTh YIroJI TIOBOPOTA TEKCTA, BHINOJIHUATE CIleiyIoIye 1eHCTBUSL:

1. BbI}IeJII/ITe CTPOKY WJIA CTOJ'I6€II, JAHAIla30H sg4YeeK WJIH HHEﬂKy, B KOTOpOfI HeO6XO}II/IMO
IIOBEpPHYTb TEKCT.

2. Boibepute myHKT KOMaHIHOTO MeHIO Popmart > IIoBOpoOT TeKcTa WM Ha)KMUTE KHOIIKY

AB
- HOBOpOT TEKCTAa Hd IIdHeJIM UHCTPYMEeHTOB.

3. Boibepute TpeOyeMblii yros MOBOPOTA TEKCTAa M3 CIIMCKA MpeJlyCTaHOBJIEHHBIX 3HAUYeHUM.

3.2.24.11 Mex3HaKOBBIH HHTepPBaI

B TabmuyHOM pefakTOope MOXXHO YCTAHOBUTH PACCTOSIHHE MeX]y CHUMBOJIAMHM TeKCTa B
siyeiikax, 4ToObl CXkaTh WM PAacTAHYTh TeKcT. [Ipu cozmanuu ¢aiiyia B JOKyMeHTe 10 YMOJTYaHHUIO
YCTaHOBJIEH OOBIYHBIA MHTEPBaJl.

YToObI YCTAaHOBUTH UHTEPBAJI MEX/y 3HAKAMU TEKCTA, BBIIOJTHUTE CJIeAyIOIHe IeACTBUS:

1. Breinenute TpebyeMmblii pparMeHT TeKCTa.

2. OTKpoOMTe CIIMCOK MeK3HAKOBBIX MHTEPBAJIOB OHUM M3 CITOCOOOB:

— BbIOEpUTE MYHKT KOMaHIHOTO MeHI0 PopMmaTt > TekcT > Mexk3HaKOBBII HHTEpPBAT;

— HQOXMHUTEe Ha MaHeJIM MHCTPYMEHTOB KHOIIKY A. Hpyroe ¢popmarupoBanue. Eciu
pasMep OKHa He TO03BOJIsieT OTOOpa3uTh MaHejlb WHCTPYMEHTOB I[eJIMKOM, KOMaHJIbl
OyIyT AOCTYIHBI 110 HAXKATHIO KHONKY *** Elie Ha maHesiu HTHCTPYMEeHTOB.

3. Bpibepute MeXx3HaKOBBIN MHTepBaJl U3 CIIMCKA:

- YioTHeHHBIN — HM3MeHeHHe Me)K3HAaKOBOT'O MHTepBaJla TeKCTa Ha yIJIOTHEeHHbIN;
— OOBIYHBII — M3MeHeHHe MeXX3HAaKOBOI'O MHTepBaJia TeKCTa Ha OOBIYHBIN;

- Pa3pexxeHHBIN — M3MeHeHHe MeK3HaKOBOTO MHTEPBaJjla TeKCTa Ha pa3peKeHHBIH.
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3.2.25 Macurrab moKkymMeHTa

HWHCTpyMeHTBI yIIpaBIeHWs] MacIITaboM TMO3BOJISIIOT W3MEHWUTh pa3Mep OToOpaskeHHs
JOKyMeHTa Ha 3KkpaHe. [Ipyu m3MeHeHuMr MacimrTaba He MEHSIOTCS pa3Mepbl IMpUpTa U 3JIeMEeHTOB
yIpaBIieHUs JOKYMEHTOM.

B cTpoke coOCTOSHMS HaAXOHATCS CIIeAyIOIe WHCTPYMEHTHI YIpaBJIeHHs MaciiTaboM
(cm. Pucynok 40):

— TI0JIe BBOJIA 3HAYEHUs MacIITaba;

— CIUCOK GUKCUPOBAHHBIX 3HAYEHUH MaCITaba;

— JIMHelKa yIIpaBjleHusl MacIITaboM.

100% = - ® +

Pucynok 40 — UHCTpyMeHTHI yIIpaBiieHUsl MacIITabom

HJISI M3MeHeHHUs MacinTaba IIyTeM BBO/ida 3Ha4eHHs C KJIaBUAaTypPbl HAXKMHUTeE JIEBOM KHOIIKOH
MBIIIN Ha I10JIe, coJeprKallee TeKylllee 3Ha4YeHue MacmTa6a, BBeJJUTe HOBOe 3Hd4YeHHe Maciraba u

Hakmute kiaBulry Enter (cm. Pucynok 41).

EE- - e -

Pucynok 41 — BBoj 3HaueHus Maciraba Bpy4IHYIO

Jliis u3MeHeHus Maciirraba ¢ TOMOIIBIO CMTMCKa GUKCHPOBAHHBIX 3HAYEHUH:

1. HaxxmuTe KHONKY ¥ cCjleBa OT JIMHEeWKU YIIpaBlIeHMUs] MaciiTaboM wWid BblbepuTe B
KOMaH/IHOM MeHI0 TyHKT Bug > Maciurab.

2. B oTKkpbIBIlIEMCSI CIIMCKe BbiOeprUTe HeoOXOAMMBIM MaciiTab B IMpOIeHTaX WIU OJMH U3
MapaMeTpoB:
— YBesmuuTh MacmITad 1 YMeHbIIMTHh MAacCHITAa0d — yBeJWdYeHHWe WIA YMeHbIIIeHue

Maciuraba Ha 10%;

— OJHO U3 1IpeyCTaHOBJIEHHbIX 3HAa4YeHHM MacITaoa.

Il uameHeHMst MaciITaba C MOMOIIBIO JIMHEHWKHU yIIpaBJIeHHs MacIITaboM BOCIIOb3yHTeCh

OIHHM M3 Ccr10co0OB:
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— Ha)KUMaiTe KHOIKKA — YMeHBIIHTH MacmiTad u + YBeanuuTh Macmirad mo OokaMm
JIMHEWKH yTipaBiieHus MaciitaboM. OIHO Ha)XkaTHe KHOIMKU MU3MeHsleT 3HaueHHe MaciiTaba
Ha 10% wim no Gmmrkaiiiiiero 3HavyeHWsl KpaTHOTO JIeCSiITH, eCJId 3HaueHWe Macilitaba He
KPAaTHO JIeCATH;

— 3aKMUTe JIeBOM KHOIKOM MBIIIM OEryHOK W IepeMellaiTe ero BeBO Jiss YMeHbIIIeHUsl U

BIIPABO J|Isl yBeJIMYeHHs Maclraba.

Takoxe it yripaBieHHs MacIITaboM MOXHO MCITOJIb30BaTh COUETAHUSI KJIaBHIIL:

— Ctrl+0 (¥ Cmd+0) — ycranouts Macmrab 100%;

-~ Ctrl u + (¢ Cmd u +) wm Ctrl+= (3£ Cmd+=) — yBennunth Macimrab Ha 10% wim 10
Orvkaiiiero 3HayeHus kpaTHoro 10;

- Ctrl u — (¢ Cmd u —) — ymenbmmTh MacmTab Ha 10% WM [0 GIMKaKIIero 3HaYeHus

kpartHoro 10.

3.2.26 JIncTol

3.2.26.1 BcraBuUTHB JIHCT

YTOOBI BCTAaBUTh HOBBIN JIMCT, BOCIIOJIB3YHTECH OJTHUM U3 CITOCODOOB:

— HaOXMUTe KHONIKY + Ha MaHeJy BKJIAJIOK JINCTOB;

— BbIbepuTe MyHKT KOMaHAHOTO MeHI0 BecraBka > Jlucr;

— HaXXMHUTe Ha MMaHeJIr WHCTPYMEHTOB KHOIIKY *** Emre v B BbIafaroieM crvcke BbiOepuTe
nyHKT JIucT;

— HaxkmuTe kHONKy HoBbIH mucT B paboyeli 061acTv TyCTON KHUTH.

3.2.26.2 IlepeimeHOBaTH JIMCT

«MoutOduc Tabnuia» mo3BossieT U3MEHSTh CTaHJapTHble MMeHa JIMCTOB B KHUTrax. HoBoe
VMsI JTIOJDKHO YJIOBJIETBOPSTD CJIeAYIOIIUM TpeOOBaHUSIM:

— cozepxathb oT 1 1o 31 cumMBoIa;

— He BKJII0YaTb CUMBOJIBL: «:», €\, «/», «?», «*», «[», «]»;

— He CcofiepXkaTh «'» B Havajle WK KOHIIe UMEeHHU;

— He IIY6J'II/Ip0BaTb M CyHIeCTBYIOIIEero JIMCTda.

YTo6bI NIeperMeHOBaTh JIMCT, BOCIIOJIb3YHUTECh OJJHUM U3 CIIOCOOOB:
— HaXXMMTe [IPaBOM KHOIIKOM MBIIIY 110 BKJIa/IKe JIUCTAa U BbibepuTe NMyHKT IlepenmeHoBaTH

B KOHTEKCTHOM MEHIO;
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— JIBaXK/Ibl HAXKMUTe JIeBOM KHOIIKOM MBIIIU 110 BKJIa/IKe JIMCTA;
— OTKPOWTe JICT, KOTOPbIM HeoOXOMMO IlepeMMeHOBaTh, U BblOepuTe IMYHKT KOMaH/IHOI'O

MeHio Tabmuna > JIuct > IlepenmeHnoBars.

Jlyia 3aBeplilieHUs] M3MeHeHUs] UMeHM JIMCTa HaKMUTe kiaBuilly Enter win Haxkxmute jieBoi
KHOIIKOW MBIIIH 110 JII060MY MeCTy JOKyMeHTa BHe I10Jisl BBOJIA.
[Ipu BBelleHMM HEJONYCTMMOI'O MMEHHU II0Jie BBOJA BBIIEJSeTCS KpacHOW paMkou. [Ipu

INOIIBITKE COXPAHUTH HEJOITYCTUMOE M4 JIMCTA IOABJIIETCS COOTBETCTBYIOIIee YBeJOMJIEHUE.

3.2.26.3 CKpbITh WM 0TOOPA3UTh JIMCT

Y100BI CKPBITh JIUCT B KHUTE, BOCHOHBSYﬁTECb OJHHUM U3 CHoCo0O0B:

— HaXXMHTe npaBoﬁ KHOIIKOW MBIIIXA 10 BKJIAJIKe JIMCTA, KOTOprﬁ H€O6XOJII/IMO CKPBLITh, U
BbI6epI/ITe CKprTI) B KOHTEKCTHOM MEHIO,

- OTKpOfITE JIUCT, KOTOprI;’I HeO6XOI[I/IMO CKPbITb, U BbI6epI/ITe IIYHKT KOMdHJHOI'O MeEHIO

Ta6smmna > JIuct > CKpHITH.

YToObI MOKA3aTh BCe CKPBIThIE JIMCTHI KHUTH, BOCIIOJIb3YUTECh OJTHUM U3 CIIOCOOOB:
— Ha)XXMUTe MPaBOW KHOIKOM MBIIIIM 10 BKJIAJIKe JI000Tr0 0ToOpakaeMoro JIMCTa U BbibepuTe
IToka3aTh Bce B KOHTEKCTHOM MEHIO;

— BbIOepHTe MYHKT KOMaHHOTO MeHI0 Tabsmma > JIuct > [Ioka3aTs Bce;

=
— HOXMUATe KHONKY = JIMCTBI, HaxopsIlyrocs Ilepesi BKJIaJIKaMH JIUCTOB, U BblOepuTe
IIoka3aTh Bce B OTKPBIBIIEMCS] MEHIO;
— eCJIM CKpBITHI BCe JIMCTBI KHUTH, B pabodeil obmacty npuioxeHus Haxmute Iloka3sath

CKpBITHIE.

3.2.26.4 [IyomupoBaTh JIMCT

«MonOduc Tabnuna» no3BosseT NybaupoBaTh JI0O0M M3 JIMCTOB KHWUTHM CO BCEM ero
COJIeP>KUMBIM.
YT0o06B1 1y6IMPOBATH JIUCT, BOCIOJIL3YUTECh OJTHAM K3 CIIOCOOOB:
— Ha)KMUTe IIPaBOM KHOIIKOM MBIIIM 10 BKJIAAKe JIMCTA, KOTOPbIA He0OX0IUMMO OyO/IMpOoBaTh,
1 BeiOepuTe Jly0mpoBaTh B KOHTEKCTHOM MEHIO;
— OTKpOWTE JIMCT, KOTOpHIA Heob6XOoAMMO AyOiMpoBaTh, M BbIOepuTe ITyHKT KOMAaH/IHOI'O

MeH!o Tabauna > Jluct > JlydmupoBats.
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3.2.26.5 IlepeMecTHTD JIUCT

YT0OBI U3MEHUTH TOPSJIOK CJIeJIOBAHUS JIMCTOB B TEKYIEH KHUTe, BBIIIOJIHUTE CJIeJIyIoIue
IeVCTBUS:
1. 3axxMuTe J1eBOM KHOIKOM MBI BKJIAJKY JIMCTa, KOTOPbIA HEOOXOJIMMO MepeMecTUTb, U
IepeTalyTe JUCT HAa HOBYIO IO3UIIMIO HA MIaHeJIy BKIIAJO0K JINCTOB.

2. OtmycTuTe JIeBYI0 KHOIIKY MBI, YTOOBI 3apUKCUPOBATh HOBOE IOJIOXKEeHHe JIUCTA.

B pesynbTaTe onepanuu TUCT OyIeT pa3MellieH Ha HOBOU MMO3UIIUH.

YToO6bI HA3HAYUTD JIUCT MTePBBIM WJIM NTOCJIeIHAM, BOCIIOIb3yUTeCh OJTHUM U3 CIIOCOOOB:

— Ha)XXMUTe IIPaBOM KHOIKOMW MBIIIM HA BKJIAJIKY JINCTA, KOTOPBIM HEOOXOAUMO IepeMeCTUTb,
1 BbiOepuTe B KOHTeKCTHOM MeHI0 IlepemecTuTts B Hauaso v IlepemecTuTs B KOHel;

— OTKpOWTe JIMCT, KOTOpBbIi HeoOXOJWMO IlepeMecTUTb, M BblOepHTe IyHKT KOMAaHIHOI'O

MeHio Tabmuna > Jluct > IlepemecTuts B Hauano i [lepemecTuTs B KOHeII.

3.2.26.6 U3MenuTh Maciurad jmmucra

[To ymom4anuio ipy co3nanuu jokymMeHTa Macirrab cocrasisieT 100%. [Ipu HeobxoaumocTr
MOXXHO M3MEHHTh MacIuTab B OOJIBIIYIO0 WM MEHBIIyI0 CTOPOHY B IOPS/IKe, YKA3aHHOM B pasfeiie

Macurrab mokymenra.

3.2.26.7 Y pa;uTh JIACT

YTOOBI yAQIUTD JIUCT, BOCIIOJIb3YHUTECHh OIHUM M3 CIIOCOOOB:

— HaXXMHUTe TIPaBOM KHOIKOH MBIIKM 110 BKJIQJIKe YOQJseMOro JIMCTa W BbIOepUTe B
KOHTEKCTHOM MeHIO TYHKT Y IaJIUTh;

— OTKpOWTe yJa/isieMblil JINCT U BbibepuTe MyHKT KOMaHAHOro meHto Tabmuma > Jlucr >

Ynanurse.

[Ipu BbIOTHEHUM KOMaH/IBI JIMCT YJIaJsieTCss BMecTe C JaHHbIMU 6e3 mpeayrpexjeHus. Eciam
JUCT ObUI yIaJieH 1o onmbKe, HAXKMUTe codeTaHue kiasuil Ctrl+Z (ﬁ:ﬁ Cmd+7Z), 9To0BI OTMEHUTH

onepanro U BOCCTAHOBUTD JIMCT.

3.2.27 N300paxkeHus

B TabmuuHBIM [IOKYMEHT MOXHO BCTaBUTh u300pakeHuwe. llomnepkuBaercs pabota c
M300pakeHUsIMU CJIeTyI0MKUX GOpMaTOB:

— JPEG, JPG, PNG, GIF, SVG, WEBP, BMP — BctaBka n3obpakeHui;
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— JPEG, JPG, PNG, GIF, SVG, WEBP, BMP — oto6paxxenune nzobpaxeHUH.

HeiicTBUs ¢ U300pakeHUSIMH, AOCTYIIHbIE B IPUIOXKEHUH:
— BCTaBUTb B JIOKYMEHT;

— KOIUPOBaTh B Oydep oOMeHa;

— BbIpe3aTh B bydep o6MeHa;

— IepeMeCcTUTb U300pakeHue;

— U3MEeHUTh pa3Mephbl U300paKeHus;

— YIaJIUTb.

3.2.27.1 BcraBuTh n3obdpaxceHue

YTOOBI BCTaBUTH B IOKYMEHT U300pakeHre, BOCIIOIb3yHUTeCh OJIHUM U3 CIIOCODOOB:

— BbIOepUTe MYHKT KOMaH/IHOTO MeHI0 BeTtaBka > M300paxenue;

— Ha)XMHTe Ha IIaHeJIM UHCTPYMEHTOB KHOIIKY 4 MN3o0paxkenue. Ecnu pasmep okHa He
M03BOJISIET OTOOpa3vuTh IaHejlb WHCTPYMEHTOB IeJIMKOM, BCTaBKa H300pakeHHUs Oyner

JOCTYIIHA I10 Ha’XaTUI0 KHOIIKY *** EIIIE Ha IaHeJIM UHCTPYMEHTOB.

B oTkpeIBIIIEMCS] CHCTEMHOM OKHe BbibepuTe M306pakeHHe, KOTOpoe HeobX0IMMO BCTaBUTD,
Y HaXXKMHUTe KHOTIKY OTKPBITH.

YToOBI BCTaBUTH U300pakeHue, Haxojisieecs B Oydepe obMeHa, BOCIONb3YUTECh OHUM U3
CIIOCOOOB:

— YCTAaHOBUTe KYpPCOpP B MeCTO BCTaBKM M300pakeHHs U BblOepuTe NYHKT BcTaBUTBH B
KOHTEKCTHOM MeHIo0. /Iyl BCTaBKM uepe3 KOHTEKCTHOe MeHIO Ipe/locTaBbTe Opays3epy
paspeliieHre Ha JIOCTYII K 6ydepy obMeHa;

— YCTAHOBHUTe KypCOP B MeCTO BCTaBKU M300pakeHus M HAXKMUTe Ha IaHeJId WHCTPYMEHTOB
kHoIKy ‘= BcraBuTh. ECiii paamep okHa He 1103BOJIsSIeT OTOOPA3UTh M1aHeslb UHCTPYMEHTOB
[[eJIMKOM, KOMaHJa OyIeT IOCTylHa 10 Ha)kaThio KHonku *** Eme Ha mnaHenmn
HWHCTPYMEHTOB;

— YCTaHOBUTe KypCOp B MeCTO BCTaBKH M300pa’keHHs U BbIOepUTe MyHKT KOMAaHJHOI'O MeHIO
IIpaBka > BcTraBuTh;

— YCTaHOBUTe KypCOp B MeCTO BCTdABKHN I/1306pa)KEHI/IH Y HaKMHTe codeTaHue knapum Ctrl+V

(€ Cmd+V).

H3o06paxkenue, ckornvpoBaHHOe B Oydep obOMeHa kak aiii, MOXHO BCTaBUTb B JJOKYMEHT

TOJIBKO C ITIOMOIIIBIO COYeTaHMs KJIaBHIII.
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HpI/I BCTaBKe I/1306pa)KEHI/I$I ero pasmMep OI'PAdHUYMUBAETCS pPa3MepoM BUJIMMOM obnactu

IIPpHUJIOXKEeHU .

3.2.27.2 KonupoBarth n3oopaxkeHue B 0ydep odomMeHa

YToOBI CKOTTMPOBATh U300pakeHue B Oydep obMeHa, BOCIIONB3YHUTECHh OHUM U3 CIIOCOOOB:

— Ha)XKMHTe MpaBOi KHOIKOW MBIIM HAa U300pakeHue W BbiOepute nyHKT KomupoBaTh B
KOHTEKCTHOM MEHIO;

— BBIJIe/IUTe HM300pakeHre JIeBOM KHONKOW MBI U BbiOepUTe MYHKT KOMaHIHOI'O MeHIO
IIpaBka > KonupoBars;

— BbIJIeJIUTe U300pakeHue JIeBOM KHOIKOM MBIIIH U HakMUTe codeTaHue kiasuin Ctrl+C

(¢ Cmd+C).

3.2.27.3 Bripe3aTs u3zoopa:kenue B 0ydep ooMeHa

YToOBI BhIpE3aTh M300pakeHue B Oydep oOMeHa, BOCIIOIb3yHTECh OJIHUM U3 CIIOCOOOB:

— HAQ)XXMHUTe IpaBOM KHONKOM MBI Ha u300pakeHue U BbibepuTe NyHKT BbIpe3aTh B
KOHTEKCTHOM MeHIO;

— BBIJle/IUTe H300pakeHre JIeBOM KHOIKOM MBIIIM U BblIOepUTe IYHKT KOMaHIHOI'O MEHIO
IIpaBka > Beipe3aTs;

— BBIJIEJIUTe M300pakeHue JIeBOM KHOMKOW MBI U HAXKMUTe codeTanue kiaBuil Ctrl+X

(€ Cmd+X).

3.2.27.4 IlepemecTuTh N300pazkeHHE

YTo6bI MepeMecTUTh N300pakeHre, BOCIIONb3yHTeCh OMHUM U3 CIIOCOOO0B:

— Ha)XXKMHUTe JIeBOM KHONKOW MBIIIM Ha u300pakeHWe M, yIep)KuBas KHOIKY, IepeTaliuTe
r“300pakeHue;

— BbIZIeJIMTe U300paskeHue, a 3aTeM HCIONIb3yWUTe KJIABUILM «, T, |, — Ui ero IepeMelleHusl.
[ITar nepemeiiienust u3obpaxenuss — 1 nukcenb. s yBesnuenus mara go 10 nukcenei

3akmuTe kiaBuiry Shift Bo Bpems ucronb3oBaHusI KIaBHII <, T, 1, —.
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3.2.27.5 U3mMeHHTH pazMep H300paxkeHUs

[Tocne BcTaBkM H300pakeHHsT MOXKHO H3MEHWUTb ero pasMep C COXpaHeHMeM wiu 6e3

COXpPdaHEHHA HpOHOpHHﬁ. HJ’[H HU3MeHeHHA pa3Mepa I/I306pa)K€HI/IH Ha JIMCTe Ha)XMHUTEe Ha Hero JIeBOMU

KHOIIKOM MBIIIN Y TlepeTalliuTe KOHTPOJIbHBINA MapKep B HY>KHOM HaImpasiieHuH (cM. PrucyHok 42).

Pucynok 42 — Mi3ameHnenue pa3mepa n3obpaxeHus

Jlyis peryivpoBaHUsT BBICOTHI M300pakeHusl WCIIONb3YIOTCS BepXHUM M HUXKHUN MapKephl.

Jlns perynvpoBaHUs HIMPUHBI M300pakeHWs! HCIIOJIb3YIOTCS IIPaBbId U JIeBbI Mapkepbl. /[lis

IMPOIOPIMOHAJIBHOI'O U3MEHEHHs BbICOThI U MIMPHUHBI PUCYHKA UCIIOJIb3YIOTCA YIJIOBbIe MdpPKepBhI.

3.2.27.6 Y mamuth u3obpaxkeHue

Yto6b! yoanute n3obpakeHue, BHIIOIHUTE CllelyIoliye AeCTBUS:
1. Brimenute nzobpakenre, KOTOpoe HEOOXOIUMO YIAJIUTh.

2. Y[anute ero olHUM M3 CJIeIyIOLMX CIIOCOOOB:

— HaXMUTe KHOIIKY 2] Y nanuth n3o0paxkeHue Ha IMaHeId UHCTPYMEHTOB;

— HOXMHUTe Ha UH300pakeHWe TIPaBOM KHONKOM MbIIIM U  Bblbepute
Y aamuTh n3o00paxkeHue B KOHTEKCTHOM MeHIO;

— BbIbepUTe MyHKT KOMaHHoro MeHio IIpaBka > Y namurs;

— Haxxmurte kiiaBuilny Delete v Backspace Ha kiaBuaType.
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3.2.28 ®durypsi

TabnyyHblll JOKYMEHT MOXeT cofiepkaTb GUIYpHl, CO3[aHHble B INpuioxeHnn MoiOduc
WIM CTOPOHHMX pefakTopax. B mpusoxkeHuu nopajepxuBaeTcs oTrobpakeHue GUIyp, pa3BepHYTHIX
110/l NpPOW3BOJIBHBIM yriioM. Ecim B pokymeHnte, 3arpyxeHHoM B [10 MoiiOduc, conmepkanvch
IIOBepHYTble QUIYpbl, TO OHM COXPAHAT IIOBOPOT IIPM KOHBepTalluu M OyIyT IIOKa3aHbl B
«MoiiOduc Tabnmunay. Beinenennas ourypa nojicBedurBaeTcsi Toyb0i paMKOH.

HerictBus ¢ purypamu, JOCTYIIHbIE B IIPUIOXKEHUHU:

— BCTaBUTb QUTYDY;

— KOINUPOBaTh B Oydep oOMeHa;

— BbIpe3aTh B 6ydep oOMeHa;

— IepeMeCcTUTb QUTYPY;

— U3MEeHUTh pa3Mephbl GUTYPBI;

— YIaJIUTh.

Orpanuuenust:
— HeJIb3sl U3MEeHUTh pa3Mep MOBepHYTOW GUTYPHI;

— HeJIb3s pefJaKTUPOBATh YT'oJl TOBOPOTA WK yOpaTh CBOMCTBO ITOBOPOTA GUTYPHI.

3.2.28.1 BcraBurts purypy

YT0o6bI BCTaBUTH B JIOKYMEHT QUTYPY, BOCIIOIb3yHUTeCh OHUM K3 CIIOCODOOB:
— BblOepuTe IIYHKT KOMaHJHOro MeHI0 BcraBka > durypa;
— HaXMHUTe Ha I1aHeJIM MHCTPYMEeHTOB KHOIIKY *** Ele u B BblllafarolieM CIIMCKe BblOeprTe

yHKT Purypa.
B oTkpeiBIIEMCS TOJIMEHIO BbIOepuTe Tpebyemyto GUrypy.

YT0oO6BI BCTaBUTH GUTYPY U3 Oydepa oOMeHa, BOCIIOIb3yHTECH OJJHUM M3 CITIOCODOOB:

— Ha)KMHTe MMPaBOM KHOMKOM MBIIIM B MECTO BCTaBKU GUTYPHI U BbIOepuTe MyHKT BcTaBUTH
B KOHTEKCTHOM MeHI0. [ BCTaBKM 4Yepe3 KOHTEKCTHOe MEHIO IpejiocTaBbTe Opaysepy
paspelrieHre Ha JIOCTYII K 6ydepy obMeHa;

— BeIOepUTe MyHKT KoMaHAHOTO MeHio IIpaBka > BcTaBUTB;

— HaXxMuTe codeTanue knasui Ctrl+V (¢Cmd+V).
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3.2.28.2 KonupoBats ¢urypy B 6ydep oomena

YTo68!1 cKONIMPOBaTh PUIYpy B Oydep obMeHa, BOCIIONb3YUTeCh OJIHUM U3 CIIOCOOOB:

— BblflesIuTe GUTYPY JIeBOM KHOIIKOM MBIIIY, 3aTeM Ha)KMHTe Ha Hee IIPaBOM KHOIKOM MBIIIN
Y BbIOepuTe ITyHKT KonmupoBaTh B KOHTEKCTHOM MEHIO;

— BblJle/IUTe PUIYpYy JIeBOM KHOIIKOW MBI U BbibepuTe IMyHKT KoMaHAHOro MeHio IIpaBka
> KonmupoBars;

— BblJlesIUTe PUTYPY JIEBOM KHOIIKOM MBIIIN U HaXkMuTe codeTaHre kiasuil Ctrl+C

(€ Cmd+C).

3.2.28.3 Bripe3aTts ¢urypy B 0ydep oomena

YTo68BI BbIpe3aTh GUrypy B Oydgep oOMeHa, BOCIIOIb3yHTECh OJTHUM U3 CIIOCODOOB:

— BblJleJIUTe (PUTYPY JIEBOM KHOIIKOM MBIIIIH, 3aTeM Ha)XKMHUTe Ha Hee IPaBOYW KHOIIKOW MBIIIIN
Y BbIOepUTe ITyHKT BbIpe3aTs B KOHTEKCTHOM MEHIO;

— BBIJIe/IUTe PUIYPY JIeBOM KHOIIKOW MBI U BblibepuTe NyHKT KoMaHAHOro MeHio IIpaBka
> Bripe3aTs;

— BblflesIuTe GUTYPY JIEBOM KHOIIKOM MBIIIM U HaXkKMUTe codeTaHre KiaBuil Ctrl+X

(32 Cmd+X).

3.2.28.4 lob6aBuTH conepxumoe B purypy

B ¢urypy MmoxHO 106aBUTH CleAyollee COepKUMOe:
— TeKCT;

— ccbuIKy, eciy BBect URL (azpec) BpyuHYI0 WK BCTaBUTh U3 Oydepa o6MeHa.
JobaBeHue 1 M3MeHeHHe CO/IEPXKUMOTO BBITIOJIHSETCS B PeKMMe PeaKTHPOBAHHUS QUTYPBL.

YTOoOBI BOWTH B PEXXUM PeJIaKTUPOBAHUS, IBAXK/Ibl HAXKMUTE HA Hee JIeBOW KHOITKOW MBIIIIH.

B Tekymieil BepcuM NpUIOXKeHUS! HEeT BO3MOXHOCTH J100aBUTh WM OTpPeAaKTUPOBATh

TEKCT B IOBepHYThIX GUTypaX.

3.2.28.5 IlepemecTuTh QUrYypYy

YTOOBI NIepeMeCTUTh PUTYPY, BOCIIOJIB3YHTECh OJHUM U3 CIIOCOOO0B:

— Ha)XMHUTe JIeBOW KHOIIKOW MBI Ha PUTYPY U, YIep>KrBasi KHOIIKY, [lepeTaluTe GUrypy;
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— BblJlesiuTe GUTYPY, a 3aTeM UCIIOIb3yHTe KJIaBUIIU «, T, |, — U1 ee nepeMeiienus. [llar
nepemMeitienusi Gurypel — 1 nukcenb. s yBenudenus: mara o 10 mukcesned 3akmuTte

kiaBuity Shift Bo Bpemst uCIIOb30BaHUS KJIABUII «, T, |, —.

3.2.28.6 3amenuTs pasmep ¢urypsl

Jlsis u3MeHeHust pasamepa GUrypbl Ha JIMCTe HAXKMUTe Ha Hee JIeBOM KHOIIKOW MBI, 3aTeM
3aKMUTe JIeBOM KHONKOW MBI KOHTPOJIbHBIA MapKep W MOTSHUTEe ero B HY>KHOM HallpaBJIeHUU

(cm. PucyHok 43).

Pucynok 43 — V3amenenue pa3mepa ¢Gpurypsl

Jlnsi v3MeHeHUs! BBICOTHI GUIYPbl HCIHOJb3YIOTCS BEePXHUM W HWKHHUW MapKephl. Jls
V3MeHeHHs IIMPUHBI PUTYPBI UCIIONIb3YIOTCS MIPaBbIM U JIeBbIM MapKepsbl. [l IpOonoplroHaIbHOIO

HN3MeHeHHMs BbICOThI M HIMPUHLBL Cl)I/IprbI HCIIOJIb3YIOTCA YITIOBbIe MdpPKePhI.

3.2.28.7 U3meHHNTH 3aIMBKY PUTYPHI

Her BO3MOXHOCTM pemaKTUpOBaThb CrPYIIUpPOBaHHbIe GUIYyphl (rpymnmna  ¢Guryp

0TOOpakaeTcsi Kak PUCYHOK).

YToObI U3MEHUTD 11BeT 3aJIMBKU GUTYPHI, BHITIOJHUTE CJIeyIolire AeCTBUSL:

1. Boienute purypy.

™

2. HaxwmmuTe KHOTKY ¥

-

Ha KOHTeKCTHOU BKiazike «Purypa» (cMm. PucyHok 44):
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s Jz-mQ

Pucynok 44 — KHomnka 3a1vuBkU GUTypEI

3. B oxkue mamuTpsl BeiOGepuTe mBeT. UTOOBI OTKPHITH PACHIMPEHHYIO MaJUTPy, HaKMHTEe
KHOTIKY Jlpyrue nBeta .

YT0oOBI 33/aTh WIM HW3MEHUTHb 3aJIMBKY B BHE H300pa’KeHHSs, BBIOJTHUTE CJIeyIOIHe

IeVCTBUS.

1. Beigenure ¢urypy.

™

2. HaxwmmuTte KHONIKY .~ Ha BKiIazke «Purypayr.

3. B okHe manuTpsl HaXkMuTe KHOTIKY 0030p... (cM. PucyHok 44):

HeT 3anvexu

| O6aop...

Pucynok 45 — Knomnka O630p

4. B cucTeMHOM OKHe BbI6epI/ITe I/1306pa)KEHI/Ie, HA’XaB HA Hero.

YTo6bI BEIOpATh Apyroe U300pakeHue Jyisl 3aJIMBKH, BBITIOJIHUTE ClleJlyIollye AeCTBUS:

1. Brimenute durypy.

™

2. Haxxmute kHomky . = Ha Bkiajike «Purypay.
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3. B oxHe najuTpel HAXXMUTe KHOIIKY 3aMeHHUTh....

4. B cucteMHOM OKHe BbIOepHTe M300pakeHHe, HaXkaB Ha Hero.

YToOb! yOAIUTh 3a7IMBKY, BHITIOJHUTE CJIeIyOIIre AeCTBUS:

1. Beinenute urypy.

2. HaxwmmuTte kHOIKY .~ Ha BKiazke «Purypay.

3. B okHe nanmuTpsl HaxkmuTe kKHONKY Het 3amuBku (cM. PucyHok 45).

3.2.28.8 U3MeHNTH KOHTYP PUTYPBI

HeT BO3MOXHOCTM pefakTHUPOBaTh CrpYIIHApOBaHHble GUrypel (Tpymnma uryp

oTobpa’kaeTcsi KaK pUCYyHOK).

st purypel MoxeT OBITb OIpe/iejieH IBeT, TOJIIMHA W THUI KOHTypa. [lins paboTel c

rapamMeTpaMu KOHTypa pUI'ypbl HA)KMHUTe Ha CTpeJIKy clipaBa OT KHOIKA =  KoHTyp ¢urypsl
Ha IIaHeJIM WHCTPYMEHTOB, IIOCJIe 4Yero Ha OJKpaHe OTKPOeTCS OKHO, COoJeplkallee Clelyrolnye
HAaCTpPOMKHU:

— xkHonka HeT koHTYypa — yOupaeT KOHTYp BbIOpaHHOU PUIYPHI;

— 6mok Ilocireqaue BeTa — CONEPXKUT MOCIIeJHUE HUCIIOJIb30BaHHBIE [IBETa;

— 6ok IIBeTa TeMBbI — COZIep)XUT I[BETOBYIO NTAJIMTPY TeMBI TEKYIIero JOKyMeHTa;

— Osiok JIpyrue mBeTa — COJIepP>KUT CO3[JaHHBIE I10JIb30BaTesIeM IIBeTa, a TaKXKe KHOIKY /IS

nobaBiIeHNs HOBBIX IIBETOB, He IIPe/ICTaBIIeHHBIX B MTAJIUTPE;
— 6ok TosmuHa IMHUE — TI03BOJISIET HACTPOUTD TONILMHY KOHTYPA;
— HWKHUM OJIOK, TO3BOJISIIOIIMKA BHIOpPATh THUI JIMHUM KOHTYypa W3 IpeyCTaHOBJIEHHBIX

3HAQUeHHH.

J171s1 HaCTPOMKM KOHTYpa (pUTYPHI BBITIOIHUTE CJie[IyIole JeHCTBHUS:
1. Beigenute durypy, g KOTOpor He0OXOAUMO HAaCTPOUTb KOHTYPHI.

2. YToObl NpMMeHUTh K (GUIype HACTPOMKM KOHTypa IpeAblayllero o6beKTa, HaKMUTe

KHOIIKY mm KonTyp urypsl Ha maHesim HTHCTpyMeHTOB (cM. PucyHok 46):

Pucynok 46 — Knormka uamMeHeHHs KOHTypa GUTYPEI
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3. YTtoOmbI onpesienUTh AJisk GUTYPBI JPYIOM KOHTYP, HAXKMHUTe Ha CTPeJIKY CIIpaBa OT KHOIIKH

— Kontyp ¢urypsl Ha naHes M UHCTPYMEHTOB U BbibeprTe I[BeT KOHTypa OJHUM U3
CIeyIOMMX CIIOCODOB:

— BbIOEpUTe moaxosiwi 1BeT B 0yioke Ilocennue nBera;

— BbIOEpUTe MOJXOAIMH IBeT B Oyi0ke 1IBeTa TeMsbr;

— HaXMHUTe KHOIKY B Osioke Jlpyrue mBeTa W HACTPONTe MapaMeTpbl IIBeTa B
nopsiJiKe, yka3aHHOM B pasfiesie LIBeT TekcrTa.
4. B 6moke TommuHa JUMHUM YKakuTe TpeOyeMylO TOJIIHMHY KOHTypa BPYYHYIO WU C

IIOMOIIBIO ITepeKJIroYaTeId.

5. BbI6€pI/ITe THUII JIMHWUU KOHTYPd U3 [IpeJyCTAHOBJIEHHBIX 3HAYEeHUH.

Yto6b1 yOpaTh KOHTYpP, HOKMUTe KHONKY HeT KOHTypa B BepxHell 4aCcTU OKHAa HACTPOUMKHU

KOHTYpa.

3.2.28.9 Ilopornars pa3mep ¢puUrypsl ojx TeKCT

Her BO3MOXHOCTM pefakTHpPOBaTh CIPyNNUpOBaHHble GUrypsl (rpymnmna ¢uryp

oTobpakaeTcsi KaK pUCYyHOK).

BeicoTy uUrypel MOXHO IIOAOTHATh IIOf] PACIOJIOKEHHBIM B HeW TekcCT. s 3Toro
BBIIIOJIHUTE CJIeyIOLHe IeCTBUS:
1. Boienute purypy.

2. Ha nanenu uHCTpyMeHTOB B paszieie ®urypa naxvute kaonky (2] IToaronsTs pasmep

(cm. PucyHnok 47):

1¢
H|
$

Pucynok 47 — Knomnka Ilogoruars pasmep

YT0o0OBI OTMEHHUTH INOATOHKY Cl)I/IprbI O] TEKCT, BBIIIOJIHUTE JaHHbIE JeHCTBUS ITOBTOPHO.

3.2.28.10 Y gamute dpurypy

YToOB! yAaMUTh PUTYPY, BHIIOIHUTE Clie[IyIole JeHCTBHUS:
1. Beigenute ¢purypy, KOTOpyro He06XOAUMO yIQJIUTS.

2. Ypanurte ee OJHUM U3 CJIeYIOIIUX CIIOCOOOB:
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— HaXXMUTEe KHOTIKY C\ Y namuTes ¢urypy Ha nmaHes M MHCTPYMEHTOB;

— HAXKMHUTe I[IpaBOM KHOMKOM MBI Ha GUTYpy W BbiOepuTe NYHKT YAJUTh B
KOHTEKCTHOM MeHIO;

— BbIOepHUTe MyHKT KoMaHHOro MeHIo ITpaBka > Y maaurs;

— xyasunty Delete viiu Backspace Ha kinaBuaType.

3.2.29 IluarpamMmmsl

TabnyuHbIl pegakTop MpefoCTaBIsieT BO3MOXKHOCTb CO3[JaHUSI U peJaKTUPOBaHusl TpadUKOB
Y IMarpamm CJleJyIOIuX TUIIOB!

— I'mcrorpamma (c rpynnmMpoBKOM, C HAKOIUIeHMeM, HOPMHUPOBaHHAs C HAKOIUIEHWeM);

— JIuneituaTast (C TpyIIIMPOBKOM, C HAKOIJIEHMEeM, HOpPMUPOBAHHAs C HAKOIIJIEHUeM);

— I'paduk (cTaHOApTHBIN, C HAKOIIJIEHWEM, HODMUPOBAHHbBIY C HAKOIIJIeHUeM, CTaHIapTHBIN C
MapKkepamH, C HaKOIUIeHWeM W MapKepaMy, HOPMMPOBaHHBIM C HaKOIUIEHUEeM U
MapKepamHu);

— C obmactamu (cTapmapTHasi, C HaKOIUIEHWeM, HOpDMUPOBaHHAs C HAKOIIJIEHUEM);

— Kpyrosas.

3.2.29.1 BcraBuTh AuiarpamMmy

YToObI BCTAaBUTH AUATPaMMY, BITIOJHUTE CJIeAyIOIHe IeHCTBUS:

1. BoimenuTe nuama3oH, MO JAHHBIM KOTOPOTO HEOOXOAWMO MOCTPOUTH AWArpamMmy, WA
IIYCTYIO STYEHKY.

2. OTKpoOMTe CIIMCOK JMarpaMm OJIHUM K3 CIIOCOOOB:

— BbI6epI/ITe ITYHKT KOMdHJHOI'O MEHIO BcraBska > ,HnarpaMMa;

— HaXXMUTE Ha IIdHeJIM UHCTPYMEHTOB KHOIIKY UI][I I[I/IHI‘IJHMMR. Ecmu pa3mMmep OKHd He
II03BOJIAET OTO6p83HTb IlaHeJib UHCTPYMEHTOB HeJIMKOM, BCTAaBKad JUAT'PAMMEBI 6YI[€T
JOCTYIIHA 110 Ha’XaTHUIO KHOIIKH *** Eme Ha nanenu HHCTPYMEHTOB.

3. B oTkpbIBIIEMCS TTOJIMEHIO BbIOEpUTe TpebyeMyto IharpamMmy.

Jluarpamma CTPOUTCS IO IIeHTPY BUIMMOM 006J1aCcTy TabJuiibl. JJaHHbIe, UCIIOIb30BaHHbIE IS
IIOCTPOEHHU, IIO[ICBEUMBAIOTCS Ha JIMCTe I[BeTaMH, KOTOpble COOTBETCTBYIOT psaM JaHHBIX

AxarpaMMbl.
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3.2.29.2 Bripe3aTh, KOMHPOBATh WM BCTAaBUTH IHarpaMMy

HI/IanaMMy MOJ>XHO BbIpe3dThb, KOITMPOBATb UJIKM BCTABUTL OJJHUM U3 Croco0o0B:
- BbI6epI/ITe H€O6XO):[I/IMOQ JIeMCTBHE B KOHTEKCTHOM MEHIO;

- I/ICHOHBBYI‘/JITE KHOIIKH1 ':#L Ha ITaHeJIMU UHCTPYMEHTOB;

- BbI6epI/ITe HeO6XO)_'[I/IMb1ﬁ ITYHKT B KOMaHIHOM MeHIO HpaBKa;

— BOCIIOJIb3yWTeCh CcoueTaHHWeM KJaBUIl (CM. pasnesn CoueTaHUs KIIABUII).

YTo6bI TaHHBIE O0TOOpPaXKaauCh KOPPEKTHO, UCIIO/Ib3yWTe BCTABKY JWArpaMM TOJIbKO BHYTpPHU

onHoro ¢arna ¢popmata XODS. B npoTHBHOM CiTydae CChUIKM Ha AWANa30HbI OyAyT yTepsiHBbI.
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3.2.29.3 IlepeMecTHTH AHarpaMMy

YTOOBI ITIEpeMeCcTUTh IMarpaMMy, BOCIIONIb3YUTECh OJHUM U3 CII0COOO0B:

— HOXMUTE JIeBOM KHOIIKOM MBIIIA Ha [JuarpaMMy W, yIep)KyBas KHOIIKY, IlepeTallyTe
Iyarpammy;

— BBIJIeJIUTe [Marpammy, a 3aTeM MUCIIOJIb3yUTe KJIaBUIIU «, T, |, — [UII ee IepeMelleHusl.
[Ilar nepemerienust quarpamMmbl — 1 nukcenb. s yBenudenus mara o 10 mukcesneit

zaxxmuTe kiaBuiny Shift Bo Bpems mcnosnb3oBaHus KiIaBuil «, 1, 1, —.

3.2.29.4 HacTpoutsb nuarpaMmmy

YT0OBI N3MEHUTh HACTPOUKHU JUArPaMMBbl, BHITIOJIHUTE CJIeTyIOIIUe TeHCTBUS:
1. Beimenute quarpaMmy j1eBOM KHOIIKOM MBIIIIH.

2. OTkKpoiTe HACTPOWKU IMAarpaMMbl OJJHUM U3 CIIOCOOOB:

— HaXXMUTe KHOIIKY {E} Hacrpoiiku quarpaMmsl Ha MaHeJIM UHCTPYMEHTOB;
— HAXMUTe TPAaBOM KHOIKOW MBIIIKM HA JdarpaMMy U BbiOepuTe NyHKT HacTpoiiku
JuarpaMmsbl B KOHTEKCTHOM MEeHIO;
— BbIbepuTe MyHKT KOMaHAHOTO MeHIo Popmar > Jluarpamma.
3. Ha GokoBo maHe u 3afjaiiTe UM U3MEHUTe CJIeyIoIre HaCTPOUKHY JUarpaMMBbl:
— JIAala30H JAarpaMMbl;

— 3dI'0JIOBOK (HaBBaHI/Ie) JAUarpaMMbI;

PSIBI JAHHBIX (CTOJIOIBI WJIA CTPOKH);

MOAMHMCH (3aTOJIOBKH) CTPOK U CTOJIOIOB (TIepBasi CTPOKA W/WJTH TIepPBbIM CTOJI0erT).

3.2.29.5 U3MeHHTH TaHHBIE IS AHArPaMMBbI

YToOBl M3MeHUTh rpadUK W/WIK AUATPaMMy, HW3MeHUTe 3HAueHUs] B COOTBETCTBYIOIIMX
suerikax. ['padpudeckoe wu3obpakeHre OyaeT H3MEeHEHO aBTOMAaTHYeCKHM B COOTBETCTBUU C
V3MeHeHHUsMU, BHECEHHBIMU B JIeTeH/TY.

IlomuMo wu3MeHeHUs CBQJIEHI/Iﬁ B H‘IGfIKHX, JuarpaMmMa dBTOMdATHYeCKH MEeHdeTCd B

pe3yJibTaTe CJIeYIOIIUX JeHCTBUM:

CKPBITh WX 0TOOpa3UTh CTOJIOIBI WIIK CTPOKH;

BCTABUTh WIN YAAIUTH CTOJIOIBI WIN CTPOKH;

COPTUPOBATH UJIN Cl)I/IJ'ILTPOBaTb JdaHHbIe B HdIld30HEe,

— 00BeIUHUTD WU Pa3be/IMHUTD STUeUKU;
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— U3MEeHUTb GpopMarT siueex.

3.2.29.6 U3MeHHNTH MUANA30H JAHHBIX IS JHArpaMMbI

[Ipy uaMeHeHUM Mana3oHa, KOTOPBIM MCIOJIb30BAJICS JIJIs TIOCTPOEHHs, AuarpamMma Oyjer
nepecTpoeHa B COOTBETCTBHU C HOBBIMM I'PDAaHUIIAMU JIMAIa30Ha.
YTOOBI MU3MEHUTD ANATa30H, BLIMOJIHUATE CJIeyIOIIe T1eUCTBUS:

1. Boienute quarpaMmy, quarna3oH KOTOPOM HEOOXOAMMO U3MeHHUTh (M. PucyHok 48).

A B o] D E F G H J K

1 [Coxonos  |Meanosa  |Campros

2 |moHenenzEuk 32600 25890
3 |sTopEHHK 36450

4 |cpema 14900 29830

S |sersepr 13200 32840
6

7

8

cyobora
NATHHIE 81240, 32875
cyB6ora 48300; 9670;

QQ?ADGEJ"7

BOCKDECEHBE 42560

TIETHHLA
10 HeTBEpr
cpeda
15 BTOpHHK
17 TIOHENENEHHK

L2 0 17000 34000 51000 63000 85000

29 Coxoos HBanosa Cyupros

2 .

Pucynok 48 — 3amMenenue muana3oHa

2. 3axaB JIEBYIO KHOIIKY MBIIIHX, IIepeJIBUHbTe yTJ'IOBOﬁ MapKep Oudlld30Hd.

3. OtmycTuTe JIeBYIO KHOIIKY MBIIIY, YTOOBI 3apMKCUPOBATh 'PAHUIIBI HOBOT'O JUalla30Ha.

VYri0BOM Mapkep Iuarna3oHa MOXHO Iepe/IBUTaTh B JIIOOOM HallpaBJIeHUU: BIIPABO, BJIEBO,
BBepX, BHU3.
HN3meHeHue uamna3oHa JaHHBIX TakKXXe BO3MOXHO C TIOMOINbIO HM3MeHeHMsl HaCTpoek

A arpaMMBbI (CM. pa3nein Hactpouthb gparpamMmmy).

© 000 «HOBDBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2024 138



MounOdowmc

3.2.29.7 U3MeHHTH THII HJIA BHJI IHArPaMMBbI

YT0o6BI UBMEHUTH BUJI IMarpaMMBbl, BBIIIOJIHUTE Clle[lylolye JeHCTBUS:
1. BeigenuTe quarpamMMy jieBoM KHOIIKOW MBIIIH.
2. OTkpoiiTe MeHIO BbIOOpa TUIIA AUATPAMMbl OJJTHUM U3 CIIOCODOOB:
— HaXXMHUTe KHOIIKY COOTBETCTBYIOIIErO THIIA AWArpaMMbl Ha IaHeJId WHCTPYMEHTOB

(cm. pasnen MHCTPYMeHTHI Jijis PabOTHI C TMarpaMMaMu);

- BbI6epI/IT€ TUITI IXdI'PAMMBbI B KOMdH/THOM MEHIO <IJopmaT > I[narpamma > TI/III;
— HadXMHUTe HpaBOﬁ KHOIIKOW MBIIIIX 10 AvarpamMme " BbI6epI/ITe B KOHTEKCTHOM MeEHIO

HY>KHBIY TUIl B yHKTe Tun quarpammel (cM. PucyHok 49).

J¢ Bolpesats

KonupoeaTe

TWN AKarpaMmbl » rMcTorpamMma b
; Nuueityatas  »

{o} HacTpoiku guarpammel.. ;
Mpaduk v

|_ YoanuTe guarpammy
C obnacTtamMm  »

®F X M [

Kpyroeas

Pucynok 49 — KontexctHoe MeHIO

3. BoibepuTe HOBBIM BHJ JWarpaMMbl M3 BBINIAJIAIONIETO MEHIO I Ka)kJOro THIIA

AUdarpaMMBbl.
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3.2.29.8 U3menuTh pasMep AuarpamMMebl

YT0o6BI UIBMEHUTH pa3Mep MarpaMMbl, BBIIIOJIHUTe ClleyIollie AeiCTBUS:

1. BeigenuTe nquarpamMMy, pasmMep KOTOpO He0OXOAWMO M3MEeHUTb.

2. 3aXXMUTe JIeBOW KHOIIKOW MBIIIM OJIMH U3 MapkepoB pamMku (cMm. Pucynok 50) u notsHuTe,
9TOOBI IMarpamMma IpuHsIa HeoOX0IUMBIM pa3mep.

3. OtmycTuTe JIeBYI0 KHOIIKY MBIIIH, YTOOBI 3apMKCUPOBATh HOBBIM pa3Mep uarpaMMbl.

$
e &

Huarpamma 1

44
33

«—® 22 [ ]
11

AHE3DEEEDaNE MapT anpenk Mail  HIOHB

B Pazl

&
"

Pucynoxk 50 — 3MeHeHuMe pa3Mepa quarpamMmbl

Jlyis M3MeHeHWs BBICOTBl JMarpaMMbl HCIIOJNb3YIOTCS BePXHUM WM HWOKHUN Mapkepbl. [lis
VM3MeHeHVs IIMPWHBl JMarpaMMbl  MCIIOJIB3YIOTCSl IIpaBbld W JIeBbld  Mapkepbl. s

MMpONOPHHUOHAJIIbHOI'O U3MEHEeHH BbICOTBI U HIMPUHbI IUAT'PAMMbI UCITIOJIL3YIOTCS YIJIOBBIE MdPKEPHI.

3.2.29.9 Y mamuTh quarpamMmy

YTOoOBI yAQIUTH TUarpaMMy, BBITIOJIHUTE CJie[lyIoliue JeHCTBHUS:
1. Beienute quarpaMmy, KOTOPYI0 HEOOXOAUMO Y1 IUTh.

2. Ypanurte ee OJHUM U3 CJIeYIOIIUX CIIOCOOOB:

— HaXMUTe KHOIIKY g YaanurTh quarpamMMy Ha IIaHeJIM UHCTPYMEHTOB;

— HaXMUTe Ha JAMarpamMMmy IIpaBOM KHOIKOM MBIIIM WU BbIOEpUTe IIYHKT Y HaJHUTh
aUarpaMmy B KOHTEKCTHOM MeHIO;

— BblbepuTe B KOMaHJHOM MeHi0 Popmat > uarpamma > Ygamuth wid IlpaBka >

Ynanurs;
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— Haxwmute Delete unu Backspace Ha kiiaBuaType.

3.2.30 I'unepcchLIku

B Tabnuunbi JOKYMEHT MOXXHO BCTaBUTHL CCBUIKY. Ilo BCcTaBIeHHOUM B JOKYMEeHT CCBbUIKe

MO>KHO TepeiTy. Tak>ke BCTaBJIeHHYIO CChUIKY MOXXHO OTpedaKTHPOBaTh WIK CKOIIMPOBATh.

3.2.30.1 BcTraBUTB CCBLIKY

BcTaBuTh CCBUIKY B TaOIWYHBIN JOKYMEHT MOXKHO C ITIOMOIIbI0 KOMaH/bl WA HAIpPsIMYIO, He
BBI3bIBAss OKHO BCTaBKM CCBHIIKH. B (0)11:0% SI‘-IeI‘/’IKy' MO>XHO BCTAaBUTb HECKOJIbBKO dKTHMBHBIX CCBIJIOK.
J1y1s1 3TOTO TIOC/IeI0BaTeIbHO BOCIIOJIb3YUTECh OJJHUM M3 CIIOCOO0B, ONIMCAHHBIX HUXE.
YTtobBI BCTaBUTD CCBIIKY C ITIOMOMIBbIO KOMAH/IbI, BBIIIOJIHUTE CJIeAyIolre IIQIZCTBI/ISIZ
1. BoimenuTe sdeiiky, B KOTOpPYI0 HEOOXOJUMO BCTaBUTb CCBUIKY, WIM B peXume
pPeJaKTUpPOBAHUs SYeMKU BBIJIEJIUTE TEeKCT, KOTOPBIA JIOJDKeH OTOOpaXkaTbCs B BHJE
ccbulkd. [Ipy BeIJlesIeHHWH 3alI0THEHHOM siUeMKHU B BUJIe CChUIKM OyAeT oToOpaXkaThCsl BCe
COJIepXXUMOe AYEeUKHU.

2. OTkpoiiTe OKHO 100aBJIeHHsI CCbUIKM OJJHUM U3 CIIOCOOOB:

- BbI6epI/ITe IIYHKT KOMdHJIHOI'O MeHIO BcraBka > CCBIJIKH;

— HaXXMHUTe Ha TMaHeJId WHCTPYMEHTOB KHOIKY {2:’ Cchuika. Ecnu pasmep okHa He
MO3BOJISIET OTOOPAa3WTh TMaHeJdb HWHCTPYMEHTOB IIeJIMKOM, BCTaBKa CCBUIKM Oyner
JIOCTYIIHA 110 HAXKaTHUIO KHOTIKY *** E1e Ha nmaHem UHCTPYMEHTOB;

— HaXXMHTe IpaBOM KHONKOW MBI TI0 MeCTy BCTaBKUA CChUIKM U BblOepuTe IYHKT
BcTaBuUTH CCHUIKY B KOHTEKCTHOM MEHIO.

3. B otkpriBiieMcst okHe B mojie TeKcT BBeAUTe TEKCT, KOTOPBIM OyJleT OTOOpa)kaThCsl B
BUJIe CChUIKH. BbifieieHHOe copiep)kumoe siyerku OyieT aBTOMaTHYeCKH IOJICTaBJIeHO B
none Tekcr.

4. B mone Agpec BBemute URL cTpanuilel, Ha KOoTOpyio OyleT BECTH CChUIKA M HAaXKMHUTE

kHoriky OK (cm. Pucynok 51):
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MoinOduc

https://myoffice.ru/

Pucynok 51 — BcraBka ccbuiku

[lpu pobGaBiieHUU CCHUIKU K BblIeJIeHHOMY (parMeHTy TeKCTa, yXe CojepXKalleMy
CCBUIKY WU ee 4acCTb:
— OTKpPOeTCsl OKHO peJJaKTHPOBAaHUS CYIIECTBYIOIEH CCBUIKM, eCJIM BbljleJieHue
HAYMHAETCS CO CChUIKY;
— K BblleJleHHOMY ¢parMeHTy [00aBUTCS HOBas CCbUIKA, eCJId BbljleJleHue

HAYMHAeTCsI C OOBIYHOrO TeKCTa.

TekcT BCTaBIIEHHOH CCBIIKH 6y,£[€T HUMEeTb Cl)OpMaTI/IpOBaHI/Ie 0 yMOJ/IYdHHIO, HU3MEHUTe

dopmaTrpoBaHue TP HEOOXOIUMOCTH.

BUIOB:

BcraBka ccbuiku HEeBO3MO>XHa, eCJId B siYeliKe BbifleJieHa 9YaCThb JaThl.

YTOoOBI BCTAaBUTh CCHUIKY B JOKYMEHT HAIPSIMYIO, BBIIIOJTHUTE CJIeAyIOIHe IeHCTBUS:
1. Begute URL cchbuiku B Hy>)KHOM MeCTe JOKyMeHTa.

2. Haxxmure kiaBuiry IIpo6esn wiu Enter.

Yrto6s! ccpiika 6bl1a akTuBHOU, BBoanTe ee URL BMecTe ¢ npotokonom. Hanpumep:
— http://website.ru

— https://website.ru

— ftp://192.100.0.0

((MOP’IOCl)I/IC TekcT» aBTOMaTHYECKHA PacCIIO3HAET U [eJjlaeT dKTUBHbIMU CCBUIKK CJIeJYIOIUX

- www.website.ru
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— user.name@domain.ru

,HJ'IH TdKHX CCBUIOK BBOAUTH ITIPOTOKOJIBI HE HY>XKHO.

3.2.30.2 PerakTHpOBaTh BCTABJIEHHYI0 CCHLIKY

Beenennsie URL 1 TeKCT CCBHUIKM MOTYT OBITH U3MEeHEHHI B JII060# MoMeHT. [1j1s1 3Toro:
1. OTkpoiiTe OKHO peJIaKTUPOBAHMS CCHUIKHA OJJHUM U3 CIIOCODOOB:

— B PeXXUMe pe/IaKTUPOBaHUs sSTYeMKU HaBeJlTe KypCOp Ha CCBUIKY U BO BCILIbIBAIOIEM

OKHe Ha)XKMHUTe KHOIIKY 4 PenakTHpoBaTh CCBLIKY;
— HaXKMHUTe Ha CCHUIKY IIPAaBOM KHOMKOMW MBI U BbibepuTe PegakTHpoBaTh CCHLIKY B

KOHTeKCTHOM MEeHIO;

— YCTaHOBUTE KYPCOP B TEKCT CChUIKA M HaXXKMUTE Ha IaHeJId HUHCTPYMEHTOB KHOIIKY f.?
Cchuika. Eciii pa3mMep okHa He T103BO/IsieT OTOOpasuTh IaHeJIb HWHCTPYMEHTOB
[[eJIMKOM, KOMaHZa OyJeT AOCTYIHAa Mo HaxaTuio KHomku *** Eme Ha mnaHenu
WHCTPYMEHTOB;
— YCTaHOBUTE KYPCOP B TEKCT CCHUIKUA M BbIOepUTe MyHKT KOMaHAHOTO MeHi0 BcraBka >
CchLika.

2. BHecuTe u3MeHeHUS B OTKPbIBHIEMCA OKHE Y COXPAHUTE UX.

3.2.30.3 KonmupoBaTh afpec CChUIKH

YTtobbI CKOIIMPOBATL aJipeC CCBbUIKH, BOCHOHBBYﬁTECb OJHHM U3 CII0Co0O0B:

— HaBeJlUTe KYpPCOpP Ha CCBUIKY WM HaXXMUTe Ha Hee JIeBOM KHONKOW MBIIIH, BO

BCIUIBIBAIOIIIEM OKHe Ha)XMHUTe KHOIIKY (8 KonupoBaTth azipec CCBUIKH;
— Ha)KMHTe Ha CCBUIKY IpaBOM KHONIKOM MbIIIK U BblOepuTe KonmupoBaTh ajpec CCHUIKH B

KOHTeKCTHOM MEHIO.

3.2.30.4 IlepeiiTu 110 CCHLIKe

[lepeiiTi 10 BCTaBIEHHOM B JIOKYMEHT CChIJIKE MOXKHO OJIHUM U3 CIIOCODOB:

— HaBeJldTe KYypCOp Ha CCBhUIKY WIA HaXXMHATe HAa Hee JIeBOM KHONKOW MBIIIH, BO
BCIUIBIBAIOIIEM OKHe Ha)KMUTe Ha aJipeC CCBUIKY;

— HQXMUTe TPaBOM KHONKOW MBIIIM 10 CChUIKe U BblOepuTe OTKPBITH CCBUIKY B
KOHTEKCTHOM MeHIO;

— HaXXMMTe Ha CCHUIKY, yaepskusas knasuiy Ctrl (66 Cmd).
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3.2.31 3ameTKkn

YTo6bI BCTaBUTh 3aMETKY B JIOKyMEHT, BbIeJINTe sUeliKy, K KOTOpol Heo6X0oauMo 106aBUTH
3aMeTKY, U BBIIIOJIHUTE OHO U3 CIIeAYIOIUX AeUCTBUN:
— BbIOepUTe IYHKT KOMaH/IHOTO MeHI0 BcTaBka > 3aMeTKa;
— HaXXMHUTe INpPaBOM KHOIIKOW MBIIIM 10 s4yelike U BblOepuTe J[lo0aBUTH 3aMeTKy B
KOHTEKCTHOM MeHIO;
— Ha)KMHTe Ha [laHeJIM UHCTPYMeHTOB KHOIIKY [ 3amerka. Ecin pa3Mep OKHa He I103BOJIsIeT
0TOOpa3uTh IaHesJb WHCTPYMEHTOB IIeJIMKOM, BCTaBKa 3aMeTKu OyJeT IOCTyllHa I10

Ha>XaTHUIO KHOIIKY *** Eme Ha IaHeJIM UTHCTPYMEHTOB.

flueliku C 3aMeTKaMM IIOMeYaloTCs WHAWKATOPOM (3esIeHbIM TPeyrojbHUKOM) B IIPaBOM
BepXHeM yTJIy. 3aMeTKH 0TOOPakaroTCs TOJILKO B PeXKUMe pefaKTUPOBaHNU.

[Ipu pabore ¢ 3amMeTKaM{ JOCTYIIHBI OIlepallid BCTaBKH, IIPOCMOTpA, peAaKTUPOBaHUS U
yOaJIeHus 3aMeToK.

s mpocMoTpa 3aMeTKM HaXKMHTe JIeBOM KHOIKOW MBIIIM Ha sYelKy C 3aMeTKod. B
BCIUIBIBAIOIIIEM OKHe 0TOOPa3UTCsl UMsI aBTOpa 3aMeTKU U ee COZIep>KUMOoe.

Il pellakTHpOBaHUS 3aMeTKH HaKMWTEe Ha BCIUIbIBaloOIllee OKHO 3aMeTKU WJIM Ha)KMHUTe
IIPaBOM KHOIIKOM MBIIIM 10 siuelike C 3aMeTKOW U BbibepuTe VI3MeHHTH 3aMeTKy B KOHTEKCTHOM
MeHIO.

PenakTpoBaHue 3aMeTKU IPOMCXOIUT BO BCIUIBIBAIOIEM OKHe 3aMeTKU (CM. PucyHok 52).

9

10 JTo mpHMeYaHHe
1
12
13
14

15
1A

Pucynok 52 — 3ameTka

YTOoOBI yAQIUTH 3aMETKY, BOCIIOJIb3YUTECh OJTHUM K3 CIIOCOOOB:

— yAaJiuTe TEKCT 3dMeTKHU U BHKPOFITG BCILIBIBAIOIIIee OKHO;
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— Ha>XMHTe npaBoﬁ KHOITKOH MBIIIM I10 STYeirKe C 3aMEeTKOU U BbI6epI/ITe YHHJII/ITI) 3dMETKY B

KOHTeKCTHOM MeHIO.

3.2.32 JlaTa u Bpems

YT0OBI BCTAaBUTH TEKYIIYIO /1Ty, BHIIOJIHUTE Clle[yIolIye NeiCTBUS:
1. Boienure sgueliky WM AMaNa3oH sdeeKk, B KOTOpble HeOOXOIVMMO BCTaBUTb TeKYIIyIO
JaTy.
2. BcraBbTe 1aTy 0JJHUM K3 CIIOCOOOB:
— BbIOepUTe MyHKT KOMaH/IHOTO MeHI0 BeraBka > [lara;
— HOKMUTe Ha IIaHeJIM WHCTPYMeHTOB KHOIIKY *** Emme u B BbINajaiolieM CIHCKe
BbIOepuTe NyHKT JlaTa;

— ucnonb3yiTe coderanue knasum Ctrl + ; (45 Cmd + ;).

YT06BI BCTaBUTH TEKyIllee BpeMsl, BBIIIOJIHUATE Cllelylolye JeHCTBUS:
1. BeigenuTe s4eliKy WM [Mana3oH s4yeek, B KOTOpble HeOOXOAWMO BCTaBUTh TeKylllee
BpeMsl.
2. BcraBbTe Bpemsi 0OJTHUM U3 CIIOCOOOB:
— BbIOepUTe IyHKT KOMaH/IHOTO MeHI0 BcTtaBka > Bpems;
— HOKMUTe Ha IIaHeJIM WHCTPYMeHTOB KHOIIKY *** Emme u B BbINajaiolieM CIHCKe
BbIOepuTe NyHKT Bpems;

— ucnonb3yiTe coderanue knasum Ctrl + Shift + ; (¢6 Cmd +<> Shift + ;).

Ecmu B BbI6paHHOﬁ IJIs1 BCTaBKH 1AaThl UJIK BpEMEHU sTYerKe WK Jyalla30He si9eeK HaXOISITCS

JlaHHble, OHU OyJIyT 3aMeHeHBbI.

3.2.33 MakpokoMaHAbI

MaxkpokoMaH/Ibl TPeJICTABIISIOT COOOM TMporpaMMbl HeOOJNBIIOTO pa3Mepa, C IMOMOIIbI0
KOTOprX B T86JII/I‘-IHOM IIOKYMQHTG aBTOMaTI/ISI/IpyEETCSI BBIIIOJIHEHHU e HpOIIOJDKI/ITeJIbeIX NI 44aCTO
MTOBTOPSIIOIIMXCSI OTIePaITi.

Kak npaBwio, MaKpoKOMaH/Ibl UCIIOJIb3YIOTCS /IJIsl pellieHusl CedyIoInX 3a/1ay:

— IobOaBJIeHUe TeKCTa;

— TIOMCK U 3aMeHa T10 TeKCTY;

— YAdaJieHre TeKCTa.
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Ecmu B JOKyMeHTe IIPUCYTCTBYIOT MdKPOKOMdH/Ibl, TO B KOMaHIHOM MEHIO I/IHCprMEHTBI

oTobpakaeTcsi MyHKT 3amyCTHTh MAKPOC, OTKPBIBAIOLIMH JOCTYIl K CIMCKY MaKpOKOMaHJ B

nokyMeHTe (cM. PucyHok 53):

)v [oKYyMeHT ¢ Makpocom P o @
Maitn  MNpaeka Bcraska ®opmat  Tafnwua [addole  WHcTpymedtsl  Bua  Crpaeka -

) « Aa~ 12 ~A- A+ K K 4 A - A MpaBonucaxmne = 4 AB -~ = q23 ~ [ %

3anycTuTb Makpoc Hoebln ckpunT

E‘ %‘ ﬁ (_2) = J <| > [

fx MOHO®HC! T v e
y A B c D E E G H

1 |MOHO®HC! .I
2

3 Q
4

5

6

= m Nuct2 JlneT3 +

Bce naMeHeHWs coxpaHeHbl 100% - [ ] +

PucyHok 53 — MakpokoMaH/ibl B KOMaHJIHOM MeHIO

COB)IaHI/Ie, pelaKTUPOBdHUE U Yd/ieHHWe MdKPOKOMAdH/I BO3SMO’KHO TOJIBKO B HACTOJIbHOM

Bepcuu 110 MoitOduc. B Be6-Bepcuu BO3MOXEH TOJIBKO 3aIlyCK X BBIIIOJTHEHUSI.

Ha Bpems BbIlOSTHEHUS MaKpPOKOMaH/Ibl paboTa C JOKyMeHTOM OJIOKHpyeTCsl COobIieHreM 0

BBITIOJTHEHMH MAdKPOKOMAH/IBI.

Ecnu BBITOTHUTD MdKPOKOMdHIY I10 KaKOM-TO IIpUYrHE He yIaJIOChb (HaanMep, ommbKa B

CcaMoM MaKpoKOMaH/Ie), Ha 3KpaH OyeT BbiBeJleHO coobIieHre 006 omnmobke.

3anyck u BbinonHeHue VBA-makpocoB B «MoitO¢duc Tabnuma» He mojmepuBaeTcs.
[Tocne xouBepranuu ¢aina ¢popmata XLSM Bo BHyTpeHHUMH $OpMaT MaKpoChl OYIyT

oTobpaXkaTbCsl B KOMaHIHOM MeHI0 MHCTpyMeHTHI > 3alyCTHTh MaKpoOC, HO He CMOTYT OBbITh

BEBITIOJIHEHBI.

3.2.34 CoBMecTHas paboTa C IOKYyMeHTOM

B npunoxeHuM IpegycMOTpeHa BO3MOXHOCTb OJHOBpeMeHHOM paboTsl ¢  ¢aitiom
HECKOJIbBKUX II0JIb30BaTelsledd. Branerer ¢aina MOXeT NpefoCTaBUTh K CBOMM ¢aijaM U IalKaM

AOCTYII APYI'vM II0JIb30BATeJIIM Hd IIPOCMOTP, peddaKTUPOBdAHUE WJIK YIIPpdBJIeHHe. MaxkcumanabHOe
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KOJIMYeCTBO II0JIb30BaTeslell, KOTOpble MOIYT OJHOBPEMEHHO OTKpPBITb IOKYMeHT B peXuMe
COBMEeCTHOI'O pefakThpoBaHus — 15. [locnenyromye 1mosb3oBaTesld CMOTYT OTKPBITH JJOKYMEHT
TOJIbKO Ha IPeJIIpOCMOTP.

K nokymeHnTam MoryT ObITH IpefoCTaBieHBl ciefaylonue Buiabl Joctyna: IIpecmorp,
PenaxkTupoBanue, Ynpasienue, /locTyn 3amnpeiies.

H3menuTe mnpaBa, IpefloCTaBlIeHHble [PYI'MM II0JIb30BaTesIIM K OOBEKTY, MOXKeT Kak
BJIaJleJiell, TaK Y I10JIb30BaTellb C IIpaBaMU Ha yIpaBJleHHUe.

OnHoBpemeHHast paboTa C JIOKYMEHTOM HECKOJIbKHX II0JIb30BaTeslell BO3MOXHA B TOM
ciIy4ae, ecjid Bce OHM MMeloT AOCTyI K ¢arny. CoBMecTHast paboTa oToOpakaeTcsl B IPUJIOXKEHUU
ClelyronmmM obpasom:

— aBaTapbl COABTOPOB pa3MEIAIOTCS B HIDKHeW 4YacTu OokoBou maHenu (cMm. PucyHok 54).

Ecnu coaBTOpoB 6osbIle TsATH, Ha OOKOBOM MaHeu OyayT oTobpaXkaThbCsl YeThIpe aBaTapa
COaBTOPOB. /711 TpocMoTpa cIMcKa COAaBTOPOB B HIDKHEN 4acTH OOKOBOM IMaHeNu HaXXMUTe
KHOIIKY C u300pakeHneM IA}p, COOTBETCTBYIOIIMX KOJIMYECTBY CKPBITBIX COaBTOPOB. [Ipu
HaBeJleHMM Kypcopa Ha aBaTap COaBTOpa IIOSIBUTCSl  BCIUIBIBAIOLleE OKHO C
IONOJIHUTeIbHOM MH$OpManye o JaHHOM Iojib3oBatesie. IIpyu HeO6XOOUMOCTH HaXXMUTe
Ha BCIUIbIBAIOIeM YyBeJloMleHWHM Ha runepccouiky Ilompobnee [yis  1mpocmotpa
vHbopMauu O mosb3oBaresie B npuioxeHnn «MoiOduc KoHtakTey (Ipy Halivduu
unrerpaiuu ¢ «MoiOduc [louray);

— s;YefiKH, B KOTOPbIX pabOoTalOT COABTOPHI, BBIJEJISIOTCS I[BETOM HX aBaTapoB. [lis

nepeMelreHys K sideiike, B KOTOPOM HAaXOJUTCS COABTOP, HAXXKMUTE JIeBOM KHOIIKOM MBIIIN
Ha ero aBaTap Ha OokoBOM MaHenu. Eciy cTpoka € sS4eMKOH, B KOTOPOM HAaXOIUTCS
COABTOP, ellle He 3arpy3wiach (IIPpU OTKPBITUM JJOKYMeHTa II0 YMOJIYAHUIO 3arpy>KaroTcs
1000 cTpok mepBoro oTKphITOro jucTta U 100 cTpok Bcex MOCIeayoIuX), IepemMelieHre He
[IPOM3OUJIET, U TTOSIBUTCS COODIIIeHNe O HeBO3MOXXHOCTH HAaWTH STUeHKY;

— P BBIIOJIHEHWM COABTOPOM PpeJaKTHPOBAaHMUSI Yy OCTaJbHBIX COABTOPOB CHUHXPOHHO

0TOOpaXkaloTCsl UCIIPABIIEHUS B IOKYMEHTe;

— eclii JIOKyMeHT JIOCTyIleH IIojIb30oBaTent0 Tojibko Ha IIpocMoTp, TO Ha maHenu

VHCTPYMEHTOB CjleBa OT aBaTapa OToOpakaeTcsi HaANMUCh TOJNBKO IJjis UTeHHsl U Ha

[IaHeJIM OTCYTCTBYIOT MHCTPYMeHThl (POPMaTUPOBaHUS U PeJaKTHPOBAHUSL.

© 000 «HOBDBIE OBJTAYHBIE TEXHOJIOI'MW», 2013-2024

147



MonOdoumc

@

X 0O

Pucynok 54 — ABaTapbl COAaBTOPOB Ha OOKOBOH TaHeH

Ecmu pabora ¢ gokymeHTOM Oblla TOCTaBjieHa Ha JUIMTENIbHYIO Tay3y (BpeMs May3bl
HACTparWBaeTCs CUCTEMHBIM aJIMUHUCTPATOPOM), TO paboTa IOJIb30BaTessl, KOTOPbIMA IMPUOCTaHOBUII
paboTy Ha AJUTeNIbHBIN Nepuoj], OyzeT rpepBaHa, Ha 3KpaH OyJieT BbIBeJIeHO OKHO ¢ MHbOpMalineit
O 3aKpbITUM ceccuu. JlaHHbIe B AKTUBHOM sUeiike MpPH 3aKPbITUM CECCUA He COXPaHSIOTCS.
[Tonb3oBaTeslb MOXXET CHOBA OTKPBITh OKHO WJIM TIEPEHTH B XPaHUJIMINE JIOKYMEHTOB, HaXKaB

COOTBETCTBYIOIIYIO KHOIIKY B OKHe C HHq)OpMaHH6ﬁ O 3aKpPbITUHU CeCCHH.
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3.2.35 CouyeTaHus KJIaBHIII

CoueTranue KJIaBHIII

Komanpa niu geiicreue

Windows macOS
IIpaBka copepuMoOro
Ctrl+Z ¢& Cmd+Z OTMeHUTH
Cl+Y 48 Cmd+Y [ToBTOPUTH
Ctrl+X ¢& Cmd+X BripesaTh
Ctrl+C ¢t Cmd+C KomuposaThb
Ctrl+V ¢6 Cmd+V BcraButh
- , BcraButh aHHble 0e3  HCXOJIHOTO
Ctrl+Alt+V ¢6 Cmd+"\_ Option+V a a
¢popmatupoBaHus
- , BcraBuTh paspeiB CTPOKU B pekuMe
Alt+Enter “\_ Option+¢” Return pasp P P
pellaKTHPOBAHMUSI
Y IauTh OIWH CUMBOJI CJIeBa B sSYeiKe B
Backspace Backspace
peXuMe pelakTUPOBAHMUS
¢t Cmd+Backspace mm YanuTh OJHO CJIOBO CjleBa B sideiike B
Ctrl+Backspace
"\_ Option+Backspace peXuMe pelakTUPOBAHMUS
Y IamuTh OMH CUMBOJI CIIPaBa B suelike
Delete Fn+Backspace a A P
B peXXuMe peJlakTHPOBAHHUS
¢& Cmd+Fn+Backspace nm .
Y 1anuTh OHO CJIOBO CIIPaBa B siueiike B
Ctrl+Delete 4 g P

“\_ Option+Fn+Backspace

pexXrMe pelaKTUPOBaHUS

Backspace rm Delete Backspace WIn Ynaum/m) IaHHble W3  BbIJIeJIEHHON
Fn+Backspace STYerKH

dopMaTHpOBaHHE CONEPIKIMOT0

Ctrl+B 4t Cmd+B KupHbrii

Ctrl+I ¢6 Cmd+I Kypcus

Ctrl+U ¢6 Cmd+U T[To4epKHy ThIH

Ctrl+5 46 Cmd+5 3auepKHyThIH

Ctrl+Shift+= &b Cmd+4> Shift+= Hancrpounble 3Haku

Ctrl+Shift+— &b Cmd+4> Shift+- [TopcTpounbie 3HAKU

Ctrl+Shift+, 46 Cmd+4> Shift+, VMeHbIIUTH pa3Mep mipudTa Ha 1
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CoueTranue KJIaBHUII

Windows

macOS

KomMmanpga mim nerictBue

Ctrl+Shift +.

&b Cmd+4> Shift+.

VBenuuuTh pazmep mpudra Ha 1

Ctrl+Shift+C

&b Cmd+4> Shift+C

KomnuposaTk popmaTupoBanue

Ctrl+Shift+V

¢€ Cmd+4<> Shift+V

[IpumenuTs dopMaTUpoBaHUE

BBIPHBHI/IB&HI/IE CoaepKumMoro SI9eKH

Ctrl+Shift+L 46 Cmd+<> Shift+L ITo neBoMy Kkpato
Ctrl+Shift+E ¢6 Cmd+4> Shift+E [To mentpy
Ctrl+Shift+R ¢6 Cmd+4> Shift+R ITo npaBoMy Kkpato
Ctrl+Shift+] 46 Cmd+4> Shift+] [To mupune

Brigenenue cogep:KuMoro ss4eiku

Ctrl+A

45 Cmd+A

BbI)Z[eJ'II/ITb BCe CoepxxuMoe STYeMKU

Shift+Crpesnika BieBo

4> Shift+Crpenka Bi1eBo

BbIHeJII/ITb OJWH CHMBOJI CJjieBa HJIN
OTMEHHUTDb Bbl60p 3TOI'0 CMMBOJIA

Shift+Crpenka BpaBo

<> Shift+Crpeska Brpaso

Boigenutsb omuH CHMBOJI CIIpaBa WJIH
OTMEHHUTHb Bb160p 3TOT'0 CMMBOJIA

Ctrl+Shift+Crpenka BieBo
BJIEBO

&6 Cmd+4> Shift+Crpenka

BoilenuTe OMHO CJIOBO ClieBa WU
OTMEHUTH 3TOT BLIOOD

Ctrl+Shift+Crtpenka BrpaBo
BITPABO

¢& Cmd+4> Shift+Crpernka

BeilemuTs OHO CJIOBO CHpaBa WA
OTMEHUTb 3TOT BbIOOP

BoeigenuTs comepxviMoe OT Kypcopa [0

Shift+Home Fn+4>» Shift+Crpesnka BeBo .
Hayvasa s4Yeiku
B
Shift+End Fn+4> Shift+CTpenka Bripaso PUISTITE COMEPAUIMOE OT Kypeopa A0
KOHIIa CTPOKH
a6 +Fn+4> Shift+
Ctrl+Shift+Home Cmd+Fn Shift PacmupuTs BeiflenieHNe K Havamly siuerKu
Crpesnka BeBo
Ctrl+Shifi+End ¢6 Cmd+Fn+<> Shift+ PaCIvHI/IpI/ITI: BbiZleIeHWe 10  KOHIIa
Crpesnka BIpaBo STYEHKHU

Shift+CTpesnika BHU3

<> Shift+Crpeska BHU3

Pacmivputs BblielleHWe Ha OJIHY CTPOKY
BHU3

Shift+CTpeinka BBepx

4> Shift+Crpenka BBepx

Pacmuputs BelZiesieHVe Ha OJHY CTPOKY
BBEPX

JIBOIHOE HakKaTHe JIeBOM KHOITKOM MBI

BbIHeJII/ITb CJIOBO
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CoueTranue KJIaBHUII

Windows

macOS

KomMmanpga mim nerictBue

TpoitHoe HaXkaTHe JIeBOM KHOIMKOM MBIIIN

Brigenuts ab3ail

HaxaTue yieBoM KHONKOW MBIIIM U IlepeMellleHHe Kypcopa

BBEpX

BbI}IEJ'II/ITI) TeKCT BBepx

HaxxaTue eBoif KHOMNKOM MBIIIM U IepeMellleHHe Kypcopa

BHH3

BLII[EJII/ITb TeKCT BHH3

Pabora c Tabaumei

Alt+L \C Option+L BcraButh crosnber ciesa
Alt+R \= Option+R BcraButh crosnbern cripaBa
Alt+A “\_ Option+A BcraButh cTpoky Bblllle
Alt+B “\_ Option+B BcraButh cTpoky Hike
Alt+Ctrl+R “\_ Option+dt Cmd+R* Y 1anmuTh CTPOKy
Alt+Ctrl+U A Option+&€ Cmd+U VY panute cronbers
Alt+Ctrl+M A Option+3£ Cmd+M OOBeIUHUTDL AYeUKU
Alt+Shift+M A Option+@ Shift+M PasbequHUTE S4eliku

Tab wm CTpenka BrpaBo

[IepeiiTu B ClleIyIOIIYIO STYEHUKY

Shift+Tab wmm Ctpenka BiieBo

4> Shift+Tab wmm Crpenka
BIIEBO

[lepeiiTy B IpebIAYIIYIO STYEHUKY

Shift+ Crpenka
BIIPaBO/BBePX/BHU3/BIIEBO

4> Shift+ Crpesnka
BIIPaBO/BBepX/BHU3/BIIEBO

BrimenuTs nuanasoH

Crpenka BHU3

[lepeiiTu B siueiiKy HUXe

Crpenka BBepx

[lepeiiTu B siueliky Bblllie

Crpenka BIpaBo

[IepeiiTu B siueliKy crpaBa

Crpenka BieBo

[lepeiiTu B si4eliKy cieBa

Ctrl+A

#6 Cmd+A

Breigenuts Bce T4erku

*B Beb-6paysepe Safari He moamep:kuBaeTCs ynajeHre CTPOKU TabIUIIBI COYeTaHHMEeM KITaBUII

“\_ Option+df Cmd+R.

IlepemenieHne no JOKYMeHTY

Home

46 Cmd+Crpenka BiIeBo wiu
Fn+Crtpenka BieBo

[TepeiiT k HaYaIy CTPOKH
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CoueTranue KJIaBHUII

Windows

macOS

KomMmanpga mim nerictBue

End

&% Cmd+Crpenka BrpaBo MM
Fn+Crpenka BopaBo

[lepeiiTu Kk KOHITY CTPOKH

Ctrl+Crpenka B1eBo

¢& Cmd+Ctperka BieBo

[lepeiiT Ha OAHO CJIOBO BJIEBO B peXXHUMe
penakTUpPOBaHUS TYerKU

Ctrl+Crpenka BrpaBo

¢& Cmd+CTpeJka BripaBo

[lepeiiTh Ha OJHO CJIOBO BIpPaBO B
peXXrMe pelakTUPOBaHUS TIeUKHU

Crpenka BBepx

[TepefiTh Ha OOHY CTPOKY BBepX B
PeXXUMe pelakKTUPOBAaHUS STYEHKH

Crpenka BHU3

[lepefith Ha OOHY CTPOKY BHH3 B
peXXrviMe pelakTUPOBaHUS STYeNKU

Crpesnka BieBo

[lepeiiTh Ha OJWH CUMBOJ BJIEBO B
pexxuMe pefakKTUPOBAHUS STUEHKU

Crpesnka BIpaBo

[lepeiiTh Ha ONWH CUMBOJI BIPAaBO B
peXXrMe pelaKTUPOBaHUS STYeUKHU

Page Up ¢& Cmd+Fn+Crpesnka BBepx [lepeiiT Ha OJIMH 3KpaH BBEpX
Page Down &6 Cmd+Fn+Crpenka BHU3 ITepeiiT Ha OJMH 3KpaH BHU3
Ctrl+End &8 Cmd+Fn+Crpeska BIpaBo [lepeiiTu k mocnefHeil siuelike pabodeit
obmactu
Tenei . . .
Ctrl+Home &6 Cmd+Fn+Crpeska BlleBo CPEHTH K [Ieppoif siefike  paotedt
obmactu
Jpyrue coyeTaHus
3arpy3utb u OTKPBITh datin,
Ctrl+O ¢€ Cmd+0 PacIoIOXKeHHbIM Ha KOMIIbIOTepe WU
BHeIlIHeM HocHTesle nHGOpMaIuu
Shift+Ctrl+S ¢6 Cmd+<> Shift+S Ckauathb aits
Ctrl+0 46 Cmd+0 Vcranosurts Macirab 100%

Ctrl u + nu Ctrl+=

#f Cmd u + wiu £ Cmd+=

YBenuuuTh MaciTrad

Ctrlm - £ Cmdu - VMeHbIIUTH, MacuTab

Ctrl+F 46 Cmd+F OTKpEBITH ITaHesb IIOKCKA 110 JOKYMEeHTY
Ctrl+K 48 Cmd+K BcTaButh CCBIIKY Ha JIUCT KHUTH
Ctrl+P J£ Cmd+P [leyaTh JOKyMeHTa

Ctrl+; ¢t Cmd+; BcraButs Tekymryro maty
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CoueraHue KJIaBHII
Komanna nim peiictBue
Windows macOS
Ctrl+Shift+; ¢8 Cmd+4> Shift+; BcraButh Tekyiiee Bpems
46 Cmd+4> Shift+ITpo6en
Ctrl+Shift+Space BcraButh Hepa3pbIBHBIN TpOOe

“\_ Option+ITpo6esn

HasxaTre neBoi KHOIIKOH MBIIIHA

Pazmectuts Kypcop B JOKyMeHTe

HarkaTre npaBoii KHOIIKOM MBIIITH

BrizBaThb KOHTEKCTHOe
BBIOPAHHOTO 3JIeMeHTa

MeHIO
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INPUWIONKEHME 1. IEPEYEHDb OPMYIJI 1 UX OIIMCAHUE

DyHKIUSA

Omnucanue

PyHKIMH I pab0THI ¢ 6a3aMHu JJAHHBIX

BACYMM(6a3a_naHHBIX; mnoJe;
KPUTEPUHN)

B TabnuyHOM MaccuBe BbIYMCIISET CyMMYy 3HAa4YEeHUU, KOTOpbIe
OTBE4YalOT 3a/IdHHbIM YCJIOBUSAM

PyHKOHMHU JaTHI H BpeMeHH

I'O/I(nata)

Bosspaiaet ros, COOTBeTCTBYIOLIMI 3aJaHHOU J1aTe

IOATA(ron; MecsIl; IeHb)

[Tpeobpa3yeT 3ajaHHbIe 3HAYEHUS TO/Ia, MEeCsAIa U THS B IaTy

JATA3HAY (cTpoka faTel)

Hp806PHSYET HaTy, IMpeacTaB/IeHHYIO TeKCTOM, B ee YHCJIOBOe
3Ha4YeHHe

JATAMEC(maTta_Havasa; MecsITbl)

Bosspamaer umcioBoe 3HaueHWe IaThl, KOTOpas HACTyHaeT
Jepe3 3aJlaHHOE KOJMYEeCTBO MeCSIleB IOCJe 3aJaHHON HaThl
WM JI0 Hee

JEHDb (nata)

Bosspariiaer 7eHb, COOTBETCTBYIOIIMK 3aJaHHON JaTe B
YUCI0BOM dopmaTte

KOHMECHAIIA (nata_nHauarna;

BosBpaimiaer pgaty mociegHero JAHS  Mecsilla, KOTOPBIM
HACTylaeT depe3 3a/laHHOe KOJIUYECTBO MecCsIeB Iocie

MeCSIIIbI) .
HaYaJIbHOM JIaThI JIUOO 10 Hee
BosBpamaer MecsI, COOTBETCTBYIOLIMW 3aJaHHOM JaTe B
MECSIII(rata) patll ! yrott A A
YHUCIIOBOM opMaTe
Bosppammaer  KOMMYeCTBO ~ MWHYT,  COOTBETCTBYIOIIee
MUHY TBI(spems) Pat yr yIom
3a/IaHHOMY BpeMeHU
BosBparaer Homep Henienu 1io craaaapty 1SO (ot 1 mo 54
HOMHEJIEJIWL.ISO(niata) PATIACT HOMEp HeR Aapry 150 (ot 1 1o 54)
ISl 3aJTAaHHOM JTaThI
CET'OIHA() Bo3sBpaiiaet 1aty cerofiHsIIHero IHs B YUCJIOBOM dopMare
THOATA() BosBpaiiaet TekyInyio 1aTy ¥ BpeMs B UHCJIOBOM ¢popmaTe
BosBparmaer koImM4ecTBO 9acoB, COOTBETCTBYIOIIEe
YAC(Bpemsi) Pat yrom

3a/laHHOMY BpeMeHU!

NmxeHepHble QyHKITUU

KOMIUIEKCH((neiicTBuTeNIbHAS_9acT
b; MHHMasl_4acThb; [cydduKc])

Bo3sBpaiiiaeT KOMIIJIeKCHOe YKCII0O Ha OCHOBe JeHCTBUTEJIbHON
1 MHUMOM YacTeun

MHUM.ABS(koMIIJIeKCHOe 9IHCII0)

BOSBpaIHBET abCcooTHOe 3HaYeHHe KOMILIEKCHOTO YHMCia
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dyHKnmNsa

Onucanue

PunaHCcOBBIe QyHKIIUHN

BC/I(cymMMa_pneHeXXHBIX TOTOKOB;
[mpubnusuTenbHas CTaBKa))

Bruruncisger BHYTPEHHIOIO CTABKY JOXOJHOCTHU WHBECTHUIINH
Ha OCHOBe CepHH IMOTOKOB JIeHeXXHbIX CPpeJCTB

OJATAKYIIOHIO(pacuer;
JlaTa_IloralieHus;
[ciocob _mopcuera paHeit])

49acToTa,

BosBpamiaer  yncioBoe — 3HaueHuHe
COOTBETCTByeT JiaTe IIOCTeHed BBITIIAThHI
MTPOM3BOMMOM JI0 IAaThl pacyeTa

IaThl,  KOTOpOe
[0 KYIIOHY,

IIVIT (cTaBka;
TeKyIlas_CTOMMOCTh;
[6ymymiast_cToMMOCTB],
[koHer_ iy Hauano])

KOJIMYEeCTBO _IIJIaTeXew;

Beruncnsier cyMMy nepuOJUYecKOro IiaTexa
II0 aHHYWUTETy Ha OCHOBe IIOTOKA IUIaTeXXerd OAWHAKOBOI'O
pa3Mepa ¥ GUKCUPOBAHHOM MPOIEHTHOM CTAaBKU

IIC(craBka;
BBITIJIATA_3a_TEPUO/T;
[6ymymiast_cTouMOCTB];
[konen_wmu Havaio])

KOJIMYeCTBO I1epHO/IOB;

BrrumcrisieT cTOMMOCTb MHBECTUIIMHY Ha TeKYH_II/Iﬁ MOMEHT Ha
OCHOBe IlepruoguveCcKux marexen u (bHKCHpOBaHHOﬁ
HpOHEHTHOfI CTaBKH

PYBJIb.JEC(necatuunasi_mpoOb;
3HaMeHaTeJlb)

[IpeoGpa3yeT 1ieHy, MpeJCcTaBIeHHYIO B BUjle IpooH,
B I[eHY, BBIPAKEHHYIO JIECITUIHBIM YUCIIOM

PYBJIb.IPOBb (necstudHoe 4ucio;
3HAaMeHaTeJlb)

[Ipeobpa3yeT 1eHy, MpeJCcTaBIeHHYI0 JeCITUIHBIM YHUCIIOM,
B I[eHY, BBIPAKEHHYIO JIeCATUIHON IPOObI0

YIIC(cTaBka_TUCKOHTHUPOBAHMUS;
JIeHEeXHBIH MOTOK];
[nenexxHbI_1OTOKZ; ...])

Brerancrser 9ucTyo TEKYIIy0 CTOMMOCTD BKJIA/la C y4eTOM
CTaBKU JTMCKOHTHUPOBAHUS U JIEHEXKHBIX MTOTOKOB IO BKJIATy
(BBITITIATHI ¥ TIOCTYTLJICHUST)

Nudopmanuonnrie pyHKIUHN

EJIOTNY(3Havenue) Bosspamaer 3navenne MCTHUHA, ecnu 3ajjanHOe 3HaueHUe
SIBIISIETCS JIOTHIECKUM
Bozspamaer 3nauenne HWCTHUHA, ecou npoBepsieMoe

EH]I(3Hauenue)
3HaYeHue coaepkuT omubky #H/

EHEYET (3Hauenue) Bozspamaer 3navenne MCTHUHA, ecnu 3amanHoe 3HavueHHe
SIBJISIETCS. HEYETHBIM YHCIIOM

EOIII(3Hauenue) [IpoBepsier, comepXUT 7K apryMeHT Jioboe 3HaUYeHUe
omnbxu, kpome #H/JT

EOIIINBKA (3HaueHue) Bosspamaer 3nauenune UCTUHA, ecnu 3HaueHue siBsieTcs
OLIMOKOM

EITYCTO(3HaueHue) Bosepamiaer gmoruueckoe 3Hauenne WCTUHA, ecou
3aJlaHHas sT4erika mycras

ECCBIJIKA (3HaueHue) [TpoBepsiet, siBsieTCS 1 3HAUeHNe CChUIKOM Ha sTuelKy

ETEKCT (3Hauenue) [TpoBepsiet, siBnsieTCs 11 3HaUeHHe TeKCTOM
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DyHKIMSA Onucanue

EYETH(3Hauenue) Bosepamaer 3nauenne WCTHUHA, ecnu 3amaHHOe
3Ha4YeHUe SIBJISIeTCS] YeTHBIM YHCIIOM

EYNCJIO(3HaueHue) [IpoBepsiet, siBIsIeTCS JIM 3HAUeHUE YUCIIOM

NMH®OPM (tun_unHbOpMaIun)

Bosspaiiaer nHbOpMaIluio, OTHOCSIIYIOCS K
OTIepalMOHHON cucTeMe W WHQPOPMAIMOHHOM Ccpejie
TI0JIb30BaTeJIst

HI0 BosBpaiaer omubky «3HaueHre oTCyTCcTBYyeT», #H/JI
HqEﬁKA(THH_CBEHeHHﬁ; BosBpaiiaer 3ampaimiviBaemMble CBeIeHUSI O 3aJlaHHOMU
[ccrimkal) syelike

Jlornueckue pyHKIUHN

ECJIA(roruueckoe_BbIpa’keHUe;
3Ha4YeHHe eCJi_HCTHUHA;
[3HaueHMe ecyiu_JIOXKb])

Bosspaiaet pasHble 3Ha4eHHUs] B 3aBUCHMOCTU OT TOTO,
cob:roaeTcs M 3afjaHHOE JIOTHYeCKoe yCIIOBHe

ECJIMOIINBKA (3HaueHue;
[3HaueHue ecnmu_omubkal)

B03BpamaeT pa3Hble 3HAYE€HHA B 3dBUCHUMOCTU OT TOrO,
SIBJIIETCS JIM 3aJJTdHHOe 3Ha4eHue OIINOOYHBIM UJIK HET

ECH]I(3Havenue;
3HaYeHUe eciiu_HJ)

Bosppamaer 3HaueHWe BTOpPOTO aprymMeHTa, eciu
MIepBbIM apryMeHT CofiepXXuT 3Hadenue ommbku #H/II. B
MTPOTHMBHOM CJTy4dae — 3Ha4eHHe IIepBOr0 apryMeHTa

N (oruueckoe_BbipakeHuel;
[mormyeckoe BbipaxkeHue?; ...J)

Bosspamaer 3nauenme MCTUHA, ecnu Bce 3amaHHBIE
apryMeHTHI SIBJISIFOTCS JIorndecku BepHbIMU, Wi JIOZKD,
eciM KakoM-TMbo aprymMeHT SBJSieTCS  JIOTUYecKH
HeBepHbIM

NJIN(iornyeckoe_BblpaxkeHuel;
[Tormueckoe BwIpakeHueZ; ...])

Bosspamaer 3nauenne UCTUHA, ecnu kakue-mubo u3s
3a/laHHbIX APTYMEHTOB SIBJISIFOTCS JIOTMYECKW BEPHBIMH,
wmu JIOXKD, ecnu Bce 3aaHHBIEe apryMeHTHI SIBJISIIOTCS
JIOTUYeCKU HeBepHLIMU

[mo_yMomuaHuUIo])

NCTHUHA( Bosppamaer norudeckoe 3Hauenne MCTUHA

JIOKDB() Bosspaiiaet norudeckoe 3uauenue JIOKb
INEPERKJIIOY (BeipaxkeHue; CpaBHMBaeT CIHMCOK BbIpaXXeHUM W  BO3BpallaeT
3HaueHuel; pe3ynbTarl; | pes3ysbTaT, COOTBETCTBYIOIINUI IIEPBOMY COBIIQJAIOIIEMY
[3HAUeHMEZ; pe3ymbTar’; ...]; | BBIpAXKEHUIO

(I’yHKl.ll/Il/I CCBLJIKHM U IIOHCKa

AJTPEC(cTpoka; cronberr;
[criocob abCOmMIOTHBINM OTHOCHUTENbH
bIfi]; [cTwiib_ccbutok_all; [mucT])

Bosppamaer agpec sdeiiku B TaOmMIle HAa OCHOBE
3a/IaHHBIX 3HAUeHUHN CTPOKHU U CTOJIOIa
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DyHKIHA

Onucanue

BBIBOP(unnexc; Beibopl; [BeIOOpZ;
D

Bo3BpaLuaeT 3Ha4YeHHe U3 CIIMCKA Ha OCHOBe 3aJdHHOI'O
HHJeKCa

T'NITEPCCBIJIKA (url;
[TexkcT cchuiku])

Co3paeT TunepccrhlIKy B sYeike

I'TIP (k104 TOUCKQ;
VHJEeKC; [TUI_COIOCTaBJIeHUsl])

IMaIa3oH;

OcymecTBisieT TMOMCK KJI0oYa B TIepBOM  CTpOKe
JMara3oHa M BO3BpalllaeT 3HayeHHe 33/JaHHON SYefKU B
HaWJeHHOM CTOJIOIe

JBCCBLJI(cchuika Ha s9eiiky B ¢
opMe_ctpoky; [dopmat Al])

BosBpaimaer comepXumoe CCBUIKH, 33JJaHHOA HOMEPOM
SYEVIKU UJIA TeKCTOBOM CTPOKOU

HMHJIEKC (cchuika; [cTpoka]; | BosBpammaer comep:kumMoe S9eMKH, KOTOpas HAXOIUTCS
[cTonberr]) Ha MepecevyeHUH 3aJJaHHBIX CTPOKH U CTOJIOIIA
OBJIACTH(ccrinka) BosBparmaer konmuaecTBo obacTeil B CChUIKe HA SYEHKY

WM vanaloHe sdeek. Ob6macTe — 3T0 HAOOp CMeEXXHBIX
si9eeK WM OTAeNbHas sdeiKa

ITIOMCKIIO3(xir0u_TOUCKa;
JIMaIla30H; [TUM_ToucKal)

[Touck amemeHTa 1O BBHIODAaHHOMY THIy IIOMCKA B
3a/laHHOM Juara3oHe. BosBpaillaeT HHIEKC 3JIeMEHTa
(HOMep TIO3WIIMH, KOTOPYIO 3aHUMaeT 3JIeMeHT B
MaCCHBe)

IMPOCMOTP(xtou_1moucka;
IIMaIa3oH_II0MCKa;
[mmana3oH_pe3ymnbTaTal)

IMPOCMOTP(xtou_1moucka;
MAacCHB_pe3yJbTaTa_ITOMCKa)

OcymiecTBisieT TMOMCK KJl0Ya B OAHOW CTPOKe WK
KOJIOHKe U BO3BpalllaeT 3Ha4YeHWe STYeWKU, HaXOSIIencs
B COOTBETCTBYIOIIeH MO3WINU APYrOM CTPOKU WIU
KOJIOHKH

OcymecTBiseT MOUCK KJIF0Ya B CTPOKAX WJIM KOJIOHKAaX U
BO3BpalllaeT 3HAUYeHHWe  SYeHKW, HAXOJIIIeNcs B
COOTBETCTBYIOIIe TMO3UIIMM Tex e CTPOK WId
cTonbroB. s moucka KiIoya B OJHOM CTPOKe WU
KOJIOHKe HeOoOXOJUMO 3aJaTh 3HAa4YeHWe TpPeTbero
apryMeHTa «JIMara30H_pe3yJIbTaTa»

CMEII(cchiika_Ha_ SYeuKy;
CMellleHHble CTPOKWU;
CMeITeHHbIe CTOJIOITHI;
[tmmpuHal)

[BLICOTA];

BosBparmaer cchuiKy Ha siYEHKY WM TUATIa30H sT9eek,
KOTOpBIe CMeIlleHbl OTHOCUTEIHHO UCXOIHOM CCBHITKHM Ha
3a/JaHHOE KOJIMYeCTBO CTPOK U CTOJIOIOB

CTOJIBEII([ccpuika Ha_siuedKy|)

BosBparmaetr Homep cTonbiia 3alaHHON STYeHKH

CTPOKA([ccpuika_Ha_sT9eiky])

BosBpaiiilaeT HoMep CTPOKH 3aJlaHHOU STYeHKHU

YU CJICTOJIBb(quama3oH)

BosBpaLuaeT KOJIN4eCTBO CTOJI6I_IOB B 3dJIdHHOM MdCCHBe
WK Jxalla30He
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MoinOdomc

DyHKIMSA

Onucanue

MaremaTH4ecKkue H TPUrOHOMeTpHYecKHe GpyHKIHI

ABS(3Hauenue) Bo3sBpaiiaet abconoTHOe 3HaUYeHMe YUCiia
ACOS(3Hauenmue) Bo3Bparmaer apkkocuHyC 9Kciia, 33JaHHOTO B pafliaHax
ACOSH(3Hauenue) Bo3zspamaet runep6omudeckuii apKKOCHHYC YHCIIa
ACOT (3nauenue) BoerumcnsieT apkkoTaHTreHC YKMClIa M BO3BpalllaeT yrojl B
panvaHax B uHTepBase ot 0 (Hysis) o i
ASIN(3Hauenue) Bo3sspammaer apkcuHyc 9ucia, 3aJJaHHOTO B pajiaHax
ATAN((BHaueHue) Bo3sspaiaet apkTaHreHc 4ucia, 3aIaHHOTO B pajiiaHax
ATAN2(x; y) Brruucrsier yrosm mMexay ocblo X M OTPe3KOM M3 TOYKH
Havana koopmauHat (0, 0) mo Toukw, KOTOpas 3ajlaHa
Mapoy KOOpJauHAT
(%, y). Yron ompepiesniseTrcsl B pajivaHax
ATANH(3HaueHnue) BosBpaiaet runep6osuyeckuii apKTaHTeHC Yucia
COSH(3nauenue) Boeruncnsier runep6oiuyeckuii KOCMHYC HaTypaJIbHOTO
qucia
COTH(yromn) Bosspaiaet runep6onuyeckuii KOTaHTeHC yIJia
CSC(yrom) BosBpaiiaet xocekaHc yriia, 3aJaHHOTO B pPaiIdaHax
CSCH(yrom) Bosppammaer  rumepbonmveckuii  KOCEKaHC  yIUa,
3a/IaHHOTO B pajiiaHax
EXP(cTenenb) Bosspamaer uucno Oinepa (e ~2.718), Bo3BelleHHOe B
cTeleHb
LN(3HaueHue) Bosspamaer snorapudm urciia no ocHoBaHuto e (—2.718),

KOTOPBIM Ha3bIBaeTCs HATYPaJIbHBIM JIOTapUpMOM

LOG(3HaueHue; [ocHOBaHUE])

B O3BpallideT norapnd)M quCiia 8(0) 3dIdHHOMY
OCHOBAaHHIO

LOG10(3nauenue) BosBpaiaer norapudm umcia no ocHoBanuto 10

SEC(yromn) Boasspariaet cexaHc yria, 3aIaHHOTO B pajidaHax

SECH(yromn) Bosspaiiaer runep6onyuyeckuii cekaHc yriia

SINH(3Hauenue) Brrancrnser runepbonnueckuii CHHYC 91CIia

TANH (3Hauenue) Bo3zspammaet rumnep6oudeckuii TaHTeHC YUCTa

I'PAIYCBI(yron) [Ipeobpa3yeT 3HayeHue yriia, 3aJaHHOTO B paJiiaHax, B
3HaYeHUe B rpagycax

JIBPAKTP(3Hauenue) Boszspammaer nBorHOM dakTopHal yucia
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MonOdoumc

DyHKIHA

Onncanue

KOPEHBbIIN (3HaueHue)

BosBpamaer  kBagpaTHBIM  KOpeHb W3
«m» (3,14159265358979), ymHOXKEHHOTO Ha HApyroe
YUCIIO

quCiia

OKPYT'JI(3HaueHue; pa3psi/ibl)

Okpymiser  4HMCIO JI0  3aJaHHOTO
JeCATUYHBIX ~ pa3psioB B
CTaHIAPTHBIMU IPAaBUIAMU OKPYTJIEHUS

KOJIM4YeCTBa
COOTBETCTBHUH co

OKPYTI'JIBBEPX(3HaueHue; Oxpyrister 4ncino B OOJNBIIYIO  CTOPOHY 10

pas3psijibl) OTIpefIeJIEHHOTO KOJIMYEeCTBA JIeCATUYHBIX Pa3psioB

OKPYI'JIBHU3(3HaueHue; Oxkpyrnser 4YWMCIO B  MEHBIIYI0O CTOPOHY [0

pa3psizibl) OTIpefieJIeHHOTO KOJIMYeCTBa JIeCATUIHBIX pa3psioB

() BosBpariaer 3HaueHre YuCIa «U», OKPyTIeHHoe 10 14
3HAKOB I10CJIe 3aIIITON

ITPOU3BE]I(MHOXuUTeNb1; Bo3gpaiiiaet npoussesieHre yucen

[MHOXHTTENBZ; ...])

INPOMEXKYTOYHBIE.UTOT'H(
HoMep (yHKIMY; [uana3oHl;
[mmamazon?; ...])

Bo3gpaiaer
BEPTUKAJILHOTO JIATIA30HA S9eeK C MOMOIIbI0 3aJJAaHHOM
byHKIMM pacueta

3Ha4deHue IIPOMEeXXYyTOYHOI'0 urora

CJTIHC()

Bosgpamaer
HMHTepBaJie
or0mol

CHy‘iaﬁHOQ JecCqaTrhuIHoe YHCIIO B

CTEIIEHDb (ocHOBaHuUe; CTeIleHb)

BosBspamaet unciio, Bo3BeJieHHOE B CTeleHb

CYMM (3Hauenue 1; [3HaueHue

2;..])

BosBpaiiaet cymmy psiia umces W/WJK s9eex

CYMMEC/JIA(muana3oH;
KpUTEPH; [Arama3oH_CI0XeHHUs |)

BosBpamiaer cymMMy 3HaueHHH Juala3oHa, KOTOpble
OTBeYaloT 33/IaHHOMY YCJIOBHIO

CYMMEC/JIMMH (muamna3oH_cyio
>KeHUs; KpUTepuH_JAvariazoHal;
KpuTepuiil;

[kpuTepun muamazoHaZ;
KpUTepuiiZ; ...])

Bossparaer cymMMy 3HaUYeHUH JTMATIa30Ha,
KOTOPBIE OTBEYAIOT MHO)KECTBY 3aJJAHHBIX YCJIOBUM

CYMMKB(3Hauenwue 1; [3HaueHue
2;...])

BosBpataer cymmy KBaipaTOB psiia YMCEN

CYMMIIPOM3B(maccuBl;
[MaccuB?; ...])

Brruucser CyMMYy HpOI/IBBeHeHI/Iﬁ COOTBETCTBYIOIIUX
3HAa4YeHMM B MAaCCHBaXxX WM Aualla30Hax

IIEJIOE (3Hauenue)

OprTJ'IHET qHrCJIO JO OMrKaMIero MeHbIIero oejyioro

YACTHOE (nenvMoe; 1eIUTeNb)

BOBBPaLLlaeT pe3yabTaT [dejleHus OJHOro 4Yucja Ha
npyroe, 6e3 ocTaTka
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MonOdoumc

DyHKIHA

Onucanue

F.PACILIIX(x;
cTerneHu cBoOOMbI];
cTerneHu_cBOOObIZ)

Brraucnser [IPaBOCTOPOHHIOIO BEPOSITHOCTh
F-pacnpenienenus (cremens pa3bpoca) il JIBYX

MHOXeCTB JaHHBIX IIPpH 3aJaHHOM BBOJHOM 3HAY€HHHU X

JUCII(3HaueHuel; [3HaueHUe?; ...])

Brruucisger AOVCIIepCHrI0 Ha OCHOBe BbIGOpKI/I

JTUCIIA(3Hauenuel; Boluncnsier  gucnepcdio  Ha  OCHOBe  BhIOODKH,
[3Hauenue?; ...]) yCTaHaBI/IMBas Iyis TeKcTa 3HadeHue 0
JQUCIIPA (3Hauenuel; Boruucnsier JIUCIIePCUIO ISt reHepaJIbHOU

[3HAYeHmEZ; ...])

COBOKYITHOCTH. TekcToBble M JIOTHYECKHEe 3HaYeHHUs
YYIUTBIBAIOTCS IIPYU BBIYHUCIIEHUN

JIMHEWH (13BeCTHEIE JIAHHBIE V;
[43BecTHBIE AaHHBIE X];
[BbruncuTh_b]; [cTaTUcTHKA])

Brruncnser pasnuyHble mapamMeTphl JIMHEHOTO TpPeH[a
MIpY TIOMOIIIA MeTO/Ia HAUMEHBIITUX KBa/IpaTOB

MAKCA(Hauenuel;
[3HAYeHmEZ; ...])

BOSBpaHlEIET HauOoJblllee YKWCJIOBOe 3HAYeHHEe BO
MHO>KeCTBe JaHHBIX

MMUH(3HaueHuel; [3HaueHue?; ...])

B03Bpau1aeT HauvMeHblllee YHCJIOBOe 3HaAd4YeHHe BO
MHOKeCTBe JaHHBIX

HAWBOJIbIIINU (1auuble; n)

Pacnonaraer 3ajaHHOe MHOXXeCTBO IUGPOBBIX JAaHHBIX B
nopsifke yObIBAaHUSI M BO3BpAlllaeT 3Ha4YeHHWe Ha OCHOBe
ero OTHOCUTEeILHOM TO3UIIUU CPeJId MHOXEeCTBA JJAHHBIX

HAVMEHBIINW (1auHEbe; N)

BosBpaiiaer «n»-oe HauMeHblllee YKUCJIO B MHOXECTBe
JAHHBIX

HOPM.PACII(x; cpentee;
CTaH/lapTHOe_ OTKJIOHeHue;
HHTerpaibHbIi)

Bosppamaer  3HaueHue — QYHKIMM  HOpPMAaJIbHOTO
pacripefiesieHus (nnu byHKIMU HOPMaJIbHOT'O
WHTETpajibHOTO  paclpefiefieHus)) Ui 3aJaHHOTO
3HaueHHs X, a TaKXe CpelHero 3Ha4YeHUs U

CTaHOApPTHOI'O OTKJIOHEHUSA

PAHI'.PB(3HaueHue; qaHHbIE;
[mo_BospacTanuio])

Pacnonmaraer  uucioBble  3HaAuYeHUST B IOpsKe
BO3paCTaHWsl WM YOBIBAaHWS W OIpefieNseT II03UIHI0
3a/laHHOTO 3Ha4yeHWs B Habope MdaHHBIX. B ciydae
oOHapy)XeHUsI OJMHAKOBBIX 3HAYeHWM BO3BpalllaeTcs

TTO3UITMS TTIEPBOTO HAWUJEHHOTO

CP3HAY(3Hauenuel;
[3Hauenue?; ...])

BosBpaiiiaer cpenHee apudmMeTHyeckoe BO MHOXeCTBe
JIAHHBIX, HE YYUTHIBAsI TEKCTOBBIE 3HAYEHUS

CTAHIOTKJ/IOH.B(3Hauenuel;
[3Hauenue?; ...])

BosBpamiaer craHgapTHOe OTKJIOHEHWe Ha OCHOBe
BBIOOPKU

CYET (3nauenuel; [3HaueHue?; ...])

BosBpaiaer KOJIMYECTBO UYMCIIOBBIX  3HAYEHWH B
3a/laHHOM Habope JJaHHBIX
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MonOdoumc

DyHKIMSA

Onucanue

CUETECJIMMH (kputepuu_Juana
3oHal; kpurepuiil;
[(xpuTepuu_nuamna3zoHaZ;
KpUTepuiiZ; ...])

B03BpamaeT KOJIMYeCTBO fAYeeK, 3Ha4YeHUd KOTOPbIX
COOTBETCTBYIOT 3dJdHHbIM KPUTEPUIM

CYET3(3Hauenuel;
[3Hauenue?; ...])

Bo3sBpamaer KOIM4YecTBO siueek, COAepKalluxX TaHHbIe
JIr0boro THIa

CUUNTATBIIYCTOTbI(nranason
)

BoaBpaLuaeT KOJIMYeCTBO ITYCTbIX fA4YeeK B 3aJJaHHOM
Jraria3oHe

PUIIEP (3HaueHue)

Bosppamaer npeobpa3oBanve Puriepa A 3aJaHHOTO
YUCIIa

TexkcToBble QyHKIIUT

ASC(cTpoka) IIpeobpa3yer TekcT M3 [ByXOAMTOBOM KOAWPOBKU B
omHobauTOBY0. B TabmuyHOM pemakTope (QYHKITHS
WCIIONTb3YeTCs VTS obecreyeHust obpaTHOI
COBMECTUMOCTU C JIOKYMEHTaMH, COAep>KallluMU TeKCT
B JIByX0aNWTOBOU KOAMPOBKE

DBCS(cTpoka) [Ipeo6pasyer Texct u3 ASCII 8 DBCS u nao6opot. B
TabIM4YHOM pefakTope QYHKIWS UCHOJIb3YeTCs Jis
obecrieyeHust obpaTHOI COBMECTHUMOCTHU o
IoKyMeHTaMu, cojepxkamumu TekcT B ASCII wm
DBCS dopmarax

JIS(cTpoka) [Tpeo6pazyer Tekct u3 ASCII 8 DBCS u nao6opot. B
TabIMYHOM pefjakTope (YHKIUS HWCIONb3YeTCsS IS
obecriedueHust obpaTHOM COBMECTUMOCTH o
IoKymMeHTamu, comepxkamumu TekcT B ASCII wmm
DBCS ¢opmarax

UNICODE((cTpoka) CormacHo Tabmure HOHMKOma, BO3BpalaeT YHCIOBOM
KOJI TIEPBOTO CUMBOJIA B 33JTAHHOM CTPOKe

JJINHB (TekcT) BosBpamaer amvMHy TeKCTOBOW CTPOKM M3 pacyeTra 1
0alT Ha KaXKIbId CUMBOJI

JJICTP(TekcT) Bo3sBpaiiaer anvHy 3alaHHON CTPOKU

KOJCHUMB(cTpoka) BosBpamaer uucioBoe 3HadeHue HOHMKO#ma Kon
[IepBOr0 CUMBOJIA B 33/laHHOM TeKCTOBOM CTPOKe

JIEBB(cTpoka; Bo3sBpamiaer nepBbiii CUMBOJI MM HECKOJIBKO MEpBbIX

[komuuecTBO_6aitToOB])

CHUMBOJIOB TEKCTOBOM CTPOKM Ha OCHOBe 3aJlaHHOI'0
yucia 6anToB

JIEBCHUMB(cTpoka;
[konMYecTBO CHUMBOJIOB])

BosBpairaer mojicTpoKy ¢ Havasa 3aJIaHHON CTPOKH
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MonOdoumc

DyHKIMSA

Onucanue

HAWTUB (MCKOMBII_TEKCT;
TEKCT JIJIs_TIOMCKa;
[HavyanmpHas mo3unus])

Bo3sBpamiaer HavanbHYIO MO3WITUI0 MCKOMOW CTPOKHA B
TeKCTe, CUMTas yIBOEHHbIe OYKBBI IBYMs CHMBOJIAMHU

INEYCHUMB(texcT)

YJIEIHSIET M3 TeKCTa BCe HelledaTaeMble 3HAKH1

INIOACTABUTDB(TekcT il MOUCK
a; UICKOMBIA_TeKCT;

TeKCT JUId_3aMeHBbI;

[konmmyecTBO citydaes])

3amMeHseT 3aJaHHBIA TEKCT B CTPOKe Ha JPyron

ITIOUCK((MCKOMBIN_TEKCT;

TeKCT JyIs_TIOWCKa; [Havyaso])

B03Bpau_{aeT HAa4aJIbHYIO ITO3UIHUIO UCKOMOM CTPOKHU B
TeKCTe

ITIOUCKDB (uckoMbIil TEKCT;
TEeKCT JIJIs_TIOUCKa;
[HavanmpHas mo3umus|)

BOBBpaHIHET Ha4aJIbHYIO ITO3UIIHUIO UCKOMOM CTPOKHU B
TeKCTe, CUhTada yaABOEHHbIe 6yKBbI OBYyMs CUMBOJIaMHA

ITPABB(cTpoka;
[konmmyecTBO 6alTOB])

BosBpamaer 1mociemHWii CHMMBOJ WM HECKOJIBKO
MOCJIE[THNX CUMBOJIOB TEKCTOBOH CTPOKM Ha OCHOBE
3a[jaHHOT0 YKUCJIa ODAUTOB

ITPABCUMB(cTpoKa;
[konryecTBO CHUMBOJIOB])

BosBpariaer moacTpoky ¢ KOHITA 3aJJaHHON CTPOKH

ITPOITNCH(TekcT)

H3smeHsieT perucTp TeKCTa B 33JJaHHOM TEKCTOBOHU
CTPOKe Ha BepXHUH

ITPOITHAY(TekcT i CMeHBbl per
HCTpa)

BosBpamjaer cTpoky, B KOTOpOM KaK/ioe CJIOBO
HAYMHAETCS C IIPONHCHOMN OYKBBI

IICTP(cTpoka; Hadajo;
JUTMHA_ W3BJIEYeHHOTO CermMeHTa)

BosBpaiiiaet ¢pparMeHT TeKCTOBOM CTPOKHU

IICTPB(cTpoka; Havao;
JUTHHA_ W3BJIEYeHHOTO CermMeHTa)

B03BpamaeT CerMeHT CTPOKM Ha OCHOBe 3d/IaHHOI'O
KOJIM4YecTBa OalTOB

CHIIPOBE/JIbBI(TekcT)

y):[aJ'ISIET JINIITHH e HpO6EJ'[bI MeXxnay CJIOBdAMHU, d TdKXKe
HpO6EJIbI B HavadJie 1 B KOHIIe CTPOKHU

COBIIA/I(cTpokal; cTpoka?)

CpaBHMBaeT JBe CTPOKM U BO3BpAalllaeT 3HAYEHUE
NUCTUHA, ecnu oHM OgWHaKOBEIe

CTPOYH(texcr)

H3smeHsieT perucTp TeKCTa B 33JJaHHOM TEKCTOBOHU
CTPOKe Ha HW)KHUU

CHEIINTDb(cTtpokal;
[cTpokaZ; ...])

ObbenyHseT HeCKOJIBKO CTPOK B OIHY

TEKCT (3Hauenue; dopmar)

[Ipeobpa3yeT 4YHMCIO B TEKCT B COOTBETCTBHUH C
3aJ]JaHHBIM (OPMaATOM
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