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Bce ynoMsHyTble B 3TOM JIOKyMeHTe Ha3BaHUS MPOAYKTOB, JIOTOTUIIbI, TOPTrOBble MAapKU U
TOBApHbIe 3HaKU MPUHAIUIeXAT UX BJlafieJibIlaM.

ToBapubie 3Haku «MoitOduc» u «MyOfficen npunamiexxar OO0 «HOBBIE OBJIAYHBIE
TEXHOJIOT'UW».

Hu npu kakux oOCTOSITeIbCTBAX Heb3s UCTOJIKOBBIBATH JIIOOOE CO/IepXKMMOe HACTOSIIero
JIOKyMeHTa KakK IpsiMoe MJIM KOCBEHHOe IpefioCTaB/ieHue JIMIeH3UW WM MpaBa Ha KCIO0JIb30BaHUe
TOBApPHBIX 3HAKOB, JIOTOTUIIOB MJIM 3HAKOB 00CITyKHMBaHUSI, IPUBEJIEHHBIX B HEM.

JItoboe HeCaHKIMOHWPOBAHHOE HCIIOJb30BaHME 3THMX TOBAPHBIX 3HAKOB, JIOTOTHIIOB WJIK

3HAKOB 00CITyXKMBaHHUs 6e3 MUChbMEHHOT'0 pa3pelieH s UX ITpaBoobsIafaTesisi CTPOro 3aIpeleHo.
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IEPEYEHBb COKPAIIIEHIH 1 OBO3HAYEHUI

B HacTosiieM pyKOBOJICTBe  TOJIb30BaTelNiss TPUMEHSIOT — CJefylollie  COKpallleHHUs
1 0003HaYeHUSI:
OC — omneparoHHasi cUCTeMa
I[1IO — nmporpamMmMHoOe obecrieyeHue

V3 — y4eTHas 3anuch
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1 OBIIIME CBEJEHUSA

1.1 Haznauenmue

«MoitOduc JJokymMeHTbI» — MPUIIOKEHHEe JIJIsi TPOCMOTPa U peJlaKTUPOBAHUSI TEeKCTOBBIX
JIOKYMEHTOB, D3JIEKTPOHHBIX TaOJMWIl M TIpe3eHTaluMi, a Takxke TmpocMotrpa PDF  daitnos
Ha cMapTdoHax u maHIrerax ¢ OC ABpopa.

[TogpobHoe onucanue QyHKIMOHANBHBIX BO3MOXkHOCTed [IO mnpuBeneHO B JIOKyMeHTe

«"MoiOduc NokymenTtsl" miis "ABpopa". @yHKIIMOHAIbHBIE BO3MOXXHOCTHY.

1.2 Cucremubie TpeOOBaHUS

Hepequb Tp86OBaHI/Iﬁ K TIIpOrpaMMHOMY W aIllldpdTHOMY 00ecIIe9eHHIo IpuBejeH

B IokyMeHTe «"'MonOduc [loxkymeHnTts!" njis "ABpopa". CucreMHble TpeOOBaHU.

1.3 IlonnepxuBaemsble 1361k HHTepPderica

[Ipunoxxenue nojjiepxuBaeT Cienyrolye si3bIKU HHTepderca:
— pyCCKuU;

— QHIJIMHCKUH.

1.4 Orpanmyenus

CHucoK OrpaHUYeHUH B TeKyIllel BepCUy MPUJIOKeHUS:

— penakTUpOBaHMe JOCTYITHO TOJIBKO JIJIs JIOKAJIbHBIX JOKyMeHTOB (pa3nien Ha ycrpoiicTBe);

— Mpe3eHTallUM OTKPBIBAIOTCS TOJIBKO Ha IPOCMOTP M pellaKTUPOBaHWe, CO3[jaHue HOBOW
IIpe3eHTalluy HeIOCTYIIHO;

— JIOKYMeHTHI O0JIbIIOro 00beMa MOT'yT OTKPBIBAaThbCSI MeJIJIEHHO;

— npe3eHTAIMU pa3mepoM bosiee 50 MbHalT MOTYT He OTKPBIThCS ISl IPOCMOTPA;

— u3zobpaxkeHruss U QUIryppel B JIOKYMeHTaxXx OosblIOrTO 00beMa MOIYT OTOOpakaThbCs
HEeKOPPEeKTHO;

— noBpex/ieHHble ¢annbl B ¢opmatax XODS, XODT, XODP He oTkpbIBatoTCS
MIPUJIO’KEeHUeM;

— MaKCHMaJlbHasl JIJTMHa TyTH K ¢aity (Bkitodas uMs daiijia) He J0/DKHA IMpeBbIaTh 255
CHUMBOJIOB;

— B UMeHax (aiyioB He JIOMYCKAeTCsl UCIOIb30BaTh CUMBOJBL: «/» U «W, «*», «|», «», «"»,
«<», «>», «?», «#». Ilpu coxpaneHuun ¢aiyla ¥ NPUCBOEHUMH €My HOBOTO HWMeHHU He

HOITYCKaeTCda UCII0JIb30BATh CUMBOJI TOUKKM . B HA4aJle.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOTHUHW», 2013-2024
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2TIOAT'OTOBKA K PABOTE

2.1 YcraHoBKa IpHI0KeHus

[Tonb3oBaresnsam YCTPOMWCTB C 0C Agpopa MOOUITbHOE MIpUJIO’KEeHue

«MoitOduc JTokyMeHTbI» JIOCTYITHO B CJydae, eCJId OpraHusalus Ipuoodpesna
Ha ucnosnb3oBanue 3toro [10.

VYcraHoBKa OCyIIeCTBIISIETCS OJHUM K3 CIIeYIOMIUX CIIOCOOOB!

— yCTaHOBKaA 4yepe3 « ABpopa Mapkety;

— IIpeayCTaHOBKa ITPUJIOKEeHHW S Ha YCTpOﬁCTBO.

J171s1 yCTaHOBKY MPUJIOXKEHUSI 00paTUTECh K aJIMUHUCTPATOpy cucteMbl MoiOdwuc.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOTHUHW», 2013-2024
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2.2 3anmycK NpPUIoKeHHus

Jlnst mepBoro 3amycka MobwiibHOro mnpuiiokeHus: «MonOduc [[okyMeHTBD» BBIIIOIHUTE
CIIeJIyIoIMe IeUCTBUSL:

1. Ha pabouem cTojie HaXXMHUTe Ha SpJIbIK TpuiioxeHus (cM. PucyHok 1):

8 8 O

Aspopa LleHTp Mapket MoinOduc JokyMeHTbl

Pucynok 1 — $pnbik npunoxxenus: Ha pabodeMm crosie

2. Haxwure kHoniky IlonrBepauts (cM. PucyHok 2):

e

MoinOdvic [okyMeHTbl TpeBYeT crefytoLume pa3peLeHuns Ha 4oCTyn

UHTepHeT
KaTtanoru nonb3osatens
CbeMHble HocuTenu

OTMeHUTb MoaTBepanTb

Pucynok 2 — Pasperienue nocryna
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2.3 ABTopu3zanus B yueTHo 3anucu MoiOdrc

KopriopartuBnast V3 mpenocTaBiseTcss B CiIy4ae, eClId OpraHu3alys Ipuobpesia IMpaBoO
Ha ucnoiib3oBanue [10 «MointOduc YactHoe Obmakoy. [Ijs omydeHus: mapaMeTpoB MOAKIIOYEHUS
obpaTtuTech Kk amMUHUCTpaTOpy MonOduc.

Yrobbl aBTOpPM30BaThCSi B Y3 TMOCie 3amycka IPUJIOXKEHHUs], BBIIOJIHUTE CJleAyIolpe
JelCTBUS:

1. HaxxmuTe KHOIIKY E (cM. Pucynok 3). OTkpoeTcs raHesyib HaBUTALUH.

= Ha ycTponcrtsee

Documents
13 Oekabps, 2023

Downloads
CerogHs, 12:16

Pucynok 3 — KHorika nepexojia K IaHey HaBUTAIUU

2. HaxwmwuTe kHOTIKY BoiiTi (cM. PucyHok 4). OTKpoeTcst 5kpaH aBTOPH3aIHH.

I3 s

.j Ha ycTpoicTee

Pucynok 4 — Knornka Boiitu

3. Ilpy HeoOXOAMMOCTH Tlepe[JBUHbTEe IlepeKkJiovyaTellb YKa3aTh aJpec cepBepa B
nosnoxenne @9 . TlossuTcs MyCTOe 10Jie: BBeJuTe B HEro ajjpec cepBepa.

4. B mone JlormH BBemuTe ajpec KOPIOPATMBHOM 3JIEKTPOHHOM MOYTHI. Jlomyckaercs
BBOAUTH afipec 6e3 ymomeHa (T. e. 6e3 yacTU MOCJie CUMBOJIA (@), €CIM yKa3aH ajpec
cepsepa.

5. B nose ITapoas BBeguTe 1aposib ot Y 3.

6. Haxmute kHOonKy Boiirn. OTKpoeTcs cofepxuMoe pasniena Mo JOKyMeHTHBI.

Ecimu amiMUHUCTPAaTOpP CUCTEMBI BKIIIOUMII I1apaMeTp IBYX(aKTOPHOW ayTeHTU(UKAIlUU
B «MoitOduc YacrHoe OOmako», aBTOpu3anusi B Y3 uepe3 MpUJIOXKeHUe OyjieT

HeJIOCTYyITHa.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOT'UW», 2013-2024
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3 ®ANJIOBBIV MEHE KEP. THTEP®ENC U OIIMCAHUE OIIEPAITI
3.1 nTepdeiic ¢pailyioBoro MeHemxepa

3.1.1 O0mmit Buj

B ¢aitnoBom menemxkepe MoitOduc cytiecTByeT qBa BapuaHTa pabOThI:
— ¢ Y3 MoiiOduc (kak B 00J1auHOM XpaHUIIMIIE, TaK U JIOKAJIBHO);

— 6e3 Y3 (ToJIbKO JIOKAJIbHO).

Ecmu y Bac Her Y3 wiu Bbl He aBTOPU30BAIMCh, TIPU JIOKAJTBHOM paboTe OyIeT JOCTymeH
eqUHCTBeHHBbIN pasnesl Ha ycrporicrBe. 31ech 0TOOpaXkaloTCsl BCe CUCTeMHble MalKU U3 MaMsTH
ycTpoiicTBa. UTOObI IepeiiTh B aNKy, KOCHUTECH ee.

B unTepderice daisioBoro MeHemkepa MOXXHO BBIIENIATH CJIeAYIOIIMe KHOIKWA U 00IacTu

(cm. Pucynok 5):

Downloads

Ha yctpoiictBe » Downloads a

MoiOduc MNpeseHTauums.xodp
CerogHs, 13:06

CeropgHs, 13:05

MoiiOcuc TekcT.xodt
CerogHs, 12:15

9 MoiiOcduc Tabnumua.xods

Pucynok 5 — WnTepdetic paitnoBoro MeHemxepa

E — OTKPBITBb [1aHeJIb HAaBUTAl[UH.
. IlyTb k manke.

' — BEpHYThLCAI K pOJIHTeJIbCKOfI I1aIkKe.

. Pabouas o6macTe — cofiepkrMoe pasjiera UM MOoJIb30BaTeIbCKOM MaIKH.

v W N

m — CO3[0aTh HOBBIA JOKYMEHT.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOT'UW», 2013-2024 14



MonOdounc

Ecmu BBl aBTOpH30Banmuch B Y3, Mmocie 3alycka HPUIIOXKeHUsl OTKPOEeTCS COJIepP>KUMOoe

paznenia Mou [OKyMeHTBI, KOTOpBIM SIBJISIETCS 4YacTbio oO6jayHoro xpaHuiuiga MoitOduc

(cm. Pucynok 6):

= Mow [OKYMEHTbI

Apxus
CerogHs, 12:21

@ MonOduc MNpeseHTaumnsa.xodp
CerogHs, 12:22

9 MonOduc Tabnuua.xods
CerogHs, 12:21

9 MonOduc TekcT.xodt
CeropgHa, 12:21

Pucynok 6 — HuTepdetic daiiioBoro meremkepa (padbora ¢ Y3 MoitOduc)

Knomnka (?J OTCYTCTBYeT B 3TOM pa3jeije, T.K. B TEKYHIEﬁ BepCHUHu IIpUJIOKEHUS HeT

BO3MOXXHOCTH peldKTHUPOBAaTb JOKYMEHTHI B obaYHOM XpaHUJIHIIIEe MOIZOC])PIC

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOT'UW», 2013-2024
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3.1.2 ITaHens HaBUranUM

Ecmm y Bac Her Y3 MoitOduc unm Bbl He aBTOPWU30BaJMCh, HA IaHEeJIM HaBUTALUMU

pacIoioXKeHbl CyielyIole KHOMKY U BKJIaAKU (cM. PucyHok 7):
73 wosoon

Ha ycTpoincTtee

Ld]

HacTpoikn

CnpaBoYHbIA LEHTP

© O &

PyKOBOJJ,CTBO NnoJib30BaTENIA

Pucynok 7 — Ilanenb HaBUTaIUU

1. BoiTH — OTKPBITh 3KpaH aBTopusanuu B Y3 Mo Oduc.
2. Q HacTpoiiku — OTKPBITh HACTPOMKHU TPUITOKEHUSI.

3. ) CnpaBounblii IeHTp — OTKpLITh CIIPABOYHLIA IIeHTp Ha OQUIMANILHOM CaiiTe
MoitOduc.

4. ) PykoBoACTBO IOJIL30BATeNIsl — OTKPHITH PYKOBOACTBO B popmare PDF.
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Ecmm Bu1 dBTOPHU30BAJIUCh B YS, Ha IMaHeJIM HaBUT'allu JOCTYIIHbI ClleJyronye KOMIIOHEeHThI

(cm. Pucynok 8):

@ Mown noKyMeHTsI
22 HocTynHble MHe
& 06wwme nanku

Kop3uHa

L]

Ha ycTpownctee

HacTtpoikun

CnpaBOYHbIV LEHTP

@ O &

PyKoBOACTBO MoOJib30BaTENA

Pucynok 8 — Ilanenb HaBUT AU

Agarap. 1o ymomuanuio Ha HeM U300pakeHbl MHUITAAJIBI.

Wms nonb3oBaTesis U afpec 371eKTPOHHOM MOYTHI.
Knonka = — oTKpeITh KOMaHAy BeritTH (13 V3).

Crnmcok pasznenoB obauHoro xpanuiviia U paszen Ha ycrporicrBe (cMm. Tabmumna 1).

SAEESEE O S

Crmcok BKJIAJIOK, KakK U Ipu pabote 6e3 V3.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOT'MW», 2013-2024

17



MonOdounc

Tabmuna 1 — Pasgenel Ha maHenyu HaBUTaIllUU

Paszmen

Omnucanue

#» Mou 10KyMeHTBI

B aTOoM pa3mene XpaHSATCS Balld JIMYHbIE JIOKYMEHThI U IalKH,
KOTOpble ObUIM CO3/aHbl B Beb-mpusoxxennu MouOduc JlokymeHTHI
(v MmobunbHbBIX TTpuIioKeHusx Ayt OC Android/iOS).

JIOKyMeHTBI ¥ TIallKK B 3TOM pasfejie HeJOCTyIHBI APYyTUM
M10JIb30BATEISIM

;21 HocTynHble MHe

B sTom paznene oTobpakaroTcsi JOKYMEHTHI U MallKU, K KOTOPbIM BaM
MpPe/IoCTaBUJIM AOCTYIl JpyrHe Iojb3oBaTed (B BeO-PUIIOXKeHUH
MoitOduc [JoxkyMeHTBl uIM MOOUIIBHBIX mpuioxeHusx s OC
Android/iOS)

= (OQiue nanku

Paznern ¢ otnenbHOM KBOTOM /71 XpaHeHU sl 00X JOKYMEHTOB.
Ecnmm agMuHuMCTpaTOp CHCTeMbl He CO3/ajl HU OJHOM MalKW, TO 3TOT
paszient He oToOpakaeTcs Ha TaHeJIM HaBUTalluU

¥ Kopauna

B srom pasnene orobpaxaroTCs TOKYMEHTbl M IalKU, KOTOpbIe BbI
VIAIUIN M3 XpaHUJIUIIIA.

JloKyMeHTBI ¥ TIallKU XPAHSTCS 3/1eCh 6ECCPOYHO, MTOKA BbI He yAaIuTe
MX U3 3TOT0 pasziesna

(omepanuu BOCCTAHOBJIEHMSI WM yJaleHUs JIOCTyIHbl B BeO-
npunioxxeHud MoiiOduc JlokymMeHThI Ui MOOUIIBHBIX TPUIIOKEHUSIX
it OC Android/iOS)

4] Ha ycrporictse

B ostom pa3neiie OTO6pa>KaI-OTC5[ JIOKAJIbHbIE  JOKYMEHTHhI, T.e.
OOKYMEHTbBI, KOTOPbIe BbI CO3[dd/IM Ha YCTPOI\/’ICTBE Z0)0%1 ,1106aBI/IJ'II/I Ha
Hero

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOT'MW», 2013-2024
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3.2 Co3naHue u ygajieHue JOKyMEHTOB

YT0o0mBI CO3[1aTh HOBBIN JOKYMEHT, BBIIIOJIHUTE ClIeyIolie e CTBUSL:

1. B pasnene Ha ycTpoicTBe HO)KMUTE HAa HY>KHYIO IAIKYy .

2. HaxxmuTe KHONIKY ©)

3. BribepuTte, kakoit jokymeHT co3nath: Tekct win Tabmuma (cMm. Pucynok 9):

Tabnuua

Pucynok 9 — MeH1o co3fganust JoOKyMeHTa

COB)IaHHbeI TEeKCTOBbIN OOKYMEHT OTKPOEeTCH B TeKCTOBOM peJIdKTOpe, 3JIEKTPOHHAA TaﬁHHIIa

— B peJakTope TabJIuil.

JIOKyMeHTBI CO3AI0TCs B ceytomux dopmarax (cm. Tabmura 2):

Tabnuna 2 — ®opmarsl IOKyMeHTOB

Tun nokymeHnTa

dopmar

TexcToBbIN JOKYMEHT

DOCX

JJieKTpoHHas TabiuIa

XLSX

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOT'UW», 2013-2024
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YroObl ynanuTh JOKYMEHT, BBIIIOJIHUTE Cleyolye NeiCTBUSL:
1. [Ipumenute K pokyMeHTy B cnucke xect Long-Press (cm. Ilpunoxenue b.

Hcnionb3yemble 5KeCThl).

2. Haxmure kHonky B (cM. Pucynox 10):

= Downloads
Ha ycTpoiictee » Downloads

q

MoiiOduc MpeseHTauus.xodp
@ CerogHs, 13:06

MoiiOduc Tabnuua.xods
9 CeropHs, 13:05

WOdurc TekcT.xodt
rogHs, 12:15

Pucynok 10 — Kuonka Y ganurs

JHlokyMeHT OyzieT yJajieH C yCTpOHCTBa.
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3.3 Beigesienne u konupoBanue Tekcra B PDF

Yrobsl ckontmpoBath TeKCT B PDF-okymeHTe, BBITTOHUTE CIleiyIOlye 1eHCTBUS:
1. Brimenute mo6oe cioBo >xectom Double-touch nnu Long-Press (cm. Ilpunoxenue b.
Hcnonbayemble xecThl). [LoSBATCS HanpaBJIstonye MasiKu.

2. Pacrsuwute Boifenenue (cm. Pucynok 11):

Bce YIIOMSIHYTbIEe B 3TOM OOKYMEHTE Ha3BdHHS IIPOAYKTOB, JIOTOTHUIIbI, TOPIrOBbIe MAPKHU U

TOBAPHBIe 3HAKHU ITPUHAJIEXAT UX BJIaJeTbIlaM.

ToBapusble 3Haku «MoiOduc» u «MyOffice» npunagnexxar OOO «HOBbIE OBJIAYHBIE
TEXHOJIOTHW».

Hu IIPHU KAaKHUX 06CTOATENHCTBAX_HENb3d MCTOJIKOBLIBATH JIH060E COOepXXUMOe HaCTOAIIEr o
-—

JOKyMEHTa KdK TIIpAMOe WJIM KOCBEHHOE mpeaoCTaBjieHWe JIMIEH3WWd WA IIpaBd Ha
_—
HCIIOJIE30BAHHWE TOBAPHBIX 3HAKOB, JIOTOTHIIOB HJIHA 3HAKOB OGCJIy)KI/IBaHI/IH, IIPUBEIEHHBIX B

HeM.

JTroboe HeCAaHKIIUOHUPOBAHHOE HCIOJIb30BdHHWE 3TUX TOBAPHBIX 3HAKOB, JIOTOTHUIIOB HIIA

3HAKOB OGCITy>XUBaHMs 663 THUCHMEHHOr0 Pa3peleH s UxX IPaBo06IaAaTeN st CTPOro 3aIpeleHo.

Pucynok 11 — Beiziesienne Tekcra

3. Haxxmute kHonky KomupoBars (cM. PrucyHok 12):

Bcee YIIOMSHYTBIEe B 3TOM JOKYMEHTe HAa3BAHHUA ITPOOYKTOB, JIOTOTHIIbI, TOPrOBble MAPKHU W

TOBAPHBIE 3HAKU TPUHAJIJIEZKAT UX BJId/le/IbI[AM.

ToBapuble 3Haku «MonOduc» u «MyOffice» npunamnexar OOO «HOBBIE OBJIAYHBIE
TEXHOJIOTUW».

KonwnpoBaTb

Hu P KAKHUX 00CTOSATeIbCTBAX HEJb3s MCTOJIKOBBIBATE JIFOO0OE COIeEPXUMOEe HACTOAIIero
JOKyMEeHTa Kak I[psMOe WIM KOCBEHHOe IIpefjoCTaB/ieHre JIMEH3UW WM 1[paBa Ha
HCIIOJIb30BaHKWE TOBAPHBIX 3HAKOB, JIOTOTUIIOB WM 3HAKOB OGC’YHCI/IBBHI/IH, IIPUBEJEHHBIX B

HeM.

JTroGoe HeCaHKIITMOHWPOBAHHOE HMCIIOJIb30BAHHE 3THX TOBAPHBIX 3HAKOB, JIOTOTUIIOB HWIIA

3HaKOB O6CTy>VBaHUS 6e3 MMCbMEHHOT0 PaspelleHts X TPaBo0GIafaTesis CTpOro 3alpelneHo.

Pucynok 12 — Kuonka KonupoBats
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3.4 O01mmii qocTym

B npwioxeHuMM TpedycMOTpeHAa BO3MOXXHOCTb COBMECTHOM PabOThl  HECKOJIBbKHX
nmojb30Baresed Cc oObekTaMud (lokyMeHTaMM W mankamu). (CoBMecTHass paboTa MOXKeT
OCYIIIECTBJISITBCS TOJILKO TIPH aBTOpu3anuu B Y3 MoiOdwuc B pasgenax ¥ mankax 00JIagYHOTO
XpaHWJIKIIA.

[Tog coBmecTHOV paboTol mMoOJpa3yMeBaeTCss IPOCMOTP OOBEKTOB  HECKOIbKUMU
MOJIb30BATEeNISIMU, a TaK’Ke COBMECTHOe pefaKTHpOBaHHe JOKYyMeHTOB. OOIMI JOCTyn K 00beKTaM
MOXXHO OpraHM30BaThb dYepe3 IIpe[lOCTaBjieHHWe IpaB pAocTyna (B Beb-npunoxenun MoiOduc
JlokyMeHTBHI, a Takxe MOOMIIBHBIX IpriioxkeHUsX it OC Android/iOS).

W3meHeHus1, KOTOpbIe BHOCST JIPyTHe MOJIb30BaTeIN B JOKYMeHT (OTKPBITOM Ha IPOCMOTP B
pasfiesie  00JIAYHOTO XPAHWJIMINA), OTOOpaXKaroTcsi B paboueil 00JIAaCTU B pPeEXHUMeE peaibHOTO
BpeMeHU. B Tekyleili BepcuM NPWIOXKEHHUS HAJI MeCTOM, KOTOpoe pelaKTUpyeTCs [pyruM
moJib30BaresieM, He 0TOOpaXkaeTcsl MeTKa C ero uMeHeM U paMuInei.

JlokyMeHTBI, K KOTOPBIM Y Bac ecThb IpaBo IIpocmoTp, oTKphIBatOTCS B pexkume « TosbKo Ji1st
yTeHUs». B TakuxX [OKyMeHTaX eCTb BO3MOXXHOCTb TOJIBKO KOMHPOBAaTh COAepXuMoe (JIaHHas

oliepalivs OIIMCaHAa B pa3fesie «OnepauHH C TEeKCTOM» OJId Ka>XKI0ro B4 penaKTopa).

HOKYMEHT C IIPpaBOM HOCTYyIId PEHHKTI/IPOBaHI/IB 1501050 ynpaBJIEHI/IB BCeé PdaBHO 6y,[[8T
AOCTYyIIeH TOJIbKO AJigd IIPpOCMOTP4d, T.K. B TeKYLLIEfI BepCHhH IIPUJIOKEHHUSA T1IPpU pa60Te B

obJ1ake IOCTyIIeH TOJIBKO IIPOCMOTP IOKYMEHTOB.

[IogpobHee o0 mpaBax pocrynma cM. B JAokyMmeHTe « MouOduc J[lokymeHTHl", BeO-

IIpUJIOXKEeHHe. PYKOB OICTBO IIOJIB30BATeIS).
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4 TEKCTOBBIN PEJAKTOP. UHTEP®ENC U OIIMCAHUE OIIEPAITUI
4.1 NlnTepdeiic TEeKCTOBOro peakTopa

4.1.1 O0mmit Bux

Pabora B TeKCTOBOM peflakTOpe MOXKeT OCYIIECTBJISITECSI B peXXrUMe IPOCMOTpa U B peXXume
PelaKTUPOBAHMUSL.
B pexume mnpocmoTpa B uHTepdelice MOXHO BBIIEJIUTh CJeyIolllie KOMIIOHEHTHI

(cm. Pucynok 13):

MaHenk BbicTpoOro goctyna

% MonOduc TekcT.xodt

HecoxpaHeHHbLIe N3MeHeHnA

«MonOduc TekeT» — yaobHelM peaakTop ansg paboTbl € TEKCTOBLIMW AOKYMEHTaMu nwobon
CNOXKHOCTW.

PaGouvas obnacTb

Pucynok 13 — UnTepdeiic TekcToBOro peflaktopa (peXkuM IpocMoTpa)

— maHeJlb OBICTPOro JIOCTYIIA;

— paboyas 061acThb (B T.4. KOJIOHTUTYJIBI).
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B pexume penmakTrpoBaHUs B MHTepdeiice MOXHO BBIIEIUTH CeIyloIhe KOMIIOHEHThI
(cm. Pucynok 14):

Mauens BeicTporo goctyna

«MoiOduc TekcT» — yaobHbIA peaakTop 4na paboTel C TEKCTOBLIMKU JOKYMeHTaMKn ntoboi
CNOXHOCTH.

L PaGoyan obnacTk

KoHTeKcTHan Bknagka

=
l TekcT
Tr X0 Tahion — 14 4+
B I U & &
E= == - —

Pucynok 14 — HHTepdeiic TeKCTOBOTO pefjakTopa (PEXXUM peqaKTUPOBAHUS)

— Ha”eJb OBICTPOrO IOCTVIA;

— pabouas 061acThb (B T.4. KOJIOHTUTYJIbI, 6€3 BO3MOXKHOCTU UX pPeaKTHUPOBAHUS);

— KOHTEKCTHasl BKJAJKa (ee BHEMIHWW BHUJ 3aBUCUT OT BBIOPAHHOTO COAEpP>KHMMOI0
JIOKYMEHTA).
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4.1.2 I1aHens OBICTPOro JOCTyHA

B pexxriMe mpocMoTpa Ha naHenu ObICTPOro 0CTYIIA PacllOJIoXKeHbl ClelyIoIe KHOIKU:

1. — 3aKpBITh JIOKYMEHT;

N

. H u — YMEHbIINTb NI YBEIIUIUTDb MaciTab HAOKYMeEeHTad;
3. E — COXPAHUTb U3MEHEHH B IOKYMEHTE;

4, ﬂ — HEPEﬁTH K COXpPdaHEeHHIO JIOKAJIbHON KOITUU (I[J'IH HOOKYMEHTOB, OTKPBLITbIX B

006J1a4YHOM XpaHWJIUILIE);

5. E — OTKPBLITb KOMdH/JHO€ MEeHIO.

B pexume pelakTHpoBaHHWsI Ha MaHeNIW OBICTPOTO AOCTYINA pacIoOJIOXKeHbI Cllefyolye

KHOIIKH:

1. — BBINTH M3 peXXUMa pelakTUPOBAHUS;
H u — YMEHBIIUTh UM YBEJIMYUTb MaclITab JOKYMeHTa;

2
3. E u z — OTMEHUTH WK BEPHYTH II0oCjieJHee JIeMCTBUE;
4, — BCTABHUTH I/1306pa>KEHI/Ie HUJIN Or'JIdaBJIEHH e,

5. E — OTKPBITb KOMdH/THOE MEeHIO.
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4.1.3 KoHTeKCTHBIC BKJIIAOKH

C moMoImpl0 KOHTEKCTHBIX BKJIQJIOK OCYIIECTBJISIETCS paboTa C COJEPXKHUMBIM JIOKYMeHTa
(Texct, 00bekThl). B paboTe HCoONB3yIOTCS CleiyIolye BKIaIKU:
— Texcr.

— M3obpaxkenue.

4.1.3.1 Bxinagka «Texcr»

C 1[oMOIIbI0 KOHTeKCTHOM BKJIAAKU

«Tekcr» (cm. Pucynok 15) ocymecTtBisiercs
¢dbopmarrpoBaHUe TeKCTa.
TekcT
i XO Tahion — 14 +

B I U A £

~~~~~

I
l
hul
m

Pucynok 15 — KonTekcrhas Bkiiazika « TekcT»

Yrobbl OTKPBITH BKIAAKYy «Tekcr» 1pU BBOJe TeKCTa, HaXMUTe KHONKYy
(cm. Pucynok 16):

«MonOdumc TekcT» — yaobHbIA peaakTop Ans paboTsl C TEKCTOBBIMW JOKYMeHTaMu Noboi
CJIOXXHOCTH.

MoitOdne @

Pucynok 16 — Knormnka nepexosia K KOHTEKCTHOM BKJIAJIKe
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4.1.3.2 Bxiaaka «M3o0paxenue»

KonTekcrHas Briasika «M3o00pakenue» (cMm. Pucynok 17) oTobpakaercs, eciid B IOKYMeHTe

BBIJIeJIEHO U300pakeHue.

TekcT W300pakeHue

O_ B TekcTe g

Pucynok 17 — KonTekcrHas Bkiazka «HM3o06paxenuey

C momoltiibio BKJIAJIKK MOXHO OCYIIIECTBUThH CJIeIyIOIINe JIeHCTBUS:

- BbI6paTb BAPHUAHT 00TekaHMs M300paKeHUs TeKCTOM;

— YAAJIUTb H306pa)KEHI/Ie.
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4.1.4 Pabouas o0s1acTh

B pabGoueit obnacTu ocyllecTBsieTcsl pelakTUpPOBAaHUE JOKyMeHTa, U OToOpakaeTcs Bce
colepxuMoe (TekcT, Tabmuibl, HU300paxkeHus, ¢urypsl). IIpokpyTka conmepxvMoro B paboueit
00J1aCcTH OCYIIIeCTBIISETCS MlepeMellleHreM Tablia 110 3KpaHy MOOUIIBHOTO YCTPOMCTBA.

Yrobbl YBEJIMYWTHL WM YMEHBIIWTb MaciiTab JOKyMeHTa, HCIOJb3yWTe >xecT Spread

(cMm. ITpunoxxenue b. Mcrionb3yemble >keCThl).

4.2 MoOWIBHBIH BU/I H IOCTPAHUYHBIN NPOCMOTP

HOCTyTIHbI dreayromniyie BUIbl OTO6pa>KeHI/IH HAOKYMeHTa:

— IlocrpanmussIi pocMoTp. [lokyMeHT oTOOpaXkaeTcsl C IOCTPAaHUYHOU pa3MeTKOU B TOM

BUJle, B KOTOPOM OH OyJieT HaleuyaTaH.
— MoOunbubiit  BuA.  JlokyMeHT  oToOpakaercs 0e3  I[TOCTPAaHUYHOM  pa3MeTKU

B QJJalITUPOBAHHOM BH]Ie 110]] 3KPaH MOOUJIBHOTO yCTPOMCTBaA.

Yto6bl CMEHUTH BU] OTOOPaXKeHUsl, BLITIOJIHUTE CIIelytolye NeCTBUS:

1. Haxmure KHOIIKY E Ha ITaHeJIn 6bICTpOI‘O AOCTYyIId. OTKpOETCH KOMdHJIHOe MEHIO.

2. Bribepute nyHKT IlocTpanum4HbIi mpocMoTp 1 MobuwibHbI BuA (cM. PucyHok 18):

) CoxpaHuts
ra CoxpaHnTb Kak...

[ 3kcnopT...

[ A ] i3
=, MobunbHein Bug,

Pucynok 18 — [IyHkT MoOMIBHBINH BHX

B pexxume pelakTHUpOBaHUSI HEKOTOpble OMepalvu IpU paboTe C TOKYMEHTOM JOCTYIIHBI
TOJIbKO B Bujle oToOpakeHus IlocTpaHUYHBIN POCMOTP. JTO CJIeIyIoIIye Onepaluu:

— HACTPOMKA 0O0TEeKAHUS TeKCTOM JJIA I/I306pa)KeHI/IH;

— IlepeMellleHU e N300pakeHUH U GUTYP B TEKCTE;

— M3MeHeHMe pa3Mepa U300paXkeHus NI QUIYPHI.
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4.3 Pabora c TekcTomM

4.3.1 BBox Texcra

YT006BI BBECTH TEeKCT, BBIIIOJIHHUTE Cliegyroniye JerCTBUS:

1. YcraHoBuUTe Kypcop B HY>KHOM MeCTe JJOKYMeHTa.

2. Habepute TeKCT Ha CHCTeMHOU KJlaBUaType.

Ecnu Ha JAaHHBIA MOMEHT OTKPbITA KOHTEKCTHAA BKJId[IKd «TEKCT», Ha’XMHUTe KHOIIKY =

9TOOBI 0TOOpasusack kinaBuarypa (cMm. Pucynok 19):

«MoiiOduc Tekct» — yaobHbI pefakTop Afs paboTbl C TEKCTOBLIMU JOKyMeHTaMu ntobok
CNOXHOCTU |

O

Pucynok 19 — KHormka oTo6pakeHUs KJlaBUATyPhl

@ [Tpu BBOZIe CUMBOJIOB IBOMHBIX KaBbIuek (") MPOMCXOAUT MX 3aMeHa Ha ppaHITy3CKHe

(«»).
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4.3.2 Onepanyu ¢ TEeKCTOM

4.3.2.1 BeIgeauThb TeKCT

st dopmaTrpoBaHus Ompe/ieJieHHOT0 gpparMeHTa TeKCTa MK Jijis paboThl ¢ HUM B Gydepe
obMeHa HEOOXOIMMO BBIJIETTUTD 3TOT PparMeHT.
YroO6bI BbIIETUTEL PparMeHT TeKCTa, BBHIITOIIHUTE CJIeIyIoIIye eHCTBHUS:
1. Brimenute moboe cioBo xectom Double-touch nnu Long-Press (cm. IIpunoxenue b.
Hcnonb3yembie xectbl). [TosSBSATCS HampaBisitoliye Masiky.

2. Pacrsuure Boifenenue (cMm. Pucynok 20):

KonupoBaTb Bblpe3aTb BcTaBuTb

«MoinOduc TekcT» — yAobHbIM pepakTop g paboTbl C TEKCTOBLIMU JOKYMeHTaMu Jitoboi
cnoxHoctn.  «—@ .

Pucynok 20 — Brienenue tekcra

JlJis BBIZIEJIEHHOT'O TEKCTa CTAaHOBSTCS JOCTYITHBI KOMaH/IbI KOHTEKCTHOTO MeHI0. OTKpBITh
KOHTEKCTHOe MEeHIO MOXKHO OJTHUM U3 CJIeIyI0IIHUX CIIOCOOO0B:
1. Brinenute nmro6oe ciioBo xxectoM Double-touch unu Long-Press.

2. YcraHOBHUTE KypCop B JIIOOOM CJIOBe B TeKCTe, 3aTeM KOCHUTECH ITO3UIIUY Kypcopa.
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4.3.2.2 Bripe3aTh TeKCT

Komanpia Beipe3aTs 103BOJISIET YIAIUTh BbIJIeJIeHHOE COJEP>KUMOe U3 JIOKYMEeHTa, IIPU 3TOM
coxpaHuB ero B 0ydep oobmena OC. UToObI BbIpe3aTh TEKCT, BHITIOJIHUTE CJIeIyIolue AeHCTBUS:
1. Bouienure Tekct. OTKpoeTcss KOHTEKCTHOE MEeHIO.

2. Bribepute komany Beipe3daTs (cMm. Pucynok 21):

KonupoBaTh | Belpe3aTh | BcTaButhb

«MoiOdpuc TekcT» — yaobHbIN peaakTop Ais paboTbl C TEKCTOBLIMU JOKYMEHTaMu Jiloboi
CJTIOKHOCTM.

Pucynok 21 — Komanza Beipe3aTs

Breiennennbiii pparmeHT OynerT coxpaHeH B Oydep oOMeHa M JOCTYIIeH ISl JlalbHEHUIen

BCTAaBKH.

4.3.2.3 KomupoBaTth TeKCT

Komanya KonupoBaThk 1103BOISIeT COXPaHUTH BhIJIeJIeHHOe cofiep>kumoe B Oydep obmeHa
OC, npu 3TOM OCTaBUB ero B JIOKyMeHTe. YTOOBI CKONMPOBAThb TEKCT, BBIOJHUTE CIleAyIoLe
JeVCTBUSL:

1. Boigenure TekcT. OTKpoeTcsi KOHTEKCTHOe MEeHIO.

2. Bribepute komanny KomupoBats (cM. Pucynok 22):

KonupoBaTb| Bbipe3aTb BcTaBUTb

«MoOduc TekcT» — yaobHbIV pefakTop 4ns paboTkl C TEKCTOBLIMW LOKYMEeHTaMu noboi
CJIOXKHOCTM.

Pucynok 22 — Komanna KomupoBartsb

Breimenennbiii pparmeHT OynmerT coxpaHeH B Oydep oOMeHa M JOCTYIIeH ISl JalbHEHIen

BCTAaBKH.
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4.3.2.4 BcraBuUTBh TeKCT

BcraButh Coiep>XXrumoe MOXXHO OJHUM M3 ClleJyIOIIUX CITOCODOB:

— C 3aMeHOM BBIJIEJIeHHOT'O CO/IEPXKMMOT0 Ha cojiepxkumoe 0ydepa oomena OC;

— 6e3 3aMeHbI BBIIEJIEHHOT'O COJIEPXXHUMOT 0.

YTobOBI BCTaBUTH TEKCT C 3aMeHOM, BBIIIOJTHUTE dreayroume e CTBUS:

1. BeigenuTe cofepxuMoe, KOTOpOe HYXHO 3aMeHUTb. OTKpoeTcss KOHTeKCTHOe MeHIO.
2. Bribepute komanay BeraButhb (cM. Pucynok 23):

KonunposaTb BbipesaTb

«MonOduc TekcT» — yoobHbIA peaakTop Ang paboTbl C TEKCTOBLIMU AOKYMEHTaMu ntobon
CJIOXHOCTM.

Pucynok 23 — Komanpga BeraBursb

YT10OBI BCTaBUTD COZIEPKMMOe Oe3 3aMeHbl, BBIIIOJIHUTE CIIelyIolye IeHCTBUS:
1. VcranoBuTe Kypcop B MecTe 1Jis BCTaBKHU.
2. Kocnautech no3unuu kypcopa. OTKpoeTcsi KOHTeKCTHOe MeHIO.

3. Bribepute komanay BeraButh (cM. Pucynok 24):

BcTasutb

«MoiiOduc TekcT» — yao6HbIN bep,aKTop Ons paboTbl C TEeKCTOBLIMU AOKYMeHTaMu Jiloboii
CJTIOXHOCTH.

Pucynok 24 — Komanma BeraBurs (6e3 3aMeHbr)
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4.3.2.5 Ypaaure TeKCT

Yrobbl yHmaliuTh M3 TeKCTa OJIMH WJIM HECKOJIbKO CHUMBOJIOB, BBITIOJHUTE CJeAyIolre
JerCTBUSL:

1. YcranoBuTe Kypcop mocjie CUMBOJIA, KOTOPbIM HY>KHO YIAIUTh.

2. YnmanuTe CHMBOJIBI TOCEOBaTEIbHBIM Ha)kaTheM KiaBuii Backspace Ha cucremMHOM

KJIaBHATYyPpe.

Yrobbl ynanuTh GpparMeHT TeKCTa, BBIIIOJIHUTE Cllefylole 1efCTBUS:
1. Bruienure ¢pparmMeHT TeKCTa.

2. Haxwmure knaBunry Backspace Ha kiaBuaType.
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4.3.3 PopmaTHpOBaHHE TEKCTA
4.3.3.1 IlpumeneHne CTHIS K TeKCTYy

Ctunb — Habop mapaMeTpoB $HOPMaTUPOBAHUS:

HauepTaHue W pa3Mmep MIPUPTa,
BbIDaBHUBAHWe M OTCTYIIHI,

u 1.4 /[ng odopmiieHHsT OCHOBHOIO TeKCTa IO YMOJTYaHHUIO
ucnosnbyercs: cTiiib Normal (O6b1uHBI).

YToObI M3MEHUTH CTHIIb TeKCTd, BBIIIOJIHUTE Clleyroniye JerCTBUS:

1. BbIgeJ’II/ITe TeKCT WJIN YCTAHOBUTE KYPCOP B HY>KHOM MecCTe.

2. Haxmure kHONKy | T Ha KOHTeKCTHOH BKIafke « Tekcr» (cM. PucyHOK 25):

TekcT

XO Tahion — 12 +

B I U A %

i
Il
1
il
1l

1
2
3

Pucynok 25 — Knormka BbI60pa CTUJISI TEKCTa

3. OTKpoeTcst CIUCOK CTUJIeH: HAXXMUTe Ha MOJIXOMIIMM BapruaHT (cM. PrucyHok 26):

Normal \/

Heading 1
Heading 2
Heading 3

Heading 4
Heading 5
TITLE

Subtitle

Pucynok 26 — Cnincok ctunei
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4.3.3.2 Hacrpoiiku mpudTra

4.3.3.2.1 Namenuts mpudpt

Yro6bl U3MEHUTD MIPUQT, BHIIIOJIHUTE ClIefyIolre JefCTBUS:

1. BolgenuTe TeKCT WK YCTaHOBUTE KypPCOP B HY>KHOM MecTe.

2. Haxwmure kHOnKy XO Tahion Ha KOHTEKCTHOU BkiIajike « Tekct» (cM. PucyHok 27):

TekcT

It XO Tahion — 12 +

B I U A ¢

t
Il
1
Il

J—
0— 4=
O — 3 —

Pucynok 27 — KHonka Bbi6opa mpudra

3. OTkpoercss CHUCOK IIPUDTOB,

TeKymui 1mpudT BbleleH 1BeToM. Haxmute

Ha nojgxojsmmi BapuaHT (cMm. Pucynok 28). YrtobObl mocMoTpeTb BCe HOCTYIIHbBIE

HIpUQTHI, IPOJIMCTaNTe CITUCOK.

XO Thames
X0 Tahion
XO Oriel Condensed
XO Oriel
X0 Courser
XO Caliburn
Cormorant

PT Astra Sans

Pucynok 28 — Cnucok mpudron
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4.3.3.2.2 N3MeHuTH pasMep TEKCTa

Pa3mep Tekcra n3mepsiercs B TUIIOrpadCcKUX NyHKTax (IT). YToOb N3MEHUTh pa3Mep TeKCTa,
BBITIOJTHUTE CJIeIyIOIHe IeHCTBUS:

1. Bolgenurte TeKCT WK YCTaHOBUTE KypCOP B HY>KHOM MecTe.

2. HaxxmuTe Ha TeKymui pa3Mep Ha KOHTEKCTHOM Bkiazike « Tekct» (cM. PucyHok 29):

TekcT

TT XO Tahion

— 12| +
B I U A £

t
hnl
1
hul

1 —
2 —
O — 3 —

Pucynok 29 — Knonka BbiOOpa pa3mepa TeKkcTa

3. B BbImaaroieM cnvicke BbibepuTe MOAXOASIIUNA pa3Mep.

YT0oOB!I yMEHBIIUTD UJIK YBEJIMUUTh pa3Mep Ha 1 T, HaKMUTe KHONIKY — (Y MeHBUIUTB) WA
~+ (YBesmuuth) Ha Bkiagke « Tekct» (cM. Pucynok 30):

TekcT

riF X0 Tahion

— | 12 | +
B I U A ¢

N
hnl
1

1
2
3

Pucynok 30 — KHomku yMeHbllleHUs M YBeJIMUeHHUsI pa3dMepa TeKCTa
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4.3.3.2.3 IIpumeHHTH HaYepPTaHHeE K TEKCTY

YToOb! MPUMEHUTb HauepTaHue K TeKCTY, BBIIIOJIHUTE CJIelyIolue JeMCTBUS:

1. Buuienure TEKCT WIA YCTAHOBUTE KypCOP B HY>KHOM MecCTe.

2. Haxmute  ogHy U3  CJeAyIONMX  KHOIOK  Ha

KOHTEKCTHOU BKJIQJIKe
«Tekcr» (cM. Pucynok 31 u Tabnuma 3):

TekcT

Tr XO Tahion — 12 +

B I U| A ¢

t
lul
1
ll

1
O — 2
3

Pucynok 31 — KHonku BeiOOpa HauepTaHUS

Tabnuna 3 — KHonku BbIbopa HauepTaHus

Onepanus Knonka

[IpuMeHHUTD K TEKCTY MOJIy>XKHUPHOe HauepTaHue

[IprMeHUTD K TEKCTYy KypCUBHOE HayepTaHUe

[TomuepKHYTh TEKCT

IC|=| @
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4.3.3.2.4 N3MeHuTH LIBET TeKCTa

[lo ymon4aHuio TeKCT uUMeeT 4YepHbIM IBeT. UTOObI M3MEHUTh IBET TEeKCTa, BHITIOJHUTE
CIIeJIyIoIMe IeUCTBUSL:

1. Bolgenurte TeKCT WK YCTaHOBUTE KypCOP B HY>KHOM MecTe.

2. HaxxmuTte KHONIKY ﬁ Ha KOHTeKCTHOM BKJazike «Tekcr» (cMm. PucyHok 32):

TekcT

ilir XO Tahion

B I U |AlZX

1
hul
1

hul

w-n

Pucynoxk 32 — KHorika u3MeHeHus [1BeTa TeKCTa

3. OTKpoeTcsi OKHO MaJIUTPhl: HAKMUTE Ha HYXXHBIH 11BeT (cM. PrcyHok 33):

HeT nocnegHuUX LBETOB

EEEN |
H SiEEEs

a——
i i

HEEE

ChEEEE
H SEEEEEE
H EENNEE.

Pucynok 33 — Bb16op 11iBeTa TekcTa

BoeibpaHHbIli 1IBeT OyAeT OTMeueH Ha MNaJWTpe paMKoOW. B BepxHell 4acTW MNaauTphbl
0oTOoOpakaroTCs II0CyIeJHUe UCIIOIb30BaHHbIe [IBeTa.
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4.3.3.2.5 BrIigeauTs TeKCT IIBETOM

[Ipu paboTe HaJl JOKYMEHTOM OT/HelibHble pparMeHThl TeKCTa MOXKHO BBIJIEJISITh Pa3TuIHbIMU
IBETaMH, YTOOBI CJleJlaTh UX 3aMeTHee Ha GOHe OCTAIbHOT'O COAEP>KUMOr0 JIOKYMEeHTa.
YToOBI BBIJIETTUTH TEKCT IIBETOM, BHITIOJTHUTE CJIeIyIolre e CTBUS:

1. BeljienMTe TeKCT WM yCTaHOBUTE KYpCOP B HYXKHOM MecCTe.

2. HaxmuTe KHONIKY “ Ha KOHTEKCTHOV BkiIazke «Texct» (cm. Pucynok 34):

TekcT

TT XO Tahion — 12 +

B I U A |2

+
hil
1

il

—
=
=
PucyHnok 34 — KHomka n3MeHeHUs [[BeTa BbI/IeIeHUsI

3. OTKpoeTcs OKHO MaJIMTPhI: HAXXMUTE Ha HYXHbIU 1IBeT (cM. PucyHok 35):

HeT nocneaHUX LLBETOB

L .
fEE T

be3 uBeTa

Pucynok 35 — Bribop 11BeTa BbijiesieHUS

Bribpanubiii 11BeT OyieT oTMedeH Ha MaJuTpe TaJlouKod. B BepxHel 4acTH OKHA MaJIATPbI
0TOOpaXkaroTCs MOC/IeJHYe UCII0JIb30BAHHbBIe I[BeTa.

YrobObl OTMEHUTD BbiZieJieHHe I[BeTOM, BBITIOJIHUTE Cleflytolre NeiCTBUS:
1. BoigenuTe Tekcr.

2. HaxmuTte KHOIIKY “ Ha BKJIaJiKe « TekcT.

3. B okHe manmuTpel HaxkMuTe KHONKY be3 nBera.
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4.3.3.3 Hacrpoiiku ab3ama

4.3.3.3.1 Hacrpoutb BbIpaBHUBaHUe

YToObI BEIDOBHSTH TEKCT, BBIIIOJIHUTE Cleytollre NeiCTBUS:
1. BolgenuTe TeKCT WK YCTaHOBUTE KypPCOP B HY>KHOM MecTe.

2. HaxMuTe ofHy M3 KHOIIOK Ha KOHTEKCTHOW Bkiajke «Tekcr» (cm. Pucynok 36
u Tabnumna 4):

TekcT
Tt XO Tahion — 12 4+

B I U A £

O = 1
O = 2
3

1
hnl

—

Pucynok 36 — KHonku uaMeHeHus THI1a BBIDABHUBAHUS

Tabmuna 4 — KHOIKY ropr30HTaIbHOTO BHIPaBHHUBAHUS

Omnepanus Kuomnka

BrIpOBHATE copepxuMoe MO JIeBOMY Kpaio CTPaHUIIbI

WJIM TIO JIEBOW TpaHUIle si9eiiky (B Tabimre)

BprOBHHTI: coziepxxuMmoe 110 HeHTpy CTpaHHUIIbL

WM 110 eHTPY STYeUKU

BprOBHSITb cojepXuMoe II0 IMPpaBOMY KpdlO CTPdHHIIBI

WU TI0 TIPABOY I'PaHUIle SYeUKU

BprOBHSITb cogepxumoe 110 muupruHe CTPaHHUIIBI

WJI 110 IMTUpHUHEe STYerKHU
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4.3.3.3.2 YMeHBIINTH WIN YBeJIHIUTH OTCTYII

YToObl HACTPOUTH OTCTYIIBI ab3alla, BHIMOHUTE CIIeYIOIIe IeMCTBHUS:

1. BrienuTe TEKCT WK YCTAaHOBUTE KYpPCOP B HY>KHOM MecCTe.

2. Haxxmute kHonky +«= (YMeHbIIUTH) WM —~= (YBeJIHYHUTh) Ha KOHTEKCTHOM BKJIAJIKe
«Texcr» (cm. Pucynok 37):

TekcT

TT XO Tahion

- 12 +
B I U A ¢

N
hul
1§
hnl

O — 1
O — 2
O — 3

Prucynok 37 — KHoIky yBelu4eHUS U YyMeHbIIIeHHs ab3aliHOro OTCTyTa

OTcTyn yBenuuMBaeTCsl UM, COOTBETCTBEHHO, yMeHblIlaeTcs Ha 1,25 cm.
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4.3.3.4 Criucku

4.3.3.4.1 Co3maTh CiHCOK

Co3znaTh CIMCOK MOXKHO OJTHUM U3 CIIeAYIOMUX CITI0COOO0B:

1. Beemute «1.» u HaxkmuTe kiiaBuinry IIpoben Ha cucreMHON KjlaBHAType, YTOOBI HA4aTh

HYMepOBaHHbIﬁ CITMCOK.

2. OtdopmaTupyiTe rOTOBBIA TEKCT KaK CIHUCOK.

Yto6b1 0TGOPMATUPOBATH TEKCT KAK CITUCOK, BHITIOJIHUTE CJIeTyIoIye JeUCTBUS:

1. Bolnenurte pparmMeHT TEKCTa.

2. BoibepuTe BUJ CIOHMCKAa: HaXMHTe KHONKY :— (MApKUPOBAaHHBIA) WK

(HyMepoBaHHBINM) Ha KOHTEeKCTHOM BkJazke « Tekcr» (cMm. Pucynok 38):

TekcT

TT XO Tahion — 12 +

B I U A ¥

t
hnl
1
hnl

1
O = 2
3

Pucynok 38 — KHormku co3panus criucka

3. B oTkpbiBIIEMCSI OKHE BbIOepUTe CTUIIb CliucKa (cM. PucyHnok 39):

. o ] 1 1 1)
o > o 1 a a)
o > o 12 b b)
HET [ ] [ ] > HeT 1.21 i )]
. o [ 2 2 2
KX = v > | A a) a.
> o ] B a 15 1) 1
> o n - b 2 2) 2
] [ ] o v 1 i. 0 i
3 - v > Il B b) b.

Pucynok 39 — Bribop ctuiis crimcka
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4.3.3.4.2 N3aMeHUTH YPOBEeHb BJIO?KEHHOCTH CITHCKa

YroObl H3MEHWUTh YpPOBEHb BJIOXKEHHOCTU OJJIeMeHTa CIIMCKA, BBIMOJHUTE CJeAylolre
JeVICTBUS:

1. YcraHoBuTe Kypcop B 3jieMeHTe CITHCKA.
2. Haxmurte kHONKy «= (YMeHbHIUTB) Wik —= (YBeJIWYNTh) HAa KOHTEKCTHOM BKJIafiKe

«Texkcty.

4.3.3.4.3 IIpeobpa3oBaTh CIHCOK B TEKCT

Yrobbl HpeO6p830BaTb CIIMCOK B TEKCT, BBITIOJIHUTEe CJIeAyIolnrue e CTBUS:

1. BbI}IEJII/ITe 3JIEMEHTHI CITMCKa, OJIsI KOTOPbIX H806XO,III/IMO OTMEHHUTDb (l)OpMaTI/IpOBaHI/Ie.

2. BribepuTe BUJ TeKylIero CIOMCKAa: HaKMHMTe KHONKY :— (MapKMpOBaHHBINA) WM

=]

(HyMepoBaHHBIN) HA KOHTEKCTHOM BKafKe « TekcTy.

3. B otkpsiBiIeMcst okHe HaxkmuTe KHOTIKY Her (cM. Pucynok 40):

° o | 1 1 1)
o > o 11 a. a)
o > o 1.2 b. b)
HeT n ] > HeT 121 i i)
° (] [ ] 2. 2 2
- v > | A a) a.
> o ] B a 1 1) 1
> o [ ] o] b 2 2) 2
n ] o v 1 i i) i
- v > L. B. b) b

Pucynok 40 — Kuomnka Her
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4.3.4 I'uniepcchplIKn

YTo6bI BBECTU TUIEPCCHIIKY, BHITTOJIHUTE CeyIoIIre NeCTBUS:
1. YcranoBuTe Kypcop B TOM MecTe, I'Jie Hy>KHO JJOOaBUTb CCBIJIKY.
2. Beemute URL (ampec pecypca B cetu Hutepher). URL HyXHO BBeCTH BMecCTe

C TpoTOKOJIOM (Hammpumep, https://myoffice.ru).

3. Haxxmute kiaBuiry Enter unm IIpoben Ha cucremHoM kiaBuatype. TeKCT CChUIKH

OKpACHUTCH B CUHUU LIBET U 6YJIET MMOAYEPKHYT.

YT0ObI OTKPBITH FUIIEPCCHIIKY, BBIIIOIHUTE Cleyoliye el CTBUS:
1. YcraHoBUTe KypCcop B CChIJIKE.
2. Kocnautech no3utuu kypcopa. OTKpoeTcs KOHTeKCTHOe MEeHIO.

3. Broibepute komanay OTKpbBITH (cM. PricyHok 41):

v

BctaBuTb | OTKPLITH

https://mvofﬁl:e.ru

Pucynok 41 — Komanga OTKpBITH

Anpec, ykazaHHBIM B TUIIepCChLIKe, OTKpoeTcs B 6paysepe.
YT0o06B! YIAUTh TUIIePCChUIKY, BBIIIOIHUTE ClleAyIoliye AelCTBUSL:
1. Bolgenure CCBIIKY.

2. Haxwmure knaBuiry Backspace Ha kiaBuatype.
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4.4 OrynaBjieHue B IOKyMeHTe

YTtoObI BCTaBUTD OrjiaBJIeHHe, BBIIIOJIHHUTE ClieJyroniye I[QIZCTBPIH:

1. Odopmure 3aronoBku cTuiisMu (3aros1oBok 1, 3arosioBok 2 v 3arooBoK 3).
Hanpumep, npumMenuTe CTWIb 3arojioBOK 1 k 3arojioBkaM rJjiaB, CTWIb 3aroJIOBOK 2
K 3aroJIOBKaM pa3/iesioB, CTUJIb 3areJIOBOK 3 K 3aT0JIOBKAaM IOJIPa3/IelioB.
2. YcTaHOBHUTE KypCOp B TOM MecCTe, T'Jie He0OX0JUMO BCTaBUTD OTJIABJIEHHE.

3. Haxmure KHOIIKY Ha ITdaHeJIn 6bICTpOI‘O AOCTYyIId. OTKpOETCH MEHIO BCTABKH.

4. BribepuTe MyHKT Ornasienue (cM. PucyHok 42):

5

N306parkeHue

OrnasneHwune

Pucynok 42 — Ilynkt OryiaBjieHHe B MEHIO BCTaBKU

[Tpu nobaBieHNM HOBBIX 3ar0JIOBKOB OTJIaBjieHHe aBTOMATHYeCKd OOHOBIISIETCSI.
Yrobbl ¢dopmMaThpoBaTh OrjaBiieHHe,

KOCHHUTeCb €ero Hu BOCHOHBBYﬁTECb KHOIIKaMH
Ha KOHTEeKCTHOH BKJIAJIKe «Tekcty. cDOpM{:lTI/IpOBElHI/Ie NpUMeHsdeTCd KO BCeMy OI'JIaBJIeHUIO.
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YrobObl TepedTH U3 OIJIABJIEHUS K 3arojioBKy B JOKyMeHTe, BBINIOJHUTE CJeAylollre
IelCTBUL:
1. KocHuTech orsiaBiieHus, OTKPOETCSI KOHTEKCTHOE MEHIO.

2. Bribepute komanny Ilepeiitu k 3aronoBky (cM. PucyHok 43):

I'Iepel7|Tv| K 38FOJ'IOBKyl YAanuTb ornaesieHne

L0 )17 (o= 1 2 1 2 (O 1
00T 7000 70 o - 3
2 0% 3% (05 8 & (Y o 2 4

Pucynok 43 — Komanpa IlepeiiTu K 3aronoBKy

OTKPOQTCH COOTBETCTBYI-OH_II/Iﬁ pa3neil.

Kak u OCHOBHOMY Te€KCTYy, K OIJIaBJIGHHWIO IMPpHUMEHUMbl KOMaHJbl KOHTEKCTHOI'O MEHIO
Bripesars, KommpoBars, BeraBurh. UTOOBI OTKPBITH MEHIO, IPUMEHHUTE K OTJIABJIEHHIO YKEeCT

Long-press (cm. [Ipunoxenue b. Ucnionb3yemble )KecCThbI).

YT0o0mBI YAAJIUTD Or'JlaBJIEeHH e, BBIIIOJIHUTE Cliegyroniye e CTBUSL:
1. Kocuurech OrjiaBJIeHHs, OTKPOETCAd KOHTeKCTHOe MEHIO.

2. BpibepuTe KoMaHy Y JaJHMTh orjiaBJjieHue (CM. PucyHok 44):

nepeVITI/I K 3aroJioBKy | Yoanute ornaBneHmel

L0 17 (o 1 1% (O 1
L0001 T 3 3
8 20T 307 (0 73 2 0 o0 1 (Y 4

Pucynok 44 — Komanja Y qanuTh oryiaBjieHue

OrnaBiienue OyIeT ynalieHo U3 JIOKYMeHTa.
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4.5 Pabora c o0OBbexkTaMu

B Texymeli BepcuM NIPWIOXKeHMS! JOCTyIIHA BCTaBKa M300pakeHUWH W IPOCMOTp UTyp,
KOTOpbIe OblIM JJ00aBJIeHbl B CTOPOHHUX pe/lakTopax.

4.5.1 Bydep ooMeHa 11 00HeKTOB

YrtoObl BeIpe3aTh 00BEKT (M300paskeHue U GUTYPY), BHITIOJTHUTE CIeAyIOIIre e CTBUS:
1. KocHuTech 06beKTa, YTOOBI BHIAEIUTH ero. OTKPOeTCss KOHTEKCTHOe MEHIO.

2. Bribepute koMaHly Beipe3aTs.

YrobbI ckOTMPOBaTh OOBEKT, BHIIIOJIHUTE Cleylolye el CTBUSL:

1. KocHuTech 06beKTa, YTOOBI BBIIAEIUTH ero. OTKPOeTCss KOHTEKCTHOe MEeHIO.

2. Bribepute komany KonupoBars.

Y106l BCTAaBUTH 00BEKT U3 Oydepa 0OMeHa, BBIIIOJIHUTE CJIelyIolue JeMCTBUS:
1. YcranoBuTe Kypcop B Hy>KHOM MeCTe JIOKYMeHTa.

2. Kocnautech no3unuu kypcopa. OTKpoeTcsi KOHTEKCTHOe MeHIO.

3. Bribepute komaHay BeraBuTh.
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4.5.2 BcraBuTh H300pazkenue

[TonnepxuBatorcs cienytoiye GopMaThl H300paskeHUH:
- BMP;

- JPG;

- GIF;

- JPEG;

- PNG;

— TIFF;

— JFIF.

@ MakcuMasbHBIN pasMep n306pakeHus it BcraBku — 20 M6aiir.

YToOBI BCTaBUTD I/1306pa)KEHI/I€ K3 I1aMsATH YCTpOﬁCTBa, BBIIIOJIHUTe Clleayromue JEevCTBUS:
1. YcranoBure KypCOp B HY’KHOM MeCTe NOKYMeHTd.

2. Haxmure KHOIIKY Ha IMaHeJIn 6bICTpOI‘O AOCTYyIId. OTKpOGTCﬂ MeHIO BCTAdBKH.

3. Haxwmure @ N3o0paxkenue (cM. PucyHok 45):

N306pakeHne

3

OrnasneHne

Pucynoxk 45 — MeHr10 BCTaBKH

4. B ¢ailioBoM MeHekepe yCTPOKCTBA BbibepuTe n300paXkeHNe, HaXkaB Ha Hero.

H3obpaxenue OyneT pa3MellleHO B IleHTpe CTpaHUIIbI, IIPU 3TOM IO yMOJIYaHUIO Oyner

BBIOpaH crocob obrekanus B Tekcre.
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IelCTBUL:
1.

2.

4.5.3 HacTpouTh 00TeKaHHe TeKCTOM JIJIsl H300paKeHHs

@ Omneparius IOCTYIIHA TOJIBKO B Bujle oToOpakeHus IlocTpaHMYHBINH POCMOTP.

[Ipu BcTaBKe M300paXkeHUH 110 yMOJIYaHHUIO BbIOpaH criocob obrekanus B Tekcre.

YTtoObI HACTPOUTDb oOTekaHHe TeKCTOM I I/1306pa)KEHI/I$I, BBIIIOJIHUTE Cjleayromue

KocHuTech n3obpakeHusi, 4TOObI BbIJIEJUTD €TO.
Haxwmure KHOIIKY B B TeKCTe Ha KOHTEeKCTHOU BKJIAJIKe
«H3o6paxkenre» (cM. PucyHok 46). Buj KHOIKH 3aBHUCHUT OT TeKyIero crocoba

obTexkaHu4.

TekcT W306pakeHue

O_ B TekcTe [g

Pucynoxk 46 — Bri6op criocoba obTexanus

3. B Bbimajaroiem cnvcke Bbibepute criocob obTekaHus TekctoM (cMm. Tabmuiia 5):

Tabmuna 5 — Coocobnl 00TekaHus TeKCTOM

Cnocob obrexaHus Onucadue

CranpmapTHOe pacrnosiokeHre H300pakeHUs MexXIy IByMs

= B Tekcre

ab3alamMu TekcTa
T 176 kpasm OOTekaHue TEKCTOM 110 KOHTYPY U300pakeHusl
— OOTekaHre TeKCTOM II0 BepXHed W HWXXHEeW TIpaHUIle
O Cgeepxy U CHU3Y

rn3006pakeHUs
— Pacnonosxerane wu3o6pakeHuss Tepel TEKCTOM B BHJIE
=ZE [lepen TekcToM

BEpPXHEero CJIos

=E 3a TekcToM

Pacnonoxenne I/I306pa)KEHI/IH 3d TeKCTOM B BHJle HHWXXHEIO

CJIosA
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Yrobbl BBIIEINTL H300pakeHHe C oOTeKaHMeM =E 3a TeKCTOM, KOCHUTECh 3TOrO

M300paKeHUsl U HAKMHUTE KHOIIKY $ (cm. Pucynok 47):

®

Pucynok 47 — KHomnka BbiiesieHus U300paXkeHust

OOBexTEI C 0OTekaHueM D B TeKcTe MOXXHO BLIDOBHSITH II0 TOPU30HTAIH C IIOMOIIIBIO

KHOIIOK Ha KOHTeKCTHOH Bkjamke «Texkcr». Eciu o0bekT He oTheieH OT Tekcra ab3arHbIMU

OTCTYIIaMH, TO BbIOPaHHBIN TUII BEIpaBHUBAHUS OyJieT IPUMeHeH U K 0OBeKTY, U K TeKCTy.
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4.5.4 IlepemecTuTh H300pa:keHue Wi Gurypy

YroObl 1epeMecTUTh U300pakeHre UK GUTYPY, BHITIOJIHUTE CJIeIyIolye JeUCTBUS:
1. Kocuurech 006BpeKTa, YTOOBLI BBIIJIUTE €r0.

2. IleperammuTe Ha HYy>KHOe MeCTO B JJOKYMeHTe.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOTHUHW», 2013-2024

51



MonOdounc

4.5.5 VIameHuTh pa3mep u3o0paxkeHus Wi GuUrypsl

@ Omneparius IOCTYIIHA TOJIBKO B Bujle oToOpakeHus IlocTpaHMYHBINH POCMOTP.

Yrto6bl U3MEHUTD pa3Mep U300pakeHu sl U GUTYPHI, BBITIOJIHUTE CJIeAYIOIye 1edCTBUS:

1. Kocautecb o00OBekTa, 4YTOObI BbIIEIUTH ero. [losBSTCS HampapisioliMe MasKu

(cm. Pucynok 48 u 49):

Pucynok 49 — HM3meHeHue pa3mepa GUTYPEI

2. OTperynupyiTe BBICOTY C IIOMOIIbIO BepXHEro U HUXKHero (IIeHTPaIbHOT0) MasiKa.
3. OTperynupyiTe HIMPUHY C TOMOIIbIO ITPABOTO U JIEBOTO (I[eHTPaIbHOT0) MasiKa.
4. ]JIns TIPOMOPITMOHAILHOTO WM3MEHEeHWs] BBICOTHl W IIMPHUHBI KCIOJB3YyHTe HUKHUE

Y BepxHue (YIJIOBbIE) MasIKU.
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4.5.6 Y janmuth nzodpaxenue wiu purypy

VnanuTe n3obpakeHre MOXKHO OJJHUM U3 CIIelyIOIIMX CII0CODO0B:
1. C nomortipio KOHTEKCTHOM BKIaKku «300paxkeHue.
2. C noMolpio KOHTEKCTHOTO MEHIO.

3. C moMmoIIpio CHCTeMHOM KJlaBUaTypHI (ki1aBuina Backspace).

Yrobbl YAAJIUTh 1/1306pa>1<eHI/Ie C IIOMOIIIbI0 KOHTEKCTHOM BKJIAJIKH, BBIIIOJIHHUTE cdlegyroume

eiCTBUL:

1. KocHurech nzobpakeHusl, YTOObI BBIIAEIUTD €ro.

2. HaxmuTte KHONIKY Q Ha Bkiazke «M3o6paxenue» (cMm. Pucynok 50):

TekcT WN300parkeHune

- B TekcTe g

Prcynok 50 — Knormka ynanenus naoopaxeHus

O

Yrobbl YHAAJIUTh H306pa)KEHI/Ie C IIOMOMIbIO KOHTEKCTHOT'O MEHIO, BBIIIOJIHHUTE ClIefyroline

JeVCTBUSL:
1. KocHurech nzobpakeHus, YTOObI BBIIAEIUTD €ro.

2. BribepuTe koMaHly Y JAIUTh.

Ynanute pUrypy Mo>KHO OTHUM U3 CJIEAYIOMIMX CIIOCOOOB:
1. C momoIpio KOHTEKCTHOI'O MEHIO: KOCHUTeCh GUI'YpHl U BbIOepuTe KOMaHy Y IaIUTh.

2. C TOMOMIBIO CHCTEeMHOW KJIaBUATypbl: KOCHUTeCb (UIYpbl U HaXMUTe KJIaBUIIY

Backspace.
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4.6 CoxpaHeHue 1 3KCIIOPT

4.6.1 ABTOMaTH4YeCcKoOe COXpaHeHHe U3MeHeHU

[Tpu paboTe c JOKYMEHTOM W3MeHEeHHs COXPAHSIOTCS KaXAYyI0 MHUHYTY I0CTie OTKPBITUS

JOKyMeHTa. ABTOMaTHYecKoe COXpaHeHHe TaKXe [IPOUCXOAUT TIPpU BBIXOJle U3 pexuma

PendKTUpPOBAHU .

B CJIydde BHE3dITHOI'O IIpeKpallieHUnsa pa6OTbI IMPpUJIOXKEeHHs, IIPpU IIOBTOPHOM OTKPBITHUHU

JOKYMEHTd Hd 3KpdHe BbIBOJUTCA JUAJIOTOBOE OKHO C BOSMOXXHOCTBIO BOCCTaHOBJIEHHWA JOKYMEHTa.

ITO MOT'YT OBITh CllefyIOl1e CUTYallUH:

— 3dKPbITHe IIPHUJIOKEHU

— BBIKJIIOYeHHe YCTPONCTBA M3-3a HU3KOT 0 3apsijia baTapeu;

— BBIKJIIOUeHHe YCTPONCTBA KHOIKOM BKIIIOUEHUS/BBIK/IIOUEeHHUSI.

4.6.2 CoxpaHUTh IOKyMeHT

YToOBI COXpAaHUTH IOKYMEHT, BHITIOJIHUTE CJIeIyIole JeHCTBUS:

1. Haxmure KHOIIKY B Ha ITdaHeJIn 6bICTpOl"O HAOCTYyIId. OTKpOETCH KOMdHJHOe MEHIO.

2. Bribepute noaxopsiyto komanay (cMm. Pucynok 51 u Tabnuia 6):

) CoxpaHuts

rB CoxpaHuUTb Kak...

[2 3kcnopr...

= MobunbHbIN BUG

-

Pucynok 51 — Komanasr Coxpanurth 1 CoxXpaHHTH KaK...

Tabmua 6 — BapuaHThl cOXpaHeHus JOKyMeHTa

Komanpga

Omnucauue

CoxpaHutb

H3menenus B OOKyMeHTe Cpa3y COXPAHAIOTCSA

CoxpaHHTh Kak

H3meHeHus B IoKyMeHTe coxpaHstoTcs. [Ipu aToM MoxHO
yKa3aTb HOBOe HMs JIOKYMeHTa, BbIOpaTh ¢opmaT s
COXpaHeHUs, ¥ BbIOpaTh paclojioXKeHHe 3TOTO JIOKyMeHTa

(manky Ha yCTPOUCTBe)
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COXpaHI/ITI) OOKYMEHT MOXXHO TaK’Xe C ITOMOIIbIO KHOIIKH E Ha ImaHeIn 6I)ICTpOI‘0 HOOCTyIIa

(cm. Pucynok 52):

% MoinOdumc TekcT.xodt e e B

HecoxpaHeHHble W3MeHeHnA

Pucynok 52 — KHollka coxpaHeHHs Ha [TaHeu ObICTPOro JOCTyTIa

Ha manenu GbICcTpOro AoCTyIa KHOIKA 0TOOpaXkaeTcs, eCIM Bbl PeJJaKTUPOBAIM JIOKYMEHT, a
3aTeM BBIIUIA U3 PeXXUMa pelaKTHPOBaHUSI.

Eciu BB coxpaHsieTe JOKYMeHT C UMeHeM, KOTOpoe yXke CyIeCTBYyeT, Ha dKpaHe MOSBIISeTCS
JIMAJIOTOBOEe OKHO C TIpeyioKeHHWeM 3aMeHUTh JOKyMeHT (KHOMKa 3aMeHHTh). Eciu HyXHO

COXPAHHUTH OJOKYMEHT 6e3 3dMeHbI, Ha’)KMHUTe KHOIIKY Hasa,u " M3MEeHHTe UM TOKYMeHTa.
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4.6.3 DkcIOpTHPOBATH JOKYMEHT

@ B Tekyl1iel Bepcuu prIOXKeHU s 3KCIIOPT AOCTYIeH ToabKo B popmaTt PDF.

YTo6bI 5KCIOPTUPOBATh IOKYMEHT, BBITIOJTHUTE CIIeAYIOIHe IeHCTBUS:
1. Haxxmute KHONIKY E Ha a”enu 6picTporo Aoctyna. OTKpoeTcs KOMaHIHOe MEeHIO.

2. Bribepute komanay Jkcrnopt (cMm. Pucynok 53):

) Coxpanuts

|_B CoxpaHuTb KaK...

[2 3kcnopT...

=" MobunbHbIA BULO

L

Pucynok 53 — Komanga OkcmopT

3. B okHe DxcnopT BrIOeprTe pacrosoXeHue ISl pa3MellleHHs] KoMUY JOKyMeHTa.
4. B morne /i1 BBO/Ia UI3MEHUTE MMS 9KCIIOPTUPYEMOT'0 JIOKYMeHTa (IIpU HeoOXOMMOCTH).
5. Haxxmute kHotiKy COXpaHHUTD.

4.6.4 3aKpBITH JOKyMeHT

YT0o0mBI 3dKPbITb JOKYMEHT, BbIIIOJIHUTe Clieyrolre IeHCTBUS:

1. HaxxmuTe KHOTIKY V4 Ha aHenu 6picTporo gocryna (cM. PucyHnok 54):

Pucynok 54 — KHormka BbIxo/la U3 peKMMa peIakTUPOBAHUS

2. HaxkmuTe KHOTIKY .48 Ha aHesny OpIcTporo gocryna (cM. Pucynok 55):

% MonOduc Tekct.xodt

HecoxpaHeHHbIe N3MEHEHWA

Pucynok 55 — KHornka 3akpbITh JOKyMeHT

3. B JAWAJIOTOBOM OKHe IToATBepArTe COXpaHEeHHe W3MEeHeHHWH, HaXKaB KHOIIKY COXPHHI/ITI).
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5 PETAKTOP TABJIUIL. UHTEP®EVC U OIIMCAHUE OIIEPAITUN
5.1 AuTepdeiic pexakTopa TadIuIy
5.1.1 O01mit BU

Pabora B penaktope Tabivil MOXeT OCYIIECTBJIITBCS B PeXHMMe IIPOCMOTpa U B peXume

PelaKTUPOBAHMUSL.

B pexume TIIpOCMOTpA B HHTep¢Eﬁce MOJKHO BbIJEJIUTh ClleAyroiye KOMIIOHEHTHI

(cM. PucyHok 56):

Mauvens GelicTporo gocTyna

X MohOduc Tabnuuya.xods

Mpcgyr gna osmepuescorm &
L HHA

EacnnatHipi nooayeT ane 4acTHarg : &
MKl ACRAHNA

Tasraman na yCTEORCTBG
Nutgg e Wi NANs3RaTE »
P T THAN PO RAHRE OD-os e - -

PROMpEsHES TR-ECEA NEMLEESKE *

i Pabodyan obnacte

18

Mnmc'rz NMuet3 Nuetd Bknagkw nuctoB Sy

Pucynok 56 — W HTepdeiic pegakTopa Tabnuil (pesxvM IpoCMOTpa)

— maHeJIb OBICTPOro JIOCTYIIA;

— pabouas 00JacTh;

— BKJIaJIKH JIMCTOB.
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B pexume penmakTrpoBaHUs B MHTepdeiice MOXHO BBIIEIUTH CeIyloIhe KOMIIOHEHThI
(cMm. PucyHok 57):

MaHens 6bicTporo gocTyna

Q & v o~

1 Mo#HO

- TIDEEyAT SA0 MOSEEs R +

= HENG SR

Becrnamesd mpom M aoworn =
P

MoaDduec Cran
AR BERORA

Fhitgtuing ua yETpodeTae *
Mewierans na ronsaosames
ey

Facumpessrs TEver=oae nonepaea

Pabouyan obnacte

B
L
fx  MpoAyKT ANns KOMMepYecKoro UCNonb30BaHus Crpoka gopmyn
KoHTekcTHan Bknagka TekcT
X0 Tahion - 12 +
B I U

]
[l
[ihl

Pucynok 57 — HUHTepdeiic pegakTopa Tabnu (pexxvM pelakTUPOBaHUSI)

— maHeJlb OBICTPOro JIOCTYIIA;

— pabouas 00JacTh;

— cTpoka Gbopmyi;

— KOHTeKCTHas BKJAJKa (ee BHEIIHWW BHJ 3aBUCHAT OT BBIOPAHHOTO COAEpP>KHMOTO
TOKyMEHTA).

BKIIEI)IKI/I JIMCTOB B peXHMe peddKTHUPOBAHHUS CKPBITHI. YT00OBI IOKA3aTh BKJIaJJKHU JIMCTOB,
BLITIOJIHUTE Clleayroinre JIeCTBUSL:

1. 3akpoiiTe KOHTEKCTHYIO BKJIQJIKy: KOCHUTECh ee Ha3BaHMsl, BKJIAZIKa 3aKPOeTCsl.

2. HaxxmMuTe KHOTIKY cJjieBa OT HA3BAHUS KOHTEKCTHOM BKJIAIKH.
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5.1.2 Ilanens OBICTPOrO MOCTyIIA

B pexxuMe npocmoTpa Ha naHesid ObICTPOro JIOCTYTIa PAaCIloJIOXKeHbl CIeAyIolIre KHOIKU:
1. — 3aKpBITh JIOKYMEHT;

2. g U E — YMEHBIIUTh WK YBEeJIMIUTH MACIITA0 JOKyMeHTa;

3. B — COXpPaHUTh U3MEHEHUs B IOKYMEHTe;

4, — HGPEﬁTH K COXpPdHEeHHIO JIOKAJIbHON KOITUU (I[J'IH HOOKYMEHTOB, OTKPBLITbIX B

006J1a4YHOM XpaHWJIUILIE);

5. E — OTKPBITb KOMdH/THO€E MEeHIO.

B pexrnMe pedJaKTHPOBdAHHA Hd IIdHEJIHN 6bICTpOI‘O AOCTyIla PAacCIIOJIOXeHBbI Cllieayromue

KHOIIKH:

1. — BBIUTH U3 peXXUMa peJlakTUPOBaHUS;

2. g nu m — YMEHBbIINTDb UJIN YBEJIMYUTb Macrrab OOKYMEHTa,

«

= u z — OTMEHUTh WA BEPHYTh MOCJIefIHee eUCTBUE;

4. E — OTKPBLITb KOMdH/JHO€ MEeHIO.
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5.1.3 KoHTexcTHBIC BKJIAAKH

C moMoIipio KOHTEKCTHBIX BKJIAJIOK OCYIIECTBIISIeTCsl paboTa C CO/IepXKUMBbIM JIOKyMeHTa. B
paboTe UCIOJB3YIOTCS CIeIyIolIre BKIIAIKU:

— Texcr.

— $yerika.

— JIlmarpamma.

— H3obpaxenue.
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5.1.3.1 Bkinagka «TekcT»

C OOMOIIBIO

KOHTeKCTHOM BkIaiku «Tekct» (cm. Pucynok 58) ocymectBisiercs

dbopMaTUpOBaHUe TEeKCTa.

YT0o0mBI OTKPBITb  BKJIAAKY «Tekct» IIpx BBOJE TeKCTa, HaAXMHWTe KHOIIKY

(cM. Pucynok 59):

A B c D E G H I
1 . MoiOdmc Cranpaphobii
H v sepaun
; Ee:nn:mm: ;:An::; :;;: “acTHoro ° %
4 TiAliensHs Ha yeTpoRcTeo ¥ * Aa
5 TNuuensus Ha nons3osatens + -
fx MpomyKT ANS KOMMEpPYecKoro UCno/b30BaHUs

TekcT

XO Tahion — 12 <+

o
-
=
>
o

Pucynoxk 58 — KonTekcrHast Bkiazika « TexcT»

Pucynok 59 — KHonka nepexofa kK KOHTEKCTHOM BKJIAJIKe
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Yrobbl OTKpHITH BKIAKYy «Tekcr» mpu paboTe C JIMCTaMH, BBIIOJHUTE CIleAyIOIHe

JelCTBUS:

1. HaxxmuTe KHOIIKY [T/ cileBa OT BKJIaAOK JUCTOB (cM. Pucynok 60):

fx

) M Nuct2 Nuer3 Nuct4

Pucynok 60 — Knornka CKpBITh JIUCTBI

2. KocHuTech Ha3BaHUSI KOHTEKCTHOM Bkjaku (cM. PucyHok 61):

fx

E TekcT

Pucynok 61 — Ha3BaHue KOHTEKCTHOW BKJIQJIKU
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5.1.3.2 Bruragka «4geiika»

KonTekcrhas Britasika «Sdeiika» (cMm. Pucynok 62) orobpakaercst Bcerja.

TekcT HA4yenka

2 % Yucnosoit 0O+ 0O-

.ég

Pucynok 62 — KonTekcrHas BkiIajika «S1derikay

C IMOMOIIBIO BKJIaAKKW MOXXHO OCYIIeCTBUTH ClIeAYIOIre JerCTBUS:

— BpIOpaTh hopMaT siMerKu U HaCTPOUTh 0TOOpaXkeHHe 3HAKOB T10CJIe 3aIlsITOM;

— O0BeIMHUTD WIH Pa3beIMHUTDH SYCHKH B Ta6J'II/II_I€;

— W3MEHMTH 1IBET 3aJIMBKU SYEHKH.

YroObl OTKPBITH BKJIAAKY «Suelika» Npu paboTe C JIMCTaMH, BBIIOJHUTE CJeAyIoIlre
e CTBUS:
1. HaxxmuTe KHOTIKY [/ CjieBa OT BKJIQJIOK JINCTOB.

2. KocHuTech Ha3BaHUS KOHTEKCTHOM BKJIaJIKH.
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5.1.3.3 Briaaka «/Ilmarpamma»

KonTekcrHas Bkiaaka «/{uarpamma» (cMm. Pucynok 63) oTobpakaercs, eciu B JIOKYMeHTe
BbIJJeJ/IeHa JuarpamMma.

YToObI OTKPBITH BKJIAJIKY, KOCHUTECh ee Ha3BaHUSI.

Hunarpamma

iy,

Pucynok 63 — KoHnTekcTHas BKIajika «/lnarpamma

C IIOMOIIBIO BKJIAAKHW MOXXHO YAAJIMTh IHAI'DAMMY.

5.1.3.4 Bxianka «3o0pakenue»

Konrekcrnas Bkiaika «M3o6paxkenue» (cM. PucyHok 64) oTrobpakaercs, ecjid B IOKyMeHTe
BbIJIeJIEHO U300pakeHue.

YTtoObl OTKPBITb BKJIAZIKY, KOCHUTECh ee Ha3BaHH .

N306parkeHune

(4

Pucynok 64 — KonTtekcrHas Bkiiasika «3o006paxenne»

C IIOMOIIBIO BKJIAAKHW MOXXHO YIdJIMTH n300pakeHue.
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5.1.4 Paoouag obsacrsp

Pabouas obmacTp 1MCTa COCTOUT U3 CTPOK U CTOJIOIOB. B paboyeil obnactu orobpakaercs
BCe COJIep>KMMoe JIOKYMeHTa:

— JIaHHBIE B sTYelikax TabJIHIIbL;

— JIMarpaMMBbl;

— u3o0pakeHus;

— Qurypsl.

Yrobbl yBEJIMUMTh WIM YMEHBIIWTb MaciiTab J[JIOKyMeHTa, HCIOJIb3yWTe >XecT Spread

(cm. ITpunoxenue b. Mcnionb3yemble )KeCThI).
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5.2 Pa0ora c TexcroM B Taduie

5.2.1 BBojx Texkcra

YroObl BBECTH TEKCT, BBIITOJIHUTE CJIeIyIOIIHe IeHCTBUSL:
1. KocHuTech HY>KHOM STYEHKH.

2. YcTaHOBHUTE Kypcop B CTpoke GOpMyJI.

3. HabepuTe TekCT Ha CHCTEeMHOU KJlaBUATYpe.

4. HaxxmMuTe KHOTIKY .

5.2.2 Onepanum ¢ TeKCTOM

5.2.2.1 Beipe3aTs conep:kuMoe

Komanjia Berpe3aTs 103BosIsIeT yIaIUTh BhiJIeIeHHOE COJIepPXKUMOe U3 IOKyMeHTa, IIPU 3TOM
coxpaHuB ero B 0ydep obmena OC.

YTo6bI BeIpE3aTh COJIePXKMUMOe STUeMKH, BBITIOJIHUTE ClIe[lyIolye AeCTBUS:

1. Boiienure sigeiiky WK IMaIa3oH sUeek.

2. KocHuTech BbIJIeIeHHOM si9eiiku (fuarna3oHa). OTKpoeTcss KOHTeKCTHOe MEeHIO.

3. Boibepute komanay Beipesarts (cM. PrucyHnok 65):

B c
KonupoBaTk | BelpesaTek| BCTaBuTh
CTaHpapTHBI MoitOduc CraHpapTHbIH

’ ceT o TTTmT T nap DomaluHaa Bepcus
2 MpoayKT AN KOMMepHecKoro + R

MCronb30BaHUa
3 BecnnaTHeId NPOAYKT ANs 4acTHOro +

MCronb30BaHNa
4 JnueH3ns Ha yeTpolicTBo + +
b InueHsna Ha nonbsoBaTens +

[+2]

ABTOMaTHU3MpOBaHHOE obHoBNEHME - +

7 paCLIJMpEHHaGl TeXHWYecKasa noaaepxka +

Pucynok 65 — Komanza Beipe3aTs
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5.2.2.2 KonmupoBaTh copepkuMoe

Komanga KonmupoBaTh 1103B0JIsIeT COXpaHUTh BhIjIeJieHHOe cofiepkuMoe B Oydep oOMeHa
OC, py 3TOM OCTaBUB ero B IOKyMeHTe.

YToOBI CKOTMPOBATD COJIEPXKUMOE STYeHKH, BBITIOTHUTE CIIeYIOIIe IeCTBHUS:

1. Bolnenure suelKy WA IAAIIa30H STYEeEK.

2. KocHuTech BbijieJieHHOM siueiku (inarna3oHa). OTKpoeTcsi KOHTEKCTHOe MeHIO.

3. Bribepute komanny Komuposats (cM. Prucynok 66):

B C

KonupoBaThk | Belpe3aTe BcTaBuTb

MoitOdmc CraHpapTHbINA

B R e smeemy == CTAHAAPTHLIA
i 3 £l nap OomawHan Bepcun

5 MpoayKT ANS KOMMEpYecKoro i )
MCronbL30BaHKA

3 BecnnaTHeM NpoAyKT AnA YacTHoro B +
MCnonb3oBaHKUa

< Inuexsmns Ha ycTpoiicTeo & i

JlnueH3va Ha nonk3osaTens + -

6 ABTOMaTHU3UpOBaHHOE 0GHOBNEHNE " +

PaclumMpeHHas TeXHUHecKas noaaepxKa + -

Pucynok 66 — Komanga KonmupoBatsb

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOT'MW», 2013-2024

67



MonOdounc

5.2.2.3 BcraBurh copepxxumoe

BcTaBUTh CoslepkrMoe MOXKHO OJITHUM U3 CIIeYIOIMX CII0COO0B:
— C 3aMeHOM BBIJIeJIeHHOTO COJIepXKMMOT0 Ha cofiepxkumoe 6ydepa obmena OC;

— 6e3 3aMeHbI BBIIEJIEHHOT'O COJIEPXXHUMOT 0.

YToObI BCTAaBUTH COAEPXKMMOE C 3aMeHOH, BBIIIOJIHUTE CIJIeyIOIIre IefCTBHUSL:
1. Briienure sigeiiky WK IMaIa3oH sUeek.
2. KocHuTech BbIJIelIeHHOM si9eiiku (fuara3oHa). OTKpoeTcss KOHTEKCTHOe MEeHIO.

3. Bribepute komanay BeraButsh (cM. Pucynok 67):

B C

KonupoBaTb Bblpe3aTb| BcTaBuTb

MoitOcduc CraHpapTHbIN

................. - «—e-m=-.— CTAHQAPTHLIA
"~ " k& e OomawHnana sepcus

5 MpoaykT Ans KoMMep4eckoro K )
MCnonb30BaHMs

3 BecnnaTHbIA NpoAYKT AN YacTHoro ) +
UCrnonb30BaHms

4 JNuueHzmna Ha ycTpoiicTeRO o g

JvueHsna Ha nonb3oeaTens + -

6 AeToMaTManpoBaHHoe oBHOBNEHME - +

7 PaclumpeHHan TexHU4ecKas Noaaepxka + -

Pucynok 67 — Komanga BecraBurhb
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YtobOBI BCTaBUTH coiepxxumoe 0e3 3dMeHbI, BBIIIOJIHUTE Cliegyroiye e CTBUS:

1. KocHurecs sueliky, B KOTOPYIO HEOOXOAXMO BCTaBUTh COJIEP>KUMOe.
2. B crpoke ¢popMyIl yCTaHOBUTe KYpCOp B MecTe IJisl BCTaBKHU.
3. Kocnurech no3unuu kypcopa. OTKpoeTcsi KOHTeKCTHOe MeHIO.

4. Bribepute koMmany BeraBurh (cM. PrcyHok 68):

A B c

MoitOduc CraHpapTHbIA

1 XapakTepuctnkm MoiiOcpuc Cranpapmueiid " p ) aa Bepcus

5 MpoaykT Ans KOMMepHeckoro

+
ncnone30BaHnA

3 BecnnaTtHbIA NpoayKT ANs YacTHoro
MCNoNL30BaHKA

JnueH3ua Ha ycTporcTBo + +

E Mitimismiam im mm i mmmm—— o

BcTtaButb

fx  TpoAyKT Ans KOMMEpYeckoro UCrob30BaHNS |

Pucynok 68 — Komanga BeraBurs (6e3 3ameHbI)

5.2.2.4 Y nanuth conepxumoe

()

Y106l OYUCTUTH COZIEPKUMOe STUeHKH, BBITIOJIHUTE Cllelytolye NerCTBUS:

1. KocHuTech HYy>)KHOU STUEUKU.
2. YcraHoBHUTe Kypcop B CTpoKe GopMyIIL.

3. Ypanurte cuMBOJIBI C TOMOIIBIO ki1aBuli Backspace Ha kiiaBuatype.
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5.2.3 ®opMaTHpOBaHHe TEKCTa
5.2.3.1 Hacrpoiiku mpudra

5.2.3.1.1 Nzmenuts mipudpTt

Yro6bl U3MEHUTD MIPUQT, BHIIIOJHUTE CJIeAYIolIre IefCTBUS:

1. Bblg!EHI/ITe HHEﬁKY WJIN JHUAIIa30H d49eeK.

2. HaxxmuTe KHONKY XO Tahion Ha KOHTEeKCTHOM BKJajke «Tekcr» (cMm. PucyHok 69):

TekcT

XO Tahion — 12 +

o
~
IE
m >
k&

Pucynok 69 — Knonka Bbi6opa mipudra

3. OTkpoercs cnucok MpUTOB, TeKyluMd MpUPT BbiAeNeH IBeToM. Haxwmure

Ha nojxosaimmi BapuaHT (cM. Pucynok 70). IlponucraiiTe CiMcok, 4TOObI TOCMOTPETH

BCe JIOCTYITHbIe MPUQTHI.

X0 Thames

X0 Tahion

XO Oriel Condensed
XO Oriel

X0 Courser

X0 Caliburn

Cormorant

PT Astra Sans

Pucynok 70 — Cnucok mpudron
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5.2.3.1.2 VameHuTh pa3mep TeKcTa
Pa3mep Tekcra n3mepsiercs B TUIIOrpadCcKUX NyHKTax (IT). YToOb N3MEHUTh pa3Mep TeKCTa,

BBITIOJTHUTE CJIeIyIoIue JerHCTBHUS:

1. Boimenure siuelKy WA TAANIa30H STYEeK.
2. HaxxmMuTe Ha TeKymui pa3Mep Ha KOHTEKCTHOM Bkiazke « Tekct» (cM. PucyHok 71):

TekcT
XO Tahion —_ 12 | +
B I U A £
= = = U

Pucynok 71 — KHonka BriOopa pa3mepa TekcTa

3. B BhInaparomemM cnvcke BoIGepUTe OAXOASIINN pa3Mep.

YToObl yMEHBIIUTh UJIK YBEIUYUTH pa3Mep Ha 1 0T, HAXXKMUTe KHONKY — (Y MeHBIINUTD) WIN

—~+ (YBenumuurs) Ha Bkiiazake «Texkct» (cm. Pucynok 72):

TeKkcT
XO Tahion — 12 | 4+
B I U A £
= = 1

Pucynok 72 — KHoIIkM yMeHbIlIeHUs U YBeJIMUeHHUsI pa3Mepa TeKCTa
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5.2.3.1.3 IlpuMeHHUTH HAUEPTAHHUE K TEKCTY

YToOb! MPUMEHUTb HauepTaHue K TeKCTY, BBIIIOJIHUTE CJIelyIolue JeMCTBUS:

1. Bouienure si9eiKy WIIM UAIla30H sSYeekK.
2. HaxxmMute ofHy M3 KHOMOK HA KOHTEKCTHOW Bkiajke «Tekct» (cm. Pucynok 73

u Tabmuma 7):
TekcT

XO Tahion —_ 12 4

oo
~
1c
m >
>

Pucynok 73 — Kuonku Beibopa HauepTaHUs

Tabnuna 7 — Kuonku BeiOOpa HaYepTaHUSs

Omnepanus Knonka

[IpyMeHUTD K TEKCTY MOJy>XUPHOe HauepTaHHe

[IpuMeHHUTD K TEKCTy KypCHBHOe HauepTaHHe

cCl =

[ToguepKHYTb TEKCT
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5.2.3.1.4 N3MeHuTH LIBET TEKCTA

[lo ymon4aHuio TeKCT uUMeeT 4YepHbIM IBeT. UTOObI M3MEHUTh IBET TEeKCTa, BHITIOJHUTE
CIIeJIyIoIMe IeUCTBUSL:

1. Boimenure siuelKy WA TAANIa30H STYEeK.

2. HaxxmuTte KHONIKY ﬁ Ha KOHTeKCTHOM Bkilasike «Tekct» (cMm. PucyHok 74):

TekcT

XO Tahion —_ 12 +

o
—~
=

m |
]

Pucynok 74 — KuHomnka uameHeHusI I[BeTa TeKCTa

3. OTKpoeTcsl OKHO NaJIUTPhl: HAXMUTE Ha HYXXHBIH 11BeT (cM. PrcyHok 75):

HeT nocneoHnx UBETOB

| [ ]
B EEEEEE

HE

Pucynok 75 — Bribop 11Beta Tekcra

Boibpanubiéi 1mBer Oyfer OoTMedeH Ha MajuTpe paMkoW. B BepxHel YacTH MaJATPbI
0TOOpaXkaroTCs MOC/IeJHYe UCII0JIb30BAHHbBIe I[BeTa.
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5.2.3.1.5 Beigeaurs TeKCT HBeToM

HpI/I pa60Te HaJl IOKYMEeHTOM OTAeJIbHbIe (bpaFMeHTbI TEeKCTa MOKHO BbIIeJIATb PA3JIMYHBIMHA
OBeTaMu, YTOOBI CcaeslaTb UX 3aMeTHee Ha Cl)OHe OCTaJIbHOT'O COOEep’KMMOTI'0 IOKyYMeHTad.

YTo0bmI BLIJEJIUTb TeKCT BETOM, BLITIOJIHUTE ClIeAYIOoIIre JerCTBUS:

1. Bolnenure suelKy WA IAAIIa30H STYEeEK.

2. HaxmuTe KHONIKY “ Ha KOHTEKCTHOV BKyasike «Texcr» (cMm. Pucynok 76):

TekcT

XO Tahion — 12 +

o

~

1C
>
ks

Pucynok 76 — KHonka n3mMeHeHus 11BeTa BblJleJIeHUS

3. OTKpoeTcsl OKHO MMaJIMTPhl: HAXXMUTE Ha HYXXHBIH 11BeT (cM. PucyHok 77):

HeT nocneoHuX UBETOB

bes3 uBeTa

Pucynok 77 — Bribop 11BeTa BoljiesieHUS

BribpaHHbBIN 11BeT OyZeT oTMedYeH Ha MajkuTpe Tajloukoi. B BepxHel 4acTW OKHA MaTuTpPhl

0To6pa>1<a}oTc51 ImociaegHue UCII0JIb30BdHHbBIE IIBeTd.
YToOBI OTMEHHUTH BbIIeJieHre [IBEeTOM, BBIIIOJIHHUTE ClleJyroiye e CTBUS:

1. Bouienure sigeiiky WK IMaIa3oH sUeek.
2. HaxmuTe KHOIIKY & Ha BKJanKe «Tekcry.

3. B oxHe nmamuTpsl HaxMuTe KHONKY be3 nBera.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOT'UW», 2013-2024

74



MonOdounc

5.2.3.2 BoipaBHUBaHHEe TeKCTa

5.2.3.2.1 Hacrpouth ropu3oHTajJIbLHOe BbIpaBHUBaHHe

YTo0bmI BBIPDOBHATH TEKCT 110 TOPU30HTAJIN, BBITIOJIHKUTE Clleayrolire JEerCTBUS:

1. Bolnenure suelKy WA IAAIIa30H STYEeEK.
2. HaxxMuTe ofHy M3 KHOIIOK Ha KOHTEKCTHOW Bkiajke «Tekcr» (cm. Pucynok 78
u Tabmuma 8):

TekcT

XO Tahion —_ 12 <4

o
~
IC
| §>
2o

Pucynok 78 — KHonku n3meHeHUs TUTIA BBIpABHUBAHUS

Tabmuma 8 — KHomKy ropru30HTaIbHOTO BHIDABHUBAHUS

Omneparnus Knomnka

BprOBHSITb coepixumoe 110 JIeBOMY KpdlO CTpaHHUIIbI UJIA

TI0 JIeBOM TpaHUIle siuelku (B Tabmmiie)

BbIpoBHATE  cozepXkuMoe 10 IIeHTPY  CTPaHMIIBI

WU 110 LUEeHTPY d4erKu

BripoBHATE copepxyMoe 110 TIPaBOMY Kpalo CTPaHUIIBI

WJIM 110 NIPaBOY IpaHulle S4erKu

BprOBHHTb comepxumoe 110 IMHUpHUHEe CTPaHHUIIBI

WY 110 HINpHUHe STYeMKHU
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5.2.3.2.2 HacrpouTth BepTHKaJIbHOe BHIPaBHUBAHHE

YToOB! BLIPOBHSITH TEKCT 110 BEepTUKAJIM, BBITIOJHUTE CJIeAyIolire JIeH CTBUSL:

1. Bouienure si9eiKy WIIM UAIla30H sSYeekK.
2. HaxxmuTe KHONKY T Ha KOHTeKCTHOM Bkiajke «Texcr» (cM. Pucynok 79):

TekcT

XO Tahion —_ 12 <+

o

~

IC
m
kS

Pucynok 79 — Knonka u3mMeHeHus Tia BbIpaBHUBAHUS

3. B Beimagaromem cnucke (cM.  Pucynok 80) BribepuTe THI  BbIpaBHHBAHUS

(cm. Tabsnuia 9).

1

Pucynox 80 — Bp16op THa BbIpaBHUBaHUS

Tabnuna 9 — KHonku BepTUKanbHOrO BEIpAaBHUBAHUS

Omnepanus Kromnka

BprOBHSITb comepxumoe 110 BerHefI rpaHuIe

I9elKu

BprOBHSITb coepxumoe 110 HeHTPYy STYeUKU

| [=3]¢

BprOBHSITb coepiKuMmoe 110 HIWDKHEeH rpaHuLIe

ST9eMKA1
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5.2.4 T'unepcchLIkn

YT00OBI BBECTH T'UIIepCChIIKY, BBIIIOJIHHUTE ClIeJyIoIire e CTBUS:

1. KocHuTech siueiiku, B KOTOPYIO HY>KHO JJOOABUTDH CCBHIJIKY.

2. B crpoke popmyn BBeaute URL (ampec pecypca B cetu MUutepHer). URL HyXHO BBecTu

BMeCTe C IMPOTOKOJIOM (HampuMmep, https:/myoffice.ru).

3. HaxxmuTte kHONKY B4 . TeKCT CCBIIIKA OKPAaCUTCS B CHHUM LIBET U OyJleT IOJ4epKHYT.

YT0ObI OTKPBITH TUIIEPCCHIIKY, BBIIIOIHUTE Clleyollre JelCTBUS:

1. KocHuTech siueliku, B KOTOPOKM HAaXOJIUTCS CChUIKA.

2. HOBTOpHO KOCHHMTECH STYEHKH. OTKPOETCH KOHTEKCTHOe MEeHIO.

3. Bribepute komanay OTkpbITh (CM. PrcyHok 81):

8

9

10

12

A

https://myoffice.ru

KonuposaTe BeblpesaTb

OTKpbITb

Anpec, ykazaHHBIM B TUIIEPCCHITIKe, OTKPOeTCs B Opay3epe.
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5.3 ®opmaTHpOBaHHe TAOIHIIBI

5.3.1 Beigeaurs AUana3oH g4eex

YToOBI BHIJIETTUTD JUAIAa30H STUeeK, BHITIOJIHUTE CIIeyIoIye JeUCTBUS:
1. KocHuTech nepBo# siueliku OyayIiero nuarazoHa. [1osSBSITCs HampaBJstoIpe MasKy.

2. Pacrauwute BblleJieHHe B HYXKHOM HAIIPABJIEHUU [0 nocjaegHer SYerKH JIualla3OHa

(cm. Pucynok 82):

A B c D

MoitOduc CraHpapTHbIR

1 XapakTepucTukm MoitOduc CraHpapTHelii ~“n ) e Bepcns

MpoayKT ANa KOMMepHecKoro
MCTONL30BaHNA

N

+

3 BecnnaTHeIf NPOAYKT ANA YacTHoro
MCronb3oBaHWA

4

JlMueH3Ms Ha yCTpoAcTBO + +

JMueH3na Ha Nonb3oBaTens +

(S
6 AsTOMaTH3MpoBaHHOe 06HOB/EHME - +
7 PacluMpeHHas TEXHW4ECKas NOAAEPXKKa +

8

Pucynok 82 — Beinenienue siueliky ¥ ©3MeHeHUe 1Mana3oHa

YToOb! BBIJIEIUTD BCIO CTPOKY (CTOsbelr) TaOIMIbl, HAXKMUTE Ha HOMep CTPOKHU (3aroJIOBOK

cTosibra). BeienenHbie CTPOKU (CTOJIOIBI) OKPACSTCS B CBeT/IO-Toiy0ou 1BeT (cM. PucyHok 83):

A B c D
" - MoitOduc CraHpapTHbIiA
1 XapaKTepHCTHKKN MoitOduc CraHpapTHLIA Homawss sepcus
2 MpoayKT Ana KoMMep4eckKoro +
MCMONb30BaHWA
3 BecnnaTHbIA NpoAyKT AN YacTHoro +
MCNoNb30BaHWA
4 INnueHzna Ha ycTpolicTeo + +
5 JIueH3us Ha nonb3osaTens +
6 ABTOMaTK3MpoBaHHoe obHoBNEHKUE - +
7 PaclumperHas TexHu4ecKkas noaaepXka +
8
o @ ®
10

Pucynok 83 — Brienenue cronbiia meamkom

YroObl BBIAEIUTH HECKOJIBKO CTPOK (CTOJIOI[OB), pacCTSHUTe BbIJieJIeHWe B HY>KHOM

HallpaBJIEHUH.

YT0bOBI OTMEHHTD BhbIJle/IeHre 3JIeMeHTOB TaﬁJII/IIII)I, HaXXMUTe Ha JI1000e MecTo B JOKyMeEHTe.
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5.3.2 O0BequHUTH STYeHKN

YroObl 06beAUHUTD STUEHKH, BBIIIOJIHUTE Cllelytoliye JeiCTBUSL:

1. Bruienure Hy)XHBIN JUalla3oH sdeekK.

2. HaxvuTe KHOIKY [ Ha KOHTeKCTHO# BKyazike «SIueiika» (cM. Pucynok 84):

TekcT f4enka
2 % Yucnosoii 0+ 0O-

@ =

Pucynok 84 — KHormka oObeJUHEHUS sTIeek

BrijiesieHHBIN qUana3oH CTaHeT OJIHOM S'YeMKOM, B KOTOPOM COXPAHSITCS JaHHBbIE (a Takke

dopmMaTHpoBaHUe) TOJILKO U3 BEpXHeH JIeBOU STeWKU TIpeXKHero Jyarna3oHa.

5.3.3 PazpeqHUTh 94eiKu

Omneparius pa3beIMHEHUs JOCTYITHA TOJIbKO JUIsl paHee 00beIMHEeHHBIX sSYeekK.
YTo6bI pa3beIMHUTH STYEMKU, BBITIOJTHUTE CJIeAYIole T1edCTBUS:

1. BoipenuTe siueliky, KOTOpas SIBJISIeTCS. pe3yJIbTaTOM 00belMHeHUSl.

2. HaxmuTte KHOIIKY @ Ha KOHTeKCTHOM BkJajike «Sluetikay (cM. PucyHok 85):

TekcTt HA4yeunka

s % Yucnosoi 0+ 0O-

Rk

Pucynok 85 — KHomnka pa3beluHeHUs sideex

Sdelika pa3fgesmmTCdad Ha TO KOJIMYEeCTBO fA4YeeK, KOTopoe OBLIO 0 06’be,I[I/IHeHI/I$I. ,HaHHbIe

13 00beIMHEHHOM SUelKU COXPAHSTCS B BepxHeH JIeBOM suelike BOCCTAHOBJIEHHOI'O /IMalla30Ha,

ocCTajbHble STYelKU OYIyT IyCTHIMHU.
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5.3.4 I3MeHUTE BT 3aIHBKH IYeeK

[Io yMomuanuio y siueek HeT 3aIMBKU. UTOOBI M3MEHUTDH 1IBET 3aJIMBKU SUeeK, BBITIOJIHUTE
CIIeJIyIoIMe IeUCTBUSL:

1. Boimenure siuelKy WA TAANIa30H STYEeK.

2. HaxxmuTe KHONIKY “© Ha KOHTEKCTHO# BKyIajiKe «Sdeiikay (cm. Pucynok 86):

TekcT H4enka

2 % Yucnoson 0O+ 0-

e

Pucynok 86 — KHorka 3amuBKY siueek

3. OTKpoeTcst OKHO MaJIUTPhI: HAXKMUTE HA HYXHbIN 11BeT (cM. Pucynok 87):

HeT 3anuBKu

Pucynok 87 — Bribop 1niBera 3a/IMBKU ST9eMKU

YToObI yOAMUTh 3a/IUBKY sS9eeK, BBIIIOJTHUTE CJIeyIolue I1edCTBUS:

1. BBI,[[EJ'[I/ITE QHEﬁKy WUJIK JUAIlla30H sg49eeK.

e

2. HaxmuTe KHONIKY Ha BKJIajKe «gyerikay.

3. OTkpoeTrcs OKHO NaUTPhl: HAXkmuTe KHONKY Het 3amuBkm (cM. PucyHok 87).
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5.4 PopmMaThI JaHHBIX

5.4.1 O popmarax qaHHBIX

dopmaTbl HYXXHBI JJIs IPAaBAJIbHOM WMHTepIpeTalny JaHHBIX NIPU KaKUX-JIMOO omepanusx,

HarpuMep, MpU BBIYUCIIEHUSIX B GOpMyJIax.

B penakTope Tabnui ncnosnb3ytoTcs ciueayromye ¢gopmarsl (cMm. Tabnumna 10):

Tabmuna 10 — PopmaTsl JaHHBIX

dopmar

Omnucauue

YHuBepcanbHbI dOpMaT, KOTOPBIM NPUCBAUBAETCS BCEM

OO6mmit sf9eiikaM 0 YMOJTIAaHUIO B MOMEHT CO3/IaHUs JMcTa. MoxeT
HCIIOJIb30BaThCS BO BCeX GOpMYysax U QPyHKIUIX
Yucnosoit OcHoBHOM ¢popMaT IJ1s BBIBOJIA IUCEJT
Hcrnonb3yeTcsl 711 [eHeXXHBIX 3HAYeHUM W 10 YMOJIYaHHUIO
HenexxHbIi JOTOJIHAeT  YuCJa  CUMBOJIOM  BajliOTBHI, KOTOpas
COOTBeTCTBYeT HacTporikam OC
[TpumeHsieTcst [J1s1 4MCeJl, UCIIOJIb3yeMBbIX B OyXTajTepCKUX
. nokyMmeHTax. B ¢opmare dPuHaHCOBBII BBeJleHHOE YHCIIO
DUHAHCOBBIN
aBTOMAaTUYeCKU IOIOJIHSeTCS CHUMBOJIOM BaJIIOThI, KOTOpast
COOTBeTCTBYyeT HacTporikam OC
I ABTOMaTHYeckd IIpUCBaWBaeTcsl svyelike, ecji B Hee
ara
BBOJIUTCSI YUCJIO B BUJle 1aThl
B ABTOMaTHYecKd IIpUCBAaWBaeTcCsl svelike, ecjii B Hee
peMs

BBOJUTCA YMCJIO B BUJle BpeMeHU

HaTa u Bpems

ABTOMAaTHUYeCKH IIpYCBaMWBaeTCAa g4erike, ecld B Hee

BBOJATCS 9YXCJla B BUle JdThl U BpeMeHU

HCHOJ’H)3YETC9[ oJl MpeacTaB/ieHrda 4YHrCeJl KdK IIPOIEeHTOB.

IIpu npumenenun popmara BBeJleHHOE YHCJI0O YMHOXKAeTCs

[IponeHTHBIM Ha 100, u monyyeHHOe 3HaYeHHe 0TOOpaXaeTcs B T9erKe CO
3HAKOM «%o».
HcxomHoe 3HaYeHue oToOpaXkaeTcst B CTpoke GpopMyi
Hcnomb3yeTcs sl peficTaBieHus] JPOOHBIX YUCET B BHUJIe
HpoOHbIit OOBIKHOBEHHBIX JIpoOeil: poOHAas 4acTh YMC/IA 3aMeHSeTCs

Ha 9YHCJIMTeJIb U 3HaMeHaTeJlb
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dopmar Onwucanue

HUcnomw3yeTcs ans  TOpeAcTaBieHUs  OOJBIIMX — YHUCEN
B KOPOTKOM (popMe: 4acTh BBeJIeHHOI'O YHCJIA 3aMeHsIeTCsl Ha
JKCIIOHEeHIUAJIbHBIN E +n, rue E obo3Havaer SKCIIOHeHIIMaJIbHOe
IpejiCTaBjieHue — YMHOXeHHe IpellIeCTBYIOMIero Jucia

Ha 10 B cTenesu n

B ¢popmare TexkcToBBII BBeJleHHEIe JlaHHbIe
He TpeoOpPa30BLIBAIOTCS W OJIMHAKOBO  OTOOpaXaroTcs
B siYelike U CTpOKe GpOpPMYIL

. Hauuele B ¢opmaTe TeKCTOBBIH He YUYHUTBHIBAIOTCS
TeKkcTOBBIH
B [IpoIlecce BBIYMCJIEHWM, Jake ecid BHYTPU sYelKU
HaXOAUTCS YUCIIO.

Jtor dopMaT mnoJe3eH, Korga TpeOyeTcs UCKIIOUUTH

HeKOTOpbIe YHCJla U3 MdCCHBA dpT'yMeHTOB

[Ipumeuanus k Tabsnuiie 10:

1. B ¢opmare O6mmii mpocTtble W JpoOHBIE YHC/IA TEPEeBOMASTCS B 3KCIIOHEHITHAIbHOe
NpefCTaBJieHHe, TepeBo/]l IPOMCXOJIUT MOCJIe BBOJIA YMCIa B sT9eiKy. Jlist ApOOHBIX yucen
B ¢popmare OOuMit He3HAYAIIMEe HYJIM B IPOOHOM YacTH He 0TOOPaXKaroTCs.

2. ®@opmar JleHexkHBIN aBTOMAaTUYECKHA NPUCBAUBAETCs sideiiKe, ecyid MPU BBOJie JTaHHBIX
[0C/Ie YMCJIa yKa3bIBAaeTCs CUMBOJI WMJIM KO BallOThl (Hampumep, pyo., rpH., $). Eciu
s4yerika uMeeT popMar TeKCTOBBIN, TO GOpMaT He MeHSeTCs.

3. Ilpu BBOme uucen B ¢popmaTe PunHancoBbIi () (HOb) aBTOMAaTHYeCKH 3aMeHSIeTCs Ha -
(medwuc), a oTpuIaTeIbHbIe YUCIIA 3aKII0YAIOTCS B KPYTJIble CKOOKH.

4. Bcem mannbeiM B popmaTax dara u Bpems cooTBeTcTByeT ucxomHoe yucio. McxomHbiM
YMCJIOM JUIsl JaHHBIX B ¢dopMarte JlaTa Bcerja sBJsieTcs 1ejioe YMCII0, UCXOHBIM YMCIIOM
Ui MaHHBIX B popmate Bpemss — uncio u3 unTepsana ot 0,0 1o 0,999988426. Ytobwl
YBUIETh 3TO YU CJI0, BbiOepuTe dopMaT UHCI0BOIA.

5. Ecnu guelike mprucBoeH DKCIOHEHIHAIbHBIN GOpMaT, TO YHCIIO B sUelike 0ToOpaXkaeTcs
B OJKCIOHEHIIMAJIbHOM TMpefCTaBJIieHUH He3aBUCUMO OT TOr0, KaKoe KOJIMYeCTBO
CMMBOJIOB OHO coOepXuT. [Ipu 3TOM uwMcia, KOTOpble cojiepkaT 10 15 CUMBOJIOB
BKJIIOUMTEJIbHO, B PEXHMe pellaKTUPOBaHUS U B CTpPOoKe ¢opMysl OTOOpaXkaroTcsi B

HCXOOHOM BHIe.
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5.4.2 Beiopats ¢popmar

Yrobbl BbiOpaTh dopMaT stueek [leHexkHbIdi iy IIpomeHTHBIN, BBINOJIHUTE CIleAyIOLMe
e CTBUSL:
1. Boimenure siuelKy WA TAANIa30H STYEeK.
2 i) wn % i 2
2. Haxwmure kHonky Kz ([lenexnslit) unu /o (IIpomeHTHBIN) Ha KOHTEKCTHOW BKJIafiKe

«Suetika» (cM. PucyHok 88):

TekcT HA4yenka

2 % Yucnosoii 0+ 0O-

.ég

Pucynok 88 — Kuonku Beibopa ¢popmaToB

Yrto06b! BbIOpATh Ipyro ¢popmaT U3 CITIUCKA, BHIMOJIHUTE CJIeYIOIIUe IefCTBHUS:
1. Boimenure siuelKy WA IAAIIa30H STYEeK.
2. Haxxmute xHOTMKy OOmmii (Ha3BaHWe HA KHONKE 3aBUCHUT OT TeKYIero d¢opmara).

OTkpoertcst cnucok ¢popmaTtoB (cMm. Pucynok 89):

v 06wunn 44975,666667
Yncnoson 44975,67
LeHe>XHbI 44 975,678
PUHAHCOBLIN 44 975,67R
LaTa 18.02.2023
Bpems 16:00:00

[aTa v Bpems 18.02.2...3 16:00

MpoueHTHbIN 4497566,67%

OpobHbIn 44975 2/3

Pucynok 89 — Cnucok popmaros

3. KocHutech HyxHOTO dopmara.
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5.4.3 U3MeHUTE YHCIIO AeCATHYHEIX 3HAKOB

B uuncnax, BbIpaXkeHHBIX B BHUJE JIECITUYHOU JIpOOU, MOXHO YBEIWYUTb WA YMEHbIIUTD
YKMCJI0 3HAKOB MOCJIe 3aISTON. DTO aKTyaJIbHO ISl CIIeIyIomKX GopMaToB:

— IIporeHTHBIN.

— Yucnosoi.

— JleHeXXHBIH.

— DUHAHCOBBIH.

— DKCIIOHeHIIUAJILHDIH.

Yro6bl M3MEHWTh YMCIO 3HAKOB, HaXMuTe KHONKy [(J+ (YBemmumrs) wm |-

(YMeHbIINTB) HAa KOHTEKCTHOM BKJIafike « S uelika» (cMm. Pucynok 90):

TekcT HAy4enka

2 % Yucnoeon 0O+ 0-

& =

Pucynok 90 — KHonkuy namMeHeHUs 4iCiia JeCITUYHBIX 3HAKOB
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5.5 Pabora c 00BbexTamMmu

B penakTope Tabnuiy 06beKTaMU SIBIISFOTCSL:
— IWarpamMmel;
— n300pakeHus;

— GUrypsl.

B TeKYHIeﬁ BepCHH IIpHJIOKEeHUs MOOCTyIIeH IIPpOCMOTp CjleAyrmuXx THIIOB OWdI'PaMM

(cm. Tabmuma 11):

Tabnuna 11 — Tunsl fuarpamm

Tun

Omnucaaue

I'ucrorpamma

C TPYTIIUPOBKOU;
C HaKOIUIeHHEM;

HOPMHPOBAHHAA C HAKOILJIEHHWEM.

BI/I3yaﬂbHO€ CpaBHeHHe 3HAa4YeHHM I10 HEeCKOJIbKUM

KaTeropuiam

JInneiuyaTana

C TPYIITUPOBKOM;
C HAKOIUIEHUEM ;

HOPMHPOBAHHAS C HAKOILJIEHHWEM.

Bnayaanoe CpaBHeHHe 3HAaUYeHUM I10 HeCKOJIbKUM

KaTeropuiam

I'padux

CTaHIApTHBIN;

C HaKOIUIEHUEeM;
HOPMUPOBAHHLIM C HAKOIIJIEHUEM;
C MapKepaMmy;

C HaKOIUIEHWeM U MapKepaMmu;

HOpMI/IpOBaHHHﬁ C HaKOIVIeHWeM U MdpKepaMH.

OTtobpakeHre AWHAMWKWA HW3MEHEHWS 3Ha4YeHuH

C TeyeHreM BpeMeHH WM 110 KaTeropuiam

C obmacTamu

CTaH/IapTHas;
C HaKOIUJICHUEM;

HOPMHPOBaHHAsA C HAKOIIJIEHHEM.

OTOﬁpa)KeHI/Ie JIVHAMHUKA UW3MEeHeHUs 3HaYeHUn

C TedeHreM BpeMeHH WUJIM 110 KaTeropuiam

Kpyrosas

OTobpakeHre TPOTOPIIMM, KOTJA BCe 3HAYeHUs

B cymme natot 100%

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOT'MW», 2013-2024

85



MonOdounc

5.5.1 IlepeMecTHTH 00BEKT

YroObI mepeMecTUTb 0OBEKT, BBIIIOJIHUTE CJIelyIoIIye JIeHCTBUSL:

1. Kocuurech 006BpeKTa, YTOOBLI BBIIJIUTE €r0.

2. IleperammuTe Ha HYy>KHOe MeCTO B JJOKYMeHTe.
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5.5.2 Bydep odmeHa 1151 00bEKTOB

B Tekymieli Bepcuu MpUJIOXKeHUsS HET BO3MOXHOCTU BbIpe3aTh, KOIHUPOBATh WU

BCTaBUTH U3 Oydepa obMeHa [Uarpammy.

Yro6Bl BbIpe3aTh U300paskeHre Wi GUTYPY, BHITIOJTHUTE CIeYIOIIHe JeiCTBUS:
1. KocHuTech n3obpakeHust Ui GUTYPHI.
2. KocHutech obbekTa erle pa3. OTKpoeTcsi KOHTEKCTHOe MEHIO.

3. Bribepute komanny Beipe3aTts (cMm. Pucynok 91):

Bbipe3aTb | KonupoBaTb BcTaBuTb YaannTb

Pucynok 91 — Komanna Beipe3aTs ($urypy)

Yro6bI KOTMPOBaTh U300paKeHUe UIH GUTYPY, BBHITTOJHUTE CIIeAYIOIIHe IeHCTBUS:
1. KocHuTech n3obpakeHust Ui GUTYPHI.
2. KocHutech obbexTa erle pa3. OTKpoeTcss KOHTEKCTHOe MeHIO

3. Bribepute komanay KomupoBats (cM. Pucynok 92):

Bbipe3aTb | KonupoBaTb| BcTaBuTbh YAanuTb

Pucynok 92 — Komanja KomupoBars (M306pakeHue)
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Yrobbl BCTaBUTh U300pakeHHe WM GuUrypy u3 bydepa obMeHa, BBIIOJIHUTE CIleAyIOLIMe

e CTBUS:
1. KocHurech no60# gueiiku B 00JIaCTH JIMCTA.
2. KocHwuTech saeliky moBTOPHO. OTKpPOeTCss KOHTEKCTHOe MEeHIO.

3. Bribepute komMaHy BeraBHuTD.
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5.5.3 U3aMeHuTh pazMepsl 00beKTa

YToOBI U3MEHUTH pa3mep O6’b€KTa, BBIIIOJIHUTE Clieayrounre e CTBUS:

1. Kocuutech 00bekTa, 4YTOObI BbIJIeTUTh ero. IlosBSTcs Hampapisiolyde Masku

(cm. Pucynok 93 u 94):

® ® &

@ Kapanzaw @ Pyuxa
W Museiixa

" ®

Pucynok 93 — H3meHeHue pa3mepa ArarpamMmbl

Pucynok 94 — HM3meHnenue pa3mepa n300pakeHUs

2. OTperynvpyiTe BBICOTY C IIOMOIIbIO BEPXHEro ¥ HWXKHero (IeHTpaJIbHOI'0) MasiKa.
3. OTperynupyiTe LIMPUHY C IIOMOIIBIO IIPABOTO U JIeBOT'O (I]eHTPaIbHOI'0) MasiKa.
4. JIns TPONOPITMOHAILHOTO WM3MEHEeHHS! BBICOTHl W IIMPHUHBI HCIOJNB3YHTe HIDKHUE

1 BepxHHe (YIJIOBbIE) MasiKH.
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5.5.4 Yxanurhb 00beKT

YToObl yAQIUTh TMarpaMMy, BBITIOJIHUTE CJIelyIole e CTBUS:
1. KocHurech nrarpamMmsl, 4TOObI BBIIETIUTS ee.

2. KocHuTech KOHTeKCTHOM BKJIAJKU «Jlruarpammay.

3. Haxwmure kHonky |1y Ha Bknazke (cM. Pucynok 95):

Hunarpamma

™

Pucynok 95 — KHorika yzaneHus quarpaMmel

Ynanute n3obpakeHre MOXHO OJJHUM U3 CJIeyIOIINX CIIOCOOO0B:
1. C nomortpio KOHTEKCTHOM BKIaKkU «H300paxkeHue.

2. C noMoIp KOHTeKCTHOTO MEHIO.

Yro6b! yanuTh n300paXkeHre C IOMOIIbI0 KOHTeKCTHOM BKJIA[IKM, BBIIIOJIHUTE CJIeAyIolre
IelCTBUL:
1. KocHuTech n3obpakeHusi, 4TOObI BbIJIEJIUTD €TO.

2. KocHuTech KOHTeKCTHOM BKJaAKu « U306pakeHuey.

3. HaxxmuTe KHOIIKY IQ (cMm. PucyHok 96):

N306pakeHune

k4

Pucynok 96 — Kuormka ynanenust nuzobpaxeHus
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Yrob6b! yanuTh M300pakeHWe C MOMOIIbI0 KOHTEeKCTHOTO MEHIO, BBINIOJIHUTE CJeAylollre
JerCcTBUS:

1. KocHurech n3obpakeHusi, YTOObI BBIJIEJTUTD €T0.

2. IloBTOpHO KOCHUTECH U300pakeHHs. OTKPOETCsI KOHTEKCTHOe MEeHIO.

3. Bribepute komany Y ganurs (cM. PucyHok 97):

KonupoeaTb BbipesaTb Yoannteb

Pucynok 97 — Komanpga Y manurs

YT0o0mBI YAAJIUTDb (l)I/Ipry, KOCHUTeCb ee M B KOHTEKCTHOM MeEHIO BbI6epI/ITe KOMaHOYy

Ynanure.
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5.6 JIncThI KHUTH

5.6.1 To6aBHTH JIHCT

Yrobbl A00aBUTH HOBBIM JIUCT, HAXMUTE KHOIIKY —|— B 00JIaCTM BKJIAZIOK JIUCTOB

(cMm. Pucynok 98):

NueTt1 INnet?2 Jnet3 INuct4

+

Pucynok 98 — KHnorka no6aByenus aucra

YT0o0mBI OTKPBITD JIUCT, KOCHHUTECh HY)I(HOfl BKJIaJJKH JIMCTA.

5.6.2 IlepeumeHoOBaTH JIUCT

ITo YMOJTYaHHIO JIMCTaM IIPHUCBAWBAETCA UMS B q)opMaTe JII/ICT<HOMep JIUCTa>.

Yro6bI TeperMeHOBaTh JIUCT, BBHITTOJTHUTE CIIAYIOIIHe IeHCTBUS:
1. KocuuTech Bkaaku aucra. OTKpoeTcss KOHTEKCTHOe MEeHIO.

2. Broibepute komannay IlepeumenoBars (cMm. Pucynok 99):

4
NepenmeHoBaTb
5
AybnupoBaTb
6
CKpbITb

[ToKa3aTk BCe JINCThI
Q

fx YoanuTb

7 [ e

Pucynok 99 — Komanpa IlepeumeHnoBaThb

3. B oTkpbIBIIEMCS OKHE BBeJIUTe HOBOE UMs JIMCTA.

4. Haxwmurte kHomnky OK.
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JleliCcTBYIOT ciieflytoliie OTpaHUYeHMs Ha UMeHa JINCTOB:

— KOJIM4YeCTBO CUMBOJIOB B UMeHU oOT 1 1o 31;

— UM He JIOJDKHO COIEPXKATh CUMBOJIBL: «:», €W, «/», «?», «*», «[», «]»;
— UM He JIOJDKHO COJIePXKaTh «'» B Havalle UJId KOHIIe;

— HUMsI He JIOJDKHO AyOJIMpoBaTh UMsI CyIIeCTBYIOIIero JIMCTa.

5.6.3 CKpBITH JTHCT

YToOBI CKPBITH JINCT B KHUTE, BBIIIOJIHUTE Clelytollye NeiCTBUSL:
1. Kocuurech Bkiiagku jaucra. OTKpoeTcsi KOHTEeKCTHOe MeHI0.

2. Bribepute komanay CKpbITH (cM. Pucynok 100):

4

MNepenmeHoBaTb
5

AybnupoBaTtb
6

CKpbITb

[loka3aThb BCe NNCThI

Q

fx Yoanutb

7 W NMnet1-1

Pucynok 100 — Komanya CKpBITH

Bkiazika aToro nvcra 6yaer CKphbITa.
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YTo0OBI TOKA3aTh CKPBITBIE JIMCThl KHUT'Y, BBIIIOJIHUTE ClleAyrolre IeHCTBUSL:
1. KocHuTech akTUBHOM BKJIaJJKH JIMCTA. OTKpOETCﬂ KOHTEeKCTHOe MEeHIO.

2. Bribepute komanny Iloka3sars Bce muctsl (cM. PucyHok 101):

4
NepenmeHoBaTHL
5
Ay6nunpoBaTb
6
CKpbITb

MokasaTb BCe NUCTHI

Q

fx YoanuTeb

Pucynok 101 — Komanya Iloka3aTs Bce JIMCTHI

@ B Texymieli Bepcuy NpPUIIOKeHHsS] HeT BO3MOXXHOCTH I10Ka3aTb KOHKPETHBIM CKPBITBIN

JINCT.

[Tpu cKpbITUM BCEX JINCTOB MPUJIOXKEHUE MPeUIOKUT CIIeAyIOIIe BADUAHTHI:
— I0OaBUTD JIUCT;
— OTMEHUTh CKPBITHE TTOCIIe[IHEr0 JIUCTA (JIUCTAa, KOTOPBIK Bbl CKPBUIX MTOCTIeTHHUM);

— IIOKa3aTh BCe CKPLIThIe JIMCTHI.
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5.6.4 KonmipoBaTh JIMCT

JItoboM JMCT MOXXHO CKONMPOBaTb M BCTAaBUThb €ro KONHIO CO BCEM COJIEPKUMBIM.
B npunoxenun 3To JielicTBUE BBIMOJHSIETCS C TTOMOIIBI0 KoMaH bl Jly0upoBars.

YToOBI CKOTMPOBATD JIUCT, BLITIOJTHUTE CJIeIyIOIIre JIeHCTBUSL:

1. KocauTech Bknaaku aucra. OTKpoeTcss KOHTEKCTHOe MEeHIO.

2. Bribepute xomanay Jdyo6ampoBats (cMm. Pucynok 102):

4
MNepenmeHoBaTb
5
AybnupoBaTtb
6
CKpbITb

T1AawazaaTi oro MiAa
.[ I0Ka3aThb BCe /1L

™

Q

fx Yoanutb

7 W INnet1-1

Pucynoxk 102 — Komanna ly6nupoBats

Konus nucra 6yzeT BCcTaBiieHa IOcCiie UCXOJHOro jiucta. MMs konuu Oyner nmerb ¢popmar

JIncr<Homep JiCTa>-<HOMepP KOIMH JIUCTA>.
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5.6.5 Yaanure aucr

YToObI YOATUTD JIUCT, BBITIOJIHUTE CIIEAYIOIIHe IeHCTBUS:
1. KocuuTech Bkaaku aucra. OTKpoeTcss KOHTEKCTHOe MEeHIO.

2. Bribepute koMmanny Y ganurs (cM. Pucynok 103):

MNepenmeHoBaTb
5

AybnupoBaTtb
6

CKpbITb

[ToKa3aThk BCe JIUCThI

Q

fx Yoanutb

7 W INnet1-1

Pucynok 103 — Komanpa Y ganurts

HpI/I YAdJiIeHUH BCeX JIMCTOB IIPUJIOKEeHU e IPeJJIOKUT CJIeAYIOIIe BAPUAHTBI:

— I0OaBUTD JIUCT;

— OTMEHHUTD yJaJIeHHue 11ocjieaHero JrucTa (JII/ICTa, KOTOprfI BbI YIAJIUIA HOCJIEJIHI/IM).
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5.7 CoxpaHeHue U 3KCIIOPT

5.7.1 ABTOMaTH4YecKoe cOXpaHeHue

[Tpu paboTe c JOKYMEHTOM W3MeHEeHHs COXPAHSIOTCS KaXAYyI0 MHUHYTY I0CTie OTKPBITUS

JOKyMeHTa. ABTOMaTHYecKoe COXpaHeHHe TaKXe [IPOUCXOAUT TIPpU BBIXOJle U3 pexuma

PendKTUpPOBAHU .

B CJIydde BHE3dITHOI'O IIpeKpallieHUnsa pa6OTbI IMPpUJIOXKEeHHs, IIPpU IIOBTOPHOM OTKPBITHUHU

JOKYMEHTd Hd 3KpdHe BbIBOJUTCA JUAJIOTOBOE OKHO C BOSMOXXHOCTBIO BOCCTaHOBJIEHHWA JOKYMEHTa.

ITO MOT'YT OBITh CllefyIOl1e CUTYallUH:

— 3dKPbITHe IIPHUJIOKEHU

— BBIKJIIOYeHHe YCTPONCTBA M3-3a HU3KOT 0 3apsijia baTapeu;

— BBIKJIIOUeHHe YCTPONCTBA KHOIKOM BKIIIOUEHUS/BBIK/IIOUEeHHUSI.

5.7.2 CoxpaHUTH JOKYMEHT

YToOBI COXpAaHUTH IOKYMEHT, BHITIOJIHUTE CJIeIyIole JeHCTBUS:

1. Haxmure KHOIIKY E Ha ITIdaHeJIu 6bICTpOl"O HAOCTyIId. OTKpOETCﬂ KOMdHJHOe MEHIO.

2. Bribepute moaxopsiyto komanay (cM. Pucynok 104 u Tabmuna 12):

) Coxpanutb

|_B CoxpaHuTb KaK...

[2 3kcnopr...

Pucynok 104 — Komannsl Coxpanuts v CoXpaHUTH KaK...

Tabmuna 12 — BapuaHTbl coXxpaHeHUs IOKyMeHTa

Komanma

Onucanue

CoxpaHutb

HU3meHeHus B OOKyMeHTe Cpa3y COXPAHAKTCHA

CoxpaHHTh KaK

H3sMenenus B IokyMeHTe coxpaHstoTcs. [Ipu aToMm MokHO
yKa3aTb HOBOe UMS$ JOKyMeHTa, BbIOpaTh ¢opmar ajis
COXpaHeHHs, U BbIOpAaTh pacHoJioXKeHWe 3TOTO JIOKyMeHTa

(manky Ha yCTPOMCTBe)
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COXpaHI/ITb OJOKYMEHT MOXXHO TaK’»Xe C IIOMOIIbIO KHOITKH E Ha I1aHeIn 6I)ICTp01"O HOOCTYyIIa

(cMm. Pucynok 105):

% MoinOduc Tabnmua.xods eQ o A

HecoxpaHeHHble U3MeHeHns

Pucynok 105 — KHonka coxpaHnenus Ha nnaHeny ObICTPOro 0OCTyIIa

Ha nanenu 6picTporo AocTyna KHOIKa 0TobpaXkaeTcsl, eciii Bbl peJaKTUPOBAIA JOKYMEHT, a
3aTeM BBIIUIM U3 peXXuMa peJlakTUPOBaHUSI.

Ecnm BBl coxpaHsieTe JOKYMEHT C UMeHeM, KOTOpOe y>Ke CYIeCTBYeT, Ha SKPaHe IOsBJISIeTCS
JIMAJIOTOBOE OKHO C TpeyioXKeHHWeM 3aMeHUTh JOKyMeHT (KHONKa 3aMeHHTh). Eciu HyXHO

COXPAHUTH IOKyMeHT 0e3 3aMeHbl, HaxxMuTe kHONKY Ha3zan 1 u3MeHuTe NMs JOKYMeHTa.

5.7.3 DKcopTUPOBATH IOKYMEHT

@ B Tekyiuei Bepcry MpUIIOKEHMSI SKCIIOPT JOCTYIIeH ToJbKo B popmat PDF.

Yro6bI 5KCIOPTHUPOBATh JOKYMEHT, BBITIOJTHUTE CIIeAYIOIHe IeHCTBUS:

1. HaxxmuTte KHOIKY E Ha Ma”enu obicTporo Aoctyna. OTKpoeTcs KOMaH/IHOe MEeHIO.

2. Boibepute komanay 9xcmopt (cM. Pucynok 106):

) Coxpanuts

E CoxpaHuTb Kak...

[2 3kcnopr...

Pucynok 106 — Komanga OkcnopT

3. B okHe DxcnopT BhiOepuTe paciosioskeHue il pa3MelTieH sl KoY JJOKyMeHTa.
4. B moute ij1st BBOJIa U3MEHUTE UM SKCITOPTUPYEMOT0 IOKyMeHTa (PH HeoOXOTUMOCTH).

5. Haxxmute kHoriKky COXpaHHUTB.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOT'UW», 2013-2024 98



MownOdonc

5.7.4 3aKkpBITH JOKYMEHT

YT0o0mBI 3dKPbITb JOKYMEHT, BbIIIOJIHUTE Ciieayronire e CTBUS:

1. HaxxmuTe KHOTIKY &4 Ha TaHesy ObICTporo foctyra (cM. Pucynok 107):
v Q Q = ~
Pucynoxk 107 — KHonka BeIX0/1a U3 pexvMa peJlakTHPOBaHUS

2. HaxxmuTe kHOMKY P28 Ha naHesu ObICTporo joctyiia (cM. Pucynok 108):

MoinOduc Tabnuua.xods
x HecoxpaHeHHbIe U3MeHeHWA q q' B

Pucynok 108 — Knonka 3aKpbITh JOKYMEHT

3. B muanoroBom okHe MOJTBepAUTe COXpaHEeHWe U3MeHeHU, HaskaB KHOMKY CoXpaHHTh.
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6 PEJAKTOP IIPE3EHTAIINU. THTEP®EVC U OIIMICAHUE OIIEPAITVN
6.1 UnTepdeiic peqakropa npeseHTanuii

6.1.1 O0Ommit Bux

PaboTta B peakTope npe3eHTaIuii MOXKET OCYIIeCTBIISTHCS B PEXKUME IIPOCMOTPA U B PEXKUME
pelaKTHPOBAHUSL.
B pexume mnpocMoTpa B uHTepdeiice MOXHO BBIJEJIUTh CJIEQYIole KOMIIOHEeHTHI

(cm. Pucynok 109):

MonOdguc MNMpeseHTauuma.xodp :
naHenb Eb":-rporo noc.ryna Q R . E :

sMORDEHC MpeseTaLmn (Betals — PENaTop AN CO3SAHAR, DHOPHNSHIR W
DEPAOHCTRALMN MPEsET i

Paboyasn obnacte

J * Maxens HaBUuraumm

Pucynoxk 109 — UnTepdeiic penakTopa npe3eHTanuil (peXXuM MpocMoTpa)

— Ha”eab OBICTPOrO IOCTVIA;

— paboyasi 06J1aCTh;

— IIaHeJIb HaBHUT'dlIhH.

B paboueit obyactu oTobpakaeTcst BCce Cofiep>KuMoe ciiaiia (TeKCT, TabnuIlbl, n3obpaxkeHus],
¢urypsl). Ha maHenn HaBUTAIlMK pacloOOXXeHbl MHHHUATIOPH CJIAWIOB TIPe3eHTAlluud C HX

aBTOMAaTU4YeCKOU Hymepanuen. AKTUBHBIN CJIal]l BblJleJIeH I[BETOM.
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B pexuMe peaakKTUpOBdAHUSA B HHTep(pEﬁCE MOKHO BBIJAEJIUTL Clleayroiue

(cm. Pucynok 110):

KOMIIOHEHTHI

MaHenb GoicTporo goctyna

DEMOHCT AL NPR3EHTEUMA

«MedOhie Npeserraumn (Beta)s — panscrop A8 COsNaHs, ohaprneHHs i

KoHTekcTHan BKnagka

XO Tahion

B I

[

—

Tl
1
hl

Pabouvan obnacTb

Pucynok 110 — HnTepdelic penakropa npeseHTanui (peXxuM peJakTHPOBaHU )

— maHeJlb OBICTPOro JIOCTYIIA;

— pabouasi 061aCTh;

— KOHTEeKCTHAd BKJId/JIKd.

YroObl yBeJIMYUTE UM YMEHBIIUTh MacliTab pabodeld obsacTy, MCIONb3yHTe XecT Spread

(cMm. [Tpunoxxenue b. Mcrionb3yemble 5keCThl).
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6.1.2 ITaxens OBICTPOro AOCTyHa

B pexxuMe npocmoTpa Ha naHesid ObICTPOro JIOCTYTIa PAaCIloJIOXKeHbl CIeAyIolIre KHOIKU:
1. — 3aKpPBITh IOKYMEHT;

2. ﬂ U — YMEeHBIIUTh WIH YBEJIMYUTh MACIITA0 TIOKyMEHTa;

3. E] — 3alyCTUTh CJIAW/-IIOY;

. — COXpPdHUTDb U3MEHEHHU B IOKYMEHTe;
4 B

€]

) o -
. — IIeperuTh K COXPdHEHHWIO JIOKAJIbHOM KOIINH ()IJ'ISI OOKYMEHTOB, OTKPBLITBIX B

00JIaYHOM XpPaHUJIMIIIE);
6. E — OTKPBITh KOMaHJITHOe MEHIO.

B pexuMe pefakTHpOBaHUSI HAa MaHENH OBICTPOro IOCTYyIAa PAaCIIOIOXKEHBI CIIelyolye

KHOIIKH:

1. — BBIATH U3 PeKMMA PelaKTHPOBAHHUS;
2. B8 u Y — ymenbmmts unu yenmuuuTh Maciurab JoKyMeHTa;

3. = u z — OTMEHUTb WK BEPHYTh MOCTIe[IHEee IefCTBHUE;

4. E] — 3aMyCTUTb CIJIANJI-11I0Y;

5. E — OTKPBLITb KOMdH/JHO€ MEeHIO.
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6.1.3 Konrexcraas Briaanka « Tekcr»

C mnomompio koHTekCcTHOW Bkiagku «Tekcr» (cm. Pucynok 111) ocymecTtBisiercs

dbopMaTUpOBaHUe TEeKCTa.

TekcT

XO Tahion — 12

+
B I U A ¢

T
Il

1
Il
1

I

Pucynok 111 — KonTekcrHas Briiagika « Tekc»

YT1o6Bl OTKPBITH BKJIAAKy «Tekcr» TmpW BBOAE TEKCTa, HaXMHTe KHOMKy ™

1 «MoiOduc MpesenTaLmn (Beta)» = PesakTop AN CO3NaHMA, OPOPMAEHHS W
AEMOHCTPALIMA NPe3RHTALIA.
f &
g
4 <

(cm. Pucynok 112):

Pucynoxk 112 — KHonka nepexona k KOHTEKCTHOM BKJIaJIKe
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6.2 IIpocMoTp npe3eHTanuu

[IpocMoTp npe3eHTalMK OCYIIECTBIISIETCS B IBYX PEXKUMaX:

— PeXHUM IpeIBApUTEIILHOTO POCMOTPA;

— CJIadI-110y (TTOTHO3KPAHHBIA PeXXUM C aBTOMAaTHYeCKOW CMEHOM CJTai/ioB).

YT0o0mBI 3dIIYCTHUTDb cnal?l)l—moy, Ha’KXMHUTE KHOIIKY E] Ha IIaHeIu 6bICTpOl"O HOOCTyIla

(cM. Pucynok 113):

% MonOdwmc MNpeseHTaums.xodp

HecoxpaHeHHbIe n3MeHeHWs

[LEMOHCTPALMM Npe3eHTaLuiA.

«MoitOdmc Mpesentaums (Beta)» — peflakTop ANS CO3AaHUA, ODOPMIEHA 1

Pucynok 113 — Knomnka 3anycka ciang-1oy
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[TosiBsiTCsl MaHenu yripaBjieHUs TpocMoTpoM (cM. Pucynok 114):

& 00:00:08

«MoitO¢uc MpeseHTauus (Beta)» — pepakTop ANSA co3fgaHus, obopMneHns 1
LEMOHCTPaUWUKN Npe3eHTaLMK.

Pucynok 114 — YnpaBneHue mpocMOTpOM

Ha nmanensix ympaBiieHUs pacioio>KeHbl CJIeAyIoIHe JIeMeHThI:

1. Knonka §§l — 3aBepiInTh CIAUA-III0Y U BEPHYTHCS B PEXXUM PeIaKTUPOBAHMUSI.

2. Taiimep — o0l1iee BpeMsi TPOCMOTpa Mpe3eHTallhH.

3. Kuomka — 3alyCTUTh Ipe3eHTAIlMI0 C Hadaja (KHOMKA HeaKTHMBHA HA IepBOM
cnaue).

4. Kaomku m u m — TepeKTIYaThCs MeXIy ClaujaMHu.

5. Homep craiiia u obiiiee KOJIM4eCTBO CIAaWJIOB B IPe3eHTaIlvH.

YT10OBI CKPBITH ITaHEJIN, KOCHUTeCH JII0O0ro Mecra Ha cianjie. JIucraTe ciaaiabl Takke MOXXHO
xkectoM Swipe (cm. [Ipunoxenue b. Hcronb3yemble >kecTbl) clipaBa HajleBO (fyisl mepexojia K

CllefiylollleMy CJIal]ly) M cjieBa HaIpaBo (JUIs llepexo/ia K NpeAblayleMy CJIany).
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6.3 Pabora c TekcTom

6.3.1 BBop u ynaneHue Tekcra

YToOBl BBECTH TEKCT, BBHITIOJIHUTE CIIETYOIIHe IEHCTBUS:
1. I[Ipumenute >xect Double-touch (cm. Ilpunoxenme b. Wcnonb3yembie >KecTbl)
K TekcToBoMY moimto. Kypcop 6ynieT ycTraHOBJIeH B TEKCTOBOM TIOJIE.

2. HabepuTte TeKCT Ha CHCTEeMHOU KJlaBUATYpe.

Ecmm Ha IAQHHBbIA MOMEHT OTKPbITA KOHTEKCTHAd BKJIAJKd «TEKCT», HAXXMHUTE KHOIIKY =

9TOOBI 0TOOpasusack kiaBuatypa (cM. Pucynok 115):

«MoiOdmc MNpesexTaumus (Beta)» — pepakTop ANA CO3AaHKR, 0HOPMNEHUA U

[AEMOHCTPALMM NPe3EHTALWIA,
1 ‘ ]
. X
' - 90

Pucynok 115 — Knonka oTobpaxeHus Kj1aBAaTypbl

[Ipu BBOIe CHMBOJIOB JIBOMHBIX KaBbIYeK (

(«»).

) IPOMCXOJIUT MX 3aMeHa Ha PpaHITy3CKUe

Y1oOBl yHamuTh M3 TeKCTa OJWH WM HeCKOJIbKO CHUMBOJIOB, BBIIIOJIHUTE Cllefyloliye
JeVCTBUSL:

1. ITpumenure >xect Double-touch k TekcToBoMy morto.

2. YcraHOBHUTe KypCop I10CJIe CUMBOJIA, KOTOPBIN HY>KHO YAQJIUTh.

3. Ynanurte CMMBOJIBI [TOC/IeJIOBaTeNIbHBIM HaXkaTreM KiaBuilii Backspace Ha kiaBuarype.

Yrobbl YAAJIUTh (l)paI‘MEHT TeKCTa, BbIIIOJIHUTE Cliegytonjye e CTBUS:

1. Boigenure ¢pparmeHt.
2. Haxwmure knaBuiry Backspace Ha kjiaBuaType.
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6.3.2 Onepamyu ¢ TeKCTOM

6.3.2.1 BEIgeauTsh TeKCT

st popmaTHpOBaHUS OTpeJielIeHHOTro ¢dparMeHTa TeKCTa, Win i paboTel ¢ HUM B Gydepe
obMeHa, HEOOXOJIMMO BBIJIEIUTD 3TOT HparMeHT.
YToOb!I BBIIETUTH PparMeHT TeKCTa, BBIIIOJIHUTE CIIeAyoIIye 1efCTBUSL:
1. ITpumenute xect Double-touch (cm. Ilpunoxenme b. HWcnons3yemble kecTbl)
K TekcToBoMYy moiit0. Kypcop byzner yctaHOBJIeH B TeKCTOBOM I10JIe.
2. Brinenute mo6oe cioBo xxectroM Double-touch. IlosiBsTcs Hanpasssitonye Masiku.

3. Pacrsuute Boifenenue (cMm. Pucynok 116):

«MoWOduc MNpeseHTauua (Beta)» — pegakTop Ana cosnaHua, odbopMneHna U
EMOHCTPaLUMK NpeseHTauun.

o —

Pucynok 116 — Brinenenue tekcra
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6.3.2.2 Bripe3aTh TeKCT

Komana Beipe3aTs 103BOJISIeT YIAIUTh BBIJIEIEHHOE COJIEPXKUMOe U3 TOKYMEeHTa, IPU 3TOM
coxpaHuB ero B 0ydepe obMena OC. UToObl BbIpe3aTh TEKCT, BBITIOJIHUTE CJIeIyIolue JeMCTBUS:
1. [Ipumenute >xect Double-touch (cm. Ilpunoxenme b. Wcnonb3dyembie >KeCThl)
K TeKCTOBOMY MoJito. Kypcop OyieT ycTaHOBJIeH B TeKCTOBOM ITOJIe.
2. Boinenute TekcT. OTKpOeTCs KOHTEKCTHOe MeHIO0.

3. Bribepute komanny Beipe3aTts (cMm. Pucynok 117):

Boipe3aTh | KonupoBaTh BcTaBuUTh

«MoiO duc Mpe3eHTaumMa (Beta)» — pegakTop ANA CO34aHWA, ODOPMIEHKA 1

e Mo.um npese HTaL.

Pucynok 117 — Komanna Beipesats

6.3.2.3 KomupoBaTth TekcT

Komanna KonmpoBaTh mo3BoJisieT COXpaHUTh BbiJleJIeHHOe cofepkumMoe B Oydepe odOMeHa
OC, npu aTOM OCTaBUB ero B JIOKyMeHTe. YTOOBI CKONMPOBAThb TEKCT, BBIIIOJIHUTE CIIeAyIOLHe
IelCTBU:
1. ITpumenurte >xect Double-touch (cm. Ilpunoxenme b. HWcnonsdyemble kecTbl)
K TeKCTOBOMY IoJjit0. Kypcop OyJieT ycTaHOBJIeH B TeKCTOBOM II0JIe.
2. Boigenute TekcT. OTKpOETCS KOHTEKCTHOe MeHIO.

3. Bribepute komanay KomupoBaTts (cM. Pucynok 118):

Bbipe3aTh |KonupoBaTb| BcTaBuUTbh

«Moii0 duc Mpe3erTauna (Beta)» — penakTop ANA CO30aHWA, OPOPMIEHUA W

Aem'uw FIpEBEHTaL.

Pucynoxk 118 — Komanya KonupoBatsh
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6.3.2.4 BcraBuUTBh TeKCT

BcraBUTh TEKCT MOXKHO OJTHUM K3 CJIeIyIOIIMX CIIOCOOOB!

— C 3aMeHOM BBIJIEJIeHHOT'O CO/IEPXKMMOT0 Ha cojiepxkumoe 0ydepa oomena OC;

— 6e3 3aMeHbI BBIIEJIEHHOT'O COJIEPXXHUMOT 0.

YT10OBI BCTAaBUTH TEKCT C 3aMeHOMH, BBIIIOJIHUTE Clle[lytollye NeiCTBUSL:

1. ITpumenute >xect Double-touch (cm. Ilpunoxenme b. HWcnonsdyemble kecTbl)
K TeKCTOBOMY moitto. Kypcop OynieT ycraHOBJIeH B TeKCTOBOM IIOJIe.

2. Boigenute TekcT. OTKpOETCS KOHTEKCTHOe MeHIO.

3. Bribepute komanny BeraBurs (cM. Prucynok 119):

Boipe3aTb KonupoBaTh | BcTaBuTh

«MoiO duc Mpe3eHTaumMa (Beta)» — pegakTop ANA CO34aHWA, ODOPMIEHKA 1

ne Mo'mbt npe3ss HTaL.

Pucynok 119 — Komanya BcraBurh

YToOBI BCTaBUTH TEKCT 0e3 3aMeHbI, BHITIOJTHUTE CIIeAyIOIIre JIeH CTBUS:

1. [Ipumenwure xect Double-touch k TekxcroBomy nosmto.

2. YcraHoBUTe KypCcop B MecCTe JIsi BCTABKH W KOCHHUTECb ITO3UIIUU KYpCOopd. OTKpOETCﬂ

KOHTEeKCTHOe MEeHIO.

3. Bribepute komaHny BeraBuTh.
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6.3.3 PopmaTHpOBaHHe TEKCTA

6.3.3.1 Usmenurs mpudr
YT0o06B! M3MEHUTh MIPUQT, BBIIIOJIHUATE CIleflytolle 1eHCTBUS:

1. BolgenuTe TeKCT WK YCTaHOBUTE KypPCOP B HY>KHOM MecTe.

2. HaxkxmuTe kHOTKy XO Tahion Ha koHTeKCTHOM BKJazke «Tekcr» (cm. Pucynok 120):

TekcT

X0 Tahion — 12 +

Pucynok 120 — Knomka Beibopa mipudta

3. OTkpoercs cHucOoK MpUPTOB, TeKylUMH MpUPT BbiAeIeH IBeToM. Haxwmure
Ha noaxojsmyi Bapyuant (cM. Pucynok 121). Ilponucraiite cimcok, 94To6bl IOCMOTPETh

BCe JIOCTYITHbIe PUQTHI.

X0 Thames

XO Tahion

XO Oriel Condensed

XO QOriel

X0 Courser

XO Caliburn

Cormorant

PT Astra Sans

Pucynok 121 — Cnucok mpudToB
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6.3.3.2 I3MeHUTH pasMep TeKCTa

Pa3mep Tekcra n3mepsiercs B TUIIOrpadCcKUX NyHKTax (IT). YToOb N3MEHUTh pa3Mep TeKCTa,
BBITIOJTHUTE CJIeIyIOIHe IeHCTBUS:
1. BulienMTe TeKCT WA yCTaHOBUTE KYpCOP B HYXKHOM MecTe.

2. HaxxmuTe Ha TeKymui pa3Mep Ha KOHTEKCTHOM Bkiazike « Tekct» (cM. PucyHok 122):

TekcT

XO Tahion — 12| +

B I U A ¢

— — 1= o=
— == 2= o

Pucynok 122 — Knomnka Beibopa pa3mepa TekcTa

3. B BhImaparoiemM cnricke BoI6epUTe OAXOASIINNA pa3Mep.

YToObl yMEHBIIUTh UM YBEIUYUTH Pa3Mep Ha 1 0T, HAXXMUTe KHONKY — (Y MeHBIINUTH) WK

~+ (YBenumuurs) Ha Briaake «Texcr» (cMm. Pucynok 123):

TekcT

X0 Tahion — 12 | +

Pucynok 123 — KHonk# yMeHbIlIeHUS U yBeJIM4YeHHUsl pa3Mepa TeKCTa
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6.3.3.3 IlpuMeHHTH HAUEPTAHHUE K TEKCTY

YToOb! MPUMEHUTb HauepTaHue K TeKCTY, BBIIIOJIHUTE CJIelyIolue JeMCTBUS:
1. BblmenuTe TeKCT WIK YCTaHOBUTE KYpPCOP B HY>KHOM MecCTe.

2. Haxxmute  ogHy M3  CJeAyIONMX  KHOMOK  HA  KOHTEKCTHOM  BKJIAJKe
«Tekct» (cM. Pucynok 124 v Tabnuna 13):

TekcT

XO Tahion — 12 +

1 — O —
O =

3 — O —

1
lnl
1
Il
I

Pucynok 124 — KHonku BbIOOpa HaYepTaHUs

Tabmuma 13 — Kuonku BeibOpa HauepTaHUS

Omnepanus Knormnka

HpI/IMEHI/ITb K TeKCTY IIOJIy’>KUPHO€e HadepTaHue

[TpyMeHUTD K TEKCTYy KypCUBHOE HauepTaHHe

[TouepKHYTH TEKCT

IcC|= | @
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6.3.3.4 U3MeHHUTE LIBEeT TeKCTa

[lo ymon4aHuio TeKCT uUMeeT 4YepHbIM IBeT. UTOObI M3MEHUTh IBET TEeKCTa, BHITIOJHUTE
CIIeJIyIoIMe IeUCTBUSL:
1. Bpuienure TEKCT WIA YCTAaHOBUTE KypPCOP B HY>KHOM MecCTe.

2. HaxxmuTte KHONIKY ﬁ Ha KOHTeKCTHOM BKJazke «Tekcr» (cMm. PucyHok 125):

TekcT

X0 Tahion — 12 4

Pucynok 125 — KHonka n3meHeHus I1BeTa TeKCTa

3. OTKpoeTcsl OKHO MaIMTPhl: HAXXMUTE Ha HYXXHBIH 11BeT (cM. Pucynok 126):

HeT nocnegHMX LBETOB

EEENT |
B SEEEEs

| fEEE

CEEEEE
H SENEEEE
H EENNEE.

Pucynoxk 126 — Bri6op 1iBeTa Tekcra

BreibpaHHbIli 1BeT OyZeT OTMeueH Ha NaJWTpe paMKOM. B BepxHel 4YacTW NalUTphbI

0To6pa>1<a10Tc51 ImociaegHue UCII0JIb30BdHHBIE IIBeTd.
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6.3.3.5 BeImeiuTh TeKCT IBeTOM

[Ipu paboTe HaJl JOKYMEHTOM OT/HelibHble pparMeHThl TeKCTa MOXKHO BBIJIEJISITh Pa3TuIHbIMU
IBETaMH, YTOOBI CJleJlaTh UX 3aMeTHee Ha GOHe OCTAIbHOT'O COAEP>KUMOr0 JIOKYMEeHTa.
YToOBI BBIJIETTUTH TEKCT IIBETOM, BHITIOJTHUTE CJIeIyIolre e CTBUS:

1. BeljienMTe TeKCT WM yCTaHOBUTE KYpCOP B HYXKHOM MecCTe.

2. HaxmuTe KHONIKY £ Ha KOHTEKCTHOI BKJasike «Texcr» (cm. Pucynok 127):

TekcT

X0 Tahion — 12 +

B I U A £

T
Il
1
Il
|
I

Pucynok 127 — KHonka uameHeHus I[BeTa BblJIeJIeHUS

3. OTKpoeTcsi OKHO MaNUTPhl: HAXMUTE Ha HYXXHBIH 11BeT (cM. Pucynok 128):

HeT nocneaHUX LLBETOB

be3 uBeTa

Pucynok 128 — Bribop 11BeTa BbijiesieHUst

BribpanHbiii 11BeT OyieT OTMeueH Ha MaJuTpe TallouKkod. B BepxHel yacTH OKHA MaJIATPbI
0TOOpaXKaroTCs MOCIIeJHHE UCII0JIb30BaHHbIE I[BeTa.

YToOBI OTMEHUTH BBIJIEJIEHUE IIBETOM, BBITIOJTHUTE CJIeYIOIIHe TeHCTBHUS:

1. BolmenuTe TeKCT.

2. HaxmuTte KHOIIKY & Ha BkJIaKe «Tekcry.

3. B okHe manmutpel HaXxMuTe KHONIKY be3 nBera.
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6.3.3.6 YMeHbIIUTH WIH YBEJIHIUTH OTCTYII

YroObI HACTPOUTH OTCTYIIBI ab3al(a, BBIIOJIHUTE Cllelytolye NeiCTBUS:
1. BrienuTe TEKCT WK YCTAaHOBUTE KYpPCOP B HY>KHOM MecCTe.

2. Haxxmute kHonky +«= (YMeHbIIUTH) WM —~= (YBeJIHYHUTh) Ha KOHTEKCTHOM BKJIAJIKe

«Texcr» (cm. Pucynok 129):

TekcT

XO Tahion — 12 +

B I U A £

— Ul o=
—= -

— O —

Pucynok 129 — KHonku yBenvueHus U yMeHbllIeHHUs ab3allHOI'0 OTCTYyIIa

OTcTyn yBenuuMBaeTCsl UM, COOTBETCTBEHHO, yMeHbIllaeTcs Ha 1,25 cm.
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6.3.3.7 Crincku

6.3.3.7.1 Co3maTh CIHCOK

Yrobbl 0THOpMaTPOBATh TEKCT KaK CIIMCOK, BHITIOJIHUTE Clleflylolre AeiCTBUS:

1. BoimenuTte pparmMeHT TeKCTa.

1. — o iy
2. BoibepuTe BHI CIKCKA: HaXMHTe KHONKY :— (HyMEDOBaHHBIM) WIIH =

0 —

(MapkUpOBaHHBIN) Ha KOHTEKCTHOU BKJIajike « TekcT» (cMm. Pucynoxk 130):

TekcT

XO Tahion — 12 -+

B I U A £

+
Il

—

Y
o

Pucynok 130 — KHonku co3nanus cimcka

3. B orkpsiBIIEMCs OKHe BbIOepuTe CTUIIb cliucka (cM. Pucynok 131):

HeT HeT

Pucynok 131 — Bribop crtuis crincka
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6.3.3.7.2 N3aMeHUTH YpPOBEeHb BJIOKEHHOCTH CITHCKa

YToOBI H3MEHUTH YPOBeHb BJIOXKEHHOCTHU D3JjiIeMeHTd CIIMCKd, BBIIIOJIHHUTE Clliegyroniye

JeCTBUSL:
1. YcraHnoBuTe Kypcop B dJjieMeHTe CIIMCKa.
2. Haxxmute kHOTKy «= (YMeHbIINTB) Wik —= (YBeJIHYUTh) Ha KOHTEKCTHOH BKJIAJIKe

«Texkcty.

6.3.3.7.3 IIpeobpa3oBaTh CIHCOK B TEKCT

Yrto0bI 1Tpeobpa3oBaTh CIIMCOK B TEKCT, BHITIOJIHUTE CIIeAYIOIIHe JIeH CTBUS:

1. BeipenuTe 351eMeHTHI CIIMCKA, 711 KOTOPBIX HEOOXOMMO OTMEHUTh (pOpMaTHpOBaHue.
1. — — o
2. BribepuTe BMJ| TeKyINero CIMCKa: HaXMUTe KHOIKY :— HIIH S= Ha KOHTeKCTHOMH

BKiagke « TexkcTy.

3. B orkpsiBiieMcs okHe HaxkmuTe kKHONKY Het (cm. Pucynok 132):

Het HeTt
1 1 I ® > a
1) a }a) 1 o > . [
2) b b) 2 o > ° u
i i i) a) [ | [ | D [ ]
2 2 2) 1 L] > a

Pucynok 132 — Kuonka Her

6.3.4 I'unepccbliku

YT0oO6B! BBECTH I'MIIEPCCHIIIKY, BBIIIOJIHUTE CIle/lyollye JIeHCTBUSI:
1. YcraHoBuTe Kypcop B TOM MeCTe TeKCTOBOI'O I0JIsl, IZle HY>KHO JJ00aBUTh CCBIIKY.
2. Beenure URL (ampec pecypca B ceru Hurepuer). URL HyxHO BBecTM BMecTe

C mpoTokoJioM (Hanpumep, https:/myoffice.ru).

3. Haxmurte knaBuury Enter unu IIpoben Ha cucreMHOM kiaBuarype. TekCT cCbUIKU

OKpaCUTCS B CHHUH I1BeT U OyJieT IOJ4epKHYT.

YTtoObI OTKPBITh T'HIIepCChUIKY, KOCHUTECH ee. Ecmu KypCOp HAXOOUTCA BHYTPU TEKCTOBOI'O
I10JIs:

1. KocHuTech cChlIKM, a 3aTeM MO3UIIMU KypCcopa.

2. Bribepute koMaHy OTKpBITB.

Anpec, ykazaHHBIN B TUIIEPCChIIIKe, OTKPOETCs B Opay3epe.
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6.4 Pabora c o0BbexkTaMu

B penakTope npe3eHTariyiii 06beKTaMu SIBJISIFOTCSI:
— TeKCTOBbIe I10JI;
— IMarpaMMhl;

— u3o0pakeHus;

— QUrypsl.

6.4.1 Bydep odbmeHna 1 00bEeKTOB

Yrto6bI BbIpe3aTh 00BEKT, BHIMOIHUTE CJIeAYIOlHe 1eHCTBUS:
1. Kocuutech 006nekTa, YTOOBI BBIIEJIUTE ero.
2. IloBTOpHO KOCHUTECH OOBEKTa. OTKPOETCS KOHTEKCTHOE MEHIO.

3. Bribepute komanny Beipesars (cM. Pucynok 133):

Bbipe3aTh | KonupoBaTe BcTaBuUTb

«MoiiOduc MpeseHTauus (Beta)» — peaakTop AnA cosfaHus, opopMneHus
LEMOHCTPaLUU NpeseHTaLui.

Pucynok 133 — Komanja Beipe3ats (M300pakeHue)
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Yto06b! CKOMTMPOBATh OOBEKT, BHIIIOJIHUTE CJIeIyIOlHe AeUCTBUS:
1. Kocuutech 00BeKTa, YTOOBI BBIIEJIUTE €r0.
2. IloBTOpHO KOCHUTECH OOBEeKTa. OTKPOETCS KOHTEKCTHOE MEHIO.

3. Bribepute komanay KonmupoBats (cM. Pucynok 134):

BeipesaTe | KonnpoeaTk | BCcTaBuTh

Pucynok 134 — Komanyia KomupoBats (durypy)

YroObl BCTaBUTH Ha Cllal]] 00beKT U3 Oydepa oOMeHa, BHIIIOJIHUTe CllefyIolye 1elCTBUS:

1. Kocuurecns 1r0b60ro Mecra Ha ciatife.
2. IloBTOpHO KOCHUTECH 3TOr0 MecTa. OTKpPOeTCst KOHTEKCTHOe MEeHIO.

3. Bribepute komaHny BeraBuTh.

6.4.2 IlepemecTHUTH 00BEKT

YToObI TIepeMeCTUTh 0OBEKT, BHITTOJIHUTE CllelyIolire JeCTBUS:
1. Kocuutech 00BeKTa, YTOOBI BBIIEJIUTE €r0.

2. IleperamumTe 00BEKT HA HY)KHOE MECTO B JIOKYMEeHTe.
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6.5 CoxpaHeHue 1 3KCIOPT

6.5.1 ABTOMaTH4YeCcKoOe COXpaHeHHe U3MeHeHUI

[Tpu paboTe c JOKYMEHTOM W3MeHEeHHs COXPAHSIOTCS KaXAYyI0 MHUHYTY I0CTie OTKPBITUS
JOKyMeHTa. ABTOMaTHYecKoe COXpaHeHHe TaKXe [IPOUCXOAUT TIPpU BBIXOJle U3 pexuma
PelaKTUPOBAHMUSL.

B ciydae BHe3anmHOro mpekpaiiieHusi paboThl NPUJIOXKEHUs], TPU TOBTOPHOM OTKPBITHH
JIOKyMeHTa Ha 3KpaHe BBIBOAUTCS JUATIOI0BOe OKHO C BO3MOXKHOCTBIO BOCCTAHOBJIEHUS JIOKYMeHTa.
ITO MOT'YT OBITh CllefyIOl1e CUTYallUH:

— 3aKpbITHE TTPUJIOXKEHUS;

— BBIKJIIOYeHHe YCTPONCTBA M3-3a HU3KOT 0 3apsijia baTapeu;

— BBIKJIIOUeHHe YCTPONCTBA KHOIKOM BKIIIOUEHUS/BBIK/IIOUEeHHUSI.

6.5.2 CoxpaHUTh JOKyMeHT

YToOBI COXpAaHUTH IOKYMEHT, BHITIOJIHUTE CJIeIyIole JeHCTBUS:

1. HaxxmuTe KHONKY E Ha naHesu 6bIcTporo Aocryna. OTKpoeTcss KOMaHHOe MEeHIO.

2. BribepuTe moaxopsinyro koManay (cM. Pucynok 135 u Tabmuna 14):

F) CoxpaHuTb

|_B CoxpaHunTb Kak...

[2 3kcnopr...

Pucynok 135 — Komannpsl Coxpanuts 1 CoxpaHUTH KaK...

Tabmuna 14 — BapuaHThl cOXpaHeHHs IOKyMeHTa

Komaupna Omnucanue

CoxpaHuUTh H3MeHeHus B TOKyMeHTe Cpa3y COXPAHSIOTCS

HsmeHeHus B oKyMeHTe COXpaHsIoTcs. [Ipu 3ToM MOKHO
yKa3aTb HOBOe HMs JOKYMeHTa, BbIOpaTh ¢opmar msist
CoxpaHUTh Kak

COXpaHeHUs], ¥ BbIOpaTh paclojioXXeHWe 3TOTO JTOKyMeHTa

(mamky Ha yCTpPOHCTBe)
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COXpaHI/ITI) OOKYMEHT MOXXHO TaK’Xe C ITIOMOIIbIO KHOITKH Ha I1aHeIn 6bICTpOF0 HOOCTyIIa

(cm. Pucynok 136):

% MonOdwuc lNpeseHTauusA.xodp e o g A :

HecoxpaHeHHbIe N3MeHeHus

Pucynok 136 — KHomnka coxpaHeHUs Ha IaHeIu ObICTPOTO JOCTyIa

Ha nanenu 6picTporo AocTymna KHOMKa 0TobpaXkaeTcsl, ecyii Bbl peIaKTHUPOBAIA JOKYMEHT, a
3aTeM BBIIUIA U3 PeXXUMa PeJlaKTUPOBaHUSI.

Ecnu BBl coxpaHsieTe JOKYMeHT C MUMeHeM, KOTOpoe yXe CYIeCTByeT, Ha DKpaHe IOSIBJISIeTCS
IIMAJIoroBOe OKHO C TMpejiokeHHWeM 3aMeHUTb JOKyMeHT (KHOMKa 3aMeHHTh). Ecid HyXHO

COXPAHUTDH NOKYMEHT 6e3 3dMeHbl, HA’)KMUTE KHOIIKY Hasa,u " U3MEeHUTe UM NOKYMEeHTd.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOT'UW», 2013-2024

121



MonOdounc
6.5.3 DkcopTHPOBATH JOKYMEHT
@ B Tekyl1iel Bepcuu prIOXKeHU s 3KCIIOPT AOCTYIeH ToabKo B popmaTt PDF.

YTo6bI 5KCIOPTUPOBATh IOKYMEHT, BBITIOJTHUTE CIIeAYIOIHe IeHCTBUS:

1. Haxxmure KHOIIKY E Ha I1aHeJIn 6bICTp01"O AOCTYyIId. OTKpOGTCH KOMadHJHOe MeHIO.

2. Bribepute komanay Jxcnopt (cM. Pucynok 137):

) Coxpanuts

E CoxpaHuTb Kak...

[2 3kcnopr...

Pucynok 137 — Komanna 9xcnopt

3. B okne BKCIIOPT BbI6epI/ITe pacItoJio)KeHnue OJid pasMelleHs KOITMU NJOKYMeHTd.
4. B none IJI1 BBOJd U3SMEHUTEe UMS SKCIIOPTUPYeMOro IOKyMeHTa (l'[pI/I H€06XOI[I/IMOCTI/I).

5. Haxmure kHOIKy COXpaHHUTD.

6.5.4 3aKpBITH IOKYMEHT

YT0o0mBI 3dKPbITb JOKYMEHT, BbIIIOJIHUTE ClieAyrolre e CTBUS:

1. HaxxmuTe KHOTIKY Ha naHenu obicTporo gocryna (cMm. Pucynok 138):

Pucynoxk 138 — KHomnka BbIx0/1a M3 peskvMa peJlakTUPOBAHUS

2. HaxkmuTte KHOTIKY P4 Ha MaHesy ObIcTporo jocryna (cMm. Pucynok 139):

MonOdwuc NMpeseHTaumsa.xodp g
HecoxpaHeHHsIe U3IMEHEHWA e\ q- n B =

Pucynok 139 — Knonka 3akpbITh JOKYMeHT

3. B JAYaJIOTOBOM OKHe IToATBepArTe COXpaHeHHe W3MEeHEeHHWM, Ha)KaB KHOIIKY Coxpamrrh.
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INPUWIONEHHME A

dopmars! paitioB

[Tpunoxenue Omneparys Pabora B obake JlokanbHO
(py HATMYKUM TTOAKIIIOUYEHUS K CeTH) (6e3 moskITIOUEHUSI K
CeTH)
daitnoBbIit [TpocmoTtp XODT, DOCX, ODT XODT, DOCX, DOC,
MeHeJIXep XODS, XLSX, ODS ODT, RTF, TXT
XODP, PPTX, ODP XODS, XL3X, XL,
ODS
PDF XODP, PPTX, PPT,
ODP
PDF
Co3znanue DOCX, ODT -
JIOKaJIbHO U XLSX, ODS
KOITUH
TUISE PPTX, ODP
peIaKTUPOBaHUS
TekcToBbIN Co3znanue - DOCX
pelaKkTop HOBOTO
TIOKyMeHTa
Umnopt - -
Coxpanenue - XODT, DOCX, ODT
JKCopT - PDF
PenmaxTop Co3snaHue - XLSX
TabmIY HOBOTO
JTIOKyMeHTa
HUmnopt - -
Coxpanenue - XO0DS, XLSX, ODS
IKCTIOpT - PDF
Penakrop Co3panue - PPTX
Mpe3eHTaI i HOBOTO
TIOKyMeHTa
Umnopt - -
Coxpanenue - XODP, PPTX, ODP
JKCopT - PDF
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@ B Tekymieli Bepcuu npuiioXeHUs IpU paboTe B objake JIOCTyIleH TOJIBKO IIPOCMOTP

JIOKYMEHTOB.

Yrobbl pemakTHpOBaTh JIOKyMEHT, KOTOPBIM paclojioXeH B 0OOJIaYHOM XpaHWIIMIIE,

HQO6XO)II/IMO CO3JaTb ero JIOKAJIbHYIO KOIIHIO. 3TO BO3MOXKHO caenaTtb id JOKYMEHTOB B

crienyromux popMarax:

- DOCX, ODT;
- XLSX, ODS;
- PPTX, ODP.

HJISI PedaKTUPOBaHUS HA’)KMUTE KHOIIKY Ha IIdHeJIN 6bICTpOl"O AOCTyIId u n/ U B

JHUAJIOTOBOM OKHe HaXMHTe PenaKTI/IPOBaTL xommwo. Komug OOKYMEeHTa IJid pelaKTHUPOBAHUA

Oynet co3naHa B pasziesnie Ha ycTpoiicTBe B nanke ¢ JOKyMeHTaMH.

JlokanmpHbIe TOKYMEHTH B OMHApHBIX popmartax, a Takxke B ¢dopmarax TXT u RTF mocne

PeIaKTAPOBAHMSI COXPAHSIOTCS B TTO/JIep>kKMUBaeMble IpuiioskeHrueM ¢popmatsl (cMm. Tabmuria 15):

Tabnuna 15 — PopmaTsl JOKYMEHTOB

Hcxonubiii popmar

dopmar npu coxpaHeHUuHr

DOC, TXT, RTF

DOCX, XODT, ODT

XLS

XLSX, XODS, ODS

PPT

PPTX, XODP, ODP

@ Ecmu BB 3akpoere pgokymeHT B OuHapHoM ¢opmare unu ¢opmarax TXT/RTF

6e3 coxpaHeHHUsI U3BMEHeHU, OH OCTAaHeTCs B UCXOAHOM dopmarTe.

,-_ff B obnauHoM XpaHuMIle He TOepKUBAIOTCS JOKYMEHTHI B OMHApHBIX dopMaTtax; Mmpu

ITOIIBITKE OTKPBITH TaKOH OOKYMEHT ITOABUTCA OKHO OIIIMOKH.
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INPUIOMEHUE b

Hcnonb3yemble :xeCTbl

H3o6paxkeHue xecra HasBanwue ecra Hcnonuenue
~ Kacanwue (Touch) OnmHOKpaTHOE TPUKOCHOBEHUE
|\ K 9KpaHy B HYXHOM TOYKe 3KpaHa
ol " (aHanor OJTHOKPAaTHOI'O HAXKATUS
\\{4\ \ \ JIeBOM KJIABUIIIM MBIIIIN)
)
AR
A\
N\
- JIBoliHOE KacaHue JIByKpaTHOe MPUKOCHOBEHNe
?,\ (Double-touch) K 3KpaHy B HY)KHOH TOYKe 3KpaHa
| (aHasor ABYKpaTHOI'O HaXKaTHsl
G\%\“l \\ JIeBOM KJIaBUILIM MBIIIIN)
|
\
A
!
N
(;:\ [IponmomxuTenbHOE HaXKaTHE HaxkaTtue u yneprkanuve nasblia
\':\(\(‘\ (Long-press) B TeYeHHe HeCKOJIbKUX CeKYH]]
N B HY>KHOM TOYKe 3KpaHa

— CMmaxuBaHue (Swipe) [Tepemertienue masbIia 1Mo SKpaHy
A B COOTBETCTBYIOIIEH 061aCTH
) O B HY)KHOM HaIlpaBJIeHUH
\\ (Mcrionb3yeTcst IS TepesiiCTHIBAHUS
) CTpaHUII, MPOKPYTKHU TEKCTa BHU3 U
jﬁ BBEpX U T.]I.)

L
{ Pa3Benenne nanbies (Spread) OnmHOBpeMeHHOe pa3BefieHue

p | q S (s yBenmiueHus Maciraba)
?:‘. \N\ WJIM CBefleHUe (JIJ1s1 YMeHbIIIeHUSs

MaCI_HTa6a) ABYX I1dJIblI€B 110 3KPdHY
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