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INEPEYEHb COKPAIIIEHUU

COKpaHIEHI/ISI, KOTOpbIe HCIIOJIb3YIOTCAd B HACTOMAIIEeM HOOKYMeHTe, IIprUBe/leHbl B T86HI/IIIE

Tabmuna 1.
Ta6usmma 1 — Cokpaienust 1 paciinppoBKHU
Coxpamienue PacmmdpoBka
(0]@ OmneparnuoHHas cucTeMa
I10 IIporpammHoOe obecrieueHue

«MoitOduc Tekct»

Hacronpaoe npunoxenne «MoitOduc Texct. JloMariHsss Bepcus»

«MoitOdwuc Tabmuman

Hacronpraoe npunoskerrie « MoitOduc Tabura. JlomManiHss BepCrsh»

«MoutOdwuc ITpesenTariusn»

Hacronpraoe mpunnoskernie « MoitOdwuc [IpesenTarus. JlomMarass Bepcus»

[10 «MoiiO¢duc CtaHmapTHBIH.

HOMaIHHSISI BepCcHsa»

Hacronbasie npunoxkerns « MoOduc Tekcty, «MoiOduc Tabnumay,
«MoitOduc ITpesenTanusi»
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1 OBIIIME CBEJEHU S

1.1 Haznauenue

«MorOdo¢uc Tabnuia» — pegakTop Uit CO3/IaHUs 3JIeKTPOHHBIX TabJIUI], Be[IleHUs] PacYeToB,
aHa/Iu3a JAHHBIX, (GOPMUPOBAHMS CBOAHBIX OTYETOB W ABTOMATH3AllMKd OOPAbOTKH IAHHBIX C
WCII0/Ib30BaHWEeM MaKpPOKOMaH/I Ha OnepariuoHHbIx cucteMax Windows u macOS.

[TompobHoe omucaHre BO3MOXKHOCTEM MPHIIOXKEeHUs MpUBefieHo B JokyMeHTe «MoitOduc

CranpaptHeii. JlomartiHsst Bepcusi. @yHKIIMOHAIbHBIE BO3MOXXHOCTHY.

1.2 CucremHbIe TpebOBaHUS

[lepeuenp TpeGoBaHMI K IIPOrPaMMHOMY U alllapaTHOMY oO0eclieyeHUIO IIpUBefieH B

nokyMeHTe «MoiiOduc CrannaptHeiid. [lomarisss Bepcusi. CrucTeMHble TPeOOBAaHUSY.

1.3 Orpannuenus
1.3.1 Orpanuyenus Ha popmar ¢aiisioB

Cnucok ¢opmaTtoB, mojjiepkruBaeMbix npuiiokenrem «MoiOduc Tabnuiay, npuBeieH B

Tabnuiax 2 u 3.

Taonuna 2 - Ilognep:xxuBaemsblie ¢popmathl paiisioB B OC Windows

Onepanus Iloanep:xuBaeMsble popMaThI
. XLS, XLSX, ODS, X0ODS, CSV, SCSV, TSV, TAB, TXT, XLSM, XLSB,
OTkpbITHEe/UMTIOPT daliioB
XOTS
Coxpanenue ¢aitioB XLSX, ODS, XODS
IKcIopT ¢aiinoB PDF, PDF/A-1, CSV, SCSV, TSV, TAB, TXT, XLSB, XOTS

Tabsmna 3 — Ilonnep:xuBaemsie popmarsl ¢paitioB B macOS

Oneparust Ilognep:;xuBaeMsble popMaThI

OTkpbITHE/MMITOPT GAIOB XLSX, ODS, XODS, CSV, SCSV, TSV, TAB, TXT, XLSM, XOTS

Coxpanenue danioB XLSX, ODS, XODS

IkcropT daityioB PDF, PDF/A-1, CSV, SCSV, TSV, TAB, TXT, XOTS
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1.3.2 Iloanep:xuBaemsble s1I3bIKU HHTepderica

—  Pycckuii;

—  AHrmmickuii;
—  DpaHITy3CKuH;
— Tarapckuii;

— balkupckui.
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2 IIOATI'OTOBKA K PABOTE

2.1 YcranoBka

YcranoBka [10 «MoiOduc CranmaptHbid. JlomaiiHss BepcHs» TOAPOOHO OIMMCaHa

B okyMeHTe «MoiOduc CranmapTabiid. JlomariHss Bepcusi. PyKOBOJICTBO 10 YCTaHOBKEY.
2.2 3amyck

2.2.1 3anyck B OC Windows

Yrobbl OoTKpBITH npuioxkeHue «MoitOduc Tabmuma», ycraHoBienHoe u3 Microsoft Store,

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

Meguanneep

MonOdwuc lNpeseHTauns [lomaluHasa Bepcus

HoBoe

MoinO¢uc Tabnuua JomaluHas Bepcua

MonOd¢wuc Tekct [lomaluHAs Bepcus

Pucynok 1 — dpnbik npunnoxxenus B riiaBHoM MeHto OC Windows

Yto06s! OTKpBITE TIpHIIOXKeHue «MorOduc Tabnuay, ycraHosiieHHOe ¢ caiTa «MoiOducy,
IIeJIKHWTe TI0 ero spjblky Ha paboueM crosie (cM. Pucynok 2) wim B rnaBHOM MeHi0 OC

(cM. PucyHok 3).

FE :I_ Flj]

ModQdme ModOdune MofOdmc
Teker, Jov, TaBawua... [NpezedTay,.

'« .

Pucynok 2 — Spnbik npunoxkenurs Ha pabouyem croie OC Windows
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Mepguanneep

MoinOdwc CranpapTHbiv. [lomaliHas BepcvA
Hogoe

MoiOd¢uc MNpezenTaums. JomalwHan Bepcua
Hoeoe

[ | -
l.= MoinOdunc Tabnnua. JomawHnan Bepcua

MoitOg¢uc Tekcr. [lomawHAs Bepcus
Hoeoe

O

Ypnanute MonOg¢uc CraHgapTHbiA. JloMawHAA BepcKA

Pucynok 3 — Spnbik npuioxkenus B riiaBHoM MeHio OC Windows

2.2.2 3anyck B macOS

Yto0bl OTKpHITH mHpuioxeHue «MonOduc Tabmuma» B macOS, mienkHWTe 1O 3HAYKY

MoiiO¢uc Crangaprtasiii. fomamusas Bepcus B Launchpad (cM. PucyHok 4).

MoiiOdwuc C...Hsia Bepcus

Pucynok 4 — 3nayok MoitO¢uc Ctanmapraseii. [Jomamssas Bepcus B Launchpad

OTkpoertcs ctapToBasi cTpanuna (cM. PucyHok 5), ¢ TOMOIIbIO KOTOPOM MOXHO BBITIOJIHUTH
CJIeyouye qeCTBUL:
— Orkpeith npunoxenue «MoitOduc Tekcty. [Ipu Bxone B npuioxxeHre aBTOMaTUYeCKU

CO31aeTcsl TeKCTOBBIN daiil.
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— Ortkpeitb  npwiokenue «MouOduc Tabmuma». [lpu  BxXome B IpUiIOXKeHHe
aBTOMAaTUYeCKH CO3/aeTcsl 3JIeKTpoHHas Tabimna (cM. pasgen 4.1.1).
— Ortkpeite npunoxenne «MoiOduc IIpesentanus». [Ipy Bxome B 1npusoxeHue

dBTOMATHU4YeCKH CO3deTCs IIpe3eHTalusd.

[ ] Ho6po noxanosatb B MoilOduc CTaHpapTHbII. [JoMaLWHAA Bepcus

[
@+

MoinOduc CtaHpapTHbIA. [JoMaluHsAs Bepcus

= MolO¢uc TekcT. [loMallHAa BepcuUs
]

i r MoiOduc Tabnuua. JomaluHas sepcus

I_II MoiOduc MpeseHTaumsa. [JoMmallHaa Bepcus

Pucynok 5 — CrapToBas cTpaHuiia

[Ipu nepBom 3amycke sipibiku npuwioxeHud « MoiOduc Tekcry, «MonOduc Tabmua» u

«MoiOduc Ilpe3senranus» aBToMaTudecku fobasistorcs B Dock.
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2.3 JInneH3uOHHOe COorJIallieHue

[Tpu nepsom 3amycke [IO0 «MouOduc CraHpaprHbIi. [lomaiiHsis Bepcusi» BBIIOJIHUTE

CJIeyIolye IeNCTBUS:

1.

Ybenurech, 4TO B OKHe Y CJI0BHSA HUCIOJIb30BaHuA U [losmTnka KoHpHAEHITHATIBHOCTH
(cm. PucyHok 6), B BbimajaroreM crucke PerHoH TpaBAIBHO YKa3aH PErvioH Balllero
npokuBanusl. [Ipr Heo6xoMMOCTH BbIOEpHTE ero U3 BhIIAAAIOIIEro CIIMCKa BPyYHYIO.
BHuMaTeslbHO TpoYMTalTe YCIOBUSI JIMIIEH3WOHHOTO COIVIAIIEHUS W TOJIMTUKU
KOH(}UIeHITUAJIbHOCTH.

Ecnu BBI coryiacHbl ¢ 0603HaYeHHBIMU YCJIOBUSMH, MOCTaBbTe ¢iakok $I mpuHHMAaro
YcnoBus ucnonb3oBanud u IlonmnTuky KOHQUAEGHITHAIEHOCTH.

Ecm BBl cornacHel ¢ ILIL 5-7 IIoMMTMKM KOHQUIEHIIMAIBHOCTH, IIOCTaBbTe (PIIaXKOK
Pazpemiaro codupaTh aHOHHMHYI0 CTAaTHCTHKY IO HCIOJIb30BAaHHUIO NPHJIOMKEHHS
OISl YIydlIeHusl KadecTBa NpoayKTa. JlaHHb (rakok He OTOOpakaeTcs, ecyid B
BbINafjatoleM crnucke Permnon Beibpas Jlpyroi.

Haxxmute kHoniky HauaTs pabdoTy.

= Ycnosua ucnonesosanua n [oanTika KoHGUAEHUMBNEHOCTI ¥

| [Jobpo noxanoBatb
@+ & MoinOduc!

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

Peruon:

JINLEeH3MOHHEIW AOroBOpP Ha
ncnonbsoeaHme «MoinOdurc CtaHAapPTHBIN.
JomaluHas Bepcna»

| B Poccua

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

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

A npuHUMaKe Yenosua Wenonb3oBaHna u MoanTuky koHGUAeHLHaNBHOCTH.

MaJyaTe paboTty OTmeHa

Pucynok 6 — OkHo YcinoBust ucnosib3oBanus u IlonmTinka KoHQUAEHIIUAIBHOCTH
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Cbop aHOHMMHOW CTATUCTUKH IIPH HEOOXOJMMOCTH MOXKHO OTK/IIOYMTH B JlajbHEHIen
paboTe ¢ mpuioxkeHHeM. {7151 3TOT0 BBIMOHUTE CIIeYIOIIHe AeCTBUS:

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

Cnpaeka

Cnpaeka F1
BbicTpbie AelcTBUA Ctrl +/

MpoBepwTb Hanuumne 06HOBAGHUA...

O nporpamme...

Pucynok 7 — [IynkT komangHoro Mexio O nporpamme

2. B okue O mporpamme (cM. PucyHok 8) cuumute dnakok OTHpaBiasiTh aHOHUMHYIO
CTaTHCTHKY 10 HCI0JIH30BAaHUI0 IIPIWIOKEHH S I/IS1 YJIydIlIeHHsI KadeCTBA NMPOIYKTa.

3. Haxmute KHONIKY 3aKpPBITh.

O nporpamme X

v ®
L] MonOd¢uc Tabanua
Cbopka 158 ana Windows

MoliOduc CTaHaapTHbIA. [JloMallHAA Bepcua

Bepcua 3.1H

Ycnosmna MCnonb3oBaHWA
MNMonnutrka KoHbGMASHUMANBHOCT I

Mpaeosble yBegomaeHuA

C6op AaHHbIX:

OTnpaenaTh aHOHUMHYIO CTaTUCTUKY MO
MCNONb30BAHWIO MPUAOXKEHUs AN
YAyULLEHUA KauecTea NPoayKra.
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2.4 AxTHBaIUA NPOayKTa

Ecmm JIMIIeH3MOHHOe CorIJlallieHre IIPpUHATO (CM. pasnein BBIIJ_IE), IIpru T1iepBOM 3dIlyCKe

ITO «MoitOduc CranpaptHeiii. JlomaiiHsis BepcHs)» OTKPBIBAeTCS OKHO aKTHMBAllMM IIPOAYKTa

(cM. Pucynok 10). C momoripio JaHHOTO OKHA MOXKHO O(OPMUTH MOANKUCKY Ha MCIOJIb30BaHHUe

IMPOAYKTA Y BBECTU KJIIOY dKTHBAIIHH.

bBe3 axkrtuBaiuy 4yactb QYHKIMI B MPWIOKEHHSX HEIOCTYIIHAa W OTMeueHAa MapKepamu @

(cm. Pucynok 9) win ukoHkam# £3.

®ann [Mpaeka Bcraeka
+ || 8-
lobaeuntb E} v

N36panHoe ®aiin

®opmar Tabamua [faHHble

XD 0|4

« o

- —

Mpaeka

Pucynok 9 — @yHkuus HefoCTyHa

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

KHOIIKY Y MeH# eCTh KO/l aKTHBallUH.

(] -/ MoitOduc ana soma

| Bbonblue BO3MOXHOCTEN C MOAMMUCKOMN

Monyunte goctyn Ko BceM GYHKLUWMAM npuaoxeHnid Mol Oduc ana
paboTel ¢ TekcTamK, TabanuaMm 1 NpeseHTaLMAMW Ha KOMMLIOTEPE 1

cMapThoHe,

Q] MCI‘IpaBJ’IEHHFI W KOMMEHTapun

OTmeuaiTe MIMEHEHWA, OCTAEAANTE KOMMEHTAP WK,
CI'I."I:TP"J'FITE KOMMEHTAWK CO3ETOPOE

(5] 3awwra Tabanupl

CTaBbTe 3a1UMTY Ha INCTBI W CTRYKTYpY TabanuHoro
AOKYMEHTE

Moaaepkka popmarta CSV

PaG Te ¢ Tabaruamm B yaobHom gopmate
€ BOIMOXHOCTBH BbIBpPaTh pasgennTeni

oTai

Y3HaTe Bosblue o Nognucke

. ¥nyuyweHHbIii nokas cnaiigos

r|3l1E.'EKﬁFITE BHWMEHWE ayAWTOPKHK C NOMOLWEHD
DPOCKWY YKA30K W BO3MOMMHOCTH BAENATE obbekTy

% PexuMbl nepecyeta popmyn

;% bl1|3:1FITE MEW LY aETOMATUYECKWM W DY HYHBIM

NEpECHETOM

E[Y cpasrenve aokymentos

Monpobosatb becnnatHo

¥ MeHA ecTb Ko akTMBaLun

Pucynok 10 — OkHO akTUBaIMy IPOJyKTa
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Ecmm manHOe OKHO OBUIO 3aKphITO, BbIOepuTe MyHKT KoMmaHaHoro meHio Ilogmmcka >

AxTtuBupoBars kop (cM. Pucynok 11).

Moanucka | Cnpaeka

MNonpoboeatk 6ecnaatHo

AKTMBMPOBATL KOJ,

Pucynok 11 — KomannHoe menro Ilopnucka

B okne AxTuBamus koma (cM. PrucyHok 12) BBeguTe KOJi aKTHBAIIMKA U HAXKMHUTE KHOIKY

AKTHBHpOBaTH.
AkTMBaLMA KOAA X

Beeaute koA akTUBaLUM

© Npv akTMBaLMM HOBOTO KOAA OCTABLUMECA AHU TekyLLeit
NoANMCKW MK NpobHoro nepuoga 6yAyT aHHY/IMpPOBaHbL.

Fae HanTK Koa? v

AKTUBUpOBaTHL OTmeHa

Pucynok 12 — OxkHo AKkTHBaIus Koaa

Ecmm y Bac HeT kojla akTWBAIMHM, Bbl MOXKeTe O(QOPMUTH MOJIIKCKY C OecraTHbIM 21-
JIHeBHBIM I1eproJIoM. [IJis 3TOro B OKHe akTHMBalIMU npoaykra (cMm. PucyHok 10) HaxkmuTe KHOIKY
IlonpoboBars OecruraTHo. Ecnu aHHOe OKHO OBUIO 3aKpbITO, BbiOepUTe IYHKT KOMaHIHOIO
Menio Ilogmicka > ITompo6oBars 6eciaTtHo (cM. PrucyHok 11).

st odpopmiieHrs TOANMUCKH CleflyiTe WHCTPYKIuM Ha caute. [locime odopmenus
MOJINMMCKY HA YKa3aHHYIO BaMU 3JIeKTPOHHYIO MOYTY IPUJET MUCbMO C KOJIOM aKTUBAIIUHU.

YToOBbl aKTUBHUPOBATh IPOAYKT, BbIOEpUTe MyHKT KoMaHAHOrOo MeHio Ilogmmcka >
AxTuBupoBars kop (cM. PrucyHok 11).

B okne AxtuBanusa konpa (cM. PrucyHok 12) BBeuTe KOJi akKTUBAIlMK U HAXXMHUTE KHOIIKY

AKTHBHPOBATh.
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2.5 O0HOBJIEHHE POYKTA

s cBoeBpeMeHHOro o6HOBieHUs [I0 «MoiOduc Cranpaptaseiii. JloMaiHsas Bepcus»,

yCTaHOBJIEHHOTO C caiTa https://myoffice.ru/products/ofis-dlya-doma/, pexomenayeTcst BKIIOUUTH

aBTOMATUYEeCKYI0 IPOBEPKY HAJIMYMsI HOBBIX BEPCHUH.
J1J1s1 3TOTO BBIMIOJIHUTE CIIeAYIOIe IeUCTBUS:

1. Tlocme mepBoro 3amycka mnpwiokeHnd «MorOduc Tekcr», «MonOduc Tabmuma»y u
«MonOduc [IpesenTanyisy 3akpoiTe UX U OTKPOUTe JIF000e U3 3TUX IIPUJIOXKEeHUH IIOBTOPHO.
2. B okue O0HoBiyienne npuioxkenus (cM. Pucynok 13) HaxmuTte kHonky IIpoBepsaTh

dBTOMATHYECKH.

DBHOBAEHWE NPHACHEHNA

| MNpeeepaTts HanMuyKue oBHOBAEHWA aBTOMATHYECKAT

[ I
N> KoTiTe W Bbl, 4ToBB HaAWYWEe OBHOBAEHWHA NPOBERANCCE
asTomaTiHeckn? Bel BOErga MomeTe NpoBEpUTE JOCTYNHBIE
oBHOBAEHMA W3 KOMEHAHOTD MEHHD,

Irlp-DBEpHTb aBTG-I'.IE!THHECKHl He npoeepate

Pucynok 13 — OxHo O0HOBIIEHUEe IPHJI0KEHHUST

Ecmm Tpe6yeTc;[ OTKJIFOYHUTh aBTOMAaTUYECKHU IOHMCK HOBBIX BepCHﬁ, HA’XMHUTE KHOIIKY He

NPOBEpPAThH.

Hanuuue HOBBIX BepcHii MOXHO TakKe IIPOBepUTh BPYuYHYIO. [ljis 3TOro BeIOEpUTe MyHKT

koMaHaHoro MeHio CrpaBka > IIpoBeputs Hamuue 00HOBJIeHHH (cM. PucyHok 14).

Cnpaeka F1
EoicTprie gefcTenA Ctrl+/

[NpoeepuTe HanW4UWe cOHOBAEHWA..,

Pucynok 14 — IlyakT koma"gHOro MeHi0 IIpoBepuTh HayImuue 00HOBJICHHI

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

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

3.1

T'1aBHOe OKHO

B riaBHOM okHe nipuioxkenus «MorOduc Tabmumay» conepxkarcs (cm. PucyHnok 15):

1.

® N kA W

KomangHoe MeHro.
[TaHesnb UHCTPYMEHTOB.
IToje ppamazoHa.
Crpoka ¢popmyi.
Pabouas 06macTh.
bokoBas nmaners.
Bxnagku nmucTos.

CTpoka coCcTosiHUS.

KoMmaHgHoe MeHio MNaHens HHCTPYMEHTOB
] ]

'T_ Hoean tabn

Daiin  Mpaeka

mua 1 - MoiOdue Cradaaptren, JomaluHan sepoua - O e

Becraeka @Qopmar  TaBawua  Jaddeie  WHctpymedts Bug  OBwwid goctyn  Tognucka Cnpaexa

+ By X, A v i~ o ~ B B
fobaents = asa ase v s p 9, 00 .O_EJ o
WMzGpanHoe @ann Mpaska WpndT EbIpaBHHUBaHWE Yucnosol Gopmar Auerkn AaHHbe Beraska ~
Al v 2 v fx
~ Q
A B C D E F G H |
A
Mone guanazoHa CTtpoka dpopmyn I"—X
S ! ! . Bokoeas naHene ——@
3 ' @
4
5 Cw
Cx
5 Pabovan obnactb
S . .
8
9
10 R4
< > @)
+
[ Asromgravecku CYMM 0 CP3HA4 O MiHO MAKC 0 CHETS 0 ] - . +100% v
| |
BrKnagkw nMCTOB CTpoKa cocToAHWA

Pucynok 15 — I'nmaBHOe okHO npuiioxxenns «MonOduc Tabnuna»
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3.2 KomanaHoe MeHI0

B xomangHoM MeHio (cM. Pucynok 16) comepkaTcss OCHOBHble KOMaH[bI JjIsi pabOTHI C

IIpHUJIOKEeHHWEeM.
‘|_ Hogas tabanua 1 - MoiiOduc CranaaptHelid. JoMaluHan sepcns
dann [MNpaeka Bcraeka Popmar Tabmua [fanusie  WHctpymentsl  Buwg  O6wwmi goctym  Moarmcka Cnipaeka
Pucynok 16 — KomannHoe mMeH:o
,HJ'IH 6bICTpOl"O BLITIOJIHEHHM 3THX KOMaH/ IIpeJHa3Ha4Y€eHbI.
— couetanus kiaBuil (cMm. Tabmuiy 26 u Tabmuiy 27) — mponucaHbl HAITPOTUB KOMAaH]I B

KOMAdHJHOM MEHIO,

— OKHO OBICTpBIX JeHcTBUM (cM. pa3zgen 3.10).
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3.3 Ilanenb HHCTPYMEHTOB

[Tanens wuHCcTpymMeHTOB (cM. PucyHok 17) conmepxhT HMHCTpYMeHTHI mJis paboThl C

COIep>XUMbIM BJIEKTpOHHOfI Ta6JII/IIII)I.

+ By X Doy & XO Thames vl v AT AN = = = = obumit v vE mBw B
[lo6asuTs = oS ¢ X K Y AB « A~ £~ iv?@/‘.g P % 909 MA-F Bd B e

Us6panHoe Daiin Mpaexa Wpndt BbipaBHNBaHme Yucnosoii popmar Aueiiku

Pucynok 17 — ITanenb MHCTPyMEHTOB

BHermHui BUJI TaHE M UHCTPYMEHTOB MOXKHO U3MEHSITh:

— BBIOMpATh PEXXUM OTOOPaXKeHUs TTaHeJTd MHCTPYMEHTOB UJIM CKPBIBATh ee C 3KpaHa;
—  CKpBbIBaTb/OTOOpa’kaTh HA3BaHMSI U COIEPKUMOe Pa3JiesioB ITaHe M NMHCTPYMEHTOB;
— HacTpauBaTh COCTaB pa3nena M3opaHHoe;

— CKpbIBaThb U 0TOOpaxaTh paszen M3opaHHoe.

3.3.1 I3MeHHUTH pexxuM 0TOOpaKeHUsI ITaHeIH HHCTPYMEHTOB

YToOb! MIBMEHUTH PEXKMM 0TOOPAXKEHHs! ITaHe/IM MHCTPYMEHTOB, BBIIOJTHUATE CJIeyIOIIYe JeACTBHS:

1. Beibepute nyHKT koMaHAHOTO MeHIO Bup > Ilanens uncrpymenToB (cMm. Pucynok 18).

Bug O6wwui goctyn [ognucka Cnpaeka
MacwTab »

Ob6uwmin v
R1C1 =

™ Ny alal alal

MaHens uHcTpymeHtoe  * *  CraHpaprHas

DEIDaBERNBETHTE
KomnakTHas
CKpbITE NaHenb
F & v HasBaHus pasgenos

v W3bpaHHoe

Pucynok 18 — KomangHoe mento Bug

2. B oTkpbIBIIEMcS IOJIMEHIO BbibeprTe TpebyeMblil pexxuM 0TOOpakeHUsI:
— CraHgapTHasi — MHCTPYMeHThI PacIoJIOKeHbl B JIBe CTPOKM, Ha3BaHHUs pa3fiesioB
otobpaxatotcs. [Ipy HeoOXoAMMOCTH Ha3BaHUS Pa3/ielioB IaHeld WUHCTPYMEHTOB

MOXHO CKPBITB (CM. pa3gei 3.3.2).

— KoMmakTHasi — MHCTPYMEHTBI PacrofioXKeHbl B OJJHY CTPOKY, Ha3BaHUS Pa3fiesioB He

0TOOpaXKarOTCSI.
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— CKpBITh HaHeJIb — TTaHeIb MHCTPYMEHTOB He 0ToOpakaeTcs.

J1Jis GBICTPOTO TIepeKITI0UYeHusT MeX]Ty CTaHAAPTHBIM M KOMITAKTHBIM PeXXUMOM OTOOPaXKeHUs
MAaHeJTd HWHCTPYMEHTOB HCIONb3yHTe KHOnKA -~ (KoMmakTHasi maHelb HWHCTPYMEHTOB)
(cM. Pucynok 19) u v (CTangapTHasi maHeJIb HHCTPYMeHTOB) (cM. PucyHok 20).

SA 2 = I
U m'@'

T
v Olv e
coo ol B
AdaHHble BcraBka

Pucynok 19 — Knonka KomnakTHasi naHejib HHCTPYMEHTOB

L A
@ v Eg S Bwe v \DH_DV @ v

Pucynok 20 — Knonka CtaHaapTHas naHelb HHCTPYMEHTOB

3.3.2 CKpBITh WM 0TOOpa3UTh Ha3BaHUS Pa3/iesioB

[Tanens nncrpymenToB (cM. Pucynok 17) B npunoxxennu «MoiO¢uc Tabmura» cocTout 13
pasgenoB. Kaxpawiii paszmen (3a uckioyeHHeM pasfiena M30paHHOe) CONEPXXUT TpyImy
VHCTPYMEHTOB, IIpe/lHa3HAYeHHBIX [IJIs BBIIIOJIHEHUS OlpefielleHHOM 3amauu. Hampumep, paspen
YuciaoBoit popMaT COEPXXUT UHCTPYMEHTHI JUISl pelakTUPOBaHUs ¢popMara siueex.

Ha3Banust pasnmenoB orobOpakaioTcs, eciad IaHejlb HWHCTPYMEHTOB IIpefiCTaBileHa
B CTaHAapTHOM BHUJle (cM. pasfen 3.3.1). Insg onTuMuzanuu pabodyero mMpoCTpaHCTBA Ha3BaHUS
pa3fiesioB Ha MTaHeJId MHCTPYMEHTOB MOXKHO CKPHBITh.

J11s1 3TOTO BBIMIOJIHKTE CIIeAYIOle IeUCTBHUS:

1. Boibepure nyHkT koMaHAHOTO MeHIO Bup > Ilanens uacrpymenToB (cMm. Pucynok 18).

2. B oTkpeiBIIeMcs noaMeHo cHumuTe ¢iaxok HazBanus pasgesos.

YTo6b! 0TOOpA3UTh HAa3BaHHUS Pa3ziesioB, YCTAaHOBUTe JaHHBIN (IIa’kOK IIOBTOPHO.

®naxxox Ha3zBaHms pa3spmesioB 3a0/I0KMPOBAaH, eC/IM MaHeJlb HHCTPYMEHTOB CKpBITa WA

OT06pa)KE:IETCSI B KOMIIaKTHOM BH]JIE.
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3.3.3 CKpBITh HJIH 0TOOPA3UTH COJiepIKIMOe pa3/iesioB

PaBI[EJIbI IaHeJIM UHCTPYMEHTOB MOI'yT CBOPAYMBATbCA dBTOMATHUY€CKH, IIPpU YMeHbIJ_IEHI/II/I/
YBeJIMYeHUH pa3Mepd I'NIaBHOI'O OKHA IIPpUJIOXKeHNs, UJIK BPYYHYIO.

YToO6bl CBepHYTH pa3ziell MaHejld UHCTPYMEHTOB BPYYHYIO, HaBeJIuTe KypCop MBIIIU Ha ero

MIPaBYIO TPAHUITY U HAKMHTe KHOTIKY * (cM. Pucynok 21).

Daitn  [paeka Beraska Qopmar TaBawua  fJanHwme Wnctpyments Bug

+ * -}::_; Iﬁ hd .l%l X0 Thames
JoBaeuTe = v S ‘E}}I{ K Y

M3GpanHoe dann MNpaska WpudT
Pucynok 21 — KHonka cBopauuBaHusl pasjiesia

Yto6bl 0TOOpA3UTh HHCTPYMEHTBI CKPBITOTO pasjesia, IIeJIKHUTe I10 HeMy MBIIIbIO

(cMm. PucyHok 22).

Daiin  [lNpaeka Beraeka @opmat  TaBavua  Jaddeie  MHoTpymeHTH

+ b :)Q: X0 Thames w
NoBaenTs = v ".l} X K Y AB T -

MsbpanHoe $ann MNpaeka WpudT
K20 v fx % B~ &
A B D C E

Pucynok 22 — UHCcTpyMeHTHI pasfiena

Yro6bl pa3BepHYThH pa3jien, HaKMUTe KHOTIKY * (cM. PucyHok 23).

©ain [paska Beraeka @opmar  Tabavua  fJaddwsie  MHoTpymeHTH

+ w c>(o KO Thames g
AoBaguTs E]v sss i:}}l{ K H AR F e

M3GpanHoe @ain MpaBka WpndT

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

Kak IIpaBUJIO, IIpHU pa60Te C IIpWIOXeHueM oIlipenejieHHble ITYHKTbl KOMdHIHOI'O MEHIO U

KHOIIKY IIdHeJIM UHCTPYMEHTOB HCIIOJIB3YIOTCA 4Ydllle APYIruX. OTH 3JIeMeHThl MOXKHO ,[[O63BI/ITL B

paszes naHeyiv uHCTpyMeHTOB M306panHoe, uToObI OHU Bcerjja ObUIH O] PYKOH.

3.3.4.1 Io0aBUTE 3J1eMeHT

B N3opannoe MoxHO n06aBUTh OT 1 10 14 371eMeHTOB.
Yro6b! 106aBuTh B I30paHHOe ITyHKT KOMaHJHOT'O MEeHIO, BBIIIOJTHUTE CIeyIoIIye 1eHCTBUS:
1. BeinonHuTte KoMaHAy A00ABIIeHHs OJTHUM U3 CIeyIOIINX CII0COOO0B:

—  Ecim paszien M36panHoe mycT, HXMUTe B HeM KHOTIKY -+ Jlo6aBuTh (M. PricyHok 24)

®aiin  [lNpaeka Beraeka Qopmar  Tabavua JadHwie
+ : vo% B~ &v
JobaenTs |E;] W (_J -:__}

MsbpanHoe $ann MNpaeka

Pucynok 24 — Kuorika Jlo6aBuTH

— FEcmu pasgmen W30paHHoe conepXuT o0aBiieHHbIe 3JIeMeHTHI, IeJIKHUTe 110

J'IIO6OMy MeCTy pa3feiad HpaBOﬁ KHONIKOM MBI W BBIIIOJHUTE KOMaHy

KOHTeKCTHOro MeHIo JlobaBuTh AeiicrBue (cM. PucyHok 25).

®alin [lpaeka Bcraeka Qopmatr Tabavua  [Janswe  VHoTpymMeHTH

D—> v r}(; @ v é‘-" X0 Thames
KzEpanHoe >|< K H
HM3GpaHHc WpndT

JobaenTe gedcTBEME
H10 %

OYnCcTUTE
C b} E

Pucynok 25 — Komanya Jlo6aBuTH feiicTBHe

2. B otkpsiBIIeMcs okHe (cM. PucyHok 26) BeiOepUTe IMyHKT KOMaHJHOTO MeHI0, KOTOPBIU

Tpebyetcs 106aBuTh B 30panHoOe.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MWy, 2013-2024

30



MonOdonc

+ h &é @ v é HO Thames

NobaeuTe Ig]v (_J - }K .'I'<
WM3BpanHoe

| 1ICK O enCTBI
H1&

#
| Cozpate

;
1 % CozgaTe no wabaoHy..
2
3 = OTkpBITE..
4 =
5 o) Coxpanwte
6 D—> FKCNOET..
7
8 Yo Moanucate gokymeHT...
9
10 |E;] BwicTpan nevate
11
12 & MapameTpbl CTRPAHWLE M NEYETE
13
14
13 (_j COTmeHWTE
16
7 - MoeTopwTh v
18

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

Yrto6sl f06aBuTH B I30paHHOe KHOIIKY C TTaHeJId MHCTPYMEHTOB, IIeJIKHUTe TI0 Hel MTpaBou

KHOITKOM MBIIIH U BBITIOJHUTe KoMaHy [{o6aBuTh B u3dpannoe (cMm. PucyHok 27).

AT AT N = = = 06w v

v £ Jooow ?@}. v — ! p o oo oo

JoBaenTe B 3bpaHHoe
BipaBHUBAHMWE

Pucynok 27 — Komanga /lo6aBuTh B H30panHoe
B Hacrosiee BpeMsi HeZJOCTYyIHO J100aBjieHHe KHOIIOK IaHeJld WHCTPYMEHTOB, KOTOpbIe
0TOOpaXXaroTCs MOCJIe HaXKaTUsl Ha KHOIIKY °°=.

HpI/I )106aBJIEHI/II/I B HBﬁpaHHOE KHOIIKA He yOaJdeTcsda U3 pa3fiejld IdHeJIh UHCTPYMEHTOB,

B KOTOPOM OHa PACIIOJIOXKEHd.
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3.3.4.2 IlepemMecTHTD 3JIEMEHT

YToOBI M3MEHUTH IOJIOKEeHHe 3JIeMeHTa B pasneie I/IBGPHHHOE, BBIIIOJIHHUTE Clleyromye

JeUCTBUL.

1. IllenukoM mTpaBOM KHOIIKM MBIIIM 110 3JIeMEHTy OTKPOWTe KOHTEeKCTHOe MeHIO

(cm. Pucynok 28).

2. B KOHTeKCTHOM MeHIO BbIOepUTe TpeOyeMyto KOMaH/Iy:

HEPEMQCTI/ITL B HAY4JI0 — CeJlaTh BbI6paHHbeI JJIEMEHT IIePBbIM B pa3fejie;
HEPEMQCTI/ITL BJIeBO — IIOMEeHATH MeCTaMH BbI6paHHbIﬁ n HpeHbIHYIIII/Iﬁ JJIEMEeHT;

IlepemecTuTh BIpPaBO — TIOMEHSTb MeCTaMH BbIODAHHBIM W IOCIEIYIOIINAN

JJIeMeHT;

HEPEMECTI/ITL B KOHeII — CAeJIaTh BbI6paHHbII>'I JJIEMEeHT II0CJ/IeIHHUM B pa3fesie.

D—’ ~ o‘fo ﬁ W é‘-" X0 Thames

A oMY= a ¥ K Y
36  LelcTEME Ka W pwdT
b: [MepemecTiTs B HaYano
MepemecTuTe BNEBO C D E

1 MepemecTuTe BNpago

2

3 [Nepemectuts B KOHeL,

= ¥panute 12 wabpaHHoro

5

b

7 MzGpanHoe

8 JoBaepnTe gelcTeMe

g

10 OUNETHTE

-
i

Pucynok 28 — KonrekctHoe mMeHio pasfiena 3opanHoe
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3.3.4.3 YnaaIuTs 3JIeMeHT

Yrobbl ymamuTh u3 pasfesia M30paHHOe MyHKT KOMaHIHOTO MeHIO, ILIeJIKHUTe 110 HeMy
IIPAaBOM KHOIIKOM MBIIIH U BBIIIOJIHUTE KOMaHy Y AaauTh u3 u3dbpanHoro (cM. Pucynok 28).

Yrobsl ymamuTh K3 pasfenia VI30paHHOe KHOIIKY IIaHeJIM WHCTPYMEHTOB, BBIIIOJIHUTE
CJIefy1olye qeuCTBUL:

1. [lenxHuUTe 1O HEHM MPaBOM KHOIKOW MBI B pa3zeiie M30paHHoe Wi B TOM pasjerie,

13 KOTOpPOTo OHa Obuta jobaBieHa (cM. Pucynok 29).

2. BrimonauTe KOMdHy KOHTEKCTHOI'O MEHIO YHaJII/ITI) Hu3 PIBﬁpaHHOI‘O.

ATAT = = = = Obuwi v
w e w i w ?‘3}' - [ — [ T oo oo

¥aanmTe w3 nzbpaHHoro
BLipaBHMBAHKWE pa

Pucynok 29 — Komanna Y xanuTh u3 n30paHHOro

3.3.4.4 OuncTuTh pasnen

YT00B! yIanuTh U3 pasziesa Vi30paHHoe Bce d/IeMeHTHI, IIeJIKHUTe 110 JIF0O0My MecTy paszena

IIPaBOM KHOIIKOM MBIIIM U BBIIIOJIHWTE KOMaH/ly KOHTeKCTHOTo MeHI0 OumcTuTh (cM. PricyHok 28).

3.3.5 CkpbITh HiIu 0T00pa3uTh pasnen «M3opanHoe»

[To ymonmuanuto pasnen M30panHoe oToOpakaeTcsl Ha MaHeJId UHCTPYMEHTOB.
YTOOBI CKPBITH pa3fies, BBIMOIHUTE OJTHO U3 CJIeIYIOIINUX AeUCTBUN:
— BuibepuTe nmyHKT koMaHIHOTO MeHI0 Bup > ITaHeIhb HHCTPYMEHTOB U B OTKPBIBIIIEMCS

nmoiMeHi0 cHUMUTe duiaxkok Vi3opannoe (cMm. Pucynok 30).

Bua O6wwmin goctyn Moanucka Cnpaeka

MacwTtab 4 o
Obwwmin v
R1C1

4 ™ N/ alal alal
MaHens WHCTPYMEHTOB ’ . CTaH,ﬂ,apTHaﬂ

- | DEPaBERWEaRWE"
KomnakTHas

CkpbITb NaHenb

F & ~/ Ha3BaHus pa3genos

v W3bpaHHoe

Pucynoxk 30 — KomangHoe mento Bug
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—  Ecnu pasgen HM3bpannoe mycT, HaBe[uTe KypCOp MBIIIM Ha KHONKy - J[o6aBUTHL 1

Ha)XMUTe * B ee [IpaBOM BepxHeM yTiy (cM. Pucynok 31).

®aiin  [lNpaeka Beraeka Qopmar  Tabavua JadHwie

LBy X v

+ Iy 5 v &
JobaenTs |E;] W (_J .:__3’

MsbpanHoe $ann MNpaeka

Pucynok 31 — Paznen 3opannoe
Yrobbl 0TOOpa3UTh pa3zielt, MOBTOPHO ycTaHoBUTe Guiakok 3dpaHHoe B KOMaHAHOM MEHIO.

dnaxok M30panHoe 3a0I0KUpPOBaH, eCJIU MaHelb UHCTPYMEHTOB CKpbITa.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MWy, 2013-2024 34



MonOdonc

3.4 Ilone muanazona

[Tone nuana3oHa npegHa3HAYEHO IS
— orobpaxenus afpeca (cMm. Pucynok 32 u pasnen 4.5.3) win umenu (cMm. PucyHok 33 u
paszen 4.5.9) BIIeIeHHOU STYelKK/Thara3oHa sueek;

—  CO3/1aHMS HOBBIX UMEH siUeeK/TMana3oHoB sueek (cM. pasgen 4.5.9.1.1).

D2:D5 v | fx =B2*
A B C D E F

1 |HanMeHOBaHHES Hﬂiaaaen.h{unmcrm CTOHMOCTE [‘.‘[uwm|crmmum co cmmtmﬁl
2 |Toeap A 20 5 100 0,1 80
3 |Toeap B 36 25 800 0,2 720
4 |Toeap C 48 20 960 0,1 864
5 |Toeap D 50 18 9[][]_ 0,1 810
6 2484
7

Pucynok 32 — Anipec 1uanasoHa siueex

CTOWMOCTB v | fx =B2*
A B C D E F

1  |HamMeHOBaHHE I_Iﬂia:me,q.hﬂonmmm CToHMOCTE [‘.‘[{Iwca|ﬂ'rmmom o cmwmiﬂ
2 |Toeap A 20 ) 100 0,1 a0
3 |Toeap B 36 25 800 0,2 720
4 |Toeap C 48 20 960 0,1 864
5 |Toeap D a0 18 9[][]_ 0,1 810
6 2484
[

Pucynok 33 — UMs nuana3oHa siueek
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3.5 Ctpoka ¢popmyr

B crpoke ¢opmyn orobpakaeTcs HWCTHHHOE COIEPXXUMOe BbIIeJIeHHOW — STYeMKHU.
Hanpumep, B suerike Al (cm. PucyHok 34) orobpakaercss uncio 1 u comepxuTcs 4ucio 1;
B siueiike A2 oToOpakaeTcss YUCI0 2 U copepkuTcs uucio 2 (cM. PucyHok 35PucyHok 34); B
sdeiike A3 oTobpaXkaeTcst YMCIIO 3, HO COJePXKUTCS (popMyJia, pe3yIbTaTOM BBIYMCIIEHUS] KOTOPOU

sIBIIsIeTCst 9uciio 3 (cM. PrucyHok 36).

A1 v | fx 1
A B C ) E
1 1
2 2
3 3
4

Pucynok 34 — Conepxumoe stueriku Al B cTpoke dopmyit

A2 v | fx 2

R
5 ]

Pucynok 35 — Copepxxumoe siueiiku A2 B cTpoke GopMyn

A3 v | fx =CYMM(AIL; A7)
A B C D E
1 1
2 2
3 3]
4

Pucynok 36 — Conep>xxumoe siueiiku A3 B cTpoke GopMyI
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3.6 Pabouas obsacrs

Pabouast obnacte (cMm. Pucynok 37) npexncraBisier cobod akTUBHYHO 00J1acTh JIMCTa, B
mpefieflax KOTOPOM BBIMIOJIHSIOTCS JEMCTBUS Toyib3oBaresisi. [Ipy HeoOXOJUMOCTA TpaHUITBI

paboueii 06;1aCTH MOKHO PacIIMpUTh (CM. paszen 4.3.1).

Al v fx

(== - Y R VIR R

Ok~ B (W (N =S|

ra
(=]

P B3| PP
B wn =
£

Pucynok 37 — Pabouas obiactb
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3.7 boxoBag nmaneian

BokoBasi maHesib COJEpPKUT cllefytone KHONKY (cM. PrucyHok 38):

Cv
CX

©)

Pucynok 38 — bokoBas nanemnb

— () (ITomck m 3amMeHa) — OTKPHITh IAHENb NOUCKA U 3aMEHbI [JAHHBIX B JOKYMEHTe
(c™m. paznen 4.4.11).

— % (BcraBka QyHKIHM) — OTKPBIT TaHeNb GYHKIHIA (CM. paszien 4.5.6).

- (CBogHasi TabiHIla) — OTKPHITH MaHEb HACTPOEK CBOMHOM TaOMUIBI (CM. pasjien
4.7). Knorika oTo6pakaeTcsi, eCiv B IOKyMeHTe BblfieJIeH 3JIEeMeHT CBOAHOM TaOITHUIIBL.

- ® (MakpokoMaHbl) — OTKPBHITh MaHeJb pabOThl C MAaKpPOKOMaHJaMU (CM. pasjen
4.13.1). Kuomka otoOpaxaercs, eciud B JOKyMeHT [o0aBiieHa XOTs ObI OJfHa

MdKPOKOMaH/Id.

— 0 (Jucneryep UMeH) — OTKPBITH AUCIieTdep UMeH (cM. paszen 4.5.9).

- (YmHuas Tabumna) — OTKPBITH MaHeIb HACTPOMKY BHEITHEro BHUIAa YMHOM TabOIMIIbI
(cM. pazmen 4.5.11.7). Kuomka oTobGpakaeTcsi, eCi B JOKYMeHTe BBIJeJIeH 3JIeMeHT

((YMHOﬁ)) TaﬁJII/IHI)I WU «KyMHas» T86JII/IHa IeJIMKOM.
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Cw o
— Cx (Bce mpoBepKHu) — OTKPBITH 1aHeNIb PabOTHI C ssYelKaMu, CO/lepXKallluMH IIPOBEPKY

TNaHHBIX (CM. pasnen 4.4.4).

- E‘ (BoccraHnoBieHHble ¢GaiyIbl) — OTKPBITh MaHeIb PAOOThI C pe3epBHBIMHU KOIUSIMU
nokymeHTOB (cM. pasmen 4.1.12). KHomka oToOpajkaercs, eciid ecThb XOTs Obl OJHa
HeCOXpaHeHHasl KOMusl.

e (YopaBiieHue 3amuToON) — OTKDPBITh IAHEeJb YIPaBJIeHUs 3allIUTON COAEpP>KHUMOI0
nokymenTa (cM. pazzen 4.14.1).

L
[ ame
— =/ (ObparHas CBfi3b) — OTIIPABUTb OT3BIB O MPUJIOKEHHUH.
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3.8 Briragku jiMcroB

Bknanku mucroB (cm. Pucynok 39 u paspen 4.2) npenHazHadeHbI Ui IlepeMeleHUsl 110

JINCTaM BﬂeKTpOHHOﬁ Ta6JII/IIII)I .

26
27
28
29

Nuctl Nuct2 m +

Pucynok 39 — Bxiaiku nvcToB
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3.9 Ctpoxka cocrossHHS

B cTpoxke cocTosiHus cofepkaTcs cilefyoliye JaHHble U HHCTPYMEHTHI:
— 3HAYOK BBIOpaHHOTO pexkruma nepecueta popmyi (cM. Pucynok 40 u pasnen 4.5.4);
— 3HAYeHWs aBTOMATHYeCKH IOCUYHUThIBaeMbIX GpyHKIMI (CM. paszen 4.5.2);

— UWHCTPYMEHTHI /I U3MeHeHHs MacITaba TeKyIero jucTa (cM. pasuen 4.2.6).

| @ ABTOMaTHYECKK C¥MM 0 CP3HAY 0 MWH 0 MAKC O CHET3 0 m = & + 100%

~

Pucynok 40 — CTpoka cocTosTHUS
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3.10 OxHo OBICTPBIX IEHCTBHIA

OxHo ObICTpBIX HeiicTBUi (cM. PrcyHOk 42) mpeaHasHauyeHO [jisi OBICTPOTO BBIIIOIHEHHS
KOMaH/l, KOTOpbIe COo/lep)kaTcsl B KOMaHHOM MeHI0 (CM. paszein 3.2).
YT0OBI OTKPBITH JAHHOE OKHO, BBIIIOJIHUTE OJJHO U3 CJIelyIOIIMX JeMCTBUI:

— Bribepute nyHKT KoMaHAHOTO MeHIO CripaBKa > BeicTprhle neficTBust (cM. PucyHok 41).

Cnpaeka

Cnpaeka F1
BbicTpble gelicTenA Ctrl+/

MpoBepuTb Hanuume 06HOBAEHUIA...

O nporpamme...

Pucynok 41 — IlyHkT kOMaHIHOTO MeHIO BhICTpBIe feficTBUsA

— Haxmure coueranue kiaBuin Ctrl+/ npu pabore B OC Windows win coderaHue

kiaBui $Cmd+/ mpu pabote B macOS.

Mouck gencrems... ‘

Cozpnatb Ctrl+N I
Co3aatb No wabnoHy...

OTKpbITE... Ctrl+0O
CoxpaHuTb Ctrl+5S
CoxpaHWTb Kak... F12

H aCTpOI‘;I KW aBTOBOCCTAHOBNEHWNA

JKCNopT...
BeicTpas neuatsb
MapameTpbl CTpaHWLbl M NeYaTb Ctrl+P

3akpbITh

Pucynok 42 — OxHO OBICTPBIX JIEHCTBUM
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J1st BBIOOpa KOMaH/IbI U3 CITMCKA BOCIIOJIb3YUTECh OJTHAM U3 CJIeYIOITUX CIIOCOOOB:

— IlpokpyTuTe CIHCOK A0 HY>XHOM KOMaH/Ibl C TIOMOIIbIO KOJIECUKA MBIIIU WU MIPaBOMN
BEepPTHKAJIbHOW MOJIOCHI MPOKPYTKHU. [loaTBepauTe BbIOOpP KOMAH[IbI IIETYKOM MBIIIN
WIM HakKaTheM KiaBuiny Enter.

— Haunure BBOAWTH Ha3BaHWE KOMaHJbI B CTPOKYy mowucka. Korma TpeGyemast koMaHpa
0TOOpasuTCs B pe3yJibTaTax ITOMCKA, BHIOEPUTE ee C IOMOIIbIO MBIIIH WX KJIaBHUII
KJIaBHUATYPHI:

— H_IEJIKHI/ITE I10 CTPOKEe KOMdH/IbI JIEBOM KHOIIKOH MBIIIIH.

— DBrimenure CTpOKy KOMaH[IBI C IIOMOLIBIO KJIABUII KJIABUATYphl | U T U HaXXMUTe

kiaBuily Enter.

OKHO OBICTPBIX JEHMCTBUI aBTOMATHUYeCKH 3aKpbIBAeTCs IIPY BHIIIOJITHEHUU KOMaH[Ibl. UTOObI
3aKpbITh OKHO 0e3 BpIOOpa KOMaH/bI, IIeJIKHUTe 110 JII000My MecTy 3a IpefejlaMi JaHHOT'O OKHA

WJIN HA’)KMUTE KJIaBUIITY Esc Ha KJIdBUATYype.
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3.11 SAA3bIk npuIOKEeHUA

Aspik  npunoxenuss «MoiOduc Tabmuuma» 1O yMOIYaHUIO OIpefeNisieTcsl SI3bIKOM

OHepaHHOHHOﬁ CHUCTEeMBI. HpI/I HEOGXO)II/IMOCTI/I ero MO>XHO U3MEHUTb BPYYHYIO.

[Ipu cmene sa3bika mpuioxenus «MoOduc Tabmuia» COOTBETCTBYIOIIMM — SI3BIK
aBTOMAaTHU4YeCcKu BbIOWMpaeTcs: i npuiokeHnit «MouOduc Tekct» u «MouOduc

[IpesenTanusy».

YToOBI M3MEHUTD S3bIK IIPUIIOXKEHNS], BBIIOJHUTE CIIe/lyIoIlye 1eHCTBUSL:
1. Bpibepure nyHKT KoMaHAHOrO MeHI0 MWHcTpymMeHThI > WM3MeHHTH A3BIK

(cMm. PucyHok 43).

WMHcTpymenter  Bug OBwwi go

Mpaeocnucanue r

HacTpaveaeme i choBaps
M3MeHNTE A3BIK...

Makpokomanas r

Pucynok 43 — KomangHoe meHio MHCTpyMeHTHI

2. B oxHe, mpefcTaBieHHOM Ha pHUCyHKe 44, BbiOepuTe M3 BBINAJIAIONIEr0 CIHCKA

TpeOyeMbll 13bIK IPWIOXKeHUs! U HaxkmuTe KHONIKY OK.

CmeHa A3biKa >

BriGepute A3pik:

Aapik ccrembl (Pycckiid) w

Ok OtmeHa

Pucynok 44 — OkHO BBIOODA SI3bIKa
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3. B okHe, mIpe/icTaBJIeHHOM Ha pUCYHKe 45, HaxkmuTe KHOIIKy OK.

CrMeHa A3BIKA

l13meHeHne BCTYNWT B CHUNY
nocne nepezanycka NpUIocxKeHWA

PI/ICYHOK 45 — yBe,[[OMJ'IeHI/Ie (6} HEO6XOI[I/IMOCTI/I Iepe3alryCkad IpHujIo>KeHus

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

JTAaHHBIM MOMeHT B ipuitoskeHnH « MonOduc Tabauia», U OTKpOUTe UX CHOBA.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' MWy, 2013-2024

45



MonOdonc
4 PABOTA B TABJINYHOM PEJJAKTOPE
4.1 TeiictBus C ¢paitnamu

4.1.1 Co3gatsb daiin

4.1.1.1 C momomsio IlpoBogunka Windows

Yto6n1 ObIcTpO co3naTh darn B [IpoBogurke Windows, BEITTOTHUTE CIIeIyIOITHe JeHCTBHUS:

1. OTkpo#Te KOHTEKCTHOe MeHIO HIeTYKOM MPaBOW KHOIKU MBI 10 ITyCTOW 06/IacTh U
BhInosiHuTe koMaHay Cosmars > [ Tabmumna MoiOduc.

2. VYkaxure HaszBaHue daina. [lo ymomyanuio daitry mpucBavBaercss umsi Tabsiuma
MoiiOduc.

3. Yrobbl COXpaHWUTb Ha3BaHUWe, IIEJIKHUTE 3a ero IpefiejlaMU WM HaXMUTe KJIABUIIY

Enter Ha kiaBuaType.

4.1.1.2 IIpu BXoje B IPIJIOKeHHE

[Tpu Bxone B mpuiioxkenre «MoitOduc Tabnuiia» HOBBIHM ¢ailyl co31aeTcs aBTOMAaTUYeCKH.

4.1.1.3 Bo Bpems pab0ThI B IPHJIOKEHHH

Yrob6bl co3paTh HOBBIM (ailll BO BpeMs pabOThl B INPWIOXKEHWH, BBIIIOJIHUTE OJHO W3
CIIeIVIOIUX JeUCTBUIA:
— Bribepute nmyHkT koMaHHOTO MeHIO Paiin > Co3gars (cM. PucyHok 46).

— Haxmurte coueranue xinasuml Ctrl+N / £Cmd+N.

©aikn  [paeka Bcraeka Qopmar  TaBawua  Ja
[%  Cosaate Ctrl=M

CozaaTe no wabnoHy...

[ OTkpoiTb... Ctrl+0

Pucynok 46 — Ilyukt komanaHoro mexio Co3gatb
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4.1.2 Co3gathb mabsoH ¢aiina

[ITabsoH ¢aiyia IOJHOCTBIO MOBTOpsieT UCXOAHBIM ¢ain. [[labnoH yno0HO KCII0/Ib30BaTh
1pu pabote ¢ ¢paiiiamMu, y KOTOPbIX eCTh HabOp MOBTOPSIIOIIMXCSI 3JIeMEHTOB.

YtoObI co3pmath mabiioH daiisia, BBIMOIHUTE CIeIyIolIie JeHCTBHUS:

1. OrtkporiTe daii, MA6IOH KOTOPOro He06X0IUMO Co3AaTh (CM. pasfen 4.1.4).

2. BeibepuTe mMyHKT KOMaHIHOTO MeHI0 Paitn > CoxpaHHuTh 11a0JI0H (CM. PucyHok 47).

3. B oxnHe daitioBoro MeHepkepa BblOepyTe MaIKy [Jii COXpaHEeHUs 1Ia0JI0HA, YKaXXUTe

rMs ¢daisa U HaxMuTe KHOIIKY COXpaHHUTh.

®aiin  lNpaBka BcraBka ®opmar Tabavua /g

[y Cozpams Ctrl+N

Co3gatb no wabnoHy...

[ OtkpbiTb... Ctrl+O
HepaBHwWe 4 0KyMEHTHI 4

) CoxpauwThb Ctrl +S
CoxpaHuThb Kak... F12
ABTOBOCCTaHOBNEHUE 4
3KCNopT...

CoxpaHuTb WabnoH...
(=) Mapametpsl CTpaHWLUpl M NeyaTth Ctrl +P

3akpbITh

Pucynok 47 — Komannnoe menro dPaiin

4.1.3 Co3gats ¢aiin u3 madioHa

Hns co3manust ¢aiiyla U3 TMOATOTOBJIEHHOTO I1abJOHA BOCHOJIb3yHTeCh OJIHUM U3
CJIeJTYIONIHX CIIOCOOOB:
1. JIBaXknpl IMIeJIKHUTE TI0 HeOOXOAMMOMY 11abJIOHY B (HaiiJIoBOM MeHe/Kepe.
2. Bribepure myHKT koMaHAHOTO MeHI0 Paitn > Co3naTh mo mabdnony (cM. PucyHok 47).
B otkpeiBiieMcs okHe ¢ailyioBoro MeHekepa BbiOepuTe 11abJI0H, HA OCHOBE KOTOPOTO

TpebyeTcs co3ath ¢aiisi, U HAXKMHUTE KHOTIKY OTKPBITh.

OTkpoeTcst HOBBIM JOKYMeHT, TOTOBBIY K PeJJakTUPOBAHHUIO.
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4.1.4 OTkpBITH daiin

YToObI OTKPHITH (aiisl, BOCIOIb3YHTECh OOHUM U3 CIIeAYIOLIUX CIIOCOOOB:

JIBaxk/ib! 1ienKHUTe 110 daiily JIeBOM KHOIIKOM MBIIIIH.

[Tpu pabote B macOS oTkpo#Te CTapTOBYIO CTpaHUITY (CM. paszen 2.2.2) ¥ BBHIIIOJTHUTE

CJlefyouye qerCTBUL:

1. Ilenknaure o crpoke OTKPBITH Paii.

2. B oxne ¢aiinoBoro MeHemxepa BblbepuTe TpeOyeMbldi (paiiyl U HaXKMUTE KHOIIKY
OTKpBITS.

OTkpoiite npusnoxxenre « MorOduc Tabnuia» v BEIIOIHUTE ClleyIolue TeUCTBUS:

1. Beibepure myHKT KOMaHOHOTO MeHI0 Paiyn > OTKpbeITH (cM. PucyHok 47) wmm

"Haxmure covyeranue kiasuil Ctrl+0O / 3Cmd+O.

2. B okHe ¢aiioBoro MeHemxepa BblbepuTe TpeOyeMbld (aill U HaXXMHUTe KHOIIKY

OTKpBITE.

Otxporite npunoxenue « MoitOduc Tabnuna» 1 neperamyre JOKYMeHT WIH €ro SIPJIbIK
M3 OKHa ¢ailyloBoro MeHe[pkepa OIEPAal[MOHHOW CUCTeMbl B OTKPBITOE OKHO
npusioxeHus. [leperackuBaHreM B OKHO NPHJIOXKEHHUSI MOXHO OTKPBITh 70 32 ¢aiiioB

OIHOBPEMEHHO.

HOKYMQHT OTKPBIBAETCA Ha JIMCTe, Hd KOTOpPOM OBbIO BBIIOJIHEHO rnocienHee 1iepef

3aKpbITHEM COXpPdHeHHe JIdHHBIX. Ecmu sToT nMcT OBII IIepeMMeHOBdH W/IM Y[dJIeH B JpyTromM

MpUI0XXeHWH, TO JOKYMEHT OTKPbIBAETCs Hd [1epBOM JIUCTeE.

4.1.4.1 ®aiin B popmare XLS

Pab6ota c ¢aitnamu B popmare XLS He nogaepkrBaercs Ha macOS.

[Tpu otkpbiTiM ¢aiina B popmate XLS nmpoucxomuT ero aBTomMarryeckasi KOHBepTaIUs B

¢dopmar XLSX (cm. PucyHok 48).
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daiin  Mpaeka Bcraeka @Popmar Tabavua Jdaddbie  WMHcTpymentel  Bua  O6wwi goctyn Moanwucka Crnpaeka

+ By X As == 13 B B O

[o6aeuTb S v . . 4o v(o/' v o . . ase cos
MN3bpaHHoe ®aiin Mpaeka LW pupt BbipaBHMBaHNe YucnoBoi... Aueiiku AaHHble Bcraeka ~
(1) OokymeHT Bbin aBTOMaTMUECKU NpeobpasosaH B 6onee HoBLIA hopmaT OK
Al v 2 v fx
A B C D E F G H J B

Pucynok 48 — JlokymeHT mpeo6pa3oBaH

Yrtobbl coxpanuTh daiii B popmare XLSX, BeioHUTE NeiCTBYS, ONMCAaHHbIe B paszese 4.1.8.

4.1.4.2 ®aiin B popmare XLSB

F .
' | Pabora c daitamu B popmare XLSB He moanepkuBaercst Ha macOS.

=

|I :
N\,

N =

e

[Tpu otkpeiTun ¢aiina B ¢popmare XLSB oTkpeiBaeTcs komus 3Toro ¢aitia B JpyroMm

¢dopmare (cm. PucyHok 49).

®ainn  Mpaeka Bcraska @Popmatr Tabavua Javvbie  WHctpymentsl  Bug  OBwwin goctyn  Moanucka Cnpaeka

+ v X A B O B OB B
JNobaeuTb 1_5) v sse sa0 sos soe sae soe ss0 sa0
Ms6paHHoe Daiin Mpaexa WpneT BolpaBHWE... YncnoBoW.. fAueikn fdaHHble YmHas 1ab...| Bcraska ~
Konus AOKyMeHTa 6blNa OTKPLITA W npeol")paaoiaaHa B Zpyroi dpopmar. Ytobel coxpaHuT KHUMY B UcxogHom dopmate XLSB, Sescpime
WCNO/b3YWTE KOMaHAY «3KCMOPT» B MeHHo «Paiins.
A1l v 2 v fx a

A B @ D E F G H
|

Pucynok 49 — Konus daiina

Yrobsl coxpanuth konmio ¢aitia B ¢opmare XLSX, ODS wm XODS, Bbmonnaure

JIeNCTBUS, ONTMCaHHbBIe B pa3jere 4.1.8.

YtoObl coXpaHuTh Komuio ¢daityia B popmare XLSB, BbilosiHUTE NENCTBUs, ONKUCAHHBIE B

pasgesnie 4.1.11. Ilpu 3kcropTe MOXHO 3aMeHUTh JAHHOM komrued daiia opuruHambHbii XLSB-

dari.
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4.1.4.3 Paiin npenHasHavYeH TOJIBKO IS YTeHHS

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

JIaHHBIN daJI OTKPBIBAETCS B peXKMMe MPOCMOTPa;

Ha TIaHeJIM UHCTPYMEHTOB OTOOpakaeTcsl yBemomiieHHe: «JloOKyMeHT JOCTYIIeH TOJIBbKO
11t uteHus» (cMm. Pucynok 50).

@aiiy1 OTKPHIBAETCSI B peXXuMe pelaKTUPOBaHUs, ecyid paboTa C HUM OCYIIeCTBIISIeTCS 110

nporokoiry WebDAV, unu on nmeert pacimpenue .xIsb.

B pexuMe IMpoCMOTpPa He JOITyCKAeTCd BHOCUTL M3MEHEHHd B JOKYMEHT U U3MEeHAIAThb ero
(bOpMaTI/IpOBaHI/Ie. HpI/I HeO6XO)II/IMOCTI/I MOXHO CO30aTb PpeddaKTHpyeMylo KOIIMIO JdaHHOI'O

JOKyMEHTad. HJISI 3TOI'0 Ha IIdaHeJIM MHCTPYMEHTOB Ha>XMUTEe KHOIIKY PeJIaKTI/IPOBaTI: KOIIHIO.

®ann [lpaeka Bcraska @opmar Tabmvua  faduble  WHctpymentol  Bug  OBwwmid goctym  Mognucka  Crnpaeka

S v [OKYMEHT AOCTYNeH TONLKO ANA UTeHWA | PegaktMpoBath KOMuio |
Al v 2 fx
A B C D E F G H
A
1 Fx
2

Pucynok 50 — KHonka PegakTupoBaTh KOIUio

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

BBITIOJTHUTE JIeHCTBUS, OMMCaHHbIe B paszere 4.1.10.

4.1.4.4 daiin ucnonb3yeTcsa APYrUM MPHIOKeHHeM

Ecnu daiin oTKpeIT Ha peJakTUpPOBaHue B IPYTOM IIPHIOXKeHUH, TO:

JIaHHBIN Ayl OTKPBIBAETCS B peXKrMMe MPOCMOTPa;

Ha IIaHeJIM UTHCTPYMEHTOB 0To6pa>1<aeTc;{ yBenomiienrue O TOM, 94TO JOKYMEHT OTKPBIT B

npyrom npwioxkeHuu (cMm. Pucynok 51).

®aiin  Mpaeka Bcraeka ®opmar  Tabauya Jawksie  Wnctpymentsi  Bug  O6uwwii goctyn  [Mognncka  Cnpaexa
=

ﬂ,oxymem HefoCTyneH Ans MBMQHQHW;", Tak Kak UCNoNb3yeTca APYrimM NpuaoXKeHem nan nojbsosarenem

A6 v 2 fx

MposepuTb AOCTYNHOCTL Pegakriposath KONMo

C D E F G H
4

Pucynok 51 — @aiin ucnonb3yeTcs JpyruM MpUiiokKeHuemM
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a1 OTKPBHIBAETCSI B peXXMMe pelaKTHPOBaHHS, ecjidi OH MMeeT pacIivpeHue .XIsb wmu

OTKPBIT B IPyTOM TIPUJIOKEHUH, HO 3TUM IpUIoXKeHHeM He co3faH lock-daitn. Hanpumep:

B peXxuMe pefakTUPOBaHUsl OTKpoeTcst $aiy, 3arpyKeHHbI U3 UHTepHeTa M OTKPBITHIM B

Microsoft Excel B pexxume 3amiuiieHHOro MpoCMOTpa.

B pexuMme MpoCMOTpPa He JOITyCKdeTCd BHOCUTb M3MEHEHHd B JOKYMEHT U M3MEHATb ero

¢popmaTtupoBaHue.

Bcraeka

YT0O6BI PedaKTUPOBATb JOKYMEHT, BBIIIOJIHHUTE OJHO U3 CIIeAyIOoInX JIerCTBUM:

3aBepiUTe paboTy C [IOKyMEHTOM B JPyroM IIpPWJIOXKEHUM. 3aTeM B IPUIOXKeHHU
«MonOduc Tabmura» Ha MaHenM HHCTPYMEHTOB HaxmuTe KHOINKYy IIpoBeputh
HOCTYNHOCThb. Ecnu pabora ¢ JOKyMEHTOM B IpPyroM IPWIOXKeHWH He 3aBepllieHa,
oroOpasuTcs BCIUIbIBalOIlee cooOIleHHe «J/JOKyMeHT Bce ellle HCIOJIb3YeTCs»
(cMm. Pucynok 52). Ecim paborta 3aBepiiieHa, [OKyMeHT IiepeijieT B PeXUM

penakTUPOBAaHUSI.

Gopmar  Tabavua [laHuble  WHcTpymenTsl  Bua  O6wumia goctyn  Mognucka  Cnpaeka

ﬂ.OKyMEHT HEAOCTYNeH Ana M}MEHEHWFI, TaK Kak UCNonb3yerca 4pyriM npuaoXeHuem uav nonb3osatenem I'Ipoaepmb AOCTYNHOCTL Pe,an

Hexe
bHUK

fx

B C D E F G H J K

JansTocrs
PaBouumii JlOKYMEHT BCe elle NCNoNb3yeTcs

Pabouuii

Pabouuii

Pucynok 52 — BcruibiBatolnee coo01iieHve

CosnaiiTe pefaKTUPyeMy0 KOIUIO AokymeHTa. [[jis atoro B mpuioxenun «MoitOduc
Tabnuia» Ha aHesI MHCTPYMEHTOB HakMUTe KHOIIKY PemakTupoBaTh komuio. Konus
JIOKyMeHTa OTKPOeTCS B HOBOM OKHe IpwioXeHUs. UTOObI COXpaHUTb KOIIHIO,

BBHITIOJTHUTE JIeNCTBUS, OMMcaHHble B pa3nere 4.1.10.
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4.1.4.5 Paiiy1 OTKPHIT APYTHM I0JIB30BaTEIeM

[Ipu monbITKe OTKPHITH JIOKAIbHBIM JOKYMEHT, OTKPBITHIM APYTUM I0JIb30BaTeleM Ha 3TOM
’Ke KOMIIbIOTepe, Ha 3KpaHe OToOpaxkaeTcss AMajoroBoe OkKHO (cM. PucyHok 53), B kKoTOpoMm
COZIePXKHUTCS:
— MHWudopmanmst o mnonb3oBaresie, KOTOPBIM B HacTosimiee BpeMsl paboTaeT C 3TUM
TOKyMEHTOM.
— Kuomnka OTKpBITh KOIHIO /17151 CO3[JaHUsI peJJaKTUPyeMOM KOITUH JOKYMeHTa.

— Kuomnka BHKPBITI: IJIs1 3dBeplieHus pa60Tm C JOKYMEHTOM.

daitn B popmare XL.SB oTKphIBaeTcs B pexkxvMe pelaKTHPOBAHUSL.

OTepeITE haiin =

o HTobbl He NOTEpPATE M3IMEHEHMWA
ApYroro Nonb3oBartens,
peKoMEeHAYeTCA OTKPbITb KOMUKD
dhaina.

NHdopmMauua o nonb3oBaTene:

EneHa CMUpHOBa, Havyano
pabotbl: DESKTOP-LSMEQKK,
14.05.2024 20:38:30

OTKpbITE KONWHD 3aKpuITh

Pucynok 53 — /lnanoroBoe okHO
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4.1.5 KouBepTHpoBaTh Qaiin

C mnomomrpio npuwioxenns «MonOduc Tabmuna» MOXHO INpeACTaBUTh U COXPaHUTH B

TabIMYHOM BUJle IaHHbIe U3 TeKCTOBbIX ¢aiios B popmarax CSV, SCSV, TSV, TAB, TXT.

J17151 3TOTO BBITTOTHUTE CJIeYIOITHe TeUCTBHUS:

1. Orkpotite daitr (cM. pasgen 4.1.4).

2. B okae KouBepramus (cM. PucyHok 54) yKaxkuTe Ciie[lyIoIIye apaMeTphbl:

Habop cuMB010B — KOIMPOBKA TEKCTA.

Paspenurenu — cuMBOJIBI, pasfensoniye 3HaueHus. Kax/ioe 3HaueHNe 110MeIaeTcst
B OTZeNbHYIO sideliky. Hampumep, ecinu B kadecTBe pasfieyiuTesisi BbIOpAaH CHMBOJI
«3», TO 3Ha4eHus u3 crpoku tuna 1;1;1 nmomemarorcs B Tpu g4eriku. Paspenurens
MO>XXHO BBIOpaTh M3 CIMCKa UKCHPOBAHHBIX 3HAYEHWW WJIM yKa3aTb BPYYHYIO B

nosie {pyroii. [Ipyu Heo6x0IMMOCTH MOXKHO BbIOpPATh HECKOJIBKO Pa3fiesiuTesiel.

B nosne JIpyro#t MOXHO yKa3aTh TOJIbKO OJJUH CHMBOJL.

OrpaHuunTeNIb CTPOK — CUMBOJI, B KOTOPBIM 3aKJ/IIOYAIOTCS OTJeJIbHble 3HAaYeHUsl.
Ecnu 3HaueHue oOpamileHO OrpaHUYUTENISIMHM, TO OHO IIOMeIaeTcs B OTAeIbHYIO
s4eliKy Jlake B TOM Cjly4yae, eClId COJIepPXXUT pasfenvTenb. Hampumep, ecnu B
KauecTBe pas/ie/IuTesis yKa3aHa 3alsTas, a B KaueCTBe OTPaHUYUTeNss — JIBOMHbBbIE
KaBBbIYKH, TO ipobHOe uuciio "3,14" nomeriaercs B OTIENbHYIO SYEHKY.

BBIpOBHATH 10 IIHPHHE COAEPIKMMOro — eciii GIIaXKOK YCTaHOBJIeH, TO IIMpPUHA
Ka)XX/I0T0 CTOJIOIa aBTOMAaTUYeCKH NoJi0UpaeTcsl 110 COIepXXUMOMY sSTYeKH, KOTopast

COZIepXKHUT HauOOJIbIIIee KOJIUIeCTBO JaHHBIX.
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KoHsepTtauwmsa - [MoiAOduc.csv]

Habop cumBonos:

OI'Ipe,EI,EJ'II/ITb AdBTOMATUHECKHU v

Pazpenntenn:

3Hak Tabynaumm
3anaTas

TOYKa C 3anAToM
npoben

BEPTUKAJIbHAA 4YepTa
Apyroi

OrpaHununTens CTPOK:

BbIPOBHATBL MO LUMPUHE
COAEPXKMMOTO

OTmeHa

Pucynok 54 — OxHO HaCcTpoeKk KOHBepTaluu

3. Haxwmwure kHOnky OK.

TexkcroBrle JaHHbIe, KOTOpbIe COHOEp>XaTCsa B cbafme, OTO6p339[TC$I B JOKYMeHTe B

TabJIMYHOM BUIIE.

[Ipu mnepexome K OTOOpaXKeHWIO MAHHBIX IPeOCTaBJIsIeTCsl IOBTOPHAsE BO3MOXKHOCTH

HACTPOUTH aBTOMOA00P MHUPHHEI cToNOIOB. Eciu B okHe KonBepranmus (cMm. PucyHok 54) He 6but

YCTaHOBJIEH COOTBETCTBYI-OH_[I/Iﬁ Cl)JIa)KOK, TO Ha 3KpdHE IIOABJIIETCA BCILIbIBAIOIIlee COO6H.[€HI/Ie C

TEeKCTOM: « BBIpOBHSTH 110 MIMPUHe cofiepXkUMOoro?» (cM. PucyHok 55).
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ames v 12 |~ AT AT = = = = OB uwmii v v EH W I =
K 4T - L&vEvy Lvhvo P % @ % He B [
BripasHuBatme Yncnoson dopmat Auerkm
F G H | ] K L M M 0} P

BLipoBHATE NO WHPKHHE COAEmKRMMOroT

Pucynok 55 — BcruibiBaroniee coo01mieHre

Jliis aBTOmOA0Opa IMIMPUHBI CTOJIOLIOB HAXXMHUTe KHONKY BBIDOBHATBH, Ui COXpaHeHUs
IIUPYHBI CTOJIOIOB 110 YMOJIYaHUIO — KHOIIKY OTMeHa.
JlokyMeHT ¢ TaOJIMYHBIMU JAHHBIMH MOXHO coxpaHuThb B ¢popmare XLSX, XODS, ODS

WJIA SKCTIIOPTUPOBATh B Tpebyembiii popmar (cM. pazzen 4.1.11).

4.1.6 OTKpPBITH HeTaBHHE JOKYMEHTBI

B npunoxennn «MorOduc Tabmuia» coxpaHsieTcsi CIIMCOK JJOKyMEeHTOB, C KOTOPBbIMHU

I10JIb30BAdTeJIb pa60TaJ1 B I10CJieqHee BpeMms.

YTOoOB! OTKPBITH (Paiisl U3 CIMCKA, BBIIIOJIHWATE ClIeAyIolre 1efCTBUS:
1. BriGepute myHKT koMaH/iHOTO MeHI0 Paiin > HemaBHue nokymeHTHI (cM. PrcyHok 56).

2. B oTtoOpa3suBiieMcs IoJMeHI0 BbibepuTe TpeOyeMblil paril.

daiin  lNpaeka Bcraeka @opmar Tabavua [aHHele  WHcTpymentel  Bug 06

[0 Coagam Ctrl+N A XO Thames || | 12
Co3zatb no wabnoHy...
X K Y
= Ortkpbith... ¢d+0 | B
HepaBHue goKyMeHTbI » E [yBavkarel xlsx
. Ed xLs.xls
&) Coxpanutb Ctrl+S
Tonbko AnA uteHus.xods
CoxpaHuTh Kak... F12 e i
i) O6bIuHbIA.XIsb
ABTOBOCCTAHOB/NEHNE b
EJ Hosas rabamua 1.xlsx
kcnopr... Ed Table with sales.xlsx
CoxpaHuTk WabnoH... Ed Hosas rabnmua 2.xIsx
=) MapameTpbl CTpaHWUbl U Nevarb Ctrl+P OUMCTHTB

3aKpbiTh

A

Pucynok 56 — KomangHoe mento ®aiin
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Ecnu crivcok HeflaBHUX GalyIoB MOTEPST aKTyalbHOCTh, yainuTe ero. s aToro Beibepure

ITyHKT KOMaHJHOTo MeHI0O Paiin > HemaBHue qokymMeHTHI > OuHucTHTH (cM. PrcyHOK 56).

4.1.7 OTKpBITH $aiii B APyroM NpUI0KEeHUH

Pepaktupyemblii ¢paiiin MOXXHO OTKPBITh B APYTOM IIPWIOXKEHUU HAIIPSIMYIO U3 IPUIOXKEeHUS
«MonOduc Tabmuna». Bpibop npwioxeHus [ JanbHelied pabOTbl OCYIIECTBISIETCS C

MIOMOIIIbIO ITyHKTa KOMaHHOTO MeHI0 ®aii > OTKPBITH B... (cM. PucyHok 57).

Hacrpotika oTobpakeHUst JaHHOTO ITyHKTa MeHIO HeJIOCTyIIHa Ipy pabote B macOS.

®ainn  MMpaeka Bcraeka Qopmar Tabavua  [aHHele  VIHCTpYMeHTBI

[% Coznars Ctrl+N é XO Thames
Co3patb No WwabnoHy...

X K
[ OrtkpbiTh... Ctrl+0 o
OTKpLITh B... 4 LibreOffice Calc
HepaeHue goKkyMeHTbI 4 Excel
o D E
) Coxpanute Ctrl+S
CoxpaHwWTh Kak... F12
ABTOBOCCTaHOBAEHWE 4
3kcnopr...

CoxpaHWTb wabnoH...

=) MapameTpsl CTPaHWUBI M NeYathb Ctrl+P

3aKpbITb

Pucynok 57 — KomangHoe mento ®aiin

CrnrcoK OOCTYNHBIX HPUIOXKEHWH CO3/1aeTcsl BPyYHYIO C IIOMOIbI0 ¢aiia KOHPUrypanuu
OpenWithList.ini (mogpo6uee cM. B pokyMmeHTe «MoiOduc CranmapTHbiid. JloMaiiHss Bepcus.
PykoBOACTBO MO yCTaHOBKEY).

Komanpa OTKpBITH B... He 0TOOpaXkaeTcsl, eCl KOHPUIypaLMOHHbIN (aiil He CO/IepXKUT
JTAHHBIX WIK COJIeP>KUT HeKOppeKTHbIe JaHHbIe.

[Ipu Bbimosnuenun koMaHjbl Pain > OTKPHITH B... $ailyl 3aKpbIBaeTCs B MPUIOXKEHUH
«MoiiOduc Tabnuma» M OTKpPbIBaeTCS B YKa3aHHOM NPWIOXKeHWH. EciM Ha MOMEHT 3aKkphITHs
daiila B HeM OCTaJIMCh HecOXpaHeHHble u3MeHeHMs], npuioxeHue «MoiOduc Tabnuiar»

npeajiaraeT COXpaHUTb HX.
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4.1.8 OTnpaButs Qaiin mo moure

Komanzga OTnpaBuTh 1o mourte HefJOCTYyIHA IIpU paboTe B macOS.

[Ipu paboTe B NMpUIOXKEHHWHW PelaKTUPYeMbIH ¢aill MOXHO OTIPABUTh 1O 3JIEKTPOHHOH
nmoure. Paiy OTMpaBIISIETCS C TOMOINBIO TIOYTOBOTO KjMeHTa, ykazaHHOro B OC B kaudecTBe
MIPOTPaMMBI 110 YMOJTYaHUIO.

YToObI OTIIPABUTH (AT IO JIEKTPOHHOM TOYTe, BBHITIOIHUTE CIIeAYIOIe IeHCTBUS:

1. Boibepure nyHKT KOMaHgHOro MeHI0 OOmmui moctyn > OTHpaBHTH IO IOYTe

(cm. PucyHok 58).

Obwwmin goctyn  Nognucka

OTnpaeuTk No NouTe...

Pucynok 58 — Komannnoe menro Oomuii gocryn
2. B okHe co3[jaHUSI HOBOTO COODIIIEHHSI:
—  BBeJUTe ajipec MoJyvaTe’is;

— IIpH HEO6XOI[I/IMOCTI/I HU3MEHUTe TeMy COO6H_IEHI/IH;
— BBeJguTe TeKCT COO6H_[eHI/I$I.

3. OrtnpaBbTe cooOIIEHKE.
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4.1.9 PacieuyaraTh IOKyMeHT

4.1.9.1 Be3 Bxona B IpWIOKEeHHE

[Ipu pabore B OC Windows MOXHO pacredataTb JOKYMEHT/TPYIITy JOKYMEHTOB 06e3 WX
MpeIBAaPUTENIbHOTO OTKPBITHS B TprioxkeHun «MorOduc Tabmuray.

J1Jis1 3TOTO BBHIOJIHUTE CIIeIyIOIIYe IeACTBUS:

1. Brimenure TpeOyeMblii JOKyMEHT/TPYIIITY JIOKYMEHTOB B IpoBogHUKe Windows.

2. OTKpOITe KOHTeKCTHOe MEHIO IeJTYKOM MIPaBOM KHOMKHU MBI U BBIIOJTHUTE KOMaHIy

ITeuatn.

[leyaTh ocyIilecTBiIsIeTCSI Ha TMOCJIeJITHEM UCIOIb30BaHHOM mnpuiiokeHusMu «MoitOduc
Tabmuma» u «MouOduc Tekct» mnpunrepe. Ecim mnpuHTep paHee He BBHIOMPANCA B 3THX
MIPWIOXKEHHUsIX, TO TledaThb OCYIIeCTBJIsleTCsi Ha MpuHTepe, ycraHoBieHHOM B OC Windows mo
YMOJTYAHHUIO.

B nporiecce neyaty BO3MOXHO O0TOOpakeHue CIIeAYIOLUX JUAT0IOBbIX OKOH:

— JUid JIOKyMeHTa OOJIBIIIOr0 pa3Mepa WM TPYIIbI JOKYMEHTOB — OKHO IIOATOTOBKU

IOKYMEHTOB K TIe4aTy;
— JUISl JOKyMeHTa, B KOTOPOM yiajleH eIMHCTBEHHBIM JIMCT WIA CKPBITHI BCE JIMCTHI, —
OKHO C yBeJioMJieHHueM 06 OTCYTCTBUM JIAHHBIX JIJIs TTeYaTH;

— OIIOBellleHUsI O NTOBPeX/IeHHbIX dainax U ¢aiiax ¢ Hello/iiepXkUBaeMbIMU popMaTaMu.
4.1.9.2 Bo Bpemst pab0ThI B IPHJIOKEHHH

4.1.9.2.1 Bei6op obsiacTu meuyaTu

J171s1 medaTti MOXHO BBIOpATh:

— dparMeHT IOKYMEHTA — YKa3bIBAaeTCSl BPYUHYIO.

— 3amaHHYI0 00/1aCTh — yKa3bIBaeTCs BPYYHYIO WM BbIOMpAETCs aBTOMAaTHUYEeCKH, eciid
IUIsl IOKYMeHTa B CTOPOHHEM peJlaKTope 3ajlaHa 00J1acTh MevaTy.

— JInct mokymeHTa — BBIOMpAeTCs aBTOMATUYeCKH, eCid B JIOKyMeHTe He BbIOpaH

¢dparmeHT WM He 3a/laHa 00JIACTb JIJIs TTeYaTH.
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4.1.9.2.1.1 IleuaTh BhIIeJIeHHOTO parMeHTa

YT0OBI paciie4araTb (bpaFMEHT HOKYMeHTd, BbIIIOJIHUTE Ciieqyroire JerCTBUS:

1. BbI,IIeJII/ITe HHEﬁKy, AXUAIla30H d4YeeK, CTPOKU HJIN CTOJ'[6HI)I, N3 KOTOPbIX HEO6XO}II/IMO

paciieqaraTs JaHHbIe.

2. OTKpOﬁTe KOHTeKCTHOe MeHIO IIeIYKOM npaBoﬁ KHOIIKM MBIIIN II0 BblJe/IeHHbIM

siYeiKaM WU 110 3ar0JIOBKaM/CO/IEPKUMOMY BBIJIeJIEHHBIX CTPOK/CTOJIOIOB.

3. BreimonauTe KOMdHy KOHTEKCTHOI'O MEHIO Ileuarn BBIJI€JICHHOI'O (l)parmeHTa.

OTtkpoertcst okHO IlapameTpb! cTpaHuIbl M MeyaTh (M. paszen 4.1.9.2.2).

4.1.9.2.1.2 ITeuyaTs 3aaHHOM 00J1aCTH

HpI/I e9aT JOKYMeHTd dBTOMdTU4YeCKU BbI6I/IpaeTC$I 3dlaHHAaA O6J'IaCTb, €CJIM OHA YKd3dHd

B nipuiiokeHnu «MouOduc Tabnuia» Wiy B CTOpoHHeM NpwiokeHud. Hanpumep, B NpUiokeHun

Microsoft Excel c momomipio komaHnel Pa3merka crpanumnsl > OQ0JslacTh meyaTH wid B

npwioxkennu LibreOffice Calc ¢ momompio komansl Popmart > Jlnana3oHbl MeYaTH.

Yrobbl ykazaThb obOsmacTh mnedatd B npuiokeHun «MoitOduc Tabnuiia», BBIIOIHUTE

clleflytoniye AeiCTBUS:

1. Boigenure Ha nucTe 06J1aCTh, KOTOPYIO HEOOXOAUMO pacrevyaTaTb.

2. Bribepure nyHKT koMaHAHOrO MeHI0 @opmar > O6sacTh meyaTu > 3agaTh 00J1acTh

neyatH (cM. PrucyHok 59).

HJ’[H Ka’XI0ro JIMCTa JOKyYMeHTa 00J1acTh MeYaTH YKa3bIBAETCA OTARJIbHO.

Dopmar  Tabawua  Jadnwie  VIHCTpYMEHTH

Bug OBwWi goctyn

3
SR XO Thames vl |12
BmpaeHueaHwne »
. \ T e
Moeopot Tekcra L4 }K -"< H AB 1

. prHT
Uncnosoi dopmar...

OanacTe NneyaTu L4

CoxpaHuTe w3obpakeque..

F|:a HWUE obaacTi nedaTy

3apaTte 0BNaCTE NEYATH

OuMCTUTE 0DABCTE NEYETH

Pucynok 59 — [TyHKT kOMaHIHOTO MeHI0 3aaTh 00JIaCTh MeYaTH
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['parnIibl BEIOpAaHHOM 00JIACTH TIEYATH BBIIEJISIFOTCS pAMKOW CHHero I1BeTa (cM. PucyHok 60).

A B C D E F

1 Hara Tog Mecayy Tog-mecan Tosap IIpogamn B pyo.

2 01.02.2010 2010 2 20102 Toeap 1 422 656
3 01.02.2010 2010 220102 Tosap 2 81 343
4 01.02.2010 2010 2 20102 ToBap 3 8 853
5 01.02.2011 2011 220112 Toeap 1 868 818
6 01.02.2011 2011 220112 ToBap 2 271 237
7 01.02.2011 2011 220112 ToBap 3 46 072

Pucynoxk 60 — I'panuiibl ob1acTu neyatu

[Ipy HEOOXOOUMOCTH JAHHYIO PaMKy MOXKHO CKPBITb. [lJI1 3TOTO BBINOJIHUTE Cllefyollye
JeCTBUS:
1. Boibepure nyHKT KOMaHAgHOTrO MeHio @opmat > O6sacTs nmedatu (cM. Pucynok 61).

2. Caumwure dnaxok I'paHunb 061aCcTH eyaTu.

Qopmar  Tabawua  Jannwie  WHctpymedte Bug OBwwi goctyn
WpwdT r

HO Thames v |12
BmpaeHueaHwne »
T e
Moeopot Tekcra » KK H AB T
. pugT
Uncnosoi dopmar...
O6nacTe NeYatk F v [padvum oBaacTi nevaTw
PP o g
CoxpaHuTe w3obpakeque.. 3agate obAacTe NeqaTn

CYMCTUTE 0BNacTe NeYaTw

Pucynok 61 — ®@naxxok I'paHuiip1 001acTH nevyaTu

YT0o6b! 0TOOpPA3UTh PAaMKY, YCTAHOBUTE JJaHHBIN (JIa’KOK TOBTOPHO.

YtoObl M3MeHUTH 00JIaCcTh IedyaTd (HarpuMep, ecid o6JacTh IedaTd Obula BbIOpaHa
HEKOPPEKTHO), BBIIIOJIHUTE CJleyIoIINe AeHCTBUS:
1. Bribeputre myHKT KOoMaHgHOrO MeHI0 Popmar > OOsactp meyatu > O4YHCTHTH
obusracth meuartu (cM. PrucyHok 61).

2. IloBTOpHO BBIOEpUTE 06JIACTh MeYaTH TaK, KaK 3TO OIMCAHO BHIIIIE.
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YTobbI pacriedaraTs 3a/laHHYI0 001aCTh, OTKpoWTe OKHO IlapaMeTpbl CTpaHUIIBI U ITe4aTh
OJIHUM U3 CJIeJIYIOLIKX CIIOCOOOB:
— Broibepute nyHkT komMaHgHOrO MeHi0 Paiin > IlapamMeTpsl CTpaHMUBLI M NeYaTh
(cm. PucyHnok 62).

— Haxwmure coueranue kinasuia Ctrl+P / £Cmd+P.

®ain lMpaeka BcraBka Qopmar Tabmua /g

[ Cospats Ctrl +N

Cozgatb no wabnoHy...

[ OtkpbiTs... Ctrl+O
HepaBHue 1 OKyMEHTHI L4

= CoxpaHutk Ctrl+S
CoxpaHuTh Kak... F12
ABTOBOCCTAaHOBNEHWE 4
3KCMopT...

CoxpaHwuTb WabnoH...

(= [MMapameTpbl CTpaHWUb 1 NeYaTb Ctrl+P

3akpbITh

Pucynok 62 — [TynkT komaHgHOTO MeHio IlapaMeTpsl cTpaHuIlbl ¥ IeYaTh

OTtkpoertcst okHo ITapaMeTpbI cTpaHUIBI M meYaTh (cM. paszzen 4.1.9.2.2).

4.1.9.2.1.3 IleyaTs Tekymiero JIMCTa

YToOBI pacmevaraTsb TEKYIIHUN JIUCT JOKYMEHTA, BBITOJIHUATE CJIeAYIOIIHe TeHCTBUS:
1. Y6emutech, 9TO /JIs JOKyMEHTa He 3ajlaHa 00/1acThb mmevatu (cM. paszgen 4.1.9.2.1.2).
2. Ortkpotite okHO ITapamMeTpbl cTpaHMIIBI U TIEYaTh OJJHUM U3 CJIeJYIONIUX CIIOCOOOB:
— Bpribepute nyHKT KoMaHgHOTO MeHio daiin > [IapamMerpsl cTpaHHIBI H IIeYaTh

(cMm. PucyHok 62).

— Ha nanenu MHCTpyMeHTOB, B paszeiie Paia HaXXMUTe Ha CTPeJNIKy CIlipaBa OT
kHONKH = (BBICTpas me4aTb) U B BbIIAJAIONIeM CIMCKe BbIGepuUTe KOMaHIy

IIapameTtps! cTrpaHuIlbl ¥ neyarsb (cM. PrucyHok 63).
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Daiin  [lpaeka Beraska @opmar  Tabavwua  [flanHwe
+ vk B~ &
dobaenTs |ga (__“j i

M3GpanHoe

E] BwcTpan nevats
e hd
0 & MapameTpsl cTRAHWLE W NEYaTh
F
1 ZkcnopT e POF
2

Pucynok 63 — Komanpa [lapameTpsl cTpaHUIlbl ¥ Ie4aTh

— Haxwmure coueranue knasuin Ctrl+P / Cmd+P.
OTtkpoetcst okHO ITapaMeTpbI cTpaHUIBI U eYaTh (CM. pa3zaen 4.1.9.2.2).

4.1.9.2.2 IleyaTs c IpeABapuTeIbHBIMH HACTPOMKAMH

Oxno ITapameTpsl cTpaHubI U TeYaThb (CM. PucyHOK 64) comepxuT:
— obJsacTb MpeaIpocMoTpa JIOKYMEeHTa,

— obracTb HaCTpOeK Ievary.

Ecmm muct/ BbI6paHHbeI (bpaI‘MeHT/ 3d/laHHasda obnacTb He COIEpPXXUT OdHHbIe JId IMeYaTr
Wi BCe J[ddaHHbIe MOJid TII1€4dTH HaXO0OATCA B CKPBITBIX CTOJI6I_IaX N CTPOKAdX, OKHO
IapaMeTpOB CTPAaHUIIBI U I1€9dTU He OTKPbIBAETCA. Ha 3KPdH BBIBOJUTCA OUAJIOTOBOE OKHO
C COOﬁIIIEHI/IEM! «HeTr pmaHHBIX [OJ1s ITedaTH. HO)KEUIYI‘/JICTH, YGEJII/ITGCL, 9YTO y BaC eCTb I10

KpaliHel Mepe OJlHa CTpaHUIIA C JAHHBIMU JJIs TIeYaTh.

4.1.9.2.2.1 IIpenBapuTebLHBIN IPOCMOTP AOKYMeHTa

B obnactu nipeinpocMoTpa AOKyMeHTa COfepKaTcsl ClieiyIolye KHOIIKU:

— - 51 — YMEHBIIUT/YBeJIMYUTh MacIITab CTpaHUIIbl B 00/1aCTH MIPeIPOCMOTPA;
— BnmcaTb — BIiMcaTh CTpaHUIly B 00J1aCTh IIPeAIIPOCMOTPA;

- v [ — nepeiiTH K ciiefyoIe/Ipeabplyiiei CTpaHUIle T0KyMeHTa.
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Macmitab, ycTaHOB/IeHHbIM B 00J1aCTU IPeJIIpOCMOTpa, He BIIMsSeT Ha T'PaHUIlbl IeYaTH.
| © | HHcTpymeHThl U3MeHeHMsI MaciiTaba rnpefiHa3HaueHbl TOJIbKO [AJIs IeTalbHOTIO IPOCMOTpa

COJIEP>KMMOT0 JIOKyMeHTa.

Jiis ynobcTBa IpocMoTpa MOXKHO paciiMpuTh okHO IlapameTphl cTpaHHIBI M Ie4aThb 0

HY>KHOT'O pa3Mepa, JIBUrasi ero rpaHUIlbl.

ObnacTb HAacTpoOeK nevyaTu ObnacTbk NpegnpocMoTpa
+ MNapasmeTphl cTpadnLs | nfuat
MpwHTep:
Kyocera ECOSYS M6&230cidn v
JLestn. seens JanarocT.
[osenenuism PaGomwmi
CBOWCTBA NPUHTEPA... Bropeik Pafoait
Cpena PaGoeii
MeuaTe B OTTEHKAX CEpOrO Yeraepr
[
CyGhora
Konuw; Bockpeceiine
[IGTIER AT
1 " | Komnnektoeate  1,2,31,2.3 By :
Cpeana Hepaliosmi
Yermepr PaGoumi
. . [ Paboaii
06nacTs neyam: Awanazon: Cyttora PaGoai
Bockpecerbe Hepatiosmi
D Beck amcr w  BeecTpaH...

He neuatare nycTble cf paHrLbl

OBy CTOPOHHAR NeYaTe:

Buikn. v

Macwrab:
Mo paspeiBamM cTpaHnL

O NonbzosaTenscxkmii 100% .

OpureHTtayus:
F
Pazmep Gymarm,

Ad (21x29.7 om) b

=  Bnucare +
CoxpaHnTts Mevats OtmeHa

Pucynok 64 — Oxuo ITapamMeTpsI cTpaHUIBI M eYaTh
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4.1.9.2.2.2 IlapamMeTpsI meyaTu

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

Taomuna 4 — Ilapamerpsl meyaTn

ITapamerp

Hasznauenue

[IpunTep

[IpunTep 1y1s MeYaTy JOKyMeHTa.

CBoticTBa ITpUHTEPA

Kuomnka nocrymnna Tonbko B OC Windows. IIpu HaXkaTy OTKphIBaeTCsl OKHO
CBOWCTB NprHTepa. By v cocTaB mapaMeTpoB OKHA 3aBUCUT OT MOJIENA
MIPUHTEPa, BLIOPAHHOTO B TOJIE BHIIIE.

[TapameTpsbl, yKka3aHHbIe B OKHE CBOMCTB IMPUHTEpa, AaBTOMATHIeCKH
MepeHOoCITCSl B COOTBETCTBRYIOIMe T10Jis1 okHa IlapaMeTpsl cTpaHuIbI B
nedaThb. [lapamMeTpsl, KOTOpbIe He TOJAepP)KUBAIOTCS IPUHTEPOM,
HeJloCTyIHLI B okHe ITapamMeTphbl CTpaHUIIBI U IEYaTh.

[leyaTh B OTTEHKAX CEPOTO

ITeyaTnb IOBETHOI'O TeKCTa 1 H306pa)KEHHﬁ, KOTOphBIe COdep>KaTCs B
OOKYMEHTe, B OTTeHKaX Ceporo mnBeTa.

Komuu

KonuyecTBo neyaTaemMbIx 3K3eMILIAPOB JOKyYMEeHTA.

KommnexroBars /
He xommnexkToBaTb

[Tone mocTymHO, eciii KOTMYeCTBO MeYaTaeMbIX IK3eMIUISIPOB MpeBHIIIaeT 1.
OmpepensieT MOPSIOK TPYIIITUPOBKY CTPAHUI] BO BpeMsl MevaTH:

— KommiekToBaTth — rpymnmnuposats o konusm (1,2,3 1,2,3 1,2,3);

— He xoMILIeKTOBaTh — rPyNINUpPOBaTh 110 HOMepam crpanwr (1,1,1 2,2,2
3,3,3).

Ob6mnacTb eyaTty JOKyMeHTa

Oo6sacTh meyaTu gfoKymeHnTa (cM. pasgen 4.1.9.2.1):
— 3apanHas 00J1aCTh — TIeYaTh 33/IaHHOM 06J1aCTH JOKYMEHTa.

— Becs JHCT — 1IEYATH JIMCTA, KOTOPBIN OTOOpaXkaeTcs Ha SKpaHe B
HACTOSIIIIMI MOMEHT.

— BrInesienHsblil pparMeHT — nedath GpparMeHTa, BLIOPDAHHOTO B
TOKyMeHTe.

Ilose BBOma
HOMEepOB/IMANa30HOB
CTpaHWUI JIJIS leYaTu

Hcnonb3yercs, eciii HEOOXOAMMO paciievaTaTh OT/AelIbHbIe CTPAHUITB HITH
ITMaTIa30HbI CTPAHUI] BEIOPAHHOTO JIKCTa/00macTw/pparmenta. CTpaHUITBI
IUIs TIeYaTyd MOTYT OBITh yKa3aHbI KaK:

— Howmepa otnenbHbix cTpanun. Hanpumep: 5, 10, 12.
— Jlnanasonsl cTpanun — yepe3 nedbuc. Hanpumep: 1-8, 10-11.

— CrpaHursl ¢ Havana jucta/obaactr/dpparMeHTa 10 yKa3aHHOW — B
¢dopmate -<Ne>. Hamrpumep, eciiv B 1oJjie BBe[ieHO 3HaUeHue -3, TO
pacrevaTaroTCsl CTpaHHUIIbI 1-3.

— CrpaHuIlsl ¢ yKa3aHHOM 710 KOHIIA JTMCTa/o0macTv/dparMenTa — B popmaTe
<Ne>-. Hanpumep, eciti B 110Jie BBeZIeHO 3HaYeHue 3-, U
JIUCT/00JIaCTh/PparMeHT COAEPXKUT 6 CTPaHUIT, TO PacleyaTaloTCs
CTpaHUITHI 3-6.
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ITapameTtp Hasznayenue
[Torne HerOCTYHO TP TleYaTH BhIOpaHHOTO dparMeHTa
(cm. paspmen 4.1.9.2.1.1). ConepXHuT cileAyIoImye MyHKThL:
— Bce cTpaHunBI — I1e4aTh BCEX CTPaHUI] TeKYyIIero JUCTa/3aJaHHON
obracTy mevaru.
HuanazoH — Heuernsle crpanuisl, YeTHbIe CTPAHHUIBI — [TYHKTHI IIpeHA3HAUYeHbl

IS IByCTOPOHHe! Ie4aTy IOKyMeHTa BpY4YHYyIO Ha IPUHTepe, KOTOPBIN
He IOJIIep>KKBaeT 3TOT THII IledaTd B aBTOMAaTH4eCcKoM pexxume. J1jist
[leyaTy CHayasla Hy>KHO BbIOpaTh HedeTHbIe CTPaHUIIb], 3aTeM
IepeBepHYThb CTOIKY JINCTOB 0OpaTHOM CTOPOHOM U BBIOpATh I1evYaTh
YeTHBIX CTPaHMUII.

He neyarats ITyCThbIe
CTPaHMIIBI

[TycThIMM CUMTAIOTCS CTPAHUIIBI, HA KOTOPBIX HET sT9eeK C TAHHBIM,
00BeKTOB (ArarpamMm, u306pakeHu, GUryp), S9eek ¢ TpaHUIIAMU

(cm. pazmen 4.11.11) wiu 3anuBkoi (cM. pa3pen 4.11.10). ITo ymomuanuro
daxxox ycTaHOBIIEH.

IIpu ycranoBke/cHsATHM Ppriakka He meyaTaTh mycThble CTPaHULIBI B
00J1aCTH IIpeiBApUTENIBHOIO IPOCMOTPA CKPBIBAIOTCS/0TOOpaXKaroTCs
ITyCThble CTPAHKUIIB! U 00Illee KOJIMYECTBO CTPAHUIL] yMeHbIIaeTcsl/
yBeJINYMBaeTcsl.

Ecnmu tpebyeTcs pacniedaTaThb OT/eNbHbBIE CTPAHUITB/IMATIA30H CTPAHUI]
BBIOpAHHOTO JCTa/061acTi/pparMeHTa, peJIBAPUTEIbHO YOenuTech, YTo
¢dnaxxox He medyaraTh IyCThle CTPAHHUIIBI YCTAHOBJIEH, a 3aTEM YKaKUTe
HE06XOTUMBIe CTPAHUIIBY/TUATIa30H CTPAHMUII JJIs Ie9aTH, OPUEHTUPYICh Ha
HyMepaIiio CTPaHUII B 06/1aCTH TIpeiBapUTEILHOTO IPOCMOTPA.

JIByCTOpOHHSIS ITeyaTh

JIByCTOpPOHHSIS Ie4aTh:
— BBIKJI. — OJHOCTOPOHHSIS IIeYaTh;

— Ilepemier no JIMHHOMY Kparo — JBYCTOPOHHSISI [1e4aTh, CTPAHUIIBI
[IepeBOPaYMBAIOTCSl OTHOCUTEJIBHO JUIMHHOTO Kpas;

- HepemIeT II0 KOPOTKOMY KpPAI — IBYCTOPOHHSS 11e4daTb, CTPAHUIIbI
IrepeBOpavYMBalOTCA OTHOCHUTEJIbHO KOPOTKOI'O Kpas.

Maciurrab

CocraB HAaCTPOEK B JIAHHOM TPyIIIe 3aBUCHUT OT 3HAYEHUs], BRIOPAHHOTO B
nosie OdacTes eyaTu.

Eciu B mone O6uracts meuatn BeiopaH Texymruii jimct, To TpyIina
Macmtab coepXuT ciieiytolye HaCTPOHKH:

— Ilo pa3priBaM CTpaHHIL — eCJIA Ha JIUCT C TTIOMOIILIO TaOJIMYHOTO
penaktopa Microsoft Excel wnu LibreOffice Calc BcTaBimeHb! pa3pbiBbl
CTpaHMII, TO JIUCT pa36MBAETCs HA CTPAHUIIBI B COOTBETCTBHHU C JAHHBIMU
pa3pbIBaMHU.

Ecm Ha mnmcTe HeT paspblBOB CTpPaHWIl, TO IIPH BbIOOpe
3HaueHus Ilo pa3spbIBaM CTpaHHUI, BCe COJEpXXUMOe JIMCTa
pacrieyaTaeTcsl Ha OTHOM CTpaHMIle B OYeHb MeJIKOM MacHiTabe.

— ITonb3oBaTebCKUI — BPyYHYIO U3MEHUTh MacIITab jucTa
OTHOCHTEJTbHO e4YaTHOM cTpaHuIlbl. MaciTab yka3blBaeTcs B IIPOIIeHTax.
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ITapamerp Hasznayenue

Ecnu Ha nvcTe ecTb pa3pbIBbI CTPaHUIL (CM. ONMCAaHHE HACTPOUKH
BBIIIE), TO TIpU BbIOOpe MacinTaba Ilosb3oBaTeNbLCKMI T1e4aTh
OCYIIIECTBIISIETCS C YYETOM JIAHHBIX Pa3pbIBOB CTPAHMII.

Ecimm B none Obsacts meyarn BoiOpaH Beienenuslii gparMeHr, To B
rpymme oTobpaxaetcs: nojie Macmrab, KOTopoe COIepPXKHUT CIleIyIoIIye
3HAYeHUS:

— dakTHyeckuii pazmep;

— ITo pa3mepy cTpaHHIIBI — IOMECTUTh PACIIeYaTKy BbII€JIEHHOTO
¢dparMenTa Ha OJJHy CTPaHHILY;

— Ilo mupuHe CTpaHUNBI — BIKMCATh BCE CTOJIOIBI BBIIEIEHHOTO
¢dparmMeHTa B OJIHY CTPaHUILY;

— Ilo BBICOTE CTPAHHUIBI — BIIMCATh BCE CTPOKY BbI/IeJIEHHOT'O pparMeHTa B
OJIHY CTPaHHUILY.

Haxxmurre kHoriky IledaTh, 4T00OBI pacrieyaraTh J0KyMeHT, Wi OTMeHa, YToObI 3aKPhITh OKHO.

4.1.9.2.2.3 IIapameTpsbI CTPaHUIIBI

B obmacty HacTpoek IedyaTM MOXKHO YyKa3aTb Clle[ylolllde IlapaMeTpbl CTPaHUIIbI

(cm. PucyHok 65):

C:PHEHT-BLl,H.qi

Pazmep Gymarm:

Ad (21x29.7 cm) v
BepxHee none: HusHee none:

2,01 cm z 2,01 cm z
lNesoe none: Mpasoe none:

2,01 M z 2,01 em z

N =  Brwcats +
CoxpaHuTh Meuats Otmena

Pucynok 65 — HacTpoiku cTpaHUIIbI

— OpwueHTanusa — KHWKHas (BepTUKalbHas) WIM ajlbOOMHasi (TOPHU30HTAJIbHAS)

OpHeHTalUs CTPaHUIIBI.

— Pa3smep 0ymarm — pazmep Oymaru, UCIIO/Ib3yeMOU TPy TedaTH.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MWy, 2013-2024 66




MonOdonc

— Bepxuee mnosie, Hmxnee mnosie, JleBoe mosie, IIpaBoe mosie — paccrosiHie Mexmy

KpdsaMM CTPaHUIIBI U COAEPXKUMBIM JJOKYMEHTd.

[TapameTpel CTpaHHIl, yKa3aHHbIEe I TEKYIIero JIMCTa, MOXKHO COXPaHUThb JIJIst
MOCTIeTYIOIIUX CEeAaHCOB IMevaTH. YToObl COXpaHUTb HACTPOMKHU M 3aKPBHITh OKHO, HAXKMHUTE KHOIIKY
Coxpanurs. UToObBI pacredyaTtatb JOKYMEHT UM COXPAaHUTh HACTPOUKH, HakMuUTe KHOTKY IleyaTs.

[TapameTpsl ~ cTpaHMIl,  yKa3aHHble  JUid  [e4aTW  BBIOpAaHHOTO  ¢dparmMeHTa
(cMm. pazmen 4.1.9.2.1.1), NpUMEHSIIOTCS TOJILKO BO BpeMs Tekylero ceanca. CoxpaHeHHe JaHHBIX

HACTpOeK HeJOCTYIIHO.

4.1.9.2.3 BeicTpas neyarsb

JloKyMeHT MOXKHO pacliedaTaThb B OJIHO JieiCTBUe, 6e3 BbI30Ba OKHA HAaCTPOWKU CTPAHUIIbI U
revyaTH.

J171s1 6BICTPO 1TeYaTH UCIIONIb3YIOTCS:

— Hacrpoiiku neyaty o yMOT4aHHUIO.

— Ilocnepnuit Mcnonb3oBaHHBIN IPUHTEP. ECIM HYU OAHO YyCTPOMCTBO He MCIOJIb30BAJIOCH,
TO BbIOMpAeTCs IPUHTEP, YKa3aHHBIN B HACTPOMKAX CUCTEMBI.

J11s1 6BICTpO TTeyaTH JOKYMeHTa BBINOJTHUTE OJTHO U3 CIIeIyIOIIUX AeHCTBUM:

— Ha naHenu MHCTPYMeHTOB, B pasfene ®aiin HaxmuTe KHONKY (— (BBICTpas medyaTsn)
(cM. PucyHok 66).

— Ha nanenu uHCTpyMeHTOB, B pasfienie Paiiyn HaXXKMUTe Ha CTPeJIKy CIIpaBa OT KHOIIKU
(= (BeIcTpasi meyaTh) ¥ B BHIIAJAIONIEM CIMCKe BhIOepUTe KoMaHAy BaIcTpas

nme4yarthb.

®aiin [paeka Bcraeka @opmar  Tabawua  JadHHoie
v % o~ &

+
NobasuTs |E]: (_j -

HM3bpaHHoe

E';] BricTpan nevats
118 v

d::l'ﬂ MapameTpel CTRaHUUE W NEYaTh

1 Skcnopt 6 POF

Pucynok 66 — Knonka beicTpast neuaTtsn
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4.1.10 Coxpanuts ¢aiix

4.1.10.1 CoxpaHuth Kak

YToObl COXpaHWUTb HOBBIM ¢aill WIK CO3AaTh KOMUIO TeKyllero ¢aiia, BbIIOIHUTE
CIleflyIolye NeiCTBUL:
1. BeinonHuTe KOMaHAY COXPAaHEHUs OJJHUM U3 CJIeAYIOIIUX CII0COOO0B:

— Bribepute nyHKT KoMaHHOrO MeHto Paiisr > CoxpaHuTh Kak (cM. PucyHok 67).

®an [paeka BcraBka @opmar Tabavua [flg

(3 Cosgars Ctrl+N

Co3aarb no wabnoHy...

[ Ortkpbite... Ctrl+O
HepaBHue g okyMeHThI 4

CoxpaHuTb Ctrl +5S
CoxpaHuThb Kak... F12
ABTOBOCCTaHOBAEHWE 4

Pucynok 67 — ITynkTbl koMmanHOro MeHi0 CoxpaHuth 1 CoXpaHUTH Kak

— Ha mnanenu wuHCTpyMeHTOB, B pasfene Paiin HaXMuTe Ha CTpeJIKy CIIpaBa OT
KHOIIKM || (CoxpaHUTB) U B BBINIQIAl0IIEeM CIIMCKe BbiOepuTe koMaHay CoxpaHHTh

Kak (cM. PucyHok 68).

Dailn [lpaeka Beraska @opmar  Tabnwua [anHwe

n % X 0O By &

AobaeuTts -
CoxpaHnTb
M3GpanHoe
CoxpaHnTb Kako.
15 A

Pucynoxk 68 — Knornika CoxpaHuTh

— Haxmure wnaBumy F12 npu pabore B OC Windows wiM codeTaHue KIIaBUII

{Shift+32Cmd+S npu pa6ore B macOS.
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2. B oxne CoxpaHMTBh KaK BblbepuTe MalKy Jjisi COXpPaHeHUs], YKKUTe UMS U THII

¢arina/konuu Paitsia U HaxMuTe KHONKY CoXpaHHTh.
IIpu co3manuy Konuu paboyrM JIOKYMEHTOM CTAHOBUTCS KOTIWs (aia.

4.1.10.2 CoxpaHutsb

Y1o6nl U36exaTh MOTepy JJaHHBIX B Ciydae cO0eB B paboTe KOMIIbIOTEpa, peKOMEeHIyeTCs
MepUOANYeCKU COXPAHITh TeKYIIUM JOKyMeHT.

Jl71st coxpaHeHys1 i3MeHeHUH B TeKyIIeM JIOKyMeHTe BBIIIOJTHUATE OHO M3 CJIeAYIONMX JeACTBHIL:

— Bribepute nyHKT KOMaHAHOrO MeHio ®aiin > CoxpaHuts (cM. PucyHok 57).

— Ha nanenmu wuHCTpyMeHTOB, B pazjeiie Paityi HaXXMHUTE KHOIIKY (CoxpanuTtn)
(cm. Pucynok 68).

— Ha mnanenu wuHCTpyMeHTOB, B pazfene <Pailyi HaXXMUTE HA CTPEJIKY CIipaBa OT
KHOIIKY | (CoxpaHHUTh) U B BbIIAJAIOIIEeM CIUCKe BbibepuTe koMmaHy CoxpaHHUTBH
(cm. Pucynok 68).

— Haxwmure coueranue kimasum Ctrl+S / 8Cmd+S.

4.1.11 DxcopTupoBartsh ¢aiin

B npunoxenun «MoiitOduc Tabmuia» npeaycMoTpeH 3KcnopT daiia B Cleyrolye
dopmarsi:

— PDF;

— PDF/A-T1;

- CSV;

— TSV, TAB, SCSV;

- TXT;

— XLSB.

Jxkcroprt ¢arnos B popmar XLSB HenocTynen ripu pabote B macOS.

[Tpu skcniopre B popmaresl CSV, TSV, TAB, SCSV u TXT:
— B daiine coxpaHsieTcsi TOJBKO TeKyLIMH JIMCT WCXOAHOro (aiyia C TeKCTOBBIMHU
naHHbIMUA. Hactpodiku popmatupoBanusi, U300pakeHus], CCbUIKA U JIpyTHe IaHHble He

COXPAHAIOTCH.
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— B kauectBe pasmenutens 3HadeHud B ¢aiiiax B dopmate CSV, TSV, TAB u SCSV

WCIIO/Ib3yeTCsl CUMBOI ; (Touka c 3ansaToi), B TXT-dainax — 3nak tabynsmuu (TAB).

[Ipu skrcriopte B popmart XLSB:
— B (¢arijie He COXPAHSIOTCS MaKpPOKOMaH/IbI (cM. pa3zen 4.13.1);

— u3 pabodeil obmactu TUCTOB (CM. pasjien 3.6) UCKITI0YAl0TCS MyCThle STYeHKU.

Ytobsr akcnoptupoBaTh ¢daiinm B popmate PDF wmm PDF/A-1, BeimonHUTe clemyroiye
JeUCTBUS:
1. BeimonHUTe KOMaHAY SKCIIOPTAa OJJHUM U3 CJIeAYIOIIMX CIIOCOOO0B:

— Bribepute nyHKT KoMaHHOrO MeHio ®aiin > Okcnopt (cM. Pucynok 70).

Gaiin  Mpaeka Bcraeka Gopmar Tabmua [a

[y Cozpats Ctrl+N

Co3gatb no wabnoHy...

[ OtkpbiTh... Ctrl+0
HepaBHwne 4 0KyMEHTHI 4

=) CoxpaHwTs Ctrl +S
CoxpaHuThb Kak... F12
ABTOBOCCTaHOBNEHUE 4
3Kkcnopr...

CoxpaHuTb WabnoH...

= Mapametpsl CTpaHWLUbl U NeYathb Ctrl +P

3aKpbITh

Pucynok 69 — [TyHKT KOMaHIHOTO MEHI0 DKCIIOPT
— Ha mnanenu wuHCTpyMeHTOB, B pasfene Paiin HaXMHUTe Ha CTpeJIKy CIIpaBa OT

kHOTKM (= (BBICTpass MeyaTh) ¥ B BLIIAJAIONeM CIIHCKe BhIOEPUTe KOMaHJY

Ikcnopt B PDF (cm. Pucynok 70).
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@aiin  [paeka Beraeka @opmar  Tabavua [Jadvme
+ vk B~ &
Jobaguts |gg O

M3GpanHoe

E] BricTpan nevats
s hd
o & MapameTpsl CTRAHWLE W NEYaTh
1 2kcnopT B POF
, s

Pucynok 70 — Komanga 9xcnopt B PDF

2. B okne ¢$aioBoro MeHemxepa BelbepuTe Mariky Jjisl 3KCIOPTa, YKaXKUTe UMs U popmaT

¢daityia 1 HaxkmuTe KHOIIKY CoOXpaHHUTB.

Ocobennocru skcropta B dopmatsl PDF u PDF/A-1:

— Ccputku Ha BeO-CalTBl COXPaHSIOT pabOTOCIIOCOOHOCTD B 3KCIIOPTUPOBAHHOM datiie.
— Ccputku Ha ¢aiiTbl ¥ afipeca 3JIEKTPOHHOW TOYTHI, CCBUIKM Ha MECTO B JIOKYMEHTe

(JII/ICTBI, STYeMKH, JUalla30HbI T9eeK, UIMeHOBAaHHbIe lII/Ial'IaBOHI)I) He SKCIIOPTHUPYIOTCA.

YToObI 3KCIOPTHUPOBATh dailsl B IpyroM dopMarte, BBIIIOIHUATE CJIeyIoIIe eCTBUS:
1. Bsibepure nyHKT koMaHAHOTO MeHI0 Paiin > JkcnopT (cM. Pucynok 70).
2. B okne ¢aiinoBoro MeHepkepa BblbepuTe Mariky Jjisl 3KCIOPTa, yKaXXuTe UMs U GpopmaT

¢darina u HaxxmuTe KHOIIKY COXpaHHUTh.

4.1.12 ABTOBOCCTaHOBJIEHHE IOKYMEHTOB

[Io ymosmuanuto nipu pabote B « MonOduc Tabnriia» BBITOIHSIETCS aBTOCOXPaHeHWe KON
pelaKTUpPyeMbIX JIOKYMEHTOB, B TOM 4YHCJIe — JOKyYMEHTOB, HM pa3y He COXPaHeHHbIX
nosib3oBaresieM. Ecinu pabota mpuiioXkeHHs 3aBepiliaeTCss aBapUHWHO, TO MPU MOBTOPHOM BXOJle B
MIPWIOXKeHHe T0JIb30BaTelb MOXET COXPAHUThb pe3epBHble konuu O0OKyMeHmMOB Kak OTHeNIbHbIe
daiisbl WK 3aMEeHUTh KOMTUSIMU OPUTUHAIbHBIE JOKYMEHTHI.

PeBepBHble KOITMKU JOKYMEHTOB XPAaHATCA OJJMH MeCHIl, 4 3dTeéM aBTOMdTUYeCKH yIa/IAI0TCA.
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4.1.12.1 HacTpouTh aBTOBOCCTAHOBJICHHE JIOKYMEHTOB

[Io yMomuaHWIO  aBTOBOCCTAHOBJIEHWE  JOKYMEHTOB  BKJIIOYeHO. JlaHHble st
ABTOBOCCTAHOBJIEHUSI COXPAHSIOTCS KaXKble 5 MUHYT.

YT0oOBI MI3MEHUTH HACTPOWKH, BBITIOJIHUTE CIIeAYIOIe IeHCTBUS:

1. Bribepute myHKT KOMaHgHOTO MeHIO daiiin > ABTOBOccTaHOBJeHHe > Hacrpoiiku

aBTOBOCCTaHOBJIeHUs (cM. PucyHok 71).

daiin  Tpaeka Bcrtaeka @opmatr Tabavua [HadHbie  WHcTpymentsl  Bug  OB6wmi Ad

[} c03ﬂ| dThb Ctrl+N é X0 Thames v 12

Cozaate No wabnoHy...
X K Y AB e

Ot Ctrl+O

Is) KpbITh rl+ Wi
HenaeHue g OKyMEHTHI »

&) CoxpaHuTk Ctrl+S

D E F
CoxpaHuTh Kak... F12
ABTOBOCCTaHOB/NEHNE ’ HacTpoiiku aBToBOCCTaHOBNEHWA
BoccraHoBneHHble danbl

3KCMopT...

CoxpaHuThb WabnoH...

(& MapameTpbl CTPaHWLBI W NeYathb Ctrl+P

3akpblTb

Pucynok 71 — ITyHkT koMaHgHOTO MeHI0 HacTpoiiky aBTOBOCCTaHOBJIEHUS

2. B oxne Hactpoiiku aBTOBOCCTaHOBJIeHHs (cM. PucyHok 72):
— YTOOBI OTKIIIOYUTDH UJIM BKJIFOUYHUTH aBTOBOCCTAHOBJIEHHE JIOKYMEHTOB, CHUMHTe WUJIU

II0CTaBbTe Cl)J'Ia)KOK COXpaHHTb JaHHBIE TJIS1 BOCCTAHOBJ/JICHHUA KaMKIbIe.

— YroOBbI M3MEHNUTh WHTepBaJl COXPaHEHUs pe3epPBHBIX KOIHWH JTOKYMEHTOB, YKaKUTe
ero BPY4YHYIO, C IIOMOIIBIO IIepeKyrouyaresisd, KJIAaBUII KJIaBUATypel | U T WM

Kojiecuka Mblu. llarom nepexsitouenus sisisiercs 1 MunyTa.

— FEcmu TpebyeTcsi OTKIIOYUTH COXpaHEHHEe pe3epBHBIX KOMWUW [JI OAHOIO WU
HECKOJIBKMX JOKYMEHTOB, OTKPBITBIX B JIAHHBIM MOMEHT, OTMeTbTe UX (UIaKKaMU B
cnucke He coxpanars s ciaepyromux d¢aiiioB. B sTtom crnmcke He

0TOOpakaloTCs JOKYMEeHTHI, KOTOpble HU pa3y He ObLIM COXpPaHeHbl BPYUHYIO.
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— Ecnu Tpebyetcst ckonupoBaTh MMyTh K IallKe, B KOTOPOM XPaHSTCS pe3epBHbIe KOITUU

JOKYMEHTOB, HA’)KMHTe KHOIIKY .

3. Haxmure kHonky IIpuMeHHTB.

HacTpoikn aeToEOCCTAHOENEHWA >
B
CoxpaHATE 4aHHLIE 41A BOCCTAHOBNEHWA KAMABIE 5 pMH. :

He coxpaHaTe AnA ciegyrow iy dbainos:

3akas yuebHwrkos.xods

' Crnucok eeBunapos.xlsx [Tekywmii]

PacnonosxeHne:

Ci/Users/User/AppData/Local/Mew Cloud Technologies Ltd/MyOffice/MyOffice
Spreadsheet/Restore

MpumeHuTs OTmeHa

Pucynok 72 — Oxno HacTpoiiku aBTOBOCCTaHOBJICHHS

4.1.12.2 BoccraHoBeHNe JOKYMEHTOB

Ecnu pabora ¢ nokymeHTamu Oblila 3aBepllleHa HEKOPPEeKTHO, TO IPU IIOBTOPHOM BXOJie B
IIPUJIOXKEeHVe OTKPBIBAeTCS AUAJIOI0BOe OKHO, IIpefiCTaBlIeHHOe Ha pUCyHKe 73. HaxxmuTe B JaHHOM

OkHe KHONIKY OTKpPBITh.

LABTOBDCCTAHOBNEHWE >

BoccraHoBAeHbl ¢aiinbl, ¢ KOTOPbIMMK
Bbl paboTanu

- —

ManmeHeHWA B 3TWx JOKYMEHTaX He BeINW CoXpaHeHkl
M3-33a aBapWiiHOro 3aBeplleHWA paboTel
npunoxeHna, OTKpeITe Gaine?

OTRpHITE He oTkpbieaTh

PucyHnok 73 — Jlnasnorosoe oKHO
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B HOBBIX OKHaX HPUJIOXKEHUS] OTKPOIOTCS pe3epBHbIe KO JIOKYMEeHTOB.
YTOOBI COXPAaHUTH KOIMH, BBITIOIHUTE JIJIsl KOXKJIOM U3 HUX CIIeJlyIole JeUCTBUS:
1. BemonauTe komanay CoxpaHHTh KaK OJIHAM U3 CJIeYIOIIUX CII0COOOB:

— B crpoke yBemomieHusi, kotopas OTOOpakaeTcsl IO IaHeIbl0 WHCTPYMEHTOB,

HakMuTe KHONKY CoxpaHuTh Kak (cM. PucyHok 74).

®Gain Mpaeka Bcraeka ®opmar Tabavua  Jdadeble  WMHctpymentel  Bug  O6wwmid goctyn Moanucka Cnpaeka

= v
BTOT [I)al‘;lll 6h|J"| dBTOMATUUYECKK BOCCTaHOBNEH. Coxpane ero, l'ITCIGh\ He I'IOTEpﬂTb AaHHblE. YA&J’IMTH cOxPaHMTb KaK...
Al v 2 fx

A B C D E F G H
|

|

Q?PQI

= W N =

Pucynok 74 — Knonika CoxpaHHUTH Kak

— Bribepute nyHKT koManaHOrO MeHio ®aiin > CoxpaHuTh Kak (cM. PucyHok 75).

®aiin  lNpaeka BcraBka @opmar Tabavua [flg

(3 Cosmars Ctrl+N

Co3gatk no wabnoHy...

[ Otkpbite... Ctrl+0
HepaBHue goKkyMeHThI 4

=) CoxpaHwTs Ctrl +S
CoxpaHuTb Kak... F12
ABTOBOCCTaHOBNEHWE 4

Pucynok 75 — [Iynkt koManHOTO MeHI0 COXpaHUTh KaK

2. B oxne CoxpaHHTB KakK:
— Ecmm TpebyeTcs COXpaHWTH KOIMIO KaK OTHeNbHBINA (aiil, BbIOepUTe MNanKy A

COXPaHeHHs], yKaXkUTe TUI U Ha3BaHUe Paiiyia U HKkMUTe KHONIKY CoXpaHHTh.

— FEcmu Tpebyercs 3aMeHUTh KOMHMeM HWCXONHbIM ailyl, BbibepuTe 3TOT Gailil U

HaXXMUTe KHOTIKY COXpaHHTh.
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Eciu TpeGyercsi ymanuTh KOIHKIO, HAXXMUTE B CTPOKe YBeAOMJIEHHMS! IO/l IIaHeJIbIo

VHCTPYMEHTOB KHOIIKY Y aaauTh (cM. PrucyHok 76).

®ann [lpaeka Bcraeka @opmatr Tabmvua [JavHsie  WHctpymentsl Bua  O6wwi poctyn  [MNoanwcka Cnpaeka
=
10T dharn 6k aBTOMATUYECKK BOCCTaHOBAeH. CoxpaHuTe ero, UTobel He MOTepATh AaHHbIe. Yoanute CoxpaHuThb KaK...
A1 v 2 v fx
A B C D E F G H
A

] fx
2

3 %

Pucynok 76 — Kuorika Y ganurs

4.1.12.3 Ilanens «BoccranoBiieHHbIe Qaiiabi»

Ecnu kakve-nibo pe3epBHbIe KOMUU JIOKYMEHTOB He ObUIM COXpaHeHbl WM y[ajeHbl Tak,
KaK 3TO OIMCAHO BhIIlle, OTKPOUTe MaHelb BoccTaHoB/IeHHBIE (aiIbI.

J17151 3TOTO BBITIOTHUTE OJTHO U3 CJIeIYIOIINX JeUCTBU:
KOMaHaHoro MeHio Paitm > ABTOBOCCTaHOBJIeHHE >

— DBeoibepute 1myHKT

BoccranoBiennsie ¢aiinbl (cMm. PucyHok 77).

®aiin  MpaBka Bctaeka @opwmar Tabavua [daHHele  WMHcTpymeHTel  Bug  OBwmia ad
D C03ﬂ.aTb Ctrl +N é XO Thames v 12
Cozaatk No wabnoHy...
X K Y AB -
Or Ctrl+0
> KPbITh rl+ Wpnr
HegaBHue A 0KymMeHTbI
&) CoxpauwnTs Ctrl+S
D E F
CoxpaHuTb Kak... F12
ABTOBOCCTaHOBNEHWE 4 HacTpoliku aBTOBOCCTaHOBAGHWA
BoccTaHoBNEHHbIE Daiinbl
3KCMopT...
CoxpaHuTb WabnoH...
(=) [MMapameTpbl CTpaHWUBI U Nevarsb Ctrl+P

3akpbiTh

Pucynok 77 — [TyHkT koMaHiHOTO MeHIO BoccTaHoBiieHHbIe Qaiibl
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— Ha OokoBoit maHeNMd HAXMHUTE  KHOIKY [% (BoccranoBiienHble  (aiibl)

(cMm. Pucynok 78).

LvE By By

A - %~ Of v

Auenkn HaHHbe BcTaBka bl
J K L M ~

2
&

Pucynok 78 — Knornka BoccranoBsiennbie ¢aiiibl

YTo06BI OTKPBITh, COXPAHUTL WM YAAJINTb pe3epBHYIO KOIIMIO OOKYMEHTd, BbIIIOJIHUTEe

CIlelyIolye NeiCTBUL:

1. HaBeauTe Kypcop MbIIIM Ha Ha3BaHKe KONUU (CM. PrucyHOK 79) 1 HOKMUTE KHOIIKY

2. B BeIlagaroIieM civcke BbibepuTe TpebyeMyro KOMaHy.

. —» BocctaHoBneHHble dannbl Q
A\ 3w dalinbl BbiM BOCCTAHOBAGHLI NOCAE
aBapUIMHOTN O 3aKPbITHA NPUNOKEHWUA ¥
6yayT xpaHuTbca 30 gHel € AaTbl @
BOCCTaHOBAEHWA. YTOGbI He noTepsaTe
JaHHbl e, COXPaHWTE Hy>Hble Gainbl. @
Ypannte BCe E;

16:22 MyOffice Spreadsheet Home Ed...

OTKpEITE
CoxpaHuTb Kak...

Ypanutb

Pucynok 79 — Komanpp! ynipaBiieHUs! KOIMen
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OTKpBITh pe3epBHYIO KOMUIO JOKYMEHTa MOXHO Take IBOMHBIM I[eTYKOM MBIIIH II0 ee
Ha3BaHUIO B CIUCKe.
Eci Tpebyercss ymanuTh BCe KOINHWU JIOKyMEHTOB, HaXXMHUTe KHONKY YIaJIUTh Bce

(cm. Pucynok 80).

—> BocctaHoBAEHHbIE danibl

Q
A\ 3tu daiinbl 6bIAM BOCCTaHOBAEHBI MOCAE fx
aBapWIHOT O 3aKPbITUA MPUNOXKEHUA K
ByayT xpaHnTbea 30 AHeW C AaTsl @
BOCCTaHOBAEHUA. YToObI He NoTepATb
JaHHbIE, COXPAHWUTE HY>XXHbIe Qanbl. 0
Cv
CX

Ypanite Bce

Pucynok 80 — Knonka Ypanuts Bce

4.1.13 3akpbITh daiin

[Tocre 3aBepiierust paboThl ¢ daityiiom coxpanute ero (cM. pasaen 4.1.10) u 3aKpoiTe OKHO
MIPUJIOXKEHUSI OJTHUM U3 CIIeYIOIIUX CIIOCOO0B:

— DBribepute nyHKT kKOMaHHOTO MeHI0 Paiu > 3akpbITh (CM. PrucyHok 81).

Gann lNpaeka Bcraeka Popmar Tabavua  [a

[ Coszmate Ctrl+N

Cozpate no wabnoHy...

[ OTKpbITh... Ctrl+0
HeaaeHue A 0KyMEHTbI 4

& CoxpaHwb Ctrl +S
CoxpaHuWTb Kak... F12
ABTOBOCCTaHOBAEHWE 4
IKCMOPT...

CoxpaHuTb WabnoH...

= MapameTpbl CTpaHULB! U Neyark Ctrl +P

3akpbiTh
Pucynok 81 — [IyHKT KOMaHJJTHOTO MeHIO 3aKPbITh

— Haxmure kHOTKY * (3aKPBITh) B 3ar0JIOBKE OKHA TPUIOXKEHHUS.

— Haxmure coueranue kiasuil Alt+F4 / $Cmd+Q.
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4.2 JleiicTBHA C JINCTaMH

4.2.1 BcraBurh Jiucrt

[To yMom4aHHIO HOBBIM JIOKYMEHT COJIEPXKUT OJWH JIUCT. [Ipy HeoOXOAMMOCTH B JOKyMEHT
MOXXHO JTOOABUTB TpebyemMoe KOJIMU4eCTBO HOBBIX JIUCTOB BPYUYHYIO.
YTOOBI BCTaBUTD JIMCT, BHIIOJIHUTE OJTHO U3 CJIeIYIONINX JeHCTBUM:

— Bribepute nyHkT koMaHaHOrO MeHio BeraBka > JIucr (cm. Prucynok 82).

Beraeka  ®opumar  TabBawua [Janbwe W

[ MzoBpamenne..

TekcTrosoe none

¢ Ourypa b
il Awarpanma 2
fH Ceocgnas TaBauua...

Fu  OYHKUMA.., Shift+F3

(] CneumanbHbig CMMBOABL..

¢ Copinka... Ctrl=K
JameTra

5

[ Nuer
B Aara
(1) Bpems

Pucynok 82 — KomangHoe mento BeraBka
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— Ha nmanenu UHCTpyMeHTOB, B pasfieiie BcraBka HaXMuUTe KHOIKY === (cM. PucyHok 83).

Ha OTO6p83HBLHefICﬂ IaHeJIM BCTaBKU HA>XMUTE KHOIIKY |_# JIucr.

? v Eg v @ABTOMBTMHECKM v S R
- 5 B @ =

Z v @ fé Becb fOKyMeHT

[lanHble @ W306paxeHwe... A
TekcTOBOE Nnone

p Q R (‘5] durypa > W
x

I][|[| Anarpamma >
CeopaHan Tabamua... 6‘
jL;C DyHKUWA... E‘):
CneuumansHble CUMBOSBI.... >
(27 Ceblsika...
[% 3ametka
D Jlnet

Pucynok 83 — I[1anenb BcTaBku

— Haxxmure kHOIIKY 4 cIipaBa OT BKJIaJIOK JIUCTOB (cM. PrucyHok 84).

19

—
i ABTOMATHYECKK

Pucynok 84 — Kxormka fijist 1o6aBiieHus JIMCTa

4.2.2 IlepenmMeHOBaTh JIUCT

[Io ymonmyaHuIO JIMCTaM 3JIEKTPOHHOM TaOJIMIBI TpUCBavMBaeTcsi uMs B ¢dopmaTe
JIncr<Homep Jsimcra>. Eciu TpebyeTcs: mepeuMeHOBaTh JIMCT, BBIOTHUTE CIIeYyIOIIe TeUCTBUS:
1. IlpaBo¥ KHOIKOW MBIIIK IIEJIKHUTE 110 BKJIAJIKe JIKUCTA, KOTOPBIM HEoO0XO0IUMO

IeperMeHOBaThb.
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2. BroimonHuTe koMaHy KOHTEKCTHOTO MeHio IlepeumenoBars (cM. PucyHok 85).

22
73 MNepermeHoeaTs
24 OyBanpoeate
=) CkpbiTe
26
27 CkpHBaTE HYNEERIE 3HAYEHMA
28
3FWNTHTE ANCT...
29
< YaanmTe

PucyHnok 85 — KoHTekcTHOe MeHIo JiicTa

3. B otkpsiBiiemcs okHe (cM. Pucynok 86) BBeqivTe nMs nucTa U HaxkmuTe KHONIKY OK.

‘ Were K‘

Pucynok 86 — IlepeumeHnoBaHue ucra

Wms mucTta AOMMKHO YIOBIETBOPSATDH CIIEAYIOIINM TPeOOBaHUSIM:
— copepxarb oT 1 10 31 cumBona;

— He BKJIFOYATb CUMBOJIBL: <%, «\W, «/», «?», «*», «[», «]»;

— He cofiepXaTh «'» B HayaJie WM KOHIle UMeHH;

— He TyOJIMpPOBATh UMS y>Ke CYIIeCTBYIOIIEro JIUCTA.

4.2.3 CKpBITh WIHN 0TOOPA3UTH JIUCT

YTOOBI CKPBITh JIUCT, BBIIOJIHUTE CJIeAYIOIIUe 1eUCTBUS:
1. IlpaBoit KHOIIKOM MBIIIIH ITEJIKHUATE 10 BKJIAJIKe JIMCTa, KOTOPBhIM HEOOXOJIUMO CKPBITh.

2. BroimosiHuTe KOMaH1y KOHTeKCTHOro MeHi0 CKpBITh (cM. PucyHok 85).
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Yro6bl 0TOOpPA3UTh BCe paHee CKPBIThIe JIUCTHI, BHIIOJIHUTE Clle/lyIoIye 1eHCTBUSL:
1. IlpaBoM KHOIKOW MBIIIY IIIeJIKHKTE II0 BKJIaZKe J1I060ro oTobpakaeMoro JIUCTa.

2. BroinonnuTte koMaHay KoHTeKCcTHOro MeHto Iloka3aTh Bee (cM. PucyHok 87).

21

22 MNepenmeroeats
23 OyBanposate
= Ckpmite
23
MNokasats BCe
26
27 CKpHBaTE HYMEBBIE 3HAYEHMA
28
3FWNTHTE INCT...
29
< ¥aanuts

Pucynok 87 — KoHTekcTHOe MeHIo JIicTa

4.2.4 ybmpoBaTh JIUCT

JIrobo¥ 13 JIUCTOB 3JIeKTPOHHOW TabiMIbl MOXHO JybaupoBamb, TO eCTb CO3[1aTh KOIUIO
JIMCTA CO BCEM ero COJIep>KUMBIM.

YToOBI 1yOJIMPOBATH JIUCT, BHIIOHUTE CIJIeYIOIIUe IeUCTBUS:

1. TIpaBoii KHOTIKOM MBIIIIH IIEJIKHUATE TI0 BKJIAJIKe JIMCTa, KOTOPbIM He0OXOIMMO Ty OITMpOBaTh.

2. BeinonHuTe kKoMaHAy KOHTeKCTHOTO MeHio JlybimpoBaTs (cM. Pucynok 87).

4.2.5 IlepemecTHUTH JINCT

[Topsimok cieioBaHUS JIMCTOB MOXHO U3MeHHThb. YTOOBI IlepeMeCcTUTh KaKoH-JI100 JIMCT Ha
HOBYIO II03UIIMIO, BHITIOJIHUTE CJIe/lyIoIIye JeHCTBUS:

1. Bribepure JqUCT, KOTOPBIY TpeOyeTcs lepeMeCTUTb.

2. 3aaB JIeByI0 KHOIIKY MBIIIIH, [TepeTalliyTe BKJIAIKY 3TOrO JINCTA HAa HOBYIO MTO3UIIMIO.

3. OTHYCTI/ITG JIeEBYIO KHOIIKY MBbIIIIH, YTOOBI BHCl)I/IKCI/IPOBaTb HOBOEe II0JIOKeHHe JINCTA.

4.2.6 U3menuts MacutTabd jgucra

[To ymomyanuto Macirrab kaxaoro smcra cocrasisieT 100%. [Ipyu Heo6xogumocT MaciTad
MOXXHO W3MEHUTb B OOJIBIIYI0 WM MEHBIIYI0 CTOPOHBI C TOMOIIbI0 KOMAHAHOTO MEHIO WU

CTPOKHU COCTOSAAHHUA.
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YT1o6BI M3MEHNTh MAacCIITab TeKyIero JIMCTa C MOMOIIBI0 KOMAHJHOTO MEHIO, BBIITOJTHUTE
CJIeyIolve IeNCTBUS:

1. Bribepute myHKT KOMaHJHOTO MeHIO Bupx > Macmrrab (cMm. Pucynok 88).

2. B oTkpbIBIIEMCS TIOJIMEHIO BbIOeprTe TpebyeMyto KOMaH/IY:

—  YBestlHuuTh MacmITad — yBeJIuIUTh TeKymui Macitab Ha 10%;
— YMeHBIIMTH MACIITA0 — YMEHBIIIUTh TeKyIui Macitad Ha 10%;

— dakTHYecKuii pa3Mep — yCTaHOBUTh MacmTab mo ymomdanuio (100%).

Bug O6wwui goctyn [MMognucka Cnpaeka

MacwTab » YBennunTb MacwTab
R1C1 YMeHbwuTb MacwTab
dakTnueckuin pasmep Ctrl +0

MaHens MHCTpymMeHToB  *

BuipaBHuBaHue Yucnosoi

Pucynok 88 — KomangHoe mento Bug

YT0oObI M3MEHUTD MacIITad TeKyIero JIMCTa C TOMOIIbI0 MHCTPYMEHTOB, PACIIOJIOXKeHHbIX B
cTpoke cocTosiHug (cM. PrucyHok 89), BBINIOJIHKTE OJTHO U3 CIIeAYIOIIMUX JeHCTBUN:

— 3axaB JIeBYI0 KHONKY MBbIIIY, IlepeMecTUTe OeryHOK BIIpaBO WM BJIEBO, YTOOBI
YBEJIMYUTD UM YMEHbIIIUTh MaCIlITab COOTBETCTBEHHO.

— Haxmure KHONKY +, YTOOBI YBEJIMYUTHh MacCIITa0b, WIA KHOMNKY —, YTOOBl YMEHbIIIUTh
MaciTab. B kaxxnom citydae mar 6yaet coctaBiats 10%.

— BoijenuTe 3HaueHHe TeKYIEro Maciiraba, pefJakTUPyHTe ero BpyYHYIO U HaXXMHUTe Ha
kiasuiy Enter.

— Haxmure Ha cTpesiKy, pacHojioXKeHHYIO CIpaBa OT 3HA4YeHHUs TeKyllero macmraba, u

BbI6epI/ITe TPE6YEMbIﬁ MacmTab u3 BBHIIIaA4IOIIEero CIIMCKa.

=] +

[y AeTomatuuecku CYMM 0 CP3HAY 0 MUH O MAKC O CHET3 0 ml— . + 0 100% v

Pucynok 89 — UHCcTpyMeHThI U3MeHeHUsI MaciiTaba
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4.2.7 CKpBITH WIH 0TOOPa3HTh HyJIeBbIe 3HAYeHUs

[Tpy HeoO6XOAMMOCTH Ha JIMCTe MOXKHO CKPBITh 3HAYEeHHs B TeX siueiikax, KoTopble coepxar 0.
OTa BO3MOXXHOCTb 3HAUMTelIbHO oObserdaer paboTy c Tabiuiiamy, B KOTOpBIX €eCTb OoJblioe
KOJIMYIeCTBO HYJIeBBIX 3HaUeHH. Kpome Toro, CKpeIThIe HyJleBble 3HaYeH s He BBIBOAISTCS Ha IIedaTh.

YTOOBI CKPBITH HyJIeBble 3HAUeHHsI Ha JIMCTe, BBIIOIHUTe CJIeIyIOIe TedCTBHYS:

1. IlpaBo¥ KHOIKO¥ MBIIIH IIEJIKHUTE 110 BKJIAJIKe TAHHOTO JIUCTA.

2. B KOHTeKCTHOM MeHIO JiMCTa TocTaBbTe ¢uiakok CKpBIBaTh HyJeBble 3HAYeHHS

(cm. Pucynok 90).

22
23 Mepenmenoeats
24 OyBnupoeate
2 CkpriTe
26
27 " CKpbiBaTh HYNEEbLIE 3HAYEHKWA
28 -
MTWTE JMC T,
29 -
< ¥aanutb

-

Pucynok 90 — KoHTekcTHOe MeHIo JiicTa

YToOBI 0TOOPA3UTh paHee CKPBITHIE HYJIeBble 3HAUeHUs! Ha JIMCTe, BBIIOJHUTE ClIelyIollre
JeUCTBUS:
1. IlpaBo¥ KHOMKOM MBIIIM IIEJIKHUTE MO BKJIAJKe JINCTA, HA KOTOPOM CKPBITHI HYJIEBbIE
3Ha4yeHusl.

2. B KOHTeKCTHOM MeHIO JINCTa CHUMUTE clmancox CKPI)IBHTI) HYyJieéBble€ 3Ha1eHH .

4.2.8 Ynanure aucCt

YTOoOBI yIaIUTh JIUCT, BLITIOJIHATE CJIeYIOIIe JIeHCTBUS:
1. TlpaBoii KHOTKO¥M MBIIIIH IIEJTKHUTE TI0 BKJIAJIKe JINCTA, KOTOPbIA HEOOXOAUMO YIaUTh.

2. BbInosiHATe KOMaH/ly KOHTEKCTHOTO MeHI0 Y JaiuTth (cM. Pucynok 90).

HpI/I BBITIOJTHEHWKX KOMAaH/Ibl JIUCT YHO4JIeTCd BMeCTe C OdHHBIMU 6e3 npenyIrpexnaeHus.

. Ecnu BBI ynamuimm JIUCT 1o o1inbke, OTMEHUTe 3TO JiekcTBre (cM. pasnen 4.12.1.1).
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4.3 JleiicTBHS C TUeHKaMH, CTOJIOIIAMH M CTPOKAMH

4.3.1 Pacumupurs padouyro 00J1acThb

Bce neficTBust Ha JMCTE OCYIIECTBISIOTCS B Ipefenax pabouyed obmactu (cM. paszaen 3.6).
[To ymomaanuto pabodast o6iacts coctouT u3 10 cronbmos u 20 cTpok.

['panurel pabodeii 067acTv pacIIUPSIFOTCS aBTOMATHYeCKH, eClIM Ha JIMCT BCTaBJISIOTCS
CKOTIMPOBAHHbIE CTPOKU/CTOJIOIBI, KOJIMYECTBO KOTOPBIX MPEeBbIIIaeT KOJIMYECTBO CTPOK/CTONIOIIOB
B paboyeit obyacTy.

Eciu Tpebyercsi paciiiputh TpaHUIlbl pabodeil 06jacTv BPY4YHYIO, BBIIIOJIHHATE OJHO W3
CJIeIVIOIUX JeUCTBUIMA:

— JIBOWHBIM IIIEJTYKOM MBIIIA BbIIESIUTE JIIOOYI0 S9eiiKy B CTPOKe WM B CTOJIOIe,

KOTOPBIH CJielyeT BKIIOYUTH B pabouyio 06J1acTb.
— IlpaBo¥i KHOMKOM MBI IIEJIKHUTEe 10 3aT0JIOBKY CTPOKH/CTOJIOIA, KOTOPBIM Ciiefyer
BK/IIOYUTh B pabodyio 06JacTh, ¥ BBIIOJIHATE KOMAHJy KOHTEKCTHOTO MeEHIO

IdobaButh crpoku: n / Jlo6aButs crosbns: n (cM. Pucynok 91).

7
18
19
0
1

P

Fed

22

73 I/\\s‘ JobBaenTe cTpoku: 2
24

23

Pucynok 91 — Jlo6aBnenue cTpok
— Beoigenure moOyio sideliky B IOcie[HeN CTpoke/cTosnbre pabodeil obsactu. YToObI
YBeIUUNUTh pabodyio 006slacTh Ha OJMH WM HECKOJIbKO CTOJIOIIOB, HCIOJIb3YyHTe

wiapuily Tab. YTo6wl yBennuuth pabouyio 06J1acTh Ha OJIHY WJIM HECKOJIbKO CTPOK,

vcrosb3yWTe kiasuity Enter.
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4.3.2 BeigeauTh quana3oH si9eex

4.3.2.1 BpiietuTh IPOM3BOJILHBIN THANA30H STYeeK

YToOb! BBIIENIUTH IPOM3BOJIbHBIN JIMAIA30H siueeK, BOCIIOIb3yUTeCh OJJHUM U3 CIIeAYIOIIHNX
CH0CO60B:

— HaBeaute kypcop Ha nepByto siueliKy u3 TpebyeMoro Judana3oHa. Y Aep>KhBasi HaXKaTou
JIEBYIO KHOIIKY MBI, TPOTSHUTE KypCcop [0 TMOCIe[Her sYedKU Juara3oHa.
OTmycTuTe JIeByI0 KHOIKY MBbIIIIH.

— Broigenute nepByio siueiiky u3 TpeOyeMOro Juara3oHa. YJIep>KHBasi HAXKaTOW KIIABHUIITY
Shift, BeienTuTe MOCTEHIOI STYEHKY AMara3oHa.

HeobGxoaumblii 11ana3zod MOXKHO BBIJIEJISITh B JIF0OOM HallpaBJIeHUHM CTPOKU WJTK CTOJIOIA.

HpI/IMepr BbIJIeJICHWS ITIPOU3BOJIBHOT'O IHAIIdA30HA ss9eeK ITPeCTaBJIEHbl Hda pUCYHKAX 92-94.

o
|
&

Pucynok 92 — BriiesieHre iuarna3oHa siueek 110 FOpU30HTaU

]

PucyHnok 93 — Beifenenue iuana3oHa siueek 10 BepTHUKaIN

|

|

Pucynok 94 — BrifienieHve Auana3oHa sigeek 1Mo AUaroHaiu
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4.3.2.2 BeigesinTh BCe S4eiiKHU JINCTa

YToOBI BBIIETIUTD BCE STUEHMKH, KOTOpPbIe pacloJioXKeHbl B paboyel 06/1aCcTU TeKyIIero JrucTa
(cM. paznen 4.3.1), BBITIOJTHUTE OTHO U3 CJIEYIONIUX JIeACTBUM:
— HaBeaute Kypcop MBIIIIM Ha JIeBbIM BEPXHUM yToJl pabodel 006/1acT Tak, YTOOBI Kypcop
IIPUHAT BUI *w, U IEJIKHUTE JIEBOU KHOIIKOU MBIIIIN.

— Bribepute nyHKT KoMaHHOTO MeHI0 IIpaBka > Beigenuts Bce (cMm. PucyHok 95).

Mpaeka Bcraska @opmar  Tabawua  JadHme Keg

= OTMeHWTB Ctrl+Z

" ToeTopuTe Ctrl+Y

& Boipesats Ctrl+X

Kenupoeate Ctrl+C

[Ty Berasute Ctrl+W
BcTaeuts 3HaueHuA u dopumat Ctrl+Alt=V
BcTaBWTE TOMBKD 3HAYEHKA
BeTaeute uz Bydepa obmena r

£ KonwpoeaTe dopmMaTupoBaHiue Ctrl+5hift+C
MpuMeHUTE GopMaTHpOBAHWE Ctrl=Shift+V
BmaenuTe BCe Ctri+A

Pucynok 95 — KomangHoe mento IIpaBka

— Haxmurte couetanve xinasum Ctrl+A / £Cmd+A.

Ecmm na svcre BbieneH o6bekT (M3obpaxeHue, ¢urypa WM Auarpamma), Iepej
BBIJIEJIEHUEM BCEX SiYeeK C IOMOINbI KOMAHJHOTO MEHIO WM COYeTaHUs KIIaBHIII

CHHUMUTeE BblJIeJIeHHe C JaHHOI'O 00BeKTa.

[Ipu mcnonb30BaHMM 3TUX KOMaH/I BBIJIEJISIIOTCS STYeUKY TOJIBKO Ha TeKylIlleM JIMCTe. Sueiku
Ha JIpYTUX JIMCTaX 3JIeKTPOHHOM TabJIMIIbl He BBIIEISIOTCS.

[Tpu nepexosie Ha IPYTOM JIMCT BbIleJIeHVe IMalla30Ha Ha TeKyIeM JIMCTe COXPaHsIeTCsl.

4.3.2.3 CHATH BbIJieJIeHHe

YT0oOBI CHATH BBIIEIeHUe, IIeJIKHUTE JIeBO KHOKOM MBIIIIH T10 JTIOO0U d4eiiKe JIUCTA.
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4.3.3 I3MeHHNTH pa3Mep ssueeK

Pa3Mep sg9eeK MOXXHO M3MEHUTb OJJHUM U3 CIIeAYyIoINX CII0coboB:
— YKa3daTb TOYHYIO IIMPHUHY U BBICOTY SA4Y€eK BPYYHYIO;

— dBTOMaTH4eCKH HOJIO6paTI) IMUPUHY U BBICOTY sA4€eK II0 COJIePXKNMOMY.

YT0oOBI UI3MEHUTH pa3Mep OJTHOU WJTM HeCKOJIbKUX STUeeK, BHIIOJTHUTE CIIeyIoIue JeCTBUS:
1. Broigenure 5TH sSUelKU.
2. OrtkpoiiTe okHO Pa3mep sueliKu 0IHUM U3 CJIeIyIOMINX CIIOCOOOB:

— Broibepute nyHKT kKOMaHIHOTO MeHIO Tab6smia > Pa3mep staetikm (cM. PucyHok 96).

TaGmmua fanHeie  Wactpyments  Bug OBwwi goctyn  Hag

T BcTaeuTh cTpOKy CBEpRY Alt+A
& BcraewTte cTpoky cHW3Y Alt=B
B Bcrasute cronBey coeea Alt=L
Bl Bcrasute cronBey cnpasa Alt=R
& ¥panuTe cTpoky

w ¥aanuTte ctonbey,

CkpbITe CTROKY
Mokazate cTpoky
CkpuiTe cTOABEL,

[Mokazate cTonbey,

OBBEIWHWTE AYEHKI Ctrl+alt+M
PasbegHUTE AYERKK Alt+5hift+M

==
EH
Pazmep Aueikm..,

Pucynok 96 — [TyHkT koMaHHOTO MeHI0 Pa3mep siueiiku

— Ha maHenu WHCTPyMeHTOB, B pasfiefie flyeKH HaXKMHUTe KHOIIKY (Pazmep

sigeriku) (cMm. Pucynok 97).

ﬁ v B ™ &8 ¥ BH akperwms v
HE‘ v E ﬂ @ 'ﬂ'ﬁ [pynnupoeEaTe W

Auenkmn

Pucynok 97 — Knonka Pazmep saeriiku
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- HpaBoﬁ KHOIIKOW MBIIIX IIEeJKHHATE II0 BbIJEJIEeHHbIM SYelMKaM W BbIIIOJHUTE

KOMaHy KOHTEKCTHOI'O MEHIO Pa3Mep ST9efKH.

3. B okne Pa3zmep siueiiku (cM. PucyHok 98) BbImosHHTe OTHO U3 CIIeAYIONINX JeHCTBUM:
— YrtoOBI yKa3aTh TOUHbIE ITApaMeTphl siueek, BBeauTe ux B nosis Illupuna u Bricota

BPYUHYIO.

— YT00BI aBTOMATUYECKH HO}IOﬁpaTb IIWPUHY KW BBICOTY f4YeeK II0 COLEepXHUMOMY,

BbIOepuTe 3HaueHHe IlogodpaTh aBTOMAaTHYECKH.

4. Haxwmure kHonky OK.

Pazmep Aqelikn x

© 3apats BpyuHyO

WupuHa

| BB o :

BricoTa

0,53 cm -

MogobpaTe aBTOMATHYECKK

Pucynok 98 — OxHo Pa3mep sgeiiku

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' MWy, 2013-2024 88



MonOdonc

4.3.4 O0BbenMHUTD WIN Pa3beJUHUTD STYeHKH

4.3.4.1 O0peauHUTE A9eHKU

JItoboe KOMMYeCTBO siueeK Ha TeKYIleM JINCTe MOXXHO OObeJUHUTD.

[Ipu o6benuHeHNH sTueeK:

— OTMe4YeHHBIN JUAa30H CTAHOBUTCS eJIMHOU STYeHKOM;

— COXpaHSIOTCS JaHHbIe TOJIbKO U3 BePXHeU JIeBOU SUeiKU Auara3oHa;

— K OOBeAMHEHHOW s4elike NpUMeHsieTcsi GOpPMaTUPOBAHHWE BepXHEW JIeBOW SYeHKU
JuvarasoHa.

YToObI 00BEIUHUTH STYEHKH, BbIIEJIUTE UX U BBIIIOJIHUTE OJIHO U3 CIeIyIONINX AeHCTBUM:

— BpribepuTte myHKT kKoMaHAHOTO MeHIO Taomua > OobequHUTS sTaeiiku (cM. PucyHok 99).

TaBnwua  fJadHweie  WHctpymedtw  Bug  OBwwid goctyn  Hag

T BcraewTe cTpoky ceepxy Alt+A
& BcTaBuTth cTpOKY CHU3Y Alt+B
B Bcrasute cronBeu coeea Alt=L
ﬂ BetaBuTe cTonBey cnpaea Alt+R
& Yaanute cTpoky
ﬁ ¥aanute cTonbey,
CrpbiTh CTROKY
Mokasate cTpoky
Ckpoith cTONGEL,
Mokaszate cTonbey,
fH  OBbegnHUTE AYEiKK Ctrl+Alt+M
fH  PasbeguHWTh A4Eikn Alt+5hift+M

Pucynok 99 — Ilyukt komanaHoro MeHio O0beIMHUTH TYeHKH

— Ha nmanenu uHcTpyMeHTOB, B pasfene fueiiku (cMm. Pucynok 100) HakMuTe KHOIIKY

= (O0BbemuHUTD STICHKH).

ﬁ w @ O &= ESEKPE‘I‘IHTI: w
HH v E ﬂ % ﬂﬂ [pynnupoeaTe W

AuekKn

Pucynok 100 — Knonka O0beAUHUTH STYeHKH
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— HpaBOfI KHONKOM MBbIIIN INEJIKHUTE II0 JWAallda30HY BbIJJEJIEHHbIX sg49eeK W BBIIIOJIHUTEe
KOMdHy KOHTEKCTHOI'O MEHIO Oﬁ'[)EI[I/IHI/ITL AYeNKH.

— Haxwmwure coueranue knasui Cirl+Alt+M / ~Option+%Cmd+M.

4.3.4.2 PazpeqMHUTH TYCHKH

PazbeiMHUTE MOXKHO TOJIBKO Te STYeHKH, KOTOPble paHee ObLTH 00beuHEeHbI.
YToObl pa3beqUHUTL SYEeWKH, BBIIEIUTe s4YelKy, CO3[AaHHYI0 IyTeM OObeAUHEeHUs, U
BBITIOJIHUTE OJTHO U3 CJIeJIyIOLIUX JIeUCTBUM:

— Buoibepure myHKT KoMaHHOTO MeHi0 Tabsuma > Pazsequuuts staeiiku (cM. Pucyrok 101).

TaBnmua  JanHeie  Waetpyments  Bug  OBwwid goctyn  Hapg

Th BcraewuTte cTpoky cBepxy Alt=A
& BrTaeuTh CTpORY CHW3Y Alt=BE
B Bcrasute cronbey cneea Alt=L
Bl Bcrasute cronBey cnpaea Alt=R
& ¥panuTh cTpoky

B Yaanute cronBey

CKpHITE CTROKY
MNokazate cTpoKy
CkpuiTe cTOAGEL,
Mokazate cTonbey,
B OBbesuHuTe AYERKn Ctrl+alt+M
fH  PasbeguHuTe AYeiiku Alt+Shift+M

Pucynoxk 101 — ITynkT komanaHoro MeHio PazbefMHUTH sueiKku

— Ha nanenu uHCcTpyMeHTOB, B pasnene fueiikm (cMm. Pucynok 102) HakMuTe KHOIIKY

[ (Pa3penuuuTD sT4eiikm).

ﬁ w @ V= O S EEaKp-enMTb w
HH v E a @ 0@ [pynnupoBate

Auyenkn

Pucynoxk 102 — Knonka PazpeHUTD TueiKu
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— IlpaBo¥ KHOIIKOM MBI IIEJKHUTE 0 BbIJIEJIEHHOW sYeliKe U BBINIOJIHATEe KOMaHAY
KOHTEKCTHOI'O MeHIO Pa3bequHUTD STUeHKH.
—  Haxwmure coyeranue knasum Alt+Shift+M / ~Option+{Shift+M.
JlaHHbIe, KOTOpbIe COfiep>KaTcsi B 00beIMHEeHHOU siuelike, MOMeIaloTCs B BEPXHIOIO JIEBYIO
sT9elKy TOJTy9eHHOI0 JIhara3oHa. S4erku Irarna3oHa HacieyoT popMaTHpoBaHHe 00beIMHEHHON

STYEUKH.
4.3.5 BcTaBUTH CTOJIONBI HJTH CTPOKH

4.3.5.1 BcTtaBuTh CTOJI0LBI

YT068! OBICTPO 106aBUTH O/IMH CTOJIOEI, BHIIIOJHUTE ClelyIoIiye JeHCTBUS:

1. Brimenure siueliky WM cTosibell, cieBa WIX ClipaBa OT KOTOPOro He06X0AUMO J00aBUTh
HOBBIU CTOJIOeIL.

2. BcraBbTe cTonbern 0JHUM U3 CIIeqyIOIIUX CII0COOO0B:
— Bribepute nyHKT koMaHnHOro MeHio TabGmmma > BceraButh crosben ciieBa/

BcraButh crosber ciipaBa (cM. Pucynok 103).

TaBawua JanHwe WHotpymentw Bug  OBwwi goctyn Hag

TR BcraBwTb cTpoky cBepxy Alt+A
& Botaewte cTpoky cHU3y Alt+B
E BcraewTe cTonbey ciesa Alt+L
ﬂ BcraswTe cTonbey cnpaea Alt+R

Pucynok 103 — Komanzpb! BcTaBKy CTOJIOIOB

— Ha nanenu unctpymeHnToB, B pasnese SIueiiku (cM. PrucyHok 104) HaXkMUTe KHOIIKY

E (BcTraBuTH CTOJIOCIL CII€BA) WU ﬂ (BcraBuTh cTosder cripaBa).

ﬁ w @ V= O S =53] JakpenuTe v
HH v E a @ 0@ [pynnupoBate

Auyenkn

Pucynok 104 — KHornku BCTaBKY CTOJIOIOB
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— IllenkHuTe 1O BBIJIEJIEHHOMW SYEMKe WA 3aroJIOBKY BBIJIEJIEHHOTO CTOJIOIA MpaBoOM
KHOIIKOM MBIIIA ¥ BBIMOJIHUTEe KOMAHJy KOHTEKCTHOTO MeHI0 BcTaBUTH cTosberr

cineBa/BeraButh crondern cipaBa.

— Jlns BcTaBKM cToOlIA cjleBa HaXMUTe couyeTaHue kiaBuil Alt+L / ~Option+L.

J1s1 BcTaBKM CTOJIOIA CripaBa HakMUTe codeTaHue KiaBuil Alt+R / ~Option+R.

YT106BI JO6ABUTH HECKOJILKO CTOJIOIOB, BBIIIOJIHUTE CIIeYIOIHe e CTBUS:

1. Bslpenure Takoe KOJIMYECTBO CTOJIOIOB MM siYeeK 110 TOPU30HTaIM, KOTOPOe PaBHSEeTC s
KOJINYeCTBY CTOJIOIIOB /ISl BCTaBKHU.

2. BcraBbTe CTONOIBI OAHUM U3 CJIEIYIOIUX CIIOCOOOB:
— Bribepute nyHKT koMaHnHOoro MeHio TabGmmma > BceraButh crosben cieBa/

BcraButs crosnber cipaBa (cMm. Pucynok 103).

— Ha nanenmu wuHCTpy™mMeHTOB, B pasnene Hueiiku (cM. Pucynok 104) Haxkmure

KHOIIKY E (BcraBuTh CTOJIOCI] CI€BA) WU ﬂ (BcTaBuTH cTOJIOCL CIIPaBa).

— IlpaBo¥i KHONKOM MBIIIY IIIeJIKHWTE I10 J1I060My MecTy BbIOpaHHOI'O AMala3oHa U
BBIIIOJIHUTE KOMAaHJy KOHTEKCTHOrOo MeHI0 BcraBuTh cronben cieBa WM

BcraButh CTOJIﬁEII CIIpaBa.

— Jlns BCTaBKU CTOJIOIOB CJieBa HakmuTe codeTaHue kiaBuil Alt+L / ~Option+L.

J1y1s BCTaBKM CTOJIOIOB ClipaBa HaXkMuTe codeTanue kiiasuil Alt+R / ~Option+R.

YToOB! YIBOUTH KOJTMYECTBO CTOJIOIIOB Ha JIUCTE, BBHITIOIHUTE CIIeAYIOIHe IeHCTBUS:
1. Bwimenure 1eMKOM JIFO0YI0 CTPOKY Ha JiicTe (cM. pasnen 4.3.6.1).
2. BcraBbTe CTONOIBI OHUM U3 CIeIYIOIIUX CIIOCO00B:
— lenxHuTe MpaBOi KHOMKOM MBIIIH 110 06J1aCTH 3ar0JIOBKOB CTOJIOIIOB U BBIMTOJIHHATE
KOMaH/ly KOHTeKCTHOro MeHI0 BcraBuTh cTosi0en cieBa wiv BecraBuTth crosidert

crmpasa.

— Jlns BCTaBKM CTOJIOIOB CiieBa HakmMuTe coderaHue kiaBuil Alt+L / ~Option+L.

Jly1st BCTaBKM CTOJIOIOB ClipaBa HaXkmMuTe coyeTanue kiasuil Alt+R / ~Option+R.
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4.3.5.2 BcTtaBUTB CTPOKH

YT1o6bI GBICTPO T0OGABUTH OJIHY CTPOKY, BLITIOJTHUTE CIeIyIOIIHe JeHCTBUS:

1. Boimenurte siuediky WM CTPOKY, CJieBa WJIM CIpaBa OT KOTOPOM HEOOXOAMMO 00aBUTH
HOBYIO CTPOKY.

2. BcraBbTe CTPOKY OJTHUM U3 CJIEIYIONIHAX CIIOCOOOB:
— Bribepute myHKT KOMaHAHOTO MeH0 Tabsmma > BcraBHTB CTPOKY cBepxy/

BcraButh cTpoky cHm3y (cM. Pucynok 105).

TaBavua  fJadHeie  MHctpyments Bug  OBwwid goctyn  Hag

TR BcTaeuTb cTpOKY CBEpRY Alt+A
i BoTaeuTb cTpoRy CHWISY Alt+B

Pucynok 105 — KomaHnzp! BCTaBKU CTPOK

— Ha nanenu unctpymeHToB, B pasneie fueiiku (cM. Pucynok 106) HaxkMuTe KHOIIKY

TH (BcraBUTB CTPOKY CBepXxy) WK & (BcTaBUTH CTPOKY CHH3Y).

S v
A v

Auenkmn

F B lakpenums v

™ &
il

[ HH

% 0@ [pynnupoBaTe

Pucynok 106 — KHoniku BcTaBKM CTPOK

— LHEHKHHTE IO BBIJIEJICHHOH SYeliKe WJIU 3dI'0JIOBKY BbIJIeJIEHHOM CTPOKH npaBoﬁ
KHOIIKOM MBIIIW M BBIIIOJIHUTE KOMaHy KOHTEKCTHOI'O MeHI0 BcTaBHUTH CTPORY

cBepxy Wi BcTaBUTH CTPOKY CHH3Y.

— JIys BCTaBKU CTPOKU CBepxXy HakmMuTe codyeTaHue kiaBuil Alt+A / ~Option+A.

J17151 BCTaBKM CTPOKU CHU3Y HaXXMUTe codeTaHue kiasuil Alt+B / ~Option+B.

YToObI 106aBUTh HECKOJIBKO CTPOK, BBITIOJIHUTE CIIAYIOIIMe IeACTBUS:
1. Boimenute Takoe KOJIMYECTBO CTPOK WM siUeeK I0 BePTHUKAJIM, KOTOpOe paBHSIETCS
KOJIMYECTBY CTPOK J|JIsl BCTABKH.

2. BcraBbTe CTPOKU OHUM U3 CIIEAYIOMIMNX CIIOCODOOB:
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— Beibepute myHKT KOMaHAHOTO MeHI0 Tabmmma > BcraBuTh CTpPOKYy cBepxy /

BcraButh cTpoky cHm3y (cM. Pucynok 105).
— Ha manemn wuHcTpymeHTOB, B pasfene $deiiku (cMm. Pucynok 106) nHaxkmwure

KHOTIKY T (BcTaBUTB CTPOKY CcBepXy) Wi & (BcTaBUTB CTPOKY CHH3Y).

— HpaBoﬁ KHOIIKOM MBIIIM IIEeJIKHUTE I10 JIIO6OMy MeCTy BbI6paHHOI‘O JHalla30HA U
BBITIOJIHUTE KOMdHAY KOHTEKCTHOI'0O MeEeHIO BcraBurthb CTPOKY CBepxy W1

BcraBuTh CTPOKY CHH3Y.

— JIys BCTaBKM CTPOK CBepxy HaXMuTe coderaHue kiauil Alt+A / ~Option+A.

J1J1st BCTaBKM CTPOK CHU3Y HaXXMUTe codeTaHue kiaBuil Alt+B / ~Option+B.

YTto0bbI YABOUTH KOJIMYECTBO CTPOK Ha JIMCTE, BBIIIOJIHUTE Clleyrolue JEerCTBUS:

1.
2.

Brigenure nenmrkom 060 crosbert Ha siicte (cM. paszaen 4.3.6.1).

BcraBbTe cTpoku OgHUM U3 CIIeAYIOMUX CIIOCOOOB:

— IllesnkHuTe TpaBOM KHOMKOW MBIIIM 1O 0O0JIACTH 3arOJIOBKOB CTPOK M BBIMIOJIHUTE
KOMaH/ly KOHTeKCTHOTO MeHI0 BCTaBHTBH CTPOKY cBepxy wiu BcTaBHUTBH CTpOKY

CHH3Y.

— Jlns BCTaBKU CTPOK CBepXy HaKMUTe codeTaHue kiaBuil Alt+A / ~Option+A.

J17151 BCTaBKM CTPOK CHU3Y HaOXXMUTe codeTaHue kiaBuil Alt+B / ~Option+B.

4.3.6 BeigeuTh CT0JI01BI HJITH CTPOKH

4.3.6.1 BeimennTh CcTOJI0€I] WIIM CTPOKY

YToOBI BBIIEIUTH CTOJIOEI UJT CTPOKY, BOCIIOJIb3YHTECh OJHUM M3 CJIeIYIOIIUX CIIOCOOOB:

HaBenmure kypcop Ha 3arojioBOK CTOJIOI@ WIM CTPOKM TaK, YTOOBI KypCOp IPHHSII
BU + um —+. [llesikaUTE MO 3ar0/IOBKY JIeBOM KHOIIKOW MBIIIIH.

HlenxHuTe 1o M0060M siuelike B CTPOKe WM CTOOIle, KOTOPbIM TpebyeTcsl BbIIEIUTh.
Yrobbl BBIIENIUTH CTPOKY, HaxkmuTe coderaHve KkiaBuill Shift+IIpoden. YrTobbr
BBIIEJIUTE croJber, HaXMUTe coueTaHue KJIQBUIII Ctrl+IIpo6en /

{Shift+3Cmd-+IIpoGen.

YToObl BBIAENUTb BCe CTPOKM, B KOTOPBIX paclojioXkeHa OOBeIMHeHHas s4YerKa

(cm. paspen 4.3.4.1), BeienuTe 3Ty sST9edKy U HaxkmuTe codeTanue kiasuin Shift+IIpooesn.
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YroObl BBIAEIUTH BCe CTOJOIBI, B KOTOPBIX paclojio)keHa OObBelVHEeHHas sueika
(cm. paszpmen 4.3.4.1), BblmenuTe 3Ty sYedKy M HaxkmuTe coderanue Kiasuil Ctrl+IIpooer /

{Shift+Cmd-+IIpoGe.

4.3.6.2 BpiietuTh IMana3oH CTOIOI0B HIH CTPOK

Jlnst BbIzlesieHHsT HeOOJBIIIOTO JMara3oHa CTOJIONOB WJIM CTPOK BBITIOJIHUTE CIIeIyIOIIre
IeUCTBUS:
1. HaBenuTe Kypcop Ha 3arojioBOK IepBOIO BbIAEJISIEMOr0 3jieMeHTa Tak, YTOObl Kypcop
TIPUHSIT BUI 4 WA —+.
2. 3axaB JIeBYIO KHOIIKY MBIIIH, IIPOTAIMTe KypCOp IO 3arojIOBKaM 3JIeMeHTOB, KOTOpPbIe
HeoOXOIMMO BbIJIeJIUTD.

3. OrtmycTuTe JIeBYO KHOIIKY MBIIIIH.

715 BbifieNieHrsl Tarna3oHa CTOJIOIOB WIM CTPOK, KOTOPBIM BBIXOJUT 3a IpeJieibl BUAUMON
o6s1acTH TabJINIIBI, BBIIIOJIHUTE CJIeIyIolIne JeHCTBUS:
1. HaBemuTe Kypcop Ha 3arojioBOK IepBOI'O BbIIEJISIEMOr0 3JieMeHTa Tak, YTOObl Kypcop
TIPUHSIT BUI 4 WA —+.
2. BrigenuTe 3TOT 3arojI0BOK IMIETYKOM JIEBOM KHOITKHM MBIIITH.
3. HaBenuTe Kypcop MBIIIM HAa 3ar0JIOBOK IOCJIeIHEer0 BbIIeJIIeMOro 3jIeMeHTa TaK, YTOOBI
OH npuHsI BU 4+ win =+. lllekHUTe N0 3arojiOBKY, yAep>KUBas HaXKATOW KIIABUIITY

Shift.
4.3.7 CKpBITH WIH MOKA3aTh CTOJI0eI] WIH CTPOKY

4.3.7.1 CKpBITH CTOJIOCI] WIIN CTPOKY

YToObI CKPBITH CTOJIOEI] WK CTPOKY, BBIIIOJIHUATE CJIeAYIOIIHe TefCTBUS:
1. Beimenwure 1earkoM HeOOXOIUMBIA 37IeMeHT WU 3JIeMeHTHI (CM. pasjen 4.3.6.1).
2. BbInoHUTe KOMaH/Ty CKPBITUS 3JIeMeHTa OJTHUM U3 CITIOCOOOB:
— DBroibepute nyHkT koMaHjgHOro MeHio Tabmuma > CkpbeITh cros0en/ CKpBITH

cTpoky (cm. Pucynok 107).
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Tabawua  fJannwe  WHctpyments Bug OBwwi goctyn

Th BcraeuTtk cTpoky ceepxy Alt=A
& BcTaewuTe CcTpoKy CHW3Y Alt=B
B Bcrasute cronbey coeea Alt=L
Ml Bcrasute cronBey cnpaea Alt=R
o YpanuTe cTpoky

B Yaanute cronBey,

CkpmTe cTpoKy
Mokazats cTpoKy
. .
CkpmTh cTONDEL,

Mokasate cTonbey,

Pucynok 107 — Komangnoe mento Ta6umna

— HpaBOﬁ KHOIIKOM MBIIIH IIEeJIKHUTE 110 3dI'OJIOBKY 2JIeEMeHTd U BBIIIOJIHUTE KOMdHIY

KOHTeKCTHOro MeHI0 CKpBITH cTos0en 1 CKpBITh CTPOKY.

CKpbITBIE 37IeMeHThl 0TMe4aloTCsl MapKepoM B 3arosioBke (cM. Pucynok 108).

1 2000
10000

Pucynok 108 — CkpbITble CTPOKH

CKprTbIe CTPOKH U CTOJ'I6I_IBI He BBIBOJATCS Ha I1€4aTh.

4.3.7.2 Iloka3aTh cTOI0EI] HJIH CTPOKY

YT0oOBI 0TOOPA3UTH CKPBITHIN CTOJIOEI] WA CTPOKY, BBIIIOJHUTE CJIeyIOI1e T1eCTBUS:

1. Bwimenurte aBe cTpoku Wi crosbra (cM. pasznen 4.3.6.1) Mexay KOTOPhIMUA HaXOAUTCS
CKPBITBIN 3JIEMeHT.

2. BelinonHUTe KOMaHy OTOOPaXKeHU s 3JIeMeHTa OJHUM U3 CJIeIyIOIIUX CIIOCOOOB:

— Bruibepute nmyHkt komangHoro meHro Tabmuma > ITokazats crosben/IlokazaTh

crpoky (cm. Pucynok 107).
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— IIpaBo¥ KHOIIKOHM MBIITH IEJIKHUTE TI0 3ar0JIOBKaM BBIJIeJIEHHBIX CTOJIOIOB/CTPOK U
BBLITIOJTHUTEe KOMaHAy KOHTeKCTHOro meHio Ilokazath cromben wiv Iloka3aTh

CTPOKY.
[Tocne BbIMOIHEHNST KOMAHAbl OTOOPAXKAIOTCSI BCE CTPOKU/CTOJIOIIbI, CKPBIThIE T10/] MAPKEPOM.

4.3.8 IaMmeHnTH pasMep CTOJIONA HJIH CTPOKH

Pasmep cTpoxu uimm crosbia MoXXHO U3MEHUTh OJJHUM U3 CJIeAYIOLIUX CII0COOO0B:
— IlepeMeCTUTb IPaHUIly CTOJIOA/CTPOKU BPYUHYIO;
— aBTOMAaTWYecKy 10J00paTh MIMPUHY CTOJIO1A/BBICOTY CTPOKH 110 COJIeP>KUMOMY;

— yKasaTbh TOYHYIO IIMPUHY CTOJI011a/BBICOTY CTPOKHU.

4.3.8.1 N3MeHUTH BPYUYHYIO

YT0o6BI MI3MEHUTH pa3Mep OJJHOT'O CTOJIOIA WIK CTPOKH, BBIIIOJIHUTE CllefyIollre JeHCTBUS:

1. HaBenure Kypcop Ha IIpaBYyIO I'pPaHUIly 3arojioBkKa CTOJIOIQ WM Ha HIDKHIOIO TPaHUILY
3arojIoBKa CTPOKH TakK, YTOObI KypCOp IPUHSUI BUl IBYCTOPOHHEH CTPeJIKY.

2. VYpepxyBas HaXaToW JIeBYIO KHOIIKY MBIIIM, IlepeMecTuTe TpaHHUIly B Tpebyemoe
TI0JIOXKEeHMe.

3. OrtmycTuTe JIeBYyI0 KHOIIKY MBIIIH, YTOOBI 3apHMKCHPOBATh BEIOpaHHOE I10JI0)KeHHe.

YTOOBI YCTAaHOBUTH OJIMHAKOBBIM pa3Mep [Jisi HEeCKOJIbKMX CTOJIOIOB/CTPOK, BBHIIIOJIHWTE
CJIeZIyIolre IeNCTBUS:
1. Boigenurte faHHbBIE CTOJIOIBI/ CTPOKHU.
2. YcraHOoBUTe Ji1 OAHOTO CTOJIDOIA/CTPOKU pa3mep, KOTOPbIA TpebyeTcs IPUMEeHUTD ISt
BCeX BblJIeJIEHHBIX CTOJIOIOB/CTPOK. 17151 3TOTO0:
— HaBenute kypcop Ha MpaByI0 IpaHUITy 3aroJIOBKa JIF000T0 CTOJOIA MIIU Ha HUKHIOKO
TPAHUITY 3arOJIOBKA JIOOOM CTPOKM TakK, YTOOBI KypCOp MPHHSUI BUJ IBYCTOPOHHEH

CTPeJIKH.

— YIepxuBas HaXaToM JIeBYIO KHOIKY MBIIIH, [lepeMecTUTe I'paHUIly B Tpebyemoe

II0JIO>KeHHe.

— OrtmycTyTe KHONIKY MBIIIH, YTOOBI 3adpUKCUPOBATh BEIOPAaHHOE TOJI0XKeHHe.
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J11s1 BBIZIeJIeHHBIX CTOJIOIOB/CTPOK OyZeT aBTOMaTHYeCKU YCTaHOBJIEH pa3Mep, yKa3aHHBIM
JUUIS1 JAHHOTO CTOJI011a/CTPOKM.

YToObl yCTAaHOBUTH ONWHAKOBBIM pa3Mep [UIsl BCexX CTPOK/CTONOIOB B pabodell oGmactu
(cM. pasmen 3.6), BbieNIUTE BCe sSTYeMKH JiMcTa (CM. pasfen 4.3.2.2) ¥ BBIOJIHUTE aHAJOTHYHbIE

IeUCTBUS.

4.3.8.2 IlomoOpaTh aBTOMAaTHYECKH

YroObl aBTOMATUYECKHA IOAO0OpaTh IIMPUHY CTONOIA IO COAEpXUMOMY SYeMKH C
HauOOJIbIIUM KOJIMYECTBOM JIAHHBIX, BBIIIOJIHATE OJTHO U3 CJIeAYIONIUX JeHCTBUIMA:

— HaBeaute Kypcop MBIIIM Ha MpaBYIO T'PaHUILy 3arojioBKa CTOJIONA Tak, YTOOBI Kypcop
MIPUHSUT BU] IBYCTOPOHHEU CTPeJIKH, Y ABAXK/IbI IIEJIKHUTE MBIIIbIO.

— IlenxHuTe MpaBOil KHOIKOW MBIIIM TI0 3arojIOBKy CTOJIOIA U BBHIIOJHUTE KOMaHAY
KOHTEKCTHOTO MeHI0 BBHIPOBHATH 10 HIUPHHE COAePKUMOTrO.

— IllenkHuTe TpaBOM KHOMKOM MBIIIA I10 3arojIOBKY CTOJIONA M BBIIOJIHUTE KOMaHAY
koHTekcTHOro MeHo IITupuna crondma. B okxe IIupuna cronoma (cM. Pucynok 109)

BbiOepuTe 3HaueHre Ilogo0dpaThs aBTOMaTHyecku 1 HaxkmuTe KHONKY OK.

WwnpuHa cTonbua >

3aaTh BRYUYHYHD
Lupuna

4,29 cm .

O Mogobpate aETOMATUYECKI

Pucynok 109 — Okuo Illupuna croidna

Yro6bl aBTOMAaTUUECKU 10J00paTh BBICOTY CTPOKHA 10 COAEPXXUMOMY SYeMKu C
HauOOJIbIIMM KOJIMYeCTBOM JIJaHHBIX, BBIIIOJIHATE OJTHO U3 CJIeIYIOUIUX JeHCTBUM:
— HaBegute KypcOp MBIIIIM Ha HM)KHIOKO I'DaHUIly 3aroJIOBKa CTPOKM Tak, YTOOBI Kypcop

TNIpUHAIT BUL I[BYCTOPOHHQIZ CTPeJIKH, U ABAXKbI IEeJIKHUTEe MbIIIbIO.
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— IlenkHuTe mpaBoW KHOMKOW MBIIIM IO 3arojOBKy CTPOKM W BBIIIOJIHATE KOMAaHIY
KOHTEKCTHOTO MeHI0 BBHIPDOBHSATH 110 BHICOTE CONEpPIKUMOTO.

— IllenkHuTe NMpaBOM KHONKOW MBIIIA 1O 3arojIOBKY CTPOKU W BBINOJHUTE KOMAaHAY
KOHTeKCTHOTro MeHI0O BwicoTa cTpokm. B okHe BwicoTra crpokm (cMm. Pucynok 110)

BbIOepuTe 3HaYeHHe IlogobpaTs aBTOMaTHYecKH 1 HaXkMHUTe KHOTIKy OK.

BricoTa cTpokm *

3a4aTe BPYUHYHD
BoicoTa

0,36 cm w

o MNopgobpats aeTOMaTUYECKK

Pucynok 110 — Okno BbicoTa cTpoku

YToObl aBTOMATUYECKH IM0/I00paTh IIUPUHY/BBICOTY HECKOJIBKMX  CTOJIOIIOB/CTPOK,
BBITIOJIHUTE CJIeyIOIIue IeUCTBUS:
1. Brimenure TpebyeMble CTOIOIIBI/CTPOKHY.
2. BeblinonHWTe aBTONOAOOP MIMPUHBI/BBICOTHI OJIHUM U3 CJIeYIOIIUX CIIOCOOO0B:
— HaBeaute kypcop MbIIIM HAa TPaHUIy MeXIy ABYMs JIFOOBIMM 3arojloBKaMu
CTOJIOITOB/CTPOK B BBIJIEJIEHHOM JIMalia3oHe TaK, YTOObI KYypCOp TMPHHSIT BUI

JIBYCTOPOHHE! CTpPeJIKH. [IBaXKIIbl I1IeJIKHUTE MBIIIBIO.

— IlenkHuTe NpaBOM KHONKON MBIIIM II0 3arojioBKy JIFOOOro CTOJIOIA/CTPOKU B
BBIZIEJIEHHOM JIMalia30He U BBIMOJHUTE KOMAHAY KOHTEKCTHOTO MeHI0 BBIpOBHATH

II0 MIMpUuHE COAECPKUMOro 1jin BI)IPOBHHTI) I10 BBICOTE COAEepPKNUMOro.

— IlenkHuTe TpaBOM KHOMKOM MBI IO 3arojoBKYy JIOOOTO CTOJIOIA/CTPOKU B
BbIJIJIEHHOM JMalla30He U BBIMOJIHUTE KOMaHAy KoHTekcTHoro MeHio IlTupuna
cronbma wiu Beicora crpoku. B otkpbBiiemcs okHe (cMm. Pucynok 109 u
Pucynok 110) Boibepute 3HaueHue IlomoOpaTh aBTOMATHYeCKH U HAXXKMHUTE

kHorky OK.

,HJ'[S[ Kaxaoro CTOJ'I6LIa/CTp0KI/I B BbIIeJIEHHOM [OKdIIa30He HOZ[6EpETCH IJ_II/IpI/IHa/BbICOTa I10

CONEepPXXUMOMY YUK C HAauOOJILIIUM KOJIMYeCTBOM JdHHBIX.
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4.3.8.3 Yka3aTh TOYHBII pa3mep

Y1o6Bl yKa3aThb TOYHYIO IIMPUHY [Jisi OJIHOIO/HECKOJIbKMX CTOJIOIIOB WJIA BBICOTY [IJisi
OJIHOM/HECKOJIbKUX CTPOK, BBITIOJIHUTE CJIe/lyIolline JeHCTBUS:

1. BeigenuTte maHHbBIE CTOJIOIBI UK CTPOKH.

2. llenkHWTe TPaBOM KHOMKON MBIIIM TI0 3arojIOBKY JII0OOTO CTOJIONA WM CTPOKH B
BbIJIJIEHHOM JIMalla30He U BBIIOJHUTE KOMaHAy KOHTeKCTHOro MmeHio Illupuna
crosbna wiv Beicora cTrpoku.

3. B orkpobiBiieMcs okHe (cMm. Pucynok 109 u Pucynok 110) ykaxure Tpebyemyio
IIInpuny cronbnos wiv BeicoTy CTPOK.

4. Haxwmure kHonky OK.

4.3.9 3akpenurs CTOJIONBI, CTPOKH HJIH 00JIaCTh

3akperyieHMe CTOJIOIIOB, CTPOK W 0OJjlacTed HCHOJb3yeTcs IpU paboTe € OONBIIMMU
obpemam JIaHHBIX. [Ipy poKpyTKe jiMcTa BIIPAaBO W/WJIM BHU3 3aKpellyieHHas! CTPOKa, CTojbell Uiin
obacTb Bcerzia 0ToOpaXkaeTcst Ha dKpaHe.

3aKpeIyieHHbIN 3JIeMeHT OT/ieNsieTCs OT IPYTUX 3JIeMeHTOB JIMCTa KUPHOM JIMHKEH.

Ecnu ctpoka winu cronber 3akpelisieTcs NPU HAJWMYMU yXKe 3aKpeIuleHHOM CTPOKH WIN
cTosbIia, To MpeJblAyIias HaCTPOMKa IJIsl MIeHTUYHOIO 3jleMeHTa IlepecTaeT J1eHCTBOBaTh.

[Tpu pabote B npunoxennu « MoiiOduc Tabnuiia» MOXXKHO 3aKpenuTh:

— OJIMH WM HeCKoJbKO cTonbioB (cMm. Pucynok 111) — npu npokpyTke JvcTa BIIpaBO

0TOOpaXKaroTCsl TOJIBKO 3aKpellleHHble CTOJIONBI, a BCe CTOJIOIBI, KOTOpPble HAaXOASTCS

JieBee, CKPBIBAIOTCA C 5KPdHd,

= R ¥ IR S T B L

LT =T = = NS |

—_
=

Pucynok 111 — 3akpermuien crosnber; B
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— OOHy WM HECKOIbKO CTpOoK (cM. PucyHok 112) — mnpu TIpOKpyTKe JHMCTa BHH3
O0TOOPaXKalOTCSl TOJIKO 3aKpelieHHble CTPOKH, a BCe CTPOKH, KOTOpble HAXOJSITCS

BbIIIIE, CKPBIBAIOTCS C 3KPdHA;

A B C D E F G
4
14
13
16
17
Pucynok 112 — 3akperieHa cTpoka 4
— CTONOLBI ¥ CTPOKHU OJTHOBpeMeHHO (cM. PucyHok 113) — npu npokpyTke JiMcTa BIIPaBo U
BHM3 OTODOpaXkaloTCsSl TOJIBKO 3aKpeIlyleHHble CTOJIOIBI M CTPOKH, a BCe CTOJIOIHI,
KOTOpble HaxoOJsTCSl JieBee, M CTPOKH, KOTOpble HAaXOISTCS BbIIlle, CKPBIBAIOTCS C
9KpaHa;
B C G H ] K
3
4
15
16
17
18
19
Pucynok 113 — 3akperutens cron6is B u C u ctpoku 3 u 4
— obJacTb 3KpaHa, B KOTOPOM BepXHeH JieBOM sSTYeHKOU siBisieTcs sdeiika Al, a mpaBou
HIDKHEH SYelKOM — g4eliKa, yKa3aHHas [10/1b30BaTesIeM.
A B D E F G H
]
2
3
)
10
11
12

Pucynok 114 — 3akperuieHa o61actb
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4.3.9.1 3akpenuTh CTOJIOIBI WJIH CTPOKH

YToOBl 3aKpenmuTh OJWH WIM HECKOJIbKO CTOJIOIOB WJIM OJHY WM HECKOJIbKO CTPOK,
BBITIOJTHUTE CIIeAYIOIIMe IeHCTBUS:
1. Beigenute TpebGyemble CTONOIBI/CTPOKY TEIWKOM HWJIM BBIJIEJIUTE JII0060e KOJIMYeCTBO
siYeeK, pacioyIOKeHHbIX B TAHHBIX CTOJIOIIAX/CTPOKAX.
2. 3akpenuTe CTOJIOIBI/CTPOKUA OJHUM M3 CIeIYIOIINX CIIOCOOOB:
— BribepuTe myHKT KOMaHIHOTO MeHI0 Tab6smna > 3akpenuTh BbIOPaHHBIE CTPOKH
u cronousl (cM. Pucynok 115). B oTkpbiBmieMcsi 1MojiMeHIO BbIOepUTe ITYHKT
3akpenuTh IO TOPH30HTANM, YTOOBI 3aKpPeNUTb CTPOKYU, WIM 3aKpenuTh IO

BepPTHKAJIH, YTOOBI 3dKPeIInTb CTOJ'[6I.U:I.

Tabmmua JaHHble WHcTpymenTel  Bug  OBwwid goctyn  lMognwcka Cnpaeka

| TH BcTaBUTbL CTPOKY CBEPXY Alt+A A+

&5 BcraewTb CTpPOKY CHM3Y Alt+B

ﬁ BctaewTb cTonbey cnesa Alt+L
BuipaBHWBaHWe !
ﬂ BctaewTb cTonbey cnpaea Alt+R
& YaanuTe cTpoky
m Ypanute ctonbey
CKpbITE CTPOKY
MokasaTb CTPOKY

CkpbiTh cTONBeL,

Mokasats cTtonbey

06beg MHNTb AYEKI Ctrl +Alt+M

PazbegMHWUTL AYerKK Alt+Shift+M

(H E

Pazmep Auenku...

HepeHoc no cnoeam

3aKpenuTb BblBpaHHbIe CTPOKU W CTONBLE! ’ 3akpenuTb NO rOPU30HTaNM

33erl’| WTb NO BEPTUKAIN

CHATb BCe 3aKpennaeHna
Pucynok 115 — [logmeHio 3akpenuTs BbIOpaHHbIE CTPOKHU H CTOJIOIIBI

— Ha manenmu uHCTpyMeHTOB, B pazfernie fI4eliKM HaXXMHTe KHONKY fF 3aKpenmuTh

(cMm. Pucynok 116).

— Ha manenu MHCTpyMeHTOB, B pasnere $IueiKH Ha)KMWUTe HA CTpeJIKy CIipaBa OT
kHomkH [ 3akpenuts (cM. PucyHok 116). B oTkpeiBIIeMcsl moiMeHI0 BbIOepHTe
IYHKT 3aKPenuTh 10 FOPU30HTAIM, YTOOB! 3aKPEUTh CTPOKH, WU 3aKPelUTh 10

BepPTHKAJIH, YTOOBI 3dKpeIInTb CTOJIGLIBI.
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SCvE ™I =
I-8 Bd ¥ o
Ruciiicn -
K L 5
EE
i

|E Jakpenute | v T l:::‘
lnMn

33K|3E'I'IHTI: N ropusoHTann

dak PENHUTE NO BEPRTHMKANN

JakpenuTe BRBPaHHBIE CTROKKM M CTEABUL

JakpenuTe obnacTe

Pucynok 116 — KHonka 3akpenurs

4.3.9.2 3akpenurs CTOJIOLBI ¥ CTPOKHU

YToObI 3aKpenuTh OJJHOBPEMEHHO U CTPOKH, U CTOJIOIbI, BBIIIOIHUTE CJIeyIolye JeCTBUS:

1. BI)I)IeJ'II/ITe J1I000e KOJIMYecTBO fg4eeK, pacIIOJIO)KeHHBbIX B CTOJ'I6LIaX/CTpOKaX, KOTOp&bIE

He0OXO0JJMMO 3aKpellnTh.

2. 3akpenuTe CTOJOIIBI U CTPOKH OJIHUM U3 CJIeJIyIOIIUX CIIOCOOOB:

— Ha manenu wHCTpyMeHTOB, B pazfernie fI4elKM HaXXMHTe KHONKY [ 3aKpenuTh

(cm. Pucynok 116).

— Ha manemum HWHCTPYMEHTOB, B pa3fjeiie Aueiiku HaXMUTE Ha CTPeJIKYy CIIpdBad OT

KHOIIKHA E BaKPEIII/ITI) U B OTKPBIBIIIEMCS IIOJMEHIO BbI6epI/ITe ITYHKT BaKpEIII/ITI)

BbIOpaHHbIe CTPOKH U cTOJI01bI (cM. PricyHok 116).

— IlenxHuTe 1O 3arojioBKaM BbIJIeJIeHHBIX CTOJIOIOB WM CTPOK IIPaBOW KHOIIKOH

MbBIIIIKA W BBIIIOJIHUTE KOMAHAY KOHTEKCTHOI'O MEHIO BHKPEHI/ITI) BblﬁpaHHI)Ie

CTPOKH " CTOJIGIH)I .

4.3.9.3 3akpenuTs 001aCTH

YT06b!I 3aKpenuTh 00J1aCTh, BBIIOJIIHATE ClIefyIoIIre AefCTBUS:

1. Boigenure siueliky, KoTopasi OyAeT SIBISTbCS IPaBOM HUXKHEH sT9elKoM 00/1acTu.

2. 3akpenuTe 00J1aCTb OJJHAM M3 CJIETYIOIIUX CIIOCOOOB:

— Ha nanenmu uHCTpyMeHTOB, B pasnerne SIuedKH HaXXMUTe KHOMKY Y 3aKpenuThb

(cMm. Pucynok 116).
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— Ha nmanenu uHCTpyMeHTOB, B pasfene fdeMKu HaXkMuTe Ha CTpesKy CIIpaBa OT
KHONIKM F¥ 3akpenuTh U B OTKPBHIBIIEMCS TTOAMEHIO BbibepuTe MYHKT 3aKpemUuTh

obsactb (cM. Pucynok 116).

4.3.9.4 CHATBH 3aKpeIieHne

YToObl CHATH 3aKpelUleHHWe BCeX CTOJIOIOB M CTPOK B JOKYMEHTe, BBIIOJHUTE OJHO M3
CIIeYIOIUX JeUCTBUIA:

— Bribepute nmyHkT KOMaHAHOTO MeHIO Tabmuma > 3akpenuTh BHIOpaHHbIE CTPOKH H
cToIonp! > CHATH Bee 3akperutenus (cM. Pucynok 115).

— Ha nanenu UHCTpYMeHTOB, B pasfiesie fI4elikM Ha)XKMUTe Ha CTPeJIKy CIpaBa OT KHOIIKU
B= 3akpenuTs U B 1oiMeH1o BbibepuTe TyHKT CHATH Bce 3akperuieHus (cM. PucyHok
116).

— IllenkHuTe MO 3arojoBKY J000M CTPOKM WM CTOJIOIA IPaBOM KHOIKOW MBIIIU U

BBIIIOJIHUTE KOMdHAy KOHTE@KCTHOI'O MEeHIO CHAaTb Bce 3aKpervieHus.

4.3.10 I'pynmupoBaTh CTOJIONBI WIN CTPOKH

Jis  TPYNIMPOBKM  NAHHBIX  BBIIEIWTe CTPOKHW/CTONONBI, KOTOpble HeobXOOuMOo
CIPyIIIMPOBATh, U BBHIIIOJIHUTE OJJHO U3 CIIeAYIOINX JeUCTBUM:
1. Bribepure myHKT KOMaHIHOTO MeHIO JlaHHble > I'pynmupoBaTh cTpokH wiu JlaHHbIe

> I'pynnupoBatsb cronbus! (cM. Prucynok 117).

Januble  WHctpymentsl  Bug  O6wwmii goctyn 1

3agaTh UMA...
YnpasneHwve 3almTow 4

OB6HOBWTE CBOAHYIO Tabanuy
HacTtpowts cBOgHYIO Tabnuy

Ypanute cBogHYH Tabanuy

HacTpouTh ymHYH Tabauuy

FpynnupoBaTh CTPOKK

Fpynnupoeats cToNbLbI

eon HO &

OumnCTUTL rpyNNUpoBKY

Pucynok 117 — Komananoe meHio /lanubie
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2. Ha nanenu uUHCTpyMeHTOB, B pa3zfeiie SIdelikm HaXXMuUTe KHOIIKY ¢f I'pynnpoBathb

(cMm. Pucynok 118).

3. Ha nanenmu MHCTpyMeHTOB, B pasfieiie SIueKu Ha)XMHTe Ha CTPeJIKY CIIpaBa OT KHOIIKH
¢f I'pynnupoBarts u BbibepuTe myHKT I'pynnupoBaTth crpoku wiv I'pynnupoBaTth

CTOJIOLBI.

e

.'2. v [ T & B 3akpervms v ]
H - E ﬂ @ [‘ﬂ'ﬁ lpynnupoeate \\ii

Auenkn
'ﬂ'ﬁ [EyNNMpoEaTE CTROEW

Dg:l MEynnWpoeaTe cToABUR

3
—

= et - . e
5 DHMUCTTE FpyNnMpoBk

Pucynok 118 — Knonka I'pynnupoBatsb

4, lenkHuTe NpaBOW KHONKOW MBIIIM B 3arojioBKe BBIJIEIEHHBIX CTPOK/CTONIONOB |
BBIIIOJIHUTE KOMaH/y KOHTeKCTHOro MeHio I'pynmupoBarts crpoku viv I'pynmupoBarts

CTOJIOLIBI.

Ecnu BbiziesnieH 1vana3oH siyeek, a He UCKIIFOUMTENIbHO CTPOKW/CTOJIOIBI, TO IIPH HAXKAaTHUX Ha
KHOIIKY ¢f I'pynnupoBath oTkpbiBaeTcsi okHO I'pymmmpoBka (cMm. Pucynok 119), B kotopom

HeobXx0JIMMO BbIOpaTh TpeOyeMble 3JIeMeHTHI.

Mpynnupoeka *

lpynnupoBaTe cTpOKM

Ipynnupoeate cTonbuk

OTMeHa

Pucynok 119 — Okno I'pynmupoBka
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HTOroBoii CTpoKOM KaXk[0H I'PYMIIbI SIBJISETCS camasi HWKHSS CTpoKa Ipymnibl. MToroseim
CTOJIO1IOM I'PyNIIBI SBJISIeTCS. KpaWHUM IIPaBbIN CTOJI0el] 3TOM I'PYMIIbI. 3aroJIOBOK UTOTOBOM CTPOKU
Y UTOTOBOI'O CTOJIONA OKpallleH CcepbIM I1BeToM. MOXHO co3AaTh 10 7 ypOBHel IpyIil.

IIpy Heo6XOAMMOCTHM MOXKHO OTOOpasuThb WIM CKpPBITh JlaHHble B rpymnmnax. s 3Toro
WCIIOJIb3YWTEe CUMBOJIBI CTPYKTYPBI: (& Wiu @.

YToOBl OUUCTUTD IPYIIIUPOBKY, BHIIIOJIHUTE CIIeyolue JeHCTBUS:

1. Beimenurte CTPOKW/CTONOIBL, AJ11 KOTOPBIX HEOOXOAUMO OYMCTUTH TPYIIIIMPOBKY.

2. Bpibepure mnyHKT KOMaHOHOTO MeHIO J[laHHble > O4YHCTUTHL TIpPYNNHPOBKY

(cm. Pucynok 117) wim Ha maHejid MHCTPYMEHTOB, B pasfene I4eMkH HaXXmMuTe Ha
CTpeJIKy CIipaBa OT KHOIIKU ¢f I'pynnupoBare u BbiOepuTe NyHKT OYHCTHTH

rpynnupoBky (cM. Pucynok 118).

HpI/I OTIIPdABKE JIMCTA HA I[Ie4dTb CIPYHIIMPOBAHHbIE JdHHBbIE I1€4dTdl0TCd B TOM BHU/IE, B

KOTOpOM OTO6pa>KElI-OTC5{ Ha JAHHBIM MOMEHT.

4.3.11 YpanuTh CTOJIOIBI MU CTPOKH

YTto0bbI YAdJIUTh OJWH WJIIKM HEeCKOJIbKO CTOJ'I6I_[OB WK CTPOK, BOCHOHBBYﬁTECb OJHHM H3

CJIeIYIONIMUX CIIOCOOOB:

1. Boigenute paHHBIE CTOJIOIBI/CTPOKM WJIM SIYEMKH, pacIoJIOKeHHble B HUX. 3aTeM
BBIIIOJIHUTE OJIHO U3 CIIeAYIOIIUX NeHMCTBUN:

— Broibepute nmyHKT koMmaHAHOro MeHi0 Tabsmuma > Yaamurth crosden/yYmanuThb

cTpoky (cm. Pucynok 120).

TaBavua  fJanHeie  WHctpyments Bug  OBwwid goctyn  Hag

Th BcraeuTk cTpoky CBepxy Alt=A
EH  BeTaeuTte cTpoKRY CHU3Y Alt+B
B Bcraeute cronBey cneea Alt+L
ﬂ Bectagute cTonbey cnpaea Alt+R
a2 YaanuTe cTpoky

ﬁ ¥aanuTe cTonBey,

Pucynok 120 — Komanas! yianeHus CTpOK U CTOJIOIIOB
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— Ha manenu nHCTpyMeHTOB, B pa3zeie deiiku (cM. Pucyrok 121) Ha)kMuTe KHOIIKY

@ (Ynanurs crosben) wiv % (Y 1aJaIuTh CTPOKY).

ﬁ w @ = H =53] lakpenuTe v
HE‘ hd E ﬂ % 0@ Mpynnupoeate  w
Auenkmn

Pucynok 121 — Knonku ynianeHust CTPOK U CTOJIOIOB

— IlpaBo¥i KHONKOM MBIIIY IIIeJIKHWTE 110 J1II060My MecTy BbIOpaHHOI'O AMala3oHa U
BBHITIOJTHUTE KOMAaHIy KOHTEKCTHOTO MeHI0 Y[IaJuTh CToJ0en Wik YaAaJuTh
CTPOKY.

2. Broienvre naHHbBIE CTOJOIBI/CTPOKHU IEJTMKOM U HaXMUTe codeTaHue kiaBumn Ctrl+- /

¥Cmd+-.

HpI/I HaJIMYHUH OTCl)I/IHprOBaHHbIX JAHHBIX WJIIK CKPBITBIX BPYYHYIO CTOJI6[IOB HJIN CTPOK

6y,IIYT YAaJleHbI TOJIbKO BUJIUMbIEe CTOJI6III:.I HJIK CTPOKHU 34 CJIeAYIOIINM WMCKIIIOYeHUSAMU:

— 1lpu ynanenun ctosbIia IeJIMKOM BMeCTe C HUM YJIJISITCS U MOMaBIlie B HETO sYelKu
W3 CKPBITBIX CTPOK.
— Ilpu ynaneHuu CTpOKH IeJIMKOM BMeCTe C Hell yHaJiITCs Y MOoMaBIlive B Hee sSTYeKU U3

CKPbBITBIX CTOJ'I6I_IOB o
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4.4 JleiicTBHA C JaHHBIMH

4.4.1 BBog maHHBIX

4.4.1.1 BBecTu naHHbIe B sT4eiiKy

YT0oO6BI BBECTH WM U3MEHUTD JJaHHbIE B siYeiiKe, BLITIOJIHUTE CJIeIyIolIne JIeMCTBUS:
1. Ilepeiinute B pexxuM pelaKTUPOBaHUsl OJJHUM U3 CJIeIyIOIIUX CIIOCOOOB:

— Bribepute mycTyto STYEMKy.

— JIBaKIpl IIEJIKHUTe TI0 siuelike, KOTOPYIO HeOOXOIMMO peaKTUPOBATh.

— BroigenuTe s4eiiky, KOTOpYl0 HEOOXOOUMO peJaKTHpOBaTh, U MEepeliuTe B CTPOKY
dopmyiL.

2. BBegute B sd4eiiky HeobxouMble HaHHble. B kadecTBe pasgenuTens Ui Yucesl

HCHOHBBYﬁTE CHMBOIJI «,».

3. CoxpaHuTe BBefIeHHbIe JJaHHbIE OJTHUM U3 CJIeJIyIOIIUX CIIOCOOOB:
— Haxwmure knaBuiry Enter Ha kiiaBuatype.
— B npaBoii yacTu cTpoku GopMys1 HOXKMUTE KHOIIKY ] (cm. Pucynok 122).

— [lepeiiguTe K Apyrou siuerike JIUCTA.

YtobBI OTMEHUTH BBeJleHHbIe M3MeHEeHHWs BO BpeMs PeNdKTHUPOBAHHUS, BBIIIOJIHUTE OOHO M3

CIIeIVIOIIUX JeUCTBUIA:

— B npaBoii yacTu cTpoku GopMyIs1 HAXKMUTE KHOIIKY (] (cm. Pucynok 122).

— Haxwmure KJIaBUIITY Esc Ha KJIaBHUaType.

Al v fx 11 Q0

Pucynok 122 — KHonku BBoJia ¥ OTMeHBI BBOJIa JJAHHBIX
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4.4.1.2 ABTOpacimmpeHue siaeex

[Tpu BBOIe uncia B SYeMKy OCYIIECTBIISIeTCS aBTOMAaTUYeCKUW I10100p IIMPHHBI JJAaHHOU
STYeUKHU.
ABTOIIO/100p IIMPHHBI HE BHIIOIHSETCS, eCIIH:
— IIMpHHA CTOosIOIa, B KOTOPOM pacIojioXeHa siuelika, Obula IpeBapyUTeIbHO U3MeHeHa
BpyuHYIO (cM. paznen 4.3.8.1);
— siuelika UMeeT TeKCTOBBIN ¢opmar (cM. paszen 4.4.3.1.9);

— B HHEﬁKy BBOJOUTCSA TEKCT.

4.4.1.3 IInaBariee 0KHO pelaKTUPOBAHUS

[InaBaroiiee okHO penakTupoBaHusi (cM. Pucynok 123) mosiisieTcs, Korja I0JIb30BaTesb
pelaKkTUpyeT siYeiKy U repeMerriaeTcs 1o TeKyuemMy JIMCTY JIeKTPOHHOM TabIUIIbL.
OxHO oTobOpaXkaeT TeKyIlMe JJaHHble B siueiike, [IO3TOMY ero yIOOHO WCIIO/Ib30BaTh IPH

HaBUI'allUH I10 60JIbIHOMy MdCCHUBY OdHHBIX B JOKYMEHTeE.

10
11

12 [Inasarowmes okHo pE,D,EI{THpDBEI-II{_ﬁi
13
14
15
16

Pucynok 123 — [1naBatoriiee OKHO peJakTUPOBaHUsI

4.4.1.4 ABTO3anosiHenue sueex

ABTO3amno/iHeHre — 3TO aBTOMaTW4YecKasi 3allMCh JJaHHBIX B CMeXHble sueiiku. B kauecTBe
obpasiia Jij1s 3aMoJIHeHUsT MOXKeT ObITh BhIOpaHa Kak OfHA siUekKa, TaK U TUana30H sSueex.

Ecnu B xavyecTBe rana3oHa-o0pasiia BbIOpaHa OffHa siYelika C TeKCTOBBIM WJIM YHUCIJIOBBIM
3HauYeHHeM, TO TIPU aBTO3all0JIHEHUU ee COJIep>KUMOoe KOITUPYeTCs B TIOCIeyIOITHe STYeNKH.

Ecmu B xavecTBe JinanazoHa-obpasiia BeiOpaHa siuelika ¢ GopMyJioH, TO MOCTelyolire sYeiku
3aMOJTHSIOTCS  TTOCTIeJIOBATENTbHOCTSMU JITAHHBIX, BBIYMCIIEHHBIMHA TIO0 3Tod dopmyse. [Ipu 3tom

3Ha49€HU dBTOMATUYECKH I1epeCUUTbIBAIOTCS, eCJIU IdHHbIe B HQEﬁKaX-apFYMEHTaX HW3MEeHAI0TCA.
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Ecnu B xauecTBe Iuamna3oHa-obpasiia BbIOpAH JWAIa3oH sSiYeek, TO MOCIeqylole sS9erKu

3aIllOJIHAKOTCH I10 IIpaBUJjildaM, OIIMCAHHBIM HUXe.

3aroyiHsieMble sTYeiKy HacIeyoT ¢popmaT Juana3oHa-obpasina (cM. paszen 4.4.3).

YToOBI MPYMEHUTH aBTO3aI0JIHEHHe, BBHITTOTHUTE CIIeAYIONIHe IeHCTBUS:

1.
2.

Beenute Heob6xoauMoe cofiepskuMoe B OIHY WM HECKOJIBKO CMEXKHBIX STUeeK.

Brinenure maHHbBIe SUYEHKH.

HaBenvre kypcop MbIlliM Ha YIVIOBOM MapKep BbIFIeIeHHBIX siUeeK Tak, YTOObI Kypcop
TIPUHSIT BUT] @

[leperamure yr0BOM MapKep aBTO3alOJHEHUs 110 [MAla30Hy s49eeK, KOTOPBIU
HeoOXOAMMO 3aMoJHUTh. Mapkep MOXHO IiepeMellaTb WIM 10 BepPTUKAIM, WM II0

TOPH30HTAJIH.

Ecimm  nuanasoH s4eek yisi  3allojIHEHWsI BBIXOJUT 3@ TpaHUIBI paboued obsacTu

(cm. paspen 4.3.1), To pabodast 06/1aCTh pacIIUpPsIeTCs] aBBTOMATUIECKH.

4.4.1.4.1 ABTO3ano/THeHHe sTYeeK MOCIeI0BaTeILHOCTSIMH C apudMeTHYeCKOI nporpeccuei

Syeriku MOXXHO 3allOJIHATH IIOCIe[OBaTeJIbHOCTIMH JIaHHBIX B apUdMeTH4YecKOu

Iporpeccuu. HpI/I OTOM BHe II0C/IelOBATeJIbHOCTHU K KaXJIoMy CdlIeAyruemMy 3HA4YeHHIO

npubaBJIseTcsl pa3HUIIA MeXy IByMs npenbinymumu. Hampumep, 1, 2, 3, 4...

,HJ'IH dBTO34dIIOJIHEHHS BBIIIOJIHUTE C/IeyIolnne JIeMCTBHS:

1.
2.

BBenute B cMexxHble sSTYeMKU MepBble 2 3HaYeHUs! iMara30Ha, YTOObI 33/1aTh 00Opasell.
BbII[EJII/ITe HOJIy‘-IPIBIHHfICH JNAIlla30H.

HaBenmuTe Kypcop MBIIIM Ha yTJIIOBOM MapKep BBIJEJIEHHBIX SYeeK TakK, YTOObI Kypcop
TIPUHSUT BUJ @

[leperammuTe yryIoBOM MapKep aBTO3alOJHEHUS II0 [HMAMa30Hy sueeK, KOTOPBIMA
HEOOXO/IUMO 3alloJIHUTh. Mapkep MOXHO IepeMelaTh WIH 10 BEepPTUKAIM, WA 10

TFOpPU30HTAJIN.

4.4.1.4.2 ABTO3ano/THeHHe sTYeeK MOCIeI0BaTeIbHOCTSIMH C FeOMeTPHYeCKOMH Iporpeccueit

Sdueliku MOXHO  3aIlOJIHATH I[10CIIeJ0BaTeJIbHOCTSIMMU  OdHHBIX B FEOMETpH‘IECKOﬁ

Iporpeccuu. HpI/I 9TOM BHJie IOCJIeNOBATEJIbBHOCTH KaXoe Clleyrollee 3Ha9YeHre YMHOXAeTCd Had

3aJlaHHBIN 3HaMeHaTesb nporpeccur. Hanpumep, 0,25; 0,5; 1; 2...
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I[J'Ii[ dBTO3dII0JIHEeHHs BLBITIOJIHUTE ClleayIolnre JIEeUCTBHS:

1.
2.

BBenute B cMexxHble sSTYeMKU IepBble 3 3HaUeHUsI IMara30Ha, YToOb! 3a/1aTh 0Opasell.
Boigenure nonyyrBIIMNACS TAATIA30H.

HaBenute kypcop MBIl Ha YIVIOBOM Mapkep BbllIeJIeHHBIX sideek TakK, 4ToObl Kypcop
TIPUHSUT BUT m.

[leperamure yrioBoil Mapkep aBTO3allOJIHEHHsI IO [MANa30HY si4eeK, KOTOPbIK
HeoOXOAUMO 3aroHUTh. Mapkep MOXXHO TepeMelllaTh WIHA 10 BepTUKaIM, WIA IO

TOPU30HTAJIH.

4.4.1.4.3 YMeHblIeHHe qUana3oHa JaHHEBIX

HpI/I HEO6XO,I[I/IMOCTI/I MOXXHO 6bICTpO YMEHbIINTb [OUAIIdA30H [OdHHBIX, IIOJTY4YE€HHBbIX B

pe3yjibTaTe aBTO3aIl0JIHeHHUS]. HpI/I YMeHbIIIeHNH HUdlld30Ha YAaJIII0TCS JdHHBIE, PACIIOJIO’KEHHbIe B

cTosIOIax clipaBa WU B CTPOKAX CHU3Y.

Yrto0ObI YMEHBIINTDb JHUAIlda30H, BBIIIOJIHUTE Clieayroiire HEﬁCTBHH:

1.
2.

Boipenure yana3oH siueek C JaHHBIMU, IIOJTyYeHHbIMU B pe3yJibTaTe aBTO3all0THeHUS.
HaBegute kypcop MbIlliM Ha YIVIOBOM Mapkep BbIJIeJIeHHBIX sSi9eeK TakK, YTOObI Kypcop
TIPUHSLT BUT] .

Ecmm B amana3zoHe aBTO3anosiHeHUs: TpeOyeTcs yAalUTh JIaHHble B CTOJIOIAX CITpaBa,
MIPOTSIHUTE YTJIOBOM Mapkep BieBo. Eciu TpebyeTcsl yanuTh JaHHbIEe B CTPOKAaX CHU3Y,
MIPOTSIHUTE YTJIOBOW MapKep BBepX.

OTnyctuTe JeBylO KJaBUIy MbIIM. M3 CTOJNOIOB WIX CTPOK, HCKIIIOUYEHHBIX U3

AWalla30Ha, YIaJIATCA BCe JaHHbIEe.

4.4.1.4.4 OcHOBHbIe IPHUHITUITHI ABTO3AII0THEHUS STUeeK

ABTO3anoJiHeHHe siueeK OCYIIeCTBIISIeTCS, eCliu JBe WM Oojiee sueek U3 Jualla30Ha-
obpasiia cofiepaT CJieiyIole TaHHbIe:

— Ceputo 1eNbIX, JPOOHBIX UK OTPUIATeIbHBIX YHCe]L.
— JlaTel Uy BpeMmsl.

— Tekct u yncno (c pasgenurtenieM unu 6e3). Hampumep: Tekcr 1, Tekcr 2 wiun

Texcrl, Texcr3, Texkctb.

— Coxkpamiennble (SInB — [lek) vmu nonsbie (IuBaps — Jlexkadpb) Ha3BaHUS MeCSIIEB.
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— Cokpamensble (Il — Bc) wim nonasie (Ilonemensunk — Bockpecenbe) Ha3BaHUS

IHeH HeJeJu.
— YCIIoBUS IPOBEPKY JIAHHBIX (CM. paszen 4.4.4).

— Ecm B nuanazone-obpasiie cojiepkarcs s9erky pa3Hbix popmaroB (cM. paszen 4.4.3),
TO TIpU aBTO3AMOJIHEHWUM CEepUM SYerKd TMOBTOPSIOT ¢GopMaThl U COOMIOAAIOT
M10CJIe[I0BATeIbHOCTH B TIOPsIJIKe, COOTBETCTBYIOIIEM Aualla30Hy-00pasily.

— Ecnu B 1uamna3zone-o6pasiie ecTb siueiika C TeKCTOM, TO IPY aBTO3all0JIHeHUH Cepruu OHA
OyeT KOMMpOBaThCs, a IPyrHe si'uelKu — COOJII0/IaTh 33JJaHHYIO 110C/IeJJ0BATeIbHOCTb.

— FEcnu syeiika ¢ TEKCTOM pacrojiokeHa MeXJly sSiYerKaMu Cepud, UMEIOIIMMU pa3HbIN
¢dopmar (cMm. paszmen 4.4.3), TO MpU aABTO3AMOJHEHUHA TeKCT OyjieT KOMMPOBAThCS, a
sTYeMKU pPa3HbIX pOpMaTOB — COOJIIOIATH pa3Hble M10C/IeI0BaTeJIbHOCTH.

— Ecnu B nuamazone-obpasiie cofepxutcs oobequHeHHas siaerika (cM. pasgen 4.3.4.1), To
B /IMala30He aBTO3alOJHEHUsI aBTOMATUYeCKH CO37]aeTcsl WJIeHTU4YHas OO0belMHeHHas
sTYeliKa, B KOTOPOU MPOJIOJDKAETCsl YKa3aHHas [10CJIeJ0BATeJIbHOCTh JaHHbBIX.

— Ecnu B Anana3oH aBTO3amoJIHeHMs] YaCTUYHO IomNafaeT obbelMHeHHas syerka (B TOM
YKCIIe 110 IPUYMHe YaCTUYHOTO CKPBITHUS), TO TaKasl SiYeiKa pa3beJuHsIeTCs.

— SYueliku obmiero u 4uciioBbix ¢opmaroB (YucioBoi, leHexHbiii, PHHAHCOBBIH,
HOpoobubrii, IIpomeHTHBIN, JDKCIOHEHIIUAJIBHBIN) pAacCMaTPUBAIOTCS Kak OJIHA
M10CJIe/I0BATeIbHOCTb.

— JlaTta 1 Bpemsi — He CBsi3aHHBIe JIpyT C APyroM ¢opMaTrbl ¥ pacCMaTpPUBAIOTCS KaK
OTJleJIbHBIEe TI0CIIeJOBAaTeIbHOCTH.

— Ilpu aBTO3anoHEeHUH JaT MOCeA0BaTeIbHOCTh BBIYMC/ISIETCS HA OCHOBe (paKTHUYeCKOU

KaJIeHJaPHOM Pa3HHUIIBL.

4.4.1.5 TexcroBoe ¢popMaTHpoBaHue GpOPMYJI H YHCe

B HekoTopbIx ciydasx popMysy WM YUCIIO, KOTOpOe BBOJWTCS B siYeHKy, HEOOXOAMMO
COXpaHUTh B UCXOOHOM BHUJe. Hanpumep, coxpanute Hynu npu BBoje uucia 00056 wim ykasatb
dopmyity 6e3 ee fanbHeMIIero npuMeHeHus. Iy 3Toro K siuelike, B KOTOPYIO BBOJIUTCS YMCIIO WIN
¢dbopmya, cieryeT IpUMEHUTb TeKCTOBOe (OpMaTHpOBaHUe.

CuMBOJIOM Takoro ¢gpopMaThpoBaHUs SIBJsieTCsl 3HaK «'» (amoctpod). Amoctpod criemyer
BBECTH B siUelKy HeIlloCpeICTBeHHO Iiepe]; GOpMyJION WM YMCIIOM, KOTOpPOe CleflyeT paclio3HaBaTh

kak Tekct. Hanpumep: '=CYMM(B1;C1) v '00056.
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Anoctpod oTobpakaercs:
— TIpU BBIZIEJIEHUU STYeUKH — B CTPOKe GOpPMY!T;

— [Py peIaKTUPOBAHUM STYEMKH — B siUeiike U B CTpoke GopMyII.
Ecmm TpebGyetcst oTMEHUTH TEeKCTOBOe popMaTHpOBaHUe, YIaIuTe arlocTpod B sUerkKe.

4.4.2 CopTupoBKa 1 QpuiIbTpanus

B npunoxxennu « MoinOduc Tabmuiiay MOXHO COPTUPOBATh U PHIIBTPOBATh JaHHbIE BHYTPH

TeKyIero JIMCTd BHBKTpOHHOﬁ Ta6J'II/II_IbI.

4.4.2.1 Onpenenenue quana3oHa COPTHPOBKHU U GpMIbLTpanuu

Ytobbl onpeiesUTh AUAia30H COPTUPOBKY U GUIIBTPAIIUHU, BHITOIHUTE CJIeAYIOIIHe IeUCTBUS:
1. Boimenure nuama3oH sideek, KOTOPBIA OyneT colepskaTb BCe [aHHbIe, IOfJiexarlliye

COPTUPOBKe U GUIIbTPAIUH.

BerHﬁH CTPOKa INdlld30Hd, OTMe4YeHHasd ~ , He Y4dCTBYET B IIponecce COPTUPOBKU U

CIJI/IJ'IpraI_II/II/I. HI/IaHaSOH JAHHBIX HEe MOXKET COCTOSITh U3 OJHOH CTPOKMU.

2. Ha nanenu uHCTpyMeHTOB, B pasfene JlannHswle (cM. PucyHok 124) HakmuTe KHOIKY

Vv CopTHupoBKa 1 GpuibTpanus.

b2 B O

- - B B0 -

AaHHbie Bcraeka

Pucynok 124 — Knonka CopTupoBka u ¢uibTpamus

AKTUBHBIN AUalla30H COPTUPOBKY U GUIIbTPAIIMU BBIIJISIIUT HA JIMCTe CJIeAyIoMM 00pa3oM
(cm. Pucynok 125):
— 3aroJIOBKU CTOJIOIIOB M CTPOK BBIJIEJISIIOTCS 3eJIeHbIM I[BETOM;

— BOKpPYT IHadllda30HA OTO6pa)Ka€TC$I PaMKa 3ejIeHOr'o uBeTa.
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4.4.2.2 ABTOMaTHYeCKOe oIpeJiejieHHe THana3oHa COPTUPOBKHU U GUIbTpaIiuu

HpI/IJ'IO)KEHI/Ie MOXKET dBTOMdTHUYeCKHU OIlpelejisiTb OUdIId30H COPTHUPOBKHU KU (1)I/IJII)TpaIII/II/I,

€CJIM B COCeJIHUX siYerKaxX OT BbIJEJIEHHOU eCThb JIaHHbIE. HaHHbIe B COCeJHMX STYeHKax MOT'YyT OBITD

J00ObIX pOpPMATOB.

Jl1s1 aBTOOTIIpeie/ieHnsl Mara3oHa BEITIOJTHUTE CIIeIyIolIre JeHCTBHYS:

1. Brimenurte mycTyio siYelKy, TPaHAYAIIYIO C TMAla30HOM.

2. Ha nanenu uHCTpyMeHTOB, B pasfene Jlanubie (cM. Pucynok 124) HaxkmMuTe KHOIKY

v CopTupoBka u puibTpanus.

4.4.2.3 CopTupoBka

HpI/I COpPTHUPOBKe BI)I6paHHbIe 3HA4YeHHd PpacliojiaraloTCda B CTOJ'I6I.[€ II0 BO3pPACTAaHHIO

(ot A x 4I) v o yowiBanuto (0T 4 k A).

w W | pd |

@

10
11
12
13
14
15
16
17
18
19
20
21
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YT0oOBI OTCOPTUPOBATH JaHHBIE B CTOJIOIIE, BHIOIHUTE ClIeIyIolre 1eHCTBUS:

1. HaxmuTe KHOIIKY ~ B BepxHel siuelike AaHHOro crtosbua (cMm. Pucynok 125).

2. B oTKpeIBIIEMCSI OKHe HACTPOWKH COPTHUPOBKU U QUIbTpallMd BbiOepute crocob

COPTUPOBKH:

— Ilo B03pPaCTaHUI), YTOOBI OTCOPTHUPOBATH IdHHBIE ITI0 BO3PACTAHUIO 3HA4YeHHM;

— Ilo yGI)IBaHI/IIO, YTOOBI OTCOPTHUPOBATL JdHHbIE I10 y'6bIBaHI/II'O 3HAYEHUM.

A B C D E

o~ |ObpazoBarne ~ |Boapacr - |Ilox * |Copog 'L\s
1 |Briciiee 54 |Menckuit  |Mocksa
2 |Cpennee 32 |Menckuit  |Cankr-Tlerepbypr
3 |Buicuiee 33 |HKenckuit  |Caukr-Tlerepbypr
4 |Ha4anwHoe 31 |Myskckoit  |Cankr-Tlerepbypr
5 |Beicluee 62 |Menckmit  |Mockea
6 | Bricuree a8 |Mysckoit  |Caukr-Tletepbypr
7 |Cpennee 19(#enckuit |Canxt-I[lerepbypr
8 |Bricuree 43 |Mywckoit |Mocksa
9|Ha4aneHoe 18 |Mysckoit |Mockea
10 |Cpegnee 20| ¥enckuit  |Caukr-Tletepbypr

F G H

A-A A-A
Mo BO3paCTaHUID Mo yEwiBaHWo

OUUCTUTL BCE

Mockea

Cankr-NMeTepbypr

Pucynok 125 — OkHO HaCTPOWKMU COPTUPOBKYU U PUIbTPALUU
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4.4.2.4 dunpTpamusn

Hcnone3yst GuibTpanuio, MOXXHO CKPbIBaTh WM 0TOOpaXkaThb B CTONIOIe BEIOpaHHbIE 3HAYeHUSI.

Yro6b! OTOUIBTPOBATH JIaHHBIe, BHIIIOJIHUTE CllelyIoIIye JeHCTBUS:

1. Haxmure KHONKYy ~ B BepxHeil sdedike cTosbija, B KOTOPOM HeOOXOAUMO
oTduUIBTPOBaTh JaHHbIe (cM. PucyHok 125).

2. B OTKpBIBIIEMCS OKHE HACTPOMKA COPTHUPOBKH W (PWIbTPAIMA CHUMHTE GIIaXKoK
OuucruTs Bce.

3. Ilpu HEOOXOAMMOCTH HACTPOWTe NIMPHHY W/WUJIU BBICOTY OKHa:
— Yro0bl yBeIUYNTH/YMEHBIIUTh IMIUPUHY OKHA, IIepeMecTUTe ero MpaByI0 I'PAHHUILY

BIPABO/BJIEBO.

—  YrobnI YBEJ'II/I‘II/ITB/YMQHBH_II/ITB BBICOTY OKHA, IIepeMeCTuTe ero HWXHIOIO I'PdHUIlY

BHH3/BBEpX.

— YroObl OJHOBpPeMEHHO HACTPOUTb IIMPUHY K BBICOTY OKHA, IlepeMecTHTe ero

HVDKHUM [IpaBbIi yroJl B TpeOyeMoM HalpaBleHUH.

4. OtmetbTe PrakKkaMu 3HAUYEHHs, KOTOpbIe TpebyeTcst OToOpaXkaTh B CTOJOITeE.
5. Ecnu crivcok copep>XuT 00JIbIoe KOJIMUeCTBO 3HAaYeHUH, UCIIOJIb3yHTe CTPOKY TTOUCKA:
— BBemuTe B CTpOKy IOHMCKa 4YaCTh KWCKOMOTO 3HAUeHUs WM HCKOMOe 3HaueHue
nenukoM. Hampumep, 4Tto0bl HaWTH 4yuciao 123, B CTPOKY IOMCKA MOXHO BBECTH

yucna 12, 23 wnu 123.

— B pesynpraTax noucka OTMeTbTe ¢JIaKKaMM 3HAueHUs, KOTOpble TpebyeTcs

oToOpaxkaTh B CTOJIOIIE.

— Ilpu HeobxomuMMOCTU MOBTOpPUTE [eWUCTBUS, YTOObI HAWTH U OTMETUThb JIpyrue

3Ha4YeHH.

6. Haxmure kHonky OK.

YT1oObl BepHYTbCS K OTOOPaXKEHWIO BCeX JaHHBIX B CTO/OIle, TIOBTOPHO OTKPOHTE OKHO

HACTPOMKH COPTUPOBKU U PUIIBTPALIMK U NTOCTaBbTe ¢uiakok BeIOpaTh Bee.
4.4.2.5 KonupoBaHue U BCTaBKa 0TQMILTPOBAaHHBIX JaHHBIX

[Tocne ¢ubTpanuu K3 TabIUIBI KOMUPYIOTCS TOJIBKO BUIKMBbIe HaHHble. KomvpoBaHue

CKPBITBIX TdHHBIX HEe BLIIIOJIHACTCA.
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KonupoBanve U BCTaBKy /[JaHHBIX MOXHO BBIIIOJIHUTh CTaHJApPTHBIMU crocobamu
(cm. pazmensl 4.12.2.1 u 4.12.2.2). CkonupoBaHHbIe JJaHHble MOXXHO BCTaBUTh B JIFOOOE MecTo

TeKyllero wiu apyroro gokymenTta «MoiOduc Tabnuiay.

4.4.2.6 ObHOB/IeHHe GUIBTPA

Ecim B mpomecce paboThl 3HaueHWs] B BbIOpAHHOM JIMAla30He W3MEHWJIMCh, MO>XKHO
MIOBTOPHO OT)UIILTPOBATH JIaHHbIE Oe3 epeHacTpPorku ¢uibTpa. st aToro:
1. Ha maHeny MHCTPyMeHTOB, B pa3zeiie [laHHBbIe HOXKMUTe Ha CTPeJIKY CIpaBa OT KHOIIKU
v CopTtupoBka u punbrpanus (cMm. PucyHok 126).

2. B BeImagaroreM MeHio BeibepuTe KoMaHy OOHOBHUTH.

CHE O w53 -

OBHOBWTE
Bcraeka

Pucynok 126 — Komanga O0HOBUTH

4.4.2.7 3aBepuieHue padoTHI C JHANTA30HOM COPTHPOBKH U QHILTPAIHH

YroObl 3aBepHIUTL paboTy C TEKYIIMM JUAlla30HOM COPTHUPOBKY U GUIbTPAIUM, HA MaHeln
VHCTPYMEHTOB, B paszfenie JlaHHBIe HaXXMHUTe KHOIKY v CoptupoBka u ¢uiabTpanus

(cMm. Pucynok 127).

TTEr RO w8 E @ -
> v & 2 ‘

AaHHble BcraBka

Pucynok 127 — Knonka CopTupoBka u ¢puibTpamus

ITocie 3dBepIlIeHusa pa6OTbI C IHAIlla30HOM B Ta6n1/1ue COXPAHAIOTCAI TOJIBKO Pe3yJIbTdThl

COPTHUPOBKHU. PEBYJIbTaTbI (l)I/IJ'IpraI_[I/II/I He COXPAHAIOTCSH.
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4.4.3 Yucnosrie popMaThl

K uucnam, xoTopble cojepkaTcsi B siuelKaX, MOXXHO IPHUMEHSTh pPa3iuyHble (OpMaThI.
@opMarthl BIMSIOT Ha TO, KaK 0TOOpaXkaroTcsl yncia. Hanmprumep, 4nciia MOXXHO TIPeJICTaBUTh B BUJIe
JIeHeXXHbIX eIUHMII, MPOIeHTOB WM JIpo0OH, BpeMeHM WK AaThl. Takke HeKOTopble (OpMaThl
MIO3BOJISIIOT HACTPOMUTH THUII NpPe/ICTABIIeHUs] OTPUIIATeIbHBIX YHUCesI, Pa3fesiuTh B YMCJIAX TPYyMIIbI
Pa3psiioB ¥ BbIOPATh KOJIMYECTBO 3HAKOB, 0TOOPa)kaeMbIX MOCTIe 3alsTOM.

YucrnoBble ¢popMaTrhl BaXkKHBI ISl PAaBWIbHOM MHTEPIPeTallud JJaHHBIX MPU Ollepalusx B

IIPWIOXKEeHWH, HallpyuMep, IIPU BBIYUCIIEHUSX B pOpMyIIax.
4.4.3.1 Tunsl ynca0BBIX POPMaATOB

4.4.3.1.1 O6mmit

OO6muit popmar npucBavBaeTCsl BCeM siyeiikaM 110 YMOJTYaHUIO B MOMEHT CO3[laHMsl JIUCTA.
O6muii popMaT — yHUBEpCaJIbHBIN, OH MOXKeT MCII0JIb30BaThCs BO Bcex GpopMyiiax U GYHKIIHUSX.

B nanHOM dopmarte aBTOMaTUYeCKU [1epeBOJSATCS B SKCIIOHEHIIUAIbHYIO GOpMY:

— IIPOCTBIe YHCIIA, cocTosue bonee 4yeM U3 11 cuMBOIOB;

— ,E[pO6HbIe YKCJId, B KOTOPLIX Iejldd 9daCTb COCTOUT 6omee yueM u3 11 cuMBOIIOB.

[IpeoGpa3oBaHue B 3KCIOHEHITUAIBHYIO GOPMY OCYIIECTBIISeTCs MOCie 3aBepIleHus BBOja

YHCIIa B SYEHKY.

Jst npo6HbIX drcen B popmare OOIuii He3HavalMe HyIU B JPOOHOM YacTH He OTOOPaXKAtOTCSL.

4.4.3.1.2 Yuciaosoin

®opmar YHucn0BoH SIBIIsIeTCS OCHOBHBIM (pOPMATOM J/iJIsl BBIBOJIA YHCe.

s opmara UncaoBoOH MOXXHO HACTPOUTH CJle/lytoIliye ITapaMeTphl:

— oTobpaxkeHHe pa3JiesiuTelis ITPYIII pa3psi/ioB;

— KOJIMYeCTBO 3HAKOB, 0TOOpa’kaeMbIX 110CTIe 3allsSITOMH;

— THI NpefiCTaBJIeHUs] OTPUIIATeSIbHBIX YHCel.

Hacrpoiika ykazaHHBIX [TapaMeTpOB OCYIIeCTBJISIETCS! C TIOMOIIIbIO OKHA HACTPOeK YHUCIIOBOTO
dopmata (cMm. pasmen 4.4.3.3). HacTpoiiky koiuyecTBa 3HAKOB TIOC/e 3allSTOM MOXHO TaKXke

BBITTOJTHUTD C TIOMOIIIBIO KHOTIOK, PACIOJIOKeHHBIX Ha TTAHEJIM MHCTPYMEHTOB (CM. pa3zen 4.4.3.4).

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' MWy, 2013-2024 117



MonOdonc

4.4.3.1.3 JleHexkHBIH

JtoT (bOpMaT HCIIOJIb3YeTCd JIA NeHeXHbIX 3HAYEeHUH U I10 YMO/TYaHUIO [JOIIOJIHAET YrCJId

3HAKOM BaJ/IIOTBI, KOTOpasA COOTBETCTBYeT HaCTPOﬁKaM CHUCTeMBbI TeKyllero KOMIIbIOTepad

(cm. Pucynok 128). 3Hak BatOTHI, UCIIOIb3yeMbIi 110 YMOTYaHHUIO, MOKHO U3MEHUTb.

A1 v fx 1004,12

A
1 1 004,12p

Pucynok 128 — Yucrno, npenicraBnenHoe B popmate JleHekHbII

YTo6b!I OBICTPO NepeBecTU sUeliky B JleHemHBIH ¢popMaT 110csie BBOZA JAHHBIX, BBHIIIOJIHUTE

CIIelyIolve IeNCTBUS:

1. BI)II[eJ'II/ITe ;meﬁKy WX JHUAIIda30H d4eeK, CbOpMaT KOTOPBIX HE‘O6XOI[I/IMO HN3MEHUTD.

2. Ha maHemu uHCTpyMeHTOB, B pasfeile YmcaoBoii d¢opmar HaxMure KHOIKY

P (Menexusbrii popmar) (cMm. Pucynok 129).

CBwmia v D

El o, 00 00 [~

Yucnoson fopmar Aueri

(B HH

Pucynok 129 — Knonka Jlenexusbiii gopmar

fdelike aBTOMaTH4eCKH Ha3HaydaeTcs ¢popmar JleHe:KHbIN, eCv IIPYA BBOJle JaHHBIX I10CIIe

Y1CJIa yKa3bIBaeTCs! OHO U3 CIIeIyI0IIKUX 0003HAaYeHUH BaJIOThI:
—  Pp- WM pyd. — 0603HaYeHHe POCCUICKOTO PYOUIs.
— TIPH. — 0003HauYeHVe TPUBHHIL.

— BYR - o603HaueHue 6eopycckoro pyouis.

Kop Bamtotsl. Hanpumep, 23,00RUB. IlonHbli cnivcok nojaep>KMBaeMbIX BallOT U UX

KOZIOB IIpeiCTaBJIEH B pa3iesie «HpI/IJ'IO)KEHI/Ie 2. Crimcok MoANEPKNUBAEMBIX BAJIIOT.

Ecnmu s sdeiiku BbiOpaH ¢opmar TekcToBbIi, TO IpU BBOJe KOJa BallOThl gpopmaT

NAHHOU STYeUKU He U3MeHSsIeTC.
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s uncia B popmare JleHekHBIN MOXXHO HACTPOUTD CJIeIyIOIIMe TTapaMeTphl:
— BbIOpaTh KO WA CUMBOJI BaIIOThI, CJIeAYIOIIUHI 33 YUCIIOM;
— yKa3aTb KOJIMYeCTBO 3HAKOB, 0TOOpaXkaeMbIX T0CJIe 3allsiTOM;

— Bbl6paTb THUII IIpeJCTaBJIeHWs OTPHUIlaTeJIbHbIX YHCeJl.

Hacrpoiika yka3aHHBIX I1apaMeTpPOB OCYIIECTBJISIETCS C IIOMOIIbI0 OKHA HACTpPOeK
gyrcsioBoro ¢opmata (cM. pasznen 4.4.3.3). HacTpoliky kojmdecTBa 3HAKOB TOCTIe 3aMATOM MOXHO
TAaKXKe BBINOJHUTb C TIOMOIIBIO KHOIIOK, pACHOJIOKeHHBIX HA I[aHeJId WHCTPYMEeHTOB

(cm. pasnen 4.4.3.4).

4.4.3.1.4 PuHaHCOBBII

PuHaHCOBBII GOpPMAT STYEUKU MMPUMEHSeTCs ISl YUCell, UCIIOIb3yeMbIX B OyXTajlTepcKux
JIoKyMeHTax. B ¢opmare ®PrMHAHCOBBII BBeJleHHOE YMCJIO aBTOMAaTHYeCKU JIOTOJIHSETCS 3HAKOM
BaJIIOTHI, KOTOPAasi COOTBETCTBYET HACTPOMKAM CUCTEeMbI TeKYIIero KOMITbIOTepa.

[Ipu BBOzE uKicen B PuHaHCOBOM dopMarTe:

— 0 (HomnB) B sIUelike aBTOMaTHUYeCKH 3aMeHsieTcs Ha - (1educ);

— OTpuLaTeJIbHbIe YMUCJld B sTYelKe 3aKJII0YarTCs B KpyTJible CKOOKH.

B crpoke ¢popmyn 1 B pexxriMe pefakTpoBaHus 0 ¥ oTpuUIlaTeNIbHbIe YKCila 0TOOPaXKatoTCs

B UCXOJHOM BUJle (cM. Pucynok 130).

Al v fx -65,85
A
1 ( 65,85D)

Pucynok 130 — OtpunarensHoe ynciio B popmate PUHAHCOBBIN

,HJ'[S[ qucesll B q)opMaTe PUHAHCOBBIM MOXXHO YKad3dTb KO WKW CHUMBOJI BdJIIOTHI,

CJIE,I[YIOH_[I/Iﬁ 3d YMCJIaMH, 1 KOJIN4eCTBO 3HAKOB, 0T06pa)KaF_‘MbIX 1ocJie 3aIsTou.

Hactpoiika ykasaHHBIX I1apaMeTpPOB OCYILIECTBJISIETCS C IIOMOIIbI0 OKHA HAaCTpOeK
yrciioBoro ¢opmata (cM. paszen 4.4.3.3). HacTpoliky koimdecTBa 3HAKOB TOCTIe 3aMsSTOM MOXHO
TakXKe BBIIOJIHUTb C T[IOMOIIbIO KHOIMOK, pAacCIOJIO)KeHHBIX Ha I[aHeJId WHCTPYMEHTOB

(c™m. paznen 4.4.3.4).

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' MWy, 2013-2024 119



MonOdonc

4.4.3.1.5 1ata, Bpems, /lata u Bpems

Ecmm B sueliky BBojguTCs 4yMcio B dopmare JaThl, BpEMEHU WJIM J1aTbl U BPEeMeHU, TO
JJAaHHOM siuelike aBTOMaTHM4ecKd HasHavyaeTcsi ¢opmar [ara, Bpemsa wiu Jlata u Bpems
cootBeTCcTBeHHO (cM. Pucynok 131-Pucynok 133).

[Ipu HeoOxommmocTr dopMarT OTOOpakeHWs [aThl W/WIM BpeMeHH MOXXHO H3MEHHUTh C

ITOMOIIBIO0 OKHA HACTPOEK YHUCIIOBOTO dopmaTa (CM. pasgen 4.4.3.3).

A1 v {x 18.07.2022

A
1 18.07.2022

Pucynok 131 — Yucino B dpopmate [larta

A1 v fx 12:25:00

A
1 12:25:00

Pucynok 132 — Yucno B popmarte Bpems

AT v fx 18.07.2022 12:25:00

A
1 18.07.2022 12:25

Pucynok 133 — Yucno B popmare [laTa u Bpems

Bcem nanseiM B dopmarax laTta v Bpemsi cooTBeTcTByeT mMCXogHOe 4uciio. Touka ero
orcuera Jyisi Bcex mart — 30 mexabps 1899 roma, ube ucxojgHoe umcio paBHo 0. Hampumep,
rcxonHoe yucio Jyis fatel 1 suBaps 1900 roga = 2.

HcxonHbIM 4KCIIOM JUIsl TaHHBIX B dopmare JlaTa Bcerja siBJsieTcs Iejioe 4rciio. YToObl
YBUIETh ero, u3MeHuTe dopmat suerik Ha Qo v YnciaoBoi.

HcxoHBIM 4MCIIOM JU1s TaHHBIX B popMmaTe Bpems Bcerna sBisieTcst YMCIIO M3 UHTepBajla
ot 0,0 no 0,999988426. UtobOb! yBUIETD €T0, BEIOEpUTE /IS sT9eiKu popMaT UnCa0Boii.

Hcxonuble yncia HeOOXOJUMBI MPU BBIYKCIEHUSX. B MHOM cilydae s4ediku C JaTaMu U
BpeMeHeM pacCMaTpUBAMCh Obl KAaK TEeKCTOBbIe WM He MOIJIM IPUHHUMAThb POJib apryMeHTOB B

dbopmynax u GyHKIHUSIX.
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4.4.3.1.6 IlponeHTHBII
9ToT dopMaT UCIOIB3YyeTCs IS MpeCTaBIeHus] Yhcesl KakK MpoileHToB. [Ipyu mpuMeHeHun

¢dopmarta IIpomeHTHBIII BBeJleHHOe uWCIO0 yMHOXaeTcsi Ha 100 u moslydyeHHOe 3HaveHUe
oTobOpakaeTcs B sideiike co 3HaKOM «%». McxomHoe 3HaueHWe oTobOpakaeTcsi B CTpOKe Gopmyit

(cM. Pucynok 134).

Al v fx 0,253

A
25,30%

Pucynok 134 — Yuco, npencrasienHoe B ¢popmate IIponeHTHBIH

Yrtobbl ObICTPO TIepeBecTH stueriky B dopmar IIponeHTHBIN, BHITOIHUTE CIIeyOIre JeUCTBUYS:

1. Boigenure siuediky WM AUana3oH siueek, GopMaT KOTOPhIX HEOOXOAMMO U3MEHHUTb.

2. Ha naHeny UHCTPyMeHTOB, B pasfiene UmuciaoBon ¢popmar (cMm. PucyHok 135) Haxxmute

KHOTIKY % (IIponeHTHBIi popMaT).

OB LM v & v

P 0{,.‘0 o0 oo HH w

Aueiaki

[ HH

Yucnoson GopmMaT

Pucynok 135 — Kuonka IIponenTHbIil popmart

Hnst uucen B dpopmate IIponeHTHBIM MOXHO yKa3aTh KOJIMYECTBO 3HAKOB, OTOOpaXkaeMbIX

I0CJIe 3alSITOM, C TIOMOIIBI0 OKHA HAaCTPOeK YUCIoBOro ¢opmara (cM. pasfen 4.4.3.3) Win KHOIIOK,

pacIionoXeHHbIX HA MTaHeJId UHCTPYMeHTOB (CM. pasfen 4.4.3.4).

4.4.3.1.7 [IpobHbIi
IToT popMaT UCHONB3YeTCs IS MpefCcTaBiIeHus] APOOHBIX YKcesl B BUAE OOBIKHOBEHHBIX
npobeii. To ectb pApoOHas dYacTh 4KCIAa 3aMeHsleTCs Ha YHCIWTeIb W 3HAaMeHaTelb

(cm. Pucynok 136).
B ¢popmate [IpobHBIi ynciuTesNb ¥ 3HaMeHaTellb BBIYUCISIOTCS IByMsI CIIOCOOaMMU:

To4HO (Harpumep, 0,5 = 1/2);
npubnmsuTenbHO (Hanpumep, 1,6789 = 1 2/3).
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Al v fx 1,6789

A
1 12/3

Pucynok 136 — Yucro, npencrasienHoe B ¢opmaTte JpooHbIi

4.4.3.1.8 DxcnoHeHIMAIBHEBIA

IJKCIOHeHIUAJIBHBIN (WM Hay4Hbl) GOpMaT HCIOIb3yeTcsl i Ipe/iCTaBIeHUs
60IbIINX YKCceN B KOPOTKOM dopMe.

B OxcmonennmpanbHOM dopMare YacTh BBEAEHHOrO 4YWcia 3aMeHsiercss Ha E +n,
rie E o6o3HauaeT s3KcroHeHIIMaIbHOe TpefiCTaBlieHHe — YMHOXeHHe TPeIIIeCTBYIOIIero Yucia Ha
10 B crenmenu n. Hampumep, B JKCIOHEHIMAJbHOM ¢opMaTre Macca IUIaHeTbl 3emiis
(5980000000000000000000000 kr) oTobpaxkaercst kak 5,98E+24, yro o3Havaet 5,98, yMHOXXeHHOe
Ha 10 B 1BafiIIaTh YeTBEPTOM CTEIeHH.

Ecmm k siueiike nmprMeHeH OKCIOHEHIMAIBHBIN GOpMaT, TO YUCIIO B sTYeiiKe 0TOOpaXkaeTcst
B OKCIIOHEHIIMAJIbHOM IIpe/ICTaBJIeHUH He3aBUCUMO OT TOrO, KaKoe KOJIMYeCTBO CUMBOJIOB OHO
conmepxut. Ilpu aTomM uymcia, KOTOpble cojepXaT A0 15 CUMBOJIOB BKJIIOYWTEIBHO, B pexxume
pPelakTUpPOBaHUS U B CTPOKe GOPMYJT OTOOPAXKAIOTCS B UCXOAHOM BHUJIE.

Yucno B dopMare DKCHOHEHIHMANLHBIN IpPE/ICTAaBIIeHO B sdeiike CielyIonuM obpa3oM
(cMm. Pucynok 137):

— llenas yacTh, Bcerya cocTosias u3 OJHOU 1HUPPHI.

— Paznenurens nenoit ¥ [po6HOM YacTH.

— JlpobHas 4YacTh, IO YMOJIYaHHUIO cocTosmias M3 JByx mudp. Ilpu HeobxomumocTu

KOJIMYeCTBO 3HAKOB B JPOOHONW 4YaCcTM MOXHO YMEHBIIUTb WIH YBEJIUYUTD
(c™m. paznen 4.4.3.4).
— Ilokasarenp crenmenu uwcia 10 B Buae E<3Hak mokazaTesis CTeIlleHH><IIOKa3aTellb

CTeIleHn>.

Al v fx 86952

A
1 8 70E+04

Pucynok 137 — OTobpaxkenue uncia B GopMaTe DKCIIOHeHIUAIbHBIHI
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4.4.3.1.9 TexcroBrIit

Yrobbl HekoTOpble uyucia B npuwiokeHnd «MoiOduc Tabmuua» BOCIpUHUMAINCh Kak
TeKCT, ucnosb3yite TexkcroBeit popmaT BMecto HucnmoBoro v Odmero.

TexcToBelli PopMar npesiHa3HadeH ISl TOrO, YTOOBI OTOOpaXkaTb U COXPaHSTH JaHHBIE B
sq4yelike B TOM BHJle, B KOTOPOM OHHU ObliM BBefieHbl. Hampumep, HoMepa KpeAWTHBIX KapT WA
Jpyrye 4YMCIIOBble KOIbl, KOTOpBIe cojepkaT 16 nudp u 6oee.

B TexcroBom ¢popmare gaHHbIE B siuelikKe BbIPABHUBAIOTCS 110 JIEBOMY Kpalo.

4.4.3.2 Onpenenuts popMat sueKH

[To ymomyaHuto IIpy CO3/1aHUM JJOKyMeHTa BceM suelikaM IprcBauBaeTcs ¢popMaT OOmmuii.

YT0o68b! M13MeHUTDb GOpMaT, BBIIIOJIHUTE CIIeiyIole 1efCTBUS:

1. Brimenure TpebyeMylo siUelKy/Iuala3oH sdeeK WM CTPOKW/CTOJIOIBI, B KOTOPBIX
TpeOyeTcsi U3MeHUTb GpopMarT siueex.

2. Ha naHenu MHCTpPyMeHTOB, B pasfesie UuciioBoM ¢opMaTt IIeJKHUTe 110 IIOJI0, B
KOTOpOM OTOOpakaeTcsi HaMMeHOBaHMe Tekylero ¢opmara, U BblbepuTe TpebyeMblii

dopmaT u3 Beinagatoiero crvcka (cMm. Pucynok 138).

Loy v o osumi
BoipagHMBaHKe
Yucnosoh
JeHemHin
PHHAHCOBMIA
lata
Bpemn
Jata v epemn
MpoueHTHBIR
ApobHbii

SKCNOHEHLWANBHBIA

TekcToBERIA

[MapameTpol...

Pucynok 138 — Onpenenenue dopmara siueriku
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4.4.3.3 Hacrpoiiku popmartoB

[Tpy Heo6xo0IMMOCTH MO>XHO HACTPOWUTh OTOOpakeHHWe AAHHBIX B siYeHMKax, Uil KOTOPBIX
BbIOpaH ¢popmaT Unciosoii, [lenexupnii, PunancoBsbii, [laTta n/wim Bpems u IlponeHTHBIH.
J1715 HACTPOWMKY BBITIOJIHUTE CJIeyIOIIne IeUCTBUS:
1. Beimenute s4elKy/muana3oH S9YeeK WIA CTPOKH/CTOJNIOIBI, B KOTOPBIX TpebyeTcs
HACTPOUTb OTOOpakeHUe JTaHHBIX.
2. OTkpoiTe OKHO HAaCTPOMKHU (pOPMATOB OJTHAM U3 CJIEYIOIIUX CIIOCODOB:
— Bribepute nmyHkT komMangHoro MeHio ®opmar > YucinoBoit popmar (cMm. PucyHox

139).

Dopuar | Tabawua  JadHwe  KH

Wit r
BroipaeHWBaHwe r
MoeopoT TekcTa r

Uncnosoi dopmar...

OBnacTe Neyatu r

CoxpaHuTe nzoGpameHue..,

Pucynok 139 — IlynkT komanaHoro meHto YuciaoBoi ¢popmar

— Ha manemm HWHCTPYMEHTOB, B pa3feie YucioBoii (l)OpMaT Pa3BepHUTE CIIMCOK

¢dopmatoB u Beibepute nyHKT Ilapamerpsl (cM. Pucynok 138).

— OTkpo¥Te KOHTEKCTHOe MeHIO IeJTYKOM IPaBOM KHOIIKM MBIIIW I10 BbIJIeJIEHHBIM
syedikaM WM 110 3aroJIOBKaM/COJEPKUMOMY  BBIJIeJIEHHBIX CTPOK/CTOJIOIIOB.

BelinosiHATe KOMaHly KOHTEeKCTHOTO MeHIO YmciioBoii ¢popmar.

3. B oxne YmcnoBoit d¢opmar, B coucke cjeBa BbibepuTe TpeOyeMblii ¢opMmar
(cm. Pucynok 140).
4. YxaxuTe rapaMeTpsl JaHHOTO ¢popmara (onrcaHue apaMeTpoB CM. HHXe).

5. Haxmwure kHonky OK.

Mexny osnemeHTaMd OkHa YmciaoBoi ¢(opMaT MOXHO IlepeMeliaTbCs C IIOMOIIBIO
kiaBuin kiaBuatypel Tab (cieBa wampaBo) u Shift+Tab (cmpaBa HameBo). Eciu B okHe

BblJieJIEH CIIMCOK, TO II0 ITYHKTaM CITMCKd MOXHO IlepeMelidTbCA C IIOMOIIbIO KJIIABUIIT l, u T

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' MWy, 2013-2024 124



MonOdonc

4.4.3.3.1 Ilapamerpsl popmara «HucioBoi»

s popmara UncmoBo#H MOXXHO HACTPOUTH Clleflytoliye mapameTpsl (cM. Pucynok 140):

— Pa3pgensars rpynnsl paspsgoB — eCcid (UIKOK YCTAHOBIJIEH, TO TPYIIIbI pa3psiioB

B YMCJIaX pasfeisiorcs mpobermoM. Hampumep, wmcio 123456,00 orobpajkaercss Kak

123 456,00.

— Ymcio NeCATHYHBIX 3HAKOB — C IIOMOIIBIO IaHHOI'O CUEeTYHMKa MOXXHO YBeJIMYWUTL WU

YMEHbIINTb KOJIMYeCTBO 3HAKOB, OTO6p3)K8€MbIX Iocjie 3aIgTod. YBelndeHue u

yMeHbllleHrWe pa3psagHOCTU MOXKHO TaKXe

BBITIIOJIHUTD

C IIOMOIIBIO KHOIIOK,

PacIiooXeHHbIX Ha MaHeJId MHCTPYMeHTOB (cM. pasfen 4.4.3.4).

— OTpI/IIIaTEJIbHI)Ie YHucljla — THII IIPpeAcTaBJIEHUs OTPHIATEJIbHbIX 4YKUCeJl B c])opMaTe

YucioBoMH.

Hucnoeoii dopmar >
GELIJ'MH u:':l:'ﬁfi
Ywvecnosoi 1012,12
JeHexHblA
PazgenaTe rpynnel pazpasoe
MWHAHCOBbIA
Yncao AeCATHYHBIX 3HAKOE
Jata 1 epemn .
2 w
MpoueHTHBIRA
,ﬂ,pDEHHﬁ C:T|3I.1LI|-?!TE.'I:HI: e 4Yyncna
JKCNOHEeHUWAaNLHbIA -100
TekcToBbIi -100
100
(100
(100
Pucynok 140 — Okao YucnoBoit popmar
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4.4.3.3.2 IlapameTtps! popMarta «JleHe:KHBII»

s JleHexxHoro ¢popMaTa MOXXHO HACTPOUTH Clleflytoliye mapameTpsl (cM. Pucynok 141):

— O0Oo3HaueHHe — CHUMBOJI WIA KOJl BAJIFOTHI, CJENyIOIMH 3a 4uciIaMd B JleHexHOM
¢opmare.

— Ymncno mecATHYHBIX 3HAKOB — C IIOMOIIbIO JAHHOT'O CYeTYMKAa MOXKHO YBEIWYUTh WU
YMeHBIIUTb KOJIMYeCTBO 3HAKOB, OTOOpakaeMbIX IIOCJe 3alsToi. YBejludeHue WU
yMeHbIlIeHVe pa3psilHOCTU MOXKHO TakXKe BBIIOJHUTb C IIOMOIIBIO  KHOIIOK,
PAaCIIONIOXKeHHBIX Ha MaHeJId HTHCTPYMEeHTOB (cM. pasfien 4.4.3.4).

— OTpunarenbHble YHCJIA — TUI [IPeJICTaB/IeHUs] OTPUIlATeIbHbIX uucell B JleHexHOM

¢opmare.

Hucnoeoii dopmar *

OB KA
1012,12¢

Yucnosor

JeHexHbIn

OBosHaueHne
DHHAHCOBbI Poccuinckuin py6ne (B) v

Larta v epema
L WMCAD 4eCATHHHBIX 3HAKOE
MpoueHTHBIR

Eal

2 w
L pobHbIR

- OTpyuaTensHele YACna
SKCI'IDHEHLI,HE.ﬂhHhIH L

TekcToBbIH -100

i
_'|.|.|
o

Pucynok 141 — I[lapamerps! popmara JleHexHBIH
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4.4.3.3.3 IlapameTtps! popMmaTta «PHUHAHCOBBIN»

Hns  PuHaHcoBoro  ¢dopMara MOXHO  HACTpPOUTh  Cllefylolllie  I1apaMeTphl

(cm. Pucynok 142):

— OO0Oo3HauyeHHe — CHMBOJI WIA KO BaJIIOTHI, CIEAYIOIHUHK 3a 4uciaMi B PHHAHCOBOM
¢opmare.

— Ymucio mecITHYHBIX 3HAKOB — C ITOMOIIBIO IAHHOTO CYETYUKA MOXKHO YBEJTUYUTDb WIN
YMEHBIIIUTh KOJMYeCTBO 3HAKOB, OTOOpakaeMbIX IIOC/Ie 3amsTod. YBeJlWdeHWe u
yMeHbIlIeHWe pa3ps/THOCTH  MOXKHO TakKXKe BBIMOJHUTh C IOMOIIBI0  KHOTIOK,

PacIiooXeHHbIX Ha MaHeJId MHCTPYMeHTOB (cM. pasfen 4.4.3.4).

Yncnoeoid gopmar X
OELU'Mﬁ Ubpazey,
dneronod 1012128
JeHesHbIi OB azHAYEHNE
DMHAHCOBLIA Poccnitckwia pybas (P) M

Jarta 1 epema
Yucno AECATHHYHBIX 3HAKOE
[MpousHTHBIRA

4

2 v
O pobHbii

JKCNOHEH LW ANEHBIRA

TekcToBbIA

Pucynok 142 — [1apamerps! popmaTta PHHAHCOBBIH
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4.4.3.3.4 Ilapamerps1 popmartoB «/laTa», «Bpems», «/lata u Bpemsi»

Hns sueek B ¢dopmarax [ara, Bpems, [lata u BpemMsi MOXHO yKa3aTb ¢opmar

oTtobpaxkeHus faHHBIX (cM. PrucyHok 143):

— FEcmu pna sveiiku BbiOpaH ¢opmaTt [ara, Bbibepure B crnucke Jlata d¢opmar

oToOpakeHMs J1aThl, a B ciucke Bpems myHkT Her.

— FEcmu pna sgeviku BeiOpan dopmaT Bpems, Beibepute B ciimicke laTa mynkt Her, a B

cnivcke Bpemst dopmaT oToOpakeHUsI BpeMeHH.

— Eom gnsa sueiiku Beibpan ¢popmar Jlata u BpeMms, BolOepuTe B crucke Jlata ¢popmar

oToOpakeHUsI JIaThl, a B criricke Bpemsa ¢popmat oToOpakeHUs] BpeMeHH!.

Yucnoeoii doprar x
GIELU'Mﬁ u:-3|3-?!.:ELI,
UnCAOROR 8 okTAbpA 1902 r.
JeHexHbIiA [lata Bpema
MMHAHCOBLIA Her o
S L B 23 mona 1995 r. 11:59
MpoueHTHBIIA BockpeceHbe, 23 wionA 1995 r 11:59:59
ApobHeiiA 23.07.1995
JKCNOHEH LW ANEHBIRA 23.07.95
TekcToBbIF 23.7.95
23-1on
< ) >
Pucynok 143 — [lapamerpst popmaros Jlata, Bpems, [laTa u Bpems
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4.4.3.3.5 Ilapamerps1 popmarta «IIponeHTHBII»

C nomortpio cueTyrka UHciao qecaTHYHBIX 3HAKOB (CM. PrcyHok 144) MOXXHO yBeMYUTh

WJIN YMEHBIIWUTDb KOJIMYECTBO 3HAKOB, OTO6p8)KEl€MbIX B YMCJIaX I10CJIe 3allSITOM.

YBenmmueHve u yYMeHbIlIeHre Pa3pAJHOCTH MOXHO TdKXXe BLIIIOJIHUTH C IIOMOIIBIO KHOIIOK,

PAaCIIOIOKeHHBIX Ha TTaHeJId UHCTPYMeHTOB (CM. pasfen 4.4.3.4).

Yncnoeoid gopmar

OB KA

Yucnosoi
JeHesHbIA
MHaHCOBLIA

Jarta 1 epema
[MpousHTHBIR

O pobHbii
JKCNOHEH LW ANEHBIRA

TekcToBbIA

OBpazew;

Yucno AECATUYHBIX ZHAKOB:

2

i
R

101212,00%

Pucynok 144 — Ilapametps! popmara IIponeHTHBIH
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4.4.3.4 YBeIMunTHh WIH YMEHbIIUTh Pa3psATHOCTb

Hns uucen B ¢opmatax YUmcinoBoi, [eHexxHblli, PunHaHCOBbINH, I[IpomeHTHBIH Uu
DKCIOHeHITHAILHBIA MOXXHO YBEJIMYUTh WIA YMEHbBIIUTh KOJWYeCTBO 3HAKOB, OTOOpPakaeMbIX
I10CJIe 3alATOM.

[Ipu yMeHbIIEHWH KOJIWYECTBAa 3HAKOB IIOCJEHUNA BUJUMBIM pa3psi/i aBTOMATUYECKU
OKDYIJISIeTCSl B 3aBUCHMOCTU OT CKpbIBaeMoro 3Haka. OKpyTjieHHe BBIIOJHSeTCS 10 CTaHIapTHBIM
MpaBUJIaM.

Hacrpoiiky kosuMyecTBa 3HAaKOB, OTOOpa)kaeMbIX IIOCJe 3alsiTOM, MOXXHO BBIIOJIHUTH C
MIOMOIIIBIO:

— OKHA HaCTpOeK YrcIIoBOro ¢popmara (3a UckitouyeHrueM popmaTa JKCIIOHEeHIMAIbLHbBIN)

(c™m. paznen 4.4.3.3);

— KHOIIOK, PACIIOJIO’KEHHbIX Ha ITdHeJIM HHCTPYMEHTOB.

YTOoOBI YBEJIMUUTD WK YMEHBIITUTh KOJIMYECTBO 3HAKOB T10CJIe 3alsITOM C ITOMOIIbI0 KHOIIOK
Ha MaHeJIM UHCTPYMEHTOB, BHITIOJIHUTE CJIeAYIOIIre JIeUCTBUS:
1. Beimenure siueiiky Wi IyMana3oH siueek, KOTOpble cojiepXkat TpeGyeMble Yrcia.
2. UTOoOBI yBeIMUYWTH KOJMYECTBO 3HAKOB IOCJIe 3allsiTOM, Ha IaHelId WHCTPYMEHTOB, B
., 8]8]
paszniene YucaoBoi ¢opmMaT HAKMUTe KHONKY -5 (YBeJIHMYHTH PpPa3psSgHOCTD)
(cMm. Pucynok 145). YToOBI YMEHBITUTh KOJMYECTBO 3HAKOB TOCJE 3amsTON, HAXMHTE

KHOIKY 20 (YMeHBIIATH Pa3psHOCTD).
y pa3sp

. ]
YucnoBoi L L v

P % | 9 H~v &

Yucnoson dopmar Auenkn

Pucynok 145 — KHonku yBesiideHUs: U yMeHbIIIeHHs Pa3psIIHOCTH
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4.4.4 IIpoBepka maHHBIX

[Ipu co3manuu TakMx JIOKYMEHTOB, Kak (pOpPMBI ISl 3alI0JIHEeHHs], BAXKHO 00JIerduTh paboTy
C IOKyMEHTOM, rapaHTUPOBaTh eIMHbIA (GOpPMaT M UCKIIOYUTH OMIMOKM INpU BBoAe. [l 3TOro B
npwioxkennn «MoitOduc Tabmuia» MOXHO HACTPOUTH IIPOBEPKY BBOJUMBIX HaHHBIX IS
BbIOpaHHBIX sideek. B Takux siueiikax MoJib30BaTeslb MOXET BbIOpaTh AOMYCTUMOe 3HayeHHe M3

BbIIIaidlOIIero CIiiCKa WM BBeCTHU 3Ha4YeHKe HaIlIpAMYIO B H‘{eﬁKy.

4.4.4.1 Co3maHne npoBepKH TaHHBIX

[lepenr co3maHveM TPOBEPKU MOXHO TpefdBapUTelIbHO CO3[aTh CIMCOK JIOIMYCTHUMBIX
3HAUYeHUM, a MOXXHO BBECTH 3TH 3HAUEHMSs yKe B IIpollecce Cco3[aHusl MPoBepkU B mnojie cTouHuK
3HaYeHuH (CM. HIKe).

YroObl C€O3AaTh BBINANAIOMIMM CIHCOK C JIOMYCTUMBIMUA 3HAUEHHUSMH, BBITIOJHUTE
clleflytoliye AeiCTBUS:

1. Boigenure siueliky Wiy AUaa3oH sSYeex.

2. Orkpotite okHO IIpoBepka maHHBIX OJJHUM U3 CJIEAYIOIIMX CIIOCOOOB:

— B xomanmHOM MeH:o Boibepute myHKT JlanHbre > IIpoBepka ganHbIx (cM. PucyHok 146).

AaHHble  WHcTpymeHTbl  Bug  O6wwmin goctyn

3aaatb MMA...
YnpaeneHuWe 3aWwmTomn 4

Ob6HoBWTL CBOAHYO Tabanuy
HacTpouts cBOgHYHO Tabauuy

Ypanute cBOgHYH Tabnmuy
HacTtpouts ymHyto Tabnaunuy

lpynnupoBaTtk CTPOKM
'pynnupoeate cToON6LbI

QuUUCTUTL FPYNNYPOBKY

eon Ho &

™

ABTOCYMMa Alt+=
Ypanutb gybankarsl...
Pexxnm nepecuerta 4

OBHOBUTL AlaHHbIe Ctrl+Shift+F5

Q

Mpoeepka gaHHbIX

MocMoTpeTh BCe NMPOBEPKK

Pucynok 146 — Ilynkt komanaHoro metio IIpoBepka maHHBIX
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]
— Ha nmanenu uHCTpyMeHTOB, B pasfienie JlaHHbIe HaxxmuTe KHONKy @ (IIpoBepka

NAHHBIX) — cM. PucyHok 147.

I
v- 8-
> v 3

JaHHble

Pucynok 147 — Knonka IIpoBepka JaHHBIX Ha IIaHeIM HHCTPYMEHTOB

Cw
— Ha OoxoBo¥ mnaHenu HaxMuTe KHONKY Cx (Bce mpoBepkH) UM B OTKPBIBLIEHCS

naHeJM HaXkMuTe KHOTKy JlobaBuTH mpoBepky (cM. Pucynok 148).

= Bce nposepky Q

[lobaBnTb NpoBepky fx

Cv
CX

Bce nposepku v

MpoBepka AaHHbIX

3aiainTe yCNoBUA MPOBEPKM AaHHbIX, HTOObI
OrpaHUYKTE BBOJ 3HAYEHUW B AYUEKY.

Pucynok 148 — bokoBas nanesis Bece mpoBepku
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3. Bo Brimanke Ilapamerpsl, B BhiMajamImieM cnucke Tum maHHBIX BbiOepuTe CHHCOK

(cm. Pucynok 149).

MpoBepka AaHHbIX X

Mapametpel Mopackaska CoobueHue 06 ownbke

Bbi6paHHbIA AnanasoH:

Sinct1'1E12

Tyun AaHHBIX:

CrTTETe v VirHopvpoBaTh nycrbie aueiku

Moka3biBaTb CMIMCOK 3HAYEHWIA
Jioboe 3HaueHne

[Jata

v Cnucok IKHO pa3fenaTb TOUKOW ¢ 3anaToi. Hanpumep: [a; Hert;
OO AN T TS YTV T T DT oV Ty Toe T TaBUTCA.
QuucTutb Bce OK OTmeHa

Pucynok 149 — Beibop BbIaaroiero Crmcka

4. Caumure Ppnakok IrHOPpHpPOBATh MyCThIE STYEHKH, eCJIM XOTUTe, YTOObI sdeiika Oblia
00s13aTeNIbHO 3arlojiHeHa MpU BBoJle. Ecim siuelika He Oyzder 3amosHeHa, 0TOOpa3UTCA
ommbKa.

5. CHumure ¢naxok IlokaspIBaTh CIIHMCOK 3HA4YeHWil, ecidi He XOTUTEe HCIOJIb30BATh
BBINAJAMONIMI COMCOK. B 3TOM citydae mpoBepka OyZeT BBIOMHATHCS IOCHEe MPSIMOTO
BBOZIAa 3HAuUeHMs B sUelKy, KaK OINKMCAaHO B Iojipa3fiejie BBecTH 3HaueHHe B SiUEHKY C
BBINA/IAIOIIUM CITUCKOM.

6. B none Ucrounuk 3nauenuii (cMm. Pucynok 150) 3amaiite 3HaueHust s GopMUpPOBaHUS
CIMCKA OJTHUM M3 CJIeIyIOIIKX CIIOCODOB:

— BBeauTe 3Ha4eHMs B 110JIe HAPSIMYIO, pa3/ielisisi UX TOUYKOM C 3aIIsITOM.
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— YKaXuTe IHMAaIa30H siyeeKk BPyIHYIO.
— Haxwure kHOIKY (BeropaTs 3Ha4eHust), BblenuTe TpebyeMble SYEHKH B
JIOKyMEeHTe ¥ Ha)KMHUTe (3aBepmnTH BHIOOP).

— BBenuTe HazBaHWe UMEHOBAHHOTO JIMANa30Ha WM GOpMYyIly, pe3yabTaTOM KOTOPOH

SABJIAETCs AHalla30H s4YeeK.

MpoBepka AaHHbIX X

MapameTpsl Moackaska CoobuieHure 06 owmnbke

BbI6paHHbIi AranazoH:

Slnct1'lE12

Tvn AaHHbIX:

CRucok v WrHopuposath nycTbie aueliky

Moka3blBaTh CAWMCOK 3HAYEHWIA

VN CTOUHWK 3HaueHWi:

Mpu py4HOM BBOZE S1EMEHThI CIUCKA HYKHO pa3aensaTs TOUkol ¢ 3anatoit. Hanpumep: Ja; Her;
BosmoxkHo. CMBOA = B 3TOM C/ly4ae He CTaBUTCA.

QuucTnte BCe OK OTmeHa

Pucynok 150 — Beibop ncrouHrka 3HaueHUI

B cityyae omubky npu BBoJie ciieflyiTe YKa3aHHSM Ha 9KpaHe. [[j1st 04MCTKY Bcex mosed
B OKHEe UM BO3BpaTy OKHAa K BHUJy II0 YMOJIYaHUIO HaXXMUTe KHONKY O4YHCTHTH Bce B

HIDKHel JacTu okHa (cM. Pucynok 150).

HHaHaBOH HNCTOYHHKA OdHHbIX NOJDKEH IMPUHAAJIeXdTb OJHOMY CTOJ'I6LIy niIn

CTpOKe.
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7. Bo Briaake Ilogcka3ka MOXHO BBECTH 3arojIOBOK M TEKCT IMOJCKA3KUA C MHPOpMaluen
0 mpaBuiax pabotel ¢ mosneMm (cMm. Pucynok 151). Ilpu oTkitoueHWH HACTPOMKU
Iloka3pIiBaTh NIpH BBIIEJIEHUH SYeHKH I10JICKa3Ka OToOpaxkaTbCsi He Oyzer, HO

3aroJIOBOK M TeKCT IIOACKA3KKW COXPaHATCA.

MNapameTpbl MNMoackaska CoobuieHue 06 owmnbke

MokasbiBaTb Npu BblAeNeHUN AYelriku

3aroncBok:

TekcT noackasku:

Quuctutb BCE OK OTmeHa
Pucynok 151 — Bxiagka Iloackaska

8. Bo Bwiiagke Coobmenue 00 ommbdke (cM. PucyHok 152) MOXKHO HaCTpOUTH IOBefieHHe
IIPU BBOJIe HEJOMYCTUMbIX 3HAYEHWM U TEeKCT OIIHUOKH, OOBSICHSIOMIUN T0Ih30BaTeII0
MIPUYMHY OIUOKHU:

— B pasgene J[leiicTBHe COOOIIeHHMSI YCTAHABJIMBAEeTCS I[OBeJleHHWe IIpd BBOjIe
HeJIOMYCTUMOI'0 3HaueHHus: 3ampeT BBOJA He JJaCT BBECTH B SUelKy HeJ0MyCTUMOoe
3HaueHue, Ilpemympexngenme oToOpasuT cooOileHWe 006 omubKe, HO IO3BOJIAT

BBeCTH 3HAYeHHe.
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— B momax 3aromoBok u Tekcr cooOimeHuss MOXXHO BBeCTH CBOe Ha3BaHUe U
onucaHue omubku. Eciv ocTaBUTH MOJIs MyCThIMU, OyIeT 0oToOpaXkaTbCsi TEKCT I10

YMOJI9aHHIO.

MapameTpsbi Moackaska CoobuieHue 06 owmnbke

Moka3sbiBaTh npuv BBoAE HEAOMYCTUMBbIX 3HaueHun

AeiicTBre coobuieHuns:
© 3anpert BBOga
MpeaynpexaeHne

3aronoBok:

TekcT coobuieHus:

QuuctnTb Bce OK OTmeHa

Pucynok 152 — Bxianka Coobienue 06 ommoke

9. Yrobsl 3aBepmUTh Cco3fjaHue NpoBepkH, HaxkmuTe kHONKYy OK win knaBumty Enter Ha
Kj1aBUatype. UToObl OTMEHUTh CO3/laHue, Ha)kKMUTe KHONIKYy OTMeHa wid kiaBuily Esc

Ha KJIaBHaType.

3HaueHUsl BBINAJAIOIIEro CIMCKA BCerjla akTyasibHbL. Hampumep, eciiv B UCTOYHUKE eCTh
pe3ysbTaT GopMyJibl, U y GOPMYJIbl MEHSIIOTCS apryMeHTbI, TO COOTBETCTBYIOIlee 3HaueHHe B
CIIMCKe OOHOBJISIETCSI.

B BeInajaroiiemM cnmcke 3Ha4eHUs1 0TOOPaXkatoTCsl B TOM BUJle, B KOTOPOM OHU OTOOpaXKaroTCst

B UCTOUYHMKe. B sueiike oToOparkeHre BbIOpaHHOTO 3HA4YeHUs ompejiensercss GopMaToM 3TOM sTUerKU
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(cm. pasnen 4.4.3). Hanpumep, eciiv B BBINTAAONIEM CITUCKE COIEPKATCsS aThl, a IS TYeHKH BbIOpaH
¢dopmar OOmmit wii TekcroBbIA, TO B sdYeiike BblOpaHHas JaTa OyzeT IpeoOpa3oBaHa B

cootBeTcTBUM C popmatoM — arta 02.02.2020 orobpasutcs B Bujie 3HaueHus 43863.

s nipoBepku AaHHBIX B ¢opmaTe JlaTa CyIiecTByeT OTHeJbHbIA THIl NMPOBEpKU. UTOOBI
CO37aTh JJIs s’YeMKHU MPOBEPKY BBOJMMOM /1aThl, BBITIOJIHUATE CJIe/IyIolire JeHCTBUS:

1. Beimenure siueiiKy WM IHMana3oH siueek, Uik KOTOPhIX OyIeT BBIOIHSATHCS IPOBepKa.

2. Ortkpoure okHO IIpoBepka maHHBIX OJTHUM U3 CIIEAYIOIINX CIIOCOOOB:

— B xomangHOM MeHto BbibepyTe yHKT JlanHbre > ITpoBepka maHHbIX (cM. PrcyHok 146).

]
— Ha nmanemn MHCTPYMEHTOB, B pasjejie JIaHHBIe HAaKMHTE KHOIIKy =@ (HpOBEpKa

HAaHHBIX) — cM. PucyHok 147.
. Cv .
— Ha 6oxoBoii maHend HakMuTe KHONKY Cx (Bce mpoBepkH) M B OTKPBIBIIEHCS
naHesu HaXkMuTe KHOTIKY JlobaBuTH mpoBepky (cM. Pucynok 148).

3. Bo Bkiaake Ilapamerpsnl, B BbIajawmoniem crnucke Tunm maHHbIX BbiOepute laTa

(cMm. Pucynok 153).

[poBepka AaHHbLIX X
Mapametpeol Mopackaska CoobuieHue 06 owmnbke
BbibpaHHbIV AWanasoH:
Sner1'U18
TWn AaHHbIX
fata o WrHopupoBsaTtb nycTble AYenku
Noboe 3HaveHwe
v [larta
Cnuncok
KoHeuHas gaTta
Ouncrntb BCe OK OTmeHa

Pucynok 153 — Beibop npoBepku 110 gare
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4. TlocraBbre ¢Qnakok VIrHOPHpOBATh IyCThHIe SYEHKH, eCJId XOTHTe, YTOOBI SUerKy C
MIPOBEPKOM JITaHHBIX MOXHO OBbUIO OCTaBUTH IycToM. [IpyM BK/IIOUEeHHOW HACTpoVike
BO3MOXHbIE pa3jiMyHble CUTYyallUM IIpU BBOJle B 3aBUCUMOCTU OT BBIOpAHHOTO
Kpurepus npoBepkH, eciiy 1oJis C AaTaMUd CChUIAIOTCS HA IyCTble SYEWKU — CM.

Tabmnuia 5.

Ta6umma 5 — OmuOKH NP BKIIYEHHOM HIHOPHPOBAHHH IYCTHIX STYeeK

Kpurepnii HavanbHasa naTa Koneunas nara Pe3ynbTaT

«Mexnay» [Tycras 3aroHeHa Omunbka, ecnu 3HaUeHUe OosIbIIe
KOHEYHOM JaThl.

3arosnHeHa [Tycras Omubka, ecny 3HaUeHHe MeHblIIe
Ha4yaIbHOW JAThL

«Bre» ITycras 3anonHena OmmbKa, eciii 3Ha4YeHHe MeHbIIe WK
PaBHO KOHEYHO# JiaTe.
3amornHena ITycras OmmbKa, eciv 3HaYeHHe OOJIbIIe WK

PpaBHO Ha4daJbHOU Jare.

IIpy OTK/IIOYEHHOM HACTpPOMKe Tak)ke BO3MOXKHBI pasjIMyHble CUTyallMy IIPU BBOJE, eCilv

TOJISI C JTaTaMHU CChUIAIOTCSl Ha MyCThle siuerku — cM. Tabmura 6

Tabnuna 6 — OmudKku NPU 0TKJIIOYeHHOM HTHOPHPOBAHUHU IYCTHIX T9eeK

Kpurepuii HavyannHaga naTa Koneunas nata Pe3ynbTaT

Ommbka, ecyiv 3HaYeHue OoJIbIine
KOHEYHOM JIaThI.

PenakTupyemas staeiika MoXkeT OBITh
IIyCTOM.

[Tycras 3arosiHeHa

Ommbxka, eciiv MeHbIIe Ha4aIbHON
TaThI.

Penmaktupyemas siueiika MoXXeT ObITh
IIyCTOM.

«Mexny»
Y 3anoJiHeHa [Tycras

Ommbka.
[Tycras [Tycras Penaktupyemas siueiika MoxeT ObITh
IIyCTOM.

Omurbka, ecyiv 3Ha4eHHe MeHbIIle
KOHEeYHOMU JaThl.

Penmaktupyemas siueiika He MOXeT
OBITH ITyCTOM.

«BHe» [Tycras 3arioyiHeHa
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Kpurepuit HavyanbHaga nata Koneunas maTa Pe3ynbraT

Omumbka, ecyiy 60JIbIlle Ha4YaIbHOMH
JIaThbl.

PenakTupyemas siueiika He MOXET
OBITb IyCTOM.

3aroHeHa [Tycras

Omunbxu Her.
[Tycras ITycraga Pepaxtupyemas siueiika He MOXeT
OBITh IyCTOM.

Omnbka.
«PaBHO» [Tycras Penaktripyemas s4elika MoXeT OBITh
IIyCTOH.

Ommbku Her.
[Tycras Penaktupyemas siueiika He MOXeT
OBITH ITyCTOM.

«He
paBHOY»

Omnbxy Her.
«bornb1e» [Tycras Pepaxtupyemas siueiika He MOXeT
OBITh ITyCTOM.

Ommbka.
«Memnb11e» [Tycras PepaxkTupyemasd s4elika He MOXET
OBITH ITyCTOM.

Owmubku Her.

«borbie .
[Tycras PepaxTupyemas siueiika MoxxeT ObITb
WY PaBHO» .
ITyCTOM.
Omnbka.
«Memnbl1e .
[Tycras Pepaxktupyemas siueiika MoXxkeT ObITh
WX PaBHO» N
ITyCTOM.

5. B Bemaparoiem criicke Kpurepuii mpoBepku BibeprTe yciioBre IpoBepku (cM. Tabiwia 7)

Tabnuna 7 — Y c1oBuS yclelTHOM NIPOBepKU

Kpurepnii YcioBue ycneniHod IpoBepKu
JlaTa moymKkHA MOMafaTh B MHTEPBAJl MeX/Ty Ha4aJlbHOM U KOHEYHOU JJaTaMu
«Mexny»
BKJIIOUUTEJILHO.
«Buey» JlaTa momwkHa OBITH BHE MHTepBajia MeXXTy HauyalbHOU Y KOHeYHBIMU JaTaMH.
«PaBHOY» Jata noipkHa COBIAfaTh CO 3HAYeHHeM B Iojie «Jlatay.

«He PaBHO» I[aTa He JOJDKHA COBIIaJdTb CO 3HAYeHHeM B I10J1e «,Z[aTa».
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Kpurepnii YcioBue ycnenisoi npoBepku
«borbIte» Jarta gomkHa OBbITh 1O3XKe AaThl, yKa3aHHOH B moJie «JlaTay.
«MeHnrI111ey JaTa momkHa ObITh paHbIlle AAThI, YKAa3aHHOMU B mojie «JlaTay.
«bosbiie JlaTa momkHa OBITH TTO3XKe JIaThl, YKa3aHHOH B mose «JlaTa», Wiu coBmagaTh C Hewl.

HJIK PaBHO»

«Memnbiie
WJTM PAaBHO»

JaTa momkHa OBITH paHbIlle AAThl, YKa3aHHOU B moJie «JlaTtay, Wi coBmaaTh C HEH.

6. B nomax HauyanbHada pata 1 Koneunas gara v JlaTa BBeuTe:

Haty B mo6om nojaepxxuBaeMoM popMare 0TOOpaXkeHUs! JTaHHBIX.

Cchuiky Ha siYeMKy WIM AWAIa30H, WIA BbIOepuTe siueliKy C TIOMOIIbIO KHOTIKU
(BeiopaThs 3HaueHms). J/lata B sueiike MoXeT OBITh 3a/laHa HAINpsIMyIo, 4epe3

$bopMyIy WK CCBUIKY Ha APYTYIO SYeHKy.

®opmyiny (Hanpumep, =CET'OJHA()+6).

7. Bo BKJIdJIKe HOIICK&BK& MOXXHO BBeCTH 3dI'OJIOBOK M TEKCT IIOACKAd3KH C HH(bOpMaHHeﬁ

0 mpaBwWiax pabortel ¢ moneMm (cMm. Pucynok 151). Ilpu oTk/ItOYeHHMM HACTPOMKU

Iloka3pIBaTh NpH BBIIGJIEHHH SIYeHKH I[107ICKa3Ka OTOOpakaTbcsl He Oyjer, HO

3dI'OJIOBOK M TEKCT IIOJJCKA3KN COXPAHATCA.

8. Bo Bwiianke Coobmenue 06 ommbdke (cM. PucyHok 152) MOXXKHO HAaCTpPOUTH MOBefieHHe

IIPU BBOZe HEJOIyCTUMbIX 3HAaYeHWM M TeKCT OIIMOKH, OOBSCHSIOMINN I10JIb30BaTellt0

IIPUYMHY OIIUOKU:

B paspmene J[leiicTBue COOOIIEHHsI YCTAaHABIMBAETCS TIOBeIEHHE TIPU BBOJIE
HEJIONYCTUMOTO 3HavYeHHs: 3alpeT BBOJA He JJaCT BBECTH B SYEHKY HEOMyCTUMOe
3Hauenue, IlpemympexxaeHme oToOpasuT cooOieHre 006 omMbke, HO TO3BOJIAT

BBeCTH 3HA4YeHHe.

B mnonsx 3arosoBok u TeKCT coo0mieHHMss MOXHO BBeCTHM CBOe Ha3BaHUe U
onucaHve omuOKU. Eciiv ocTaBUTH MOs MyCThIMH, OyZeT oTobpaXkaTbCsl TEKCT I10

YMOJI9aHHUIO.

9. Yrobbl 3aBepmIUTh CO3/1aHKe NPoBepkH, HaxkmuTe kHONKy OK winu kiaBumy Enter Ha

KJIaBHUaType. YT0oOBI OTMEHHUTh CO3ldHre, Ha’KMHUTEe KHOIIKY OTtMmena unu KJIaBUIITY Esc

Ha KJIaBHAType.
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[Tpu cozmanuM NpoBepoK AeUCTBYIOT ClleyIolllye OrpaHUYeHus:
— IIpoBepky [aHHBIX He/b3sl Ha3Ha4aTb JyIsl 3ar0JIOBKA W CTPOKA HTOTOB «yMHBIX»
Tabuu1l, S'9eek CBOJHBIX TaOJIMII U sideek, yke CofiepXKallliX Ipyrue IPOBepKH.

— HpOBepKa OAaHHBIX MOXXET YCTaHABJIMBATLCA TOJIbKO Ha BUOAKWMEIe STYEHKH.

B npunoxenunn «MoitOduc Tabmuia» Takke mojjep>KyuBaeTcsi paboTa C sUelikamMu, Iist

KOTOPBIX B CTOPOHHUX pPeldKTOPdX HACTPOEHd ITPOBEepKd AdHHbIX.

He IMOAOEep>KUBAIOTCA BbIIIaJdlOIle CIIMCKH, BCTaBJIEHHbIE KdK 3JIEMEHT YIIpaBJIEHHA

uind ActiveX.

4.4.4.2 PenjakTHpoBaHNe IPOBePKH JaHHBIX

[IpoBepky maHHBIX MOXXHO peJaKTUPOBaTh C IMOMOIIbI0 OKHa IIpoBepka HaHHBIX WK
naHesv Bece npoBepku.

YToObl pelakTUpPOBAaTh IPOBEPKY MHaHHBIX C TMomolbio OKkHAa IIpoBepka [aHHBIX,
BBITIOJIHUTE CJIeyIOoIIue TeCTBUSL:

1. Boigenure siuediku, cojiepskaliiyie MpoBepKH.

2. Ortkporite okHO IIpoBepka JaHHBIX OJJHUM U3 CIIeAYIOIMIMUX CIIOCOOOB:

— B xomanmHOM MeHto Bbibepute yHKT JlanHbre > IIpoBepka gaHHbIx (cM. PucyHok 146).

o
— Ha manenu uHCTpyMeHTOB, B pazfeiie JlaHHble HaxkmuTe kHONKYy —@ (IIpoBepka

HaHHBIX) — cM. PucyHok 147.

Cw
— Ha 6okoBo# nmaHenu HakmuTe KHONKY Cx (Bce mpoBepkHM) M B OTKpBIBIIEHCS

naHeJId HaXkMUTe KHOTIKY J{o6aButh rnposepky (cMm. PucyHnok 148).

3. H3meHuTe HaCTpOMKHU MpoBepku B okHe. [Ipu BkitoueHHOM HacTpoiike IIpuMeHUTH KO
BCeM SYeHKaM C TaKHM jKe YCJIOBHEM NPOBEePKHU M3MeHeHUs OynyT MpUMeHeHbI KO
BCeM TIIpOBepKaM C TakKuM e YycioBueM. EciM HacTpoilika OTK/IIOYeHa, Iocie
pellakTUpoBaHUs OyeT co3aHa ITpoBepKa C HOBBIMU YCJIOBUSIMHU.

4. Haxwmure kHonky OK.

YTo6bl pelakTUPOBaTh MTPOBEPKY JAaHHBIX C MOMOIIBIO MaHe i Bce mpoBepKH, BLITIOTHUTE
Clleqlytolire AeiCTBUS:

Cw
1. Ha 6okoBoit manenmu HaxkmuTe Cx (Bce mpoBepkn).
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2. B OTKpbIBIIIEMCSI CITUCKEe HAWIWTe MPOBEPKY — siuelika C BHIOPAHHOW IPOBEPKOM OyeT
II0JICBeYeHa Ha JIUCTe.
Haskmute kHOTIKY £ (PeaKTHpPOBaTh) B CTPOKE C IIPOBEPKOA.

4. V3MeHHWTE HaCTPOWMKH MMPOBEPKH B OKHe U HaxkmuTe KHOTIKY OK.

4.4.4.3 YnaneHue npoBepKHU JaHHBIX

[TpoBepKy 1aHHBIX MOXXHO YAQJIUTh CIIeJyIOIIUMU CII0CO6aMU:

— ¢ nomoibio okHa IIpoBepka JaHHBIX;

— C noMoInbio nanenu Bce mpoBepkwy;

—  YHIAJHTh CTOJIOIBI MJIM CTPOKHM C ST9eKaMU C IpoBepKol (cM. paspen 4.3.11);

—  YOAJIUTb JICT C sTYerKaMH C TIPOBepKoM (cM. pa3zen 4.2.8);

— TMPUMEHUTb AaBTO3aMOJIHEeHWe IS sueeK 0e3 NPOBEpKHM Ha SYeWKU C TPOBEpKOM

(cm. pasnen 4.4.1.4).

YToObl yHanuTh NMPOBEPKY JAHHBIX C MOMOIIbI0 OkHA IIpoBepka MAHHBIX, BBLINIOJIHUATE
ClleflyIolye JerCTBUS:

1. Boigenure siuediky WM AUAa30H, COJEPKAIHANA TPOBEPKY.

2. Orkpotite okHO IIpoBepka maHHBIX OJTHUM U3 CIIEAYIOIIMX CIIOCOOOB:

— B xomanaHOM MeHto BbiOepuTe yHKT JlaHHble > [IpoBepka jaHHbIX (cM. PrcyHok 146).

=
— Ha nanemu mHcTpymeHTOB, B pasfene [lanHble HaxxmuTe kHOnKy —@ (IIpoBepka

JAHHBIX) — cM. PucyHok 147.

Cw
— Ha 6okoBo# maHenn HaxkmMuTe KHONKY Cx (Bce mpoBepkuM) M B OTKpBIBIIEHCS

naHe/Id HaXkMUTe KHOTIKY Jlo0aBUTH mpoBepKy (cM. PucyHok 148).

3. B okne HaxxMuTe kHONKy OumcTuTh BCe. UTOOBI yJaiuTh TaKylO MPOBEPKY U3 BCEX
s4yeek, NocTtaBbTe (uiakok IIpuMeHUTH KO BceM sfueHKaM C TaKHUM JKe YCJIOBHeM
NPOBEepPKH.

4. Haxmure kHOTIKY COXpPaHHUTH.

YToObl ymanuTh NPOBEPKY AAHHBIX C IIOMOIIbI0 MaHend Bce mpoBepkH, BBIIOJIIHKTE
CJleyouye 1eCcTBUL:
v l:\/
1. Ha 6okoBo# maHenmu HaXkMuTe KHONIKY Cx (Bce mpoBepku)
2. B oTkpbIBIIeMcs CIIMCKe HaWJuTe MPOBEpPKY — siyelika C BbIOPAaHHOM IpoOBepkoi Oyner

I10JJCBe4YeHa Ha JIMCTe.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' MWy, 2013-2024 142



MonOdonc

3. Haxmure kHonky [ (YEalmTh) B CTPOKe C NPOBEPKOH U IOATBEPIUTE YIAJIeHHEe B

IIOABHMBIIIEMCA OKHe.

4.4.4.4 [leiicTBuA C AYeHKaMH, COJIePKAIIUMH IPOBEPKY AaHHBIX

OnHy UM HEeCKOJIbKO siueek C IIPOBEPKOM JAaHHBIX MOXKHO MPOTSHYTH ISl aBTO3al0JTHEHUS
(cM. pa3pen 4.4.1.4) siueek, pacHoJIOXKeHHBIX CJleBa, CIIPaBa, CHU3Y WIH CBepXy.
ddeiikni C TpPOBepKOM J[JaHHBIX MOXHO BbIpe3aTb, KONUPOBaTb W  BCTaBJISITh
(c™m. paznen 4.12.2).
[Tpu ob6benuHenuu sueek (cM. paszgen 4.3.4.1) ycioBue HpOBepKH HAHHBIX COXPAHSETCs
TOJIBKO U3 JIeBOM BepXHel S4YerKU IUara3oHa.
[Tpu pa3benuHenun stueek (cM. pasgen 4.3.4.2):
— YcioBue NPOBEPKHU JTaHHBIX COXPAHsSIeTCs B BepXHeW JIeBOM siuelike Malla3oHa, eciiv J10
oObeIMHeHNs siueeK OHO ObIIO 3a1aHO ISl 3TOW STYeHKHU.
— YcioBue NpOBEpPKU JIAHHBIX COXPaHSETCs B KaXk/IOW siuelike JTMaria3oHa, ecjid OHO ObLIO
3alaH0 i1 oObequHeHHOM sdekiku. Ecimu oObeguHeHHast s4eidika —cojepxkana
BBINIQ/IAIONIMNA CIMCOK, U B HeM ObUI0O BBIODAaHO Kakoe-TWMOO 3HAuYeHHWe, TO OHO

COXPAHHUTCS TOJIBKO B BerHEIZ JIEBOU sSTYeMKe Jrarna3oHa.

Ecny Ha nucte BbIzlesied cTosbell WiK CTPOKa, B KOTOPOU COiepKaTcsl STYelKy C IPOBepKoM
JIAHHBIX, TO TIPH BCTAaBKe HOBBIX CTOJIOIOB WJIM CTPOK (CM. pasmen 4.3.5) sS'9YelKyd C MpOBepKOU

JAHHBIX KOIIMPYIOTCS B HOBBIE CTOJ'I6LIbI/CTpOKI/I.

4.4.4.5 BBectn mary

Ecnu s stueliky HacTpoeHa IIpoBepKa yKa3bIBaeMOM JIaThl, TO B TAKYIO ST9€HKY MOXKHO BBECTH:
— UYwucno. IlpuwioxxeHue aBTOMaTHYeCKH INpeoOpa3yeT ero B COOTBETCTBYIOIIYIO ATy
(cMm. paznen 4.4.3.1.5). Hanpumep, uuciio 1 6yner npeo6pasoBano B gaty 31.12.1899.

— Jlary B mo6om mojiiep>krBaeMoM ¢hopMarte 0ToOpaXkeHUs TaHHBIX (CM. paszen 4.4.3.3),

B TOM YMCJIe — C yKa3aHHeM BpeMeHnu. Hanpumep, 12.07.2023 10:30.
— Ccpuiky Ha sueriky (Harnpumep, =B1). Jlata B suelike MoXeT OBITh 3ajjaHa HaIpsIMYIO,
yepe3 GpOpMyITy WM CChUIKY Ha JIPYTYIO STYEeHKY.

—  ©opmyny (Hanpumep, =CET'OJJHA()+6). Popmysa MoXeT OBITH JTFOOOM.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' MWy, 2013-2024 143



MonOdonc

Coobienue 06 ommmbke (cMm. PucyHok 155) otobpaxkaeTcs, eciiu:

— B sYeliKy BBOAMUTCS JlaTa, CChUIKAa Ha sYeiiKy wid (opMyiia, He YIOBJIETBOPSIOIIas
IIPOBEpPKe;

— B SYEeMKy BBOJUTCA TeKCT WM [Jid sd9eiiku BbiOpaH TekcToBbIi dopMmar

(c™m. paznen 4.4.3.1.9).

YT0oO6BI BBECTH IATy B SYEHKY, BHIIIOJIHUTE CJIeyIOIIKe JIeMCTBUS:
1. Boigenure sueriky. Hag siaeiikoit oToOpa3uTCsl TOJICKa3Ka Jijii BBOJA JaThl, eCJid OHa

Obl1a co37aHa B CTOPOHHeM pefiakTope (cM. Pucynok 154).

A B C
1 @DHO
2 JlaTta posxgeHus P
3 HonxHocTb OAcKa3ka

Beegute naty B gnanasoHe

4 _|Ornen 01.01.2024-01,02.2024
5 JlemapramenTt
& [aTa eeinera |
7

Pucynok 154 — [lozackaska 1yist BBojJja 3HaUeHHs

2. BBepuTe naTy OJHUM U3 CIIOCOOOB, ONMCAHHBIX BHIIIE.
3. Haxwmwure kiaBuily Enter win KHOIKY @: crpoke ¢popMyIl. Eciv 1aTa BBejieHa He Kak
CChLIKa WX PpOopMyJia, TO MOXKHO TaKKe HIeJIKHYTh 110 JIF000U Pyroy siueiike JIMCTa WA

3aroJIOBKY JIF060ro CTOJIOIA/CTPOKH.

Ecmm para ynoBneTBopsieT yCIOBHSIM IIPOBEPKH, TO BBINOJIHSETCS BBIXOJ M3 pexuma
penakTupoBaHus suerku. [l siueriku nipuMensietcss dopmat laTa, eciiv 10 BBOAA 3HaYeHUs IS
Hee OB BbIOpaH Apyrou popMmar (uckitodeHre — TekcToBbIH ¢popMar).

Ecnm nara He yioBiieTBOpsieT YCIIOBUSIM NPOBepKH, TO (cM. PucyHok 155):

— JlaTa BbIeJISIeTcs;

— sYeiiKa OCTaeTcs B peXXUMe pe/laKTUPOBaHUS;

— oTobpaxaeTcsi coobItieHue o6 ommuobke.
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A B C

1 $PHO
2 aTa pOaeHHA

a pOAA MNogckazka
3 JomxHoCcTe ;

BEEAWTE 0aTY B gManasoHe
4 Orpen 01.01.2024-01.02.2024
5 Henaprament
B HETE BLITIETA |Dl.[]3.2[]24
7
3 @ HeponycTimoe sHaveHHe >
g BBE‘,D,E'HHDE‘ 3HAYEHWE HE COOTBETCTEYET
,II,IZII'I}"ETMMI:-IM BEPMEHTEM_. }’CTEHDB\."IE'HHI:-IM

10 408 3TOR AYERKK
11
12

Pucynok 155 — Coob1ienvie 06 omrbke

YToOBI 3aKpbITh COoOOIIeHHe 06 OIMOKe ¥ BBECTH KOPPEKTHYIO AATy, BBIIIOJIHUTE OJHO M3
CJIeIVIOIUX JeUCTBUIMA:

— Haunwure BBoguTth faty. CoobiiieHre 06 omrbke 3aKpOeTCsl aBBTOMaTHUUeCKH.

— 3akpoiTe coobiieHre 00 olMbKe HaXkaTheM Ha KHOTIKY % B ero BepXHel 4acTU WIM Ha

kiasuily Esc Ha kiaBuatype. Beegure pary.

4.4.4.6 BBecTH 3HaueHNe B sTUeiiKy C BbINIAJAl0IIUM CIIHCKOM

YTo6B!I BBECTH 3HaYeHME B S4YeliKy C BBIIQ[AIOIIMM CIIMCKOM, BBIIIOJIHUATE CJIENYIOIIVe NeCTBUS:
1. Brimenure siueiiky. Hap stuelikoii orobpasuTcsl mojicKa3Ka /jis BBOJIA 3HAYEHUS, eCiiu

oHa OblyTa cO3/1aHa B CTOPOHHeM pejiaktope (cM. PucyHok 156).

dHO

Harta poxpenus
JomxHocTs
Ornen
HenapramenT
Odmc hd

Crax (nonaerx mner)

MNopckaska

Bmbepute ropog

U= - BN I TR, TR S ¥ B L B

— |
]

Pucynoxk 156 — Ilosickaska Jijist BBoJla 3HaUeHHsI
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2. BroimonHAUTe OAHO U3 CIIeTYIONTUX JIeCTBHM:

— PasBepuute Bbmagatonmi cnucok (cMm. Pucynok 157) u BwiOepute TpebGyemoe

3Ha4YeHHe. HJISI pa6OTbI C BBIIIaJAOIIKXM CIIMCKOM MOKHO HCIIOJIb30BATH MBIIIb WJIHN

KJIABUINIY KJIaBUATYypHI (cM. Tabmwuy 8).

— BBE)II/ITG 3HA4YeHHe BpPYYHYIO. BBEHEHHOE 3Ha4YeHre JOJOJIDKHO IIOCHMMBOJIBHO

COBIIaAdTh C Tp@6y€MI:IM 3Ha4YeHHeM B BbIIIdJdlonieM CIIMCKe. PEFI/ICTp CHMBOJIOB

IIpr BBOJie 3HAYEeHHW He YIUTbIBAETCH. Haxxmure KJIaBUIITY Enter v KHOIIKY ° B

cTpoke $GpopMyJl WIH IIeJIKHUTe 0 JIF000M APYyron siueiike JIMCTa/3ar0JI0BKY JII0O0T0

CTOJIOIA/CTPOKH.
A
1 DHO
2 Hata posaeHus
3 HonxHocTe
4 |Ornen
5 Jlenaprament
6 Odmc
7 | Crax (monuHsix net)
8
a
10
11
12
13
14

Nopckaska

BuibBepute ropog

Open

Mockea

Camapa
Cankr-lNeTepbypr
Caparoe

MeHsza

Pucynok 157 — Beinajaromuii cimicok

Ecmm 3HA4YeHHWe, BBelleHHOe BpPYYHYI0, HEKOPPEKTHO, dBTOMdTHUYeCKH pPa3BOPAYMNBAETCA

BBINTQ/IAIONIMA CIHMCOK. B BepxHeld dYacTU CIUCKAa OToOpakaeTcs coobieHue 00 oImmbke

(cM. Pucynok 158).

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' MWy, 2013-2024 146



MonOdonc

A B C
1 $dHO
2 | Jlata posaoeHus
3 JonwHocTe Noackaska
4 Orgen Bmbepure ropog
5 Jlenaprament
6 Odwuc |Kaaa|-m v
7 |Cram (mondeix net
. ( ) @ HeponycTumoe sHaueHHe >
9 BeegeHHOE 2HaUEHWE HE COOTBETCTEYET
AOMYCTAMEIM BE3PWAHTAM, YCTAHOBIEHHBIM
10 ANA 3TOR AYSiKK
11
12 Open
E Mockea
14
15 Camapa
16 Cankt-MNeTepbypr
17 Capatoe
18 [Menza
19 o

Pucynok 158 — Coobriienre 06 omirbke

YTo6b!I pefJakTHpPOBaTh BBeJleHHOe 3HaYeHHe, BBIIIOJIHUTE OHO U3 CJIeyIOIINX 1eHCTBUM:

— DBribepuTe KOppekTHOe 3HaYeHHe K3 BBINIAaJarolero CIycKa.

— Haunure BBOOUTHL KOPpEKTHOe 3Ha4yeHWe BPYYHYI. DBrlajarommii  CIIMCOK
aBTOMaTUYeCKU 3aKpoeTcs.

— 3akpoyTe BBINAJAIOUIMN CIMCOK Ha)XkaTWeM Ha KHOIIKY X B ero BepxHel 4YacTH WU

KJIaBUIITY Esc Ha KJIaBUaType. BBe,I[I/ITe KOPPeKTHOe 3Ha'UeHHe BPYYHYIO.

Ecnu Hacrporika Iloka3pIBaTh CHHCOK 3Ha4YeHUI OTK/II0YeHa, TO coobiieHre 06 ommbke

oTobOpaskaeTcs 6e3 BBIMAIAIOIIEr0 CIIMCKA.
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B Ta6mz1ue 8 IepevrciieHbl COYeTdHHA KJIdaBHUIIl, KOTOpPbIe HCIIOJIb3YIOTCH IIPpU pa60Te C

BBEITIaAAFOIIUM CITMCKOM.

Taosmua 8 — Coyeranus KJIaBHIII

JeiictBUe CoueTaHye KJIaBHIII CoueTaHHe KJIaBHIII
B OC Windows B macOS

OTKpBITH CIICOK Alt+ | ~QOption + |
Bribpath 3HaueHue lut lut
[TpuMeHUTE 3HaUYEHVE Enter Enter
Boigenuts nepBoe 3HaueHUe CIKMCKa Home Fn + «
BrimenuTh nmocieiHee 3HaYeHHe CIIKCKa End Fn+—
Ha skpan BHH3 Page Down Fn+ ]
Ha skpaHn BBepx Page Up Fn+1
3aKpBITh CITUCOK Esc Esc

Komanzasl Ha skpan BHH3 v Ha s3kpaH BBepx NprMeHSIOTCS AJis OBICTPOTrO IIPOCMOTPA
JUIMHHBIX ~BBINAJAIONIMX CIMCKOB. IIpy BBbINOJIHEHMM KOMaHJ CIIMCOK IPOKPYYMBaeTcsl K

nodjieyromum Hjin npeabiayumM ITyHKTdM.

4.4.5 Ynanenue ny6mkaToB

Ecmm Hap omHOM Tabmmuiedt paboTanyu HeCKOJIbKO I0JIb30BaTeIed WM OHAa COCTABIISUIaCh U3
HECKOJIbKUX Tabium, To C OOJbIION [ojiell BEepoSTHOCTH B Hel OyIyT CoJiepXKaThCs
MOBTOPSIONIMECS JTaHHble. DTU JJaHHbIe MOXXHO YJIaJIUTh U3 TaOJUI[bI aBTOMATUYECKU, UCTIOJIb3YSI
KOMaHJly Y AQJIUTh KyOJIHKATHI.

[Touck pny6nukaToB B TabOJWIle WM YKa3aHHOM [IMAlla30He BBHITOJHSETCS MOCTPOYHO.
[Ipumep mpexcraBiieH Ha pucyHke 159: KpacHBIM IIBETOM BbIJleJIeHbl CTPOKH, KOTOpble OyAyT

yZaJieHbl, ecyiy JijIsl TOUCcKa Oy/ieT BBIOpaH OfWH CToJI0er] (CieBa) WM JiBa CToj01a (CIipaBa).
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A

Hene Hegenn
[Tonenenenmk
Bropuuxk
Cpena
YeTeepr
[MaTarua
CybboTa
Bockpecense
[ToregeneHuK
Bropsmx
Cpena
Yereepr
[MaTanua
CybBoTa
Bockpecense

B

JanaTocTe

Pabowmii
Pabouwii
Pabouwii
Pabouwii
Pabouwii
Hepab oumit
Hepabouwii
Hepab oumit
Pabowmii
Hepab oumit
Pabouwii
Pabowmii
Pabouwii

. Hepaboumii

1
2
3
4
3
]
7
8
9

10
11
12
13
14
15

A

Henr Hegenn
[Tonegenenmk
BropHuk
Cpena
YeTeepr
[TaThrua
CybboTa
BockpeceHse
[TonegenenuK
BropHux
Cpena
Yereepr
[MaTanua
Cyb6oTa
Bockpecenbe

B

JaHaTOCTE

Pabouwmii
PabBoymii
Pabouwii
PabBoymii
Paboumii
Hepabouwii
Hepab o4
Hepabouwri
Pabouwmii
Hepab oumri
Paboumii
Pabouwmii
PabBoymii
Hepaboumsi

Pucynok 159 — IIpumep BbIOOpa CTPOK 7151 y1aJleHus

[Ipu ynaneHuny pnyOIMKAaTOB COXpaHSIETCS TOJBKO IIEPBBIA II0 TIOPSIKY BapWaHT U3

HalIeHHBIX COBIA/IeHUM, OCTalbHbIe YIaJISIOTCS.

ITouck n yYAaajiienue ,I[Y6J'H/IKaTOB He BLIIIOJIHSAETCA, eClIn.

— BpiOpaHHbBINM 1Uaa30H COJEPKUT:

dbopMyiy MaccuBa;

STYeUKW CBOJTHOM Tabuibl (cM. paspen 4.7);

«YMHYI0 TabuIy» Wid ee 4acTb. Eciiy uana3oH coOmepXUT TONBKO SIYeHKU «yMHOMN

Ta6JII/II_II)I», TO ITOMCK U 3aMeHad LIY6JII/IK8TOB BBITIOJIHSAETCSH,

CTPYIIIIUPOBaHHbIE CTOJOIBI WM CTPOKM (cM. pasfen 4.3.10) — i mowcka

)Iy'6J'II/IKaTOB HEOGXOI[I/IMO OYUCTUTL I'PYHIINPOBKY;

obbeiMHeHHbIe stueliku (CM. pasfen 4.3.4) — [jis orcKa OyO/nkaToB HeoOX0oquMo,

9TOOBI KakJasg sg4yelka Oualla3OoHa 3aHMMalla OJWHAKOBOE KOJIWYeCTBO CTPOK H

CTOJIOIIOB.

— Mexny BbIOpaHHBIMU sTYE€HMKaMH/CTPOKaMU/CTOIOIIAaMW/IMAala30HaMU eCTh «Pa3phIB.

Hampumep, BeiOpanb! ctonbibl A u C, HO He BbIOpaH cTosberr B.

— Jluct nokymenTa 3amnuineH (cMm. paszaen 4.14.1).

Ecnu

BBIOPAHHBIN

AUAIld30H

COEPXUT

CKPbIThIe

(cm.

pasge

4.3.7.1)

W

orubTpoBaHHbIe (CM. pasfen 4.4.2) CTPOKW WM CTOJONBI, TO TMPH YOaJleHUH JTyOJIUKAaTOB

3Ha4YeHHs B HHX HWIHOPUPYIOTCA. ITocye YAalleHusa )IY6JII/IK8TOB CKPBITbIEe CTPOKH U CTOH6HbI
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OCTaIOTCSl CKPBITBIMH. B suefikax CKPBITBIX CTPOK 3HAYEHHs] MOTYT M3MEHHUTBHCS, TaK Kak Iocie
yAasieHust y0JIMKaTOB JIaHHbIE STYeeK CMellaloTCsl HaBepX.

Ecmu  BbIOpaHHBIM [uamna3oH COAEpPXUT SYeWKU C YCJIOBHUSMM TIPOBEPKU  JIAaHHBIX
(cM. pasgmen 4.4.4), v 3HaUEHUS B OTHX siUeHKax SIBIISIOTCS AyOJIMKaTaMU, TO YAAJISIOTCS He TOJbKO
3HAYeHUs], HO ¥ YCJIOBHS ITPOBEPKU JaHHBIX.

YToOBI yHanmuTh TyOJIMKAThI, BHITTOJIHUTE CIIAYIOIINe IeHCTBUS:

1. BI)I}IEJ'[I/ITE JAWAIld30H JI4 IIONCKa U ydJIeHHd JIY6JII/IKaTOB.

Ecnu BeiiesieHa ojiHa sideiika, HO B COCEJTHUX sSYeHKaxX eCTb JaHHbIe, KOTOpbIe
COOTBETCTBYIOT YCJIOBUSIM TIOMCKA U yIajleHus TyOiauKaToB (CM. OTpaHUYeHUs
BBIIIIE), TO MPUJIOXKEHWe aBTOMAaTUYeCKH PACIIHpPsIeT JUAIa30H, BKIIOYasi B HETO

coceHUe STYeMKU.

2. OrtkpoiiTe OKHO YajieHue Jy0JIMKATOB OJTHUM U3 CJIeYIOIIHUX CIIOCODOOB:
— DBroibepute mnyHkT koMaHgHOro MeHi0 JlaHHble > Yaanurh y0JHKaThI

(cMm. Pucynok 160).

JaHuble  WHctpymentsl  Bupg  OBwwi goctyn

3apaTtk UMA...
YnpaeneHve 3aWmToON »

O6HOBWTE CBOAHYH Tabanuy
HacTpowTe cBOZHYH Tabawnuy

YaanuTe CBOAHYH Tabanuy
Hactpowts ymMHy10 Tabauuy

[ pynnupoBaTh CTPOKW

Fpynnupoeats cTonbubl

eon HO

OuuWCTWTL FPyNNYPOBKY

™

ApTocymma Alt+=
Yaanute aybnvkartsl...
Pexxum nepecueta »

7 OBHOBWTE AaHHLIE Ctrl+Shift+F5

Pucynok 160 — [IyHKT KOMaHJTHOTO MeHIO Y JaJIUTh Jy0JIMKAThI
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— Ha nanenu uHCcTpymeHTOB, B pa3zeiie JlaHHBIe HaXXMUTEe KHOIKY @ (Y nanurn

myomukarel) (cMm. PucyHok 161).

Yoy v O

s o B B0 -

AaHHble Bcraeka

Ea

=

&)

Pucynok 161 — Knornka YaaauTs 1y0uKaThl

3. B okue Ypmanenue nyosmkartoB (cM. Pucynok 162) mocraBeTe ¢uiaxkok Co CTpoOKoit
3aroJIoBKa, eClid B BBbIJEJIHHOM JiMala3oHe COJIePXKUTCS CTPOKAa C Ha3BaHUSIMU

CTOJ'I6I_[OB. HaHHaPI CTpPOKa 6y,)1€T HCKJIIO4Y€eHd M3 BbIJEJIEeHHOI'O JWdIld30Hd.

¥aaneHwe gyGnuKaTos by
Auanazon:
Co cTpoKoK 3aronoeka

PEICLIJHFPHTI: dBTOMAaTHYECKK

Cronbup:
BmbpaTe Bee
Cronbey A
Cronbey B

Cronbey C

Pucynok 162 — OkHo YpaseHue 1y0/1MKaToB

4. TlocraBbTe ¢rakok PacmpuTh aBTOMaTHYeCKH, eCJid B IMANa30H TTOMCKA TpebyeTcs
BKJIIOYUTh JIaHHBIe, pPAaCIIOJIOKeHHbIe PSIOM C  BbIEJIeHHBIM  JUAlla30HOM U

COOTBETCTBYIOIIKME YCIIOBUAM IIOMCKA U YIdJIeHUd )Iy'6JII/IKaTOB (CM. OrpaHUYeHus BbII_HE).
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5. B o6mactu CTondusl BeIOEpUTE CTOIOIBI, GOPMUPYIOIIHE KoY MOMCKa. B mpumepe Ha
PUCYHKe BbIllle TPU BbIOOpe OAHOro cTojblIa aybiukatamMu OyAoyT CUMTATbCS BCe
MTOBTOPSIIOIIMECS] Ha3BaHUS JTHeW Heflesid u3 cTosibma «Ay. [Ipu Beibope ABYX CTOIOIIOB
nybnmvkaTaMu Oy[yT TIOBTOPSIOIIMECS codeTaHWs «JleHb Hemenmd - 3aHATOCTb» U3
CcTOIOIOB «A» U «by.

6. Haxmwure kHonky OK.

[Ipu ycrienmHOM yaneHun 1y06JIUKAaTOB HA SKpaHe 0TOOPA3UTCs BCIUTBIBAIOIEe COOOIIEHHe:
«Hatineno u ynaneno ay6mukaToB: n. OCTaaoCch YHUKAIbHBIX 3HAYEHUH: M.)»
Eciu B BbiIesIeHHOM /iMana3oHe HeT AyOIMKaToB, 0TOOpA3UTCs BCIUIBbIBAIOIEee COOOIeHHe:

«lyOnukaThl He HalJIeHbl.»

4.4.6 Ccpuiku

B nokymMeHT MOXHO 100aBUTh CChUIKY Ha BeO-CTpaHUITY, aJipec 3JIeKTPOHHOM MOYThI, MECTO

B JIOKyMeHTe WU JIpyrou danil.

4.4.6.1 BcTaBUTH CCBHIJIKY Ha Be0-CTpaHHILy HJIH afipec 3JIeKTPOHHOM MOYThI

[Tpunoxxenvie «MoiOduc Tabnuia» pacrnio3HaeT W JielaeT aKTUBHBIMU CCBIJIKH, KOTOpbIe
HayMHaTCI ¢ www, http, https, u anekTpoHHbIe ajpeca.

[Ipumepsr:

—  www.website.ru,

— https://website.com,

— http://website.ru,

— mailto:user@domain.ru,

— user.name@domain.com.

Ccpuika Tyna mailto:user@domain.ru mMoxer Takxe CojiepXaTb TeMy, TeKCT NHUCbMAa U
3JIeKTPOHHBIE aJipeca JUIsl OTTIPAaBKY KOIIWHU U CKpbITOM Konuu. Harpumep:
mailto:user@domain.ru?subject=This % 20is % 20the % 20subject & cc=user2@domain.ru&body
=This%20is % 20the%20body.
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Yto06bI n3bexaTh OMUOOK TpU epexoe 1o ccbuikaM, B URL pekomenayeTcst yKa3biBaTh

npoTtokos. Hanpumep: http://website.ru.

Cchblka MOXKeT 0ToOpakaThCsl B IOKyMEHTe B BUJIE:
— URL — nanpumep, http://www.website.ru;

— TeKCTa — HallpuMep, CChbIJIKd.

Yrobbl 06aBUTH B JIOKyMeHT ccbhUIKy B Buje URL, BbImOIHUTE OIHO W3 CIEIyIOIIUX
JelCTBUM:
— Baenure ccbuiky BpyuHyto ¥ HaxkmuTe kiiaBuily IIpo6en wiv Enter Ha kiiaBuatype.
— CkomnupyiiTe CCbUIKY M3 UCTOYHHMKA. [lepeliuTe B pexvM pegakTUPOBaHUs SYEWKH,
BCTaBbTe CChUIKY W HakMuTe kiiapuiny IIpo6en vimu Enter Ha kiaBuatype.
— CkomnupyiTe CCBUIKY U3 UCTOYHMKA. llepeiiinte B peXxuM pegaKTUpPOBAHUS STYEHKU U

Haxxmute coderanue kiasuin Ctrl+Shift+V / ¢ Cmd+1{ Shift+V.

Yro6b! 106aBUTH B JIOKYMEHT CCBbUIKY B BH/Ie TEKCTa, BBIIIOJHWTE CIIeAyIOIIye IeHCTBUSL:
1. Ckonupy¥iTe CCbUIKY U3 NCTOYHUKA.
2. VYKaxuTe MeCTo JJIsl BCTaBKU CChUIKW OJJHUM U3 CIIeAYIOUIUX CII0COOO0B:

—  YrobnI OCl)OpMI/ITb KdK CCBbUIKY BeCb TEKCT B sT9eriKe, BhIIEeIUTe Ty ;{qeﬁKy.

—  YrobnI OCl)OpMI/ITb KdK CCBUIKY OIOHO CJIOBO B TEKCTe STYEHKH, YCTaHOBUTE B 3TO

CJIOBO KypCOp WM BbIAEJIATE €ro HeJINKOM.

—  YrobnI OCl)OpMI/ITb KdK CCBUIKY YdCTb TEKCTa B si9eyiKe, BBIJIEJIUTe 9Ty YdCTb TEKCTa

ITeJIMKOM.

— YroOBI BCTAaBUTH B IMyCTyro HHEfIKy CJIOBO WJIM TEKCT CO CCBUIKOW, BbIIEIIUTE Ty

SIYeUKYy WUJIM yCTaHOBUTE B Hee KypCop.

3. BrimomaHaute KOMaHy BCTaBKU CCBUIKHW OJJHUM M3 CIIeJYIOIIUX CIT0CcOOOB:

— Bruibepute nyHKT KoMaHiHOTO MeHio BeraBka > Ccbuika (cM. PucyHok 163).
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Bcraeka  @opmar  Tabawuya  Jaddwe M

4
o’

B » B &

@m OJF%

WzobpaxeHue...
TekcToBoE None
Durypa »
Awarpanima r

CeoaHan Tabanua...
DyHKLMA. . Shift+F3

CI'IELI,HEJ'II:H bl CHMBOAB. ..

Ccoinka... Ctrl+K
JameTra

Nuct

Jarta
Bpema

Pucynok 163 — Komananoe menio BecraBka

— Ha manenu nHCTpyMeHTOB, B pa3zieile BcraBka Ha)kMUTe KHOIIKY === (CM. PucyHoxk

164). Ha oTobpasuBIiieiics aHeIM BCTaBKU HaKMUTe KHOIKY ¢/’ CchLIKa.

— [IlesiukOM 1IpaBOM KHOIIKA MBIIIM OTKPOUTE KOHTEKCTHOE MEHI0 M BBIIIOJIHUTE

KoMaH/ly BcTaBUTB CCBUIKY.

— Haxwmure coueranue knasumi Ctrl+K / $Cmd+K.

%

flo v (5 B4 (@)~ =
@ WMzobpaxerne...
[F1  Tekcrosoe none |
(j—l Durypa » o™
:l]: Auwarpanmma »
CeogHan Tabanua...
Fx DyHKELMA...
CneunansHee CUMBOAbL.., ¥
(f) Ccwinka... %

Pucynok 164 — [lanenb BcTaBku
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4. B okHe BcTraBHTB CCBLIKY, BO BKIafKe Bed-cTpanuna wiu ¢aiin (cm. PucyHok 165):
— Ecnmu none Axpec He 3amoiHeHO, BCTaBbTe B HEro cchbulky. [lo ymomdanuio B mose
Anpec aBTOMAaTUYeCKH MOJICTABJISIETCSl CChUIKA, CKOMMPOBAHHAsI U3 MCTOYHMKA Ha

TIepBOM II1are.

BcTaBuTh CCblKy X

Beb-crpaHuua nan dain MecTo B 3TOM gOKymeHTe

Texcr:

MoinOduc X

Agpec:

https://myoffice.ru/i X Buibparb daiin...

Hepaenune daiinbi:
) Hosan Tabavua 1.xods I
Hoeas npeseHTtauus 1.xodp
Hogeli gokymeHT 1.docx

ﬂ Hogasa tabmua 1.xlsx

Document for collaboration.xods

() Table with sales.xods

Pucynok 165 — OxHo BcTaBHTH CCBLIKY

— Ecm none Tekcr He 3amosiHeHO, BBeJluTe B Hero TeKCT, KOTOpBIM Oyner
oTobpaxaTbcsi BMecTo cCbUIKU. [Io ymomuanuio B mnose Tekcr aBTOMaThyecku
MO/ICTABJISIETCS] TEKCT U3 BLIOPAHHOM STYEHKU WA TEeKCT, BbIJIeJIEHHBIN B siuelike, UK

CJIOBO, Hd KOTOPOM YCTAdHOBJIEH KYpPCOD.

— Haxwmure knonky OK.

Ilpu coxpanennu nokymenta ODS B ¢opmare XLSX B sdelike, KoTOpasi COJEPXKUT

. OJIHOBpPEMEeHHO HeCKOJIbKO CChUIOK, OCTaeTcsl paboToCrIoCcOOHOM TOJIBKO MepBast CChLIKa.
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4.4.6.2 BcTaBUTB CCBLIIKY Ha MECTO B IOKyMEHTe

HJ’[S[ YHPpOIleHnA HaBUIraiyu 110 0C00eHHO 0O6beMHbBIM JAOKYMEHTaM MOKHO TaK’Ke CO3[1dBaTb

CCBbUIKM Ha ollpeaejieHHOe MeCTO B JOKYMEHTe - Ha HHEﬁKy, JIMAIla30H sSYeeK WM Ha UMEeHOBAHHbIN

IMAIIa30H.

CcplKa Ha MecTo B JOKyYMeHTe MOXKeT Codep>KaThb:

Ha3BaHMe JIMCTa — HaripuMmep, JIuct 2;

Ha3BaHHe JIMCTa C aJIpecoM siYelKH WM Ihana3oHa — Hanpumep, Jlucrt 2'1A3:A6;

Ha3BaHWE MMEHOBAHHOTI'O JHUAllda30Hd — HallpuMep, EI/IHHHSOH 1;

JIF000M IPYToM TeKCT — HallpyuMep, CM. 371eCh.

YToOBI CO3/1aTh CCHUIKY Ha MECTO B JOKyMEHTe, BBITIOJIHUTE CJIe/IyIolre NeHCTBHUS:

1.

Ykaxute Mecro [JIs1 BCTABKU CCbUJIKW OOAHUM U3 CJIeJyIOoInuX CI1oco00B:

YToOBl CO37aTh CCHUIKY C Ha3BaHWeM JIMCTAa M aJpecoM sYerKd / IuarasoH,
BbIJleJIUTe IyCTYI0 SYEeWKy WJIM, eCIM sYeliKa He IIyCTa, YCTaHOBUTEe KYypCOp B

TpebyemMoe MeCTO BHYyTpH STYeUKU.

Yro6b! 106aBUTH B MYCTYIO SIYEHKY CJIOBO WJIM TEKCT CO CCBUIKOW, BBIJIEIUTEe 3Ty

SIYeKYy WUJIM yCTaHOBUTE B Hee KypCcop.

Yto6bl 0POPMUTHL KaK CCBUIKY BeCb TeKCT, KOTOPBIA COJepXXUTCS B suelike,

BBIJIEJIUTE 3Ty SYelKy.

Y1066l 0POPMHUTH KaK CCHUIKY OIHO CJIOBO B TEKCTe sfUeHMKH, YCTaHOBUTE B 3TO

CJIOBO KypCOp WM BbIAEJIUTE €ero HeJINKOM.

YToOhI OCl)OpMI/ITb KdK CCBUIKY YdCTb TEKCTa B si9eyiKe, BBIJIEeIUTe 9Ty YdCTb TEKCTa

OeJInKOM.

BrimonauTte KOMdHY BCTABKHU CCBUIKHW OJHUM U3 CIIEAYIOIIUX CIT0CcO0O0B:

Bribepute nmyHKT KoMaHiHOTO MeHio BeraBka > Ccebuika (cM. PucyHok 163).

Ha mnanemu HUHCTPYMEHTOB, B pa3fejie BcraBka Haxmurte KHOIIKY ***. Ha

OTOBpA3MBIIENCsS TTAHeNM BCTAaBKKM HakmuTe KHONMKy (&’ Ccbuika (cM. PucyHok

164).

H_[F_‘JILIKOM npaBoﬁ KHOIIKM MBIIIH OTKpOﬁTe KOHTeKCTHOe MeHIO K BBIIIOJIHUTE

KOMaHy BcraButh CCBLIKY.

Haxxmute coueranue kiasui Ctrl+K / 2 Cmd + K.
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3. B okne BcraBuTh CCBUIKY BbIOEepuTe BK/IQIKy MecTo B 3TOM [OKyMeHTe (CM.

Pucynok 166).

Beb-crpanvua v bann MecTo B 3TOM JOKyMeHTe
TexcT:
flueiika AU ananasoH:
O e VIMeHOBaHHbIW AMana3oH

Jlncr1

Pucynok 166 — OxHo BecraBuTh ccbUIKY. Brilajika MecTo B 3TOM IOKyMeHTe

4. J1nst BCTaBKU CCBIJIKM Ha JIMCT yOeuTech, 4TO IepekItoyaTellb HaXOJUTCS B TIOJI0XKeHUH
JIncr (cM. PrucyHok 166), u BeibepuTe TpeOyeMblii JIUCT U3 CIIHUCKA.

5. Jlyis BCTaBKY CCBHIJIKU Ha siYefKy WM JIMana3oH B Iojle fldelika MiIM qUana3oH BBeUTe
BPYUHYIO a/ipec siueliKy / Auara3oHa WM, HaXaB Ex) BbIOeprTe TpebyeMble sTUeHKU B
CaMOoM JIOKYMeHTe, II0CJIe Yero CHOBa HaKMuTe 1"/ 1711 BCTaBKU afipeca B IOJIe.

6. s BCTaBKM CCBIIKM Ha HMEHOBaHHBIM [AMalla30H YCTAaHOBUTe IlepeKiiouaTellb B
nojoxeHre ViMeHOBaHHBIN HaNa3oH U BbibepuTe TpeOyeMblil AMAIa30H U3 CIHCKA

(cMm. Pucynok 167).
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BcraBuThk ccbinky

Beb-crpaHnua nan daian Mecto B 3TOM AOKyMeHTe

Texct:

flueiika unu Ananasox:

Juer © VivMeHoBaHHBIN AranazoH

[wanasoH

[wanazoH2

PucyHnok 167 — BcraBka CChIJIKM Ha KIMEHOBAHHbBIM JUalla30H

7. B mose Texkcr:
— Ecnu B none oTo6pakaeTcsi Ha3BaHWe JIMCTA U BHIOpAHHBINM JTMalla30H U TpebyeTcst

CO31dTh CCBUIKY C HA3BAHUEM JINCTd, OCTdABbTE COAEPKUMOe I10JI11 0e3 M3MeHeHHH.

— Ecmu B mmoste OTO6pa>KElETC$I Ha3BdHHeE JINCTAa U BbI6paHHbeI JH1aIria3oH, HO Tp86YETC$I

YKa3daTb TEKCT CCbUIKH, BBeJUuTe TPEGYEMbIﬁ TEeKCT BpPYYHY1O.

— Ecsnu nosie 3amosiHeHO TeKCTOM U3 BbIOpAHHOMW STYeMKU WM TeKCTOM, BbIZIeJIeHHBIM B
siuelike, WM CJIOBOM, Ha KOTOPOM YCTaHOBJIEH KYypCOp, TO IpHU HeoOXOJIUMOCTH

pPelaKTUPYUTe TaHHBIN TEKCT WUJIM OCTaBbTe ero 6e3 u3aMeHeHUH.

8. Haxwmure xkHonKy OK.

[Ipu coxpanennu pokymenta ODS B ¢dopmare XLSX B sueiike, KOTOpas COHEPXKUT

OJHOBpEMEHHO HeCKOJIbKO CCbUIOK, OCTdeTCs pa6OTOCHOCO6HOﬁ TOJIBKO I1epBas CCbLIKA.
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4.4.6.3 BcTaBUTH CCBHUIKY Ha aiii

B OOKYMEHT MOXHO BCTAdBUTHL CCBUIKY H4 (l)anI, KOTOprfI pacIiojioKeH Ha TeKylleM

KOMIIbIOTEPE UK B cereBoi manke. CchbIIKa MOXET YKa3bIBATb Ha (bafm JI000T0 (bopMaTa.

Ccblika MoXkeT 0ToOpakaThCsl B IOKyMEHTe B BUJIE:

— Ilyrtu k ¢aiiry — manpumep, C:\Users\User\Documents\@arin.xlsx (OC Windows) wiu

/Users/User/Downloads/®arin.xlsx (macOS).

— Texkcra — HallpuMep, CCbLJIKA Hd daii. TeKCcT CChUIKM MOXKHO YKa3daThb UJIX B sTYerKe, WU

N B OKHe BCTAaBKH CCBLIJIKH.

YT06b!I 106aBUTH B IOKYMEHT CCBHIIIKY Ha (paiisl, BBIIIOJIHATE CllefyIolire AelCTBUS:

1. Yxaxure MecTo AJis BCTaBKM CCbUIKM OJJHUM U3 CJIEAYIOLIUX CII0COOOB:

—  YrobnI OCl)OpMI/ITI) KdK CCBbUIKY BeCb TEKCT B sT9eriKe, BhIIeIUTe Ty HHEfIKy.

— Yrobbl 0POPMHUTH KaK CCBUIKY OJIHO CJIOBO B TeKCTe sSYelKH{, yCTAaHOBUTE B 3TO

CJIOBO KypCOp WM BbIAEJIUTE €ro LeJINKOM.

—  YrobnI OCl)OpMI/ITb KdK CCBUIKY YdCTb TEKCTa B sSi9eriKe, BhIJIeIUTe 9Ty YdCTb TEKCTa

OeJInKOoM.

— YrobOBI BCTAaBUTH B IMyCTYyIO HqEﬁKy CJIOBO WMJIM TEKCT CO CCBLIKOM, BBIJEJIUTE Ty

H‘IEfIKy WJIN YCTaHOBUTE B Hee KypCop.

2. BruimonauTe KOMaHy BCTdBKH CCBIJIKHW OJJHUM U3 CJIeYIOINX CIoCO0OB:

— Bribepute nyHKT KoMaHHOTO MeHIo BeraBka > Ccepuika (cM. PucyHok 168).

Beraeka  @opmar  TaBnuua

o

2 » B =

%

Wzobpamenne...

TekcToBoe None

Durypa

Auarpanma
CeoaHan Tabauua..,

DyHKLMA...

CI'IE'LI,HH.."IthIE‘ CHUMBONDBL...

Coulnka..,

JaHHwme |

Shift+F3

Ctrl+K

Pucynok 168 — Komangnoe menio BecraBka
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— Ha manenu uHCTpYyMeHTOB, B pa3zienie BcraBka HaKMUTe KHOTIKY === (CM. PucyHOK

169). Ha oTobpasuBiieiics naHeiny BCTaBKU HAXXMUTE KHOIKY -/ CchLiKa.

B v -
Y v @3 B @

Ea

Kzobpaxerne,.,
]:[ TekcToBOE None

D 1—--I Durypa -
:ﬂ: Auarpana b
L]
1= CeogHan Tabavua...
—1 DyHKLMA...
a CreunansHeIe CHMEDE... »
(_:) Ceoanka... L\X’

Pucynok 169 — Ilanenb BcTaBku

— [IlesiykOoM 1IpaBOM KHOIIKA MBIIIM OTKPONTE KOHTEKCTHOE MeHI0 U BBIIIOJIHUTE

KoMaH/ly BcTaBHTBh CCBUIKY.
— Haxwmurte couetanue kinasuni Ctrl+K / #Cmd+K.

3. B okHe BcraBUTB CCBUIKY, BO BKiIajike Bed-cTpanuna nwiu ¢aiin (cm. Pucynok 170)
BbIOepuTe ¢aiyl, Ha KOTOpBIA TpebyeTcsi BCTAaBUTh CCBHUIKY, OJHUM M3 CIIeAYIOLIUX
CIIOCOOOB:

— Bruibepute ¢aiin 3 cnvcka HegaBaue ¢aiinbl. B sToM cnimcke otobpaxatorcst 50
nocsyieIHUX (ansoB, KOTOPble OTKPHIBAIIMCH B IpUiioxeHusix « MoitOduc Tabnumay,

«MoitOduc Tekcr» u «MonOduc IIpesenTarusy.

— Bribepute daiin ¢ nomoipio gaiioBoro MeHemkepa. s 3Toro HakMuTe KHOIIKY

BriopaTts ¢aii.
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BcraBuTh Ccblnky X

Beb-crpannua nan dainn MecTo B 3TOM gOKYyMeHTe

Tekcr:

ccbinka Ha daian X

Appec:

Beibpath ¢ann...

He gaBHue paninbi:
'ﬁ Hogas Tabavua 1.xods I
Hoeas npezeHTauws 1.xodp
Hoebiin gokymeHT 1.docx
Hoeas tabavua 1.xlsx

Document for collaboration.xods

©@ © B8 8

Table with sales.xods

OK OTmMeHa
Pucynok 170 — OxHo BcTaBUTH CCBLIKY

4. Ecmm cceimka JIO/DKHA OTOOpaXkaThCs B BHjle TeKCTa W Tojie TeKCT He 3aIrojHeHO,
BBeqiuTe TpeOyembiii TekcT. I[lo ymomuanuio B mosle TeKCT aBTOMAaTHYeCKU
MO/ICTABJISIETCSI TEKCT M3 BHIODAHHOW siYeMKU WIM TEKCT, BbIJIEJIEHHbIA B suelike, WU
CJIOBO, HA KOTOPOM YCTaHOBJIEH KYpPCOP.

5. Haxwmure kHonky OK.

ﬂ Ilpu coxpanennu nokymenta ODS B ¢opmare XLSX B sdelike, KoTOpasi COJEPXKUT

OJHOBpeMeHHO HeCKOJIbKO CCBUIOK, OCTadeTCAd pa6OTOCHOCO6HOIZ TOJIBKO I1epBas CCbUIKA.
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4.4.6.4 bricTpast BCTaBKa CCHLIKH

B HameuaTaHHBIM TeKCT MOXXHO OBICTPO 1O0OABUTh CCBUIKY Ha BebO-CTpaHMIly, ajpec
3JIeKTPOHHOW IIOYTHI WU (paiil.

Jlyisi OBICTPOM BCTAaBKU IOAJIEPXKUBAIOTCS CJIeIyIOIIMe BUJIbI CCHUJIOK HA JIOKaJbHbIE U
ceTeBble QanJIbl:

— file:///C:/Users/User/Documents/®aiin.xIsx

— smb://192.168.1.1/Files/®aitn.xlsx

—  ftp://Guest@127.0.0.1/share/FTP/®atin.xlsx

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

[Tonnep>xyBaemMble BU/IBI CCHIJIOK HA BeO-CTPaHUIIBl U a/ipeca 3J1IeKTPOHHOM IIOYThI OIMCAHbI
B pasfielie BBILIE.
Yrob6bl OBICTPO [0OAaBUTH CCBUIKY B Halle4aTaHHBIM TeKCT, BBIIIOJIHUTE CIIeAYIOLIue
JeCTBUS:
1. CkonupyiiTe CChUIKY.
2. YxaxwuTe MeCTO JIs BCTaBKU CCBUIKU OHUM U3 CIIEYIOLIUX CIIOCOOO0B:
— YT06BI 0GOPMUTH KaK CCHIJIKY BeCh TeKCT B siueliKe, BbIIEJIUTe 3Ty STUYEHKY.
— Yro06b! 0POPMUTH KaK CCHUIKY OJHO CJIOBO B TEKCTe S'YelKH, YCTaHOBUTE B 3TO CJIOBO
KYPCOP WJIU BBIJIEJIUTe ero IeJINKOM.
— Yrobbl 0OpMUTE KaK CCBIIKY 4YacTh TeKCTa B siuelKe, BBIJEJINATe 3Ty YacThb TeKCTa
I[EJIUKOM.

3. Haxmurte couetranue knasuin Ctrl+Shift+V / ¢ Cmmd+{ Shift+V.

4.4.6.5 IlepeiiTu no ccolIKe

YToObl TepelTH MO CChUIKe, IIEJKHUTe IO HeW, yaepkuBas HaxkaTtod kiaBumnry Ctrl /
#Cmd.

Beb-ccpiiku OTKpBIBAIOTCS B Opay3epe, KOTOpbIM ucnoiib3yercss B OC 10 yMOT4aHUIO.

@aiinbl  OTKpbIBalOTCS B npwioxkeHusx «MonOduc Tabmunay, «MoiiOduc Tekcr» u
«MoiOduc [Ipesentanus». Ecin dopmar daiina He mojmepKUBaeTcsi, TO OH OTKpPbLIBAeTcs B
IIPWIOXKEeHNH, KoTopoe wucnonb3yercs B OC 1no ymomuanuto [yt pabotel C - daiiamu

COOTBeTCTBYIOIIero popmara.
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[Tpu mepexone MmO CChUIKe HAa 3JIEKTPOHHBIM aJpeCc OTKPBIBAETCSl IOYTOBAasl MIPOrpaMMa,
KOTOpasi HCIIOJIb3yeTCs B OIepallMOHHOW CHUCTeMe 10 YMOJ4aHWIO. B J[aHHOM mnporpamme
aBTOMATHUYeCKU CO3/1aeTCsl HOBOe ITMChMO, B KOTOPOe KOMMPYIOTCS JaHHbIe, yKa3aHHbIEe B CChIJIKE.

[Tpu nepexozie 1o CChUTKE Ha JIMCT OTKPbIBAETCSI COOTBETCTBYIOIIHI JIMCT TEKYILero I0KyMeHTa.

4.4.6.6 KonnupoBaTh CCBIIKY

YT0O6BI CKOITMPOBATL CCBUIKY, IIEJIKHUTE IIO Heu npaBoﬁ KHOIIKOM MBIIIA W BBIIIOJTHUTE

KOMaH/ly KOHTeKcTHOro MeHI0 KonupoBaTh ajipec cChUIKH.

4.4.6.7 PepakTHpOBaTh CCHUIKY

YToOBI pejakTUPOBATh CCHUIKY, BBHITOJIHUTE CJIeyIOI1e TeUCTBUS:
1. Vkaxure CChUIKY JJIsl pelaKTUPOBAHUS:
— Ecnm s4elika colepXXUT TOJIBKO CCBHUIKY, BBIIEJIATe 3Ty SUeWKYy WM YCTAaHOBUTe Ha

CCBUIKe KyPCOP, WIH BbIJIEJIUTE YaCTh CChUIKH/CCHUIKY I1eJIMKOM.

— Ecmm sgueiika coliepXXUT He TOJIbKO CCBUIKY, YCTAHOBUTE HA CChIJIKE KYypCOp WU

Bbije/IuTe 4dCThb CCBIJIKH/ CCBIJIKY IEeJIMKOM.

2. OTkpouTe OKHO pefaKTUPOBaHUsI CChUIKU OJTHUM U3 CJIeJTyIONIHUX CIIOCOOOB:

— Bribepute nyHKT KoMaH/iHOTO MeHio BeraBka > Ccebuika (cM. PucyHok 168).

— Ha manenu nHCTpyMeHTOB, B pa3zieile BcraBka Ha)kMHUTe KHOIIKY === (CM. PucyHok

169). Ha oTobpasuBIneiics maHeu BCTaBKK HAXKMUTE KHOIKY (-’ CchbLIKa.

— [lleslykoM 1IpaBOM KHOIIKA MBIIIM OTKPOMTE KOHTEKCTHOE MEHI0 U BBIIIOJIHUTE

KoMaH/ly PetakTHpOBaTh CCBLIKY.
— Haxwmurte coueranue kinasuni Ctrl+K / #Cmd+K.

3. B okne PegakTupoBaTh CChLIKY (CM. PrucyHok 171) BHecuTe TpebyeMble n3MeHeHUs.

4. Haxwmure kHonky OK.
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P:"-_'l:"lKT/F?OE’-a_I: CChINKY X

Beb-crpaHuua naun dain MecTo B 3TOM A0KYMeHTe

Tekcr:

MoinOduc X
Appec:

https://myoffice.ru/ X Buibparb dain...
He paBHue dainbi:

@ Hoeas Tabavua 1.xods I
Hoeas npezeHTtayma 1.xodp
Hoebl gokymeHT T.docx
Hoeasa Tabanya 1.xlsx

Document for collaboration.xods

@ © 8 8

Table with sales.xods

Ypanutb CCblaky OTtmeHa

Pucynok 171 — OxHo PeakTHpOBaTh CCHUIKY

4.4.6.8 Ynanurh cChUIKY

CchUIKYy MOXHO YyJalWTh C IIOMOIIBIO OKHA pellaKTUPOBAHUSI WM KOHTEKCTHOT'O MeEHIO.
Ccpuika ynansiercs: 6e3 TekcTa, KOTOPBIY ee COepXKHT.
YroObl yJanWTh CCHUIKY C IIOMOIIBI0 OKHAa pPedaKTUPOBAHHS, BBIIOJHUTE CJleylolre
JeUCTBUS.
1. VkaxuTe CCBUIKY JUISl y1aJIeHUs:
— FEcnu sidelika coiepXXUT TOJIBKO CCBIIKY, BbIIEJIUTE 3Ty SYeHKy WM YCTaHOBUTe Ha

CCBbUIKe KYypCOp, WJIH BbleJINTE YdCTb CCBIIKH/ CCBUIKY [eJIMKOM.

— Ecmm sgueiika coliepXUT He TOJIBKO CCBUIKY, YCTAHOBHUTE Ha CChIJIKE KYpCOp WU

BBIIEJINTE 9dCThb CCBIIKH/ CCBUIKY IEeJIMKOM.

2. OTKpOﬁTe OKHO peJaKTUPOBdAHHWA CCBUIKW OJHUM U3 CJIeJYIOIUX CIT0CO0OB:

— Bribepute nyHKT KOMaHHOTO MeHI0 BeraBka > Ccbuika (cMm. Pucynok 168).
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— Ha naHeny UHCTPYMeHTOB, B pa3jieiie BcraBka HakKMUTe KHOTKY === (CM. PucyHOK

169). Ha oTobpasuBiieiics naHeiny BCTaBKU HAXXMUTE KHOIKY -/ CchLiKa.

— IlemukoM MpaBOM KHOINKH MBIIIA OTKPOMTE KOHTEKCTHOe MEHIO UM BBIOJIHHATE

KOMaHJly PemakTHpOBaTh CCHUIKY.
— Haxwmure couerauue kinasuni Ctrl+K / #Cmd+K.

3. B okHe PemakTupoBaTh CChUIKY (cM. Pucynok 171) HaXMuTe KHOIKY YAaJIHUTh

CCBLIKY.

YToOBl yHaMUTh CCBUIKY C IIOMOIIBIO KOHTEKCTHOI'O MEHIO, BBIIIOJIHUTE Clleflylollre
JeUCTBUS:

1. Vkaxure CChUIKY /ISl y/laJieHUs TaK, KaK OMMCAHO BBIIIIE.

2. lem4koMm MpaBOM KHOIKW MBIIIA OTKPOWTE KOHTEKCTHOE MEHIO U BBIIIOJIHUTEe KOMaHy

YIIEIJII/ITL CCBLIKY.

YToOBI yHaIUTh OJJHOBPEMEHHO HECKOJIBKO CChIJIOK, BBITIOJIHUTE CJIeIyIolre JeHCTBHUS:
1. Beigenure sgeiiku, KOTOpPbIe COAEPXKAT JaHHbIE CCBIIKU.
2. IllemykoM mpaBoOM KHOTKH MBI OTKPOWTe KOHTEKCTHOe MEHIO U BBLITIOJIHUTEe KOMaHy

Y)Ja.rme CCBLJIKH.

Eciu Tpebyercsl ynanuTh CCBUIKY BMeCTe C TEKCTOM, KOTOPBIA ee COJIep)KUT, BBIIIOJIHWATE
CJlefyrolve NeiCTBUL:
1. Yxaxure cCbUIKY ISl yaleHHUs:
— Ecmm g4elika cOepXXUT TOJBKO CCBHUIKY, BBIIEJIATe 3Ty SYelKy WM IlepeiivTe B

PeX¥M peddKTHPOBAHHUA STYEHWKHU U BbIJEIIUTE CCBUIKY LeJIMKOM.

— FEcnu suelika coepXUT He TOJIBKO CCBUIKY, Iepei/iiTe B PeXXUM pelaKTUPOBaHUS

STYEKH U BbIEINUTE CCBUIKY LIeJIMKOM.

2. Haxwmure knaBuiry Delete iin Backspace Ha kiaBuarype.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' MWy, 2013-2024 165



MonOdonc

4.4.6.9 CoueTaHus KJIAaBHII JIJISI IepeMeIleHHsI MeXTy 3JieMeHTaMH OKHa

B Ta6mz1ue 9 IpeacCTaBJIeHbl COYeTdHHA KJIaBHII, KOTOpble MOXHO HWCIIOJIb30BaTb JIA

6bICTpOFO IepemMenieHusd Mexay sJiIeMeHTaMH OKHdAd BCTaBKH/ pedaKTUpPOBaHHS CCBIJIKH.

Taomna 9 — CoueraHus KJIaBHIII

JeiicTtBHe CoueTaHHe KJIaBHIII CoueTraHue KJIaBHIII
B OC Windows B macOS
OTKpBITH OKHO Ctrl+K % Cmd+K
[lepefiTH K crlemyIoIeMy 3JIEMEHTY OKHa Tab Tab
[lepefiTi K IpeABIAYIIEMY 3JIEMEHTY OKHA Shift+Tab {t Shift+Tab
OTKpBITh BBIOPAaHHYIO BKJIAJKY [Ipo6en IIpo6en
HaxaTh kHonky Beiopars ¢aiin i OK [Ipo6en IIpo6en
Haxatp kHoniky OK He3aBHCHMO OT TOTO, KaKO _
. Enter ~ Enter
3JIeMeHT OKHa BbIOpaH B JaHHBIN MOMEHT
[epeiiTu K ciiefytoriemMy/npeabiayiemy dbainy B Lut Lut
cnucke HepaBuue ¢aiinnl
[TepetiTu k mepBoMy daitity B crivicke HeraBHue ¢aityibl Home Fn + «
[epeittu k 1 HEM vty B ciincke Hi HU
epe ocnenHeMy daiity B civicke HenaBHue End Fr+ —
daiinnl
Bribpats ¢aiin B crivicke HegaBHue ¢gaiiibl [TpoGen [Ipo6en
3aKpbITb OKHO Esc Esc

4.4.7 3ameTKH

K suelikam 351eKTPOHHOM TaOMUIBI MOXKHO [100@BIISATh 3aMeTKu. fueliku C 3aMeTKaMu

OTMeYaroTCsl MapKepoM B IIPAaBOM BepxHeM yTily (cM. Pucynok 172).

Pucynok 172 — $I4eiika ¢ 3amMeTKoOM

4.4.7.1 Co3maTth 3aMeTKY

Kam,uaﬁ 3dMeTKd IIPpUBA3bIBAETCA K OJTHOHN STUeHKe. B 3dMeTKY aBTOMdTHUYeCKHU )106aBJ'ISIETC$I

M4 CO304aBIIero ee I10Jb30BaTeJIs.

YTo6bI CO3/1aTh 3aMeTKY, BBIIIOJIHWTE ClIefyIollre 1efCTBUS:

1. BoimonHuTe KOMaHY CO3/IaHUs 3aMETKH OJTHUM U3 CJIeIYIOIIUX CIIOCOOOB:
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— Broienute sueiiky U BblOepUTe NYHKT KOMaHAHOro MeHI0 BcraBka > 3ameTka

(cMm. Pucynok 173).

BcTaBka

22
!

B % 8 =

[ &

Dopmat  Tabavua  JanHwie
Wzobpamenne...

TekcToBDE None

Durypa

Aunarpanma
CeoaHana Tabauua...
Dy H KL

'CI'IE'LI,HHJ'II:H b€ CHMMBOABL..

Comnka... Ctrl+K

JameTra

Shift+F3

Pucynok 173 — Komananoe mMenio BeraBka

— BI)IJIEJII/ITQ H‘leﬁKy W Ha IIaHeJIM WHCTPYMEHTOB, B pa3jejie BcraBka HaxkMuTe

KHOIIKY ==-. Ha OTOGpA3MBIIeNCs MaHenM BCTABKM HAXMHUTEe KHOIKY |--) 3aMeTka

(cMm. Pucynok 174).

iz
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ol ~

@ Wzobpamenne...

E[ TekcToBoE None
{:I' Durypa
:|]: Anarpanma

CeoaHan Tabavua..,

PyHELMA,..

&) % &

'CI'IE'LI,HE.."II:HI:I:IE‘ CHUMBECQNBI...

(_::' Cepnka...

% JameTka I}
Pucynok 174 — [lanenb BcTaBku
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— BroienuTe sueliky mpaBOil KHOIIKOM MBIIIM M BBIOJIHUTE KOMaHIy KOHTEKCTHOT'O

MeHIO [lo6aBHTH 3aMeTKYy.

2. B okue 3ametku (cM. Pucynoxk 175):

— Ilpu Heob6xomMMOCTH pelakTUpYyUTe U GOpMaTUPYHTe UMsI [10JIb30BaTeJIsl.

— BBe}II/ITe TEeKCT 3dMeTKH.

* Amexcangp CMipHoB:

(= LW B S ¥E B e

LY== = B |

Pucynok 175 — OxHO 3ameTku

3. Haxmure kaBunty Esc nnm menkHuTe 1o Apyrou sideiike, 94ToObI 3aBepIINTh CO3/1aHKe

3dMETKHU U 3dKPLITH ee.

4.4.7.2 PegakTHpoBaTh WIH yIAJIUTH 3aMeTKY

B nokymeHTe MOXXHO pe/IakTUPOBaTh U YJa/lSTh Kak COOCTBEHHbIe 3aMeTKHU, TaK U 3aMeTKU
IPYTHX I10JIb30BaTesIel.
YroObl peJlakTUPOBATh 3aMEeTKY, BHIIIOJIHUTE CIleyolue JeHCTBHUS:
1. IllenkHure 1o siuelike, YTOOBI OTKPHITH 3aMETKY.
2. llepeiiuTte B pexxuM pelJakKTHPOBAHUS 3aMeTKHU OHUM U3 CJIeIYIOLIMX CIIOCOOOB:
— IllenkHuTe 10 sdYelike IIPaBOM KHOIKOM MBIIIM U BBIIOJIHUTE KOMaHIY
KOHTeKCTHOro MeHio PemakTHpoBaTh 3amerky. Kypcop yCTaHOBUTCS B Haudauo

MepBoro ab3ara 3aMeTKH.
— YcraHoBUTE KypCcOp B TpeOyeMOM MecTe 3aMeTKH BPYYHYIO.

3. BHecuTe n3MeHeHHs B TEKCT 3aMeTKU U, IIpY HEOOXOAUMOCTH, B UM I10JIb30BaTeJIsl.
4. Haxwmwure knaBumy Esc wiM menkHATe 1O JpPyrod sdeiike, 4YToOBbI 3aBepIIUThb

pPedakThupOBaHHe 3dMeTKH U 3dKPLIThH ee.
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Yrob6bl yIanuTh 3aMeTKy, IIeJIKHHUTe 10 TpeOyeMOH siuediKe IPaBOM KHOIIKOM MBIIIN U

BBIIIOJIHUTE KOMdaHy KOHTE@KCTHOI'O MEHIO YI[aJII/ITI) 3dMETKY.

4.4.8 CrienimajibHBIE CHMBOJIBI

Cl'IeI_[I/IaJ'II)HbIe CHMBOJIBI — O3TO CHMBOJIbI, KOTOPBIX HET Ha K/IdBUATYype. Haan/IMep,

MaTeMdThU4YeCKHe OIlepaTOpHhl, J:[I/IHF6aTbI, 3Haku BamoT. WX MOXHO ,I[O6aBI/ITb B JOKYMEHT C

IIOMOIIBIO ITaHeJIN 6bICTpOI>1 BCTAaBKH CIIelICMMBOJIOB MJIM OKHA Cneunaﬂbnme CHMBOJIBI.

4.4.8.1 ITanenb OBICTPOI BCTAaBKH CIIEIICHMBOJIOB

YTo06BI OTKPLITE IIaHEJIb 6bICTpOI>i BCTABKH CIIeIICMMBOJIOB, BBIIIOJIHUTE OOHO M3 CIIeYIOMHNX

IeVCTBUMH.

— Ha nmanenu uHCcTpyMeHTOB, B pasfiesie BeraBka (cM. Pucynok 176) HaxmuTe KHONKY

(CrenmajibHBIe CUMBOJIBI).

L A
UIRGNIE AR CI) QR

R v O
B
© ® P
V2 3 —
D P
+ = +

Hepazpmede i npoben
HepazpmeHei geduc

KopoTeoe Tupe

Bonbwe crmeonoe...

%o

TRERRVAR
2 e A
* < =

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

Ctrl+Mumi(-)

Pucynoxk 176 — IlaHenb OGbICTPOM BCTaBKH CIIEI[CHMBOJIOB
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— Ha nmanenu wHCTpyMeHTOB, B pasfieiie BcraBka HaXMUTe KHOIKY === (cM. Pucynok 177).
Ha otobpasuBiiieiicss maHemM HaBeUTe KypCOP MBIIIM HA CTPEJIKYy CIpaBa OT KHOIKHU

CrnenpajibHbIe CHMBOJIEBL.

mMEa® By YVe3v By O

Bd¥ 8- r.03 = b~ 5 B9 (@~ &=

LaHbie @ WN3obpaxeHne... A
TekcToBOe Nnone
M N 0 p & durypa >
[I[]l] Owarpamma H
CeoaHasa Tabaunua... O
_7[>C OyHium... =
Q CneymanbHble CUMBOJbL... >
© ® P % p V 8
70 Ccoinka...
Y % — = Y ° A | €
[% 3amertka
£ 0= o X <z
D et
HepaspbiBHbIA Npoben Ctrl +Shift+Space lata
HepaspeiBHbliA gedunc Ctrl+Shift+(-) @ Bpems
KopoTkoe Tupe Ctrl+Num(-)
Bonblwe cMMBONOB...

Pucynok 177 — Ilanenb ObICTPOM BCTaBKH CIIEI[CHMBOJIOB

YTOoOBI BCTaBUTH CITEIICUMBOJI, BBITIOJIHUTE OJIHO U3 CJIeYIOIIUX JIeMCTBUMN:

— DBribepute cuMBOn M3 Habopa IpefyCTaHOBJIEHHBIX CUMBOJIOB. [Io Mepe paboThl c
MIPWIOXKEeHHeM TIpe/lyCTaHOBJIEHHbIe CHMBOJIbI MEHSIIOTCSI Ha CHUMBOJIBI, J100aBJIeHHbIE
Mojib30BarejieM B JIOKYMEHT C T1oMollblo oOkHa CHoenpajabHbIe CHMBOJIBI
(cM. paspen 4.4.8.2). Ilpy HaBeeHMM Kypcopa MBIIIMA HAa CHMBOJI OTOGpaskaeTrcs

Ha3BaHHe BBIOPAHHOTO JIs Hero mpugTa.

[Ipy BCcTaBKe K CHUMBOJY TNpUMeHseTCsl HMIPUPT TeKkcTa JAokyMeHTa. Ho ecim
mpudT TeKCTa He MOJJep)KUBaeT 3TOT CUMBOJI, TO IpPUMeHSeTCsl MIpUPT,

BbIOpaHHBIN 10JIb30BATEJIeM.
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— Bruibepute nynkt Hepa3psiBublii npobes, HepaspreiBHbiil fneduc wii Koporkoe

THPpeE, eClik Tp86YETC$I BCTABUTH COOTBETCTBYIOIIII/Iﬁ CHUMBOIJI.

4.4.8.2 OxHo «CreninajibHBIC CHMBOJIBI»

Yto6bI OTKPHITH OKHO CIlenpaibHbIe CHMBOJIBI, BLITIOJTHHATE OJTHO U3 CIIeTYIOIINX JeHUCTBUN:
1. Boibepure mnyHKT KOMaHJHOro MeHI0O BcraBka > ChoenuajibHbIe CHMBOJIbBI

(cMm. Pucynok 178).

Beraeka @opmar  TaBawua fJanHwe M

Wzobpamedne..,

TekcToeoe none
& durypa 4
Awnarpanma »

CeogHan Tabanua...

DyHKLMA... Shift+F3

o) h & =

CI'IELI,H-EJ'II:-HI:IE CHMEBECABL...

Pucynok 178 — IlynkT komanaHOro MeHio CnenpajabHbIe CHMBOJIBI

— Ha nmanenu uHCTpyMeHTOB, B pa3zeiie BcTaBka HaXXMUTe KHOIKY [fll (CnenimanbHbIE
cuMBOJIbI) (cM. Pucynok 179). Ha nmanenu 6bICTpO BCTaBKU CIEI[CMMBOJIOB BblOEpUTe

IIYHKT BoubIiiie cHiMBOJIOB.

= I

E.[ h ./ T o ——

=2 . @ -
© ® P % v g
Y2 3% — n 2 @ A

o P
+ i + = * = =
HepaspbieHwi npoben Ctrl+5Shift+5pace
HepazpeieHp i geduc Ctrl+5Shift+(-)
KopoTkoe Tupe Ctrl=MNumi-)

Bonblwie CMMEOADE...

[

Pucynok 179 — [lynkt Boabiie cuiMB0JIOB
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— Ha nanenm uHCTpymMeHTOB, B pa3fieiie BcraBka HakKMHUTe KHOIKY === (CM. PucyHOk

180). Ha oTobpa3uBiieics: maHean HaXkKMHUTe KHOTIKY | 2] CrrenpiaibHbIe CHMBOJIBI.

Ha

Pucynok 180 — Knonka CrienfuanbHbIe CHMBOJIBI

!

[ Iﬂv

Mzobpamerne..

E[ TekcToBOE NONE

oL Durypa

:l]: Awnarpamma

i CeogHaa Tabavua...
-
Tx DyHKLKA. .
CrReynanbHbIE CUMBOb... % ¥

[f_llv e

— Ha manenu mHCTpyMeHTOB, B pasnesnie BcraBka HakmuTe KHONKY === (cM. PucyHok

181). Ha otoOpa3suBiieiicsi maHejid HaBequTe KYypCOP MBIIIM Ha CTPeJIKy CIpaBa OT

KHOIIKHX . CHEIII/IBJII)HLIE cumBoabl. Ha manenu 6bICTpOI>i BCTABKM CIIeIICMMBOJIOB

BbIOepuTe MyHKT BoJsibie cCHMBOJI0OB.

wmaS s B8

BaE o8-
M N
© ® P
Yo W —
# = +

HepazpeiBHeIM Npoben
Hepa3speiBHblid geduc

KopoTtkoe Tupe

Bosblue cMMBOJIOB...

<

<7 =%

U m v

v 3 e

JanHble

o} P

% u V8

m > ° A

%2z
Ctrl+Shift+Space
Ctrl+Shift+(-)
Ctrl+Num(-)

Q@ o B

=)
=
=

O R S

© B

o~ {5 B4 Q-
WN3o6paxeHwe...

Tekctogoe none

Durypa

Jnarpamma
CeogHas Tabavua...
DyHKUWA...

CI'IELlMaﬂbeIe CUMBObI....

Cebinka...
3ameTka

Jiver

Jata

Bpemsa

Pucynok 181 — IlynkT Bosbuie cuiMB010B
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Oxno CnenmanbHBIe CHMBOJIBI (CM. PucyHok 182) copepxut cienyroiiyie MHCTPYMEHTHI:

I::I'IELI,I.-1EJ'I|:HbIE CUMBONEI

XO Thames v Yucnoewle Gopmel v VULGAR FRACTION ONE
" THIRD
1/3 2/:’3 % % % % Hnukog: U+2153

d A H E - \fr (=] _[ = =

A
I
[—

. 0
F € 2 T &+ m P A0 Thame
1
Jllf 4 g L/
1 1 1//
vV @ O ¢ > % /3 ?

33KphITh OKHO Nocne BCTaBKW CMMBONA BcraewTe OTMeHa

Pucynok 182 — Oxno CnenquajibHbIe CHMBOJIbI

Brimagaromuii crivcok Jyis Beibopa mipr¢Ta CrieliCMMBOJIA.

Brimagaromuii cnvcok /st BeIOOpa Ipynibl U KaTeropuu cumBojia. Eciy mpudt He
MIO/IJIeP>KMBaeT CUMBOJIbI TPYIIIBI MJIM KaTeropyy, TO OHA He 0ToOpaXkaeTcsl B CIIUCKe.
CumBonbl. [lo yMmomuaHuio BblfieNisieTCsl TepBbI CHMBOJI BBIODAHHOM KaTerOpHH.
Kareropuu oTnenstorcs Apyr OT pyra 4epToi.

HasBaHue BbIJlelIeHHOI0 CUMBOJIA Ha aHIVIMHCKOM $I3bIKe.

Kop BeiiesienHoro cuMBora B cucreme Unicode.

HauepTaHue BblieJIeHHOTO CUMBOJIA.

[IpudT BBIIEIEHHOTO CUMBOJIA.

BapI/IaHTbI APYyrux Ha‘lepTaHHI;’I BBII€JIEHHOI'O CMMBOJIA.

YToOBI BCTaBUTL CHMBOJI M3 OKHa CIIEIII/IaJII)HI:Ie CHUMBOJIBI, BLIIIOJIHHUTE ClIeAyroliyre

JeUCTBUS.

1. Boibepure mipudrt crencumboiia. Beibop ocyiiecTBisieTcsi aHalorHYHO BbIOOPY HIpudTa

B IVIaBHOM OKHe NpWIokeHus (cM. pa3zen 4.11.1).
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2. Broibepure kaTteropuro cMMBOJIa. BEIOOp OCYyIECTBIsIETCS aHAJIOTHYHO BLIOOPY HIpUdTa
CIIeIICUMBOJIA.
YcraHoBuTe KypCcop B TO MeCTO JOKYMeHTa, Ky/1a He0OX0JMMO BCTaBUTh CUMBOJL.

4. BcraBbTe CUMBOJI OJTHAM U3 CJIeIyIOIINX CIIOCOOOB:

— Broimenute cMBOJI ABOMHBIM IIIETYKOM MBIIIIH.
—  BeimenuTe CMMBOMI OTHUM ITIEJTYKOM MBIIIA U HAKMUTE KHOTIKY BCTaBHUTB.

- BbII[eJ'II/ITe CHMMBOJI OOHHMM MIEJIYKOM MBIIIHK W HaXMHKUTe KJIaBUIITY Enter wm

IIpo6en Ha KIaBUATYypeE.

Ecmm tpebyetcsi, 4TOOBI OKHO 3aKpbIBAJIOCh aBTOMATHUYEeCKH, MOCTaBbTe (UIa’KOK 3aKPBITh
OKHO II0CJIe BCTAaBKH CHMBOJIA.
YTo6b! 3aKpbITh OKHO CrenpajbHble CHMBOJIBI BDYYHYIO, HAXXMUTe KHONKY OTMeHa WUiu

KHOIIKY % B 3ar0JIOBKe OKHa.

4.4.9 Texymas nara uim BpeMs

B m060e MecTo oKyMeHTa MO>KHO BCTaBUTh TEKYIIYIO JIaTy WIA BpeMsl.

YTOOBI BCTAaBUTH B IOKYMEHT TeKYIIYIO ATy, BBIIOJIHHATE CJeyollne JeHCTBUS:
1. VcranoBuTe Kypcop Ha TO MeCTO, Ky/ila HeOOXOAUMO BCTaBUTh TEKYIIYIO AaTy.
2. BrblinoiHUTe KOMaH/Ty BCTaBKX OJTHUM U3 CJIEIYIONIHUX CIIOCOOOB:

— Bribepute nyHKT KOMaHHOTO MeHI0 BeraBka > [lara (cm. Pucynok 183).

Beraeka  @opmar  Tabavua  [andoie 1

HMzocbpaxeHne..

TekcToeoe none

@ H &

Durypa L4

=
=
=

Awnarpanma r
CeogHan Tabanua...

DyHKLMA... Shift+F3

B »

'CI'IE'LI,HEJ'IbelE' CHMBOABL...

Cemnka... Ctrl =K
JameTra

Nuer

lata
Bpenn

O0m|9F %

Pucynok 183 — Komananoe menio BecraBka
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— Ha manenu uHCTpyMeHTOB, B pa3zeiie BcraBka HakMuTe KHOMNKY “** (cM. PucyHoxk

184). Ha orobpasuBiieiics maHeiy BCTaBKH HAKMUTE KHOIIKY [£] Nara.

plo ~ B I (@)~ [,

E Mzobpamenne..,

[F]1  Tekcroeoe none |
D lf_l;l Durypa » | ™

:l]: Ouarpanma »

CeocgHad Tabavua...

JC).( DyHELMA...

CrneynansHeIe CUMEDIRL... >

{:j Cownka...

@ JameTra

; Nuer

[E] Hara

@ Bpemna

Pucynok 184 — [lanens BcTaBku

YToOBI BCTABUTH B JIOKYMEHT TeKyIllee BpeMsi, BBIIOJTHUTE CJIeyOIIue JeHCTBUS:
1. YcraHoBuTe Kypcop Ha TO MeCTO, KyJla HeOOXO/IUMO BCTaBUTh TEKYIIee BpeMsl.
2. BeinonHuTe KOMaHAY BCTaBKU OJTHAM U3 CJIeIYIOIINX CIIOCOOOB:
— Bribepute nyHKT KOMaHHOTO MeHI0 BecraBka > Bpems (cm. Pucynok 183).
— Ha nanenn uHCTpyMeHTOB, B pa3zienie BcraBka HaXMHUTe KHOTKY == (cM. PucyHok
184). Ha oTobpa3uBiiieiics maHeau BCTaBKU HAXKMUTE KHOTIKY @ Bpems.

BcraBnsiembie JAdHHbIEe SBJIAIOTCA CTAaTHYHBIMH, TO eCTb He OOHOBIISIOTCS IIpru U3MeHeHUUH

(baKTI/I‘-IECKI/IX JAaTbhl 1 BpEMEHHU.
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4.4.10 IIpoBepka npaBonucaHHs

[Ipunoxenue «MoiOduc Tabnuia» MokeT aBTOMaTUUeCKH MIPOBEPSITh TeKCThl HA PyCCKOM

Y aHIJIMMCKOM $I3bIKe Ha HaJIn4ue Op(l)OI‘ pa(l)I/I‘IECKI/IX U I'PaMMAaTUYECKUX OIIHOOK.

4.4.10.1 IIpoBepka opdorpadpun

YToOB! OTKIIIOYUTH WIM BKJIIOYUTH IIPOBepKy opdorpaduu, BblOepuTe ITyHKT KOMAaHIHOIO
MeH10 MHcTpyMenTsI > IIpaBomicanue > IlpoBepka opdorpaduu (cm. Pucynok 185).
BxitoueHne M OTKJIIOYeHHE pexuma IpoBepku opdorpadum NpUMeEHSIeTCs TOJIbKO K

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

WHcTpymenTsl  Bug  OBwwid goctyn  Mogrnucka Cnpaeka

[MpaBonucaHve » v [lposepka opdorpadum
HacTpavBaembil cnoBapb MpoBepka rpaMmaTvku
oV Zv L Vv

3meHnTb A3bIK...
BuipaBHuBaH

MakpoKOMaHZ bl 4

Pucynok 185 — Komananoe mMento MHCTpyMeHTBI

[Ipunnuns! npoBepku opdorpadun:

— CnoBapp mnpoBepku opdorpadpuu BbIOMpaeTCs aBTOMATUYeCKH IO $I3bIKY I1€PBOTO
CHMBOJIA B STYEUKe.

— KpacHoii BonmHUCTOM JTMHUeN TOAYepKUBAIOTCS:
— CJIOBA, OTCYTCTBYIOIIME B BHIOPDAHHOM CJIOBApe;

— CJIOBa, cojiepxartiiie opborpadbruydeckre ONMOKH.

— HpI/I BHECEHUH H3MEHEeHUH B TeKCT AOKYMEeHTa 3dIIyCKAeTCda IIOBTOpHAA IIPpOBEpPKd

opdorpadum.
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4.4.10.1.1 UcnpaButh opdorpadpudeckue oIHdOKu

Ecm B ciioBe HalifieHa ommbka, ucnpaBbTe ee. Jljis 3TOTO BBINOJHUTE CllefyloIye
JerCTBUS:
1. IlomecTuTe KypcoOp MBIIIM HA CJIOBO WM BBIAENUTE CJIOBO, KOTOpOe MOJ4epKHYTO
KpacHOM BOTHUCTOM JuHuel (cM. PucyHok 186).
2. IllenkHUTe 110 JAHHOMY CJIOBY IPAaBOM KHOIIKOM MBIIIN HEITOCPeACTBEHHO B siueliKe Win
B CTpPOKe GOpMYy!L.

3. B KOHTEeKCTHOM MEeHIO BbI6epI/ITe HpaBPIJIbeIfI BApPHUAHT HAIITMCAHUA NAHHOT'O CJIOBA.

A1 v fx awmbka
A B C
1 aWwMbKa
- I}g cwubka
2
3 olwnbra
4 wrbka
5 a wnbka
B

Jo6aeuTe B cnoBapb

=

8 MponycTute

Pucynok 186 — Mcnpasnenne opdporpadpryeckoit omubku

Ecmu JJId  BBIAEJIEHHOI'0 CJIOBA OTCYTCTBYIOT BadpPHAHTHI IIPABWIBHOI'O HaAIIMCAHWUA, B

KOHTeKCTHOM MEeHIO OTO6pa>K88TCH HaAIInuCb Her IIpEIIJIO)KEHPIﬁ.

4.4.10.1.2 Y panuth nopyepKuBaHue CJI0B

YTo0Ob! U30exaTh MOAYEPKHUBAHMS CJIOB, PACIIO3HAHHBIX NPUJIOXKEHHEM Kak opdorpaduyuecku
HeBepHble, BHeCHTe JIaHHbIe CJI0Ba B HACTPaWBaeMbIii cjioBaph (cM. pa3zen 4.4.10.2) v no6aBbTe B
CIMCOK UTHOPUPYEMBIX CJIOB.

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

1. IlomectuTe KypCcOp MBIIIA Ha CJIOBO WJIM BBIJIEJIMTE CJIOBO, KOTOpPOE IOA4YepKHYTO

KpPacCHOU BOJIHUCTOM JIMHUEHN.
2. llenkHWUTe IO JAHHOMY CJIOBY IPAaBOM KHOIIKOM MBIIIN HEIIOCPeJICTBEHHO B sYelike WIn
B CTpOKe GOpMYyIIL.

3. BrimonuuTe koMaHy KoHTeKCTHOTrO MeHto IIponmycruts (cMm. PrucyHnok 186).
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[Tpu BbINOJIHEHWM [TAHHOW KOMAaHbl MOJYepKUBAHUe CJI0BA KpaCHOW JIMHHWeW Iporiazaer.
Ecimu ciioBo BcTpeuaercst B JIOKyMeHTe HECKOJIbKO pa3, TO U3MEHeHUs! NMPUMEHSIOTCS ISl BCeX
MIOBTOPEHU C y4eToM pervcrpa. Takue n3MeHeHUs COXPAHSIOTCS B paMKaX OJIHOM CeCCUM pabOoThI
C ToKyMeHTOM. [Ipy OBTOPHOM OTKPBITUM JIOKyMeHTa CHOBA 3aIlyCKaeTcsi IpoBepka opdorpadpum.

B ciyyae omnb6oyHOro nprMeHeHUs] KOMaH/bl BEpHUTECH K MPe/IbIAYIIeMY COCTOSIHUIO TIPU
nomortiu koMas bl IIpoBeputs npaBonucanue. {7151 5TOro BBINOIHUTE ClIeYIOIIre AeiCTBUSL:

1. ITomecTuTe KypCcOp MBIIIX HA CJIOBO WJIU BbIJIEJIATE CJIOBO.

2. llenkHUTe MO TAHHOMY CJIOBY IPAaBOM KHOIIKOM MBIIIM HEIIOCPeJICTBEHHO B siYeiiKke WIn

B CTpPOKe GOpMYII.

3. BrimomHaute KOMdHy KOHTEKCTHOI'O MEHIO HpOBepHTB IIpaBOIICAHHE.

4.4.10.2 HacTrpauBaeMmsblii CJIOBapb

Yrobbl u30exaThb IOAYEpPKUMBAHHS OTHENbHbIX CJIOB B TeKCcTe (Harpumep, WMeH
cobCTBeHHBIX, aOOpeBUaTyp, CllelIMaIbHBIX TEPMUHOB U T.JI.), MOXKHO BHECTH UX B HaCTpaWBaeMbIi
CJI0Bapb.

[Tepen HauasoM paboThI CO ciioBapeM ybequTech, YTO B MPUJIOXKEHUHU BKJIFOYEHA MTPOBepKa

opdorpaduu (cm. paznen 4.4.10.1).

4.4.10.2.1 JTo6aBUTH CJI0BO B CJIOBaph

B ciioBape MOXXHO J106aB/ISITE TOJIBKO OTJelbHBIe cjloBa. JlobaBiieHWe CJI0BOCOYETAaHUN He
JIOIyCKaeTcs.

[Tpu nobaBieHuu cjioBa B CJIOBAaph yUWTHIBaeTCsl perucTp. Eciu cioBo muiiercs Kak co
CTPOYHOHM, TaK U C 3arJIaBHOM OYKBBbI, peKoMeHAyeTcsi N0OaBUTh B CJIoBapb 0b6a BapuaHTa
HaMCaHW4 JAHHOTO CJIOBA.

YtoObl n00aBUTH CJIOBO B HACTpPaWBaeMbl CJIOBapb IpPsIMO K3 TeKCTa, BBIIOJHUTE
CJIeyouye qeiCTBUL:

1. IlomecTuTe Kypcop MBbIIIM WIMA BBIJIEIUTE CJIOBO, KOTOpOe HeOoOXOOUMO /100aBUTH B

CJIOBApb.

2. UlenkHWUTe N0 CJIOBY NPAaBOM KHONKOM MBIIIN HEIIOCPe/ICTBEeHHO B siueliKe UM B CTPOKe

dopmyiL

3. BrbimosiHATe KOMaH/ly KOHTEKCTHOTO MeHio Jlo0aBuTH B ciioBaps (cM. PucyHok 186).
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Yrobel n06aBUTH HOBOE CJIOBO HeIIOCPe[ICTBEHHO Yepe3 CaM CJIOBapb, BBIIIOJIHUATE
CJIeyIolve IeNCTBUS:
1. Bribepute nyHKT komanaHoro meHio HMuHcrpymenTtsl > HacTpamBaemsblii ciioBapb

(cm. Pucynok 187).

WMHectpymentsr - Bug  OBwmia ao

Mpaeocnucanue r

HacTpaveaemel i choBape
MameHnTE AZBIK...

Makpokomangel r
Pucynok 187 — Komananoe MeHio MHCTpyMeHTBI

2. B okne HacrpauBaemsblii cioBapb (cMm. Pucynok 188) BBeaute ciioBo, KoTopoe

Heo0X0uMO 0OaBUTh B CJIOBaph.

B ' Hactpaneaemelil cnoeape Ed

| Moit0dud X

(Mycro)

MogkiounTs [oToBOD

Pucynok 188 — Oxno HacrpauBaemslii cJI0Bapb

3. Haxmwure kHOMKY vy kiasuiry Enter Ha kiaBuatype.
4. Haxwmure kHOmKy I'oToBO, 4TOOBI 3aBepHIUTh pelaKTUPOBAHHWe CJIOBApsi M 3aKPBITh

OKHO.
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4.4.10.2.2 TlopxII09YNTH CTOPOHHHUE CJIOBapH

YT0OBI paCIipUTh 3aliaC CJIOB, HOCTyrIHI:Iﬁ B TaOJIUYHOM pedakTope, MOXXHO IMOOK/IIIOYHUTb

CcTOpoHHHe cioBapy B ¢popmare DIC. [lns sToro:

1. B nuamoroBom okHe HacTrpamBaemsblii ciaoBapb HaxmuTe KHONKY Iloakiarouuthb

(cm. Pucynok 188).

2. B okne daiioBoro MeHemkepa BbiOepute ¢aiti ¢ pacimpeHueM *.dic ¥ HaxMuTe

KHOTIKY OTKpPBITh.

ITo 3aBepreHny cofepxuMoe daiia 0ToO6pasUTCs B HACTpPaUBaeMOM CJIOBape.

4.4.10.2.3 Ynanuth cJ10BO U3 CJIOBaps

Panee no6aBsiieHHOe CJI0BO MOXHO YAQJIUTh U3 HACTPaUBaeMoOro CJIOBapsl.
Yrobbl ynanmWTh CJIOBO C IIOMOIIBI0 MHCTPyMeHTOB OKHa HacTpamBaeMsblii ClI0Baphb,
BBITIOJIHUTE CJIeflyIolye JeHCTBHUS:
1. Bribepure nyHKT KomaHaHoro MmeHio HMHcrpymenTtsl > HacTpamBaemsblii ciioBapb
(cMm. Pucynok 187).
2. B oxne HacrpamBaemsiii cioBapb (cM. Pucynok 189) HaBenurte Kypcop MBI Ha

CJIOBO, KOTOpOe H806XO)II/IMO YAAJIIUTDh U3 CJI0BAp4, U HA’)KMUTE KHOIIKY YnaJme.

B | HacTtpaweaemelid cnosape ot

MoirOdc YaanuTh

N

MogknoynTs loToBO

Pucynok 189 — Oxno HacrpauBaemerlii CJI0Bapb

3. Haxmure KHOIIKY I 0TOBO, YTOOBI 3dBepPUINTb peldKTUPOBdAHWE CJIOBAPS U 3dKPbITh OKHO.
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Yrobbl ymamuTh cI0BO 0Oe3 mepexojla B OKHO HACTpaMBaeMOIr'o CJIOBApsi, BBIIOJHUTE
CJIeyIolve IeNCTBUS:
1. ITomecTuTe KypcOp MBI Ha CJIOBO WJIM BBIJIEJIUTE CJIOBO, KOTOpOe HEeo0XOJIMMO
YIaIUTh U3 CII0Bapsl.
2. HlenkHWUTe TIO CJIOBY MPaBOM KHOMKOW MBIIITH HEITOCPE/ICTBeHHO B siueiiKe WU B CTPOKe
dbopmy.

3. BreimonauTe KOMdHy KOHTEKCTHOI'O MEHIO YHaJII/ITI: HU3 CJIOBApA.

4.4.10.3 IIpoBepka rpaMMaTHKH

YTOOB! OTKIIIOYMTH WJIM BKJIIOYWTH IIPOBEPKY I'PaMMAaTHKH{, BblIOepUTe IYHKT KOMaHIHOTO
MeH10 UHCcTpyMenTHI > IIpaBonmcanue > IIpoBepka rpammaruku (cM. Pucynok 190).
BkitoyeHre U OTKIIIOYeHMEe peXXrMa IIPOBePKM TI'PaMMaTUKH IIPUMEHSeTCSl TOJbKO K

TeKyleMy OOKYMEHTY U He BJIMAET Had APYIrrMe OTKPbIThIe JOKYMEHTHI.

WHctpymenTtsl  Bug  O6wwmin goctyn  lMoanucka Cnpaeka

[MpaBonucaHwve » + [lpoeepkaopdorpadum
HacTpavBaembili cnoBapb v [lpoBepka rpammaTtvku
a v v i v vf

|A3meHUTb A3bIK...
BoipaBHuBaH
MakpokomMaHg, bl 4

Pucynok 190 — Komangnoe mento MHCTpyMeHTBI

[TpyHIMIIBI TIPOBEPKU IPaMMAaTHKHU:

— $I3bIK IpOBEPKU IPaMMATHKU BbIOMpAeTCsl aBTOMaTHUYeCKH 110 IIepBoi OyKBe B siuelike.

— IIpoBepka rpamMMaTHKH 3aIlycKaeTcsl [Tocjie HaXkaTusl rpobena wiv kiasuiiy Enter npu
YCJIOBUH, UTO IPeJJI0’KeHHe 3aBepIlleHo.

— IlpenyoxeHnure ¢ rpaMMaTHYeCKOM OMIMOKOW ITOAYepKUBAETCSI CHHEW BOJTHUCTOU JIMHUeU
KaK B siYeliKe, Tak U B I10JIe BBOZA GOPMYIIHL.

— @opMyJibl ¥ 3HaYeHUs He IIPOBepsItoTCS.
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4.4.11 Ilouck u 3aMeHa JaHHEIX

Ecmm JOKYMEHT OTKPBLIT B peXXuMe IIpOCMOTPpd, TO B HEM JOCTYIIEH TOJIBKO ITIOMCK OdHHBIX

(6e3 3ameHbI).

UYTOOBI OTKPHITH IaHeNb MOWCKA U 3aMeHbl JJaHHBIX B JIOKYMEHTe, BBIIIOJIHUTE OJIHO M3
CIIeYIOIUX JeUCTBUIA:

— Bribepute nyHkT koMmanaHoro Mesto IIpaBka > Ilouck (cm. Pucynok 191).

Mpaska Becraeka @opmar  TabBowua [JanHee  VH

7 OTMEHUTE Crl+Z

" TMoeToputs Ctrl+Y

2 Bripezats Ctrl+X

Konwpoeate Ctrl+C

[y Bcraewts Ctrl+W
BeTaewTe 3HaYeHWA W Gopmat Crl+Alt=V

BcTaenTe TOABKD 3HAYUEHMA

BetaewTe w3 Bydepa obmeda r
& KonwpoeaTs dopMaTMpoBaHue Ctrl+5hift+C
MpymeHWTE dopMaTUpoBEaHE Ctrl+5hift+V
Bmagenuts Bce Ctrl+A
1 Mowuck Ctrl+F

Pucynok 191 — [lynkTt komangHoro mesio Ilouck

— Ha 6oxoBo# naHe HAXKMUTe KHOTIKY Q (ITouck u 3amena) (cMm. Pucynok 192).

F‘b v & T
=Y w5 E O
Beraska o~
- Q
Q p Q R s
fx
C

Pucynok 192 — Knonka Ilouck u 3amena

— Haxwmure coueranue kiasui Ctrl+F wiu Ctrl+H / $Cmd+F.
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Ha manemu Ilomck u 3amena (cM. PucyHok 193) ykakute mapameTpbl IMOMCKA U 3aMeHbI

IAHHBIX:
1. Vkaxure OdaacTh IOMCKA JAHHLIX:

- TEKyIIIHfI JIUCT — BBLIIIOJIHHUTD IIOKMCK Ha JIMCTEe, OTKPBITOM B HACTOSIIUHA MOMEHT.

— Bce IHCTHI — BHIIIOJTHUTD IIOMCK Ha BCEX JIMCTAX HOKYMeHT4d.

> [Mowck v 3ameHa Q

‘ }—1&1 HTK n YC)(

3amMeHUTb Ha 0

Cwv
CX

3aMeHUTb 3ameHuTb BCe

MapameTtpsl

Mowck He yunTbiBaeT hopMy bl
O6nacte Nnowmcka:
O Texkywwit ancr

Bce nuctel

OunbTpbI:

Tonbko cnoBa LeNMKOM
YuuTbIBaTh PErUCTP NpU Nomncke

YuuThIBaTh PEIUCTP NPU 3aMeHe

Pucynok 193 — Ilapametps! movicka

2. 1lpu HEOOXOAMMOCTH OTMeThTe ¢uiakkaMu TpeOyeMble PUIBTPHI:
— Toubko cji0Ba meJIMKOM — HaWTH TOJIBKO Ilejible CJIOBA/3HA4YeHHs, a He JlaHHbIe,

KOTODPBIE ABJIIOTCS 9dCThIO APYTIUX CJIOB/3HAYeHMH.

—  YuurbsIBaTh perucTp IpHu IMOHCKe — BbIIIOJIHUTb IOHUCK C Y4eTOM 3dIVIdaBHBIX U

CTPOYHBIX 6YKB B HICKOMOM TeKCTe.

— YuuTBIBaTh PerucTp IPH 3aMeHe — BBIIIOJIHUTL 3aMeHy C Y4eTOM 3arJjlaBHbIX U
CTPOYHBIX OYKB B HalJleHHOM TekcTe. [IpumMep: B TekcTe JOoKyMeHTa HeoOXOIWMO

3aMeHUTb CJIOBO 0o2060p Ha CJIOBO koHmpakm. Ilpu 3ToM ciioBo 0o2060p MOXKeT
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OBITH HAIMMCAHO KaK CO CTPOYHOM, TaK M C 3arjlaBHOM OYKBBI (HalprMep, B Hadase
npejioxenusi). IlocraBeTe ¢naxok YUYHUTHIBAaTH PerucTp IpH 3aMeHe, 4TOObBI
cJ10Bo J02060p €O CTPOYHOM OYKBBI 3aMEHHUJIOCh Ha CJIOBO KOHMPAKM CO CTPOYHOU
OykBbI, a cioBo /[o2o6op c 3aryaBHOM OYKBBI 3aMeHWJIOCh Ha cioBo KoHmpakm c

3arJaBHOM OYKBBHI.

PeI‘I/ICTp YYUTBIBAETCA TOJIBKO JI IIEPBOT'O0 CMMBOJIA B HalJIeHHOM CJIOBe.

YToOBI HAUTH OdHHbIe B JOKYMEHTe, BbIIIOJIHHUTEe CJIIeAYIOoIIue JEeUCTBUS:

1. B nosne HaiiTu BBeiuTe MaHHBIe 1is ToMcKa (cM. PrucyHok 194).

2. HaxmuTe kHOIIKY n vy Kinasuily Enter Ha kiiaBuartype.

=2 [lowck u 3ameHa Q

‘ KEIpTEIl > B Hx

< 2 3aMeHUTL JameHWTL BCe

Pucynok 194 — Jlannblie asis nmourcka

Hatinennble coBmajieHus oJicBeTsITCS B IokyMeHTe (cM. PucyHok 195).

Hcnonb3yiiTe KHONKKU < > IO/ CTPOKAMH TMOWCKA U 3aMeHbl (cM. PucyHok 194), uToGbI
nepeMenaTbCsl IO siYeKaM C HaWJeHHBIMHA COBIIQJieHUsIMU. BbiOpaHHOe coBmajieHWe OyOer
BBIJIEJISITHCS B JIOKyMeHTe KOHTPACTHBIM >KeJITbIM I1BeToM (cM. PucyHnok 195).

[Tapamerpsl momcka (cMm. Pucynok 193) MoxHO MeHSITb B Iiporecce paboThl C

COBIIaI€eHHIMH. PeBYJ'IbTaTbI TIOHCKa IIpU 3TOM OOHOBJISIIOTCS aBTOMaTUYeCKH.
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c4 ~ fx Bauxosckas kapra

A B C

Homep 3axasa ©HO xamenTa Cnocob omwraTtet

o]

CraTtyc 3akasa

= [louck 1 2ameHa Q

Kapta X B f

:
2 1 Annpeee Anekceit Anekcangpoeuy OrnnaTta Ha pacyeTHBIR CYET OOCTaBmeH
3 2 Bacunweea Mapusa MeanosHa Io keuTaHUKHHK Yepes BaHk OOCTaBmeH @
4 3 Bacun [Métp [MeTpoeuy | Bankoeckas kaprta OOCTaBmeH
5 4 Bacuua Onera [NeTpoena [NouToeklf nepesog NOCTaBIeH @
< 2 3aMeHWTb JameHWTk Bce
6 5 HOmurpues Makcum Hropesny Anpexc Jensru [OCTaBJIeH
7 6 Heanoe Mean Meanoeuy Hanuuneie NOCTABIEH
8 7 Heanos [1&rp [letposmy OnnaTa Ha pac4eTHBIH CHeT [OCTaBeH MapameTpsl
9 8 Heanoe Mean Meanosuy Mo keuTaHuuK Yepes baHk noCTaBNeH
10 9 Hearoe Cunop Cngoposmy Bankosckas kapra OOCTaBeH Mounck He yuuThiBasT dopyabl
1 10 Anppees Anekceit Anexcanpposuy  OrnnaTa Ha pacqeTHBIF cyeT JocTaBneH o
12 11 Bacunwesa Mapus Meanoena Mo keuTanuuK Yepes baHk JocTaBneH 3 -
13 12 Bacun Mérp [erpoeuy Baukoeckas kapra [oCTaBmeH LD AT
14 13 Bacuuna Onera [Netpoeua Baukoeckas kapra OTMEHEH Bee nuetsi
15 14 HOmurpues Makcum Hropeeny Aunexc Nenwru JOCTABTIEH DunsTpt:
16 15 Heanos Meaun Meanosuy Hanuuusie NOCTAaBIEH ToNbKO CNOBa LEAWKOM
17 16 Heawnoe [érp [Netpoeuy Hanuuneie [OCTaBmneH o
18 17 Heanoe Meau Meanosuy Bankoeckas kaprta OOCTaBmeH HVITLIBATE PETUCTP NPl noucKke
19 18 Heanoe Cunop CHaoposHy Hanuunble OOCTaBneH YUWTEIBATE PETUCTP NPW 3aMeHe
<
Pucynok 195 — Haiinennble coBnageHus
Yto6Bl 3aMeHHUTH COBIIaJ1eHHu4, HaﬁHEHHbIe B JHTOKYMeHTe, BbIIOJIHUTE CJIefyrouiyue
JIeNCTBUSL:
1. B crpoky 3amenurs Ha (cM. PucyHok 194) BBenuTe maHHBIe Il 3aMeHbI WJIM OCTaBbTe
[oJjie ImyCTbiM, eCjin Tpe6YE‘TC$I YAAJIIUTb HaﬁHEHHOE COBIIaJieHune.
2. 3aMeHwure COBIIaIEHUA OJHUM U3 CIIEAYIOIIUX crocoboB:
— Haxmure KHOIIKY BaMeHI/ITB, 4TOOBI 3aMeHUTh BbIIeJIeHHOe COBIIdJleHue.
— Haxwmure KHOIIKY 3aMeHHTDb BCe, 4TOOBI 3aMEeHUTh OIHOBpEMEHHO BCe HaﬁILEHHbIe
COBIIQ/1eHu4.
3amMeHa 4acTu HaﬁHEHHOFO 3Ha4YeHUud UM 4dCTHU HafIJIEHHOFO pe3yiibTaTa BbIYMCJIeHU 110
| (bOpMYJIe He IIPpOHU3BOIUTCA. 3HaueHue Wiu pPe3yJibTaT BBIYMCIIEHUA T10 (bOpMy.He MO>XHO
3dMEeHUTH TOJIBKO ITeJIMKOM.
Y1o0bI 3dKPbITh IIdHeJIb IOWMCKa W 3dMEHbl OdHHBIX, BBIIIOJIHUTE OOHO M3 CJIeAyIOIIHX
JIeViICTBUM:

— B BepxHeli yacTy IlaHeJIM HA)KMUTE KHOIIKY —.

— Ha OokoBoI naHenn HaXKMUTe KHOTIKY Q (ITouck u 3ameHa).

— Haxwmure knaBuiry Esc Ha kiiaBuaType.
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4.4.12 Ynanenue JaHHBIX

YToObl yHoalvuTh OJWH WM HECKOJIbKO CHMBOJIOB B siueliKe, BOCIOJb3yUTeCh OJHUM U3
CJIeJIyIONIMX CIIOCOOOB:

— YcraHoBUTE KypCOp IOC/ie CUMBOJIOB, KOTOpbIe TpebyeTcst yaanuTh. [Ipu pabote B OC
Windows ymanuTe cMMBOJIBI TTOC/Ie[IOBaTeIbHBIM Ha)kaTHeM Ha kiaBuity Backspace,
nipu pabote B macOS — Ha kimaBwutry Delete.

— YcraHoBUTe Kypcop A0 CUMBOJIOB, KOTOpble TpeOyercsi yaanuthb. [Ipu pabore B OC
Windows ypanvire cMMBOJIBI [IOC/IeIOBAaTeIbHBIM HaXkaTheM Ha kiiaBuilly Delete, npu

pabote B macOS — mociie[loBaTeIbHBIM Ha)kaTreM codeTaHus kiaBuil Fn+Delete.

Yro0bl yaNUTh YacTh CJIOBA WM CJIOBO B siU€HKe, BOCIIOIBL3YHUTECh OJJHUM U3 CJIeAYIOMINX
CIIOCOOOB:

— YcraHoBuTe Kypcop IIOCJIe YaCTH CJIOBa WJIM CJIOBA, KOTOpoe TpebyeTcs yaainuTh. [1pu
pabore B OC Windows Haxmute couyetanue kiasuil Cirl+Backspace, npu pa6orte B
macOS — $Cmd+Delete vsin ~Option+Delete.

— VYcraHoBuTe Kypcop 10 4acTW CJIOBa WJIM CJIOBa, KOTOpoe Tpebyercss yaanmuTb. [Ipu
pabore B OC Windows HaxkxmuTe codetanue kiaBuill Ctrl+Delete, mpu pabote B macOS

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

YToOb! y1anuTh PpparMeHT TeKCTa B siuelike, BBHITIOIHUTE CIIeAYIOle IeHCTBUS:
1. Brimenure TpeOyeMblii GpparMeHT.
2. llpu pabotre B OC Windows Haxkmute kjaBuiity Delete wiin Backspace, nipu pabote B

macOS Haxxmute kiiaBuily Delete umm coueranue kiasui Fn+Delete.

YTOOBI OUYMCTUTH COfIepXKUMOe sTUeeK, BBIIIOJIHUTE CIleIyIolye elCTBUS:
1. Beimenure siueiiKy Wi IMana3oH, KOTOPbI HEOOXO/IUMO OYMCTUTD OT JJAHHBIX.
2. Ilpu pabote B OC Windows Haxxmute kiaBuily Delete i Backspace, ipu pabote B

macOS HaxxmuTe kiiaBuily Delete.

B ciy4yae mpumMeHeHHbIX GUIBTPOB WM CKPBITBIX BPYYHYIO CTOJIOIOB WMJIM CTPOK

OYHIIAETCA TOJIBKO COAep>XXUMOe BUIUMbIX Sd49eeK.
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4.5 ®opmyasl 1 pyHKIIUH

Popmyita — 3To Jit0b0e BhIpaKeHUe B siueiike, KOTOPOe HAYMHAEeTCsl CO 3HaKa «=». POpMyJIbl
MOTYT cojiepkaTb GYHKIIMM, 3HaUeHUs, aJipeca siueeK, UMeHa, OllepaTopbl JeHCTBUN U JIp.

dyHKIMA — TpemycraHoBieHHas ¢opmyna «MouOduc Tabmuiay, IS BBYHACIEHUS
KOTOpPOM HeoO6XO/IMMO UCIIO/Ib30BaTh apryMeHThl. [lomHbIi civcok GpyHKIMI MpUBEIeH B paszielie

«ITpunoxenue 1. [lepedenb pyHKIUM U UX ONUCAHKE.

4.5.1 OcHoBHBIe NPUHIMIIBI BBOAA ¢opmy u GyHKITHI

OcHoBHBIe IPUHIUIIBI BBOJA GOPMYJIT U QYyHKIIWNA:

— ¢opmyia Bceryia HAYMHAETCSs CO 3HaKa paBeHCTBA «=»;

— TIOCJe 3HaKa paBeHCTBAa MOTYT CJiefjloBaThb (YHKIIMH, KOHCTAHTHI, ajpeca sYeexk,
oliepaTophbl AeUCTBUM U APyTHE 3JIeMeHTH;

— BCe OTKPBIBAIOIIMe U 3aKPbIBAIOIHe CKOOKU JJOJDKHBI ObITh COTJIACOBAHBDI;

— o0si3aTesibHble apTyMeHThI UCIIOJIb3yeMbIX PYHKITUN JOJIKHBI ObITh YKa3aHbI;

— KOHCTAHTBI He OOJDKHBI COAepKdTb CUMBOJI «$».

Ecn 8 OC Windows, B okHe Hacrpoiika ¢opmarta, B mnosie Pa3menutens mesnoit u
APOOHOII yacTH BbiOpaHa «.», To B npuiokeHnd «MoinOduc Tabmuia» B KauecTBe

pa3naenunTeris 3HAYEHUU B CIDYHKI_[I/IHX PICHOJIBBYIZTE «,» BMECTO «;».

s pynkmmii fAgeiika 1 Mudopm BBOIMTE TEeKCTOBbIe NapaMeTpbl HA AHITIMMCKOM SI3bIKe,

3aKJTI0Yast VX B IBOIHBIe Kapbruky. Harmpumep: =STUEMKA(" contents';A2), =TH®OPM("'system").

4.5.2 Ilopsanok BHIIOJTHEHUA onepaiuii B popmyse

Eciu B popmyrie Hcosnb30BaHO HECKOIbKO Pa3HBIX ONEpaToOpPOB, MOPSIOK IeWCTBUN Oynier

OIIpeIeNIATHCS 10 CJIelyIOUM IIpaBUjIaM:
— IlepBBIMU BBINOIHSIOTCS OllepaliiM B KPYIJIBIX CKOOKaX:

— BHYTPHU CKODOOK oliepaliid BBIIIOJIHAIOTCA B COOTBETCTBMM C IIPUOPHUTETOM

oneparopa (cMm. Tabmuny 10);

— edjJiM1 BHYTpHU CKODOOK eCTb BJIOKEHHBIe CKO6KI/I, orepalnqi B HUX BBIIIOJIHAKOTCS B

IIepBYyI0 04epe[b.
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He3naunMble  CKOOKM  aBTOMAaTHYeCKd  yAausioTcs.  Hampumep,  dopmyna
=CYMM(1+(2*5)+1) Oymer aBTOMAaTHYecKH Tpeobpa3oBaHa B  GOpMYyITy
=CYMM(1+2%5+1).

Omneparuu 3a mpefesiaMid CKOOOK BBIIIOJIHSIIOTCSI B COOTBETCTBHUH C IPHOPUTETOM
orepaTopa.

Omneparuu C 0OIMHAKOBBIM IIPUOPUTETOM BBHIIOJHSIOTCS CJieBa Hamlpaso. MckiioueHrnem
SIBJISIIOTCSI OIlepalliy BO3Be[leHusl B cTelleHb ("), KOTOpbIe BBIIIOJIHAIOTCS ClIpaBa HajleBo.

[Tpumep: = 27472 = 2716 = 65 536.

[IpuopuTteTsl OIEpaTOpOB IIPU BBINOJHEHWM [eHUCTBUM B (opMylle IpefCcTaBleHbl B

Tabmune 10.
Ta6smna 10 — IIpuopuTeTh! onIepaTopoB
IIpuopurer Omneparop PyHKIUA oIlepaTopa
1 Omnepatop 00beIUHeHUs!
2 [IpoGen
3 % BorurcrieHvie 1011 B ITpoIieHTax
4 + VHapHBIH TUTI0C
- ‘YHapHBI MUHYC
YHapHbIH nipoben
) ~ BosBezenue B cTenenb
6 * VYMHOXeHHe
/ Henenve
7 + Cnoxenue
- Boruuranue
8 & ObbenuHeHye IBYX TeKCTOBBIX CTPOK B OJTHY
9 OmnepaTopbl CpaBHEHUS:
= PaBHo
> Bonbie
< Memblitie
>= Bonbime wiu paBHO
<= MeHbIie WM paBHO
<> He paBHo
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4.5.3 Anpecanus siueeK U JHANIA30HOB sIY€eK

Anpecanuss — 3TO oOpalleHHe K s4YedKaM WM JWala3oHaM Il UX JlaJibHeWIero
WCII0/Ib30BaHUSI B BBIYHCIIEHUSIX.

Anpeca (Takke — CCbLIKU), OBIBAIOT TPEX BUJIOB:

— OrTHocUTeNnbHBIE — JTOT BHUJ] CCBUIOK U3MEHSeTCS IIPpU KONMPOBAaHUM WU
aBTo3amnojHeHuH. [lo yMomuaHUIO BCe CCBUIKM B pefakTope IPUHUMAIOT BUJ
OTHOCHUTEJIbHBIX.

— AOcoaoTHBIE — 3TOT BHJ CCBUIOK He U3MeHseTCs Tpd KONMPOBAHWM WM
aBTo3anojHeHuH. [loaToMy Mx HeoOXOIMMO HMCHOJB30BaTh [isi GOPMYJI, B KOTOPBIX
eCTb ITOCTOSIHHbIE BeJINYMHBI, HAlIpUMep, MIPOIleHTHas CTaBKa.

— CwMmemaHHble — 3TOT BUJI CCBUIOK II03BOJIIET COYeTaThb KaK aOCONIIOTHBIM, Tak U
oTHocuTeNbHbIN afpec. Hanpumep, B ccoiike B$5, D$S12 He MeHsieTcsi HOMep CTPOKH,

HO MOXeT MeHATbCA HaMeHOBdHHe CTOJ'I6I_[a.

4.5.3.1 Anpecanus sigeek B cruwiie Al

Ctuwb orobpaxenuss ccbuiok Al (cm. Tabmuma 11) wucnonb3yercss B HPWIOXKEHWH IO
YMOITIaHHUIO.

B crune Al appec siueriku COCTOUT M3 OYKBEHHOI'O MMeHM CTOJIOIA M YMCJIOBOTO UMEeHHU
crpoku. Hanpumep: Al, C12, G37, ND185 u T.11.

[Ipu co3manuu daiina JIUCTBI COJlepKarT:

— 20 cTpok ¢ umeHnamu ot 1 go 20;

— 10 cTronbioB c umeHamu ot A 1o J.

[Tpu nobaBneHuM CTONOIOB B TaO/IMIly HOBBIE 3JIeMeHTHI II0JIy4YaloT UMeHa, COCTaBJIeHHble
u3 Byx 0yks: AA, AB, AC, 3zatem BA, BB, BC u .11

Ecmu  nByxOykBeHHble — cOYeTaHMs]  3aKaHYMBAIOTCS,  CTOJIOIAM  IIPHCBAUBAIOTCS
TpexOyKBeHHbIe UMeHa.

[Tpu nobaBneHnu CTPOK B TAO/IMILY HOBBIE 3JIeMeHThI IPOAOJIKAIOT HyMepaluio.

Taoauma 11 — AdcosroTHBIEe M OTHOCHUTEIBHBIE CCHLIKH B cTiiie Al

OrHocuTenbHasa cchika | Al

AbconoTHas ccpUIKa $AS$1 - cronber ¥ cTPOKa He U3MEHSIIOTCS IIPY KOITMPOBAHUH

CMenIaHHbBIe CCBUIKH S$Al - crojiber He U3MEeHSeTCs IIpY KOITMPOBAHUU;

AS$1 - cTpoka He U3MeHsIeTCs! IPU KOIMPOBAaHUU
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4.5.3.2 Anpecanus sigeek B criwiie R1C1

s nepexopma k ctwito otoopakeHus: cceliiok R1C1 BbiGepuTe MyHKT KOMaHIHOTO MEHIO

Bupg > R1C1 (cMm. Pucynok 196).

Bug  O6wwmia ac

MacwTab »
R1C1

MaHens MHCTpymeHTOB  }

Pucynoxk 196 — Komananoe menio Bup

B crune R1C1 u cronbupl, ¥ cTpoku ob6o3HadaroTcs ynciaamu (cm. Tabmumna 12). Anpec
siuedku 1pu 3ToM popmupyetcs o popmysie RnCm, rae:

— R - o6o3Hauenue crpoku (Row), a n — HOMep CTPOKH;

— C - obo3nauenue crosnbia (Column), a m — HOMep cToJOIIA.

Hanpumep, ums sueriku D5 B ctiiie R1C1 — R5C4.

Tab6smma 12 — A0CoII0THEIE M OTHOCHTeIbHEBIEe CChUIKH B cTiiie R1C1

AbcomroTHAs CCHUIKA R3C2 - abcomoTHas CChUIKA Ha S9eHKy, PacIIoIOKeHHYIO

Ha TIepeceveHr  CTPOKH 3 U CToJbna 2;
R3 — abcomtoTHas cChIKa Ha CTPOKY 3;

C2 - abcosoTHas CChIJIKa Ha cTojiberr 2

OTHOCHTENBHAS CCHUIKA | RC - orHOCHTETbHAS CCHUTKA HA TEKYIIYHO TIEHKY;

R[-2] — oTHOCHTENbHAS CChUIKA Ha CTPOKY, PAaCoOJIOXKeHHYIO Ha 2 CTPOKU
BBILIIE TeKYIleH;

CI[3] — otHOCUTENBHAS CCHUIKA HA CTOJIOEI, paCIOJIOXKEeHHBIN Ha 3 CTOJOMA
MpaBee TeKyIIero

CmemmanneIe CCHUIKH RC5 - cchilka Ha S4eiiKy, pacIooKeHHYIO B TeKyIlei CTpoke, B cTobIe 5;

RCJ-5] - ccpka Ha s9eiiKy, pacrooXXeHHYIO B TEKYIIEH CTPOKe
Ha 5 CTOJIOIIOB JIeBee TeKyIeH STIUeHKH;

R3CJ2] — ccpinka Ha sSYeiKy, pacIoyioXkeHHYIO B CTPOKe 3
Ha /IBa CTOJIOIIa ITpaBee TeKyIel sueiKy;

R[3]C[-2] — cchutka Ha s9eliKy, pacIOIOKeHHYI0 Ha 3 CTPOKY HIDKe
U 2 cTtonbiia jgeBee TeKylled s4eiKky;

R[-3]C[2] — cchutka Ha s9eliKy, pacIOIOKeHHY0 Ha 3 CTPOKHU BHIIIIE
1 2 cTonbiia mpaBee TeKyIen s9ernku

Eciyv Ha MoMmeHT nepekimtodeHust Tabmuibl u3 pexkxima Al B pexxum R1C1 B Heil 6buin

abCoIOTHRIE CCBbUIKH, OHU OCTAHYTCHAI abCOTIOTHBIMH.
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4.5.3.3 Agpecanus quana3zoHa

Ccpuika Ha arana3oH GoOpMHUPYeTCs II0 IBYM ero yIJIOBBbIM sdeiKaMm:
— HauanbHas ssueiiKa — JIeBbIi BepXHUM yIoJl IMana3oHa;

— KoneuyHas ssuelika — 1paBbld HUDKHUH yTOJl JUalia3oHa.

HavanpHas ¥ KOHeyHasl sdeiika pasfenstoTcsi oneparopoM «:». Hanpumep: B4:D6
(cm. pazgmen 0).

Ecm pns appecanym sigeex BeiOpaH ctwiib R1C1, To B HEKOTOpBIX CiTydasix MOXKHO He
yKa3bIBaTh OIlepaTop AuanasoHa «:». Tak, [yis MoJydyeHHUs] CChUIKM Ha IMala30H BCeX sideeK OJHOU
CTPOKM MOXHO YKa3aTb TOJIBKO CCBUIKY Ha 3Ty cTpoky. Hampumep, ccpuika R1 ykasbiBaeT Ha

JIMalia30H BCeX siueeK IIepBOM CTPOKH.

4.5.4 Ilepecuer ¢popmya

BuiuucneHue — 3to mporecc pacuera GopMysl U MOCIelylolero oToopaxeHus: 3HaueHUN
pe3yibTaTOB B siuedikax. Kak mpaBuio, ¢GopMyiibl NepecurTHIBAIOTCS aBTOMATHYeCKH, KOr7a
M3MEeHSIIOTCSl 3HAueHHs B s4elikaX, OT KOTOPBIX OHH 3aBUCAT. JTO SBJISETCS CTAHJAPTHOMN
MpOILIeyPOii TPU OTKPBITUI/3aKPLITUH (aiiyia U ero pelakTUPOBAHUH.

[Ipy Hanmuuuu B IOKyMeHTe OOJIBIIOTO KOIrudecTBa GOpMyJT UX aBTOMATHYECKUM 1epecyeT
MOXET CJieJIaTh OTKPBITHE U paboTy C JOKYMEHTOM 3aTPY/IHUTENIbHbIMU. [1Jisi TOro 4ToObl YCKOPUTD
paboTy ¢ TakUMHU JOKyMeHTaMH, B npwioxkeHun «MoiiOduc Tabnumay npenycMOTpeH pexuM, B

KOTOPOM IiepecueT Cl)OpMy'J'I BBITIOJIHAETCS I10 3dlIpOCYy IIOJIb30BATEJI.

Tabnuna 13 — Pexxumbl nepecuera

ABTOMaTHUYECKHII PeKUM Iepecyera Pexum nmepecuera BpydIHYI0
— IIpu OTKpBITUM U COXpaHEeHUU JOKYMeHTa — Ilpu OoTKpBITUM TIOKyMEHTa U NPY U3MeHeHU!
[10J1b30BaTesIeM IIePeCYUTBIBAIOTCS TOJIBKO CBSI3aHHBIX sYeeK HUKakue GopMyJibl aBTOMaTU4YeCKU
ycTapeBIlIve 3HaueHus Gpopmyil. He [1epeCUYUThIBAIOTCS.
— Ilpu pabore c qokyMeHTOM GOPMYJIBL — Ilpu pabote c 10KyMeHTOM GOPMYJIBI
[IePeCUYUTHIBAIOTCSI, €CIIH ObUTU U3MEeHEeHbI [1IepeCYUTHIBAIOTCS TOJIBKO IIPY PYYHBIX OIepalusix C
CBSsI3aHHbIE C HUMMU SYEeHKHU. COJIepKalllUMU UX sTYerKaMU.

— JlocTymeH nepecueT yCTapeBIINX 3Ha4eHUN popMyII
BPYYHYIO BO BCEM JIOKyMeHTe, Ha JINCTe U B
BbIJIeJIEHHBIX SYeKaX.

— Ilpu coxpaHeHUM JOKYMeHTa IepecyeT yCTapeBIINX
3Ha4YeHUH HOPMYJI BBIIIOJIHSETCS TOJIBKO B CIIy4ae
ycraHoBJieHHoro ¢uiaxka Ilepen coxpanenmem.
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YcmapeBwue 3naueHuss 6 ¢opmynax — 3TO HeakTyajibHble IaHHbIe, KOTOpbIe ObLIN
BBIUKCJIEHBI B MPOIIJIOM, HO OO0JIbIlle He COOTBETCTBYIOT AeMCTBUTETbHOCTH. OHU MOTYT MOSBUTHCS
B pe3yJibTaTe ONIMOOK BBOJIA JAHHBIX, OMMOOK B popMyrnax U GYHKIIHAX, HECOOTBETCTBHUS THUIIOB
JTAaHHBIX, U3MEHeHUH B CTPYKType TabJIuIlbl, OIIMOOK B MaKpOCax WK MPoOJieM C CHHXPOHU3AI1ei.
HNudopmariyio o HaTMIuK Takux sideek npuwioxkenre «MoOduc Tabmuita»y XpaHUT BHYTPHA CaMOTO

¢atina.

HpI/I repecuere (l)OpMYJI He OOHOBJIIIOTCSI CCBIJIKM Ha OdHHbIe N3 BHEIIHUX JOKYMEHTOB.

J1y1st ux 0OHOBIIeHUS HEOOXOAMMO BHITIOJTHUTH JIEMCTBUS, OMTMCaHHbIe B pazaene 4.5.10.3.

4.5.4.1 BeiOpaTs pexxum nepecuera ¢popmyn

[To ymonm4aHuio B IOKyMeHTe BbIOpaH aBTOMaTHUYeCKHi peXxum repecdera GopMy!l.
YTOOBI MEepeKIIOYUTh PEeXKUM, BLITIOJIHUTE OTHO U3 CJIeYIOIIUX JIeUCTBUM:

1. OtkpoiiTe oJIMeHIO BbIOOpa peXkMMa OJIHUM U3 CJIeIyIOIIUX CIIOCODOB:

Bribepute myHKT kOMaHHOTO MeHio JlaHHble > Pesxum nepecuera (cM. Pucynok 197).

faHHble  WHctpymenthl  Bug  OBwwid goctyn  HapacTtpoiiku  Cnpaska

3apatb UMA... A+ = —= 7
i ’

Ynpaenenue 3awnTon 2 o i - {9/

O6HoBWTb CBOAHYIO TabanLy BoipaBHMBaHW

Hactpowts ceOgHY10 Tabanuy

Yaanuts ceBOaHYHO Tabanuy
HacTpouTb ymMHYO Tabauuy

FpynnupoBaTk CTPOKK

[pynnupoeatb cTON6UbI

eon HO &

OuKWCTUTL IPYNNUPOBKY

™M

ABTOCYyMMaA Alt+=

Yaanute gybamkarsl...
Pexknm nepecyerta » & ABTOMAaTMYECKW

3 OBbHOBWTL gaHHble Ctrl+Shift+F5 Bpyutyto
MepecunTaThb 4

MpoBepka AaHHbIX

MocmoTpeTk BCe NPOBEPKU

Pucynok 197 — [lonmenio Pexxum nepecuera
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— Ha nmanenu uHCTpyMeHTOB, B pasfiere JlaHHBIe HAXXMUTe KHOIKY C U300pakeHHuemM

TeKylIlero pexxuma nepecuera. Hampumep, F‘b (cMm. Pucynok 198).

mE®H By V-=33v Ry O, iRz
- {3
E g @ of ~ 2 v @ ABTOMaTHY ECKM

AaHHbie

@ BpyuHyro

Pucynok 198 — Pexxumbl nepecyera

2. B oTkpeiBIIeMcS TOAMeHIO BblOepuTe TpeOyeMblii peXxuM IepecueTa (GoOpMyII:

ABTomaruuyecku wiv Bpyunyio.

3Ha4yOoK BbIOPAaHHOTI'O pexxuma oToOpakaeTcsi B CTpoKe cocTostHus (cM. Pucynok 199).

+
[ Astomarnaeckn CYMM 0 CP3HAY O MUH O MAKC 0 CHET3 0 [F] — o + 0 100% v

Pucynoxk 199 — Ctpoka cocrosinus

4.5.4.2 Ilepecuet popMyJ1 B aBTOMATHIECKOM peKuMe

B aBTOMaTMueckoM peXxuMe IpPH OTKPBITUM JOKyMeHTa IIepecuMTBIBAIOTCS TOJBKO
ycrapeBlre 3HadeHus: ¢popMyi. Ecinu TpebyeTcss IpUHYAUTEIbHO IepecurTaTh B JOKyMeHTe BCe

dopmyiel, HaxkmuTe codetanue kiaBuin Ctrl+Shift+F9 / {Shift+3Cmd+F9.

4.5.4.3 IlepecuntaTh popMyabl BpyUHYIO

BpyuHy0 MOXXHO IlepecuvTaTb yCTapeBlIMe 3HaueHUs GpOpMyJl BO BCeM IOKYMeHTe, Ha
OTKPBITOM JICTe WIN B BbIJIeJIEHHBIX SYeHKax.

YroOBl IlepecunTaTh yCTapeBIlve 3Ha4eHHs GOpPMyJl BO BCeM JIOKyMeHTe, BBIIIOJIHUTe OHO
W3 CIIeIYIOIINUX JIeUCTBUI:

— Bribepute nyHKT KOMaHHOTO MeHIO [lanHbie > Pexxum nmepecdera > Ilepecunrars >

Becw noxymenrt (cMm. Pucynok 200).
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OaHuble  WHcTtpymentel  Bua  O6wwi goctyn  Haactpoikn  CnpaBka

3aaatb UMA... A+ = = = = 06yl -
YnpaeneHwe 3aumTon » L o 1> ‘?(%‘ - 5 p % 00 D_[')_'J
OBHOBWTL CBOAHYHO TabauLy BbipaBHWBaHWe Yucnosoii popmar
Hactpowtb cBOAgHYO Tabanuy
Ypanute cBOgHYHO Tabauuy

H | J K

Hactpowtb ymMHy0 Tabavuy

IpynnupoBaTb cTpoKw
pynnupoBaTte cToN6LbI

OUYUCTUTb rPYNNMPOBKY

M e Ho &

AstoCcymma Alt+=

Yaanute gybavkartel...
Pexwvm nepecuera » AsTOMaTMUeckm

OB6HOBWTb AaHHblE Ctrl+Shift+F5 * Bpyunyro
Mepecuntatb » v [lepep coxpaHeHWeM

Q

MpoBepka gaHHbIx Becb foKymMeHT F9

nDCMDTpETb BCe NPOBEPKU et Shift+F9

BblageneHHble Auenkn

Pucynok 200 — Komanzp! nepecuera ycTapeBIIMX 3Ha4eHUH GpOpMYJT BpyUHYIO

— Ha naHenu uHCTpyMeHTOB, B pasfese JlaHHBIe HaXXMHUTe KHOIIKY BblOopa objactu

IepecyeTa U B BbIIIQ/IA0IeM CIIMCKe BblOepuTe 2 Becs nokymeHT (cM. Pucynok 201).

= = I
? ™ v G v ~/ [T
v {3 B 9

a3 B[
JaHHble

+"  [epen coxpaHeHnem
0 P 5‘3 Becb g okymeHT S

Ed  wcr

Eg BblgeneHHble auenkm

Pucynok 201 — KomaHnppe! niepecdera ycTapeBIIMX 3HaUeHUH GOPMYJT BDYUHYIO
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Haxmure kinaBuiry F9 Ha kiiaBuartype.

YToOBI epecyrTaTb yCTapeBlIrMe 3HAYeHHW (bOpMYJI Ha JIMCTe, OTKPBITOM B HACTOSIIIUN

MOMEHT, BBITIOJIHUTE OHO U3 CIeYIOIUX JeCTBUML:

Bribepure myHKT koMaHAHOTO MeHIO [lanHble > Pexxum nepecuyera > Ilepecuurarts >
JInuct (cm. Pucynok 200).

Ha nanenu uHCTpyMeHTOB, B pasiesie JlaHHBIe HaXXMUTe KHOMKY BbIOOpa oOiacTu
repecyeTa U B BBINAJIA0IIEM CIIKCKe BbibeprTe &2 JTucr (cm. Pucynok 201).

[IpaBoii KHOINKOM MBI IIEJKHUTE TI0 BKJIAJKe JIUCTAa W BBIIOJIHUTE KOMaHIY

KOHTeKCTHOro MeHI0 IlepecuntaTh auct (cM. Pucynok 202).

23

24 MNepenmeHoBaTh

25 Jy6nvposats

26

57 CKpBITh

28 CkpbIBaTk HYAEBLIE 3HAUEHWA

29

30 3aWMTUTE INCT...

31 MepecuuTats McT Shift+F9
32

I Yaanutb F
e [

@ BpyuHyto

Pucynok 202 — Komanpa Ilepecuurats jmcr

Haxxmute coueranue kiasui Shift+F9 / {tShift+F9.

YTo6b!I IepecynTaTh yCTapeBlIre 3HaueHHs pOpPMyJl B OJJHOM UJTM HECKOJIBKUX BbIJIeJIeHHbIX

sTYeMKax, BBITIOJIHUTE OJTHO U3 CJIeYIONINX JeMCTBUIA:

Bribepute nyHKT koMaHIHOTO MeHIO JlanHble > Pexxum nepecuera > Ilepecuurars >
Brinenennsnie siueiiku (cM. Pucynoxk 200).

Ha manenu uHCTpyMeHTOB, B pasierne JlaHHBIe HaXXMHUTe KHOIIKY BblOOpa ob6iacTv
repecyeTa ¥ B BbIIQJAIONIEM CIIMCKe BblOepuTe Bl Boigenennbie sdeiiku
(cm. Pucynok 201).

[TpaBoii KHOIIKOM MBIIIY IIEJIKHUTE 110 BblIeJIeHHbIM siuefiKaM U BBIIIOJIHUTe KOMaHAY

KOHTeKCTHOI'O MeHIO HEPEC‘II/ITHTL BhbI/IeJICHHbIC STUYeHKH.
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4.5.4.4 IlepecuuthiBaTh GPOPMYJIBI IPH COXPAaHEHNH IOKYMEHTa

[Ipu coxpaHeHMM [1OKyMeHTa II0JIb30BaTejleM IlepecdyeT yCTapeBUIMX 3HaueHuN ¢GopMyil
BBINOJIHSIETCS], eciii ycTaHoBleH ¢raxok Ilepen coxpaHenuem.

B pexxume ABromaTnuecku ¢raxok Ilepen coxpaHeHueM Bcerjja yCTaHOBIIEH U 3a0JIOKMPOBaH.

B pexume Bpyunyrw ¢uaxok Ilepen coxpaHeHmemM 10 yMOJIYaHUIO YCTaHOBJIeH. Eciu
TpeOyeTcst CHATD QUIaXKOK, BBIIIOJIHUTE OJJHO U3 CJIeAYIOIMINX JIeHCTBUM:

— Bribepute nyHKT KoMaHHOTrO MeHIO JlanHbie > Pexxum nepecdera > IlepecuntaTs U

caumute Ppuaxok Ilepen coxpanenuem (cm. Pucynok 203).

fOaHHble  WHcTpymentol  Bug  O6wwmid goctyn  Mognwcka Cnpaeka

3agaTb MMA... — u

W = v v Obuwumn v = Y
YnpaBneHve 3awmTon LA V(‘(}' - 5 P o/ 00 O_@ B} N
OBHOBWTL CBOAHYIO Tabauuy BuipaBHWBaHMe Yucnosoit popmar Averiku

HacTpouts cBogHYO TabauLy

Ypanutb CBOAHYIO Tabaunuy
HacTtpowuTte yMHYt0 Tabanuy

[pynnupoeatk CTpokK

pynnrpoBatk cToAOLbI

oo B2 &

OUnCTUTE TPYNNMPOBKY

[

AsToCcymma Alt+=

Ypanute Aybavkarsl...
Pexcm nepecueta 4 ABTOMaTHYECKM

OB6HOBUTL gaHHbIe Ctrl+Shift+F5 » Bpyunyto
Mepecuutate  » .~ T[lepea coxpaHeHwem

4]

MpoBepka gaHHbix Beck foKyMeHT F9

MocmoTpeTh BCe NpoBepKu Nuct Shift+F9

BblAeneHHbI e AYenkn

Pucynok 203 — ®naxox Ilepen coxpaneHuem

— Ha nanenu uHCTpyMeHTOB, B pasfese JlaHHBIe HaXXMHUTe KHOIIKY BblOopa objactu

nepecueta u cuumute ¢guaxkok Ilepen coxpanenunem (cm. Prucynok 204).

Y Eg"l?é'@{ﬁ\'@v
rva EN

[aHHble

il

Mepepn coxpaHeHrem

Mepes coxpaHeHUEM
Beck gokymeHT S

Nuer

i I N

BblaeneHHble aueliku

Pucynok 204 — ®naxxok Ilepen coxpamnenmem
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4.5.5 ABTOMaTHYeCcKoOe BbIYMC/IeHHe QyHKIMH

Ecim nonb3oBarens BoiessieT B Tabiivile AUANa30H siueek, TO MPUIoXKeHe aBTOMaTU4eCKU
MOICUUTHIBAET JIJII WX COJAEPXXHMMOIO 3HAueHHs IISTA CaMbIX MCIOJIb3yeMbIX (QYHKIUH.
BrrunciienHbie 3HaueHUs] 0TOOpaXkaloTCsl B CTPOKe cocTosiHus (cM. PrucyHnok 205):

— CYMM - cymMa Bcex 9uceN BBIJIeJIEHHOTO Iara30Ha.

— CP3HAY - cpeniHee 3HaYeHHE BCEX YHCEJT BbIIEIEHHOTO JTMAIla30Ha.

— MMH - HauMeHblllee 3HaUYeHHe CPe/ii BCeX Yrce BbIJIeJIEHHOTO Auala30oHa.

— MAKC - naubosblilee 3HaueHHe Cpe/id BCeX YMCe BblJIeJIeHHOTO IMara30oHa.

—  CYET3 - K0JIM4eCTBO 3HAYeHUH B BHUIEIIEHHOM [HAIla30He. Y YUTHIBAIOTCS YUCIIOBBIE 1

TeKCTOBbIe 3HAYEeHH .

Eciu TpebyeTcsi HaCTpOUTh CHMCOK OTOOpakaeMbIX (YHKIIMM, BBIIOJIHUTE CIIeyIoIIye
JeUCTBUS:

1. B crpoke cOCTOSIHUSI HA)KMUTE KHOIIKY .

2. B oTkpsIBIIEMCS CIIMCKe OTMeTbTe (iaKKkaMH (PYHKIMU, KOTOPbIe ciielyeT 0TobpaXkaThb

B CTPOKE COCTOSHHA.

CYMM
CP3HAY
MIH
MAKC

CYET3

C¥MM 0 CP3HAY @ MIMH 0 MAKC 0 CHETI 0 = & + 100% -
Loy’

Pucynok 205 — Hactporika oTobpakeHus: 3HaUeHUM
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4.5.6 BBopg ¢pyHkImit

Crncok ¢yHKIMH, KOTOpble IOfjepXuBaroTcs B npwiokeHnrn «MonOduc Tabmumay,
npuBesieH B paszesie «IIpunoxenue 1. [lepeuens GyHKIMI U UX ONKCAHUE.

s BBO#Aa yHKIMM B s9eliKy MOXKHO HCIIOJIb30BaTb WHCTPYMEHThI HeIllO0Cpe/iICTBEHHO
JIAHHOU STYeHKU, CTPOKK GOPMYJT WM MaHeIr (PYHKIIHM.

YTtobbl BBeCTH (PYHKIMUIO C IIOMOIIbI0 MHCTPYMEHTOB SYeMKU WIM CTPOKU (OopMyiI,
BBITIOJIHUTE CJIeIyIolye IeHCTBUS:

1. Brimenure siueiiKy, B KOTOPYIO HEOOXOAUMO BBeCTH QYHKIMIO.

2. B suelike win cTpoke GpOpMyJl BBeIUTE «=».

3. HauHuTte BBOIMTH HaszBaHMe JYHKIMK, 4YTOObI BBI3BATH CIIMCOK C IOJICKA3KaMHU

(cMm. Pucynok 206).

A1 v fx =cymm

Fx CYMM

F CYMMEC/N

sh

CYMMECIWMH

sh

CYMMEB

s

CYMMEKBPAIH

_.
=
-y

CYMMIMPOW3E

h

CYMMPAIHKE

=
h

CYMMCYMMEKEB

Pucynok 206 — Crincok pyHKImi

4. BrpibepuTe 13 NpeIOXKeHHOTO CITMCKA He0OX0UMYI0 GYHKITUIO C ITIOMOIIBIO MBIIITH WITH
KJIAQBMIII KJIaBUATYPBHI:

— Broienute Tpebyemyio pyHKIMIO B CIIMCKe HIETYKOM MBIIIH.

— Brigenute TpebyemMyto QYHKIIMIO B CIIMCKe C IIOMOIIbIO KJIABUII KJIaBUATypel | U 1

Y HaXMuTe KiaBuily Enter.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' MWy, 2013-2024 198



MonOdonc

5. Ilpu HeoOXOAMMOCTM TPOYTHTE OmucaHhe GyHKIUWA. [ljiss 3TOro BO BCIUIBIBAIOIIEH
II0JICKa3Ke Ha)KMUTe KHOIIKY + CIIpaBa OT Ha3BaHus pyHKuuuU (cM. Prucynok 207).
BcnpiBaronyto Mmojickasky € onucaHveM (QYHKIIMM MOXKHO IlepeMellaTh, YIep>KUBas

JIEBYIO KHOIIKY MBIIIHX.

Al v fx =cymm( 90
A B c D 3 F G
wom |

1
2
s CYMMizHaueHWe1; [3HaueHneld; ..])
4

Pucynok 207 — Onucanue GpyHKIUN

6. BBeauTe aprymeHTHI pyHKIUHU.

Ecmu 8 OC Windows, B okHe Hacrpoiika ¢opmara, B nosie Pazgenurtenn

mexoii M JpoOHOM wYacTH BbIOpaHa «.», TO B mpwioxeHnn «MoiOduc

. %

Tabmuila» B KauecTBe pa3fiesidTelis 3HAUYeHUM B (QYHKIUSX UCIIONB3YUTE «,)»

BMECTO «;».

7. YrtoObl 3aBepIIUTh BBOA, PYHKIIMH, HAKMUTE KHOIIKY @: CTpoKe pOpMYJI WIX KIIaBUIILY
Enter na xyaBuaType. YTo6b OTMEHUTH BBOA QYHKIIMHM, HAXMUTE KHOIKY O s CTpOKe

¢dbopmyn winm kiasuily Esc Ha kiaBuarype.

Yro6bl BBeCTH PYHKIUIO C TIOMOIIIBIO [TaHeTu QYHKIIMH, BHIIIOJHUTE CIlelytolliye 1eHCTBUSL:
1. Brimenure siueiiky, B KOTOPYI0 HEOOXOAUMO BBeCTH QYHKIMIO.
2. Pa3BepHuTe naHeyib GYHKIUNA OJTHUM U3 CJIEIYIONIHUX CIIOCOOOB:

— Bribepute nyHKT KOMaHHOTO MeHI0 BecraBka > @ynkmms (cm. Pucynok 208).

Beraeka  @opmar  Tabavua  JadHwe

WzoBpaxeHue...

TekcTosoe none

¢ Ourypa >

il Owarpanma 3
fH Ceocgnan Tabanua..
Fx DyHKUMA... Shift+F3

Pucynoxk 208 — Komananoe menio BecraBka
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— B crpoke $hopMyIT HOXMHTE KHOIKY 1% (cM. Pucyrok 209).

Al v | fx

Pucynok 209 — Kxormka fx

— Ha mnanemu HWHCTPYMEHTOB, B pa3jeje BcraBka HaxMuTe KHOIIKY  ===. Ha

0TOGpa3UBIIeiCs TIaHeJ M BCTAaBKK HAXKMUTe KHOTIKY 7+ ®ymkmus (cM. Pucynok 210).

B v < —
2T e B @ =,

E WzobpaxeHwe..,
[F1  Tekcroeoe none |

0 f{' Durypa

=i
e |
[==]

Auarpanaa ¥

CeoaHan Tabauua..,

—T
-]

Y,

DyHKLMA... I}

Pucynoxk 210 — Ilanenb BcTaBku

— Ha 6okoBo# ITaHen HaKMUTe KHOIIKY fx (BcraBurs ¢ynxmuio) (cM. Pucynok 211).
— Haxmure coueranue knasuin Shift+F3 Ha kiaBuartype.

3. Hatigute Tpebyemyto GyHKIIMIO OJTHUM U3 CJIEJTyIONTUX CIIOCOOOB:
— BeemguTe B mose moucka YacThb Ha3BaHUs (YHKIMW/Ha3BaHWe IeJMuKoM. Hibke

chopmupyeTcs CIIUCOK PYHKIWH, YIOBJIETBOPSIOIINX YCIOBUSIM ITOUCKA.

— DBruibepute rpynny, B kotopyro BxoguT ¢pyHkuusg. Hanpumep, ¢ynxmus CYMM

BXOOUT B I'PYIIITY MaremaTudeckmue.
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— Harigure QyHKIMIO B OJTHOM M3 CJIEIYIOIIUX TPYIIIL:

e Bce — comepxut Bce GyHKINH, MTOAJIepKHUBaeMble IpriiokeHueM «MorOduc

Tabmumnay.

e HepaBume — cogepxur 10 rmnocieguux — QyHKUMK,  BBelleHHBIX
I10JIb30BaTeJsIeM.

e Ilomynsapuele — colepXXuT GUKCUpOBaHHBIM crnvcok u3 10 wacro

WCIOJIb3yeMBbIX PYHKIUH.

~» BcraBka ¢yHKUUm Q
Haintn fx

Bce > ABS I @

HeaasHue > ACOS E;

MonynapHbie > ACOSH

DuHaHcoBbIe > ACOT
[ata n spema  ? ASC

MaTtematuuec... ? ASIN
Cratncrudeckne ? ATAN

CcblnkM u mac... ? ATANZ

BcraButb

ABS(3HaueHue)

BOBBan.I,aET abcontoTHoe 3HaYeHue
Yucna.

3HaueHue
Yucno, ans koTtoporo Heobxogumo
BepHyTb abconoTHOe 3HadeHue.

Pucynok 211 — [1anens pyHKIIHN

4. Broienute Tpebyemyo GyHKIHIO.
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5. Ilpu HE06XOAMMOCTH 03HAKOMBTECh C KPAaTKOM CITPaBKOM 1O GYHKIUU B HIDKHEM 9aCTH
naHesu QyHKINH.
6. YToObl BCTaBUTH GYHKIIMIO B STYEUKY, BBITIOJIHUTE OJIHO M3 CIIeAYIOIMIMNX JeHCTBUMN:

— Haxwmure kHOTIKY BCTaBUTD.
— BoimenuTe GyHKIINIO TBOMHBIM IIEITYKOM MBIIIIH.
— Haxwmure kiaBuiry Enter Ha kiaBuaType.

7. BBenure apryMeHTBI pYHKIIUHU.

Ecmu 8 OC Windows, B okHe Hacrpoiika ¢opmara, B nosie Pazgenurtenn
mexoii M JpoOHOM wYacTH BbIOpaHA «.», TO B mpwioxeHnn «MoitOduc
Tabmuila» B KauecTBe pa3fiesiuTelis 3HAUYeHUM B (QYHKIUSIX UCIIONB3YUTE «,)»

BMECTO «;».

8. UYto6mI 3aBepmUTh BBOJ GYHKIIMM, HAKMUTE KHOIIKY &' B CTpoke GpOpMyJI WK HAXKMUTe
xiasuy Enter Ha xiiaBnarype. YToObl OTMEHUTH BBOJ QYHKIMH, HAXKMUTE KHOIIKY
B CTpPOKe GopMyI1 Wiy Kiiasuilly Esc Ha kiaBuatype.

9. YroOBI 3aKpHITh NaHeNb GYHKIIUM, BBIIIOJIHUTE OJJHO U3 CJIeAYIOUIUX 1eHCTBUM:

— Bribepute nyHKT koMaH/iHOTO MeHIO BeraBka > @ynknus (cM. Pucynok 208).
— B cTtpoke popMyn1 HOXXMUTe KHOIIKY fx (cm. Pucynok 209).

— Ha mnaHemu wuHCTpyMeHTOB, B pa3feie BcraBka HaxmuTe KHONKY -==. Ha

0TOGpa3HBIIeHCs TTAHENIA BCTABKY HAXKMUTE KHOTIKY 7 ®ymkmus (cM. Pucyrok 210).
—  Ha 60KOBO¥I MaHes ! HaXxMuTe KHOTKY 1% (BcraBka dymxmun) (cM. Pucysok 211).
— Haxwure KHOIIKY —* B BepxHell 4yacTu naHenu pyHkuui (cMm. Pucynok 211).

— Haxmure coueranue knaBuinn Shift+F3 Ha kiaBuarype.

Yacto npu paboTe ¢ YMCIIOBBIMHU JJaHHBIMU TpeOyeTcsl BBIIOJIHSITH TUIIOBbIe OIlepalliy Hajl
HUMMU U BBIBOJIUTb pe3yJbTaT B OTJe/bHYIO SUelKy, HalprMep, IOACYUTHIBATb CyMMY WU
BBIBOJIUTh CpeflHee 3HadeHWe /Jisi BBIOPAHHBIX CTOJIOIOB WM CTPOK. /[lns atoro ynobHo
WCIOJb30BaTh omepanuio ABrocymma. Orepanys NO3BOJIsIeT MCIO/Ib30BaTh IMSTh MOIYJISPHBIX
dbyHkmi o o6pabotke ganHeix: CYMM, MHUH, MAKC, CP3HAY, CYET.

ABTOCyMMa CaMOCTOSITEJIbHO PACIlO3HAeT [Mana3oH s4eeK C YKUCIOBBIMH JAHHBIMU U

nojictapisieT ero B pyHkuuo. OT TOro, kakue siueiKU BbIOpaHHI Ilepesi onepalyel, OyieT 3aBUCeTh,
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KyZia OyZeT BbIBelleH pe3yJbTaT BBIYMCJIEHUS! U KaKOM /IMalla30H JAHHBIX IIPU 3TOM HCIIOJIb30BaH.
Hanpumep, yTOOBI TOACYUTATE CyMMY JUISI CTOJIOIA, MOXHO:
— BoipenuTs nycTyto sueliky noj; cronbuom. PesyspraT OyieT BCTaBlleH B 3Ty S4YeHKYy.
— Brigenutk cronben nenvkoM. Pesysnbrar Oyzmer BcTaBiieH B OMMDKaHMINYIO K AWAIIa30HY
IIYCTYIO sTYeMKy I0J] CTOJIOIOM.
— BrigenuTh AuanasoH sueek, eciyd TpeOyeTcsl MCIO/Nb30BaTh TOJBKO 4YacTh S9eeK B
pacuere. Pe3ynbraT Oyner BcTaBileH B OJIMDKaWIIYIO K AMANa30Hy IMYCTYIO SYEeHKY I10]1

CTOJIOIIOM.

[Ipu 3TOM Ba’kHO yUUTHIBATH CJIeAYIOIINe 0COOEeHHOCTH:

— FEom B [uana3oHe eCTb HECKOJIBKO siYeeK C pe3yJibTaTaMu TaKoW >Xe (QYHKIHUA - B
IYana30H aBTOMAaTU4eCKH BOWIYT TOJIBKO TaKue sS'9elKd. JTO yI0OHO, Korja B CTOJOIe
yKe TOCYMTaHbl KaKye-TO0 MPOMEeXYTOUHble WUTOTH, a (PUHANBHBIM UTOT OyJeT ux
CYMMOH.

— Ecnu BbiiesieHa mycras siueiika psijioM C 00/1acTbhlo, I/le eCTh YUCIIa, TO BCe YMCIIa MOoCTe
OrvoKaien sYedKU C TeKCTOM, IYCTOM SfYeMKH WM SYerKUd C TaKOW ke QyHKIHeu

OyoyT aBTOMaTU4eCKH BKJIIOUeHbI B Auana3oH (cM. PucyHok 212).

A B A B A B
1 1 1 1 1 1
2 2 2 2 2 2
3 3 3 3 3 3
4 4 4 ]
5 Texkcr 5 4 5 5
6 5 6 5 6 6
7 6 7 6 7 7
8 7 8 7 8 8
g |=CYMM(AG:AS) | g |=CYMM(A5:A3) | g |=CYMM(A5:AS) |

—
=
—
=
—
=

Pucynok 212 — [IpuMepsl aBTOMaTU4YeCKOT0 Ollpe/iesieHus] 1hara3oHa
IIpU BbIOOpe eIMHUYHOM STYerKU

— Eciu xe BbifiesieH IMana3oH sdeek, CTOJIOeI] WK CTPOKa, TO B GYHKIIMIO MOMAlyT BCe

JaHHBIe 110CJIe STYerKHU ¢ Takou e ¢yHKiuen (cM. Pucynok 213).
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A B
1 1
2 2
3 3
4 6
5 5
6 |Texcr
7 7
8 8
o [=CYMM(}A5:A3) |
10

Pucynok 213 — [Ipumep aBTOMaTH4YeCKOTO OIpeie/ieHus Thana3oHa
IIpU BbIOOpe /Ihana3oHa siueek

YtoObl BBeCTM (PYHKIMIO C IOMOIIBIO OIepanvd ABTOCYMMA, BBINOJIHWTE CJeAyoIye
JeUCTBUS:

1. Beimenure mycTylo si9eiiKy psiIOM C JaHHBIMM, CTOJI0ell, CTPOKY WM AUAIIa30H sS4eek.

2. Brbi3oBure onepaiuio ABTOCyMMa OIHUM U3 CJIeAYIOIIUX CIIOCODOB:

— Haxwmure kHONIKY 2 (ABTOCyMMa) Ha naHenu popMyJl UM B pasiene /lanHble Ha
na"Henu WHCTpyMeHTOB (cM. Pucynok 214 u Pucynox 215). Ilpu atom Oynmer
ucnosnb3oBatbcs ¢yHKIMsA CYMM. Ecmm Tpebyercss HCHOIb30BaTh JIPYTYIO
(YHKIMIO, HaXMUTe Ha CTPeJIKy CIIpaBa OT KHOIKM W B BBINAJAIOIIEM CIIMCKe

BbIOepuTe Tpebyemyo GpyHKIUIO.

Garin Mpaeka BctaBka @opmar Tabavua

+ " %[ﬁv

Jobaeutsb E} v O C
M3bpaHHoOe Daiin Mpaeka
D6 vz v |

A B C

A

Pucynok 214 — ABTocymMa Ha maHesiu GopMyJT

mEws By Vv
B HE By T3

JaHHble

Pucynok 215 — ABToCcyMMa Ha IaHejld UHCTPYMEeHTOB
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— Bribepute nyHKT KOMaHgHOTO MeHIO JlanHbie > ABTOocyMMa (cM. PucyHok 216).
JaHHble  WHctpymeHtel  Bug  Ob6wuid goctyn
3apatb MMmA...
YnpasaeHue 3aLmnTOMN »

OBHOBWUTbL CBOAHYH TabauLy
Hactpoute cBOAHYO Tabanuy

Yaanute cBOAHYH Tabauuy
Hactpoutb ymMHyH Tabnuuy

pynnmpoBaTh CTPOKK

IpynnmpoBaTh cTON6LIbI

en o &

OYUCTUTBL TPYNNMPOBKY

™M

ABTOCYMMa Alt+=
Yaanuts gy6amkarsi...

Pexunm nepecueta »

Q

OBHOBUTL AaHHbIe Ctrl+Shift+F5

MpoBepka AaHHbIX

MocMOTpeTh BCe MPOBEPKU

Pucynok 216 —ABTOCyMMa B KOMaHHOM MEHIO

— Haxmure coderanue kiaBuin Alt+=/ ~= Option+= Ha k1aBuaType.

HPI/I BbI3OBe Ollepalliv U3 KOMdHAHOI'O MEHIO, OKHd 6bICprIX JeMCTBUM WIW COYeTaHHEeM

KJIABUIII MOXKeT UCIO0JIb30BaThCs TOJIbKO PyHKIMsa CYMM.

3. Ilpu HeoOGXOOUMOCTH CKOPpPEKTUpPYHTe apryMeHThl (QYHKIMM WIA A00aBbTe K HUM

IOTIOJTHUTEJIbHBIE.
4. YrtoObl 3aBepIINUTh BBOJ, GYHKIIUK, HAKMUTE KHOIIKY L cTpoke GpOpMyJI WK KIIaBUIITY

Enter Ha kiaBuarype. YToObl OTMEHUTh BBOJ, GYHKIMU, HAKMUTE KHOIKY 05 CTpOKe

¢opmyn unu kiaBuinry Esc Ha kiiaBuatype.

B pacueTe y4aCTBYIOT TOJIbBKO BUAUMBIE STYeMKW JUara30oHa. MaxkcuMaibHOe BO3MOXKHOE

KOJIMYeCTBO apI'yMeHTOB IIPY HUCII0JIb30BaHUA ABTOCYMMBI — 255.
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4.5.7 3amena ¢popmyJIbI Ha ee pe3yabTaT

st ynoberBa paboTel MOXHO IpeoOpa3oBaTh CJIOXHYI0 GOpMyJly, BBEIEHHYIO B STUEHKY,

WJIN ee 9YaCTb Ha BbIYMCJIEHHOe 3Hd4YeHHe. [[J'[SI 3TOI0.

1.

Brienurte yactb GpopMysibl UM GOpMyIly IeJIMKOM HeIllOCPe[CTBeHHO B siuelike WIN B
ctpoke ¢opmyn. Hag BbimeeHHONM dYacTbio  HOPMYJIBI/HOPMYJION  OTOOPA3UTCS
BCIUIBIBAOIIIAs TT0/ICKA3Ka C BHIYMCIIEHHBIM 3HAUeHHEeM.

Haxmure coderanme wimaBum — Alt+F9/ ~Option+F9 jmns  3ameHbl  yactu

dbopmyiibl/bopMyIibl Ha BBIYMCIEHHOe 3HaUeHHe.

4.5.8 KonmimpoBanue u BcraBKka ¢popmMmyJt

[Tpu Heo6x0IMMOCTH U3 OTHOM STYEMKU/CTPOKHU/CTOJIOIIAa MOXKHO BbIpE3aTh MJIM CKOITMPOBATh

dbopmysibl, a B IpyTyIO siUedKy/CTPOKy/cTosibel] BCTaBUTh UTOTOBOE 3HAaueHue 3THUX ¢popmyin 6e3

camux pOpMyII.

YTto0bbI BbIpE€3dThb WJ/IK KOITMPOBATb (bOpMYJ'IbI, BBIIIOJIHUTE CJIeAyroliue JerCTBUS:

1.

Boinenute siueiiky, quamna3oH siueeKk, CTPOKM WIM CTOJOIbI, U3 KOTOPbIX HEOOXOAMMO
BbIPe3aTh WJIM CKOTMPOBATh GOPMYJIbI.
BoimoniHUTe KOMaHJly BBIpE3aHUS WM KOMMPOBAHUS CTAHJAPTHBIM CIIOCOOOM

(cm. pasmen 4.12.2.1).

YT06B!I BCTaBUTh pe3ysbTaT BbIYMCIeHUs popMyJl 6e3 UCXOHOTO POopMaTUPOBAHUS:

1.

Yxaxure, Kyfia cieiyeT BCTaBUTh JJaHHbIE:
— Ecm B Oydepe obmeHa copepkarcs AaHHble M3 OJHOW STYEMKH/CTPOKH/CTONOIA,

BbIJIEJIUTE sTYelKy/CTPOKY/CTosbell, B KOTOPHIN Clie[lyeT BCTaBUTh 3TU JIaHHbIE.

— Ecm B Oydepe obMeHa COJIepXXUTCSl AWAlla30H siUeeK/CTPOK/CTOJIOIO0B, BhIIeNINTe
COOTBETCTBYIOIIUH 110 pa3Mepy JIMalia30H WK BbIJIeJIUTe sTYeiKy/CTpoKy/cTosber, B
KOTOpBI CjleflyeT BCTaBUTb COJepXXUMOe TIepBOM s[UeHKU/CTPOKH/CTonbna U3

JHWAIla30HaA.

2. BruimonauTe KOMaHy BCTdABKH OJHUM U3 CJIEAYIOIIUX CIT0CO0O0B:

- BbI6epI/ITe ITYHKT KOMdHJHOI'O MeEHIO HpaBKa > BcCTaBHTh TOJHBKO 3HAYEHHS

(cMm. Pucynok 217).
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Mpaexa Bcraeka @opmar Tabavua  [faddwe  Md

T OTmeHWTB Ctrl+Z
~*  TMoetopuTs Ctrl+Y
&  Boipesats Ctrl+X
Konwpoeats Ctrl=+C
[y Berasuth Ctrl+V
BeTaguTe 3HAYEHWA W dopMaT Ctrl=Alt+V

BCTaEwTe TONBKD 3HAYEHMA
Pucynok 217 — Komangnoe mento IlpaBka
— Ha mnanenmu wuHCcTpymMeHTOB, B pazfesie IIpaBka HaXXMHUTe Ha CTpeJIKy CIIpaBa

OT KHOIIKU ﬁ (BcraBuTh) ¥ B BBINQJIAIOIIEM CIMCKe BbIOepUTe KOMaHJy

BcraBuTth TOsIbKO 3HaYeHus (cM. Pucynok 218).

®aiin [Mpaeka Beraeka @opmat  Tabavua  Jaddeie  MHctpyments Bug

+ h c‘»)é @% é X0 Thames

. —
dobaeuTe IE;] L4 F_‘J L b
@ BrTaenTe
M3GpaHHoe ®ann Mpaeka
BeTaeuTe 3HaueHuA U dopmat
N15 v fx
BcTaEWTE TONBKD 3HAUEHMA
A B
F|

Pucynok 218 — Knonka BecraButhb

- OTKpOﬁTe KOHTeKCTHOe MeHIO HIeJTYKOM npaBoﬁ KHOIIKM MBIIIN II0 BbIJJeJIeHHBIM
q4yedKaM WIA 110 COZIepPXXKUMOMY  BblJl€JIEHHbIX CTpOK/CTOJ’I6HOB. BrimosiauTe

KOMaHy KOHTEKCTHOI'O MEHIO BcraBuTh TOJIBKO 3HAYECHHS.

YrtoObl BCTaBUTh Pe3yJIbTaT BHIYUCIEHUS GOPMYIT C COXpPaHEHHEeM UCXOTHOTO pOpMaTUPOBAHUSI:
1. VYkaxwure, KyJia cjeflyeT BCTaBUTb JaHHBIE:
— Ecm B 6ydepe obMeHa conepkaTcsi JaHHble U3 ONHOM SYEHKW/CTPOKH/CTOJIOINA,

BBIJIEJIUTE STYeHKY/CTPOKY/CToJbell, B KOTOPBIN CielyeT BCTAaBUTh 3TU JIaHHBIE.

— Ecmu B 6ydepe obMeHa cofiep>XKUTCSl Aualla30H siueeK/CTPOK/CTOJIOI0B, BhbIIeNIUTe

COOTBETCTBYIOIIUH 110 pa3Mepy JIMAIla30H WM BbIJIeJIMTe STYerKy/CTPOKYy/cTosber, B
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KOTOPBIA CJIelyeT BCTaBUTh COMAEPXKHMOe TIePBOM sSYeWKH/CTPOKH/CTOJIONA U3

JHalla30Ha.

2. BroimonHUTe KOMaHIYy BCTaBKX OJTHUM M3 CJIEIYIONIHNX CIIOCOOOB:
— Bribepute nyHkT koMaHgHoro meHio IIpaBka > BcraBuTh 3HauyeHus u ¢popmar

(cm. Pucynok 217).

— Ha nanemu uHcTpymeHTOB, B paszeiie IIpaBka HaXMWUTe Ha CTpeJIKy CIipaBa OT
KHOIIKU ﬁ (BcraBuTh) U B BBINAJAIOIIEM CIMCKe BbibepuTe koMaHny BcraBuUTh

3Ha4eHud u ¢popmar (cM. Prucynok 218).

— OTKpo¥Te KOHTEKCTHOe MeHIO IIeJTYKOM IIPaBOM KHOIIKM MBIIIW I10 BbIJIeJIEHHBIM
syedKkaM WM 110 3aroJIOBKaM/COJEPXUMOMY  BbIJIeJIEHHbIX CTPOK/CTOJIOIIOB.

Brinonnure KOMdHy KOHTEKCTHOI'O MEHIO BcraBuTh 3HAYeHHS H (bOpMaT.

— Haxwmure coderanue knaBui Ctrl+Alt+V / ~Option+sCmd+V Ha kiaBuarype.

4.5.9 Imena B ¢popmysiax 1 QyHKIHSIX

[Tpu pabote ¢ HGOMBIIMMU MAaCCUBAMH JJAHHBIX YaCTO KCIIOJIb3yeMbIM sYeiikaM, Arara3oHaM
siyeeK, KOHCTaHTaM 1 (GopMyJiaM MOXKHO IIpHCBavBaTh MMeHa. MiMeHa ncronb3yorcs B popmysax u
byHKIMAX U 00JIeryaroT UX HallMcaHue U BOCIpUSITHE.
Hampumep, ¢ynkmus =CYMM(IIpogaxku) BBOJWTCS W BOCIHPUHUMAETCS Jierde, 4Yem
¢ysakmus =CYMM(D2; D20).
Hwmena niensTcs Ha ABa TUIIA:
— 3agaHHBIe — UMeHa, KOTOpPbIe TI0JIb30BaTeNlb BPyUHYI0 Ha3HAYWII sideiikaM, IMana3oHaMm,
KOHCTaHTaM U GOPMYJIaM.
— Tabnuunple — w©MeHa TaOJWI[, K KOTOPbHIM TIpUMeHeH TaOIWYHBIA  CTUIIb
dopmaTupoBanusi B mnporpamme Microsoft Excel (Mx Takke HaA3bIBAIOT «YMHbIMU»
mabauyamu). MmeHa «ymHbIx» Tabmul, co3paiorcs B rnporpamMMe Microsoft Excel

dBTOMdTH4YeCKH.

Kpome Toro, nmeHa pa3nuyaroTcs o 00J1aCTH JeNCTBUS:
— I'mobanbHBIE — MOTYT MCIIOJIb30BAThCS HA JIFOOOM JIMUCTEe 3JIeKTPOHHOM TaOJIUIIbI;

— JloxkaJbpHBIE — MOTYT HUCIIOJIb30BATHCS TOJIKO Ha JIMCTE, Hd KOTOPOM OBLTH 3a1daHBbI.

Jly1st paboThl C UMEHaMU HCIIOJIb3YIOTCSL:
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— Ilome muama3zoHa — pacmoJiokeHO ciieBa OT CTPokH ¢opmyn (cM. Pucynok 219). Ilpu
He0OXOJIMMOCTH T0JIe JMara30Ha MOXKHO pacIuputhb. [ljis 3TOro HaBemuTe Kypcop
MBIIIIA Ha TPaByI TPaHUITY TOJS TakK, YTOObI OH TPHHSUT BUJ JIBYHAIPaBJIEHHOM

CTPeJIKH, U, 3aKaB JIeBYIO KHOIIKY MBIIIIH, [IepeMecTUTe I'PaHuIly 1101 BIIPaBo.

A1 v | fx

R R B

Pucynok 219 — [lone auanazona

— JlucreTyep MMeH — OTKPBHIBAETCS IIPY HAXKAaTHUM HA KHOIKY & (Mucneryep UMeH) Ha

6okoBoi nanenu (cMm. Pucynok 220).

T B O
i =
v 03 B9 (@)~
@ c v
Bcraska ~
. =2 [wucnetyep nMeH Q
fx
3agatb MMAa
; &
Hawnti
Cwv
_ CX
Bce nmeHa v =
=CYMM(Mown/flaHHble)

Wcnoab3yiTe MMEHa BMECTO CCbINOK, YTOBbI
obnerynte NoHUMaHue popmyn

Pucynok 220 — [Tucnietyep numeH
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4.5.9.1 3apare uma

Hms MoxeT comepaTh:

— OYKBBI;

— 1udpBI — He I0MyCKAeTCs UCIIOJIb30BAaHKWEe B Havajle UMeHH;
—  CHMBOJIBL:

_ (moguepkvBaHue);
\ (oOpaTHbIH criern);

. (Touka) — He JIONyCKaeTCs UCIOJIb30BAaHUE B Hayajie MMeHH.

HWMs MOXXHO 3a/iaTh C TOMOIIBIO TOJISE Juamna3oHa (ObICTPBIA CHOCO0) WM C MOMOIIbIO

,[[chequpa HMEH.

4.5.9.1.1 3agaTn UM C IOMOIIBIO IIOJIA XUAIIa30HA

C nomo1npio 1Mo [yana3oHa MOXKHO IIPUCBOUTh UMsI siuelike WIK AUANa3oHy sueek. HMms,
3aJJaHHOe C IIOMOII[BIO TOJIS IUAIa30Ha, SIBJIsieTCs TJI00aIbHbIM.

YroObl 3a1aTh MM C IIOMOIIIBIO OIS IMAlla30Ha, BBIIIOJIHUTE CIle/lyIolye 1eHCTBUSL:

1. Bpienure srueliKky/iMana3oH siueek, KOTopoMy TpebyeTcst IpUCcBOUTh UMsl (cM. PucyHok 221).

2. B mojsie quamnasoHa BBeguTe UMS.

Cruaka v  fe 0,1
A B C D E F
1 |HammenoBaume Ilena 3a e |Runmemu | CTDI{MD(.TL| Crungxa | CronMoCTE €O CKHIKOG
2 |Toeap A 20 5 100 0,1
3 |Toeap B 36 25 900 0,2
4 |Toeap C 48 20 960 0.1
5 |Toeap D 50 18 900 0.1
b

Pucynok 221 — Co3fianue WMeHH ¢ TIOMOIIIBIO T10JTSI TMana3oHa

3. Yrobwl coxpaHuTh UMsl, HaxkmuTe KiaBuiry Enter. Ecim TpeGyercs ymanuTh naHHBIe,

BBeJ/IeHHbIe B IIporecce CO3dHUA NMeHH, HaXKMUTE KJIaBUIITy Esc.
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4.5.9.1.2 3apaTh uM1 ¢ moMoInkio Jlucneryepa MeH

C mnomoirpio Jlucmerdepa MMeH MOXHO IPUCBOUTh UM siueliKe, JMAMa30HY SYeek,
KOHCTaHTe Wiu hopmyiie.
YTo6bl 3aaTh UMSI C TOMOIIIbIO JlMcIieT4yepa UMeH, BBITIOJIHUTE CIIeIyIolue 1eHCTBUS:
1. Ecnu Tpebyetcs 3afaTh UM ISl STYeMKU WIM AMAlla30Ha siueekK, BbIIeNIuTe UX Ha JIUCTe.
Ecnu Tpebyetcs 3a1aTh UMsI JI71s1 KOHCTAHTBI WK POPMYJIbI, IPOIYCTHTE 3TOT IIar.
2. OrtkpoiiTe Iucneryep MMeH OIHUM U3 CJIeIYIOIIUX CIIOCOOOB:

— Bribepute nyHKT KoMaH/iHOrO MeHio JlanHble > 3apaTh uMs (cM. PucyHok 222).

Jdannwme  MHcTpymedte  Bwg OBwwi goctyn  Hag
3aaaTh WMA...

¥npaeneHue 3amnTon r

Pucynok 222 — ITyHKT KOMaHAHOTO MeHIO 3aiaTh UMS

— I_HeJ'I‘IKOM npaBoﬁ KHONKW MBIIIIX [0 BhIJIEJIEHHOMN ﬂqeﬁKE/HHaHHSOHy sg49eexK

OTKpOI:ITQ KOHTEeKCTHO€e MEHIO U BBIIIOJIHUTE KOMdHIAY Baj_'laTb M.

— Ha 6oxoBo# maHenmu HaXXMHTe KHOIIKY @ (ducmeryep umen). B Jlucneruepe

HMMeH Ha)XXMUTe KHOIIKY 3amaTh uMs (cM. PucyHok 223).

= [ucneTtyep nmeH Q
fx
3afatb UMs
Hautu
Cv
o CX
Bce umeHa v = v
=CYMM(Mown[laHHbie)

W cnonb3ynte uMeHa BMECTO CCbINOK, UTOBbI
obnerynte NoHwMaHwe dopmyn

Pucynok 223 — Knonka 3agaTrs ums
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3. B JIncmerdepe MMeH YKaXKHTe JIAHHBIE IS CO37JaHus UMeHU (CM. PucyHok 224):
— B nosne Uma ykaxxuTe UMsl sSTYeMKH/IAANIa30Ha/KOHCTAHThI/GOPMYJIbl UM OCTaBbTe
uMs 10 ymondaHuto. [lo ymomuanuio npucBauBaercs ums [Mmsa_n], rome n —

HOpHJIKOBbIﬁ HOMep MMeHOBAHHOI'O 3JIeEMeHTa.

N ~ 7 [Jwucneryep nmeH Q
3agate MMA fx
., C
Haitu
Winaa_1 * .
="Nncr2'15B52:58%13 >
Bee ancrel v

[oToBO OTmena

Pucynok 224 — Co3ganue nMeHu ¢ noMoieio Jlucneryepa uMeH

— Eciu ums co3paercs i s4erKy/quana3oHa s4eek, B 1ojie CcplIka aBTOMaTU4eCcKu
dbopmMHpyeTcsl CChbUIKa Ha S4elKy/Iuana3oH, BbIJEJeHHbIM Ha IlepBoM miare. [Ipu
He0OXOJJMMOCTH CCBUIKY MOXHO pefaKTUPOBaTh BPYUHYIO WJIM BHIOpATh MBIIIBIO Ha
JUCTe  JPyrylo  siUedKy/AMana3oH, 4YTOOBI  CChUIKA  OTpelaKTHUpOBaslaCh
aBTOMaTh4yecky. Ecimu ums cospmaercs il KOHCTaHTBI WA (POPMYJbl, B IIOJIe

Ccobuika BBeiUuTe TpeOyemMyro KOHCTaHTYy/GOpMyJTy BPY4YHYIO.

CchlIky Ha SYEHKA U AUAIla30HblI d49eeK 110 YMOJIYdaHWIO OTO6pa)KaI-OTCH KaK

abcomoTHble. [IpeobpazoBaTh UX B OTHOCUTENIbHBIE MOXXHO BPYUYHYIO.

- B BbIIIaZialomieM CIIMCKe yKaKuTe, rje GYJIET HCIIOJIb30BATHCA MM: HA BCeX JIMCTaX

3H€KTpOHHOI71 Ta6JII/II_U:I WJIK Ha OllpeaejieHHOM JIMCTe.

4. Haxwmure xkHornky I'oToBo wmu knapunry Enter.
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CozmanHoe uMs oTobpasutcs B ciircke J{ucmerdepa umeH (cM. PucyHok 225).

~ 7 [Jwucnetyep nmeH Q

3afate MMA

Bce Mmena ot = v

@ WMmaa_1

='Mnect2'13B812:5B513

Pucynok 225 — Co3nanHoe ums B Jlucnerdepe nuMeH

4.5.9.2 HaiiTu umsa

HWMsg MoXXHO HaWTH C IIOMOMIIBIO ITOJIA JWAIla30HA WJIH C IIOMOIIBIO I[ncne'rqepa HMEH.

PEFI/ICTp CHMBOJIOB IIpH ITIOMCKe NMeHHU He YIUTbIBAeTCA.

4.5.9.2.1 HaiiTi c moMoOIIbLIO IT0JIS JUANa30Ha

J1J1s1 GBICTPOrO IIOKCKA UMEHH BBIIIOJIHUTE ClleAyIoIIve NelCTBUS:

1. IlenkHuTe IO MMOJIIO JUANA30Ha.

2. Haunute BBOAMTH TpeOyemMoe uMs. B BbImajaromeM crvcke oTobpasaTcs HWMeHa,
COOTBETCTBYIOIIHME YCJIOBUSM IoucKa (cM. PucyHok 226).

3. Bribepure Tpebyemoe UMsl C TIOMOIIbIO MBIIIY WX KJIaBUII KJIaBUATYPHI:

— IllenkHUTE IO UMEHH JIBOM KHOITKOM MBIIIIH.

— BrimenuTe uMs ¢ TOMOIIBIO KJIAaBHUII KJIaBUATYPHI | U T ¥ HakmuTe KilaBuiy Enter.
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(o -] A

¢ Croumocts ='"Nuct2'11%2:..

& Crowmocr... ckwmakoi  =Tncr218K42:,,

yI'IpEEI\.I'IEHMQ 3afaHHBIMK MMEHaMK

Pucynoxk 226 — BeICTpBIN OUCK TI0 UMEHU

Yrobbl IPOCMOTPETh BeCh CIMCOK MMeH M BbIOpaTh M3 Hero TpebyeMoe MMsl, BBIIIOJHUTE
cllefiyIolive AefCTBUS:
1. PasBepHuTe Becb CIIMCOK uMeH. Jljis1 3TOro B IOjie [yana3oHa HAXKMUTE KHOIKY
(cM. Pucynok 227).
2. Broibepure TpebyemMoe UMs B CIIMCKe C IIOMOIIbIO MBIIIY WIN KJIABUII KJIaBUATYPBI:

— IllenxHuTe 10 UMEHH JIeBOM KHOIIKOM MBIIIIH.

— BIJI)IEJ'II/ITE HUMs C IIOMOIIBIO KJIdBUIIT KJIABUATYPbI l nu T " HAXKMUTE KIIdBUIITY Enter.

| a1l v| f

& Konwuecreo NMuet2'1EHE2.

CroumocTs ='"Muct2'1§182:..

CroumMmoct..._ckuakoi  ="Tlnct21EKEZ,

S Q@

Uena_za_en ="Nnct2'1$GE2:.

)fnpasmeme JadaHHBEIMK MMEHAMI

Pucynok 227 — Cnicok umeH

Eciy BeiOpaHHOe MMS NPUHAMJIEXXUT siueliKe/TMana3oHy siueeK, TO 3Ta s4eliKa//Ihana3oH
BbI/IeJISIeTCS B 3JIeKTPOHHOM Tabuuile.

Ecnu BbiOpaHHOe MMS$ NIPUHAIUIEXXUT KOHCTaHTe WK ¢popmyiie, OoTKpbiBaeTcs Jlucmerdep
HMeH, B KOTOPOM aBTOMaTU4YeCKH BbI/IeJIsieTCsl CTPOKA JAHHOTO UMeHH.

Ecm wuMmsa  gueliky/Iyana3oHa  siUeek/KOHCTAHThI/POpPMYJIbI  BBIOMpPAeTcsi B pexuMe
pPellakTUpPOBaHUS STYeMKH, TO OHO BBOJUTCS B S4elKy B KadeCTBe 3HaueHHs (HOPMYIIbl/PyHKINN

(cM. pazzen HUXeE).
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4.5.9.2.2 Haiitu ¢ momompbio Jlucneryepa uMeH

OTkpoiiTe Iucnerdyep MMeH OIHUM U3 CJIeIIOIIUX CIIOCOOOB:

— Ha 6okoBo# aHe u HaXKMHUTe KHOTIKY @ (Tucneruep umeH) (cMm. Pucynok 228).

~ = [wucnetyep nmeH Q
M M
fx
3anath MMA
Haidtu
Bce wmena v 1= v
< Konwnuecteo
="Mwncr2' 1§HE2:5HS5

<) CrommocTs

="Tlncr2'15152:51%5

<7 CToMmocTh_cO_CKWAKOI
="Nnecr2' 15K 2:$K$5

7 Lena_3a en

="Mnecr2'15652:5G5

(¥}

Pucynok 228 — Jlucnetyep umeH

— B mone Aalla30Hd HAXKMHUTE KHOIIKY * W BBIIIOJIHUTE KOMdHOY

3aJaHHBIMH HMeHaMH (cM. PucyHok 229).

= v
D
< Koauuecreo =" NncT2'1$HE2.,
¢ Croumocts =" Nunct215152:.,
& CTOWMOCT..._ckuakoi  =Tet2 1882,
& Uena_3a_en =" MncT2'1$G42:.,
YnpaeneHne 3agaHHbIMKU MMEHaMM &

10

Pucynok 229 — Komanyia YnpasieHue 3aJaHHbIMH HMeHaMHU
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B Mucneryepe umeH oTtoOpakaeTcs MOHBIM CIIMCOK UMEH, KOTOPble COAEP>KUT TeKyIlas
anekTpoHHas Tabmuia (cMm. Pucynok 228). [l1s1 ObICTPOro moucKa o CIKCKY UCIIOIb3yHTe CTPOKY
MOVICKA | UTHCTPYMEHThI GUITBTPAITAN/COPTUPOBKH.

J1J1st TorcKa UMeHHU C MTOMOIIIbIO CTPOKHY IIOKMCKA BBITIOJIHUTE CIIeAyIOIye IeHCTBUS:

1. VYcraHoBuTe KypcoOp B CTPOKY IOHCKA.

2. Hauaute BBOOUTH TpebOyemMoe UMs WM CCBUIKY/KOHCTaHTY/pOpMyiy, KOTOpPOH

MIPUCBOEHO 3TO uMs (cM. Pucynok 230).

~ 2 [ucnetyep MMmeH Q
M N
5 fx
a0aTbk MMA
| CTUM| * ‘
Bce wmeHa hd = v

<7 CronmocTs

="Mnecr2'15152:5155

&7 CToMMOcTb_co_cKMIKOIA

="Mner2 15K$2:5K85

Pucynoxk 230 — Ctpoka nowucka

[lo mMepe BBOJA IaHHBIX MJis MOMCKA CIIMCOK KMMeH OyJleT COKpaIlaThCs 10 3HAYeHUH,

COOTBETCTBYIOIIHX YCJIIOBUAM IIOUCKA.

st unbTpauu CMcKa BHITIOJIHUTE CIIeAYIOIIHe IeHCTBUS:
1. [enkaute no nomnto Bece nmena (cM. Pucynok 231).
2. B BeInagarorieMm CIiMcKe yKaXkuTe, Kakylo TPYIITy UMeH ciieflyeT 0TOOpaXkaTh B CIIHCKe:

— 3agmaHHBIe HMeHA — UMeHa, 33JJaHHble [10JIb30BaTejleM BPyUYHYIO;
— Vimena Ta0ummn — MMeHa «YMHBIX» Ta0JINII;

— JloxkaJpHBIC: ITOT JIHMCT — HMEHd, KOTOpble MOI'YT HCIIOJIb30BATHCA HaA JIMCTE,

OTKPBITOM B JAHHBIM MOMEHT;

— I'mobanbHBIE: BCe JTUCTBI — MMeHa, KOTOpble MOTYT HCIIOJIb30BaThCs Ha JIIOOOM

JIUCTe 3JIEKTPOHHOM TaOJIUIIBI.
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- [wucnetyep umeH Q

3a0aTh MMA

Bce mmena ~ = v

oy

+  Bce vMeHa

3E,EI,EHHI:|IE' MMeHa

Wnena Tabmaw,

NokaneHele: 3TO0T AMCT

[noBaneHLIe: BCe NMCTHI

Pucynok 231 — Ilosie Bce nmena

Yrobbl BEIOpPATh CIOCOO COPTHPOBKU CIMCKA, BHIIOJIHUTE CIleyIolue eHCTBHUS:
1. Haxwmwure Ha kHOTIKY [= (cM. Pucynok 232).
2. Bribepure criocob COPTHPOBKHU:
— Ilo umenu (A-$I) — copTHpoBKAa IO 3HAYEHHIO, yka3aHHOMY B mone HMms

(10 Bo3pacTaHUIo);

— Ilo umenu (SI-A) — copTHpoBKAa IO 3HAYEHHIO, yka3aHHOMY B mone HMms

(o yb6bIBaHUIO);

— Ilo ampecy (A-$I) — copTHpOBKa [0 3HAYeHHWIO, ykazaHHOMY B moyne CchbLIkKa

(o BO3pacTaHuI0);

— Ilo ampecy (fI-A) — copTHUpOBKa IO 3HAYeHUWIO, yka3aHHOMY B moyne CchbLIKa

(o ybbIBaHUIO).
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= [wucnetyep nmeH Q
\ fx
a0aTk MMA
Bce nmeHa b ‘ = ~

0

" Mo umenn (A-A)

@ Konwnuecte: Mo 1meHn (H_A:]
="Mnct2 15k
Mo agpecy (A-A)

e, CITETHMC:'I:T_b Mo aapecy (A-A)
="Tlncr2'151!

Pucynok 232 — Beibop criocoba COpTUPOBKY CITUCKA

YToOBI MOCMOTpPETh, KaKOW siuelike/quana3oHy COOTBETCTBYeT WMs, BBIJIEJIUTE 3TO UMS B
cnucke. Sldelika/nrana3oH BbIIEUTCS B 37IeKTPOHHOM TabJuIe.

Ecm wuMmsa  sgueliky/yuana3oHa  si9eeK/KOHCTAHThI/POPMYJIbI  BBIOMPAeTCS B pexxume
pPeaKTUPOBaHUS STYEHMKHU, TO OHO BBOJIUTCS B siUeWKY B KadecTBe 3HaueHUs GOPMYJIbl/GyHKIIAN

(cM. pazzen HUXeE).

4.5.9.3 Beectu ums B popmyiny min pyHKIHI0

Beog ¢opmyn u ¢yHKIMHA, KOTOpble coiep)KaT WMeHa sdeek/AUalia3oHoOB siyeek/
KOHCTAHT/pOpMYyJ1, OCYIIIeCTBIISIeTCS CTaHIapTHBIMU CIIOCOOaMHU.

Hwms B popMyiy niim GyHKIMIO MOXKHO BBECTH CJIEYIOIIUMU CIIOCOOaMU:

— BPYUHYIO,

— € TIOMOIIIBIO TI0JISI IMana3oHa,

— cnomoltbo Jlucnerdyepa uMeH.

YToObI BBECTU UMSI BPYUHYIO, BBIIIOJIHUTE CJIeYIOIIHe AeHCTBUS:

1. Haunawute BBOguTh UMs (cM. PucyHok 233). B Beinazatoriem criivicke 0ToOpa3siTcsi UMeHa,
COOTBETCTBYIOIIHE YCJIOBUSM ITOMCKA.

2. Bribepute UMs C IOMOIIIBIO MBIIIN UM KJIABUII KJIABUATYPbI:

— IlenkHuTe 110 UMEHM JIeBOM KHOIIKOH MBIIIIH.
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— BbienuTe Ml ¢ TOMOIIBIO KJIAaBUIII KJIABUATYpPHI | ¥ 1 ¥ HAXKMHUTe KilaBuilly Enter.

E2 v fx =D2*(1-C
A B iE D E F G H
1 |Hanmenoeanue Ilena 3a en. |K|mmemu L(_]__qu[_w_u_)g_r_rz CrugKa | CToHMOCTE CO CKHIKO
2 [Tosap A 20 | 100, 01=D2*(-C|
3 |Toeap B 36 25 900 0.2 n
4 |Toeap C 48 20 960 0,1 ¢ Ckuaka
5 |Toeap D 50 18 900 01
= ———————— </ Crommocts
7 F CEroaHA
8
9 Fx CEKYHAbI

Pucynok 233 — BBog uMeHU BpyuHY1O

YT0oOBI BBECTH UM C IIOMOIIBIO II0JIA JWAIlda30HAd, BBIIIOJIHUTE ero IIOMCK TdK, KdK OIIMCAHO B

paznerne 4.5.9.2.1 (cm. mpumep Ha Pucynke 234).

cknara| v fx zD2*(:
D B F
¢ Crwmaka =" MucT3'1$E42:,.,
l} BO I_g__TQIi[_lb_ﬂ_)E.'_.[‘_lﬂ CrHgHa | CToHMOCTE CO CKHIKOH
5, 100, 0,1zD2(-
YnpaeneHWe 234aHHbIMK MMEHAMWK 5 aQn 0,2
20 960 0,1

5 50 18 900 0,1
B

Pucynok 234 — BBoj uMeHU C TIOMOITIBIO TIOJIST IMana3oHa

YToOBI BBECTH M4 C ITOMOIIIBIO JluceTyepa HMeH:
1. BhimonHMUTE TOWCK UMEHHU TaK, Kak OMUCAHO B pa3nene 4.5.9.2.2.
2. BrpibepuTe UMs C IOMOIIBIO MBIIIN WM KJIABUII KJIaBUATYph! (cM. PucyHok 235):

— BribepuTe uMs ABOMHBIM METYKOM MBIIIIH.

— BI)II[EJ'II/ITE UM C IIOMOIIBIO KJIABUIIT KJIdBUATYPbI l nu T " HAXKMUTE KIIdBUIITY Enter.

F2 v e zD2N o0
= [ucnetyep umeH
A B c D E F G " A p Q
1 |Hanmmenopanne | Ilena ngg|Kmmeangﬂggk‘&uwca|CTfrmom €O CKHIKOIH A FX.
> [Tosap A 20 5| 100 0,1=D2%(1- SAadTE
3 |Toeap B 36 25 900 0,2 @
4 |Toeap C 48 20 960 0.1 ckinaKa X
5 |Toeap D o0 18 900 0.1 _
6 Bce nmena - = ~
7
8
9
< Ckmaxa

11 ='Nuer3'1SE$2:$E$5

12
13

Pucynok 235 — Boj umenu ¢ nomoriipio Jlucrnerdepa uMmeH
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BribpanHoe wuMs mojcraBuTcs B dopmyny/byHKIMIO. Ecid  vMS  TpUHAIIEXUT

sJerike/ AAIla30HY d4eeK, TO JdHHas EQEIZKH/HHBHHBOH IIOJJCBETHUTCS B SHEKTpOHHOﬁ Taﬁﬂl/llle.

[Ipu HEOOXOIMMOCTA MOXXHO BBeCTH B (HOpPMYITy/PpYHKITHIO JIOKAIbHOE UMSI C JIPYyTOro
mucta. Jliis aToro BeiOepuTe ero B moJie AWana3oHa Win B Jlucrerdyepe uMeH Wiiv BPYYHYIO

BBenuTe cchulKy Buzia 'Sheet Name'!MyName. Hanpumep: "JIuct2''Umsa_8.

4.5.9.4 IIpocMoTpeTh CBOMCTBA HMEHHU
YT0o6BI IPOCMOTPETh CBOMCTBA UMEHH, BBIIIOJIHUTE CJIe/lyIolIe JeHCTBUS:
1. OrkporiTe /Incnerdyep MMeH OHUM U3 CJIeAYIONIMX CIIOCOOOB:

— Ha 6oxoBo# naHesi HAXKMUTe KHOTIKY 0 (ucneruep umeH) (cMm. Pucynok 237).

— B mone JWdIId30Ha Ha>XMHTE KHOIIKY % W BbIIIOJIHUTE KOMaHIOY anaBJleHne

3aJJaHHBIMH HMeHaMH (cM. PucyHok 236).

I v| fx
<) Konwuecteo ='NMunct3'13CEE., P
¢ Crkwaka =" NncT3'1$ES2:..
) Croumocts ='Nuct3'1$D%2:.,
<) Crowmocr..._ckmakoi  =nct3'19F82:.

Lena_3a_en ='Mnct3'1EB32:..

'.'l'rl'lpaEI..l'lEHME 3a0aHHBIMK MMEHaMIA %

12

Pucynok 236 — Komania YnpasieHue 3afaHHbIMH HMeHaMHU

2. B JIncmerdepe MMeH HaBeiUTe KYpPCOP MBIIIU Ha Tpebyemoe MMs ¥ HaXKMHUTe KHOIIKY

~ (Pa3BepHyTb) (cM. Pucynok 237).
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~ 2 [Jucnetyep uMeH Q

3anaTk MMA

Bce vmeHa v |[T= ~

J Konwuecteo P
= Nner3'18C52:5C55 [s

J Crmaka

(W]

="Mlmcr3'13E$2:SES

Pucynok 237 — Knonka Pa3BepHyTh

Ecnu ums npuHaiexxuT siuelike/Ivana3oHy siueek, TO aHHas si9eliKa/uana3oH BbIIeIUTCS
B 3JIEKTPOHHOM Tabuuile.

B Mucneruepe nMeH oTo6pasaTcs CBOMCTBA BbIOpaHHOTrO MMeHH (cM. PucyHok 238). Tekcr
B noyisix Mmsa u Ccepliika npy Heo6XoIMMOCTA MOXKHO CKOIIMPOBATh.

YTOOBI CKPBITH CBOMCTBA KUMEHU, HAXKMHUTe KHONIKY CBepHYTb.

- [wucnetyep UMmeH Q
3agate UMA fx
ManT
Bece umeHa v | TZ ~
|

="Nncr3'15C52:5C55

m] CBepHyThL

Pucynoxk 238 — CoiicTBa UMeHU
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4.5.9.5 Yaanure umsa

Ypanarb MOXHO HMeHa, CO3[laHHble BpPYYHYIO. YJajleHHhe HMeH «YMHBIX» Ta0iIuIl
HEeJIOCTYIIHO.
YToOBI yIaMUTh UMS, BBITIOJTHUTE CJIeIyIONIre JeHCTBHUS:

1. OtkporiTe /IucneTyep HMeH OHUM U3 CIIEAYIOIINX CITIOCOOO0B:

— Ha 6oxoBo# naHen HAXKMUTe KHOTIKY 0 (ucneruep umeH) (cMm. Pucynok 237).

— B mome JAWdIId30Ha HaAXMHUTE KHOIIKY % W BbIIIOJIHUTE KOMdHIOY anaBJleHne

3aJaHHBIMH HMeHaMH (cM. PucyHok 236).

2. B I[I/ICIIBT‘IEPE HMEH HdBeJUTe KypCOp MBbIIIKX Hd Tpe6yeMoe UM 1 HA’)KMUTE KHOIIKY

v (Pa3BepHyTb) (cM. PucyHok 237).

3. Haxmure KHOIIKY o (Ymamuts) (cMm. Pucynok 238).

4.5.10 Ccpuika Ha IaHHBIE B IPYTOM I0KyMeHTe

B ¢popmynax n QyHKIUAX TeKyllero JOKyMeHTa MOXXHO CChUIAThCSl Ha JaHHbIe U3 OJHOIO
WJIM HECKOJIbKHUX BHEIIHUX JIOKYMEHTOB.

B aToi1 Bepcum npuiioxkeHus1 IeUCTBYIOT CllelyIolye OrpaHUYeHUsI:

— Texymuii ¥ BHeITHUM JTOKyMeHTHI JOJDKHBI ObITb coxpaHeHbI B ¢popmare XLSX, ODS
wm XODS.

— Tekymuyii ¥ BHEIIHWA [TOKYMEHTHI JIOJDKHBI OBITh JIOKQJIBHBIMH, TO €CTb JIOJDKHBI
HaXOOUTbHCS HEITOCPeAICTBEHHO Ha BallleM KOMIIbIoTepe.

— Tlomnep>xuBaercs co3fiaHKe CChIIOK Ha STYeMKU U JTMala30Hbl siueeK BHEITHero JIOKyMeHTa.
[Ipy 3TOM He JOMYCKAIOTCS CTPYKTYPUPOBAHHBIE CCHUIKK (CM. pasmen 4.5.11), a Takxke
CCBUIKHM Ha MMeHa sT9eeK M TMara3oHoB (CM. pasnen 4.5.9).

— Ccbuika, KOTOpPasi BBOJUTCS BDYYHYIO B siUeliKy ¢ uMeHeM (cM. pasfen 4.5.9), moimkHa
ObITh abcomoTHOM. [Ipy co3maHKUK UCTOYHUMKA JIAHHBIX JIJIsi UMEHOBAHHOTO JIMAIla30Ha

ISl KOPDPEeKTHOM paboThI HY>KHO BBOAUTH aDCOIOTHYIO CCHUIKY.

CchUIKy Ha JlaHHBIE W3 BHEIHEro JOKYMEHTa MOXHO CO37[aTb OJIHUM U3 CJIeTyHOIIUX
CII0COOOB:
— OTKDBITh BHEIIHWM JOKyMEeHT U BbIIeJIMTh TpeOyeMylo suelKy WJIM AMANa3oH sueek
II[eJTYKOM MBIIIIH;

— BBeCTH BPYYHYIO, HE OTKPbIBAs BHEIIHUH HAOKYMEHT.
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4.5.10.1 Co3maTh CCHLIKY IIETYKOM MBIIIH

Yrobsl B popmysie MM PYHKIUM TeKyllero JOKyMeHTa CO3[aTh CCBbUIKY Ha JaHHble W3

BHelIHero JOKyMeHTda e/ TYKOM MBbIIIN, BBIIIOJIHUTE ClleAyrolre e CTBUS:

1.

OTkpoiiTe AOKyMeHT, B KOTOpoM OymneT cojepkarbcs ¢opmyna wid yHKIUS CO
CCBIJIKOM, Y BHEIITHUM JIOKYMeHT, Ha JIaHHble KOTOPOTo TpebyeTcsi co3/1aTh CChUIKY. Eciu
BHEITHUM JOKyMeHT ObUI OTKpBIT paHee, ybemuTech, YTO B HeM COXpaHeHbI Bce
BHeCeHHbIe u3MeHeHUs (cM. paszzen 4.1.10).

B Tekymiem [oKyMeHTe BbIJleIUTe SYeHKy, B KOTOPYIO HY>KHO BBeCTH GOpMyJly WU
$yHKIHIO.

B cTpoke ¢popmyi win HenocpeJCTBEHHO B siuelike BBeUTE 3HAK = M HAaYHUTEe BBOAUTh
dbopMyiy Wik QyHKIIHIO.

[TepelimuTe Kk BHeIIHeMy JJOKYMeHTYy ¥ BblOeprTe JIMCT, Ha S4elKy WIN IUala30H sueeK
KOTOPOro TpebyeTcsl CO3[1aTh CCHUIKY.

Bribepute Ha mucTe TpebyeMyro siueliKy WM AMAana3oH siieek. B crpoke dopmyn
BHEIIIHero U TeKyllero JI0KyMeHTa 0ToOpa3uTcsl BBefleHHas! popMysia WiIh PyHKIUS U3
TeKylIero fokymeHTa. [Ipu HeobxonrmocTu Gpopmyity/PpyHKIHNIO MOXKHO pelakTUpPOBaTh
KaK B TEKYI[eM, TaK ¥ BO BHeIlIHeM JJOKyMeHTe.

[IeperiauTe B TeKylIMK JOKyMEHT, 3aBeplInTe BBOJ (PYHKIIUU UK GOPMYJIIbI U HAXKMUTE

KHOIIKY o B CTPOKe Cl)OpMYJ'I WJIN HA’)KMUTE KJIaBUIITY Enter 5a KJIaBHUaType.

4.5.10.2 BBecTH CCHUIKY BPYUYHYIO

Yro6b1 B popMyIie Wi GYHKIMU TeKYIero JOKyMeHTa CO3[jaTh CChUIKY Ha JJaHHbIe U3 BHEIITHero

JIOKyMeHTa BpY4HY10, HeOOXOIMMO BBECTH CTPOKY Bujia 'myTh[ums.paciumpenue]/luct'! fIueiika, rye:

NyTh — IIyTh K BHEIlIHEeMY JIOKYMEeHTY, KOTOPBI MOXeT ObITh YKa3aH Kak:
— OTHocUTeNbHBI NyTh — TMyTh K BHeIIHeMy JIOKYMeHTY, OIMChIBaeMbIii
OTHOCUTEJIbHO  0a30BOM  JWpPEKTOPUM  HMCXOAHOrO  JOKyMeHTa. llpumep:

../Subfolder/Buemnuii fokymeHT.xIsx.
— AOCONIOTHBIM NYTh — MYTh K JIOKyMEHTY, ONMCHIBAEMBIA OT KOPHSI JIOTHYECKOTO

IvcKa (KOpHSI YCTaHOBJIEHHOM olepalldioHHOM cucteMsl). [Ipumep: C:/Users/

Username/Downloads/Subfolder/Buennmii nokymeHT.xIsx.

— AOComoTHBIY NYTh K BHEITHEMY JOKYMEHTY C MCIojb3oBaHueM cxeMbl file (cxema
URI). IIpumep: file:///C:/Users/Username/Downloads/Subfolder/Buensmuii

DOKyMeHT.xIsx.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' MWy, 2013-2024 223



MonOdonc

— HUMM.paclipeHHe — UMs M paciivpeHue BHeltHero ¢aiia. Hanpumep: Buenrnmii

IOKYMeHT.xIsx.

— JIncTt — uM4 JIMCTa BO BHEIITHEM

nokymeHte. Hanpumep: JIucrl.

— S$ldelika — ajipecC s;YeMKU WIK IMalla30Ha sS9eeK BO BHelllHeM JiokyMeHTe. Hanpumep: Al

i Al1:A10.

IIpumeput dna OC Windows

B npumepe Hmxe nokymeHT document.xlsx, pacrionoxeHHbIE B 0a30BOW IUpPEKTOpUHU

C:/Users/Username/Downloads/, ccbutaeTcst Ha JlaHHbIe U3 BHeIIHero nokymeHTa external.xlsx,

PacCIIOJIO’KEHHOI'O B TOU Ke IUPEKTOPHHA.

OTHOCUTENBHBIH [Ty Th K BHELIHeMY JOKYMEeHTY

Jexternal.xlsx

AOCOMIOTHBIY NIYTh K BHEIIHEMY JJOKYMEeHTY

C:/Users/Username/Downloads/external.xlsx

ABCONIOTHBIN MyTh K BHEITHEMY JOKYMEHTY C
ncrionb3oBanueM cxeMmsl file (cxema URI)

file:///C:/Users/Username/Downloads/external.xlsx

dopmyra ¢ OTHOCUTETHHOM CCHUIKOH

="[external.xlsx]/IucTl''A1+A1

DyHKITMSA ¢ aDCOTIOTHOM CCHUIKOM

=CYMM('file:///C:/Users/Username/Downloads/
[external.xlsx]JIuct1'TA1:A10)

B npumepe Hmxe nokymeHT document.xlsx, pacrosioxeHHbIE B 0a30BOM JIUPEKTOPUH

C:/Users/Username/Downloads/, ccbuiaeTcst Ha JJaHHble U3 BHeIlIHero JokymeHTa external.xlsx,

pacnosioxkeHHOTo BO BiioxkeHHOM nupekTopuu C:/Users/Username/Downloads/Subfolder/.

OTHOCUTEeNbHBIN YT K BHEIIHEMY
JIOKYMEeHTY

./Subfolder/external.xlsx

AOCOMIOTHBIN TYTh K BHEIIIHEMY JOKYMEHTY

C:/Users/Username/Downloads/Subfolder/external.xlsx

AOCOMIOTHBIN TTh K BHEIIIHEMY JOKYMEHTY
¢ ucnonb3oBanreM cxemsl file (cxema URI)

file:///C:/Users/Username/Downloads/Subfolder/external.xlsx

dopMyia ¢ OTHOCHUTETHHOM CCHUIKOM

='Subfolder/[external.xIsx]/Tuct1"TA1+A1

®yHkus ¢ abCOMOTHOM CCHITKOM

=CYMM('file:///C:/Users/Username/Downloads/Subfolder/
[external.xlsx]JTucT1'!A1:A10)

B npumepe Hmxe nokymeHT document.xlsx, pacrosnoxeHHbIi B 0a30BOW JIUpPEKTOPUHA

C:/Users/Username/Downloads/, cceiyaeTcst Ha JaHHble W3 BHeIIHero JoKymMeHTa external.xlsx,

pacmosioXkeHHOro B Apyrou aupekrtopuu — D:/Documents/SomeFolder/.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' MWy, 2013-2024 224




MonOdonc

OTHOCHTeJIBHBIH 1Ty Th K BHELlTHeMy
JIOKYMeHTY

D:/Documents/SomeFolder/external.xIsx

AOCOMIOTHBIY NIYTh K BHEIIHEMY JJOKYMEeHTY

D:/Documents/SomeFolder/external.xlsx

AOGCOMIOTHBIN MTyTh K BHEIITHEMY JIOKYMEHTY C
rcrnosb3oBaHueM cxemsl file (cxema URI)

file:///D:/Documents/SomeFolder/external.xlsx

dopmyra c OTHOCUTEIHHOM CChUIKON

='D:/Documents/SomeFolder/[external .xlsx]/TucTl'TA1+A1

DyHKIHMSA ¢ aDCOTIOTHOM CCBHUIKOM

=CYMM('file:///D:/Documents/SomeFolder/[external . x]sx]
JInct1"A1:A10)

IIpumepwut dna macOS

B npumepe Hmxe nokymeHT document.xlsx, pacronoxeHHbIi B 0a30BOW JIUPEKTOPUH

/Users/Username/Downloads/, ccbutaeTcs Ha AaHHble M3 BHeITHero JoKymeHTa external.xlsx,

PacIIoIOXeHHOI'0 B TOU e TUPeKTOPHH.

OTHOCUTENBbHBIN ITyTh K BHEIIIHEMY JJOKYMeHTY

../external.xlsx

AOCOMIOTHBIY NIYTh K BHEIIHEMY JJOKYMEeHTY

/Users/Username/Downloads/external.xIsx

AGCOMIOTHBIN MTyTh K BHEIITHEMY JIOKYMEHTY C
rcrnosb3oBaHueM cxemsl file (cxema URI)

file:///Users/Username/Downloads/external.xlsx

dopMyia C OTHOCHUTEIHLHOM CCHUIKOM

="lexternal.xIsx]JIucTl"!A1+A1l

DyHKITMSA C aDCOMIOTHOM CCHUIKOM

=CYMM('file:///Users/Username/Downloads/
[external.xlsx]/TucT1'!A1:A10)

B npumepe Humxe nokymeHT document.xlsx, pacrionoxeHHbI B 0a30BOW JIUpPEKTOPUHU

/Users/Username/Downloads/, ccbutaeTcs Ha AaHHble M3 BHeIIHero joKymeHTa external.xlsx,

pacnosiokeHHOTO BO BiioxkeHHOM upektopuu /Users/Username/Downloads/Subfolder/.

OTHOCHTENIBHBIH 1Ty Th K BHEIITHEMY JOKYMEeHTY

../Subfolder/external.xlsx

ABCOMOTHBIN Ty Th K BHEIITHEMY JJOKYMEHTY

/Users/Username/Downloads/Subfolder/external.xlsx

AOGCOIOTHBIN YT K BHEIITHEMY JOKYMEHTY C
rcrnosb3oBaHueM cxemsl file (cxema URI)

file:///Users/Username/Downloads/Subfolder/external.xIsx

dopmysa C OTHOCUTEIBHOM CCBHUIKOM

='Subfolder/[external.xIsx]JIucT1"TA1+Al

®yHkus ¢ abCOMOTHOM CCHITKOM

=CYMM('file:////Users/Username/Downloads/Subfolder/
[external.xlsx]J/Iuct1'TA1:A10)
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B mpumepe Hmwke mokymeHT document.xlsx, pacrmosiokeHHBIM B 0a30BOM JIUPEKTOPUU
/Users/Username/Downloads/, ccbutaeTcs Ha AaHHble M3 BHelIHero jJoKymeHTa external.xlsx,

pacronoxeHHoro B apyroi aupektopuu — /Volumes/USB_flash/SomeFolder/.

OTtHOocuTeNbHBIN Ty Th K BHentHeMy NokyMeHTy | /Volumes/USB_flash/SomeFolder/external.xlsx

AOCOMIOTHBIY NIYTh K BHEIIHEMY JJOKYMEeHTY /Volumes/USB_flash/SomeFolder/external.xlsx

AOcomoTHBIY NIyTh K BHellIHeMy JokyMeHTy ¢ | file:///Volumes/USB_flash/SomeFolder/external.xlsx
rcrnosb3oBaHueM cxemsl file (cxema URI)

Popmyra c OTHOCUTEIbHOM CCBUIKOM ='../Volumes/USB_flash/SomeFolder/[external.xlsx]
JIucrl'Al1+Al

®yHkMs ¢ abCOMOTHOM CCHITKOM ='file:///Volumes/USB_flash/SomeFolder/[external.xlsx]
JIuct1''A1:A10)

4.5.10.3 O0HOBUTE JaHHBIE

Tak kak JaHHbIe BO BHEIIHEM JIOKyMeHTe MOTYT MeHSITbCS, PpeKOMeHAYyeTCsl IepuoIMIeCcKr
OOHOBJIATH CCHUIKY Ha 3TU JIAHHbIE B TEKYIIEM JIOKYMEHTe.

YToObl OOHOBUTH CCBUIKM II0CTEe OTKPBITHSl TeKyIlero JIOKyMeHTa, HaXXMHUTe KHOIIKY
OOHOBUTH [aHHBIE B CTPOKe YyBelnomiieHUs1 «(CBsi3aHHBIe JOKyMEHTbI MOTJIM W3MEHHUThCS.
OOHOBUTE 3TOT HOKYMEHT, YTOOBI MOIY4YUTh MOCTIefHHe JaHHble» (cM. Pucynok 239). JlaHHas
CTPOKa OTOOpakaeTcs MO/I MMaHeJIbI0 UHCTPYMEHTOB.

[IpunoxxeHvie BBIIIOIHUT IepecyeT GOPMYJI U (PYHKIMM C Y4eTOM HOBBIX 3HAUYeHUU U3

BHellIHero J10KyMeHTd.

= ; - " — A+ — ] ==l
+ v k XOThames | |12 v A" A = v 4 v 123 % EEH |\+,|
K A o -

JobaenTe '-Ei:' - aee )K IS H sea - v & v Vv D
M3bpannoe ®ann Mpaska WpudT BripaBHuBaHme Yucnoson...| Adueitkm FIELTTES Bcraska Ll
CeAZaHHbBIE JOKYMEHTE! MOTAWN W3MEHNTECA. OBHOBMTE 3TOT AOKYMEHT, UTOGB! NOMYYMTE NOCIEAHWE SaHHbBIE, O6HOBWTL JaHHbIE 3aKpbIT
E6 v fx

Fa

Pucynok 239 — Knonka O0HOBUTH TaHHEIE
Ecnmu nmokymMeHT HeJoCTymeH, TO TOJ TMaHEeIbI0 HWHCTPYMEHTOB OTOOpasWTCS CTPOKa

YBeJOMJIEHU «CBsI3aHHBIE HAOKYMEHTbl HeOJOCTYIIHbI. B Ta6J'II/II_Ie HCIIOJIb3YIOTCA TIIOCJIeJHHUEe

coxpaHeHHbIe JaHHbIe». HakmMuTe B TaHHOM CTPOKe KHOTIKY 3aKphITh (cM. PucyHok 240).
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+ v X XOThames |~| (12 [v| A= AY =~ L v 123 B EEF
JoBaenTe |E;] v . >|< K H sne ﬁ v £ p‘% v 5
HM3BpaHHoe Dain Mpaeka WpudT EripaBHUBaHWe Yucnoeod... Hueildkn JNanHbe BcraBka Ll
CeAzaHHbIe AOKYMEHTE HEAoCTyNHEL B TaBanue Menoab3yroTeA NocNegHMe CoXpaHeHHBIE AaHHBIE
D6 v fx
LY

Pucynok 240 — KHorika 3aKphITh

YtoObl OOHOBUTH JIaHHBIE NIPU PaboTe C JOKYMEHTOM, BBIMOJIHUTE OAHO U3 CJIeAYIOIIUX
IeUCTBUM:

— Broibepure nyHKT koMaHAHOTO MeHi0 JlanHbIe > O0HOBUTH JaHHbIe (CM. PucyHok 241).

JavHele  WHcTpymentel  Bug  OBwwi goctyn  H

3apatbk MMS...
YnpaeneHwe 3aluTON 4

ObHOBUTE CBOAHYIO Tabauuy
Hactpowtb cBOAHYIO Tabauuy

Yaanutb cBOogHYHO Tabanuy
Hactpowtb ymHy0 Tabnmuy

IpynnupoBate CTpOKK

pynnupoeats cToNbUb

eon Ho =

OUMCTUTb FPYNNMPOBKY

™

Agtocymma Alt+=
Yaanute gybnvkarsl...

Pexxum nepecueta 4

Q

OBHOBWTL JaHHbIe Ctrl+Shift+F5

MpoBepka aaHHBbIX

MocmoTpeTs Bce NpoBepku

Pucynok 241 — Ilynkt komanaHoro MeHio OOHOBHUTBH TaHHBIE

s
— Ha nanenu wuHCTpymeHTOB, B pa3feiie JlaHHbIe HakMuTe KHOMKY r_+ (OOHOBHTH

nmaHHbIe) (cM. PucyHok 242).
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vEr Rl 88 o-
> v (3 B v
[AaHHble Bcraeka

Pucynok 242 — Knorika OOHOBHUTB TaHHBIE

— Haxwmure coderanue kiapuiil Ctrl+Shift+F5 / {Shift+3Cmd+F5.

HaHHbIe 10 BHEITHUM CCBHIJIKAM OOHOBJISIOTCS IIpr CO30aHHHN HOBOM CCBUIKHA Ha JOKYMEHT
WJIN IIpU peadKTHPOBAHUH CYIIIECTBYIOHIeﬁ. B sTom Cllydae OOHOBIJISIOTCS JaHHbIe TOJIBKO II0O TeM

JIOKyMeHTaM, KOTOpble YKa3aHbl B CO3/JaHHOW/M3MeHEHHOH ¢opMyiie.

Omubka #REF! oToOpakaeTcs B siuerikax, eciu:
— Ilpy co3aHuy CCbUIKM yKa3aHHBIM B CChIJIKe BHEIIHUM JOKYMEHT HeJJOCTyIlleH (Win
B HeM He CyIIeCTByeT YKa3aHHOI'O JIMCTA), U ]ISl HEIO HeT COXpaHEHHBIX paHee
A 3HaYEHUH.
— Ilpu 3arpyske JoOKyMeHTa JjIsi YKa3aHHOI'O B CChUIKe BHEIIHero JOKyMeHTa HeT

COXPdHEHHbIX 3HaYeHUM ()IaHHI)Ie He ObIIH IMOJIy4eHbI IIpHU CO3JdHHUHA CCI:IJIKH).

4.5.11 CTpyKTypupOBaHHbIEe CCHIIIKH

Pabora co CTpyKTypHMpOBaHHBIMM CCBUIKAMH IOJJIepP>KMBAeTCsl TOJIbKO B Tabiunax, K
KOTOpPbIM TIpMMeHeH TabJIM4YHBbIA CTHIL ¢dopMathpoBaHus B mporpamMme Microsoft Excel (Tak
Ha3bIBaeMbIX «YMHBIX» TabIMIAX).

«YMHble» Tabmumbl uMeloT ums (o ymomuyanuio — Tabauual, TabauuaZ v T.4.) u
COCTOSIT UX CJIeIYIOIIUX 00OJIacTel:

— CTpOKa 3aroJioBKa,

— o0JacTb JaHHBIX,

— CTPOKa UTOI'OB.
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4.5.11.1 Ucnosab3oBaHue CTPYKTYPUPOBAHHBIX CCHLJIOK

CDOpMYJII)I CO CTPYKTYpPHUPOBAHHBIMH CCBbUIKAMHW OIIepUpPYyIOT He JaJpeCaMH d49eeKk U
AWAIla30HOB sd4YeeK, 4 HKWMeHdMH Ta6JII/IIII)I u CTOJI6IIOB T86JII/IIILI, d TdKiXKe Ha3BdHUIMMU

obacreii Tabuiel (cM. PucyHok 243).

B9 v fx =CYMM(Tabauual[Mponanu]) C9 v fx =CYMM(TabauuaZ[#0aHHbie])
A B A B C
F | F |
1B Tosap =| Mpopgammn ﬂ Il Tosap =| Mocksa =| MNoagmockoBLe ﬂ
2 |AnensCcHHbl 42768 2 |AnenbCHHb 42768 11752
1 |bawnaxaHbl 1400 1 |BbawnasaHbl 1400 102608
4 |BaHaHbI 20755 4  |BaHaHbI 20755 69569
5 |BbapaHkmK 17850 5 |BapaHkK 17850 21482
& |Bepmuwent 26180 & |Bepmuwent 26180 930
7 |Tpywn 56606 7 |Tpyww 56606 13356
& |Kabaukw 4884 & |Kabaukw 4884 4290
9 1?0443_ ] 394490_

—_
[=]

—_

[=]

Pucynok 243 — CTpyKTYypHUpOBaHHBIE CCHUIKH

B Tabnure Hibke prBeieHbl IPUMepbl 0OBIYHBIX U CTPYKTYPHUPOBAHHBIX CCBHIJIOK.

Tabnuna 14 — IIpumeps! cChIIOK

Onucanune OOBIYHAA CCHUIKA CTpyKTypHpOBaHHas CChLIKA

Cchika Ha IMAra3oH syeek =CYMM(B2:B8) =CYMM(Tab6mumnal[IIpomaxmu])
cronbua Ipomaxu tabmuier Tabmmmal

Ccpika Ha 0671aCTh TAHHBIX =CYMM(A2:C8) =CYMM(Tabnuna?Z[#[lanubie])
Tabmune! Tabauma2

CTpyKTypUpOBaHHbIe CCBIJIKM MOTYT HCIOJIb30BaTbCs Kak B Tabiuie, Tak U 3a ee
npesie;laMH.

Eciu ¢opmyna co CTPyKTypHpPOBAaHHOM CCBHIJIKOM pacrojio)keHa HeoCpe/ICTBEeHHO B
TabJuIle, TO yYKa3blBaTh Ha3BaHHWe TAOJUIIbI B JaHHOM CChbUIKe He HY)XHO. Eciy uMs Tabiumsl 1o
KaKOH-IM00 IpUYMHe YKa3blBAaeTCs B CChUJIKe, TO OHO aBTOMAaTUYeCKW yJaiseTcsi MpU BBOJe
¢dopmynel.  Hanpumep, ¢opmyna =CYMM(Taomunal[Ilpomaxku]) Oymer aBTOMaTHdecku
vcrnpasiieHa Ha =CYMM([IIpomaxu]).

Ecnu dopmysna co cTpyKTypHpOBaHHOM CCBIJIKOM pacrosioyeHa 3a IpefesiaMU TabiuIlbl, TO

YKa3aHre UMeHU Ta6J'[I/II_[bI ABJIeTCsI 0093aTeJIbHBIM YyCJ10BHUEM.
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YToOBI y3HATh UMs TaOJUIILI, BBIZEIUTE B Hel Jito0yto sueiiky. UMs Tabmuibsl oToOpasuTcs
Ha TlaHeJT UHCTPYMEeHTOB, B pasfiene Taomuna (cMm. PucyHok 244).

YT0O6BI CKOITMPOBATb UM Ta6JII/IIIbI, BbIZIeJINTe ero mejaI9KOM MBbIIIH.

Tabawual

T [ —
o~ g & @)y -
TaGavua Brraska ~

Pucynok 244 — Ha3BaHue TaOIIHIIbI

4.5.11.2 CuHTaKCHC CTPYKTYPHPOBAHHBIX CCBLIOK

CTpyKTypUpOBaHHbIE CCHIJIKU MOTYT 00PAIaThCsl K CJIeTyIONMM JaHHBIM TaOJIUITbI:

Tao0smua 15 - Ykasarenn

Yxkasarensn Onmucanue
#Bce Bcs Tabmnuiia, BKiTIoYas CTPOKY 3ar0JIOBKA U CTPOKY UTOTOB (IIPY UX HAJIMYIUH)
#3aroyoBKu Tonbko cTpoKa 3aroyioBKa
#JlaHHbIe Tonbko CTPOKY TAaHHBIX
#HUtoro Tonbko cTpoka UTOTOB
@Wms cTonbua fdelika Ha lepecedyeHUH TeKyIlled CTPOKU U yKa3aHHOIO CTOJIbna
WIH (HeslBHOe TIepecedeHue)
@
WU
#3Ta cTpoka VkazaTenb #9Ta CTpoKa aBTOMaTUYeCKU MeHsIeTCsl Ha yKa3aTellb (@

B Tabnuie Hibke prBeieHbl IPUMephbl CTPYKTYPUPOBAHHBIX CChUIOK.
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Tabsmna 16 — IlpumepsI CTPYKTYPHPOBAaHHBIX CCHLJIOK

Bcsa Tabdimna Toabko HaHHBIe ToabKko 3aro10BKu Toabpko uToru
Tabmura Tabmumal[#Bce] | Tabmumal Tabmunal[#3aronosku] | Tabmunal[#UTtoro]
Tabmunal
Tabmumal [#auHbie]
Cronbernt N | Tabnumal[[#Bce], | Tabmumal[N] Tabmunal [[#3aronoBku], | Tabmumal[[#UToro],
[NI] [NI] [N]]
Tabmumal [[#[lanHbie],

[NI]

Cronbust ¢ | Tabmumal[[#Bce], | Tabmumal[[N]:[M]] Tabmvmal[[#3aronoBku], | Tabmumal [[#HUToro],
N oM [N]:[M]] [N]:[M]] [N]:[M]]

Tabnumal [[#[lanHbie],
[N]:[M]]

4.5.11.3 BBoj CTPYKTYpPHPOBAaHHOMH CCHUIKH B pOpPMYJTy

BBon ¢opmyn, koTopble copmepXaT CTPYKTypPUPOBaHHbIE CCBUIKH, OCYIIEeCTBIISIeTCS
CTaHAAPTHBIMHU CITIOCODAMH.

YtoObl ykazaTb B ¢GopMysie Ha3BaHWE «yMHOW» TaO/MIIbL, BBLINOJIHUTE CJIeIyIolre
JeUCTBUS:

1. HaynuTe BBOOWTH Ha3BaHHe TAOIMIBL. B BhIagaroieM crrcke oTOOpa3aTcs Ha3BaHUS

BCeX «YMHBIX» T86JII/ILI, KOTOpPBIE COJiep’KdaTCA B JOKYMEHTe.

=oymm(T] |

BH TaBawmual

=~ |Cnh W | (W P =

BH Tabnuua?

Pucynok 245 — Criucok «yMHBIX» TaOIIUI]

2. Broibepure Ha3BaHMe TpeOyeMOl TaOIIUITbI C TIOMOIIbIO MBIIIY WIN KJIABUIII KJIaBUATYPBbIL:

— IlenkuuTe 10 Ha3BaHUIO TAOJIUIIBI JIEBOU KHOIIKOM MBIIIIHN.

— BeimenuTe Ha3BaHMe TaOJMIIBI C TTIOMOIIBIO KJIABUIN KJIABUATYPHI | U T U HaXKMUTE

kiaBuiny Enter.

Ha3zpanue Tabnuiibl noacTaBUTCS B GOPMYITY.
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Yrob6sl BBecTH B popMyny uMs CTojbOl@ WIM yKaszaTelb Ha OO/ACTh JAHHBIX TaOJIHUIIBI
(manpumep, #UToOro vnu (@), BHIIOJIHUTE CJIeIyIOlIre JeHCTBHUS:
1. Bemute cumBon [ (yieBasi kBajipaTHasi cCkoOka). B BbinajaroieM crvcke oToOpassiTcs
Ha3BaHUs CTOJIOIIOB ¥ yKa3aTeld Ha 00J1aCTH JAaHHBIX TaOJHIIBI.
2. Bribepute TpeOyeMblii 3JIeMEHT CIIMCKA C TOMOIIIbIO MBIIITN WX KJIaBUII KJIaBUATYPHI:

— lenkHUTe 1O CTPOKe 3JIeMeHTa JIeBOW KHOIIKOMN MBIIIIH.

— BroigenuTe cTpoky ajieMeHTa C IOMOIIbIO KJIABMII KJIAaBUATYphl | U T U HaXXMHTe

xiasunty Enter.

BriOpaHHbIN 371eMeHT MOoJICTaBUTCS B POpPMYITY.

=CYMM(Ta6nuall |
@ - 31a cTpoka

Toeap

€0 = O N s P | =

Mpoaaxu

(=]

#
10 Bece

o #[aHHbIe
12

13 #3aroNosKM
14

15

16

17

#Torm

Pucynok 246 — Cnricok HazBaHH CTOJIOIOB U yKa3aTesieil Ha 00J1aCTH JaHHBIX
Ecmm ykazarenbs Ha o0macTb JaHHBIX TaOiuibl (Hanpumep, [#3arosoBku]) BBefeH B

¢dbopmyily KOPpPEeKTHO, TO OH BBIJIeJIIeTCsS IIBETOM, a B TabjuIile IMOJCBEYMBAETCS JMAMa3oH, K

KOTOpPOMY OH obpaiijaeTcs (HanprMep, CTPOKa 3arojIoBKa).
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4.5.11.4 YupaBieHue «yMHBIMH» Ta0JTHIIAMH

«YMHbIe» Tabmuipl oTobpaxaroTcsi B npwioxkeHnn «MouOduc Tabnuia» B ToM Bufe, B
KOTOPOM OHH ObUIM coxpaHeHbl B mpuioxenuu Microsoft Excel. Hanpumep, ecnmu B Microsoft
Excel cTrpoka utoroB 6buta oTkiItoueHa, TO B « MorOduc Tabmuma» Tabiviia otobpakaercs 6e3
CTPOKH HUTOT'OB.

ITpu pabore ¢ «yMHOI» TabJIuIed MOXKHO BBIIIOJIHATh CJlelyollye Olepanyu:

— PepaxtupoBarh HaszBaHus cTonOHOB. [Ipy 3TOM Ha3BaHMs CTOJIOIOB aBTOMAaTHYeCKU

OOHOBJISIFOTCS] B CTPYKTYPHUPOBAHHBIX CChIIKAX TaOJINLIBI.

— DBcraBnsaTe CTPOKM U CTONOLBI MeXAY CYLIeCTBYIOIIMMH CTPOKaMM U CTOJIOLaMHU
(HO He B KOHIIe TaOJIHITHI).

— Konuposarh «ymHbIe» TabiauIlel B IIpefiellaX OAHOIO JIOKyMeHTa WIM U3 JOKYMeHTa B
NOKYMeHT IIpM YCJIOBHH, 4YTO o00a JOKyMeHTa OTKpPBITBl B  IIPUJIOXEHUU
«MonOdpuc Tabmura». CKOMUPOBAHHOM Tab/UIlEe ABTOMATUYECKA IPUCBAUBAETCS
YHHMKaJIbHOe UMs. Bo Bcex CTPYKTYpPUpPOBaHHBIX CChUIKax HWMs TabJMIIbI-OpUTHMHAJIA
aBTOMAaTHYeCKH 3aMeHseTCsl Ha UMs TabJIIIbI-KOIINH.

— BoibupaTh cTWiIb TabIMIBI U3 UMEIOIIUXCS B KOJUIEKIIMM, BKJIIOYATh WM OTKJIHOYaTh

o6J1acTu TabUITbI (CTPOKM 3ar0JI0OBKa U UTOTOB), COpachiBaTh CTUIIb.

4.5.11.5 Beruuciagemsie CTOJIOIIBI

Ecnu B Tabnuily Heo6x01MMo 106aBUTH CToOel], Bce siuelKW KOTOPOTo COofepXaT OAHY U
Ty e GopMyIy, co3fiaiiTe BLIUMCIsieMbld cTosberl. [jisi co3aaHus BEIYUCISIEMOro CTosIfb11a MOXHO
WCIIOJIb30BaTh JIF000M cTosber] TabauIlbl, KOTOPBINA HE COAEepPXKUT JJaHHBIX.

YtoObl chenath CTOJIOEI] BBIYKCISIEMBIM, BBEIUTE B JIIOOYIO siYeHKYy JaHHOTO CToJIOIa
Tpebyemyto popmyity U HaxkMuTe KiaBuiny Enter.

Bce staeliku cTosb1ia aBTOMaTUYeCKH 3aTI0OTHATCS] BBeZIeHHON GOpMYJIOii.

J1J1s BBIYUCIISIEMBIX CTOJIOIIOB AEMCTBYIOT CJIeyIoliye MpaBua:

— Ecm ¢opmyna pemakthpyercsi B 000N siYeMKe BBIYMCIISEMOrO CTONOI, TO
aHAJIOTMYHOe  peJlaKTUpOBaHWe (OpPMYJIbI  aBTOMATHYeCKU  OCYIIEeCTBISIeTCS B
OCTaJIbHBIX STYeMKAX IAHHOTO CTOJIOIA.

— Ecium 4yacTe maHHBIX B CTOJIOIE yJansieTcs Wik BMecTo GpopMyJibl BBOASTCS OOLIYHBIE
JaHHble, TO CTOj0el] TIepecTaeT ObITh BBHIYMCISIEMBbIM (M3MeHeHUsT B GopMyJsiax

[lepecTaloT PaclpoCTPaHATHCS Ha BeCh CTOJI0OeI).
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— FEcM KOHCHUCTEHTHOCTb CTOJIOIla BOCCTAHABIMBAETCS BPYYHYIO (TO eCTb BO BCex
s;ueiikaX CHOBA COJIEPXKUTCS OJIHA U Ta ke ¢opmysa), TO CToyibell CHOBA CTaHOBUTCS

BBIYMCJISIEMBbIM.

4.5.11.6 ABTOpacupeHyue «yMHOH» TaOJIHIIBI

ABTOpacHmpeHre «yMHOI» TabJIUIIbI BBITIOJIHSETCS TIPU BBOJIE IAHHBIX B CMEXHbIe STYeiKHY,
pacrosioXkeHHble B CTOJIOIE CIpaBa OT «yMHOW» Tabmuipl. Eciu B Tabivile OTCYyTCTBYyeT CTPOKa
WTOTOB, TO aBTOpACIIMPEHHe TakKXKe BBIMOJIHSAETCS MPU BBOJAE JaHHBIX B CMEXXHBIE SYEHKH,
pacrionioXxeHHble B CTPOKe, CJIeAyIolel 3a TocyeIHel CTPOKOM TabIUIIbI.

JlaHHBIEe MOTYT BBOJUTHCS CJIEIYIONMMHU CIIOCODAMU:

— DBpyunyro.

Eciu B cMmexHbll crosiber; BBOAWUTCS (OPMysa, TO JAHHBIM cTObel] CTaHOBUTCS
BBIYMCIISIEMBIM (CM. pa3zen 4.5.11.5).

— MH3 Oydepa obmena. ABTOpacIHIMpeHUe BBIMIOJIHIETCS, eClId JaHHble BCTaBJISIOTCS
CJ1eBa/CHU3Y OT TaOJIUIIbI WX BCTABJISIFOTCS OJJTHOBPEMEHHO U B TaOJIMIly, U B CMEXHbIe
STYEUKHU.

— Ilyrem aBTO3amosnHeHus stueek (cM. pasnen 4.4.1.4), korja B kauecTBe s'9eiku-o0Opasiia

BbI6I/IpaeTCH OJJHA MJIM HEeCKOJIbKO d4eeK <<YMHOfI>) Ta6J'II/II_[bI.

ABTOpaCI_HI/IpeHI/Ie BBITIOJIHAETCA, eClIn.
— B objacTu dBTOpPACHIMPEHUS He COAepP>KaTCA JaHHbIE,

— BCTaBJIsieMble JJaHHbIe He HaKJIaJbIBAIOTCS HA APYTYI0 «YMHYIOY» TaOJIUILY.

B Tekymeii BepcuM He MONIEPXXMBAeTCS aABTOPACIIMPeHHe «yMHBIX» TaOIWIl TPy
aBTO3aroJIHeHUH siueek (CM. paszen 4.4.1.4), ecnu:
— B KayecTBe sYeMKU-0Opa3ila BbIOpaHa s4yelka TaOJMMIIBI CO CTPYKTYPHUPOBAHHOM
CCBLUIKOW;

— B KadecCTBe HHEﬁKH-O6p83Ha BbI6paHa si9eriKa B CTPOKe 3dI'0JIOBKd Ta6J'II/II_IbI.
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4.5.11.7 HacTpoiiku BHeIIHero BUJa «yMHOH» TaOJIHIbI

[Ipu paboTe ¢ HECKOJILKUMHU YMHBIMM TabJIMIIaMUA Ha OJJHOM JIUCTe MOXXHO HAaCTPOUTDH JIJisi
HUX pa3HbIM BHEIIHWM BU]], YTOOBI OBLJIO MPOIIe UX pa3indaTh. JlJist 3TOro BBINOJIHUTE CeAYoIIue
IEeUCTBUS:

1. Bribepure siueliky «yMHOW» TabIUITbI — HA OOKOBOM MaHEIW OTKPOeTCs pasjesl Y MHast

Tabmuna (cM. PucyHok 247).

- YMmHas Tabavua Q
CTnnb Tabanubl:
Sl=l=I=I=1.—1-]—]-]-| <7
Her QSEEEEENEEEEE v
----------
Cv
cX
OTobpaxarts: YepeposaThb LiBeTa:
3aronoBKM CTpok
Wtor Cronbuos

Pucynok 247 — bokoBas naHesib Y MHas Ta0Jmna

2. B none Ctuib Tabauibl BeiOeprTe OOUH M3 MOCIeHUX UCIIOIb30BAHHBIX CTHIIeH WIH

HaOXKMHTe ~ JUIs TPOCMOTPA BCeX JOCTYIHBIX CTHJIEH B KOJUleKiud. Kosutekius
coziep>xuT 60 cTusedt ¥ 1 1ONOTHUTENBbHBIN CTUJIb J71s1 cOpoca opopmileHus.
3. B none OToOpaxkaTh BKJIIOUMTE WM OTKJIIOUMTEe OTOOpakeHHe CTPOK 3arojioBKa M

uTora.
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4. B mnone YepemoBaTh IBeTa BKIIOYWTE WIA OTK/IIOUYUTE YepeflOBaHHE TEMHBIX U

CBeTJIbIX OTTEHKOB [IJIs1 IBETOB CTOJI6I_IOB " CTPOK.

Omniuy oToOpakeHHsT M YepelOBaHUs IIBETOB BIIUSIOT KaK HA BHEIIHUWA BUJ]

TaO/IUIB], TaK U Ha CTAIA B KOJJICKIUU.

CﬁpOCI/ITL HpI/IMEHeHHbeI K Ta6HI/IL[e CTHJIb MOXKHO HECKOJIbKMMHU CIIOCOOAMHM:

— BbI6paTL CTHJIb JJISI OYMCTKH, [IOMEYeHHbIH CJIOBOM «HET», B nojle CTHIb TaﬁJII/II_IbI

(cm. Pucynok 247).

— Haxopsich B oOkHe KOJUIEKITUHM CTUJIeH, HaXKaTh KHONKY O4YHCTHTH B HKHEM YacTU OKHA

(cm. Pucynok 248).

Monb3oBarenbckue:

Ceetnble:
Her --"-"=-"=- —--"—-"—-"=- —-—-——=—=- —=———-= —=——=-= - - —-=
s E—— O e - — — — - - — _ |
Cpeatve:
= — — - — — — = — — —
BERRRR CEEEE EEEEE (=11 | I

OuunctuTts

PucyHnok 248 — O4uCTUTB B KOJUIEKIIUN CTUJIeH

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MWy, 2013-2024

236



MonOdonc
4.6 OnepaTops! AelicTBHIT

4.6.1 Apudmernueckue onepaTopsl

Apudmerndeckue omeparopsl (cMm. Tabmura 17) ompenenstoT onepanyu HaJl YUCIOBBIMU
¢dopmMaramu naHHBIX, a TakKe Hajl popmaTamu Jlara u Bpems.
Ecimm 3Hauenuve He MoxeT ObITh IpUBEJEHO K YHMCIY, B pe3yjbTaTe oOllepalyiu

BbIBonUTCA omnboka #3HAY!.

Ta6smmna 17 - ApudMernyeckue onepaTopsl

3Hak oneparopa 3HaueHue IIpumep
+ Cnoxenue =6+7
- Boruuranue =B12-B3
OTpuranue -45
* YMHOXeHUe =86*34
/ Jemnenue =36/3
A BosBenenue B cTenenn =D8"2
% Brramcitenvie qosy B IpoIieHTax 76%

YTo6b!I U3BJIEYb KOPEHb YUCIIA, UCIOJIb3yHTe GOpMYIly Clelylollero BUa:
=M"(1/N),
rie M — uuciio, U3 KOTOpPOro M3BiieKkaeTcs KopeHb, N — 110Ka3aTesib CTelleHHd KOPHSL.

Hanpumep, ¢popmysa =36 (1/2) usBiekaeT KBaJipaTHbIA KOPeHb YnCIa 36.
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4.6.2 OnepaTopbl CpaBHEHHSI

Omnepatopsl cpaBHeHust (cMm. Tabmuia 18) npuMeHSIIOTCS 1Uisi CpaBHEHUSs JIBYX 3HAYeHHUHU.

CpaBHI/IBaTb MOXKHO JTIOObIe THIIBI JAaHHBIX: YMCJid, AdThbl, CTPOKHX CHUMBOJIOB.

PesynbTat oneparuu cpaBHeHuUs — OHO M3 JIOTUYECKHUX 3HAUeHUM:

— HCTHHA - 3amvcaHHOe BbIpa’keHHe BEPHO;

— JIOXKDb — 3anmcanHOe BhIpakeHHEe HEBEPHO.

Taommuna 18 — OnepaTopsl cpaBHeHHSs

3Hak oneparopa 3HaueHue IIpumep
= PaBHo =6=6
> Bonbie =9>17
< Mesnbl1te =A2<C3
>= Bousblile uimm paBHO =0>=6
<= MeHnsbllle WM paBHO =P12<=7
<> He paBHO =3<>4

4.6.3 TexkcToBBIi OnIEPAaTOpP

TekcroBbiii oneparop (cM. Tabmuma 19) ucnonb3yercs st 0ObeIMHEHUS! JTaHHBIX U3

TEeKCTOBBIX d4eeK B OHY CTPOKY.

Tabnuna 19 — TexcroBrhlii onepaTop

3Hak omeparopa

Onucanmne

ITpumep

&

COE):[I/IHSIET CTPOKH U3 IBYX U OoJlee siueex B
HeIlpepbIBHYIO IOCJIeJOBATe/IbHOCTb CUMBOJIOB

Suetikn: A2 (Moit) u A3 (Odwuc)
®opmyna: =A2&A3

Pesynbrar: MoiOduc

Yro6bl 00BEIVHUTL JaHHBIe M3 TpexX U Oojee siueeK, MCIOJIb3YyHTe TeKCTOBBIM OllepaTop

nepen KaXXibIM HOBbBIM dIpeCOM STYEUKHU.
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4.6.4 OnepaTopsbl CCHLIIOK

Omnepatopsl cceiiok (cM. Tabmuna 20) UCHoIb3yIOTCS ISl OIMMCAHUs CChIJIOK HA JTAANa30Hbl

sgdeek. CcbUtaTbCI MOXKHO KaK Ha SYEHKU TeKymiero JimCTa, TdK 1 Ha STYeMKH APYTUx JIMCTOB.

Tao6smna 20 - OnepaTopsbI CCHLIOK

3HaK omeparopa

Omnucanue

IIpumep

OnepaTop uana3oHa

Co3paet cChIIKY Ha AMAIa30H sS4yeek.
CraBuTCS MEeXIY IIepBOH U MOCTeTHeH
S4eMKOU quara3oHa

MoxeT IpuMeHsIThCS 11 00beIluHeHNs
IIMaTla30HOB si9eeK. B aToM citydae
BO3BpalllaeT AUaNa30oH MexXAy J1eBOi
BepxXHel U I1paBOi HIKHEH S4YeiKaMy,
BKJIIOYAs 3TU SYeNKU

=CYMM(B2:C4%)
(cMm. Pucynok 249)

=CYMM(A1:B1:C4:D4) -
CyMMa BCex sTIeex,
PACIIOIOKEHHBIX MEX]Ty

A1l u D4, Brirouas 31U g4eiiku

(cM. PucyHok 249)

[TpoGen OmnepaTop nepeceueHust
Co3maer CChUIKY Ha TYeHKH, KOTOPBIE =CYMM(A2:C4 B2:D4)
PacIIosioXKeHbl Ha IlepecedeHuH (cM. Pucysok 250)
YKa3aHHBIX IMANla30HOB
'‘uMsIMcTa'! Co3szaeT CcChUIKY sTUelKy WM IUaria30H =CYMM(B2+"'JIuct2'!B2)

sg49eeK Ha APYIoM JIMCTe TeKyliero
JOKYMeHTa

=CYMM(B2:C4+'JIuct2''B2:C4)
(cM. Pucynok 251)

'MMsIHCTa NiuMsuTHcTa m'!

Co3maeT CChIIKY Ha OJTHY U TY JKe STYeHKy
Ha HECKOJTbKUX JINCTAX TEKYIIEro
nmokymenTa (3D-cchika)

=CYMM('IuBaps_2019:
Hexadps_2019'"'Al) — cymma
siueek Al Bcex JIUCTOB U3
YKa3aHHOT'O JIMana30Ha

[Tpu BBOzie popMyI BhIJIEIMTE HEOOXOJUMBIHN IMana30H siueek (cM. pasnen 4.3.2), 4ToObl He

BBOJIUTH €r0 BPY4YHYIO.
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Cé v fx =CYMM(B2:C4) Dé v  fx =CYMM(AI:BI: )

15 A 2

36

= oW e =
[a—
-2

= oW W =

Pucynok 249 — Oneparopsl iuara3oHa

D6 v  fx =CYMM(AZ:C4 )
A B C D
1
2 3 1 2 4
3 3 1 2 4
4 3 1 2 4
5
6 9l
7
Pucynoxk 250 — Oneparop nepeceuyenus
C6 v  fx =CYMM(B2:Cé+ )
A B C D
1
2 1 2
3 1 2
4 1 2
5
6 18/
7

Pucynok 251 — Onepatop cChIJIKY Ha S'YelKH JIpyroro JUCTa
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4.7 CBogubIe Ta0IHUIBI

4.7.1 Co3maTh CBOTHYIO TA0JIHILY

CBopiHast TabnuIla — 3TO WHCTPYMEHT, KOTOPBIA II03BOJIIeT MPEeACTAaB/IATh JAaHHBIE W3
OOBIYHOM TIJTOCKOM TabJIUIBI B YIOOHOM JI71s1 aHAIM3a BUJIE.
[Ipu ucnosib3oBaHMU CBOAHOW TAOIMUITBI MOXKHO:
— OBICTPO pa3MeliaTh JIaHHbIe M3 CTOJIOIIOB MCXOJIHOM TabJUIbI B CTOJOIAX M CTPOKaX
CBOJIHOH TabJIUIILI U MEHSTh UX MeCTaMH;
— IPOU3BOJIUTDH PACUeTHI;

— (QuIbTpOBaTh JAaHHBLIE.

st co3maHus CBOOHOW TaOMUIIBI HEOOXOOMUMO TpefiBapUTEeIbHO CO3[aTh HCXOOAHYIO
TabJIUIly — IVIOCKYIO TabIUITy C TpeOyeMbIMU TaHHBIMU.
[Ipu noiroToBKe MCXOIHOM TaOIUITBI pEKOMEH IyeTCsl YUUTHIBATh CllelyIolire TpeOOBaHUS:
—  CrosbI1bl B UCXOMHOM TabuIle AOKHBI UMETh 3aTOJIOBKHU.
— B npenenax ogHoro crosbiia Tabnuiibl peKOMeHIyeTcsl UCIIOJIb30BaTh JIaHHbIe B OTHOM
dopmate (cM. paspen 4.4.3). Hampumep, Tosibko B dopmaTe «OOIMIMI» WM TOIBKO B

¢opmare «latay.

CBoaHyt0 Tab/IMITy MOXHO CO3/1aTh HA HOBOM WJIM TeKYIlleM JIMCTe JOKYMeHTa.
YToObI cO3/1aTh CBOJIHYIO TabJIUITY, BBITIOJIHUTE CIeyIolue NerCTBUS:
1. Boigenurte oquH U3 CeAyOMIUX 3JIeMEHTOB JIJIsl TOCTPOEHUsI CBOJHOM TabIUIThI:
— Jluama3oH JaHHBIX B MCXOAHOM TabjuIle, HA OCHOBe KOTOPBIX CJelyeT CO371aTh
CBOIHYIO Tabmuily. Jlhama3oH [aHHBIX HEoOXOAMMO BBIIENIATH BMeCcTe C

3dI'OJIOBKaMH CTOJ'IGI_IOB.

Jluana3oH JaHHBIX He MOXeT COCTOSITb M3 OOHOU CTpoku. Ilepast crpoka

IMaria30Ha He J0JDKHA COJIeP>KaTh MYCThIe SUerKU.

— Sldeiiky Ha TeKyIIeM JIMCTe, B KOTOPYIO CJieJlyeT BCTaBUTb CBOJIHYIO TabJuIly. JTa
siuerika OyJleT SIBJISIThCSI BepXHEH JIeBOM siuelKoW Tabiuibl. BeibpaHHas suelika He

OOJIXXHA COdep’KaTb JaHHbIX.
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HacrosrensHo pPeKoMeHayeTCsa OCTaBUTh He MeHee JIByX ITYCTbIX CTPOK Hall

A CBOJTHOM TabOyvIleld. JTU CTPOKHM HEOOXOIUMBI /i pa3MelieHus (GUIbTPOB
(cm. paspen 4.7.3).

2. OTKpOITe OKHO CO3/JaHUSI CBOJTHOM TaOJIUIIbI OAHUM U3 CIIeAYIOLIUX CIIOCODOB:

— Bribepure nyHKT KoMaHIHOTO MeHio BeraBka > CBogHast Tabymma (cM. Pucynok 252).

Becraeka @opmar  Tabavua  JadHwe |
] WMzobpameHue...
TexcTosoe none
! ®urypa 4
Awnarpanma r

CeogHan Tabavua...
DyHKLMA... Shift+F3

B » & =

CI'IE'LI,HEJ'II:H blE CHMMBOAbBI...

Coblnka... Ctrl+K
JameTra

Nuer

JaTa
Epemna

Gm O9F %

Pucynok 252 — Ilynkt komanaHoro MeHio CBogHasi Tabmma

— Ha nanemu wuHCTpymMeHTOB, B pasfieie BcraBka (cMm. Pucynok 253) Haxkmute

]
KHOIIKY (CBognas Tabimma).

F‘bv % 1
- ~ U”U"" I @ -...-

Bcraska L

Pucynok 253 — Knorika CBogHas Tadamuna
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— Ha mnaHenu wuHCTpyMeHTOB, B pasfeie BcTraBka HaXXMHTe KHOMKY ===.

Ha

(9 ]
OTO6p331/IBIIIeI/IC$I lIaHeJIM BCTABKHW HAXXMHWTe KHOIIKY CBOI[HaH Taﬁmma

(cm. Pucynok 254).

72!

2]
@& O B

[=]
[—]
=

& % H

i
Lo
!

l,|@

(=
©

[

olo ~ E
WMzobpameHue...

TekcToeoe noae

Durypa ]

Auarpamma >
CeogHas Tabanua... %
DyHKLMA...

CneunantHeIE CHMBOAR... >

Ccoinka...
JameTka

Mact

lara

Bpemn

w san

Pucynok 254 — [lanenb BcTaBku

3. B oxue Co3gath cBomHyo Tabmuny (cMm. PucyHok 255) BbIOIHUTE Clleqyroliue

IeVICTBUSL.

— FEcnm Ha mepBoM miare BbIOMpanach sSYeMKa Ui BCTaBKHA CBOJAHOW TaOJUIBI, TO B

nojie MCTOYHMK MAHHBIX YKAKWATE JMala30H IaHHBIX HCXOOHOW TabMIlbI, Ha

OCHOBe KOTOPLBIX cjieJyeT CO3[1aTb CBOJJHYIO Ta6J'II/IIIy.

— Ecmu na IIepBOM IIiare BbI6I/IpaJIC}I JWAlld30H JAaHHBIX, TO YKdXXWUTe MeCTO BCTaBKU

TaOIUIIBL:

e HoBbIi yicT — BCTaBUTH TabyMIly Ha HOBBIM JiicT. HOBBIM JHMCT co3paercs

aBToMatuyecku. 1o ymomuanuto nucry npucBauBaetcs iMs CBomHast Tabdiauna

<Ne>, rme Ne — HOMep cCBOJHOM Tabmuubl B TekylleM aokymeHTe. [lpu

He0OXO0JJMMOCTH Ha3BaHHUeE JINCTA MOXKHO pelaKTUPOBaTh (cM paszen 4.2.2).
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e CymecTBYOIIHUIA JIMCT — BCTaBUTh TAOJIUITY HA JIUCT, KOTOPBIM OTOOpaXkaeTcs Ha
JKpaHe B HACTOSIIMKA MOMeHT. B 1mone YKakuTe HAYaJIbHYI0 SYeHKY
HE0OXOJIMMO BBECTH afipec s'uelKH, B KOTOPOM TpebyeTcsl paclioyioKUTh BEPXHIOIO
JIeByIO siYeliKy CBOJHOW Tabmuibl. Han HadanmpHOM siueMKOW TOJDKHO OBITH He
MeHee JIBYX MyCThIX CTPOK JIjIs pa3MertieHust GuiibTpoB (cM. pasnen 4.7.3).

4. Haxwwure kHonky OK.

Cozgate cECAHYH TaBnuLy >

lcTouHWE gaHHBIN:

'MexogHas Tabnvua'lal.Dy *

r'-."IECTC |3-3::I'IC.-'E'I‘ZEHI-1F| T-.‘!fl.-'I-1LI|I: H
© Hoswii aver

CyLLecTEY L WA AnCT

Pucynoxk 255 — OxHo Co3aaTh CBOJIHYI0 TaOJIHILY
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4.7.2 OTKpPBITH aHeJIb HACTPOEK CBOTHOM Ta0JIHIIbI

Hactpoiika cBOmHOM TabIUIBI OCYIIECTBIISIETCS C MOMOIIBIO MaHeIW, KOTopash COMIEePXKUT
CJIeTytoIIre BKIIAIKU:
— KOHCTpPYKTOpP — C IOMOIIBIO JIAHHOM BKJIQJIKU OIpeesIsieTCs CTPYKTypa (BHEIIHWMA
BH/I) CBOJTHOM TaOJIMIIBI.

— IlapamMeTpsl — COZIEP)XXUT ITapaMeTpbl CBOJTHOM TaOJIUIIbI.

[Tanesnb HAaCTpoeK CBOJHOM TabJIUIbI aBTOMATUYECKH OTKPbIBAeTCS IIPU BbIJIeJIeHUH JTI000M
s’TYeMKA CBOJHOM TaOJIMIIBI M aBTOMAaTHYeCKU 3aKpbIBaeTCs MPU BblielieHuH Jt000M suediku 3a
rpefieJlaMyi CBOJTHOM TabJIUIIBI.

[Tanesnb HaCTpOEK MOKHO Tak)Ke OTKPBITh U 3aKPbITh BPYUYHYIO.

Ecnu manens 3dKpPbIBAETCSd BPYYHYIO, TO aBTOMdTHU4YeCKOe OTO6pa)KEHI/Ie/CBOpa‘II/IBaHI/Ie

IaHeJIN IIpeKpaliaeTCa 0 CleJYyoIero BXoad B IIPUJIOKeHHe.

YTto0bbI 3dKPbIThH IIdHeJIb BpYYHYIO, BBIIIOJIHUTE OJHO U3 CJIeyIOInuX JEeNCTBHM:

- B BerHeﬁ YdCTH IIaHEeJIX HAXKMUTE KHOIIKY —>.

-
— Ha 6okoBo#t naHeIn HaXKMUTe KHOTIKY (CBommas Tabsuia).

YTOoOBI OTKPBITH TIaHEIb BDYYHYI0, BBITIOJIHUTE CJIeIyIolre JeHCTBUS:
1. BelgenuTte Bech IMana3oH WIA OAHY/HECKOJIBKO sUeeK U3 Juara30Ha CBOTHOU TabJIuUIIb.
2. OTkpoiuTe naHeslIb OOHUM U3 CIIeAYIOIMUX CIIOCOOO0B:

— Bribepute nyHKT koMaHjHOTO MeHIO [lanHble > HacTpouTh CBOIHYI0 Ta0JIHILY

(cM. PucyHok 256).

Jdanneie  Muctpymentsr Bwg  OBwwi goctyn Hag

3aaaTh MMA..,
¥npaeneHue 3aWnTon r

OBHoBWTE CEOAHYHD Tabawwy

HacTtpouTe ceogHyo Tabanuy

Pucynok 256 — Komananoe meHio [lanubie
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— Ha nanemm HUHCTPYMEHTOB, B pa3jejie CBOI[Haﬂ Taﬁmma Ha>XMHTe KHOIIKY {E}

Hacrpours cBoanyio Tadmumny (cM. Pucynok 257).

T
=z OBHOBUTE ﬁ -
‘E::‘]’ HactpouTs Iﬂ ¥ IJE' @ |;| W sas

CeogHan Tabavua BcTaska L

Pucynok 257 — Knonka Hacrpoutsb

— Ha 6okoBo¥ naHesu Ha)KMUTE KHOIIKY (CBopnas Tabiuna) (cMm. Pucynok 258).

G ObHoENTE ﬁ

o~ & B @ -

{5:? HactpouTs
CeogHan Tabanua Beraeka -~
N Q
M
KoHctpyktop  [Napametpwi fx
A
foctynHbie noas: DuALTRbI i
Tosap @
lpynna
MocTaewmk

[Jata nocTaeBku

CronBusi:
Permon npogamm TantLE
Mpogamu
ChbT
MpuGeine
Crpokm: 3HaueHna:

Pucynok 258 — [lanensb ynpaBiieHus: CBOJTHOM TaOuien

— H_IeJIqKOM npaBoﬁ KHOIIKHM MBbIIIHA OTKpOfITe KOHTeKCTHOe MEHIO M BbIIIOJIHUTEe

KOMaHy HaCTPOHTL CBOIHYIO Taﬁmmy.
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4.7.3 OnpenenuTh CTPYKTYPY CBOJHOH Ta0OIHIIBI

[Io ymomuyanuio cBojHas Tabivlla He COJEpPXKUT JaHHBIX, TaK Kak ee CTPyKTypa He
onpepenieHa (cM. Pucynok 259). Uto6bl ompenenutb CTPYKTYpy, BOCIIOJIb3YWTeCh BKIJIQJIKOM

KoHcTpyKTOp, paciosio)KeHHOM Ha TaHeJId HaCTPOeK CBOJIHOM TabJvIlbl (CM. paszen 4.7.2).

P —=>

Koncrpykrop [NMapamerph

HoctynHbie noas: DuALTRLL

T
CeopHan Taﬁ_ﬂuqa oFap

Het nonei Mpynna

O6uymii uTor MocTagiu

-~ RN T I S TE R ER

Jata noctaekm

—
(=]

Cronbus:
PervoH npogamm

I
P | =

Mpoganu

— | —
o

ComT

—
w

MprGeias

— | | —
(== B =1 ]

Crpoku: 3HaqeHus:

[N SR
[ =R =

WMexoaHan TaGanua CeogHan Tabanua 1 G v

Pucynok 259 — CBojHas Tabnuia

Bxiianka KoHCTpYKTOp COIepXXUT Clieiyolue 00J1acTu:

— JocTynmHbIe MoJIs — B 3TOM 00JIACTH COIEP>KUTCS CIIMCOK BCeX BBIOPAHHBIX CTOJIOIIOB
WCXOIHOW TabnuIlbl (anee — noseti). YTobObl oripeiesuTh CTPYKTYPY CBOJIHOM TaOIMIIbI,
nobasbTe moJNiss U3 obsactu Jocrymuple mosnsa B obiactu Ctpoku, Crondnsr,

3nauenusa U PunbTpHI (CM. IpUMep Ha pucyHke 260).
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A B C ] E F G

1

2

3 Tpynna MaKapoHbl v

4

5 Cymma no nomo Mpop; H: cronbuyos ~

6  Haspauua cTpoK - B Jlanwa PosKM CnaretTn Obwmia utor
7 | bBanawwuxa 39483 1155 40638
& [Omwurpos 80330 2930 207355 104735
9 Mockea 49712 58094 107806
10 MogmockoBbe 32535 32535
11 CamkT-Metepbypr 4884 40920 45804
12 CmoneHck 21667 21667
13 O6wWmii uTor 153008 54506 45065 100516 353185_

PR T T 1 T Y R D R e Y
RS S | e e e W =

Wexogran Tabanua CeogHan Tabanya 1 Sy

Pucynok 260 — IIpumep cBogHOM TabIMIIBI

=

KoHcrpyktop lMapamerpei

JoctynHeie noas: DuabTpbn:

| Tosap | Mpynna
| lpynna |
MocTaBwmk

[lata nocraekn

CronBubi:

| Pervon npoaaxn
| Npoaaxu | Toeap
ComT

Mpubeins

Crpoku:

Pervon npogakn Cynarea

3HaueHua:

ne noao M.

Cymma v

Bez gonoaHuT

— Crpokn — nobaBbTe B 3Ty 00/1acThb II0JIs, JAHHble U3 KOTOPBIX OyIyT SIBJISTHCS

3aroJIOBKaMu CTPOK CBOJHOM Tabmuibl (cM. PucyHok 261).

2

3 [Tpynna MakapoHb! T

4

5 Cymma no nomo Mpogaxw Haseanwua ctonbuoe ~

& HaseaHWA CTPOK - Bepmuwwens Nanwa PomkM CnareTTu O6wmiA uTor
7 |Banawuxa 39483 1155 40638
&  OmuTpoB 20990 2990 20755 104735
9 Mockea 49712 58094 107806
10 NogmocHoBbe 32535 32535
11 CanuT-Netepbypr 43884 40920 45804
12 CMONEeHCK ! 21667 21667
13 OGWwmiA uTOT 153008 54506 45065 100516 353185
14

PucyHnok 261 — HazBanus ctpok

— Cronbubl — 1006aBbTe B 3Ty 00OJAcCTh TMOJS, JAHHbIE U3 KOTOPBIX OYIYT SIBIISTHCS

3aroJIOBKaMu CTOJIOIOB CBOAHOW TabimIlel (cM. PrucyHok 262).
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2
3 Tpynna MakapoHb T
4
5 Cymma no nomo Mpopamu HazeaHwA ctonbuoe -
& HaseaHWA CTPOK * Bepmuwens Nanwa PomKu Cnarettn  OBwmia mtor
7 Banawwxa 3594383 1155 4{]638.
8 [Omwutpos 80990 2990 20755 104735
9 Mockea 49712 58094 107206
10 NogmocHoBbe 32535 32535
11 Cankt-NeTepbypr 4884 40920 45804
12 CmoneHcK 21667 21667
13 OOwmiA uTor 153008 54596 45065 100516 353185
14
Pucynok 262 — Ha3Banust cTosi61108
—  3HaueHHs — ):[OGHBI)TE B OTY 00J1acThb I10JIsd, 3Ha49eHHA KOTOPbIX 6Y,HYT HCIIOJIb30BATHCA
111 pacueTtoB (cM. PucyHok 263).
2
i Ipynna MakapoHbl T
4
5 Cymma no nomo Mpopaxy HaseanuA ctonbuoe ~
& HaspaHuA CTPOK * Bepmuwens Nanwa PomKu Cnarett OBwmi uTor
7 Banawwxa 35423 1155 40638
& [Omutpos 80920 2990 20755 104735
9 Mockea 49712 58054 107806
10 TNogMocHoBbe 32535 32535
11 Canut-Netepbypr 4384 40920 45804
12 CmONeHCK 21667 2166?_
13 OBwmiA uTor 153008 545906 45065 100516 353185
14

PucyHnok 263 — 3nauenus

— ®uiabTpel — IpU HEOOXOJWMOCTH /00aBbTe B 3Ty 00JaCTh MOJISI, KOTOpble OYyIyT

WCIIOJIb30BaThCS /I GUIBTPAIIMM JAHHBIX B CBOAHOM Tabmiwie (cM. PucyHok 264).

q:)I/IJ'IprbI IMMOMOTar0T 3adTb YPOBEHb NeTa/In3dllUh NaHHbIX U MEHAI0T BHEIIIHUM BU]I

TaOIUIILL.
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2

3 Tpynna (Bce 3HaueHwA) -
4 s
5 Cymma no nomo Npopgawu Ha3saHWA cTonbuoe -~
& Ha3BaHWA CTPOK * AnenbCHHEI

7 Banawwxa

8 [OmwuTpos 36608
9 Mockea

10 TMogmocKoBbe

11  Camnkt-Tetepbypr 32264
12 CmoneHck 26180
13 OO6WmiA uTor 115050

Pd | P [ P | et | |t |t |t |
P = DO e = on L s

1
1

OUKETKTL Be

Buineuka
MakapoHsl
OBOLWM

DpyKTI

Pucynok 264 — ®unbtp

4.7.3.1.1 JlobaBUTH MOJISA

b
183
390

[Tons u3 obnactu JlocTymHbIe mojst MOXHO J00aBUTh B obiact CTpoku ¥ 3HadeHHUA

BPYYHYIO WJIN daBTOMAdTHUY€CKHU. Ecmm nomnga I[O68BJ'IHI'OTC$I dBTOMdTH4Y€CKH, TO OHH pacCIIpenesatoTCAa

Mexnay obmacTaMu CTPOKI/I 1 3HaYeHHsI 110 TUITY NdHHBIX:

— Ecnu nose coniepXuT TeKCTOBbIe 3HAa4YeHHs], TO OHO IlepeMeliiaeTcs B 06y1acte CTpoKH.

— Ecnu nose copepXuT 4MCIIOBbIE 3HAYEHUsI, TO OHO TepeMellaeTcs B 00/1acTb 3HaYeHHUs.

YToOBl aBTOMAaTHYeCKU pacHpeleluTb 1ojsg Mexay obnactsmyu CTpoxku v 3HadeHHs,

MOCJIeJOBATeJIbHO BBIIIOJIHUTE OJIs1 KaXKI0I'0 U3 JaHHBIX I10JIeH cilegyromye JerCTBUS:

1. B obnactu ocTynmHble MmoJis HaBeJWTe KypCOpP MBIIIM HAa Ha3BaHUe IOJIsI, KOTOpOe

TpebyeTcs epeMecTUThb B 006s1acTb CTpoku viv 3Hadenus (cM. PucyHok 265).

2. Haxwmmure kHomKy + (l00aBUTB).
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flocTynHbie noas: DUALT[LL
Toeap
Mpynna
MocTaBwme

Hata noctaekn

' Cronbupa:
| Pervon n... +l\
b
Mpogasm
Cheit
Mprbeans

Pucynok 265 — Knonka /lobaBuTh

Yrob6sl fno6aBuTh mojiss B obsacty CTpoku ¥ 3HadeHHs BPY4HYIO, IlepeTaluTe UX B
COOTBETCTBYIOIIME 00JIaCTH, YIep>KUBasi JIEBYI0 KHOIIKY MBIIIH, WIHM MTOC/IeJJOBaTeIbHO BHITIOJIHUTE
IUTSL KQXKJIOTO TI0JISI CIIeAyIOoIue IeHCTBUS:

1. B obmactu JocTrynHble mojisi HaBequTe KypCOp MBIIIA HAa II0Jie, KOTOpoe TpebyeTcs

n06aBuTh B 061actb CTpoku v 3Havyenus (cM. PrucyHok 266).

2. Haxwmure kHotiky : (Emge).

3. B oTtoOpa3suBiieMcsi MeHIO BbIOepUTe 00J1acTh, B KOTOPYI0 He0OX0IUMO A00ABUTH I0JIe.

HoctynHbie nons: DunbTpb:
Toeap
[pynna
MocTaewmk

Nara nocTaekw

i ) o 3
. TonBLp:
| PerwoH m.. + & oy

JoBasnTe B GUALTPE!
NobasnTe B cToNGUbI
LoBaeuTe B CTPOKK

FHaueHwn:
NobaBnTe B 3HaYeHKWA

T

Pucynok 266 — Knonka Enze
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Brruncnsemure I10J14, CO3IaHHbIe B CTOPOHHEM IIPpHUJIOXKeHHH, MOXHO IIepeMeCTUTb TOJILKO

B 00J1acTh 3HAYCHMUA.

HobaBnenure moseit u3 obmactd [locTynmHble mosss B Jpyrue 00JIaCTH BBIIOJHSETCS

BPYYHY0, QaHAJIOTUYHO JI00aBjIeHuIo 1ojiei B obacty CTpoku v 3HaYeHHs.

4.7.3.1.2 IlepemecTHTB 1OJIE U3 OHOI 00JIACTH B IPYTYIO

[Tepemernienune noseil U3 OAHOM OOJIACTH B APYTYIO BBINOJHSETCS BPYYHYIO, aHAJIOTUYHO
nobaBieHuto 1mosied u3 obnactu  JlocTynmHble mojis B JIpyrde 00JaCTHU  KOHCTPYKTOpa

(cm. pasmen 4.7.3.1.1).

4.7.3.1.3 VIaMeHUTH MOPAIOK PACIIOJI0KEeHHUs IT0JIeH B 001acTH

B mroboi obmactu, kpome obsacty JlocTynmHble mOJISI, MOXHO H3MEHUTb IOPSIOK
pacIiojiokeHusl ToJiel B criucke. PacrosiokeHude ToJisi B CIMCKe OIpefiesisieT pacliojioXKeHue
COOTBETCTBYIOIIETro T0JIs B CBOJIHOM TabJuile.

YTOoOBI UBMEHUTH PACIIOJIOXKeHUe TI0JIsi OTHOCUTENIBHO JIPYTHX T0JIel B CIIMCKe, TiepeTalyTe
ero B TpebyeMoe MeCTO CIIMCKa, y[lepXXUBas JIeBYI0 KHOIIKY MBIIIW, WM BBIIIOJIHUTE CJelyollye
IeUCTBUSA:

1. HaBenure Kypcop MbIIIY Ha 1ojie U HaxxmuTe KHOKy : (Emge) (cm. Pucynok 267).

[NepemectiTe B Hayano
MepemectiTe Bbilwe CronBu
MepemectuTh Hixe

HE‘[CIEI'»"IE‘CI'HTh B KOHEL,

HE‘[CIEI'»"IE‘CI'HTh B IHa4YeHWA

3Ha4eHWs
[MepemectTb B cTOABLEI

MepemectuTe B GUALTPEI

Mpynna oo w
Toeap

[arta noctaeku

Pucynok 267 — Knonka Emge
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2. B BeImagaroieM MeHI0 BbIbepuTe TpebyeMyro KOMaHIy:

— IlepemecTHTH B Ha4aJI0 — [1epeMeCTUThH I10JIe B HAYaJIO CIIUCKa;
— IlepemecTHTH BBIIIIE — TOMEHITh MECTaMH BLIOpAaHHOE M TIPeIbIAYIIee T0JIe;
— IlepemecTHTH HHIKE — IOMEHSTh MECTaMH BHIOpaHHOE | MOCTIeAyIoIIee MoJe;

- HBpBMBCTI/ITL B KOHeII — [TepeMeCTHUTDb I10JIe B KOHeIl CIIMCKA.

CocraB KOMdH/I BblllaJialoiero MeHr oIipejesaeTcsa MeCTOIIOJI0OXKeHueM BbI6paHHOI‘O I10JI41

B CIIMCKe.

4.7.3.1.4 IlepeumeHoBaTh moJie

[Ipu HEOOXxOIMMOCTH JTF0O0€ 11071 CBOJIHOM TabJIUIIBI MOXKHO ITepeMMeHOBaTh.

B kxauyecTBe Ha3BaHHI He HAOITYCKAeTCda HCIIOJIb30BATb q)OpMYJ'IbI n CIDYHKLII/II/I, d TdKXXe

IMOBTOPATH CYyHIeCTBYIOIIHe Hd3BdAHUS M0JIe CBOJJTHOM Ta6J'II/II_IbI.

YToObI IeperMeHOoBaTh 110J1e, BHITIOJIHUTE ClelyIolIue JerCTBUS:
1. HaBenuTe Kypcop MBbIIIX Ha 110JIe U HAXKMUTe KHOTIKY : (Eme).
2. B BelmapgaroieM MeHI0 BbibepuTe koMaHy IlepenmeHnoBaTs.

3. B okue IlepenMeHoOBaTh yKaXXuTe Ha3BaHMe 11011 U HaxkmuTe kHOKy OK.

Ha3zBanue 1o Bo BKJIaJIKe KOHCprKTOp HWU3MEeHUTCA. HpI/I HaBeleHWH KypCOpd MbIIIX Hd

I1oJj1e 6y;:[eT OTO6pa)KaTbC$I BCILJIBIBAIOIAA ITIOJICKA3Kd C ero TeKyIIM U HCXOOHbIM Hd3BAHUEM.

4.7.3.1.5 PenakTHpoBaTh QYHKIIHIO B 00J1aCTH «3HAYEHUSI»

Hns mossg, kotopoe JobaBisiercsi B 00slacTb 3HadeHHsi, (QYHKIMS pacueTa JaHHBIX
BBIOMPAeTCsl aBTOMaTHUYeCKU:

Ecnu nosie comepXuT 4nciioBble JaHHbIe, BbIOKpaercs pyHkuus Cymma.

— Ecmm none COZIepXUT TeKCTOBbIE TdHHbIE, BbI6I/Ip88TCH CIDYHKI_II/IH KomuuecrtBo.

YT0o6b! M13MEHUTh CI0COD pacyeTa JaHHBIX /IJIs TI0JISl, BBIIIOJIHWTE CIleAyIollre AefCTBUS:
1. B obmacty 3HayeHHs pa3BepHUTE BBINANAIOMIMKM CIIMCOK (YHKIINM, COOTBETCTBYIOIINN

JaHHOMY 1oyto (cM. PucyHok 268).
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2. BrpibepuTe B BBINTaIa0IIEM CITUCKe TPebyeMyto GYHKITHIO.

Crpoku: 3HaqeHwnA:
Pervon npogaxm . Cyransa ...
Cymma bt I
" Cymma
Konuuecteo
Konauuecteo dncen
CpegHee
Marcunaym

MUHWMY M

CUET3 1 m _ [MpouzeegeHne

Cra HAAPTHOE OTKNOHEHKME

Pucynok 268 — Cnivcok GyHKIMN

,HJ'[F[ BBIYMCJISIEMbBIX IIOJIeM, CO3JAaHHBIX B CTOPOHHEM IIPWIIOXXEHWH, dBTOMdTHYECKH

BbiObupaetcs pyHkuus Cymma. Bribop npyroit GpyHKIIMK pacueTa JaHHBIX HEIOCTYIIEH.

4.7.3.1.6 Ymaaurs 1moJjie U3 CBOHOM Ta0JJIHUIIBI

YT06B! yanuTh 1oje U3 Kakoh-11bo 00s1acTy CBOJIHOM TabiMIlbl, BOCIOIb3yHTeCh OHUM
13 CJIeyIOIIUX CII0COOO0B:
— HaBemure Kypcop MbIllIM Ha Ha3BaHMe JAHHOTO TOJI U HAXKMUTE KHOTKY [ (Y aaJIdTh)

(cm. Pucynok 269).

Crpokw: 3HaqeHnA:

| PermoH m.. T i} | - Cynama ..

| Cynama o

bBez gonoaxHnT

Pucynok 269 — Knonka Y gaaurtb

— YnepmHBaﬁ JIEBYIO KHOIIKY MBbIIH, IIepeTaliuTe 11ojie u3 TEKYIL[EI;’I obsacTu B 00J1aCTh

HocTyniHbie mois.
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YToOBI ymanuTh 1ojie U3 BCex objacTed CBOAHOM TabGJHUIlbI, B KOTOpble OHO J00OaBIIeHo,
BBITIOJTHUTE CIIeYIOIe IeHCTBUS:
1. B obmactu docTymHbIe mOJIsi HaBe[WTe KypCOP MBIIIM HAa Ha3BaHUE JAHHOTO OIS
(cm. Pucynok 270).

2. Haxwmurte kHOTIKY — (YIaJuTh U3 CBOAHOM TAa0OJIMIIBI).

JoctynHeie noan: DUALTpB:
Tosap
Mpynna
MocTaewmk

[ata nocTaekn

[ 1 1o 2% .
| Pernon _ | Cronbum:
| w T

| Mpogaxu o |

Pucynok 270 — Knonka Y aaauTh U3 CBOAHOI Ta0IHIIBI
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4.7.4 HacTtpouts napaMeTpbl CBOXHOI Ta0IMIbI

Jly1s1 HacTpOMKU IapamMeTpPOB CBOAHOM TabJMIBl BOCHOJb3yHTech BKiIaakod Ilapamerpsr,

pacrnosioXkeHHOM Ha MaHeJId HaCTPOeK CBOJIHOM Tabiuiibl (cM. PucyHok 271).

> CBopaHas Tabanua

2 0O

KoHcTpykTop  [Napametpel

&

WcTtounmk AaHHbIX:

‘naHHble'|AT:G27

MakeT cBogHOM Tabnnuei: Cv

KomnakTHbI v

Ob6wwue ntoru

MokazbiBaTh MTOTM:

Ans cronbuos

Ansa cTpok

MpoMeXyTouHbIe UToru
Otobpaxartb
PacnonoxeHwe:

Mog rpynnoi v

Moanucum:

MycTble Aauelikn

Owmnbkm

Pucynok 271 — Briiagka ITapamerpsi
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4.7.4.1.1 PenakTHpOBaTh HCTOYHHK TAHHBIX

Eciu  Tpebyercsi penakTUpoBaTh MCTOYHUK JAHHBIX CBOOHOM TaOJUIbI, BBIIOJHUTE
CJIeyIolye IeNCTBUS:
1. VYcranoBure kypcop B mnojie MCTOYHUK JaHHBIX. B JTOKyMeHTe OTKpoOeTcCs BKJIaJIKa C
WCXOAHOW Tabiuilel, U 3HadeHue B nojie ICTOYHMK JJAHHBIX CTaHeT JIOCTYIHBIM JIJIs
penakThpoBaHus (cM. PucyHok 272). YKa3aHHBIM [AMara30H JaHHBIX BBIJIEJTUTCS B

WCXOTHOM Ta6JII/IIIe OBETOM.

> (CBogHas Tabauua

2 0O

KoHctpyktop  [lapamerpel

(1]
MCTOUHMK AaHHBIX: [ |
'naHHble'lA1:G27 [ ] %,
MakeT cBoaHOM Tabnuupi: Cv
CX

KomMnakTHbIn v

Pucynok 272 — PegakTpoBaHMe UCTOYHHKA JIAHHBIX

2. Penaktupyiite 3HaueHre B mojle MICTOYHMK [JaHHBIX U HAXXMUTE KHOIKY ® wwm

xiasuily Enter Ha kiiaBuatype.

4.7.4.1.2 Bei0paTh MakeT CBOTHOM Ta0JIHIIbI

B Brinagatomiem cnvcke MakeT CBOTHOMN TaOJMIIBI MOXXHO BBIOPATh OJJUH U3 CJIeyIOIINX
MaKeToB:

— KoMmnakTHbIl — laHHBIEe Bcex Mojied U3 obiactu CTPOKM OTOOpaXkaloTcs B I1epBOM

CTOJIOIe CBOJHOM TaOJIUIIBI U UMEIOT MepapXyU4yecKylo CTPYKTypy (cM. Pucynok 273).

Yem Oovibllle YpOBEHb BIIOKEHHOCTH Y 1o B 00sact CTPOKH, TeM OOJIbIINANA OTCTYII

VMeIOT ero JaHHble B IIepBOM CToJiOIe Tabmuiibl. Maker KoMIakTHBIN MCIIONB3yeTCs

JJIA CBOJHBIX Ta6J'II/II_I 110 YMOJIYaHHIO.
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ﬂ Cymma no nonwo Nposa s

HazeaHWA cTpoK

o

& Weanoe 25423,728814
Benocunenbi 25423, 728814

© Wnuuckas 5760169,4915
Benocunenbi 2974576,2712
JockmK 2733050,8475
ManaTthmM 47457627119
Mpouee 5084,7457627

© nNerpoe 4019491,5254
Benocunenbi 10423728814
JockmK 1588983,0508
Nbixsm 1250847,4576
ManaTthmM 136440,67 797
Mpouee 847 45762712
Pucynok 273 — Makert ctpanuiisl KoMnakTHbIH

— TabnumuHplii — [aHHble Kaxaoro Moy u3 obmactd CTpokH O0TOOpaXaroTcsl B

otnensHOM cTosbre (cM. PucyHok 274). HazBaHus CTONIGIIOB COOTBETCTBYIOT HA3BAHUIO

TOJIeN.
MNoapasgeneHue ﬂ MeHeamep ﬂ HomeHHnaTypa ﬂ Cymma o noaw Npoaa s
[ | © VeaHos Benocwnenp 25423,728814
HMeaHoe MTOr 25423, 728814
@ WnuHcKan Benocunebl 2974576,2712
DOockuK 2733050,8475
MNanaTkmK 47457,627115
Mpouee 5084,7457627
HMnuHcKana UTor 5760169,4915
ﬂ MeTpoe Benocunenbl 1042372,8814
Dockm 1588983,0508
Nt 1250847,4576
ManaThn 136440,67797
MNpouee 84745762712
Metpoe UTor 4019491,5254

Pucynok 274 — Makert ctpanuiibl TadauaHbIH
— CrpykTypa — JaHHbIe IOJIell pacIojIoXeHbl Kak B MakeTe TaOJMYHBIN, [P 3TOM B

K&KIOM CTOJIOIle AaHHble OTOOpaXkaroTCS Ha OJIHY CTPOKY HMDKe Ipedployliero (Cm.

Pucynok 275).
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MogpazneneqHue ﬂ MeHe nxep ﬂ HomeHknaTypa ﬂ Cymma no nonwo MNpona s

£ WeaHoB
Benocrnenbl

£ WnuHckan
Benocrnenbl
Jocku
ManaThm
Mpouee

© nNetpos
Benocunenpbl
JockiK
Nbixen
ManaThm
Mpovyee

Pucynok 275 — Maker ctpanunel CTpyKTypa

4.7.4.1.3 HacTtpours oTo0paxkeHue 00IIUX HTOTOB

Ilo YMOJ/ITYaHHIO B ocuegHen CTpOKe CBOJHOM TaGJ’II/IHbI 0T06pa)KElIOTCH HUTOroOBbIe 3HAYEeHH

CTOJ'I6I_IOB, d B I[10CJIeJHeM CTOJ'[6I_[e — UTOroBbIe 3Ha4eHH CTPOK.

YTOOBI CKPBITh UM IOBTOPHO OTOOPa3UTh MTOTOBble 3HAYEeHHUsI CTOJIOIIOB, BOCIIO/Ib3YUTeCh

OTHHM M3 ClIeJyIOIrX CIT0COOOB:

— Bo BKJIaJIKe l'[apaMeprl, B pa3aeiie 06[IIPIE HTOr"u CHUMHTE WIN IIOCTaBbTE c]>na>1<01<

s cronbuos (puc. Pucynok 276).

> CeogHas Tabanua

KoHctpyktop  Napametpsl

WcTouHnK gaHHbIX:

'‘AaHHbIe'1AT.G27 @

MakeT ceogHOW Tabanupi:

KomMnakTHbl# v

O6ume nrorn

MokazeiBaTe MTOT K

[Ans cronbuos

[Ona crpok

25423,728814
25423,728814
5760169,4915
2974576,2712
2733050,8475
47457,627119
5084,7457627
4015491,5254
1042372,8814
1588983,0508
1250847,4576
136440,67797
847,45762712

Pucynoxk 276 —HToroBble 3HaueHUs B TapaMeTpax TaOJIUITbI
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— IllemukoM mTpaBOM KHOMKK MBIIKA TI0 JFOOOW sYelike CBOTHOM TaOJIMITBI OTKPOWTE
KOHTEKCTHOe MeHIO U Bbibepute komaHy Iloka3aTs o6mue uroru (cMm. Prucynok 277).

B OTKphbIBIIEMCS IIOAMEHIO CHUMUTE UJIN IIOCTaBbTe Cl)ﬂa)KOK I[Jlﬂ CTOJIﬁIIOB.

Moka3aTb 0bwme utoru » [nacronbuoe

v [lnA cTpok
CBepHYTb WK Pa3BepPHYTb L :

O6HoBUTE CBOAHYHO Tabnvuy

YaanvuTe cBOgHYO Tabnuuy

Pucynok 277 — BriitoueHue / OTKIIIOUeHHe UTOTOBBIX 3HAYeHUN
Yyepe3 KOHTEKCTHOe MeHIO

YTOOBI CKPBITH WM TOBTOPHO OTOOPa3UTh WTOTOBBbIE 3HAYeHHUS! CTPOK, BOCIIOIb3YHTeCh
OJTHUM U3 CJIeJIYIOIIUX CIIOCODOB:
— Bo Bkiagke ITapamerpsl, B pasfene O0miue HTOrH CHUMHUTE WIK TOCTaBbTe GIIasKOK
s crpok (puc. PrucyHok 276).
— IJemykoM MpaBOM KHOIIKKM MBIIMIM 1O JIHOO0N sidelike CBOAHOM TabJWIbl OTKPOMNTE
KOHTEKCTHOe MeHIO U Bbibepute koMmaHy Iloka3aTs o6miue uroru (cMm. Pucynok 277).

B oTkpriBIIEMCS IOJIMEHIO CHUMHUTE WIH II0CTaBbTe PuIakok Jisl CTPOK.

4.7.4.1.4 HacTpouTh 0TOOpaxkeHHe MPOMEKYTOYHBIX HTOTOB

B cBozHOI Tabnuiie MOXXHO:

— OT0Opa3uTh/CKPBITh IPOMEXYTOUHbIe UTOTH JJIsl KaXK0M I'PYTIIbI IaHHBIX.

— H3menutb MecTo oTOOpa)keHUsl IPOMEXYTOUYHBIX WUTOTOB, €C/IM sl CBOJHOW TabJIMIIbI
BbiOpaH MakeT KommakTubiii v Ctpykrypa. B Tabmune ¢ makerom TaOmmuHbii

IMpOMeXYTO4YHbIe U'TOTU BCerld OTO6pa>KaI-OTCH I1on rpynnoﬁ JAaHHBIX.
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YToObl CKpBITh WM OTOOpa3WuTh IMPOMEXYTOUHble UTOTH, B pasnerne IIpomexyTouHbie

HUTOT'H CHUMHTE WUJIM MOCTaBbTe ¢riaxkok OTodpaxkars (cM. PucyHok 278).

-» (CeogHas Tabnnua

KoHctpyktop  [Mapametpsl

O6wwwme utorn

MokazeiBaTe UTOTK:

Ana ctonbLoB

[na crpok

MpomexKyTouHbIE UTOTK

Ortobpaskatb

PacnonoxeHnue:

Moga rpynnoit

Pucynok 278 — bnok IIpomexyTouHnbie uToru

B Beinazaromem cnvcke Pacmonoxkenue (cMm. PucyHok 278) BeiGeprTe MecTo 0TOOpaXkeHuUs!
IIPOMEXXYTOYHBIX UTOTOB:
— Ilox rpymmoii — 1oJ KaXJ0M Tpynmod [aHHBIX OTOOpakaeTcsi CTpOKa THIIA

3arosioBok_rpynnsl Utor (cMm. Pucynok 279).

Ha3BaHMA CTPOK ﬂ Cymma no nonw Npogasm

o
& WeaHoe
Benocunenbl 25423,728814
Heanoe MTor 25423,728814
© WnuHcKaa
Benocunenbl 2974576,2712
Dockwm 2733050,8475
NanathK 47457,627119
Mpouee 5084,7457627
HMnuHcHanA MTor 5760169,4915
@ nNetpos
Benocunenbl 1042372,8814
Dockwm 1588983,0508
NblKn 1250847,4576
Manatkm 136440,67797
Mpouee 847,45762712
Metpoe UTor 4019491,5254

Pucynok 279 — IIpoMexxyTouHbIe UTOTH MOJ] TPYIIION
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— B 3arosioBKke rpymmel — IPOMEXYTOYHble HTOTHM OTOOPaXKalOTCS B CTPOKAX C

3aroJIOBKaMu Ipynil faHHbIX (cM. Pucynok 280).

HazeaHwWA CTpoK - Cymma no nonw Npoaa A

o
© Weanos 25423,728814
Benocunenb 25423, 728814
© WnumHckan 5760169,4915
Benocunenb 2974576,2712
JOockm 2733050,8475
ManaTthmM 47457,627119
Mpouee 5084,7457627
& nNetpos 4019491,5254
Benocunenb 1042372,8814
JOockm 1588983,0508
Nbixsm 1250847,4576
ManaTthmM 136440,67797
Mpouee 847 45762712

Pucynok 280 — [IpoMexxyTo4HbIe UTOTU B 3ar0JIOBKe I'PYIIIIbI

4.7.4.1.5 PenakTHpOBaTh NOANNUCH

B pazpene Ilognucu MOXHO pelaKTUPOBATh HA3BaHUSI HEKOTOPBIX CTOJIOIIOB M CTPOK
CBOJIHOM TaOJIMIIBI, a TaKXKe YKa3aTh TEKCT, KOTOPbIM Oy/ieT 0ToOpaXkaTbCsl B MYCTHIX sUeHKax WITN

JYeriKax C OIIMOKAMH.

B xauecTBe MMOAIINCH He JOITyCKAeTCs UCIIOJIb30BATb Cl)OpMYJ'Iy NI CIDYHKHI/IIO

Pazpesn Ilopmucu coiep XUt Cileyrolue moJs:

— IlycTble ssueliKu — TEKCT /Jist 0TOOpaXkeHus B IMYCThIX STYerKaxX CBOAHOM TaOIUITHI.

— OmmubkM — TeKCT Jyisi OoToOpakeHMsI B siYelKax, KOTOpble cofepkaT OIIMOKU B
BBIYHCJIEHUSIX.

— OOumii uTOT — HA3BaHUe CTPOKU U CTOJIOIA C OOIIUMU UTOTOBBIMU 3HAUEeHUSIMHU.

— 3HaueHMS — B 3TOV BepCUU IIPUWIOXKeHHUs JJaHHOe T10JIe He UCII0JIb3YeTCsl.

— CTpoku — Ha3BaHUe CTPOK B CBOAHOM TabJIMIe C KOMITAKTHBIM MaKeTOM.

— Cronbub! — Ha3BaHMe CTOJIOIOB B CBOJJHOM TabIIHIle C KOMIIAKTHBIM MaKeTOM.

Ecnu B miojie Het 3HAYeHUs, BBeJUTe 3Hd4UeHHe BPYUYHYIO U HAXKMUTE KIIdBUIITY Enter.
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Eciu B none ectb 3HaueHHe, yJaliuTe ero BPYYHYIO WM HaKaTWeM Ha KHOIIKY . 3aTeM

BBeguTe Tpe6yeMoe 3HdAYeHHe 1 HAXKMUTE KJIdBUIITY Enter.

4.7.5 CBepHYTh WIH Pa3BepPHYThH 3JIEMEHTHI CBOTHOM Ta0IHIIBI

YpoBeHb pAeTanu3aliiyd AaHHBIX B CBOJHOM TaOJiMIle MOXHO MEHSTb, CBOpadMBasi |
pa3BopavMBasi COAEP>KUMOe CTPYIIUPOBAHHBIX CTPOK M CToJIOIOB. Hanpumep, B Tabnuile MOXHO

CBepHYTb CTPOKH, CITPYIIIMPOBAHHbIE II0 PETHUOHY IIPOAdXXW WJIK I10 I'PyIille TOBAPOB (CM. PI/ICYHOK

281).

Pernon npopamu -~ pynna

-~ Toeap -

© Amwmrpos ) Bobineuka

£ Makaponb

© Osowm

0 opyxm

MNeyeHbe
Xneb
Bepmuwentb
PosKK
CnareTrwH
Kabaukwu
Orypupl
Ceewna
AnenbcHbI
Moy
MaHro
ABNOHK

Pucynok 281 — [Ipumep rpynnvpoBKy B CBOJHOM Tabiulle

B cBomHbIX Tabnuiax, co3jaHHbIX WK oTpefakTUpoBaHHbIX B LibreOffice Calc, knonku u

KOMaH/IbI CBOpa‘II/IBaHI/ISI/pa?)BOp{:l‘II/IBaHI/ISI CTpOK/CTOJI6HOB MOT'YT OTCYTCTBOBATb WJIHU

paboTaTh HEKOPPEKTHO.

YT1o6bl CBEpHYTh WIM Pa3BepHYTh BCe CIPYIIHMPOBAHHbIE CTPOKU WJIM CTOJIONBI CBOIHOM

T&6JII/IHBI, BBITIOJIHHUTE CJIeAyIoIlire JIeCTBUSL:

1. OTkpoiTe KOHTEKCTHOe MeHIO IIIeJTYKOM IpaBOM KHONKH MBIIK IO J11000# sueiike

CBOJTHOY TabnuIlbl ¥ BbIOepuTe KoMaHly CBepHYTh HJIH Pa3BepHYTh.

2. B oTkpbiBIIeMcs IOJIMEHIO BbIOepuTe TpebyeMyto KOMaHTy.
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YToObl CBEpHYTh WJIM pa3BepHYTb OJIHY I'PYINY CTPOK WIA CTOJIOIIOB CBOJHOM TabJIHIIBI,

BBITIOJIHUTE OJTHO U3 CJIeJIyIOLIUX JIeUCTBUM:

Yrob6bl CBEpPHYTb OJHY TpYIIly CTPOK/CTOJOIOB, HAaXXMUTe KHOIIKY © cresa or ee
3arojIoBKa, YTOObI Pa3BepHYTh — KHOMKY ' .

OTkpoiiTe KOHTEKCTHOE MeHIO IIeJJYKOM IIPaBOM KHOIKM MBIIIM [0 siYelike C
3arojIOBKOM TpYINIBI CTPOK/CTOJIONOB U BblOepuTe koMaHny CBepHYyTH WM

Pa3BepHyTb.

4.7.6 O0HOBHUTH CBOJTHYIO Ta0THILY

Oo6HoBNeHre cBOAHOM TabuITbl TPeOyeTCsl BHIIOTHUTD, eCIIH:

IIpu paboTe C HOKYMEHTOM B HCXOJHOW TabJivIle U3MEHWIWCh IaHHble, HA OCHOBe
KOTOPBIX CO3/laBajlaCh CBO/IHAs TabuIIa.

B npunoxennn «MoitOduc Tabauia» oTKpbIBaeTCs IOKYMEHT CO CBOAHOM TabiuIe,
CO37JTaHHOM B CTOPOHHEM peJIaKTope.

B npunoxennn «MonO¢uc Tabnuia» oTKpbIBaeTCsl TOKYMeHT CO CBOAHOU TabiuIeH,

KOTOpada COAEpPKUT HedKTydJ/IbHble IdHHbIE.

YT0oObI 0OHOBUTH CBOAHYIO TAOJIUITY, BHIIOIHUTE CIIEYIOIIHe IeHCTBUS:

1.
2.

Brijieniite Bech iMania3oH WM OJJHY/HECKOJIBKO siueek U3 IMaria3oHa CBOAHOM TabIIHUITBL.
BrinonauTe koMaHy 0OHOBIIEHUS OTHUM U3 CJIeIyIOIIUX CIIOCOOO0B:
— DBruibepute nyHKT koMaHAHOro MeHiO laHHble > OOHOBHTH CBOJHYI0 TaOJIMILy

(cm. PucyHnok 282).

Janneie  WMuctpymentsr Bug  OBwwi goctyn Hag

3anato MmA...
¥npaeneHue zanMToMN r

OB6HoBUTE CBOAHYHD TabBauLy

Pucynok 282 — Komananoe meHio [lanubie

— Ha mnanenmu wuHCTpymMeHTOB, B pasfieie CBomHas TadauIa HaXXMUTE KHOIKY

G O6HoOBHUTH CBOHYIO Ta0uuIy (cM. PrucyHok 283).
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A
2 OBhHoeuTs R
Sl B g i @ @ -

‘EE} HactponTe

CeogHaa TaGanwa Bcraeka .

Pucynok 283 — Knonika O0HOBHUTH

— H_IeJ'I‘-IKOM npaBoﬁ KHOIIKM MBIIIX BBbI3OBHUTE KOHTEKCTHOe MeHIO W BBIIIOJIHUTe

koMaHy OOHOBUTB CBOAHYIO Ta0/IUILY.

— Ecmm cBojgHas Tabnuna co3aHa B CTOPOHHEM IIPWIOXKEHWH, Ha IaHeJId HaCTpoeK
CBOJHOW Tabiuibl, BO BkiIagke KOHCTpPyKTOp Hakmure KHONKY OOHOBHTH,
KoTopasi oTobpakaercsi moj coobiieHneM: «McxonHble naHHbBIE W3MEHWIHCh.

O6HoBUTe, YTOOBI 3arPY3UTh aKTyaJIbHBIE aHHBIE» (CM. PucyHOk 284).

B v G O6HOBUTB

ﬂﬁ v {g’} Hacrpowtb \DH—UV @ " oo

CeogHas Tabnuya Bcragka

>

- CopHas Tabanua

2 0

KoHctpyktop  [lapamertpsl

&

© VicxoaHbie gaHHbIE U3MEHUANCE.
O6HoBwWTe, YTObbI 3ar py3nTb akTyanbHble

Q

JaHHble.
Cv
cCX

O6HoBUTL

JocTynHele nons: PUNBTPSI:

Moppa3speneHue

Pucynok 284 — Knonka O0HOBHTE

— Ecmm cBopHas Tabnuia COJEpXKUT HeaKTyalbHble [aHHble, Ha IIaHeJIM HacCTPOeK
CBOIHOM Tabmuilbl, BO BKiIajike KoHCTpykTOp HaxkmMuTe KHONKY OOHOBHTB,
KOoTOpasi oToOpakaeTcsl mof coobmeHueM: «/laHHble mormm ycrapers. O6HOBUTE

CBOJIHYIO TabJIUITy».
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4.7.7 Y1anuTh CBOIHYIO TaOIHILY

YTOoOBI yIanuTh CBOJIHYIO TAOJIMITY, BBIIIOJIHUTE CIIeAYIOIIe IeCTBUS:
1. BeimenuTe Bech Auana3oH MM OJJHY/HECKOJIbKO sSi9eeK M3 IMara3oHa CBOJIHOM TabJIUIIbI.
2. BprinonHuTe KOMaHAY yjaleHHs OTHUM U3 CJIeIyIOIIUX CII0OCOOO0B:

— BroibepuTe myHKT KOMaHAHOTO MeHIO [laHHBIe > Y@ajauTh CBOJHYIO TaOIHUILy

(cMm. Pucynok 285).

Jdannwe  WMHcTpymedte Bug OBwwid goctyn  Hag

3anate WmMA...
¥npaeneHue 2aMToR r

OBHoBUTE CBOAHYH TaBauuy
HacTpouTe cEogHyto Tabauuy

¥nanwte ceogHy Tabauuy

Pucynok 285 — Komananoe mesio [lanHble

— Ha mnanenu wuHcTpymeHTOB, B pasgeiie CBojgHasi Tadauma HAaXMHUTe KHOIIKY

@ (Ynanuts cBomHyI0 Tabumuny) (cM. PucyHok 286).

L
™ OBHoBWTE P
- ' R N R

E:'} HactponTe

CeogHaa Tabanwa Bcraska

Pucynok 286 — KHomnka Y 1aJiuTh CBOHYIO Ta0JIHILy

— HIEJI‘-IKOM HpaBOﬁ KHOIIKM MBIIIIM BBI3OBHUTE KOHTEKCTHOe MEeHIO KW BBIIIOJITHUTEe

KOMaH/ly Y AaJINTh CBOJHYIO Ta0JIuILy.

— Haxwmure knaBuity Delete Ha kitaBuaType.
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4.8 luarpammel u rpadpuku

4.8.1 BcraButh quarpammy/rpadux

TabnuuHbI  pefakToOp IMpeloCTaBisieT BO3MOXHOCTb CO3[AHUSI W pedaKTUPOBAHUs
JMarpamMMm U rpagpuKoB pa3jidigHOro TUIA.
YToOBI cO3/1aTh MarpaMmy Wiy rpadpuk, BHIIOJIHUTE CleIyIollre JeHCTBUS:
1. Beimenure nuama3oH, MO JaHHBIM KOTOPOTO HEOOXOAMMO IMOCTPOUTH JHUArpamMmy WU
rpaduK.
2. BprinonHuTe KOMaHy BCTaBKU AUAarpaMMbl/Tpadrika OTHUM U3 CIIeAYIONIUX CIIOCOOOB:

— Bribepute nyHKT KoMaH/HOrO MeHio BeraBka > Jlmarpamma (cm. Prucynok 287).

Beraeka @opmar  TaBavua  fandwsie  WHotpyments  Bug OBwwi goctyn

B Asobpaxerve... XO Thames v |12
TekcToBoe Nose

& Ourypa 3 X K H AB T e )
il Awarpamma P ln Tucrorpamma k
fH Ceognas Tabauua... = JlvHelvatan guarpamma k
Fu DyHKUMA.., Shift+F3 ¢ Tpadwmk LI
CneunancHoe CUMBOAR.. & fAwarpamma c oBaacTAmMKM »
P Coonca.. Cirl=K (L] Kpyroeas guarpanma

[ 3ametka

[J Muer

B Aara

(D) Bpewms

Pucynok 287 — IlynkT komanaHoro mesto Jluarpamma
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— Ha nanenu uHcTpymeHTOB, B pasfgeiie BcecraBka (cm. Pucynok 288) nHaxmwure

KHOIIKY \l:lﬂ_ﬂ (Muarpamma).

@vﬂ [T ]
oY Wy BB @ -

MmcTorpamma

Nunelvaran guarpanma

lpadmr

¥ ¥ =

¥ = |~

Awarpamma c ocBaacTAmm

Kpyroean guarpanma

Pucynok 288 — Knonka Jluarpamma
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— Ha nanenu unctpymentoB (cMm. Pucynok 289), B pasmene BcecraBka Haxmwure
KHOTKY «==. Ha oToOpasuBIeiics MaHelu BCTaBKMA HaBeIWTe KYpPCOP MBIIIM Ha

kHonky 1l iuarpamma.

By T B O

ﬂﬁ . @ E \ﬂv @ v o L]

JaHHbie E Mzo6paxmeHne..,
[F]1  Tekcrosoe none
M (o] Y Durypa L
McTorpamma :|]: Ownarpamma I} >
‘ g = 17  Ceocanan tabamua...
| k |l- |ll
Jg( DyHKLKA...
NuHeituatan gnarpamma
E] CneumnansHee CUMBOEL... ¥
|I- |II (1
_m Ll T
f_{fj Cewnka...
padux @ JameTra
|§}\ |ﬁ |; ; Macr
|‘{j>“' |.'::/') |::; fara
G} Bpemna
Auarpanma ¢ obnacTamm
e = (=
Kpyroean guarpanma

Pucynok 289 — Ilanenb BcTaBku

3. B oTKpbIBIIEMCS TIOJIMEHIO BbiOeprTe TpebyeMbli TUI IuarpaMMbl WK rpaduka.

I'padux/muarpamma cpopMupyeTcsi aBTOMaTHIECKH T10 [IeHTPY BUIMMOM 00J1aCTH TabIIUIIbI.
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JlaHHble, UCIIONb3yeMble IJIsi TIOCTPOeHUs], MOJCBeUYMBAIOTCS HA JIUCTe I[BeTaMH, KOTOpble

COOTBETCTBYIOT psiiaM JJaHHBIX rarpaMmbl/rpaduka (cMm. Pucynoxk 290).

A B (5 D E G
1 'Kammpmn 1 4,2 2.4 2
2 |Kareropmsa 2 25 4.4 2
3 |Kareropusa 3 3.0 1.8 3
4 |Kareropus 4 45 2.8 5
5
6 Py
7
8 ]
a
10 4

I R R e R R R e
M H S W Sy B W N
— [R%] (73]

@ Panl [ Pag2 [ Pan3

[
W

M
Y

bkl

Kareropusa 1 Kareropma 2 Kareropua 3 Kareropus 4

ra
wn

Pucynok 290 — Jluarpamma

4.8.2 I3MenuTh THI AHarpaMmmbl/rpaduka

Ecmu Tp66YETCSI U3MEHUTb THII CO3JaHHOH JWarpaMmhbl, BbBIJIEJINTE ee. Ha mnanenu

WHCTPYMEHTOB, B pa3jeiie JluarpaMMa HaXKMUTe Ha KHOIIKY, COOTBETCTBYIOIIYIO TpebyeMomy

TUITY JUAT'PAMMBbI:

— [ (T'ucrorpamma) — uTOOBI MpPeobpa3oBaTh TEKYIIYIO AWAarpaMMmy B THCTOTPaMMY

YKa3aHHOI'O TUIIA UJIM U3MEHUTD THII TeKyllled ructorpammsl (cM. PrucyHnok 291).

Janusle  WHctpymentsl  Bug  Obwwi poctyn  Mognucka Cnpaeka

é |i_h v E v e {CS:} HactpowTts

[-Nn ..

|ih FMcTorpamma ¢ rpynnupoBKoi
H

| I'MCTorpamma C HakonneHwem

[ L
|lI HOpMMpOBaHHaH rMcTorpamMma C HakonaeH em

Pucynok 291 — Knonka I'mcrorpamma
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- = (JImneiiyaTas mguarpaMma) — 4TOOBI IIpeoOpa3oBaTh TeKyIIyl [AMarpaMMy B

JII/IHefI‘{aTYIO JAUdIr'paMMy YKd3dHHOT'O THUIIA WM U3MEHUTb THIL TeKYU_[eﬁ JIMHEeH4aTOMn

nuarpammel (cMm. Pucynok 292).

Jannble  WMuctpymenter  Bug  OBwwi goctym  [Moanwucka Cnpaexa
é “_ v E v @ {@} HactponTs I
~lin

|2~ y ;
|='- NwHelvaTas guarpammMa c rpynnupoBKoW

. = ed My ..

Awarpami
sm  [lnHeiuaTan AvarpamMma ¢ HakonaeHnem

o= HOpMMpOBaHHaﬂ NvHelyaTasa Anarpamma ¢ HakonaeHmem

Pucynok 292 — Knonka JIuneiiuaras aparpamMma

— @ (Kpyrosas nuarpaMma) — 4To6bI Ipeo6pa3oBaTh TEKyIIyIo JHAarpaMMy B KPYTOBYIO
JIMarpamMmmy.

— = (Juarpamma c o0uacTsiMu) — 4yTOOBl IpeoOpa3oBaTh TEKYIIyIO JharpaMMy B
JIMarpaMmy C O0JIAaCTSIMM yYKa3aHHOTO TUIA WM U3MEHUTDb TUIl TeKyllled JUarpaMMbl C

obnactsmu (cM. Pucynok 293).

Jannbie  WHctpymenter  Bug  O6wwm goctynm  lMognwucka Cnpaexa

é “— v E v © {%’}HBCTPOMTI: -
lﬁv |E v Il“bY,ﬂ,anMTb ‘ Mv @ v oo

Awarpami
BS  /[warpamma c obnactamu

|""‘-'-' Awnarpamma c obnacTamm U HakonaeHem
D E J
|E HopmuposanHas gnarpamma ¢ obnacTaMm U HakonaeHuem

Pucynok 293 — Knornka /lmarpamma c obsacramu

YToOb! Mpeobpa3oBaTh TEKYIIYIO AMArpaMMy B rpadvK YKa3aHHOTO THUIA WX U3MEHUTh TUII
Tekylero rpadvka, Ha)KMUTE Ha KHOIIKY |* (T'padpuk) u BeibepuTe TpebOyeMbid THIT rpadrka U3

BhITIa/IatomIero crucka (cM. Pucyrok 294).
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JaHHble  WHcTpymeHTbl  Bug  O6wwid goctyn  lMognucka Cnpaeka

_U’E' “_v E A e {éé}HaCTpOMTb N .
[ilg, Yaanurs oo~ B8 A @)y -

B
3

Mpadwk

Mpadwk ¢ HakonneHWem
HopmupoBaHHbI M rpaduk C HakonAeHWem
Ipadwk ¢ Mapkepamu

Fpaduk c HakoneHWeM U Mapkepamu

HopmupoBaHHbIA rpadyk ¢ HaKOMAeHWEM W MapKepamm

RER & R RO

Pucynok 294 — Knonka I'paguk

4.8.3 I3MeHHUTL THANa3oH JaHHBIX

[Tpy Heo6x0IMMOCTU MOXKHO M3MEHUThb /MAalla3oH JIAaHHBIX, KOTOPBIA WCIOJIb30BaICs s
IIOCTPOEeHUsI ITIepBOHAYaJbHOW jauarpammbl/rpaduka. Ilpu astom puarpamma/rpaduk Oyper
IIepecTpOeH B COOTBETCTBUM C HOBBIMU I'DaHUIIAMU /IMANla30Ha.

Y1o0Obl M3MEHUTh UAIA30H, BLIIOJIHUTE CIle[lytoliye 1eHCTBUSL:

1. Beimenurte guarpamMmy/rpaduk.

2. 3axaB JIeByI0 KHOIIKY MBIIIY, IlepeJJBUHbTe YIJIOBOW MapKep [Wala3oHa [AaHHBIX,

KOTOpble HCIOJIb30BAJIMCh Ul IIOCTPOeHUs Auarpammbl/rpaduka. YTJIOBOW MapKep
Ziaria3oHa MO>KHO I1epeJJBUraTh B JIFOOOM HallpaB/leHUM: BIIPaBO, BJIeBO, BBEPX, BHU3.

3. OrtmycTuTe JIeBYyI0 KHOIIKY MBIIIH, YTOOBI 3apMKCHPOBATh IPaHUIbI HOBOTO JIMalla30Ha.

Takke MOXXHO BHECTHM KOpPPEKTHBBI B 3HaueHHs sS4eeK, WCIOJIb30BAaHHBIX JJIsI IOCTPOEHUs
Ivarpammbl/rpaduka. ['paduueckoe n3obpakeHre OynieT U3MeHEHO aBTOMAaTUYeCKH B COOTBETCTBUU

C U3MEHEeHHsIMH, BHECeHHbIMH B JIereHay.

4.8.4 IamenuTh pasMep auarpammbl/rpaduka

Jl1s u3smeHeHUs pa3Mepa AvarpaMMbl/rpadrka IIeJKHUATe 110 HeMy JIeBOM KHOIIKOM MBIIIY U
nepeTaluTe KOHTPOJIbHBIM MapKep B HY>KHOM HarpaBjieHUH (cM. PucyHok 295):
— I U3MEHeHUs BLICOTHI UCIIOJIb3yUTe BepXHUN U HYKHUN MapKephl;

— 711 U3MeHEeHUs! ITUPUHBI UCIIONIb3YHTe [IPaBbIi U JIeBbI MapKepHhl;
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— JId TIPOIIOPHMOHAJIBHOI'O H3MEHEeHHA BBLICOTbI W HIMPUHBI I/ICHOJ'[I)BYI‘;ITE YTJIOBBIE

MapKephl.

® C; ’
]
4
3
2

@ ¢
1
0

Kareropua 1 Kareropua 2 Kareropus 3 Kareropua 4
@ Panl [ Pag2 [ Pan3
L & 9

Pucynok 295 — W3meHnenure pasmepa aguarpamMmbl

4.8.5 IlepemecTuTh AUarpamMmmy/rpapuk

Jmarpammy/rpadyik MOXKHO IepeMeInaTh CJIeTyIUMUA CITI0COOaMMU:

— TepeTacKUBaTh, yIeP KUBas JIEBYIO KHOIIKY MBIIIIH;

— TepeMelarb CTPOTO 10 BEPTHKAIN WU M0 TOPU3OHTAU C TIOMOIIBIO KJIABHUII «—, T, |,

— Ha KJIaBHaType.

[Ipy mnepemernieHny AWarpamMmbl/Tpadyka C TOMOIIBIO KiIaBuil <—, T, |, — mar
MePEeMEIICHUS 3aBUCUT OT MacIlTada JOKyMEeHTa:

— ecimu Macmrab < 200%, To mar = 4 mMuM;

— eciu Macitab > 200%, To mar = 1 mMm.

YToOBbl yBeIMYUTH INar, IepeMeliaiTe aUarpaMmy/rpaduk kiaaBuiamu <, T, |, —,
yaepkuBas Haxkatoi kiasuiry Shift. B manHoM ciydae 1miar nepemertieHust 6yeT paBeH:

— ecimu Macmtab < 200%, To mar = 4 cMm;

— ecnu Macuitad > 200%, to mar = 1 cm.
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4.8.6 Hactpouts nuarpammy/rpadpux

YToOBI NepeiTy K HACTPOMKAM JMarpaMmbl/Tpadrka, BBIIIOJIHUTE CJIeIyIollre JeHCTBUS:
1. Beinenute quarpammy/rpaduk.
2. Orkpoiite okHo HacTpoiiku AuarpamMMsl 0JIHUM U3 CJIeIyIOIINX CIIOCOOO0B:
— Ha nmnaHenmu wuHCTpyMeHTOB, B pa3feiie JluarpamMma HaXMHUTe KHOIIKY
‘E::'} HacrpouTts (cM. Pucynok 296).
— lenxuuTe o ArarpamMMe/rpaduKy MPaBOM KHOMKOW MBIIIA ¥ BBHITIOJHUTE KOMaH/Ty

KOHTeKCTHOro MeHto HacTpouts quarpammy.

WhcTtpymenTtel  Bug  OBwmin goctyn  Mognucka Cnpaeka

“_ v IE v e {:(2: Hactpouts
\ﬁ v IE v %y,qanmb \iv @

Awarpamma Bcraeka

Pucynok 296 — Knonka Hacrpoutsb

OTtkpoetcsi okHo HacTpoiiku mparpamMmsl, KOTOpOe COIEPXKUT ClelyIoIre NHCTPYMEeHThI

(cm. Pucynok 297):

Hactpoiikn guarpammel x

[nanazon:

A1:D4 * |

Jaronceok:

Pagk! gaHHBIx:

O Cronbup Crpoku

Mognucu:
B nepeoii ctpoke

B nepeom cronbue

Pucynok 297 — Oxno Hacrpoiiku quarpamMMel
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— JImama3oH — IMara3oH JJaHHbIX, POPMUPYIOIIUX JUarpaMMy/TpaduK;

— 3aroJI0BOK — 3arojIOBOK JIMarpaMMbl/TpaduKa;

— PaApnl ;aHHBIX — CTOJIONBI WA CTPOKU JUAIA30Ha;

— TIlogmucm — MecTolONOXeHWe HAHHBIX, MCIOJb3yeMbIX [JIsi CO3[laHWs MOJIUCce Ha

nuarpaMMe (B IepBOM CTPOKE W/UJIH B TIEPBOM CTOJIOIIe TUaria3oHa).

4.8.7 Bripe3aTh, KONHPOBATh ¥ BCTAaBUTH JUarpammy/rpagpuk

Huarpammy miu rpadpuk MOXKHO BbIpe3aTh/KOMUPOBATh U BCTAaBUTD:

— B Ipefenax ogHoro fokyMeHTta «MouOduc Tabnnnay;

— B Jpyroi pokymeHT «MonOduc Tabmuua» — auarpamma/rpaduk BcTaBisercs 6e3
JTAaHHBIX, HA OCHOBE KOTOPBIX OH MOCTPOEH;

— B nokyMeHT «MoitOduc Texkcr» nmm «MorOduc IIpesenTtanusa» — nuarpamma/rpadpuk

BCTaBJIAETCA KaK 1/1306pa>1<eH1/Ie.
BprQS&HI/Ie, KOITMPOBaHKE W BCTABKA BLIIIOJIHAKOTCA CTaHOdPTHBIMHA criocobamu.

4.8.8 Yoanure quarpammy/rpadguk

YToOBI yHanuTh TUarpaMmmy/rpaduk, BLITIOJIHUATE CJIeIyIolre NeHCTBHYS:
1. Beimenurte guarpamMmmy/rpaduk.
2. Ypanure nquarpamMMmy/rpaduyK OJJHUM U3 CJIeYIOIIUX CII0COOOB:
— Ha naHen MHCTPYMEHTOB, B pa3feie /JluarpaMmma HaXXMUTEe KHOIKY @& Ynanurs

(cMm. Pucynok 298).

WHcTpymenTtsl  Buag  O6wwmi goctyn  lMognucka Cnpaeka
“_ v E v e {:c;': HacTtpouTtb
oo ~ 0
\ﬁ v |E v @b YaanuTe o

Awnarpamma Bcraeka

Pucynok 298 — Knonka Y panurs

— IlpaBoii KHONKOW MBIIIM IIeJIKHUATE 110 JharpaMMe/TpaduKy U BBIIOJHUTE KOMaHIY

KOHTEeKCTHOI'O MEeHIO YlIaJII/lTI) AuarpamMmmy.

— Haxwmure kiiaBunry Delete v Backspace.
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4.9 Nzo0paxenus

B noxymeHT M0>XHO 1006aBiATh U306pakeHusI:

— C KOMIIbIOTEPA;

— u3 bpaysepoB Google Chrome, Firefox, Internet Explorer u Microsoft Edge;

— U3 TEeKCTOBBIX U TaOJIMYHBIX pPedakTopoOB, BXOOAINIMX B COCTaB OCl)I/ICHbIX IIaKeTOB

Microsoft Office u LibreOffice.

[TopnepxuBaercs pabora ¢ nu3obpaxenusimu B popmatax PNG, BMP, JPG, JPEG, JPE, GIF,

TIFF u TIF.

4.9.1 BcraBuTth u300paxenue

4.9.1.1 BcraBuTh H300paXkeHHe ¢ KOMIIbIOTEpa

YTo6bl BCTaBUTH B JJOKYMeHT H300pakeHHWe C KOMIIbIOTEpa, BBIIOJIHUTE CllefyIolue

JeUCTBUA.

1. Beimenurte To MeCcTo B JOKyMeHTe, Ky/ila He0OX0JIJMMO BCTaBUTh N300paKeHUe.

2. BruimonauTe KOMaHy BCTdABKH OJHUM U3 CJIEAYIOIIUX CII0Cco0O0B:

— Bribepute nyHKT KOMaH/iHOTO MeHI0 BeraBka > M3o0paxenue (cM. Pucynok 299).

Beraeka @opmar  Tabavua JadHwe

MzoBpameHue...
TekcToBOE None

Durypa

il Awarpanma

fH Ceognas TaBanuug..

Fx  OyHKUMA.., Shift+F3
CneynantHBIe CHMBOLL..,

¢ Ccpinka... Ctrl+K
™ 3ametka

[J  Nuer

B Jara

(D) Bpems

Pucynok 299 — Komangnoe mento BeraBka

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' MWy, 2013-2024

276



MonOdonc

— Ha nanenu uHcTpymeHToB, B pasfgeiie BceraBka (cm. Pucynok 300) Haxmwure

KHOIIKY @ (A300pazkeHue).

T e
Y w5 @

Ea
et

Bcraeka

Pucynok 300 — Knonka 3o6paxenue

— Ha nanenu MHCTPYMeHTOB, B pasfieiie BcraBka HaXkmuTe KHOIKY -+= (CM. PucyHok

301). Ha 0ToGpasuBIIIesicst TaHes ! BCTABKY HaxMuTe KHONKy ] Mzo6paskenye.

=, | 7
2T e B @ .

Wzobpamenne...

TekcToBOE NONE

@ H [

Durypa ¥

Juarpanma >
CeogHan Tabavua...

DyHKLMA...

CneymanbHBIe CUMBOABI... ¥

Pucynok 301 — Ilanenb BcTaBku

3. B okHe d@ainoBoro MeHemxepa BblOepuTe H300pakeHHe, KOTOpoe HeoOX0JIUMO

BCTdBUTb, U HA’KMUTE KHOIIKY OTKprTI).
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4.9.1.2 BcraBuTh n300paxkeHue u3 dpay3epa Wi APyroro pegjakropa

YtoObl BCTaBUTH UH300pakeHHWe U3 Opay3epa WIM [JPyroro peaakTopa, BBIIOJIHUTE
CJIeyIolye IeNCTBUS:

1. CkonmpyiiTe n3obpakeHre U3 UCTOYHUKA.

2. Beigenure To MeCTo B JOKyMeHTe, Ky/la He0OOXOMMO BCTaBUTh M300pakeHue.

3. BcraBbTe n3obpakeHre OJJHUM U3 CJIeYIOIIHUX CIIOCOO0B:

— Bribepute nynkT komannHoro mesto IlpaBka > BeraButhb (cM. Prucynok 302).

Mpaeka Beraeka @opumat  Tabowua  JadHme FHcTp

T OTmeHuTs Ctrl+Z
" TosTopnTh Ctrl+Y
oo Bupesate Ctrl+X
Kenupoeate Ctrl+C
E BrTaeuTe Ctrl+V

Pucynok 302 — Komananoe mento IlpaBka

— Ha nmanenu unHCTpymMeHTOB, B pasfienie IIpaBka HaXMHTe KHOIKY I (BcraBuTtn)
WIM HAXKMUTe CTPeJIKy CIpaBa OT KHOIIKU [T} (BcTaBUTB) U B BHIIAZAIOIIEM CIIHCKE

BbIOepuTe koMaHy BeraButh (cM. Prucynok 303).

®ain  [paeka Beraeka @opmat  Tabavua Jandeie MHctpymedts Bug

+ h g’é @% é X0 Thames

. —
JoBasuTs = v D C b
ﬁ BeraenTe
M6 paHHoe damnn Mpaeka
BeTaeute zHaueHuA u dopuat
P16 v fx
BcTaenTe TOABKD ZHAYEHKMA
A B
F|

Pucynok 303 — Knonka BcraButh

— IlenmukoM NpaBOM KHOINKH MBIIIA OTKPOHTE KOHTEKCTHOe MEHIO M BBIIIOJIHWTE

koMaH/ly BcraBuTs.

— Haxwure coueranue knasuil Ctrl+V / $Cmd+V Ha kiaBuatype.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MWy, 2013-2024 278



MonOdonc

4.9.2 VismeHUTH pazMep H300pazKeHH s

Pa3mep nzobpakeHnst MOXKHO U3MEHUTh C COXpaHeHHeM WU 6e3 coXpaHeHHUs ITPOIIOPLIUH.
Yrobbl M3MeHWTb pa3Mep H300pakeHUsI C COXpaHeHWeM IIPOIOPIWH, BBIIIOJIHUTE
CJlefyrolye qefCTBUL:
1. Beigenure nzobpaxkeHue, pa3Mep KOTOPOTro He0OX0IUMO U3MEHUTh.
2. Y 7epxyBasi JIeBYIO KHOIIKY MBIIIIH, IPOTSIHUTe JIF000M M3 yIJIOBBIX MapKepOB PaMKH Tak,
9TOOBI H300paXkeHue MPUHSIIO HeoOXxoauMbli pa3mep (cM. Pucynok 304).

3. OrtmycTuTe JIeBYyI0 KHOIIKY MBI, YTOOBI 3aUKCUPOBATh HOBBIYA pa3Mep N300pakeHus!.

Pucynok 304 — M3menenue pa3amepa n300pakeHHst C COXpaHEHHEeM IPOTIOPIUI

Yrobbl M3MeHUTb pa3Mep H300pakeHUsi Oe3 CcoxpaHeHWs NPOMNOPLWM, BBIIIOJIHNATE
CJIeZIyIolre IeNCTBUS:
1. Brimenure nzobpaxkeHue, pa3mep KOTOPOTO HEOOXOAUMO U3MEHUTh.
2. VYpepxuvBas JieBYIO KHOIIKY MBIIIM, IlepeMecTUTe OJWH W3 MapKepoB paMKH
M300pakeHus:
— IS U3MeHeHUs BBICOThI M300pakeHUsI llepeMeCcTHTe BepXHUM WM HWKHUN MapKep

pPaMKH;

— IS M3MeHeHUs IHMPUHBbI M300pakeHUsI IlepeMecTHTe JIeBbI WM IpaBblii MapKep

paMKH.

3. OrtmycTuTe JIeBY1O0 KHOIIKY MBIIIHY, YTOObI 3adHKCUPOBATh HOBBIN pa3Mep U300pakeHusl.

=

Pucynoxk 305 — M3meHeHue pa3mepa n3obpaskeHus: 6e3 coxpaHeHUs TPOTOPITUA
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4.9.3 IlepeMecTUTH H300paAKEeHHE

I/I306pa>KeH1/Ie MOJKHO I1epeMelldTb ClieJyromnumMunu crocobamu:
— IlepeTaCKuBaThb, YAEPXHUBAs JIeBYIO KHOIIKY MBbIIIIH;
— IlepeMeliaTb CTPOro IO BepTUKaJIu HUJIN 110 TOPU30HTA/IX C IIOMOLIBIO KJIABUIIL <—, T, l,,

— Ha KJIaBHaType.

[Ipu nepemerienun n3obpakeHUs: C TOMOIIBIO KJIABUII <«—, T, |, — IIar nepemMenieHus
3aBUCHUT OT MaciTada JOKyMEHTa:
— ecnu Mactrabd < 200%, To mar = 4 MM;

— ecyu maciarad > 200%, to mar = 1 MM.

YroObl yBEJIMYUTD IIIar, TepeMelraiTe u300pakeHre KIaBUIIaMu <«—, T, |, —, yAepxuBas
Hakatoi kinasuiry Shift. B manHoM citydae miar mepemertienus 6yeT paBeH:
— eciu maciurad < 200%, To mar = 4 cM;

— ecyu Maciarad > 200%, to miar = 1 cm.

4.9.4 CoxpaHuTh H300paxeHue

H3o06paxkeHue U3 TIOKyMeHTa MO>KHO COXPaHWUTh Ha KOMIIbIOTepe.
J11s1 3TOTO BBINIOJIHWTE CIIeAYIOLe IeUCTBHUS:
1. Broinenurte uzobpaxeHue.
2. BbinonHKTe KOMaHAy COXpaHeHHs! OJJHUM U3 CJIeYIOMINX CIIOCOOO0B:
— DBruibepute nyHkT koMmaHjgHOro MeHio Popmar > CoxpaHuTh H300paxkeHHe

(cm. Pucynok 306).

Qopmar | Tabavua  JanHwe  Md

WpndT r
BmpaeHueanne r
MoeopoT TekeTa r
Yucnosoi gopmar...
OBnacTe NeYaty r
CoxpaHnTe nzobpaxeHue..,

Pucynok 306 — [IyHkT koMangHOro MeHi0 CoOXpaHUTH H300paxkeHHe
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- OTKpOﬁTe KOHTEeKCTHOe MeHIO IIe/IYKOM Hp&BOI:I KHOIIKM MBbIIIX W BbIIIOJIHUTE

koMaHly CoXpaHUTh H300paXKeHHe.

3. B okne ¢ainoBoro MeHempkepa BbiOepUTe MAIKy JjIsi COXpaHeHUsl, YKaxuTe uMs ariia

" Ha’KMHUTE KHOIIKY Coxpa}m’rb.

H306pakeHre COXpaHSIETCS B UCXOTHOM pa3Mepe.

Ecimmn u3obpakenre 61710 0Ope3aHO B IOKYMeHTe C MOMOIIbI0 CTOPOHHETO MPUJIOXKEeHU s,

TO OHO COXpaHsIeTCs B UCXOAHOM (110 0Ope3Ku) BUJIe.

4.9.5 Yaanurs uzo0paxenue

Yro6bl yanuth n306pakeHre, BHITIOJTHUTE CIIeIYIOIINe TeACTBYS:
1. Boienure uzobpaxkeHre, KOTOpoe HEOOXOIUMO y/IAJIUTb.
2. BbinosnHATe KOMaHy ylaJieHusl OJTHUM U3 CJIeIYIOIIUX CIIOCOOOB:
— Ha nanenu uHCTpyMeHTOB, B pasfene M3oopaxenue (cMm. Pucynok 307) HaxkmuTe

KHOTIKY ¢ (Y 7ayinTh H300paxeHue).

Dopmar  Tabawua  Jannwe  MHcTpymedts Bug OBwwi goctyn
X% I = 53

Mpaeka Maobpax.. BTaBka

o0 Avsrpaaa v

Pucynok 307 — Knonka Y ganuTth u3obdpaxkeHue

— H_IEJ'IKHI/ITE 110 I/I306pa)KeHI/IIO HpaBOﬁ KHONKOM MBIIIIM W BBIIOJIHUTE KOMaHy

KOHTEeKCTHOI'O MEeHIO YlIaJII/lTI) HBOﬁpEDKEHI/IE.

— Haxwmure kiiaBuiry Delete niu Backspace Ha kiaBuaType.
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4.10 Puryps1

B OOKYMEHTbI MOXXHO J:[OﬁaBJIHTb (l)I/II‘ypr CJIeAyIoUX THUIIOB: JIMHHWA, IIPAMOYI'OJIbHUK,

QIUIMIIC, TPeyrojbHUK, pOMO, 3arHyThli yroJ, 3Be3[a, CepAlle, CKOOKHM, CTpesIkM, BBIHOCKHY,

TeKCTOBOe I10JIe.

4.10.1 BcraBuTh JJHHUIO

YTo06BI I[OﬁaBI/ITb B JOKYMEHT JIMHHWIO, BBIIIOJIHUTE CiieAyroine JerCTBUS:

1.

Bcraeka

O

=
=}
=

@ » &

QEF UF %

OTkpo¥iTe TOJMEHI0 BCTaBKU OJIHUM U3 CJIeIyIOIINX CII0CODO0B:

— Bruibepute nynkT koMaHaHoro MeHio BeraBka > ®urypa > Jlunnu (cm. Pucynok

308).

®opmar  Tabnvua [aHHble

N306paxeHue...

TekcToBOE Nnone

durypa b

Jwarpavma 4

CeogHas Tabnuua...
DyHKUMA... Shift+F3

CI'IeLWI dfibHbl& CUMBONSI...

Cecbinka... Ctrl+K
3ameTka

Nuct

Jara
Bpewma

WNHcTpyMeHTbI

148238 2ask0 0N

XO Thames v

NnHuK
MpAMOyToNbHKMK
namnc
TpeyronsHWK
Pomb

3arHyThIA yron
3Be3na

Cepaue

Ckobkm

Crpenkw

BblHOCKM

Bug  O6wmid goctyn

Moanucka

A- AT

* 7 JlvHua

12 | v

_ W

A~ Crpenka

v [ByCTOPOHHASA CTpenka

Cnpaeka
+

G H

Pucynok 308 — KomanaHoe menio BeraBka

— Ha mnanenn HMHCTPYMEHTOB, B pa3jejie BcraBka HaxmuTe KHOIIKY  ==*®.

Ha

oTO6pa3uBIIeiica aHeIM BCTaBKU HaBe[uTe KypCcop MBIIIM Ha KHOIKY () ®Purypa

(cm. Pucynok 309).
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SvE By By T B> O
D@ ® o« G & oo~ {3 B4 @ = .
Aueiikn MarHbie [ Wsobpamenne.. ~
= TekcToeoe none 1
L NuHrn ,:f)_l Durypa L\_‘s 5 |~ O\
/ /‘ / jl]: Owarpanma > fx
OcHoBHBIE 1H  Cecanas tabanua... 0
ﬁ( DyHKUMA...
|:| O A <> D E] CNeunansHEIE CUMBDBL.. >
ﬁ @ (_E:' Cepnka...
Crobrw % e Tica
[ ] { } ; Nuer
Crpenkn fara
|:> <:| ﬁ @ |:|r_:> @ Bpema
ST B e R
BriHockw
1 O

Pucynoxk 309 — Ilanenb BcTaBku

2. B oTkpbIBIIeMCsI TIOIMEHIO BbIOepuTe THN JIMHUM [JI1 BCTaBKU: JIMHHS, CTPeJIKa,

JIBYCTOpOHHsIsI crpenka. Kypcop npumer Bun mepexpectust — 1.

3. Tlpu HeOOXOAMMOCTH BbIOEPUTE THUIT HAKOHEYHUKOB JIMHUU (cM. pa3zen 4.10.10).
4. JloGaBbTe TMHUIO OJTHUM U3 CJIeYIOMIUX CIIOCOOO0B:

— IllesnkHuTe J1€BOM KHOIKOM MBIIIX IO MECTY, B KOTOPOM J0JIXKHA HAaXOJUThCS TOUKA
Hayala JIMHUKA. B JokyMeHT m06aBUTCS JIMHUS IUIMHOW 4,24 CM C yIJIOM HaKJIOHA
45°.

— VYaepxwuBasi Ha)XaTOM JIeBYIO KHOIIKY MBIIIHM, HAPUCYWTe JIUHUIO B TpebyeMoM MecTe

IoKyMeHTa. YTOOBI 3aBepIINTh pUCOBaHUe, OTITYCTUTE JIeBYIO KHOIIKY MBIIIIH.

5. Ilpu HEOOXOMUMOCTH peaKTUPYUTe JUIMHY U YTOJI HAaKJIOHA JTMHUM (CM. pasnen 4.10.9).
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4.10.2 BcraButh purypy

YT068!I 106aBUTH B IOKyMeHT (GUTYPY, BHIIIOJIHUTE CllelyIoIIye JeHCTBUS:
1. BplenuTe MecTo Ha JIMCTe, B KOTOPOe HeOOXOOUMO BCTaBUTh QUTYPY.
2. Otobpa3uTte cmCoK GUTYP OJHUM U3 CJIETYIOITUX CIIOCOOO0B:

— BribepuTe nyHKT KOMaHHOTO MeHIO BeraBka > ®urypa (cM. Pucynoxk 308).

— Ha manenmu wunctpymenTtoB (cMm. Pucynok 309), B pa3geine BcraBka HakmuTe
KHOTIKY -:=. Ha oTOOpasuBIIeiCS TaHeau BCTABKH HaBeIUTe KypCOpP MBIIIA Ha

KHOIIKY e} Purypa.

3. B oTkpeiBIIeMcs: ToJIMeHIO BbibepuTe TpebyemMyo pUrypy.

B ¢urypy MoxxHO 106aBUTh TEKCT WM CCBUIKY. JIJ1s1 3TOT0 BBIIIOJIHUTE CJIeyIOLHe 1eHCTBUS:
1. JIBOWMHBIM IIeJYKOM MBIIIM BblleuTe GUIYpy, 4YTOObI IlepeMTH B PeXuM ee
pelakTUPOBaHMUSL.
2. Jlob6aBbTe B GpUTYpPYy TEKCT WU CCHUIKY:
— Bsenure TekcTt BpyuHylo. PopMaTHpoBaHMe TeKCTa B (PUIype OCYIIeCTBIISeTCS

dHAJIOTUYHO (bOpMaTI/IpOBaHI/II-O TeKCTd OJOKYMEeHTad.

= - BN Y = (R, R S FE R R

Pucynok 310 — Beog Tekcra

— BcraBbTe B GUTYPY CCHITKY TaK, KaK 3TO OMKMCAHO B pasferne 4.4.6.1.

3. Illenkuute no ar060My MecCTy JIMCTA 3a NpefesiaMu GUIYPBI, YTOOBI BBIUTH U3 pexxuma

ee pelaKTUPOBaHUsI.

B HacTosilllee BpeMs peXXMM pelaKTHpPOBaHUWS He IMOJJepXXuBaeTcsi st Guryp,

Pa3BEPHYTHIX 110/ IIPOU3BOJIbHBIM YTJIOM B CTOPOHHUX TaOIUYIHBIX pedaKkTopax.
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4.10.3 BcraBuTh TeKCTOBOE I10JIe

TekcToBoe mojie — 3TO TEKCT B paMKe, KOTOPbIM MOXHO IepeMelllaTb M pacliojarath B
J1060M MecTe TeKyIero JIMCTa.

YToOBI BCTaBUTH TEKCTOBOE T10JIe, BBHITIOJIHUTE CIIeIyIOIIHe IeHCTBUS:

1. Beigenute MecTo Ha JIUCTe, B KOTOPOe HEOOXOUMO BCTaBUTh TEKCTOBOE TI0JIe.

2. BrinonHuTe KOMaHAy BCTaBKU OJIHUM U3 CJIeIyIOIINX CIIOCOOOB:

— DBribepute nyHkT koMaHgHOTO MeH0 BeraBka > TekcroBoe moste (cm. Pucynok 311).

Bcraeka  @opmar  TaBawua  [fan

[=] WzoBpamenne...

TekcTosoe None

Pucynok 311 — KomanaHoe mMenio BeraBka

— Ha nanenu HWHCTPYMEHTOB, B pasfesie BcraBka Haxxmurte KHOIIKY === (CM. P HNCYHOK

312). Ha oTobpasuBIneiics IaHe/IM BCTaBKU HaKMHUTe KHOIKY [] TekcToBoe moure.

L A
= v 5 '1_f| @vﬂ -
o~ 5 R @

v o v iz

[aHHbie E WzoBpaxenne.. ~

IZI TekcToBOE None |

A Q

M M (8] {? Durypa »

Pucynok 312 — Ilanenb BcTaBkU

3. Baenurte B TekcTtoBoe mosie TpeOyemblii TeKCT. [Ipy Heo6XOAMMOCTH B TEKCT MO>XXHO
n00aBUTh CCHUIKY (CcM. paspgen 4.4.6.1). dopmatupoBaHHe TeKCTa B TEKCTOBOM IIOJIe
OCYIIeCTBJISIeTCSl AaHAJIOTUYHO GOPMATUPOBAHUIO OCHOBHOT'O TEKCTa JIOKYMEHTa.

4. YtoObl CHATH BBIJIeJIeHWe C TeKCTOBOTO MOJIs, IIeJIKHUTE IO JII000My MecTy JIMCTa 3a

IpeaejlaMn TeKCTOBOTI'O I10JIA.
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4.10.4 3amBKa puUrypsI

BHyTpeHHI0I0 06s1acTh y11060M QUIYpHI, KpOMe JIMHWM, MOXXHO 3allOJIHUTh ILIBETOM WU

r3o0pakeHueM.

4.10.4.1 3anuBka ¢uryps! HBeToM

HJISI 3dJIMBKH (l)I/II‘ 'YPBI IBETOM BbLIIIOJIHUTE CllieJyronire eV CTBUS:

1. Beienute GpUrypy oIHMM IIeTYKOM MBIIIN WUJIU BbIAEINUTe PUIYyPY IBONHBIM IIeTYKOM

MBIIIIY, YTOOBI IIepeiTU B peXXUM ee peJlakTHPOBAHMUSI.

2. YToO6bl 3am0MHUTH GUTYPY MOCIEAHUM IIBETOM, KOTOPBIM UCIIOIb30BAJICS ISl 3aJIUBKU

paHee, Ha IaHeJId WHCTPYMEHTOB, B pasjiefie PHrypa HaXXMUTE KHONKY e L{BeT

3aJmBKH (cM. PucyHok 313).

L
Il

=
Ag3ay

i

|2 LleeT zanmeku \{i MoaronaTe pazuep

HeT 3an1BKK

LipeTa Tenmb:

H BEGEDEN

CTaHaapTHEIE LBETE:

MocnegHue ueeTa:

Opyrue ugeTa... ﬁ

Mzobpamerne:

EBoibpate..

Pucynok 313 — Knonka IlBeT 3a1uBKH ¥ IIaHesIb BbIOOpA I1BeTa
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3. YtoObl 3amoyiHUTL GUTYPY JIPYTMM IIBETOM, HAXMHTE Ha CTPEJIKYy CIIpaBa OT KHOIIKHU

<

== 1{BeT 3aJIMBKH.
4. Ha oTkpbIBIIIeics TaHedd BbIOOpa I[BETa yKaXkKWTe IBET 3aJMBKHA (PUTYpPHI OJHUM U3
CJIeTyIOIIHUX CIIOCOOOB:

— BbIOepuTe LIBeT B OJIHOM U3 IIpeJICTaB/IeHHbIX HAOOPOB I1BETOB,
— YKaXWTe KOJ [1BeTa BPy4YHYIO,

- CKOHHPYFITE OBeT C IIOMOIIBIO ITUIIEeTKH.

4.10.4.1.1 BriOpaTh iBeT B NpeCTaBJIeHHBIX HA00OpPax IBETOB

Ha nanenu Beibopa nBeta (cM. Pucynok 313) nipefcraBieHsl cieyroiire Habopbl IBETOB:

— IIBeTa TeMbI — COJIeP)KUT I[BETOBYIO MAJIUTPY TeMbl TeKYIero JOKyMeHTa.

— CraHgapTHbIe IIBeTa — COIEpXHUT I[BeTa, KOTOpble I0JIb30BaTeIn dallle BCero
BbIOMpAIOT P GOPMATHPOBAHUHU JOKYMEHTA.

— Ilocnegnue mBeTa — COJEPXKUT /10 JIeCATH IOCJIeIHHUX 1IBEeTOB, KOTOPble Bbl BHIOMpaIU
npu ¢opmarvpoBaHuu JokyMeHTa paHee. Habop Ilociemnme mBera orobpakaercs,

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

[Ipy HaBemeHWM Kypcopa MBIIIKM Ha JIF0OOM IBeT oToOpakaeTcsl 3HaYeHWe 3TOro IBeTa B
nBeroBoii Mosienin RGB. Hanpumep: RGB 192,80,77.

Jly1st BBIOOpA 11BeTa IIeJIKHUTe [0 HeMy JIeBOM KHOIKOW MBIIIIH.

[IBeT nobaButcs B Habop Ilociemune nBera u oTMeTUTCs diakkom. [laHenb BbIOOpa 1BeTa

3aKpoetcs. PUrypa 3arnoIHUTCS BHIOPDAHHBIM 1[BETOM.

4.10.4.1.2 Yka3aThb KoJ IIBeTa BPY4YHYIO

Ecnmu B mepeunciieHHbIX Habopax I[BETOB HeT MOJXOASIEro I[BeTa, YKaXUTe ero Koj
BpPYUHYIO:
1. Haxwmure xHonKy JIpyrue nBera (cMm. Prucynok 313).

2. B otkpoiBiieMcst okHe Beioop nBera (cM. Pucynok 314) ykaxute TpeOyeMblil I[BET B
Busie HEX-kona wim B popmare RGB.

3. Haxmure kHonky OK.
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Brifop ueeta >
Hex-kog MpegnpocuoTp
‘ #4781 bl S ‘
KpacHmi JeneHulid CHHWIA
0 129 D e

Pucynok 314 — OxHo Beioop nBera

LIBet, ykazaHHbIM Bpy4HYyt0, obaBuTcs B Habop Ilocnemnue nBera (cM. Pucynok 313) u

orMetuTcs dakkoM. IlaHens BbIOOpa 11BeTa 3akpoeTcs. PUrypa 3aroHATCS. BBIOPaHHBIM I[BETOM.

4.10.4.1.3 CxonmpoBaTh IBeT C IOMOIIbI0 MTUIIeTKH

[Tunerka npesHa3HaveHa i OJHOBPeMEHHOI'0 KOITMPOBAHMSI IIBeTa C TeKCTa WK 0ObeKTa,
pacrosnoxeHHOro B pabodeii 06s1acTy IVIaBHOTO OKHA (CM. pasfien 3.6), U 3aIMBKU (PUTYpPBbI 3TUM
I[BETOM.

YTtoObI CKOITMPOBATH IIBET C [IOMOLIbIO IMUIIeTKH, BBINIOJIHUTEe CJIIeAYIOIIre JIeMCTBHS:

1. Haxmure KHOMKY & (ITmmerka) (cm. Pucynok 313). Ilanens BbIOOpa IBeTa
3aKpOeTCsl, U KYpCcop MPUMET BU]I «IIpHllesiay Jijisi BbIOopa IBeTa.

2. HaBenuTe Kypcop Ha ILIBeT, KOTOPBIM Clle[lyeT 3anojaHuTh ¢urypy. as 6onee TouHOrO
BbIOOPA I[BeTa OPUEHTUPYUMTeCh Ha 00J1aCTb, PACIIONIOXKEHHYIO CIIpaBa OT Kypcopa. B Heii
oToOpakaeTcs BT ITUKCeJis, Ha KOTOPbIM B JaHHBIM MOMEHT HaBeJieH KypCcop.

3. llenkHuTe 110 IIBETY JIeBOW KHOIIKOM MBIIIIY.

durypa 3al0JHUATCS yKa3aHHBIM I[BETOM, U Kypcop NpUMeT OOBIYHBINA BH. YKa3aHHBIHA
1BeT fobaButcs B Habop Ilocinequue nBera (cM. Pucynok 313) u otMetutcst ¢piiaXkkoM Ha IaHelIu
BbIOODA IIBETa.

Ecm TpeGyercst OTKIIIOUWTH MHUIETKY 0Oe3 BblOOpa IBeTa, HaXmuTe kiaBuily Esc Ha

KJIaBHAType.
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4.10.4.2 3anuBka purypsl H300paxkeHnemM

YtoOBbI 3a110JIHUTH PUTYPY H300pakeHreM, BBITIOJIHUTE CJIe[lyIolre JeHCTBUS:

1. Beienute ¢GpUrypy oJHMM IIeTYKOM MBIIIU WM BbleNUTe PUIypy JBONHBIM IIeTYKOM

MBIIIIY, YTOOBI IIepeiTU B peXXUM ee peJJakKTHPOBAHMUSI.

2. Ha nanenu MHCTpyMeHTOB, B pa3sziejie @Purypa Ha)kMuTe Ha CTpeJIKy CIIpaBa OT KHOIIKH

£

3. Ha nmanenu BbiOOpa 11BeTa, B 6yioke M300pazkeHne Ha)kmuTe KHOIIKY BoIOpaTs.

Il
il
|

== LIBeT 3aymuBKH (cM. Pucynok 315).

[2 LleeT zanmeku \'] MoaronaTe pazuep

HeT 3an1BKK

LipeTa Tenmb:

H BEGEDEN

CTaHaapTHEIE LBETE:

MocnegHue ueeTa:

Opyrue ugeTa... ﬁ

Mzo0bpaxerne:

EBoibpate..

Pucynok 315 — Knonka BeropaTts

4. B oxHe dailsioBoro MeHekepa BblbeprTe TpebyemMoe H300pakeHHe U HAXKMUTe KHOIIKY

OTKpBITS.
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4.10.4.3 OT™MeHUTH 3aTTUBKY

YTOoOBI OTMEHUTH 3dJINBKY (1)I/II‘ YPBI, BbIIIOJIHUTE ClleJyromnjre JeUCTBUS:

1.

Brienute purypy olHMM IIeTYKOM MBIIIN WUJIU BbIAENINTe PUIYyPY IBONHBIM IIIeTYKOM
MBIIIH, YTOOBI [IEPEeHTH B PEXKUM ee PeJakTUPOBAHUSI.

Ha nanenu uHCTpyMeHTOB, B pa3fiesie PUrypa HaXKMUTe Ha CTPeJIKy CIpaBa OT KHOIIKU

£

== LIBeT 3aymuBKH (cM. PucyHok 316).

Ha nanenu Beibopa 118eta HaxkmuTe KHONKY HeT 3aMBKH.

1~ |£ LieeT zanmekn "’] MoaroHaTs pasmep

Il
il
|

HeT 3an1BKK
AB3ay

LipeTa TEMBI:

J H BEGEEEN

Pucynok 316 — Knonka Her 3atuBku

4.10.5 KonTyp ¢urypst

):[JISI KOHTYpPa (bHprbI MOJ>XHO OIIpeJeJINTh 1BeT, TOJIHNUHY W THUII JINHUH.

4.10.5.1 Hactpoutsb KOHTYp purypsi

YroObl BEIOpATh IIBET KOHTYPA GUTYPHI, BLIIIOIIHUTE CleyIole eiCTBHUS:

1.

BrienuTe GuUrypy oHUM IIIeTYKOM MBIITH WK BBIIEINUTe GUTYPY JTBOHHBIM IIETYKOM
MBIIIH, 9TOOBI TIEPEUTH B PEXXHUM ee PeJJaKTHUPOBAHMSI.

Ha manenu uHCTpyMeHTOB, B pa3iesie durypa HaXkKMUTe Ha CTPEJIKY CIpaBa OT KHOIKHU
E KonTtyp (cm. Pucynok 317).

Ha otkpoiBITieiics maHenyd BbIOOpa I[BeTa yKaXkuTe IIBeT KOHTypa (GpUTypbl OJHUM U3

e yronmx CIT0CO0OB:

— BbIOEpUTe IBET B OJIHOM U3 MpeJICTaBJIeHHbIX HA0OPOB 11BETOB,
— YKaXuTe KOJI I[BeTa BPy4HYIO,

- CKOHHPYﬁTe OBEeT C IIOMOIIBIO ITUIIETKH.
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g LleeT zanmekn v Mogroxate pazuep

Z Kowryp %

] Llgeta Temb:

e
il
I

HeT KoHTypa

CraHgapTHeE LBETa:

MocnegHWe UBeTa:

Opyrue ugeTa... ﬂ

Tonwmna arHK: 1,00nT w

Pucynok 317 — Knonka KonTyp 1 naHesns Bbibopa 11BeTa

4.10.5.1.1 BpiOpaTh 1BeT B IpeCTaBJIeHHBIX HADOpax I[BeTOB

Ha nanenu Beibopa 1nBeta (cM. Pucynok 317) ripeficTaBiieHsbl cieiytoiirie Habopbl IBETOB:

— IIBeTta TeMBI — COJIEP)XUT IIBETOBYIO MAJIUTPY TEMBI TEKYIIlero JTOKYMEeHTa.

— CraHgapTHble IBeTa — COIEpPXUT I[BeTa, KOTOpble I0JIb30BaTeIM dallle BCero
BBIOMpAIOT TP GOPMATHPOBAHUHU JOKYMEHTA.

— Ilocnegnme nBeTa — COJIEPXKUT JIO JECSTH MOCJIeHUX IIBETOB, KOTOPbIe Bbl BHIOMPAIH
npu dopmatupoBaHuu JokymMeHTa paHee. Habop Ilocinemnme mBera oToOpakaercs,

eCJI1 BbI BbI6I/IpaJ'II/I XOTS OBI OJIVH IIBET.
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[Ipy HaBemeHWU Kypcopa MBI Ha JIFOOOW IBeT oToOpakaeTcsl 3HaYeHHe 3TOro IBeTa B
nBeroBoi Mosienu RGB. Hanpumep: RGB 192,80,77.

Jlyist BBIOOpA 11BeTa IIeJIKHUTE 10 HeMy JIeBOM KHOTKOM MBIIIIH.

IIBet mo6aBuTcs B Habop Ilociemuue nBera 1 otMeTuTcs duiaskkoMm. IlaHens BeIbOpa 1BeTa

3akpoetcsi. KouTyp ¢urypsl okpacurcs: B BbIOpaHHBIN I[BET.

4.10.5.1.2 Yka3aThb Ko 11BeTa BpY4YHYI0

Eciu B mepeunciieHHbIX Habopax I[BeTOB HeT IOAXOJSIEro IBeTa, YKaKWUTe ero Koj
BpPYYHYIO:
1. Haxmure xkHonKy JIpyrue nBera (cMm. Prucynok 317).
2. B otkpeiBiieMcs okdHe Beioop nBera (cM. PucyHok 318) ykaxkuTte TpeOyeMbli IIBET B
Busie HEX-kona wiu B dopmate RGB.

3. Haxwmure kHonky OK.

BuiGop ueera x
Hew-kog MpegnpocumoTp
o )
KpacHeii JeneHpi CHHWIA

ss 9% . | 146

R

Pucynok 318 — Okno Beroop nBera

LIBet, ykazaHHbIN Bpy4HY1O, ob6aButTcs B Habop Ilocimenmnue nBera (cMm. Pucynok 317) u
otMetuTcs dprnaxkkoM. [lanenb Beibopa 1nBeTa 3akpoetcsi. KOHTyp ¢pUrypbl OKpacuTcsi B BbIOpaHHBIN

IIBeT.
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4.10.5.1.3 CxonmpoBaTh IBET C IOMOIIBI0 ITHITETKH

[Iunerka npegHa3HaveHa Jijisi OJJHOBPEMEHHOTO KOTIMPOBAHMUS I[BeTa C TeKCTa UM 00BeKTa,
pacrosioXkeHHOTo B paboyei 06J1aCcTH IJIaBHOTO OKHA (CM. pasfien 3.6), ¥ mMpUMeHeHUs 3TOTO 1iBeTa

K KOHTYPY QUTyPBHI.

YTOoOBI CKOMTMPOBATH IBET C IIOMOIIIBIO MTUTIETKH, BBITOTHUTE CIIeyIOIHe TeUCTBHUS:

1. Haxmure KHOHKY Za (ITmmetka) (cm. Pucynok 317). Ilanens BwiOOpa I11BeTa
3aKpOeTCsl, U Kypcop MPUMeT BU]] «IIpHllesiay Jijisl BbIbopa IBeTa.

2. HaBemuTe Kypcop Ha IIBeT, B KOTOPBIM TpebyeTcss OKpacUTb KOHTYp purypsl. s 6omee
TOYHOTO BBbIOOpA I[BeTa OpPUEHTUPYWTeCh Ha OOJIACTh, PACIIOJIOKEHHYIO CIIpaBa OT
Kypcopa. B Heli oToOpakaeTcsi IBET MUKCeJIsl, HA KOTOPBIM B JIAHHBIA MOMEHT HaBefleH
KYpCOp.

3. llenkHuTe 10 IBETY JIeBOW KHOIIKOU MBIIIH.

Kouryp ¢urypel oxpacuTcsi B BbIOpaHHBIM IIBET, W KypCOp IpuUMeT OOBIYHBIA BU/I.
Vkazansbiii 1BeT fobaButcs B Habop Ilocnemnue nBera (cMm. Pucynok 317) u otmetuTcst diiaskkom
Ha MTaHeJIu BbIOOpa MBeTa.

Ecm TpeGyercss OTKIIIOUWTH MHUIeTKy 0Oe3 BbIOOpa IBeTa, HakmuTe kiaBuily Esc Ha

KJIaBHaType.

4.10.5.2 Be16paTh TOIIIMHY M THII JIHHUH KOHTypa Gurypsl

Yro6bl yKazaThb TOJIIMHY W TUIl JIMHUA KOHTypa GUIYpHl, BBINOJIHUTE Clelyloliye
JeCTBUS:
1. Brimenute GUrypy OJHUM IIEIYKOM MBIIINA WIHA BblIeJIUTe GUIYPY OBOWHBIM IEITYKOM
MBIIIIY, YTOOBI IepENTHU B PEXXUM ee PeJJaKTHUPOBaHHUS.
2. Ha maHenu WHCTPyMeHTOB, B pa3szeyie Purypa HaXkMUTe Ha CTPeJIKy CIIpaBa OT KHOIIKHU
E KonTtyp (cm. Pucynok 317).
3. B none ToamuHa JTHHUM yKakuTe TpeOyeMylO TOJIIIUHY KOHTypa BPYYHYIO WIH C

IMOMOIIbIO TIepeKIroYaTesId.

4. BpibepuTe THI JJMHUM KOHTYpa U3 MPelyCTaHOBJIEHHBIX 3HAUeHUH.
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4.10.5.3 IIpuMeHHTH HACTPOHKH KOHTYpa npeabinyinei Gurypol

Yro6bl OBICTPO NPUMEHWTh K ¢UIype HACTPOMKU KOHTypa Ipeablaylled (GUrypsl,

BBIIIOJIHWUTE Clleyroiye JIerCTBUS:

1.

Boienute ¢Gurypy oJlHAM IIeJTYKOM MBIIIN WK BbIAeINTe GUIYyPY IBONHBIM IIETYKOM

MBIIIIY, YTOOBI IIepeiTU B peXXUM ee peJlakTHPOBAHMUSI.

(cMm. Pucynok 319).

& UeeT 3anmekn ¥ MoaroHATE pasMep @

----- KoHtyp w

®urypa

Pucynok 319 — Kuonka Konrtyp

4.10.5.4 Yganuth KOHTYp QUrypbI

YTOoOBI yOanuTh KOHTYP GUTYPHI, BHIIIOJIHUTE CllelyIolye JeHCTBUS:

1.

Brijienute GUrypy OHKM IIETYKOM MBIIIY WM BblleluTe GUIypy JABOHHBIM IHIETYKOM
MBIIIIH, YTOOBI IIepeiTH B peXXUM ee peJJakKTHPOBaHMUS.

Ha nanenu uHCTpyMeHTOB, B pasienie Purypa HaXXMUTe Ha CTpeJIKY CIpaBa OT KHOIIKHU
E Konryp (cm. Pucynok 320).

Ha manenmu BI)I60pa [IB€Ta HaXXMHUTEe KHOIIKY Hert KOHTYpaA.

= 1 v .-2. Lleet zanmekn v MogronaTe pazumep

Il
il
|

E Kontyp 9
Ab3au
HeT KOHTYRA
] LleeTa TeNMb:

Pucynok 320 — Knonka Het koHTYpa
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4.10.6 Ctuias 1uHUN

HJISI JIMHHUX MOXXHO OIIpelieJINTh IBeT, TUIl XU TOJIIHUHY.

4.10.6.1 BeiopaTh 1iBeT JINHUH

YToOBI BBIOpPATh IIBET JIMHUH, BHITOJTHUTE CJIeYIOITHe TeUCTBHS:

1. Broigenure JuHUIO.
2. Ha maHenu UHCTPYMEHTOB, B pa3zesie JIMHUA HaXXMUTe Ha CTPeJIKy CIpaBa OT KHOIKHU

= CTHIBL IMHMU (cM. Pucynok 321).

3. Ha oTkpeiBiIelics ITaHenu BbIOOpa I[BeTa yKaXKUTe IBeT JIMHWK OJHUM U3 CJIeyIOIINUX

CrI0Cco0O0B:

— BbI6epI/ITe IIBET B OOHOM M3 IMpeJCTaBJIeHHbIX Ha60pOB IIBETOB,
— YKaXXuTe KO/l IB€Td BPYYHYIO,

— CKOHHPYIZTE OBeT C IIOMOIIBIO ITMIIEeTKH!.

‘}{0 @ ﬁ w é ijTMnchenKM hd /3

(__) _ |= CTis IMHKMK
- | -

Mpaeka

HeT KoHTypa

c D Lieeta Teme: 1

CTaHgapTHEIE LEETa:

MacaegHue ueeTa:

Opyrue ugeta... j?

ToawmHa AMHKuK: 02507

Pucynok 321 — Knonka CTuiib JIMHUM U TIaHeJIb BbIOOpA I1BeTa
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4.10.6.1.1 BeiopaTh nBeT B pe/iCTaBJIeHHBIX HA00Opax IBETOB

Ha nanenu Beibopa 118eta (cM. PucyHok 321) nipesicraBiieHsl ciieyrolide HabOphbl I[BETOB:

— IIBeTa TeMbI — COJIEP)KUT I[BETOBYIO MTAJIMTPY TeMbl TeKYIero JJOKyMeHTa.

— CraHpapTHble IBeTa — COIEpXWUT IIBeTa, KOTOpPble II0JIb30BaTelXd 4Yallle BCEero
BBIOMPAIOT TIpH GOPMATUPOBAHUM JOKYMEHTa.

— Ilociennue nBeTa — COAEPXXUT JI0 JIECSTH IIOCIeIHUX 1IBeTOB, KOTOPbIe Bbl BBIOWpAU
npu ¢opmarvpoBaHuM JokyMeHTa paHee. Habop Ilociemnme mBera orobpakaercs,

eCJI1 BbI BbI6I/IpaJ'[I/I XOTS OBI OJIMH IIBEeT.

[Tpu HaBeneHMM Kypcopa MBI Ha Ji0OO0M 1IBeT oToOpaXkaeTcsi 3HaUeHHe 3TOro IiBeTa B
nBeroBoii Mosienmn RGB. Hanpumep: RGB 192,80,77.

Jly1st BBIOOpA 11BeTa IeJIKHUTe 10 HeMy JIeBOM KHOIIKOW MBIIIIH.

LIBet mo6aBuTcs B Habop Ilociemrue nBera u otMetuTcs GuiaskkoM. Ilarens BeIOOpa 1BeTa

3akpoetcs. JIuHus okpacuTcsl B BBIOPAHHBIH 1IBET.

4.10.6.1.2 Yka3aTh kox 1BeTa BpY4YHYIO

Ecimu B nepeuncriienHbix Habopax 11BeTOB HeT MOJIXO/SIIEro IIBeTa, YKaXKUTe ero KOojl BPYIHYIO:

1. Haxmurte kHotiky JIpyrue nBera (cM. PucyHnok 321).

2. B otkpsiBiieMcs okHe Berioop nBera (cM. PucyHok 322) ykaxute TpebyeMblil 1[BeT B
Busie HEX-kona wim B popmare RGB.

3. Haxwmure kHoniky OK.

EwiBop ueeTa %
Hex-kog MpeanpocwoTp
KpacHeil JeneHbl A CuHWiA

5 Eal 5

31 . 73 . 125 .,

Pucynok 322 — Okno Be1oop nBera
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[IBeT, yka3aHHbIM Bpy4YHyI0, 00aBuTCs B Habop Ilocimemume mBera (cM. Pucynok 321) u

OTMEeTHUTCA (bﬂa)KKOM. [Tanens BbI60pa [IB€Ta 3daKpOeTCH. JInHusg OKpaCHUTCA B BbI6paHHbII>'I OBeT.

4.10.6.1.3 CxonmpoBaTh BET C IOMOIIBI0 ITHITETKH

[TuneTka npepHa3HaveHa Jyisi OJJHOBPEMEHHOTO KOIIMPOBAHUS IIBeTa C TeKCTa UM 0OBEeKTa,
pacrosioXkeHHOTo B paboyei 06J1aCcTH IJIaBHOTO OKHA (CM. pasfien 3.6), ¥ mMpUMeHeHUs 3TOTO 1iBeTa
K JIUHUH.

YTOoOBI CKOMTMPOBATH IBET C IIOMOIIIBIO MMUTIETKH, BBIMTOTHUTE CIIeyIOIHe TeUCTBHS:

1. Haxmure KHOMKY v (IImmetrka) (cm. Pucynok 321). Ilanens BbIOOpa IBeTa
3aKpOeTCsl, U KYpcop MPUMEeT BU]] «IIpHllefiay Jijisi BbIbopa 1BeTa.

2. HaBenuTe Kypcop Ha IBeT, B KOTOPBIN TpebyeTcsi OKpacUThb JIMHUIO. [1Jis 6ojiee TOYHOTO
BbIOOPA I[BeTa OPUEHTUPYUITeCh Ha 00J1aCTb, PACIIONIOXKEHHYIO CIIpaBa OT Kypcopa. B Hei
oToOpakaeTcsl IIBET ITUKCeJis, Ha KOTOPbIM B JaHHBIM MOMEHT HaBeJleH KypCcop.

3. llenkHwuTe 110 IBETY JIeBOW KHOIIKOU MBIIIH.

JIuHus okpacuTcsl B BbIOpaHHBIN I[BET, U KYpCOp NMpUMeT OObIUHBIM BU/. YKa3aHHBIM IBET
nobasutcs B Habop Ilocimemnme nmBera (cM. Pucynok 321) um oTMmerutrcs ¢uiaXkkoM Ha IaHeNIU
BbIOODA IIBeTa.

Ecm TpeGyercss OTKIIIOUWTH MHUIEeTKy 0Oe3 BbIOOpa IBeTa, HaxmuTe kiaBuily Esc Ha

KJIaBUaType.

4.10.6.2 Be1dpaTh TOIIMHY M THII JIHHUH

YToOb!I yKa3aTh TOJIIMHY U THII JIMHWH, BBITIOJIHUATE CJIeAYIOIIHe IeiCTBUS:

1. Broimenute nuHUIO.

2. Ha maHenu MHCTPYMEHTOB, B pa3ziesie JIMHUA HaXXKMUTe Ha CTPeJIKy CIpaBa OT KHOIIKHU
E Ctunb muanu (cM. Pucynok 321).

3. B none TonmuHa JUHHUH yKaXXUATe TpeOyemMylOo TOJIIMHY JIMHUM BPYYHYIO WM C

IMOMOIIbIO TIepeKIroYaTesId.

4. BpibepuTe TUII IMHUW U3 TIpe/lyCTaHOBJIEHHBIX 3HAYeHUH.
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4.10.6.3 IIpuMeHHNTH CTUWIb NpeAbIayIIeii TUHUHI

YTo06BI 6bICTpO IIpUMEHUTb K JIMHUH CTUJIb Hpe):[bIHYH_IEﬁ JIMHWH, BBIIIOJIHUTE CJIefyroliye

OenCTBUS:
1. Broimenute nunuMIo.

(cM. PucyHnok 323).

NuctpymenTtsl  Bwag  OBwwmi goctyn  Mognucka Cnpas

E‘/'t| Twn ctpenkn v /

o
— m Awarpamma v

----- CTWAb IMHUK v
-

JNnH KA BcraBka

Pucynok 323 — Knonka CTwib TuHUM

4.10.6.4 CopocuTh HaCTPOHKH CTHJISI IUHHHU

HpI/I HEO6XOHI/IMOCTI/I MO>XHO C6pOCI/ITb HaCTpOﬁKH CTWJIA JIMHUHA. HJISI OTOI'O BBIIIOJIHHUTE

CIleflyIolye NeiCTBUL:

1. Broimenute nuauMIO.

2. Ha nmanenu HMHCTPYMEHTOB, B pa3jiejie JIMHUA HAOXXMUTE Ha CTpPeJIKYy CIIpdaBd OT KHOIIKH

e CTHUIL IHMU (M. PucyHok 324).

3. Ha nanenu BbIObOpa 11BeTa HaXkMuTe KHONIKY HeT koHTYpa.

Oanubie  WHcTpymeHtel  Bua  O6wwmi goctyn Moanwucka Cripaeka

« \Dﬂi Ovarpamma v

.'% D/'j Twn ctpenkn v /0

..... CTnab nMHWUK v]
L

HeT koHTypa

BETa Tembl:
D Liger: H

Pucynok 324 — Knonka Her koHTYypa
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4.10.7 i3smeHuTs pa3mep purypsl

Beicoty 1 mvpuHy GUrypbl MOXXHO M3MEHUTH C COXpaHeHHeM WK 6e3 COXpaHeH!s! ITPOIIOPIIWH.

YTo6bI MU3MEHUTH pazMep GUI'YpbI C COXpaHeHHeM IPOIOPIIVH, BBIIOIHUTE CIIeAytolye JeHCTBYS:

1. Beimenure ¢urypy, paamep KOTOpoi He06X0IUMO U3MEHUTb.

2. YIepxuBas JieBYIO KHOIIKY MBIIIIH, TPOTSHUTe JIF000M M3 YIJIOBBIX MAapKEepOB paMKH Tak,
4TOOBI pUTrypa NpHHsIIa Heo6X0oauMbIH pa3Mep (cM. PrcyHok 325).

3. OrtmycTuTe JIeByI0 KHOIIKY MBIIIHY, YTOOBI 3aMKCUPOBATh HOBBIN pa3Mep (pUryphl.

gt

[F=T - - T R = R B A

—
=

Pucynok 325 — M3mMeHeHune pa3mepa GUTyphl C COXpaHEeHHeM MPONOPIUI

YT100BI M3MEHUTh pa3Mep GUTypbl 6e3 CoXpaHeH!s! IIPOIIOPIWH, BBIIIOJIHUTE CJIeTyIOoIIe JeHCTBUSL:
1. Boipenure ¢urypy, pasmep KOTOpoil HE0OX0/IUMO U3MEHUTb.
2. YIepxwBas JieByl0 KHOIIKY MBIIIH, IlepeMecTUTe OAWH M3 MapKepoB paMKU (UIypbI

(cM. Pucynok 326):

[F=T - - T R = R R A

—
=

Pucynok 326 — V3menenne pasmepa ¢urypel 6e3 coxpaHeHuUs IIPONIOPLUAN
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— JUId W3MeHeHHs BbICOTHI (UIyphbl IlepeMecTUTe BepXHHUW WM HIDKHUM MapKep

paMKy;
— Ui U3MeHeHHs MIUPUHBI GUTYPHI ITIepeMecTHTe JIeBbIN WX MTPaBbli MapKep PaMKH.

3. OrtmycTuTe JIeBYIO KHOIIKY MBIIIH, YTOObI 3adUKCUPOBATh HOBBIN pa3mep GpUTypHI.

4.10.8 Ilogoruars pa3mep Gurypsl noj TeKCT

BricoTy ¢pUrypsl MOXKHO IIOZJOTHATH IO, PaCIIOJIOXKEeHHBIN B Hel TeKCT.

J1J1s1 3TOTO BBIIIOJIHUTE CIIe[lyoIlire 1eHCTBUSL:

1. Beimenure ¢urypy.

2. Ha nanenmu uHCTpyMeHTOB, B pasfieie durypa (cm. PucyHok 327) HaXXmMuTe KHOIIKY

HOI[I‘OHHTI) pa3mep.

) LleeT zanuekn v | I'Iu:r,a,rn:anprasuepl rﬂ

----- KoHtyp v

Purypa

Pucynok 327 — Knonka Iloaronsars pa3mep

YToOBI OTMEHUTD IIOATOHKY Cl)I/Il"ypr MOJI TeKCT, BBIIIOJIHUTE JIaHHbIE JeMCTBUS ITIOBTOPHO.

4.10.9 VIsMeHUTH JJIMHY M YT0JI HAKJIOHA THHUH

YToOBI U3MEHUTH JJIMHY WM YTOJI HAKJIOHA JIMHUM, BBITIOJTHUTE CIIeIYIOIe 1eHCTBUS:

1. Broimenute nuHUIO.

2. HaBenuTe Kypcop Ha MapkKep Hadajla WIA KOHIlA JIMHUM TaK, YTOObI KypCOp TMPHHSII
sy .

3. YnepxxuBas JIeBYIO KHOTIKY MBIIIIH, TPOTSIHUTE MapKep B TpeOyeMoe MeCTOTIOJIOKeHHe.

4. OrmycruTe JIeBYIO KHOIIKY MBIIIH.

[Tpu HEe0O6x0AMMOCTH TlepeMellleHre MapKepa MOXHO IpepBaTh HaXkaTheM Ha kiaBuily Esc.

MapKep BEpPHETCA B UCXOJHOe ITI0JIOXKeHHUe.
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4.10.10 BeibpaTh THII HAKOHEYHHKOB JINHIUH

J111 Havana ¥ KOHIJA JIMHUM MOXXHO BbIOpaTh TUIT HAKOHEYHHKOB. BpIOOp MOXHO czienarhb Kak
JI0 Hayvasla prucoBaHusl IMHUM (cM. paszen 4.10.1), Tak v py pelakTHPOBAaHMM HAPHCOBAHHOM JIMHUM.
YroObl BLIOpPATh TUIT HAKOHEYHUKOB, BBIIIOJIHUTE CllelyIOIIve AefCTBUS:
A
1. Ha naHenu WMHCTPyMeHTOB, B pasfiesie JIMHMSA HaXMuTe KHONKY ' THII cTpeiku

(cMm. PucyHnok 328).

;": ﬁ hd ,3-’5 Tun cTpenkn \I:} /@.
= - 1
Mpaeka

+— — |

C D I F

- — >

— — |

— — —» |

Pucynok 328 — Knonka Tun crpenkn

2. B BbImajaromiemM crvcke BblOepuTe TUI JIEBOTO W/WIM NPABOTO HaKOHeYHHKa. Ecim
TpebyeTcst yOpaThb paHee BbIOpaHHble HAaKOHEYHHKH, B TepBOM CTPOKe BBINAAIOIIero
CITMCKa BbIOepuTe /Jisl JIEBOTO W/WUJTK TTPaBOro HakoHeyHuKa Tvil — (Her).

| o
3. HOBTOpHO HA’>XMHTe KHOIIKY |'_«ff Tun CTPpeJIKH, YTOOBI 3dKPbITh BBITIdJIdIOIIIWK CIIMCOK.

4.10.11 IlepemecTuts purypy

durypy MoXXHO TlepeMelaTh CIeyIONUMH CII0CO6aMu:
— TIepeTacKyBaTh, YIeP:KUBasi JIEBYIO KHOIIKY MBIIIIH;
— TepeMelaTb CTPOTO 10 BEPTHKAIN WU M0 TOPU30HTAIU C TIOMOIIBIO KJIABUII «—, T, |,
— Ha KJIaBHaType.
[Tpu nepemernieHny GUTYPHI C TIOMOIIBIO KJIABMII «—, T, |, — IIar nepeMeIneHus 3aBUCHUT OT
MaciiTaba J10KyMeHTa:
— eciu Mactrab < 200%, To mmar = 4 MM;

— ecym macirrad > 200%, to mar = 1 MM.
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Yrobbl yBEWMYWTH IIAr, IepeMerianTe GUIypy KiIaBumamMu <«—, T, |, —, yAepxuBas
Hakatoi kiasuiy Shift. B maHHOM citydae mmar rnepemeliieHus 6yieT paBeH:
— eciu maciurad < 200%, To mar = 4 cM;

— eciu maciarad > 200%, to mar = 1 cm.

4.10.12 Yaanuts ¢urypy

YtoOb! ynanutb GUrypy, BHIIOIHUTE CIIeAYOIIe TeACTBUS:
1. Breimenure ¢purypy, KOTOpyro HeOOXOAUMO YJIAIUTb.
2. BpeinonHuTe KOMaHAy yIaleHHs OJTHUM U3 CJIeyIOIINX CII0COOO0B:
— FEcmm nns ynanenuvs BbIOpaHa JIMHUS, Ha TlaHEJIM UHCTPYMEHTOB, B pasjeie JlnHus
Ha)XMUTEe KHOIIKY /’6 (Ynanure aunuio) (cM. Pucynok 329). Ecnu s ynanenus
BbiOpaHa srobast Apyras ¢urypa, Ha IaHelIM WHCTPYMEHTOB, B pasfeile Purypa

Ha)XMUTe KHOIIKY 'ﬂ (Yaanurs ¢urypy) (cm. Pucynok 330).

WHetpymedtsl Bug  OBwwi goctyn  HageTpoikw

E,.«*’m Tun cTpenkn ¥ /3

----- W
CTuab AMHWAK

TNuHna Bcraeka

Pucynok 329 — Kxonka Y ganurs JUHNIO

e UeeT 3anmekn ¥ MoaroHATE pasMep rﬂ

----- KoHtyp w

®urypa

Pucynok 330 — Kunonka Y aanuts ¢purypy

— IlpaBoii KHONKOM MBI IMIEJIKHUTe 10 ¢uUrype ¢ BBIIOJHWATE KOMAaHIYy

KOHTEKCTHOTO MeHI0 YIaJIuTh JIMHUIO/ Y JaJIUTh QUrypy.

— Haxwmure kiaBuiy Delete v Backspace Ha ki1aBuaType.
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4.11 ®opmaTupoBaHHe JOKYMEHTA

[Ipu coznmanuu ¢aiibl UMEIOT CTaHJapTHOe GOpMaTUpPOBaHKeE 110 HECKOJIbKMM ITapaMeTpaM.
Yrobpl u3MeHUTh QopMaTHpoBaHME Ha OJTalle CO3JaHus (ailyla, TMPOCTO BHIOJIHUTE
HeoOXoauMble KOMaH bl Eciii u3MeHeHus1 BHOCSITCSI B yoKe CYIIeCTBYIOMMM (aiisl, TO Mpexae 4em

BBITIOJTHSITH KOMAH/IbI, BbilesiuTe pparMeHT, GOpMaTHPOBaHUE KOTOPOT0 HeOOXOIUMO U3MEHUTb.

4.11.1 MpudT

[Io ymonmyaHWI0O TpU CO3MaHUM JOKyMeHTa B mnpuiokeHnn «MonOduc Tabmuia»
ucnosnb3yetcs mpudTt XO Thames.
YT06BI OBICTPO U3MEHUTH LIPUPT, BHIIOJIHUTE CllelyIoIIye JeHCTBUS:
1. VYkaxwure TeKcT, 1151 KOTOPOro TpebyeTcs: U3BMEeHUTh MPUPT:
— Yro0Bl U3MeHUTH MIPUQPT IJIsI BCETO TEKCTA, PacCIlOIOXKeHHOI'O B siuelike, BbIIeNIUTe
OTY dYeHKy.
— Yrobbl uaMeHuTh MWpPUPT i1 PparMeHTa TeKCTa, PACIOJIOXKEHHOTO B sYelKe,

nepeniuTe B peXXUM peIaKTUPOBAHUS STYeMKU U BblJIeJIUTe JJaHHBIM PparMeHT.

— Yrtobbl M3MeHUTh HMIPUPT B OIHOM CJIOBe, MEperiuTe B PeXUM pelaKTUPOBaHUS

s/YeMKU U YCTaHOBUTe KypCOp Ha JJAHHOM CJIOBe WJIU BBIJIeJIUTE ero IeJIMKOM.

2. Ha nanenu uHCTpyMeHTOB, B pa3zzeiie IlIpudT (cM. PucyHok 331) mienkHuTe 10 MO0 €
Ha3BaHMeM TeKyllero mpudra.

3. HauynuTe BBOOUTH Ha3BaHHWe HY>XHOTO LIpudTa. B BeINagaromem crnucke orobpasutcs
CIIMCOK IIPUQPTOB, COOTBETCTBYIOIINX YCIOBHSIM ITOMCKA.

4. Brpibepute TpeOyeMblii MIPUPT C IOMOIIBIO MBIIIN WIK KJIaBUII KJIABUATYPHI:

— [llesnkHUTE 110 Ha3BaHUIO MIPU(PTA JIEBOM KHOIIKOM MBIIIIH.

— BblgenuTe Ha3BaHHe MIPUQTA C TOMOIIBIO KJIABHUII KJIABUATYphl | U T M HaXXMUTe

xiaBuiy Enter.

Dopmar  Tabmwua [fandwie  WHctpymentw Bug  OBwwid goctyn

%X O By & [edE ) [ |

<. X0 Oriel

Mpaeka
X0 Oned Condensed

Pucynok 331 — Ilouck mpudra
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Yto6b!I BEIOpATh MIPUPT K3 MOIHOTO CIKCKA HIPUPTOB, BHIIIOIHUTE CleyIoIIe NerHCTBUS:

1. Vkaxure TeKCT, Iyisi KOTOPOro TpeOyeTcss M3MeHUTb IIPUPT, TakK, KaK 3TO OIMNKUCAHO
BBIIIIE.

2. Ha nanenu uHCTpyMeHTOB, B pasnese IHIpudT HaxkmMuTe KHOIIKY ¥ CIIpaBa OT Ha3BaHUs
Tekymero mpudTta (cM. Pucynok 332).

3. B BbmanaroiieM crivcke Bbibepute TpeOyeMblil PUT C TOMOIIBIO0 MBIIIN WIN KJIABUIII
KJIAaBUATYPHI:

— IlenxHuTe 10 Ha3BaHMUIO HIPH(TA JIeBOK KHOIIKOM MBIIIIH.

— BeblgenuTe Ha3BaHWe MIPUQPTA C IOMOIIBIO KJIABHUII KJIABUATYpPhl | U T M HaXXMUTe

kiaBuily Enter.

JaHHble  WHcTpymeHTel  Bug  O6wmin goctyn  [oanwcka  Cnp

é [XOThames V] 12 (v A A"
v QV

v/  XO Thames

Cormorant

D PT Astra Sans H

PT Astra Serif

Pucynoxk 332 — IlonHbiil cincok mpudToB

Pexomennyercst cnosnmb3oBath mipudThl cemeiictBa X0, 4TOObI COXpaHSTh popMaTHpPOBaHUE

JOKYMEHTaA IIPU ero OTKPLITUH B IPYTHUX OIlepallMOHHBIX CUCTeMaX.

4.11.2 Pazmep mipudra

YroObl M3MEHUTh pa3Mep IPUTa, BHIIOIHUTE CIIe/IyIoIIye IeHCTBUSL:
1. Ha manenu uHCTpyMeHTOB, B pa3zeiie HIpudTt HaxkxMuTe KHOIIKY ¥ CIipaBa OT pa3Mepa
Tekyiero mpudTta (cMm. PucyHok 333).

2. B oTKpbIBIIEMCS CTIMCKe BbIOEpUTEe HeOOXOIMMbIN pa3mMep mpudTa.
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WHcTpymeHTel  Bup  O6wwmid poctyn  Mognucka Cn
XO Thames v o[ 12 E] A A*
X K Y AB T 8 £ v

1

14

16

18

20

24

Pucynok 333 — Beimaparommii cnvicok Pasmep mpudra

Ecimm HeoOxoMMoro pasMepa HeT B CIIMCKe, 3a/laiiTe ero Bpy4Hyto. [liis aToro:

1. Ha manenu uHCTpyMeHTOB, B pasfieie IIIpudT BoimenuTe Tekylee 3HaueHHe pa3Mepa
mpudra.

2. Bpemure HeoOxonumoe 3HaueHWe. B kadecTBe paspenuTens [jis APOOHBIX 3HAYEHUM
YCIonb3yuTe 3anaryto. Hanpumep: 21,5.

3. Haxwmwure knasuiny Enter.

s yBenudeHHs pasMepa LIpUQTa Ha OJHY €[WHHUILY BBIIOJHUTE OJHO W3 CIIeAYIOLIMX
JeUCTBUMH:
— Beoibepute nyHKT koMaHgHoro MeHio Popmar > Illpudt > YBenuuurs pasmep

mpudra (cM. PucyHok 334).
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®opmar  Tabauua [JanHble  WHcTpymeHThl  Bua  O6wmin poctyn  lMoanucka C

Wpndr » X MNoayxupHbii Ctrl+B
BbipaBHMBaHMe Y K Kypcus Ctrl+I
MosopoT TekcTa > U MoauepkHyTbiii Ctrl+U

R SR A~ YMeHbWUTL pasMep wpngTa

ObnacTb neyatn 4
At YBennuutb pasmep wpudTta

CoxpaHuTb n3obpaxeHue... .
T 3a4epKHyTbIN

X* HaacTpouHblii 3HaK Ctrl+Shift+=

X2 TMoACTpOYHbIN 3HaK Ctrl+=

AB Bce nponucHble Ctrl+Shift+A
MexXCUMBOLHBIA HTEpBan »

Pucynok 334 — KomaHp! yBeMueHHs 1 YMeHbIIIeHHUs pa3Mepa 1mpudra

— Ha nmanenu mHcTtpymenToB, B pasnernie HIpudt (cMm. PucyHok 335) HaXMuTe KHOIIKY

AT (YBemuuursb pazmep mpudra).

WHcTpymeHTel  Bug  O6wmin goctyn  lMognucka Cnpaeka

XO Thames v 12 v |AT AT N = = =
XK K YU AB T o Av v L v &v o
WpueT BbipaBHUBaHWe

Pucynok 335 — KHonkuy yBenr4eHUs! U yMeHbIlIeHUsl pa3mepa mpudra

Jlns yMeHbIlleHUs1 pa3Mepa HIpMdTa Ha OJHY eIWHUITY BBIIOJHUTE OJHO U3 CJIeAYIOIIMUX
IeUCTBUMH:
— Bribepute nynkT komangHoro MeHio Popmar > IlIpudTt > YMeHbHIUTH pa3mep
mpudta (cM. Pucynok 334).
— Ha nmanenu uHctpymenToB, B pasneiie HIpugt (cm. PucyHok 335) HaXMuTe KHOIIKY

A~ (YMeHbHINTH pazMep mpudra).
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4.11.3 Odopmienue Texkcra

HaHHI:IM B slYEHKe MOXKHO IIpHUCBOUTH pPdA3HOE O(l)OpMJ'[eHI/Ie, YTOOBI BBIIEJINTh UX HA (l)OHe

OCTaJIbHOT'O COAEpP>XHUMOTI'0 B Ta6JII/IIIe.

B Tabnuiie Huke Ipe/cTaBieHbl BapuaHTbl OQOpPMIIeHHs TeKCTa C COOTBETCTBYIOIIMMU

KOMaHJIaMH.
Ta6usmma 21 — OdopmieHue Tekcra
Knonka Ha nmaHenu Coueranue Coueranue
Odopminenne | IIyHKT KOMaHIHOIO
TeKCTa MEHIO HHCTPYMEHTOB, kiaasui B OC KJIaBHIIX
B paznene «IlIpudpT» Windows B macOS
. | ®opmat > llpudrt >
IomyxupHbIil TToMy><HpHBI X Ctrl+B #Cmd+B
®opmar > Ulpudrt > |
Kypcuéb Kypcue K Ctrl+I #Cmd+ I
[MogyepkHYTHIN Popmar > LHpI:Iq)T g Y Ctrl+U #Cmd+ U
[ToguepkHyTBIN
BCE ®opmar > lpudt > . . .
[TPOITMCHBIE | Bce nponumcHbie AB Crl+Shift+A [Shift+sCmd+A
. Popwmar > llpudr > -~ ~ )
P 3auepKHYTHIi B
Toncrpounsii 3HAK (DOpMaT g IHPHCI)T g see > ><E Ctrl+= ¥Cmd+=
[MoncTpovnblii 3HaK
Hancrpounsi oy | POPMAT > LlIpidpr > voes X Cirl+Shift+= | @Shift+%Cmd+=
Hancrpounsiii 3Hak
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4.11.4 IIBeT Texcra

YToOBI U3MEHUTH 1IBeT MIPUPTA B TEKCTe, BHIOIHUTE CJIeyIole eHCTBUS:
1. Vkaxure TeKcCT, [iJi1 KOTOPOro TpebyeTcst U3MEeHUTh IBeT ipudTa:
YtoObl M3MEeHUTHh IBeT IMpUdTa IsI BCETO TEKCTa, PACIIOJIOXKEHHOro B sYeiKe,

BBIJEJIUTE 3TY S4YerKy WJIA BbIJIeJIUTE BeCb TeKCT B 3TOU SYelKe.

YtoObI M3MEeHUTH 1BeT mprdTa Jisg dparMeHTa TeKCTa, PacloyioKeHHOTO B sSYeiKe,

NeperIuTe B PeXXUM peJaKTUPOBaHUS STYeMKU U BbIJIEJIUTE TaHHbINA GpparMeHT.

— UYrobbl wu3MeHWTHb MBeT MmpUdTa B OJHOM CJIOBe, IepeHIUTEe B PEXUM

PedaKTUPOBaHHA STYEHKHU U YCTaHOBHTE KYpPCOpP Hd JdHHOM CJIOBe WUJIK BbleJINTE ero

I[EJIUKOM.

2. YtoObl BBIOpaTh MOCIENHUN IBET, KOTOPbIA NMPUMEHSUICS K IIPUPTYy paHee, HA TaHEIA
VHCTPYMeHTOB, B pazziesie IIIpu¢T HakMuTe KHOIIKY i (IBet Texcra) (cM. PucyHok 336).

3.

YtoObl BeIOpaTh AJis mipudTa APYrod IBeT, HAXKMUTe Ha CTPEJIKY CIpaBa OT KHOIIKU

i (IIBet Tekcra).

¥0 Thames v [12 (v AT At BN = = = 061
i 4 " J—

X K 4 AB - |_i%§*v Loy ¥y = P

WpudT N
Lleeta Temb:

HEEEEE

CTaHaapTHEIE LEETA:

MocnegHWe LEETA:

Apyrue ueeTta... ﬁ

Pucynok 336 — Knonka IIBeT TekcTa 1 maHesb BbIOOpa 11BeTa
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4. Ha OTKpBIBIIEMCS MaHeIU BbIOOpA IBeTa YKAKUTE IBeT MpUQTa OJHUM U3 CIIeTIyIOIINX
CII0CO0OO0B:

— BbIOepuTe LIBeT B OJIHOM U3 IIpeJICTaB/IeHHbIX HAOOPOB I1BETOB,
— YKaXWTe KOJ [1BeTa BPy4YHYIO,

- CKOHHPYFITE OBeT C IIOMOIIBIO ITUIIEeTKH.

4.11.4.1 BeiopaTh BeT B IpeCTaBJIEHHBIX HA0OpPax IIBETOB

Ha manenu Beibopa nBeta (cM. PucyHok 336) mpejicTaBiieHbl Ciiefiytoliie Habophl IIBETOB:

— IIBeTa TeMBI — COJIEP)XXUT IIBETOBYIO MAJIMTPY TEMBI TEKYIIlero JOKyMeHTa.

— CrangapTHble IBeTa — COJEPXUT I[BeTa, KOTOpble II0JIb30BaTeNld dYallle BCEero
BbIOMpAIOT IpU GOPMATHPOBAHUHU JOKYMEHTA.

— ITocmegnme mBeTa — COIEPXKUT JI0 JECSTH MOCIIEHUX IIBETOB, KOTOPBIE BbI BHIOMPAH
npu ¢opmarvpoBaHuM JokyMeHTa paHee. Habop Ilociemnme mBera orobpakaercs,
€CJIU Bbl BbIOMPAJIA XOTs Obl OJIMH IIBET.

[Tpu HaBeneHMM Kypcopa MBI Ha Ji0OO0M 1IBeT oToOpaXkaeTcsi 3HaUeHHe 3TOro IiBeTa B

uBetoBor Mmogenu RGB. Hanpumep: RGB 192,80,77.
Jly1st BBIOOPA 11BeTa IIeJIKHUTe 110 HeMy JIeBOM KHOIIKOW MBIIIIH.
LIBet no6aBuTcs B Habop Ilociemuue nBera 1 otMetuTcs duiaskkom. [lanens Beibopa 11BeTa

3akpoertcs. [IIpudTt Tekcra okpacuTcs: B BBIOpaHHBIM I1BET.

4.11.4.2 Yka3aTh KoJ] IBeTa BPYYHYIO

Ecnmn B mepeuncieHHbIX Habopax I[BeTOB HeT IOAXO/SINEro IIBeTa, YKaKUTe ero Koj
BpPYYHYIO:
1. Haxwmurte kHotiKy JIpyrue nBera (cM. PrucyHok 336).
2. B otkpoiBiieMcs okHe Brioop nBera (cM. PucyHok 337) ykaxkuTe TpebyeMblil 1[BeT B
Bujsie HEX-koma wim B popmare RGB.

3. Haxwmwure kHonky OK.

IIBeT, ykasaHHBIM Bpy4Hy!0, fobaBuTcs B Habop Ilocnemnue nBera (cM. PucyHok 336) u
otMetuTcsi ¢uakkoM. Ilanens BeiOopa 1Beta 3akpoetcs. Ipudt Tekcra okpacuTcsi B BbIOpaHHBIN

IIBeT.
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Brifop ueeta >
Hex-kog MpegnpocuoTp
e
KpacHmi 3eneHbl i CHHWIA

o Cllo Z.|o

R

Pucynok 337 — Oxno Beioop nBera

4.11.4.3 CxonnupoBaTh 1IBeT C NOMOIIBIO ITHIIEeTKH

ITunerka IpeaHa3Ha4eHa I OOAHOBPEMEHHOT'O KOIIMPOBAaHHS IIB€Td C TeKCTa HUJIN O6’b€KTa,
pacrosioXkeHHOro B paboyei 06J1aCcTH IVIaBHOTO OKHA (CM. pasfien 3.6), ¥ IpUMeHeHUs 3TOTO IIBeTa

K H_IpI/I(l)Ty BBIJI€JIEHHOI'O TeKCTAd.

[TureTka HeakTHBHA MpU paboTe ¢ 3aMeTkamMu (CM. paszen 4.4.7).

YTtoObI CKOITMPOBATH IBET C [IOMOLIbIO ITUIIeTKH, BBIIIOJIHUTE CJIIeAYIoIIre JIeUCTBHS:

1. Haxmure KHOMKY & (ITmmerka) (cm. Pucynok 336). Ilanens BbIOOpa IBeTa
3aKpoeTcsl, U KYpCcop MPUMET BU]I «IIpHllesiay Jijisi BbIOopa IBeTa.

2. HaBemuTe kypcop Ha I[BeT, B KOTOpbIM TpeOyeTcsi OKPacUTh BblJleJIeHHbIN TeKcT. [liis
6osiee TOUHOTO BBHIOOPA IIBETAa OPUEHTUPYUTECh HAa 00JIaCTh, PACIIOIOXKEHHYIO CIIpaBa OT
Kypcopa. B Heli oToOpakaeTcs IBET MUKCeJIsl, HA KOTOPBIM B JIAHHBIA MOMEHT HaBefleH
KYpCOop.

3. llenkHuTe 10 IBETY JIEBOW KHOIIKOM MBIIIIH.

[IIpudT BHIIEJIEHHOTO TEKCTa OKPACUTCS B yKa3aHHBIM I[BET, U KypCOp NMPUMET OOBIYHBIN
BUJI. YKa3aHHbIM IBeT AobaButcs B HaOop Ilociemume mBera (cM. PucyHok 336) U oTmeTuTCs
¢daxkoM Ha MaHesu BbIbOpa IBeTa.

Ecym Tpebyercst oTkIIouMTh NUIeTKy 6e3 BbIbopa I1BeTa, HaxXMuUTe KiaBuilly Esc Ha kiaBuarype.
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4.11.5 IIBeT BEIZEICHHSA TEKCTaA

HpI/I pa60Te HaZl HOOKYMEHTOM OTJeJIbHbIe (l)paI‘MEHTI)I TeKCTda MOXHO BbIIOeJIATh

pa3/INYHbIMU [IBE€TdAMHU (HO TUITY MapKepa), YTOOBI ciejlaTb MX 3daMeTHee Ha (1)0He OCTaJIBHOT'O

COJIEPXKUMOTO JIOKYMeHTa.

YTOOBI BBIJIEJTUTH TEKCT I[BETOM, BHITIOJIHUTE CJIEAYIOIINe IeHCTBUS:

1. Vkaxure TpeOyeMbIi TEKCT:
YToOBI BHIIEJIUTH I[BETOM BECh TEKCT, PACIIOJIOXKEHHBIM B siYeiiKe, BBIIEJIUTE 3Ty

AYeUKY.

YTo6b!I BBIIEINUTD IIBETOM PparMeHT TeKCTa, PaclojIoKeHHBbIN B suelike, Ileperinre

B PEXXUM PeJIaKTUPOBAHUS TYEUKHU U BbIIeJIUTe JaHHBIM PpparMeHT.
YToOBI BLIIENIUTH IIBETOM OJIHO CJIOBO, IEpPeHINTe B PEXHUM pedaKTHPOBAHUS
STYEMKW ¥ YCTAaHOBUTE KYPCOP Ha JJAaHHOM CJIOBE WU BbIIEJTUTE ero 1eJIMKOM.

2. YrtoObl BBIOpaTh MOCTEOHUHN I[BET, KOTOPBIA HCIIOB30BAJICS IS BBIJIEJIEHUS TeKCTa

paHee, Ha IIaHEeJIM HWHCTPYMeHTOB, B pasieiie HIpudT HakMuTe KHOIKY & (OBet

BbIZIeJIeHus TekcTa) (cM. PrucyHok 338).

%0 Thames v 12 [v» AT A . = = = 061
XKE&%$H+ivE%iJ%”5 p
WpudT

E F ° III IIII

MocnegHue LBeTa:

Bez ueeta

Pucynok 338 — Knomnka IlBeT BbifesieHus1 TeKCTa

3. Utobbl BHIOpaTh Ui BbIJleJeHUs] TeKCTa JIPYrod I[BeT, Ha IaHeJu WHCTPYMEeHTOB, B

paznene IllpudT HaXMUTEe Ha CTPeJIKYy CIpaBa OT KHOIKHU © (IIBeT BBIAETIEHUS

TeKCTa).
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4. BribepuTe HeOOXOIUMBINA I[BET B IMPEACTABIEHHOW ManmuTpe Wik B Oiioke Ilociemume
nBeta. /[aHHbIN OJI0K 0OTOOpaXkaeTcsl, eCJIv paHee ISl BblJleJIeHUsl TeKCTa UCTIOIb30BaJICS
XO0Tsl Obl OJIUH I[BeT U3 MaJUTphl. Bcero B 6si0ke MoOXXeT OTOOPaXKaTbCsl OT OAHOTO IO

BOCBHMH II0CJIeJHUX HCIIOJIb30BAHHBIX IIBETOB.
BbI6paHHbIﬁ IIBET OTMETUTCHI Cl)ﬂa)KKOM, M TeKCT BBIEJIUTCA 3TUM IIBETOM.

YTOOBI OTMEHUTD BbIJIeJIeHHe TEKCTa [IBETOM, BBIIIOJIHUTE CIIelyIoIIye NJeHCTBUS:

1. Boipenure TpeOyeMblil TEKCT TaK, KaK 3TO ONKCAHO BHIIIIE.

2. Ha nanenu nHcTpyMeHTOB, B pasfene IIIpu¢T HaXkMuTe Ha CTPeJIKy ClipaBa OT KHOIIKU
© (IIBet BhIesienus Tekcra) (cM. Pucynok 338).

3. B OTKpBIBIIENUCS NAIUTPe Ha)XKMUTe KHOIIKY be3 nBera.

4.11.6 BeipaBHHBaHue

JlaHHBIe B si9eiike MOXKHO BbIPAaBHUBATh 110 JIBYM OCSIM: 110 TOPU30HTAJIU U BEPTHKAJIU.
UYToObl BBIPOBHSITH JIaHHbIE TI0 TOPU30OHTAIM, BOCIOJIL3YHUTECh OJHOM W3 KOMaH/I,

OIIMCaHHBIX B T86JII/IHQ HIXe.

Tabnuna 22 — BelpaBHIBaHHe 110 TOPHU30HTAJIN

Knonka Ha nmanenu
Coueranue Coueranue
ITonoxkenue B ITyHKT KOMaHIHOrO HHCTPYMEHTOB,
sTgerKe MEeHIO0 B pasgeje HUIaBHIL B oc HLaBHt
Windows B macOS
«BeIipaBHHBaHHe»
®opmar >
[To neBoMy kpato BripaBHUBaHME > = Ctrl+L #Cmd+L
1o neBoMy kpato
®dopmar >
[To nenTpy BripaBHuBaHUE > = Ctrl+E #Cmd+E
[o nentpy
®dopwmar >
[To mpaBomy kpato | BripaBHUBaHUE > = Ctrl+R #Cmd+R
ITo mpaBomMy kpato
®dopwmar >
[To mmpune BripaBHUBaHue > = Ctrl+J #Cmd+]J
[o mmpune
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YTOoOBI BRIPOBHSATD JJaHHBIE 110 BEPTHUKAJIA, BOCIIOJIb3YHUTECh OJTHOM M3 KOMaH/I, OTTMCAHHBIX B

TaOIUIIe HUXKe.

Tabsmna 23 — BeipaBHHBaHMe 110 BePTHKAIH

ITonoxkenue B ssueriike

HyHKT KOMAH/JHOIro MeHK

Knonka Ha maHe/ I HHCTPYMEHTOB,
B pa3neiie «BelpaBHIBaHIe»

[Io BepxHEMy Kparo

®opwmar > BelpaBHUBaHuE >

ITo BepxHeMy kpato T
ITo cepenune dopmar > BripaBHUBaHue > L
[To cepenune T
[Io HI>XHEMY Kpato ®opmMar > BripaBHUBaHUe > L

[To HixxHEMY Kpato

4.11.7 IloBopoT Tekcra

TekcT B siuelike MOXXHO MOBepHYThb oA yriioM oT —90 no 90 rpagycoB win pacioioXuThb

BEepPTUKAJIBHO.

HaHHble IEerCTBUSI MOXKHO BBIIIOJIHUTH C IIOMOIIBIO KOMAHIHOI'O MEHI0 WM IaHer

HHCTPYMEHTOB.

YToOhI INOBEpHYTb TEKCT WIN MU3MEHUTb OPHUEeHTAlIMI0 TeKCTd C IIOMOIINbHO KOMdHIHOI'O

MEHIO, BBIIIOJIHHUTE CJIeyIouire HEI)'ICTBHSI:

1. Boigenurte crpoky/cTosniber], Iyana3oH sueeKk WK SYeiKy, B KOTOPOM pacrojioskeH

TpeOyeMBbIi TeKCT.

2. Broibepure nyHKT koMaHHOTO MeHI0 @opmar > IloBopoT Tekcra (cM. PrucyHok 339).
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®opmar  Tabnavua JdaHHble WHCTpymeHTel  Bua  O6wwid poctyn  lognucka

Wpner ’ XO Thames v 12 |v AT A
BbipaBHUBaHWe 4

MNMosopoT TekcTa ¥ AB Her(0°) ﬁ v £
UncoBO hopMar... 21 MoeepHyTb BAeBO Ha 90°

O6nacTb nevatn » & MosepHnyTb BNpaso Ha 90°

A BepTukanbHbIi TEKCT
CoxpaHuTb n3obpakeHue... G

vi‘}' MoeepHyTb BreBo Ha 45°

Js TMoepHyTb BNpaBo Ha 45°

3apathk yron 4 90°
75°
60°
45°
30°
15°

-15°
-30°
-45°
-60°
-75°
-90°

Pucynok 339 — KomanaHoe mMeHio ®opmar

3. B oTkpsIBIIEMCS TOJIMEHIO:
— UYroOBl TNOBEpHYTb TeKCT, BbIOepuTe TpeOyeMblii yrojl IOBOPOTa W3 CIIMCKA

MpeayCTaHOBJIEHHBIX 3HAYEHUM.

—  YrobnI PAacCIIOJIOKUTh TeKCT BEPTHUKAJIbHO, BBINIOJIHUTE KOMdHIY BEpTHKaJIbHBIﬁ

TeKCT.

YToObl TMOBEPHYTb TEKCT WIM U3MEHUTh OpHEeHTAIlMI0 TeKCTa C TIOMOIIbI0 TaHelx
HWHCTPYMEHTOB, BBHITIOJIHUTE CJIeIyIOoIIye JeHCTBUS:
1. Boeimenure crpoky/cTonbern, JWana3oH sYeeK WM sS4YeiKy, B KOTOPOH pacCIioyIOXKeH
TpeOyeMbIl TEKCT.
2. Ha maHenu UHCTPYMEHTOB, B pa3jiejie BoIpaBHHBaHHe HAXXMUTE KHOIIKY vor (IToBopoT

Tekcra) (cM. Pucynok 340).
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A2 Her (07)
ET MoeepHyTs Breeo Ha 90°
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ion MoeepHyTe Bnpaec Ha 90°

1~ BeptikancHbil TekcT
o . qc=
o  [NoeepHyTh BAeB0 Ha 45

\'\f(“ MoeepHyTs BNpaco Ha 45°

3apath yron o hd

Pucynok 340 — Knornika IToBopoT Tekcra

3. B oTkpbIBIIIEMCS TOJIMEHIO:

— UYro6bl mOBepHYTb TeKCT Ha 45° wimm 90° BieBO WIM BIIPAaBO, BBIOJIHUATE

COOTBETCTBYIOIIYIO KOMaH/y.

— Yr06BI yKa3aTh APYroM yroJ IOBOPOTA, B IoJjle 3ajaTh yroJ BBeJuTe Tpebyemoe
3HaueHWe BPYYHYIO WIM HaXMHUTe KHOINKYy ~ U BblOepuTe 3HayeHHe U3

BBHINIaJ4AIOIIero CIiuckad.

—  YrobnI PAcCIIOJIOKUTh TeKCT BEPTUKAJIbHO, BBIIIOJIHUTE KOMdHIY BEpTHKaJIbHBIﬁ

TEKCT.

Yron IMOBOpPOTAa WK OpPUEHTAllUd IPUMEHSeTCsad KO BCeMYy TeKCTy B gueiike. B OJTHOM

g4eliKe He MOXKeT ObITh HeCKOJIbKO Cl)pal"MeHTOB TeKCTd C PA3HbIMHU YI'JIaMU II0OBOPOTAd WUJIN

C pa3HOW OpHUeHTalen.

YTob6bI BepHYTHCS K CTAaHIAPTHOMY OTOOpPaXKeHUIO TeKCTa (TOpPU30HTaIbHBIN, oA yriioM 0°),

BBITIOJTHUTE Clleayronye JIeMCTBUS:

1. Boigenurte cTpoky/cTosniber], Iyana3oH sueeKk WX SYerKy, B KOTOPOM pacrojioskeH

TpeOyeMbI TEKCT.
2. BrblimonHUTe KOMaHy OJTHUM U3 CJIeIyIONIHUX CIIOCOOOB:

— Bribepute myHkT komaHgHOrO MeHio Popmar > IToBopor Texcra > Her (0°)

(cm. Pucynok 339).
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— Ha mnanenu WHCTpyMeHTOB, B pasfeiie BpIpaBHHBaHHMe HaXXMUTe KHOIIKY

‘?c?:?' (IToBopoT Texcra). B oTkphiBIIeMcs moameHro Bbibepute komaHay Her (0°)

(cMm. Pucynok 340).

4.11.8 Ilepenoc no cioBam

[Tpunoxenue «MorOduc Tabmura» MOXKeT MepeHOCUTh TeKCT BHYTPH sideek I0 CJIOBaM,
9TOOBI 00JIETYUTD ero MPOCMOTP U peJlaKTUPOBaHUeE.

[To ymMom4aHMIO TeKCT B siYeliKe pacriojlaraeTcsi B OJIHy CTpoOKy. Eciu sueiika colep>xuT
OoJbIIoN dparMeHT TeKCTa, YKaXKUTe, YTO TeKCT B 3TOU siuelike CiielyeT MepeHOCUTh IO CJIOBAM.
[TpusnokeHre pa3MecTUT TEKCT B HECKOJIbKMX CTPOKAax, YUUTbIBasl IIMPUHY CTOJIOIA, B KOTOPOM
pacrionoxeHa siuedika. [IpM W3MeHeHHWH IIMPUHBI CTOJIOIA TepeHOC TeKCTa B suelike Oyger
BBITIOJIHEH TIOBTOPHO.

J1y1s1 mepeHOCa TeKCTa BBIIIOJIHUTE CIleAyIolire 1elCTBHUS:

1. Beimenurte crpoky/ctonber], quama3oH sdeek WM sUelKy, B KOTOPOH HeoOXOAUMO

BBIIIOJIHUTH IIePeHOC TeKCTa.

2. Beinonnurte komanay Ilepenoc mo cjioBaM oJHUM U3 CIIeQYIOIIUX CIIOCOOOB:

— Bribepute mnyHKT KOMaHgHOro MeHio Taomuma > Ilepenoc mo ciioBam

(cm. Pucynok 341).

TaBawua  fanHwe  WHcrpymentm  Bug  OBwwid gocyn  Hag

Th BcraewTb cTpoky CBEpXY Alt+A
& BcraewTe cTpoky CHM3Y Alt=B
B Bcraeurs cronBey cresa Alt=L
Bl Bcraeurs cronfey cnpasa Alt+R
& Yganute cTpoky

m Yaanite ctanbey,

CKpBITE CTROKY
lMokasats cTpoky
CkpbiTb cTonGey

MokazaTh cTonbey,

OBbegMHUTE AYEN KW Ctrl+Alt+M

PasbegmHuTe AYUEKK Alt+Shift+M

HH [

Pasmep aueikn...

rIEpEHﬂ-C no cnoBam

3akpenuTe BbIBPaHHBIE CTRPOKK U cToABLE! L4

Pucynok 341 — Ilyukt komananoro mMetio IlepeHoc mo ciioBam
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— Ha mnanenu WHCTpYMeHTOB, B pasfielie BpIpaBHHBaHHMe HaXXMUTe KHOIIKY

-> (Tlepenoc mo cioBam) (cM. Pucynoxk 342).

i w ,5{_.;“ w 5 P o.r'fc: [a]8] .|:£;|

BoipaBHWBaHME YucnosoW dopMaT

Pucynok 342 — Kraormika Ilepenoc mo ciioBam

YTto0bbI BEepHYTbCA K HCXOJHOMY  IIOJIOJKEHHUIO  TeKCTd, BLITIOJIHHUTE OIHY U3

JaHHbIX KOMdH/I ITOBTOPHO.

4.11.9 MexcuMBOJILHBIA HHTEPBaJI

MeXCUMBOJIBHBIA HUHTepBaJI — J3TO PpPACCTOAHHME MeXOAy CHMBOJIaMH B TeKCTe.

MeXCUMBOJIbHBIN HMHTEPBAJl MOXET OBITD YIUIOTHEHHBIM, OOBIYHBIM U Pa3peXeHHbIM.

[Tpumeps! 0TOOpaXkeHuUs KaXKOT0 U3 UHTEPBAJIOB MpPeJICTaB/IeHbl Ha PUCYHKe 343.

F G H I ] K
YnnotHeHHLIM MEXOUMBONBHBIM VHTEPBAN 1234567890
OBbIYHLIA MEXCUMBONBHLIA MHTEPBAN 1234567890
1234567890

PaspeXeHHbIA MEXCUMBONLHLIA MHTEPBAN

Pucynok 343 — Ilpumepsl MEXXCUMBOJIbHBIX HHTEPBAJIOB

Tun MeXXCHUMBOJIBLHOTO HWHTepBaJld MO>KHO BbIﬁpaTb C IIOMOIIIBIO KOMAHJHOI'O MEeHIO WIN

[1aHeJIM UHCTPYMEHTOB.
YT0oOBI UBMEHUTh MEXXCUMBOJIbHBIN HUHTEPBaJl C IIOMOIIIbI0 KOMAaHIHOTO MEHIO, BBIIIOJIHUTE

cllefiyIoniye AefCTBUS:
1. Boibepure TekcT/siueiiky, B KOTOPBIX TpeOyeTCst U3MeHUTh MeXXCUMBOJIbHBIA UHTEpBaJl:
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Ecnu MeXCMMBOJIBHBIN HHTepBaJl Tp66yeTCH WU3MeHUThb B OJHOM CJIOBe, BblIe/IHNTe

JdaHHOe CJIOBO WX YCTaHOBHUTE B HEro Kypcop.

Eciv  MeXcUMBOJNbHBIM UWHTepBall TpedyeTcs W3MeHWTb Ui YacTh TeKCTa,

PAacCIIOJIO’)KEHHOI'O B siyeriKe, BbIAeJITe JAaHHBIA TEeKCT.

Ecmm MEXXCUMBOJIbHBIN HNHTepBaJl Tp66yeTC$I HU3MEHHUTDb JJIsL TeKCTa,

PAacCIIOJIO’)KEHHOI'O B OJIHOM MJIM HECKOJIbKUX STYeHKaX, BbIJeJIMTe JaHHbIe STYeHKH.

Ecmm MEXXCUMBOJIbHBIN HNHTepBaJl Tp66yeTC$I HU3MEHHUTDb JJIsL TeKCTa,
PAacCIiOJIO’)KEHHOI'O B OIIHOM WJIM HEeCKOJIbKUX CTpOKaX/ CTOHGIIaX, Bbie/inTe JdHHLbIe

CTPOKH/CTOJIOITHI.

Bribepute mnyHKT KomaHaHoro MeHio Popmar > IIpudpt > MekcUMBOIBHBIN
uHTepBaJ (cM. PucyHok 344).

B oTtkpsIBIIEMcsI TOAMEHIO BbiOeprTe TpeOyeMbli TUIl MHTepBaJla.

®opmatr  Tabavua [JaHHble WHcTpymeHTel  Bug  O6wumin goctyn  lMoanucka Cnpaeka

LWpuept ¥ X [MonyxupHbIii Ctrl+B = = = =
BbipaBHMBaHKe » K Kypcus Ctrl+I . B
MosopoT TekcTa » U MoguepkHyTsiii Ctrl+U i v ¥ v D

Yucnosoi popmar...

O6nacTb neyatu »

CoxpaHnTb n3obpaxeHue...

BbipaBHUBaHue
A~ YMeHblWWTL pasMep WwpuoTa

A" YeenmuwTb pasMep wpudta

T 3a4yepKHyThIN

X? HaacTpouHblii 3HaK Ctrl+Shift+=
X2 ToaCTPOUHbINA 3HaK Ctrl+=
AB Bce nponucHble Ctrl+Shift+A
MeXXCUMBOBHbIIA MHTepBan » AR YnaoTHeHHbIR
AR OBbIyHbIiA
AB  PaspexeHHbI i

Pucynok 344 — Komananoe menio ®opmar

YToOBl HM3MEHUTh MEKXCHUMBOJIbLHBIN HWHTepBaJl C IIOMOHOIbIO IIdHeJIM HWHCTPYMEHTOB,

BBINIOJIHUTE CJIeIYIOIIHe JIeUCTBUS:

1.

Bribepute TekcT/siueliku, B KOTOPBIX TpeOyeTcsi U3BMEeHUTh MeXXCHMBOJIbHBIN UHTepBal,

TdaK, KdK 3TO OIIMCAHO BHIIIIE.

2. Ha manenu unctpymenTos, B pa3zeiie IlpudT HaskMuTe KHOTIKY === (CM. PucyHok 345).
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3. Bribepure TpeOyeMbld THIT HHTEpBaa:

— ’_‘;‘E‘ — VIUIOTHEeHHBI,

— AP _ 0Bprunb,

— 2D _ paspexeHHsli.
X0 Thames v 12 v AT AT = = = =
1 & 4 . —
X K UMTE AvOv'Lv v
Wp W, X | AB .-’-'E’:- ;—:E; BoipaBHMBaHWe

Pucynok 345 — Knornku Bbibopa MeXXCUMBOJIBHOTO UHTEpPBaa

4.11.10 IIBeT 3aIMBKH SIYeeK

4.11.10.1 3anuBKa g4eeK BETOM

Z[JIS[ 3aJIMBKU d4€eK IBETOM BBIIIOJIHHUTE CileJyronire JIeMCTBUS:
1. BbI[[EJII/ITe H‘IGIZKy WJIN IWaIla30H g49€eK, OBET 3a/IMBKH KOTOPBIX HGO6XOHI/IMO HU3MEeHUTh.

2. YToOBI OKpAaCHUTh STYEHKH B IOCJIEHUN I[BET, KOTOPBIM HCITONB30BAJICS [IJIS 3aJTMBKHU

s9eeK paHee, Hd IIaHeJIM UHCTPYMEHTOB, B pda3/iejie A4eiiku HAXKMHUTe KHOIIKY ﬁ (HBET

3amuBKH) (cM. PrucyHok 346).

3. UToOBI OKpacuUTh sSYeMKU B JIPYroil IBeT, HaXXMUTe Ha CTPeJIKy CIIpaBa OT KHOIKH
£
== (IIBeT 3a71MBKM).

4. Ha oTkpbIBIIEHCS TaHeIW BBIOOpA IIBeTa yKaXXWUTe IIBET 3aJIMBKU siUeeK OJHUM M3

CJIeTyIOIIUX CIIOCOOOB:

— BbIOepHTe I[BET B OJTHOM U3 IIPeJICTaBJIeHHbIX HAOOPOB I[BETOB,
—  YKaXWTe KOJI I[BeTa BPYUHYIO,

— CKOHHPYﬁTe OBeT C IOMOIIBIO ITMIIEeTKH.
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OB v |2;Eﬂj maEEs B 7
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P olr,a' oo oo
a —

HeT zanueku

Yucnosol opmat |

LleeTa Temb:

. 0 BEETES

CTaHgapTHele LBeTa:

MocnegHue LEETE:

Opyrue upeTa... j?

Pucynok 346 — Knonka IlBeT 3a1tuBKH ¥ nTaHe b BbIOOpA I[BeTa

4.11.10.1.1 BeiopaTs 1iBeT B nipe/icTaBJIeHHBIX HA0OpaxX IBETOB

Ha manenu Beibopa 118eta (cM. PucyHok 346) nipejicTaBiieHbl ciiefiyioliie HabopbI IIBETOB:

— IIBeTta TeMbI — COJIEP)XXUT IIBETOBYIO MAJIMTPY TEMBI TEKYIIlero TOKYMeHTa.

— CrangapTHble IBeTa — COJEPXUT I[BeTa, KOTOpble I10JIb30BaTelld dYallle BCEero
BBIOMpAIOT Py GOPMATHPOBAHUU JOKYMEHTA.

— ITocnemnume mBeTa — COEPXKUT JI0 JECSATH MOCIIEHUX IIBETOB, KOTOPBIE BbI BHIOMPAH
npu ¢opmarvpoBaHuu HokyMeHTa paHee. Habop Ilociemnme mBera oToOpakaercs,
€CJIU Bbl BbIOMPAJIA XOTs ObI OJIMH IIBET.

[Tpu HaBeneHMM Kypcopa MBI Ha JiF0OOM 1BeT OTOOpaXkaeTcsi 3HaYeHHe 3TOrO IiBeTa B

uBeroBo Mofiesii RGB. Hanpumep: RGB 192,80,77.
Jly1st BBIOOpA 11BeTa IeJIKHUTe 110 HeMy JIeBOM KHOIIKOW MBIIIIH.
[IBet no6aBuTcs B Habop Ilocemuue nBera 1 otMeTuTcs dutaskkom. [laHenb BeIOOpa 11BeTa

3akpoertcsl. Slueliky oKpacsTCs B BbIOpaHHBIM IIBeT.
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4.11.10.1.2 Yka3aTh KoJ] iBeTa BPYIHYIO

Ecm B TepedrciieHHbIX Ha60an [BETOB HET IIOAXOIAIIero IBeTd, YKaXXUTe ero Ko Bpy4Hylo:

1.
2.

Haxxmute kHonky J{pyrue nBera (cM. PucyHok 346).
B otkpeiBmiemMcst okHe Beroop mBera (cM. PucyHok 347) ykakure TpeGyemblil IIBET B
Busie HEX-koma wimm B popmare RGB.

Haxmute kHomnky OK.

BriGop usera >
Hex-kog MpeanpocmoTp
o |
KpacHwia JeneHmid CrHKWiA

o - o . o

R

Pucynok 347 — OxHo Be10op nBera

LIBeT, ykazaHHBIA Bpy4HYI0, n06aBuTcs B Habop Ilocimemnue nBera (cM. PucyHok 346) u

otMetuTcs diaxkkoM. [laHernb BbIOOpaA 11BeTa 3aKpoeTcs. SUeiikyi OKpacsTCs B BLIOpAHHBIM I[BET.

4.11.10.1.3 CxomupoBaTh I[BET C IOMOUIBI0 MUNETKH

ITunetka IpeaHa3Ha4eHa I OAHOBPEeMEeHHOT'O KOIIMPOBaHHS IIBeTd C TeKCTa HUJIN O6’beKTa,

PacIioyioKeHHOTO B paboveit 00/1acTH TJlaBHOTO OKHa (CM. pasfen 3.6), U 3aJIMBKU SYeeK 3THUM

IIBETOM.

Yrtobbl CKOITMPOBATL IIBET C IIOMOMIbIO ITNIIETKH, BBITIOJIHWUTE CJIeYIOoIIre e CTBUS:

1.

Haxxmure KHOIKY & (ITmmerka) (cMm. Pucynok 346). Ilanens BbIOOpa IiBeTa
3aKpOeTCcs, ¥ Kypcop MPUMEeT BUJL «IIpHUIlesia» JIJisl BbIOopa IBeTa.

HaBenute kypcop Ha 1BET, B KOTOPBIM ClleflyeT OKpacuThb siuerku. s 6ojiee TOUHOTO
BbIOOPA I[BeTa OpMEeHTUPYHTeCh Ha 00J1aCcThb, PACIIOIOXKEeHHYIO CIIpaBa OT Kypcopa. B Heit
oToOpakaeTcsl 1BeT MUKCeJsl, HA KOTOPBIM B JaHHBIA MOMEHT HaBefleH Kypcop.

[IenxHuTe 1O MBETY JIeBOM KHOMKOM MBbIIIIH.
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Sldeiiky okpacsTCcs B BBIOpAHHBIM 1IBET, ¥ KyPCOP MPUMeT OOBIYHBIM BU/I. YKa3aHHBINA I[BET
nobasutcs B Habop Ilocimemume nBera (cM. PucyHok 346) u ormerutcss $iaXKOM Ha IaHEH
BbIOOPA I1BeTa.

Ecm Tpebyercss OTKIIIOYWTHL THUIETKY 0Oe3 BbIOOpa IBeTa, HaxkmuTe kiaBuinty Esc Ha

KJIaBUATYype.

4.11.10.2 OTMeHHUTH 3aJIMBKY

YTOOBI OTMEHUTD 3aJIUBKY STY€EK, BLITIOJTHUATE CIeAYIOIINe IeHCTBUS:
1. Beimenure siueiiky Wi IMana3oH siueeK, 3aJIMBKY KOTOPBhIX HeOOXOIUMO OTMEHUTb.

2. Ha maHenu MHCTPyMeHTOB, B pa3fesie f4yelikM HaXMUTe CTpeJIKy ClipaBa OT KHOIIKU

ﬁ (IIBer 3amuBKH) (cM. PucyHok 346).

3. B oTkpsiBiIeMcs OKHe HakmuTe KHOIIKY Her 3anuBku.
4.11.11 I'panunp! sueex

4.11.11.1 V3MenuTs NapamMeTphl rPaHHUI]

[lo ymonuaHMIO IIpU CO3[]@aHUM JTOKYMEHTa MeXAy sdyeiikamMu HeT rpaHul]. Buanmas Ha
JIMCTe CeTKa yCJIOBHO OTJieJisieT siYeiKU OfHY OT APYroM, 4YToObl paboTa ¢ JaHHBIMU OblIa jlerde, U
He oTobpaXkaeTcs IIPU MeYaTH.

Yro6bl 106aBUTH SYelikaM TIpaHUIbl WIM U3MEHUTh paHee IpPHMeHeHHble K T'PaHUIIAM
IlapaMeTphl, BBIIIOJIHUTe CIIeAyIole qelCTBUS:

1. Beigenurte TpeGyeMyto siUeliKy WIN JUAIA30H sSTYeeK.

2. Ha maHenu MHCTpyMeHTOB, B pasfiesie fIdeiikm HaXXMHWTe Ha CTpeJIKy CIIpaBa OT

KHOTIKY [ (cMm. PucyHnok 348).
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|

CTaHAapTHEIE LEESTA!

MocnegHue ueeTa:

Jpyrue ugeta... j?

Pucynok 348 — [lanenb HaCTPOMKY IpaHUI]

3. Ha oTkpeiBlIelcsi IaHeJd HAaCTPOMKU T'PaHUII, B IepBOM OJioOke HACTpOeK YyKaXkUTe
MEeCTO pacIloJIOXKeHUs TPAHUI], ISl KOTOPBIX He00X0/IMMO M3MEHUTh [TapaMeTphl.
4. Bo BTOpOM 0Jl0Ke HAacTpoeK BblbepuTe THI JIMHUM, KOTOPBIM CjleflyeT NPUMEeHUTb JJIs

YKa3aHHbBIX FPaHUII.

5. B Tperbem 6i10ke HaCTpOeK yKaXkUTe 11BeT JIMHUW OJTHHUM U3 CJIeJlyIOIIHUX CII0CODOOB:

— BblOepUTe 1BET B OJIHOM W3 NpeJICTaBJIeHHbIX HA0OPOB 1IBETOB;
— YKaXuTe KOJ 1IBeTa BPYYHYIO;

—  CKOIUPYUTE IBET C TTOMOIIbIO MUIETKH.
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4.11.11.1.1 BeiOpaTh 1iBeT B npe/iCTaB/JIeHHBIX HA0Opax BeTOB

Ha manenu nHactpoiiku rpanun (cM. Pucynok 348) mpepacraBiieHbl Ciefyroiiyie HabOpHI
IIBETOB:
— IIBeTa TeMbI — COJIEPXKUT I[BETOBYIO MAJIUTPY TeMbl TeKYIIero JOKyMeHTa.
— CraHgapTHble IIBeTa — COIEpXXUT I[BeTa, KOTOpble I0JIb30BaTeIM dallle BCero
BBIOMPAIOT IIpH GOPMATUPOBAHUM JOKYMEHTa.
— IlocnegHme nBeTa — COJIEPXUT 10 JECSTH MOCJIeJHUX IIBETOB, KOTOPbIe Bbl BHIOMPAIU
npu ¢opmarvpoBaHuM HokyMeHTa paHee. Habop Ilociemnme mBera orobpakaercs,
eCJIA Bbl BBIOMPAJIM XOTsI ObI OIVH IIBeT.
[Tpu HaBeneHMM Kypcopa MBI Ha Ji0OO0M 1IBeT oToOpaXkaeTcsi 3HaUeHHe 3TOro IiBeTa B
nBeroBoii Mosienmn RGB. Hanpumep: RGB 192,80,77.

Jly1st BBIOOpA 11BeTa I1leJIKHUTe 110 HeMy JIeBOM KHOIIKOW MBIIIIY.

[Ber nmobaButcs B Habop Ilocmemume mBera M OTMeTUTCS (QuiaXXKOM. ['paHUIIBI sYeeK
OKpAaCATCsl B BLIOpAHHBIM I[BET.

YTOoOBI 3aKPBITh MaHEIb HACTPOMKY I'PAHMUI], BLITIOJTHUTE OJTHO U3 CJIeIYIONINX AeUCTBUM:

— Ha nanenu uHCTpyMeHTOB, B pazfiesie I4elKHu HaXKMUTE Ha CTPEJIKY CIIpaBa OT KHOIKU
H (cMm. Pucynok 348).

— IlenkHUTe 110 ITyCTOMY MeCTy JOKYMEeHTa 3a IpeJlejlaMy ITaHeIM HAaCTPOMKU TPaHMII.

4.11.11.1.2 Yka3aTh Koj iBeTa BPYUHYIO

Ecnmu B mepeunciieHHbIX Habopax I[BETOB HeT IOJXOMSIEro I[BeTa, YKaXUTe ero KOof
BpPYUHYIO:
1. Haxwmure kHOTIKY JIpyrue nBera (cM. PucyHok 348).
2. B otkpsiBiieMcst okHe Boroop nBera (cM. PucyHok 349) ykaxure TpeOyeMmblil I[BET B
Busie HEX-kona wiu B dopmate RGB.

3. Haxmurte kHonky OK.
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Brifop ueeta >
Hex-kog MpegnpocuoTp
e
KpacHmi 3eneHbl i CHHWIA

o Cllo Z.|o

R

Pucynok 349 — Oxno Beioop nBera

LIBet, ykazaHHBIA Bpy4HYIO, mo6aButTcs B Habop Ilocimemnue nBera (cM. PucyHok 348) u
oTMeTUTCs QuiakkoM. [laHenb HACTPOMKM TpaHUI] 3aKpoeTcs. ['paHMIBl s4YeeKk OKpacsTCs B

BbIOpaHHBIN I1BET.

4.11.11.1.3 CxonmupoBaTh IIBEeT C MOMOIIBLIO MMHNETKU

ITunerka IpeaHa3Ha4eHa I OAHOBPEeMEHHOT'O KOIIMPOBAaHHS IIBeTd C TeKCTa HUJIN O6’beKTa,
pacrosioXkeHHOTo B paboyei 06J1aCcTH IVIaBHOTO OKHA (CM. pa3fien 3.6), ¥ IpUMeHeHUs 3TOTO IIBeTa
K TPaHUIIAM SYeeK.

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

1. Haxmure KHOIKY & (ITumerka) (cm. Pucynok 348). IlaHenb HacTpOMKK TpaHUI
3aKpOoeTcs, U Kypcop MPUMeT BU/I «IIpHIlesia» JIJisl BbIOopa IBeTa.

2. HaBemuTe kypcop Ha I[BeT, B KOTOPBIN Clle[lyeT OKPAaCHTh I'PaHUIIbI sideek. [liis Gosee
TOYHOTO BBbIOOpa IIBETa OpPHUEHTHUPYUTeCch Ha 00JacTh, PACIOJIOXKEHHYIO CIpaBa OT
Kypcopa. B Hell oToOpakaeTcs IBET MUKCeJIsl, HA KOTOPBIM B IAHHBIM MOMEHT HaBefleH
KypCOp.

3. llenkHuTe 10 BETY JIeBOW KHOIKOM MBIIIIH.

['panunibl  sueek oKpacsITcs B BBIOpAaHHBIM IBET, W KYypCOp IpHUMeT OOBIYHBINA BU/I.
Vkazannbiii 1BeT fobaButcs B Habop Ilocnemuue nBera (cM. Pucynok 348) u otMeTuTcst diiaskkom

Ha I1aHeJIn HaCTPOfIKI/I I'paHUIl.
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Ecm Tpebyercss OTKIIIOUWTHL THIETKY 0e3 BbIOOpa IBeTa, HaxkmuTe kiaBuinty Esc Ha

KJIaBHaType.

4.11.11.2 IlpumMeHUTH MOCTeAHHUI BEIOPAHHBINH CTIWIb I'PAHHUIL

YroObl OBICTPO IPUMEHUTH K sTYeliKe WIN JUalla30HY sYeeK IOCIeJHUM BbIOPaHHBIA CTUJIb
I'PaHUI], BBIIIOJIHWTE CllefyIollre AelCTBUS:
1. Brimenure TpeOyeMyto si4elKy WJIU IMAIIa30H s9eeK.

2. Ha nanenu HCTpPyMeHTOB, B pa3ziesie fuelKu Ha)kKMUTe KHOIIKY H (cMm. Pucynok 350).

Sy mES = B8
Hfv & B @ B 8-~

Auerrm

Pucynok 350 — KHonka npuMeHeHust CTWJISI TPAHULL NTpeAblIyIei TabauIbl

4.11.11.3 Ypanurts rpaHuIbl

YToObI YAAJIINTh 3dJdHHbIE I'DAHUIIBI STYEKH WIH JUarna30Ha sS49eeK, BhIIIOJIHUTE dlegyromye

JeUCTBUSA:
1. Brimenure TpebyeMyto €Ky WM UAIA30H sS9YeekK.

2. Ha nanem HUHCTPYMEHTOB, B pa3fieje Hueliky HAKMUTE Ha CTPEJIKY CIIPpaBd OT KHOIIKH HH

(cm. Pucynok 351).
3. Ha oTkpbIBIIeNCs [TaHeIM HACTPOWKY I'PaHUIL:

— B nepBoM 610Kke HaCTpoeK yKa)khuTe MecCTO yJlajleHUsl TPaHuIL.
— Bo BTOpoMm 6moke HacTpoek BbibepuTe HeTt rpanuir.

4. YToObl 3aKPBITh TTAHEJIb HACTPOUKHY T'PaHUI], BBITIOJTHUTE OHO U3 CIIeYIOIINX JIeHCTBUM:
— Ha nanenu uHCTpymMeHTOB, B pa3feiie SI4eHKHM HaXXMHUTe Ha CTpeJIKy CIipaBa OT

KHOIIKH HH .

— IllenkHuTe 10 ITyCTOMY MeCTY JIMCTA 3a IIpeJlelaMy TIaHeJIM HAaCTPOWKY I'pPaHMII.
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Pucynok 351 — Y nanenue rpanuil

4.11.12 KonupoBaTh M BCTaBUTH (popMaTHpOBaHMe

B «MoitOduc Tabmuia» MOXHO CKONHMpPOBaTh ¢GOpMaTHpPOBAaHWE OAHOTO (parmMeHTa
JIOKyMEeHTa ¥ IPUCBOUTH 3TO e GOpMaTUPOBAHUE:

— OJHOKpAaTHO — OJTHOMY pparMeHTy JIOKYMEeHTa;

— MHOTOKPAaTHO — HECKOJIbKUM dparMeHTaM JJOKyMeHTa MociiefloBaTeIbHO.

dopmatrpoBaHUe, CKOITMPOBaHHOe B Oydep oOMeHa, MOXKeT UCIOIb30BaThCs ISl BCTABKU B

npwioxkeHnu «MornOduc TekcTy.

4.11.12.1 IlpaBuia KONUPOBaHMS U BCTaBKH (OPMAaTHPOBAHUSA

B 3aBucrMocTH 0T 00beKTa, KOTOPBIN BbIJIeJIEeH, /1JIsl BCTAaBKU JJOCTYIIHO (pOpMaTHPOBaHUE:!
— abzama;

— TeKcCTa,;

— ab3ara ¥ TeKCTa;

—  SYeHKH.

B Tabnmne 24 npuBeieHbl CXeMbl, 10 KOTOPBIM KOTIMPYETCsl ¥ BCTaBJIsieTcsl popMaTHpOBaHKE.
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Tabnuna 24 - IIpaBuia KOMUPOBaHUA U BCTaBKU (popMaTHPOBaHHUS

IIpu xonupoBaHuu

IIpu BcTaBKe

PesyabTaT

Y CcTaHOBIIEH KypCcop Win
BbIZIesIeH ab3atr/ab3aribl
LIeJIUKOM

YcTaHOBIIEH Kypcop

®dopmarupoBanue ab3ara/
[IePBOTO BBIJIeJIEHHOTO ab3ara

Brinenen ¢pparment ab3ara

dopMaTrpoBaHHUe TeKCTa

Bruinenen ab3ary/ad3aribl eJIUKOM

®dopmartrpoBaHue ab3ara v TeKCcTa

Heckosnbko ab3arieB
BBIJIeJIeHbl He 10 KOHIIA

®dopmarrpoBanue ab3arma

Brimenena yacte ab3ara

YcTaHOBIIEH Kypcop

dopmaTHpoBaHUe He BCTABJISETCS

Bruinenena gyacte ab3ara

Brinesien ab3ary/a63alibl 11eIMKOM

Heckosnbko ab3arieB
BBIJIeJIeHbl He 10 KOHIIA

dopmaTHpOBaHME TEKCTa, HAUWHAS
C TIepBOTO BBIEJIEHHOTO CUMBOJIA

Y craHOoBIIeH Kypcop

Brinenena yacte ab3ama

Brigenen ab3ary/ad3arbl
1eJIMKoM (/1o cuMBoJIa ab3a1ia)

Bruinenena sueiika TabIuIibL

dopmartrpoBaHue ab3aria ¥ TeKCcTa
IJIS1 BBIIeJIeHHOU sSTYelKU

dopMaTrpoBaHUe TeKCTa
IJTS BBIZIEJICHHOU T9elKU

®dopmMartrpoBaHue ab3aria ¥ TeKCcTa

Brinenena sueiika TabIUIbL

Bruinenena sueiika TabIuIibL

dopMaTrpoBaHUe TIEUKH,
ab3ara ¥ Tekcra

YcTaHOoBIIEH Kypcop

®dopmatrpoBanve ab3ama

Brinesiena yacth ab3ara

dopMaTrpoBaHUe TeKCTa

Brinesien ab3ary/ab63alibl 11eIMKOM

®dopmMartrpoBaHue ab3aria ¥ TeKCcTa

Heckomnbko ab3amnes
BBIZIeJIeHbl He O KOHIA

dopmarupoBaHue ab3ara

Brinenena crpoka wiu cronbery

dopMaTUpoBaHUe STUEMKH,
ab3aria ¥ Tekcra

Brinenena crpoxka wiu cronGery

Brinenena crpoka wiu cronbery

— dopmarupoBaHue stueiiky, ab3ara
U TEeKCTa U3 JIeBOU BepXHeH STYeiKU
B CKOITMPOBAHHOM CTpOKe/CTOOIIe;

— dopmarupoBaHue CTPOKH/CTOIOIA

4.11.12.2 KonupoBaTh U BCTaBUTH popMaTHpPOBaHHe

HJ’[H KOITMPOBAHUS Y BCTABKU (l)OpMaTI/IpOBaHI/IH MO>KHO HCIIOJIb30BATh.

— IIYHKTBI KOMAaHJHOI'O MEHIO,

— CO4YeTaHUs KJIaBHIII,

— KHOIIKY é Ha IIaHeJIM UHCTPYMEHTOB.
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YT0b6bI CKONMUPOBATh U BCTAaBUTh (GOpPMATUPOBAHHE C MOMOIIBI0 KOMAHAHOTO MEHI0 WIA
COYETaHW KJIABHUIII, BBIIIOJIHUTE CIIeAyIOle 1efCTBUS:
1. Bribepure ¢parmMeHT AOKyMeHTa [Isi KONMPOBaHWUS (POpPMATUPOBAHUSI C IIOMOIUIBIO
OJIHOTO U3 CI0COO0B, YKa3aHHBIX B pa3jiesie BhIIIIe.
2. BprinonHuTe KOMaHy KOMUPOBaHUS GOPMATUPOBAHUS OJJHUM U3 CJIEAYIONIMX CIIOCOO0B:
— Bruibepute mynkT koMmanaHoro meHio IIpaBka > KomupoBaTh ¢popMaTHpoBaHue

(cMm. PucyHnok 352).
— HaxwMure coueranue knasuin Ctrl+Shift+C / TShift+3Cmd+C.

3. Ecmu ¢dopmaTtupoBaHve TpeOyeTcsi NPUMEHUTb K OJHOMY ¢parMeHTy, BBIIIOJIHUTE
Cllefyrolye NerCTBUS:
— DBruibepute ¢parmMeHT a1 BCTaBKU (OPMATHMPOBAHHS C IIOMOIIBIO OJIHOTO U3

CHOC06OB, YKa3dHHbIX B pa3jiejie BbIlle.

— DBruibepute nyHkT komanaHoro MeHio IIpaBka > Ilpumenuts ¢opMaTHpoBaHHe
(cm.  Pucynoxk 352) winu  Haxkmure codeTanwe kiaBuin  Ctrl+Shift+V /

{Shift+:Cmd+V.

Mpaexa Bcraeka @opmar Tabavua  faddwe Mg

T OTmeHWTB Ctrl+Z

" MNoetopute Ctrl=¥

&  Boipesats Ctrl+X

Konwpoeats Ctrl=+C

[y Berasuth Ctrl+V
BeTaguTe 3HAYEHWA W dopMaT Ctrl=Alt+V
BcTaBWTE TOMBKD 3HAYEHMA
BectaewTe w3 Bydepa obumena r

A KonvposaTh dopMaTWpoBaHWe Ctrl=5Shift+C
MprMeHWTE GopMaTURoEaHWE Ctrl+5hift+V

Pucynok 352 — Komananoe menio IlpaBka
4. Ecnu  dopmarupoBaHue TpebyeTcs TIPUMEHWTb K  HECKOJIbKUM  ¢parMeHTaM,

HoCaeJ0BaTeIbHO BhIJIEISUTEe JaHHbIe Cl)paFMEHTbI B TEKCTE U BBIIOJIHAUTE IJISI KaXKI0Tr0

M3 HUX KOMaH/ly BCTaBKM (POPMaTUPOBAHMUS.
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YToObl OIHOKpPAaTHO CKOMMPOBAaTh U BCTaBUTh (OpMaTHUPOBaHME C IMOMOIIbIO0 KHOIKU
é (KomupoBaTths (popMaTHpPOBaHHUe), BBIIIOJIHUTE CIeAYIOIINe 1elCTBUS:
1. Bribepute ¢parmMeHT HOKyMeHTa JJisi KOMMPOBAaHHS (POpPMATHPOBAHHUS C ITOMOIIBIO
OJIHOTO U3 CI0COO0B, YKa3aHHBIX B pa3jiesie BhIIIIe.
2. Ha maHenu wuHCcTpymeHTOB, B pasfesne IIpaBka HaXMuTe KHOIIKY & (KomupoBarsb
dopmaTupoBanme) (cMm. Pucynok 353).
3. Boigenurte dparmMenT [jis BCTaBKHM GOPMAaTUPOBAHUS C TTIOMOIIBIO OJHOTO U3 CIIOCOOOB,

YKa3aHHBIX B pa3jiejie BhIIIe.

®ailn  [Npaeka Beraeka @opmar  Tabavua  faddsie  WHotpyments Bug
+ w DY; Iﬁ w é b X0 Thames
doBaenTe LE;] v <_j '__ ‘ >|< "< H

MzbpanHoe Tann Mpaska WpudTt

Pucynok 353 — Knonka KonmmpoBaTts ¢popMaTupoBaHue

YTOOBI MHOIOKpPAaTHO CKOIMPOBAaTb W BCTAaBUTh (POpMaTHpPOBAaHME C IIOMOIIBIO KHOIIKHU
& (KomupoBaTths ¢popMaTHpPOBaHHUE), BBHITIOJIHUTE CIIEAYIONINe IeHCTBUS:
1. Bribepure ¢parmMeHT AOKyMeHTa [jIsi KONMPOBaHUS (POpPMATUPOBAHUSI C IIOMOIIBIO
OJTHOTO U3 CIIOCOOOB, YKa3aHHBIX B pa3jielie BhIIIIe.
2. Ha maHemn WHCTPyMeHTOB, B pasfene IIpaBka p[BaXApl HaXXMUTe KHOIKY
= (KonnupoBaTts ¢popmaTupoBaHue), YTOOBI OHA IPUHSUIA BUJL o)
3. IlocmenoBaTenbHO TpuMeHUTe GOPMAaTUPOBaHHWE K TpebyeMbIM ¢parMeHTaM TeKCTa

OJHHM M3 CHOCO6OB, YKA3dHHbIX B pa3/iejie BhIIlIe.

YToOB! BBIUTH M3 peXXMMa MHOXKeCTBEHHOTO IpUMeHeHHs] GOpMaTHUPOBAHUS, BBIIIOJIHUTE
OITHO U3 CJIeIYIOIIUX JeHCTBUM:
— Ha manenmu wmHCcTpymeHnTOB, B paspeiie IIpaBka HaXMuTe KHOIIKY ﬁ, 9TOOBl OHA
IIpHUHsJIa BU é

— Haxwmure knaBuiry Esc Ha kiiaBuaType.
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4.11.12.3 Ucropus xonupoBaHusa ¢opMaTHpPOBaHUSI

dopMarrvpoBaHue, CKONMPOBaHHOe B Oydep obMeHa, COXpaHSeTCS B UCTOPUM U MOXET
T103>Ke MCII0JIb30BaThCS /ISl BCTABKH.

YTobbl  OTKPBITH HKCTOPHIO, T/le JOCTYIHbI OOBEeKTbl paHee CKOIMMPOBAHHOIO

¢dbopmMaTrpoBaHusl, BLITIOJIHUTE CJIelyIoIIue JeHCTBUS:

1. Ha manenu uvHCTpyMeHTOB, B pasneiie IIpaBka HakmuTe CTpesKy CIpaBa OT KHOIIKH
=] (KomupoBats ¢popMaTupoBanmue) (cM. PucyHok 354).

2. B BmimajaromeM crnucke BbiOepuTe HEOOXOAMMBIM OOBEKT paHee CKOMHPOBAHHOTO
¢dopmarrpoBanus. OOBEKTbI PACIOIOXKeHbl TaKUM 00pa3oM, YTO BBepXy CIIMCKa
MIpe/iCTaB/ieH 00BEeKT MOC/Ie/IHer0o CKOMMPOBAHHOTO pOpMaTHPOBAHUSI.

3. Brimenure ¢parMeHT sl BCTaBKM pOpPMaTUPOBAHUS C IIOMOIIBbIO OAHOIO U3 CII0CO00B,

yKa3aHHbIX B paszeie 4.11.12.1.

_‘;{ ﬁ w |gq KO Thames v 12 v
Lk

B 12,36

Mpaeka

N
N

Pucynok 354 — Criucok 065ekTOB $OpMaTUPOBAHUS
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4.12 IIpaBKka comepKUMOro

4.12.1 OT™MeHa u Bo3Bpar JeHCcTBUA

4.12.1.1 OTMeHuTH NOC/IeAHEee BBLIIIOJIHCHHOe NeHCTBHEe

[Tocnennee neiicTBre, BBHITIOJIHEHHOE C COJIEPXKUMBIM JIOKYMEHTa, MOXKHO OTMEHUTb.

,HJISI 9TOI'0 BOCHOHBSYﬁTECL OJHUM M3 CJIeJYIOIUX CITOCODOB:

— Boibepute nyHkT koManaHoro MeHto IlpaBka > OtmenuTts (cM. PucyHok 355).

Mpaeka Becraska @opmar  TabBawua  JadHme VH

= OTMeHWTB Ctrl+Z
" ToeTopuTe Ctrl+Y
& Boipesats Ctrl+X
Kenupoeate Ctrl+C
[Ty Berasute Ctrl+W

Pucynok 355 — Komananoe mento IlpaBka

— Ha nanenmn wmHcTpymeHTOB, B pasneiie IIpaBka HaXMuTe KHOIIKY D (OTMeHHTB)

(cM. Pucynok 356).

®ailn  [paeka Beraeka Qopmar  Tabovua  JadHwe
+ v B~ &
JNobaeuTs |E;] W (__) C)

M3epanHoe @ ain MpaBka

Pucynok 356 — Knonku Otmenuts u IloBTOPUTH

— IIpu pabore B OC Windows Haxkxmute couetanue kinasuil Ctrl+Z vnu Alt+Backspace,
nipu pabore B macOS — coderanue kinasuil $Cmd +Z.
YroObl OTMEHWTb HEeCKOJIBKO IIOCJIeJHUX [IeCTBUM, BBIIOJIHUTE KOMAaHJy OTMeHbI

HeCKOJIbKO pd3.
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4.12.1.2 TloBTOPUTH pe3yabTaT OTMEHEHHOTI'0 JeHCTBUS

OTMeHeHHOe JIeHiCTBUe IPY HEOOXOJUMOCTH MOXKHO ITOBTOPUTb.

JlJisl 3TOTO BOCHOJIB3YUTECh OTHUM U3 CIIeIYIOMIKX CIIOCOOOB!

— Bpibepute nyHkT koMaHAHOTO MeHio IIpaBka > IloBTopuTs (CM. PricyHOK 355).

—

— Ha nasenu uncTpymeHTOB, B pasfene IIpaBka Haxxmure KHONKy ~ (IloBTOpHTB)
(cm. Pucynok 356).

— Ilpu pabore B OC Windows HaxkmuTe coderanue kmauin Ctrl+Y / Ctrl+Shift+Z /
Shift+Alt+Backspace. IIpu pabote B macOS HaxkmuTe codetanue kiaBuil $Cmd+Y.

YTo06BI INOBTOPHUTb HECKOJIbKO ITIOCIIeJHUX OTMEHEHHbIX JeMCTBHM, BBIIIOJIHUTE KOMaHy

IIOBTOpPA HECKOJIBKO Pas.
4.12.2 By¢ep obmena

4.12.2.1 Beipe3aTs Wi KOIIMPOBATh IaHHbIE

[Tpu BbIpe3aHUM JlaHHBbIEe yOAISIOTCS M3 JOKYMeHTa U MomelaioTcs B 6ydep obmena. [lpu
KOIIMPOBaHWY JIaHHbIe He U3MeHSIOTCS B IOKyMeHTe, a B Oydep o6MeHa nloMeljaeTcsi UX KOIUSI.

JlaHHBIe BbIpe3aroTCsl ¥ KOIIUPYIOTCSl C COXpaHeHrneM (pOpMaTUPOBAHUS.

Bblpe3aHHble WM CKONKMPOBAHHBIE JlJaHHble MOXHO HCIIO/Ib30BAaTh Kak [Isl BCTaBKU B

npwiokeHnd «MoiOduc Tabmuma», Tak U AJs BCTAaBKA B JPYTUX MPWIOXKEHUSX, HAllpUMmep, B

npwioxxkeHnu «MorOduc Tekcry.

Ecmm Tpe6yeTc;1 BbIpe3dTb WJIM CKOIIMPOBATb [ddaHHbI€, B KOTOPLIX COOEPXUTCHA 00BEeKT

(Haripumep, ¢urypa win uzobpakeHre), BbIpeXXbTe WIM CKOIIUPYUTe JaHHbIe U OOBEKT 10

OTHeJIbHOCTH.

YTo6b! BbIpe3aTh JaHHbIE, BHIIIOJIHWATE ClIefyIolre 1efCTBUS:

1. Boimenure 00BEKT, KOTOPbI HeOOXOAMMO BbIpe3aTh, WIM sUEHKy, AMAIa30H sueek,
CTPOKH WJIM CTOJIOIBI, U3 KOTOPBIX HEOOXOAUMO BbIpe3aTh JaHHBbIE.

2. BrinonHuTe KOMaH/y BbIpe3aHHs OJIHUM U3 CIIelyIOIIHUX CII0COOO0B:
— Bribepute nyHkT KoMaHgHOTO MeHIo IIpaBka > Beipe3aTs (cMm. PucyHok 355).

— Ha nanemm uHCcTpyMeHTOB, B pasneiie IlpaBka HakmMuTe KHOMKY .4 (BbIpe3aTs)

(cm. Pucynok 357).
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Dailn  [lpaeka Beraska @opmar  Tabavwua  fanHwme Woctpymentm Bug
+ w ,;I; ﬁ w é X0 Thames
Jobaeuts EJ w (__j - }I{ .'I‘\/\ H

M3GpanHoe T ann MNpaska WpndgT

Pucynok 357 — Knonku Beipe3ats 1 KomupoBats

- OTKpOﬁTe KOHTeKCTHOe MeHIO HIeJITYKOM npaBoﬁ KHOIIKM MBIIIX I10 BbIAEJIEHHOMY
O6’b€KTy, J9eiiKkaM MM TI0 3arojoBKam/ COJIep’>KMMOMY  BblI€JIEHHbIX CTpOK/

CTOJIO1OB. BhINOITHUTE KOMaHy KOHTEKCTHOTO MeHI0 Bripe3aTs.

— Haxwmure coueranue kinaBuin Ctrl+X wiu Shift+Delete npu pabote B8 OC Windows

unm coyetanure kiiasuil $Cmd+X npu pabote B macOS.

B ciy4yae npuMeHeHHBIX GUIBTPOB WIM CKPBITBIX BPYYHYIO CTOJIOIIOB WIIU

CTPOK BbIpe3deTCsd TOJIbKO COAepXHUMoOe BUIHNMBIX sd49eeK.

YToOBI CKONMPOBATH JIAHHbIE, BLITIOJIHUTE CJIeIyIolIre JeHCTBUS:

1. Boigenure 06beKT, KOTOPbI HEOOXOAMMO CKONMPOBATh, WM STYEHMKY, TUAMA30H sUeek,
CTPOKH WJIA CTOJIOIIBI, U3 KOTOPBIX HEOOXOJIMMO CKOITMPOBATh JIaHHbIE.

2. BrinonHUTe KOMaHAY KOMUPOBAHUS OJJHUM U3 CJIEAYIONIUX CIIOCOOOB:

— Bribepute nyHKT KOMaHHOTO MeHO IIpaBka > KonmupoBats (cM. PucyHok 355).

— Ha nanenu unctpymenToB, B pa3fene IIpaBka HaxkmuTe kHOIKY || (KonmupoBaTs)

(cm. Pucynok 357).

— OrTkpo¥iTe KOHTEKCTHOe MEHIO I[eJTYKOM IIpaBOM KHOIKW MBIIIU 110 BbIJIeJIeHHOMY
00BeKTy, s4YelKaM WIM [0 3arojloBKaM/CO/Iep>)KUMOMY  BBIJIeIeHHbIX CTPOK/

CTOJ'I6I_[OB. BrimosiauTe KOMdHy KOHTEKCTHOI'O MEHIO KOHI/IPOBHTL.

— Haxwmure coderanue kiiaBui Ctrl+C unu Ctrl+Insert npu pabore 8 OC Windows

unm covetanure kiiapuil $Cmd+C npu pabote B macOS.

CkonupoBaHHbIe sTYeMKH, CTPOKU WIM CTOJIOIbI BBIIESIIOTCS MyHKTUPHOW paMkoi. Pamka
aBTOMaTHUYeCKH Mcye3aeT [IPU MOCJeyollei BCTaBKe CKOTMPOBAHHBIX JJAHHBIX.

Ecnu Tpebyetcs ybpaTh MyHKTUPHYIO paMKy BPY4HY!O, HaXkmMUTe KiaBuiny Esc.
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4.12.2.2 BcTaBUTH NIOCTIeIHIE BbIPe3aHHbIE HIH CKOIMPOBAHHBIE JaHHbIE

Jlyisi BCTaBKM JOCTYIHBI TpeIBAPUTENIbHO CKOMMPOBAHHbIE WM BBbIPpE3aHHBbIE JIaHHBIE,
Haxonsmuecs B Oydepe obOmeHa. FEcmu Obil  cKOMMpoBaH WM BbIpe3aH — JAWalla30H

sT9eek/ CTpOK/ CTOJIOIIOB, TO IIpH BCTAdBKe JIdHHbIE BHﬁMYT AXUAIla30H TAKOI'O Xe pa3mepad.

[Ipy BcTaBKe MAaHHBIX B HEMyCTble SYeHKW WM JIWAIa30HbI TMpeAbiaylie JaHHbIe

L=\ yIaJIsIIoTCs 6e3 MpeyTpesKIeHusl.

Hanuble u3 Oydepa obMeHa MOXKHO BCTaBUTb C COXpaHEHHWeM WIM 0e3 COXpaHeHUs
HCXOJTHOTO HPOPMATHPOBAHUSI.
Y1oOBI BCTaBUTD JaHHble C COXpdHEHHeM HCXOIOHOTI'O (bOpMaTI/IpOBaHI/ISI, BBITIOJIHUTe
CJIeIyIoIIre AeUCTBUS:
1. YKa)KI/ITe, KyZlla cjienyeT BCTaBUTb JdHHbIE:
— FEcmm B Gydepe obMeHa conepKaTcsl JIaHHbIe U3 OJHOU STYEMKH/CTPOKU/CTOJIONA,

BbIJIEJIUTE sTYelKy/CTPOKY/CTosbell, B KOTOPBIN Clie[lyeT BCTaBUTh 3TU JIaHHbIE.

— Ecmu B 6ydepe obMeHa comepXUTCS JTMana30H s'9eeK/CTPOK/CTOJIOIO0B, BbIAEINUTe
COOTBETCTBYIOIIMM 110 pa3Mepy JHana3oH WM BbIJIeNTe STYerKy/CTPOKy/cTosbell, B
KOTOpBIA CJleflyeT BCTaBUTb COJIepXXUMOe IIepBOM s[YeHKW/CTPOKH/CTonbna U3

JAara3oHa.

— Ecm B Oydepe obmeHa cofiepXUTCSI OOBEKT, BbIIeJIUTE sUelKY, [0 KOTOPOH

cjlleyeT BbIpDOBHSATDH BerHI/Iﬁ JIeBBIM yroia oOBeKTa.

2. BrblimosiHUTe KOMaH/Ty BCTaBKX OJTHUM U3 CJIEIYIONIHUX CIIOCOOOB:

— Bribepute nyHKT KOMaHHOTO MeH!O IIpaBka > BeraButh (cM. PrucyHok 355).

— Ha maHenm uHCTpyMeHTOB, B paszese IIpaBka HaXXMUTe KHOIKY N (BcraBuTh)

(cm. Pucynok 358).

®ain  Mpaeka Beraeka Qopmar  TabBavua Jaddeie  WMHotpymedte Bug

+ ~ O'fo |® % é X0 Thames
JobaenTe |E;] L) <__“j . b
IE Bcrasnte

WM3bpaHHoe Dann Mpaska
BeTaeuTe 3HaqveHna v dopmat

P16 v fx
BcTaBuTh TOMbKD 3HAYEHWA

A B

Pucynok 358 — Knonka BcraButhb
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— Ha nanenmn uHcTpymeHTOB, B pa3dfeiie IIpaBka HakKMHUTe Ha CTpeJIKy CIpaBa OT
KHOIIKU @ (BcraBuThb) 1 B BBINAJAIONIeM CIHMCKe BblOepuTe KOMaHIy BcTaBHUTB

(cm. Pucynok 358).

— OTkpoiiTe KOHTEKCTHOe MEHIO IeJTYKOM IPAaBOM KHOIIKM MBIIIW T10 BbIIeJIEHHbIM
sgyediKkaM WKW 110  3aroJIOBKaM/COJEPKUMOMY  BBIJIEJIEHHBIX CTPOK/CTOJIOIIOB.

BrimonauTe KOMdHy KOHTeKCTHOI'O MeHIO BcraBuTts.

— Haxwmure coueranue kiauin Ctrl+V win Shift+Insert mpu pa6ore 8 OC Windows

nnm coyetanue kiasuil $Cmd+V npu pabore B macOS.

[Ipu BcraBke [aHHBIX 6e3 COXpaHeHUsI HCXOOHOrOo GOPMATHPOBAHUS IEHCTBYIOT
Clleflytoliye paBuia:
— U3 bydepa oOMeHa BCTaBJsieTCs TOJbKO TeKCT. Tak, MpU BCTaBKe GUIYyphI C TEKCTOM
WM CCBUIKM B JIOKyMEHT BCTaBJISIETCS TOJIbKO TEKCT, KOTOPBIA cojiepkaT JlaHHbIe
0OBEKTBHI.
— Ecmu B 6ydepe obmena conepxutcsi GpopMyisa, TO BCTaBJISIeTCS TOJBKO Ppe3yJibTar

dopmybl (cM. pazzen 4.5.8).

Yrobbl BCTaBUTH [AaHHbBle 6e3 HCXOJHOrO (GOPMAaTUPOBAHUS, BBIIOJIHUATE CJelyrolire
JeUCTBUSA:
1. VYkaxwure, KyJia cielyeT BCTaBUTb JaHHBIE:
— FEcmu B 6ydepe obMeHa cojepkaTcsi JaHHble U3 OJHOM STYEHKH/CTPOKU/CTOIOIA,

BbIJIEJIUTE sTYelKy/CTPOKY/CTosbell, B KOTOPHIN Clie[lyeT BCTaBUTh 3TU JIaHHbIE.

— Ecm B Oydepe obMeHa COJIepXXUTCSl AWAlla30H siUeeK/CTPOK/CTOJIOIO0B, BhIIeNINTe
COOTBETCTBYIOIIMI TI0 pa3Mepy JHana3oH WM BhIJIEIUTe sTYerKy/CTPOKYy/CcTosbell, B
KOTOpBI CJjleflyeT BCTaBUTb COJIepXXUMOe IIepBOM s[YeHKW/CTPOKH/CToNbna U3

JAaIra3oHa.

— Ecmu B Gydepe obMeHa cofiepKMTCSI OOBEKT C TEKCTOM, BBIJIeJIUTE sYerKy, B

KOTOPYIO CJieJlyeT BCTaBUTh JIAHHBIN TEKCT.

2. BrpimonHUTe KOMaH/y BCTaBKU OJTHUM U3 CJIEIYIONIHUX CIIOCOOOB:
— Bribepute nmyHkT komaHaHOro MeHio IIpaBka > BcTaBUTH TOJBKO 3HadeHHS

(cm. Pucynok 359).
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— Ha manemu wuHCTpyMeHTOB, B pa3fene IIpaBka HaXMHTe Ha CTpeJIKy CIIpaBa
OT KHOIIKHU @ (BcraBuTh) ¥ B BBINAJAIONIEM CIHCKe BbIOEpUTEe KOMaHAY

BcraBuTh TOsIbKO 3HaYeHus (cM. PucyHok 358).

Mpaeka Bcraeka Qopmar Tabavua  [Jaddwe Mg

= OTMEHWTB Ctrl+Z

" MNoeTopute Ctrl+Y

o Boipesats Ctrl+X

Kenupoeate Ctrl+C

[Ty Berasute Ctrl+W
BeTaeuTe 3HaueHuA W dopamat Ctrl+Alt=V

BCTaEnTe TONBKD 3HAYUEHMA

Pucynok 359 — Komananoe mento IlpaBka

— OTkpo¥iTe KOHTEKCTHOe MEHIO IIeTYKOM IIpaBOM KHOIIKM MBIIIH 110 BblJIeJIeHHbIM
syerKaM WIA II0 COJIeP>)KMMOMY BbIJIeJIEHHBIX CTPOK/CTOJNONOB. BreimonHure

KOMdHy KOHTEKCTHOI'O MEHIO BcraBuTh TOJIBKO 3HAYCHHS.

4.12.2.3 BcraBuTh JaHHbIE U3 pacIIUPeHHOro 0y¢depa odoMeHa

B npunoxennn «MoiOduc Tabmuna» nocryneH paciimpeHHbIM O6ydep obmena. B Hem
OJTHOBPEMeHHO MOXXeT XpaHUThCs 10 10 cKoNMpoBaHHBIX UJIM BbIpe3aHHbIX CI0TOB. Kaxknas HoBas
3aIMCh 3aHUMaeT MeCTO CaMOTr'0 CTaporo CJI0Ta B CIIMCKe.

Pacivpennsiii 6ydep o6MeHa MOXHO MCIOJIb30BaTh JIJIsl KOMMMPOBAHUsS M BCTABKU JaHHBIX
n3 npwioxenust «MorOduc Tabnuna» B npuioxxenre «MorOduc Tekct» 1 HA060pOT.

JlaHHble W3 paciMpeHHOro Oydepa oOMeHa BCTaBISIOTCS C COXpPaHEHHWEM HCXOIAHOIO

¢dbopMaTUpOBaHUSl.

4.12.2.3.1 BcraBuThL JaHHEIC

Y106l BCTAaBUTH JlaHHble U3 pacliMpeHHOro Oydepa oOMeHa, BBINOJIHUTE Cleylolre
JeUCTBUS.
1. Vkaxwure, Kyna ciie[lyeT BCTaBUTh JJaHHbIE!
— FEcmu B 6ydepe obMeHa cojepkaTcsi JaHHble U3 OJHOM STYEHKH/CTPOKU/CTOJOIA,

BBbIJIEJIUTE sTYelKy/CTPOKY/CTosbell, B KOTOPKINA Cie[lyeT BCTaBUTh 3TH JIaHHbIE.
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— Ecmu B 6ydepe obMeHa CONIep>KUTCS MaNa30H sueek/CTPOK/CTOJIOIO0B, BbIAEINUTe
COOTBETCTBYIOILIMH IO pa3Mepy AWAaNa30H WK BhIJEIUTe sSUYeiKy/CTpoKy/cTonber, B
KOTOpBIA CJleflyeT BCTaBUTb COZIepXXUMOe IIepBOM S[YeHKW/CTPOKH/CTonbna U3

IIaTIa30Ha.

— Ecm B Oydepe obmeHa cofiepXUTCSi OOBEKT, BbIIeNUTe sUelKY, [0 KOTOPOH

CllefiyeT BBIDOBHSITh BepXHUH JIeBBbIN Yrojl 06beKTa.

2. OrtkpoiiTe cofiep>kMMoe paciirpeHHoro 6ydepa o6MeHa OJJHUM K3 CJIeAYIOLIUX CII0CO0O0B:
— Bruibepute nmyHkT komanHaHoro meHio IIpaBka > BcecraButh M3 Oydepa odmeHa

(cm. Pucynok 360).

Mpaeka Bcraka @Popmar Tabnvua [JaHdble  WHcTpymeHtel  Bug  O6wmid goctyn  [Mogmnucka Cn

)  OTMeHUTb Ctrl+Z XO Thames vl v A AT
C* ToBTopuTh Ctrl+Y
X K U AB T «« Av £~
BblpesaTtb Ctrl+X
% P UpneT
Konupoeatb Ctrl+C
[Ty Bcrasutb Ctrl+V
BcTaBuTh 3HauYeHus 1 Gopmar Ctrl+Alt+V E F G H
BcTaBWTb TOIBKO 3HaUeHus
BcTaBuTb U3 6ydepa obmeHa y 595
Q6uwui utor
£ Konuposath hopmaTHpoBaHme Ctrl+Shift+C
MpUMeHNTL GopMaTHPOBaHHE Ctrl+Shift+V WNcTopus bydpepa obmeHa Ctrl+Alt+Shift+V
Ounctute
Buigennts Bce Ctrl+A
Mownck Ctrl+F

Pucynoxk 360 — JlaHHble B paciiipeHHOM Oydepe obmMeHa

— OrTkpoiiTe KOHTEKCTHOE MEHIO IeTYKOM IPaBOM KHOIKHM MBIIIH T10 BbIIeJIeHHBIM
syedikaM WM 110 3aroJIOBKaM/COJIEPKUMOMY  BBIJIEJIEHHBIX — CTPOK/CTOJIOIOB.

Bribepute koMaH/y KOHTEKCTHOTO MeHI0 BecTaBuTh 13 0ydepa ooMeHa.

3. B oTKpbIBIIEMCS TIOJIMEHIO BbIOeprTe JaHHbBIe JIJIsi BCTaBKH.
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st ynobcTBa paboThl cofepskumoe Oydepa oOMeHa MOXXHO OTKPHITh B OTIeJIbHOM OKHe.

J17151 3TOrO BBINOJIHUTE OJTHO U3 CJIeIyIOIINX AeHCTBUN:

Bribepute nmyHkT komanaHoro MeHio IIpaBka > BcraButh u3 Oydepa odOmena >
Hcropus dydepa odomena (cm. Pucynok 361).

OTKpoOMTE KOHTEKCTHOE MEHIO IeTYKOM IPAaBOM KHOITKYM MBIIIH 110 JII0O0H sSYeiiKe WiIn
3aroJIoBKaM/COIEp>KUMOMY  JIIOOBIX ~ CTPOK/CTOJIOIOB.  BeImonmHMTEe  KOMaHIy
KOHTEKCTHOTO MeHI0 BcraButh u3 0ydepa oomena > Ucropus d6ydepa oomeHa.
Haxxmure codeTaHue KJIaBUIII Ctrl+Alt+Shift+V (OC Windows)

/ ~=Option+{Shift+2Cmd+V (macOS) Ha k1aBuaType.

Mpaeka Bctaka @®opmar Tabnvua [JaHHele WHcTpymeHtsl  Bug  O6wmid goctyn  [Mogmnucka Cn
) OTMeHuTs Ctrl+Z %O Thames vl 12 v A A+
> TloeTopuTh Ctrl+Y
X K YU AB T - Av £~
Bblpesatb Ctrl+X
‘X’ P HpuoTt
Konupogartb Ctrl+C
[y BcraButh Ctrl+V
BcTaBuTh 3HayeHua u popmar Ctrl+Alt+V E F G H
BcTaBUTbL TONBKO 3HaYeHUs
BcTasute 13 bydepa obmeHa » 595
06wt utor
£ Konuposatb ¢opmaTMpoBaHmue Ctrl+Shift+C
[p1MeHHTL GOpMATUPOBaHMe Ctrl+Shift+V WcTopua bydepa obmeHa Ctrl+Alt+Shift+V
Ouunctutb
Beigennts Bce Ctrl+A
Mownck Ctrl+F

Pucynok 361 — Komanzs! yripaBieHus pacuivpeHHbIM 6ydepoM obMeHa

[Io ymomuanuio OkHO paciiupeHHoro Oydepa obmena (cM. Pucynok 362) pasmerraercs

PSIZIOM C BbIJIeJIEHHON WIW TOC/Ie[THel BbIJIeJIeHHON sSTYeMKOM (HarpuMep, eciiv BhIJIeJieH CTOJI0elr).

YT0oOBI U3MEHUTH pa3MellieHre OKHA, IlepeTdlidTe ero 3d 3daroJIOBOK, yAep’KHUBdasd Ha)kaToM JIeEBYIO

KHOIIKY MBbIIIH.
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ﬁ BmBop TekcTa ANA BCTAEKMW
log
2010
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422 656

PucyHnok 362 — Pacmmpennsiii 6ydep oomeHa

[Tpu pabote c pacuivpeHHbIM 6ydepom obMeHa:

— TIlepeMellleHHe IO cjoTaM Oydepa obOMeHa OCYLIECTBIISIETCS C IIOMOUIbIO KJIABMII
KJIaBUATYpHI | U T;

— BCTaBKa BBIJIEJIHHOTO cjoTa U3 Oydepa obMeHa B yKa3aHHOe MeCTO [JOKyMeHTa
OCYIIIeCTBJISIeTCS 111eJTYKOM JIeBOW KHOIIKY MBIIIY WX Ha)XkaTheM Ha Kiasuilly Enter;

— 1nepeMelieHHe (QoKyca MexAy JAOKyMeHTOM U OydepoM oOMeHa OCYIIeCTBIISIeTCs

knasuiireii Tab.

YTOoOBI 3aKpBITh OKHO pacmvpeHHOro bOydepa oOMeHa, HaXXMHUTe Ha KHOIKY B ero

3arojioBKe.

4.12.2.3.2 OuncTUTH HCTOPHIO pacHIHpeHHOro 0ydepa oomMeHna

YToOBl OYMCTUTH HCTOPHUIO paclIMpeHHOro Oydepa oOMeHa, BBIIOJIHUTE ClelyIoIIue
JIerCTBU:
1. OTtkpoiiTe OJIMeHIO paciIMpeHHOro 6ydepa obMeHa OIHUM U3 CIIeAYIOMIUX CIIOCOOO0B:
— Bruibepute mynkT komangHoro meHio IIpaBka > BcraButh u3 Oydepa odomena

(cm. Pucynok 361).

— OTkpoiiTe KOHTEKCTHOE MEHIO MIETYKOM MPABOM KHOIKK MBIIIH 110 JII0OOU sueiike
WM 3arojioBKaM/COIEpP>KUMOMY JTFOOBIX CTPOK/CTOJIONOB. Bbibepure komaHay

KOHTeKCTHOTo MeHIo BcraBuTh u3 0ydepa oomena.

2. B orobpasuBiiemcs IoMeHI0 BbibepuTe KoMaHAy OYHCTUTB.
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4.13 CpencrBa aBTOMaTH3aIMH

4.13.1 MakpokoMaH/bI

MakpokoMaH/ibl IPe[CTaBJSIIOT COOOM IporpaMMbl HeOOJIBLIOrO pa3Mepa, C IOMOIIBIO
KOTOPBIX B JIOKyMeHTe aBTOMATHM3UPYeTCsl BBIIIOJIHEHWe IIPOAOJDKUTENIbHBIX WM  4YacTo
MIOBTOPSIIOLIMXCS onepanyid. [11st pa3paboTku MakpokoMaHy, B nipuinoxeHun «MoiOduc Tabnummay
WICII0JIb3YeTCS SI3bIK IIporpaMMupoBanus Lua.

Kak npaBuio, MakpokoMaH/Ibl UCIIOJIb3YIOTCS [JIsl PellleHusl ClleyI0IINX 3a/1a4:

— nobasieHre GOpPMYIIbI B SIUEHKY;

— nobaBjieHUe TeKCTa B SYeHKY;

— IIOWCK U 3aMeHa I10 TeKCTY;

— yHAdJieHHe TeKCTd.

CoxpaHeHre MaKpPOKOMaH]| IOAJIep>XXKUBaeTCsl TOJIbKO B Tpefiesiax TeKYIIero JOKyMeHTa.
Ecnu ananmorvyHbele MakpoKOMaHZbl TpeOyeTcCsl HMCIOJIb30BaThb B JIPYIOM JIOKyMeHTe, CleflyeT
CO3/1aTh X HeIllOCPeICTBEeHHO B IPYTOM JIOKyMeHTe.

[Tonpo6Hoe omucanre paboThl C MaKPOKOMAaHIaMU TIpHBelieHO B IoKyMeHTe « CIpaBOYHUK

MdKPOKOMAH/I Hd A3bIKe ITPOIrPAMMUPOBAHUA Luay.

4.13.1.1 Co3gaTh MaKpOKOMaH/Y

MaKpOKOMaHHy MOJKHO CO30aTb OJHUM U3 CJIeJYIOINUX CIT0Cco0O0B:
1. 3ammcatb M0C/IeIOBaTeJIbHOe BBIIOJIHEHWE IEeMCTBUM, M3 KOTOPBIX HOOJIDKHA COCTOATH
MdKpPOKOMaH/Ia.

2. BBecTH TeKCT MaKpOKOMaH/Ibl BpDY4YHYIO.

YT06BI 3anIMCaTh MAaKPOKOMaH/Y:
1. Boibepute myHKT KOMaHAHOTO MeHI0O UHCTpyMeHTHI > MakpokoMaHabl > 3anucaTrhb
Makpokomanay (bera) (cM. PucyHok 363).

2. BpInosHUTe MOCIeI0BaTeNTbHOCTD JIEMCTBHH, M3 KOTOPBIX JIOJDKHA COCTOSITh MAKPOKOMAH/1a.

B TEKYLHEﬁ BepCuu IpUIIOXKXeHus He BcCe JIeMCTBUS I10JIb30BaATeJIs HAOCTYIIHbI IJId 3aIIMCH.
HpI/I BBIIIOJTHEHUM [OEeMCTBUS, 3allMCh KOTOpPOr'o He IOoOAEpPXUBAETCS, Hd OJKpadHe

oToOpaskaeTcsl BCIUIbIBatoIlee coobiieHue «JleficTBre He MOXeT ObITh 3alIKCAHOY.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' MWy, 2013-2024 341



MonOdonc

WHctpyMeHTel  Bug  Obwmin goctyn  lMoanucka Cnpaeka

MpaeonucaHwe » |12 vl A” A+

HacTtpauneaembiii cnoeapb

A b.
oo v § v \]/ v ?-/
M3MEHM b A3blK...

Rrinapuueauu

MakpokomaHabl 4 Penaktop makpokomaHg

3anucaTb MakpokomaHay (6era)

Pucynok 363 — Komangnoe mento MHCTpyMeHTBI

3. 3aBepiIuTe 3alIMCh OJJHUM U3 CJIEAYIOIIHUX CIIOCODOOB:
— DBroibepute nyHKT koMmaHgHOro MeHI0 HMHcTpyMeHTBI > MakpokoMaHABI >

OcraHoBUTH 3anUCh (CM. PucyHok 364).

WuctpymenTel  Bug  O6wuid poctyn  Moanucka Cnpaska

MpaBonucaHne 4 ‘ - + —
2 v AT A =
HacTpanBaemelin cnoBapb
L1 A v § v \I/
- A
M3MeHUTDb A3bIK...
Rrinag
MakpokomaHa bl 4 Penaktop MakpokoMaHa

OCTaHOBWTL 3aMnch

Pucynok 364 — Ilynkt komanaHoro MeHio OCTaHOBHUTB 3allUCh

— B crpoke cocrosinus Haxkmute KHOTIKY [l OcTaHoBuTSH 3anuck (cM. PrucyHok 365).

28

Nuerl +

—
E‘b Agtomatiueckn | Ocranosuts 3anmces

Pucynok 365 — Knonka OcTraHOBHTH 3alIUCh

4. B oTkpbIBIIEMCS TUAJIOTOBOM OKHe (cM. PucyHok 366) ykaxuTte UMs MaKpOKOMaH/bI U

HaxkxmuTe KHOTIKY OK.
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Mran:

| x |

Pucynok 366 — JluasoroBoe 0KHO

IIpy ycnemHoM coxpaHeHWM MaKpOKOMaH/bI Ha 3KpaHe OTOOpasUTCs BCILIbIBAIOLIee
coobiienre « MakpokoMaH/ia "MMsI_MaKpOKOMaH/Ibl" COXpaHeHa.
YT0oO6BI BBECTH TEKCT MAaKPOKOMaH/Ibl BDYUHYIO:
1. Bribepure myHKT KOMaHIHOTO MeHI0 IHCTpyMeHTBI > Makpokomanasl > PemakTop
makpokomanj (cMm. Pucynok 363).

2. B okze PemakTop MakpokoMaHJ HAXXMHTe KHOIKY =+ (cM. PrucyHnok 367).

O] PegakTop MakpokomMaHg, >

=+ —_

P Bunoniute ™ Omnagure [

Pucynok 367 — KHonka co3fiaHvst MakpoKOMaH bl

3. BBeguTe uMs MaKpOKOMaHAbl WIA OCTaBbTe UMS, YKa3aHHOe II0 YMOJIYaHUIO
(cM. Pucynok 368). UToObl coxpaHuTh UMsI, HAXXMUTe kiaBuily Enter win menkHuTe

MBIIIBIO 110 JIF060M 06JIaCTH pe/lakTopa MaKpPOKOMaH/I.
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J PepakTop MakpoKomMaHa, x
M 1 BeeguTe HOBLIM CKPUNT 3080k
+ —_—
P Bononnuts ™ Omnagurs [
PucyHnok 368 — BBog uMeHM MaKpOKOMaH/IbI
4. BaemuTe TeKCT MakpoKOMaH[IbI (cM. PucyHok 369).
%

G PegakTop makpokomMaHg

range = document:getRange();
Makpokomataa 1 startPos = range:getBegin();

textProp = range:getTextProperties();
textProp.italic = true;
textProp.allCapitals = true;

range:setTextProperties(textProp);
9 startPos:insertText("MoROduc!");

+ —_

P BoinonnuTs 1? Ornagurs [0

Pucynok 369 — BBop TekcTa MaKpoOKOMaHbI

TekcT MakpOKOMaH/Ibl COXPAaHUTCSI aBBTOMATHUYECKH.

[Tpu pgoGaBneHuu B IOKyMEHT MaKpPOKOMAaHIbl Ha OOKOBOM IaHeM MOSIBJISIETCS KHOIKA
@ (Makpoxkomannasl) (cM. Pucynok 370). IIpu HaxkaThu Ha TaHHYIO KHOIIKY OTKPBIBAETCS MaHesb
paboThI C MAKPOKOMAaH/IaMH, C TIOMOIIbI0 KOTOPOM MOKHO BBITIOJIHUTD CJIEYIOIIUe IeUCTBUS:

— HaWTH MakpokomaHay (cM. paznen 4.13.1.2);

—  BBLITMIOJIHUTH MakpoKoMaHy (cM. pazzen 4.13.1.3);

—  OTKPBITh peJJaKTOp MaKpokoMaH I (cM. pasnen 4.13.1.4).
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JaHHbe Bcraeka ~

~ - MakpokomaHabl Q
L M M
Mowck Fx
MakpokomaHga 1 @
Makpokomanga 2 0
MakpokomaHaa 3
L
>
CYMM 0 CP3HAY 0 MUH 0 MAKC 0 CHET3 0 [£] - @ + 100%

Pucynoxk 370 — Ilanenb paboThl ¢ MaKpOKOMaHaMu

YToObl 3aKpbITh MaHelb paboThl C MaKPOKOMAaHIAMH, HAaXXMUTe Ha KHOIKY —¥,
PacIioNoXeHHYI0 HaJl CTPOKOM TTOMCKA, WM TOBTOPHO HAXXMUTE Ha KHOMKY ® (MakpokomaHAabI)
Ha OOKOBOM MaHeNH.

Knorika @ (MakpokomaHabl) oToOpakaeTcsi Ha OOKOBOW MaHeNM A0 TeX IOop, IOKa

JIOKYMeHT COJIepP>KUT XOTs ObI OJJHY MaKpOKOMaH/Ty.

4.13.1.2 Haiitn MakpoKOMaHAy

Ecnyv nokyMeHT cofiepXuT 06o0ibllioe KOJIM4eCTBO MaKPOKOMaH], [Uisi OBICTpOro IOHMCKa
TpeOyeMol MaKpPOKOMAH/IbI BBITIOJTHUTE CJIe/IyIollre JeHCTBHS:

1. Ha GokoBoii MaHes HAKMUTE KHOIIKY @ (Makpoxkomanasb) (cM. Pucynok 371).

2. Ha maHenu paboThl C MAaKPOKOMAaHJIaMU YKa)KUTe B CTPOKe MOMCKA YaCTh HAa3BaHUsS WU

Ha3BaHHe TpebyeMOl MaKpPOKOMAH/IbI I1eJTUKOM.

B crmcke MdKPOKOMaH[{ OTO6paBHTCH MdKPOKOMaH/Ibl, Ha3BAHUS KOTOPBIX YIOBJIETBOPSIOT

YKa3dHHBIM pe3yJjibTdTdM IIOMCKaA.
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Pucynok 371 — Ilonck MakpOKOMaH[bI

4.13.1.3 BeINOJTHUTH MaKPOKOMAaHIY

MakpoKkOoMaHIy MO>KHO BBIIIOJIHUTB C [TOMOIIBIO PeJakTopa MaKpOKOMaH/1 UJIK C IIOMOIIbIO
1aHeJiu paboThl C MAaKPOKOMaHIaMH.

YTOoOB! BBINOJIHUTL MaKpOKOMaHJy C IIOMOIIbIO pefakTopa MaKpPOKOMAaH], BBIIIOJIHUTE
CIIelytolve eNCTBUS:

1. Bribepure nyHKT KOMaHIHOTO MeH0 IHCTpyMeHTBI > MakpokomaHasl > PemakTop

MakKpokomaup (cM. PucyHok 372).

WHctpymentbl  Bug  O6wwmii goctyn  lMoanucka Cnpaeka

MNpaBonwucaHwne 4 - A+ = v | v o
HactpawBaemeiv cnoeapb
v v v 5 p
M3mMeHnTL A3bIK...
Ruinapumeauas U r|
MakpokomaHab! » PepakTop makpokomaHg,

3anucare MakpokomaHay (6eta)
Pucynok 372 — Komanyia PegakTop MmakpokomMaH/
2. B oxHe PemakTOop MakpokoMaHj BbibepuTe TpeOyemMyl0 MaKpPOKOMaHAYy W3 CIIMCKa

(cm. Pucynok 373).

3. Haxmure kHOTKy P BoImoaHuTh.
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& Pegaktop mMakpokomaHg *

1 kange = document:getRange();

Makpokomanaa 1 startPos = range:getBegin();

Makpokomanaa 2 textProp = range:getTextProperties();
textProp.italic = true;

Makpokomanaa 3 textProp.allCapitals = true;

range: setTextProperties(textProp);
startPos:insertText("MorOduc!");

+ —_—

P BunoanuTe & Ornaguts [0

Pucynok 373 — Knonka BeimoHuTh

HWndopmanivs o0 BBHIIOJHEHMM MaKpOKOMaH[Ibl 0ToOpasuTrcss B obnactu Pe3ynbrar

(cm. Pucynok 374).

& Pegaktop makpokomang *

1 range = document:getRange();

Makpokemanaa 1 startPos = range:getBeqgin();

Makpokomanaa 2 textProp = range:getTextProperties();
textProp.italic = true;

Makpokomanaa 3 textProp.allCapitals = true;

range: setTextProperties(textProp);
startPos:insertText("MorOduc!");

4 —_—

P EuinoanuTs ]? Otnagute [

Pesynwtat Makpokomadaa 1 Ounetute &
J

Ma KpOKOMaHOa YyonelwHo BeINoNHEHa

Pucynok 374 — Pe3ynbTat BHIIOTHEHUST MAKPOKOMAaH/IbI

YToOBI BBIIIOJHUTH MdKPOKOMaHly C IIOMOHIbIO IIdHEeJIN pa6OTbI C MaKpPOKOMdHJdMWH,
BBITIIOJIHUTE ClleAyromiye JerCTBUS:

1. Ha 60koBO#i MaHesi HAKMUTE KHOIIKY ® (Makpoxkomangsbr) (cM. Pucynok 375).
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Pucynok 375 — Ilanenb paboThl ¢ MAKpOKOMaHAaAMHU

2. 3amycTyTe MaKpOKOMAaHJy OJTHUM U3 CJIeJYIOIIUX CII0COOO0B:
— Ha nanenu paboThl ¢ MakpOKOMaH/IaMU HaBeJlUTe KypCOpP MBI Ha Ha3BaHUe

MaKpPOKOMaH/Ibl U HAXKMUTe KHOTIKY [> (BpmmosHuts) (cM. PrucyHok 375).

— BplgenuTe CTPOKY MaKpOKOMAaH/Ibl JJBOMHBIM II€TYKOM MBIIIIH.

4.13.1.4 PenakTHpoBaTh MaKpPOKOMAaH/Y

YT0OBI pefjakTHpPOBaTh MAaKPOKOMAaH]Y, BBIIIOJIHUTE ClleyIolye NeCTBUS:
1. OrtkpoiiTe pegakToOp MaKpOKOMaH/ OHUM K3 CJIeIYIOLIUX CIIOCOOOB:
— DBroibepute nyHKT koMaHAHOro MeHI0 MHcTpyMeHTBI > MakpokoMaHABI >

PenakxTop makpoxomanyp (cMm. PucyHok 376).

MHctpymentbl  Bug  OBwwmii goctyn [lMoanucka Cnpaeka

Mpaeonwvcaxwne 4 - A+ = v | v o
HacTpaveaemsli cnoeapb
v v Py 5 p
N3meHnTb A3bIK...
Rrinapuurauma Uar|
MakpokomaHabl » Pepaktop makpokomaHg,

3anucare MakpokomaHay (6eta)
Pucynok 376 — Komania PeqakTop MmakpokomMaH/

— Ha 6okoBoii maHenu HaXXMUTE KHOIIKY @ (Makpoxkomannabi) (cMm. Pucynok 377).
Ha manenmu paboThl C MakpOKOMaHJIaMU HaBeJUTe KypCOP MBI Ha Ha3BaHUe
MaKpOKOMaH/Ibl, KOTOpPyI0 TpeOyeTcsi pelaKTApPOBaThb, W HaXMUTE KHOIIKY

& (PegaKTHpPOBATh).
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Pucynok 377 — Ilanenb paboThl ¢ MAKPOKOMaHAAMU

2. B oxHe PemakTOop MakpokoMaHj BbiOepuTe TpeOyemMyl0 MaKpPOKOMaHAYy W3 CIIMCKa
(cm. Pucynok 373).

3. Buecure HeoOXomuMbIe U3MEHEHUS B ee TeKCT.

H3meHeHus B TeKCTe MdKPOKOMaHbI COXPAHAKOTCA dBTOMATHUYE€CKH.

4.13.1.5 OTiaguTh MaKpPOKOMaH/Y

[Tepen 3amyckom oOTjayMka MaKpPOKOMaH]| yCTAHOBHUTE B TeKCTe MaKpOKOMaH/bl TOYKH
oCTaHOBa OTIafguuKa. /s aroro:
1. OrtkpoiiTe pegakTop MaKpOKOMaH/ OHUM U3 CJIeIYIOLIUX CIIOCOOOB:
— DBribepute nyHKT koMmaHAHOrOo MeHIO MHcTpymeHTBI > MaKpoKOMaHABI >

PenakxTop makpoxomanyp (cMm. PucyHok 376).

— Ha 6okoBoii maHenu HaXXMUTE KHOIKY @ (Makpoxkomanasb!) (cMm. Pucynok 377).
Ha manenmu paboThl ¢ MakpOKOMaHJIaMU HaBeJUTe KypCOp MBI Ha Ha3BaHUe
MaKpPOKOMaHJIbl, KOTOpPyI0 TpeOyeTcs pegakTUpPOBaTh, W HaXXMUTe KHOIIKY

& (PegaKTHpPOBATh).

2. B oxHe PemakTOop MakpokoMaHj BbiOepuTe TpeOyeMyl0 MaKpPOKOMaHAY W3 CIIHMCKa
(cm. Pucynok 378).

3. YcraHOBUTe IIepBYI0O TOYKY OCTaHOBA OTJIafuuKa. [[js 3TOro IeJKHWUTe MBbIIIbIO
CcIpaBa OT HOMepa CTPOKM, B KOTOpPOM HeoOXOJUMO CO3[aThb TOYKY OCTaHOBaA.
Touka ocranoBa 6yzier o603HaueHa 3HaukoM @.

4. YcraHoBuTe Apyrve TOYKU OCTaHOBA dHAJIOTUYHbBIM O6p830M.
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Ecnu Tpebyetcs ynanuTh KaKkyro-1100 TOUKY OCTAaHOBA, LIeJIKHUTE 110 Hell MBIIIIbIO.

J Pepaktop MakpokomMani >
1 range = document:getRange();

Makpokomaraa 1 startPos = range:getBegin();

Makpokomanaa 2 textProp = range:getTextProperties();
textProp.italic = true;

Makpokomanga 3 textProp.allCapitals = true;
range:setTextProperties(textProp);
startPos:insertText("MoiOduc!");

Pucynok 378 — Touka ocranoBa

J71st oTyIagKy MaKpOKOMaH/Ibl BBITIOJIHUTE CJIeIyIOlIe IeHCTBUS:

1. Haxmure kHonky £* Oraamurh (cM. PucyHok 379). 3amyCTHTCS IIPOIECC OTIAmKH
MaKpOKOMaHJpl. Eciu B Tekcre MakpOKOMaHABI COJlepXKaTCs TOYKM OCTAHOBA,
TO TIpOlLlecC OTJIA/IKM OCTAaHOBUTCS Ha CTPOKe, KOTOpas COJIep>KUT IIepBYIO TOUKY.
Ecimy Touku ocraHOBa OTCYTCTBYIOT, TO IPOIECC OTJIQJIKM OCTAHOBUTCS HAa I1epBOU

CTPOKe MdKPOKOMdH/IbI.

J Pegakrop Makpokomana X
1 range = document:getRange();
Makpokaomarga 1 startPos = range:getBeqin();
MakpokomaHaa 2 @ textProp = range:getTextProperties();
textProp.italic = true;
MakpokomaHaa 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText{"MoiOduc!");

=+ —_—

' BrinoaHute & OTtnagute

Pucynok 379 — Knonka OTiiagurh

2. Jlns yripaBieHMs IaraMy OTJIA[KK UCIIOJIb3yHTe cleyolue KHONKM (cM. PrucyHok 380):
=, (ITar ¢ 3axomoM) — BBINOJIHUTH OJIMH IIIar OTJAJKWA WM 3aXOJ] B TeJl0 (PpYHKIUH,

eCJIM TaKOBa4 eCThb B TeKymefI IIO3HUIIHUH OTJIaAKH;

3 (Illar c 06X0/X0M) — BBLINOJIHUTEL OJIMH AT OTJIAIKK 6e3 3aX0/la B TeJI0 GyHKIMH;

|
T (ITar ¢ BBIXOOM) — TIPOJIOJDKUTH BBITIOJIHEHHWE MAaKPOKOMaHbl /10 MOMeEHTa

BBIXO/Ia U3 PYHKIIMM, B KOTOPOM OTJIAJIYMK HAXOJIUTCS B TeKYIIer TTO3UIIUH.
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B mporiecce oTiiajiku B OKHe peJJakTopa MaKpPOKOMaH][ 0TOOpakaroTCsl CIeAyIoNHe 00IacTH:

— BeinmosHeHHe — OKHO JIJIs1 BBIBOJIa COODITIEHUH BO BpeMsl OTJIaJIKH;

— CTek BBI30BOB — OKHO CTeKa BbI30BOB;

— IlepeMeHHBIe — OKHO BBIBOJIA 3HAYEHHWH JIOKAJIBHBIX M TJIOOAIBHBIX ITePEeMEeHHBIX,
NOCTYIHBIX HA TeKyIlleM Iare BBHITIOJHEHWS MaKpPOKOMaHAbl. Eciu orobpajkaemas
IepeMeHHasl MPeJICTaBJIsieT U3 ceOsl TabIuIly WM MAacCHB, TO TIPH HAXKAaTHH KHOIKH I,
pacIiooXeHHO! cjieBa OT UMEeHH MepeMeHHOM, OCTYIIeH MPOCMOTP ee COJIePXKHUMOTO B

pa3BepHyTOM BHUJIE.

& Pepaktop makpokomMany *

range = document:getRangel();

Makpokomaraa 1 startPos = range:getBegin();

Makpokomaaa 2 @ textProp = range:getTextProperties();
5 7 textProp.italic = true;

Makpokomanga 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MoiOduc!");

P Buinoanuts & Omagurs [l =) 7% 1=
BrinoaHeHne... CTek BM30BOE MepemerHme
main(j#Fup:1

[noBansHeie

textProp = (DocumentAP|. TextProperties)
startPos = (DocumentAPl Position)
range = (DocumentAPl.Range)

Pucynok 380 — OTagka MakpokOMaH/Ibl
OTazka 3aBepIriaeTcs: IpU JOCTHXKEHUH KOHIIA MaKPOKOMAH/IBI.

Eciu  Tpebyercst mpepBaTh IIPONeCC OTIA[AKH, HaXMUTe KHONKy M (OCTaHOBHTH

MaKPOKOMaHJY).
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4.13.1.6 Yaanuts MaKpoKOMaHAY

YTo6B! yIaMUTh MaKPOKOMAHTy, BBIIIOJIHUTE CJIe/IyIOlIe JeHCTBUS:
1. Otkpo¥liTe peiakTOp MaKpOKOMAH]| OJIHUM U3 CJIeJIyIOIIHUX CIIOCOOOB:
— Broibepute nmyHkT kKoMaHnHOTO MeHI0 MHCTpyMeHThI > MakpokomaHas! > PemakTop

MakpokoMaHp (cMm. Pucynok 381).

WHctpymenTel  Bug  Obwwid goctyn  Mognucka Cnpaeka

[NpaeonucaHue » - A+ = v | v o
HacTpawvBaembiii cloBapb o
v v Py p
N3meHnTs A3bIK...
Rrinaruueauua Uar
MakpokomaHgbl » PepakTop makpokomaHg,

3anucats makpokomaHay (6eta)

Pucynok 381 — Komanpia PegakTop MakpokomaHy

— Ha GokoBoll maHenu HaXMHUTE KHOIKY @ (Makpoxkomanasl) (cMm. Pucynok 382).
Ha manenmmn paboThl ¢ MaKpOKOMaHIAMW HaBe[IuTe KypCOpP MBIIIM HAa Ha3BaHUE
MaKpOKOMAaHJIbI, = KOTOpYylO  TpeOyeTcsi  yAajduTh, W  HaXXMHUTe  KHOIKY

& (PenaKTHpOBaTh).

= &y B8y TV B O o
h [ w  ees
&V 'ﬂ'gv ? \ﬂ @

IHaHHbe BcTraBka

~ - MakpokomMaHAbl

OMCE

Makpokomanga 1 L &

Q@ » O

Makpokomanga 2

Pucynok 382 — Knonka PegakTipoBaTh
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2. B oxHe PemakTop MakKpokKoMaHJ BbiOepuTe TpeOyeMyl0 MaKpPOKOMaHAY M3 CITHCKa
(cm. Pucynok 383).

3. Haxmure KHONIKY —.

J PegakTop mMakpokomaHg *
1 range = document:getRange();
Makpokomanaa 1 startPos = range:getBegin();
Makpokomanga 2 textProp = range:getTextProperties();
textProp.italic = true;
Makpokomanga 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos: insertText("MolOduc!");

+ _—

' BmnoanuTe ﬁ~ Ornagute

Pucynok 383 — KHomnka ynaneHrss MaKkpoKOMaH/Ibl

4. B oTKpBIBIIIEMCS OKHe TIO/ITBEpP/IUTe y/laJleHre MaKpPOKOMAaH/IbI.

4.13.1.7 IIpocmoTpets kox VBA-Makpoca

B npunoxennu «MoitOduc Tabnuna» HemoctyneH 3anmyck VBA-MakpocoB, CO3[JaHHBIX B
Microsoft Excel. Ho Bbl Moxere mpocmorpeTh koa VBA-mMakpocoB, KOTOpble cojiepKaTcsl B

OOKYMeHTe, U IIepeliiCaThb UX Ha sS3bIKe Lua.

st mpocMoTpa noctynHbl VBA-Makpochkl, COXpaHeHHbIe B « OTOU KHUTEY.

Yto06bI MpocMOTpeTh U NiepenucaTh Koj, VBA-Makpoca, BHITOTHUTE CIlleyIoIIue 1eUCTBUS:

1. Otkporite XLSM unu XLSB-nokymeHT.

2. Bribepure Lua-makpoc ¢ HazBaHueM VBA-Mopysisi, B KOTOPOM COJIeP>KUTCSl TpebyeMbli
VBA-makpoc. Hanpumep, eciu VBA-makpoc Macrol conepxurcs B VBA-monyie
Modulel, BriGepute Lua-makpoc Modulel. [Ins Beibopa Lua-makpoca BBIIIOJIHUTE
OIHO U3 CJIIeIYIOIUX NeUCTBUIL:

— DBroibepute nyHKT koMaHAHOro MeHI0 MHcTpyMeHTHI > MakpokoMaHAbI >
PenaxkTop makpokomanp (cM. Pucynok 381). B okne PemakTop MakpokomaHj

(cMm. Pucynok 384) BoibepuTe TpeOyembrii Lua-mMakpoc.
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(=) Penaktop makpokomarg x

1 -- Beegute Baw Kog Lua agecs "
Modulel

Module2
-- 3anyck Makpokomadg VBA He nofaepKuBasTca

Global CFlag As Boolean

Sub MakeMumberFormat{)
Dim whb As Workbook
Dim ws As Worksheet v

+ —_
' BrinoaHuTe & Otnagute

Pesynbrar:

Pucynok 384 — OkHo PejakTop MakpoKoMaH]

— Ha 6okoBoii maHen HaXXMUTE KHOIIKY @ (Makpoxkomanabl) (cMm. Pucynok 385).
Ha manenmu paboThl ¢ MakpOKOMaHJaMU HaBeJuTe KypCOP MBI Ha Ha3BaHUe

Tpebyemoro Lua-Makpoca 1 HaxkmuTe KHOTIKY ¢/ (PeakTHpoBaTh).

z v B v T |_E| w £ S _
o R ﬂﬂv @ ” = Iﬂv [EJV .

HaHHbe Bcraska ~

" N o A - MakpokomaHabl Q
Mow fe
Module 1 > &2 ®
Module 2 &

Pucynoxk 385 — Ilanenb paboThl ¢ MaKpOKOMaHIaMu

B oxHe PepmakTop MakpokomaHpi otoOpasutcsi kona VBA-makpocoB, KoOTopble
cojiepkatcsi B cooTBeTcTByOMmeM VBA-Monyie (cm. Pucynok 384).
[TepenuiuTe ko Tpebyemoro VBA-makpoca Ha si3bike Lua.

4. 3akpoiTe OKHO peJJaKTOpa MaKpOKOMaH/I.

5. Coxpanure pokymeHT B ¢opmare XLSX c¢ momoipio komaHabpl CoXpaHHTH Kak

(cMm. paznen 4.1.10.1).

B ucxonnom XLSM win XLSB-nokymeHTe BHECEHHBIE U3MEHEHUsI He COXPaHSIFOTCSI.
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4.14 3amuTa MOKyMeHTa

4.14.1 3ammuTa comepKUMOro OT U3MeHeHHH

B npunoxennu « MoitOduc Tabnuiia» MOXKHO 3allIUTUTH OT U3MEHEeHUH:
— JIUCT — T0JIb30BaTeJId He CMOTYT pPeJlaKTUPOBATh BCe WX 3alllUIleHHbIe STYeHKHU JIUCTa;
— CTPYKTypy AOKYMeHTa — I10JIb30BaTejid He CMOTYyT JN00aBisTh, yAaJsATh, llepeMelaTh,

IIeperMeHOBbIBATD, }IY6JII/IpOBaTI), CKPbIBATb JIMCTHI WA OTO6pa)KaTI) CKPbITbI€ JINCThI.

4.14.1.1 3amuTUTH JUCT

Ha nrcre MOXHO 3alIUTUThL OT M3MeHeHWI BCe WIM BbIOpaHHbBIe siueiiky pabouell obiactu
(cm. pazpen 3.6). [lo ymomuanuto npwiokenue «MoOduc Tabmuiia» npepyiaraer 3alllUTUTL Bce
SYEHNKHU.
YToOBI 3aLIUTUTE COIEP>KUMOe JIUCTA, BHIIIOJIHUTE Clleyolue JeHCTBHUS:
1. IllesnkHUTe IO BKJIAJIKe JIMCTA MBIIIBIO.
2. OrtkpoiiTe naHesnb YIpaBieHHe 3alllUTOM OHUM U3 CJIeAYIOLIUX CII0COOOB:
— DBribepuTe nyHKT KOMaHAHOro MeHi0 J[laHHble > YIpaBjeHue 3alIUTOH >

3amuTuTh JiucT (cM. PrucyHok 386).

JavHeie  WHcTpymenTel  Bug  O6wwid goctyn  Mognwcka Cnpaeka

3agatb UMA... = v 1

v O6wwnin
YnpaeneHue 3anTon 4 3aWmTUTB UCT...

3alUTUTL CTPYKTYPY AOKYMeEHTa...
OBHOBUTE CBOAHYHO Tabauuy . N

Hactpouts cBOZHYO Tabanuy
Pucynok 386 — IlyHKT KOMaHAHOTO MeHIO 3aIMTHTD JIUCT

— H_IEJIKHI/ITE II0 BKJIdJAKe JIMCTA HpaBOﬁ KHOINKOW MBIIIA W BBIIIOJTHUTE KOMaHy

KOHTEKCTHOT'O MeHI0 3aluTHTh JIMCT (cM. PrucyHok 387).

27 CrpbiBaTh HYIEBBIE SHAMEHWA
28
JAUMTUTE AWCT..
29 |/\@
< Yaoanmte

Nuctl NMwct? m +

Pucynok 387 — KonTekcTHOe MeHIo JTuCTa
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3. Ecmu Tpebyercst 3alllUTUTL BCe siueliKd pabouel o6siacTH, Ha IMaHeld YIpaBJieHHe
3amuToi, Bo BriIaake JIucr (cM. Pucynok 388) He cHuMaliTe drakok 3aliuIleHbI OT
H3MEeHEeHHII.

4. Fcmu tpebyercst yka3aTh STY€HKH, KOTOPBIE TTOJIb30BaTeNIM CMOTYT PeJJaKTHPOBATh ITOCIIe
YCTAHOBKHU 3allIUTHI JIMCTA:

— Brimenute 3TU S4eHKU.
— CHumure Ppria>koK 3alIUIeHbl OT U3MeHeHUH.

5. Ecmu tpebyetcs, 9TOOBI B 3alUIIEHHbIX sYeiikax ¢ GOpMyJiaMy I0JIb30BATeIN BUJIEIN
TOJIbKO pe3yJibTaT GOpPMYJIbIL:

— BroimenuTe 3TH AYeHKU.

— TlocraBbTe dutaskok PopmyJsibl He 0TOOpaXKarTCs.

C T
v B =, | Y
= R Y BB @ -

o 'ﬂ'ﬁv E{

JaHHbE Bcraska ’"

” —* YnpaBneHue 3allMTOM

Nucr CrpykTypa 4OKYMEeHTa

CeoicTea AYeek P

b & 2 O

JalMLLEHE! OT M3MEHEHWIA

DopMynel He oToBpaxakTcA

PazpeweHHble gelcTEMA '

Maponk (HeoBAzaTensHO) '

>
3alMTUTE AKNCT

Pucynoxk 388 — Ilanens YnpaBiieHue 3ainuTol
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6. Passepuute pasnen Paspemennsnie peiictBusa (cM. Pucynok 389) u ykaxure, Kakue

JEerCTBUS C 3alllMIIEeHHbIMA STYeHKaMH pa3pemaeTcs BbIIIOJIHATD I10JIb30BATEJISAM.

<
()

FPazpeweHHble geicTEMA i

PaspelunTe BCeM NOAL30EATENAM CIELYHILLIME
AEHCTBUA:

C auenxamn

BrigenaTe 38l ML EHHBIE AYErKI
MopMaTUPOBaTE AYEHKK

Co ctonbGuanim
Bcraenate ctonbusl
TopMaTipoeaTe cTonbukl
YnanAte cronbusl

Co cTpoxammi
BcTaenATe CTpOKK
TDopMaTUPOBaTE CTPOKK
¥panAte CTpoKK

Ha nncte
BCTaenaTe CobLIKA
CopTupoBaTe 4aHHLIE
DUNLTPOBaTE AaHHLIE
BcraenATe W pegakTMpoBaTe 0BLEKThI

Bcraenate K pPefdkTUpOoBaTE CBEOAHBIE

3 WTUTE AKCT

Pucynoxk 389 — Paznien Pa3pemennsie gerictBust

7. Ecmm tpebGyercs yCTaHOBUTBL HApPOJIb JIJISl CHATHS 3aIUTHI C JINCTA, pa3BEPHUTE pasfielt
IIapoas (Heo0s3aTenbHo) (cM. Pucynok 390) u BBeauTe Mapoiib U IMOJATBEpXKIEHHE
apoIsl.

8. Haxmure KHONKY 3allMTHTH JIUCT.
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MNMaponk (HeobAzaTENLHO) o

Mapone:

]

MNosTopyTe napons:

&

3aWWMTUTE JMCT

Pucynok 390 — Paznen ITaposas (Heo0si3aTeIbHO)

9. 3aKp0171Te I1aHeJIb anaBJIelme 3aIUTON OJHHUM U3 cJIeJyromux CriocoboB:

— B BepxHell yacTy naHesM HaXKMUTe KHOIIKY —* (cM. PucyHok 392).

— Ha 60okoBOl NaHenu HaXMUTEe KHOIIKY = (Ynpasnenue 3amuroii) (cM. PucyHox

392).

[Tpu pabore ¢ nokymenTom B npuoxkeHusix Microsoft Excel u LibreOffice Calc k stuetikam,
pacroioXXeHHbIM BHe pabouei obnactu (CM. paszen 3.6), HACTPOMKHU 3alllMTHI JIUCTa He

IMPUMEHAIOTCA.

4.14.1.2 3amuTHTL CTPYKTYPY HOKyMeHTa

YroOBI 3aLUTUTE CTPYKTYPY JOKYMEHTa, BBIIIOJIHUTE CllefAyIOoIIve AefCTBUS:
1. Ortkpoiite maHens YnpasiieHue 3amuTol. /st 3Toro BbiOepUTe MyHKT KOMaHAHOTO
MeHI0 [laHHble > YimpaBieHHe 3alIMTOH > 3JalUTUTHh CTPYKTYPY HAOKYMeHTa

(cm. Pucynok 391).

JarHele  WHctpymentel  Bug  OBwmi goctyn  Mognucka Cnpaeka

3agatb MmA... ‘ = v i - 06L|.|,|a1|?|
YnpaBneHue 3awmTon > 3alMTUTL ANCT...

3alWUTMTb CTPYKTYPY AOKYMEHTA...
Ob6HOBWTL CBOAHYH Tabanuy St

Pucynok 391 — IIyHKT KOMaHAHOTO MEeHIO 3alIMTHTh CTPYKTYPY TOKYMEHTa
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2. Hananenmu YnpasiieHue 3amuToi, Bo BkIaake CTpyKTypa qokymenra (cM. Prucynok 392):
— Ilpu HEOOXOOUMOCTH YCTAaHOBHUTE MApOJb Ui CHSTHUS 3all[UTBI CO CTPYKTYPbI

JIOKYMeHTa.
— Haxmure kHOIIKY 3alllUTUTB CTPYKTYPY.

3. 3akpoiiTe raHesb YHpaBJjeHHe 3alllUTON OJJHUM U3 CJIeyIOIIUX CIIOCODOB:

— DB Bepxseii yacTu 11aHenu HaAXXMUTe KHOIIKY ~2.

— Ha 6okoBo# maHenn HAXXMUTE KHOIIKY = (YnpasieHue 3a1uToMN).

2 @y By T B O =
h [ w  ses
E""" 'ﬂ'ﬂv @ E ﬂ @

JaHHbE Brraska ~

~ - YnpaeneHwe 3allMTOM

Muer CTpykTypa AOKYMEHTa

O ZawmtuTte CTRYKTYRY AoKyMEHTE, UToGE
COXPAHMTE KOAWYECTES W NOPAJOK

b & 2 O

Mapone (HeobAzaTeNbHO) A

MNapone:

o8]

MNosTopwTe Napons:

2]

3l WTTE CTRYKTYRY

Pucynoxk 392 — Ilanens YnpaBiieHue 3a1uTol
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4.14.1.3 CHATH 3aIIUTY C JIUCTA

Ecmm mucr 3alllyiieH OT peddKTHUPOBAHHUA, HAd BKJIAJKE JIMCTa 0T06pa>1<aeTc51 HWKOHKa E

(cm. Pucynok 393). [liis cHSTHS 3a1IUTBI MOXKET HOTpeOOoBaThCsl BBO| ITApOJIs.

23
24
25
26
27
28
29

m Nuer2 J"IHCTE +

Pucynok 393 — JIucr 3amiuiieH oT peakKTUPOBaHUS

YTOOBI CHATH 3aITUTY C JIMCTA, BHIOJIHUTE CJIeIyIolre JeHCTBUS:
1. IlenkHuTe IO BKJIaAKE JINCTA MBIIIBIO.
2. OrtkpoiiTe naHes b YIIpaBJjieHHe 3alUTONH OJHUM U3 CJIeAYIOIIUX CIIOCOOO0B:
— Bruibepute nyHKT KoMaHAHOTO MeHIO JlaHHbIe > Ynpasienue 3amurtoi > CHATH

3amuTy C Jucra (cM. PucyHok 394).

OanHbie  WHctpymentol  Bug  O6wmi goctyn  Mognucka  Cnpaeka

3agatk NMSA... ‘

Ao Obwwni

YnpaeneHue 3almToit » CHATb 3aWMTy C AUcTa...

3aWMTUTL CTPYKTYPY AOKYMEHTA...

OBHoBUTL CBOAHYHO Tabavuy

Pucynok 394 — Ilynkt koManaHoro MeHio CHAITH 3alIIUTY C JINCTA

— H_IEJ'IKHI/ITE II0 BKJIdJJKe JIMCTa npaBoﬁ KHOIIKOM MBI W BBIIIOJHUTE KOMaHy

KOHTeKCTHOTo MeH10 CHATH 3amuTy ¢ gaucra (cMm. PucyHok 395).

3G CkpBIBaTE HyNEERIE SHAYEHUA
40
CHATE 23WWNTY € AKCTE...
41 S
L4 Yaanute

Nuer Nuer2 m -+

Pucynok 395 — KoHTekcTHOe MeH!o JTucTa
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3. Ha nanenu YnpasiieHHe 3a1MTOM, BO BKIajike JIucr:
— Ecnm nuct 3amuiien naposiem, BBeJidTe MMapoJib U HAXXKMUTe KHONKY CHATH 3alIUTy

(cm. Pucynok 396).

IR P B
- L J 4 L ooo
2 ¢f 3 Ea o
JaHHbe Bcraska ~
- YnpaeneHWe 3alMTON
M N o * P L,

Nwcr  CTpykTypa 40oKYMeHTa

P & * O

A

Jlucr 3awmuleH

Urobbl cHATL 2alLWMTy € NWCTa, BBEgUTE
naponk.

Maponb:

eesl & l

Pucynok 396 — Ilanens YnpaBiieHue 3aimuTon

—  Ecym micr He 3atumiiier naposeM, HokMuTe KHOTIKY CHATB 3amuTy (cM. PucyHok 397).

4. YrtoObl 3aKpBLITh TaHeIb YNpaBJeHHe 3alIUTOH, BBLIIIOJHUTE OHO U3 CJIeAYIONIHUX
IeMCTBUM:

— B BepxHell 9yacTy nlaHe/IM HA)KMUTe KHOIIKY —.

— Ha 6oxoBo# naHen HAXKMUTe KHOTIKY IELI (YnpasiieHue 3a1yToii).
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P -+ YnpaBneHwe 3allUMTON

Nwcr CrpykTypa 4OKyMeHTa

N

P & 2 O

Jncr 3awmueH

Hrobbl pefakTWPOBaTE AYEHKKW, CHIMKWTE
3ALLMTY.

Pucynok 397 — JIuct He 3amuiiieH naposieM

4.14.1.4 CHATB 3aIIUTy CO CTPYKTYPBI JOKyYMeHTa

Ecm cTpykTypa IOKyMeHTa 3allyilleHa OT peJaKTUPOBaHWs, CIIpPaBa OT BKJIQJIOK JIMCTOB

oTobparkaeTcs UKoHKa Bl (cM. PricyHok 398). I CHSTHS 3alIMTBI MOXKET MOTPeGOBaThCs BBOJ IAPOJISL.

26
27
28
29

Nuetl Nuet2 m

Pucynok 398 — CTpykTypa JOKyMeHTa 3alliuilleHa OT peJlakKTUPOBAHUS

YT0ObI CHATH 3aLIUTY CO CTPYKTYPbI JOKYMEHTA, BBIIIOJIHUTE CleyIoIIve AeHCTBUS:
1. OrtkpoiiTe naHesi> YnpasiieHHe 3aluTomn. [[Jis1 3Toro BeibepyTe MyHKT KOMaHJHOTO MEHIO

JanHple > YnpapieHnue 3amuToi > CHATH 3aUTY €O CTPYKTYPHI (cM. PrucyHok 399).
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2. Ha nanenu YnpagsiieHHe 3aiiMTOM, BO BKIaike CTPyKTypa JOKyMeHTa:

JdanHele  MHCTpyMeHTEI

eo Ho &

™

A
4

3agatb UMA...

YnpaeneHve 3auMTon

OBHOBUTL CBOAHYHO Tabanuy

HacTtpowuts ceOgHYHO Tabavuy

Bua

Yaanute cBOAHYO Tabauuy

HacTpoutb ymMHyt0 Tabnunuy

[pynnupoBatb cTpoku

[pynnupoeats ctonbubl

OumnCTUTL FPYNMNMPOBKY

ABTOCYMMA
Yaanute ay6nukatsl...
Pexxum nepecueta

OBHOBWTL JaHHble

MpoBepka jaHHBIX

MocmoTpeTk BCe NpoBepku

O6wwit goctyn lMognucka Cnpaeka

A+

» 3alUTUTb INCT...

CHATb 3aWMTY CO CTRYKTYPbI...

o

Alt+=

»

Ctrl+Shift+F5

Pucynok 399 — [lynkT koMaH1HOTO MeHI0 CHSATB 3aIMTY CO CTPYKTYPBI

Ecmm CTPYKTypad HOKYMEHTd 3dlllUIlleHa IIapoJjieM, BBeJUTe IIdPOJIb U HAXMUTe

kHoTKy CHATB 3amuTy (cM. Pucynok 400).

= YnpaBneHwe 2aLUMTON

Muer  CTpykTypa AoKyMeHTa

@

CTpyKTypa 3awWjMilieHa
YTobbl CHATL 3alLWTY CO CTPYKTYPLI
[AOKyMeHTa, BEELWTe Naponk.

P & » O

Mapons:

c¢¢| &

CHATL a1ty

Pucynok 400 — [1anens YnpasiieHue 3a1uTom

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MWy, 2013-2024

363



MonOdonc

— FEcmu crpykTypa AOKyMeHTa He 3allldIlleHa I[apojieM, HaXmuTe KHONKY CHATH

3amuTy (cM. Pucynok 401).

3. YToOBl 3aKpBHITh IaHe b YIpaBJIeHHe 3alTOM, BBIIIOJIHUTE OJIHO W3 CJIEYIONIHUX
IerCTBUM:

— B BepxHell yacTy naHesM HA)KMUTe KHOIIKY ~.

— Ha 60okoBO# TaHeu HaKMUTe KHOIIKY (= (YrpaBiieHue 3a11uTOi).

~| = YnpaeneHue zaulMTOM

MNucr  CTpykTypa AOKYMEHTA

&

CTpyKTypa 3aljuilieHa
Y106kl MMETE BO3ZMOMKHOCTE YNpaBnATEL
JMHUCTaMK, CHUMKITE 3all 1Ty,

P & 2 O

Pucynok 401 — CTpykTypa JoKyMeHTa He 3all[|IlleHa [1apojieM
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IMPWIOMXEHMUE 1. IEPEYEHG & YHKIIUI U X OIIMCAHUE

DyHKIUA

Omnmucanne

dunancobuie pynkuuu

BCJI(cymMmMa_JnieHEeXXHBIX TIOTOKOB;
[tpubnu3uTenbHas _CTaBKal)

Boruamcnsier BHYTPEHHIOIO CTABKY AOXOJHOCTHU MHBECTUIINU
Ha OCHOBe CepuH IMIOTOKOB JeHeXXHbIX CpelICTB

TJATAKYIIOHIOO((pacuer;
JlaTa_IoralleH!sl; 4acToTa;
[criocob_moficueTa JHEi])

Bo3BpaiiaeT unciioBoe 3HaueHHe JaThbl, KOTOPOE COOTBETCTBYET
JlaTe MocJiefJHel BBIIIJIATH 110 KYTIOHY, TPOM3BOAUMOM JIO0 JaThl
pacdeta

IIJIT(cTaBka; KOJIMUCTBO IUIaTeXew;
TeKyIasi_CTOUMOCTb;
[Oymymiasi_cTOMMOCTB],

[koHeI mmy_Hadvano])

Brrunciiser cymmy nepruoidueckoro miaTexa
10 aHHYWUTEeTy Ha OCHOBe ITIOTOKA IIJIaTeXXel OAUHAKOBOI'0
pa3Mepa U GUKCUPOBAHHOM MPOIIEHTHOM CTaBKU

IIC(cTaBka; KOJIMYECTBO IIepHUOJIOB;
BbIIIJIaTA 3a_IIepHOL;
[6ymymiasi_cTOMMOCTB];

[koHer wnmm_Hadamno])

Brruncriser cTouMOCTb MHBECTUIIMY HA TEKYIIMM MOMEHT Ha
OCHOBe NTepUouYeCcKuX IiaTexxed v pUKCUPOBaHHOM
MIPOIIEHTHOM CTaBKH

PYBJIb.JEC (necstuyuHasi 1pobb;
3HaMeHaTeJlb)

[Tpeobpasyer 1eHy, peACTaBIeHHYIO B BUie Ipo6H,
B IIeHY, BBIPAKEHHYIO IeCATUYHBIM YHUCIIOM

PYBJIb.IPOBb (necaTudHoe 9HCIIO;
3HAMeHATeJIb)

[Ipeobpa3yert 1ieHy, MpeaCTaBIeHHYIO JeCITUYHBIM YHCIIOM,
B I[eHY, BBIPAXKEHHYIO JIeCITUYHOU APOObI0

YIIC(cTaBKa_AUCKOHTHUPOBAHMUS;
JIeHeXXHBIM TOTOK];
[meHeXXHBI TOTOKZ; ...])

Bhruuciisier YMCTyr0 TEKYIIyI0 CTOUMOCTD BKJIAZIa C YYEeTOM
CTaBKH JJUCKOHTUPOBAHMUS U JIEHEXKHBIX TTOTOKOB 110 BKJIAIY
(BBITUTATHI ¥ IOCTYTIIEHMST)

dyuxuuu damvt u 6pemenu

I'OI(nata)

BosBpaiiaeT rof, COOTBETCTBYIOIIMIM 3aIaHHOM aTe

JATA(ron; MecsIl; IeHb)

[Ipeobpa3syeT 3aaHHbIe 3HaUEHHS T'0Jla, MecsIia U JTHS B ]aTy

JATA3HAY(cTpoka_/aTer)

[Ipeobpasyer mary, npesicTaBleHHYIO TEKCTOM, B ee YUCIIOBOe
3HaYeHue

JATAMEC(naTa_Havana; Mecsiibl)

Bos3BpaiaeT unciioBoe 3HaueHue JaThl, KOTOpast HACTyTIaeT
4yepe3 3a/TaHHOe KOJIMIECTBO MeCsIIeB ITOCyie 3a[JaHHOM JaThl WIH
IO Hee

JEHb((mara)

BosBpaiiiaeT ieHb, COOTBETCTBYIONMH 33/JaHHOM JaTe B
YuCIOBOM dopmare

KOHMECHIIA (nata_Havasa; MeCsIIbl)

BosBpariiaet gaTy nocieHero JHs Mecsia, KOTOPBIH HAaCTyIaeT
Yyepe3 3aJJaHHOe KOJIMYeCTBO MeCSIIeB MOC/Ie HaYaJIbHOM JaThl
b0 1o Hee

Bos3BpairaeT mecsi], COOTBETCTBYIOITHI 3aJaHHOM JlaTe B

MECSI(nata) YuCIOBOM dopmare

MUHY TBI(5pens) Bo3sBpariiaeT konu4ecTBO MUHYT, COOTBETCTBYIOIIEE 3a]aHHOMY
BpeMeHH

HOMHEIEJTILISO (1aa) Bosspaiaer Homep Hepeu 1o cranaapTy [SO (ot 1 mo 54)

151 3aJaHHOM JaThl
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DyHKIHA Onmucanue

CET'OIHSI() BosBpaiiiaeT aTy ceropHsImHero JHS B YUCI0BOM popmMaTe

THATA( BosBpaiiiaeT Tekylyio AaTy v Bpemsl B YMCJIOBOM dopMaTe
Bo3sBparmaeT koiu4ecTBo 9acoB, COOTBETCTBYIOIIIEE

YAC(spems) patt Yot

3d/IaHHOMY BpeéMeHU

Mamemamuueckue u mpuzoHomempuueckue gyHKuuu

ABS(3HaueHue) BosBpartmaeTt abcomoTHOe 3HaUeHre YUCIa

ACOS(3HaueHue) BosBpaiiaeT apKKOCHHYC 4MCIa, 33JaHHOT'O B pafiiaHax

ACOSH(3HaueHnue) BosBpaiiaeT runep6oiamueckyii apKKOCHHYC 9UCTIa

ACOT (3Hauene) Brbruncisier apkKOTaHTeHC YKCiIa ¥ BO3BpalllaeT Yol B pajiuaHax
B uHTepBase ot 0 (HyJns) 10 T

ASIN(3HaueHue) BosBpamaeT apkcrHyc 4ncia, 3aJaHHOTO B PajiaHax

ATAN(3HaueHue) Bo3BpaiijaeT apkTaHreHC 4MCiia, 33JTaHHOTO B pajldaHax
Bbraucsier yros Mexxy 0CbiO X ¥ OTPe3KOM M3 TOYKW Hadaia

ATAN2(x; y) koopauHart (0, 0) o Touku, KoTopasi 3afjaHa Tapoi KOOpAUHAT
(%, y). Yron onpefnensieTcsl B paidaHax

ATANH (3Hauenue) Bo3BpaiiiaeT runepbonmieckuii apKTaHTeHC YUciia

COSH(yromn) Brruncnsier runepbonnyeckuii KOCUHYC yTiia

COTH(yron) BosBpammaer runep6onmdecknii KOTaHTeHC yTJia

CSC(yromn) BosBpamaeT kocekaHc yriia, 3aJaHHOTO B pafiIiaHax

CSCH(yron) Bo3BpaiijaeT runepboiamdeckuii KOCeKaHC yIJia, 3aJaHHOTO B
paaraHax

EXP(crernenn) Bosgpamaer uunciio Sitepa (e ~2.718), Bo3BefieHHOe B CTelleHb

LN (3Havere) Bossparriaet noraprdm umcia mno ocHoBauuio e (—2.718),

KOTOprﬁ Ha3bIBae€TCs HaTypaJIbHbIM J'[OI‘apI/ICl)MOM

LOG(3nauenue; [ocHOBaHuUE])

BOBBpaIHBET norapncl)M 4HrCJia 110 3aJIaHHOMY OCHOBAHHUIO

LOG10(3Hauenme) Bosgpamaer norapudm urcia mo ocHoBaauo 10

SEC(yromn) BosBpammaeT cekaHc yriia, 33aJaHHOTO B pafiiaHax

SECH((yromn) BosBpamaeT runep6onmaeckyii cekaHC yria

SINH (3HaueHue) Brruncriser runepbonuyeckuii CUHYC YMCIa

TANH((3HaueHue) Bos3BpairaeT runepbomudeckuii TaHTeHC YUCIIa

TPAJTY Chl(yron) [TpeoGpa3yet 3HaueHue yTJia, 3aJJaHHOTO B pajiiaHaX, B 3HaUeHHe
B Tpajlycax

JABPAKTP (3Hauenue) Bos3BpairaeT nBoiiHoM dakTopUas 9urcia

KOPEHDb(3Hauenue) Bo3BpairaeT kBajipaTHbIN KOpeHb TOJIOKUTEILHOTO YHCTIa

KOPEHBIIH (3:avene) BosBparaeTt kBafipaTHBIN KOPEHb M3 YHCIA ITHD»

(3,14159265358979), yMHOXXEHHOTO Ha IPYTOe YUCIIO

OKPYTI'JI(3Hauenue; pa3psibl)

OxpyrJsieT 9McIIo 0 33JaHHOTO KOJIMYEeCTBa AeCSITUIHbBIX
Pas3psaoB B COOTBETCTBUU CO CTAHJAPTHBIMU IIPaBUJIAMU
OKPYTJIeHUS
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DyHKIHA

Onucanue

OKPYT'JIBBEPX (3Hauenue; pa3psisl)

OxpyruiseT 4ncio B 60MBIIYI0 CTOPOHY /10 OIIpeJieIeHHOTO
KOJIMYEeCTBA JIECITUYHBIX pa3ps/ioB

OKPYTI'JIBHU3(3HaueHue; pa3psiasl)

OxpyTJsieT 4MCIIO B MEeHBLIYI0 CTOPOHY 0 OIlpefieJIeHHOr'o
KOJIN4YeCTBa JeCSITUYHBIX pa3psiioB

IA()

BosBpainaeT 3HaueHue YUCIIa Iy, OKPYTJIIeHHOe 10 14 3HaKoB
1IoCJIe 3ansTox

ITPOU3BE/I(MHOXUTENb ] ; [MHOXHUTENHZ;
)

BosBpamiaeT npousBenieHye 4nces

INTPOMEXKYTOUYHBIE.NTOI'U
(Homep dyHkIuu; Habop uucenl;
[Habop_ wmcen?; ...])

Hcnomnwayet npyryto ¢ysknuto (CYMM, [TPOU3BE/] u T.4.),
YTOOBI IOCYUTATh IPOMEXXYTOUHBIM UTOT /17151 Habopa Yucerl.

[Tonpo6HOe OIKICaHNe CM. B paszerne

«

®yukuusa [IPOMEKYTOYHLIE. UTOI Wy.

CJTUNC()

BosBpainaer ciyyaiiHoe IeCATUYHOe YHCIIO B UHTEPBaJie
or0mol

CTEIIEHb(ocHOBaHMe; CTeleHb)

BOSBpaIIIEIET YHCJIO, BO3BeJJeHHOe B CTelleHb

CYMM(3HaueHue 1; [3HaueHue 2; ...])

BosBpamaer cyMMy psijia 9vces W/WIH s9eex

CYMMEUC/JIM (quana3oH; KPUTEPH;
[mmamazoH_cioxkeHus |)

Bo3sBparaer cymMy 3Ha4eHHI TUana3oHa, KOTOPbIe OTBEYaroT
3a/IaHHOMY yCJIOBHIO

CYMMEC/J/IMMH (fivamna3oH_CII0XKeHUS;
KpUTepUU Jyara3oHal; kpurepuiil;
[kpuTepyy muamna3zoHAZ; KpUTEpUiiZ; ...J)

Bo3sBpaliaer cymMmy 3Ha4eHHI TMana3oHa,
KOTOpbIe OTBEYAIOT MHOKECTBY 3a/laHHBIX YCIIOBHI

CYMMKB(3Hauenue 1; [3Hauenue 2; ...])

BosBparmaer cymMMy KBafpaToB psfa 4uce

CYMMIIPOU3B(maccuBl; [Maccus?;
)]

Breruncnsier cymmy nponsBefieHU COOTBETCTBYIOIIMX 3HAYEHUH
B MacCUBaX WIH AUAIa30Hax

IEJIOE (3Hauenue)

OxpyruisieT 9ncio 10 6vpKaiIero MeHbIIero mejioro

YACTHOE (nenuMoe; IeauTeb)

BOBBpaIHBET pe3yiibTaT JejIeHrs OJJHOTO YK1CJiia Ha [Apyroe, 6e3
OCTaTKa

Cmamucmuueckue gyHkuuu

F.PACII(x; crenienu cBobopbil;
cTeneHU CBODOOMBIZ; UHTErpaJIbHBIN)

Beruncnser 1eBOCTOPOHHIOI BepoSTHOCThL F-pacripenenenus
(crenens pa3bpoca) i IByX HAOOPOB JAHHBIX MPH 33J]JaHHOM
3HA4YeHUH X

F.PACILIIX(x; crenienu_cBob6obI1;
cTerieHu cBOOOMIBIZ)

Beruncisier npaBOCTOPOHHIOK BepOSATHOCTL F-pacripesienenuist
(crenensb pa3bpoca) i ABYX MHOXKECTB JIAHHBIX TP 3aJaHHOM
BBOJHOM 3HA4YeHHHU X

JUCII(3Hauenuel; [3HayeHue?; ...])

Bbruncsier gucnepcuio Ha OCHOBE BBIOOPKHU

IOUCIIA (3Havenuvel ; [3Havenue?; ...])

Boramcnser AVICIIepCHIO Ha OCHOBe BbI60pKI/I, YCTaHaBJIMBas JId
TekcTa 3HaueHue ()
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DyHKIHA

Onucanue

JUCIIPA (3uauenwuel; [3HauenueZ; ...])

Boramcnser AOYCIIepCHIo UId FEHepaﬂbHOfI COBOKYITHOCTH.
TekcToBbIe U JIOrMYecKre 3HaYeHUsI YYUTBIBAIOTCA IIPU
BbIYMCJIEHHUH

JIMHEUWH (13BecTHEIE TaHHBIE Y,
[M3BecTHBIe faHHBIE X|; [BBIYMCIUTE b];
[cTaTucTHKA])

Brruncsier pas3nuyHble mapamMeTphl IMHEHHOTO TPeHia pU
MTOMOITIX MeTOJ]a HAUMEHBINNX KBAaJpaToOB

MAKC (3nauenuel ; [3Hauenue?; ...])

Bo3Bparaet HanbosIbIIee 9MCI0BOe 3HaUYeHHe BO MHOXKECTBe
IaHHBIX

MMWH (3Hauenuel; [3HaueHue?Z; ...])

Bo3BpaiijaeT HauMeHblIllee YMCIOBOe 3HAaYeHHe BO MHOXECTBe
JAHHBIX

HAHWBOJIBIIINM (nanHbIe; n)

Pacnonaraet 3ajaHHOe MHOXKeCTBO ITU(MPOBLIX TAHHBIX B
Mopsifike YObIBaHUS ¥ BO3BpalllaeT 3HaueHHe Ha OCHOBE ero
OTHOCUTEJTLHOM MO3UIUU CPeI MHOXKEeCTBA TaHHBIX

HANMEHBIIIWH (1auHsbI€; n)

BO3BpaIIIEIET N-0e HanMeHbIlIee YKMCJI0O B MHO>KeCTBe JaHHBIX

HOPM.PACII(x; cpentee;
CTaHAApTHOE OTKJIOHeHWe; UHTerpasibHbIHN)

Bo3Bpaiaet 3HaueHre GyHKIIMYA HOPMAJIbHOT'O paclipefiesleHus
(wu GYHKIIMKA HOPMaJIbHOTO UHTErpajibHOTO pacrpeielieHus)
IUTSI 33[TaHHOTO 3HAYEHMSI X, A TAK)Ke CPeJTHETr0 3HAUeHUS 1
CTaHJAPTHOT'O OTKJIOHEHHs

PAHI'.PB(3HaueHue; JaHHbIE;
[To_Bo3pacTaHuio])

Pacrmionaraer 4uciioBble 3HaUeHHS B TIOPSIAKE BO3PACTaHUS WU
yOBIBaHUS U OIpe/iesiseT MO3UITHIO 3aIaHHOT0 3HAYeHUs B
Habope naHHBIX. B city4ae o6HapykeHUs OJJMHAKOBBIX 3HAYEHHIA
BO3BpAIIaeTCs MO3UITHs TTePBOT0 HalIeHHOTO

CP3HAY(3Hauenuvel; [3HaueHue?Z; ...])

Bos3BpairaeT cpesiiee apudmeTrieckoe BO MHOXKECTBe JJaHHBIX,
He YYUTHIBAs TEKCTOBbIE 3HAUEHMUSI

CTAHJOTKJIOH.B(3Hauenuel;
[3Hauenne?; ...])

BOSBpaIHBET CTaHAdpPTHOEe OTKJIOHeHHe Ha OCHOBe BbI60pKI/I

CUYET(3nauenuel; [3Hauenne?; ...])

BosBpainaeT KoJM4ecTBO YUCIIOBBIX 3HAUYEHHH B 3aJIAHHOM
Habope JaHHBIX

CUYETECJIM (11ana30H; KpUTepHii)

BosBpainaeT konndecTBo sieeK, 3Ha4eHUs: KOTOPBIX
COOTBETCTBYIOT 3a[JaHHOMY KPHUTEpPHIO

CUYETECJIUMH (xputepuy_juarnasoHal;
kputepuiil; [(kputepun nuamnazoHaZ;
KpuTepuiZ; ...])

BOSBpaIHBET KOJIN4YeCTBO d4eeK, 3Ha9eHHsI KOTOPbIX
COOTBETCTBYIOT 3a/JdHHBIM KpUTEpUAIM

CUYET3(3nauenuel; [3auenve?; ...])

BosBparaeT komudecTBo siueek, CofiepXKaliux JaHHbIe TF000Tr0
THIIA

CUUTATBITY CTOTBI(inana3oH)

BOBBpaHIElET KOJIMYeCTBO ITIyCThIX d49eeK B 3dIdHHOM [11dIld30He

DUIITEP (3Hauenue)

BosgpariaeT npeo6pazoBanue dwuiriepa /17151 39IaHHOTO YMCIIa

dynkuuu ccouku u noucka

AJTPEC(ctpoka; cTosnberr;
[crtocob_abComOTHBIM OTHOCUTENBHBIN|;
[ctumb_ccbinok al]; [muct])

Bos3Bparraet ajipec siueiiky B Tabiivile Ha OCHOBe 3aJIaHHBIX
3HAYeHUH CTPOKH U CTOJNIOIA

BIIP(xttou mowucka; AMara3oH;
HHJIEKC_CTOJIOIA; [TUIT_COTIOCTaBJIeHHs|)

Ocy1ecTBseT MOKUCK KJTF0Ya B IEPBOM CTOJIOIe Uana3oHa
Y BO3BpAll[aeT COOTBETCTBYIOIIEe eMy 3Ha4YeHHUe B JIPYyToM
cTosibIie
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DyHKIHA

Onucanue

BBIBOP (unnekc; Beibopl; [BbIOOPZ; ...])

BosBpamaeT 3HAa4YeHHe U3 CIIMCKAd Ha OCHOBe 3dJIaHHOI'O MHeKCa

I'NMITEPCCBIIKA (url; [TexkcT cchiaku])

CosmaeTr rUIepcchbUIKY B sTUerike

I'TIP(xtrou_TomMCcKa; IHUana3oH; UHAEKC;
[Tun_comocTaBieHus))

OcyImecTBiseT MOUCK KJII0Ya B IEPBOM CTPOKe Juara3oHa U
BO3BpaIlaeT 3HaYeHue 3aJaHHON TIYeHKY B HalIeHHOM CTOJI01Ie

OBCCBLJI(cchiika_Ha siyeiiky B dopme

cTpoky; [popmar Al])

Bo3BpaiiiaeT cofiep>kuMoe CChUTKH, 3aIaHHON HOMEepOM sTYeiKu
WJIX TEKCTOBOM CTPOKOM

MHJIEKC (ccrutka; [cTpoka]; [cTonberr))

BosBparmaer comepxumoe ss9eiiky, KOTopasi HAXOUTCS Ha
nepeceveHyy 3aJIaHHBIX CTPOKU U CTOJIOIA

OBJIACTH(ccrinka)

BosBparaeT koudecTBo 06J1acTeli B CChUIKE Ha SYEHKY WU
nrarnasone siueek. O61acTb — 3TO HAOOP CMEXHBIX STYeeK WU
OTIesibHas sYerKa

ITIOUCKIIO3(xtou_ToucKa; IUana3oH;
[Tun_mowuckal)

B 3amanHOM AMana3zoHe OCyIIeCTBIISET MMOMCK 3JIeMeHTa 110
BBIOPAaHHOMY TUIY TToucka. DyHKIMS Bo3BpalllaeT UHIEKC

3yieMeHTa (HOMep MO3UIIMH, KOTOPYIO 3aHUMaeT 3JIEMeHT B
MaccuBe), a He caM 3JIeMeHT

ITPOCMOTP (ko4 1moucka;
JIMaTla30H_IIOWCKa;
[muama3oH pesysbTaTal)

IMPOCMOTP(xitou_1moucka;
MacCHB_pe3yJibTaTa_ITOWCKA)

Ocy1iiecTBiisieT MOMCK KJTI0Ya B OJTHOM CTPOKe WU KOJIOHKe U
BO3BpalllaeT 3HAYeHUe STYeKH, HaXOASIIencs B
COOTBETCTBYIOIIEH MO3UINU IPYTOU CTPOKU WIX KOJIOHKH

Ocyi1iiecTBiiseT MOUCK KJTI0Ya B CTPOKAX WJIM KOJIOHKAaX U
BO3BpalllaeT 3HaueHUe S4YeiKy, HaXOAIeincs B
COOTBETCTBYIOIIEH MO3UITUH TeX XXe CTPOK WJIU CTONOMOB. s
MIOMCKA KJIF0Ya B OJTHOM CTPOKe WM KOJIOHKe HeobX0IMMO 3a7aTh
3Ha4YeHUe TPEThero apryMeHTa «Auala3oH _pe3yJibTaTa»

CMEI(cchuika_Ha_sS9Yerky;
CMellleHHbIe CTPOKH;
CMelTleHHbIe CTOJOIThI; [BbICOTA];
[trprHal)

Bo3BpaiiaeT cchiiky Ha STUeMKY WK IMAIa30H sueek,
KOTOpBIE CMeIl[eHbl OTHOCHUTETHHO UCXOTHOM CChIJIKU Ha
3aJjJaHHOe KOJIMIeCTBO CTPOK U CTOJIOIIOB

CTOJIBEII([cchuika_Ha sTueiky|)

BosBpammaet HoMep cTonb1ia 3aJaHHOM STYeHKH

CTPOKA([ccbuika_Ha_siuerKky])

Bo3BpaiiiaeT HoMep CTpPOKY 3aJIaHHOM STYeUKU

YU CJICTOJIB(nnama3oH)

BosBpamaeT koiudecTBo CTONIOMOB B 3aJAHHOM MaCCHBe WITH
IManasoHe

YCTPOK (nuama3oHn)

BosBpariiaet ko1u4ecTBO CTPOK B 3a7[aHHOM MaCCHBe WM
JMarnasoHe

dyuxkuuu ona pabomol ¢ 6azamu AHHLIX

BACYMM(6a3a_JnaHHBIX; TTOJIE;
KpUTeprn)

B TabnmuuHoM MaccuBe BBIUUCISET CYMMY 3HaUYeHUM, KOTOphIe
OTBEYaroT 33JIaHHbIM YCJIOBUSM

TexcmoBule Pynxuuu

ASC(cTpoxka)

[Ipeobpa3syeT TekCT U3 AByX0ANUTOBOM KOAUPOBKU B
onHobanToByI0. B TabmuHoM peniakTope GyHKIHS
UCIIONb3yeTcs /1711 obecriedeHrs 0OpaTHOM COBMECTHMOCTH C
JIOKyMEeHTaMH, COZIepXKallliMH TeKCT B ABYX0aHUTOBOM KOIHUPOBKe
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[Tpeo6pasyet tekct u3 ASCII 8 DBCS u nHao6opot. B
TabIMYHOM pefakTope PYHKIIUS UCTIONb3YeTCs 71l obecredeHust
DBCS(crpoka) OM PEJIaKTOpe QyHKIL yerc i
06paTHON COBMECTUMOCTH C JJOKYMEHTaMH, COIEPKaIlluMK TEKCT
B ASCII it DBCS dopmarax
[Tpeo6pasyet Tekct u3 ASCII 8 DBCS u nao6opot. B
JIS(crpoxa) TabIMYHOM pefilakTope GYHKIIMS UCIIONIB3YeTCs sk 0becrevdeHust
P 06paTHOM COBMECTUMOCTH C IOKYMEHTaMH, COep Kal[UMH TeKCT
B ASCII wimu DBCS dopmarax
CoruacHo Tabmure KOHMKO/a, BO3BpalllaeT YMCI0BOM KO
UNICODE (ctpoka) H /18, BOIBpalll A
MEePBOT0 CUMBOJIA B 3aJIaHHOM CTPOKE
JUIMHE (rexcr) BosBpaIuaeT IUTMHY TeKCTOBOM CTPOKH M3 pacueTa 1 6aiT Ha
KaX]TbIi CUMBOJT
JUICTP (Texcr) BosBpataer mivHy 3aJaHHOM CTPOKU
Bo3sBparmaer yncnoBoe 3Havenre KOHMKOA KO/ IEPBOTO
KOJICUMB(crpoka) pa /i KoL Tep

CUMBOJIA B 33IAaHHOU TeKCTOBOM CTPOKe

JIEBB(cTpoka; [komiecTBO 6alTOB])

BOSBpaHIEIET HepBbeI CHIMBOJI WJIK HECKOJIbKO ITepBbIX CHUMBOJIOB
TEKCTOBOU CTPOKH Ha OCHOBE 3aJaHHOI'O Y1 CJId 0OalToB

JIEBCUMB(cTpoka;
[komaecTBO CHMBOJIOB])

BOSBpaIIIEIET IIOACTPOKY C Ha4daJjia 3aJlaHHOU CTPOKH

HAUWUTH (cKOMBIN_TEKCT;
TeKCT JIJIsl_TIOMCKa; [HadajbHas I03UIUs])

BO3BpaIIIEIET IIO3UIKMIO I1ePBOTI'0 IIOSIBJIEHUA HCKOMOM CTPOKH B
TeKCTe, YIUThIBasd PerucTp

HAWNTUB(MCKOMBIN TeKCT;
TEKCT JIJIsl_TIOVWCKA; [HaYasbHAas TO3UIIHS])

BosBpataet HauanbHy0 MO3UITHUIO0 UICKOMOM CTPOKH B TEKCTE,
CUHTast yIBOEHHbIE OYKBBI IBYMsI CHMBOJIAMHU

ITEYCHUMB(TekcT)

Y mansieT U3 TeKCTa Bce HeledaTaeMble 3HaKH

INOACTABUTD(TexcT yisi_mouCKa;
WICKOMBIM_TeKCT; TeKCT JUIsl 3aMeHBl;
[kommaecTBO _cCity4daeB))

3aMeHsIeT 3a/IaHHBIA TEKCT B CTPOKe Ha IPYTOH

ITOMCK(MCKOMBIM_TeKCT;
TeKCT JJIsl_TIOMCKa; [Havano))

BosBpaiaeT Ha9anbHyIO [T03UIIMI0 UICKOMOW CTPOKH B TEKCTe

ITONCKB(MCKOMBII_TEKCT;
TEKCT JIJIsl_TIOMCKA; [HadaybHas TTO3UIHS])

BosBpamaet HavaibHYO MO3UITUI0 UICKOMOM CTPOKH B TEKCTE,
CuHTas yIBOEHHbIE OYKBbI IBYMsI CHMBOJIAMHU

ITPABB(cTpoka; [konuuecTBo 6aiTOB])

BOBBpaIIIBET MOCJIeJHUM CUMBOJI WJIM HECKOJIBKO ITOCIeIHUX
CHMMBOJIOB TEeKCTOBOM CTPOKH Ha OCHOBE 3a/IdHHOI'0 Y1 CJia OanToB

ITPABCHUMB(cTpoKa;
[komuecTBO CHMBOJIOB])

Bo3BpaiiiaeT moficTpoKy C KOHIIA 33/IaHHOM CTPOKU

ITPOIINCH(Tekcr)

H3mMeHsieT perncTp TekcTa B 3a/IaHHOM TeKCTOBOW CTPOKe Ha
BepXHUU

ITPOITHAY(TekCT 1yisi_CMeHbl perucrpa)

BosBpaiaeT cTpoky, B KOTOPOM KaX/10e CJI0BO HAYMHAETCS C
MPOIMCHON OyKBBI

IICTP(cTpoka; Havaro;
JUIVHA W3BJIeYeHHOI'0 CerMeHTa)

BosBparmaer pparmeHnT TeKCTOBOI CTPOKU

IICTPB(cTpoka; Havao;
JUTMHA_W3BJIeYeHHOTO CEermMeHTa)

BosBpaiaeT cerMeHT CTPOKY Ha OCHOBe 33IaHHOTO KOJIMYeCTBa
0alToB
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CHITPOBEJIBI(TekcT)

YJIEIJ'ISIET M3 TeKCTa BCe HpOGEJ'II)I, KpoMe OJNHOYHbIX MeXy
CJIOBAMH

COBIIAd(cTpoxkal; cTtpoka?)

CpaBHuBaert gBe ctpoku ¥ Bo3spamaer MCTUHA, ecnu onu
OJTMHAKOBLIE

CTPOYH((Tekcr)

W3mensieT perucTp TekcTa B 3aJIaHHOM TEKCTOBOM CTpOKe Ha
HDKHUMN

CHEIINTDb(cTpokal; [cTpokaZ; ...])

ObbenuHseT HECKOJIBKO CTPOK B OJIHY

TEKCT (3Hauenue; popmar)

[Ipeobpasyet umciio B TEKCT B COOTBETCTBUU C 3a/laHHBIM
dopmarom

Jlozauueckue gyHkuuu

ECJIN (mormueckoe_BbIpakKeHUE;
3HAYeHUe eCilid_HCTHHA;
[3HaueHMe eciid JIOXKb])

BOBBPHH_IHET Pa3HbIe 3Ha4eHHs B 3aBMCUMOCTH OT TOTO,
CO6JIIOHEI€TCH JIK 3aJlaHHOe JIOThYeCcKoe yCJIoBUue

ECJINOIIINBKA (3HauenHue;
[3HaueHue eciu_ormwubkal)

BOSBPBIIIEIET Pa3Hble 3HaUeHHs B 3dBUCUMOCTH OT TOT'O, ABJIACTCA
JIN 3aJdHHOe 3Ha4eHune ONIMOOYHBLIM MJIM HET

ECH]/I(3HaueHme; 3HaYeHWe eciid_HI)

BosBpamaeT 3HaueHre BTOPOro apryMeHTa, eCJI MepBbIi
apryMeHT cojJiep>kuT 3Hauenue omubku #H/II. B mpoTuBHOM
ClIydae — 3HaueHHe [1epBOro apryMeHTa

M (ornyeckoe BblpakeHuel;
[moruyeckoe BbipackeHue?; ...J)

Bosepamaer 3nauenne MCTHUHA, ecnu Bce 3agaHHbBIe
apryMeHTHI SIBJISIOTCS JIorndecku BepHbIMU, Wik JIOXKD, ecnu
KaKOW-IM0O0 apryMeHT SIBJIsSIeTCs JIOTUYeCKH HeBepHbIM

NJIN (noruueckoe_BbipaxkeHuel;
[roruyeckoe BwipackeHue?; ...J)

Bosspamaer MCTUHA, eciiu kakve-nmi60 13 3aJaHHBIX
apryMeHTOB SIBJISIOTCS jorudeckyd BepHbiMH, unu JIOZKD, ecnu
BCe 3a/laHHbIe apIyMeHTHI SIBJISIFOTCS] JIOTHIeCKH HeBePHBIMHU

UCTHUHA()

Bosgpamaer norudeckoe 3Hauenne MCTUHA

JIOKB()

Bosspaiaet norudeckoe 3uauenve JIOKb

INEPERJIKOY(BoipaxkeHue; 3HaueHuel;
pe3ynbTaTl; [3HaueHueZ; pe3ynbTar?; ...];
[To_ymomyaHuio])

CpaBHUBaeT CIMCOK BBIPRXEHUH 1 BO3BpAIllaeT pe3yJibTar,
COOTBETCTBYIOIINI IIePBOMY COBIIQ/IAOIIEMY BHIPAXKEHUIO

HUngopmauuonnsie pynkuuu

EJIOT MU (snauenve) Bosspamaer MCTUHA, eciiu 3a1aHHOE 3HAYEHUE SIBIISIETCS
JIOTUYeCKUM
Bosgparaer UCTHUHA, ecniu mpoBepsiemoe 3HaueHHe COJIEPIKUT

EH/I(3Hauenue) oumé)Ky ST POBep P

. Bosspamaer UCTUHA, eciiu 3ajaHHOe 3HAUCHUe ABJISIETCS

EHEYET (suauenye) He‘IeTprIM YHUCIIOM

EOII(3navene) [TpoBepsieT, COfIeP>KUT JIM apryMeHT Jito0oe 3HaueHHe OIMMOKH,
kpome #H/]

EOIIINBKA (3HaueHue) Bospamaer UCTUHA, ecnu 3HaueHMe SIBIISIETCS OMTUOKOM

EITYCTO (snauene) BoaiapamaeT norudeckoe 3HadeHne MCTHUHA, ecnu 3aanHast
siueiiKa mycras

ECCBIJIKA (3Hauenue) [TpoBepsiet, siBiIsieTCs 1 3HaYeHNe CChIJIKOM Ha sSTUeHKy
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ETEKCT (3Hauenue) [IpoBepsiet, siBNsIeTCs T 3HAUEHHE TEeKCTOM
.. Bosspamaer MCTHUHA, eciu 3ajaHHOe 3HAYEeHUe SIBJISIeTCS
EYETH (sHauenue) patt ’
YETHBIM YUCIIOM
EYNCJIO(3HaueHue) [IpoBepsiet, sBisAeTCS M 3HAUEHUE YHUCIIOM

Bo3Bpariaer nHdpopManuo, OTHOCSIIYIOCS K OIepalluOHHOM

I/IHq)OPM(TI/IH_I/IH(bopMElHI/II/I) crucremMe u I/IHq)OpMaIII/IOHHOI;'I cpelie 1moJIb30BaTesist

HI( Bosspaiiaer omumbky «3HaueHue oTcyTcTBYeT», #H/J1

AYEUNKA((Tun_csefieHUH; [ccbuikal) BosBpaiaeT 3anparivBaeMble CBeJleHUs O 3a[JaHHOM siuelike

Hndiceneproie hynkuuu

KOMIUIEKCH zefictBuTenbHas_4acTb; | Bo3BpalliaeT KOMIIEKCHOE YUCIIO HA OCHOBe JIeHCTBUTEIbHON 1
MHUMas_4acTb; [cyPpPukc]) MHHMOH 4acTel
MHUWM.ABS(koMIUIEKCHOE YUCIIO0) Bo3BpairaeT abconmoTHOe 3HaueHre KOMITJIEKCHOTO YHCIIa
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®ynxkmusa IPOMEXKYTOYHBIE.UTOI'N

Cunmakcuc

[MTPOMEXYTOYHBIE. UTOI'(Homep ¢yHkumu; Habop uwcenl; [Habop uucen?; ...])

Onucanue

Ucnonmeayer ppyryio ¢yakmuio (CYMM, I[IPOU3BEJl u T.4.), 49TOOBI TOCYHTATh
MTPOMEXKYTOYHBIN UTOT JIsl Habopa Jurce.

HoMep_¢}yHKIMU — YMCI0BOU KO/ GYHKIIMU, KOTOPYIO CleflyeT UCIOJIb30BaTh AJisl pacueTa
npoMexxyTodHoro urora (cm. Tabmumy 25). Ucnonb3yiite kogpl 1-11, 9TOOBI BKIIIOYUTD B MOJICYET
slYeWKH, CKpbITble Bpy4HY0, Win 101-111, 9To6Bl MCKIIIOUUTh UX. SI4eliku, CKpBITbIe QUIBTPOM,

HCKIIIOYaI0TCA BCerja.

Tab6imuna 25 — YucinoBble KOObl

Homep_dynxnmum Homep_dynxnuun
(c BKJIIOYUeHHeM CKPBITBIX (c HCKJII0YeHNeM CKPBITBIX DyHKIHA
3HAYEHHIT) 3HAYEHMIT)

1 101 CP3HAY
2 102 CYET
3 103 CYET3
4 104 MAKC
) 105 MHWH
6 106 I[TPOU3BE]]
7 107 CTAHIOTKJIOH
8 108 CTAHJIOTKJIOHII
9 109 CYMM
10 110 HOUCII
11 111 HUCIIP

Habop_uucenl — mnepBblli AMaNa30H WIA MacCUB, Jii KOTOPOTO HYXKHO BBIUYHCIUTH
MTPOMEXXYTOUHBIN UTOT.
[HaGop_umcen2; ...] — mnomonHUTeNbHBIE IUANA30HBI WM MaccuBbl. Heobs3aTenbHBbIM

rapamerp.
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IIpumeput
=[IPOMEXYTOYHBIE.UTOTH(9; B2:B5) — paccuntaTh CyMMy 3HaUeHHid B s4eiKax
B2:B5, yuutsiBas 3HaueHUs B siUeriKaX, CKPBITBIX BPYYHYIO.

=[IPOMEXYTOYHBIE.UTOI'H(109; B2:B5) — paccuuTaTh CyMMy 3HAYeHU B sTYeHKAX

B2:B5, He yuuThIBas 3HaUeHHS B STY€HKaX, CKPHITHIX BPYUYHYIO.

B& v fx =TITPOMEXKYTOYHEIE.UTOTH(9; EZ2:E5)
A B C

1 Tosap IMena

2 Hbénoku 100

3 AnenbcHHBI 100

4  Bananu 100

B 4[][]_

I

Pucynok 402 — CymMMa 3HaueHUH C y4eToM 3HaueHUH B si9eliKax, CKPBIThIX BPYYHYIO

BB v fx =TTPOMEXYTOYHEIE.UTOTH(109; EZ:ES)
A B C

1 Tomap Iena

2 Hbonoku 100

3 AnenescHHE 100

4  Banaam 100

B 3[][]_

I

Pucynok 403 — CymMa 3HayeHMit 6e3 yueTa 3HaUeHHH B si9eiikaX, CKPBITBIX BPYUHYIO
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INPUIOAEHME 2. CIIMCOK IIOJJEP KUBAEMBIX BAJIIOT

HasBaHue BaoThI Kopn BanioTs!
A3zepbaifkaHCKHI MaHAT AZN
ApMsHCKUH IpamM AMD
Benopycckuit py06iib BYN
Bonrapckwii e BGN
Bpaswunbckuii pean BRL
Bona KRW
I'puBHa UAH
Harckas kpoHa DKK
Homnap CIITA USDh
EBpo EUR
3MOTBIN PLN
Hena JPY
Wupuiickas pynus INR
MornpaBckuii nei MDL
HoBplii TypKMeHCKUI MaHaT TMT
Hopsexckas kpoHa NOK
Poccuiicknii py6ib RUB
PymbiHCckuit et RON
Psun ZAR
Com KGS
Comonu TJS
Tenre KZT
Typeuxkas nvpa TRY
V3bekckuii cym UZs
®dopuHT HUF
@DYHT CTepIIHTOB GBP
Yerickasi KpoHa CZK
IITBenckas KpoHa SEK
[IBe#iapckuii ppaHk CHF
IOanp CNY
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IMPUJIOKEHUE 3. COYETAHUSA KJIABUIIL

B nanHOM npusio)keHUM NpYBelleHbl CoueTaHMs KiaBuil, ucrnosibdyemble B OC Windows

(cm. Tabmuma 26) 1 macOS (cm. Tabmuna 27).

Ha HoyTOykax HekoTopble kiaBulM MHorodyHkivoHanbHbl. Hanpumep: F1-F12, Home,
End, PgUp, PgDn. [Ipu Haxkatuu Ha Takue KiiaBUIY B puioskeHnH «MonOduc Tabmuma»

HGO6XO,III/IMO OTHOBPEMEHHO YIep>XXUBaTb Ha>KaToOU KJIaBUIITY Fn.

Taosmna 26 — Coueranna kiaasumi B OC Windows

CoueTaHue KJIaBHIII Komanpna ninu peiicrBue
IIpaBka codeprcumozo
Ctrl+X;

. Bripesats
Shift+Delete
Ctrl+C;

Konuposatb

Ctrl+Insert
Ctrl+V;

) BcraButh
Shift+Insert
Ctrl+Alt+V BcraBuTh 3Hauenus u popmar
Ctrl+S CoxpaHuThb
F12 CoxpaHUTb Kak
Ctrl+Z; .

OTMeHHTD TIOCIIe/THee BBITIOIHEHHOE JIEUCTBHe

Alt+Backspace
Ctrl+Y;
Ctrl+Shift+Z; [ToBTOPUTH pPe3ybTaT OTMEHEHHOI'O eUCTBHUS
Shift+Alt+Backspace
Ctrl+Alt+Shift+V OTKpBITH paclIvpeHHbIH 6ydep odMeHa
Backspace Y nanuTte OIWH CUMBOJI CJIeBa OT Kypcopa
Delete VY naniTte OfKMH CUMBOJI CIIPaBa OT Kypcopa
Ctrl+Backspace VY aanuTth 4yacTh CJIOBA WM CJIOBO CJieBa OT Kypcopa
Ctrl+Delete Y nanuTth 4acTh CJIOBA WM CJIOBO CIIpaBa OT Kypcopa
Alt+Enter Hauatb HOBBIN ab3alg
Ctrl+Shift+IIpoben BcraBuTh Hepa3phIBHBIN Mpobent
Ctrl+Shift+ — BcraBuTh Hepa3phIBHBIHN neduc
Ctrl+Num — BcraButh KOpOTKOE THpE
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Coueranue KJIaBHIII

Komanpa nim meiicreue

Ctrl+Alt+Num —

BcraButh nyMHHOe THpe

dopmamupobanue codepircumozo

Ctrl+B [Momy>xupHbIi

Ctrl+I Kypcus

Ctrl+U [TomyepkHy THIN

Ctrl+Shift+= Hancrpounsrii 3Hak

Ctrl+= [TomcTpouHbIii 3HAK

Ctrl+Shift+A Bce nponucabie

Ctrl+Shift+C Konuposats popmartrpoBanue

Ctrl+Shift+V IIpumenuTH POpPMaTHpPOBaHUE

Ctrl+L BripoBHATE coepkuMoe sTeiKy 110 JIeBOMY Kparo
Ctrl+E BripoBHATE comepxuMoe sTerKy 10 IeHTPY
Ctrl+R BuIpoBHATE cofep krMOe siueliKy 110 IPaBOMY Kparo
Ctrl+J BuIpoBHATE cofep kUMOe sTuelKy 10 IMIpHHe

Ilepemewenue 6 paboueii od61acmu

Page Up Ha onuH skpaH BBepx

Page Down Ha onuH skpaH BHU3

Ctrl+Home [lepetiTi k IepBO#A stuetike pabodeit obiacty (saetika Al)
Ctrl+End [lepetiTi kK IOCTETHEN sTUetiKe pabodelt obmacTH

HeiicmBus ¢ aueiikamu, cmoabuamu u cmpoxkamu

F2 [lepeiiTu B pexxuM pelakTUPOBAHUS STYEHKU
Alt+A BcraBuTh CTPOKY BHbIIIIE

Alt+B BcraBuTh cTpOKy HIKe

Alt+L BcraButs cronber: ciieBa

Alt+R BcraBuTh cronber cripaBa

Ctrl+Alt+M Ob6beIUHUTE TYeHKU

Alt+Shift+M PazwequHuUTL S4eiiku

Ctrl+— Y nanutb CTPOKY WM CToJberl

Buidenenue siueek, cmonouoB u cmpok

Crpenka BBepx

Boiienutsb sueiiky Bbliiie

Crpenka BHU3

Boiienutsb sueiiky Hibke

Tab nmm Crpernka BripaBo

Brimenuts crnemyroniyio sqeiky

Crpenka Bi1eBO

Brimenuts npebiaynyo sueiKy

Home

Boiienutsb sueliky B Hadajie CTPOKU
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CoueraHue KIaBHII Komanna ninm peiicrBue

End Breigenuts siueliky B KOHIIe CTPOKU

Shift+ITpo6en Brinenuts cTpoky

Ctrl+IIpo6en Brimenuths cTonber

Cirl+Shifi+Home CO3I[a"1:b 06JuIaCTb BbI/IEJIeHHs OT BbI,HeJIuEHHOI‘/‘I sTYedKy J10
TIepBOM sTYerKHy pabodeit obacTy (saetika Al)

Ctrl+Shift+End Co3snatb OU6J'IEIC”£I) BBIIE/IeHHS OT BbIJIeJIEHHOH STYeHKH [0
nocyeqHel ssaeiiku pabodeit 0bmacTu

Ctrl+A Brienuts Bce siyeliku B pabodeli obacTy IMcTa

Shift+Crpenka BBepx PacmmpuTts BhizienieHre Ha OHY STYelKy TaOIHIbI BBEPX

Shift+Crpenka BHU3 PacmmpuTts BhizienieHre Ha OHY STYelKy TabIuIbI BHU3

Buidenenue mexkcma 6 pedaxkmupyemoii siueiike™

Shift+Ctpenka BieBo Boinenuts oguH CUMBOJT ClieBa OT Kypcopa
Shift+Crpenka BipaBo Boimenuth onyvH CUMBOJ CIipaBa OT Kypcopa
Ctrl+Shift+Crpeinka BieBo Brimenuts omHO C10BO CiieBa OT Kypcopa
Ctrl+Shift+Crpenka BrpaBo Brinenuts ogHO CI0BO cIipaBa OT Kypcopa
Shift+Home Brienuts coniep>kxvMoe OT Kypcopa Ao Hadajia CTPOKU
Shift+End Brimenuts comepikuMoe OT Kypcopa 710 KOHITa CTPOKU
Ctrl+Shift+Crpenka BBepx PacmupuTs BoiienieHMe k Hadamy ab3ara
Ctrl+Shift+Crpenka BHI3 PacmupuTs BbiienieHue 10 KOHIIA ab3ara
Shift+Crpenka BBepx PacmmpuTh BeiienieHre Ha OJJHY CTPOKY TEKCTa BBEPX
Shift+Crpenka BHI3 PacmmpuTh BhiieNieHre Ha OJHY CTPOKY TEeKCTa BHU3

JIBOMHOe HaKaTHe JIeBOU

Brimenutsb ciioBo
KHOIIKH MBIIIH

TpoitHoe HaXkaTHe JIeBO

Brimenuts ab3ais
KHOIIKY MBIIIA

HackaTue neBo¥ KHONIKY MBI 1

BbijienuTh TeKCT BBEpX
nepeMelleHre Kypcopa BBepx

Ha>xatue 1eBo KHOIIKY MBIIIH 1

BoimenuTth TeKCT BHU3
nepeMelrieHrie Kypcopa BHU3

* Omu couemarus kaaBuw ucnoab3ytomes npu pedakmupobaruu daHHbIX 6 auetike mabauubt. Ymobbl
nepeiimu 6 pexcum pedakmupoBaHus, Boidenume sueliky 060iHbIM WEAUKOM MbIWU UAU HAXCMUMe KaaBuury
F2.

Ilepemewenue no mexkcmy 6 pedakmupyemoii aueiike*

CTpeJ’IKa BJIeBO Ha OJJMH CHMMBOJI BJIeBO

Crpesnka BIIpaBo Ha onuz cuMBo BIIpaBo
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Coueranue KJIaBHIII

Komanpa nim meiicreue

Ctrl+Crpernka BieBo

Ha omHo cioBo BiieBo

Ctrl+Crpernka BrpaBo

Ha ogHo ciioBo BripaBo

Crpenka BBepx

Ha ogny cTpoky BBepx

Crpesnka BHU3

Ha onny cTpoky BHU3

Ctrl+Crpernka BBepx

Ha nauano npenpinymero ab3amna

Ctrl+Crpenka BHU3

Ha nauarno cnenytomero a63ara

* 9mu couemarus kaaBuw ucnoab3yromes npu pedakmupoBaHuu daHHbIx 6 suelike mabauubt. Ymoobwl
nepeiimu 6 pexcum pedakmupoBaHusi, Boidenume sueliky 060UHbIM WEAUKOM MblWU UAU HaXCMume Kaabuuty

F2.

Paboma ¢ popmynamu u gyHkuuamu

3aMeHHUTb YacTb GopMyIIbl/HOpMyITy Ha BEIYHCIIEHHOE

Alt+F9
3HaueHue

Ali+= brictpas BctaBka pynkuun CYMM ¢ aBTOMaTH4YeCKUM
oTipefieJieHrieM apryMeHTOB

F9 [lepecunTtath GpOpMyIIEI BO BCeM JOKYMeHTe

Shift+F9 [lepecuntats GoOpMyIIBI Ha JTUCTE

Ctrl+Shift+F9 [lepecuntath GOpMYITBI IPUHYAUTEITHHO

Ctrl+Shift+F5 OOHOBUTD CCHUIKY Ha IAHHbIE BO BHEIIHUX JIOKYMEHTax

Jpyaue couemanusn knabuw

Ctrl+N Cospatb ¢aiin
Ctrl+O OTKpBITH aiin
Clrl+P OTKpBITH OKHO TIPeIBAPUTEILHOTO IPOCMOTpPA U HACTPOWKU

IIapaMeTpOB CTPAaHUIILI U I1e4daTH JOKyMeHTa

Ctrl+0 (s071B)

VYcranoBuTh dakTrueckuii Maciitab crpanuirst (100%)

Ctrl+K BcraBuTh ccbuiky
Ctrl+Shift+V BcraBuTh ccbuiky u3 6ydepa obmeHa
Ctrl+F;
OTKpBITh ITaHesb ITOMCKa
Ctrl+H
Shift+F3 OTKpBITH MaHe b QYHKITAN
Ctrl+/ OTKpBITH OKHO OBICTPBIX JEHCTBUN
F1 OTKpBITH CIIPaBKY MPUIOXKEHUS

Haxxatue npaBoﬁ KHOIIKH MbIIITHA

OTKprTb KOHTEKCTHOe MeHIO BbI6paHHOFO 3JIeMeHTa

Alt+ITpoben

OTKprTb KOHTEKCTHOE MeHI0 dKTUBHOI'O OKHA ITPUJIO’KEeHNS

Alt+F4

3aKprTb dKTUBHOE OKHO ITPUJIO’KeHUsT
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Taosuna 27 — Coueranna kiaasum B macOS

CoueTranue KJIaBHII

Komanna mim meiictBue

IIpa6ka codepiicumozo

¥ Cmd + X Bripesats
% Cmd + C KomupoBath
2 Cmd+V BcraButh

~ Option + ¥ Cmd + V

BcraButh 3Hauenus u popmat

#Cmd+ S CoxpaHuThb

f Shift + ¢ Cmd + S CoxpaHHUTb Kak

% Cmd + Z OTMeHUTH HOoCJIefHee BLIIIOJIHeHHOe NefiCTBHe
®Cmd+Y [ToBTOPUTH pPE3ybTaT OTMEHEHHOI'O eUCTBHUS

~c Option + { Shift + £ Cmd + V

OTKpBITH pacmivpeHHbIH Oydep oomMeHa

Delete

VY manmuTh OIWH CUMBOJI CJIeBa OT Kypcopa

Fn + Delete

Y manmute oiIMH CUMBOJI CIIpaBa OT Kypcopa

3 Cmd + Delete;
~c Option + Delete

Y 1anuTh 9acThb CJIOBA WJIH CJIOBO CJieBa OT Kypcopa

% Cmd + Fn + Delete;

~c Option + Fn + Delete

¥ manmuTh YacTh CI0Ba WK CJIOBO CITPaBa OT Kypcopa

~= Option + & Enter

Hauathb HOBLIH ab3a1g

~ Option + fI Shift + [IpoGen

BcraButh HepaspbIBHBIHM poGert

3¢ Cmd + {t Shift + —

BcraButh Hepa3pbiBHBIH educ

~= Option + -

BcraButh KOpPOTKOe THhpe

~ Option + {F Shift + -

BcraButh nnmuHHOe THpe

dopmamupobanue codeprcumozo

% Cmd + B [Momy>xupHBIH
$Cmd + 1 Kypcus
€ Cmd+U [TomyepkHy THIH

© Shift + 3¢ Cmd + =

Hapcrpounsrii 3HaK

% Cmd + =

[ToncTpounsIii 3HaK

{ Shift + ¢ Cmd + A

Bce nponucabie

© Shift + 3¢ Cmd + C

KonnpoBats dopmaTrpoBaHue

© Shift + 3¢ Cmd + V

[IpumenuTs dopmMaTrpoBaHUe

$2Cmd + L BuIpoBHSATE cofiepXkuMoe siueiiky 10 JIeBOMY Kparo
% Cmd + E BBIpoBHSTE COflepKUMOe ST9eHKH 110 IeHTPY
% Cmd + R BBIpoBHSTE CozlepXUMOe sTIeliKy 10 IIPaBOMY Kparo
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Coueranue KJIaBHIII Komanna wim neiicteue

2 Cmd +J BrIpoBHATE cOnep)xrMOe sSTYelKy 110 [IUPUHe

IIepemewenue 8 padoueii o6racmu

Fn + Crpenka BBepx Ha onun axpaH BBepx

Fn + Crpenka BHU3 Ha onuH skpaH BHU3

Fn + ¢ Cmd + Crpenka BieBo [lepeiiTi k IepBO stuetike pabodyeit obiacty (suetika Al)
Fn + ¢ Cmd + Crpenka BripaBo [TepeitTy kK OCTIEHEH STYetike pabouel 06acTH

HeiicmBus ¢ aueiikamu, cmonbuamu u cmpoxkamu

Fn + F2 [lepeliTi B peXXuM pelakTHPOBaHUS STYeHKU
~< Option + A BcraBuTh cTpOKY BbIIIIE

~ Option + B BcraBuTh CTpOKyY HIKe

~< Option + L BcraButh cronbern ciesa

~c Option + R BcraButh cronberr cripaBa

~< Option + ¢ Cmd + M Ob6peaHUTD TIeUKH

~= Option + {f Shift + M PazbenuHuTh stueiiku

% Cmd + - Y aanutb CTPOKY WM cTosbert

Buldenenue siueek, cmonbuoB u cmpok

Crpesnka BBEpX BeinenuTs siueiiky Bbllie

Crpesika BHU3 BoienuTs sueiiky Hinke

Tab unu Crpesika BripaBo Boiienuts cienyroniyio ssueiky
Crpesnka Bi1eBO BeienuTs npenpiaymyo sIedky
Fn + Ctpenka BreBo Breigenuts siueliky B Hadajle CTPOKU
Fn + Crpenka BipaBo BoinienuTh si9eliky B KOHIIe CTPOKU
© Shift + ITpo6en Boigenuth cTpoky

f Shift + 3¢ Cmd + ITpoGen Beinenuts cronbert

Co3maTth 00/1aCTh BBIIEJIeHUS OT BbIIeJIeHHON SYeHKHU 10

[ Shift + Fn + 5 Cmd + Cpenxa sneso repBo¥ sueliku paboueit obnacTtu (sueiika Al)

Co3maTth 00/1aCTh BBIIEJIeHUS OT BbIIeJIeHHON SYeHKHU 10

© Shift + Fn + 3¢ Cmd + Crpesika BripaBo . N
HOCTIe/IHeH Sueliku paboueit 06/1acTu

%€ Cmd + A Brigenuts Bce siueliku B pabouelt 061acTu JIMCTa
f Shift + Ctpesnka BBepx Pacmuputs BbiziesieHre Ha OHY S49eliKy TabIuIbl BBEPX
{r Shift + Ctpeska BHU3 Pacmuputs BbiienieHre Ha OHY S4eliKy TabIuibl BHU3

Buidenenue mexkcma 6 pedaxkmupyemoii siueiike™

{t Shift + Ctpesnka BieBo BrimenuTh omvH CUMBOJ CJIeBa OT Kypcopa

{r Shift + Crpenka BrpaBo BbiiesmuTh 0lMH CUMBOJI CIIpaBa OT Kypcopa
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Coueranue KJIaBHIII

Komanna wim neiicteue

f Shift + s¢ Cmd + Crpesika BiieBo

Brienuth ofiHO CI10BO CiieBa OT Kypcopa

f Shift + 3¢ Cmd + Crpenka BrpaBo

BbizienuTh 0JTHO CJIOBO CIIpaBa OT Kypcopa

Fn +{ Shift + Crpenka BneBo

Breigenuts copepxumMoe OT Kypcopa JIo Hauajia CTPOKHU

Fn +{t Shift + Crpeska BripaBo

Brienuts comepikuMoe OT Kypcopa 710 KOHITAa CTPOKU

f Shift + » Ctrl + 3¢ Cmd + Ctpesnka BBepx

Paciuputs BeiziesieHre k Hauasmy ab3aia

f Shift + » Ctrl + 3¢ Cmd + Ctpesnka BHU3

Paciuputs BeifiesieHHe 10 KOHIIA ab3alia

f Shift + Ctpenka BBepx

PHCIHI/IpI/ITI) BbIJIeJIEHVe Hd OJHY CTPOKY T€KCTa BBEpX

{r Shift + Ctpeska BHU3

PaCIHI/IpI/ITb BblJleJiIeHre Ha OJHY CTPOKY TeKCTa BHU3

JIBOMHOe HaKaTHe JIeBOM KHOIIKY MBIIIIHN

Brinenutsb ciioBo

TpoiiHoe HaXkaTHe JIEBOM KHOTIKY MBIIIIN

Brimenuts ab3ais

HaxkaTtue j1eBO¥ KHOTIKY MBIIIH U
nlepeMelleHHe Kypcopa BBepx

BI)II[EJ'[I/ITI) TeKCT BBepx

HarkaTuie JIeBOM KHOTIKY MBIIIH U
nepemerieHre Kypcopa BHU3

BrigenuTh TeKCT BHU3

* DOmu couemarus kaaBuwl ucnoab3ytomcs npu pedakmupoBaruu daHHbIX 6 auelike mabauubl. Ymobbl nepelimu
6 pexicum pedakmupoBaHus, Boidenume sueliky 060iiHbIM WEAUKOM MblWU UAU Haxcmume KaaBuuy F2.

Ilepemewenue no mexkcmy 6 pedakmupyemoti saueiike*

Crpenka BieBo

Ha omun cuMBoJI Bi1IeBO

Crpenka BIIpaBo

Ha OIVH CUMBOJI BIIPABO

38 Cmd + CrpeJika BileBO

Ha opgno cioBo BiieBo

38 Cmd + Crpesika BIpaBo

Ha onHo ciioBo BiipaBo

Crpenka BBepx

Ha ogny cTpoky BBepx

Crpesnka BHU3

Ha onHy cTpoky BHU3

38 Cmd + Crpesnika BBepx

Ha navano npenpimymero ab3ama

38 Cmd + Crpesnka BHU3

Ha navano crnepytorero ab3ara

* Omu couemarus kaaBuw ucnoab3yromes npu pedakmupoBaruu daHHbIX 8 auelike mabauubl. Ymobbl nepelimu
6 pexxcum pedakmupoBaHusi, Boidenume sueiiky 060THbIM WEAUKOM MblUU UAU Haxcmume KaaBuury F2.

Paboma ¢ gopmynamu u ynkuuamu

~< Option + F9

3aMeHUTh YacTb GOpPMyIIb/POpPMyITy Ha BEIYMCIIEHHOE 3HaYeHHe

~ Option + =

Brictpas BcTaBka pyHkuun CYMM ¢ aBTOMaTH4YeCKUM
olpejiejleHHeM apI'yMeHTOB

F9

[lepecunTtatb GOpMYyIIBI BO BCeM JOKYMeHTe
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Coueranue KJIaBHIII

Komanna wim neiicteue

f Shift + F9

[lepecunTtats GpOpMYJIBI HA JIUCTE

{t Shift + ¢ Cmd + F9

[lepecunTtath GOPMYJIBI IPUHYIUTEIBHO

{ Shift + 3¢ Cmd + F5

OOHOBUTDH CCHUIKY Ha JdHHbIEe BO BHEIITHUX NOKYMEHTdX

Jpyaue couemanus knaBuw

% Cmd + N

Co3pmatp daiin

$#Cmd + O

OTxpbITH aiin

% Cmd + P

OTKpBITH OKHO NPeIBAPUTEILHOIO TPOCMOTPa Y HACTPOMKU

3¢ Cmd + 0 (HO7TB)

VYcranoBuTh dakTryeckuit Maciitab crpanuiist (100%)

€ Cmd + K BcraBuTh CCBUIKY

8¢ Cmd + { Shift + V BcraButh ccbuiky 13 6ydepa obmeHa
$Cmd + F OTKpBITH MMaHeNb ITOUCKA

{r Shift+ F3 OTKpBITH MaHe b QYHKITUN

$Cmd +/ OTKpBITH OKHO OBICTPBIX AeMCTBUI
Fn+F1 OTKpBITH CIIPaBKy NPUIOXKEHUS

Haskatvie mpaBoii KHOIIKY MBIIITHA

OTKpBHITH KOHTEKCTHOE MEHIO BEIOPAaHHOT'O 3JIeMeHTa

% Cmd + Q

SaKprTb dKTHMBHOE OKHO ITPUJIO’KEeHH s
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VICTOPUS USMEHEHUU JTOKYMEHTA

Onucanue U3MeHeHHH

JaTa
06.08.2024 IlepBas mybmumkanus

— B pazgene 4.5.4.1 yopan nyonukat pucyska 189.
26.08.2024 — B pazgene 4.11.4.3 ckoppeKTHpOBaHa HyMeparyst

criicka Ha crpanwure 310.
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