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INEPEYEHb COKPAIIIEHUH

COKpaIIIEHI/ISI, KOTOPBIE UCIIOJIb3YIOTCA B HACTOAIIEM NOKYMEHTe, IIpYBeIeHbI B Ta6m/1ue 1.

Ta6usmma 1 — Cokparenust 1 paciinppoBKHU

Coxpamienue PacmmmdpoBka
oC OmnepanuioHHas cucreMa
I10 IIporpammHOe obecrieyeHue

«MonOduc Tekct»

Hacronsaoe npunoxenne «MoiOduc Tekct. JloManiHsst Bepcus»

«MoitOdwuc Tabmuma»

Hacronbroe npunoxkerne « MoinOdwuc Tabmuma. omManrHsIs Bepcus»

«MoitOdwuc ITpesenTariusn»

Hacronbroe npunoxkerne « MoOdwuc IpesenTarust. JJomMarmHas BEPCHUS»

[10 «MoiOducy»

Hacronbapie npunoxkernst « MoitOduc Tekcty, «MoitOduc Tabmumay,
«MonOduc IIpesenTanus»
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1 OBIIIME CBEJEHUS

1.1 Haznauenue

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

«MonOduc TekcT» BXOIUT B COCTaB IPOAYKTOB:

—  «MoiutOduc CrangaptHbid 3. JloMalIHsIsSI BEPCUSIY;

—  «MoitOduc njist toMay.

[TonpobHOe omnucaHve BO3MOXHOCTeN IIpPUJIOXKEeHUs! IIPUBEIeHO B COOTBETCTBYIOIEM

BallleMy TPOJYKTY JIOKyMeHTe « PYHKITMOHAIbHbIe BO3MOXKHOCTH.

CocraB (IDYHKHI/IOHaJlebIX BO3MOXKHOCTEH IPUWIOXKEeHUS MOXEeT OTJIMYaTbCA B 3aBUCHUMOCTHU

OT IIPOAYKTa U OHepaHHOHHOﬁ CHCTEMBEI.

1.2 CucremHbIe TpebOBaHUS

[lepeuenp TpeboBaHMII K IIPOrPaMMHOMY U alllapaTHOMY oO0eclieyeHUIO IIpUBefieH B

COOTBETCTBYIOIIIEM BallleMy MPOAYKTY JOKYMEHTEe « CucreMHble Tpe6OBaHI/IH».

1.3 Orpannuenus
1.3.1 Orpanu4yenus Ha popmat ¢aiiyioB

Cnucok ¢dopMmaroB, mnojaepkuBaeMbix mpuioxkeHneM «MonOduc TekcT», npuBefeH B

Tabmuiax 2 u 3.

Taonumna 2 - Ilognep:xuBaemreie ¢popmatsl ¢paiisioB B OC Windows/Linux

Onepanus IToanep:xuBaeMsblie popMaThl

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

OTkpbITHEe/UMIIOPT ailyioB HTML, HTM, XHTML

CoxpaHeHure/3KCIopT (aition DOCX, ODT, XODT, RTF, TXT, PDF, PDF/A-1

Cosnanue 111ab0HOB $aiiyioB XOTT

HUcnonb3oBanue 1m1abI0HOB I

_ DOTX, OTT, XOTT
co3nanus Gaiios
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Taonuna 3 - Ilognep:xxuBaemsbie ¢popmarsl paisioB B macOS

Onepanus

Iloanep:xuBaeMsble popMaThI

OTKpBITHE/UMIIOPT GaIoB

DOCX, ODT, XODT, TXT, DOCM

CoxpaHeHre/3KCIopT ¢aiion

DOCX, ODT, XODT, PDF, PDF/A-1

Co3pmanue 1m1a610HOB $aiioB

XOTT

Hcnonb3oBanue 1mabaoHOB A1
co3fanus GaiioB

DOTX, XOTT

1.3.2 Ilonnep:xuBaemMsble A3bIKM HHTepQeiica

— Pycckui;

—  AHruickuii;
— DpaHIy3CKul;
— Tarapckwuii;

— bamxkupckuii.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MH», 2013-2024
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2 IIOATI'OTOBKA K PABOTE

2.1 YcranoBka

VYcranoBka [10 «MoitOduc» mogpobHo ommcaHa B JokyMeHTe «HacTonbHBIE TIPHIOKEHHS

«MouOduc Tekcry, «MoitOduc Tabmuray, «MoitOduc I1pesenTtamus». PykoBojCTBO M0 yCTaHOBKeY.
2.2 3amyck

2.2.1 3anyck B OC Windows

Yrobel OoTKpbITH mpusioxkenrne «MoitO¢uc Tekcr», ycraHosieHHoe u3 Microsoft Store,

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

M

(;" Meawanneep

D_‘ Moﬁchm: MpesexTauma lomMawHss B...

Hogbie

TR
Mo#Oduc Tabauua flomalHas sepcuna

E Mo#Oduc Tekcr Jomalunsas sepcua

Pucynok 1 — SApnbik npunoxenus B rimaBHOM MeHt0o OC Windows

Ytobbl OTKpBITH TpunoxeHne «MonOduc Tekcr», ycTaHOBIIEHHOe C  CcalTa

https://myoffice.ru/products/ofis-dlya-doma/, mienkautre mo ero spiblky Ha pabodeM cTojie

(cm. Pucynok 2) wiu B rmaBHoM MeHto OC (cm. Pucynok 3).

= .

MoiOdue  MoiOdwue MoirOduc
Tekcr. Jo...  TaGawua.. [NpesedTau,.

'« i

Pucynok 2 — SApnbix npuioxenus: Ha pabodyem crosie OC Windows
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M
e (; Meawanneep

Mo#Oduc CrangaptHoiid. Jomaw... ™
Hoshie

D—' MoitOduc NpesenTayus. JomawHa...

L
HnoBbie

IR MoiOduc Tabauua. flomawHas sep...
Hoebie

MoinOduc Texcr. lomawnas sepcua

HoBbig

iiglﬂ Yaanuts MoiiOduc CrangapTHbiii. J...

Pucynok 3 — Spnbik npuioxxenus B riaBHoM MeHto OC Windows

2.2.2 3anyck B OC Linux

Yto06b! OTKPHITH NpUsokeHne «MorOduc Texkcr» B OC Linux, ImeIKHUTE 10 ero SIpJIbIKy B

meHto npwioxkenuid OC (cm. PucyHok 4).

(g PaBouni cron - LibreOffice Impress -
@ WHTepHeT Co34aHWE 1 peSAKTUPOBAHME NPE3EH..,
E Kop3avHa .
p3 % oguc | [, tbreofice math
- | Co3ganwe v peaKTPOBAHME HAYYHI..

.1?
S CMCTEMHEBIE . ,
T % LibreOffice Writer

G
B ® Crangaprrsie Co3gaHue ¥ pEAAKTUPOBAHME TEKCTE ...

2

Cucrema

** MeHejkep nakeTos ) e PTOjECELIDRE

- ﬁﬁ MMHHH[TPHPDEEHHE e nﬂaHHP-DEEHI-"I'E W yNpaBneHxe NpoeKT..
[%%| LleHTp ynpaeneHWA —

- PIe |T£| MapameTpel & MoiOdgwmnc NpezenTayna. jo...
TepMKUHan CozpaHwe W peaaKkT MpoBaHWe Npes...

| MoirOd¢wnc Tabnmua. loMallH...

LD 336nokuposaTh 3kpaH
BEriNoNHEHWe BEIUWCNEHWH, aHANWE...

3aBEPLIWTE CEAHC —— MoitO¢nc TekcT. lOMALLHAS ...
T CozgaHwe v pegaKTNpOBaHWE TEKC... -
0| BoiATKA
Mowck: | Q
sit, MeHio

Pucynok 4 — Spnbik npunoxkenus B MeHto npuiioxkenuit OC Linux
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2.2.3 3anyck B macOS

Yro6s! OTKpHITH npUsiokeHue «MoiOduc Texcr» B macOS, mienkHUTe 110 ero 3HA4YKy B

Launchpad (cm. Pucynok 5).

S &

MoitOduc T...Hsia Bepcua MoinOdwuc T...Hsa9 Bepcus MonOdodwuc I1...Has Bepcus

MBOO=2"eKR0 o@80 -

Pucynok 5 — 3nauok npusnoxenus B Launchpad

[Tpu nepBoMm 3anycke sipiblk npunoxenust « MoitOduc Tekcr» aBToMaTryecky A00aBIISeTCS

B Dock.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI' MWy, 2013-2024 18



MonOdonc

2.3 JInneH3uOHHOe COorJIallieHue

[Tpu nepBom 3amycke [10 «MoiOducy» BeIIONIHUTE ClleAyIoLe 1efCTBUS:

1.

Ybenurech, 4TO B OKHe Y CJIOBUS UCNIOIb30BaHuA U IlommTuka KoHpUAEHITHATIHLHOCTH
(cm. PucyHok 6), B BbimamaroreM crucke PerHoH TpaBAIBHO YKa3aH PErvioH Balllero
npokuBanusl. [Ipr Heo6xoMMOCTH BbIOEpHTE ero U3 BhIIAAAIOIIEro CIIMCKa BPyYHYIO.
BHuMaTennbHO TIpOYMTANTE YCJIOBHS JIMIIEH3WOHHOTO COTJIAIIEHWSI W TIOJIMTUKHU
KOH(}UIeHITUAJIbHOCTH.

Ecimm BBl cormacHbl ¢ 0603HAUeHHBIMU YCJIOBUSIMM, TTOCTaBbTe ¢uiakok {1 mpuHHMalo
YcnoBus ucnosnb3oBanud H IlonnTnky KOHPUAEGHITHAIBHOCTH.

Ecmu BBl cormacHsel c 1.i. 5-7 IlonmuTuku KOHPUAEHIIUATIBLHOCTH, MOCTaBbTe (PIIaskoK
Pazpemiao codupaTh aHOHHMHYI0 CTAaTHCTHKY IO HCIOJIb30BAaHHUIO NPHJIOKEHHS
IJIs1 yJaydlleHusl KadecTBa Hpoxykra. /laHHbii ¢diakok He OTOOpaXkaeTcs, eciid B
BbINIafjatoneM cinvcke Permnon Bei6pas Jlpyroi.

Haxxmute kHonky HauaTh paboTy.

= Ycnosua ncnone3osaHna u [MonuTuka KoHGHAEHLMANEHOCTH X

( [obpo noxanoratb
<) B MonOdwuc!

Yranute PErMOH NpOXKWBaHWA, uToObl YCI0BMA MCNOAB30BAHWMA COOTBETCTBOBANN
TpeboBaHWAM Ballei cTpaHel,

Pernom:

v |

JIMUEeH3MOHHEIA fJoroBop Ha
ucnonbsoaHne «MoinOduc CtaHAaPTHEINA.
JomaluHas Bepcus»

| B Poccwa

HacToAlee anUeH3MOHHOE cornalleHve (aanee —
«/IMLEH3MOHHbII JoroBop») YCTaHaBAMBAET YCIOBMA
MCNOAb30BaHUA AOMALLUHEN BepCcuM NporpamMmmbl Ana 3BM
«MoiOduc CTaHapTHbIA» (Aanee No TekcTy -
«[lporpamMmMHoe obecrneveHmnes») U 3aKNKOYAETCA Mexay Bamu
1 000 «HOBbIE OB/IAYHBIE TEXHO/IOTMMW», ABAAIOLMMCA
obnagaTeneM MCKIKOYMTENbHOMO NpaBa Ha lNporpaMmHoe
obecneveHue.

Paapeu.la»o COﬁMpaTh AHOHWUMHYH? CTATHUCTHUKY MO MCNOALI0BAHWKD NDU0OHEHWNA

ANA YNYy4LWEHWA KaYecTBa NpoayKTa.

A NpuHWMaKe YCNOBMA MENOAL30BaHWA WM [10AWTHKY KOHGWASHUWANEHOCTI,

OTtmeHa

Pucynok 6 — OkHo YcnoBus ucnosnb3oBanus u [lonutnka KoHPHUIeHIMAIBHOCTH
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Cbop aHOHMMHOW CTATUCTUKH IIPH HEOOXOJMMOCTH MOXKHO OTK/IIOYMTH B JlajbHEHIen
paboTe ¢ mpuioxkeHHeM. {7151 3TOT0 BBIMOHUTE CIIeYIOIIHe AeCTBUS:

1. Bribepute nyHKT KoMaHiHOro MeHio CripaBka > O nporpamme (cM. PrcyHok 7).

Cnpaeka

Cnpaeka F1
BoicTphie geicTemA Ctrl+/f

MpoBepuTe HaAKYKe ocBHOoBNEHWIA...

O nporpamwme...

Pucynok 7 — [IynkT komangHoro Mexo O mporpamme

2. B okue O mporpamme (cM. Pucynok 8) cuumure ¢dnaxkok OTHpaBIATH aHOHHUMHYIO
CTaTHUCTHKY II0 MCII0/IG30BAaHUI0 IIPHUJIOKEHHS] JIs1 YIIydIleHHsI Ka4eCTBa IMPOyKTa.

3. Haxmute KHONKY 3aKpBITh.

0 nporpamme >

MoitOduc® Tekcr

Cbopka 145 gna Windows

I

MoRO¢ue CtaHaapTHBIA, JoMallHas eepcia

Bepcwa 3.2H

YCnoBWA MCNONB30BaHWA
MonuTuka kKoHGWAEHUMANEHOCTIA

HpaEI’JEbIE YeeqonMneHnA

CHop AaHHBIX:

OTNpaenATE aHOHWMHYH CTATUCTHKY No
MCNONL20BAHWHS NPUACHKEHWA ANA
YAYULIEHWA KaYecTeEa NpodyKTa.

© 000 «Hoswe Obnaurme Texnonornms, 2013-2024
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2.4 AKTHBaNMA NOJIIMCKH

Eciy nMneH3noHHOe corvianieHWe MPUHATO (CM. pasfien BbIllle), IIPU I1epBOM 3allyCKe
ITO «MoitOduc» OTKpbIBaeTCs OKHO yIpaBjieHMsl noamuckod (cMm. Pucynok 9), ¢ nomomibro
KOTOPOI'O MOXXHO:
— odOopMUTh MOJIMCKY Ha MCIOIb30BaHUe INpoJyKTa C OecrulaTHBIM 21-7HEeBHBIM
IIepPUOJIOM;
— eqy nojnucka opopmisiack y naptHepoB «MonOducy» — BBeCTH KOJ 1711 aKTUBAIUU
IIOJINIMCKU Ha TeKyIlleM YCTPOWCTBE;

— ecnu mojanucka odpopmisuiack Ha cauTe https://myoffice.ru/products/ofis-dlya-doma/ —

BOUTH B ydeTHyI0 3amuch «MorOdwuc» s akTHBAlMA MOJMUCKA Ha TeKyIeM

YCTPOWCTBe.

" | bonblue BO3MOXHOCTEN C NOANUCKON X
MonOdwnc ana goma

Moayumte goctyn kKo Bcem GyHkUMAM nNpunoskeHnid MoROdwue gna
paboTel ¢ TekcTamK, TabAULaMK 1 NPe3eHTALMAMKW HA KOMMNEHOTERE K1
CMapTHOoHe,

MCI'IPEBJ'IEHHH U KOMMEHTapHn

OTmeuaiite nzmeH EHWA, OCTABNANTE KOMMEHTADMH,
@M I:T|3}'I:‘1TE KOMMEHTAPWW COABTOROE

3awmTa Tabnuubl

CTAaBLTE 3ALUMTY Ha IMCTEI W CTRYKTYRY TaBau4Horo
AOKyMeHTa

Moaaepxka gpopmarta CSV

Pabotaiite c Tabauwuamm B ygobnom ¢opmare
€ BO3MOXHOCTEH BoIGpaTe pasgenntent

¥3HaTk GoAbLe O NoOANWCKe

YnyJdlleHHbIA NokKaz cnanaos

|_|3ME.'EKBI}ITE BEHUMAHWE Y ANTOPUA C NOMOLLBHD
EI|ZCCKP1H YWKE30K W BOIMOMHOCTH ERIAENATE obBEKTE
Ha 3KpaHe

PexxuMmbl nepecyeTta popmMmyn

BriBupaliTe MemLY SETOMAETHHYECKAM M PYYHBIM
nepecqeTom

CpaBHeHWe JOKYMEHTOB

MomomeT BEICTRC ONPEAENNTE, 4TS N3MEHWOCE
B HOBOW BepcuK daiina

Monpo6oBats 6ecnnatHo

& Yse ecTb NoANMCKa?

AKTMEMPOBATL KOA BoiiTi B yueTHyIO 2anmchk

Pucynok 9 — OkHo yripaBiieHus TOANUCKON
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Jlyist obopMIiieHHsI ¥ aKTUBAILIMK MOJMKMCKA He0OX0qUMO UMeTh IOCTYII K CeTH UHTepHeT.

be3 dKTHBAIIMM 4YdCTb qDYHKIII/Iﬁ B INPUIIOKEHHUSIX HeOOCTyIIHa M OTMe4YeHa MapKepaMu ®

(cm. Pucynoxk 10) wnm nkonkamu £3.

@aiin  [lpaeka Beraeka @opumar  Woeotpymentm Bug
JofaenTs = v 2 C &

HM3GpaHHoe Tann Mpaeka

Pucynok 10 — @yHk1Ms HeJOCTyIIHA

2.4.1 O¢popmMuTs NOAMHCKY

Y1066 0pOpMUTH TOAIUCKY C OecIiiaTHBIM 21-THEeBHBIM II€PUOIOM, B OKHe YIIpaBJIeHUs
noanvckou (cM. Pucynok 9) Haxxmute kHoriky IlonmpoboBaTts 6ecriaTHo.

Ecmm JdHHOe OKHO OBITIO 3dKPBITO, BbI6epI/ITe ITYHKT KOMdHIOHOI'O MEHIO Hommcxa >

ITonpoboBars 0ecrtaTHo (cM. PucyHok 11).

Mognuecka Cnpaeka

Moa nognucka
MonpoboeaTte BecnaaTHo
AKTMBWPOBATE KOA

Bolitk B yueTHyo 2anuce

Pucynok 11 — Komangaoe mento Iloanmucka

Jy1st opopMIiieHMsI TIOATIMCKU CIleiyiTe UHCTPYKIUSAM Ha CaiTe.
Yro6s! 106aBUTH TeKylllee YCTPOMCTBO B MOANMCKY, BblOEpUTe MYHKT KOMAaHIHOTO MEeHIO
ITopnucka > BoiiTu B yueTHy!0 3anuch (cM. PrucyHok 11).

B oxue Bxox (cm. Pucynok 12) BBenuTe AaHHBbIe YYeTHOH 3allMCHM U HaXXMUTE KHOIKY

Boiitu.
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Bxog, e

Boiaurte B y4eTHyto 3anuce MoilOduc

AAI:IEI: 30, NOMTBI

MNapoab:

o)

3abev napone?

Het yuetHoii 3anwcn? Cozaate

BorTK OTMmeHa

Pucynok 12 — Oxno Bxon

B oxne Brioepure mommucky (cM. PucyHok 13) ykaxkuTe MOJUHCKY Ui HOJKIIOUEHHS

TeKy1ero YCTpOfICTBa " Ha’)KMHTE KHOIIKY HpO)];OJ'DKI/ITB C MMOAITHCKOM.

Bbibepute nognuncky X

o MoinOduc ana poma
JoctynHa ewe 23 aHA — wcrekaeT 19.12.2024

MpoaoKWTL € NOANWUCKOW

3akoHJYMnMce yerpoictea? MNMomeHanTe Tapud
B KynuTe nognwciky
WA KYNTE HOBYH NMOAMNUCKY.

¥ mMeHA ecTb KO aKTHEALHMK

Pucynok 13 — OkHo BeidepuTe mognucky
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B okue IIpo0HBIit Hepuoa akTHBHPOBaH (cM. PucyHok 14) Haxkmute kHotiky OK.

MoiiQduc ana goma =

Mpo6HblIA Nneproa akTUBMpOBaH

o

Bbl MOXETE NONB30BATHCA BCEMKW BOZMOMKHOCTAMKM Nognucki BecnnatHo 21 feHs.
Mocne storo c yKa3aHHOI:1 KapTbl 5y,£I,ET cncaHa Nnata 3a NoANnKcKy.

Pucynok 14 — Okuo IIpo0HbIii TepHosy aKTHBHPOBAH

2.4.2 BBecTH KO aKTUBaIlUU

Ecnmu noanucka opopmiisiiiack y napTHepoB «MoitOducy», nobaBbTe Tekyilee yCTPOHUCTBO B
MOJITMCKY C MOMOIIIbIO KOJIa aKTUBAIUU. [1Jis 3TOro B OKHe yIipaBieHus: nojnuckou (cMm. PucyHok 9)
HaXMUTe KHOIIKY AKTHBHPOBAThH KOJI.

Eciyn nanHoe okHO OBIIO 3aKpBITO, BbIOepuTe MyHKT koMaHAHoro MeHio Ilommucka >
AxTuBupoBartb kof (cM. Pucynok 11).

B okne AxtuBanusa konma (cM. PrucyHok 15) BBeuTe KOJl akTUBAIlMM M HAXXMHUTe KHOIIKY

AKTHBHpOBaTH.

AxTnEauma Koga =

BeeauTe Kog akTUBaLMK

© Mpw akTMEALMW HOBOTO KOAa OCTABLIMECA AHM TEKYLLEN
NoANUCKKM WAK NpoBHoro nepuaga GyayT
AHHYAMPOBaHLI,

[ae HalTK kKoa? w

AKTUBMPOBaTE OTmeHa

Pucynok 15 — OxHo AkTHBanus Kona
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2.4.3 BoiiTH B y4eTHYI0 3aIIUCh

Ecnmu nmogmucka mpuobpetanack Ha cauTe https:/myoffice.ru/products/ofis-dlya-doma/, s

aKTUBAIUM ITOANKCKY Ha TeKYIleM YCTPOMCTBe BOMAUTe B yueTHY!O 3anuch «MouOducy. s atoro

B OKHe yIIpaBjieHus oaAnucko (cM. PucyHok 9) HaxkmuTe KHOTIKY BOMTH B y4eTHYIO 3aIHCh.

Ecmm manHOe OKHO OBUIO 3aKpBITO, BbIOepuTe MyHKT KoMmaHaHoro meHio Ilogmmcka >

BoiiTu B ydyeTHy10 3anuch (cM. Pucynok 11).

B okne Bxop (cMm. PucyHok 12) BBeiuTe 1aHHBIe YYeTHOM 3allMCH U HAXKMUTe KHONIKY BoiTh.

B oxne Brioepure mommucky (cM. PucyHok 13) ykaxuTe HMOJUHMCKY Ui HOJKIIIOUEHHS

TeKyIIero yCTpOMUCTBa U HAKMUTe KHOTIKY IIpoo/KUTh ¢ OAIUCKOMH.

2.4.4 CBeneHud o NoamuckKe

YToOBI IMPOCMOTPETb CBeleHKA O IIOAIINCKe, BbI6epI/ITe ITYHKT KOMdHIHOI'O MEHIO Ho;umcxa >

Mos nogmcka (cm. Pucynok 11).

OTkpoercst okHO Most moamucka (cM. PrucyHok 16).

Mos nognucka

® YuertHasa 3anucb MonOduc

OBHOBWTL cTaTyC AKTWEMPOBATb KO

Jata okoHYaHWA: 19.12.2024
Kog aktneaumm: P I T N T T ¢
JIMUEH3NOHHBIF Karou:

B yueTHyio 3anuck

-
B y4eTHOR 3annon MOXHO OTCNEXMBATE CTATYC NOAMNUCKK, MEHATE cnocobel onnatel U 406aBNATE
HOBbIE YCTPOACTEE,
Buiiiti
T Moiioduc® |
MOHO(I)HC ana agomMa ¥npaeneHue NognMcKom
< @ Moanucka akTeHA

Pucynok 16 — Okno Most nognucka
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2.4.5 Yacro 3aaBaeMsbie BOPOCHI

OTBeTBl Ha YacTo 3aldBdeMble BOIIPOCBI, KACdlOIMHUeCd IIOKYIIKHW W OIlIaTbl, YCTAHOBKH U

yAaaJjieHusd, dKTUBAIUHU U IIPOJAJIeHHs ITOAITMCKHA OHY6JII/IKOBaHbI B CIIPABOYHOM IIeHTpe «MOI‘/JIO(I)I/IC»,

B pazgene FAQ.
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2.5 O0HOBJIEHHE POYKTA

ABTOMaTI/I‘-IECKYIO IMPpOBepPKY HAJIMYKHI HOBBIX Bepcnﬁ MOJXHO BKJIFOYHUTDb, eCJIu:

— TI0 «MoitOducy» ycranoeHo c caita https://myoffice.ru;

— pabora ¢ HuM ocymectsisercss Ha OC Windows mimu macOS.

J1Jisl BKJIFOUeHUsI aBTOMAaTH4YeCKOM IIPOBepPKY BBIIIOJIHUTe CllefyIolye NelCTBUS:

1. Tlocme mepBoro 3amycka mnpwiokeHnd «MorOduc Tekcr», «MonOduc Tabmuma»y u
«MonOduc [Ipe3enTanyisy 3akpoiiTe UX U OTKPOUTe JTF000e U3 3TUX IIPUJIOXKEeHUH TIOBTOPHO.

2. B okue O0HoBiienne npuinoxkenus (cM. Pucynok 17) Haxmure kHonky IIpoBepsaThb

dBTOMATHYECKH.

DBHOBAEHWE NPHACHEHNA

r F MNpeeepaTts HanMuyKue oBHOBAEHWA aBTOMATHYECKAT

KoTiTe W Bbl, 4ToBB HaAWYWEe OBHOBAEHWHA NPOBERANCCE
aBEToMaTHHeckn? Bol BCerga MomeTe NpoBepUTE 4OCTYNHE
0BHOBNEHWMA M3 KOMEHIHOD MEHHD,

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

Pucynok 17 — OxHo O0HOBJIeHHe IPHJI0KeHUS

Eciu Tpebyercs OTKIIOYUTH aBTOMaTH4eCKUM ITOMCK HOBBIX Bepcui, HakmMuTe KHOIKy He
NPOBEpPATH.
Hanuuue HOBBIX Bepcuii MOXHO TakKe IPOBepUTh BPYuYHYIO. [ljis 3TOro BeIOEpUTe IyHKT

koMaHAHoro MeHio CrpaBka > IIpoBepurts Hamuue o6HOBJIIeHHH (cM. PucyHok 18).

Cnpaeka F1
BoicTphie gedcTEMA Ctrl+/f

MpoeepuTe HAWYKE CBHOBREHWA...

Pucynok 18 — Ilyukt komanaHoro metto IlpoBeputh Hasin4yue 00HOBJIEHHH

[Iaru mo o6GHOBJIEHUIO MPOTYKTa MOJPOOHO OMMCAHbI B IoKyMeHTe « HacTombHbIe MPUITOXKeHUsT

«MoiiOduc Tekcr», «MonOduc Tabmumay, «MoitOduc Ipesentarus». PykoBoICTBO 110 yCTaHOBKEY.
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3 UHTEP®EVC

3.1 I'maBHOe 0OKHO

B rnaBHOM okHe nipuiioxkenus «MonOduc Texcr» conepxkarcs (cMm. Pucynok 19):
1. Komaumnoe meHro.

2. IlaHenb UHCTPYMEHTOB.

3. Pabouas 06sacThb.

4. BokoBas IaHeJb.
5

CTpoka coCcTosIHHUS.

KomaHgHoe meHo MaHens MHCTPYMEHTOB
| |

= Hoeniii gokyment 1 - MoiiO¢uc CrpraapTHelii. Jomalunas sepcua - O *

®ain [lpaeka Beraska @opmar  WHotpyments Bug  OBwmi goctyn Mognwcka  Cnpaexa

L B XD B~ & T A Tr

NoBaenTe g] v 9 C Q woe
H3bpanHoe ®ain Mpaska WpwndT AB3ay Crian BcraBka ~
2 -l 2 3 4 5 6 7 & o 10 111 13 4 15 16 1T 18 ~
1 Bokoeas naHens —————@

- PaBouan o6nactb

&
CrpaHnua 1 uns 1 ' - L ] + 0% v
|

CTpoKa coCTOAHMA

Pucynok 19 — I'maBHoe okHO nipusioskeHust «MorOduc TekcT»
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3.2 KomanaHoe MeHI0

B xomangHoMm Menio (cM. Pucynok 20) comep’kaTcss OCHOBHble KOMaH[bI JjIsi pabOTHI C

IIpHUJIOKEeHHUEeM.

= Hoeuiii gokyment 1 - MoiOdwne CrangapTHeii. JomalHas sepona — O *

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

Pucynok 20 — KomannHoe MeH!0

J171s1 6BICTPOTO BBITTOTHEHHS 3TUX KOMaH/I IpeHa3HavYeHbl:
— couetanus kiaBuil (cM. Tabmumy 15 u Tabmuiy 16) — mponucaHbl HAITPOTUB KOMAaH]T B
KOMAaHIIHOM MEHIO;

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

[lanens wuHcTpymMeHTOB (CcM. PucyHok 21) comepXdr HWHCTPYMeHTHI [jisi paboThl C

COIEpPKUMBIM JIOKYMEHTA.

+ v 0oy & [ | X0Thames v
Jobasnts =Y 9 & X K Y AR e

Via6panoe ®aiin Mpasia [ AB3ay Cram

=" | AaBoB: AaBGB AaB6B AaFGBs ... v B @y B -
.13‘—)\? 3'1'? oK1 333 ok2 ' zai o3 @ [L’JI |_‘

BcTagka ~

Pucynoxk 21 — [1anenb H”HCTPYMEHTOB

BHenHuii BUJI IaHe/I UHCTPYMEHTOB MOXKHO U3MEHSITh:

— BbIOMpATh peXXuM 0TOOpa)keHus ITaHeJId UHCTPYMEeHTOB WJIM CKPLIBATh ee C 9KPaHa;
—  CKpbIBaTh/OTOOpaXkaTh Ha3BaHUS U COZIEPXKMMOe Pa3/iesioB MaHeIl NHCTPYMEeHTOB;
— HacTpauBaTh cocTaB pasjena MI3opaHHoe;

— CKpbIBaTh U 0TOOpaxathb pasnen M3opanHoe.

3.3.1 3MeHUTH pe:KUM 0TOOPaKeHHUsI TaHeJI HHCTPYMEHTOB

YT0oOBI U3MEHUTh pexum OTO6pa}KeHI/I$I IMaHeJIM THCTPYMEHTOB, BbIIIOJIHUTEe CJIeIyIoIIre JIEUCTBUS:

1. Bribepute myHKT KOMaHHOTO MeHIO Bup > Ilanens nuacrpymenToB (cM. PrucyHok 22).

Bug Obwwi goctyn  [NMognwcka Cnpaeka

NMuneirka Ctrl+Shift+R AT AT =
\ =
Heneuataembie CHMBOABI
[¥] @ [¥) _I_i_|__ [
Pesim npeseHTaLmm
AB3ay
Macwrab L
MaHens MHETpYMEHTOE b &  CrangaptHan
KomnaktHan

CHpBITE NaHEens

~  HazeaHwA pasgence

~  zbpaHHoe

Pucynok 22 — KomangHoe mento Bug

2. B oTkpbIBIIEMCS IOJIMEHIO BbibeprTe TpebyeMblil pexxuM 0TOOpakeHUsI:
— CraHgapTHasi — MHCTPYMeHThI PacIojIOKeHbl B JIBe CTPOKM, Ha3BaHHUs pa3fiesioB
otobpaxaroTrcs. [Ipy HeoOXOAMMOCTH Ha3BaHUS Pa3/leioB INaHelId WHCTPYMEHTOB

MOXHO CKPBITB (CM. pa3zze 3.3.2).
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— KoMmnakTHasi — HTHCTPYMEHTHI PACIIOJIOXKEHBI B OJJHY CTPOKY, Ha3BaHMSI Pa3/ielioB He
0TOOpaXXaroTCSl.

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

J1Jis1 GBICTPOTO TIepeKIIoUueHus] MeX]Ty CTaHAAPTHBIM M KOMITAKTHBIM PeXXUMOM O0TOOpaXKeHHs
MaHeJlId UHCTPYMEHTOB UCHOJb3yHWTe KHONKA + (KoMmakTHasi mnaHelb HWHCTPYMEHTOB)

(cm. Pucynok 23) u v (CTanmapTHas HaHeJIb HHCTPYMeHTOB) (cM. PucyHok 24).

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

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

Bcraska

Pucynok 23 — Knonka KommakTHasi naHejib HHCTPYMEHTOB

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

Pucynok 24 — Knonka CtaHmapTHasi HaHeJIb HHCTPYMEHTOB

3.3.2 CKpBITH HJIH 0TOOpa3uTh Ha3BaHHS Pa3/iesioB

[Tanens uHCTpyMeHTOB (cM. Pucynok 21) B npunoxenun «MoiOduc TekcT» cocTouT u3s
pasnenoB. Kaxnbiii paszmen (3a uckiIodeHHeM pasfeiia M30paHHOe) CONEepXXUT TPyIITy
MHCTPYMEHTOB, IIpeJJHa3HauYeHHBIX [UIsl BBIIIOJIHEHUs ompefesieHHOM 3amauu. Harpumep, pasgen
CTHiaM co/lep>XUT UHCTPYMEeHTHI /711 paboThl CO CTUJISIMU TeKCTa.

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

J1Jis 3TOTO BBINIOJIHUTE CIIe[lyIoIlire 1eHCTBUSL:

1. Bribepute myHKT KOMaHJHOTO MeHIO Bup > Ilanens nuacrpymenToB (cM. PrucyHok 22).

2. B oTkpeiBiIeMcs nogMeHto cHumuTe ¢puiaxkok HazBanus pasnesios.

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

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

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

PBSI[EJII:)I IaHeJIM UHCTPYMEHTOB MOI'YT CBOPAYMBATBCI dBTOMdTUY€CKH, IIpU YMEHLIJ_IE‘HI/II/I/

YBeIIM4YeHUH pa3Mepd I'NIaBHOI'O OKHA IIPUJI0XKeHH s, UJIK BPYYHYIO.

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

Ha ero MpaByIO IPaHUITy U HAKMHUTe KHOTKY * (cM. PucyHok 25).

Beraeka @opmar  Wectpymednte Bug  OBuwwid goctyn  Mognwcka

~ \r": ﬁ W é D HO Thames W

= v O C & *%}I{KHM’:

daiin Mpaska WpudT

Pucynok 25 — Knorika cBopaurBaHus paszena

Yto6bl 0TOOpa3UTh HHCTPYMEHTBI CKPBITOTO pasfiesa, IIeJKHUTe I10 HeMy MBIIIbIO

(cM. PucyHok 26).

Beraeka @opmar  Wectpyments Bug  OBwnid goctyn
o) v c><1 XO Thames w 14 | w
Sv . X K Y- A

dann Mpaska WpudT
o B~ & [
2 &

Pucynok 26 — UHCcTpyMeHTHI pa3zena

YToOBI pa3BepHYTh pa3jies, HXKMUTe KHONKY * (cM. PucyHok 27).

Beraeka @opmar  MHctpymentsr Bwg  OBwwid goctyn  Mognwcka

o c>‘{o KO Thames w 14 |« AT ,ﬁ.,+
= . '%}HKHQB... Av O

dain Mpaska W pudT

Pucynok 27 — KHorika oTobpakeHHsi ”HCTPYMEHTOB pasjiesia
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3.3.4 Hactpours cocras pa3aena «A3opanHoe»

B pa3zell rmaHejii MTHCTPYMEHTOB I/Isﬁpalmoe MOZKHO HOﬁaBHTbZ
— YdCTO UCIIOJIb3yeMble KHOIIKHY ITaHeJIX UTHCTPYMEHTOB;
— KHOIIKHM JJI4 BBIIIOJTHEeHHWS 9aCTO HMCIIOJIb3YyeMBIX ITYHKTOB KOMaH/HOI'O MeHIO;

—  KHOIIKY JJIsl BBITIOJTHEHHS YaCTO MUCIIOIb3yeMbIX MaKpOKOMaH/ (CM. pasfen 4.13).

B M3opannoe MoXxHO n06aBUTh OT 1 10 14 371eMeHTOB.

CocraB maHeu I/IBGPHHHOE XPdHUTCA B HaCTpOIZKaX IMPUJIO’KEHUA Ha TeKyIlleM KOMIIbIoTepe

" He I1epeldeTCsd B CO3[IaHHbIX Hd HEM JIOKYMEeHTdX.

3.3.4.1 J106aBUTH KHOIIKY C IIaHeJIH HHCTPYMEHTOB

Yrto6bl f06aBuTH B I30paHHOoe KHOIIKY C ITaHeJId MHCTPYMEeHTOB, IIeJIKHUTe 110 Hel MTPaBou

KHOITKOU MBIIIH U BBITIOJHUTe kKoMaHy [{lo6aBuTh B n3dpannoe (cM. PucyHok 28).

+ =

1 W
_ AaboB1
a7 ! DERIYHEIF

JobBaenTe B M3bpadHoe

el
I
{

[rp—

£ v T w =

AG3ay

Pucynok 28 — Komanga /lo6aBuTh B n3opanHoe

B Hacrosiee BpeMsi HeZJOCTYyIIHO J1006aBjileHMe KHOIIOK IaHeJld WHCTPYMEHTOB, KOTOpble

OTO6pa>KaI-OTC5I IIoCJIe HA’KaTU4 Ha KHOIIKY =°=.

[Tpu no6asnenvy B 30paHHoe KHOIIKA He y[assieTcs U3 pasfielia [aHelu UHCTPYMeHTOB, B

KOTOPOM OHd PdCIIOJIO’KEHA.

3.3.4.2 J106aBUTH KHOIIKY /I/I1 BBITIOJIHEHUS IIyHKTa KOMAaHIHOT'0 MeHI0

Yto6sl 106aBUTH B I30paHHOe KHOIIKY I BBITIOTHEHHS ITyHKTAa KOMaHIHOTO MEeHIO:
1. Beinmonaute koMaHay n00aBiIeHUs] OJHUM U3 CIIeAYIOMIMNX CIIOCOOOB:

—  Ecm paspen M30pannoe myCT, HKMUTE B HeM KHOIIKY —+ Jlo6aBuTh (cM. PrcyHok 29).
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L By xDey 4 O
AobaenTs Lg.lv (__j C Q

MaGpanHoe Tain MpaBka
Pucynoxk 29 — Knonka Jlo6aBuTH
— FEcmu pasmen W30panHOe conepxuT no6aBiieHHbIE 3JIEMEHTHI, IeJIKHHATe TI0

mo0b0OMy MecTy pasjeiia IpaBOM KHOIKOW MBIIIM W BBIIOJHUTE KOMaHAY

KOHTeKCTHOro MeHI0 [lobaBuTh AeiicrBue (cM. Pucynok 30).

'C_-\‘,- w Y, [ ﬁ w é D KO Thames
MzBpaHHoe Q X K
HM3Bpann WpudTt

JobaenTs JeiAcTBNE %

OYMCTUTE

Pucynok 30 — Komanpa JlobaBuTh fefictBue

2. B otkpeiBiiemcs okHe (cM. PrucyHok 31) BbibepuTe TpebyeMblii ITyHKT KOMaHIHOTO MEHIO.

+ By XD oy &0 0
JobaeuTh g} b D C Q

HzGpa

Cozgate

@ Co3aate no wabaoHy...

o

OTKpBITE..

b9

Coxpannte

8

BeicTpan nevats

MapameTpo cTpaHuLp

in

Meuatk...

(__'J OTMeHNTE

l’:) MoeTopuTe

C'X:, Bripesath

Pucynok 31 — OkHo go6aBiieHus MyHKTOB KOMAaH/IHOT'O MEHIO
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3.3.4.3 J106aBUTH KHOIIKY /I/IS1 BHITIOJTHEHUSI MAaKPOKOMaH/IbI

Yto6s! 106aBuTH B 130paHHOe KHOIIKY JIJIsl BBITIOJTHEHUsSI MAKPOKOMAaH/IbI:
1. Ha 6oxoBo# maHen HAXKMUTe KHOTIKY @ (Makpoxkomanzsbr) (cM. Pucynok 32).

2. HaBenuTe Kypcop MbIIIM HAa Ha3BaHUe TpeOyeMoW MaKpPOKOMaH/bl M HAXKMHTEe KHOIIKY

(Emxe).
I
AaBOB AaB0B! AakoBs .. [H. [0 (0] &

Jarc.or 1 Jaro.ox 2 3aro..ox 3

Bcraska

- MakpokomaHabl Q

Hoean MakKpokoMaHaa @

MakpokomaHaa B

Pucynok 32 — Ilanens MakpokoMaHbI

3. B BhImajarolneM crivcke HaBeJuTe KYpCOp MBIIIK Ha kKoMaHAy {o0aBUTH B H30paHHOE
(cm. PucyHok 33).

4. Ha OTOﬁpHBHBIHGIZC&I IIaHeJIn BbI6epI/ITe KHOIIKY [IJId BBIIIOJITHEHUS MaKPOKOMAH/IbI.

- MakpokomaHgbl Q

Hoean MakKpoKomMaHLa @

MakpokomaHaa &
PenaktupoBatk
Bribepure sHauok: Lobaente B M3bpaHHoe I} >
G © 0 @
@ @
®

Pucynok 33 — Komanna /lobaBuTh B H30paHHoe
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Bribpannas kHomnka o6aBuTcs B pa3aen U3opanHoe.

[Tpu HaBemeHWH Kypcopa MBIINIM HAa KHOMKY OyaeT oToOpaXkaThCsl MOJICKa3Ka B ¢opmare
MakpokomaHa: <Ha3BaHHe MaKpoOKoOMaHAbI>. [Ipu HakaTuu Ha KHOMKY OyjeT 3ammycKaTbCs
COOTBETCTBYIOII[asi MaKPOKOMaH/Ia.

KHomka /17151 BBITTOJTHEHHST MAaKPOKOMaH/IbI 0TOOpaXkaeTcsl BO BCEX TEKCTOBBIX JOKYMEHTax
Ha TeKylleM KoMmibloTepe. ECIT B TOKyMeHTe HeT COOTBETCTBYIOIIEeH MaKpPOKOMAaH/Ibl, TO KHOITKA
He aKTWBHA W TIPDU HaBeJleHWW Ha Hee Kypcopa MBI OTOOpaXkaeTcsl MOjiCKa3ka B ¢dopmare

MaKPOKOMaHHa H3 IPYroro f0KymMeHTa: <Ha3BaHHE MAaKPOKOMaHIbI>.

3.3.4.4 I3MeHUTH KHOINIKY /IS BBIIIOJIHEHHSI MAaKPOKOMAaH/IbI

YTOoOBI U3MEHUTDb KHOIIKY JIJIsl BBITIOJIHEHUSI MaKPOKOMAaH/IbI:
1. Ha 60k0BOIi MaHeI HAKMUTE KHOIIKY @ (Makpoxomanzb) (cMm. PucyHok 32).

2. HaBenuTe Kypcop MBIIIM Ha Ha3BaHWe TpeOyeMOW MaKpOKOMaH/bl M HAXKMHTEe KHOIIKY
(Eme).
3. B BmIajamwIneM CHUCKe HaBeAuTe KypCOp MbIIIM Ha KoMaHAy WVI3MeHHTH 3HA40K

(cMm. PucyHok 34).

4. Ha OTO6p831/IBIHeI‘;IC${ IIaHeJIn BbI6epI/ITe HOBYIO KHOIIKY [UId  BBIIIOJIHEHUA

MdKPOKOMaH/bI.
Ll
- MaKpoKoMaH bl Q
©
Now
(1) Makpokomanaa [>
PepakTupoBats
Bmbepute 3navok: N3MEeHUTL 3HAYOK >
T fﬂi\ fd_\
- ¥1aauTk 13 MabpaHHoro
@ © © @
G G
W B @ @
= E E @)
e & W

Pucynok 34 — Komanna U3ameHuTs 3Ha40K
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3.3.4.5 IlepemecTHUTD 3J1IeMeHT

YToObI M3MEHUTh TOJIOXKEeHHe 3ieMeHTa B pa3zeiie VI30paHHoe, BBIIOJIHUTE CleIyOIIve
JerCTBUS:
1. IllesykoM 1paBOM KHONKU MBIIIM 110 3JIeMEHTy OTKpOMTe KOHTEeKCTHOe MeHIO
(cm. Pucynok 35).
2. B KOHTeKCTHOM MeHIO BbIOEpUTe TpeOyeMyto KOMaH/Iy:
— IlepemecTHTH B HA4aJIO — CJIeJIaTh BHIOPAHHBIN 3JIeMEHT TIePBBIM B pa3jierie;
— IlepemecTHTBH BJI€BO — TIOMEHSTh MeCTaMH BbIOPAHHBIN U MTPEeIbIIYIIUIA 3IeMeHT;
— IlepemMecTHUTBH BIPaBO — IIOMEHSTH MeCTaMH BbIOPAHHBIN U TOCIIeIYIOIINI 3JIEMeHT;

— HEPEMECTI/ITB B KOHEII — C1eJIaTb BbI6paHHbeI JJIeMEHT II0CJ/IeAHUM B paslielie.

= [ hd [C ﬁ b é |j X0 Thames v
HoE o By DO & X K Y AB

MaE-I"X’

JelicTene £d WpudT
ﬂE‘pE‘ME‘CTMTh B HaYano
ﬂE‘pE‘ME‘CTMTh Bneso
MNepemectTe BNpaBo
ﬂE‘pE‘ME‘CTMTh B KOHeL,

¥panute 12 wabpanHoro

Mz6panHoe
JobaeuTe gelcTeMe

OYKCcTTE

Pucynok 35 — KonrekctHoe MeH10 pa3ziesia M30panHoe

3.3.4.6 Ynaiurte 3j1eMeHT

Yr1obbl ynanuth K3 pasfiena M30paHHOe KHONKY IaHelIW WHCTPYMEHTOB, BBIIIOJHUTE
CJIeyouye qeCTBUL:
1. [lenxHuUTe 1O HEHM MpaBOM KHOIKOM MBI B paszeiie M30paHHoe Wik B TOM pasjelie,
13 KOTOporo oHa 0Obuia gobasieHa (cM. PucyHnok 36).

2. BrimonauTe KOMaHly KOHTEKCTHOI'O MEHIO YnaJm'rb n3 HBﬁpaHHOI‘O.
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A"’ i ::
f?v‘ ;in:v <—E E H

:[fT w
- AaBOBel

a7 Y] OBblubbR

b
% YaannTe w3 nsbpadHoro

Pucynok 36 — Komanna Y manuTh u3 n30paHHOro

Yrobsl ymanuTh U3 paszenia M30paHHOe KHOIMKY /Jis BBINOJIHEHHs ITYHKTa KOMAHJIHOTO
MEHIO, IIeJIKHUTe [0 Held MPaBOM KHONKOW MBIIIM W BBINOJHUTE KOMaHIy YIaJUTh U3
u3opanHoro (cMm. PucyHok 35).

KHonky psis BbIIOSTHEHWS! MaKpPOKOMAHIbl MOXKHO VIalIUTh U3 pasfena M30panHoe
HE3aBUCUMO OT TOTO, COMAEpPXXUTCSI [laHHas MaKpPOKOMaHJla B TeKyIllleM JIOKyMeHTe WM HerT.
VnaneHuve BBITOJHSETCS aHAJOTMYHO YJIaJleHUI0 KHOMNKU JIJis BBIIOJIHEHUsl IMYHKTa KOMAaHJIHOTO
MEHIO.

Eciv MakpokomaHzia COAEpXXUTCS B TeKyllleM JIOKyMeHTe, TO KHONKY MOXHO TaKxe
YAQIUTh C TIOMOIIBIO MTaHeId paboThl C MaKPOKOMaHAAMMU:

1. Ha GokoBoii MaHesi HAKMUTE KHOIIKY @ (Makpoxkomauasbr) (cM. Pucynok 37).

2. HaBemuTe Kypcop MbIIIM Ha Ha3BaHWe TpeOyeMoW MaKpPOKOMaH/bl M HAXKMHUTEe KHOIKY

(Eme).

4N
AabbB AaBo6B! AaB6Bs ... e [ @)y = -

3aro.ok 1 3aro..okK 2 3aro.ok 3 L

BrraBka ~

- MakpokomaHAbl Q

Hoean MaKpOoOKOMaHLa @

Mowck

Makpokomanaa [

Pucynok 37 — [lanens MakpokomMaHAbI
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3. B Bbimazarolem cnucke BoiOepuTe KOMaHy Y AAJUTh U3 u3dpanHoro (cM. PucyHok 38).

- MakpokomaHabl Q

Hoean MaKpOoOKOMaHLa @

Mowck

Makpokomanaa >

PegakTpoBaTh

MamMeHWTE 3HaY0K ¥

Yaanute W3 nabpaHHoro L\}

Pucynok 38 -Komanga Yaanurs u3 u3dpaHHoro

Kpome Toro, kHomka ynmansercs U3 paszgena M30paHHoe, eciid U3 OKYMeHTA yIaseTcs
COOTBETCTBYIOIIIAsl elf MaKpPOKOMaH/Ia.
3.3.4.7 OuncTuTh pasngen

YTo06BI YOalIuTb W3 pa3feiia I/I36paHHOE BCe 3JIeMeHThI, HIeJIKHHUTe IIO JIIO60My MecCTy

paszziena IpPaBOM KHOIKOM MBIIIM M BBIIOJIHWTE KOMAaHAY KOHTEKCTHOro MeHI0 O4HCTHTH
(cm. Pucynok 39).

X0 Thames A
— 1 ”
o T B 9 C & X K Y AB
MsbpanHoe WpudT
KMz6panHoe

JobaeuTe AeHcTBME

OuneTHTE L\\y

Pucynok 39 — Komanga Oyucrursb
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3.3.5 CkpboITh 11u 0To00pa3uTs pasgen «M3opanHoe»

[To ymomyanuto pasnen M36panHoe oToOpakaeTcs Ha TTaHeJTM HHCTPYMeHTOB.
YToOBI CKPBITH Pa3/ies, BHITOIHUTE OJHO K3 CIeIYIONINX JeCTBUIA:
— BribepuTe myHKT kOMaHIHOTO MeHIO Buy > ITaHeIb HHCTPYMEHTOB U B OTKPBIBIIIEMCSI

noaMeHro cHumuTe ¢raxxok M3opannoe (cM. Pucynok 40).

Bvag OBwwid goctyn  MNognucka Cnpaeka

Nuneiika Ctrl+Shift+R A .-"':'\+ EE -
Heneuartaemble cMMBOAL
k‘ W ﬁ} Lo i— L*)
Pexum npeseHTaLmm
AB3ay
MacwTab r
MaHens MHCTPYMEHTOE P ® (CrangapTHas

KomnakTHan

CrpbiTe NaHens

»  HaseaHwa pazgence

“  NzBpanHoe

Pucynok 40 — KomannHoe menro Bug

—  Ecm pasgen W36panHoe mycT, HaBeuTe KypCOp MBIIM Ha KHONKY -+ J[o6aBHTH U

Ha)XMUTe * B ee TIpaBOM BepxHeM yriy (cM. PucyHok 41).

@aiin  [lpaska Beraeka @opmar  MHotpymentm Bug

+ x% v % B | &
AobasuTs g] - (—J .:__:’ Q

M3GpaHHoe ®ann Mpaeka

Pucynok 41 — Paznen M3opanHoe

Yrobbl 0TOOpa3UTh pa3zie, MOBTOPHO ycTaHoBUTe diaxkok 30paHHoe B KOMAaHIHOM MEHIO.

Pnaxxoxk M30panHoe 3a0710KMPOBaH, eCiiv MaHelb MHCTPYMEHTOB CKPbITa.
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3.4 Pabouas obsacrn

B paboueii o6macTi oToOpaXkaeTcs TEKYIUH JIUCT ToKyMeHTa (cM. PucyHok 42).

= Hoewi gokyment 1 - MoiiQduc CrangaptHend, JomawHan eeponn - O X

Qaiin  [paeka Bcraska Q@opmat  Whctpymentor  Bug  OBwwid poctyn  lNognucka  Cnpaexa

+ v X B~ & Tl | xOThames |w|| 14 |v| A= A" Tr
[lloBasnT 'Ei] - <—_) I:_—) Q }K K H s ﬁ v & s son san
Wsbpantoe dann MNpaska WpwndT Ab3aw Crunn Becraska lad
~
Q
v
CrpaHnua 1 w3 1 = L +  100% ~

Pucynok 42 — Pabou4ast o61actb
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3.5 bokoBag nmaneinn

BokoBas maHesb COJIePKUT Clieyrolre KHOMKY (cM. PrucyHok 43):

-
I (3

LT LT

Ctinm Bcraska

o

L

& + 100% «

Pucynok 43 — BokoBas maHenb

- Q (ITowck 1 3aMeHa) — OTKPBITH MTaHeJb ITOMCKAa M 3aMeHbI JaHHBIX (CM. paszen 4.2.10).
— @ (MaxpokoMaH/bI) — OTKPBITh NaHeb paboThl C MaKpOKOMaHAaMH (cM. paszen 4.13).

Knomnka OTO6pa}KaETC5I, €CJI1 B JOKYMEHT )106aBJ'IEHa XOT$ ObI OIHa MdKPOKOMaH/Id.

- [% (BoccraHnoBiieHHbIe QayIbI) — OTKPBITh MaHeIb PAOOTHI C pe3epBHBIMU KOIUSIMU
nokymeHTOB (cM. pasmen 4.1.10). KHomka oToOpakaeTcs, ecjid ecTb XOTs Obl OJHa

HeCOXpaHeHHas KOIIH.

— @ (BepxHmuii KOJIOHTHUTYJI) WK @ (HrpxHMII KOJIOHTHUTYJI) — OTKPBITH [TaHeJTb HACTPOeK

KOJIOHTUTYJIOB (cM. pa3nen 4.10.2). KHorka oTobpakaeTcsl, eCliv BbIzleJIeH KOJIOHTHTY.

(=)

— =/ (ObparTHas CBfI3b) — OTIIPABUTb OT3BIB O MIPUJIOKEHHUH.
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3.6 Ctpoka cocrossHHuS

B ctpoke cocrosiaust cogepxatcst (cM. PrucyHok 44):
— HOMep TeKyIllel CTpaHUIIbI U 00Illee KOJIMYeCTBO CTPAHUI] B IOKYMeHTe;

— UWHCTPYMEHTHI /IS U3MeHeHHs MaciTaba qokymeHTa (cM. paszen 4.11.2).

CtpaHiua 1 mz 1 - ® +

100%

Pucynok 44 — Ctpoka cocTosiHus
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3.7 OxHO OBICTPHIX AeHCTBHIT

B npunoxenun «MorOduc TekcT» cofiepXUTCcst OKHO OBICTPBIX AeHCcTBUM (cM. PucyHOk 45).
JlaHHOe OKHO TIpefHa3Ha4YeHO Ui OBICTPOrO BBHIIIOJIHEHUS KOMaHJ W IIPUMEeHeHUs CTUJIel
¢opmaTrpoBaHus TEKCTA.

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

— Bribepute myHKT KoMaHHOTO MeHIO CripaBKa > BeICTpHhIe qeiicTBHS.

— Haxwmure coderanune kmaBum Ctrl+/ npu pabore B OC Windows / Linux wmm

couetanue kiaBuil $Cmd+/ npu pa6ore B macOS.

OKHO OBICTPBIX NEHUCTBUM COIEPKUT:
— TIepedyeHb KOMaH]I, IIPeJICTaBJIeHHbIX B KOMaHAHOM MeHI0 (CM. pasnen 3.2);
— TIlepeyeHb BCTPOEHHBIX U IOJIb30BaTeIbCKUX CTUJIer ¢GOpPMAaTUPOBAHUS TeKCTa

(cMm. paznen 4.3.2).

Cozgate

Cozpgate no wabnoHy...
OTKpBITE..

CoxpaHute

CoxpaHnTe Kak..

HacTpoi ki aETOBOCCTAHOBNEHNMA

EwmcTpans neuats
MapameTpel cTRaHWLE
[Meyats...

JakpeiTe

Pucynok 45 — OkHO OBICTPBIX JIEHCTBUI
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J11st BBIOOpa KOMaHIbl/CTUJISL U3 CIIMCKA BOCIIO/Ib3YWTECh OJTHUM U3 CJIeIYIOIIHUX CII0CODOO0B:

— IlpokpyTuTe CHUCOK 10 HY>XHOM KOMAHJIbI/CTHJISI C IOMOIIbIO KOJIECHKA MBIIIN WU
MpaBOM BepTHKAJIbHOW I0JI0CHl MPOKpYTkU. [loaTBepauTe BBIOOP KOMaHABL/CTUJIS
IIeJTYKOM MBIIIN WM HaXkaTheM kiiaBuiiiy Enter.

— Haunure BBOAUTH Ha3BaHMe KOMAHJBI/CTUJII B CTPOKy moucka. Korjma Tpebyemas
KOMaH/Ia/CTUJIb 0TOOPA3UTCs B pe3yJibTaTax IOWCKA, BbIOepUTe ee C IMOMOIIbIO MBIIIN
WM KJIABUII KJIaBUATYPBHI:

— IlenkHuTe O CTPOKE KOMAH/IbI/CTHIIS JIEBOM KHOTIKOM MBIIIIH.
— BrbigenuTe CTpoKy KOMaHABI/CTWIISI C IIOMOIIBIO KJIABHMII KJIABHATypel | U T U

HaxMuTe kiiaBuily Enter.

OKHO OBICTPBIX JEMCTBUM aBTOMATHMYeCKH 3aKpbIBAeTCsl IPY BBIIIOJHEHUM KOMAaH[bl WX
npuMeHeHUs CTUIS. UTOOBI 3aKpbITH OKHO 0Oe3 BbIOOpa KOMAaH[bI/CTWJIS, IIEJIKHUTe 110 JiIobomy

MeCTYy 34 I1peiej)laMi JTdHHOI'O OKHd WJIW Ha’)KMUTE KJIdBUITY Esc Ha KJIaBHUdTYype.
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3.8 SA3pIk npuIOKeHHUS

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

OHepaHHOHHOﬁ CHCTEMBI. HpI/I H606XOJII/IMOCTI/I ero MO>XHO U3MEHUTb BPYYHYIO.

HpI/I CMeHe 3bIKa IIPHUJIOKeHH ] ((MOﬁO(bHC TexkcTy COOTBETCTBYIOH_[I/Iﬁ SA3BIK dBTOMdATHUYeCKH1

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

YTOObI U3MEHUTH A3BIK IMPUIIOXKEeHHW s, BbIIIOJIHHUTEe CJIeAyroliye JeUCTBUS:

1. Boibepure myHKT KOMaHAHOrO MeHIO WMHcTpyMeHTHI > W3MeHHTH SA3BIK

(cMm. PucyHok 46).

WHetpymedTsr Bug  OBwwi goctyn Mognwcka  C

OrobpaxeHne MCNPABNEHWA W KOMMEHTAPWEE  #
Mpaecnucadwe r

Hactpaweaemmii cioeaps
MzmeHWTE A3HIK...

PegakTop MakpokomaHg

CpaeHuTk €... (Beta)

Pucynok 46 — [IyHkT koMaHIHOTO MeHIO VI3MeHUTD SI3bIK

2. B okHe, TpeicCTaBlieHHOM Ha pUCYHKe 47, BblOepuTe U3 BBHIMAIAIONIETO CIHCKA

TpeOyeMbll S13bIK IPWIOXKeHUs! U HaxkmuTe KHONIKY OK.

CreHa A3blka *

BribepuTte Azpik:

A3k ccrembl (Pycckiid) v

OK OTmeHa

Pucynok 47 — OkHo BBIOODA SI3bIKA
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3. B okHe, mpeicTaBJIeHHOM Ha puUCyHKe 48, HaxkmuTe kHOTIKy OK.

CrMeHa A3BIKA

N3ameHeHue BCTYNWT B CHUNY
nocne nepezanycka NpUIocxKeHWA

Pucynok 48 — YBenomieHue o He06X0JUMOCTH I1epe3altycKa IIPUI0KeHHs]

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

JIaHHBIM MOMeHT B npwiokeHnn «MoOduc TekcT», 1 OTKpOHTe UX CHOBA.
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4 PABOTA B TEKCTOBOM PEJAKTOPE
4.1 TeiictBus Cc ¢painamu

4.1.1 Co3gatsb daiin

4.1.1.1 C momomsio IlpoBogunka Windows

Yto6n1 ObICcTPO co3maTh darn B [IpoBogarke Windows, BEITTOTHUTE CIIeIyIOITHe JeHCTBHUS:

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

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

3. Yrobbl 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 TekcT» HOBBIHN ¢aiil co3aaeTcss aBBTOMaTUYeCKHU.

4.1.1.3 Bo Bpems pab0ThI B IPHJIOKEHHH

Yrob6bl co3paTh HOBBIM (ailyl BO BpeMs paboTbl B INPUIIOXKEHWH, BBIIIOJIHATE OJHO W3
CIIeIVIOIIUX JeUCTBUIA:
— Bribepute nmyHkT koMaHiHOTO MeHI0 Paiin > Co3gars (cM. PucyHok 49).

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

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

CozaaTe no wabroHy..

[ OTkpbiTo.. Ctrl+0

Pucynok 49 — Ilyukt komanaHoro mexio Co3gaTb
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4.1.2 Co3gathb mabsoH ¢aiina

B npunoxenun «MoiOduc Texkcr» mMoxHO co3znaBarh 1madioHsl B popmate XOTT. Itu
111a0J10HB! YIOOHO MCIOJIb30BaTh IIPU IIOATOTOBKE JOKYMEHTOB C OJJUHAKOBBIM COZEPXKUMBIM UJIU C
OJJMHAKOBBIMM HaCTpOWKaMu GOpMaTHpPOBaHUSL.

YT06b1 CO3/1aTh 111a0JIOH, BBIIOJIHUTE CJIeIYIOIIMe JeHCTBUS:

1. Orkpoiite fOoKyMeHT (CM. paszien 4.1.4), Ha OCHOBe KOTOPOTo He0OXOMMO CO3/1aTh ITIAabI0H.

2. Broibepute B 3TOM JOKyMeHTe IyHKT KoMaH/HOTo MeHi0 ®aiin > CoxpaHUTH 11a0JI0H

(cm. Pucynok 50).

Daitn  [paeka Beraska Qopumar  WHctpyme

[ Cosgate Ctrl=M

Co3gate no wabaoHy..

[= OtkpoiTo.. Ctrl+0
HepaesHwe gokymeHTH L4
&l Coxpanuts Ctrl+5
CoxpaHWTb Kak.. F12
ABTOBOCCTAHOBAEHWE »
CoxpaHuTe wabnoH...
MNapameTpel CTPAHWLE Ctrl+5hift+P

Pucynok 50 — Ilyukt komanaHoro meHio CoxpaHUTh 1a0JI0H

3. B okHe daityioBoro MeHeykepa BblOepUTe NANKy Jisl COXpPaHeHHs I1abiioHa, YKaKkuTe

uMs daiina ¥ HaxkMuTe KHOIIKY COXpaHHUTh.

4.1.3 Co3gats ¢aiin u3 mabdioHa

B npunoxennn «MoiOduc Tekcr» nopnepxkuBaercss pabora c mabnoHamu B ¢opmare
OTT (Trombko B OC Windows u Linux), XOTT u DOTX.
[1Tabs10HBI MOXXHO UCIIOIB30BATh CIIEAYIOLUIMMHU CIIOCO0aMMU:
— B OC Windows u Linux M0XXHO HacCTpPOUTh aBTOMAaTHU4eCKU BbIOOP OAHOrO IIaboHA
IUIs BCeX JIOKYMEHTOB, co3faBaeMbix B «MouOduc Tekcr». [ng atoro 1rabimoH

HeobOX0JJMMO pa3MeCTHUTh B Ialnke yCTaHOBKH «MorOducy.
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— Bo Bcex nopmepxxuBaeMbix OC MOXXHO BBIOMPATh IIa0JI0HBI MPY CO3/IaHUU JIOKYMEHTOB
BpyuHyl0. B 23TOM ciyyae MOXHO HCHONB30BaTh HeOTPAaHUYEHHOE KOJIMYeCTBO

IIIa6JIOHOB, PAacCIIOJIOKEeHHBIX B JIFOOBIX IanKax Ha TeKyleM KOMIIbIoTepe.

Hacrpoiika aBToMatuueckoro Beibopa mabimoHa B OC Windows u Linux He uckitodaer
BO3MOXXHOCTB BbIOOpa 111abJI0Ha BPYYHYIO.

[ITa6mous! B popmaTte OTT moanepxuBaroTCs TOIBKO B aBTOMAaTUYECKOM PEKUMe.

4.1.3.1 BriOpaTh 111a0/10H BpYYHYI0

Yrobbl Bpy4yHyIO co3AaTh ¢daiin Ha ocHoBe mabiioHa B ¢popmare XOTT, Bocnomb3yiitech
OJIHUM U3 CJIeJIYIONIHUX CIIOCOOOB:
— B daiinoBom MeHemkepe ABaX[bl IIEJIKHUTE 10 IA0JIOHY JIeBOM KHOIKOM MbIIH. B
HekoTopblx OC Linux TpebyeTcs OAWH 1IeTY0K JIeBOW KHOIKY MBIIIIH.
— Orkporite npunoxenne «MoiOduc TekcT» U BbibeprTe MyHKT KOMAaHIHOI'O MeHIO
@aiin > Cosmarh mo mabaoHy (cM. Pucynok 51). B oTkpbiBmiemMcst okHe ¢aitiioBoro
MeHeJ[)kepa BblOepuTe I1a0JIOH, Ha OCHOBe KOTOPOro Tpebyercs co3faTh aitsl, u

Ha’XMUTe KHOIIKY OTKprTI).

Daitn  [paeka Beraska Dopumar  MHctpyme

[ Cosgate Ctrl=M
Co3gate no wabaony..

[ Omkpoito. Ctrl+0

Pucynok 51 — Ilyukt komanaHoro MeHio Co3gaTh mo madaoHy

— Orkpotite nipunoxenve «MoOduc Tekcr» 1 neperanyTe MabI0H WIKA €ro SIpbIK U3

OKHA $HaiyIoBOTO MeHekepa ONepaliMOHHONM CUCTEMbI B OTKPBITOE OKHO TPUJIOXKEeHHUS.

Y1o6nl BpyuHyto co3naTh daiia Ha ocHoBe mabioHa B ¢opmate DOTX, Bocnonb3yiiTech
OJITHUM M3 CJIeyIOIINX CII0COO0B:

— Eoam «MoitOduc Tekcr» sBnseTcs NpuioXKeHUeM 110 YMOJIYAHUIO JJIsi OTKPBITUS

¢aiinos B popmate DOTX, To B dailsioBoM MeHekepe ABAXKIbI LIeJIKHUTE 110 1a0I0Hy

JileBOM KHONKOW MblKd. B Hekotopbix OC Linux TpeOyeTcsi OQUH IIeTYOK JIeBOM

KHOIIKHY MBIIIIH.
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— B ¢dainoBoM mMeHemkepe IMIeKHUTE 110 11a0JI0HY MpaBoy KHOMKOW MbImd. [Ipu pabore
B OC Linux BBINIOJIHUTE KOMaHJy KOHTeKCTHOro MeHi0 OTKpbITh B «MoitOduc
Texcr» / OTKpHITH ¢ omombio «MoiiO¢uc Tekcr». [Ipu pabore B OC Windows
BBITIOJTHUTE KOMaH/Ay KOHTeKCTHOTO MeHI0 OTKPBITH € NIOMoOMIbIO, IIpU paboTe B
macOS — OTKpBITH B NPHIOKeHHMH. B 0TOOpasuBIIEMCS CIMCKe MPHUIOXKeHUH
BBIOEpUTe npusoxkenre « MorOduc TekcTy.

— Orxkpoiite npusnoxxenue «MonOduc Tekcr» u BpiOepUTe IYHKT KOMAaHJHOI'O MEHIO
daiin > Cosmars mo mabsaoHy (cM. Pucynok 51). B oTkpbiBimiemcst okHe ¢aitioBoro
MeHe/>Kepa BblOeprTe IIa0JIOH, Ha OCHOBe KOTOporo TpebyeTcss co3faTh ¢ailil, U
HaXMuTe KHOTIKY OTKPBITH.

— Orkpotite nipunoxenre «MoOduc Tekcr» U neperaiyTe MabI0H WIKA €ro sIpibIK U3

OKHa (ailyIoBOro MeHeKepa OIlepallMOHHOM CHCTeMBbl B OTKPBITOe OKHO ITPUIIOXKEeHMUSI.

OTKpOQTCSI HOOKYMEHT, CO3JaHHBIM HA OCHOBE BbI6paHHOFO 1abJoHa.

4.1.3.2 HacTpouTh aBTOMaTH4eCKHIi BHIOOP 11a0JI0HA

Jlyist HacTporiku TpebyroTcs npaBa agMuHucTparopa OC.

YToObl HACTPOUTH aBTOMATHYECKUN BbIOOp 11a6JIOHA, BBHITIOJIHUTE ClleflyIoIiye 1eHCTBUSL:
1. Ilepeiinure B manky ycraHoBKU «MonOducy.
2. Pasmecture 11a6s10H, HA OCHOBE KOTOPOT0 HEOOXOAUMO CO3/laBaTh JJOKYMEHTHI, B IIalKe

Default Template.

B manky Default Template MoxxHO COXpaHUTH HECKOJIBKO Pa3MYHBIX I1aboHOB. [lpu
atoM s npusnoxeHud «MonOduc Texct» u «MoiiOduc Tabmura» Oyner MCHOIb30BaTHCS
TOJIKO OJIVH I1a0JI0H nojxopsinero ¢popmara, ciieyIolIii IepBbIM B CIIMCKe.

Ecnmu npunoxeHue He MOXXeT OTKpBITh IIa0JIOH, CO3/1aeTCsi HOBBIM JJOKYMEHT CO
CTaHIAPTHBIMHU HAaCTPOMKaMHU IO yMoirdaHuio. [[pyudnHbI MOTYT OBITh CIIelyIOIIUMU:

— 11abJI0H He COXpaHeH B MallKe Wi MOBPeX/eH;

— ¢dopmar daiina 1maboHa He MOJIep>KUBaeTCs;

— B OC Windows 151 mabsoHa yctaHOBJIeH aTpUuOyT « CKPBITBINY;

— B OC Linux n1a6soH 3amuiieH naposiem.
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Ecm  ¢aitn mabioHa TOBpeXeH, TO B JOKyMeHTe, CO3J]JaHHOM Ha ero OCHOBe,

oTtobpakaeTcst baHHep C COOTBETCTBYIOIIMM yBefioMmyieHueM (cM. PucyHok 52).

= Hoswi gokyment 1 - MoiOdguc CrangapTHblil. JomallHan Bepcua — O K

Daiin  [Mpaeka Beraeka Qopmat  WHetpymentw Bug  O6wmii goctyn Mognweka  Cnpaska

LoBaenTe E‘;} hd O Q

WM3bpanHoe ann Mpaska WpwdT Ab3ay Criam Beraska -~

HeBozmoxHO OTKpEITE gokymeHT «LLlabnoH.dotxs, Tak kak oH noepexgeH. MicnonssyiiTe ganHeii wabaoH uan cozgaiTe HOBLIA. JanpbiTh

A

Q

Pucynok 52 — bannep

[Ipu pabote c mabioHaMu ciieffyeT YIUThIBaTh CJIeyIoIHue 0COOeHHOCTH:

— Eom «MoinOducy» ycTaHoBIeH B JIMYHYIO MAlKy I10JIb30BaTess, Apyryue I0Jb30BaTeln
MOTYT YIPAaBJIAThH I1a0JI0HAMU TOJIBKO IPU HAJMYUU MIPAB HA BBIOJIHEHWe WU YTeHHe
¢aiiioB B 3TOM Marke.

— IllabsioHbl 60JIBIIOTO padMepa C OOJIBIIMM KOJIMYeCTBOM CChUJIOK MOTYT IOBJIMSTH Ha
CKOPOCTb pabOoThI TPUIIOXKEHUSI.

— Ilpu obHOBNEeHMM win BoccTaHOBIeHMH «MonOduc» mabiioHbl, CO3/1aHHbIe BPYYHYIO,
He yHanstorcs u3 cucrtemsl. [Ipu ynanenuu «MonOduc» Bce 3arpykeHHble 11a0JI0HbBI

YAAISAOTCA U3 CUCTeMBbl.

B OC «Anbr Pabouas cranmus 10» poctyn k 1mabjoHaMm, CO3[IaHHBIM BpY4YHYIO, IIO
YMOJTYAHUIO 3a0JIOKUpPOBAH JIJIsl JIPYTHX IOJib30BaTesied cucreMbl. [Ipr HEOOXOIUMOCTH MOXKHO
N06aBUThH JIOMOJTHUTEJNIbHBIe TIpaBa JOCTYIIA JJisl JPYTUX IMOJIb30BaTeliell KO BceM IabjioHaM WiH

JJII KOHKPETHOTI'O ma6n0Ha, HCIIOJIb3Yys CJIEAYIOITYIO KOMaHY:

chmod a+r <template file>
[Ipumep:
1. Ilepeiinute B karanor Default Template u BbimosHUTE KOMaHTY:

chmod +x ./<TEMPLATE NAME>.sh

2. YtobnI IIpOBepUTb U3MeHeHHe IIpaB, BbIIIOJIHUTE KOMdHTY:

ls -1lah
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Bce npyrue cucremsbl Linux ycTaHaBIMBAIOT MOJIHbIE ITpaBa I0 YMOJIYAHHWIO, HO TaKXe

MOT'YT OBITb HACTPOEHbI BPYYHYIO.

4.1.4 OTkpBITH daiin

YToOBI OTKPHITH daiI, BOCIIOIB3YHTECh OHUM U3 CIeIYIOIINX CIIOCOO0B:

— Eoam «MoiOduc Texkcr» sBnseTcss NpuioXeHWeM II0 YMOJIYaHUIO JUISl OTKPBITHS
daityioB cooTBeTCTBYyIOIIero ¢gopmara, ABAXAbI ILEJIKHUTe 10 (ailily JIeBOM KHOIKOH
Mmbii. B HekoTopbix OC Linux mist oTkpbiTHs daiia TpeOyeTcsl OJIMH MIeTI0K JIeBOH
KHOITKY MBIIIIY.

— Illenkuurte no ¢aity npaBoit kHOmKOM Mbiid. [Ipu pabore B OC Linux BbIMoOIHUTE
KOMaHJly KOHTeKCTHOro MeH0 OTKpoeITh B «MoitO¢uc Tekcr» / OTKpBITH C
nomompbio «MoitO¢uc Tekcr». [Ipu pabore B OC Windows BBIIOJIHUTE KOMaHIY
KOHTeKCTHOro MeHIO OTKpBITH ¢ moMomblo, 1pu pabore B macOS — OTKpBITH B
npuwiokeHuu. B oToOpasuBilIeMcsl CIHMCKe TPUJIOXKEHUM BbIOepUTe MpUIOXKeHHe
«MonOduc Texcry.

— Orkpotite npunoxenue «MoiiOduc TekcT» U BBIIOJIHUTE CllelyIolre NeHCTBUS:

1. BriGepure myHKT koMaHAHoro MeHio Pain > OTKpbITH (cM. PucyHok 53) wiu
HaxMuTe codetanue kiasuil Ctrl+0 / Cmd+0.
2. B oxne ¢aiinoBoro MeHemkxepa BblbepuTe TpeOyeMbldi (ailyl U HaXKMUTE KHOIKY

OTKpBITH.

Daitn  [paeka Beraska Dopumar  MHctpyme

[ Cosgate Ctrl=M

Co3gate no wabaoHy..

[=  Omkpwito.. Ctrl+0

Pucynok 53 — [TyHKT koMaHIHOTO MeHI0 OTKPHITh
— Orkpotite npunoxenrne «MoitOduc TekcT» 1 nepetanuTe JOKYMeHT WIH ero SpJblK U3

OKHa (baﬁﬂOBOFO MeHel>Kepa OHepaHHOHHOﬁ CHUCTEMBI B OTKPBITOE OKHO ITPUJIIOXKEHU.

[TeperackvBaHreM B OKHO NPUIJIOXKEHUSI MOXKHO OTKPBITH J10 32 (aiioB 0JHOBPEeMeHHO.
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4.1.4.1 ®Paiin B popmare DOC

Pabota c ¢ainamu B popmare DOC He noaniepxuBaercs Ha macOS.

[Tpu otkpeiTin ¢aitnia B popmare DOC nporcxoguT ero aBToMarhyeckass KOHBepTalus B
¢dopmar DOCX. Ilog maHenbi0o HMHCTPYMEHTOB OTOOpakaeTcsi HWHGOPMAlMOHHAasi CTpPOKa C
COOTBETCTBYIOLIMM YyBeJloMJleHHeM: «JlokyMeHT Obul aBTOMaTH4eCcKd IipeoOpa3oBaH B Ooiee

HOBBIN popmaty. HaxkmuTe B maHHOM cTpoke kHOMIKY OK (cMm. PucyHok 54).

= Hoewiii gokyment 1 - MoiiOdme CranaaptHeiid. Jomalunan eepoun — O X

®aian  paeka Bcraska @opmar  WHcrpymente  Bwa  OBwmid goctyn  lMoagnucka  Cnpaeka

L By x@©Davy & 0 A Tr
AobasnTs EI w o C Q

HM3GpanHoe dain Mpaska WpudT Ab3ay Ctuamn Beraska o

() [okymenT Gbin aETOMATMUECKK NpecbpasosaH & Gonee HOBLIR GopmaT

Pucynok 54 — Kaonka OK

Yrto6b! coxpanuThb daiin B popmate DOCX, BbINONHUTE [IEMCTBUS, OITMCAHHBIE B pasfesie 4.1.7.

4.1.4.2 daiin jocTyneH TOJLKO I IPOCMOTPa

Ecmm nns daiina cpencrsamu OC ycTaHOBIIEHO CBOMCTBO «T0JIBKO YTeHHey, TO:
— JaHHBIN dallyl OTKPBIBAETCS B peXXUMe IMPOCMOTPa;
— Ha TMaHeJM UHCTPYMEHTOB OoTobpakaeTcsi yBefoMyieHHe: «JlOKyMeHT JTOCTyTeH TOJIbKO

Ji1st mpocMoTpa» (cM. PucyHok 55).

= Hoewii gokyment 1 - MoidOdme CranaapTtHeiid, Jomalunan eeponn - O X

Dain  paeka Bcraska @opmar  Woctpymentm  Bug  OBwwmid goctyn  lMognucka  Cnpaeka

=Y LokyMeHT AoCTYNEH TONBKO AAA NPOCMOTPa PepakTtupoeath Konmml

~

Q

Pucynok 55 — Knonka PegakTupoBaTh Konuio
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darin OTKPBIBAETCA B peXurMe peddKTHPOBaAHUS, eCIIN pa60Ta C HUM OCYIIEeCTBJISAETCH I10

npotokoiy WebDAV unu on umeet pacimmpenue *.docm, *.doc.

B pexxume mpocMoTpa He JOMYyCKaeTCsi BHOCUTh MU3MEHEHHUs B JIOKYMEeHT U U3MEeHSTh ero
¢dopmarvpoBanue. Ilpu HEOOXOOUMOCTH MOXHO CO3[aTh peJAKTUPYyeMyl0 KOIHI0 HJaHHOTO
JIOKyMeHTa. [{J1s1 3Toro Ha 1aHej UHCTPYMEHTOB HaKMHUTe KHOIKY PeakTHpoBaTh KONMIO.

Komusi nmokymeHTa OTKpoeTcsi B HOBOM OKHe IpuioxeHUs. UTOObI COXPaHUThH KOIIHIO,

BBIIIOJIHUTE JeHCTBHUS, OITMCAHHbIE B pa3zaeiie 4.1.7.

4.1.4.3 dPaiin ucnob3yeTcsl APYruM NPUIoKeHHeM

Eciu ¢aiin oTKpBIT Ha peJlakTUPOBaHKe B IPYTOM IIPUIOXKEHUH, TO:
— JIJaHHBIN daisI OTKPbIBAeTCs B peXXuMe IIPOCMOTPa;
— Ha ITJaHeJIM MHCTPYMEHTOB 0TOOpa)kaeTcsl yBeJOMJIEHHe O TOM, YTO JOKYMEHT OTKPBIT B

Ipyrom npusioxxeHuu (cMm. PucyHok 56).

darn OTKPBIBAETCA B PeXXUMe peNdKTHUPOBAHUS, €CJIM OH OTKPBLIT B IPYI'OM IIPpUJIOKEeHWH,

HO 3TUM IpUJIoXKeHueM He co3ziaH lock-darin.

= Hoeeiit gokyment 1 - MoiiOdue CrangapTheid, Jomalunan eeponn - O >

®ailn  [Npaeka Beraska ®opwat  Wectpymenter  Bug  OBwwif goctyn Mognucka  Cnpaeka

% hd ,ﬂ,DKyMEHT HeaocTyneH ana WIMEHEHWIA, TAK KAk WMCNONBL3YETCA 4PYTAM NPUNOXKEHWEM WK NONL3I0BaTENEM I'Ipclaepm'b AOCTYNHOCTE PE,II&K'M[}OB&'I: KOMWKH

~

Q

Pucynok 56 — ®aiin ucnonb3yercs ApyrUM MPUIOKeHHeM

B pexume mpocMoTpa He JI0ITyCKaeTCsl BHOCUTh M3MeHeHHUs B JIOKyMeHT W U3MEHSTh ero

¢dopmartrpoBaHue.

YToObI pejakTUPOBAaTh JOKYMEHT, BBIIIOJIHUTE OHO U3 CIeIyIOLIUX JeCTBUN:

— 3aBepmiMTe paboTy C JOKYMEHTOM B JApPYroM IIPWIOXKEHUM. 3areM B IPWIOXKeHUU
«MoitOpuc Tekcr» Ha maHeIM UWHCTPYMEHTOB HaxkmuTe KHONKy IIpoBeputh
noctynmHocTb (cM. PucyHok 57). Eciiv pabota ¢ JoKkyMeHTOM B JpyroM NPUJIOXKEeHUHU He
3aBeplleHa, OTOOpa3WTCs  BCIUIbIBaollee  coobmieHne  «JlokymeHT Bce  erle

vcnonb3yercs». Eciu pabota 3aBepiiieHa, I0KyMeHT IlepeijieT B pesKuM pelaKTUPOBaHUSI.
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= Hoewi gokyment 1 - MoidOdune Ctangaptheii. JomaluHan Bepoua — O X

Daiin  [paeka Beraska @opmar  Wnctpymednts  Bug  OBwwia goctyn  lNognucka Cnpaeka

IE] d ,ﬂOK}u’ME‘HT HeaocTyned 44 M3NMEHEHWIA, TaK Kak WMCNOAB3YETCA ... ﬂpoaepmb ACCTYNMHOCT PE,EI.,EIKTHF}OBEIT!:- KOMWHY

~

Q

HokyMEHT BCE ELLE NCNOABIYETCA

Pucynok 57 — BcruibiBatoniee coo01iieHre

— CospaiiTe peflakTHpyeMyl0 KOMUIO JoKyMmeHTa. [l atoro B mpwiokenund «MonOduc
TekcT» Ha MaHenW MHCTPYMEHTOB HakKMHTe KHONKYy PemakTupoBath kommiw. Komus
JIOKYMEHTa OTKpPOeTCSI B HOBOM OKHe NpwioXeHHUs. YTOObl COXpaHUTh KOIIHUIO,

BBITIOJIHUTE JeHMCTBHUS, OITMCAHHbIE B paszaeiie 4.1.7.

4.1.4.4 Paiiy1 OTKPHIT IPYTHM II0JIb30BaTe1eM

[Ipy nombITKe OTKPBITH JIOKAJIbHBIN JJOKYMEHT, OTKPBITBIN APYTYM I10JIb30BaTesieM Ha 3TOM XKe
KOMIIbIOTEpe, Ha 3KpaHe 0TOOpaXkaeTcsl AUAJIoroBoe OKHO (cM. PucyHok 58), B KOTOPOM COIepXKUTCS:

— HHdopmars o nons3oBaresie, KOTOPbIM B HACTosIIee BpeMsi paboTaeT C 3TUM JJOKYMEHTOM.

— Knomnka OTKpBITh KONHIO /17151 CO3[JaHUsI peJJaKTUPyeMOM KOITUH JJOKYMeHTa.

— Kuomnka SaKpLITL IJI1 3aBepiieHus pa60TbI C JOKYMEHTOM.

OTkpbiTe daitn X

o Urobbl He NOTEPATL M3MEHEHUA
Apyroro nob3oBatens,
PEeKOMEHAYeTCA OTKPbITh KOMUID
daiina.

MNHdopmauna o nonb3oearene:
EneHa CmupHOBa, Havano

paboTbl: DESKTOP-LSMEQKE,
16.04.2024 12:28:18

OTKpLITE KOMWHD 3akpeiTe

Pucynoxk 58 — JIuanoroBoe okHO
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4.1.5 OTKpPBITH HeTaBHHE JOKYMEHTBI

B npunoxennn «MoiOduc TekcT» coxpaHseTcs CHMCOK IOKYMEHTOB, C KOTOPBIMH
I10JIb30BaTesIb paboTai B IociieJHee BpeMsl.

YT06b1 OTKPHITH Paliyl U3 CIIMCKA, BBIIIOJIHUTE CJIeyIOI1e JeACTBUS:

1. Bribepute myHkT koMaHaHOTO MeHio Paiin > HemaBHue qokymeHTshI (cM. PucyHok 59).

2. B oTtobpa3suBiieMcs moaMeHI0 BeibepuTe TpebyemMblil daii.

®alin  [paeka Beraeka Qopmat  Weorpymedts Bug  OBwwi goctyn  Mognwcka

[ Cospate Ctrl+N AL E| X0 Thames
Coznate no wabnony...
& X K 4 A
[= Ortepoite... Ctrl+0O .
HegaeH1e QOKYMEHTHI ¢ m Kakoi Gpaysep embpate.docx
B T Cirl+S [ CpaeHenve Bpaysepos.docx
CoxpaHuTe Kak... F12 OunctTe
ABTOBOCCTAHOBAEHWE r [

Pucynok 59 — ITynkTt komangHoro meHio HegaBHue TOKyMeHTHI

Ecnu crimcok HeJdBHHUX c]>a171n0B MoTepsI dKTYaJIbHOCTD, yAdJIUTE ero. HHH 3TOTO BbI6epI/ITe

IIYHKT KOMdHJHOTI'O MEHIO daiin > HEIIaBHI/Ie TOKYMEHThI > O4HCTHTD.

4.1.6 OTKpBITH ¢aiiy B IPYroM NPHII0KEeHUH

Hactpoiika nyHkTta koMaHgHOro MeHI0O OTKpBITH B... HejocTtynHa B macOS. [Ins

HacTpoiiki B OC Windows u Linux Tpebytorcs mpaBa agmunuctpatopa OC.

B OC Windows u Linux penaktupyeMbiii ¢daiil MOXHO OTKPBITH B JIPyTOM pellakTope
TeKCTa HanpsMmylo u3 npuioxeHus: «MonOduc Tekcr». Bribop pemakropa sl ajbHewIien
paboTBl OCYIIECTBIISIETCSI C IOMOIIbIO0 IIyHKTA KOMaHJHOro MeHI0 Pain > OTKpBITH B...

(cm. Pucynok 60).

Crrcok mporpamM, [OCTyIHBIX [iJI1 BbIOOpa, HAcTpaWBaeTCs C TIOMOIIbIO (aiina
koHuryparuu OpenWithList.ini. Eciu stor ¢aiin He colepXUT AaHHBIX WM COJEPXKUT

HEeKOpPpPeKTHble [dHHbIe, TO KOMdHId daiin > OTKpI)ITI) B... B KOMdHIHOM MeEHIO He

oToOpakaeTcs.
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®aiin [paeka Beraska Qopmat  Wooctpywedts Bug  OBwwi goctyn

[ Cozaats Ctrl+M é El XOT
Cozgate no wabnoHy...
[= Omepwits.. Ctrl+0
i
OTKpHITE B... * LibreOffice Writer
HepaeHue gokymMeHTEl k Word

Pucynok 60 — Criucok 1OCTYIIHBIX IIPUJIOXKEHUIN

Ytobbl 1006aBUTH, W3MEHUTb WIM YAAJWATH JJIEeMEeHT CIIMCKa IPOrpaMM, BBITIOJTHUATE

clleflyioliye AeiCTBUS:

1. 3amycture OT WMeHM aJMMHUCTPATOpa TEKCTOBBIM peNaKTOp, YCTAaHOBJIEHHBI B

omnepanroHHOM cucteme (Hanpumep, «biaokHoT» B OC Windows).

2. OtkpouTe B TEKCTOBOM pefakTope ¢ail <malmka YCTaHOBKH> > Resources >

OpenWithList.ini, rie <manka ycranoBku> — nanka ycraHoBku [10 «MoitOdwucy.

Buecure B daiin Tpebyembie U3MeHEHUSI.

4. Coxpanwute daitn B konuposke UTF-8 u mepesanycturte npuioxeHue, 4ToObl YBUIETh

BHeCeHHbIe U3MeHeHMH .

B ¢aitsie cnepyet coxpaHSTh CleAYIONIYI0 CTPYKTYPY AaHHBIX (CM. pUMep faiiee):

— [uma cexkmum] - npunoxenuve u3 coctaBa I[10 «MoiOducy, g KOTOpPOro

dopmupyeTcs CIUCOK NMPUITOXKEHU:

[MyOffice Text Home Edition] — «MoitOduc Tekcty;
[MyOffice Spreadsheet Home Edition] — «MoitO¢uc Tabmura».

— [mopsanxoBsiit HoMep\appPath], re:

NOPAIKOBBII HOMep — HOMep CJIe/IoBaHus IPOrpPaMMbI B CITHCKe.
appPath — mosHbBI NyTe K HcHonHseMoMy ¢aimy nporpaMmbl. O6pamisieTcs
kaBplukamMu. B OC Windows nMeHa KaTajoroB INpU yKa3aHUM NOyTH K aility

crenyeT pa3fensTh C IOMOIIBIO ciela (/) uim aBoHoro ooparHoro cierra (\\).

— [mopsanxossiit Homep\appTitle], rue:

MOPSAIKOBBII HOMep — HOMep CJie/IoBaHus IIPOrpaMMbl B CITHCKe.

appTitle — kpaTkoe HauMeHOBaHHe, 110J] KOTOPBIM MPOrpaMma OyzeT 0TobpaxaTbCs
B crnucke. HaumeHoBanuve oOpamiiseTcs KaBblukaMu. FEcium HavMeHOBaHHe
IporpaMMbl He YKa3aHO B KOHQUrypallMOHHOM dailile, To B coucke Oyjer

OTO6pa>KaTbCH HaMMeHOBdHHe ee MCIIOJIHAeMOI'O q)aﬁf[a 6e3 paciuirpeHus.

[Tpumep ¢aina OpenWithList.ini:
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[MyOffice Text Home Edition]

I\appPath="C:/Program Files/LibreOffice/program/swriter.exe"
I\appTitle="LibreOffice Writer"

2\appPath="C:\\Program Files\\Microsoft Office 15\\root\\Officel5\\WINWORD.EXE"
2\appTitle="Word"

[MyOffice Spreadsheet Home Edition]

1\appPath="C:/Program Files/LibreOffice/program/scalc.exe"
I\appTitle="LibreOffice Calc"

2\appPath="C:\\Program Files\\Microsoft Office 15\\root\\Officel5\\EXCEL.EXE"
2\appTitle="Excel"

4.1.7 OTnpaButs Qaiin 1mo moure

Komanzga OTnpaBuTh 1o moure HeflOCTyIHA IpU paboTe B macOS.

[Tpu paboTe B HpPUIIOXKEHUM pelaKTUpyeMbld (ailyi MOXHO OTIIPaBUTh [0 3JIeKTPOHHOM
noure. Qa1 OTHPABIISIETCSI C MOMOIIBIO TOYTOBOTO KJMeHTa, ykadaHHoro B OC B kadecTBe
MIPOTpaMMBI 110 YMOJTYaHUIO.

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

1. Bpibeputre nyHKT KOMaHAHOro MeHio OOmmumii moctyn > OTnpaBUTh IO IIOYTe

(cMm. PucyHok 61).

OBwwmid aoctyn  Mognucka

OTnpaenTe No nodTe...

Pucynok 61 — KomangHoe Mexto O0miuii Joctyn

2. B okne co3zmanus HOBOro coo0OIeHus:
— BBeJUTe aJipec MoJTydaTesis;
—  TIpU HeOOXOIMMOCTU U3MEHHUTE TeMy COODIIEHHUS;
—  BBEJIUTe TeKCT COODIIeHHs.

3. OtnpaBbTe coobIeHue.
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4.1.8 PacmeuaraTh IOKyMeHT

4.1.8.1 be3 Bxona B IpWIOKeHHE

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

J1Jis1 3TOTO BBHIOJIHUTE CIIeIyIOIIYe IeACTBUS:

1. Brimenure TpeOyeMblii JOKYMEeHT/TPYIIIY JOKYMEHTOB B IIpoBogHuKe Windows.

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

ITeuatn.

[TeuaTsb ocy1ecTBIIsieTCsl Ha NIOC/IeIHEM MCII0/Ib30BaHHOM IpuioxkeHUssMU «MoitOduc Tekcr»
u «MorOduc Tabmuma» npuHTepe. Ecny npuHTep paHee He BbIOMpasCsl B 3TUX IPUIOXKEHUSIX, TO
Ileyarthb OCYIIeCTBIIsIeTCs Ha IIpUHTepe, ycraHoBiieHHOM B OC Windows 1o yMomyaHuto.
B npouecce neyaty BO3MOXHO 0TOOpaXkeHHe CIIeyIOIINUX JUAJIOTOBBIX OKOH:
— IS MHOTIOCTPAaHMYHOTO JOKYMEHTa WM TPYyNIbl JOKYMEHTOB — OKHO IIO/ITOTOBKU
JOKYMEHTOB K IIe4aTy;

— OIIOBellleHUs O NTOBPeX/IeHHbIX dainax U ¢aiiax ¢ HellojilepXXuBaeMbIMU popMaTaMHu.
4.1.8.2 Bo Bpemst pab0ThI B IPHJIOKEHHH

4.1.8.2.1 Bei6op obsiacTu meuyaTu

JI71s1 11edaTtvi MOXKHO BbIOpATh:
— ¢parMeHT JIOKyMeHTa,

— BeCb IOKYMEHT WJIK ero oTaejibHbie CTPaHHWIIbI.

YroObsl paciiedataTh pparMeHT JOKYMeHTa, BBIIIOJIHUTe CIIeAyIOoIIe NelCTBUS:
1. Boigenurte TpeOyembiii pparmMeHT.
2. lllenkHuTe MO HeMy MPaBOM KHONKOW MBIIIM U BBIIIOJIHUTE KOMaH/Iy KOHTEKCTHOI'O

MeHIO IleyaTs BbIlesIeHHOT0 pparmMeHra.

Y1o6Bl pacmevaraTth IOKYMEHT/CTPaHHUIIBI JOKYMEHTa, BBIIIOJIHUTE OJHO U3 CJIeyIOIIHUX
JeUCTBUMH:

— Boibepute nyHKT koMaHaHOTrO MeHio ®aiin > IleuaTs (cM. PrucyHok 62).
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Daitn  [lpaeka Beraska @opmar MHctpyme

[ Cosgate Ctrl+N

Cozgate no wabaony...

[= Otkpoite. Ctrl+0
HepaesHue nokymeHTH L

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

Coxpanute wabnoH...
MapameTpe CTpaHMLB Ctrl+Shift+P

[Meuyatb... Ctrl+P
=

Pucynok 62 — ITyHkT komangHOTro MeHo IledaTs

— Ha nmanenu uHCTpyMeHTOB, B pa3szesie Paiiyn HOXXMUTE Ha CTPEJIKy CIpaBa OT KHOIIKU
(= (BeIcTpasi meyaTh) U B BBINAJAIONIEM CIIHCKe BhIOepuTe KoMaHay Iledars

(cm. Pucynok 63).

+ H L) r ﬁ L) é
JoBaenTs |EB D C &
HM3GpaHHoe

E} BricTpan neuats

& Meuats... I})

ZkcnopT B POF

= MNapamerpb cTpaHuLp

Pucynok 63 — Komanja Ileuats

— Haxmurte couetanvie xiaasuml Ctrl+P / #Cmd+P.

Otkpoercs okHOo Hacrpoiika meyaTH, B KOTOPOM MOXHO IIOCMOTpeTb, Kak Oyger

BBHITJISIIETh JOKYMeHT Ha OyMare, a Takke yKa3aThb HaCTPOMKY Ie4aTH.
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4.1.8.2.2 I1leyaTs c npeBapUTeIHLHBIMHI HACTPONHKAMU

Oxno Hacrpoiika negaru (cM. PucyHok 64) coep>ut:
— 06IacTh peIIpoCMOTpa IOKYMEeHTa,

— 00JyiacTh HaCTPOEeK IevyaTH.

06nacTb HaCTpoOEeK neYaTw O6nacTb NpegnpocMoTpa
|4 HacTpoiika nevatn i l X
MpuHTep:
Microsoft Print to PDF v

3.2 Kosannos Mesin

CeoiicTBa NpWHTEpPa... 320 Memso <ilain

MeuyaTk B OTTEHKAX ceporo et ain CONEpENT CIRTYRMIHE KoMarne (od. Proypo 4):
Konuu: M Compem el
. Comamm re usfiroy...
1 « | | KomnnektoBate 1,231,23.. A — e
Chepara & afiesse. CarlsSmifea 0
Chneprarra u. "
N3cTk Nevath: ManazoH: T— '
06
Pafiara » ofsexe *
||=D Beck pokymeHt v | BcecrpaH.. ¥ & cates
r =12
Hanpumep: 1-3, 37
CarlsSmfes P
[JeycTopoHHAR nevare: G M CulP
T
Brikn. Puacysion 6 - Meio daity
1. Contars - consam, nosu Ankyses (o, pasaen 4.1.1),
2. Coamam, mo mafiony - CougT,. WK I0KYMENT 15 DCHOBIRHA [Rie8 COSpaneHnnm
o (dapmar XOTT) Wy weidy kg, W A
WO clesHoM  HOCHTEN®,  nok ¥ ! arenn

(M, pasien 4.1.3).
6 O'IKF\HTB OTEPETE CVINECTRYRHIMA [OKVMEHT NOCPEACTROM  VERZAHHA  ero

MECTOMAOAICHIED 153 CTAMOMAPHOM M CLEMHDM  HOCHTENE, OOMKICMENHDM X

HOMITRIOTERY TOMRORATENE (oM. paanen 4,1 4)

-  Brwcats +
Meuyats OTtmeHa

Pucynok 64 — Oxkno Hacrpoiika negyatu

B obnactu IMpeAIIpoCMOTpPa COAepKaTCd cileAyronie KHOIIKHU:

— - v Bl — yMEeHBIUTDL/YBEIMYUTh MacIITab CTPAaHUIIBI B 00JIACTH TIPeIITPOCMOTPa;
— BmmcaThb — BniMcaTh CTPaHMITY B 00/IaCTh MPeITPOCMOTPA;

- Y M — repelTH K cJlefiyIoiel/Ipeplylel CTpaHuIle JOKyMeHTa.

MaCH_ITa6, YCTaHOBHEHHbIﬁ B 00yacTu NpearpocMoTpd, He BJIMAET Hda I'pAHUIBI I1€YdTH.
HHCTPYMEHTBI W3MeHeHHs MacIuTada NpeaHda3Ha49eHbl TOJIbKO I JETdJIbHOTO IMPpOCMOTPAa

COIIep>KUMOTO JIOKYMEHTA.
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B o6macTy HacTpoek mevyaty MOXKHO YKa3aTh IIapaMeTphl, TepeyrciieHHble B Tabmwie 4.

Taoummmna 4 — ITapameTps! neyaTu

ITapamerp

Hasznauenue

[IpunTep

[IpunTep 1y1st MeYaTy JOKyMeHTa.

CaoticTBa IIpuUHTEpA

Kuomnka nocrymnna Tonbko B OC Windows. IIpu HaXkaThy OTKphIBaeTCs OKHO
CBOWMCTB mpuHTEpa. By v cocTaB mapaMeTpoB OKHA 3aBUCHT OT MOJIENA
TIpUHTEpPA, BLIOPAHHOTO B T10JIE BHIIIIE.

ITapameTpsl, yKa3aHHbIe B OKHe CBOMCTB IIPUHTepa, aBTOMAaTUIeCK!
[IepeHOCSTCS B COOTBETCTBYIoMIMe 1oy okHa Hacrpoiika meyartu.
[TapameTpsl, KOTOPbIe He [OJIeP>KUBAIOTCS. IIPUHTEPOM, HeIOCTYIIHbl B OKHe
Hacrpoiika meuartn.

[TeyaTh B OTTEHKAX CEPOTO

[TeyaTh IBETHOTO TeKCTa U U300pa’keHU, KOTOPbIe COJIePXKaTCs B
IIOKYMeHTe, B OTTeHKAax Ceporo I[BeTa.

Kommuu

Yucro rmeyataeMbIx 3K3eMIUISIPOB JOKYMeHTa.

KomrmnnextoBath /
He xommiexkToBaTb

IToste JOCTYIIHO, eCJIM KOJIMYeCTBO I1e4daTdaeMbIX 3K3eMILJIIPOB IIPEeBbIIIdeT 1.
OHPEILEJ'ISIET IIOPAOOK I'PYIIIIMPOBKYU CTPAHUII BO BpeMs I1e49dTu:

— KommekroBaTh — rpynnuposats 1o konwsm (1,2,3 1,2,3 1,2,3);

— He xoMIUIeKTOBaTh — I'PyNNUPOBaTh M0 HoMepam crpanunl (1,1,1 2,2,2
3,3,3).

O06J1acTh mevaTtu

Ob6mnacThb rmeyaTv JOKyMeHTa:

Becnb JOKYMEHT — [1e4aThb BCero JOKyMeHTa.

Tekymiasi crpaHuIa — mevaTh CTPAHUIIBI JOKYMEHTa, KOTopast
oTOOpaXkaeTcsl Ha 3KpaHe B HACTOSIIN MOMEHT.

BrigenenHsIil pparmMeHT — IyHKT JOCTYIIEH, €C/IU B TEKYIIEM
JIOKYMeHTe BbIOpaH ¢pparMeHT TeKCTa.

— CrpaHumnsl — revyath yKasaHHBIX CTpaHUIL. TpebyeMble HOMepa W/uiu
ZIania30HbI CTPAHUI] IIePeYUCISIIOTCS B TIOJIe HipKe. MoTyT OBbITh yKa3aHbI
KakK:

¢ Howmepa otaenbHbix crpanull. Hanpumep: 5, 10, 12.
o JlnamazoHsl cTpaHull — yepe3 neduc. Hampumep: 1-8, 10-11.

o CrpaHMIIBI C HaYaJa IOKyMeHTa JI0 YKa3aHHOU — B popmare -<No>.
Hampumep, ecnu B mosie BBe/IEHO 3HaUeHUe -3, TO paclievdaTaloTCs
cTpaHuIls 1-3.

o CTpaHMIIBI C YKa3aHHOM JI0 KOHIIA JOKyMeHTa — B ¢popmarte <Ne>-,
Harpumep, ecnu B mojie BBeJieHO 3HaUeHUe 3-, U JOKYMEHT COCTOUT U3
6 cTpaHuIl, TO pacleyaTaloTCs CTPAHUIIBL 3-6.

JlvamnasoHn

Bri6op nuamnazona crpanuil st edatd. [lone goctynHo, eciu B mosie
Oo6sacTtb neyaru BoIOpaH Beck moxyment. Coiep>KUT MyHKTHI:

— Bce CTPAHUIIBI — [1e4aTh BCeX CTPpaHUI] IOKYMEeHTa.
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ITapamerp Hasznauenue

— HeuerHrble crpanunbl, YeTHbIe CTPaHHUIIBI — IIYHKTHI [Ipe/IHA3HAYeHbI
ISl IBYCTOPOHHe! IevaTy IOKyMeHTa BpY4YHYyIO Ha IPUHTepe, KOTOPBIN
He TOJIZIep>KKBaeT 3TOT THII [ledaTd B aBTOMAaTH4eCKOM pexxume. Jljis
[levaTy CHayasla Hy>KHO BbIOpaTh HedeTHble CTPaHUIIb], 3aTeM
IepeBepHYThb CTOIIKY JINCTOB 0OpaTHOM CTOPOHOM U BBHIOpATh IevyaThb
YeTHBIX CTPaHUII.

JIByCTOpDOHHSIS IIe4aTh:
— BBIKJI. — OJHOCTOPOHHSIS I1eYarh;

JIBYCTOPOHHSISL [I€9aTh — Ilepemnier mo JTHHHOMY KpPal0 — [IBYyCTOPOHHSS [1eYaTh, CTPAHUIIbI
IIepeBOPavYMBaOTCS OTHOCUTEJIbHO JUIMHHOIO Kpas;

- Hepemle'r II0 KOPOTKOMY KpaK — IBYCTOPOHHSS I1e4dTb, CTPAHUIIbI
IepeBOpavMBalOTCA OTHOCHUTEJIbHO KOPOTKOI'O Kpasd.

YTo6s! pacrieyatarb JOKYMEHT C YKa3aHHbIMHU IlapaMeTpaMy, HaXkmMuTe KHONIKY IledarTs.

YToOBI 3aKpBITh OKHO, He paciiedaTbiBasi JOKYMeHT, HOKMUTe KHONKy OTMeHa.

4.1.8.2.3 BeicTpas neyaTthb

JIoKyMeHT MO>XKHO pacriedaTaTh B OJHO JelCTBUe, 6e3 BbI30Ba OKHA HACTPOMKY I1e4aTy.

Jly1st GpICTpPO¥ ITeYaTy UCIOJIb3YIOTCS:

— Hacrpoiiku neyaty o yMOoT4aHHUIO.

— Ilocnepnuit MCnoNb30BaHHBIN NIPUHTEP. ECiM HU OOHO YCTPOMCTBO He MCI0JIb30BaIOCh,

TO BBIOMPAaeTCsl IPUHTEep, YKa3aHHbBIN B HACTPOWKAX CUCTEMBI.

J11s1 6BICTpO TTeyaTH JOKYMeHTa BBINOJTHUTE OJTHO U3 CIIeIyIOIIUX AeHCTBUM:

— Ha nmaHeny MHCTPYMeHTOB, B paszieiie daiin HaxxMuTe KHONKY (— (BBICTpas medyaTs)

(cm. PucyHnok 65).

@aiin  paeka Beraeka Qopmar  WHotpymedtm Bug

L ¥ r ﬁ b é
JoBaenTs |IE;] b4 (__'J _ Q

WM36panHoe
g] BricTpan nevats

’E&L Meuatk...

Srcnopt e PDF

= [Napamerpb cTpaHnUb

Pucynok 65 — Komanga BeicTpas nmedyarb
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— Ha nanenu uHCTpyMeHTOB, B paszeiie Paiin HOXXMUTE Ha CTPEJIKy CIpaBa OT KHOIIKU
(= (BeIcTpasi meyaTh) M B BHIIAJAIONIEM CIMCKe BhIOepuTe KoMaHay BeIcTpas

1neyarb.
4.1.9 Coxpanurs ¢aiin

4.1.9.1 CoxpaHuTth Kak

YToObl COXpaHWUTh HOBBIM ¢aill WIK CO3AaTh KOMHUIO TeKyllero ¢aiia, BbIIOIHUTE
ClelyIolye NeiCTBU:
1. BeinmonHUTe KOMaHAY COXpaHEHHs OHUM U3 CJIeIyIOIIUX CIIOCOOOB:

— Bribepute nyHKT koMaHaHOrO MeHio Paiis > CoxpaHuTh Kak (cM. PucyHok 66).

Daitn  [lpaeka Beraska @opumar WHctpyme

[ Coszgate Ctrl+N

Cozgate no wabaony..

[ Otkpoite. Ctrl+0
HepaesHwe gokymeHTH L4

Bl Coxpanuts Ctrl+5S
CoxpaHWTb Kak.. F12
ABTOBOCCTAHOBAEHWE r

Pucynok 66 — ITynkTel koManHOro MeHi0 CoxpaHuth 1 CoXpaHUTH Kak

— Ha nanenmu MHCTpyMeHTOB, B pasnerne Paia HaXMUTe Ha CTPeJIKy CIlipaBa OT
kHOIKM |1 (CoxpaHUTB) U B BBINIIAI0IIEM CIIMCKe BbiOepuTe koMaHay CoXpaHHTh

Kak (cMm. PucyHok 67).

Daiin  [paeka Bcraeka @opumar  WHoTpymedTw

n |ﬁ;g X 0B
Nob

Hoaere CoxpaHuTe
M3GpanHoe

CoxpaHnTb Kak..

Pucynok 67 — Knornika CoxpaHuTh
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— Haxmure wimaBumy F12 npu pabore B OC Windows, couyeTaHue KJIaBHII
Ctrl+Shift+S mpu pab6ore B OC Linux wmm coderanue kiaBuin {TShift+Cmd+S
mpu pabote B macOS.

2. B okue ¢aiinoBoro meHemxepa BbIOepUTe MamnKy Jisi COXPAaHEHHs, YKaKUATe UMS U

¢dopmar darina/konuu ¢aiina U HaxmMuTe KHOIIKYy CoXpaHHUTh.

Hns coxpanenusi ¢aiiima B ¢dopmate PDF wmu PDF/A-1 MOXHO Takke BBITIOJTHUTD
CJIefy1olye qefCTBUL:
1. Ha nanenu WHCTpyMeHTOB, B pasfiejle Paiiyi HA)XKMUTe Ha CTPeJIKy ClipaBa OT KHOIIKU
= (BbIcTpasi mevarhb) ¥ B BHIIAJAIolIeM CIUCKe BhibepuTe koMaHay Dkcnopt B PDF
(cm. PucyHok 68).
2. B okne ¢ainoBoro mMeHemkepa BblOepUTe MamnKy [JIsi COXPAaHEHUs, YKKUTe UMS U

¢dopmar darina/konuu ¢aiina U HaxMuTe KHOIIKY CoXpaHUTh.

Daiin  [Mpaeka Beraeka Qopmar  WHctpyments Bug
v R O T T &
+
JoBaeuTe ||E;] \-"| 2 C Q

Mz6panHoe

E} BricTpan nevats

& Mevats..

Skcnopt e POF

[

= MapameTpw cTpaHuL

Pucynok 68 — Komanga 9xcropt B PDF

[Tpu coxpanenuu B popmatax PDF u PDF/A-1:

— Ccpuiku Ha Be6-caliThl COXPaHSIOT pabOTOCIIOCOOHOCTS.

— OrnaBneHve, cCbUIKM Ha ¢aiyibl U ajipeca 3JIeKTPOHHOW IIOYTHI, IlepeKpecTHbIe
CCBIIKA Ha 3aKJIaJIK¥, 3arojIOBKM M HyMepOBaHHBbIE CIIMCKH, a TakKe CHOCKU He
OKCIIOPTUPYIOTCAL.

[Tpu cozmanuu koMK pabouyrM JOKYMEHTOM CTaHOBUTCS Kolivs ¢aia.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MH», 2013-2024 66



MonOdonc

4.1.9.2 CoxpaHuTh

Y1o6nl U36exaTh MOTepy JJaHHBIX B Ciydae cO0OeB B paboTe KOMIIbIOTEpa, peKOMEeHIyeTCs
MePUONYeCKU COXPAHSITh TeKYIIHM JOKyMeHT.

1151 coxpaHeHUsI IBMEeHEeHHUH B TeKYIeM JIOKYMeHTe BbITIOJTHUTE OJHO U3 CIIeTYIOIIUX JIeHCTBUM:

— Bribepute nmyHKT koMaHgHOTO MeHIO Paiin > CoxpaHuTtsb (cM. PucyHok 66).

— Ha nanenu uWHCTpyMeHTOB, B pasieiie Paia HaXXMUTe KHOIKY (CoxpaHuTts)
(cm. Pucynok 67).

— Ha mnanenu wuHCTpyMeHTOB, B pazfene <Paili HaXXMUTE HAa CTpeJIKy CIipaBa OT
kHonKkH T (CoxpaHUTh) ¥ B BBINIAJAIONIEM CITMCKe BbiOepuTe koMaHay CoXpaHHTH
(cm. Pucynok 67).

— Haxwmure coueranue xiasuml Ctrl+S / £Cmd+S.

4.1.10 ABTOBOCCTaHOBJIEHHE IOKYMEHTOB

A6mo6occmaHobneHue — 3T0 GyHKIMS, IO3BOJISIIONIAS II0JIb30BATENII0 BOCCTAHOBUTH
JIOKyMEeHTbI, paboTa C KOTOpPbIMU Obljla 3aBepllieHa HeKOpPeKTHO (Hampumep, Ipu cboe
JIIeKTPOIUTAHUS).

Ytobbl 0bOecrieyuTh BO3MOXKHOCTH BOCCTAHOBJEHUs, npwioxeHue «MoulOduc TekcT»
MepUoANYeCKU COXpaHsieT pe3epBHble KONUU pefaKTUPYeMbIX [IOKyMEeHTOB, B TOM YHCIie —
JIOKYMEHTOB, HU pa3y He COXPaHeHHbIX Iojb3oBareseM. Eciu pabora mpusioskeHus! 3aBepIiaeTcst
aBapuiHO, TO TPU TOBTOPHOM BXOJle B NPWIOXEHHe IM0JIb30BaTellb MOXKeT COXPAaHUTh KOIHU
JIOKYMEHTOB Kak OT/ieJibHble $Haiiibl WK 3aMEeHUTh KOMUSIMHA OPUTMHAJIbHBIE JJOKYMEHTHI.

PeBepBHbIe KOITMU JOKYMEHTOB XPAHATCS OJWH MeCAIl, d 3dTeM dBTOMdTUYeCKH YAAJIAOTCA.

4.1.10.1 HacTpouTh aBTOBOCCTaHOBJIeHHE TOKYMEHTOB

[To ymomuanuto npunoxenve «MonOduc TekcrT» coxpaHseT pe3epBHbBIe KOIMH BCeX
pelakKTUPyeMbIX TOKYMEeHTOB KaXble D MUHYT.

YT0oOBI UI3MEHUTh HACTPOWKH, BBIIIOJIHUTE CJIeIyIOle 1eHCTBUS:

1. Bribepure nyHKT KoMaHAHOro MeHio Paiin > ABTOBOoCcTaHOBIeHue > Hacrpoiiku

aBTOBOCCTaHOBJIeHUs (cM. PucyHok 69).
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®aiin [paeka Bcraeka @opmar  MeoTpymedts

e

=

Cozgatk Ctrl+M
Cozpate no wabaony...

OTkpbiTh... Ctrl+0
HepaBHue gokymeHTH »
CoxpaHuTte Ctrl+5
CoxpaHuTe Kak... F12
AEBTOBOCCTAHOBNEHWE r

Coxpanute wabnoH...

Bvg OBwwit goctyn  lognwcka

D X0 Thames

X K 4 A

WpndT

HacTpoiki aETOBOCCTAHOBAEHMA

BoccTaHoBAeHHBIE @b

Pucynok 69 — Ilyukt komanaHoro meHio HacTpoiiku aBTOBOCCTaHOBJICHHS

2. B okne Hactpoiiku aBTOBOCCTaHOBIeHus (cM. PucyHok 70):

YTOOBI OTKJIIOUUTL WA BKJIIOYHTDH COXpaHeHHEe Ppe3epBHbIX KOIIHM OOKYMEHTOB,

CHHMHUTE MWK IIOCTaBbTe ('l)JIa)KOK Coxpanm‘b pe3epBHbIEe KOIINHU q)aﬁJIOB

Kaxaele.

HacTpolikn aeToBOCCTAHOENEHMA
CoxpaHATh pe3epBHble KonkK Gafnos kaxiple;

He coxpaHaTe gna cnegyrow vy ¢aidnos:

Kakoi Bpaysep embpate.docx
' CpaeHeHue Bpayzepoe.docx [Tekywmii]

Pacnonoxedwe:

C:/Users/User/AppData/Local/Mew Cloud Technologies Lid/MyOffice/MyOffice
Text/Restore

5 MuWH.

MprMeHTE OTmeHa

Pucynok 70 — Oxno HacTpoiiku aBT0OBOCCTaHOBJI€HHS
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— YToOBI M3MEHUTh UHTEpPBaJl COXPAHEHHS! pe3epBHBIX KOMHM JOKYMEHTOB, YKaXKHTe
€ero BpPYYHYIO, C TIOMOIIbIO Tepek/IovaTesisl, KJIABUII KJIaBHATypel | U T wWid
KoJiecuka Mbiiu. [1larom nepeksitouenus sipisietcs 1 MunyTa.

— FEcmu Tpebyercs OTKIIIOYWTHL COXpaHEHWE Pe3epBHBIX KOIMWUW I OJHOTO WU
HECKOJIbKMX JOKYMEHTOB, OTKPBITBIX B JJAHHBI MOMEHT, OTMeTbTe UX (UIaskKKkaMHu B
ciucke He coxpanaTrs pnaa  ciaegyromux ¢ainoB. B 3ToM cnucke He
0TOOpaXkaroTCsl JOKYMEHThI, KOTOPble HU Pa3y He ObUIM COXPaHeHbl BPYUYHYIO.

— Ecmm Tpebyetcsi ckonmupoBaTh MyTh K Mallke, B KOTOPOM XPAHSTCS pe3epBHbIe KON
JIOKYyMEHTOB, HA)KMHUTE KHOIIKY n}

3. Haxwmwure kHOnKy IIppMeHUTS.

4.1.10.2 BoccraHoBeHHte JOKYMEHTOB

Ecnn pabora ¢ nokymeHnTamu Obula 3aBepllieHa HEKOPPeKTHO, TO IIpY IIOBTOPHOM BXOJie B
IIPWIOXKeHre OTKPbIBAeTCs IMaJIor0Boe OKHO, IIpe/iCTaBjieHHOe Ha pucyHKe 71. Haxkmure B TaHHOM

OkHe KHOIIKY OTKpPBITh.

AETOBOCCTAHOBNEHWE >

BoccTtaHoBAEHbI ¢aidnbl, € KOTOPbIMMK
Bbl paboTanu

- —

KMameHeHWA B 37X AOKYMeHTax He BblAk coXpaHeHbl
W3-33 aeapWiiHOrO 3aBepleHnA paboTel
npwacseHna, OTKpeITe dadns?

OTepbITE He oTkpeiBaTE

Pucynok 71 — Jlnasnorosoe oKHO

B HOBBIX OKHax IIPUIOXKEeHUA OTKPOIOTCA pe3epBHbIe KOITKMH TOKYMEeHTOB.
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YT0oOBI COXPAHUTH KOIIMH, BBITIOJIHUTE JIJIS1 KAXK/IOM U3 HUX CJIelyIolre AeCTBUS:
1. BeimonauTe komanay CoxpaHHTh KaK OJIHAM U3 CJIeYIOIIUX CII0CODOB:
— B crpoke yBemomiieHusi, KoTopas OToOpaXkaeTcsi MOJ IaHeJIbl0 WHCTPYMEHTOB,

HakmuTe KHONIKY CoxpaHuTh Kak (cM. PrcyHok 72).

Dain  [paeka Beraska @opmar  WMHotpymentsr  Bug  OBwmid goctyn  [Nognucka Cnpaeka

5V

3toT $ainn B asToMETMYECKK BoccTaHosaeH. CoxpaduTe ero, uTobm He NoTEPATL gaHHbIE, ¥aanuTe CoxpaHWTb KakK...

L]

Q

Pucynok 72 — Knonka CoxpaHuTh Kak

— Bribepute nyHKT KoMaHHOTO MeHto Paiii > CoxpaHuTh Kak (cM. PucyHok 73).

Daitn  [lpaeka Beraska @opumar WHctpyme

[ Coszgate Ctrl+N

Cozgate no wabaony..

[ Otkpoite. Ctrl+0
HepaesHwe gokymeHTH L4

Bl Coxpanuts Ctrl+5S
CoxpaHWTb Kak.. F12

Pucynok 73 — [IynkT koMaHHOTO MeHI0O COXpaHUTh KaK

2. B okne CoxpaHHMTB KakK:
— Ecmu Tpebyercss coOXpaHUTh KONMIO KaK OTAeNbHBIM ¢ail, BblOepuTe MaIKy s
COXPaHeHHs, YKa)XkKUTe TUII U Ha3BaHUe Paiiyia U HakMuTe KHONKY CoXpaHHTh.
— Ecmu TpebGyercs 3aMeHUTh KoOIMeM HWCXOIHBIM daii, BbiOepuTe 3TOT dalil U

HaXXMUTe KHOTIKY COXpaHUTh.

Ecmm TPE6YETC$I YAAJIIUTh KOIIWIO, HAXMHWTe B CTPOKe YyBeAOMJIeHHs 110/ IIdHeJIbIO

WHCTPYMEHTOB KHOIIKY Y AaiuTh (cM. PucyHok 72).
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4.1.10.3 Ilanens «BoccranoBienHbie gaiiabi»

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

J17151 3TOrO BBITIOTHUTE OJHO U3 CJIeIyIOIIUX JIeUCTBUM:

— Beibepure rmyHKT koMaHAHOTO MeHio dPaiin > ABTOBoCCTaHOBJIeHHe > BoccraHoBieHHbIe

¢aiib! (cM. PucyHok 74).

®ain  [paeka Bcraeka @opmat MeocTpymedte Bwg  OBwwi goctyn  Mognwcka

[ Cospars 5L é D KO Thames
CozgaTe no wabnoHy..
& X K 4 A
OTEPBITE.. Ctrl+0
= 3 WpuadTt
HegaeHne gokymeHTH »
Bl CoxpaHuTe Ctrl+5
CoxpaHuT Kak... F12
ABTOBOCCTAHOBAEHWE L HacTpolikn aeToBOCCTAHOBAEHWA

BoccraHoBneHHBIE dainkp
CoxpaHuTe wabnoH...

MapameTpbl cTpaHULB Ctrl+5Shift+P
= Meuats... Ctrl+P
JakpLITe

Pucynok 74 — Ilyukt komanaHoro MeHio BoccranoBiieHHbIe ¢aiiibl

— Ha 6okoBoii maHem HAKMUTE KHOTIKY [% (Boccranoiiennsle ¢aitinl) (cM. PucyHok 75).

OBwmi goctyn  lNMognwucka  Cnpaexa

XO Thames vl 14 v AT AT Tr
¥ K Y AR =« A v &

WpudT AG3ay CTramn Bcraeka -

]

Q

&)

Pucynok 75 — Knonka BoccranoBsieHHbIe ¢aiiibl
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YToOBl OTKpBHITh, COXPAaHUTb WM YAAIUTb pe3epBHYIO KOIHIO IOKYMEHTA, BBIIIOJHUTE

CIIeIyIolve IeNCTBUS:

1. HaBeauTte Kypcop MBIIIHM Ha Ha3BaHKe KOMHH (CM. PUCcyHOK 76) 1 HOKMUTE KHOTIKY

2. B BeimagaroieM crivcke BbibepuTe TpebyeMyro KOMaHIy.

=» BoccTtaHoBNeHHbIe daiinbl Q

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

YaaniTe Bce

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

¥aanmTh

Pucynok 76 — Komanjip! ynipaBiieHUs! Koven

OTKprTb pe3epBHYI0 KOIINIO NOKYMEHTd MOXHO TdKIKe JBOMHBIM IIIETYKOM MBIIIM [0 ee

HAa3BAHHIO B CIIMCKE.

Ecin TpeOyercs ynanuTh Bce KOIMU JIOKYMEHTOB, HaXXMUTe KHONKY YJaJUTh Bce

(cm. Pucynok 77).

—» BoccTaHoBNEHHble paiinbl Q

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

Y AaNnTb BCE

Pucynok 77 — Knonka Ynanuts Bce
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4.1.11 3akpeITh daiin

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

— Bribepute myHKT kKoMaHiHOTO MeHI0 Paii > 3akpsITh (CM. PrucyHok 78).

Daitn  [paeka Beraska Qopumar  WHctpyme
[ Cosgate Ctrl=M

Co3gate no wabaoHy..

[= OtkpoiTo.. Ctrl+0
HepaesHwe gokymeHTH L4

&l Coxpanuts Ctrl+5
CoxpaHWTb Kak.. F12
ABTOBOCCTAHOBAEHWE r

CoxpaHuTe wabnoH...

MNapameTpel CTPAHWLE Ctrl+5hift+P
= Meuats... Ctrl+P
JakpuiTe

PucyHnok 78 — [IyHKT KOMaHJJHOTO MeHIO 3aKPBITh

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

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

4.2.1 BBop Tekcra

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

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

— IlIpudt: XO Thames;

— Pasmep mpudrta: 14;

— DBrIpaBHMBaHMe: 110 HIVMPUHE;

— MexcrpouHblii uHTepBal: OAUHAPHBIN;

— Orcryn nepso# crpoku: 0;

— HHurepsan 1o a63ama: 0;

— MHurepsan nocne ab3ana: 0;

— Orcryn cnega: 0;

— Orcryn copaga: 0.

4.2.1.1 ABTo3amena neduca Ha TUpe

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

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

4.2.1.2 ABTOo3aMeHa KaBEIYCK

Ecimu TekcT BBOOMTCS Ha PyCCKOM WM (PPAHITy3CKOM SI3bIKe, TO KOMITBIOTEPHbIE KaBBIYKH
("") aBTOMaTHYeCKY 3aMeHsI0TCS Ha GPaHIly3CKUe KaBbIUKU («»).
Ecmu Tpebyercs OTMEHWTh aBTO3aMeHY JIeBOM WIIM NpPaBOW KaBBIYKH, IOCIe ee BBOAA

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

CHocka — 3T0 CIIPaBOYHAas WIA IIOSICHUTEJIbHAA I/IHCl)OpMaIII/ISI K CJIOBY WIX 8638Hy TeKCTa.

Paznmuyaior oOBIUHBIE M KOHIIeBble CHOCKHM. OObIUHBIE CHOCKH pacIiojiararoTCsd BHHU3Y

CTPaHMITBI, @ KOHIIEBbIe CHOCKU — B KOHIIe pa3fiesia WX JJOKyMeHTa.

CHOCKH COCTOSIT U3 CIIeAyIoIMuX 31emMeHToB (cM. Pucynok 79):

— 3HdK CHOCKH — pAacCIiojiaraeTCsa HellOCpeACTBeHHO II0CJie CJI0OBa WK 86331_121, K KOTOpOMY
OTHOCHUTCs CHOCKA,
— HOMep U TeKCT CHOCKH — PACIIOJIardlOTCA B KOHIIe CTPAHUIIbI, pa3iejlda Uik JOKYMEHTA,

[10[] TOPU30HTAILHOM YepToi, CJIeAyIolei I0Cjie OCHOBHOI'O TEeKCTa.

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

— ,[[O6aBJ'IeHI/Ie KOMMEHTApHUEB.

IMocne sToro NMpennoeHHda CTOHT 3HaK CHDCI{I{] .

! 3a HOMEpPOM CHOCKH CTeqYeT TeKCT CHOCKH.

CrpaHnua 1 13 1

Pucynok 79 — Ilpumep 06bI9HONM CHOCKM
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4.2.2.1 BcTraBuUTBH CHOCKY

B Texymeii Bepcuu nipuiioxkenns «MonOduc TekcT» NedcTBYIOT ciielyIolye IpaBuia:

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

— Ilpu Hy™Meparuu OOBIYHBIX CHOCOK HCITOJIB3YIOTCS apabckue nudpsl. [Ipyu Hymeparuu
KOHIIEBBIX CHOCOK MCHOJb3yercss ¢opMmar 1, ii, iii, ... Wi ¢dopmar, BbIOpaHHBIN IIpU
paboTe C JOKYMEHTOM B CTOPOHHEM TeKCTOBOM pe/laKTope, eCiIM 3TOT ¢opmaT
nofijiepkuBaeTcs B nmpuiioskeHnu « MonOduc Tekcty.

— Ilo yMos4aHHIO KOHIIeBble CHOCKM 0TOOpaXaroTcsl B KOHIle JokyMeHTa. OTobpaskeHue B
KOHIle pasjerna IO/JIep>KMBaeTCsl, eClii OHO HAaCTPOeHO B CTOPOHHEM TeKCTOBOM

pemakTope.

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

" KOJIOHTUTY/JIBI.

YT06b!I 106aBUTH CHOCKY, BBIIIOJIHUTE CIIeAYIOLe 1efCTBUS:
1. Yxaxwre MecTO AJ1 BCTaBKM CHOCKU OJIHAM U3 CIIeJyIOIINX CII0CODOB:
— VYcraHOBHUTE KypCOP MBIIIY B TpeOyeMoe MeCTO TeKCTa.
— BroienuTe pparmeHT Tekcra, ocie KOTOpOro He06X0AUMO BCTaBUTh CHOCKY.
— VYcraHOBUTE KypcOp WM BbLIeNUTe S4eliKy TaOiuIbl, B KOTOPYIO HeoOXOAUMO
N00aBUTH CHOCKY.
— BrpienuTe nuanasoH syeek, K KOTOpOMY HEOOXOAMMO 1006aBUTh CHOCKY. B maHHOM
Cllydae 3HaK CHOCKUA OyzleT yCTaHOBJIEH IIOCJle IOCJIeHero CHMBOJIA HIDKHEH

MPaBOM STYEHKHU.
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2. Jlob6aBbTe CHOCKY OJIHUM M3 CJIeIYIOIIUX CIIOCOOOB:

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

Boibepute nmynkT komaHgHoro meHio BcecraBka > CHocka (cM. Pucynok 80). B

OTKPBIBIIEMCS ITIOJAMEHIO BbI6epI/ITe Tp96YEMLIfI THIT CHOCKH.

WMHeTpymeHTH

Ctrl+Enter

Ctrl+K

Buvg OBwmi goctyn

k

AE  CHocka

[i] KoHueeas cHocka

MNognwcka
KO Thames
X K 4 AB
lpudT

Cnpaeka

Ctrl+Alt+F
Ctrl+Alt+E

r

Pucynok 80 — KomangHoe menio BecraBka
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— Ha mnanenmn wuHCTpyMeHTOB, B pasneie BcraBka HaxMuTe KHONKy -==. Ha
OTOGpA3UBILeICA [TaHe/IM BCTaBKU HaBe[UTe KypCop MBIIIM Ha MyHKT A CHOCKa U B

OTKPBIBIIEMCs [I0IMEHIO BblOeprTe TpeOyeMbli TUIl CHOCKM (cM. PucyHok 81).

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

3aronoBeok 2 3aronoceok 3 3aronoceok 4

E HzobpaxeHwe..,

EI TekcToBDE NONE : ~
& owrypa >

HH  Tadawua.. >
Dopyna...

[E] CneynanbHble CHMBOABI... ¥

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

Pucynok 81 — I[1anens BcTaBkmu

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

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

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

Eciv [okymMeHT He COfepXXUT APYyTUX CHOCOK, TO TIPHA BCTaBKe OOBIYHOM CHOCKe
Ha3HavaeTcs HoMep 1, a KOHIIeBOM CHOCKe — i.

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

Eciu nokyMeHT coniep>XKUT KOHIIeBble CHOCKHU, TO JJIsi KOHIIEBOM CHOCKU:

— mpuMeHsieTcs GOpPMAaT CHOCOK TeKYIIero JOKyMeHTa;

— Ha3HAYaeTCs MOPSAKOBBIA HOMEp, COOTBETCTBYIOIIHM ee PACIIONIOXEeHUI0 OTHOCUTENIbHO

IPYIUX KOHIIEBBIX CHOCOK.

4.2.2.2 IlepeiiTu K CHOCKe

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

BCIUIbIBalOIIlee OKHO C TeKCTOM CHOCKH (cM. PucyHok 82).

V NIYyKOMOpPBLA 11y 0 3eEHbII|
@}TPHBDK M3 Nozmul «Pycnad u
Nrogmmaan,

Ctrl + LleakHwTe 40A Nepexoga No cCbake

Pucynok 82 — BcruibiBaroliiee OKHO C TEKCTOM CHOCKU

YToO6bl mepedTH K TeKCTy CHOCKHM, HakMuTe Ha kiaBuiry Ctrl / #Cmd u menkaure 1o
3HaKy CHOCKU. Kypcop aBTOMaTHuecKy IepeMecTUTCs! B TeKCT CHOCKY B KOHIle CTPaHUIIbI, pa3jiena

NI NOKYMEeHTa.
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4.2.2.3 KonupoBaTh, BbIpe3aTh H BCTABUTh CHOCKY

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

JIOKyMeHTa WK Mexay fokyMeHTamu «MonOduc Tekcry.

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

KOJIOHTHUTY/IBI.

Bripe3aTh, KONMpoBaTh ¥ BCTaBUTb MOXHO!
— TEeKCT CO CHOCKOU;

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

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

HyMepadllyH, 9YTO U IIPHU BCTaBKe HOBbIX CHOCOK.

4.2.2.4 PegakTupoBaTth 1 popMaTHPOBATh CHOCKY

PepnaktupoBanve u <¢dopMaTupoBaHHe TeKCTa CHOCKM OCYIIeCTBJISIeTCS aHAJIOTHUYHO

pelaKTUPOBaHUIO U GOPMATUPOBAHUIO OCHOBHOT'O TEKCTa JIOKYMeHTa.

4.2.2.5 YnanuTh CHOCKY

YTOoOBI yIaUTh CHOCKY, BBITIOJIHUTE OIJHO U3 CJIeTYIOITUX JIeUCTBUIM:

— YpanuTe 3HaK CHOCKA B OCHOBHOM TeKCTe JJOKyMeHTa. HoMep M TeKCT CHOCKHM B KOHIIe
CTpaHUIIbI, pa3ielia Wik JOKYMeHTa yAaJISITCS aBTOMaTUYeCKHU.

— BrienuTe TeKCT CHOCKU WJTK TIOMECTUTE KypCop B JIF000e MeCTO TeKCTa CHOCKM B KOHIIe
CTpaHUIIbI, pa3jieyia Wik JoKyMeHTa. ll[elkHuTe MpaBoi KHOIKOW MBI W BBIIIOJIHUTE
KOMaHJly KOHTEKCTHOT'O MeHI0 YaJMTh CHOCKY. 3HaK CHOCKM B OCHOBHOM TeKCTe

AOKYMeEHTda YIdJIUTCA dBTOMATHUYECKU.

HpI/I yAadJleHHnU CHOCKH HyMepallvsl OCTaBIINXCS CHOCOK dBTOMdTUY€CKU 0OHOBJIgeTCS.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MH», 2013-2024 80



MonOdonc

4.2.3 Ccpuiku

B Tekcr HOKYMeHTa MOKHO 21063BI/ITI) CCBUIKY Ha BE6-CTpaHI/IIIy, azipec SHEKTpOHHOfI II04YTHI

WU paitl.

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

[Ipunoxenune «MonOduc Tekcr» pacro3HaeT W JenaeT aKTUBHBIMU CCBUIKM, KOTOpbIe

HAYMHAIOTCSI C www, http, https, u a5exTpoHHBIE afpeca.

[Ipumepsi:

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

user.name@domain.com.

Ccpuika tuma mailto:user@domain.ru MoKeT TakKe CoaepKaTh TeMy, TEKCT MUChbMa U

3JIEKTPOHHBIE aJpeca JUIsl OTIIPABKU KOIIMU U CKpbITOM Konnu. Hanpumep:
mailto:user@domain.ru?subject=This%620is%20the%20subject&cc=user2@domain.ru&body
=This%20is%20the%20body.

Yto0OBI M3bexaTh OMKMOOK HpHU Iepexofe Mo ccbuikaM, B URL pekomenpayeTrcs yka3blBaTh

npotokosi. Hanpumep: http://website.ru.

CchIIIka MOXKeT OT06pa)KaTbCH B IOKyYMEHTe B BUJIE:

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

TeKCTa — HallpuMep, CChLJIKA.

Yto0bl 106aBUTH B JTOKyMeHT cCbulky B BuJle URL, BBIIOIHUTE OMHO K3 CIIEyIOLIUX

JeUCTBUMH:

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

CkomnupyiTe CCBUIKY W3 MCTOYHMKA, YCTAHOBUTe Kypcop B TpeOyeMoM MecTe

NoKyMeHTa U HaxkmuTe codetanue kiaBuil Ctrl+Shift+V / {1Shift+3Cmd+V.
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YT0oOBI 106aBUTH B JOKYMEHT CCBIJIKY B BHJle TEKCTA, BBIIIOJIHUTE CIIeyIoI1e JeiCTBUS:
1. Ckonupy¥iTe CCbUIKY U3 NCTOYHUKA.
2. YkaxuTe MeCTO /JIsl BCTABKU CCBUIKU OHUM U3 CJIeIYIOLIUX CIIOCOOO0B:

— Yrto6bI 0HOPMUTD KaK CCHUIKY HalleyaTaHHOE CJIOBO, YCTAHOBUTE B HET'O KyPCOP WUJTH
BBIJIeJIUTE ero MeJIMKOM. YToObl 0pOPMUTH KaK CCHUIKY HalledaTaHHbIA (pparMeHT
TeKCTa, BbIJIEJIUTE ero IeJIMKOM.

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

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

— Bribepute nyHKT KoMaH/iHOTrO MeHio BeraBka > Ccepuika (cM. PucyHok 83).

Bcragka Qopmar  Wecrpymentm  Bug O

Wsobpametue..,
TekcToBoe none

&) @urypa >
BEH Tabawua...

() Dopwmyna...

CneupansHee CUMEDALL..,

' Paspeie cTpaHuusl Ctrl+Enter
'= Pazpuie pasgena

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

7 Comaka. Ctrl+K

=l [epekpecTHan ccolka...

[[]  3aknagka...

aE  CHocka k
& Kommentapwuii

B [lara

(0 Bpemn

=) Tonas

Pucynok 83 — ITynkTt komangHOrO MeHio CchLika
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— Ha manerm vHCTpYMeHTOB, B paszienie BcraBka HaxMuTe KHOMKY ==+ (cM. PrcyHOk 84).

Ha OT06p83HBMEﬁCH IIaHeJIM BCTABKKW HAXXMHUTEe KHOIIKY {:} Cchuika.

I
Hy 4 @ &

AaboB AaBoB1 AaBéBsel ...

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

[

L

®

=] @ E

g

||v|:

i Gy

&

=]

11

Wzobpamenne..,
TekcToBODE NONe

Durypa

Tabnauua...

Dopuyna...

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

Pazpbie cTpaHuLp
Paspuie pazaena
Homepa cTpanvy,.
KonoHTUTY AR

CirnagneHme

Coulnka..,

N

MepekpecTHan CopIKa..,

Pucynok 84 — IlaHenb BCcTaBKU

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

KOMaHy BcraBurnb CCBLIKY.

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

4. B oxue BcraButh ccbuiky (cM. PucyHok 85):

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

AHPEC dBTOMATHUYE€CKU IIOJACTABJIIETCA CCBhbLUIKd, CKOIIMPOBdAHHAS W3 MCTOYHHKA Hd

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

— Haxwmure kHonIKy OK.

BcraewnTe coelnky =

TekcT:

MoROdwnc et

Anpec:

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

HepaBune daitne:
m Hoewil gokymenT.docx

ﬂ Hoewili gokymedT.doc

Pucynok 85 — OxHo BcTaBUTB CCBUIKY

4.2.3.2 BcraBUTB CCBLIKY Ha ¢aiii

B [OKyMeHT MOXHO BCTAaBUTb CCHUIKY Ha (ailyl, KOTOPBIA PACIIONIOXKEeH Ha TeKyleM
KOMITbIOTepe Wi B ceTeBoM narnke. CchIJTKa MOXKeT yKa3bIBaTh Ha aiis jiroboro popmara.
Ccpiika MOXKeT 0TOOpaXkaThCsl B IOKyMeHTe B BHJIE:
— Ilytu k ¢aitmy — Hanpumep, C:\Users\User\Documents\@aitsi.docx (OC Windows) nmm
/Users/User/Downloads/@avin.docx (OC Linux u macOS).

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

OOKYMEeHTa, WJIN U B OKHE BCTABKU CCBIJIKH.
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Y0661 106ABUTH B JOKYMEHT CChIJIKY Ha ¢ail, BHITIOJTHUTE CIeqyIolne IeUCTBUS:
1. Vkaxure MeCTO /1Jis BCTaBKU CCbUIKK OJTHUM U3 CJIeJIyIONIHUX CIIOCOOOB:

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

— YrtoOBI 106aBUTH B IOKYMEHT ellle He HaredaTaHHOe CJIOBO WM pparMeHT TeKCTa CO
CCBUIKOM, yCTaHOBUTe Kypcop B TpebyeMoe MecTo AokyMmeHTa. Eciu cioBo umu
dparMeHT TeKCTa CO CChUIKOM TpeOyeTCsl BCTaBUTb B MYCTYIO sSiYEWKY TaOJIUIIb,
BBIJIEJIUTE 3Ty STYeUKy WIM yCTaHOBUTE B HEe Kypcop.

2. BpinonHuTe KOMaHy BCTaBKU CCHUTKUA OJIHUM U3 CJIeTyIOIIMNX CIIOCOOO0B:

— Bribepute nyHKT KoMaH/iHOTrO MeHio BeraBka > Ccepuika (cM. PucyHok 86).

Beraeka @opmar  Wecrpymentm  Bug O

Wzobpamerne..

TekcTosoe none

Durypa L

B @@

TaGnuua...

fyrs
\.ﬁ.z'

Dopuyna...

l[:I'Il‘_"Ll,b'1-EJ'II:|-HI:lll‘_" CHMEBECONB...

y
Bt

PazpbiE cTpaHWLE Ctrl+Enter

ML T

Paspwie pasgena
Hownepa cTpaniy, k

KonoHTUTY AR »

om

Ornaenedne

Ceobinka... Ctrl=K

i 165

MepekpecTHan cooka...
Jaknagka...
af CHocka J

[ Kommedtapwui

Data
Bpemn

& @ [

Mona

Pucynok 86 — Ilynkt komanaHoro meHto Ccbuika
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— Ha nanenu uHcTpyMeHTOB, B paszierie BeraBka HaXMUTe KHOIIKY === (cM. PrucyHok 87).

Ha OT06p83HBMEﬁCH IIaHeJIM BCTABKKW HAXXMHWTEe KHOIIKY {:} Cchuika.

AaboB AaBoB1 AaBéBsel ...

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

[

L

®

=] @ E

g

||v|:

i Gy

&

=]

11

Hy 4 @

Wzobpamenne..,

TekcToBODE NONe

Durypa

Tabnauua...

Dopryaa...

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

Pazpbie cTpaHuLp
Paspuie pazaena
Homepa cTpanvy,.
KonoHTUTY AR

CirnagneHme

Coulnka..,

N

MepekpecTHan CopIKa..,

Pucynoxk 87 — [1anens BcTaBku

e |

—

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

KOMaHy BcraBurnb CCBLIKY.

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

3. B okne BcraBuTh cchuIky (cM. PucyHok 88) Bbibepute ¢aiisi, Ha KOTOpPbLIM TpebyeTcs

BCTABUTDH CCBUIKY, OOHUM U3 CIIeJyIOInUX CIrocoboB:

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

nocyieTHUX (aiyioB, KOTOPble OTKPBHIBAIUCH B mpuioxeHusx «MoutOduc Tekcty,

«MoitOduc Tabnuna» u «MorOduc IIpesenTarusy.
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— Bribepute daiin ¢ moMoripio gaioBoro MeHemkepa. s 3Toro Ha)kKMUTE KHOIIKY

BeiopaTs ¢aii.

BcraenTe coulnky >

TewcT:

CCeLIKE Ha Gaiin .

Anpec:

‘ | Bribpate daiin...

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

ﬂ Hoewid gokymenT.docx

OK OTMmeHa

Pucynok 88 — OxkHo BcTaBUTB CCBUIKY

4. Fcmm ccpulka JO/DKHA OTOOpaXaTbCs B BHjle TeKcTa M mosie TekcT He 3arosiHeHo,
BBeuTe Tpebyemblii TekcT. Ilo ymomuanuio B mosie TekcT aBTOMaruvecku
IIOJICTABJISIETCSL CJIOBO, Ha KOTOPOM YCTaHOBJIEH KYPCOp, BBIJIeJIEHHOe CJIOBO WIH
Bbl/leJIeHHbIM (PparMeHT TeKCTa.

5. Haxwmwure kHomnky OK.

4.2.3.3 bricTpasi BCTaBKa CCBLIKH

B HamedaTaHHBI TEKCT MOXHO ObICTPO [00aBUTh CCHUIKY Ha Beb-CTpaHMILy, ajpec

3JIeKTPOHHOW ITOYTHI WU pail.
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Jlyist OBICTPOM BCTAaBKU IOAJIEPXKUBAIOTCS CJIeIIOIIMe BUJIbI CCHUJIOK HA JIOKaJbHbIE U
ceTeBble GalIbl:

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

— smb://192.168.1.1/Files/®ain.docx

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

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

[Tonnep>xvBaemMble BUAIBI CCHIJIOK HA BeO-CTpaHUIIBl U a/ipeca 3JIeKTPOHHOM IIOYTHI OIIMCAHbI
B pazpene 4.2.3.1.
Y1065 OBICTPO O0OABUTH CCHUIKY B HalledaTaHHBIM TeKCT, BLINIOJIHUTE CIIeyIOlIVe 1eHCTBUS:
1. Cxonmpy¥iTe CCBIUIKY.
2. UYtobpl 0POpPMUTH KaK CCBUIKY HalledaTaHHOe CJI0BO, YCTAaHOBUTe B HEro Kypcop Wiv
BblJIeJIUTe ero IelukoM. YTobbl OQOpPMUTHL KaK CCBUIKY HalledaTaHHbIM ¢parMeHT
TEKCTa, BBIJIEJIUTE €r0 IeJINKOM.

3. Haxmure coueranue kiasuil Ctrl+Shift+V / {Shift+$Cmd+V.

4.2.3.4 IlepeiiTu no ccoLIKe

YToOBI ITepeiTH 110 CChIIKe, BHIIIOJIHUTE OHO U3 CJIeIYIOMINX JIeHCTBUM:
— IllenxHuTe 1O CChUIKe, yaepkuBas HaxkaTtou kiasuinry Ctrl / $8Cmd.

— YcraHoBure KYPpCOp Ha CCBUIKY U Ha’>KMHUTE KJIdBUIITY Enter.

Beb6-ccbuiku OTKpBIBAOTCS B Opay3epe, KOTOPBIM MCIIOIb3yeTCsl B OllepallMOHHON cHhcTeMe
10 YMOJIYaHHUIO.

@aibl OTKpPbIBAlOTCS B TpuioxeHusax «MonOduc Tekcry, «MoitOduc Tabmuia» u
«MouOduc Ilpesenrtamus». Ecnu dopmar daiisia He MOJAepXuBaeTcsi, TO OH OTKpbIBAeTCs B
IIPWIOXKEeHNH, KOTOpOe MCIIOJb3yeTcs B OIepallMOHHOM CHUCTeMe 10 YMOJIYaHWIO ISl paboThl C
¢aitylaMy COOTBETCTBYIOIIEro popMara.

[Tpu mepexone MO CChUIKe HA 3JIEKTPOHHBIM aJpeCc OTKPBIBAETCSI TOYTOBAsl MPOrpPaMMa,
KOTOpasi HCIIOJIb3yeTCs B OIepalMOHHOM CucTeMe TIO yMoydaHWio. B maHHOM mporpamme

dBTOMAaTH4YeCKHU CO3[0deTCsd HOBOe IMMCbMO, B KOTOPOe KOIIMPYIOTCA JaHHbIe, YKa3aHHbIe B CCBLIKe.

4.2.3.5 KonnupoBaTh CCBLIKY

YTtoObbI CKOITMPOBATL CCBUIKY, IIEJIKHUTE II0 HeM npaBoﬁ KHOIKOW MBI M BBIIOJIHUTE

KOMaHy KOHTeKCTHOI'O MeHIO KOHI/IpOBaTb aJipecC CCBLIKH.
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4.2.3.6 PeqakTHpOBaTh CCHUIKY

YToObI peJaKTUPOBATh CCHUIKY, BHITIOIHUTE CIIEAYIOIIUe IeHCTBUS:
1. YcraHoBuTe Kypcop Ha CCHUIKY WM BBIIEJTUTE YaCTh CCHUIKH/CCBHIIKY IIEJTUKOM.
2. OTkpouTe OKHO peJaKTUPOBAHUS CCHUIKH OJTHUM U3 CJIEIYIONTHUX CIIOCOOOB:
— Bribepute nmyHKT KOMaHHOTO MeHI0 BeraBka > Ccpuika (cM. PucyHok 86).
— Ha manermm nHCTpYMeHTOB, B pa3zere BecraBka HakMuTe KHOMKY === (cM. PucyHok 87).
Ha oTo6pasuBIeiics naHeIM BCTABKY HAXMHTe KHOMKY ¢/ CChUIKA.
— [lemykoM mpaBOM KHOIMKUA MBIIMIA OTKPOMTEe KOHTEKCTHOE MEHIO U BBHIIOJIHUATE
KoMaH[y PerakTHpoBaTh CCHUIKY.
— Haxwmure coveranue knasuin Ctrl+K / Cmd+K.
3. B okne PemakTupoBarth cchuiky (cM. Pucynok 89) BHecuTe TpeOyemble U3MeHEeHUS B
TeKCT U aJIpeC CChUIKH.

4. Haxwmure kHonky OK.

PegakTwpoBate CobLky =

TewcT:

MoROdmc .

Anpec:
https:ffmynfﬁce.ruﬂ X Bribpate daiin...

HepaBune daine:
Hoean npeseHtaumn. pptx
ﬂ Hoeas Tabamua.xlsx

m Hoewil gokymenT.docx

Yaannte coelnKy m OTmeHa

Pucynok 89 — Oxno PemakTHpoBaTh CCHUIKY
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4.2.3.7 Y manuTh CCBLUIKY

CchUIKYy MOXHO YyJIalWTh C IIOMOIIBIO OKHA pellaKTUPOBAHUSI WM KOHTEKCTHOI'O MEHIO.
Ccpuika ynansercs: 6e3 TekcTa, KOTOPBIN ee COepXKHT.
YToObl yIaNMUTh CCHUIKY C IIOMOIIBI0O OKHA peJaKTHPOBAHUS, BBLIMOJIHUTE ClelyIoIiue
IeUCTBUS:
1. YcraHoBuTe Kypcop Ha CChUIKY WJIM BbIAEJIUTE YaCTh CChUIKU/CCBIIKY IeJIMKOM.
2. OTKpoKTe OKHO peJaKTUPOBaHUs CChIJIKM OJTHHMM M3 CJIelyIOIINX CII0CODO0B:
— Bribepute nyHkT koMaHHOrO MeHI0 BeraBka > Cceplnka (cM. PucyHok 86).
— Ha nmanermm vHCTpYMeHTOB, B pa3nerne BecraBka HakMHTe KHOMKY === (cM. Pucynok 87).
Ha oroGpasuBILeics aHe/ BCTaBKU HaXKMUTE KHOTIKY ¢/ CChUIKa.
— IlenukoM NpaBOM KHONKHM MBIIIA OTKPOHTE KOHTEKCTHOe MEHIO U BBIIOJIHWTE
KoMaH/ly PefakTHpOBaTh CCBLIKY.
— Haxwmure coueranue kiasuil Ctrl+K / $Cmd+K.

3. B okne PegakTupoBaTth cChUIKY (CM. PucyHok 89) HOKMUTe KHOIIKY Y AQJIMTh CChUIKY.

YToOB! yAQIUTD CCHIIKY C IIOMOIIBI0 KOHTEKCTHOI'O MEHIO, BBIIIOJIHUTE CJIeYIOlHe IeHCTBHUS:
1. YcraHoBuTe Kypcop Ha CChUIKY WM BbIEJIUTE YaCTb CChUIKU/CCBIIKY IIeJIMKOM.
2. Illem4xoM npaBoO¥ KHOIIKHU MBIIIY OTKPOWTE KOHTEKCTHOE MEHIO U BBHIIIOJIHUTE KOMaHIy

Y)Ja.rme CCBLIKY.

YToOBI yIaIUTh OJJTHOBPEMEHHO HECKOJIBKO CChIJIOK, BBITIOJTHUTE CJIe/IyIolre JeHCTBHUS:
1. Boigenurte pparMeHT TeKCTa, B KOTOPOM COZIEP>KATCSl TAHHbIE CChUTKHU.
2. lem4koM MpaBOM KHOIKH MBIIIHA OTKPOWTe KOHTEKCTHOE MEeHIO U BBIITOJIHUTE KOMaHy

Y)Ja.rme CCBLJIKH.

Ecinu Tpebyetcst yaiuThb CCBUIKY BMeCTe C TeKCTOM, KOTOPBIY ee COJIePXKUT, yIalIuTe ee Kak

OOBIYHBINA TeKCT (M. pa3zen 4.2.12).
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4.2.3.8 CoueTaHus KJIaBHII JIJISI IepeMeIlleHUsI MeXTy 3JieMeHTaMH OKHa

B Ta6JII/IIIe 5 MpeacCTaBJIeHbl COYeTdHHA KJIaBHII, KOTOpPble MOXXHO HCIIOJIb30BATh MJIsd

6bICTpOFO lepemMenieHusd Mexay 3JiIeMeHTaMH OKHd BCTaBKH/ pedaKTUpPOBaHHS CCBIJIKH.

Taosmua 5 — Coyeranus KJIaBHIII

JeiicTtBHe CoueTaHne KJIaBHIII Coueranue KJIaBHIII
B OC Windows / Linux B macOS

OTKpBITH OKHO Ctrl+K % Cmd+K
I[TepeiiTH K criefyroleMy 371eMeHTY OKHa Tab
[TepeiiTi k HpeAbIAYIIEMY 371eMeHTy OKHa Shift+Tab
Haxatb kHoniky Beropars ¢aiin i OK [IpoGen
Haxatp kHoniky OK He3aBHCHMO OT TOTO, KaKOi Enter
JJIeMeHT OKHA BbIOpaH B JAHHBIA MOMEHT
[epeiiTu K ciiefytoriemMy/npeabiayiemy dbainy B Lut
ciiicke HepaBHue ¢aiiibl
[lepeliTu k iepBoMy daiity B crivicke HeraBHue ¢paiyibl Home Fn + «
[epeittu k 1 HEM vty B ciincke Hi HU

epe ocnenHeMy daiity B civicke HenaBHue End Fr+ —
daiinsl
Bribpats ¢aiin B crivicke HeaBHue ¢aiiibi [Ipo6en
3aKpBITh OKHO Esc
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4.2.4 IlepexpecTHBIE CCHLIKH

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

JOKYMEHTd.

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

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

(c™m. paznen 4.2.7).

B Tekymieil BepcMr TpPWIOXKeHHs HeJOCTyIHa paboTa C IepeKpecTHbIMHU CChIIKaMU

HeroJiep>KMBaeMoro Tuna (CHOCKa, KOHIIeBasi CHOCKAa, pUCYyHOK, Tabiuila, ¢opMysia), CO3IaHHbIMU

B CTOPOHHHUX peJaKTOpax.

4.2.4.1 BcTaBUTBH epeKpecTHYIO CCBUIKY

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

1.

YcraHoBure KypCOp B TO MeCTO OOKYMEHTd, Kylld HeO6XO,I[I/IMO BCTAdBHUTD II€PEKPEeCTHYIO

CCBUIKY.

OTkpoiiTe OKHO pabOThI C IePeKPeCTHbIMUA CChUIKAMU OJIHUM U3 CJIeIyIOIIUX CIIOCODOB:

— DBroibepute nyHKT komaHgHOoro MeHI0 BceraBka > IlepekpecTHas cchuIKa

(cm. Pucynok 90).

Bcragka Qopmar  Wecrpymentm  Bug O

B QHm@

oy
\_ﬁ_)

1C

1] '[

wom

By

!l

WzobpaxeHne..,

TekcToBoe none

Durypa

Tabauua...
Dopnyaa...

CI'IE'LI,H-E.ﬂbeIE' CHUMECAE...

Paspeie cTpaHuus
Paspuie pasgena
Howmepa cTpanuy,
KonoHTUTYABI

OrnaeneHne

Couinka...

MepekpecTHan ccpaka...

Ctrl+Enter

Ctrl+K

Pucynok 90 — Komangnoe menio BecraBka
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— Ha nanermu uHCTpyMeHTOB, B paszieie BeraBka HaxkmuTe KHOIKY === (cM. Pucynok 91).

Ha oTobpasuBIielics HaHeJ | BCTaBKU HakMHTe KHOIKy = | IlepekpecTHasi cChLIKa.

AabbB AaBoB1 AaB6Bs ... [:jv @ v E

3aro..ok 1 Jaro.ok 2 Jaro.ok 3
E Wzobpaxenne.., ~
IZI TekcToBEDE Noae
& durypa , |9
FEH  TaBawua >
Dopryna...
CreunansHele CUMEBONRI... >

= Pazpeie cTpanuuw

*=  Paspus pasgena

Howmepa cTpaduy, >

Q KonoHTuTyam >
Ornaenenne

(Ej Ceblnka..

::J MNepekpecTHan coulaka..,
I/\. Jaknagka..

AR CHocka >

D KommedTapria

Jata
@ Epemn
[@ Noan

Pucynoxk 91 — I[1anens BcTaBKU
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3. B oxue IlepexkpecrHasi ccbuika (cm. Pucynok 92), B Bwimajaromem crvcke Tum
CCBLIKM BbIOEpUTe THUI 3JIeMeHTa, Ha KOTOPhIM OyAeT yka3blBaTh CChUIKA: 3aroJI0BOK,
HymepoBanubIii cmmcok wid 3akjiaanka. Eciu TpebyeTrcsi yCTaHOBUTH CCBUIKY Ha
CHUCTeMHYIO 3aKaaky (cM. pasmen 4.2.7.3), B HU)KHEM YacTH OKHA IOCTaBbTe (JIaskoK

IToxa3aTh cHCTEeMHBIE 3aKJIAIKH.

MepekpecTHan coblka *

Tvn cowakm:

3aronoBok W

CcuinaTecd Ha:

3aronosok 1
3aronoBok 2

3aronoeok 3

BcTaeuTe CCbINKY Ha.

TekecT 3aronoBKa W

BecraBute OTMeHWTE

Pucynok 92 — Okno IlepekpecTHas cchuIKa

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

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

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

DJieMeHT 3HaueHnue

3aroJI0BOK — Texcr 3arosioBKka — TeKCT 3ar0JIOBKa.

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

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

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

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

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

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

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

— Texcr 371eMeHTa CIIHCKA — TEKCT ITYHKTa CITMCKa.

— Bsrime/Hmxe — CJIOBO «BBIIIe), CIM MyHKT CIIMCKA HaXOAUTCS BhIIIe
MepeKpecTHOM CCBUIKU, WIH «HIKe», eCyId MyHKT CIMCKa HaXOqUTCS
HIDKe TIepeKpecTHON CChUIKY. [1osoXeHre MyHKTa CIIMCKa OIpesesisieTcs
aBTOMATHUYeCKH.

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

Kypcopa.

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

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

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

—  Belre/umxe — CJIOBO «BBbIIIE», eCJIN 3dKJIdJJKd HAaXOOUTCs BbIIIIe
HepeKPECTHOﬁ CCBUIKH, WA «HHXXe), eCJIN 3dKJIdJJKd HaXOOUTCs HHXe
HepeKPECTHOﬁ ccpiikd. Ilomoxxenue 3dKJIAIKU OIIpenessaeTCsa
dBTOMaTHU4YeCKH.
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Ecmm IepekpeCTHdsd CCblJIKA YCTaHOBJIEHA HEKOPPEKTHO, BMECTO 3HA4YeHHs CCbLIJIKU

oTobOpakaeTcsi CUMBOJT #.

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

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

4.2.4.2 IlepeiiTu o cChLIKE
YToO6BI IepeiTH N0 CChUIKe, IIEIKHUTe 10 Hel, yepkuBast HaxkaToi kiasuiry Ctrl / $sCmd.

4.2.4.3 OOGHOBHUTBH ITepeKpPecTHhIe CChLIKH

OO6HOBIEHHe TTepeKPeCTHBIX CChIJIOK OCYIIECTBIISIeTCS aBBTOMATHYECKH.

4.2.4.4 I3MeHUTD NepeKpPecTHYIO CCBLIKY
YT0oOBI U3MEHUTH CYIECTBYIOIIYIO IIepeKpecTHYIO CChUIKY, YJaluTe ee TaK, KaK OMUCAHO

HIUXe, ¥ 00aBbTe HOBYIO IIePeKPeCTHYIO CChUIKY TaK, KaK OIIMCAHO BBIILIe.

4.2.4.5 Y1aauTh nepeKpecTHYI0 CChLIKY
YT06B!I yIanUTh ITepeKpeCcTHYIO0 CCUIKY, BBIIIOJIHUTE ClelyloIiye JeHCTBUS:

1. BeimenuTte CChUIKY 1I€TYKOM MBIIIIH.
2. BeinonHuTe KOMaHAy yIaleHHs OJTHUM U3 CIeyIOIINX CII0COOO0B:
— Ha nanenmu uHCcTpyMeHTOB, B pasnesne IIpaBka HakMuTe KHOIKY D (Ymanurn)

(cm. Pucynok 93).

n v % @~ &
AoBasuTs g] W 9 Q
D au|n MpaBka

M3epanHoe
Pucynok 93 — Knorka Y manursb
CChUIKE U BBINIOJIHATE KOMaH]Y

[IpaBoii KHOIKOM MBIIIM MIEJKHUATE 10

KOHTeKCTHOI'O MeHIO YIIHJII/ITI).

Haxwmure kiaBuiy Delete Ha kiaBUatype.
96
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4.2.5 Iloss

ITona — 3T0 06BEKTHI, BBICTyHIAIOIIME B POJIM KOHTelHepa AJisl IIOCTaHOBKU JUHAMUYECKON
(Mensitolelics) MHGOPMAIUMHU B JOKyMeHTe.

B Texyiei Bepcuu MpUIOXKeHHsI MOXKHO CO3/1aTh TOJIS CJIeAYIOIero THUma:

— CreateDate (/laTta co3manust JOKyMeHTa),

— Date (Tekymias gaTa),

— FileName (Ha3Banue v yTh K IOKyMeHTY),

— SaveDate ([laTa nociegHero coxpaHeHusi),

— Time (Teky1ee Bpems).

YToOBI BCTAaBUTL B AOKYMEHT HE‘O6HOBJ'I$IeMYI-O TEeKYIIYyI0 4Ty WIN BpeMs, BbIIIOJIHUTEe

JIeViCTBYSL, OIIMCaHHbIe B paszere 4.2.9.

Pabora ¢ momsmu pocrynmHa B nmokymeHtax d¢opmata DOC, DOCX, ODT u XODT.
[TonnepxuBaeTcss B3auMMHasik COBMECTMMOCTb TIOJIeH, TepevyrcIeHHbIX B CIIMCKe BBbIIIe, MeXay
npusoxenusmu « MoriOduc Tekcr» u Word, LibreOffice Writer.

B Hacrosiee Bpems He OIJIeP>KUBAETCS:

— Pabora ¢ monsmu, KOTOpble He BXOAST B CIIMCOK Bbille. ECIM HOKYMEHT COJIep>KUT
Heloiiep>KuBaeMble TI0JIsl, CO3JlaHHble B CTOPOHHEM pe[aKTOpe, TO TPH OTKPLITHH
JOKyMeHTa Ha JKpaHe oOToOpaXkaeTcsi  JIMaJlorTOBOE OKHO CO  CIIMCKOM
Hero//iep>KMBaeMbIX T0JIel, KOTopble OyayT mpeobpa3oBaHbl B TEKCT WIX yAaJIeHBbI.

— BcraBka moseii u3 cTOpOHHMX pefdakTopoB. CKOIMMPOBAHHOE I0JIe WX TEKCT C IOJIeM
BCTaBJIAIOTCI 6e3 CBOMCTB MOJIA.

— IlpocmoTp koma moOsi B TeKCTe JOKyMeHTa (JIOCTyNeH TOJbKO B OKHe HACTPOMKHU
nosiei).

— Brigenenue yacTH mosid.

— H3meHeHuHe cOJIepP>KMMOTO TIOJISI BDYYHYIO.

— PasHoe ¢dopmaTHpoBaHMe TeKCTa BHYTPH OAHOTO Toiisd. Eciy Takoe mojie co3maHO B
CTOPOHHEM peJlaKTOpe, TO KO BCeMY TeKCTY B IoJjie puMeHsieTcsi popMaTHpPOBaHUE ero
MepBOro CHUMBOJIA.

— Ilonnepxxka moseli B MakKpOKOMaHIaX M KOMMeHTapusXx. Eciu mojie B KOMMeHTapuu

CO3/IaHO B CTOPOHHEM peJIaKTope, TO OHO Oy/ieT Mpeo6pa3oBaHO B TEKCT.
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4.2.5.1 BcraBurs nmoJie

BcraBka 1osist HeJjoCcTyTIHA B:

— JpyToe moje;

— wu3obpaxeHue, IMarpamMmy;

— ¢GuUrypy WM siuerKy TabJIMIIbl, eCJTM OHA He HaXOJIUTCS B PeXKUMe peaKTHPOBAHUS;

— KOMMEHTapui.

[Tpu BcTaBKe MoJIel cielyeT yYuThIBaTh Ceyolye 0COOeHHOCTH:

— Habop nocrynubix ¢opmaTtoB npar ompepnensiercs: B OC Windows — permoHajibHbIM
¢opmarom, B OC Linux — OCHOBHBIM $I3bIKOM HHTepderca OlepallMOHHOM CHUCTeMbl, B
macOS — npeJioynTaeMbIM SI3bIKOM UHTepderica olepaliMOHHON CHCTEMBI.

— Ecom noxkymeHT HU pa3y He Obul coxpaHeH, To B nojle SaveDate ([laTa mocienHero
coxpaHenusi) otobpaxaercsi 3HadueHue Het marTsel, a nosne FileName (HasBaunme u

NyTh K IOKYyMEHTY) OCTaeTCsl ITyCThIM.

YTOOBI BBIOIHUTE KOMaHy BCTaBKU I1OJIS:
1. VcraHoBuTe Kypcop B TO MeCTO JOKyMeHTa, Ky/la HeOOXOAMMO BCTaBUTb I10JI€.
2. BpblinonHUTe OAHO U3 CIIeYIONUX JIeUCTBUM:

— Broibepute nynkT koMmanaHoro meHio BeraBka > Iloss (cm. Pucynok 94).

Becraeka @opmat  MHctpymedts Bug O
WzoBpaxkeHue...

TekcTosoe none

51 Durypa 3

E

Tabanua...

=
)

Dopmyna..

CI‘IELI,HE,ﬂbeIE CHUMBOAB...

Pazpeie cTpaHMus Ctrl+Enter

T 1T

Pazpuie pasgena
Homepa cTpanny, L4

KenoHTuTy A L4

wom

OrnaeneHne

{53

Cecbinka... Ctrl+K

MNepekpecTHan cobinka...
[1 3aknagka...
AE Chocka 4

[E  Kommentapwii

B fara
(0 Bpewms
i)

Moan

Pucynok 94 — Ilynkt komanaHoro mento Ilomns
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— Ha mnanenn uHCTpymMeHTOB, B pasfieie BcraBka HaxmuTe KHOIKY -“==. Ha

0TOOpa3uBIIIeNCsl TTaHe/ld BCTaBKU HaBeJUTe KYPCOP MBIIIM HAa KHOIKY ) Mons

(cMm. Pucynok 95).

- mEm| —

ASEGB Aacsh smems .. (- (7] (@~ [

E Wzobpamenne.. ~

EI TekcToBoe None

& durypa , |9

EEH TaGawua H

@ Dopryaa...

E] CneynanbHBIE CUMBOAB.., H

[
*—  Pazpeie cTpaHuum

—
*=  Pazpbie pazgena
Howmepa cTpaduy, >
@ KonoHTUTY AR >

Ornaenenne

(fj Comnka..,

=| MepekpectHan ccuinka..,
|-) Jaknagka...

AB CHocka >

D KonmerTapui

Hata
@ Bpemn

[@ Monn L}

Pucynoxk 95 — [1anens BcTaBku
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OTtkpoetcst okHO Ilose (cM. PucyHok 96), mpenHa3HaueHHOe [Jisi HACTPOWKH ITapaMeTpPOB

I1I0JIA.

Ecmm Bam m3BecTen KOoJ II0Jid, BBeauTe ero B IIoJjie KOlI. HapaMeprI, COOTBeTCTBYIOIIHe

KOJy, BbIOepyTcs aBToMatrdecku. Haxkmute kHonky OK.

MNone

CreateDate

[ata cozgaHwna JokyMeHTa

Twn noas: PopmaT gaTe:
~
~"  CreateDate ' 06.11.2024
Date cpena, bHorbBpa 2024 .
FileMame 6 HonrBpa 2024 .
SaveDate 06,11.24
Time 2024-11-06
G-Hoa-24
06/11/2024
B Hon 241,
06/11/24
v
Koa:

CREATEDATE @ "dd MM.yyyy" W MERGEFORMAT

MapameTpel Nnona

CoxpaHATe GOopMaTMpoBaHWe Npr oOHOBAEHWMIK NOAA

Pucynok 96 — Oxno Ilose

Eciu  Tpebyercsi HacTpoWThb MapaMeTpbl II0JiS BPYYHYIO, MCIIOJIb3yHTe IIPOCThIe

uHcTpyMmeHThl okHA Ilosie wiu otkpoite okHO IlapamMeTpsl mosisi, B KOTOPOM OTOOPaXKarOTCs

KJIIOYHM I1OJIs.
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YTob6bl HACTPOUTH MApaMeTphbl MOJISI C IOMOIIBIO IMPOCTbIX UHCTPYMeHTOB okHa Ilosie
(cm. PucyHok 96), BbITIOJIHUTE CIleAyIOIIHe IelCTBUS:

1. B okue Ilose, B o6sacty Tumn mosist BIOGepUTe THII OIS [I71s1 BCTABKHU.

2. Ecmu Bbibpan Tum mnoinis CreateDate (Jara cosmanms moxkymenrta), SaveDate ([laTa
nociaenHero coxpanenusi) wix Time (Texymiee Bpems), To B o6i1actu Popmat maThl
BbIOepUTe popMaT OTOOPaKeHUs IaThl/BpEMEeHH.

3. Ecnu Beibpan tun nosst Date (Texkymas gara) (cM. Pucynok 97), To:

— Ecmu Tpebyercs BcTraBUTh Jary B ¢dopmaTe HEOOHOBJISIEMOM TeKylllel IaThl —
dd.MM.yyyy (cm. pasmen 4.2.9), nocraBeTe ¢iakok HCHoIb30BaTh MOCTIeTHUI
BbIOpaHHBIN popmar.

— Ecmu Tpebyercsi BcTtaBUTh nary B Apyrom ¢opmate, B objactu Popmar maThl

BbIbepuTe popmar 0TOOpaKeHus 1aThl.

Mone X

Date
Tekywan gata
Tun noas: DopMaT aatsi:
CreateDate ~ 06.11.2024
v Date cpeaa, 6 HorBpa 2024 .
FileMame 6 HoaGpnA 2024 .
SaveDate 06.11.24
Time 2024-11-06
6-ron-24
06/11/2024

6 Hoa 24T,

nE M b
Koa:
oh:

DATE\@ "de. MM.yyyy" \* MERGEFORMAT

Mapamerpel Nons

Vicnons3oeaTte NocnegHWA BelIBpaHHLIR GopmMat

CoxpaHaTe GopMaTUpoBaHue NpK oBHOBAEHWI NonAa

Pucynok 97 — Ilapametps! nosnst Date
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4. Ecmu Beibpan Trr rosis FileName (HazBanue u myTh K IoKymMeHTy) (cM. PucyHok 98), To:

B ob6nactu ®Popmar HazBaHuA BblOepure popmaT oToOpakeHUs IyTH K Qailty/
VMeHU Qaiia.

Ecm  Tpebyercs orobpaxkarb B 1mojie <myTh K ¢ailiny><Ha3BaHue
daiina><pacmmpenue>, nocraBbTe ¢uiakok Jlo0aBUTHh K Ha3BaHUK HOYTh K
pokyMeHTy. [lo yMomyaHuio B T1osle OTOOpaXkaeTcss TOJIBKO <Ha3BaHHe

daiina><pacmmpenue>.

Mone

FileName

HazeaHwe 1 MyTb K AOKYMEHTY

Tun nona: G'CPI‘\’HT Ha3BaHWA:

CreateDate " OcTaBWTh Kak ecTh

Date BCE 3ATNABHBIE
FileMame BCE CTPOMHBIE

SaveDate MNepeoe cnoBo C 3arAasHOR

Time Kamgoe Cnoeo C 3arnaeHoi

Kog:

FILENAME \* MERGEFORMAT

MapameTpel NonA

JoBaBnTe K HAa3BAHWKD MyTk K AOKYMEHTY

CoxpaHaTe GOpMaTUpPOBaHMe NpY 0OHOBAGHNK NOAA

Pucynok 98 — Ilapametps! nons FileName

5. B none Kopx aBromaruuecku chopmupyeTrcss KOJ IMOJISl C YKa3aHHBIMU IlapaMeTpaMu.

Haxmurte knonky OK.

®naropas kHomnka CoxpaHsTh ¢opMaTHpOBaHHe NPH OOHOBJIEHHH MOJISI B TeKyIen

BepCUU IIPUJIOXKEeHU He BIIUAeT Ha HACTPOUKHU IOJIeH.
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YTob6bl HACTPOWUTH TMapaMeTphbl MOJISI C MOMOINbI0 OkHAa IlapameTpsnl moJisi, BBIOJIHUTE
CJIeIyIolve IeNCTBUS:
1. B okue Ilose, B o6sact Tum mosist BiOepUTe THUII 110JIs1 1711 BCTaBKU (cM. PrucyHok 98).

2. Haxwmurte Ilapamerpsl mosst (cM. Pucynok 99).

Kog:
CREATEDATE\@ "dd.MM.yyyy" \* MERGEFORMAT

MapameTpel nnt\:ﬂ

CoxpaHATe dopmMaTpoBaHe Npw oDHOBAEHWK Noaa

Pucynok 99 — Ilepexop k okny IlapameTpsl noss

3. B orkpeiBuieMcs okHe Ilapamerpsl mosas (cM. Pucynok 100), B obiactu dPopmart

BbIOepuTe popmar 0ToOpakeHus! TaHHBIX.

Mapamerpel nons X

HazeaHue daiina
Daopmat:
' OcTaBuTh Kak ecTb
BCE 3ATNABHGIE
BLE CTROMHBIE
MNepeoe cAOBO C 3arnaBHOR

Kawpgoe Cnoeo C 3arnaeHoin

Karoun:
hp

Kntou \p 40B3BAAET K HAZBAHWIO NYTb K LOKYMEHTY
Kog:

FILEMAME \* MERGEFORMAT

PezyabTat:

Text.docx

Pucynoxk 100 — Oxuo ITapamMeTpsI mosist
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4. B obmactu Koy otMeTbTe ¢uia’kkaMu KITFOYM, KOTOPBIe CielyeT T0OaBUTb B KOJI TTOJIS.
Kop monst ¢ ykazaHHbIMH MapaMeTpamMy aBTOMaTwuecku cdopmupyercs B mnosie Kop,.
3HaueHue 1107151 0TOOpasuTcs B obnacty PedynbTar.

5. UTtoObl COXpaHWUTb yKa3aHHbIE IMapaMeTpbl M 3akphiTh OKHO Ilapamerpsl mouis,
HakmuTe KHOTKy OK.

6. B oxue ITose (cMm. Pucynok 98) naxkxmute kHornky OK.

[Tosie no6aBuUTCS B ykazaHHOe MeCTO JOKyMeHTa.
[Tone MOXXHO BBIAENUTH TOJIBKO IeJIMKOM. Beinenienve, pegaktupoBaHue U popMaTHpoBaHKe
OT/IEJIbHBIX CUMBOJIOB He JIOITyCKaeTCsl.

cI)OpMaTI/IpOBaHI/Ie oJIer OCYyHIeCTBJIAeTCSd aHAJIOTUIHO Cl)OpMaTI/IpOBaHI/II-O TeKCTad.

4.2.5.2 O0HOBUTS 1101

Copep>xrMoe 1oJ1eli OOHOBJISIETCS aBTOMAaTUYeCKY IPU OTKPBITUX AOKYMeHTa, OTIIPaBKe Ha
IleyaThb ¥ coxpaHeHuu B popmare PDF.
YT0oOBI 0OOHOBUTH OJTHO MJIM HECKOJIBKO T10JIel BPYUYHYIO, BBITIOJIHUATE CJIeIyIolIne IeUCTBUS:
1. Vkaxure monsa ojist OOHOBJICHUS:
— YtoOBbl O6HOBUTH OAHO TOJIE, BBIIEJIUTE 3TO MOJie WIA TeKCT, KOTOPBIA COAEep>KUT
3TO MOJIe.
— YToOBbI 0OHOBUTH HECKOJILKO TOJIeH, BBIZIEIUTE TeKCT, KOTOPBIM COIEP>KUT 3TH TOJIS.
— Yrobbl 0OHOBUTH BCe TOJIS B JIOKyMeHTe, BbibepuTe IyHKT KoMaHaHoro MeHio IIpaBka >

Beipermurs Bee (cM. PrucyHok 101) v saxkmure coueranve kiasui Ctrl+A / $sCmd+A.

Mpaeka Beraska @opumat  WHotpymentw Bug 06

) OTmeHUTE Ctrl+Z

' [NoeTopuTs Ctrl+Y
Bmipeszath Ctrl+X

Kenwpoeate Ctrl+C

[Ty Bcrasute Ctrl+W
BcTaenTe ToMBKOD TEKCT
BcTaenTb U3 Bydepa obuena r

A Kenupoears dopmatupoeaHue Ctrl+5hift+C
MpumeHnTe dopMaTMpoEaHne
Bmaenuts Bce Ctrl+A

Pucynok 101 — [IyHkT KoMaH[IHOTO MeHIO BbimesmTh Bce
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2. BroimonauTe KOMaHAy 0OHOBJIEHHS OHUM U3 CIIeAYIOMUX CIIOCODOOB:
— IlemukoM MpaBOM KHOMKH MBIIIK O BBIJIEJIEHHOMY TIOJTI0 WM TEeKCTY OTKPOWTe
KOHTEKCTHOe MEeHIO U BhIOoIHUTe KoMaHay O0HOBUTE mosie / OOHOBUTH IOJISL.

— Haxwmure kinaBumry F9.

4.2.5.3 PegakTHpoBarh noJie

YToObI peakTUPOBaTh I10JIe, BBIIIOJIHUTE CIIeyIolye 1eCTBYUS:

1. Broimenure mojie MieIYKOM JIeBOM KHOIIKY MBIIIIH.

2. IllemukoM mpaBO¥ KHOIIKY MBIIIY I10 IIOJIF0 OTKPOWTE KOHTEKCTHOe MEHIO U BBIIIOJIHUTe
KoMaHzy isMeHUTH moute.

3. B oxne Ilone (cMm. Pucynok 102) pemaxktupyiiTe TpeGyeMble ImapaMeTpbl U HaKMUTe

kHonky OK.

Mone x

Date

Tekyulan aata

Tun nons: Dopmar gats:

CreateDate v 06.11.2024
v Date cpeaa, 6 HorBpa 2024 r.
FileName 6 HonGpa 2024 r.
SaveDate 06.11.24
Time 2024-11-06
6-Hon-24
06/11/2024
GHon, 24T,
~EI1A A v
Koa:

DATEN@ "dd.MM.yyyy" \* MERGEFORMAT

MapameTpbl Nnona

Mcnone3oeate NociegHWiA BRIGpaHHEIA dopmMat

Coxpanate ¢opmaTipoBaHWe Npw oBHOBNEHWW NanA

Pucynok 102 — Oxno Ilose
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4.2.5.4 IIpeoOpa3oBaTh moJie B TEKCT

[Tpeobpa3oBanye 10 B TEKCT 3aKJIIOYAeTCs B y/lajleHUM O0BbeKTa «I10Jie» W pa3MellleHrr
Ha ero MecTe COJIeP>KMMOI0 B BU/le 0OBIYHOIO TEKCTa.
Yrob6bl mpeobpa3oBaTh OAHO WM HECKOJbKO I0Jieid B TEKCT, BBLINOJHUTE Cieyloliue
IeUCTBUS:
1. Vkaxwure moss [ijis mpeoOpa30BaHUS:
— YrobObl 1npeobpa3oBaTh OAHO IIOJie, BbIENIUTE 3TO II0JIe WM TeKCT, KOTOPBIM
COJIEP>KUT 3TO II0JIe.
— YrobbI Tpeobpa3oBaTh HECKOJIBKO I0JIel, BBIJIeIUTe TeKCT, KOTOPBIA COJEepPXKUT 3TH
TOJIS.
— YrobbI npeobpa3oBatk BCe OISl B JIOKYMeHTe, BbIbepuTe IyHKT KOMaHAHOI'O MeHIO
IIpaBka > Beigenutb Bce (cMm. Pucynok 101) uiny HaXkMuTe coueTaHHe KIIABMII
Ctrl+A / #Cmd+A.
2. BeinonHuTe KoMaHAy peobpa3oBaHUs OJJHUM U3 CJIEAYIONIHUX CIIOCODOOB:
— IlenmukoM MpaBoOi KHOIKH MBIIIM IO BBbIJIeJIeHHOMY IIOJII0 WM TEeKCTy OTKPOWTe
KOHTEKCTHOe MeHIO U BbIIOoIHKTe koMaHly IIpeodpa3oBaTh B TEKCT.

— Haxwmure coueranue kinasui Ctrl+Shift+F9 / {1Shift+Cmd+F9.

4.2.5.5 Yaaaurts moJe

YToOBI yIanuTh 1moJjie, BOCHOIb3YUTeCh OHUM U3 CIeIYIOIIUX CIIOCODOB:

— Boienure mosie mendykoM Mbiid U Hakmute kiaBuilly Delete win Backspace Ha
KJIaBHaTYype.

— Ilpu pabore B OC Windows / Linux ycraHoBWTe KypcOp IOCJe TOJiE M JBaXKIbI
HaxmuTe kiapuily Backspace.

— VYcraHoBuTe Kypcop Imepef 1ojieM / Iocje TOJs W BbIeIUTe ero, HakaB COYeTaHUe
wiaBuin Shift+— / Shift+«—. Haxwmure knaBumnry Delete v Backspace, 4To6b1

YAAJIUTD I10JIE.
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4.2.6 D1eMeHTHI YIIPaBJIEeHHUS

JnemeHmbl ynpabneHuss — 3TO OOBEKTHI, KOTOpble HCIOJBL3YIOTCS B (opMax: aHKeTax,
OTPOCHUKAX, TeCTaxX U T.J.

B npunoxxennn «MoriOduc TekcT» nmoamep:kuBaeTcs paboTa Co CIeAyIOIMUME dJIeMeHTaMHu
yIIpaBJIeHus], CO3[aHHBIMHU C ITOMOIIbI0 TprioxeHus Word (cM. mpumep Ha Pucynke 103):

—  @naxoxk,

— OOBIYHBIA TEKCT,

— Bribop narsr,

— PackpbIBaromumIcs CIIUCOK.

AHKeTa

1. Vkamwure Bamr conuaneHeii cratyc: [ lkonemmk unu [ Crygent

3.  YkamwuTe Bawy Oaty posagends: Mecrto ond BEoga 0aTel

4. YI{E}KHTE, KakKHM BHAOM CNOPTa Bbl 3aHHMAETECH: E’::I'E:E;:ZITE SMEeMEHT

Pucynok 103 — [IpumMep a51eMeHTOB yIIpaBiieHUs] B TEKCTe

st anemenToB ynpasiienus «Praxok», « PackpbiBaronuics cnucok» U « OObIYHBIN TEKCT
pean30BaHa MOAJIepXKKa TeKylllel U npeabinyiiei Bepcur Word.
OcobeHHOCTH pabOTHI C 37IeMeHTaMH YIIpaBJleHHsl JPyroro TUIa:
— DOnemeHT YyripaBieHUss «®PoOpMaTUPOBAaHHBIM TeKCT» Ipeobpa3dyeTcs B TeKCT C
COOTBETCTBYIOIIUM (pOPMaTUPOBAHUEM.
— Omnement ynpaBieHus «llome BBoja €O CHMCKOM» IIpeoOpa3oOBBIBAeTCS B

((PaCKprBaIOLL[PII;'ICH CITMCOK».

B Tekyeit Bepcuu npuinoxkenus «MoitOduc TekcT» He MOIIepPKUBAIOTCS:
— CosznaHue 371eMeHTOB yIpaBJieHus!.
— Hacrpoiika CBOWCTB 371eMeHTOB yIIpaBJIeHUs: peIaKTUPOBaHUe U CKPbITHe/0TOOpaXkeHre

Ha3BdHMH/, crocod OTO6pa)KEHI/I$[ 3JIeMeHTad, U3MeHeHle I1BeTa 3JIeMeHTad U T.[1.
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— OtobpakeHre Ha3BaHUM JJIeMEHTOB YIIpaBjeHWss B BHUAEe OTKPHIBAIOIIETO U
3aKpbIBAIOIIEro TEeroB.

— Pabora c anemMeHTamMu yripaBiieHHs B KOJIOHTUTYIAxX (cM. pazfen 4.10.2), B OOBIYHBIX U
KOHIIEBBIX CHOCKaX (CM. pa3zen 4.2.2).

— Pab6ora c anementamu ActiveX.

— CoBMECTUMOCTH C 37IeMeHTaMH yIpaBjeHus, co3gaHHbiMu B LibreOffice Bepcum 7.4 u

BBIIIIE.

[Tpu coxpanennu noxkymenta B ¢popmare ODT wim XODT cbpacbiBatorcs ciiefyromive
CBOWCTBA 3JIeMEHTOB yIIpaB/leHus, 3aJJaHHble B CTOPOHHUX peJJaKTOpax:

— Ha3BaHUE;

— IIBeT;

— HaCTpOMKa yJhajleHWs — «YJauuTb OJJIeMeHT YIIpaBJeHUsl COJEepXXUMBIM IIpU
pellaKTUPOBAHUU COZIePXKUMOT0»;

— HACTPOMKU OJIOKMPOBKM: «JJIeMeHT YIpaBJeHHs COJepXXUMbIM Hejb3sl YIAJIUTb,
«CoJiep>xrMoe HeJlb3sl pelakTUPOBAThY;

— TIOfICKa3Ka B I10JIe BBOJA;

— HeCTaHJAdpTHbIe CUMBOJIbI 3JIEMEHTA YIIPABJIEHUS «Drazxoxy.

Pa3Mep 0To6pa>1<aeMoro Ha3BdAHUA 3JIeMeHTd YIIPpdBJIEHUS OI'DdHUYEH 60 cuMBOIaMH.

HEPEHOCI)I B HA3BAHUAX He IIOAJIep>KUBatOTCA.

4.2.6.1 daaxox

@dnadicok — 37eMeHT yIIpaBileHus, KOTOPbIM COofiep>XUT ¢raroBylo KHonky (cM. PucyHox
104). Tlomb3oBaTenb CHUMaeT WIA CTAaBUT (prakoK, BbIOMpas MOIXOASIHEe BAapUAaHTHl U3
IlepeyrCIIeHHbIX WM BbIpaXkasi coryiache ¢ 0003HaUeHHBIMH YCIIOBUSIMHU.

K ¢naroBoit kHONlke MOXXHO IIPUMEHUTh HAcCTpoMku d¢opmarupoBanus. Hampumep,

HN3MEHUTDb pPa3mMep WK OBET, BbIAEJIUTL ) XUPHBIM.

l. VkammuTe Bawl couHanbHBIA CTATYC: %Iﬂmnbﬂﬂu wn L] Ctyment

Pucynok 104 — 3nemenT ynpasienus «Paxok»
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4.2.6.2 OOBIYHEIN TeKCT

Ob6bluHbIll MeKCm — 3JIEMEHT YIIPaBJIeHus], KOTOPBIA COIEPXKUT IoJjie Uil BBOAA OOBIYHOTO

(nedopmarupoBaHHOro) Tekcra (cm. Pucynok 105).

2. YrawuTe HazeaHHe Ballero }-"‘-IEEPI-IDFD JaBedeHHA: MecTo ona BBOga TekcTa

Pucynoxk 105 — OnemenT yripaBieHus « OObIYHBIN TEKCT»

He3aBucrmo OT HacTpoek, 3aJaHHBIX B CTOPOHHEM peJIaKTope, B IOJIe MOXHO BBECTH
BpPYuHyl0 WM U3 Oydepa obMeHa 060l 06beM TekcTa 6e3 pasfeneHus Ha ab3aub! (cM. PucyHok

106).

2. YkaxuTe Ha3BaHHe Ballero y4ebHOro 3aBefgeHuHs: | [MMHazHs .\"r_.-'_| |

Pucynok 106 — Beog Tekcra

IIpu BcTaBke B Ioje BBOJA (pOPMATHPOBAHHOI'O TeKCTa BCe HACTPOMKU (pOpMaTHUPOBAHUS
OYUINIAIOTCSL.

BcraBiieHHbIN WM BBeIeHHBIM BPYYHYIO TeKCT MOXKHO OpPMaTUpPOBATh HEIIOCPeICTBeHHO B
nosie BBoga (cMm. Pucynok 107). Hanpumep, n3ameHuTh pa3mep W IBeT HIpUQPTa, ClelaTb TEKCT
JKUPDHBIM WIM MOJYepKHYTbIM, IPUMEHUTb K TeKCTy IpeAyCTaHOBJIeHHbIM CTWiIb. Hacrpoiiku
¢dopMaTrpoBaHUs IPHUMEHSIOTCS KO BCeMY TeKCTy B Iojie BBOJa, GpOpPMaTHMpOBaHHEe OTAeNIbHBIX
¢dparmeHTOB TekcTa He Jomyckaercs. [Ipy yBenmyeHuMM pasMepa HIpUdTa MPONOPIUOHATIBHO

MeHAeTCd pa3dMep I10Jid BBO/d.

2. ¥kaxwuTe HassanMe Bawero yyebHoro zaeegenua: | UMHO3UA .ﬁf'ﬂ_l|

Pucynok 107 — ®opmaTupoBaHHBIN TEKCT
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YToObl TepelTd B pexXxuM peNaKTHPOBAHHS COEPXXKUMOIO IIOJis, IIeJKHUTe II0 HeMy
MBIIIIBIO.

Ecmm Tp86YETC$I BbI[IeJINTb TEeKCT B I10JIe BBOJA:

HJ’IH BblIeJIeHHs OJHOI'0O CJIIOBA ABAXKAbI IIEJIKHWUTE MBLIIIBIO 110 3TOMY CJIOBY.

HJ’IH BblleJIeHHrs BCero TeKCTa TPHXIbI IIeJIKHKUTEe MBIIIBIO 110 J'IIO6OMy CJIOBY.

BbienieHHbBIN TEKCT MOXKHO BbIpe3aTh/KOMMPOBATh M BCTAaBUTh B IPyTroe MecTo JI0OKyMeHTa B

BUJle TeKcTa. Bripe3aHue, KOMUPOBaHKE W BCTABKa OCYIIECTBJISIOTCS CTaHIAPTHBIMHU Criocob6amMu
(cMm. paznen 4.9.2).

4.2.6.3 Be10op maTsI

Bbi60p 0ambl — 371eMeHT yTIpaB/ieHus, KOTOPBIM COAEPXKUT IoJie BBoja aThl (cM. PucyHok 108).

5.  YkamwuTe Bawy Oaty poxnenus: Mecto o BEona gaTe

Pucynok 108 — DnemenT ynpasienus «Bpibop gaTtbn»

Jlata BbIOMpaeTcst mojib30BaTeleM M3 PacKpbIBAIOIIErocsl KajeHaapsi U IOJICTaBiIseTcs B

nosie B 3afjaHHOM ¢dopmare (cM. Pucynok 109). BBog natsl BpyuHyto He JOITyCKaeTcsl.

i

Peepans 2011 >

1 li' 3 4 3 b

T 8 9 0 N

3. YxamuTe Bawy JaTy puxc,u,euuﬁ:l MecTo ang BEOOA OATEH!

{

12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 7

28

CeroaHn

Pucynok 109 — Beibop naThet
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B Tekyimeil Bepcuu He TOJIEp>KUBAeTCsl 3HaYeHHWe, yKa3aHHOe B Word, B OKHe CBOMCTB
JJleMeHTa YIpaBiieHusl cojiepXuMmbiM, B 1iojie IIpu comocraBiieHHH COXpaHATH

cogepxxumoe XML B ciiegyromem ¢popmare.

Haty B mosne BBoja MoxHO ¢dopmarvpoBath (cMm. Pucynok 110). Hampumep, usmeHuTh
pasMep M IBeT, cejlaTb IOJ4YepKHYTOM, IPUMEHUTb K Jare IpefyCTaHOBJIeHHBbIA CTuib. [lpu

yBeJIMYeHUH pa3Mepa mpudTa MponopIUoHaIbHO MEeHsIeTCsl pa3Mep I0JIsl BBOJIA IaThI.

3.  Ykawwre pamry gaty poxcaenns: | 02.02.2011 ~

Pucynok 110 — [lara ¢ dopmaTupoBanuem

4.2.6.4 PackprIBaloliMiicsa CIIHCOK

Packpuibarouwjulicsas cnucok — 351eMeHT yIpaBjieHHs, KOTOPBIM COIep>XUT PaCKPbIBAOIIUNCS
CIIMCOK 3a7jaHHbIX 3HadueHHUW (cM. Pucynok 111 m 112). Ilonb3oBaTens MoXkeT BbIOpaTb TOJIBKO

OJJHO 3HAa4YeHune. PEJIEIKTI/IPOBHHI/IE BbI6paHHOF0 3HAYeHHs He OOITYyCKaeTC .

4. YI{,E}KI‘ITE, KaKHM BHOOM CIOPTa Bbl 3aHHMaETeCh: EJ:':IIE:E:_'IZITE IneMeHT

Pucynok 111 — DniemenT yripaBiieHus «PacKpbIBalOIIMNACS CIIMCOK»

4. YI{E'}KHTE, KakHM BEHOOM CIIOPTa Bel 3aHHM aeTeCk. EJ:':III_:I:":_'IZITI-? ANEMEHTY |

BoiGepuTe 3neMeHT,
Ber

Neblseponnepel
Mnasaxue

PUrypHOS KaTaHHe:

Pucynok 112 — Breibop 3HaueHus
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Tekcr, KOTOpbIM OTOOpakaeTcsi B II0Jie BBOJIA PACKPBIBAIOLIErOCsS CIIMCKA, MOXHO
¢dopmarrposats (cM. Pucynok 113). Hanpumep, usmeHuTs pa3mep U LiBeT MIPUQTA, CAeaTh TeKCT
JKUPHBIM WJIM [IO/IYEPKHYTHIM, IIPUMEHUTD K TEeKCTy IIpe[lyCTaHOBJIeHHbIN CTub. [Ipyu yBenmuyennn
pasMepa mipr¢Ta POIIOPIIMOHAIILHO MeHsieTCs pa3Mep I0Jis BBoja. [Ipy 3TOM K IIyHKTaM CIIKCKa

¢dbopmartrpoBaHue He TIPUMeHSIeTCsl.

4. yKE}KI’ITE, HakHM BHIOOM CIOPTa Bbl 3aHHMAaETeCh: HBDHE[]D.'I.'IE[]H \{'J

s/ Iblseponnepbl
BriGEpHTE SNSMEHT.
Ber
MnasaHwe

CUrypHoS KaTaHHe

Pucynok 113 — ®opmaTUpoBaHHBIN TEKCT

4.2.6.5 Bripe3aTh, KOIMPOBATh U BCTAaBUTH 3JIeMeHT YIIPaBJIeHHs

JJIeMeHT yTpaBJIeHUs] MOXKHO KOIMPOBATh/BbIpe3aTh U BCTABUTh CTAH/IAPTHLIMU CIIOCOOAMU
(cMm. paznen 4.9.2).

YTOOBI BBIAEIUTH 3JIeMEeHT YIIpaBJleHus /Jis BbIpe3aHHsl/KOIMPOBAHMS, BBIIIOJIHUTE OJTHO U3
CIIeVIOIIVX NeUCTBUMA:

— Belzenure aneMeHT yIipaBiieHus, yAep>KUBast JIeBYIO KHOIKY MBbIIIIH.

— YcraHoBUTe KypcCOp Iiepefi 3JIEMEHTOM YIIpaBJieHUsl / TOcjie 3jieMeHTa yHpaB/IeHUs U

BBLIIE/IUTe ero, Haxkas coueTanue kiasuin Shift+— / Shift+«.

4.2.6.6 YanuTh 3j1eMeHT ynpaBJIeHUs

JJIeMeHT YIIpaBJieHHsI MOXHO YIaJIUTh, €CJIM 3TO He 3allpeleH0 HAaCTPOMKAaMU CTOPOHHEero
penakrTopa.
YToObI yOaUTh 3JIEMEHT YIIpaBjieHus], BOCIIOIb3yHTeCh OTHUM U3 CIIeAYIOIIUX CIIOCOOOB:
— BoimenuTe a5ieMeHT yTpaBiieHUs, YAEpXKHBas JIeBYIO KHOIKY MBbIIIH, U HAXKMHUTE
kiaBuiny Delete v Backspace.
— VYcraHoBuTe Kypcop mepe] 3JIeMeHTOM YIIpaBJeHUs / Mocjie 3JieMeHTa yIpaBlieHusl U
BbIjIesIUTe ero, HaxkaB couyetanue kiasuinl Shift+— / Shift+«. Haxmure xiaBunry

Delete v Backspace, yTo0b! y1aiuTh 371eMeHT yIpaBJieHusl.
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g ynmamenust yo60ro MOJIEP>KUBAEMOr0 JJIeMeHTa yrpaBiieHus, kpoMe «OOBIYHOTO
TEKCTa», MOXKHO TaKXe:
— 1pu pabore B OC Windows / Linux ycraHOBUTb Kypcop Iepe[i 3JIeMeHTOM YIIpaBiieHusl /
TOCJIe 3JIeMeHTa YITpaB/IeHUs U ABaXKIbl HaXkKaTh kiapuiry Delete / Backspace;
— mpu pabore B OC macOS ycTaHOBUTH KypCOp Iepe]i 3JIeMeHTOM yTPaBIeHUS U ABAXK/IbI

HakaThb KiaBuiry Delete.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MH», 2013-2024 113



MonOdonc

4.2.7 3axkiagku

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

M300paKeHUsIX ¥ KOJIOHTUTYJIaX.

4.2.7.1 BcraBUTb 3aKJIaiIKy

YT06bI BCTaBUTH 3aKIaJKY B JIOKYMEHT, BbITIOJTHUTE CIeAyIollre IeUCTBUS:

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

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

— Broibepute nyHKT KOMaHAHOTO MeHIO BeraBka > 3akianka (cMm. Pucynok 114).

Beraeka @opmar  Wecrpymentm  Bug O

Wzobpamerne..

TekcTosoe none

Durypa L

B @@

TaGnuua...

fyrs
\.ﬁ.z'

Dopuyna...

y
Bt

l[:I'Il‘_"Ll,b'1-EJ'II:|-HI:lll‘_" CHMEBECONB...

ML T

PazpbiE cTpaHWLE Ctrl+Enter

Paspwie pasgena
Hownepa cTpaniy, k

KonoHTUTY AR »

om

Ornaenedne

Ceobinka... Ctrl+K
MepekpecTHan ccwaaka...

Jaknagka...

CHocka 3

KommerTapri

Data
Bpemn

B @0 T &l

Mona

Pucynok 114 — IlyHkT KOMaHZHOTO MeHIO 3aKJIaiKa
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— Ha nmanemu uHCTpyMeHTOB, B paszieriie BecraBka HakmuTe KHOTIKY ==+ (cM. PucyHok 115).

Ha OTO6p83HBHI€I>1C5[ IIaHeJIM BCTABKKW HAXXMHWTEe KHOIIKY A BHKJIHI[KH.

AabbB AaB6B! AaB6Be ... [}, E v E\

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

Wzobpaxenne... ~

E[ TekcToBoE None

B Durypa >
LI TaGawnua >
E} Popryaa...

CrneunansHeIe CHMEDALI,., >

"= Pazpeie cTpaHuUE

= Paspuie pasgena

Howmepa cTpanny, >

@ KenoHTUTy B >
Ornaenenne

(_x) Cownka..,

::.] MepexkpecTHan cobinka..

) Jaknagka... %

AR CHocka ¥

|:| KonmenTapuit

|:| Jata

T
I~ Bpemn

E@ Maas

Pucynok 115 — Ilanesnb BcTaBku

3. B okne 3akiagku (cMm. PucyHok 116), B ose BBojJja yKaXkvTe Ha3BaHUe 3aKyIafku. HazBanue

HOBOM 3aKJIafIKH He JIOJDKHO COBIAJATh C HA3BAHUSIMU CyHIeCTBYIOIINX 3dKJIdIOK.
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3aknagkm >

Jaknagka 1 > l

CopTupoBaTs:

0 no MMeHK no NopagKy

(nycto)

MNokazaTe cUCTEMHBIE JaknagkKu

OTMmeHa

Pucynok 116 — Okno 3aknagku

4. HaxmuTe KHOIKY wm wiauilty Enter Ha kimaBuarype (cm. Pucynok 116).

3aktajika 1ob6aBUTCs B cicok (cMm. Pucynok 117).

Jaknagkm >

HazeaHwe Jaknagki

CopTupoBats:

0 no MMeHK no NopagKy

3aknagka 1

MokazaTe CMCTEMHBIE JaKknagkii

OTMeHa

Pucynoxk 117 — 3akiiazika 1ob6aBieHa
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5. 3akpouTe okHO 3akyamkH. [[js sToro HaxkmuTe KHOMKY OTMeHa WIHM KHOIKY 3 B

3droJIOBKe OKHaA.

AHaAJIOrMYHBIM o6pa30M }106aBI)Te B TeKCT Apyrue 3aKJjIaJIKHU.

4.2.7.2 OTo0pa3uTh 3aKJIaIKU

Y1o6Bl 0TOOpa3UTh 3akyiafiku B JIokyMeHTe (cM. Pucynok 118), Bkitounte oToOpakeHue

HerevyaTaeMbIX CUMBOJIOB (CM. pazzen 4.3.1).

E-koHue.aToro-npeqnoxeH A yCTaHOBNeHa-3aKagK a'["'

Pucynok 118 — OtobpakeHre 3aKyIafKu

4.2.7.3 Iloka3aTs cuCTeMHEIe 3aKJIaaKH

[Ipu co3manum mepekpecTHOW CChUIKH (CM. pasfen 4.2.4) Ha 3aroJIOBOK WJIM HyMepOBaHHBIN
CIIMCOK B JJOKYMeHTe aBTOMaTU4YeCKH CO3/aeTcsl CUCTeMHasl 3aKjajka. Hampumep, eciu co3paercs
IepeKkpecTHasi CCbUIKa Ha 3arosioBok 1, To 3arosioBok 1 cTaHOBUTCS CHUCTEMHOM 3aKJIa[iKOM.

CucreMHble 3dKJIaIKK OTMEYdIOTCA B HNOKYMeHTe Helle4dTdeMbIMU CHMBOJIdMH, dHAJIOTUYHbIMU

OOBIYHBIM 3aKJIafIKaM — T T
YroObl yBUIETh BEChb CIIMCOK CUCTEMHBIX 3aKJIa/IOK, BBIIIOJIHUTE CllefAyIoIIve AelCTBUS:
1. OrtkpoiiTe OKHO 3aKJIagKH OJHUM U3 CIIeAYIOIIUX CIIOCOOOB:
— BribepuTe myHKT KoMaHHOTO MeHIO BeraBka > 3akimanka (cM. Pucynok 114).
— Ha nanenu uHCcTpyMeHTOB, B paszierne BeraBka HakmuTe KHONKY “*= (cM. PucyHnok 115).
Ha oTobpa3suBiieiics naHeau BCTaBKU HAXKMUTE KHOIIKY .. 3aKJIagKa.
2. B oxue 3akmaaku (cm. Pucynok 119) mocraBeTe dmakok Iloka3aTh cucTeMHBbIe

3aKJIa/IKH.
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Jaknageu >

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

_Refb7378152

MokazaTe CcUCTEMHBIE 3aKNAKKW

OTtmMeHa

Pucynok 119 — OxHo 3akinamku

CucreMHbIe 3dKJIaIKH1 OTO6pa>KaI-OTC5I B OJHOM CIIMCKe C 3dKJIdAKdaMH, YyCTdHOBJIEHHBIMHU
BPY4YHYIO. Pabora c cucreMHBIMHU 3dKJIaIKAMHU OCyIIeCTBJIIEeTCA dHAJIOTUIHO pa60Te C OOBLIYHBIMU

3adKJ/IaJIKaMHU.

4.2.7.4 IlepeiiTH K 3aKjagKe

YroObl mEepedTH K 3aKJafike, YCTAHOBJIIEHHOM B JOKYMeHTe, BBIIOJIHUTE OOHO U3
CJIeYIOIUX JIeNCTBUM:

— BribepuTe nmyHKT kKOMaHIHOTO MeHIO BcraBka > 3akuaaka (cM. Pucynok 114).

— Ha nanenu uHCTpyMeHTOB, B pasfeiie BecraBka HaxxmuTe KHOIKY = (cM. Pucynok 115).

Ha OTO6p83HBH.IEfICSI IIaHeJIn BCTABKU HA’KMUTE KHOIIKY .| BaKJIaHKa.

OTkpoeTcst OKHO 3aKJIaIKHA CO CITUCKOM 3akJjiafiok (cM. Pucynok 120).
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3akJ1aIki MOXKHO OTCOPTUPOBATH B CIIUCKe CIIeAYIOUIMMHU CII0CO0aMMU:
— 10 MMEeHH — COPTUPOBKAa 3aKilafiok o andasuty (ot A no ). JaHHBII cniocob

COPTHUPOBKHA BI)I6paH 110 YMOJIYaHHIO.

— 10 MOPAJKY — COPTHPOBKA 3aKJIAJIOK B MOpsAKe WX PaCIOJIOXeHUs B JIOKyMeHTe

(cBepxy BHHU3).

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

MECTO JOKYMEHTd, Hd KOTOPOM yCTdHOBJIeHad 3dKJId[JKd.

Jaknageu >

HazeaHwKe 3aknagkn

CopTupoeaTh

O no vmenn no NopAgKyY
Jaknagka 1
Jaknagka 2
Jaknagka 3

MNokazaTe CMCTEMHBIE Jdknagkia

OTmeHa

Pucynok 120 — OxHo 3aknamku

4.2.7.5 IlepenMeHOBaTh 3aKJIAAKY

YroObbI ITeperMeHOBaTh 3aK/IaJIKy, BBIIIOJIHHATE CJle[lytolllye 1eHCTBUSL:
1. OtkpoiiTe OKHO 3aKJIaAKU OJJHUM U3 CJIeIyIOIINX CII0OCOOOB:
— Bruibepute nyHkT koMaHaHOTO MeHIO BeraBka > 3akinanka (cM. Pucynok 114).
— Ha nanemu uHcTpymMeHTOB, B pasziesie BecraBka HakmuTe KHOTKY “*¢ (cM. PucyHok 115).

Ha otobpasuBiiielicst maHejid BCTaBKA HAXKMHUTE KHOTIKY .. 3aKJIafgKa.
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2. B oxue 3axkmagku (cM. PucyHok 121) HaBemuTe Kypcop MBI Ha 3aKJIaJIKy, KOTOPYIO

TpebyeTcs IeperMeHOBaTh, U HAXKMUTE KHOTIKY & (PeakTHpoBaTh 3aKIaiKy).

Wms cucreMHoM 3akiiajiku (cM. paszen 4.2.7.3) DO/DKHO HauMHATBCS C CUMBOJIA
5\

b
fwi HYDKHETO ITOMYEPKUBAHUS — € ).

3aknagku >

CopTupoEaTh

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

MokazaTe CcUCTEMHBIE 3aKNAKKW

OTtmMeHa

Pucynok 121 — IleperimeHoBaHMe 3aKJIaJIKU

3. PemaxTupyiiTe Ha3BaHMe 3aKJIaJIKU U HAXXMUTe ki1aBuily Enter Ha kiaBuatype.

4. 3akpoiiTe okHO 3akjaagku. s 3Toro HaxkmuTe KHONKY OTMeHa WIM KHOIKY X B

3dI'0JIOBKe OKHa.
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4.2.7.6 YmanuTh 3aKJIagKy

YT10oO6B! YAINTh 3aKJIAJIKy, BBITOIHUTE CIeAyIoIIye IeHCTBUS:
1. OrtkpoiiTe OKHO 3aKJIagKH OJHUM U3 CJIeYIOLIUX CIIOCOOOB:
— Bribepute nyHKT KOMaHIHOTO MeHI0O BeraBka > 3akiaaka (cMm. PucyHok 114).
— Ha nmanemu uHCTpyMeHTOB, B pasziernie BeraBka HakmuTe KHOTIKY ==+ (cM. PucyHok 115).
Ha oTtob6pa3suBiieiics naHeau BCTaBKA HAXKMUTE KHOIIKY .. 3aKJIagKa.
2. B oxne 3akianku (cM. Pucynoxk 122) HaBeguTe Kypcop MBIIIM Ha 3aKJajKy,

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

3aknagen >

Hazeanwme Jaknagkiu

CopTHpoEaTh

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

MokasaTe CcUCTEMHBIE 3aKnagkia

OTmeHa

Pucynok 122 — Y nanenue 3akyiajiku

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

3dIr'0JIOBKe OKHa.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MH», 2013-2024 121



MonOdonc

4.2.8 CrienimajibHBIE CHMBOJIBI

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

IIOMOIIBIO ITaHeJIN 6bICTpOﬁ BCTaBKH CIIeIICMMBOJIOB WIN OKHA CIIE].II/IaJIbeIE CHMBO.IBI.

4.2.8.1 ITaHenb OBICTPOI BCTAaBKH CIIEIICHUMBOJIOB

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

IeUCTBUM:

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

cuMBOJIBI) (cM. Pucynok 123).

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

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

(NE}
™

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

Bonble cMMEDADE...

Pucynok 123 — [lanenb ObICTPO¥ BCTaBKU CIIEICUMBOJIOB

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

oToOpa3uBIIECS TIaHeJIW HaBeJuTe KYpPCOp MBIIIM HAa CTPeJIKy CIpaBa OT KHOIIKU

CroenmanbHble CMMBOJIBI (CM. PucyHok 124).
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AaboBr = AabB0B AaBoB1  AabBoBsl .. . [2] [0]v =] -
OBbI4HbIF Jaro..ok 1 3aro...ok 2 Jaro..ok 3 !
- E WzobpaxeHue.., ~
E[ TekcToBoe none
(5' Durypa » Q
HH  TaGauua.. ¥
[‘} Dopmyna..,
E CneyransHble CHMECR . ¥
I © ® P % u Vv N
3 o = Pazpeie cTpaHnup
§ % % — 1 ¥
"=  Paspwis pazgena
A 2 = o+ 0+ x g
Howmepa cTpanuy,. »
. . @ KonoHTuTy R ¥
HepazpbieHwiA npoben Ctrl+5hift+5pace
. - OrnaeneHune
HepazpeiBHeA geduc Ctrl+5Shift+(-)
KopoTkoe Tupe Ctrl+=MNumi-) (_::' Ccoinka...
=1  TMepexpectian copnka...
Bonblue cMMBORGCE... .
L) Jaknagka...

Pucynok 124 — [1anenb GbICTPO¥ BCTaBKU CIIEICUMBOJIOB

YToOBI BCTaBUTH CIIEIICUMBOJI, BBHITIOJTHUTE OHO U3 CJIeyIOIINX JIeMCTBUM:

Bribepute cuMBOn M3 Habopa IpelyCTaHOBJIEHHBIX CHMBOJIOB. [lo mepe paboTel c
MIPWIOXKeHreM IIpe/lyCTaHOBJIEHHble CHMBOJIbI MEHSIOTCSI Ha CHUMBOJIBbI, /100aBJIeHHbIE
[ojib30BaTejleM B JIOKyMeHT C T1omollplo oOkHa CrenmuajnbHble CHMBOJIBI
(cM. paspen 4.2.8.2). Ilpu HaBemeHMM Kypcopa MBIINIM HAa CHMBOJI OTOOpaXkaeTrcs

Ha3BaHMe BBIOpPAHHOTO JIs1 Hero mpudra.

[Ipu BCcTaBKke K CHMBOJIy TpPUMeHsIeTCsS WMIPAPT TeKcTa JToKyMeHTa. Ho eciu
mpUPT TeKCcTa He TMOAJepXXUBaeT 3TOT CUMBOJ, TO IPUMEHSIeTCS HIPUPT,

BbI6paHHbeI I10JIb30BdTeJIEM.

Boibeputre nynkr HepaspsiBublii npodesn, HepaspwiBHbnii neduc viu Koporkoe

THPpeE, eClik Tp66y'ETC$[ BCTAaBUTDb COOTBETCTBYIOIJ_[Hﬁ CHMBOIJI.
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4.2.8.2 OxHo «CneniuajibHBIe CHMBOJIBD»

YtoObl OTKpBITh OKHO CrenuajgbHble CHMBOJbBI, BBIIIOJIHUTE OJIHO M3 CJIeJyIOIIUX
JeUCTBUMH:
— DBoibepute mnyHKT KkoMaHAHOro MeHI0 BcecraBka > ChoenmajibHble CHMBOJIBI

(cMm. Pucynok 125).

Beraeka @opmar  Wecrpymednts Bug 06

MzobpaxeHne...

2]
TekcToeoe none

& Owrypa .
BEH Tabawua...

Dopyaa...

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

Pucynok 125 — [IyHkT koMaHHOro MeHi0 CrenpajbHbIe CHMBOJIBI

— Ha nanenu uHCTpyMeHTOB, B pa3feiie BcraBka HakMuTe KHOIIKY (CnenuajibHbIe
cuMBoJIbl) (cM. Pucynok 126). Ha nmanenu 6pICTpoii BCTaBKU CIIEIICUMBOJIOB BbIbepuTe

ITYHKT Bosbiie cCMMBOJIOB.

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

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

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

Bonbwe cMMBONDE. .. %

Pucynok 126 — IlyukT Bosbie ciMB010B
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AaboB AaBoB:

3

3

Jaro..ok 1 Jaro.ok 2

Pucynok 127 — Knonka CrienfuanbHbIe CHMBOJIBI

AaB6BB]

3aro.oKk 3

e
pNry

F -

Ha 0T06pa31/IBme171c51 IaHeJIM HA’)KMUTE KHOIIKY CIIEIII/IaJIbeIE CHMBOJIBI.

WMzobpamerue..

TekcToBOE NONE

Durypa

Tabauua.

Dopmyna...

CI‘IELI,ME.']beIE CHMBOAB

Ha manemm vHCTpyMeHTOB, B pa3zieiie BcTaBka HaXMHUTe KHOTKY === (cM. PucyHok 127).

Ha manemu vHCTpyMeHTOB, B pa3zieiie BcraBka HakmuTe KHOINKY === (cM. PucyHok 128).

Ha OTO6p83HBLH€fIC5[ I[IaHEeJIM HaBeJUTe KYPCOp MBI Hd CTpeJIKy CIIpdBd OT KHOIIKH

CnemuanbHabie cuMBosIbl. Ha maHeny ObICTPOM BCTaBKU CIIELICMMBOJIOB BblOepuTe

ITYHKT Bojbine ciMB0JI0B.

AaBoB:  AabboB AaB6B1 AaB6Bsl
OEbI4HbIA 3aro...ok 1 3aro..ok 2 3aro..ok 3
Crunn

]___[ @ B Yoo 3§ \.'r
§ % % — =m 3
A £ = £ = x 2
HepaspoieHwf npoben Ctrl+5hift+5pace
HepaspbisHuiit geduc Ctrl+Shift+(-)
KopoTkoe Tupe Ctrl+=Numf-)
bonblue CHMBOADB... [}

.|'|:

a @

e

@ B @ 3

Wzobpamerue..
TexkcToBoe noae

Durypa

Tabawua...

Dopmyna...

CI'IE'LI,ME,HI:HI:IE‘ CHMBOABI...

Paspeie cTpanuubl
Pazpwie pasaena
Howmepa cTpanuy,.
KenoHTuTynb

OrnaeneHwne

Ccoinka...
MepekpecTHan CobKa..

3aknagka..

Pucynok 128 — IlyukT Bosbiie cuiMB0J10B
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Oxno CnenmanbHBIe CHMBOJIBI (CM. PucyHok 129) copepxut cienyroiire MHCTPYMEHTHI:

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

3aKpthh OKHO Nocne BCTaBkKK CMBONAE OTmeHa

Pucynok 129 — Oxno CnenquajibHbIe CHMBOJIbI

Brimagaromuii crivcok Jyis Beibopa mpr¢Ta CrielicCMMBOJIA.

Brimagaromuii cnvcok /ijisi BeIOOpa IPyNIbl U KaTeropuu cumBojia. Eciy mpudt He
MIO/IJIeP>KMBAeT CUMBOJIBI TPYIIIBI KaTerOpyi WM KaTeropyu, TO OHa He 0TOOpaXkaeTcs B
CIIMICKeE.

CumBonbl. [lo ymomuaHuio BblfieNisieTcss IepBbIi CHUMBOJ BbIOpAHHOM KaTeropuu.
KaTeropum oTnenstorcs Apyr OT pyra 4epToi.

Ha3zBaHue BbI/ieJIeHHOI'O CUMBOJIA Ha aHIJIMMCKOM SI3BbIKe.

Kon BeiienienHoro cumBona B cucteme FOHukop,.

HauepraHue BbI/IeJIeHHOTO CUMBOJIA.

[IpudT BBIIEIEHHOTO CUMBOJIA.

BapuaHTh! Ipyrrx HauepTaHWW BbIJIeJIeHHOT'O CUMBOJIA.
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Yto6bl BCTaBUTH CUMBOJI U3 OKHA CrenpajbHbIe CHMBOJIBI, BBIIIOJIHUATE CIIAYIOIMe
JerCTBUS:

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

2. Broibepure kateropuro cuMBOJIa. BEIOOp OCYyITIECTBISIETCS aHAJIOTHYHO BHIOOPY HIpUdTa
CIeIICUMBOJIA.
YcraHoBuTe Kypcop B TO MeCTO JOKYMeHTa, Ky/la He0OXOJMMO BCTaBUTh CUMBOJL.

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

IIpo6esn Ha KIaBUATYype.

Ecmm Tpe6yeTc;[, YTOOBI OKHO 3dKPbIBAJIOCb dBTOMdTHY€CKH, I[IOCTABbTE (1))'[21)1(01( BaKprTb

OKHO IT0oCJie BCTaBKH CHMBOJIA.

YTo6b! 3aKpBITh OKHO CrlenmajbHbIe CHMBOJIBI BDYYHYIO, HAOXMUTe KHONKY OTMeHa Ui

KHOIIKY X B 3arOJIOBKe OKHa.
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4.2.9 Texkymas maTa wia BpeMs

B m060e mecto HOKYMeHTd, 34 UCKJII0OYeHHeM KOJIOHTHUTYJIOB, MOKHO BCTABUTb TEKYHIYIO

JAaTy UK BpeMs.

Bcrasnsemuie JdHHbBIe SABJISAIOTCA CTAaTUYHBIMH, TO eCThb He OOHOBJISIIOTCS I[Py M3MEeHEHHN

dakTUieckux AaTbl ¥ BpeMeHU. UTOOBI BCTaBUTh B JIOKyMEHT OOHOBIISIEMYIO JIaTy WIIN

BpeMsl, UCIIOJIb3yiTe MoJIst (CM. paszen 4.2.5).

YTOOBI BCTAaBUTD B JOKYMEHT TeKYyIIYyIO JdaTy, BBIIIOJIHWUTe CJIeAYIolIre IerCTBUS:

1. VYcraHoBure KYypCOp Hd TO MeCTO, Kyd HeO6XOI[I/IMO BCTdBUTDH TEKYIIYIO [aTy.

2. BblinonHUTe KOMaH/y BCTaBKX OJIHUM U3 CJIEIYIOLIHUX CIIOCOOOB:

— Bribepute nyHKT koMaH/iHOTO MeHio BeraBka > Jlara (cm. Pucynok 130).

Beraeka @opmar  Wecrpymentm  Bug O

Wzobpaxerue...
TekcToeoe none
) Durypa r
BEH TabBawua...
M)  Dopmyna..
CreunansHee CUMBTIL...
*= Pazpele cTpaHuLbl Ctrl+Enter
'= Pazpeie pasgena
#  Homepa ctpanuy, 3
H KoaoHTuTyab *
=: OrnaeneHue
¢ Comaka. Ctrl+K
=l [lepekpecTHan ccoka...
Jaknagka...
AE  CHocka »
[ EKommenTapwid
= [lara
() Bpemn
) Tloas

Pucynok 130 — ITynkTsl koMangHoro Mexio Jlara v Bpems
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— Ha nmanemu uHCTpyMeHTOB, B paszierne BeraBka HakmuTe KHOTIKY “*° (cM. Pucynok 131).

o ity
Ha oro6pa3suBiiieiics: maHeu BCTaBKYA HaXKMUTe KHOTIKY [=1] laTa.

Aab0B AaBoBI AaboBs ... [HH. [2] [Q)v [=] -
3aro..ok 1 3aro..ok 2 Jaro.ok 3 — — [} 14
MzobpameHne... ~
= TekcToBOE NoAe
{rrl Durypa > O\
- ¥P
BH  TaBanua 3
Cj Popmyna...
CneunantHeIe CUMBCAb,. >
’H Pazpwie cTpaHuub

||Y[

Pazpwie pazgena

Howmepa cTpanuy, >
@ KonoHTHTY. IR >
OrnagneHne

(_:.) Cecounka...

=1 Nepexpectras copinka..,

l-J Jaknagka...

A CHocka >
S —

|:| Jara

(Y Bpems

f@ Moan

Pucynok 131 — I[lanesnb BcTaBku

YT1oOBI BCTABUTD B IOKYMEHT TeKylllee BpeMsl, BLIIIOJIHUTE ClleyIoIiye AeHCTBUS:
1. VYcraHoBuTe Kypcop Ha TO MeCTO, Kyia He0OX0/IMMO BCTaBUTh TeKYyIllee BpeMsl.
2. BrinonHrTe KOMaH/y BCTaBKW OJIHUM U3 CJIeJIyIOIIUX CIIOCODOB:
— Bribepute nyHkT koMaHaHOrO MeHio BeraBka > Bpems (cm. Pucynok 130).
— Ha nanenu wuHCTpyMeHTOB, B pasfeie BcraBka HaxmuTe KHOOKy <. Ha

0TOOPA3MBILEACS TTaHEJ I BCTaBKK HAXKMUTE KHONKY () Bpemsa (cM. Pucynok 131).
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4.2.10 ITIpoBepka npaBonuCcaHHS

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

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

4.2.10.1 IIpoBepka opdorpadpun

YroObl OTKIIIOYMTH WIM BKIIOYUTb IPOBepky opdorpadpuy, B KOMaHAHOM MeEHIO

HNucrpyments! > IlpaBonmcanme cHUMMTe wWwid IocraBbTe ¢raxok IIpoBepka opdorpaduu

(cm. Pucynok 132).

BiitoueHne ¥ OTKIIIOUYEHHE peXuMa NpoBepku opdorpaduu MpUMeHsieTCs TOJbKO K

TeKyleMy OOKYMEHTY U He BJIMAET Had APYIrrMe OTKPLIThIe JOKYMEHTHI.

WHerpymenter Bug  OBwwi goctyn lNognucka  Cnpaeka

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

Pucynok 132 — Komangnoe mento MHCTpyMeHTBI

[Ipunnuns! npoBepku opdorpadun:

CrnoBapsb nipoBepku opdorpadun BHIOMPAeTCsl aBTOMAaTUYECKU 110 SI3bIKY TIepPBOT0 CJI0Ba
B abzarte.

KpacHoii BomHUCTOM TMHKEeN ToTYepKUBAIOTCS:

— CJIOBA, OTCYTCTBYIOIIME B BLIODAHHOM CJIOBape;

—  CJIOBa, cojiepkaiiie opdorpadpruyeckue OIMOKH.

[Ipy BHeceHHWHM HW3MeHEHUN B TEKCT JOKyMeHTa 3allyCKaeTCsl IOBTOPHasl TpOBepKa

opporpadum.

4.2.10.1.1 UcnpaButh opdporpadpudeckue onIudKu

Ecmu B crioBe HaiiieHa ommbka, vcrnpasbTe ee. J1J1s 3TOro BBIIOIHKTE ClleAyIOoIIye JIeUCTBUSL:

1.

[TomectrTe Kypcop MBIIIM Ha CJIOBO WIMA BBIJEJINTE CJIOBO, KOTOpOe IIOJ4epKHYTO
KpPaCHOU BOJIHUCTOM JIMHUEHN.

[ITesrykoM ITpaBOM KHOIIKY MBIIIU OTKPOMTE KOHTEKCTHOe MEeHIO.

B KkOHTeKCTHOM MeHIO BblOepuTe NPAaBWIbHBIM BapUaHT HAMMCAHWS JAHHOTO CJIOBA

(cm. Pucynok 133).
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Awnbxa
Ib clnbra

owWbKa
wKbka

A wnbka

Jo6aewTe B cnoeape

MponycTute

[y Bcrasuts Ctrl+W
BcTaenTe Tonbko TekcT

Betaeute vz Bydepa obmena r
¢ BCTaEuTb Ccobaky...

[Z  [Oobaeute komMmeHTapwi

Pucynok 133 — [IpoBepka npaBomnvcanus

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

KOHTeKCTHOM MeHIO OTO6pa>K88TCH HaAIINuCb Her IIpEIUIO?KEHHﬁ.

4.2.10.1.2 Y panuth nogyepKuBaHue CI0B

YTo0bI M36exaTh MOoYepKUBaHMsI CJIOB, PACIIO3HAHHBIX PWIOXKeHHeM Kak opdorpabruyecku
HeBepHbIe, BHECHUTe JIaHHbIe CJIOBA B HACTpauBaeMbI cioBaph (cM. pasaen 4.2.10.2) wiu nobaBbTe B
CIIMCOK UTHOPUPYEMBIX CJIOB.

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

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

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

MeHmO IIponmycTHTs.

[Tpu BbIMOSTHEHUM [TAHHOW KOMAHIbl MOJYepKUBAHMe CJI0BA KpaCHOW JIMHHWeM Iporiajaer.
Ecnu croBo BcTpedaeTcss B JIOKYMeHTe HECKOJIBKO pa3, TO HM3MeHeHHUs TPHUMEHSIOTCS ISl BCex
MTOBTOPEHUM C y4eToM pervcrpa. Takue u3MeHeHHUs COXPAHSIOTCS B paMKaxX OJTHOM CEeCCHM pabOThI

C IOKYMeHTOM. [Ipy OBTOpPHOM OTKPBITHMH JOKyMeHTa CHOBA 3allyCKaeTcsl IpoBepKa opgorpadpuu.
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B ciyyae omnboyHOro nprMeHeHUs KOMaH/bl BEpHUTECH K MPe/IbIAYIIeMY COCTOSIHUIO TIpU
oMoty komaHibl IlpoBepuTh npaBonucanue. /[jist 5TOro BLITIOJIHUTE CIeAYIOIINe IeUCTBUS:

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

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

MeH1o IIpoBepuTh nIpaBonUcaHue.

4.2.10.2 HacTpanBaeMmsblii C10Bapb

Ytobbl wu30exaTh IMOJYEepKUBAHUS OTAENbHBIX CJIOB B TeKcTe (Hampumep, HMeH
cOoOCTBEHHBIX, abOpeBUATYp, CleIMaIbHBIX TEPMUHOB U T.J.), MOXKHO BHECTH X B HaCTPaWBaeMbIi
CJIOBApb.

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

opdorpaduu (cm. paznen 4.2.10.1).

4.2.10.2.1 JTo6aBUTH CJIOBO B CJIOBaph

B cnoBapp M0XXHO 1006aB/ISITh TOJIBKO OTAeNIbHBIe cjioBa. JlobaBieHue CII0BOCOYeTaHUMN He
JIOITyCKaeTCsl.

[Ipyu nobGaBneHuM cjaoBa B CJIOBaph Y4YMTHIBaeTCs peructp. Eciu cioBo nuiiercs Kak co
CTPOYHOHM, TaK U C 3arJIaBHOM OYKBBbI, pekoMeHAayeTcsi N00OaBUTh B CJIoBapb 0b6a BapuaHTa
HaIMCaHMS JIaHHOTO CJIOBaA.

Yrobbl 0OABUTH CJIOBO B HAaCTpaWBaeMBbIH CJIOBaphb NPSIMO M3 TEKCTa, LIeJIKHUTe 110 HeMy
IIPaBOM KHOIIKOM MBIIIH U BBIIIOJIHUTEe KOMaHly KOHTeKCTHOTO MeHIo Jl00aBHTh B CJIOBaph.

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

1. Boibepute myHKT KOMaHAgHOrO MeHI0 MHcTrpymeHnThl > HacTrpamBaemslil ci0Bapb

(cMm. Pucynok 134).

WHetpymedTsr Bug  OBwwi goctyn Mognwcka  C

OrobpaxeHne MCNPABNEHWA W KOMMEHTAPWEE  #
Mpaecnucadwe r

Hactpaweaemmii cnoeaps

Pucynok 134 — [lynkT komangHoro MeHio HacrpauBaemsblii c10Bapb
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2. B okne HacrpauBaemsblii ciaoBapb (cM. Pucynok 135) BBeauTe CJIOBO, KOTOpOe

HeoOX0uMO 0OaBUTh B CJIOBaph.

i’ Hactpaweaemblidl cnosape >

‘ MoiiOdud X

MogknouynTs loToBO

Pucynok 135 — Oxno HacrpauBaemsblii CJI0Bapb

3. Haxmure KHOIIKY vy Kiasuily Enter Ha kiiaBuartype.

4. Haxwmure KHOIIKY FOTOBO, YTOOBI 3dBepIIUTb peldKTHUPOBaHHe CJIIOBAPS YU 3dKPBITh OKHO.

4.2.10.2.2 TlopxII09YUTH CTOPOHHHIE CJIOBapHu

YToOB! paclIMpUTh 3amac CJIOB, JOCTYIIHBIM B TEKCTOBOM pe/laKTOpe, MOXHO MOAKIIOYUTH
crtopoHHue cioBapu B ¢popmarte DIC. [lns atoro B auanoroBom okHe HacTrpauBaemsblii ci10Baphb
HaxxMuTe kHONIKY Ilogkmiounts (cMm. Pucynok 135). B oTkpeiBIIeMcs: okHe $ailyioBOro MeHeixepa
BbIOepuTe ¢aiisl ¢ pacmupenueM ¥.dic u HaxxmuTe KHOIIKY OTKPBITS.

ITo 3aBeprieHny conepxuMoe daiiina 0ToO6pasuTCs B HaCTpauBaeMoM CJIOBape.
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4.2.10.2.3 Y maauTh cJ10BO U3 CIIOBaps

Panee mobaBieHHOe CII0BO MOXKHO YAAJIIUTb U3 HACTPaBAeMOTI'0 CJIOBAPAI.

YT0O6BI YAAJIIUTh CJIOBO C IIOMOIIBIO HMHCTPYMEHTOB OKHa HaCTpaI/IBBEMBIﬁ CJI0OBAPb,

BBITIOJTHUTE CJIeYIOITHe TIeUCTBUS:

1. Bribepute myHKT kKoMaHgHOTO MeHIO MHcTpymeHThl > HacTpamBaemslil ClI0Baphb

(cMm. PucyHnok 134).

2. B okne HacrpauBaeMmblii CJI0Bapb HaBeJuTe KYpCOP MBIIIM Ha CJIOBO, KOTOpPOe

HeoOXO0UMO yIaJIMTh U3 CJIOBAaps, U HAXKMUTe KHONIKY Y xaiauTh (cM. PrucyHok 136).

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

B | Hactpaweaemeld cnoeape

MobiOdc

MogknouynTs

¥nanuTh
fil

N

loToBo

Pucynok 136 — Y ganenue ciioBa U3 ciioBaps
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YtoObl ymanuTh CI0BO 6e3 mepexofa B OKHO HACTpaMBaeMoOro CJIOBaps, IIEJIKHUTE II0
JJAHHOMY CJIOBY IIpAaBOM KHOIIKOM MBIIIM HENOCPe/ICTBeHHO B TEeKCTe W BBIIIOJIHUTE KOMAaHJy

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

4.2.10.3 IIpoBepka rpaMMaTHKH

YToObl BKIIOYNTh WIA OTKIIOYUTH TPOBEPKY TIpaMMATUKH, B KOMaHJHOM MeEHIO
Nucrpymentst > IlpaBonmcanme mocTaBbTe Wik cCHUMHTe ¢iakok IIpoBepka rpaMmaTHKU
(cm. Pucynok 137).

BxiltoueHne ¥ OTKJIIOYeHHWe peXMMa IIPOBEePKHM T'paMMaTHKH IIPUMEHSIeTCS TOJIbKO K

TeKyleMy OOKYMEHTY U He BJIMAET Had APYIrrMe OTKPLIThIe JOKYMEHTHI.

WMHctpymenter Bug  OBwwi goctyn  Mognwcka  Chpaeka

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

Pucynok 137 — Komananoe mMeHio MHCTpyMeHTBI

[TpyHIMIIBI IPOBEPKU IPaMMAaTHKHU:

— $I3bIK IpOBEPKU rPaMMAaTHKU BbIOMpaeTCsl aBTOMaTHYeCKH 110 IiepBoi OykBe ab3aria.

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

— lIpensnoskeHue c rpaMMaTAYeCKOM OIMOKOM MOJYepKHUBAETCs CHHel BOJTHUCTOM JIMHUEH.

4.2.11 Ilouck 1 3aMeHa JaHHEBIX

[Torick ¥ 3aMeHa [1aHHBIX BBINOJIHSETCS [0 BCEMY COIEPXXMMOMY JJOKyMeHTa, Kpome

CHOCOK (cM. pasnen 4.2.2).

Ecmm JAOKYMEHT OTKPBLIT B peXXuMe IIpOCMOTPd, TO B HEM JOCTYIIEH TOJIBKO ITIOUCK JaHHbIX

(6e3 3ameHbI).

YTOoOBl OTKPBITH IaHeIb MOWCKAa U 3aMeHbl JAHHBIX B JIOKYMEHTe, BBIINOJIHUTE OJIHO W3
CIIeIYIOIIUX JeUCTBUIA:

— Boibepute nyHkT komanaHoro mesto IIpaBka > Ilouck (cm. Pucynok 138).
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Mpaeka Bcraeka @opmar  MWactpyments  Bug O

T OTmeHWTB Ctrl+Z

" MNoetopute Ctrl+Y

&  Boipesats Ctrl+X

Konwpoeats Ctrl=+C

[y Berasuth Ctrl+V
BcTaBuTe ToMBKD TEKCT
BectaewTe w3 Bydepa obumena r

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

1 Mowck Ctrl+F

Pucynok 138 — [IynkTt komangHoro mes:o Ilouck

— Ha 6okoBoi1 maHenn HAKMUTE KHOTIKY () (ITouck u 3ameHa) (cM. Pucynok 139).

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

Pucynok 139 — Kuonka Ilouck u 3ameHa
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— Haxwmure coueranue kinasum Ctrl+F wiu Ctrl+H / #Cmd+F.

Ha nanemu ITouck u 3amena (cMm. PucyHnok 140) npy Heo6X0IUMOCTH YKaXKUTe ITapaMeTphbl
IIOMCKA U 3aMeHBbl JIaHHBIX:
1. Pa3Bepnute IlapamMeTpbl HAX)KaTHEeM Ha KHOIIKY .
2. Yxaxure O0jsacTh NMONCKA JAHHLIX:
— Bech AOKYMEHT — BBIIIOJIHUTh IIOMCK BO BCEM JIOKyMeHTe, BKJIIOYasi KOJIOHTUTYJIbI
(cm. pasnen 4.10.2).
— bBe3 KOJIOHTHTYJIOB — BBIIOJIHUTH IIOMCK BO BCeM JIOKyMeHTe, 3a HCKJIIOUeHHEeM

KOJIOHTUTYJIOB.

- [lowck u 3ameHa Q

JamMeHWTh 3aMeHWTL Boe

MapameTpw N

O6nacTe NoWCkKa:
O Becs LOKYMEHT

bez kon OHTHUTY OB
DuaeTpLI

ToNeKO CNOBA LIENNKoM
YUWTBIBATE PEFMCTP NPW NOWCKE

YUWTBIBATE PEFMCTP NPW 3aMeHe

Pucynok 140 — [Tapametps moucka

3. OtMmetbTe dprnakkamu Tpebyemble PHUIBTPHI:
— Toubko cil0Ba meJIMKOM — HaWTH TOJIBKO Ilejible CJI0Ba, a He TeKCT, KOTOPbIA
SIBJISIETCS. 9aCThIO IPYTOrO CJIOBA.
— Y4uuThIBaTh PerucTp IpPH NOHCKe — BBIIOJHUTH ITOMCK C Y4eTOM 3arylaBHBIX U

CTPOYHBIX 6yKB B HICKOMOM TeKcCTe.
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— YuuThIBaTh PerucTp NIpH 3aMeHe — BBIIIOJIHWTh 3aMeHy C Y4eTOM 3arJlaBHbIX U
CTPOYHBIX OYKB B HaiileHHOM TeKcTe. [Ipumep: B TekcTe JOKyMeHTa HeOOXOIUMO
3aMeHUTb CJI0BO doe2oBop Ha ciioBO kKoHmpakm. Ilpu aTtom ciioBo doeoBop mMoxet
OBITH HAIMMCAHO KaK CO CTPOYHOM, TaK M C 3arjlaBHOM OYKBBI (HalprMep, B Hadase
npemioxkenus). [loctaBbTe ¢Quiakok YYHTHIBATH PErvucTp NPH 3aMeHe, YTOOBI
CJ10BO 002060p CO CTPOYHOM OYKBBI 3aMEHUJIOCh Ha CIIOBO KOHMPAKM CO CTPOYHOM
6ykBel, a cioBo /Jo2o6op c 3aryiaBHOM OYKBBI 3aMeHWJIOCh Ha cjioBo Konmpakm c

3aryiaBHOM OYKBBI.

Perucrp y4uTeiBaeTcs TOJIBKO IS [IEPBOI'0 CUMBOJIA B HAlJIeHHOM CJIOBe.

4. Caepuute IlapamMeTpsl HOXKaTHeM Ha KHOIIKY #.

YToObI HAMTU JaHHBIE B IOKYMEHTe, BBITIOJIHUTE CIIeAYIOIe IeHCTBUS:

1. B nosne HaiiTu BBesiuTe aHHbIe 1is moucka (cM. Pucynok 141).

2. Haxmwure KHONIKY E v kiasuiy Enter Ha kiaBuatype.

= [lowck v 3ameHa Q

FaMEHNTE JaMEHNTE BCe

Pucynok 141 — JlanHble /17151 TOMCKa

CoBrmajieHUsI TIOJICBETSATCSI B TEKCTe JIOKYMEHTa M OTOOpa3sTcs B BHUje CITUCKA HA TaHeH
ITouck u 3amena (cm. Pucynok 142).
[TepemerraTbCs 0 COBMAIEHUSIM B CITUCKE MOXHO CJIeIVIOITUMU CIIOCOOaMu:
— IIemukamu J1eBOM KHOIIKH MBIIIIH.
— C nomompio kHOTOK + (Cienyromree coBnanenue) u ~ (IIpenbigymiee coBmameHue),
PAacIIooXeHHBIX HaJl CITMCKOM.
— C momoIIpio KJIaBHII KJIaBUATyphl | U 1. [lJis 3TOr0 Ciefyer rnpeiBapyuTeIbHO BbIIETUTD

JTIrI000€e COoBIaIeHue MeTYKOM MBIIIIH.
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BbI6paHH08 COBIIaiIeHHe Bbllie/ideTCd KOHTPAaCTHBIM JKeJITbIM IIBETOM B CTPOKe CIIMCKa U B
TeKCTe [JJOKYMEHTd. Oﬁmee KOJIMYEeCTBO COBIIQIeHUH M HOpﬂlIKOBbII)'I HOMep BbI6paHHOFO

COBIIaJIeHMs TI0Ka3bIBAeT CUETUYUK COBIIAJIEHUH, paCHOJIO)KEHHbeI HaJl CITMCKOM.

= [lowmck v 3ameHa Q

Y nyxkomopbsi 1y0 3enéHbIH (0TPBIBOK
u3 mo3Msl «Pycnan u JIronmuna»)

V mykoMopb# Oy0 3e/EHLIIH; 3aMeHUThL JaMeHWTL Boe
3imarag 1enk Ha oy be ToM:

H nHEM 1 HOYBIO KOT Y4EHBIA Mapamertpel ~
Bcé XooUT no Henu Kpyrom;

Hpgr HanpaBo — MecHb 3aBOJMT, VoA Coenagenve 1 n3 6
HaneBo — cKa3Ky rOBOpHT.

Tam 4yymeca: Tam el OpOOHT, Tam uygeca: Tam newunii GpoguT,

Pycanka Ha BeTBAX CHOMT;
Tam Ha HeBeIOMBIX JOPOXKaxX
Crnenel HeBHOAHHEIX 3Bepeli; Tam Ha HeBeOMBIX AOpOXKaX
M30yIKa TaM Ha KyPBUX HOXKAX
Crour Oe3 OKOH, Oe3 niBepeii;
Tam nec U 100 BHAEHHWH TTOJIHEI; Tam nec v 40A BUAGHWA NONHLL;
TaMm o 3ape NPHUX/IBEIHYT BOMHEL
Ha Oper mec4aHblii H ITyCTOH,

W TpuauaTte BUTA3e IpeKpacHbIX
Ypenoii U3 BOL, BEIXOOAT ACHBIX,
H c HUMU JA0bKa UX MOPCKOM;

Tam uygeca: Tam newnii BpogwT,

Mabylika Tam Ha KypbUX HOXKaxX

Tam o 3ape NpUXALIHYT BOAHbI

CrpaHnua 1wz 1 - L + 100% v

Pucynok 142 — HatlifieHHble coBIajIeHUsI

[TapameTprl mOMCKa MOXHO MeHSATb B Iipollecce paboTbl c coBnageHUssMH. CIHCOK
COBIIaJIEHUI IIPY 3TOM OOHOBIISIETCS aBTOMAaTUYEeCKHU.
YToObl 3aMEeHUTH COBIAJIeHHs, HalJleHHble B JIOKyMEHTe, BBIIIOJHUTe Cllefyollye
JIerCTBU:
1. B crpoky 3amenurs Ha (cM. PucyHok 141) BBeiuTe HaHHBIE ISl 3aMeHbI WJIM OCTaBbTe
110JIe IIyCTBIM, eCJIA TpebyeTcsl yAaIuTh Hal/IeHHOe COBIIaJIeHue.
2. 3ameHHTe COBIIaJIeHUs OTHUM U3 CIIeIYIOLIUX CIIOCOOO0B:
— Haxwure kHONIKy 3aMeHHTH, YTOObI 3aMEeHUTD BblJleJIeHHOe COBIIaJleHue.
— Haxwure KkHONIKY 3aMeHHTh Bce, YTOObI 3aMeHUTh OJTHOBPEMEeHHO BCce HaljleHHble
coBHajeHus. B oxHe c coobmieHVeM «3aMeHUTb BCe COBIAJEHUS?» HaKMUTe

KHOIIKY 3aMeHHUTb.
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YToOBbI 3aKpHITh IMAaHeNb TOWCKAa W 3aMeHbl JaHHBIX, BBITOJHUTE OJIHO W3 CJIeIyIOIINX

IeUCTBUM:

— B BepxHeli yacTy naHenu Ha)XKMUTe KHOIIKY —2.

Haxxmure kiiaBuiry Esc Ha kiiaBuarype.

Ha GoxoBoit maxesu Haxmure kuorky (! (ITonck u 3aMeHa).

B Ta6JII/IIIe 7 MpeacCTaBJIeHbl COYeTdHHA KJIaBHII, KOTOpPble MOXHO HCIIOJIb30BATL MJId

6bICTpOI‘O IepemMenieHus Mexxay 3JIeMeHTaMU IIdHeJIX IIOMCKA U 3dMEeHBI.

Taosmuna 7 — CoyeraHus KJIABHIII

HeiicTBue CoueraHue KIaBHIII CoueraHune KIaBHIII

B OC Windows / Linux B macOS

OTKpBITH TAaHEJTb ITOMCKA U 3aMeHbI Ctrl+F wmm Ctrl+H % Cmd+F

BBINIOJIHUTE TOMCK 0 YKa3aHHOMY 3Ha4eHHIO Enter

[epeiiTu K ciieqytoIieMy 3j1eMeHTy TaHeIu Tab

[TepefiTi K peabIAYIIEMY 3J1eMeHTY MaHelu Shift+Tab

PackpebiTe wiu cBepHyTh IlapameTpbl [Tpoben

Br16path 061acTh MOMCKa WK GHITBTP ITpo6en

Haxatp kHOTIKY [Tpoben

[lepeiiTy K cremyroneMy/IpeabyeMy Lut

COBIIA/IEHUIO

ITepeliTi K IepBOMY COBIIAZIEHUIO B CIIUCKE Home Fn+«

[lepefiTi K TOCITETHEMY COBIIAZIEHUIO B CITHCKE End Fn+—

3aKpBITh MAHeJTb TIOMCKA U 3aMeHbI Esc
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4.2.12 YaaneHue TeKcra

4.2.12.1 YaaaIuTh TEKCT C IOMOILIBI0 KOMAaHEI

YToOBI ylalUTh TEKCT, BBIIIOJIHUTE CllefAyIOIIve AefCTBUS:

1. Boienure TpeOyeMyro 4YacTh TeKCTa Ui yAaleHUs: OJUH WIM HeCKOJIbKO CHMBOJIOB,
4acTh CJI0BA, OJJHO WM HECKOJIbKO CJIOB, IIpelyIoyKeHn! Wi ab3anes. Eciu U3 nokymeHTa
HY)KHO yJaJIUTh BeCb TEKCT, U 3TOT HNOKyMEeHT He COJIep)KUT HHUYero, KpoMe TeKCTa,
BbIOepHUTe MyHKT KoMaHAHOTO MeHto IIpaBka > Beigesnts Bce (cM. PucyHok 143) win

HakmuTe codetanue kiasuill Ctrl+A / 8Cmd+A Ha Ki1aBUarype.

Mpaeka Bctaska Qopmar  Vectpymedte Bug  OF
= OTMeHWTB Ctrl=Z
" MoeTopuTt Ctrl+Y
S Bripesate Ctrl+X
Kenwposats Ctrl+C
[Ty BcTasuTh Ctrl=V
BcTaBWThb ToMBKD TEKCT
Beraeuts uz Gydepa obmena r
£ KonwposaTe dopMaTMpoEaHWe Ctrl+5hift+C

MpumednTe fopmaTnpoEaHe

Bmgenute Bce Ctrl+A

Pucynok 143 — [lyHKT KOMaHIHOTO MeHIO BeimesmTs Bce

2. Ha namenu uHCTpyMeHTOB, B pasfielie IlpaBka Haxmure kHonky || (Vmanurh)

(cMm. PucyHok 144).

Daiin [paeka Beraeka @opmat  MHotpymedts Bug  OBwwid goctyn Mognwcka C

+ b ;7‘;; @ v é D X0 Thames v
JoBasnTh IE;] v (__) ':__} Q }K K H AB

M3&paHHoe dain Mpaeka WpudT

Pucynok 144 — Knonka Y ganurth
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4.2.12.2 YnanuTh TEKCT C IOMOIIBI0 KJIABHII KJIAaBHATYPhI

YToObl yHamuUTh M3 TEKCTa OJWH WJIA HEeCKOJbKO CHMBOJIOB, BOCIIOJIb3YWTeCh OOHUM U3
CJIeZTYIOIIUX CIIOCODOB:

— YcraHoBUTe KypCOp IOCie CUMBOJIOB, KOTOpPbIe TpebOyeTcs ynanutb. [Ipu pabote B OC
Windows / Linux ymamuTe CHMBOJIBI TIOCTeAOBAaTEIbHBIM Ha)kKaTWeM Ha KIIABHIILY
Backspace, npu pa6ote B macOS — Ha kiiaBuiry Delete.

— VYcraHoBUTe Kypcop /[0 CHMBOJIOB, KOTOpble TpebyeTcst yaanuTh. [lpu pabote B OC
Windows / Linux ymanute CUMBOJBI TOCTeAOBAaTeJIbHbIM Ha)KaTWeM Ha KIIABUIILY
Delete, mpu pa6ore B macOS — mociefgoBaTelbHbIM Ha)KaTHeM COYeTaHWs KJIABUIII

Fn+Delete.

YT06B!I YJaNUTh 4acTh CJI0BA UM CJIOBO, BOCIIO/IB3YUTeCh OJTHUM U3 CIIelyIOIINUX CII0CODO0B:

— VYcraHoBuTe Kypcop IOCie 4acTH CJI0Ba MM CJIOBA, KOTopoe TpebyeTcs yaanutsb. [Ipu
pabore B OC Windows / Linux naxkmute coueranue kiaBuil Ctrl+Backspace, npu
pabore B macOS — $8Cmd+Delete v ~Option+Delete.

— VYcraHoBuTe Kypcop 10 YacTH CJIOBa WJIM CJIOBa, KOTOpoe TpeOyercst yaanuThb. [lpu
pabote B OC Windows / Linux HaxxmuTe coueranue kiapuil Cirl+Delete, npu pabote B

macOS - #Cmd+Fn+Delete i ~Option+Fn+Delete.

YToOB! ynanuTh GpparMeHT TeKCTa, BHIOTHUTE CIJIeyIOIIue TeUCTBUS:
1. Boigenure TpeGyeMbiii pparmMeHT.
2. IIpu pabore B OC Windows / Linux Haxxmute knaBuinry Delete win Backspace, nipu

pabote B macOS Haxxmute kiaBuiy Delete vnu coueranue kiiasuin Fn+Delete.
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4.3 dopmaTHpOBaHHEe TEKCTa

4.3.1 HenmeuaTaeMEIe CHMBOJIBI

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

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

— Bruibepute nyHkT KoMmaHaHOro MeHio Bua > HemeuaTaemMble CHMBOJIBI

(cm. Pucynok 145).

Bvg OBwwit goctyn  lNognwcka Cnpaeka

NuHelika Ctrl+5hift+R

HeneyaTaemMble CHUMBOAL
Pexcm npezeHTaLmmn
MacwTab L4

MaHens HHCTPYMEHTOE r

Pucynok 145 — Ilynkt komanaHoro Mexio Hemeyaraemble CHMBOJIBI

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

cumBoJIbl) (cM. PucyHok 146).

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

Pucynok 146 — Paznen manenu WHCTpyMeHTOB AG3aiy

Heneuataembre CHUMBOJIbI, KOTOPbIE UCIIOJIb3YIOTCS B TEKCTOBOM peIdKTOpe, IpeJCcTdBJIeHbl

B Tabmnuiie 8.
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Taosiuna 8 — HermeuaTaeMbie CHMBOJIBI

IIpumep cuMBoJIa B TEKCTe 3HaueHue

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

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

consectetur”

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

» elusmod -» temporincididunt - ut -» labore

Lorem-ipsum.’ PaspeiB cTpoku
dolor.sit-amet, ¢
consectetur,!

Pa3phbiB cTpaHuIibl

JlC

PaspniB pasnena

a]C

[IpuBs3ka:

— TabJIMIIbI, IUIsE KOTOPOM HACTPOEHO
K3 oOTeKaHKe TeKCTOM;

— U300paKeHUS;

— durypsl

T 3akJagka

4.3.2 CTuian Tekcra

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

CO3[JaHHbIe BPYYHYIO.

4.3.2.1 BeiOpaTs cTHIb

[To ymonyaHuio IpY CO3[JaHUU IOKYMeHTa UCIoJb3yeTcsl CTUIb O0bruHbIi. CTUIIb TeKCTa
MO>KHO U3MEHUTb C ITIOMOIIIbIO [TaHeId NMHCTPYMEeHTOB WMJIM OKHA OBICTPBIX JIeHCTBUM.
YT06BI MBMEHUTH CTUJIb C ITOMOIIIBIO [TAaHEeJIM MTHCTPYMEHTOB, BBIIIOJIHUTE CJIeAyIollHe 1eHCTBYSL:
1. Yxaxwre ¢pparMeHT TeKcTa, yIst KOTOPOToO TpeOyeTcsl U3MEHUTD CTUJIb!
— YroObl M3MeHWTHb CTWIb AJI1 OJHOro abszala, yCTaHOBUTe B Hero Kypcop WU

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

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

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

crmcka (cm. PucyHok 147).

Aab6Be AaboB1 AaBoBs AaBOBeI  AaB6Bsl

3

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

CTinm

AaB6BeITnEeE&x33UuHi

QBbIYHBI M

Tar

SJEATON0BOK

AaB6BaI'r/InEeEéKxk331
|

AaBoBeI'TInEeE &3 1ul

. N
3aronoBok 2

AaBoBsI'TIaEeEs w33 nltitK

Tar

JAMQA0BOK 3

AaB6BeI't/IgEeE ek IaMnl ikl

o

JaronoBoK 4

AaB6Bel'tIaEeEé a3 MulliiKkJL

3aronoBoK 5

+ Cozpars HOBLIA CTWAL

Pucynok 147 — Cricok ctuseit

YTOOBI MI3MEHUTH CTHIIB C IIOMOIIIBIO OKHA 6bICprIX JIeVCTBHM:

1.

VkaxuTe PpparMeHT TeKCTa, 1711 KOTOPOro TpebyeTcsi UBMeHUTb CTHIIb:

— YToOBbl M3MEHUTb CTWIb JIJI1 OJIHOrO ab3alla, yCTAaHOBUTE B HEro Kypcop WA

BBIIEJINTE ero IeJIMKOM.

—  YTOoOBI U3BMEHUTH CTHJIb HEeCKOJIBKUX a63€:lI_IEB, BbBIIE/INTE UX LIeJIMKOM.
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2. OTkpoiTe OKHO OBICTPBIX JEUCTBUN OHUM U3 CJIeAYIOIIUX CIIOCOOOB:
— DBruibepute nyHkT komanHaHoro MeHio CnopaBka > BeicTpele melicTBHS

(cm. Pucynok 148).

Cnpaeka

Cnpaeka F1
EbicTppie gefcTEMA Ctrl+/

MpoeepuTe HaWYKe CBHOBEREHWA...

O nporpamwme...

Pucynok 148 — [IyHKT koMaHgHOTO MeHIO BhICTphIe neficTBust

— Haxwure coueranue wiasuil Cirl+/ npu pabore B OC Windows / Linux wmu
coderanue kiaBui $Cmd+/ mpu pabore B macOS.
3. B okne 6bIcTpBIX neiicTBuii (cM. PucyHok 149) BeiGepuTe TpeOyembld CTUIIb OJTHUM U3

CJIeIyIOIINX CIIOCOOOB:

oOWCKE aelcTeMA

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

CHocka

Pucynok 149 — OkHO OBICTPBIX IEHCTBUN
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— HaynuTe BBOOWTHL Ha3BaHWe CTWJI B CTpOKe Toucka. Korma TpeOyeMblii CTWIb
0TOOpasuTCs B pe3ysibTaTaxX IOWCKa, IIEJIKHUTE 10 CTPOKe CTWIs JIeBOM KHOIKON
MBI WK BBIJIEJIUTE CTPOKY CTWIS C IOMOIIbIO KJIABUII KJIaBHATypbl | U T U
HaXMuTe KiaBuinry Enter.

— IlpokpyTture crivcok KoMaH/ /10 KOHIIa. B 6yi0Ke cTuIiel 11eT4KoM MBIIIH BbIOepuTe

TpeOyeMbIy CTHIIb.

4.3.2.2 Co3garhb CTHIIEL

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

J11st co3maHusi HOBOTO CTUJISL BBITIOJTHUTE CJIeTyIoIne NerCTBUS:

1. Ilpumenure TpebOyemoe ¢opMaTUpoBaHWe K CJIOBY WiIA ¢parMeHTy TeKCTa

(cMm. Pucynok 150).
2. Brbigenure naHHOe CiI0BO/pparMeHT WM OCTaBbTe B HETO KypPCop.
3. Ha manenu uHCTpyMeHTOB, B pa3zeiie CTHIH HAXXMUTe KHOIIKY ===.

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

v A = w = = = E T1 w J—
o - T - Aab6Be = Aab0B1 AaB0Be AaB6Bel  AaB6Bell [[ese]
ﬁv 9 w ",E - (_: _,E H w q'|' 1 DEbI UHbI 3aronoeok 1 Forananoe Forananoe 3 Farmnons —_
AB3au Crnam - - -
AaBoBerI' T[] aEeE&ed k33111
DBkl Ukl A
AaB6BsIr/InEel e Km3311
Jaronosok 1
«MoitO¢guc TekcT» — yAOOHBII pefakTop A1 pabOThl C TEKCTOBLIMH
IOKyMeHTaMH Jilo0 0il CROHCHOCTNLL .. .
AaBoBBIT/ITEeE éH{xk331nl
Jaronosok 2

AaB6BBITIaEeEeHm3sMniTiaK
3aronoBok 3

AaB6BeI't/InE el e M3 itk
Jaronos

AaBoBel'TAgEeE e 3 ulliiKulL

3aronoeok 5

+ CozgaTe HOBLIA CTWAL

Pucynok 150 — Co3nanue HOBOTO CTUIS
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Co3maHHbBIN CTHJIb OTOOPA3UTCS B BhillafarolreM crucke (cMm. Pucynok 151).

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

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

AaB6Bel'tIaEeEié Hm3sullin KL

JATQNOBOK 2

AABBBBITIIEEE!

Ha3saHke goKyYMEHTS

AaB6B6I=/I0EeE e  wc3sHuH iKx/In

Moa3arcnoBok

AabBoBel'rOgEe Eau3sHunKxTaMmHu0
KonoHTHTYA

AaB6BelrAnEeEeKxIsHuHaKkIInM

AaB6B6I2/T0E eE &nc33Huli

CTine1

+ Co3gate HOBLIA CTWAB

Pucynok 151 — Ilonb3oBarTenbckuii CTUIIb

4.3.2.3 PegakTHpoBaTh CTHIb

3. ...) 3arosioBKoB. [Ipu

[TapameTps! popmMaTHPOBaHUS JTFOOOTO CTUIISI MOXXHO U3MEHUTH BPYUYHYIO.

YTOoOBI U3BMEHUTH CTWJIb, BBIIIOJIHUTeE CJIeAYIoIIre JerCTBUS:

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

BuecuTe Heob6xoMble u3aMeHeHUs B opMaTupoBaHue (cM. Pucynok 152).

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

B BbITIaIdlOIleM CIIMCKe HdBeJjTe KYypCOp MbIIINW HA HA3BdHUE J3TOro CTWISA U

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

TeKCTad, K KOTOPbIM IIpUMeHeH JIQHHBIN CTHUJIb.

£

=
I

£
I
11
il
11
=

— " AaboBel AaB6B1 AaB6Be AaBoBsl = Aab06B6 |...|

O6bI4HbI# 3aronoceok 1 —

I»
£
ks
£
il
£
T
|

lil

I
£

|

AB3ay CTram -
AaBoBel'rIaEek k3 HulTiKel

3aronoBoK 5

AABEBBBIT/JIEEE]

Ha3pahwe JokKyMeHTa
«MoiiOguc Texcm» — ydobHblil pedakmop dna padomsi ¢ mexkcmoGsiMu
DOKYMeHmaMU 110001l COHCHOCILL . .
AaB6B8Is/]oE ek EM nc3sHuM iKr/Ia

Moasaronceok

AaBaBsll r,[[;EeEé)K)ichHuﬁﬁl{ml'[:[MMHHD

Konortimyn

AaB6BelrInEe EEx3aMulaKxaM

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

+ Co3aath HOBLIA CTUAL

Pucynok 152 — KHonku peflakTUpOBaHUS U y/IaJleHUs! CTUJIS

4.3.2.4 YaauThs CTHWIbL

[Ipu HEoOxomuMocCTH J1I0O0W CTHIIb, CO3JJaHHBIM BPY4YHYIO, MOXHO yAQIWTh. [ljist 3TOTO
BBITIOJIHUTE CJIeyIOIIue IeUCTBUS:

1. Boigenurte pparMeHT TeKCTa, K KOTOPOMY ITpUMeHeH TpebyeMblil CTUIIb.

2. Ha naHenu UHCTPyMeHTOB, B pa3fesie CTHIH HAXKMUTE KHOIIKY -=:.

3. B BbImajaromieM CrucKe HaBeAuTe KypCOP MBIIIA HAa Ha3BaHHWe 3TOTO0 CTWIS U HAXKMUTe

kHOINKY [ (Y maiuMTh cTHIBb) (cM. Pucynok 152).

[Tocne ypanmeHusi cTuisi KO BceM ¢parmMeHTaM TeKCTa, OpOPMIIEHHBIM B JIaHHOM CTHIIe,

npuMeHsieTcss OOBIMHBIN CTHIIb.
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4.3.3 lllpudpr

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

Y1oOBl OBICTPO M3MEHUTH HIPUQT, BHIIOJIHUTE CIleyolue JeHCTBHUS:

1. Beigenurte TpeOyeMbidi pparMeHT TEKCTa.

2. Ha nmanenu unctpymeHToB, B pazzeie HIpudT (cMm. Pucynok 153) mienkHuTe 1o Mmoo ¢
Ha3BaHMeM TeKylIllero mpugra.

3. HaunuTe BBOOUTH Ha3BaHWe HY>XHOIO LIpudTa. B BhINagaromiem crnucke orobpasurcs
CIIMCOK IIPUQPTOB, COOTBETCTBYIOIINX YCIOBHASIM ITOMCKA.

4. Brpibepute TpeOyeMbli MIPUQPT C IIOMOIIBIO MBI WIK KJIABUII KJIaBUATYPBbI:
— [IesnkHuTe 110 Ha3BaHUIO MIPU(PTA JIEBOM KHOIIKOM MBIIIIH.
— BeblgenuTe Ha3BaHWe MIPUQTA C IOMOIIBIO KJIABHUII KJIABUATYpbl | U T U HaXXMUTe

kiaBuily Enter.

Dopmat  WiHcTpymednTe Bug  OBwwi goctyn MNMoanwcka  Cnpaeka
r ﬁ (Y é D [xu:u Dm \'| 14 v A
D C & X0 Oriel

Mpaeka

X0 Oniel Condensed

Pucynoxk 153 — Ilouck mipudra

YTo6b!I BEIOpaTh MIPUPT M3 ITOJHOIO CIIMCKA MPUQPTOB, BBIIOJIHUTE CIIeYIOIIe 1eHCTBUS:
1. Beigenure TpeOyeMblii pparMeHT TeKCTa.
2. Ha nanenu uHCTpyMeHTOB, B pa3zese IIpu¢T HaXkmMUTe KHOIIKY ¥ CIIpaBa OT Ha3BaHUs
Tekymiero mprugTa (cMm. PucyHnok 154).
3. B BeImaparomiem crvcke BbiOepuTe TpeOyeMblil HIPUPT C MOMOIIbIO MBIIIY WK KIaBHUII
KJIaBUATYPBI:
— [llesnkHUTE IO Ha3BaHUIO MIPU(PTA JIEBOM KHOIIKOM MBIIIIH.
— BroienuTe HazBaHue mIpUPTa C TOMOIIBIO KJIABUII KJIAaBUATYphl | U T U HaXXMHTe

kiaBuily Enter.
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Dopmar  VHcTpymenTts Bug  OBuwwid goctyn Mognucka  Cnpaeka

I ﬁ w é D [K[}Thames \"'.| 14 |w A .."':'\+

i
(_J ':-_} Q " X0 Thames L &

MpaBka

Cormarant

FT Astra Sans
PT Astra Serif
PT 5ans

PT Serif

X0 Caliburn

X0 Courser

Pucynok 154 — I[NonHbI# criucok mpugToB

Pexomennyercst ucnonmb3oBath mipudThl cemeiictBa X0, 4TOObI COXpaHSTh popMaTHPOBaHUe

AOKYMEHTd IIpU er'0 OTKPLITUU B IPYTUX OII€PAIIMOHHBIX CUCTeMdX.

4.3.4 Pazmep mpudra

YT0o6bI MI3MEHUTh pa3Mep MIPUQTA, BHIIOJIHUTE CIIeAyIOle 1eHCTBUS:

1. Boigenure TpeOyeMbiii pparMeHT TEKCTa.

2. Ha manenu unctpymeHToB, B pasnese IlIpudT HaxkMuTe KHONIKY v CIpaBa OT pa3Mepa
Teky1ero mpudra (cMm. Pucynok 155).

3. B oTKphbIBIIEMCS CIMCKe BbIOEpUTe HeOOXOUMBIN padmep mpudTa.

Ecim HeobxoiMMoro pa3Mepa HeT B CIIMCKe, 3a/laiiTe ero Bpy4HYy0. [jis aToro:

1. Ha manenu uHCTpyMeHTOB, B pazfese IIIpudT BoimenuTe Tekyllee 3HaUeHHe pa3Mepa
mpudra.

2. Baenute Heobxomumoe 3HaueHue. B kayecTBe pazpjenuresis i JIPOOHBIX 3HAYEHUH
vcronb3yuTe 3ansaryto. Hanpumep: 21,5.

3. Haxwmure kiaBuily Enter Ha kyiaBuarype.
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Dopmar  VHcTpymedtss Bug  OBwwi goctyn Mognucka  Cnpaeka
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Pucynok 155 — Pazmep mipudra

st yBenmuyeHust pasmepa mpudTa Ha OJHY €[IWHHUILY BBIIOJHUTE OJHO M3 CJIeAYIOIIUX
IeUCTBUMH:
— Bribepute nmyHkT komaHgHoro MeHio Popmar > Illpudt > YBenuuuts pasmep

mpudTa (cM. Pucynok 156).

Copmat  WHotpymedtel Bug OBwwi poctyn Nognuecka  Cnpaeka

OuncTuTe fopraTipoeaHne Ctrl+5pace [ v 14 v AT AT EE w 3
LWpudT P X TMomyswupHoii Ctrl+B L
BwipaEHuEaHME P K Kypowe Ctrl+|

MosopoT TekcTa YU MoguepkHyTeid Cirl+U
Mzobpamerne Y| A YmeHbwwnTs pasmep wpndTa

Tabanua ’ AF ¥eeamuuTe pazmep wpwudTa

Pucynok 156 — Komanzb! yBenuueHust U yMeHblIlIeHHsI pa3Mepa mpudTa

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

pa3mep mipudTa) (cM. Pucynok 157).
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Pucynok 157 — KHomKY yBejiiueHUsI ¥ yMeHbIlIeHUs1 pa3Mepa mpudTa

Jlyisi yMeHbIlleHHs pa3Mepa mipudTa Ha OJIHY eIWHUITy BBIIOJIHUTE OJHO W3 CJIeAYIOLIUX

IeUCTBUM:

— DBeoibepute nyHkT komaHgHoro MeHio Popmar > Illpudrt > YMeHBIIUTH pasMep

mpudra (cM. Pucynok 156).

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

pa3mep mipudTa) (cM. Pucynok 157).

4.3.5 OdopmiieHue TeKcTa

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

YTOOBI BbIJJ€JINTh UX HA (bOHe OCTAJIbHOI'O COAepKNMOr'o JOKyMeHTd.

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

Taonuna 9 - Odpopmienue Tekcra

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

Hapctpounsrii 3Hak
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4.3.6 IIBeT Texkcra

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

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

VHCTPYMeHTOB, B pazziesie IIIpu¢T HakMuTe KHOIIKY i (IXBet Texcra) (cM. PucyHok 158).

Moto Serif v 12 v AT AT = v

K K Y AR - |ﬁ_:| €~ ' =
-

LlpeTa TeMbI:

WpudT

CTaHLapTHEIE UEETE:

] ]

MocnegHue ueeTa:

Apyrre UEETa.., ﬂ

Pucynok 158 — Knonika IIBeT TekcTa 1 naHesb BbIOOpa 11BeTa
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3. YrtoObl BbIOpaTh yIsl MIpUdTa APYroM I[BeT, HAXKMHUTE Ha CTPEeJIKYy CIIpaBa OT KHOIIKHU
'_'ﬁ“' (IlBet Tekcra).

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

—  CKOIMPYHTE IBET C TIOMOIIbIO MUIETKH.

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

Ha nanenu Beibopa 18eta (cm. Prucynok 158) ripesicrapiieHs! ciiefytoliye Habophbl I[BETOB:

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

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

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

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

[Ipy HaBenmeHWM Kypcopa MBIIIKM Ha JiF0OOM IBeT oToOpakaeTcsi 3HaYeHHe 3TOro IBeTa B
nBeroBoii Mosienin RGB. Hanpumep: RGB 192,80,77.

Jly1st BBIOOpA 11BeTa IeJIKHUTe [0 HeMy JIeBOM KHOIKOW MBIIIIH.

[IBeT nobaButcs B Habop Ilociemuue nBera u oTMeTrTCs diakkoMm. [laHenb BbIOOpa 1BeTa

3akpoetcs. [lIpudT Texcra okpacuTcsi B BHIOPAaHHBIN I1BET.

4.3.6.2 Yka3aTh Ko IBeTa BPY4YHYI0

Ecin B mepeuncieHHbIX Habopax I[BeTOB HeT IOAXO/SIIEro IBeTa, YKaKUTe ero Koj
BpPYUHYIO:
1. Haxmure kHotiky JIpyrue nBera (cM. Pucynok 158).
2. B otkpoiBiieMmcst okHe Beioop nBera (cM. Pucynok 159) ykaxurte TpeGyeMmblii I[BET B
Bujie HEX-koma wimm B popmare RGB.

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

o Cllo Z.|o

R

Pucynok 159 — Okno Beroop nBera

LIBet, ykazaHHbIN BpyuHylo, no6aButcs B Habop Ilocimemnme mBera (cM. Pucynok 158) u
orMetuTcsl ¢uakkoM. Ilanens BeiOopa 1Beta 3akpoetcs. Ipudt Tekcra okpacuTcsi B BbIOpaHHBIN

oBerT.

4.3.6.3 CxonupoBaTh IBET C MIOMOMIBbI0 MHNETKU

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

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

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

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

1. HaxmuTe KHOUIKY & (ITmmetka) (cM. Pucynok 158). [1anens BeiOOpa 1BeTa 3akpoercs,
Y KypCoOp IIpUMeT BUJI «IIpHIlesiay Jjis BbIOOpa 1BeTa.

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

3. llenkHuTe 10 IBETY JIeBOW KHOIIKOM MBIIIIH.
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[pudT BHIAETIEHHOTO TEKCTa OKPACUTCS B YKa3aHHBIA LIBET, U KypCOp IMPUMeT OOBIYHBIN
BUJI. YKa3zaHHbIM 1BeT JobaButcsi B Habop Ilocimemnue mBera (cM. Pucynok 158) u oTmeruTcs
¢da>xkoM Ha IaHeJy BbIOOpa IBeTa.

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

KJIaBHaType.

4.3.7 IIBeT BBIIEJICHHS TEKCTa

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

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

1. Beigenurte TpebyeMblii GparMeHT TEKCTa.

2. Utobnl BbIOpaTh MOCTENIHUN I[BET, KOTOPBIA HCIIOIb30BaCS JJIsl BBIIEIEeHHs TeKCTa
paHee, Ha MaHeJXM UHCTPyMeHTOB, B pasfene IIpu¢dT HakMuTe KHOIIKY & (IIBet
BbIfieJIeHus TekcTa) (cM. Pucynok 160).

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

TeKCTa).

OBwwi goctyn MNMognucka  Cnpaeka
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D ¥0 Thames v |14 v AT AT =
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N
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MocnegHue LBeTa:

Bes ueeta

Pucynok 160 — Knornika IlBeT BbIesieHHusI TeKCTa
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4. BribepuTe HEOOXOMUMBIHN I[BET B IIPeJICTaBJIeHHON NanuTpe wid B Habope Ilociemume

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

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

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

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

YTOoOBI OTMEHUTD BBIJIeJIeHHe TeKCTa I[BETOM, BBLITIOJIHUATE CIeAYIOIIUe JIeHCTBUS:

1. Brimenure TpeOyeMbliii GparMeHT TeKCTa.

2. Ha mnaHenmu WHCTPYMEHTOB,

B pasfene IlIpudT HaXMHUTEe Ha CTpeKy CIpaBa

OT KHOIIKH © (IIBet BBImesenus Texkcra) (cMm. Pucynok 160).

3. B oTKpbIBIIEMCS OKHe Ha)kmuTe KHOIIKY be3 nBera.

4.3.8 BrolpaBHHBaHHe U HHTEePBaJIbl

HacrpauBaemble BblpaBHMBAHWe, WHTepBajbl U OTCTYIIBI UCIOJBL3YIOTCS ISl KOPPEKTHOM

OpraHHU3dllMk TEeKCT4d. Bnaronap;{ 9TUM IIdpaMeTpdM MOKHO BU3YAJIbHO pa3feysiTb TEKCT B

COOTBETCTBHH C LeJIIMH I10JIb30BATeJId.

YtobBl H3MEHHTH IIapaMeTpbl HA4 OJTdlle CO3OdHHs cbal?ma, BLITIOJIHHUTE HeO6XO,I[I/IMI)Ie

KOMaH[bl. ECiu u3MeHeHMsI BHOCSTCSL B yKe CYIIeCTBYIOIIMW JOKYMEHT, BbIJeJIUTe (pparMeHT,

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

4.3.8.1 BeipaBHUBaHHe 10 TOPH30HTAIH

YTtoObbI BBIPOBHATD TEKCT II0 TOPHU30HTAJIW, BBIIIOJIHUTE Clieqyrolnre JIeVCTBUS:

1. Beimenurte pparmMeHT TeKCTa, Jyisi KOTOPOTO TpeOyeTCss HACTPOUTH BbIpaBHUBAHUE.

2. BroinosiHWATe OHY M3 KOMaH/, NpeAcTaBieHHbIX B Tabmure 10.

Tabmuna 10 - BeipaBHIBaHUe 110 TOPU30HTAIN

ITynkT Knonka Ha manenu Coueranue Coueranue
ITonoxenue
TeKCTa KOMAaH/THOT0 HHCTPYMEHTOB, kiaBum B OC KJIQBHIII
MEHI0 B pa3nene «Abzany | Windows/Linux B macOS
®dopwmar >
[To neBomy Kparo BripaBHUBaHue > = Ctrl+L #8Cmd+L
ITo teBoMy Kpato
®opmar >
ITo nentpy BripaBHUBaHuE > = Ctrl+E #Cmd+E
[o nentpy
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onosenme ITyHkT Knonka Ha nmaHenn Coueranue Coueranue
KOMAaH/THOT'0 HHCTPYMEHTOB, kiaaBum B OC KJIQBHIII
TeKCTa . g
MeHH0 B pasneine «Aozam» = Windows/Linux B macOS
®Popmar >
ITo mpaBoMy kpato | BripaBHUBaHUE > = Ctrl+R #¥Cmd+R
[Io npaBomMy kparo
®Popmar >
[To mmpune BripaBHuBaHuE > = Ctrl+J $8Cmd+J
o mmpune

BrlpaBHMBaHHMe 110 TOPU3OHTAIM IIPOUCXOAUT B paMKaxX OTCTYIOB, 3aJlaHHBIX [JIs
penakTupyemoro ab3ara (cM. pasnen 4.3.8.5).

Ecnmu Tekct B sidelike pa3BepHyT (cM. pasgen 4.3.9), TO BblpaBHMBAaHHE IO TOPU30HTAJIU
OCYIIECTBJISIETCSI B COOTBETCTBUU C €r0 paclojioXKeHHWeM B IIPOCTPAHCTBe: TeKCT IlepeMelaeTcs

OTHOCHUTEJIbHO BepXHel U HU)KHEeW TPAaHULIbl TUYEUKU.

4.3.8.2 BrlpaBHHBaHuHe 10 BepTHKAJIHN

BbipaBHMBaHUe 110 BepTUKAIU IPUMEHSIeTCS] TOJIbKO IJis COlepXKUMOoro Tabnuiibl. KHomku
BBIDAaBHUBAHUS OTOOpaXkalOTCS Ha IMaHeJu HUHCTpyMeHTOB (cMm. Pucynok 161), eciu kypcop
YCTaHOBJIEH B TaOJIMIle WU BblfieJieH 3jIeMeHT TaO/IUIIbl/TabJnIia [eJINKOM.

YTOoOBI BLIDOBHSATH TEKCT B TabJIvIle 110 BEPTUKAJIH, BHITIOJIHUTE CJIeIyIolye JeHCTBUS:

1. Beimenure 3jeMeHT, [ KOTOPOTo HEOOXOIMMO HAaCTPOUThH BhIpaBHUBAHUE!

— YToObI BEIPOBHATH COIEPXKUMOe OHOM STYeiKH, BbIJIeJIUTe ee UK YCTAHOBUTE B Hee
KypCop.

— YTOOBI BLIPOBHSTH COJIEPKUMOE HeCKOJIbKUX siueek, CTOJIOIOB WK CTPOK, BbIJIEIUTe
JTaHHbIE 3JIeMEHThI TaOJTUITHL.

— YToObI BHIPOBHSTH COJIEP>KUMOE BCEM TaO/UIIbI, BbIIEJIUTE TaOIUITY IETUKOM.

2. Ha maHenm MHCTPYMeHTOB, B pasjiesie AG3al HaKMUTe KHOIKY | .

3. Bribepute criocob BbIpaBHUBAHMS YKa3aHHOTO 3JIeMeHTa:

" (BLIDOBHSITH II0 BepXHeMy Kpal0) — BEIDOBHATDL COJEPXKMMOeE II0 BepXHeMy Kpalo
STYeUKU;
1 .
~ (BbIpoBHATH IO cepequHe) — BLIPOBHSTH COJIEPXKUMOE TI0 IeHTPY STYerKH;
- (BbIpoBHSTEL M0 HIDKHeMy Kpaio) — BLIDOBHATDL COZIEPXKHMOE 10 HIDKHEMY Kpaio

STUCUKU.
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Pucynok 161 — MHCTpyMeHTbI BEIpaBHUBAHUS 110 BEPTHUKAIIN

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

OTHOCUTEJILHO JIEBOM U NPaBOM I'PAHUIIBI SYEHKU.

4.3.8.3 MexcTpo4HbIii HHTEepBaJ

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

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

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

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

1. Boigenure TpeOyeMbiii pparMeHT TEKCTa.

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

oTobpaskaeTcs TeKyllee 3HadeHMe uHTepBania. Hampumep: 11 (cM. Pucynok 162).

3. B oTkpbiBIIeMcs ciiucKe BbibepuTe He0b6X0IMMOe NpelyCTaHOBIIEHHOe 3HaYeHHe.

m—v% AaRABRr  AaRf]
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i
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Ilf

pe—

1.— —
= W =

I

il

o
<

b -
OpwvHapHbIi

AG3aly

s 105
s 15
T2 JeoiiHoi

I MpouzeoneHwi uHTEpEAN...

Pucynok 162 — Beibop MexXCTpO4YHOI0 UHTepBajia
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YToObI HA3HAYUTH ITPOM3BOJILHBIA WHTEPBAJI, BHIIOJHUTE CeIyIoIIe JeHCTBHUS:

1.
2.

Brienute Tpebyemblii pparmMeHT TeKCTa.

Ha manenmu wWHCTpyMeHTOB, B pasfene A03am HaXXMHUTe KHOMKY, HAa KOTOpPOH
oTOOpakaeTcs TeKyllee 3HaUYeHye HHTepBana. Hampumep: | (cm. PucyHok 162).

B otkpsiBItieMcs ciivcke BbibepuTe MyHKT IIpou3BoJIbHBIN HHTEPBAJI.

B oxue IIpousBosbHBII HHTEepBaa (cM. PrucyHok 163), B BhIlajaroiieM CIMCKe ClieBa

YKaxxute crocob pacyeTa uHTepBdJia:

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

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

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

dBTOMATHUYeCKH.

MpowzecnbHEBIR MHTEREAR *

MHoxKTENE ¥ 1,15 v

Pucynok 163 — Okno IIpou3BobHBIN HHTEPBAJ
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5. B mose crpaBa ykakuTe 4MCIIOBOe 3HAYEHMeE JIJIsl BBIOpAaHHOTO CIiocoba pacyera.

6. Haxmure xkHonky OK.

4.3.8.4 MexcuMBOJILHBINA HHTEPBaJI

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

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

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

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

VHTepBaJl.
2. Brpibepure nyHKT koMaHfgHOro MeHio Popmar > Illpudpt > MeKCHMBOIBLHBIN
uHTepBaJ (cM. PrucyHok 164).

3. B oTkpbiBIIEeMcs TOJIMEHIO BbIOepuTe TpeOyeMblil THUIT MHTepBaa.

@opmat  MHetpymentel Bug  OBwwid gocyn Moanweka Cnpaeka

OuMcTUTE dopMaTHpoBaHWE Ctrl+5pace

v 14 v AT AT =y = = = = | 1
Wpndgt P X MNonyswpHoii Ctrl+B = = E[ o qT
BuipasHuBaHmne P K Kypcus Ctrl+l
MosopoT TekcTa P U MoguepkHyTwi Ctrl+U
Wzobpaxenue b AT YMeHbWWTL pasmep wpndTa
TaGauua b At YeenmuuTe pazmep wpudta

T JadepKHYTLIA

W HagcTpouHmii sHak Ctrl+Shift+=
¥z [MNopcTpoyHsii 3Hak Ctrl+=
AB  Bee nponucHebe Ctrl=Shift+A
MemCHMMBOABHBIA MHTEPEAA P AR YhaoTHEHHBR

AR DBbYHBIRA

AR PazpexeHHbiit

Pucynok 164 — Komananoe mento ®opmar
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YToObI HM3MEHHUTL MEeXXCHMBOJILHBIN HWHTepBa/l C IIOMOHOIbIO IIaHEJIM HWHCTPYMEHTOB,

BBITIIOJIHWUTE Clleyroiye JIerCTBUS:

1. Bpimenure ¢parmMeHT TeKCTa, B KOTOPOM TpeOyeTcss HACTPOMTb MeXXCHMBOJIbHBIN

WHTEepBaJl.

2. Ha nanenu uHcTpyMeHTOB, B pa3zeiie IIpudT HaxkMuTe KHOMKY === (cM. PucyHok 165).

3. Bribepure TpebOyeMbli THIT HHTEpBaa:

ﬁE" — VIUIOTHEHHBIH,

AB_ OOLIYHBIHN,

~ B _ paspexennbirit.

Bug O6wwi goctyn  lognucka  Cnpaeka

i [l | %O Thames v 14 v AT AT =
& X K Y AB = LA v &v' i=w
T X X' | 582 88 2B ——

Pucynok 165 — Beibop MexCUMBOJIBHOTO UHTepBasia

4.3.8.5 lnTepBajbl U OTCTYIHI /I a03a1eB

J11s1 i3MeHeHUs HACTPOeK OJTHOTO ab3alla yCTaHOBUTE KYpCop B Jit000e MecTo 3Toro ab3ara
WK BBIIEIUTE ero TeJUKoM. JIJid uM3MeHeHHs HACTPOeK HeCKOJIbKUX ab3arieB BBIEIUTe WX
LIeJIMKOM.
YToOBI HACTPOWUTHL WHTEpPBAJIbI U OTCTYIbI BhIOpAHHBIX ab3arleB, BHIMIOJIHUTE CIlelyIolye
JerCTBUS:
1. Ha manenu MHCTPYMEHTOB, B pa3ziejie A@3al HaXKMUTe KHOIIKY = (Hacrpoiiku ab3ana)
(cm. PucyHnok 166).
2. B oTKpbIBIIEMCSI OKHE YKakuTe HeoOXOJIMMble YMCJIOBble 3HAUeHWS ISl CIIeTyIOIUX
MapaMeTpOB:
— IlepBasi cTpoka — pacCTosiHUe OT JIeBOT'O TOJIsl IOKYMeHTa JI0 TIePBOi CTPOKU B ab3arle;
— Orcryn ceBa — pacCTOSTHUE OT JIEBOTO TIOJIS IOKyMeHTa J10 ab3aria;
— Orcryn cipaBa — pacCTOsTHUE OT MPABOTO TOJIs IOKyMeHTa 710 ab3aria;
— HHuTepBas 10 — UHTEpPBAJ MEX/Ty TEKYIIIUM U TIPeJIbIAYIIMM ab3alieM;

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

ITapameTpsI cTpanub! (cM. pasaen 4.10.1).

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

Pucynok 166 — Hactpoiiku ab3aria

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

(cm. Pucynok 167).

Dopmar  WHotpymenter Bug OBwwih goctyn Mognuecka  Cnpaeka

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

3= YBEAW4YWTb OTCTYN

€= YMEHBLWWTE OTCTYN

Pucynoxk 167 — Komananoe mexio opmat
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— Ha naHenm MHCTpPyMeHTOB, B paszieie AG3al] HoKMUTe KHOMKY += (YBeJIHYHTh OTCTYII)

(cM. Pucysnok 168).

AT AT =y == == v
AaBboBi
IQ.' a4 1.— p— p— d e .
v ¥ v |le= ="y T OBhbl4HbIi
AB3au CTnm

Pucynok 168 — KHonky yBesiueHUs U yMeHbIIIeH!s OTCTyIa

YTo6b!I 6BICTPO YMEHBIINUTH a03alIHbIM OTCTYI Ha 1,25 CM, BBIIIOJIHUTE OIHO M3 CJIeAYIOIIUX
IeUCTBUMH:
— Bribepute myHKT kOMaHIHOTO MeHIO ®opMaTt > BeIpaBHUBaHue > YMEHBUINTD OTCTYII
(cMm. Pucynok 167).
— Ha manenmu uHCTpyMeHTOB, B pazzerie Ab3al HaKMUTe KHOTKY = (Y MeHBIIMTh OTCTYII)

(cMm. Pucynok 168).

VYBenuuyenue ab3anHOro OTCTyma Ha 1,25 €M MOXHO TakXKe BBIIOJHUTH C IIOMOIIBIO
KJIaBUIIK KjaBUaTtypsl Tab, a yMmeHbIlleHHMe — C TIOMOIIbIO KJIaBUINK KiaBuaTypbl Backspace
(OC Windows u Linux) unu Delete (macOS). I[Ipu atom, eciu OTCTyn MeHsIeTCs AJisi OJTHOTO
ab3aria, To He0H6XOIMMO BBIJIEJIUTh 3TOT ab3arl IeJIMKOM WIA YCTAaHOBUThH KYpPCOP CTPOTO B HA4aslo

ab3aria.

4.3.9 IloBopoT TekcTa

TexcT, pacnosioskeHHBIN B s9eiikaxX TaOyIUIIbl, MOXXHO 1OBepHYTh Ha 90 rpagycoB BiIeBO WIH
BITPaBO.
J17151 3TOTO BBITIOTHUTE CIIeAYIOIIe IeUCTBUS:
1. VYkaxure, rie TpebyeTcsi HOBepHYTb TEKCT:
— YToObI MTOBEPHYTh TEKCT B OJHOU sideiike, BbIIEJIUTE sUeiKy, pparMeHT TeKCTa B
siueliKe, TEKCT B siueiike IeJIMKOM WUJIM YCTaHOBUTE B HETO KypPCOpP.
— YToOBI MOBEPHYTH TEKCT B HECKOJIbKUX siuelKaX, CTOJI0IaX WIX CTPOKaX, BBIJIEJTUTE
JAaHHBIE 3JIEMEHTBI TabIUITEI (CM. pasfen 4.4.5.2).
— UYroObl TOBEpHYTh TEKCT BO Bced Tabiuile, BBIEIUTe TaOJUIy [EeJIMKOM

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

— Bribepure nyHkT koMaHgHOro MeHio Popmat > IloBopoT Tekcra (cM. PucyHok 169).

Dopnmat  VIHcTpymerTe Bug  OBwwi gocyn Mognweka  Cnpaeka

Ounctute fopMaTHpoBaHKe Ctrl+5pace

WpwndT C AR e i I )
BripaeHweanme 9

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

Tabanua , & TosepHyTs Enpaeo Ha 90°

B

Pucynok 169 — [lyakTt komannHoro mexio IloBopor Tekcra

— Ha manenu uHCTpyMeHTOB, B paszesie A03al] HaXXMUTE KHOIKY ‘?‘Qf}' (IToBopoT

Tekcra) (cM. Pucynok 170).

=y = v v 1w Loy BHOH

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

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

lﬁ MoeepHyTe BNpasc Ha 90°

Pucynok 170 — Knonka IIoBopoT Tekcra

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

BHpaBo Ha 90°.

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

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

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

BBITIIOJIHUTE ClleAyroye IeUCTBUS:

1. Vkaxure 3TH S9eHKH TdK, KdK 3TO OIIMCAHO BhIIIIe.
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2. BroImonHATEe KOMaHY OJTHUM U3 CJIeIyIONIHAX CIIOCOOOB:
— Bribepute nyHkT komanaHoro meHio Popmar > IloBopor Tekcra > Her (0°)
(cm. Pucynok 169).
— Ha manenmu uHCTpyMeHTOB, B pasfiernie Ad3al HOKMUTe KHOIKY ‘E'%" (IToBopoT TekcTa).

B otkpeiBIeMcst mojMento Bbibepute komaHy Her (0°) (cm. Pucynok 170).

4.3.10 Crinckn

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

HYMEpPOBdHHbIX — YHUCJIOM HUJIN 6YKBOﬁ.

4.3.10.1 Co3maTh CIIMCOK

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

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

2. Ha manenu vHCTpPyMeHTOB, B pasziejie AG3am HaXXMHTe Ha CTPeJIKYy CIpaBa OT KHOIKH
:= (MapKupoBaHHBIi cucoK) (cM. PucyHok 171), 4To6BI CO31aTh MapKMPOBAaHHbIIA
CIMCOK, WIM Ha CTpelIKy CIpaBa OT KHONKM ,— (HyMepoBaHHBIH CITHCOK)

(cm. PucyHnok 172), 9T06BI CO3/1aTh HyMEpPOBAHHBIN CITUCOK.

3. B oTkpeiBIIEeMcsl MeHIO BbibepuTe CTUJIb CIIMCKaA.

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

Pucynok 171 — JTo6aBieHrie MapKMPOBAaHHOTO CITMCKA
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Pucynok 172 — Jlo6aBieHrie HyMepoBaHHOTO CITHCKA

st OBICTpOro CO37@HMSl CIKMCKa B IIYCTOM CTPOKe BOCIIOJIb3YWUTeCh CIIeqYIOIIUMU

criocobamu:

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

— YtoOBbI OBICTPO HAYaTh MAPKUPOBAHHBIA CIMCOK, MpeJICTaBJIieHHbIM Ha pucyHke 173

ciieBa, BBequTe cuMBo ¥ 1 Haxkmute IIpoodet.

Pucynok 173 — MapkupoBaHHbIe CITUCKA

— YtoOBbI OBICTPO HAYaTh MAPKUPOBAHHBIA CITMCOK, TpeJICTAaBJIeHHbIM Ha puUcyHKe 173
CIpaBa, BOCIOJIb3yHUTeCh OTHUM U3 CJIeIyIOIIUX CII0CODO0B:
e Haxwmure edpuc (-) IIpobe;

o nHaxwmute Ilpoben neduc (-) IIpodesn.
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[IpunoxeHre 3amoMuHAeT IOCJIe[HWN BBIOpAHHBIA CTWIb [UJII MapKUPOBAaHHOIO U
HyMepOBaHHOI'O CITMCKA.
YT1o6bl OBICTPO CO37]aTh HOBBIM CIIMCOK B TOM e CTHJIe, YTO U INPeJbIIyII1i, BbIIIOJIHUTE
CJlefyrolye qeiCTBUL:
1. Beigenute dparmMeHT TekcTa, KOTOPBIH HEOOXOAMMO TMpeoOpa3oBaTh B CIMCOK, WA
yCTaHOBUTE KypCOp Ha IIyCTYIO CTPOKY, C KOTOPOH CJleflyeT HadyaThb CIIUCOK.
2. Ha maHe/u MHCTpyMeHTOB, B pasfieie A63all HOXMUTe KHOIKY :— (MapKHUpOBaHHBIH
cucok) (cM. Pucynok 171), 4robpl co3maTh MapKYMPOBAHHBIM CIIMCOK, WIA KHOIIKY

"= (HymepoBaHHBIH crcoK) (cM. PricyHok 172), 9T06BI CO3/1aTh HyMepOBaHHEIH CITUCOK.

4.3.10.2 KonnupoBaTh U BCTaBUTh CIIHCOK

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

YT0OBI KOPPEKTHO CKOMTMPOBATh U BCTABUTh CIIUCOK, BBIIOJTHUTE CJIeYIOIIUe TeUCTBUS:

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

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

4.3.10.3 IIpoioIKUTH CIHHCOK

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

2. BrinonHuTe KOMaHly KOHTEKCTHOTO MeHIo IIpogo/nkuTh Cliucok.

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

BBIGI/IpaeTCH CTWIb IIpeAblayniero CIimckd.

4.3.10.4 N3MeHUTH ypPOBeHb BJIOKeHHOCTH

W3MeHUTHh ypOBeHb BJIOXKEHHOCTH 3JIEMEHTOB CIIMUCKA MOXHO C ITOMOIIbI) KOMAaHIHOTO
MEHIO, TTaHeJIM UHCTPYMEHTOB WJIM CIIEIIMAIbHBIX COYeTaHUH KJIABHIIL.

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

1. VYcranoBute kypcop B s0b6oe MecTo H3MeHsieMOro abszalla Wid BblJenuTe ab3arl

OeJInKOM.
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2. H3MeHuTe ypoBeHb BJIOXKEHHOCTH:

— UYrobbl yBeIUYUTh YPOBEHb BIIOKEHHOCTH, BbIOEpUTe IYHKT KOMaHJHOTO MeHIO
dopmar > BeipaBHHBaHHe > YBenuuuThb OTCTYn (cM. Pucynok 174) wim Ha
TIaHeJIM UHCTPYMEHTOB, B pa3fiesie Ab3al HAKMHUTe KHOTKY = (YBeJIHYHTh OTCTYII)
(cm. Pucynoxk 175).

— YT0oOBI yMEHBIIUTh YPOBEHb BJIO)KEHHOCTH, BblOepUTe IIYHKT KOMaH/IHOI'O MeHIO
dopmar > BeipaBHHBaHHe > YMEHBIIUTH OTCTYI WIM Ha [TaHeId UHCTPYMEHTOB,

B pa3zesie AbG3an HOXMUTE KHOTIKY <= (YMEHBIIUTH OTCTYII).

Qopmar  WHotpymedte Bug  OBGwwi goctyn Mognwecka  Cnpaeka

CuncTiTe GopMaTupoBsaHne Ctrl+5pace v 14 (v AT AT

Wpngr g AR T A O
BmpaeHueanne b = [lonesomy kpawo Ctrl+L
MoeopoT TekcTa P = Mouentpy Ctrl+E
WaoBpanceHve y —= [lonpasomy kpato Ctrl=R
TaBnvua y = [lowwpwHe Ctrl=J

= YBEAWYWTe OTCTYN

£=  YMeHbWWTE OTCTYN

Pucynok 174 — KoMaHzp! yBesiideHUs U yMeHbIIIeHUsl OTCTyTIa

AT AT —v | = = =8| 1w
AaboEBr
v &3 v = 5= _‘E[ w qT 1] OBbiuHb
AB3ay Ctinm

Pucynok 175 — KHonky yBenu4eHHs1 U yMeHbIIIeHUsI OTCTyTIa

YToObI HM3MEHUTh YPOBEHBb BJIOXKEHHOCTU 3JIeMeHTa CIIMCKa C IIOMOIIbIO KJIABHUATYPHI,

BBITIOJTHUTE CJIeyIOITHe IeUCTBUS:

1. YcranoBuTe Kypcop Iepe]i IlepBbIM CJIOBOM B U3MeHsieMOM ab3alle WM BblJeInTe ab3alg

LEJINKOM.
2. H3MeHuTe ypoBeHb BIIO)KEHHOCTU OFJHUM M3 CJIeAYIOIMIUX CII0COOO0B:

— Yro0OBI yBeIMUNTD YPOBEHb BIOXKEeHHOCTH, HAXXMUTe kiaBuiry Tab.
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— YrToOBl YMEHBIIUTH YPOBEHb BIIOXKEHHOCTH, HaxkmuTe kiaBuilly Backspace mpu

pabore B OC Windows u Linux nnu kiasuiry Delete npy pabote B macOS.

HJISI HN3MeHeHUs YPOBHA BJIOKEHHOCTU CIIMCK4d, PACIIOJIOXKEeHHOI'0 B Ta6m/1ue, HEO6XO}II/IMO
HCIIOJIb30BATL KOMAHJHOE MEHIO WJIM KHOIIKWM IIdHeJIM HWHCTPYMEHTOB. Hcnonb3oBanue
kinaBumy Tab B Ta6m/1ue BBI3bIBAET HEe OIIMCAHHOE BbIIIe JIeMCTBHE — M3MEeHeHHe YPOBH4A

BJIOXKEHHOCTH, a TIepexoj] K CJeIyIolen siuerike TabIIrIIbl.

4.3.10.5 IIpeobpa3oBaTh CIMCOK B TEKCT

Yto06bI OTMEHUTDH popMaTHpPOBaHUE TEKCTA KaK CITMCKA, BHIOJHUTE CIJIeyIOIIue 1eUCTBUS:

1. Beimenurte ¢pparMent, 71 KOTOPOro HEOHXOIMMO OTMEHUTh popMaTUpPOBAHHUE.

2. Ha maHenu MHCTpPyMeHTOB, B paszieiie A@3an HaXXMHTe KHOIIKY, COOTBETCTBYIOIIYIO TUITY
TeKyIIero crucka: :— (MapKHpoBaHHBI cmHcoK) wiv i— (HyMepoBaHHBIH CIIHCOK)
(cm. Pucynok 171 u Pucynok 172).

3. B orkpsiBiIeMcs cniMcke BbiOepuTe BUlI popmaTrupoBanus Her.

4.3.11 KonnupoBaTh U BCTaBUTH popMaTHpPOBaHHe

B mnpunoxenun «MonOduc TekcT» MOXHO CcKonmupoBaTh ¢$opMaTUpPOBaHUE OJIHOTO
¢dbparmMeHTa JOKyMeHTa U IPUCBOUTD 3TO ke popMaTUpOBaHUE:
— OJIHOKpAaTHO — OIHOMY $pparMeHTy JIOKyMeHTa;

— MHOI'OKPATHO — HECKOJIbKUM Q)paFMeHTaM JOKYMeHTa I1oCjieJoBaTeJIbHO.

dopMaTrvpoBaHue, CKOTMPOBaHHOe B Oydep oOMeHa, MOXKeT UCIIO0Ib30BaThCs /IJIsi BCTABKU B

npuniokeHuu « MoiOduc Tabmuiiay.

4.3.11.1 IIpaBuia KOMUPOBAHUS U BCTaBKH (opMaTHpPOBaHMS

B 3aBucuMocTH OT 00beKTa, KOTOPBIM BbifieieH, [IJIsl BCTABKU AOCTYIHO GopMaTHUPOBaHUe:
— abzara;

—  TEeKCTa,;

— ab3ama ¥ TeKCrTa;

—  SJYeHKHU.

B Tabmure 11 npuBefeHsbl cxeMbl, 110 KOTOPbIM KOIIUPYETCS U BCTaBJIsieTCs: GopMaTUPOBaHue.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MH», 2013-2024 171



MonOdonc

Ta6smmma 11 - IIpaBuiia KonupoBaHUS U BCTAaBKH (pOPMATHPOBAHHS

IIpu KonupoBaHUHN

IIpu BcTaBKe

Pe3ynbTaT

Y CcTaHOBJIEH KypCcop Win
BBIZIeJIeH ab3ary/ad3alibl
LIeJIUKOM

YcraHoBIeH Kypcop

®dopmartupoBaHue ab3aria/
IepBOT0 BhIZIeJIEHHOTO ab3aria

Brinenen ¢pparmenT a63ara

dopMaTvpoBaHUe TeKCTa

Brigesnen ab3ar/ab3arsl e IukoM

®dopmartrpoBanue ab3ara v TeKCTa

Heckomnbko ab3aren
BBIJIeJIeHb] He 10 KOHIIA

dopmarrpoBanue ab3ara

Broinesena yacTh ab3ara

YcraHoBeH Kypcop

dopMaTUpoBaHUe He BCTABIISIETCS

Brigenena yacth ab3ama

Brigesnen ab3ar/ab3ars! 1eIMkoM

Heckomnbko ab3arieB
BBIJIeJIeHEl He 10 KOHIIA

dopMaTvpoBaHUe TeKCTa, HaYuHas
C TIepBOTO BBIZEJIEHHOTO CUMBOJIA

Y craHoBIIeH Kypcop

Bruimenena yacte ab3ara

Brigenen ab3am/ab3arb
1eJIMKoM (/1o cuMBoJIa ab3a1ia)

Brigernena sueiika TabIuIbI

®dopmartrpoBaHue ab3aria ¥ TeKCTa
IJTS BBIZIEJICHHOU T9elKU

dopMaTvpoBaHUe TeKCTa
IJTS BBIZIEJICHHOU T9elKU

dopmMartrpoBaHue ab3aria ¥ TeKCcTa

Brinernena sueiika TaOIUAIbI

Brigernena sueiika TabIuIbI

dopMaTUpoBaHUe STUEMUKH,
ab3aria 1 TeKcTa

YcraHoBeH Kypcop

®dopmatrpoBanve ab3ama

Brigenena yacte ab3ama

dopmaTrpOBaHUE TeKCTa

Brigesnen ab3ar/ab3aribl 1eIMKOM

®dopmartrpoBaHue ab3aria v TeKCcTa

Heckomnbko ab3arieB
BBIJIeJIeHBI He 10 KOHIIA

dopmarupoBaHue ab3ara

Brifenena ctpoka wiu crosbery

dopmaTrpoBaHUe STYelKH, ab3ara u
TEKCTa

Brinenena crpoxka wiu cronGery

Brifenena ctpoka wiu crosbery

— dopmarupoBaHue siueiiky, ab3ara
U TEKCTa U3 JIEBOU BepXHeu TYerKU
B CKOITMPOBAaHHOM CTpOKe/CTOJOIIe;

— dopmaTupoBaHue CTPOKH/CTOIOIA
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4.3.11.2 KonnupoBaTh 1 BCTaBUTH ¢popMaTHpPOBaHUeE

HJ’[S{ KOITMPOBAHUS Y BCTABKU (l)OpMaTI/IpOBaHI/ISI MOJKHO HCIIOJIb30BATh:
— IIYHKTBI KOMaHJJHOI'O MEHIO,
— COYeTaHUus KJIaBHIII,

iy
— KHOIIKY =] Ha IIaHeJIM HHCTPYMEHTOB.

Y10o6Bl CKONMMPOBAaTh M BCTaBUTb POpPMATHpPOBaHHE C TMOMOIIbI0O KOMAHJHOTO MEHIO WU
COYeTaHUM KJIABMIII, BBITIOJIHUTE CIIeAYIOIIHe IeUCTBUS:
1. Boibepute ¢parmMeHT HOKyMeHTa i KOMMPOBaHHS (POPMATHPOBAHUS C ITOMOIIBIO
OJIHOTO U3 CIIOCODO0B, YKa3aHHBIX B pa3jiesie BhIIIIe.
2. BrinonHrTe KOMaH/y KOIMUPOBaHUS GOPMATUPOBAHUS OJJHUM U3 CJIeAYIOLIMX CII0CO00B:
— Bribepute nyHkT komangHoro meHio IIpaBka > KomupoBatrs ¢opmaTupoBanue

(cm. Pucynok 176).

Mpaeka Bcraska @opmar  VHctpymedte  Bug  O4F

= OTMeHWTB Ctrl+Z

" ToeTopuTe Ctrl+Y

& Boipesats Ctrl+X

Kenupoeate Ctrl+C

[Ty Berasute Ctrl+W
BeraeuTe Tonbko TekeT
Bcraeute uz Bydepa obmena r

£ KonuposaTe dopMaTMpoBaHWe Ctrl+5hift+C
MpuMeHUTE GopMaTHROBEIHWE Ctrl+5Shift+V

Pucynok 176 — Komangnoe mento IlpaBka

—  Haxwmure coueranue iasui Ctrl+Shift+C / TShift+:2Cmd+C.
3. Ecomu ¢opmarvpoBaHue TpebyeTcsi NMPUMEHUTb K OOHOMY (parMeHTy, BBIIIOJIHUTE
clefyIonye qercTBU:
— DBribepute ¢parmMeHT mis BCTaBKM (POPMaTHPOBAaHMS C IIOMOINBIO OJHOIO W3
c110co60B, yKa3aHHBIX B pa3jiesie BhIIIe.
— Bribepure nyHkT koMaHaHOro MeHio IlpaBka > Ilpumenuts ¢popMaTHpoBaHue (CM.

Pucynok 176) wiu Haxkmute coderanue kiaasuin Ctrl+Shift+V / TShift+:Cmd+V.
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4, Ecmu ¢opmaTupoBaHue TpebyeTcs TIPUMEHHUTh K HECKOJIbKUM ¢parMeHTaMm,
MI0CJIe/IOBATeIbHO BbIJIENIsIiTe JaHHble (pparMeHThbl B TEKCTe Y BBITOJIHSINTE JIJIsI KaXKA0T0

N3 HUX KOMdHIY BCTABKHU (l)OpMaTI/IpOBaHI/ISI.

YTob6bl OJIHOKPAaTHO CKOMMPOBaTh M BCTAaBUTb (OPMATHPOBAHWE C TIOMOIIbIO KHOIKHU
é (KomupoBaTths (popMaTHpPOBaHHUe), BBIIIOJIHUTE CIeAYIOIINe TeACTBUS:
1. Bribepure ¢parmMeHT AOKyMeHTa [Isi KONMPOBAaHWUS (POpPMATUPOBAHUS C IIOMOIUIBIO
OJIHOTO U3 CII0COO0B, YKa3aHHBIX B pa3jieie BhIIIIe.
2. Ha maHenu WHCTPyMeHTOB, B paszfierie IIpaBka HaXXMUTe KHOIIKY = (KonmupoBaTh
dopmarupoBanmue) (cMm. Pucynok 177).
3. Brigenure ¢parMeHT sl BCTaBKM pOpPMaTUPOBAHUS C IIOMOIIBbIO OAHOIO U3 CII0CO00B,

YKa3dHHbBIX B pa3/iejie BhIIlIe.

Beraeka Qopmar  WHotpyments Bug  OBwwid goctyn TNMognucka
A Qﬁ{: ﬁ v é D KO Thames @+
= v S O & X K Y -

dann Mpaeka WpudT

Pucynok 177 — Knonka KonmupoBaTth ¢popMaTupoBaHue

Y106l MHOTrOKpaTHO CKONMPOBaTb M BCTaBUTh (OPMAaTHpOBaHHE C IIOMOIIbIO KHOIIKU
& (KomupoBaTths ¢popMaTHpPOBaHHUe), BHIIIOJIHUTE CIIeAYIOIINe IeACTBUS:
1. Bribepure ¢parmMeHT AOKyMeHTa [jIsi KONMPOBaHUS (POpMATUPOBAHUSI C IIOMOIIBIO
OJTHOTO U3 CII0CO00B, YKa3aHHBIX B pa3jielle BhIIIe.
2. Ha mnamenmm wuHcTpymMeHTOB, B pasfene IIpaBka [ABaxabl HaXMHUTe KHOIIKY
& (KonnupoBaTts ¢opmaTupoBaHue), YTOObI OHA IPUHSIIA BUJL .
3. IlocnenoBarenbHO mpuMeHUTe GopMaTHpOBaHMe K TpebyembIM ¢parMeHTaM TeKCTa

OHHM M3 CHOCO60B, YKd3dHHbIX B pa3jiejie BbIlle.

YTOoOBl BBIMTH K3 peXXuMa MHOXECTBEHHOIO IpUMeHeHUs: GOPMaTUpPOBAHUS, BBIIIOJIHUTE
OIHO U3 CIeOVIOIUX JeUCTBUM:
— Ha maHemu wuHCTpymMeHTOB, B pasfieiie IIpaBka HaXmuTe KHOIKY & yTOOBI OHA
MIpPUHSIIA BUL é

— Haxwmure knaBuiry Esc Ha kiaBuarype.
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4.3.11.3 UcTropus xonupoBaHus (popMaTHPOBaHMS

dopMarrMpoBaHue, CKONMMpoBaHHOe B Oydep oOMeHa, cOXpaHseTCS B MCTOPUU M I03XKe
MOJKeT UCIOJIb30BaThCS JIJIS1 BCTABKU.

YToObl OTKPBITH HWCTOPHWIO, TJle JIOCTYIIHbBI OOBeKThl paHee CKOMHUPOBAHHOTO

¢dbopmMaTrpoBaHusl, BLITIOJIHUTE CIIelyIoIIue eHCTBUS:

1. Ha nmanenu UHCTPyMeHTOB, B pa3jeiie IIpaBka Ha)KMUTe Ha CTPEJIKY CIpaBa OT KHOIIKH
& (KomupoBats ¢popmaTupoBanue) (cMm. Pucynok 178).

2. B BmimajaromeM crnucke BbiOepuTe HEOOXOAMMBIM OOBEKT paHee CKOMHPOBAHHOTO
¢dopmaTtupoBaHusi. OOBEKTHl PACIIONOXKEHbl TaKUM o00pa3oM, YTO BBEPXYy CITMCKa
npezCcTaBjieH 00BeKT MOCIIeIHer0 CKOITMPOBAHHOTO GOPMaTHPOBaHMUS.

3. Brigenure ¢parMeHT sl BCTaBKM pOpPMaTUPOBAHUS C IIOMOIIBbIO OAHOIO U3 CII0CO00B,

yKa3aHHbIX B pa3fesie 4.3.11.1.

Popmat  WHctpymente  Bug  OBwwid goctyn lNMognucka  Cnpaeka

C ﬁ A @_‘g |j X0 Thames w 14 | w
D C 31aTad eIk Ha Jyde TOM:
Mpaeka

V 1yKkoMopeAa Ay0 3e/1EHEBIH;

Pucynok 178 — Ciricok 06bexToB $opMaTHPOBaHus

4.3.12 Ypanuts popmMaTHpOBaHUE

[Tpu paboTe c TeKCTOM UCIONB3YIOTCS CTHUJIEBOe U TIpsiMoe GopMaTHPOBaHUe.

CtuneBoe ¢dopmaTtupoBaHve — 3TO0 0dOpMJIeHHe OJIHOTUIIHBIX 3JIeMEeHTOB TeKCTa
(3arosIoBKOB, OCHOBHOI'O TEKCTa, IPUMepPOB U JIp.) C MOMOIIbIo ctuiiedl. CTuiieM Ha3biBaeTcsi Habop
napamMeTpoB GOpMaTHUPOBAHUs: HayepTaHUe U pa3Mep mipudTa, BhIpaBHHUBAaHUE TEKCTa, ab3alHbie
OTCTYTIbl, MEXCUMBOJIbHBIM WHTepBan U T.A. Hampumep, nnst obopmMieHHsT OCHOBHOTO TeKCTa
HCIIOJIb3YEeTCSd CTHUJIb OOBIYHBIIA. HpI/I CO30JdHHMH HOBOI'O OJOKYMEHTa 3TOT CTW/Ib II0 YMOJIYdHHIO
IIPUMEHAeTCS KO BCeMy TeKCTY.

[Tpsmoe ¢opmaTrpoBaHUe 3aKIItOYaeTCsl B MPUMEHeHWM MapaMeTpoB (GpOpMaTUpPOBAHUS K
MPOM3BOJILHBIM ¢dparMeHTaM U ab3amam TekcTa. [Ipsimoe dopMaTupoBaHHe WCIONb3yeTCs B

COYETaHWH CO CTUJIEBBIM (pOopMaTUpPOBAHUEM.
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YToO6b! OUHUCTUTH NPsiMOe popMaTUPOBaHKe M OCTAaBUTh TOJIBKO CTHIIeBOe (pOpMaTHpOBaHUe

TeKCT4d, BBITIOJIHUTEe CJIeAYyIolire JIerCTBUS:

1. Brbinenute Tpebyemblii pparMeHT JOKyMeHTa.

2. Brimonnure komanay OuucTuTh popMaTHpPOBaHHE OJTHUM U3 CJIeIyIONINX CII0COOO0B:

— DBruibepute nyHkT komanaHoro MeHio Popmar > Ouucturs ¢opMaTHpOBaHHUE

(cMm. Pucynok 179).

Dopmat  VHcTpymente Bug  OBwui goctyn

OuncTTE dopMaTHpoBaHE Ctrl+5pace

Wpwdst

k

Pucynok 179 — IlynkT komanaHoro MmeHio Ouuctuth popMaTUpOBaHHE

— Ha nanenmu uHCcTpyMeHTOB, B pa3dfeiie IIpaBka HaXkMuTe KHOIIKY & (Ouncrurs

dopmaTupoBanme) (cMm. Pucynok 180).

Beraeka @opmar  Wecrpymednts Bug  OBwwid goctyn

By X Doy & I

=y 9O C &

Pann Mpaeka

KO Thames

X K 4

WpudT

Pucynok 180 — Knonka Ouuctuts popmaTupoBaHue

W

Mognucka

LLT]

— Haxwmure coueranue kiaBuil Ctrl+IIpo6en npu pabore B OC Windows / Linux

i codetanue kiasuil A Ctrl+\ npu pabore B macOS.

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

176



MonOdonc

4.4 Pabora ¢ Ta0mmuaMu

4.4.1 BcraBuTth Tad/IHIy

Tabnuily MOXXHO BCTaBUTD C IMOMOIIbI0 KOMaHAHOTO MEHIO WUJIX TTaHeJIM MHCTPYMEHTOB.

YToOBbl BCTaBUTH TaOMMIy C TOMOIIBIO KOMAHAHOTO MEHIO, BBHITIOJIHUATE CJeAyIoIye
JerCTBUS:

1. VcranoBuTe Kypcop B TO MeCTO JOKyYMeHTa, Ky/la HeOOXOOUMO BCTaBUTb TAO/IMILY.

2. Broibepure myHKT koMaHIHOTO MeHIO BeraBka > Taommma (cm. Pucyrok 181).

Beraeka  @opmat  VHctpyments Bug OB
z06paxerwe...

TekcToBoE None

Durypa 4

B @ H®

Tabauua...
Pucynok 181 — [lynkT komangHoro Mento Tabsma

3. B okne BcraButrh Tabmuiy (cM. Pucynok 182) ykaxkuTe KOJIWYeCTBO CTOJIOIIOB U

CTPOK, KOTOpOe JIOJKHA COfiepKaTh Tabuuila, U HaxkMuTe kHonky OK.

BcraewTs TaBauwy >

Pucynok 182 — Oxkno BecraBuTh Tabsmmy

YrtobBLl BCTaBUTh T86JII/IHy C IOMOINbIO IIdaHEeJIM MHCTPYMEHTOB, BBLIIIOJIHUTE ClIeAylollre

JeUCTBUS:

1. VYcraHoBuTe Kypcop B TO MeCTO JOKyMeHTa, KyJla HeOOXOANMO BCTaBUTh TaOJIUITY.

2. BcraBbTe TabIUIly OJTHUM U3 CJIeYIOITUX CIIOCOOO0B:

| ]
Ha nanesu WHCTpyMeHTOB, B pasziesie BeraBka Hakmute kHONKY (1 (Tabmuna)

(cM. Pucynok 183). Bbimenure KypcopoM TO KOJMYeCTBO CTOJIOIIOB U CTPOK,

KOTOpOe JOJI’KHA Cooep>KaTb Ta6J'II/II_[a, U IIeJIKHUTE JIeBOW KJIaBUIIIEeW MBIIIIH.
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AabboB AaB0B1 AaBo6Bsl

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

v
k5
"
m

00
0
=10

Tabavua Ix2

Pucynok 183 — Knorika Tabmma

Ha nmanenmu uHCTpyMeHTOB, B paszieiie BcraBka HakmuTe KHOTIKY === (cM. PucyHok 184).
Ha orobpasuBiieiicsi maHenud BCTaBKA HaBeAUTe KYpPCOpP MBIIIM HAa KHOIKY
fH Tabdnmuma. BoigenuTe KypcopoM TO KOJMYeCTBO CTOJIOIOB M CTPOK, KOTOpoe

JIOJDKHA COJiep KaTh TabJIUIIA, U IIEJIKHUTE JIeBOM KJIaBUIIIEH MBIIIH.

AaBoB:  Aab0B AaB6B1 AaB6Bel ... Y B @)y & =
OEbI4HbIN 3aro..ok 1 Jaro..ok 2 3aro..ok 3 !
CTimm E Nao6pamerne.., 'S
III TekcToBoe Noae
&) ourypa | Q
HH TaBanua... >
Dopmyaa..
CrneupanbHbie CUMBOALL.. >
= Pazpbie cTpaHWLUB

||v|:

Paspwie pasgena

Homepa cTpaHuy.. »
@ KonoHTuTy e »
OrnasneHne
BrabepuTe pazmep
(_{/) Cebinka..,
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4.4.2 BcTaBUTH CTPOKU

Hogrie CTPOKHU BCTABJIAIOTCS BbIIIE NI HUXKE YKHSaHHOfI CTPOKH.

YTo06BI I[OﬁaBI/ITb HOBbIE CTPOKH, BBIIIOJIHUTE CJIeAYIoIIre e CTBUS:

1. Boipenure CTpPOKy, BBbIllIe UM HWXKe KOTOPOHM TpeOyeTcst BCTaBUTh HOBYIO CTPOKY. Eciu

TpG6y€TCH BCTaBUTH HECKOJILKO CTPOK, BblJe/INTe CTOJIbKO CTPOK, CKOJIBKO H€O6XOJII/IMO

BCTaBUThb B Tabmuity. Hanpumep, eciu TpebyeTcsi BCTaBUTh IBe CTPOKH, BbIIENIUTE JIBe

CTPOKH. HJ'IH BBITIOJTHEHHSI KOMdHJbI MOHO BBIJEJIATH KaK CTPOKHW [EeJIMKOM, TdK U

OTHeJIbHbIe SYerKU UJIU JUalla30HbI S4eekK.

2. BcraBbTe CTPOKM OOHUM U3 CIIEAYIOLIUX CIIOCOOOB:

— Broibepute nyHkt komaHgHoro meHio @opmar > Tabnauma > BceraBUTH CTPOKY

cBepxy / BcraBuTh cTpoKy cHH3y (cM. PucyHok 185).

Dopmar  MHoTpymedTw

OuncTnTe fopMaTMpoBaHKue

LWpudT
EbipaeHueaHue

MosopoT TekcTa

Wzobpaxerne

Tabauuya

Buvg OBwmi goctyn

Ctrl+5pace

Mognwcka Cnpaeka
— + - — f—
mes | W 14w AT A = v =
: L e i v & o S= v =
AG3ay
T BcraBwTe cTpoky ceEpxy Alt=A
& BcraBwTe cTpoky cHM3Y Alt=B
B Bcrasure cronbey coesa Alt=L
Bl Bcrasute cronBey cnpaea Alt=R
B ¥panuTh cTpoky Ctri+Alt+R
w ¥panuTe cTonbey, Ctrl+Alt=L
B YaanuTe Tabamuy Alt+Shift+T
B  ObbeguHUTE A4Sk Ctrl+Alt+M
Hd Pazgenute Aueiiky Alt+Shift+=M
Pazmep Aueiku...
5% HactpouTs TaBauwy

Pucynoxk 185 — ITyHKTBI KOMaH/THOT'O MEHIO /ISl BCTABKU CTOJIOIIOB U CTPOK
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— Ha manenmm uHCTpyMeHTOB, B pazfieie Tabsmia Ha)kMUTe KHOIIKY BBIITAAIOIIero MeHIo

¥ (BcraBuTh s4eiiKy, CTOJIOCI WM CTPOKY) U Bbibepute koMaHay T (BcraBuTh

CTpPOKY cBepxy) wiu & (BcraButh cTpoky cau3y) (cm. Prucynok 186).

= &[]
- E— |E—t|} % ﬁﬂEﬁBBFl—‘HI aas
H v~

TaGanua

T BcraBwTb CTpOKy CBEpXY

gl BCTaBWTb CTPOKY CHUM3Y

E BrTaeuTe cTonBey cneBa

ﬂ BetaguTe cTonbey cnpaea

Pucynok 186 — Komanap! /17151 BCTaBKU CTOJIOIIOB U CTPOK

— IlpaBo¥i KHONKOM MBIIIY IIIeJIKHWTE 110 J1II060My MecTy BbIOpaHHOIO AMara3oHa U
BBINIOJIHUTE KOMaH/y KOHTeKCTHOrOo MeHI0 BcTaBHUTBH cTpoKy cBepxy / BcraBuTh
CTPOKY CHH3Y.

— Haxmure coueranue kiaBuin Alt+A / ~Option+A, 4T0ObI BCTaBUTh CTPOKY CBEPXY,

niM codetanue kiasuil Alt+B / ~=Option+B, 4TO6BI BCTaBUTh CTPOKY CHHU3Y.

Y0651 6HICTPO NOOABHUTHL CTPOKY HIKe TpeOyeMoi CTPOKH, BBITIOJIHUTE CIIeyIOIHe JeHCTBUS:
1. Boigenure mo0yto siuelKy B 3TOM CTPOKe.

2. Haxwmure kiaBuiity Enter Ha kiaBuartype.

4.4.3 BcraBUTDL CTOJIOLBI

HoBble cTonO1IbI BCTABIISIFOTCS CJIeBA WIIK CIIpaBa OT YKAa3aHHOTO CTOJIOIA.

YTo06b! 10OABUTH HOBBIE CTOJIOIEI, BBITIOHUTE CIIeyIOIIe JeHCTBUS:

1. Bwimenurte cronber;, crnpaBa WIKM cjieBa OT KOTOPOTO TpeOyeTcsi BCTABUThb HOBBIM
crosibert. Eciu TpebyeTcst BCTaBUTh HECKOJIBKO CTOJIOIIOB, BBIIEJIUTE CTOIBKO CTOJIOIOB,
CKOJIbKO HeoOXOAUMO BCTaBUTh B Tabmuily. Hampumep, eciii TpebyeTcsi BCTaBUTH [1Ba
CTONIOIA, BBIIEJIUTe J[BAa CTOJOMA. {711 BLITIOJTHEHWs] KOMaH[bI MOHO BBIZIEJISITH Kak

CTOJ'I6I_[bI eJIMKOM, TaK U OTAeJIbHbIe SYeMKHU WU JUalla30Hbl SUeeK.
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2. BcraBbTe cTONOMIBI OMHUM U3 CIEIYIOIINX CIIOCOOOB:
— Bribepute nyHkT koMaHaHoro MeHio Popmar > Tabmuna > BeraBuTh crosoery
cieBa / BcraButs crosioen cinpaBa (cM. Pucynok 185).

— Ha manenmm uHCTpyMeHTOB, B pazfeie Tabsmia Ha)kMUTe KHOIIKY BBITAAIOIIero MeHIo

¥ (BcraBuUTh SIYEiKy, CTOJIOEI] WIM CTPOKY) U BbIOepUTe KOMaH/Y E (BcraButhb
CToJIDeI] CJIeBa) WU ﬂ (BcraBuTh cronber ciipaBa) (cM. Pucynok 186).

— IlpaBo¥i KHOMNKOM MBIIIY IIEJIKHWATE 0 J1II060My MecTy BbIOpaHHOrO AMAara3oHa U
BBITIOJTHUTEe KOMaH/ly KOHTeKCTHOro MeHio BcraBuTh crosben cieBa / BecraBuTh
cToJI0el CIIpaBa.

— Haxwmure coueranue kiasuiil Alt+L / ~Option+L, 4To6bI BCTaBUTH CTOJIOEI] CIIEBa,

win codetanue kiaBuil Alt+R / ~Option+R, 4T06bI BCTaBUTH CTOJIOEI] CITPaBa.

4.4.4 PenakTHpOBaTh COJEPKUMOE TADIHUIIHI

YToOBI BBECTH WM U3MEHUTD JaHHbIe B siUelike TaOJIMIIbI, BBIIOIHUTE ClleyIoIiye NedCTBUSL:
1. IlepeiiauTe B pexxvM pe[laKTUPOBAHUS SIY€HMKU OTHUM U3 CJIe[lyI0IINX CII0CODO0B:
— YroObl BBeCTH [JaHHble B IIyCTYyIO S4eliKy, BBbIIeJIUTe ee OAHUM WM IBYMs
I1IeJTYKaMH MBIIIIH.
— YToOBI pelakTHpOBaTh JJaHHbIE B siUelike, BBIJIEJIUTE ee IBOMHBIM I[eTYKOM MBIIIIH,
— YroOBbI Nepe3anucaTh JJaHHbIe B siuelike, BbIJIEJIUTe ee OHUM LIeTYKOM MBIIIH.
2. BBepute/pefakTUpyiTe JaHHBIE B sUeliKe.
3. YroObl BBIMTH W3 peXXUMa pelJaKTUPOBAHMS S[UEMKH, IeJIKHUTe IO JII0OOMYy MeCTy

AOKYMeHTa 34 I1pefiejlaMu Ta6J'II/ILIbI.

[Ipy BBOJle TekCcTa W 4YMCeNl B SYEHKYy ee IIMPUHA He MeHSIeTCS — IPOMCXOJUT IepeHoC
JAaHHBIX Ha CJIeAYIOUIYI0 CTPOKY BHYTPH TeKyIlled SYelKHd, TMPU 5TOM MOXKeT MPOUCXOAWUTh
aBTOMaTH4eCKoe yBeJInYeHue BbICOTHl SYeHKU.

[Ipu BcTaBke B Tabmuily n3obpakeHUs] IPOUCXOJIUT ero aBTOMaTU4eCKoe MaclliTabupoBaHue
10 IIMpPUHE CTOJOIA, MPU 3TOM BBICOTA STYEMKH MOXKET MEHSIThCS, ecsid u3o0pakeHue OoJbIiie
BbICOTHI STYCHKHU.

[lepemertienrie Mexy sT9eiKaMy TAOJUITbI OCYIIECTBIISIeTCS IIPU MTOMOIIY KJIaBull «—, 1, |, —

Ha KJIaBHaType.
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4.4.5 BeigesInThL SYeHKH

4.4.5.1 BoienuTh TUeHKy

YT06bl BBIAEIUTDH SYEHKY, IeJIKHUTe 10 Hell JIeBOM KHOIKOW MbIlld. BriOpaHHasi sderika
OKpacHTCs B TOTyOOH I[BeT.

YToOBI BHIIEUTD STYEeMKY B Tabiivile, B KOTOPOW yCTaHOBJIEH KypCOp:

1. Hlenkaute 1o 1060My MeCTy JIOKYMeHTa 3a MpejiejlaMu TabJIUIIbI.

2. HlenkHuTe 10 sSTYEMKe, KOTOPYIO HEOOXOIUMO BBIJIETTUTD.

4.4.5.2 BoigenuTh IUana3oH g4eex

YTOoOBI BHIIEIUTH MPOM3BOJILHBIN JIMANA30H siueeK, BOCIOJIb3yHUTeCh OJHUM U3 CJIeIYIOIIHUX
CII0co00B:

— HaBeaurte kypcop Ha mepByIo siueiiKy U3 TpebyeMoro Jvara3oHa. Y aepKuBasi HaKaTou
JIEBYIO KHOIIKY MBI, TPOTSHUTE Kypcop [0 TMOCIeHer suelKu Juara3oHa.
OTnycTuTe JIeByIO0 KHOTKY MBIIIH.

— BoigenuTe nepByio siueiiky u3 TpeOyeMOoro Juara3oHa. YJIep>KrBasi HAXKaTOW KIIABUIITY

Shift, BbiienuTe MoCIeIHIO0 STUeiKy AUara3oHa.

Heobxoaumblii 1Mana3zoH MOXKHO BBIJIEJISITh B JIIOOOM HallpaBJIeHUM CTPOKU WJTK CTOJIOIA.

[Ipymeps! BeifesieHys IPOM3BOJIBHOIO JMalla30Ha siueeK IpefiCTaBileHbl Ha pucyHkax 187-189.

by

"k

Pucynok 187 — Brinenenuve auana3oHa siyeek 110 TOPU30HTAIN

o

Pucynok 188 — Brienenuve quana3oHa siueek 110 BepTUKAIU
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—

Pucynok 189 — Brienenve quamna3oHa siaeek 1Mo JuaroHaan

4.4.6 BeimeuTh CTOJI0CI] WUIH CTPOKY

YTOOBI BHIIEIUTH OJIMH CTOJIOEI] MU CTPOKY, BBIIIOJIHUTE CJIelyIolre JeHCTBUS:
1. HaBenuTe Kypcop MBIIIM Ha BEpXHIOK I'PAHMITY CTOJIOIA WJIM JIEBYIO TPaHUILy CTPOKH
TaK, YTOOBI KypCOp IIPUHSIL BUJL 4 WUJTU —+.

2. HlenxHuTe J1eBoM KHOIIKOM MBIIIIH.

YTOoOBI BBIAEIUTH HECKOJIBKO CTOJIOIIOB WM CTPOK, BOCIOJIb3YUTEeCh OJIHUM U3 CJIeYIOIINX
CIT0co0OB:

— HaBeauTte kypcop Ha mepBbIii CTOJIOEI] WM CTPOKY U3 TpebyeMoro Auara3oHa Tak, Kak
OINKCAHO BbIIle. YepXXuBasi HAXATOM JIeBYIO KHOIKY MBIIIW, TPOTSHUTE KYpCop IO
MOCJIeJIHero CToJ0Ia WK CTPOKM Auana3oHa. OTIyCcTUTe JIeBYI0 KHOIKY MBbIIIIH.

— BuienuTe niepBbiit cTosibell WM CTPOKY U3 TpebyeMOro Jyara3oHa TaK, KaK OMKUCAHO
BbIIlle. 3aTeM, yIep>kuBas HaxkaTou kiasuiry Shift, BeinenuTe nocnennuii cronber] win

CTPOKY AHdIld30Hd.

4.4.7 BoigenuTh Ta0IHMILy

YToOb!I BBIJIETIUTH BCIO TaOJIMILY, BBIIOJHUATE CJIeAYIOIIHe AeiCTBUS:
1. HaBenuTe Kypcop MBIIIM Ha JIeBbIM BepXHUM YTrojl TabIUIEI TaK, YTOOBI KYpCOp MPUHSIT
BUJT .

2. llenkHuTe JIeBOM KHOIIKOM MBIIIH.

Ecnu aiig Tabmuiiel HacTpoeHO o6TekaHUe TeKCTOM (cM. pasnen 4.4.10.2):
1. HaBenuTe Kypcop MbIIIX Ha TaOIUITY.

2. HaxmuTe KHOIIKY i, 0TOOpPa3UBIIYIOCS B JIEBOM BepxXHeM YTy TaOJUIIbI.

YTOoOBI OTMEHUTD BbIJIeJIeHre TabJIUIlb], IIeJIKHUATE T10 JIF0OOMY MecCTy JIOKYMeHTa.
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4.4.8 IIBeT 3a/IMBKH sT4eeK

4.4.8.1 3asiuBKa si4eeK IBeTOM

J17151 3a7TMBKY sT9eeK I[BeTOM BBITIOJTHUTE CIIeyIOIIye JIeHCTBUS:

1. Boigenurte Tabauity wiv suedKy/IUara3oH s9eek, IBeT 3aJIMBKHA KOTOPBIX HEOOXOIUMO

M3MEHHTD.

2. YToObl OKpacUTh SYEMKU B MOCJIeIHAN I[BeT, KOTOPBIM HCIIOIb30BAJICS [IJISl 3aJIMBKU

syeeKk paHee, HAa IaHeJM HWHCTPyMeHTOB, B pasnere Tabiauma HaXMUTe KHOIIKY

£ (IBet 3amuBKH) (cM. Pucynok 190).

3. YtobnI OKpPAaCHUTb STYeKH B I[pyTOﬁ BeT, HAXXMWUTe Hd CTPeJIKy CIIpdBa OT KHOIIKA

£

== (IIBeT 3a/1BKH).

CJIeIyIOIIUX CIIOCOOOB:
— BbIOEpHTe I[BET B OJTHOM U3 MTPeJICTaBJIeHHbIX HAOOPOB I[BETOB,
—  YKaXWTe KOJI I[BeTa BPYYHYIO,

— CKOHHPYIZTE OBeT C IOMOIIBIO ITMIIEeTKH!.

¥

v EE HY v T

AB3ay

"

EEV _EVTV Iv |£V|E &= v %
v HeT 3a11BKM

LleeTa Temb

CTaHgapTHE e LEETA!

MocregHwe UBETa:

Opyrve useTa.. ﬂ

Pucynok 190 — Knomnka IlBeT 3aIMBKH U ITaHeJIb BLIOOpA I[BeTa
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4.4.8.1.1 BeiOpaTh iBeT B IpeACTaBJIEHHBIX HA0Opax IIBETOB

Ha nanenu Beibopa 18eta (cM. Pucynok 190) nipesicraBiens! ciieffyromiye HabOpb! I[BETOB:

— IIBeTa TeMbI — COJIEP)KUT I[BETOBYIO ITAJIMTPY TeMbl TeKYIero JOKyMeHTa.

— CraHpapTHble IBeTa — COIEpXWUT IIBeTa, KOTOpPble II0JIb30BaTelXd 4Yallle BCEero
BBIOMPAIOT IIpK GOPMATUPOBAHUY JOKYMEHTa.

— Ilociennue nBeTa — COAEPXXUT JI0 JIECSTH IIOCIeIHUX 1IBeTOB, KOTOPbIe Bbl BBIOWpAU
npu ¢opmarvpoBaHuM JokyMeHTa paHee. Habop Ilociemnme mBera oTobpakaercs,

eCJI1 BbI BbI6I/IpaJ'[I/I XOTS OBI OJIVH IIBEeT.

[Tpu HaBeneHMM Kypcopa MBIIIM Ha JI000M IBeT oToOpakaeTCsi 3HaueHHe 3TOro IIBeTa B
uBetoBor Mogenu RGB. Hanpumep: RGB 192,80,77.

Jly1st BBIOOpA 11BeTa IeJIKHUTe 10 HeMy JIeBOM KHOIIKOW MBIIIIH.

[IBet no6aBuTcs B Habop Ilociemuue nBetra u otMetutcs ¢uiaskkoMm. [laHenb Beibopa 11BeTa

3akpoeTtcs. Slueliku OKpacsTCsl B BBIOPAHHBIM 1IBeT.

4.4.8.1.2 Yka3aTh KoJ IIBeTa BPy4YHYIO

Ecnu B nepeuriciieHHbIX HaOOpax I1BeTOB HET IIOAXO/SIIEro I[BeTa, YKaXKUTe ero KoJl BpYUHYIO:

1. Haxwmure kHotiky JIpyrue nBera (cM. Pucynok 190).

2. B otkpoiBiiemcst okHe Beroop nBera (cM. Pucynok 191) ykaxurte TpeGyeMmblii I[BET B
Busie HEX-kona wim B popmare RGB.

3. Haxmure xkHonky OK.

Bribop ueeta >
Hex-kog MpegnpocuoTp
e |
KpacHmi 3eneHbl i CHHWIA

o T o T o O

Pucynok 191 — Okno Beroop nBera
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[IBeT, yka3aHHbIM Bpy4dHyt0, 00aBuTCs B Habop Ilocimemume mBera (cM. Pucynok 190) u

orMetuTcsl GrakkoM. IlaHerns BbIOOpa 11BeTa 3aKpoeTcs. SueliKy OKpacsaTcs B BHIOpaHHBIN I1BeT.

4.4.8.1.3 CxonupoBaTh I[BET C MOMOIIBIO MHIIETKH

ITunerka IpeaHa3Ha4eHa I OOAHOBPeMEeHHOTI'O KOIIMPOBAHMS IIBeTd C TeKCTa HUJIN 00BeKTa,

pacIonoxeHHoro B paboueit objactu riaBHOro okHa (cM. pasfien 3.4), U 3aJIUBKU S'9eeK ITUM

IOBETOM.

[TuneTka HeAKTUBHA B PeXXKUMe pelaKTUPOBAHUs KOJIOHTUTYIIOB (CM. paszen 4.10.2).

YTo06BI CKOITMPOBATL IIBET C [IOMOLIbIO ITUIIEeTKH, BBIIIOJIHUTE CJIeAYIolire JIeVICTBUSL:

Haxmure KHOIKY vl (ITmmerka) (cMm. Pucynox 190). Ilanens BbiGOpa IBeTa
3aKpOeTCsl, U KYpcop MPUMEeT BU]] «IIpHllesiay Jijisi BbIbopa 1BeTa.

HaBenre kypcop Ha 1IBET, B KOTOPBIM CllelyeT OKpacuThb siuerku. [{s1 Gojiee TOUHOTO
BbIOOPA I[BeTa OPUEHTUPYUITeCh Ha 00J1aCTb, PACIIONIOXKEHHYIO CIIpaBa OT Kypcopa. B Hei
oToOpakaeTcsl 11BeT MUKCeJIsl, HA KOTOPBIM B JaHHBIM MOMEHT HaBefleH Kypcop.

[ITeskHUTe 110 [1BETY JIeBOU KHOIIKOM MBIIIIH.

Slueiiku oKpacsaTcs B BBIOPAaHHBIM 1IBeT, U Kypcop IIpUMeT OOBbIUHBIM BHJ. YKa3aHHBIN IIBET

nobasutrcs B Habop Ilocimemnme nBera (cM. Pucynok 190) m oTmerutrcs ¢uiakkoMm Ha IaHeNIU

BbIOOpA I1BeTa.

Ecm TpeGyercss OTKIIIOUWTH MHUIETKY 0Oe3 BbIOOpa IBeTa, HaXmuTe kiaBuily Esc Ha

KJIaBHaType.

4.4.8.2 OTMeHUTH 3aJIMBKY

Y1obBLI OTMEHUTD 3aJIMBKY fA4eeK, BbIIIOJIHUTE Clieayrolnre JIeUCTBUSL:

1.

Bbinenute Tabnuily wid siUedKy/Uamna3oH sideeK, 3aJIMBKY KOTOPBIX Heo0XOAMMO
OTMEHUTD.

Ha manemm HWHCTPYMEHTOB, B pa3zejie TaﬁJmua Ha’>XMUTe CTPeJIKYy CIIpaBa OT KHOIIKK

£

== (IIBeT 3ammBKH) (cM. Pucynok 190).

Ha manenu BI:>I60pa [IBeTa HA’XMHUTe KHOIIKY Her 3a1uBKn.
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4.4.9 I'pannnpl sigeex

4.4.9.1 N3meHuTH MapaMeTphI rPaHMUIL

YTOoOBI M3MEHUTH MMapaMeTphl TPAHUIL VI STYEHKH/TAANa30Ha STIeeK/TabIuIlbl, BBITIOTHUTE
CJIefyrolye qefCTBUL:

1. Bbimenure Tabnuiy Win stueliky/IMara3oH s9eeK, FpaHrIbl KOTOPhIX HEOOXOJMMO U3MEHUTb.

2. Ha manenmu WHCTpyMeHTOB, B pasfiene Tabmuma HaXkXMUTe Ha CTpeJIKy CIpaBa OT

KHOTIKHU 1] (cm. Pucynok 192).

— v = v T w 11w O v e w
= = T i < = & v AaBGB:
:‘E v e= 4= H ~ 1;,%; ~ q0 |EH ~ @ o {.::,} OEBIYHBIF
Ab3au
H

- /T Her rpaHuy

LleeTa Tenmbs:

HEEEEEN

CTaHAapTHEIE LBETa:

MocnegHwe UBeTa:

Opyrie ugeTa... ﬁ

Pucynoxk 192 — IlaHesib HACTPOMKY I'PAHMUIL

3. Ha oTkpbiBiIelics IaHeIM HACTPOMKM TPaHUI], B IIepBOM OJIOKe HACTPOEeK YKaKUTe

MeCTO PACIIOJIOXKEeHU I'PaHUII, JJId KOTOPbIX H€O6XOI[I/IMO HW3MEHUTD I1IdapaMeTpPHhI.
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4. Bo BTOpoOM 0JI0Ke HACTPOEK BBIOEpHUTEe THI JIMHWU, KOTOPBIA CJieflyeT MPUMEHUTH IJis
YKa3aHHBIX FPAHMUII.

5. B Tperbem 6ii0Ke HAaCTpOeK yKaXKuTe IBeT JIMHUU OJHUM U3 CIIeAYIOIINX CIIOCOOO0B:
— BbIOepuTe 1IBeT B OJIHOM U3 IPeJICTaBIeHHbIX HAOOPOB I[BETOB;
— YKaXuTe KOJ 1IBeTa BPYYHYIO;

—  CKOIMPYHTE IBET C TIOMOIIbIO MUIETKH.

Ecm B mepBoM mnu BTOpoM 0JI0Ke HAacTpoeKk BbIOpaHO 3HaueHue Her rpanmm, TO
TPaHUIlB] STYeeK 0TOOPAXKAIOTCS B BUJe JIMHUM CBETJIO-Ceporo IjBeTa. JTU JIMHUK YCIOBHO
pa3fesisiioT SYeMKd U YIpoIaloT paboTy c Tabiuiled. Y CJIOBHble TPaHUIIBI siueeKk He
0TOOpaXkaltoTcsl B peXkuMme Ipe3eHTanny, B okymeHTax B ¢opmate PDF u PDF/A-1 u B

paciieq9aTdHHbIX JOKYMEHTAX.

4.4.9.1.1 BeiopaTs 1BeT B IIpeJCTaBJIeHHBIX HA00pax IBeTOB

Ha mnanenu wHacTpodku rpaHul], B TpeTbeM O0Jjioke HacTpoek (cM. Pucynok 192)
IIpeJiCTaBJIeHbl Cllefylolirie Habopbl IIBETOB:
— IIBeTa TeMbI — COJIEPXKUT I[BETOBYIO MAJIUTPY TeMbI TEKYIIETro TOKyMeHTa.
— CraHgapTHble IBeTa — COIEpXHUT I[BeTa, KOTOpble I0JIb30BaTeIM dallle BCero
BBIOMpAIOT Py GOPMATHPOBAHUU JOKYMEHTA.
— Ilocnegnue mBeTa — COJEPXKUT JI0 JIeCATH IOCJIeIHHUX 1IBEeTOB, KOTOPble Bbl BHIOMpaIU
npu ¢opmarvpoBaHuM JokyMeHTa paHee. Habop Ilociemnme mBera oTobpakaercs,

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

IIpn HaBefmeHMM Kypcopa MBIIIM Ha JI000W IIBeT OTOOpaXkaeTCs 3Ha4YeHHe 3TOrO IjBeTa B
nBeroBoii Mosienmn RGB. Hanpumep: RGB 192,80,77.
Jly1st BBIOOPA 11BeTa IIeJIKHUTe 110 HeMy JIeBOM KHOIIKOW MBIIIIH.

IIBer nobGaButcs B Habop Ilociennue mBera W OTMeTUTCS QUIXKKOM. ['paHUIBI siueek

OKpacsTCcs B BbIOPaHHBIN I1BeT.
YTOOBI 3aKpHITH [TaHEIb HACTPOMKU PAHUI], BBIIIOJIHUTE OJJHO U3 CJIeIYIOUIUX JIeHCTBUH:
— Ha nanemm uHCTpyMeHTOB, B pasfeile Tabaumma HakMuTe Ha CTpeJIKy CIIpaBa OT
KHOIIKHY 11 (cm. Pucynok 192).

— llenkHUTe 10 MTyCTOMY MeCTy JOKYMeHTa 3a IpeJieJlaMU MaHeJ I HaCTPOMKKU TPAaHMII.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MH», 2013-2024 188



MonOdonc

4.4.9.1.2 Yka3aTh KO/ IIBeTa BPyYHYIO

Ecnmu B mepeunciieHHbIX Habopax I[BETOB HET MOAXOJSINEro IBeTa, YKaKHUTe ero Koj
BpPYYHYIO:
1. Haxmure kHotiky Ipyrue nBera (cM. Pucynok 192).
2. B otkpoiBiiemcs okHe Brioop mBera (cM. PucyHok 193) ykakute TpebGyemblil 1[BeT B
Busie HEX-koma wimm B popmare RGB.

3. Haxmure xkHonky OK.

BeiGop useta ¢
Hex-koa MpeanpocmeTp
= | .
KpacHeiid JEneHbIi CuHKiA

0 - 0 - 0 -

Pucynok 193 — Okno Beroop nBera

LIBet, ykasaHHBIN Bpy4HYI0, fo6aButTcs B Habop Ilociennue nmBera (cM. Pucynok 192) u
oTMeTUTCSl uiakkoM. [laHeslb HACTPOMKM TpaHUI] 3aKpoeTcs. ['paHMIBI s4eeKk OKpacsTCs B

BbIOpaHHBIN I[BET.

4.4.9.1.3 CxonupoBarh 1[BeT C NOMOIIbI0 MHIIETKH

ITunerka IpeaHa3Ha4eHa /I OAHOBPeMeHHOT'O KOIIMPOBAaHHS IIBeTd C TeKCTa HUJIN O6’beKTa,
PacIIoIOXKeHHOTo B paboyeld 06JIacTH TJIaBHOTO OKHA (CM. paszen 3.4), ¥ MpUMeHeHHsl 3TOTo IIBeTa

K I'PAHUIaM dYeeK.

[TuneTka HEAaKTUBHA B peXXMMe pPelaKTUPOBAHHUS KOJIOHTUTYIIOB (cM. pazgen 4.10.2).

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MH», 2013-2024 189



MonOdonc

YTOoOBI CKOMTMPOBATH IBET C IIOMOIIBIO MTUTIETKH, BBITOTHUTE CJIeyIOIHe TeUCTBHUS:

1. Haxmure KHOMKY & (ITmmmetka) (cm. Pucynok 192). Ilanens BwIOOpa I1BeTa
3aKpOoeTcs, U Kypcop MpUMeT BUJI «IIpuIiesia» JIjisl BbIOopa IBeTa.

2. HaBenuTe Kypcop Ha I[BeT, B KOTOPBIN Cjle[lyeT OKPacHTh I'pPaHUIIbI sideek. [l Oosee
TOYHOTO BbIOOpA I[BeTa OpPUEHTUPYWTeChb Ha 00JaCTb, PACIONIOXEHHYIO CIIpaBa OT
Kypcopa. B Heli oToOpakaeTcst IBET MUKCeJisl, HA KOTOPBIM B IAHHBIA MOMEHT HaBeleH
KYpCOp.

3. lllenkHuTe MO BETY JIEBOM KHOIKON MBIIIIH.

['panurpl siueek OKpacsSTCs B BBIODAHHBIM IIBET, W KYpCOp TNpPHUMeT OOBIUHBIM BUII.
Vkazauublii niBeT nob6aButcs B Habop Ilociennue nBera (cM. Pucynok 192) u otMeruTcs ¢piiakkoM
Ha [1aHeJIM HAaCTPOMKU I'PaHULI.

Eciu Tpebyercs oTkiOuMTh nuileTKy 6e3 BbiOOpa I[BeTa, HaxkmuTe kiaBuilly Esc Ha

KJIaBHUaType.

4.4.9.2 IIpuMeHUTH CTUIb IPaHUI] IPeAbIAYyIel TadTHIIbI

YtoObl OBICTPO MPUMEHUTb K s4YeliKe/Mana3oHy sdyeek/Tabiuile CTWIb TpaHUI
MpebIayIel TabIUIlbl, BLITIOTHUTE CeIyIoIe TeHCTBUS:
1. Brimenure TpeOyeMyto TabJIMIly UK STYeHKY/UAIa30H siueeK.

2. Ha nanenu nHCTpyMeHTOB, B paszieiie Tabuma Ha)kMUTe KHOIIKY H (cm. Pucynok 194).

L s v
- & = AaB6BBITII = ...
% w @ E w {:.? OBbIUHbIF

TaGauua Ctinm

Pucynok 194 — Knormka mpyMeHeHust CTHIISI TPAHUIL TTPeJIbITyIIel TaOIUITbI

4.4.9.3 Y nanuTh rpaHUIbI

YrobObl yHaivTh 3aJjaHHble TPAHUIIBl SYEHKW/AMANa30HA sSYeek/TabiuIlbl, BBIIOJTHUTE
Clleqytoliye AeiCTBUS:

1. Brimenure TpebyeMyto TabIMIly UK STYeMKY/TUANla30H siueek.
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2. Ha nanenu MHCTPyMeHTOB, B paszfieiie Tabauma HaXXMUTe Ha CTPeJIKy CIipaBa OT
KHOIIKHU [ (cm. Pucynok 195).

3. Ha oTkpbIBIIEHCS ITaHeTM HACTPOWKY T'PaHUIL:
— B nepBoMm 6J10Ke HaCTPOeK yKakuTe MeCTO yAaleHus TPaHHUII.

— Bo BTOpoMm 6510Ke HacTpoek BbibepuTe HeT rpaHuir.
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— / HeT rpaHuy

Pucynok 195 — Y nanenue rpanui

4. YToObI 3aKPBITh TTAHEJIb HACTPOUKY T'PaHUI], BBITIOTHUTE OHO U3 CJIeTYIOIINX JIeHCTBUMA:
— Ha nmanenu uHCcTpyMeHTOB, B pa3feiie Tabsmma HaXXMUTe Ha CTpeJKy CIpaBa OT
KHOTIKA 1] (cm. Pucynok 195).

— H_[eJ'IKHI/ITe o I1myCcroMy MeCTy [JOOKyYMEHTd 3a IIpefejldMHu IIdHeJIn HaCTpOfIKH

IPaHMUII.

4.4.10 BoipaBHUBaHMe U 00TeKaHHe TEKCTOM

4.4.10.1 BeipaBHuBaHue Ta0IUIBI

ITo YMO/TYdHUTIO Ta6J'II/II_Ia BbIPDABHUBAETCA II0 JIEBOMY KpdlO HOOKYMEHTd. OTCTyTI CJIeBa

HacdjlegyeTrcsda OoT 86381_[8, IocJjie KOTOPOr'o pacCIioJIoXKeHa Ta6n1/1ua.

Yrtobbl M3MEHUTL CIOCOD BbIpaBHHMBaAHUA TaﬁJII/II_[bI MW OTCTYII, BBIIIOJIHUTE Cliegyronire

JIeUCTBUSL:

1. VcraHnoBuTe Kypcop B 00yI0 SYeKy TaOIMIbl WIM BbIIENIUTE JIFO00M 3JeMeHT

TAOIUIBL/ TabIIUITY 1EJIUKOM.
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2. OTKpo#Te OKHO HAaCTPOeK TAOJIMIIbI OJJHUM U3 CJIeAYIONIHX CIIOCOO0B:
— BribepuTe myHKT KOMaHAHOro MeHio Popmar > Tabsuna > Hacrpouts Tabsuiy

(cMm. Pucynok 196).

Wopmar  WMeotpyments Bug  OBwwi goctyn lNognucka Cnpaeka

OuncTnTe fopMaTMpoBaHKue Ctrl+Space | vl 14 v A0 AT = v = .
WpudT r AR ees i v & 11E w =
EbipaeHueaHue r
AGzay
MosopoT TekcTa L
Wzobpaxerne r
TaGanua b Ty Bcraeutb cTpoky ceepxy Alt=A
& BcraBwTe cTpoky cHM3Y Alt=B
B Bcrasure cronbey coesa Alt=L
Bl Bcrasute cronBey cnpaea Alt=R
B ¥panuTh cTpoky Ctri+Alt+R
w ¥panuTe cTonbey, Ctrl+Alt=L
B YaanuTe Tabamuy Alt+Shift+T
B  ObbeguHUTE A4Sk Ctrl+Alt+M
Hd Pazgenute Aueiiky Alt+Shift+=M
Pazmep Aueiku...
‘@' Hactpoute TaBanuy

Pucynok 196 — Ilyukt komanaHoro mexio HacTpouTs Tabsuiry

— Ha manenu uHCTpyMeHTOB, B pa3zeiie Ta0Gumma HaXXMUTE KHOIIKY o} (Hacrpoutsb

Tabmuiy) (cm. Pucynok 197).

'l(j W W
- — = = AaboBel't[lz ...
Eﬂ v [ T ‘:'::'} OEBI4HI

Tabnmua Crrnnm

Pucynok 197 — Knonka HacTpouts Taduiy
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— IlemukoM MpaBOM KHOINKH MBI OTKPOHTE KOHTEKCTHOe MEHIO U BBIIOJIHHATE

komaHny HacTpouts Tabsuy.

3. B okue Hacrpoiiku Tadsmuns! (cM. PucyHok 198) Boibepute crioco6 BbIpaBHHUBAHMUSL: 110

JIeBOMY Kpalo, 110 IIeHTPY WJIU 110 IPaBOMY Kpalo.

4. FEcmm s Tabimuiel BLIOPAHO BBIPABHMBAHHKE TI0 JIeBOMY Kpato, B mojie OTcTyn cieBa

YKaXuTe paCCTOdHHe OT JIeBOr'o II0JId JOKYyMeHTa 10 Ta6J'II/II_IbI.

5. Haxwmwure knonky OK.

Hacrpofkn Tabauue

BripaeHWBaHWe

= = H

OrcTyn cnesa:

0,00 cm -

D ETeKaHWe TEKCTOM

Pucynok 198 — Oxkao HacTtpoiiku Tadaunsl

4.4.10.2 O0TexkaHue TeKCTOM

B nanHoO¥ Bepcry NPUIIOXKeHUs IeMCTBYIOT Clle/lytollle OrpaHUYeHUs

— Tabmumel B kosoHTUTYMAx (cM. pasfen 4.10.2) He MOTYT UMeTb CBOMCTBa OOTeKaHUs

TeKCTOM. HpI/I BCTaBKe TaKOM T86JII/II_U:>I B KOJIOHTUTYJI CBOMCTBO aBTOMATUYECKU

OTKJ/IIOYaeTCH.

— Ecm B Tabmure ectb oObequHeHHas sdeiika (cM. pasfen 4.4.13), 4acTb KOTOpOM

IIepeHOCUTCA Ha CleJyIIyr0 CTpdHUIY, TO OdHHbIe, KOTOpble COHNEPXUT 3Ta sgJelka,

oToOpaXkatroTcsl Ha 06erx CTpaHUIlaX.
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— FEcmu Tekct B sdYeiike He IIOMeIIaeTcsi IO BBICOTe HA OAHY CTpaHUILY, TO

HelmoMeCTHBIIIaACsa 4dCTb TeKCTa O6p€3&€TC5{.

YT1o6bI HACTPOUTH OOTEKaHKe TabIUITBI TEKCTOM, BLITIOJTHUTE CJIeIyIOIIe JeHCTBUS:
1. VYcraHoBuTe Kypcop B /OOy SYEeWKy TaOJMIII WIM BBIJENIUTE JFOO0M 3JeMEeHT
TAOIUITEI/ TaOITUITY TEJTUKOM.
2. OTKpoKTe OKHO HACTPOEK TAOJIUIIBI OJJHUM U3 CIIeAYIOIIHUX CIIOCO0O0B:
— Bribepute myHKT koMaHgHOTO MeHI0 Popmar > Tabauna > Hacrpours Tadauiy
(cm. Pucynok 196).
— Ha nanenu uHcTpy™mMeHTOB, B pa3zerne TabGumia Ha)XKMUTe KHOIKY (HacTtpoutn
Tabmuiy) (cm. Pucynok 197).
— IlemykoM MpaBOM KHONKH MBI OTKPOMTE KOHTEKCTHOe MEHIO UM BBIOJIHUTE
koManay Hacrpouts Tabsmmy.
3. B okue Hacrpoiiku Tabmmsl (cM. PucyHok 198) nmocraBeTe duiaskok O0TeKaHHe TEeKCTOM.
4. YxkaxuTe criocob6 BBIPDAaBHMBAHHS TAaONIHWIBI M, NMpU HeobxomumocTH, OTCTym cieBa
(cm. pasmen 4.4.10.1).
5. VYkaxuTe paccTosiHHe OT TpaHMIl TabJuIbl [0 OKpysKaromero ee Tekcra Ciesa,
Copasa, CBepxy u CHusy.

6. Haxmure kHonky OK.

Ecmu Ta6JII/IIIa 3dHUMdEeT HEeCKOJIbKO CTpaHHI], TO 00TeKaHue TeKCTOM IIpUMEeHseTCAa
TOJIBKO Ha CTpdHHUIIE C HOoCIegHer 4acThiO Ta6J'II/II_IbI. Ha JTy CTpAaHUIY IIePpEeHOCUTCSI BeCb

TeKCT, KOTOPBIM PACIIOIOXKEH ToCyIe STKOPsI TabyuIibl (CM. pasnen 4.3.1).

Tabmuiy, N7 KOTOpPOM HAcTpoeHO OOTeKaHWe TeKCTOM, MOXXHO OBICTPO IlepeMecTUTh B
Ipyroe MecTo AoKyMeHTa. J1j1s1 aToro:

1. HaBenuTe Kypcop MbIIIN Ha TaOIUITy.

2. HaxmuTe KHOIIKY i 0TOOPa3UBIIYIOCS B JIEBOM BepXHeM YTJIy TaOJIUIIbL.

3. YnepxvBas JieByIO KHOIIKY MBIIIIH, [lepeMecTUTe TaOiIuIly B TpebyemMoe MecTo JOKyMeHTa.
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4.4.11 3MeHUTH pa3mep CTOJI0OIA WIM CTPOKH

Pa3mep cronbia unm cTpoku MOXKHO U3MEHUTh OJHUM U3 CIIeAYIOLIUX CII0COOO0B:
— IepeMeCTUTb I'PaHMIly CTOJI01a/CTPOKU BPYYHYIO;

— yKa3aTh TOYHYIO IIMPUHY CTOJIO11a/BBICOTY CTPOKH.

4.4.11.1 I3meHuTH pazmMep BpPY4YHYIO

Y106BI MU3MEHUTD pa3Mep OJIHOTO CTOJIOIA UM CTPOKHU, BBIIIOJIHUTE CJIeyIOIIue TeUCTBUS:

1. HaBemuTe Kypcop Ha TpaHMIy CTOJIOIA WM CTPOKH, pa3Mep KOTOPOM HeoOXOIUMO
u3MeHuThb. Kypcop nmpuMer BU IBYCTOPOHHEN CTPEeJIKH.

2. YIepxuBas HaXaToH JIeBYIO KHOIIKY MBIIIH, IIPOTSHUTE KypCOp TaK, YTOOBI I'pPaHHMIA
CTOJIOIA/CTPOKH MpHUHSIJIA TpebyeMoe MoJIoXKeHue.

3. OTHYCTI/ITE JIEBYIO KHOIIKY MBbIIIIH, YTOOBI BHCI)I/IKCI/IPOBHTI) II0JIO>KEeHHne.

HOCJIGI[HSISI BepPTUKAJIbHAS I'PAHHIIA Ta6JII/IHbI He MOXET IIPeBbIIAaTh IIPpaBOoe I10J1e CTPAHUIIBIL.

YToObl YCTAaHOBUTH OJWHAKOBBIA pa3Mep [JI HECKOJbKHUX CTOJIOIOB/CTPOK TabIMIIb,
BBITIOJIHUTE CJIeyIOII1e TeUCTBUS:
1. Boigenurte maHHbIe CTOJOIBI/CTPOKH.
2. VYcraHoBUTe Ji OAHOTO CTOJIOIA/CTPOKU pa3Mep, KOTOPBIA TpeOyeTcsl IPUMEeHUTD JIJIs
BCeX BblJIeJIeHHBbIX CTOJIOIIOB/CTPOK TabmuIlbl. [[jis aToro:
— HaBenure kypcop Ha rpaHuily Jit060ro CToJIOIA/CTPOKU TaK, YTOOBI OH MPUHSIT BU/L
IIBYCTOPOHHEe! CTPeJIKU.
— YIepxuBasi HaXXaTOM JIeBYHO KHOIIKY MBIIIM, MPOTSHATE KypCOp TakK, 4YTOOBI
IPaHUIIA CTOIOIIA/CTPOKU NPHHSIIAa TpebyeMoe MOoJI0XKeHHe.

— OtTnycruTe J1eBy10 KHOIIKY MBIIIH, YTOOBI 3apUKCUPOBATh MOJI0XKEHHe.

J1ns1 BBIZIEJIEeHHBIX CTOJIOIIOB/CTPOK TAOIMITEI OyJleT aBTOMAaTHUYeCKH YCTAHOBJIEH pa3Mmep,
YKa3aHHBIHN JIJIs1 JAHHOTO CTOJI011a/CTPOKH.
YToObl yCTAHOBUTH OJMHAKOBBIM pa3Mep MJis BCeX CTOJIOIOB/CTPOK TaOJUIIbI, BbLIIEJIUTe

Tabymiy (cM. paznen 4.4.7) v BBITIOJTHUTE aHAJIOTHYHbIe JIeHCTBUSI.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOI'MH», 2013-2024 195



MonOdonc

4.4.11.2 Yka3aTh TOYHBIHA pa3Mep

Yro6bl yKa3aTb TOYHYIO IIMPUHY JJISi OAHOI'O/HEeCKOJIBbKUX CTOJIOLIOB WM BBICOTY IUIS
OJTHOM/HEeCKOJIbKUX CTPOK, BBIIIOJIHUTE CIeAyIole 1eCTBUSL:
1. Vkaxure maHHBIE CTOJIOIBI/CTPOKU:

— Yr100Obl U3MEHUTH HIMPUHY OJHOTO CTOJIOIA WM BBICOTY OJHOM CTPOKH, BbIAENUTE
3TOT CTOJIOEI/CTPOKY WM BblJlelUTe JiIoOyIo siueiiKy, KOTopasi HAXOJJUTCS B IAHHOM
cTosb1e/cTpoke.

— Yr00OBbI M3MEHNTh IIMPUHY HECKOJIbKUX CTOJIOIIOB WJIM BBICOTY HECKOJIbKHX CTPOK,
BbIJIeJIUTEe 3TU CTOJIOLBI/CTPOKY WIM BbIIeJUTe JI000W AUANa30H sdeek, KOTOPbIHM
HAXOAUTCSI B JaHHBIX CTOJIOIAX/CTPOKAX.

2. Orkpotite okHO Pa3mep sigeliKu OHUM U3 CIIEAYIOMIUX CIIOCODOOB:
— Bribepute nyHkT komaHaHoro MmeHro Popmar > Tabnmuma > Pasmep sueiiku

(cm. Pucynok 199).

Dopmat  MHcTpymedte Bug  OBwwi goctyn  Mognwcka  Cnpaeka

OuncTuTe dopMaTHpoBEaHKE Ctrl+Space vl 14 |v| A {,-_\.\+ +E v =
WipndT "l AR e Av &~ R
BoipaeHneanue r
AB3au
MNoeopoT TekcTa ’
WzocbBpaxernue ’
Tabawua P TR BcraewTe CTPOKY CEEPXY Alt+A
& BcraBwTe CTpOKY CHW3Y Alt+B
E Beragwte cTonbey cnesa Alt+L
ﬂ Beragute cTonbey cnpaea Alt+R
dE ¥aanuTe CTpOKY Ctrl+Alt+R
w Y¥aanute ctonbey, Cirl+Alt=1
B  YaanwTe Tabamuy Alt=5Shift+T
B OfbegrHuTe AYElKW Cirl+Alt+M
B Pasgenute aueiiny Alt+5Shift+M
Pasmep aueikn...
5% Hactpouts Tabanuy

Pucynok 199 — IlyukT komanaHoro Metto Pazmep siueiiku
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— Ha manemu uHcTpyMmMenToB, B pasgenie Tabmmma (cM. Pucynox 200) Hakmure

KHoTIKY || (Pa3mep sueiiku).

l(:} W W
- — = = AaboBeIT[z ...
HH ~ [ T W E';':f OBkl

TaGauua Ctiam

Pucynok 200 — Knonka Pa3mep siueiiku

— [IlpaBoii KHONKOW MBIIIM IEJIKHUTe 110 BbIIeJIEHHbIM CTOJIOIaM/CTpOKaM |
BBITIOJTHUTE KOMaHy KOHTEeKCTHOTO MeHI0 Pazmep sueiikm.
3. B okue Pasmep siueiiku (cM. Pucynok 201) ykaxure Tpebyemyio IIIlupuny cToJiomoB
i BeIcoTy CTPOK.

4. Haxwmure kHonky OK.

Pazmep aueiin =

LW prHa

| R e

{3

Bricota

{3

0,36 cm

Pucynoxk 201 — Oxno Pa3mep siueiiku

4.4.12 Yka3aTb TOYHBII pa3Mep siaeeK

YTo0OBI YKa3daTb TOYHBIN pasMep OJTHOM WJIM HECKOJIbKHUX SIYeeK, BBIIIOJIHUTE dlegyromiye

JeUCTBUS:

1. Broimenure 3TU sS4elKH.
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2. Ortkpouite okHO Pa3mep sideliKH OHUM U3 CIIEAYIOMUX CIIOCODOOB:

— Bribepute nyHkT koMaHaHoro MmeHio Popmar > Tabnmuma > Pasmep sueiiku

(cMm. Pucynok 199).

— Ha manenu wHcTpymeHTOB, B pasfiene Tao6muma (cM. Pucynox 200) HaxkmwuTe

KHOTIKY || (Pa3mep ssueiiku).

— HpaBOfI KHOIIKOM MBbIIIMA IIIEeJKHUTE II0 BBbIJEJIEeHHbIM SYeWKaM W BBIIIOJHUTE

KOMaHy KOHTEKCTHOI'O MEHIO Pa3Mep ST9efKH.

3. B oxue Paszmep siueiiku (cM. Pucynok 201) ykaxute Tpebyemyo Illupuny 1 BeicoTy

siueek ¥ HaxkmuTe KHOTIKY OK.

4.4.13 O0beauHUTE TYCHKN

JIroboe KoIM4YecTBO siYeeK B TaGJ’II/IHe MO>XHO O6’b€,[[I/IHI/ITb.

[Ipu o6benuHeHnH stueex:

— OTMeuYeHHbIN AUAIla30H CTAHOBUTCS egUHOU SUeMKOM;

— COXPaHAITCA IdHHbIe TOJIbKO K3 BerHefI JIEBOM STYEeMKM TUalla30Ha;

— K 0OBeqUHeHHOM stuelike MprUMeHsieTcs: GopMaTUpOBaHKe BepXHel JIeBOM sSUeiKy Tuara3oHa.

YT0o0Ob! 00BEIUHUTD STYEUKH, BHIIEJIUTE UX U BBIIOJIHUTE OJTHO U3 CJIeAYIONIUX JeHCTBUI:

— Bruibepute nmyHkT komaHaHOro MeHi0 Popmar > Tabmuma > O0begUHUTH sTYEHKU

(cMm. Pucynok 202).

Dopuat  WHctpymedts Bug  OB6wwid goctyn

CQUNCTHTE DopMaTUpOBaHKWE

WpndT
BripaeHwWBaHKne

MosopoT TekcTa

M3obpamerne

Tabauua

Ctrl+Space

Mognucka  Cnpaexka

8 =§f == B M

BrTaBuTe CTpOKY CBEpRY

BrTaBuTe CTpOKY CHW3Y

BrraewTe cTonbeu cnesa

Betaeute cTonbey cnpaea

YpanuTe cTpoky

¥aanuts ctonbey,
YaanuTe TaBanuy

OEbesHNTE AYERKI

[
<
"l

Il
L4
T

[11]

Alt+A
Alt+B

Alt+L
Alt+R

Ctrl+Alt+R
Ctrl+Alt+U

Alt+5hift+T

Ctrl+Alt+M

Pucynok 202 — [TyHkT koMaHHOTO MeHI0 O0BeAUHUTD ST9eHKH
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— Ha nanemu uHcTpymeHToB, B pasferne Tabmmma (cMm. PucyHok 203) HakMHUTe KHOIIKY

o (O0beqMHUTD AYeHKH).

l(:} W ('}) W
- = = AaboBeI'T[lz = ...
EEl w : == {u“" OBbIYHBIF

Tabnuua Crinm

Pucynok 203 — Kanonika O0beiMHUTE SYeHKU

— HpaBoﬁ KHONKOM MBIIIX IIEeJIKHUTE II0 AUAIId30HyY W BBIIIOJIHUTE KOMdHAY
KOHTEeKCTHOI'O MEeHIO OGLEHI/IHI/ITL STIeHKH.

— Haxwmure coueranue kiasuill Ctrl+Alt+M / ~Option+sCmd+M.

Il pasnenenvss oObeJUHEHHOW sSYeMKU BOCIOJIb3yHTeChb KOMaHJ0M Pa3fenuTh siuedKy

(c™m. paznen 4.4.14).

4.4.14 Paznenuthb sueiky

Paznienienne sueek Ha HECKOJIBKO CTPOK MJIM CTOJIOLIOB yIOOHO UCIIOIb30BaTh IIPYA CO3/1aHUU
CJIOXKHBIX Tabnu1l (Hanpumep, B KOHCTPYKTOPCKOM JIOKyMeHTAIUH).

B Hacrosiiiiee Bpemst IeMCTBYIOT Cile[lyollle OrpaHUYeHMsL:

— HeJJOCTYIIHO OIHOBPeMeHHOe pasfiejieHHe HEeCKOJIbKUX sSUeeK;

— HeJIOCTYIIHO OJJHOBpPeMeHHOe pasfiejieHre ST9YelKu Ha CTOJIOIbI U CTPOKH.

Ecm nna  pasmenenHusi BbIOMpaeTcsl siueiika, KOTOpPasi COCTOMT U3 00BbeIMHeHHBIX
CTOJNOIOB/CTPOK (CcM. pasfen 4.4.13), To 4MCIIO CTONOIOB/CTPOK, Ha KOTOpPbIe OHA pa3felisercs,
JIOJKHO SIBJISITHCSL JIeJIUTeJieM 4Hciia 00beIMHeHHBbIX CTONIOIoB/CcTpoK. Hampumep, ecnu sderika
COCTOWT U3 8 00beIMHEHHBIX CTOJIOIOB, TO ee MOXHO pa3/ieluTh Ha 1, 2, 4 wiu 8 cronbmos. Eciu

siyerika COCTOUT U3 6 0O6beIMHeHHBIX CTPOK, TO ee MOXHO pa3fesiuTb Ha 1, 2, 3 uinu 6 cTpok.

YToObI pa3ieiUuTh STUEHKY, BHITIOHUTE CIIeAYIOIIHe TeHCTBUS:
1. Beigenure siueiiky.
2. Broimonnaute koManay PasaenuTs ss9eiiky OJTHUM U3 CJIeTyIOIIHUX CIIOCOOOB:
— Bruibepute nmyHkT koMaHAHOro MeHio Popmar > Tabiuma > Pa3nenuth s4eiky

(cMm. Pucynok 204).
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Wopmar  WMeotpyments Bug  OBwwi goctyn lNognucka Cnpaeka

OuncTnTe fopMaTMpoBaHKue Ctrl+Space | vl 14 v A0 AT = v = .
WpudT r AR ees i v & 11E w =
EbipaeHueaHue r
AGzay
MosopoT TekcTa L
Wzobpaxerne r
TaGanua b Ty Bcraeutb cTpoky ceepxy Alt=A
& BcraBwTe cTpoky cHM3Y Alt=B
B Bcrasure cronbey coesa Alt=L
Bl Bcrasute cronBey cnpaea Alt=R
B ¥panuTh cTpoky Ctri+Alt+R
w ¥panuTe cTonbey, Ctrl+Alt=L
B YaanuTe Tabamuy Alt+Shift+T
B  ObbeguHUTE A4Sk Ctrl+Alt+M
Id Pazgenute Aueiiky Alt+Shift+M
Pazmep Aueiku...
5% HactpouTs TaBauwy

Pucynok 204 — [TyHKT KOMaHIHOTO MeHIO Pa3nenuTs s4eiky

— Ha maHenu MHCTpyMeHTOB, B pasfene Tabmuma Haxkvute kHonky [ (Pa3meauThb

sigeiiky) (cm. Pucynok 205).

L v v
- b= = © AaEﬁBBFI‘,[[;
HE‘ w T W J:é:", DELIUHI

TaGauua Ctinm

Pucynok 205 — Knonka Pa3nenuTs sueiky

— IIpaBO¥ KHOIIKOW MBIIIM IIEJIKHUATE T10 BbIJIEJIEHHOM S'YeiiKe W BBIIIOJIHATEe KOMaHIy
KOHTEKCTHOTO MeHIo Pa3menuTs sigeiky.

— Haxwmure coyeranue knasumt Alt+Shift+M / ~Option+{TShift+M.
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3. B okne Pa3genenue siueiiku (cM. Prucynok 206):
— VkaxuTe, Ha Kakoe KOJMYECTBO CTOJIOIOB WM CTPOK CJiefyeT pa3ieluTh
BBIJIEJIEHHYIO sT9eliKy. UMCII0 MOXHO BBECTH BPYYHYIO, BBIODAaTh C TIOMOIIBIO
CYeTYMKA, KIIABMIII KJIABUATYPHI | ¥ T WK TPOKPYTKOM KOJIECHKA MBIIITH.

— Haxwmure kHOTIKY OK.

PasgeneHue A4efu -

O Cronbup

Crpokw .

Pucynok 206 — OxHo Pa3nenenue ssueiiku

JlaHHBIe W3 pa3JieJIeHHOW SYeMKU MOMeIAI0TCS B BEPXHIOK JIEBYIO SYEHKY I10Jy4YeHHOI'O

AH1dIla30Ha. S4aeriku AUAdIla30HAd HACJIeAYIOT Cl)OpMaTI/IpOBaHI/Ie paBHeHeHHOﬁ STYEHKH.

4.4.15 IloBTOPUTH 3aroJIOBOK Ha KaKI0H CTPaHHIIe

HHornma TekcToBble JIOKYMEHTBHI COflep>KaT OOoJibIiue TabJuIlbl, KOTOpble pa3MeIarTcs Ha
HeCKOJIbKMX cTpaHunax. [Ipu pabore c Oosblion Tabmuileld MepUOIUYeCKU TPUXOIUTCS
BO3BpAILlAaThbCS K ee Hadally, 4TOObl YBU/IeTh ee 3arojioBOK. UToObl m3bexaTb 3TOTO, HACTPOWTe
oToOpa)keHMe 3aroJiIOBKA Ha KaXk/1I0M CTpaHUIle, HA KOTOPOW paclioyioXeHa TabuuIia.

B kauecTBe 3arojioBka MOXKHO yKa3aTb TEPBYIO CTPOKY TaOJIMIIBI WM HECKOJIbKO CTPOK
TAOIUITBI, BKJIIOYAs IEPBYIO.

YT06BI NOBTOPUTH OJHY WJIM HECKOJIBKO CTPOK B KaueCTBe 3arojIoBKa TAaOJIMIIbI, BBIIOJTHUTE
CJIelyI1olye qeCTBUS:

1. VYkaxure o[IHy UM HECKOJIbKO CTPOK, KOTOPbIe OyAYT SIBJISITHCS 3aT0JIOBKOM TabJIUIIBL:

— Ecnm TpebyeTcs mOBTOPATH Kak 3aroJIOBOK OJIHY CTPOKY, YCTaHOBUTE B Hee Kypcop,

BBIJIEJINTE B HEU J'IIO6YI-O H‘leﬁl(y WJIX BbIAeJINTe ee IIeJIMKOM.
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— Ecmm Ttpebyetcsi IOBTOPSATh KaK 3arojIOBOK HECKOJIbKO CTPOK, BBIJIEJIUTE B JaHHBIX
CTPOKax JIt0O0M IMana3oH siueeK WM BbIIeJIUTe JaHHble CTPOKU LIeJIMKOM.
2. Ha naHenu MHCTpPyMeHTOB, B pazfieyie Ta0Gymia HaKMUTe KHOIIKY % (IIoBTOPATH KaK

3aroJIOBOK Ha KaKmou crpanune) (cM. Pucynok 207).

O o~ [ -
- - 2 AaBOBEIT/l | ...
% b @ E w {::';} OBbIYHbIK

TaGnuua CTinm

Pucynok 207 — Knonika IIoBTOpATH Kak 3aroJIOBOK Ha Ka:KI0H CTpaHHIIe

YTo6Bl OTMEHWTH NTOBTOpPEHHWe 3arojioBKa Ha KaXk[IOM CTpaHMIle, BBIIIOJIHWTE Cilefyollne
JeUCTBUS:
1. VYcraHoBuTe Kypcop B 0Oyl S4eliKy WIM BbIIeIUTe JI000H [Mana3oH sdeeKk B
Tabinuie.
2. Ha nanenu muHCTpyMeHTOB, B pa3zesne Tao6mmma (cM. Pucynok 207) HaxkmuTe KHOIKY

% (IToBTOpPATH KaK 3aroJIOBOK Ha KAXkKA0H CTpaHHIIe).

4.4.16 IIpeoOpa3oBaTh TEKCT B TAOIHILY

[Tpeo6pa3oBanue TekcTa B TabIUITY MOXKHO BBIIIOJIHUTD C TIOMOIIbIO KOMAHTHOTO MeHIO WK
MaHeJId HHCTPYMEHTOB.

[Ipy pa3meliienuu TekcTa B Tabiivile KaxAbld ab3al] MoMellaeTcsi B OTHENbHYIO sSUerKY.
Tabmnura 3anosnHsieTcst ab3aamMuy cjieBa HallpaBO, CBepXy BHUS.

Eciu npeo6pa3oBaHue oCyIecTBIISIeTCs C IIOMOIIbI0 KOMAHIHOTO MeHIO, TO 110 YMOTYaHHUIO
co3maeTcst Tabyuiia, KOTopasi COAEPXXUT Tpu crosbia. KomruecTBO CTPOK TabJUIBI OIIpe/ieNiseTcs
aBTOMATHUYeCKHU I10 KOJIMYeCTBY ab3alleB B TEKCTe.

UYtoObl mpeobpa3oBaTh TEKCT B TAONMIy C TOMOIbIO KOMAHJHOTO MEHIO, BBITIOJIHUTE
Clleqlytolire AeiCTBUS:

1. Otpenurte 3HakoM ab3ana Kaxabld GpparMeHT TeKCTa, KOTOPbIM He0OX0IMMO BCTaBUTh B

OTIeJIbHYIO TYEeKY.
2. Brigenure Bech TEKCT, KOTOPbIM HEOOXO/IUMO BCTaBUTh B TAO/IUILY.

3. Bribepute myHKT kOMaHHOTO MeHIO BeraBka > Tabmmma (cM. Pucynok 208).
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Beraeka @opmar  Wecrpymentm  Bug O

Wzobpamerne..

TekcTosoe none

Durypa L

B @ L mE

TaGnvua...

Pucynok 208 — Komangnoe menio BecraBka

Ecmn mnpeobpa3oBaHMe TekcTa B TaOJMIy OCYIIECTBISIETCS C IIOMOIINbIO  ITaHer
WHCTPYMEHTOB, TO KOJINYECTBO CTOJIOIOB TaOJIMIIBI MOXHO YKa3aTh BpyuHyl0. KosnuecTBO CcTpok
TAOIUITBI OIpeielisieTCsl aBTOMATUYeCKu 10 KOJIMYecTBY ab3alleB B TeKCTe He3aBUCUMO OT TOTOo,
KaKOe KOJIMYeCTBO CTPOK BbIOpAJ MOJIb30BaTeb.

Ytob6bl npeobpa3oBaTh TEKCT B TAOJIUIY C MOMOIIbIO IMAHEM WHCTPYMEHTOB, BBIIIOJTHUTE
CJlelyIolve IeNCTBUS:

1. Ortnenure 3HaKOM ab3alia KaXk/bli GpparMeHT TeKCTa, KOTOPbIA He0OXOIMMO BCTAaBUTh B

OTZIeJIbHYIO SYeUKY.
BrienuTe Bech TeKCT, KOTOPBIN HEOOXOMMO BCTaBUTh B TaOJIHUITY.
3. Pa3BepHUTe MmaHeJb CO3/IaHHUs TAOIMUITBI OAHUM U3 CIIeIYIOIIUX CIIOCODOB:

A
— Ha maHenu uHCTpyMeHTOB, B pasieie BcraBka Hakmute KHONKy (1 (Tabuuna)

(cMm. Pucynok 209). Beigenute KypcopoM TO KOJIMYeCTBO CTOJOIIOB M CTPOK,

KOTOpOe O0JKHA COAepXKaTb Ta6J'II/IL[a, U IIeJIKHUTE JIeBOX KJIaBUIIIEW MBIIIIH.

4

AabbB AaB6B1 AaB6BBl ... @v o [T-]]., =| ..

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

Tabavua 3x2

Pucynok 209 — Kuonka Ta6smina
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— Ha nmanemu uHCTpyMeHTOB, B paszieie BcraBka HakmuTe KHOTIKY === (cM. Pucynok 210).
Ha orobpasuBiiieiics: maHe/M BCTaBKK HaBeIUTe Kypcop MbIIy Ha KHOMKY HH Taoumma.
Boigenmre KypcopoM TO KOJIMYECTBO CTOJIOIOB M CTPOK, KOTOPOe JIOJDKHA COZIEpIKaThb

Ta0JINIIA, U LIEJIKHUTE JIPBOHM KJIABHUIIICH MBIIIIH.

AaBoBi = AabbB AaBo6B1 AaB6Bsl ... HH~ [ v [E] (-
OEbIYHBIIf 3aro.ok 1 Jaro..ox 2 3aro.ok 3 !
Crnm E Wzobpaxedne.., ~
E[ TekcToBOE NONE
(5‘ Durypa > Q
FH Tabauua... >
'C'_-) Dopwyaa..
ﬂ CneynansHele CHMEDABI... >
=op
— 33pPBIE CTREHULE
= Paspwe pazgena
Homepa ctpani,., »
@ KenoHTrTyaw >
OrnaensHue
BmBepuTe pazmep
(:-) Cowanka...

Pucynoxk 210 — Ilanenb BcTaBku

4.4.17 IlpeoOpa3oBaTh TaO/IUILYy B TEKCT

Yto06b! peobpazoBaTh TAOIUILY B TEKCT, BHIITOJIHUTE CJIeAYIOIMe IeMCTBUS:

1. Bwimenwure Tabmuity (cM. pasmen 4.4.7).

2. BrbimonHUTe KOMaHy BbIpe3aHHsl WM KOIMHUPOBaHUS TaOIUIBI JIIOOBIM yIOOHBIM
criocoboM (cMm. pazgen 4.9.2.1).

3. BrimonHuTe koMaHAy BCTaBku 0e3 ¢opmaThpoBaHMs JIOOBIM yIOOHBIM CIOCOOOM

(c™m. paznen 4.9.2.2).

TekcT U3 OgHOM CTPOKM TabJIMIIBI BCTaB/sIeTCs B OJWH ab3ar. B kadecTBe pasmenurens

JdHHBIX U3 sg9eeK UCIIOJIb3YeTCs 3HAK Ta6y3'[HI_[I/II/I.
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4.4.18 YpanuTh CTOJIOIBI MU CTPOKH

YToOBl yAamuTh OJWH WM HECKONBbKO CTOJIOIIOB WM CTPOK, BOCIOJB3YHTECh OJHUM W3
CJIe[IyIOIIMX CIIOCOOOB:
1. Beigenute paHHBIE CTOJIOIBI/CTPOKM WM SYEMKH, pacCIOIOKeHHble B HHUX. 3aTeM
BBIIIOJIHUTE OJHO U3 CIIeAYIOLIUX IeHCTBUN:
— Bruibepute nyHktr komaHgHoro MeHio ®opmar > Tabauna > Yaanurs cronadern /

Ynanurs cTpoky (cMm. Pucynok 211).

Dopmat  MHcTpymedte Bug  OBwwi goctyn  Mognwcka  Chopaeka

OuKncTHTE SopMaTUpoBaHKME Ctrl+5pace vl |14 v AT AT = v =
Wpngt r AR oo i v & 11E w =
BripaeHueaHue r
AB3ay

MNoeopoT TekcTa r
Wzobpaxernne r
TaBanua b T BcraeuTo cTpoky ceepuy Alt+A

&8 BcraBwTe CTpOKY CHW3Y Alt+B

B Bcraewte cronBey cnesa Alt+L

ﬂ Beragute cTonbey cnpaea Alt+R

d ¥panuTe CTpOKY Ctrl+Alt+R

ﬁ ¥panuTe cTonbey, Ctrl+Alt=L

Pucynok 211 — ITyHKTBI KOMaH/IHOTO MEHIO JIsl YAAJIeHUsI CTOJIOIOB U CTPOK

— Ha nanenmu HWHCTPYMEHTOB, B pa3jiejie TaﬁJmna Ha>XMHTe KHOIIKY BbIIIa1di0IIero MeHro

¥ (Ymanurth s9eiiky, CTojibel] WiH CTPOKY) U BbiOepuTe KOMaHIY % (Ynanmurs

crosioern) wiv 3% (Y aauTb cTpoky) (cM. PucyHok 212).

-o b W
- - .E_ = AaBoBeI'T[lz ...
HE‘ v [ |£ :& {c}} OBbIYHbI

TaGanua

B Yaaamte CTROKY

% ¥aanuTe cTonbel,

Pucynoxk 212 — Komanb! 111 yaineHus: CTOJIOIOB U CTPOK
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— IlpaBoii KHOMKON MBIIIM IIEJIKHUTe IO JIF0O00My MecTy BbIOpaHHOIO Juana3oHa

Y BBIIIOJTHUTE KOMdHAY KOHTEKCTHOT'O MEHIO YI[a.TlI/ITI: CTOJIﬁEII / Yp;aJme CTPORY.

— Haxwmure couveranue kiaBui Ctrl+Alt+U / ~Option+32Cmd+U, yTo6bl yaanuTh

OJWH WJIM HeCKOJIbKO

CTOJIOIIOB,

Wi CcodYeTaHHue

~~Option+3Cmd+R, 9TOOBI yIaTUTh OAHY UITH HECKOJIBKO CTPOK.

kimapuir  Ctrl+Alt+R /

2. Bblpenurte JaHHbIE CTOJOIBI/CTPOKU LIEJTMKOM U HAXXMUTe coderaHue kiaBuin Ctrl+- /

¥Cmd+-.

4.4.19 Ypanuth Tabauimy

YToOBI yoanuTh TabIuIy, BOCIIOIb3YHTECh OJIHUM U3 CJIeIYIONIHUX CIIOCOOOB:

1. Beimenure m100601i 371eMeHT TaOIUIbI WK TabJIUITY 1IeJIMKOM. 3aTeM BBIIIOJIHUTE OJIHO U3

CJIeIYIOIIUX IeUCTBUM:

— Bribepute nyHkT KoMaHaHOro MeHio ®opmar > Tabuuna > Yaaaurs Tadauiy

(cM. PucyHnok 213).

Dopmat

OuUCTHTE SopMaTMpoBEaHKNE

LWpudT
BoipaBHueaHue

MoeopoT TekcTa

WMzobpaxerHwe

Tabanua

WMHeTpymeHTH

Bvg OBwwi goctyn

Ctrl+5pace mes

Pl

o= == Bd

MNognwcka

Cnpaeka
vi| 14 v AT AT
] e ﬁ v &

BcTaewTe cTpoky cEEpXRy

BcraenTe cTpoky cHM3Y

BcraewTe cTonbey cneea

BeraewTe cTonbey cnpaea

¥nanute cTpoky

¥aanuTe cTonbey,

Y¥nanute Tabauwy

Alt+A
Alt+B

Alt+L
Alt=R

Ctrl+Alt+R
Ctrl+Alt=L

Alt+Shift+T

Pucynok 213 — [IyHKT KOMaHTHOTO MeHIO Y JaJIUTh Ta0JIHILy

— Ha maHenu MHCTpyMeHTOB, B pasjieiie IIpaBka HakmuTe KHONKy ||| (YaaauTs)

(cMm. PucyHnok 214).
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®aiin [paeka Beraeka @opmat  Muctpyments Bug  OBwwi goctyn lNognueka  C

+ » ;‘; ﬁ v é E KO Thames W
JobaeuTe g] v S Q Y K H AR

M3&paHHoe dainn Mpaeka WpnadgTt

Pucynok 214 — Knomnka Y ganursb

— IIpaBoif KHONKOHM MBIIIN IIEJKHUTE 110 JI0O0My MecTy B TaOuuIle W BBHIIIOJHUTE
KOMaH/ly KOHTeKCTHOTO MeHIO Y TaJIUTh Ta0JIHILy.
— Haxwmure coyeranue knasum Alt+Shift+T / ~Option+{Shift+T.

2. Brbipenure TabnuIly 11eJIMKOM U HakmuTe coderanue kiapuin Ctrl+- / 8Cmd+-.
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4.5 Pabora c n3obdpa:keHUAMHU

4.5.1 BcraButh H300paxenue

B TekcTOBBIN IOKYMEHT MOXXHO J00ABIISTh H300paXKeHHsI:
— C KOMIIBIOTEpa;
— u3 6paysepoB Google Chrome, Firefox, Internet Explorer u Microsoft Edge;

— W3 TEeKCTOBBIX U TaOIMYHBIX PedaKTOpoOB, BXOOAINIMX B COCTaB O(l)I/ICHbIX IIaKeTOB

Microsoft Office u LibreOffice.

[TopnepxuBaercs pabora ¢ nsobpaxenusimu B popmatax PNG, BMP, JPG, JPEG, JPE, GIF,
TIFF u TIF.

4.5.1.1 BcraBuTh H300paxkeHue ¢ KOMIbITepa

YToObl BCTaBUTH B JOKYMeHT u300pakeHHe C KOMIIbIOTEpPA, BBIMOJIHUTE CIIeAyIoIre

JEeNCTBUS:
1. VcranoBuTe Kypcop Ha TO MeCTO B J[JOKyMeHTe, KyJa HeoOXOOUMO BCTaBUTh
n3obpakeHue.
2. BpeinonHuUTe KOMaHAY BCTaBKU OJIHAM U3 CJIeIyIOIINX CIIOCOOOB:

— Bribepute myHKT KOMaHHOTO MeHIO BeraBka > M3o00paxenue (cM. PucyHok 215).

Beraeka @opmar  WHctpymentm  Bug OB

[]  WzobpameHue...

TekcToBDE None

Pucynok 215 — KomangHoe mento BeraBka

o
— Ha nanenu uHCTpyMeHTOB, B pa3ieie BecraBka Ha)kMUTe KHOTIKY (A300paxkeHue)

(cM. Pucynok 216).

AaB6Bel AaB6Bel' ... F]v O] v E

3aronoeok 3 Jaronoeok 4 L1

Beraska b

Pucynoxk 216 — Knonka 300pakenue
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— Ha nmanemu uHCTpyMeHTOB, B paszieie BcraBka HakmuTe KHOTIKY === (cM. PucyHok 217).

Ha 0T0Gpa3HBIIIENCS TAHEIH BCTABKH HAKMKTe KHOTIKY || Mi306pancenye.

Hv ] [Q)y B -

[ MaoBpakenne... ~
[F1  Tekcrosoe none s
& Q

Durypa ¥

AaboB AaBoB1 AaBéBsel ...

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

11

Pucynok 217 — [1anenb BcTaBku

3. B okHe daioBoro MeHemxepa BbiOepuTe H300pakeHHe, KOTOpoe HeobX0JIUMO

BCTdBUTD, U HA’KMHUTE KHOIIKY OTKpBITb.

4.5.1.2 BcraBuTh H300paxkeHue U3 dpay3epa Wi APyroro pegjakropa

YtoObl BCTaBUTH H300pakeHHWe U3 Opay3epa WIA JIPyroro peakTopa, BbLIIOJIHUTE
CJIeZIyIolre IeNCTBUS:
1. Cxonmpy¥ite nu300pa’keHre U3 UCTOYHHUKA.
2. YcraHOBUTE KypcoOp Ha TO MeCTO B JOKyMeHTe, KyJa HeoOXOJWMO BCTaBHUTh
u3zobpaxxeHue.
3. BcraBbTe n3obpakeHre OJJHUM U3 CJIeYIOIIHX CII0CO00B:

— Bribepute myHkT koMaHHOro MeHio IIpaBka > BcraBuTh (cM. PrucyHok 218).

Mpaeka Bcraska @opmar  Vectpymedte  Bug O
2 OtmeHuTs Ctrl+Z
T ToeTopuTs Ctri+¥
oo Buipesats Ctrl+X
Kenwpoeate Ctrl+C
|E| BrTaeute Ctrl+W

Pucynok 218 — Komananoe menro IlpaBka
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— Ha maHenmu mMHCTpyMeHTOB, B paszene IIpaBka HaXXMUTE KHOIKY B (BcraBuTb)
WM Ha)XXMUTE CTPeJIKy CIpaBa OT KHOMKHU 1N (BcraBUTB) U BBINOJIHUTE KOMaHIY

BcraBuTtsb (cMm. Pucynok 219).

@Daiin  [paeka Beraska Qopmar  MHotpymedtsel Bug  OBwwid goctyn

D v X Bl &
+ r |ﬁ—[|} &5 [] XOT
JobaeuTe |E;] v 9 i

} ﬁ BeTaguTs
M3aGpaHHoe ®ann Mpaeka

BCTaEWTE TOMBKD TEKCT

Pucynok 219 — Knonka BcraButhb

— H_IeJ'I‘IKOM HpaBOﬁ KHOIIKM MBIIIHN OTKpOfITe KOHTeKCTHOe MEeHIO M BLIIIOJTHHUTEe
KOMaHy BcraButh.

— Haxwmure couerauue xinasuml Ctrl+V / $Cmd+V.

ﬁ Ecmu B JOKYMEHT Tpe6yeTc;[ BCTAaBUTH TEKCT C I/I306pa)KEHI/I}IMI/I, CKOHI/IPYI\/'ITE K BCTaBbTe

TEeKCT U 1/1306pa>1<eH1/m I1I0 OTOEJIbHOCTH.

4.5.2 N3meHuTH pazMep HN300paxkeHust

Pa3mep nzobpakeHrst MO>)KHO U3MEHUTh C COXpaHeHHeM WiIu 6e3 coXxpaHeHUs! POIIOPIIUH.

H3meHeHVe pa3MepoB HeJJOCTYIIHO Uil M300pakeHWH, pa3BepHYTHIX IO IIPOU3BOJIbHBIM

YTJIOM B JIF0OOM JIpyI'OM TeKCTOBOM peZlaKTope.

4.5.2.1 U3meHuTs pazmep n300pa:keHUs C COXpaHeHHeM PO P

Yrobbl OBICTPO M3MEHUTh pa3Mep U300pakeHHsi C COXPaHEHHeM ITPOIOPIUM, BBIIOJIHUTE
CJIeyIouye qeiCcTBUS:
1. Breimenure nzobpaxkeHue, pa3mep KOTOPOTO HEOOXOAUMO U3MEHUTb.
2. Y7epxvBasi JIeBYIO KHOIIKY MBIIIIH, IIPOTSIHUTe JIF0O0M U3 YIJIOBBIX MapKepOB PaMKH Tak,
yTOOBI M300paKeHre MPUHSII0 HeoOXo UMbl padmep (cM. Pucynok 220).

3. OrtnycTuTe JIeBYI0 KHOIIKY MBIIIH, YTOObI 3aHMKCUPOBATh HOBBIM pa3Mep U300pakeHusl.
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Pucynok 220 — U3MeHeHre pa3mepa n3o6pakeHUsI C COXpaHeHHeM ITPOIOPIIUN

YToObl M3MEeHUTh pa3Mep H300paKeHHs C TOYHOCTBbIO [0 MUJUIMMETPA, BBINOJHUTE
CJIeyIolve IeNCTBUS:
1. Beigenute uzobpaxkenue.
2. Ortkpoiite okHO Pa3mep u moJsioxkeHune oqHUM U3 CIIEAYIONIUX CIIOCOOOB:
— Broibepute nyHkT komaHpHoro MmeHio Popmar > H3odbpakenwe > Pa3mep u

noJsoxenue (cMm. Pucynok 221).

Dopmat  ViHctpymente Bug  OBwwi gocyn Mognweka Cnpaeka

OuKeTUTE METWpoBaHWe Ctrl+5pace — —
$opmatipo pa EKCTE v = v | =
WpudsT r 1— —
IME[D W NOJOHKEHWE J= v | =
BbipagHWEaHWE r
keHue Ab3ay
MoeopoT TekcTa r
Wzobpamerne k Of6TekaHWe TEKCTOM r
TaBnuua L

=% Pazmep v nonomxeHwne

CoxpaHuTe nzobpaxkeHue..,

Pucynok 221 — [Togmento M300paskenue

— Ha nanenu uHCTpyMeHTOB, B pasfieie M3o00paxkeHne HakKMUTe KHOTKY (1 Pa3mep

u nojioxkenue (cM. PucyHok 222).

Dopmat  WHctpymedTe Bug OBwwid goctyn MMognueka  Cnpaeka

o Iﬁ v é ] 0= B rekcre v = v

. H H 1.
9 & 57 Pazmep v NonomeHne = v

Mpaeka HMzobpamenne Ab3au

Pucynok 222 — Knonka Pazmep u mosioxenue

— OTKpOfITe KOHTeKCTHOe MeHIO IIIeJITYKOM HpaBOﬁ KHOIIKKM MBbIIIIKM KW BBIIIOJIHUTE

KOMaHy PasMep H ITI0JIOXKEeHHe.
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3. B okne Pasmep u mosoxkenue (cM. Pucynok 223), B monsax Illupura u BeicoTa
yKaXXuTe TpebyemMyto TUPUHY U BBICOTY U300pakeHusl.

4. Haxwmure kHonky OK.

Pazmep v nonoxeHne et
WwnpuHa: Boicora:
o~y o~y
341 cm L =2 254 m "
Neewii oTeTyn: Bepxnuii otcyn:
o~y o~y
3,00 cm . 2,00 cm .

CT:T:.-'I'I OTCHYWTBIBAETCA OT K28R CTRaHMLUBL.

Pucynok 223 — OxHo Pa3mep u nmoJioxkeHue

4.5.2.2 3meHUTH pazmep H300pa:keHUus 0e3 COXpaHeHHS MPOIOPIIHIA

YTo6b! OBICTPO U3MEHUTh pa3Mep u30bpakeHUs 6e3 COXpaHeHUs NPOIOPIMH, BBIIIOJIHUTE
CJIeJIyIolre IeNCTBUS:

1. Brimenurte uzobpaxeHue, pa3mep KOTOPOTro HEOOXOUMO U3MEHUTb.

2. YIepxuBas JieByl0O KHOIKY MBbIIIM, I[lepeMecTdTe OAWH U3 MapKepoB paMKH

nzobpaxkenus (cM. Pucynok 224):

]

Pucynok 224 — U3meHeHre pa3mepa u3obpaxkeHust 6e3 coxpaHeHUsI POTIOPIIHA

— IS M3MeHeHHs BBICOThl M300pakeHUsI IlepeMeCcTHUTe BepXHUM WM HWKHUN MapKep

paMKu;
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— Ui M3MeHeHUs IIMPUHbI M300pakeHUsI IlepeMecTHTe JIeBbIi WK TpaBblii MapKep
PaMKH.

3. OrtmycTuTe JIeBYyI0 KHOIIKY MBIIIH, YTOOBI 3aMKCHPOBATh HOBBIY pa3Mep N300pakeHusl.

YToObl H3MEHUTb pa3Mep H300paKeHUs] C TOYHOCTHIO 0 MWIIMMETpa, BBIIOJIHUTE
ClleflyIolye NefCTBUL:
1. Beigenute uzobpaxkeHnue.
2. Ortkpoiite okHO Pa3mep u mosioxkeHue OJJHUM U3 CJIEIYIONIMX CIIOCOOOB:
— Bribepute myHKT KomaHfgHOro MeHio Popmar > H3odopaxkenue > Pa3mep u

noJsioxkenue (cM. Pucynok 225).

Dopumat  ViHcTpymente Bug  OBwwi goctyn Mognwcka  Cnpaeka

OuncTuTE METWPOEAH e Ctrl+5pace — —
$opmatupo pa EKCTE v =y | =
WpndT L 1— —
IMED W NOAOHKEHWE M= v =
BmpaeHueanwne r
keHue AB3au
MoeopoT TekcTa r
WzobBpameHne r O6TekaHWe TEKCTOM »
Tabauua L

=% Pazmep u nonoxeHwe

Coxpanute wsobpaxeHwe..,

Pucynok 225 — Ilogmenio U3o0pakenue

— Ha maHenu uHCTpyMeHTOB, B pa3zieiie M300paixkeHue HaXkMHUTe KHOTIKY (1 : Pa3mep

u nojioxkenue (cM. PucyHok 226).

Topmar  WhcTpymedte Bug  OBwwi goctyn Mognucka  Cnpaska

0\:"2 ﬁ W é D E B TekcTe w EE w

2 O & 7 Pasmep v nonoxeHue Ji— W

Mpaska M3obpaxeHwe AB3ay

Pucynok 226 — Knonka Pasmep u nosioxeHnne

— OrTkpoiiTe KOHTEKCTHOE MeHIO IeJYKOM IPaBOM KHOIKU MBIIIA M BBIIOJIHHATE

koMaHly Pa3mep u nmoJsioxkeHue.
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3. B okxue Pasmep um momoxenme (cM. PucyHok 227) OTKIOYATE aBTOMATHYECKOE

CcoXpaHeHHe MPONopLri n3obpaxenus. st 3Toro HaXKMUTE KHOIIKY = (Coxpanurtnb
COOTHOIIIeHHe CTOPOH) TaK, YTOObI OHA MpHHsIIa BUJ C 7.
4. B nonsx Illupuna u BeicoTa ykaxxuTe TpeOyeMyIo IIUPHUHY U BBICOTY H300paskeHUsI.

5. Haxwmwute kHonky OK.

Pazmep v nonosxeHne x
WupwHa BricoTa
341 cm o 254 cm )
Neewi oTcTyn BepxHwia oTcTyn
3,00 cm - 2,00 cm )

-J::TCT: N OTCYWMTRIBIETCA OT K28R CTREaHWUE

Pucynok 227 — Oxao Pa3mep u noJioxeHme

4.5.3 N3MeHUTDH NO3UITHIO N300paKeHUsI B TEKCTe

H3o0paxkeHre MOXeT pacrojiaraTbCs OTHOCHUTEJIbHO OCHOBHOTO TeKCTa JOKyMeHTa
CJIeIyIOIIUMU CITIOCOOaMU:
— B Tekcre — n300pakeHue SIBJISIETCS YaCTbIO TEKCTA KaK CJI0BO WJIM 3HAK MPeluHaHUS;
— Bokpyr pamMku — TeKCT oOTekaeT MpPSIMOYTOJIbHYIO PaMKy, B KOTOPYIO IOMeIaeTcst
HU300paKeHue;
— CBepxy U CHH3Y — TEKCT PaCIiojlaraeTcs BbIIIe U HUXe U300paKeHus;
— Ilepen TexcToM — U300pakeHUe pacrojiaraeTcs nepeji TeKCTOM B BUJie BEPXHEro CJIOs;

— 3a TeKkcToM — n3o0pakeHue pacIioyaraeTcs 3a TeKCTOM B BUJIe HUXKHETO CJIOS.

[Io ymomuanuio u3zoOpakeHwe pacnosaraercsi B Tekcre. UToObl M3MeHUTH IMO3UIUIO
M300pakeHusl, BHITTOJIHUTE CIIeIYIOIIHe IeHCTBUS:

1. Brimenutre Tpebyemoe wu3o0paxeHue. UYToObl BbIIEIUTh H300pakeHHe, KOTOpoe

HAXOJIUTCS B TMO3UIIMU 3a TEKCTOM, HaBeJlUTe Ha HEro Kypcop MBIIIHM U HaKMUTe Ha

0TOOPa3UBIIYIOCS KHOIIKY @®.
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2. OrobpasuTe CUCOK BO3MOXKHBIX ITO3UIIHI U300paXkeHHsl OHHUM U3 CJIeAYIOIIHMX CIIOCOO0B:
— Bribepute myHKT kKomaHAHoro MmeHio dPopmar > H3obpaxkenme > O0TekaHue

TekcToM (cM. PucyHnok 228).

Dopumat  ViHcTpymedTe  Bug  OBwwi gocyn Mognwcka  Cnpaeka

Ounctute MATUROEaHWE Ctrl+Space e = = = = =
bopmatapo PACE  Lcre v =y = = = = o
WpndT r 1— S —
pug IMER W MONOHEHWE M= W = 3= H b C”
BripaeHuBaHwe r
KEHMWE Ab3ay
MoeopoT TekcTa s
Mzobpamerne k OBTekaHne TeKCTOM b 0= B rekcre
TaGnua L .
o Pasmep v nonoxedwne i0:  Bokpyr pamkw
CoxpaHnTe naobpameHue.., O Ceepxy W cHU3Y
I [epepg TexcTom
= laTekcTom

Pucynok 228 — I[logmenio O0TexkaHne TeKCTOM

— Ha nanenu uncTpyMeHTOB, B pasziese M3o0paxeHne HaOXXMUTe KHOIIKY » CIIpaBa OT

TeKyller mo3unuu n3obpaxenus (cM. Pucynok 229).

Dopmat  WHctpymedTe Bug OBwwid goctyn MMognueka  Cnpaeka

o IE v é ] 0= B rekcre \l':} = v
- R
9 & _ =

B TekcTe

Mpaeka Ab3ay
0= Bokpyr pamku

O Ceepxy v cHU3y

IF Mepea tekctom

3a TekcTomM

Pucynok 229 — Bei6op nozunny nzobpaxeHus

- HpaBOfI KHOIIKOM MBIIIN IIEeJIKHUTE 110 I/1306pa)KEHI/IIO " BBIIIOJIHUTE KOMAHIY
KOHTEKCTHOT0 MeHi0 Q0TeKaHHe TeKCTOM.

3. B oTKpbIBIIEMCS TIOJIMEHIO BbIOepuTe TpebyeMyto MO3UIIUI0 U300pakKeHus .
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H3zobpakenue, koTopoe pacronaraercss B Tekcre, MOXXHO BBIPDOBHSITb IIO I'OPU3OHTAIIU
(pacrioyioXuTh CJieBa, ClipaBa WM 10 IeHTPY cCTpaHMIbl) (cM. pasgen 4.3.8.1). Eciu mpu stom
r3o00pakeHHe He OT/IeJIeHO OT TeKCTa ab3allHbIMU OTCTYIIaMH, TO BbIOpaHHOe BHIDABHUBAHUe TaKXKe

MIPUMeHsIeTCs. K TeKCTY, HaxXOJISIIeMyCsl B TOM e raparpade, 4To U U300pakeHue.

4.5.4 TlepemecTHTh N300paXkeHHe

H3o6paxkeHre MOXXHO IlepeMeliaTh CIelyI0IMMU CII0CO0aMHu:

— IepeTacKUBaTh, yIep>KUBas JIeBYIO KHOIIKY MBIIIIH;

— IepeMellaTh M0 BePTHUKAJIM WM 10 TOPU30HTAIM C MOMOIIbIO KJIAaBUMI «—, T, |, — Ha
KJIaBUAType;

—  yKa3bIBaThb OTCTYIIbI U300paXKeHUsI OT JIeBOT'0 U IIPABOI'0 Kpasi CTPAHUIIBL.

4.5.4.1 IlepemecTUTH C IOMOUIBIO MBIIITH

YtoObI mepeMecTUTh U300pakeHue C TOMOIIBIO MBIIITH, BBIIIOJHUTE CJIeIyIolre JeHCTBHUS:

1. Boigenurte uzobpaxenue, KOTOpoe HEOOXOJIUMO IIEPEMEeCTHUTb.

2. YIepxwuBas JIeByIO0 KHOIIKY MBIIIH, TlepeTaliuTe u3obpaxkeHre Ha TpebyeMoe MecTO B
IIOKyMeHTe.

3. OrtmycTuTe JIeBYyI0 KHOIIKY MBIIIHY, YTOObI 3aUKCUPOBATD [TO3UIMI0 U300pakeHHUsl.

4.5.4.2 IlepemecTuTH C NOMOIIBIO KJIAaBUII KJIABHATyPbI

[lepemenienne c moMoUIpI0 KiIaBUII <—, 1, |, — HEIOCTyNHO il H300pakeHus,

pacnionoxeHHoro B Tekcre (cM. pa3pen 4.5.3).

YToObl TepeMecTUTh H300pa’keHWe C TIOMOIbI0 KIIABMIN KJIABUATYpPhl, BBITIOJHUATE
Clleqlytolire AeiCTBUS:

1. Beigenurte nuzobpaxeHue, KOTOpoe HEOOXOJIUMO ITePeMeCTHUTb.

2. Tlepemectute M306pakeHue BJIeBO/BIPAaBO/BBepX/BHU3, HAXKUMasl Ha KJIaBUIy <«—, —, T

WIH |.

[lar NnepeMeIICHUA 3aBUCUT OT Macirada JAOKYMCHTA:

— eciu Maciatabd < 200%, To mar = 4 MMm;

— ecym maciarad > 200%, Tto mar = 1 MM.
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YToOB! YBEJIMYUTH IIIAT, TlepeMelanTe n300pakeHue KIaBUIIaMu <—, T, |, —, yaepkuBas
Hakatoi kiasumy Shift. B maHHOM citydae mmar epemeliieHus 6yieT paBeH:
— eciu mactarab < 200%, to mar = 4 cMm;

— eciu maciatad > 200%, to mar = 1 cm.

4.5.4.3 Yka3aTh OTCTYIIBI OT JIEBOT0 M BepXHero Kpasi CTpaHHIbI

H3o006paxkeHre MOXHO IepeMecTUTb, YKa3aB ero OTCTYIbl OT JIeBOTO M BepxXHero Kpas

CTPaHMUIIBI.

JlaHHbBIH Crocob mepeMelrieHrst HeJOCTYIIeH il M300pakeHus, paciioiokeHHOro B Tekcre

(cm. pasmen 4.5.3).

YroOBl yKa3aTh OTCTYIBI U300pakeHNs], BBIIOJIHUTE CIIe/lyoIlye 1eHCTBUSL:
1. Boigenure uzobpaxeHnue.
2. Orkpoiite okHO Pa3mep u mosioxkeHue OJJHUM U3 CJIEIIONIHMX CIIOCOOOB:
— DBroibepute nyHkT komaHaHoro meHio Popmar > W3obpakenue > Pasmep m

noJsoxenue (cMm. Pucynok 230).

Dopumar  MHcTpyments Bug  OBwwid goctyn  Moanwcka  Cnpaeka

OuncTuTe fopMaTUROBaHNE Ctrl+Space —

KETE v — v =
Wpndgt 4 — —

MED W NONCHEHWE = v =
BripaeHueaHne L4

eHMe AB3au
MoeopoT TekcTa L4
Wzobpamerune * OBTekaHWe TEKCTOM P
Tabawua 4

7 Pazmep W nonoxeHue

CoxpaHuTb nzobpaxeHue...

Pucynok 230 — [Togmenio N300pakeHue

— Ha nmanenmu uHCTpyMeHTOB, B pa3nene M3o00paxkeHne HaXXMUTe KHOIKY - : Pa3mep

U nojoxenue (cM. Pucynok 231).

Dopmat  MHctpymentsr Bug  OBwwi goctyn lognucka  Cnpaeka

;{; Iﬁ w % D E B rekcte hd ‘E hd
(—_) -:__> Q Dﬂ Pazmep v nonoxeHne I‘E A
Mpaeka HM3acEpaxeHne AB3ay

Pucynok 231 — Knonka Pazmep u nmosoxenue
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— OrtkpoiiTe KOHTEKCTHOe MeHIO ILIeTYKOM IIpaBOM KHOIKU MBIIIM M BBIIOJIHUATE
koMaHzy Pa3mep u noJioxkeHue.
3. B okxue Pasmep u mosoxkenue (cM. PucyHok 232), B nose JIeBbIii OTCTYIl yKaXkuTe
OTCTYIl OT JIeBOrO Kpasi CTpaHuIpl. B mosie BepxHmii OTCTym yKaXuTe OTCTYIl OT
BepXHero Kpasi CTPaHHIIbL.

4. Haxwwure kHonky OK.

Pazmep n nonoxenne x
LWkpuHa: BmicoTa:
Eal el
341 cm L = 254 cm "
Jleewif oTCTYN: BepxHui oTcTyn:
Eal el
3,00 cm » 2,00 cm "

CTCT}'I’I OTCHWTBIBAETCA OT K2aA CTPpaHWLbI.

Pucynok 232 — Oxno Pa3mep u nosioxxenue

4.5.5 CoxpaHuTh H300paxkeHHe

H3o6pakeHne 13 JOKyMeHTa MOXXKHO COXPAHUTb Ha KOMIIbIOTepe.
J11s1 3TOTO BBIMIOJIHWTE CIleAyIOle IeUCTBHUS:
1. Boigenurte uzobpaxeHnue.
2. BbinonHKTe KOMaH/y COXpaHeHUs! OJJHUM U3 CJIeYIOMINX CIIOCOOO0B:
— Bruibepute myHkT komaHgHoro MeHio Popmar > H3zobpaxenue > CoxpaHHTH

u3oopaxkenue (cM. PucyHok 233).

DQopmar  WMHecTpyments Bug  OBwwmi goctyn lNognucka  Cnpaeka

OunctuTe dopmaTnpoBaHne Ctrl+Space —

KETE v — v =
WpndT 4 1— —

MERD W NONCKEHWE M= v =
BripaeHweaHnwe 4

eHue AB3ay
MNoeopoT TekcTa L4
Mzobpamerne L4 OBTekaHWE TEKCTOM L4
Tabauua 4

5% Pasmep v nonomeHwe

CoxpaHWTe W3obpameHue...

Pucynok 233 — [logmenio U3o00pakenue
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— OrtkpoiiTe KOHTEKCTHOe MeHIO ILIeTYKOM IIpaBOM KHOIKU MBIIIM M BBIIOJIHUATE
koMaHy CoxpaHUTh H300paxeHue.
3. B oxHe ¢dailsioBoro MeHepkepa BblOepUTe MalKy JIsl COXpaHeHUs], yKaXxuTe uMs ¢aiisia

Y HaXkMuTe KHONKY COXpaHHUTB.

H306pakeHrie COXpaHSIETCS B UCXOTHOM pa3Mepe.

Ecnu n3zobpaxenuie 6b1710 06pe3aHo B IOKyMeHTe C IOMOIIbI0 CTOPOHHEro MPUIoXKeHHUs,

TO OHO COXpaHsIeTCsl B UCXOAHOM (110 0Ope3Ku) BUJIe.

4.5.6 Yaanuts uzo0paxeHnue

YTo0bl yIanuTh U300pakeHue, BHITIOIHUTE CIIeIyIOIIHe IeHCTBUS:

1. Boigenure uzobpaxenue.

YTo6s! BBIIEINTH U300paXkeHre, KOTOpoe HaXOAWUTCS B IIO3UIMU 3a TeKCTOM (CM. pasjies

4.5.3), HaBeIWTe HA HEr0 KYpPCOP MBIIIU U HAXKMUTe Ha 0TOOPA3UBIITYIOCS KHOTIKY @

2. BbinosiHATe KOMaH/y yiaJieHus: OJTHUM U3 CJIeIyIOIIUX CIIOCOOOB:
— Ha maHenu MHCTpyMeHTOB, B pasfieiie IlpaBka HaxxmuTe kHOnky || (YoamuTh)

(cMm. PucyHok 234).

Dopmat  WHetpymerTe Bug  OBwwid goctyn MNMognweka Cnpaek

;»Y{o ﬁ W é D EBTEKETE w

i & 57 Pasmep v nonoxeHue

MNpaeka Mzobpamernmne

Pucynok 234 — Knonka Y gaiurthb

— HpaBoﬁ KHONKOM MBbIIIN IIEeJIKHUTe II0 I/I306pa)KEHI/II-O U BBIIIOJIHUTE KOMAHIOY
KOHTEeKCTHOI'O MEeHIO YlIaJII/lTI).

— Haxmure Ha kiiaBuiy Delete v Backspace Ha kitaBuaType.

Ecnmu uzobpakenue Haxomutcs B mosuniud B Tekcre (cM. pasnen 4.5.3), TO ero MOXHO

YAQIUTh KakK TeKCT (cM. pa3zen 4.2.12).
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4.6 Pabora c purypamu

B 1OKyMeHTBI MOXHO JO0aBISATb (PUIYPHI CIIEYIONIUX THIIOB: JIMHHUS, MPSMOYTOJIbHUK,
3JUTUIIC, TPEYTOJILHUK, POMO, 3aTHYTHIH yroJl, 3Be3/1a, Cep/ille, CKOOKH, CTPeJIKU, BHIHOCKU, TEKCTOBOE

nosie. PUrypbl MOXKHO AO0ABIISATH B JIF0O0E MeCTO OKyMeHTa, KpoMe CHOCOK U KOMMeHTapHeB.

4.6.1 BcraBuTh JIMHUIO

YToOb! 10OABUTH B IOKYMEHT JIMHUIO, BBITIOJIHUTE CIIEAYIOITUe IeACTBUS:
1. OrtkpoiiTe NOAMEHIO BCTaBKU OJIHUM U3 CJIeIyIOIIHUX CII0COOO0B:

— Bribepure myHkT KOMaHHOTO MeHi0 BeraBka > ®urypa > JIunum (cM. Pucynok 235).

Berapka @opmar  Wectpymentm Bug  OBwwid goctyn  Moanueka  Cnpaeka

B Wsobpaxerve.. P XO Thames v 14 v AT AT IS
TekcToeoe none ) R

1 @urypa P MuHan P NuHua

EE TabanLa.. O MpamoyroasHKE A Crpenka i
@ Gopmyna.. 2 3naunc ' [lEycTOpOHHAR CTpenka
CreunancHee CUMBOL. . A TR

> Pomb

*5  Paspbie cTpaHWUpl Ctrl+Enter 3 ZarwyTeii yron

‘= Paspwie pasaena Yr 3seana

I  Homepa cTpaHuy, o Cepave

B KonoHturynw 3 [] Crobku ,

=: OrnaeneHne > Crpena -

¢)  Comnka.., Ctrl+K [ BwHockw 3

=l [epekpecTHan cconka...

[[]  2aknagka...

AE  CHocka »

[Z  KommenTapwii

& Jara

(D) Bpemn

=] [Moar

Pucynok 235 — KomangHoe mento BeraBka

— Ha mnanenmu wuHCTpymeHTOB, B pa3fene BcraBka HaxkmuTe KHOIKY “==. Ha
0TOOpa3uBILIeCs NTaHeJld BCTaBKU HaBeJUTe KYpPCOP MBIIIM HAa KHOIKY A durypa

(cM. PucyHok 236).
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1 AaBbB AaBoB! AaB6BB .. [« [T]] v |_|
3aro.ox 1 3aro..ok 2 Jaro..ok 3 11 =< — i
WMzobpaxerne.., ~

E[ TekcToBDE NONE

NuHMK ) Durypa >
/ /I / HH  TaBawua >
=)
OcHOBHEIE (L) Dopayna..
CrneunansHbBIE CUMEDALI, . >

i

Pazpwie cTpaHuubp

e
3

= Paspwis pasgena
Crobku Haomepa cTpanny by
[ ] { _} B Kononturyaw by
_—— OrnaeneHne

> {3 ﬁ @ EF} 7 Ccwna..

=]  Mepexpecthan cobinka..

g <9|] |£_L| [ L Zaknagka..

A
BeiHOCKN AE  CHocka >
™ = SMMEHTAPMIA
] O
|:| Jara

Pucynoxk 236 — Ilanenb BcTaBkU

2. B oTKpbIBIIeMCsSI TIOJMEHIO BbIOepUTe THN JIMHUM [JI1 BCTaBKU: JIMHHS, CTPeJIKa,
IIBYCTOPOHHSIs cTpesika. Kypcop npumer BUjI iepekpecTust — -+
3. Tlpu HeOOXOAMMOCTH BBIOEPUTE THUIT HAKOHEYHUKOB JIMHUU (CM. pa3zen 4.6.11).
4. ]lobaBbTe IMHUIO OJTHUM U3 CJIETYIOIIUX CIIOCOOOB:
— lenkHuTe J1€BOM KHOMKOM MBIIIN TI0 MECTy, B KOTOPOM JIOJDKHA HAXOAUTHCS TOYKa
Hayaa JIMHUU. B oKyMeHT n006aBUTCs JIMHUS ITTMHOM 4,24 CM C yTJIOM HakJIOHA 45°.
— YIepxuBasi HOKaTOM JIeBYIO KHOIIKY MBIIIIHA, HAPUCYUTe JIMHUIO B TpebyeMoM MecTe

IokyMeHTa. YTOOBI 3aBepIINTh pUCOBAHKe, OTIIYCTUTE JIeBYIO KHOIIKY MBIIIIH.
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5. Ilpu HEOOXOIUMOCTH peIaKTUPYUTe JIMHY U YTOJI HAaKJIOHA JIMHUM (CM. pasjen 4.6.10).

Ilo YMO/TYaHUIO JIMHUS BCTABJIIETCA Ilepel] TEKCTOM. HOSI/IIII/IIO JIMHUX MO>XXHO HW3MEeHHUTb

BpyuHy1o (cM. paszen 4.6.12).

4.6.2 BcraButh Qurypy

Yro6bI 106aBUTH B JOKyMeHT (UTYPY, BLIIIOJIHUTE CleyloIIye JeHCTBUS:
1. YcraHnoBuTe Kypcop B TO MeCTO AOKYMeHTa, KyJla HeOOXOAUMO BCTaBUTh QUTYDY.
2. Otobpa3uTte cmcoK GUTYP OJHUM U3 CJIETYIOITUX CIIOCOOO0B:
— Broibepute nyHkT koMaHaHOTrO MeHio BeraBka > ®durypa (cMm. Pucynok 235).
— Ha mnaHenum wuHCTpyMeHTOB, B pasfene BcraBka HaxmuTe KHOmky . Ha
0TOGPA3MBIIIEHACs TTAHEH BCTABKH HaBeJUTe KYpPCcop MBI Ha KHOMKY (¥ durypa
(cm. PucyHnok 236).

3. B oTkpbiBIIeMcs oJIMeHI0 BbibepuTe Tpebyemyio Gpurypy.

4.6.3 BcTaBUTEL TeKCTOBOE II0JIe

TekcToBoe 1ojie — 3TO TEeKCT B paMKe, KOTOPbIM MOXHO JIeTKO IepeMelaTh B Ipefieax
pelakTUpyeMoro [AOKyMeHTa. TeKCTOBble TIOJii MMEIT IIWPOKOe IIpUMeHeHWe W MOTYT
WCII0JIb30BAThCS, HAIIPUMeD, IS CO3JJaHUS TTOAIIMCeNA K 3jIeMeHTaM PUCYHKA WIA BBIHOCKM ITATAT
M3 OCHOBHOI'O TeKCTa JIJIsl IPHUBJIeYeHUs] BHUMAHUS K HUM.

YTOOBI BCTaBUTh TEKCTOBOE I10JIe, BBIIIOJIHUTE CIIeyIOIIue TeUCTBUSL:

1. VcraHoBuTe Kypcop B TO MeCTO JOKYMeHTa, Ky/1la He0OXOJJUMO BCTaBUTh TEKCTOBOe I10JIe.

2. BpblinosHUTe KOMaH/Ty BCTaBKH OJIHUM U3 CJIEIYIONIHUX CIIOCOOOB:

— Bribepute myHKT koMaHAHOTO MeHI0 BeraBka > TekcroBoe moste (cM. PucyHok 237).

Beraeka @opmar  Wectpyments Bug  OG

Wsobpakerue...

TekcToeoe none

Pucynok 237 — Komananoe mMenio BecraBka

— Ha nanemu uHCTpyMeHTOB, B paszieiie BcraBka HakMuTe KHOIIKY === (cM. PrucyHok 238).

Ha oTobpasusiieiics laHe BCTaBKy HaxkmuTe KHONKy [7] TekcroBoe moute.
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AaboB AaB6B1 AaB6Bel ... [_]v v E -

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

WzobpaxeHwe.., "
III TekcToBDE NoNE

Durypa ¥

Pucynoxk 238 — Ilanenb BcTaBku

3. Baeaute B TekcToBOe Iosie TpeOyeMblil TeKCT. PopMaTUpOBaHKe TeKCTa B TEKCTOBOM
110JIe OCYIIIeCTBIISIeTCs! aHaJIOTMYHO GOPMAaTHPOBAHUIO OCHOBHOT'O TEKCTA JIOKyMeHTa.
4. YToOBI CHATH BblJlelleHHe C TeKCTOBOI'O I10JIs, LeJIKHUTe 110 JF060My MeCTy JIOKyMeHTa

34 1pejejiaMy TeKCTOBOT'O I10JIA.

4.6.4 PenaktupoBath purypy

B mobyto ¢urypy, kpome JTMHUU, MOXKHO 1I00aBUThH CJIEAYIOIIME 3JIeMEeHThI:
— TekcT (cm. pazgen 4.2.1),

— wuzobpaxenwue (cM. paszen 4.5),

— ¢opmyiny (cM. paznen 4.8),

—  CCBUIKY (cM. pasnen 4.2.3),

— TIepeKpecTHYIO CChUIKY (CM. pa3zen 4.2.4),

— 3awianky (cMm. pasnen 4.2.7),

— TeKyIIyIo AaTy Wix BpeMms (cM. pazfen 4.2.9).

Yto0ObI 106aBUTE B GUTYpPy KAKOW-TMOO 371eMEeHT U3 MepeurCIIeHHbIX, [TepeiiuTe B peXXum
ee peJlakTUpoBaHus. {7151 3TOro BhijlesuTe GUTYPY JIBOMHBIM IIETYKOM MBIIIIH.
YToOBI BBIUTU W3 peXkuMa peJlaKTUPOBAHUS, IIeJKHUTEe TO0 JIFoboMy MecTy JOKyMeHTa 3a

npeziesiaMu GUTYPBHI.
B Hacrosiee BpeMs peXXuM pelaKTUPOBAHUS He IOAJIepP>KHUBaeTcs Uil GUTYp, KOTOphIe

HAXOMATCS B TO3UNKMUA 3a TeKCcToM (cM. paszen 4.6.12), u mis ¢puryp, pa3BepHYTBIX O]

IIPOM3BOJIbHBIM yTJIOM B CTOPOHHUX TeKCTOBBIX pelakKTopax.
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4.6.5 3anuBka purypsl

BHyTpeHHI0I0 06sy1acTh J1I000M QUIypHI, KpOMe JIMHWM, MOXHO 3allOJIHUTH ILBETOM WU

r3o0pakeHueM.

4.6.5.1 3anuBKa QUrypsI IBETOM

J11s1 3a5IMBKM PUIypHI IBETOM BBIIIOJIHUTE CllelyIoIIye JeHCTBUS:
1. Beienute ¢GpUrypy oJIHMM IIeJTYKOM MBIIIN WUJIU BbIAENINUTe PUIYyPY IBONHBIM IIIeTYKOM
MBIIIH, YTOOBI [IEPEeHTH B PEXKUM ee PelJakTUPOBAHUSI.

2. YTob6bl 3an0MHUTH GUTYPY MOCIEAHUM IIBETOM, KOTOPBIM UCIIOIb30BAJICS ISl 3aJIUBKU

<&

paHee, Ha IaHeJd WHCTPYMEHTOB, B pasfiejie PuUrypa HaXMHUTe KHOIKY mm (IIBeT

3asmBKH) (cM. PucyHok 239).

I
&
£

5
£

[T
e
il
o
—

- - AaRAR  AaRAR
HeTt zanuekn
Ab3ay

LLgeTa TEMBI

H BEGENES

CTaHAapTHBIE LEETa:

MNocnegHue ueTa:

Apyrie ueeta.., ﬂ

Wzobpaxenne:

Bmbpate...

Pucynok 239 — Knomnka IlBeT 3aIMBKH U 11aHesb BbIOOpA I[BeTa
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3. YtoObl 3amoyiHUTL GUTYPY JPYTMM IIBETOM, HAXMHUTE Ha CTPEJIKYy CIIpaBa OT KHOIIKHU

<

== (LIBeT 3a/1MBKH).
4. Ha oTkpbIBIIIeicsS TaHeId BbIOOpa I[BETa yKa)XkKWTe IBeT 3aJMBKUA (PUTYpPHI OJHUM U3
CJIeIyIOIINX CIIOCOOOB:
— BblOepUTe BT B OJIHOM U3 MpeJICTaBJIeHHbIX HA0OPOB 1IBETOB,
— YKa&XuTe KOJ I[BeTa BPy4HYIO,

—  CKOIMPYHTE IBET C TIOMOIIBIO MUIETKH.

4.6.5.1.1 BeiOpaTh HiBeT B IpeACTaBJIEHHBIX HA0Opax IBETOB

Ha nanenu Beibopa 118eta (cM. PucyHok 239) ripesictaBiieHbl ciieyoliyre Habophbl I[BETOB:

— IIBeTa TeMBI — COJIEPXXUT IIBETOBYIO MAJIMTPY TEMBI TEKYIIIero JJOKYyMeHTa.

— CrangapTHble IBeTa — COJEPXUT I[BeTa, KOTOpble II0JIb30BaTeNld dYallle BCEero
BbIOMpAIOT TP GOPMATHPOBAHUHU JOKYMEHTA.

— ITocmegnme mBeTa — COIEPXKUT JI0 JECSTH MOCIIEHUX IIBETOB, KOTOPBIE BbI BHIOMPAH
npu ¢opmarvpoBaHuu JokyMeHTa paHee. Habop Ilociemnme mBera orobpakaercs,

€CJIU Bbl BbIOMPAJIA XOTs ObI OJIMH IIBET.

[Tpu HaBeneHMM Kypcopa MBIIIMA Ha JiF0OOM IIBeT OTOOpaXkaeTcsl 3HaYeHWe 3TOro IiBeTa B

uBetoBor Monenu RGB. Hanpumep: RGB 192,80,77.
Jly1st BBIOOPA 11BeTa IIeJIKHUTe M0 HeMy JIeBOM KHOIKOW MBIIIIH.
[IBet no6aBuTcs B Habop Ilociemuue nBera 1 otMetuTcst dutaskkoM. [laHens BbibOpa 11BeTa

3akpoetcs. PUrypa 3arnogIHUTCS BHIOPDAHHBIM 1[BETOM.

4.6.5.1.2 Yka3aTh KOJ IIBeTa BPy4YHYIO

Ecmu B nepeuniciieHHbIx Habopax 11BeTOB HeT IO/IXOASIIEro IIBeTa, YKaXKUTe ero Koj BpY4IHYIO:

1. Haxwmurte kHoniky JIpyrue nBera (cM. PrucyHok 239).

2. B otkpoiBiieMcst okHe Beioop nBera (cM. Pucynok 240) ykaxuTte TpeOyeMblil I[BET B
Busie HEX-kona wim B popmare RGB.

3. Haxmure kHonky OK.

IIBeT, ykasaHHbIM Bpy4Hy!o, obaButTcs B Habop Ilocnemnue nBera (cM. Pucynok 239) u

OTMETUTCA Cl)]'[a)KKOM. ITanenn BbI60pa [IBeTa 3dKpOoeTCH. CDI/Il"ypa 3aIIOJIHHUTCSL BbIGpaHHbIM OBEeTOM.
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Brifop ueeta >
Hex-kog MpegnpocuoTp
e -
KpacHmi JeneHulid CHHWIA

0 129 D e

Pucynok 240 — Okno Beroop nBera

4.6.5.1.3 CxonupoBaTh IBeT C NOMOIIBI0 ITHIIETKH

ITumeTka IpeaHa3Ha4eHa I OAHOBPEMEHHOT'O KOIIMPOBAaHHS IIB€Td C TeKCTa HUJIN OG’bEKTa,
PacIIoNIoXXeHHOTo B paboueil 06/1acTH IJIaBHOTO OKHA (CM. pa3fen 3.4), U 3aJMBKU QUTYPHI 3TUM

IIBETOM.

[TuneTka HeaKTUBHA B peXXMMe pPelJaKTUPOBAHHUS KOJIOHTUTYIOB (cM. pasfen 4.10.2).

YTo06BI CKOITMPOBATL IIBET C [IOMOIIbIO IMUIIEeTKH, BBIIIOJIHUTE CJIeYIoIIre JIeVICTBUSL:

1. Haxmurte KHONIKY & (ITmmetrka) (cm. Pucynok 239). Ilanenr BeIOOpa 1BeTa
3aKpoeTcsl, U KYpCcop MPUMET BU]I «IIpHllesiay Jijisi BbIOopa IBeTa.

2. HaBenuTe Kypcop Ha LIBeT, KOTOPBIM Clle[lyeT 3anojaHuTh ¢urypy. s 6omee TouHOrO
BbIOOPA I[BeTa OPUEHTUPYHTeCh Ha 00J1acTh, PaclooXeHHYIO CIipaBa OT Kypcopa. B Heit
oToOpakaeTcs BT IUKCeJis, Ha KOTOPbIM B JaHHBIM MOMEHT HaBeJieH KypCcop.

3. llenkHuTe 110 IIBETY JIeBOW KHOIIKOM MBIIIIY.

durypa 3aloJHUTCS yKa3aHHBIM I[BETOM, U KypCOp NpUMeT OObIYHBIM BUI. YKa3aHHBIN
1Betr Aobasurcs B Habop Ilocnegune nBera (cM. Pucynok 239) u otmetutcs ¢rakkoM Ha IaHeIn
BbIOOpA IIBeTa.

Eciu Tpebyercs oTkiouuTh nuieTky 6e3 BbIOOpa I[BeTa, HakmuTe kiaBuily Esc Ha

KJIaBHATYpe.
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4.6.5.2 3anuBKa QUrypsl H300paKeHHEM

YToOBI 3a110JIHUTH PUTYPY H300pakeHreM, BBITIOJIHUTE CJIelyIolre JeHCTBUS:

1. Beienute GpUrypy oJIHMM IIeJTYKOM MBIIIN WUJIU BbIAEINTe PUIYyPY IBONHBIM IIIeTYKOM

MBIIIIY, YTOOBI IIeperTU B peXXUM ee peJJakTHPOBAHUSI.

2. Ha nanHenu MHCTPyMeHTOB, B pasziejie @urypa Ha)KMuTe Ha CTpeJIKy CIIpaBa OT KHOIIKH

£

[
il
I
]

Ab3ay

== (IBeT 3amuBKkHu) (cM. PucyHok 241).

il
||

|
-

Ha nanenu Beibopa 118eTa, B 6110ke M300paxkeHune HaxkMuTe KHONIKY BrIOpaTh.

= v

AaRAR  AaRkaR

HeT 2anveKu

LlgeTa TembI

H BSENEN

CTaHIapTHEIE LEETA!

MocnegHue ueeta:

Apyrve uBeTa...

WzobpaxeHne:

Bribpato...

Pucynok 241 — Knonka Beriopars

4. B oxHe dailioBoro MeHekepa BblbepuTe TpebyemMoe H300pakeHHe U HAXKMUTe KHOIIKY

OTKpBITS.
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4.6.5.3 OTMEeHHUTH 3aJIMBKY

YTOoOBI OTMEHUTD 3aIMBKY PUIyPbI, BBIIIOJIHUTE CIIeyIOLye 1eHCTBUS:
1. Brigenute GUrypy OIHUM IIETYKOM MBIIIN WA BbIJeINTe GUTYPY JBOMHBIM IIETYKOM
MBIIIH, YTOOBI [IEPEeHTH B PEXKUM ee PeJakTUPOBAHUSI.

2. Ha manenu WUHCTPyMeHTOB, B pa3szeyie Purypa HaXXMuTe Ha CTPeJIKy CIIpaBa OT KHOIKHU

£

== (IBeT 3amuBKkHu) (cM. PucyHok 242).

3. Ha nmanenu Beibopa 1BeTa HaxkMuTe KHONIKY HeT 3a/IuBKH.

= = = = = | T (& 0=

- - T — & =~ AaRAR | AaRAR
v == H Y q

HeT 3an1BKW
AB3au
LieeTa Temb:
H BGENEN
Pucynok 242 — Knonka Her 3amuBku

4.6.6 Koutyp ¢purypsi

HJ’[H KOHTYP4a Cl)I/Il"ypr MOJKHO OIIpeeJIUTh IIBeT, TOJINWHY U TUII JINHUH.

4.6.6.1 BpiOpaTh nBeT KOHTYpa QUrypHI

YToOb! BEIOpATh 11BET KOHTYpa GUTYPHI, BHITOJIHUATE CIIeAYIOIHe IeACTBHS:
1. Boimenute GUTypy OJHUM IEITYKOM MBIIIN WIHA BbiieJuTe GUTYPy JBOMHBIM IEITYKOM
MBIIIIH, YTOOBI IEPEUTH B PEXXUM ee pe/IaKTHPOBaHUSI.

2. Ha nasHenu MHCTPyMeHTOB, B pa3ziejie Purypa Ha)kMuTe Ha CTPeJIKy CIIpaBa OT KHOIIKU

= (KouTyp) (cM. PrcyHOoK 243).
3. Ha oTkpeiBieiics maHenu BbIOOpa IBeTa yKaXKuUTe I[BeT KOHTypa GUIYpPbl OAHUM M3
ClleyIOIINX CII0CODOOB:
— BbIOepuTe IIBeT B OJIHOM U3 IIpeJICTaB/IeHHbIX HAaOOPOB I1BETOB,
— YKaXWTe KOJ| I|BeTa BPy4HYIO,

—  CKOIIMPYWTe [BET C IOMOIIIbIO MTUIIEeTKH.
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HeT koHTypa
LlgeTa Tenmb

b

CTaHaapTHeIE LEeTa:

MNocnegHwe ueeTa:

Opyrue yeeta... ﬁ

ToawmHa anHK; 1,00nT

Pucynok 243 — Knornika KoHTyp 1 naHesb BbIOOpa 1BeTa

4.6.6.1.1 BeiopaTs 1BeT B IIpeJCTaBJIeHHBIX HA00pax IBeTOB

Ha manenu Beibopa 118eta (cM. PucyHok 243) ripefictaBiieHbl ciieyolire Habophbl I[BETOB:

— IIBeTta TeMBI — COJIEP)KUT IIBETOBYIO MAJIMTPY TEMBI TEKYIIIero JJOKyMeHTa.

— CrangapTHble IIBeTa — COJEPXUT I[BeTa, KOTOpbIe II0JIb30BaTeNld dYallle BCEero
BBIOMPAIOT IPU POPMATUPOBAHUHU JOKYyMeHTa.

— Ilocnegnme nBeTa — COMIEPXXUT 10 JECSTH MOCJIeJHUX IIBETOB, KOTOpPbIe Bbl BHIOMPAIU
npu dopmatupoBaHuu JokymMeHTa paHee. Habop Ilocinemnme mBera oToOpakaercs,

eCJIU BBl BBIOMPAJIA XOTsI ObI OJIMH IIBET.
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[Tpu HaBejeHMM Kypcopa MBI Ha Jit0O0M 1BeT oToOpakaeTcsl 3HaueHHe 3TOro IiBeTa B

nBeroBoi Mosienmn RGB. Hanpumep: RGB 192,80,77.

Hﬂﬂ BbIGOpa [B€Ta IEeJIKHUTEe 110 HEMY JIEBOM KHOITKOM MBIIIIH.

IIBet mo6aBuTcs B Habop Ilocemuue nBera 1 otMetuTcs GutaskkoMm. [larenb BeIbOpa 1BeTa

3akpoetcsi. Koutyp ¢urypsl okpacurcs B BbIOpaHHBIN I[BET.

4.6.6.1.2 Yka3aTh KoJ IIBeTa BPy4YHYIO

Ecm B mepeunciieHHbIX Habopax IIBETOB HeT TOAXOJSINEro I[BeTa, YKaXKHuTe ero Koj

BPYYHYIO:

1. Haxwmure kHOTIKY JIpyrue nBera (cM. PucyHok 243).

2. B orkpsiBiemMcst okHe Bpioop nBera (cM. PucyHok 244) ykaxure TpeOyeMblil IIBET B

Busie HEX-kona wiu B dopmate RGB.

3. Haxwmure kHoniky OK.

BeiGop ueeta

Hex-kog

A

35 96

R

PEANPOCMOTR

)

KpacHeii JeneHpi

CHHWIA

146

Pucynok 244 — OxHo Bei0op nBera

LIBeT, yka3aHHbIM Bpy4HYIO, MobaBuTcs B Habop ITocnemuue mBera (cMm. PucyHok 243) u

otMetuTcs dprakkoM. [lanensb BeiObopa 1nBeTa 3akpoercsi. KOHTyp ¢pUrypsl OKpacuTcsi B BbIOpaHHBIN

IIBeT.
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4.6.6.1.3 CxkonupoBaTh I[BET C MOMOIIBIO MHIIETKH

[Tunetka IpeaiHda3Hda49€eHda I OOAHOBPEMEHHOT'O KOIIMPOBAHHS IIB€Td C TEKCTA WA 06’I)EKTa,

pacIonoXeHHoro B paboydeid 06JIaCTH TJIaBHOTO OKHA (CM. pa3zen 3.4), ¥ MpUMeHeHUs 3TOro IBeTa

K KOHTYPY QUTYyPHI.

[TuneTka HeaKTUBHA B PeXXMMe pPeJJakKTUPOBAHUS KOJIOHTUTYJIOB (cM. pasnen 4.10.2).

YT0OBI CKOITMPOBATL IIBET C [IOMOLIbIO ITUIIEeTKH, BBIIIOJIHUTE CJIeAYIouire e CTBUS:

1.

3.

Haxmure KHOIKY & (ITmmerka) (cMm. Pucynok 243). Ilanens BbiOOpa IBeTa
3aKpOeTCsl, U KYpcop MPUMEeT BUJI «IIpHllesiay Jijisl BbIbopa 1BeTa.

HaBepnute kypcop Ha 11BeT, B KOTOPBIN TpeOyeTcsi OKpaCUTh KOHTYP GUrypsl. s 6osee
TOYHOTO BbIOOpA I[BeTa OPUEHTHUPYWTeCh Ha OOJIACTh, PACIIOJIOKEHHYIO CIIpaBa OT
Kypcopa. B Heli oToOpakaeTcsi IBeT MUKCeJIsl, HA KOTOPBIM B IaHHBI MOMEHT HaBeleH
KYpCOp.

[ITeskHUTe 110 [IBETY JIeBOU KHOIIKOM MBIIIIH.

Kourtyp ¢urypsl okpacutcss B BbIOpaHHBIA IIBET, M KYpCOp IpUMET OOBIYHBIA BUI.

Vkazannbiii Bet nobaButcs B Habop Ilocnemnue nBera (cMm. PucyHok 243) u otMeTuTcst Giia’kkom

Ha IaHeJy BbIOOpA IBeTa.

Ecin Tpebyercs oTkitouuTh nuieTky 6e3 BbiOOpa IiBeTa, HakMuTe kiasuily Esc Ha

KJIaBUaType.

4.6.6.2 Bp1OpaTh TOJIIIUHY U THII JITHUM KOHTYpa PUTypBI

Yro6bl BBIOpATh TONIIMHY W TUIl JIMHUM KOHTypa UIYpPHI, BBIIOJIHUTE Clelyloliye

IeUCTBUS:

1.

Brigenute GUTypy OfHUM IETYKOM MBIIIN WIH BbIIeJIUTe GUTYPY JTBOHHBIM IIETYKOM
MBIIITH, YTOOBI IEPEUTH B PEXXUM ee PeJJaKTUPOBAHMSI.

Ha manenw uHCTpyMeHTOB, B pa3jieiie Purypa HaXkKMUTe Ha CTPEJIKY CIpaBa OT KHOIKH
E (Koutyp) (cM. PucyHok 243).

B mone TonmmHa JUHHM yKaXXuTe TpeOyeMylo TONIIMHY KOHTYpa BPYYHYIO WIHA C

IMOMOIIbIO TIeperyIrovaTesIs.

BribepuTe THII IMHUM KOHTYPA U3 IPeyCTaHOBIEHHBIX 3HAaYeHHH.
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4.6.6.3 IIpuMeHUTH HACTPOIKU KOHTYpaA Npeabiayieii purypol

Yrobbl OBICTPO NPUMEHWUTb K (QUIrype HACTPOMKMA KOHTypa Ipelblaylied ¢QUTYpH,

BBITIIOJIHWUTE ClleJyroue JerCTBUS:

1. Brimenute Urypy oHUM IIETYKOM MBIIIA WIA BbIJIeJIATEe PUTYPY TBONHBIM IIEITYKOM

MBIIIIY, YTOOBI IeperTU B peXXUM ee peJJakKTHPOBAHUSI.

(cM. PucyHok 245).

11
il
i
|
O
<
|7l
<

|7

I
il
|

T = CH

Ab3zay durypa

Pucynok 245 — Knornika KonTyp

4.6.6.4 Y nanuth KOHTYp QUTrypHI

YTo6bI yIaMUTh KOHTYP QUTYPHI, BHITOJIHUTE CIIEAYIOIIHe IeiCTBUS:

1. Boigenure GuUrypy oJHUM IIETYKOM MBIIIHM WIA BbIIETUTEe GUTYPY JBOWHBIM IEITIKOM
MBIIIIH, YTOOBI IEPEUTH B PEXXUM ee PeJJaKTHPOBAHUSI.

2. Ha manenmu MHCTPyMeHTOB, B pa3ziejie PUrypa HaXXKMHUTe Ha CTPEJIKY CITpaBa OT KHOIIKU
.E. (KouTyp) (cM. PucyHok 246).

3. Ha nanenu BbIObOpa 11BeTa HaXkMUTe KHOIIKY HeT koHTYypa.

— = = = = | 11 O v | O
~ - - _ | = AaB6B AaBoB
E {_E _}E ]j qT E "H"J ! OBl YHBIH 3aro...or 1
Ab3au
HeT koHTYpa Ik
LleeTa Tenb:

Pucynok 246 — Knonka Het koHTypa
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4.6.7 Ctuias TMHAN

HJISI JIMHHUX MOXXHO OIIpelieJINTh UBeT, TUIl U TOJIIIHUHY.

4.6.7.1 BeiOpaTh nBeT JHHUHA

YToOBI BRIOpPATh IIBET JIMHUH, BHIIOJTHUTE CIIeTyIOITHe JeUCTBUS:

1. Broigenure JUHUIO.

2. Ha naHenu UHCTPYMEHTOB, B pa3zesie JIMHUA HaXXMUTe Ha CTPeJIKy CIpaBa OT KHOIKHU
E (Ctunb muuun) (cM. Pucynok 247).

3. Ha oTKphbIBIIIeMCs maHeIu BbIOOpA IBETa YKAaXKUTe IBEeT JIMHUM OJHUM M3 CJIeTYIOIUX
CII0CODOB:
— BbIOEpHUTE MBET B OJTHOM U3 MPeJICTaBJIeHHbIX HA0OPOB IIBETOB,

—  YKa)KuTe KOJI IIBeTa BPY4YHYIO,

— CKOIIMPYWTe [BET C IIOMOIIbIO ITUITeTKH.

AB3ay

HeT KoHTypa

LleeTa Tembi:

IIIIIIII
L

CraHgapTHbie LBeTa:

MocnegHwe ugeTa:

Apyrue ueeTa... j?

ToauHa AMHnA: 0,25nT

Pucynok 247 — Knornka CTHIIB JIMHUH Y TTaHeNb BEIOOpa 11BeTa
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4.6.7.1.1 BeiOpaTh HBeT B IpeCTaBJIEHHBIX HA0Opax IIBETOB

Ha nanenu Bei6opa 118eta (cM. PrucyHok 247) npeficTaBiieHsbl ciiefiyIoiiie Habophl 1BETOB:

— IIBeTa TeMbI — COJIEP)KUT I[BETOBYIO ITAJIMTPY TeMbl TeKYIero JOKyMeHTa.

— CraHpapTHble IBeTa — COIEpXWUT IIBeTa, KOTOpPble II0JIb30BaTelXd 4Yallle BCEero
BBIOMPAIOT TIpK GOPMATUPOBAHUY JOKYMEHTa.

— Ilociennue nBeTa — COAEPXXUT JI0 JIECSTH IIOCIeIHUX 1IBeTOB, KOTOPbIe Bbl BBIOWpAU
npu ¢opmarvpoBaHuu HokyMeHTa paHee. Habop Ilociemnme mBera oToOpakaercs,

eCJI1 BbI BbIﬁI/IpaﬂI/I XOTS OBI OJIVH IIBEeT.

[Tpu HaBejeHUM Kypcopa MBIIIM Ha JI00O0M 1BeT oToOpakaeTcsi 3HaUueHHe 3TOro IIBeTa B
uBetoBor Mogenu RGB. Hanpumep: RGB 192,80,77.

Jly1st BBIOOpA 11BeTa IeJIKHUTe 10 HeMy JIeBOM KHOIIKOW MBIIIIH.

[IBet no6aBuTcs B Habop Ilociemuue nBetra u otMetutcs ¢uiaskkoMm. [laHenb Beibopa 11BeTa

3akpoetcs. JInHUS OKpacuTCs B BBIOPAHHBIH 1IBeT.

4.6.7.1.2 Yka3aTh KoJ IIBeTa BPy4YHYIO

Ecnu B nepeuriciieHHbIX HabOpax I1BeTOB HET IIOAXO/SIIEr0 I[BeTa, YKaXKUTe ero KoJl BpY4HYIO:

1. Haxwmure xHoniKy JIpyrue nBera (cM. PucyHok 247).

2. B otkpoiBiiemcst okHe Boioop nBera (cM. PucyHok 248) ykaxuTe TpeOyeMmblil I[BET B
Busie HEX-kona wim B popmare RGB.

3. Haxmure xkHonky OK.

Bribop ueeta >
Hex-kog MpegnpocuoTp
KpacHmi JeneHuli CHHWIA

e L 129 . 185 .

Pucynok 248 — Oxno Beioop nBera
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LIBeT, ykaszaHHBIA Bpy4YHyI0, fo6aBuTcs B Habop Ilociemnme nBera (cM. PucyHok 247) u

OTMEeTUTCA (bﬂa)KKOM. [Tanens BbI60pa [IB€Ta 3daKpOeTCH. JInHusg OKpaCHUTCA B BbI6paHHbII>'I OBeT.

4.6.7.1.3 CxonupoBaTh I[BET C NOMOIIBIO MHIIETKH

ITunerka IpeaHa3Hada4eHa JJId OOAHOBPeMEeHHOTI'O KOIIMPOBAHHS IIBeTd C TeKCTa HUJIN 00BeKTa,

pacIonoXeHHoro B paboydeid 06JIaCTH TJIaBHOTO OKHA (CM. pa3zen 3.4), ¥ MpUMeHeHUs 3TOro IBeTa

K JIMHUU.

[TuneTka HeAKTUBHA B PeXXKUMe pelaKTUPOBAHUs KOJIOHTUTYIIOB (CM. paszen 4.10.2).

YTo06BI CKOITMPOBATL IIBET C [IOMOLIbIO ITUIIEeTKH, BBIIIOJIHUTE CJIeAYIolire JIeVICTBUSL:

Haxmure KHOIKY vl (ITmmerka) (cMm. Pucynox 247). Ilanens BbIOOpa IBeTa
3aKpOeTCsl, U KYpcop MPUMEeT BU]] «IIpHllesiay Jijisi BbIbopa 1BeTa.

Hagenure kypcop Ha 11BeT, B KOTOPbIN TpeOyeTCst OKPacUTh JIMHUIO. [1jist 6osiee TOUHOTO
BbIOOPA I[BeTa OPUEHTUPYUITeCh Ha 00J1aCTb, PACIIONIOXKEHHYIO CIIpaBa OT Kypcopa. B Hei
oToOpakaeTcsl 1BeT MUKCeJIsl, HA KOTOPBIM B JaHHBIM MOMEHT HaBefleH Kypcop.

[ITeskHUTe 110 [1BETY JIeBOU KHOIIKOM MBIIIIH.

JIuHus okpacuTcsl B BBIOpaHHBIN I[BET, U KYpCOp NPHMeT OOBIYHBIM BUJI. YKa3aHHBINA IIBeT

nobasutcs B Habop Ilocimemume nBera (cM. PucyHok 247) m orMeTtuTtcss $IaXKOM Ha IaHENH

BbIOOpA I1BeTa.

Ecm TpeGyercss OTKIIIOUWTH MHUIETKY 0Oe3 BbIOOpa IBeTa, HaXmuTe kiaBuily Esc Ha

KJIaBHaType.

4.6.7.2 BpIOpaTh TOJIIIUHY U THII JITHUU

Yrtobbl BbI6paTb TOJIIIWHY W THUII JIMHWH, BBIIIOJIHWUTE CJIeAYIoIlIre JevCTBUSL:

1.
2.

Beinienvre nvHUIO.

Ha nanenu mHCTpyMeHTOB, B paszfiernie JIMHHSA HaXkMuTe Ha CTPeJIKY CIIpaBa OT KHOIIKU
E (Ctwnb uaun) (cM. Pucynok 247).

B none TonmmHa JUHUM yKaXdATe TpeOyeMyl0 TOJIIIMHY JMHUM BPYYHYIO WIH C
MIOMOIIIbIO TIepeKJIroYaTessl.

BbI6epI/ITe THUII JIMHUU U3 IIPe]lyCTaHOBJIEHHBIX 3HAYEHMI.
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4.6.7.3 IIppuMeHHUTH CTIWIBb MPeAbIAYIIei JIMHIH

YT0OBI 6bICTpO IIpUMEHUTDb K JIMHUH CTUJIb HpeanlIYHIEﬁ JIMHWH, BBIIIOJIHUTE ClleAyroliue

JeUCTBUSAL.

1. Broimenute nunuMIO.

2. Ha nanenu MHCTpyMeHTOB, B pasfieiie JIMHHUSI HaXMUTe KHOIKY am (CTHIB JHHUHN)

(cm. Pucynok 249).

1
11
i1l
i
|
il =\
<
[m]
<

----- W

Ab3ay NuHKa

Pucynok 249 — Knonka CTHib THHUHA

4.6.7.4 COpocuTh HACTPOMKYU CTHJISI TUHUH

[Ipy HEOOXOAMMOCTU MOXHO COPOCUTH HACTPOWMKH CTHJISL JIMHUU. [ 3TOr0 BBINOJHUTE
clleflyioliye AeiCTBUS:

1. Broimenute nuHuMIO.

2. Ha naHenu MHCTPYMEHTOB, B pa3zesie JIMHUA HaXXMUTe Ha CTPeJIKy CIpaBa OT KHOIIKH

s (CTinb muuauu) (cMm. Pucynok 250).

3. Ha nanenu BbIObOpa 11BeTa HaXkMuTe KHONIKY HeT koHTYpa.

— = = == 1T + 4 P vTv
— =]
_ | = — o e v R nx
— |::'. vl
— — |
AB3ay
HeT KOHTYRa
Lipeta Temb:

Pucynok 250 — Knonka HeTt koHTYpa
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4.6.8 N3menuTh pazmep pUrypsl

Bricoty 1 mmpuHy GUrypbl MOXXHO U3MEHUTH C COXpaHeHWeM WM 0e3 COXpaHeHus! IPOIIOPLKH.

YTo6bl U3MEeHUTHh pasMep QUIYpbl C COXpaHEeHWeM IIPOIIOPLKMM, BBIIOJIHUTE Clelyloliye

IEeUCTBUS:
1.
2.

Brinenute purypy, paamep KOTOpoit He06X0IUMO U3MEHUTb.
VY nepxxuBasi JieBy10 KHOIIKY MBIIIH, IPOTSIHATeE JIF0O0M U3 YIJIIOBBIX MapKepOB PaMKH Tak,
YTOOBI PUTrypa IPUHSIIAa He0OXoauMbIH padmep (cM. PucyHok 251).

OTnycTuTe JIeByr0 KHOIKY MBIIIH, 9YTOOBI 3apUKCUPOBATh HOBBIM pa3Mep QUIypBHI.

& &

Pucynok 251 — U3meHenure pa3mepa GuUrypel ¢ COxpaHeHHeM IpONOPIUi

Yro6bl M3MeHUTh pa3Mep pUrypbl 6e3 coxpaHeHUs IIPOIOPIUM, BBHIIOJIHWTE Clelyoliye

JeUCTBUSA:
1.
2.

Brienute purypy, paamep KOTOpoii HeO6X0JUMO U3MEHUTb.

ViepxuBasi JieByl0 KHOIIKY MBIIIM, IlepeMeCTUTe OJUH K3 MapKepoB PaMKH (UIYpHI

(cMm. Pucynok 252):

— 71 U3MeHEeHUs! BBICOTbl GUIYphI IlepeMecTUTe BepXHHWW WM HIDKHUHA Mapkep
paMKH;

— Ui U3MeHeHHs HIMPYHBI PUTypHI IepeMeCcTUTe JIeBbli WX [IPaBbli MapKep paMKH.

OTnycTuTe y1eByI0 KHOIKY MBIIIH, 9YTOOBI 3apUKCUPOBATh HOBBIM pa3Mep QpUIypHI.

Pucynok 252 — V3meHeHne pasmepa ¢urypel 6e3 coxpaHeHus IPOIOPIUN
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4.6.9 Ilogoruath pazmep GUrypsI NOJK TEKCT

BricoTy ¢purypsl MoXKHO OAOTHATH MO/, PACIIOJIOXKEHHbIN B Hell TeKCT (CM. pazfen 4.6.4).
J1J1s1 3TOTO BBINIOJIHUTE CIleAyIOLe IeHCTBHUS:

1. Breipenure durypy.

2. Ha maHenu WMHCTPYMeHTOB, B pazneiie ®urypa (cMm. PucyHok 253) HakMHUTe KHOIKY

(TToaroHATE pa3Mep).

i
I
1|
il
||
|
O
L4
|7
£

[Tl
I
il
|

q1 = v

Ab3au Purypa

Pucynok 253 — Knonka Iloaronsars pa3mep

YT0oOBI OTMEHUTD IIOATOHKY Cl)I/Il"ypr IIOJI TeKCT, BBIIIOJIHUTE JIaHHbIE JeMCTBUS ITIOBTOPHO.

4.6.10 VIsMeHUTH JJIMHY M YroJI HAKJIOHA THHUH

YTOoOBI UBMEHUTD JIJIMHY WK YTOJT HAKJIOHA JIMHUH, BBITIOJIHUTE CJIeJIyIolIre JeHCTBUS:

1. Broimenute nuHUIO.

2. HaBemuTe kypcop Ha MapKep Haudaja WIM KOHI[A JIMHUM TaK, YTOObI KYpCOp HPUHSUI
By .

3. VYneprkuBas JIeBYIO KHOIIKY MBIIIIH, TPOTSIHUTE MapKep B TpeOyeMoe MeCTOI0JIOKeHHe.

4. OrmycruTe JIeBYIO KHOIKY MBIIIH.

HpI/I HEO6XOI[I/IMOCTI/I nepemMenieHrue MdpKepd MOXHO IIpepBATb HA’KdATHUEM Hd KJIdBUIITY Esc.

Mapkep BepHeTCSI B UCXOJTHOe TI0JI0XKeHHe.

4.6.11 BeiopaTh THII HAKOHEYHHKOB JINHUU

Jljis Havana ¥ KOHIIA JIMHUK MOXHO BbIOpAaTh THUI HAaKOHEYHUKOB. BrIOOpP MOXXHO clieniaTh
KaK JI0 Hayajla pUCOBaHHUs JTMHUHU (CM. pasnen 4.6.1), Tak ¥ MpU peJJaKkTMPOBAHWK HAapHMCOBAaHHOW

JIMHUU.
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YTo6b! BEIOpPATh THIT HAKOHEYHUKOB, BBITIOJIHUTE CJIeyIolye JeCTBUS:
A
1. Ha maHenmu WHCTpyMeHTOB, B pasneiie JIuHusa HakmuTe KHONKY ~ (Tum crpenkm)
(cM. PucyHok 254).
2. B BbImaparomemM CHucke BbIOEPUTE TUIl JIEBOTO W/WIM IIPAaBOTO HaKOHeYHWKA. Ecim
TpebyeTcst yOpaThb paHee BbIOpaHHbIe HAaKOHEYHWKH, B TEPBOM CTPOKE BBINAIAIOIIEro
CITMCKa BbIOepuTe /1Jis JIEBOTO W/WJIK ITPaBOr0 HakoHeuHUKa tuil — (Her).

| .
3. IloBTOpHO HaXXMUTE KHOIIKY o (Tun cTpenku), 9TOOBI 3aKPHITh BBIMAIAIOIIAM CIIUCOK.

OBwwi goctyn MNMognucka  Cnpaeka

W =y =Z===|7F + L Eﬁ&gv
Ab3ay

*+“— — —»

= — —=

« — —»

»— — —

*— — —»

Pucynok 254 — Knonka Tun crpenkn

4.6.12 3sMeHUTH 103ULUI0 PUTYyPHI B TEKCTe

Pacnonoxxenre ¢urypsl OTHOCHMTEIBHO TeKCTa MOXXHO HW3MeHsThb. Hampumep, d¢urypa
MO>KeT paclioyiaraTbCsi B TeKCTe, Iepe]] WX 32 TeKCTOM.
Jl1g BeIOOpa 1o3unyy GUTypel BHIIOJIHUTE ClleyIoIue JeHCTBU:
1. Boimemure Tpebyemyto ¢purypy. UtoObl BbIEUTH GUTYPY, KOTOpPasi HAXOAUTCS B TTO3UIUN
3a TeKCTOM, HaBe[JUTe Ha Hee KypCOpP MBI ¥ HOKMUTE Ha 0TOOPa3HBIIYIOCS KHOIIKY @
2. Otobpa3uTte CIMCOK BO3MOXKHBIX TO3UIAK GUTYPBI OJTHUM U3 CJIeJIyIOLIUX CIIOCOOOB:
— FEcnu BbiJlenieHa JMHMS, Ha NaHeIM HWHCTPYMEHTOB, B pasjese JIMHHS HaxxMuTe
KHOIIKY ~ CIIpaBa OT TeKyllei no3unuu JuHuu (cM. Pucynok 255). Eciu Beifenena
mobas npyrasg ¢urypa, Ha IaHejld MHCTPYMEHTOB, B pasfieile Purypa Haxmure

KHOIIKY v CIIpaBa OT TeKyllled Mo3uluu urypsl (cM. Pucynok 256).
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O6wmi goctyn  Mognueka  Cnpaeka

- —_— —_— —_— —_— —_— — lj —_—

M | = = ===17 F+ L g EV% o
= =B = ow
— S - O= B rekcre
Ab3ay NuHwna

(0 Bokpyr pamkw
Ceepuy W CHU3Y
Mepen TexcTonm

iu
= 3avekctom

Pucynok 255 — Beibop no3unyuu TUHUN

vz ==EB o | 8- |ER
o - — % AaRAaR:
= = = :E[ T - O= Brekcre
Ab3ay Purypa -
0= Bokpyr pamkw
O Ceepxy v cHusy
IF MMepea tekcTom
= 3artekcrom

PucyHnok 256 — Beibop no3uiuu opurypol

— IllenkHuTe mpaBOM KHOMKOW MBI 1O GUTYpe W BBLIIOJIHUTE KOMaHAY

KOHTEKCTHOTO MeHI0 Q0TeKaHHe TeKCTOM.
3. B oTkpbIBIIEMCS TTOJIMEHIO BbIOEpUTe TPeOyeMyto MO3UIUI0 GUTYPHI:

— B Tekcre — ¢urypa sBJseTcs 4aCTbIO TeKCTa KaK CJIOBO WIM 3HaK MpPeIMHAHUS;

— Boxkpyr paMKu — TeKCT 00TeKaeT NpSIMOYTOJIbHYIO PAMKY, B KOTOPYIO TIOMeIllaeTCsl
durypa;

— CBepxy U CHH3Y — TeKCT pacliojiaraeTcs Bblllle U HUXe GpUrypsr;

— Ilepen Texcrom — purypa pacrionaraercs rnepej TeKCTOM B BUJle BEpXHET0 CJI0S;

— 3a TekcToM — GUrypa pacroyaraeTcsi 3a TeKCTOM B BUJle HUXKHETO CJIOSL.
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4.6.13 Ilepemectuth purypy

Purypy MOXHO IepeMelaTh CleIyIIUMU CIIOCOOaMu:

— IleperackuBaThb, y/iepXuBast IEBYIO0 KHOMKY MBIIIIH.

— IlepememiaTh CTpOro MO BePTUKAIM WM 10 TOPU30HTAJIM C [IOMOIIIbIO KJIaBUII «—, T, |, —
Ha kiiaBuarype. JlaHHBIM ciocob JOCTyTieH, ecyiid pUrypa HaxoguTCs B J1I000M MO3UINH,

kpoMme ro3uniiy B Texcre (cM. paszen 4.6.12).

[Tpu nepemelnieHry GUTYPHI C TIOMOIIBIO KJIABHII «—, T, |, — MIar nepeMeIeHus 3aBUCUT OT
Macmirada J0KyMeHTa:
— eciu macirab < 200%, To mar = 4 MM;

— eciu maciarad > 200%, To mar = 1 M.

Yro6bl yBemuuMUTH MIar, IepeMellaiTe GUIypy KiIaBUIIaMH <—, T, |, —, yzaepkusas
Hakaroi kinapuiry Shift. B nanHOM citydae miar nepemertienus 6yer paBeH:
— ecyu Maciurab < 200%, to mar = 4 cMm;

— eciu maciarad > 200%, to mar = 1 cm.

4.6.14 Y namuts durypy

YTo0b!l yIanuTh GUTrypy, BLITIOIHUTE CIeyIoIe JeHCTBUS:

1. Beigenure durypy.

YToOB! BHIIEUTh (PUTYPY, HAXOISIIYIOCS B MO3WIMH 3a TeKCToM (cM. paspgen 4.6.12),

HaBeJUTe Had Hee KYPCOPp MbIIIX U HA’)KMUTE Hd OTOGpElBI/IBLHYIOCSI KHOIIKY @

2. BbinosiHATe KOMaH/y y/laJleHusl OJTHUM U3 CJIeIyIOIIUX CIIOCOOOB:
— Ha maHenu MHCTpyMeHTOB, B pasfiefie IlpaBka HaxxmuTe KHOHkKy [ (YoamuTh)

(cMm. Pucynok 257).

Dopmat  WiHcTpymednTe Bug  OBwwi goctyn MNMoanwcka  Cnpaeka

9{; ﬁ w é D {0 Thames | 4 |w| A i
D C W K Y o= [ A & °

Mpaeka WpndT

Pucynok 257 — Knonka Y gaaurb
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— [IlpaBoii KHONKOM MBIIIKM IMIEJIKHUTe 10 ¢urype ¢ BBIIOJHHATE KOMAHIY
KOHTEKCTHOT'O MeHIO Y JaIUTh.

— Haxwmure kiaBuiry Delete v Backspace Ha kiaBuaType.

Eciu ¢urypa Haxomurcs B mosuiuu B Tekcre (cM. pasnen 4.6.12), To ee MOXXHO y[IaIHTh

KakK TeKcT (cM. pasmen 4.2.12).
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4.7 Pabora c quarpaMMaMu

Yrobbl 100aBUTH B JOKYMeHT JuMarpamMMy, co3faiiTe ee B mnpuioxeHun «MoiOduc
Tabnunay, a 3aTeM CKONUPYUTe U BCTaBbTe B TpeOyeMoe MeCTO JJOKyMeHTa.

JluarpamMma BCTaBJIsieTCsl Kak n3obpakeHue (cM. paszern 4.5).
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4.8 Pabora c popmynamu

4.8.1 BcraButs popmyiy

B TexkcToBBI MOKYMEHT MOXHO A00aBisTb Gopmysbl. PoOpMysibl BBOASTCS Ha SI3bIKe
pasmetku LaTeX, aBToMaTH4eCcKy MpeoOPa30BBIBAIOTCS M 0TOOpAXarOTCS B TEKCTe B CTaHIAPTHOM
(obmenpuHsITOM) BUIE.

YT068!I BCTaBUTH GOPMYJTy, BBIIIOJIHUTE CIIeAYIOLIe 1eHCTBUS:

1. YcraHoBuTe Kypcop Ha TO MeCTO B IOKyMeHTe, Kyla He06X0JIMMO BCTaBUTh GpOPMYITy.

2. BpeinonHuUTe KOMaHAy BCTaBKU OJIHUM U3 CJIeIyIOIINX CIIOCOOOB:

— Bribepute nyHKT KOMaHHOTO MeHI0 BeraBka > ®opmyna (cM. PucyHok 258).

Beraeka @opmar  Wecrpymednts Bug 06

23]
&
G
()

Pucynok 258 — KomanaHoe mMenio BeraBka

MzobpaxeHne...

TekcToeoe none

Durypa L

Tabamua...
Dopyaa...

— Ha nanemu uHCTpyMeHTOB, B paszieie BcraBka HakmuTe KHOIIKY = (cM. PucyHok 259).

o fmy
Ha OTOﬁpHBI/IBIHGI/ICH IaHeJIM BCTABKW HA>)XMHWTe KHOIIKY .=/ (I)opmyﬂa.

AaboB AaB6B1 AaB6Bel ... [ ‘]v @ v E -

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

E Mzobpamerne... ~
]:[ TekcToeoe None

H Durypa ¥

—t

HH  TaBawua.. ¥

Dopuyaa... I}

Pucynok 259 — Ilanenb BcTaBku
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3. B okue ®opmyna (cMm. Pucynok 260), B mosie Beipa:xkenne LaTeX Beemute popmyity
Ha s3bike pasmerku LaTeX. Hroroseii Bup ¢opmysel 0TOOpasUTCS B IIOJIe
IIpenBapuTeIbLHBIN IPOCMOTP.

4. Haxwure kaonky OK.

Dopryna

Boipamernwe LaTeX

.$ z=“frac{-b.pm “=gqrt[]{b"{2t-dac}i{2atyl

MpegeapuTenbHEIA NPOCMOTR

b+ v — dae

2a

Pucynoxk 260 — OxHo ®opmyna

B Tekyieit Bepcur He TOJEp)KUBaeTCs oTobpaxkeHWe GopmyJi, Cco3laHHbIX B Microsoft

Word 2003 u 2007.

4.8.2 PenaktupoBaTth popmMyiy

YToObI peflakTUPOBATh GOPMYITY, BHIIOJTHUTE CJIeIyIolIre JeHCTBHUS:
1. OTkpoiTe OKHO pefJaKTUPOBaHHsI GOPMYJIbI OJTHUM U3 CJIEJTYIOIUX CIIOCOOOB:

— Brigenure ¢dopmyiy IIeuKoM JieBOW KHONKM MblM. Ha maHenu MHCTpPyMeHTOB,

B pazjiesie PopMysia HaXXMUTE KHOIIKY {0 VamenuTs dopmymy (cm. Pucynok 261).
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Popmar  Wnctpymentm Bug  OBwwi goctyn  Mognueka  Cnpaeka
,;I:; & v é D d,-_:f' Wsmennte | == w
DO & =

Mpaeka PopmMyna Ab3ay

1~
Il

Pucynok 261 — Knonka IsmeHuts popmyiry

— DBrpipenute ¢opmyily IeJYKOM IIPaBOM KHOIKM MBIIIM. BRIONHUATE KOMaHIy
KOHTeKCTHOro MeHI0 U3MeHHTH popmy.ty.
— DBrimenure popMyily IBOMHBIM IIeTYKOM MBIIIIHN.
2. B oxue ®opmyna (cm. Pucynok 260), B none Beipamxenue LaTeX penakrtupyiite
dopmyiy.

3. Haxmure xkHonky OK.

4.8.3 IamenuTh pasmep popmMyJibl

Yto06b! M3MeHUTh padMep GOpPMYJIbI B TEKCTe, BLITIOJHUTE CIIeAYIOIe 1eHCTBUS:

1. Brimenure ¢popmyiy.

2. VYpepxxuvBas JIeBYIO KHOIIKY MBIIIIH, TPOTSIHUTE JIF0O0M M3 YIVIOBBIX MAapKepPOB PaMKHU Tak,
yT0OBI GOpPMYJIa IPUHSIIA He0OXO0OUMBIHM padmep (cM. PrucyHok 262).

3. OTnoycTuTe JIeBYIO KHOIIKY MBIIIH, YTOOBI 3aUKCUPOBATh HOBBIM pa3Mep GOPMYJIbI.

1 bt b — da
I 2a

Pucynok 262 — M3meHeHne pa3mepa GoOpMyJibl

4.8.4 Y nanuts popmyiy

Yro6s! yianuth GopMyILy, BHIIOIHUTE ClleiyIoIIye 1eHCTBUSL:
1. Beigenute ¢popmyiy.
2. BbinonHWTe KOMaHAY yAajeHUs OTHUM U3 CIIeyIOIUX CII0CODO0B:
— Ha nanenu uHCTpyMeHTOB, B pasfiesie IIpaBka HaXkMuTe KHOIKY [1] (Ymanuts)

(cm. PucyHok 263).
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Popmar  Wnctpymentm Bug  OBwwid goctyn  Tognwcka
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Mpaeka PopmMyna Ab3ay

Pucynok 263 — Knonka Y ganaurtb

[TpaBoii KHONKOM MBIIIM MIeJKHUTe 110 ¢opMyJjie U BBIIOJHATE KOMaHIy

KOHTeKCTHOI'O MeHIO YnaJme.

— Haxwmure knaBunty Delete vy Backspace Ha kiaBuaType.

Taxcke I yaaJleHrua Cl)OpMyan MOJXHO HKCIIOJIb30BATh COYeTaHWs KIIaBHUII UIA YyAaJIeHWsa

Tekcrta (cM. pasgen 4.2.12).
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4.9 IIpaBka conep:KIMOro
4.9.1 OT™meHa u Bo3BparT JeHCTBHI

4.9.1.1 OTMeHuTH HHOC/IegHEe BELINIOJIHEHHOE NeiiCTBHe

ITocnennee meicTBHe, BHIIOJIHEHHOE C COJIep’>KUMBIM NOKYMEHTa, MO’KHO OTMEHHTD.
,HJISI 9TOI'0 BOCHOHBBYﬁTECL OJHUM M3 CJIeJYIOoHrX CITOCODOB:

— Bribepure myHKT kOMaHHOTO MeHIO IIpaBka > OTMeHHTH (CM. PucyHok 264).

Mpaeka Bcraska @opmar  Vectpymedte  Bug O
2 OtmeHuTs Ctrl+Z
" ToeTopuTs Ctrl+Y
oo Buipesats Ctrl+X
Kenwpoeate Ctrl+C
|E| BrTaeute Ctrl+W

Pucynok 264 — Komangnoe mento IlpaBka

— Ha nmanenu uHCTpymeHTOB, B pasfieiie IIpaBKa HaXmuTe KHOIIKY D) (OTMeHUTB)

(cM. PucyHnok 265).

@aiin  [paeka Beraeka @opumatr  WHetpyments Bug

+ By X OBy &

dobaenTh 'Ei] v (_J C) Q

H3Gpannoe dann Mpaeka

Pucynok 265 — Knonku Ormenuts u IloBTopurs

— IIpu pabore B OC Windows / Linux HaxmuTe coderanue kiasuml Cirl+Z wm

Alt+Backspace, nipu pabote B macOS — coueranue kiiaBuin $£Cmd +Z.

YToOBI OTMEHUTh HECKOJIbKO MOCJIEAHUX OeWCTBUM, BBIIIOJIHUTE KOMadHy OTMEHbI

HECKOJIbKO pas.
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4.9.1.2 ITIoBTOPHUTH pe3yIbTAaT OTMEHEHHOIO JIeHCTBHSI

OTMeHeHHOe JIeHiCTBHUe IPY HEOOXOJUMOCTH MOXKHO [TOBTOPUTD.

J1Jist 3TOTO BOCHOJIB3YUTECh OTHUM U3 CIIeIYIOIIKX CIIOCOOOB!

— Bruibepute nyHKT kKoMaHHOTO MeHI0 IIpaBka > IloBTopurs (cM. PucyHok 264).

—

— Ha nanenu uncTpymeHTOB, B pasfene IIpaBka Haxxmure KHONKy (~ (IloBTOpHTB)
(cM. PucyHnok 265).

— Ilpu pabore B OC Windows / Linux Haxmwute coderanue kjiaBuin Ctrl+Y /
Ctrl+Shift+Z / Shift+Alt+Backspace. [Ipu pabore B macOS HaxmuTe cOYeTaHHE

knasuill $Cmd+Y.

YTo06BI INIOBTOPHUTb HECKOJIbKO ITIOC/IeJHUX OTMEHEHHBbIX JIeMICTBUM, BBIIIOJHUTE KOMaHOy

HIOBTOpPA HECKOJIBKO Pas3.
4.9.2 Bydep oomena

4.9.2.1 Bripe3aTs nin KONMpPOBaTh JaHHEIE

[Ipu BbIpe3aHuy AaHHBbIe YAQISIOTCS M3 TOKyMeHTa U IoMellarTcsl B 6ydep obmeHa. [1pu
KOIIMPOBAHWY JIaHHbIe He U3MeHSI0TCS B IOKyMeHTe, a B Oydep o6MeHa IoMeliaeTcsi UX KOMusl.

JlaHHBIE BBIpE3a0TCs ¥ KOIUPYIOTCSI C COXpaHeHHneM popMaTUpOBaHUSI.

Brilpe3aHHble WM CKONMPOBaHHbIE JJAHHbIe MOXHO MCIIOJIb30BaTh KaK il BCTaBKU B
npusnoxeHnn «MoitO¢uc Tekcr», Tak ¥ A7 BCTaBKM B JIPYIMX IPUIOXKEHUsX, Halpumep, B
npwioxxennu «MornOdduc Tabmumay.

YTo6b! BbIpe3aTh JaHHbIE, BHIIIOJIHWATE CllefyIolre 1elCTBUS:

1. Boimenure naHHBIe, KOTOpble HEOOXOUMO BbIpE3aTh.

2. BbinonHKTe KOMaHAy BbIpe3aHUsl OJJHUM U3 CIIeJyIOLUX CIIOCOO0B:

— Bribepute myHkT KOMaHgHOTO MeHIO IIpaBka > Bripe3ars (cM. PucyHok 264).

— Ha nanenu uHcTpyMeHTOB, B pasdzeiie IIpaBka HaXXMUTe KHOIKY e (Beipe3ats)
(cm. PucyHok 266).

— IlpaBo¥i KHOIIKOM MBIIIH I[eJIKHUTE 110 BBIJIeJIeHHOMY CO/IepXXUMOMY U BBIIIOJIHUTE
KOMaH/1ly KOHTeKCTHOro MeHI0 BrIpe3aTs.

— Haxwmure coderanue kiasui Ctrl+X wiu Shift+Delete pu pabote 8 OC Windows /

Linux nmm coderanue kiaBuil $Cmd+X npu pabote B macOS.
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@aiin  [lpaska Beraeka @opmar  MHotpymentm Bug
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M3GpaHHoe ®ann Mpaeka

Pucynoxk 266 — Knonku Beipe3aTs 1 KonupoBaTth

YTOoOBI CKOMTMPOBATH JIAHHBIE, BHITIOJIHUTE CIIeIyIONIre JeHCTBHUS:

1.
2.

BbIlIEJII/ITe HdHHbIe, KOTOpPbIe HEO6XOHI/IMO CKOITMPOBATh.

BrinosnHuTe KOMaH/1y KOMMPOBaHUS OJJHUM U3 CJIeJIyIONIHUX CIIOCOOOB:

Bribepute nyHkT komanaHoro Metio IlpaBka > KomupoBaTh (cM. PrucyHok 264).
Ha nanenu unctpymenToB, B pa3zeie IIpaBka Haxkmute kHOTKy '/ (KonmupoBaTs)
(cM. PucyHok 266).

[TpaBoi1 KHOIIKOM MBIIIM LIEJIKHWTE T10 BbIIeJIEHHOMY COZepXXMMOMY U BBIIIOJTHUTE
KOMaHJly KOHTeKCTHOro MeHi0 KonpoBars.

Haxmure coderanue knaBuin Ctrl+C win Ctrl+Insert npu pabote 8 OC Windows /

Linux unu coueranue kiiasuil $Cmd+C npu pabote B macOS.

4.9.2.2 BcraBuTh Nocjie[JHIe BhIpe3aHHbIe HJIH CKOIMHPOBAaHHbIE TaHHbIe

HJIS[ BCTABKHW [JOCTYIIHbI IIpeABAPUTEJIbHO CKOIIMPOBAHHbLIE WJIM BbIpe3dHHbIe dHHBbIE,

Haxojsrecs B 0ydepe oomMeHa. JlanHble u3 6ydepa o6MeHa MOXKHO BCTaBUTh C COXpaHEeHWeM WU

0e3 coxpaHeHUs1 UCXOAHOTO GOPMaTHPOBAHHUSI.

YrtobBl BCTaBUTh JaHHble C COXpdaHEHHueEM HCXOOHOI'0 Cl)OpMaTI/IpOBaHI/IH, BEITIOJTHUTE

CJIeIyIolve IeNCTBUS:

1.

YcraHoBHTE KYypCcOp B TO MeCTO JIOKYMEeHTa, KyJla HeoOXOIMMO BCTaBUTh JaHHbIEe, WX
BbIJIEJIUTe TeKCT (00BEKT), KOTOPBIM HY>KHO 3aMeHUTh Ha JJaHHbIe U3 Oydepa obMeHa.

BrimonauTe KOMaHy BCTdABKH OJHUM U3 CJIEAYIOIIUX CIIOCO0OB:

Bribepute myHKT koMaHHOTO MeHIO IIpaBka > BeraButh (cM. PrucyHok 264).

Ha nanenu uHCTpyMeHTOB, B pasnieiie IIpaBka HaXkMHTe KHOIIKY IN (BcTraBuTh)
(cm. PucyHok 267).

Ha nanenu uHCcTpymeHTOB, B pasnesie IIpaBka HakmMHTe Ha CTpesKy CIpaBa OT
KHOIKH [[] (BcTaBuTh) U B BBINIAJaloOIIeM CIIMCKe BbiOepuTe KOMaHy BcTaBHTB.
[lemykoM mNpaBOM KHONKHU MBIIIM OTKPOWTE KOHTEKCTHOe MeHIO U BBIIIOJIHUTE

KoMaHly BcTraBUTB.
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— Haxmure coueranue knaBum Ctrl+V wim Shift+Insert mpu pa6ore B OC Windows /

Linux nmu coderanue kiauil $Cmd+V npu pabote B macOS.

Daiin [paeka Beraska Qopmar  Weorpymedts Bug  OBwwi gocty
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M3GpaHuoe d®ann Mpaeka
BCTaEWTE TONBKD TEKCT

Pucynok 267 — Knonka BcraButhb

[Ipu BcTraBke maHHBIX 0Oe3 coxpaHeHUs1 MCXOAHOro ¢opmatvpoBaHus u3 Oydepa obMeHa
BCTaBJISIETCS TOJIbKO TEKCT. TakK, Mpy BCTaBKe TabJIuIbl, PUTYPBI C TEKCTOM WJIU CCHUIKU B JIOKYMEHT
BCTABJISIETCSI TOJIBKO TEKCT, KOTOPBIA CO/Iep)KaT [laHHble OOBeKThl. EciIu B CKONMMPOBAHHOM WU
BbIpe3aHHOM ¢dparMeHTe Cojiep>KaTcsi U300pakeHusl, TO OHU B JIOKyMEHT He BCTaBJISIFOTCSI.

K Tekcry, KoTOpBIM BCTaBisiercs U3 Oydepa oOMeHa, IpUMeHsIeTCSl CTUJIb TOIO TeKCTa, B
KOTOpBIH OH JTo6aBisieTcs (cM. paznen 4.3.2).

Ytobbl BCTaBUTH JJaHHbIE 6€3 UCXOTHOT0 (OPMAaTUPOBAHKS, BBITIOJIHUTE CIIeIYIOIIHe AeUCTBUS:

1. YcraHoBuTe Kypcop B TO MeCTO JJOKYMeHTa, Ky/Ja HeoOXOJUMO BCTaBUTH JaHHbIe, WIH

BbIZIEJIUTe TeKCT (00BeKT), KOTOPBIM HY>KHO 3aMeHUTh Ha JJaHHbIe U3 Oydepa oOMeHa.

2. BrblinonHUTe KOMaH/Ty BCTaBKH OJTHUM U3 CJIEIVIONIHUX CIIOCOOOB:

— Bribepute nyHkT komanaHoro MeHi IIpaBka > BcTaBHUTB TOJIBKO TeKCT

(cM. PucyHok 268).

Mpaeka Bcraeka @opmar  Wactpymente Bug  OF

= OTMEHWTE Ctrl+Z

" TNoetopute Ctrl=¥

o  Boipesats Ctrl+X

Konupoeate Ctrl+C

[y Beraeute Ctrl+V
BETaBWTE TOMLKD TEKET

Pucynok 268 — Komananoe menio IlpaBka

— Ha mnanenmu uHcTpyMeHTOB, B pasfesie IIpaBka HaXXMHUTe Ha CTpeJIKy CIpaBa
OT KHOIKU [[] (BcraBuTh) U B BBINAJAIONEM CIHCKe BbiOepuTe KOMaHAY

BcraBuTh TOBKO TeKCT (cM. PucyHok 267).
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- H_IeJ'IUIKOM Hp&BOI:I KHOIIKM MBbIIIN BbI3OBHUTE KOHTEKCTHOe MEeHIO W BBIIIOJIHHUTEe

KOMaHy BcTraBUTH TOJIBKO TEKCT.

4.9.2.3 BcTraBUTH JJaHHBIE U3 paclIpeHHOro 0ydepa obMeHa

B mnpunoxennmn «MouOduc Tekct» mocTyrieH pacimpeHHbId Oydep obmeHa. B Hem
OJIHOBPEMEHHO MOXeT XPaHUThCS 710 10 cKOMMPOBAaHHBIX WJIM BbIpe3aHHbIX CJI0TOB. Kaxknast HoBast
3alKCh 3aHMMaeT MeCcTO CaMOI'o CTaporo CJIOTa B CIIMCKe.

Pacrimpennsiit 6ydep o6MeHa MOXHO MCIOJIB30BaTh [IJisi KOMMPOBAHUSI U BCTABKU JIAHHBIX
n3 npusoxkerns: «MorOduc Tekct» B npusoxkenre « MorOduc Tabmuma» 1 Ha060pPOT.

Hannple u3 pacmypeHHoro Oydepa oOMeHa BCTaBJISIIOTCS C COXPAaHEHHWEeM HCXOIHOTO

¢popmaTtupoBaHusl.

4.9.2.3.1 BcraBuTth JaHHbIe

YrtoObl BCTaBUTh IaHHBIE U3 pacIIMpeHHOro 6ydepa obMeHa, BHITIOIHUTE CJIeAYIOIIMe JIeHCTBUS:
1. YcraHoBuTe Kypcop B TO MeCTO JJOKYMeHTa, Ky/la HeoOXOJUMO BCTaBUTh JJaHHble, WIH
BbIJIeJIUTe TeKCT (00BEeKT), KOTOPBIM HYKHO 3aMeHHUTh Ha JlaHHbIe U3 Oydepa oOMeHa.

2. OTkpo¥iTe cogep>XUMoe paciipeHHoro 0ydepa obMeHa OJJHUM U3 CJIeNYIOIMIUX CII0COOOB:

— DBruibepute nmyHkT koManaHoro MeHio IIpaBka > BcraBuTh M3 Oydepa odOmeHa

(cM. PucyHnok 269).

Mpaeka Bcraska @opmat  Mootpymentsr Bug  OBwwi goctyn lNognucka  Cnpaeka

T OTmenuTs Ctrl+Z X0 Thames v 14w AT H"ﬁ'\+
" [loeTopwTe Ctrl+Y
K Y4 AB T = A~ £
oa Bmpesats Ctrl+X
UpwudT
Konupoeats Ctrl+C
[y Berasuts Ctrl+V
BcTaeuTe Tonsko TekcT
BcTaguTte W3 Bydepa obueHa r ¥ nywomopen ay6 sengdeli;
3n 3] 3
A KonvposaTh dopMaTMpoBaHne Ctrl=Shift+C B e
MpUMeEHUTE SdopMaTHROBAHWE Ctrl+Shift+V WcTropua Gydepa obmeqa Cirl+Alt+Shift+V
Oumctute
BmaenuTs BCe Ctrl+&

Pucynoxk 269 — JlanHble B paciiipeHHOM Oydepe obmMeHa
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— IlemukoM MpaBOM KHOINKH MBI OTKPOHTE KOHTEKCTHOe MEHIO U BBIIOJIHHATE
komaHy BeraButh u3 0ydepa odomeHa.
3. B oTkpbIBIIEMCs TTOJIMEHIO BHIOEpUTE JIaHHBIe ISl BCTABKH.
st ynobcrBa paboThl cofepskumoe Oydepa oOMeHa MOXKHO OTKPBHITh B OT/IEJIbHOM OKHe.
JIJ11 3TOTr0 BBIMIOJIHUTE OJTHO M3 CJIEAYIONIUX JIeHMCTBUM:
— Buoibepute myHkT komanaHoro MeHio IIpaBka > BcraButh u3 0ydepa obmena >

Hcropus dydepa oomena (cm. Pucynok 270).

Mpaeka Bcraska @opmat  Mootpymentsr Bug  OBwwi goctyn lNognucka  Cnpaeka

D Ormenuts e X0 Thames v 14 v AT AT
" [oeTopwTe Ctrl+Y
W K Y4 AB T o Av &
oo Bmpesats Ctrl+X
UpwudT
Konupoeats Ctrl+C
[y Bcrasuts Ctrl+V
BcTaenTe ToNbKD TEKCT
BcTaguTte W3 Bydepa obueHa k ¥ nywomopen ay6 s3enEduiii;
3n E :
A KonvposaTe dopMaTMpoBaHne Ctrl=Shift+C R
MNprmMeHUTE dopMaTHRoBEaHWE Ctrl+5Shift+V Wctopun Gydepa obmena Ctrl+Alt+Shift+V
OureTHTE
Bmgenwts Bce Ctrl+4

Pucynok 270 — Komanb! yIipaBieHus paciivpeHHbIM 6ydepoM obMeHa

— OTkpoiiTe KOHTEKCTHOe MEHIO IIeJYKOM IpaBOM KHOIIKW MBI 10 JII06OMYy MecTy
IOKYMeHTa U BBINOJIHUTe KoMaHy BecraBuTth u3 0ydepa oomena > Ucropus dydepa
obMeHa.

— IIpu pabore B OC Windows HaxmuTe coderanue kiaBuil Ctrl+Alt+Shift+V, npu
pabote B OC Linux — coderanue kiaBuill Win+V, npu pabote B macOS — coueTtaHue

kiasuml ~~Option+{iShift+Cmd+V.

[Io ymomuanuio okHO paciiupeHHoro Oydepa obmeHa (cM. Pucynok 271) pasmeraercs
PSIOM C BBIJIeJIEHHBIM TeKCTOM WIA O00BeKTOM JIoOKyMeHTa. UTOObl U3MeHUTh pa3MellleHre OKHa,
IepeTaluTe ero 3a 3arojioBOK, yAepXKUBasi HAXKaTOM JIeBYI0 KHOIIKY MBIIIIH.

[Ipu pabote c paciupenHbM Oydepom oOMeHa:

— TIepeMellleHHe IO cjoTaM Oydepa oOMeHa OCYLIECTBIISIETCS C IIOMOIIbIO KJIABMII

KJIaBUATYpHI | U T;
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— BCTaBKa BBIIEJIEHHOTO CJioTa W3 Oydepa obMeHa B yKazaHHOe MECTO JOKyMeHTa
OCYIIECTBJISIETCSI IIeJTYIKOM JIeBOM KHOITKY MBIIIIY WK HaXkKaTheM Ha KiaBuiny Enter;
— TmepeMelieHHe ¢oKyca MeXIy J[JOKyMeHTOM Hu OydepoM oOMeHa OCYIIeCTBIISeTCS

kiasuteii Tab.

YToOBI 3aKpBITh OKHO pacIIMpeHHOro Oydepa obOMeHa, HaXXKMHUTEe Ha KHOIIKY B ero

3dI'0JIOBKe.

ﬁ Bmbop TekcTa AnA BCTABKM

¥ nykomopes gy6 3enédeid; 3natan uens Ha gybe Towm:
1 gHém 1 Houbto KoT yuéHeiNBCE xoanT No Lenu k.
WMaér Hanpaso - necHe 3asoauT,Haneso - ckasky ro..
Tam uygeca: TaM newwil BpogwT,Pycanka Ha BETBAX ...
A MywkwH

Mz noamm "Pycaan v Togunaa”

Pucynok 271 — Pacmupennsiii 6ydep oomeHa

4.9.2.3.2 O4yucTUTH UCTOPHUIO pacHIMpeHHoOro 0ydepa odbMeHa

YToOBl OYMCTUTH HCTOPHMIO paclIMpeHHOro Oydepa oOMeHa, BBIIOJIHUTE ClelyIoIue
JeCTBUS:
1. OtkpoiiTe IOJIMEHIO paciIMpeHHOro 6ydepa obMeHa OOHUM U3 CIIeqYIOIIUX CIIOCOOO0B:
— Bruibepute mynkT komangHoro meHio IIpaBka > BcecraButh H3 Oydepa odomeHa
(cMm. Pucynok 270).
— OTkpo¥iTe KOHTEKCTHOe MeHIO IIIeJTYKOM IIPaBOM KHOIIKW MBIIIY 110 JII060MYy MecTy
JIOKYMeHTa U BBINOJIHATe KoMaH/ly BcraBuTh 13 0ydepa oomeHa.

2. B ortobpa3zuBiieMcs moMeHI0 BbibepuTe KoMaHy O4YUCTUTS.
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4.10 MakeT cTpaHHIIBI

4.10.1 ITapamMeTpsBI CTPAHUIIBI

[TapameTpel  CTpaHUIBI HACTPAMBAIOTCS TMPU  IOJATOTOBKE JIOKYMEHTa
(cMm. paznen 4.1.8). K mapamerpam CTpaHUITBI OTHOCSTCS:

— OpHWeHTAaIUs CTPaHUIIbI;

— pa3mep Oymaru Jijisl TiedaTu;

— II0JId JOKYMEHTa.

K IIe4aTu

HapaMeprl CTPAaHUIbI MOXXHO HACTPOUTH KdK JI1 BCEro NOKYMEHTd, TdK U IJid ero YdCTH.

Hanpumep, 1uist cTpaHUIIBI JOKyMeHTa, Ha KOTOPOM pacIiojioXKeH PUCYHOK WM Tabiuvija, MOXXHO

BbIOpaTh a/IbOOMHYIO (BEPTHKAJIbHYI0) OPUEeHTAlHIO.

Ecmm IlapaMeTpbl CTPAHUIBI HY>XHO HACTPOUTb TOJIBKO [[JIA YdCTHU JOKYMEHTd,

IpeaABdpUTeJIbHO BBIIIOJIHUTE CJIeAYIOIIre JeUCTBUS:

1. JoGaBbTe pa3pbIB pasaena (cM. paszaen 4.10.5) 1o v mocsie TpebyemMo 4acTH JJOKyMeHTa.

2. YcraHOBUTe KypCOp, BbIIeJIUTe 4acThb TeKCTa WM TeKCT LIeJIMKOM B TpebyeMol 4acTu

HAOKYMeHTad.

YTtoObI HACTPOUTH IldpaMeTpbl CTPAHUIIBI, BBITIOJIHUTE CJIIeAYIOIIre JIIeUCTBHS:

1. Orkpoiite okHo IlapamMeTphI CTPAHUIIBI OTHUM U3 CJIeIyIOIINX CIIOCOOOB:

—  Bribepure myHKT KoMaHiHOTO MeHio dPaii > [lapamerps crpanuum! (cM. PucyHok 272).

Daitn  [lpaeka Beraeka @opmar VHoTpymed

[ Cosgate Ctrl+N

Cozgate no wabaony...

[= Otkpoite. Ctrl+0
HepaesHue nokymeHTH L

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

Coxpanute wabnoH...

MapameTpe CTpaHKLB Ctrl+Shift+P

Pucynok 272 — IlynkT komanaHoro meHio IlapamMeTpbl cTpaHUIIBI
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— Ha manenu uHCTpyMeHTOB, B pasnere Paina HaXXMUTe Ha CTPeNIKy CIipaBa OT
kHOTKY (— (BBICTpas me4aTb) U B BBHIIAJAIONIEM CIIMCKe BHIOEpUTE KOMAHIY

ITIapametps! crpanunb! (cM. Pucynok 273).

®aiin  [paeka Beraska Qopmat  WHoTpymeHTs

P B- X80

doBaenTe |E] v_| (_j .

M3GpaHuoe
2 EJ Emctpan nevats

d::é Meuats...

Skcnopt e POF

= [apamerpwm l:TrJaHmu,blL}

Pucynok 273 — Komanpa IlapameTpsl cTpaHHunibI

— Haxwmure coderanue kiasui Cirl+Shift+P / TShift+Cmd+P.
2. B okue Ilapamerpsl crpaHunsl (cM. PucyHok 274), B BbIafaroiieM CIHCKe
IIpumenuTs BbibepuTe 06J1aCTh IPUMeHeHUs lTapaMeTpOB:
— K 3TOMY pa3feiy — NIpUMeHUTh BCe MOCJeAyIollre U3MeHeHUs K BbIOpaHHOW 4acTu
TIOKyMeHTa, 000C00IeHHOM pa3phlBaAMH Pa3/iena;
— KO BCeMY [OKYMEHTy — IPUMEHHUTb BCe TOCIeQylolre H3MeHeHUs KO BCeMy
JIOKYMEHTY.
3. B pazpenie OpuenTanus BbibepuTe OopUeHTaNuio crpaHull: KHimkHasa (BepTUKaIbHast)
vy Asib00MHast (TOpU30HTAJIbHAS).
4. B Beimapgaromiem crivicke Pazmep 0ymaru Boibepute pa3mep 6ymaru, Ha KOTOPOM OyzIeT
OCYIIECTBJISIThCS I1eYaTh JOKyMeHTa.
5. HacrpoiiTe nosst JOKyMeHTa:
— YtoOBl HACTPOUTH AJII BCeX CTPaHWI] JOKYMEHTAa OAWHAKOBBbIE TOJIS, YKAKUTE HUX
IIMPUHY B MoJix BBojia Bepxuee mosie, Hizxuee moste, JleBoe moste 1 IIpaBoe moste.
— YTOoOBI HACTPOUTD TOJIS ISl IBYCTOPOHHEH TeYaTy JOKYMeHTa, CTPaHUIIbl KOTOPOTroO
OyayT CIIMBATBCS MeXIy co00M (Harpumep, /ijisi OPOIIIOPBI UM KHUTH), YCTAaHOBUTE
¢naxok 3epkanbHble moydA. JlaHHAas HacTpodika O0O3HAYaeT, YTO TOJISl JIeBbIX

CTpaHUIl JOKYMEHTad 6y,ILYT 3€pPKaJIbHO <<0T06pa>KaTb» I10J14 ero IIpaBbIX CTPAHUII.
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MapameTpel CTpaHLB! pod
MprmeHUTE
KO BCEMY LOKYMEHTY v
OpuenTayua

Pazmep Gymarw

A (21x29.7 cn) v
Bepxree none HuxHee none
2,00 cm . 2,00 cm -
lNeeoe none Mpaeoe none
3,00 cm . 1,50 cm -
JepranbHBIE NoR

Pucynok 274 — Okuo IlapameTrps! cTpaHUIIBI

B nonsx BBoma Bepxnee mosie 1 HmkHee mosie ykakuTe IIMPUHY BepXHEro
HIDKHEro  Tojie  JokymeHTa. B mone  BHyTpeHHee 1oJie  yKaxkure
IIMPUHY BHYTPEHHUX IOJied — TOJied, PACIIOJIOKeHHBIX PSJIOM C IeperuieTOM.
B nmnone Buaemnee mose yKaxWTe IIWPHMHY BHEIIHHUX I[IOJed — TIOJIeH,

PacIojIoXXeHHbIX Y IlepeJJHero oope3a KHUTY WU OPOIIIOPHI.

3€pKaJII>HI>Ie I10JIA MOXXHO YCTAdHOBHTDH TOJIBKO [IJI1 BCEro JOKyMeHTd, HO He IJid
ero 4acTu. HOSTOMY JdaHHas1 HaCTPOP’IKa dKTHMBHAd, €CJId B BbIIIaJdIOIIIeM CIIMCKe

IIpuMeHuTH BHIOpaHO 3HaYeHUE KO BCeMYy JOKYMEHTY.

6. Haxmure kHonky OK.
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4.10.2 Koy1oHTHTYJIBI

KomnoHTuTysbl pacnosnararoTcs Ha KaKIOW CTpaHMIle JOKyMeHTa B BepXHeM U HW)KHeM I10Jie
(cm. pasmen 4.11.1.1). B kojoHTUTYIaX MOXKHO pa3MeCcTUTh UHGOPMAIIHIO, KOTOpast He OTHOCUTCS K
OCHOBHOMY TeKCTy JOKyMeHTa, a HOCUT HMHQPOPMALMOHHBIM WIM OQOpPMUTEIbCKUM XapakTep.
Hanpumep: Homepa crpanui] (cMm. pasgen 4.10.3), Ha3BaHHMe JAOKYMEHTa WM €ro OTAebHBIX
pas/ienos, JIOTOTUI KOMIIAHUHU U T.J.

HHq)OpMaIII/IH, pa3MelllieHHas B KOJIOHTUTYJIaX, YHHUKAJIbHA JJIA Ka’KA0I'0 pa3jiejld JOKyYyMeHTad

(cMm. paznen 4.10.5).

4.10.2.1 HacTpouTh KOJIOHTUTYJIbI

YTOoO6BI HACTPOUTH KOJIOHTUTYJIbI, BBIIIOJIHUTE CJIeIyIOIre JeHCTBUS:

1. YcraHoBuTe Kypcop Ha Jitobo crpaHmie pasdmena (cM. pasmen 4.10.5), B koTopom
HY>KHO HaCTPOUThb BePXHHUE WIHA HUXKHUE KOJIOHTUTYJIBL.

2. llepeiuTte B pexvM pelaKTUPOBAHUSI BEPXHUX WM HWKHUX KOJIOHTUTYJIOB OJHUM U3
CJIeTyIOIIUX CIIOCOOOB:
— DBroibepute nyHkT koMaHaHoro MeHio BceraBka > KosonTutyner > Bepxuuii

KoJoHTHUTYJ / Himxuuii konoHTHTYJ (CM. PucyHok 275).

Beraeka Qopmar  WHorpyments  Bug  OBwwid goctyn lMognucka  Cnpas

Vizobpaxetue... XO Thames v| |14

TekcToBOE NONe

& Qurypa » KK H AB T
WpudT

BEH Tabawua...

() dopmyna..

CneunansHele CUMBOALI,.

'5  Paspbie cTpanuus Ctrl+Enter

'= Paspuie pazgena

#  Homepa cTpanuy, *

H  KonoHTuTyAR P[5 BepxHuii konoHTUTYA

= OrnasneHwe E  HusHWid koaoHTATY

¢ Comnka... Ctrl=K

Pucynok 275 — KomangHoe mento BeraBka
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— Ha mnasenn uWHCTpymMeHTOB, B pasfieie BcraBka HaxkmuTe KHOIIKY -==. Ha

OTOOpa3MBIIeHCs TaHeTH BCTaBKM BhibepuTe = KomomtuTynsr > Bepxmmii

KoJIOHTUTYJI / HynkHuit kosoHTUTYJ (cM. PucyHok 276).

AabBo0BBl AaBoBseI' Aab6BslT ...

3aronoBeok 2 3aronoceok 3 3aronoceok 4

T e B @ H B

[

Q0 G

% BepxHWA KonoHTUTYA

@ HuxHWA KonoHTUTYA

|
@

AR

H
O

HzobpaxeHwe..,

TekcToBDE NONE

Durypa

TaBniua...

Dopyna...

'CI'IE'LI,ME.HI:HI:IE' CHMEBECAB...

Pazpeie cTpaHuuw
Paspuie pazgena
Howmepa cTpanvd,.

KonoHTUTY AR

COrnaenerne

Coulnka...

MepekpecTHan copaKa..,

Iaknagka...

CHocka

Pucynok 276 — Ilanenb BcTaBku

He [ @ =

—  YTo0OHI HAaCTPOUTb BepPXHHUE KOJIOHTUTYIJIbI, IMOABEAUTE KYpPCOP MBIIHN K BerHEﬁ

YacTU CTpaHUIlbl. YTOOBI HAaCTPOMTH HW)XHHUE KOJIOHTUTYJIbI, IOABEAUTE KYypCOp

MBIIIIH K HUKHEU 4aCTH CTPAHUIIbI. Kor,ua KypcCOp 1nipumeT BUJ

IIIeJIKHUTe MBIIIBIO.
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3. OTKpoITe I1aHeslb HACTPOeK KOJIOHTUTYJIOB OJJHUM U3 CJIeAYIOLIUX CII0COOOB:
— Ilom wiy HaI KOJIOHTUTYJIOM HakMuTe KHonky IlapaMerpsl v B BhIajaroliemM
cnucke BblOepuTe NyHKT HacTtpoiikum BepxHero kojoHTHTyJIa / Hacrtpoiiku

HIDKHEro KoJIoHTuTyaa (cMm. Pucynok 277).

BepxHWii KOAOHTUTYA Mapametpel

HacTpoiikn BEPXHETD KONOHTWTY G
¥nanuTh BEPXHWUA KOAOHTTYN

Homepa crpaniy,

Pucynok 277 — [lyaxt HacTpoiiku BepxHero KOJIOHTHUTYJIa

— Ha 6okoBoii aHe HaXKMUTe KHOIIKY @ (BepxHmii KOJIOHTHTYJI) WIN @ (HroxHmi
KOJIOHTHUTYJ) (CM. Pucynok 278).

4. Ha maHenu HaCTpPOeK KOJIOHTUTYJIOB YKaXkuTe TpeOyeMble mapameTpsl (cM. Tabmuiy 12).

> BepxHuWiA KONOHTUTYN Q

_aﬂ’[.‘-‘::lr’lKH romMepa crpaHnL, @

BepxHWiA kKonoHTUTYR Mapametpel OTCTyn OT BepXHero
Kpan cTpaHuLbl

1,27 cm

Ocobriii 4nA Nepeoid cTpaHnL

PasHble UETHBIE M HEUETHbIE CTpaHnLbI

Pucynok 278 — Ilanesib HacTpoek BepXHero KOJIOHTUTYJIa

5. JlobaBbTe B KOJIOHTUTYJI JaHHbIe: BBeIUTe TeKCT WM BCTaBbTe TpeOyeMblii 00BekT. 1pu
HeoOxonuMocTH  GopMaTUpYyWTe CofepXXKUMoe KOJIOHTUTYHA. Ecimu BeiOpaH 0coObIi
KOJIOHTHUTYJI JIJIS TIepBOM CTPaHUIIBbl W/WIIM Pa3Hble KOJIOHTUTYJIB 71l YeTHBIX YU HeYeTHBIX

CTpaHuI], 106aBbTe U popMaTHUpPYTe CO/IePKUMOe B KOJIOHTUTYJIe KaX0r0o THIIA.
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Ta6usmma 12 — IlapameTpsb! KOJIOHTHTYJIOB

ITapametp Onucanue

OTCTyTI OT BEPXHEero Kpas CTPAaHUIIBI; OTCTYH OT BEPXHEero Kpas CTpaHUIIbI 1O CTPOKU BBOJd JAdHHBIX

OTCTYII OT HUKHEro Kpas CTPAHMIIBbI B BEPXHEM KOJIOHTHTYJIE,

OTCTYH OT HUXKHEI'O Kpad CTpAaHUIIBI 10 CTPOKKU BBOd [JdHHBIX B
HUKHEM KOJIOHTHUTYJIe.

OcoOblii KOIOHTUTYJI AJIsl TIepBOM [To3BomsieT co3maBaTh YHHUKAIbHOE CO/IEPXKUMOe B
CTPaHMIIBI KOJIOHTUTYJIaX KaK Ha IIepBOii CTPaHUIle BCero JOKYMeHTa, TaK
Y Ha MepBOM CTPaHUIIe JIF0O0T0 U3 Pa3/iesioB.

ITpu ycranoBke ¢a’kka 0COOBIM KOJIOHTUTYJIOM CTAHOBSITCSI U
BepXHUM, U HDKHUN KOJIOHTUTYJI [IepBOY CTPaHULIBL.

Eciu ¢pnakok ycTaHOBIIeH, IpUIoXeHre 3alI0MUHAeT TaHHEIe,
KOTOPbIe BBOZSTCS B 0COOBIM KOJIOHTUTYJI, U TIPU
yCTaHOBKe/CHITUU PIiakKa 0TOOpaXkaeT/CKpbIBaeT UMEHHO 3TU

JaHHEIe.
PazHble KOJTOHTUTYIIBI 17151 YeTHBIX U [TpumensieTcss OMHOBPEMEHHO KaK JJIsi BEpXHUX, TaK U IS
HeYeTHBIX CTPAHUIL HIDKHHX KOJIOHTUTYJIOB.

OmnpenesneHye YeTHOCTH ¥ HEYETHOCTH CTPAHUIT BCET Ia
HAYMHAETCs C TIepBOM CTPAHUIIBI IOKYMEHTa, BHe 3aBUCUMOCTHU
OT HaJIM4MS pa3iesioB.

YTo6bl OBICTPO IeperTH OT HACTPOWKM BepxHero K HAaCTpOVKe HIKHEro KOJIOHTHUTYIIA,
BbIJIEJINTe HYDKHUM KOJIOHTUTYJI OHUM I11eJIYKOM MBIIIU. [1aHesnb HacTpoek BepxXHero KOJIOHTUTYJIA
3aKpOETCsl ¥ OTKPOETCS NTaHellb HACTPOeK HYDKHEro KOJIOHTUTYJIa. AHAJIOTUYHO MOXHO IIeperTH OT
HaCTPOUKY HUKHET'O K HACTPOMKe BepXHero KOJIOHTUTYIIA.

IlaHenb HAaCTpoOeK BepXHUX WM HUIKHUX KOJIOHTUTYJIOB 3aKpbIBaeTCs aBTOMAaTU4eCKU IpU
BBIXO/Ie U3 peXuMa peJlaKTHPOBAaHMS KOJIOHTUTYJIOB. IIpy Heo6XOAMMOCTH ee MOXHO CKPBITh
BPY4YHYIO BO BpeMs paboThI C KOJIOHTUTYJIAMHU.

J1J11 3TOTO BBINIOJIHUTE OHO U3 CIeyIOIIUX JeUCTBUN:

— B BepxHeli yacTy naHeu Ha)XKMUTe KHOIIKY —# (cM. Pucynok 279).

— Ha OoxoBo# maHenu HaXXMUTe KHOIIKY @ (BepxHmii KOJIOHTUTYJI) WA @ (Hyoxwmii

KOJIOHTHTY.I).

Yto6b! 0TOOpA3WTh NaHesb, IOBTOPHO HAXMHUTE KHOIIKY @ (BepxHuii KOJIOHTUTYJI) WA

@ (HroxHMiT KOJTOHTUTYJI).
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BepxXxHWIA KONOHTUTYA Q
Hactpoiikn Homepa cTpanny @
MapameTpel 0
TCTYN OT BEPXHErD
- o 1,27 cm

A

KpaA cTpaHWLbl

Ocobblil AnA NepBEOF cTpaHKUE

PazHkle YeTHEIE M HEYETHRLIE CTPaHKWLUB

Pucynok 279 — Knonku ynpaBiieHUs! IaHeJIbIO

YToObl BBIMTM U3 peXuma PpeJJaKTUPOBAHUS KOJIOHTUTYJIOB, BBIIIOJIHUTE OJIHO U3
CIIeVIOIIVX NeUCTBUM:

— JIBaXXIblI LIIeJIKHUTeE I10 TEeKCTY JIOKYMeHTa 3a MpejleJlaMi KOJIOHTUTYJIOB.

— HaxmuTe kHomKy 48 oJ1 MJTM HAJT KOJIOHTUTYJIOM.

— Haxwmure kinaBumy Esc.

4.10.2.2 Ypanuth conep:kuMoe KOJIOHTUTYJI0B

[Tpu1 HEOOXOAMMOCTH MOXKHO YIAJIUTh COIEPXKUMOe BEPXHUX WM HUXKHUX KOJIOHTHUTYJIOB B
BBHIOpAaHHOM pasfienie JokymMeHTa (cM. pasmen 4.10.5). Ilpu ymanmeHuw OeWCTBYIOT ClelyroIue
IpaBuIa:

— FEcmm [OKyMeHT CONEpXXHUT TOJNBKO OAWH pasfiell, TO COJIEePXKUMOe KOJIOHTHUTYJIOB

yasieTcsi BO BCEM JIOKYMEHTe.
— Ecm ycraHoBiIeH o0cCOOBI KOJIOHTUTYJI IS TEpPBOM CTPAHUIIBI, TO COIEpXKUMOoe
KOJIOHTUTYJIOB TIePBOM CTpPAHUIIBI U COJIEPKMMOe KOJIOHTUTYJIOB pasjieyla HYXKHO
YAQJIATH TI0 OT/IeJTbHOCTH.

— Ecium B pa3zernie HaCTpOeHbI pa3Hble KOJIOHTUTYJIBI [JIs YeTHBIX U HEYEeTHBIX CTPAHUIL, TO
yIaJIsieTCsl COIepKUMOe KOJIOHTUTYJIOB TeX CTPaHMII, KOTOPbIe aHAJIOTHYHBI BEIOPAaHHOM
npu yaaneHuu. Hampumep, npu BpiOOpe YeTHOM CTpPaHUIBI YHAJISIETCs COIep>KUMoe

KOJIOHTHUTYJIOB YeTHBIX CTPaHHII.
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YTOoOBI yIaUTh COJIEPKMUMOEe KOJIOHTHUTYJIOB, BLITIOJIHUATE CeIyIOIIye JeHCTBUS:

1. YcranoBure KYpCOp Hd CTpaHUIE pa3liejlda, B KOTOPOM HY>XXHO YyIdJIUTh COOEpPXHUMOe

BepXHHUX WUJIN HUXXHHUX KOJIOHTUTYJIOB. HpI/I OTOM:

— FEcmm B pasgene HacTpoeH OCOOBIM KOJIOHTHTYJI /Uil TEPBOM CTPAHMIIBL, TO IS

yAaJieHus! COJIepP>KMMOT0 KOJIOHTUTYJIOB Ha MepPBOM CTPaHHUIle YCTAHOBHTE KypCcop Ha

NepBoy CTpaHHWIle, a ISl yJaJeHds COJep>XXUMOI0 KOJIOHTHTYJIOB Ha IPYyTrUX

CTpaHMIlaX — Ha JII0OOW JIPyroM CTpaHulle pasjiena.

— Ecm B pa3zeiie  HaCTpOeHbl pd3Hble KOJIOHTUTYJIbI IS YeTHbIX W HEYeTHbIX

CTPaHHII, YCTAaHOBUTE KYpCOp Ha YeTHOW CTpaHHUIle, YTOOBI YJAlIUThb COJIEPKUMOe

KOJIOHTHUTYJIOB Hd YeTHbIX CTPdHUIAX, WIK YCTdHOBUTE KYypCOP Ha He4YeTHOH

CTpaHHUIIE, YTOOBI YAAJIUTh COOEpPXUMOE KOJIOHTHUTYJIOB Ha HEYETHBIX CTPaHHIdX

paszerna.

2. HEPEfIHHTe B peXUM peldKTHUPOBAHUS BepPXHUX WM HUKHUX KOJIOHTUTYJIOB OJHUM N3

CJIeJTyIOIIUX CIIOCODOOB:

— DBruibepute nyHKkT komaHaHoro MeHio BcraBka > KosonTHTynbl > Bepxuuii

KoyIoHTHUTYJI / Hinxuuii kononTutya (cM. Pucynok 280).

Beraeka @opmar  Wecrpymentm Bug OBwmid gocTyn
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s
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o
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Wzobpaxenwne...

TekcTosoe None

Durypa

Tabauua...
Dopryna...

l':I'I'F_"LI,M4':|.|'I bBHBIE CHMEBONB. ..

Pazpeie cTpanuuw
Paspuie pasgena
Howmepa cTpaniy,
KonoHTUTY AL

CrnaeneHwe

Cobinka..,

Pucynok 280 —

X0 Thames w14
v K K 4 ABF -
WpwndT

Ctrl+Enter

k

*» [5] Bepxtuii konoHTUTYA

£l HuskHWid KonoHTHTYN

Ctrl+K

Komanngnoe menro BeraBka

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

Mognuecka Cnpae

263



MonOdonc

— Ha mnasenn uWHCTpymMeHTOB, B pasfieie BcraBka HaxkmuTe KHOIIKY -==. Ha
0TOOpa3uBIIIeNCs TaHelld BCTaBKU BbIOEpUTe = Kononturynst > BepxHwuii

KoyIoHTHUTYJI / Hixuuii kononTutya (cMm. Pucynok 281).

AaBoBBl AaBoBeIT AaB6BelT ... [_jv @ v =] [ .

3aronoBeok 2 3aronoceok 3 3aronoceok 4

E HzobpaxeHwe..,

EI TekcToBDE NONE ~
& owrypa >

HH  Tadawua.. >
Dopyna...

[E] CneynanbHble CHMBOABI... ¥

= Pazpeie cTpaHuuw

(S

*=  Pazpwe pazgena

Howmepa cTpanvd,. ¥
% BepxHWA KonoHTUTYA Q KonoHTuTyam ¥

[

@ HuxHWA KonoHTUTYA Ornaenenne
(_fj Cornka...
=1 MepekpecTHan CobLIKA...
'_,\' Iaknagka...
AE CHocka >

Pucynok 281 — Ilanenb BcTaBku

— YToOBI yoanuth CoJilep>kKUMOe BepXHUX KOJIOHTUTYJIOB, IIO/IBEIUTE KyPCOP MBIIIU K
BepXHel 4acTh CTpaHUIbl. UTOOBI yAamuTh COJlep>KMMOe HWKHHUX KOJIOHTUTYJIOB,

MOJIBeJIUTe KypCOp MBIIIM K HMXKHel yacTu cTpaHuIlpl. Korma kypcop mpumer BUL

WIH =, 1BAXKJbI IIIeJIKHHUTEe MBIIIBIO.
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3. Ilon vimm Haj KOJIOHTUTYJIOM HakMuTe KHOIKY IlapamMeTpsl U B BbIIa/latoleM CIIMCKe
BbIOEpHTE NYHKT YJQJINTh BepXHUH KOJIOHTHTYJI / YAAJUTh HIKHHN KOJIOHTHUTYJI

(cM. PucyHnok 282).

BepxHWiA kKonoHTUTYA MapameTpbl

HacTpolikn sepxHerc KonoHTHTYAE

s

¥aanuTh BEPXHWA KONOHTUTYN

Homepa cTpanuy

PucyHnok 282 — IIyHKT Y aaauTh BepXHHI KOJIOHTHTY.JI

4.10.3 Homepa cTrpanui

B xomonTuTynax mokymenTa (cMm. pasgen 4.10.2) MokHO oTOOpas3vWTh HOMEepa CTPAHHUIL.
Homepa cTpanui] MoryT 0ToOpa)kaThCsl Kak B OJTHOM (BepxXHeM WJIM HU)KHeM) KOJIOHTHUTYJIe, TaK U B
000X KOJIOHTUTYJIaX OJTHOBPEMEHHO.

Howmepa ctpanun no6aBisiioTcs U yAQJsOTCS B Ipefiefiax BBIOpaHHOTO pasfielia JOKyMeHTa
(cMm. paznen 4.10.5). Ilpu 3TOM AEMCTBYIOT ClIeyOIye MpaBuIa:

— Ecimu nokyMeHT CONIep>KHT TOJIBKO OJIMH pasfiel, TO HOMepa CTPaHMI] JOOaBJISIOTCS U

YAQJSIOTCS BO BCEM JIOKyMeHTe.

— Ecnu B pasnene ycraHoBjeH 0COOBIM KOJIOHTUTYJI ISl IePBOM CTPaHUIIbI, TO HOMep Ha
MepBOM CTpaHMIle M HOMepa Ha OCTaJbHBIX CTPAaHUIIAX pasfiejla HY>KHO T00OaBlsSTh U
YAQIATh TI0 OT/IeJIbHOCTH.

— Eciu B pasfiene HacTpoeHbl pa3Hble KOJIOHTUTYJIbI AJIsl YeTHBIX U HeYeTHBIX CTPAHMII, TO
N00aBIISIIOTCS W yAQJSIOTCS HOMepa Ha CTPaHMIAX, aHAJIOTHYHBIX BBIOpAHHOM MpU
nobapiieHnH WM ynaneHud. Hampumep, mipy BbIOOpe Y4eTHOM CTpPaHUITHI J00aBIISIOTCS

WA YAJAIIAKOTCA HOMepd Hd YeTHbIX CTPaHUIIdX.

Howmep ctpanuisl ripefictaBisieT cob6o¥ TekcToBoe moJie (cM. paszen 4.6.3).
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4.10.3.1 BcraBuTH HOMepa CTPaHMIY

Ytobbl ObiCTpO 10OaBUTH HOMepa crpaHull B ¢opmate 1,2,3,..., BBIIOIHUTE CleAyIollye

JeUCTBUAL.

1.

VYcraHoBUTe Kypcop Ha crpaHuiie pasgena (cMm. pasgen 4.10.5), B KOTOPBIA HYXKHO

nobaBrTh HOMepa cTpanull. [Ipu atom:

— FEcmm B pasgene HacTpoeH O0cCOOBIM KOJIOHTWTYJI Uil [€PBOM  CTPAHMUIIbI

(cm. pasgen 4.10.2), To ans nob6aBieHUss HOMepa Ha MepBOM CTpPaHHUIle YCTaHOBUTE

KypCOp Ha HepBOﬁ CTpaHuUlIle, a OJid lIOﬁaBJIEHI/ISI HOMepd Had JPpYyTI'uX CTpaHHUIdX — Hd

0001 ApyTrod CTpaHHIle pa3jena.

— Ecm B pa3ziejie  HACTPOeHbl pd3Hble KOJIOHTUTYJIbI [JIS YeTHbIX W HEeYeTHBbIX

CTpaHMI], yCTAaHOBUTE KypCOp Ha 4YeTHOW CTpaHMIle, 4yTOOBbI /100aBUTH HOMepa Ha

YeTHBIX CTPAHMIIAX, WM YCTAaHOBHUTe KypCOp Ha He4YeTHOM CTpaHuIle, 4TOOBI

):[O6aBI/ITb HOMeEpPd Hd HEYETHbIX CTPAHHIIAX pa3aeiid.

OTKpOﬁTe INOAMEHIO BCTABKY OJHUM U3 CJIEAYIOIIUX CII0CODOB:

— Boibepure myHkT koMaHiHOTO MeHIo BecraBka > Homepa crpanun (cMm. PucyHok 283).

Beraeka @opmar  Mectpymedts Bug  OBwwmid poctyn  MNoanwucka

oY
E2E]

o
kﬁ.‘—'

y
Bt

ML 1C

- m e

gl Gy

]

=
m.

MzobpaxeHne...

TekcToeoe None

Durypa r

Tabnawua...
Dopuyna...

CI'IE'LI,HEJ'I bHBIE CHMMBOAbB...

Pazpbie cTpaHWLB Ctrl+Enter
Paspwe pasgena

Howmepa cTpaduy, r
KonoHTUTY AR r

OrnagneHne

Cebinka... Ctrl+K
MepekpecTHan copiaka...

Jaknagka...

-

| |
[ =1 =i
[ |

CHocka

KO Thames

HpudT

Ceepxy caesa

Ceepxy No ueHTRY

Ceepuy cnpaea

CHuzy cneea
CHuzy no ueHTpy
CHuzy cnpaea

K K Y AR T

Pucynok 283 — Komananoe menio BecraBka
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— Ha mnaHenmu WHCTPyMeHTOB, B pasjeiie BcraBka HaXMUTe KHOMNKY -<==. Ha
0TOOpa3UBIIIeNCs MaHeJId BCTaBKU HaBeAUTe KypcOp MbIIIK Ha kHOMKY %/ Homepa

crpanun (cM. PucyHok 284).

. Aab0B AaB6B: AaB6BB .. [1H. E]v =] -
3aro.ok 1 3aro..ok 2 3aro..ok 3 L — !

Wzobpawerne.. ~
E[ TekcToBOE None
{5' Durypa > Q
HH  TaBawua »
ij Gopmyaa...
CneynansHee CHMBOE.., >

[
= Paspbie cTpaHuup
—
= Paspwie pasgena
. = . Howmepa cTpanuy, L\} >
@ KonoHTUTY AR >
OrnaenexHne

-
) Ccbanka..,

(_f
=] MepekpecTHan copaka...
n | | | |
.ﬂ: Jaknagka...
AE' CHocka ¥
[ Kowm -
-
7] Aara
f::l Bpewms

Pucynok 284 — [1anenb BCcTaBKU

3. B oTkpeiBIIEeMcs IOJIMeHIO BbIOepuTe MeCTo 0TOOpa)keHHsi HOMepOB CTPaHUII.
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YT0o6b! 106aBUTH W/WIIK HACTPOUTb HOMepa CTPaHUI], BBIIIOJIHUTE CIIeAYIole 1eHCTBUS:

1. VYcraHoBuTe Kypcop Ha crpaHMlle pasznena (cM. paszznen 4.10.5), B KOTOpOM HYXHO
100aBUTh W/WIIM HACTPOUTh HOMepa CTPaHMII, TaK, KaK OIIMCAHO BBIIIIe.

2. Tlepeiinute B peXuM peJaKTUPOBAHMS TeX KOJIOHTUTYJOB (cM. pasmen 4.10.2), B
KOTOPBIX HY>KHO J00aBUTh W/WJIK HACTPOUTh HOMepa cTpanull. Harpumep, eciiu Homepa
CTPaHUIl HY>KHO J100aBUTh W/WIA HAaCTPOUTh B BEPXHUX KOJIOHTUTYJIAX, IepeinTe B
PEeXUM pe/laKTHPOBAaHUSI BEPXHUX KOJIOHTUTYJIOB. [IJI1 9TOro BBINOJIHUTE OJIHO U3
CJIeIYIOIUX TeUCTBUM:

— Bribepute myHKT KOoMaHgHOro MeHI0 BcraBka > Komonturynel > Bepxuwmii

KoJoHTHUTYJI / Hixuuii kononTutya (cM. Pucynok 285).

Beraeka Dopmar  WHotpymente  Bug  OBwwid goctyn lMognucka  Cnpaeka

VizoBpaxetue... 1] | XOThames vl v
TekcToBoe Nose
Durypa r X K H AB e i
WpudTt
BEH TabBawua...
() Dopmyna...
CneunansHee CUMBOALI .
*5 Paspbie cTpaHWUp Ctrl+Enter
‘= Paspuie pazgena
# Howmepa cTpaHuy 3
= KonoHtumyaw » [5] Bepxxuii kosoHTUTYA
=: OrnasnerHue [E]  HuskHuid konoHTUTYN
¢ Coonka.. Ctrl+K
=1 [lepekpecTHan CcbliKa...
[[]  3aknagka..
AE CHocka r
[ KommerTapwii

Pucynok 285 — Komangnoe mento BeraBka

— Ha mnaHemu wuHCTpyMeHTOB, B pasfeine BcraBka HaxMuTe KHONKYy -==. Ha
OTOBpA3KBIIIEHACS TTAHENH BCTABKHU BhibepuTe = KomonTHTy 161 > BepXHHIl KOJOHTHTY/X

/ HixHuM KOIOHTHUTYJI (CM. PucyHok 286).
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AaBoBBl AaBoBeIl AaB6Belt .. [[H. @ v [=] -
3aronoBok 2 3aronosok 3 Jaronosok 4 L T !
E HzobpaxeHwe..,
E[ TekcToBDE NONE ~
! owrypa >
EEH TaBanua... »
(_‘3 Dopyna...
n CneumansHele CUMBOALL.., >
"= Pazpbie CTRaHWLE
(S
*=  Pazpwe pazgena
Howmepa cTpanvd,. ¥
E]  BepxHuii konoHTUTYA B Kosonruryne =

S

HuxHWA KonoHTUTYA Ornaenenne

[

(,} Cemnka...

Pucynok 286 — Ilanenb BcTaBku

YroObl NepeldTH B PeXUM pellakKTUPOBAHMSI BepXHUX KOJIOHTUTYJIOB, IO/IBeIUTe
KypcOp MBIIIM K BepxHed 4dYacTd CTpaHUlbl. UYTOOBI IepedTH B Ppexum

PedaKTUPOBAHWA HUWKHUX KOJIOHTHUTYJIOB, IIOABeOWTE KYpCOpP MbBIIIHN K HIDKHEN

yactu cTpaHuibl. Korjma kypcop npumeTr Bup WIM =, JABXIbl IIeJIKHUTe
MBIIIBIO.

Ecnmu B paspen yxe nobaBieHbl HOMepa CTpPaHMIl, Ha)XMHUTe COYETaHWe KJIABUII
Alt+P / ~ Option+P. KojmoHTUTYs, B KOTOPOM PacCIOJIOKeHbl HOMepa CTPaHMII,
nepeiJieT B peXXuM pepakTupoBaHus (cMm. PucyHok 288). Ecim HOMepa crpaHuIl
COJlep>KaTcsl U B BepXHeM, U B HIDKHEM KOJIOHTUTYJIe, TO 110 YMOJIYaHHUIO B PeXUM
pellaKkTUPOBaHMs IlepeiieT BepxHUA KOJIOHTUTYJ. CIipaBa aBTOMaTH4YeCKU

0T06pa3uTCs MaHesb HACTPOeK KOJIOHTUTYIIOB. [lepelinuTe K AeHCTBUSM I1.4.
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3. OTkpoiTe 1MaHeb HACTPOEK KOJIOHTUTYJIOB OJJHUM U3 CJIeAYIOLIUX CIIOCOOOB:
— Ilog wiv Hag KOJIOHTUTYJIOM HaxkmuTe KHONKY IlapameTpsl U B BbINajarolieM

cnucke Bbibepute yHKT Homepa crpanun (cMm. PucyHnok 287).

BepxHWiA KONoOHTUTYA MapameTpbl

HacTpoiikn BEpXHErD KOAOHTUTYAS
¥aannTb BEPXHUA KONOHTHTYA

Homepa cTpaHuy, [}

Pucynok 287 — [Iynxt Homepa cTpanuig

— Ha 60okoBo# nlaHeny HaXKMUTe KHOIIKY @ (BepxHuii KOJIOHTHTYJI) WIN @ (Hyoxwamii
KojoHTHTYJa) (cM. PucyHoxk 288). Ha orTkpeiBlIelcs IaHeld HACTPOeK

KOJIOHTHUTYJIOB BbI6epI/IT€ BKJIaIKY HOMEpa CTpaHHIl.

jo!

= BepxHWit KONOHTUTYA

—a-:'p-::tmm FAoMepa cTpaHunL, @

BepxHuid konoHTTY N MapameTpbl Dopar

bez Homepoe v

Pucynok 288 — [lanesib HacTpoek BepXHero KOJIOHTUTYJIa

4. Ha maHemu HACTPOEK KOJIOHTUTYJIOB, BO BkiIagke Homepa crpaHum ykaxwure
HeoOxouMble TapameTpsl (cM. PrucyHok 289):
— ®opmar — TuIl HyMepaluK, Hanpumep, apabckre Wi puMcKue 1UpsbIL.
— BrIpaBHHBaHHe — pPacII0yIoXKeHHe HoMepa [0 FOPU30HTAJIbHON OCH.
— Hauars ¢ — 3HaueHue, ¢ KOTOPOTO ClleflyeT Ha4yaTb HyMepallHIo.
— IIpomomxuTh C MpegbIIyIIero pasesa — IPOJ0JDKUTh HyMepallyio Ipe/ibIIyIero

pa3aeiia.
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—» BepxHWIA KONOHTUTYA Q

Hactpoiikn Homepa cTpaHiy @

Mapametpsi Dopmar

Bt PaBHHMEGHWE

=

~

Hymepauua
Hauatk ¢ 1

O NMpogomkuTs ¢ npeabigyLero pazgena

Pucynok 289 — IlapameTpsl HyMepalyy CTpaHUI]

5. BrriauTe U3 pexxvMa pefjakTUPOBAHHUSI KOJIOHTUTYJIOB OJTHUM U3 CJIeJTyIOIIUX CIIOCOOOB:

- HBB)K}II)I IOEeJIKHUTE 110 TeKCTY NOKYMEeHTad 34 IIpe/iejlaMUi KOJIOHTHUTYJIOB.

— Haxmure KHOIIKY [ 110, MJIK HaJl KOJIOHTUTYJIOM.

— Haxwmure knaBuiy Esc.

B pexxuMe peJaKTUPOBdAHHW KOJIOHTUTYJIOB MOXXHO IIPUMEHUTDb Cl)OpMaTI/IpOBaHI/Ie K.

TexcToBoMy 1010, B KOTOPOM pacHoJIOXXeH HOMep cCTpaHuIlbl (cM. pasmen 4.6.3).
Hanpumep, usmenuTth 3anuBKy (cM. pasznmen 4.6.5) wimm koHTyp (cM. pasgen 4.6.6)
TEeKCTOBOTO TOJIS.

Homepy crpanunbl. Harpumep, uaMeHUTh BT WM HadepTaHue. dopmMaTupoBaHue
HOMepa CTPAHUIIBI OCYIIECTBIISETCS aHAJOTMYHO GOPMATHPOBAHHIO OCHOBHOTO TeKCTa
nokymeHTa (cM. paszen 4.3). UToObl nepedT k pOpPMaTUPOBAHUIO HOMepa CTPaHMIIbI,

BBIJICJIUTE TeKCTOBOe II0JIe JBOMHBIM IIeTYKOM MBIIIIH.

4.10.3.2 YganuTths HOMepa CTPaHMIL

YToOBI yauTh HOMepa CTPAHMII, BBITIOJTHUTE CIIeTyIolye JeHCTBHUS:

1.

VYcraHoBUTe Kypcop Ha CTpaHMIle pasjiela, B KOTOPOM HY>KHO y/lallMTh HOMepa CTPaHuIl.

[Ipu s3TOM:

— FEcmm B pasnene HacTpoeH OCOOBIM KOJOHTUTYJ ISl 11€PBOM CTPAHUIIBI, TO [
yZlalleHHsl HOMepa Ha IIepBOM CTpaHMIle YCTaHOBUTe KypCOp Ha IIepBOM CTpaHMIle, a

TSl yJlaJieHus HoMepa Ha JIPYTUX CTpaHUIlax — Ha Jitob0M Apyror cTpaHuIle pasiena.
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Ecimu B pa3neiie HACTPOeHbl pa3Hble KOJIOHTUTYJIbI [JId YeTHBIX W HeYeTHBLIX
CTpaHHUI], YyCTAHOBUTE KYpCOp Ha YeTHOM CTpaHHUIIE, YTOOBI YAAJIIMThb HOMeEpa Ha
YETHBIX CTPAdHUIAX, WK YCTAHOBHUTE KYPCOP Ha HEe4YeTHOH CTpaHHUlIle, YTOOBI

yAQJIUTh HOMepa Ha He4eTHBbIX CTPAaHHUIaX pasfiena.

2. llepeiimure B peXuM pelaKTUPOBAaHUSI KOJIOHTHUTYJIOB, B KOTOPBIX OTOOPaXKaroTCs

HOMepa cTpaHuIl. Hampumep, eciu HOMepa CTpaHMII OTOOPAXKAIOTCSI B BepXHEM

KOJIOHTHUTYIJIE, Hepefl}IHTe B PeXHUM peJdaKTUPOBAHHWA BEPXHUX KOJIOHTUTYJIOB. HJISI 3TOro

BBITIOJIHUTE OFJHO U3 CJIeJYIOIIUX JIeUCTBUM:

Breibepute myHKT KoMaHjgHOTO MeHIO BceraBka > KosonTHTYyNBI > BepxHuii
KoJoHTHUTYJI / Hixuuii kononTutya (cM. Pucynok 285).

Ha mnasenmu wuHCTpymMeHTOB, B pasnene BcraBka HaxmuTe KHONKy -===. Ha
0TOGpA3MBIIeHCsS TaHeNM BCTaBKM BhiGepute ) Komomrurynasr > Bepxmmii
KoyoHTHUTYJI / Himxuuii kononTuTya (cM. PucyHok 286).

YroObl mepedTH B PeXUM PeAaKTUPOBAHMS BepXHUX KOJIOHTUTYJIOB, IIO/IBE/IATE
Kypcop MBIIIM K BepxHel 4YacTh CTpaHulbl. YTOOBI IlepedTH B peXuM

peaaKTUpPOBaHUS HUXKHHUX KOJIOHTUTYJIOB, IIOABeJnTe KypCOpP MbIIIN K HIDKHEe 4acTH

crpanunbl. Korga kypcop npuMer BUIL — WIH =, IBX/IbI HIEJIKHUTE MBIIIBIO.

Haxwmure coueranve kiaBuil Alt+P / ~= Option+P. Kononturyn, B koTopom
pacrosoXeHbl HOMepa CTpaHUI], lepeifieT B PeXXUM pellakTUpoBaHus. Eciu Homepa
CTpaHMII COIepXKaTcsl ¥ B BePXHeM, U B HM)KHEM KOJIOHTUTYJIe, TO 110 YMOTYaHUIO B

PEXXUM peJlaKTUPOBaHMUSI IepeiiieT BepXHUN KOJIOHTUTY L.

3. VYpanure HOMepa CTPaHUIl OHUM U3 CJIeAYIOIMIUX CIIOCODOOB:

Ilox winy Haj KOJIOHTUTYJIOM HaxxMuTe KHONKY Ilapamerpsl ¥ B BbIIafaroliem

CIIMCKe BbIOepuTe MYHKT Y JaJIUTh HOMepa cTrpanu (cM. PrucyHok 290).

BepxHWE KONOHTUTYN MapaneTphl

HacTpoiiki BepxHEro KONOHTUTY A
¥AanMTh BEPXHWA KOACHTUTYA
Homepa ctpanny,

YaanuTe HOMERE CTRaHWL,

Pucynok 290 —Kuonka IIapameTpsi
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— Ilopg wiy Haj KOJNOHTUTYJIOM HakMHUTe KHONKy IlapameTpbl u B BhINIaaolieM
cnucke BblOepure nyHKT Homepa crpanmn (cM. Pucynoxk 290). Ha nanenu
HACTpOeK KOJIOHTUTYJIOB, BO BKJIajike Homepa crpaHuil, B BbIIafarolleM CIIHCKe

dopmart BriOepuTe 3HaYeHHe be3 HoMmepoB (cM. PucyHok 291).

—» BepxHWIn KONOHTUTYA Q
1 Hactpoiikn  Homepa crpaHuy, @
MapameTpel Dopuar
1.2.3, .. v
be3 HoMmepoB
Vo123 .
LILHL ...
Likili, ..
ABC, ..
ab.c ..
Crpannua 1
INER
/X
1=

Pucynok 291 — Beimmamarommii ciicok Popmar

- OHHI/IM [IeJTYKOM MBI BbIJIEJINTE TeKCTOBOe II0jiIe C HOMepOM CTpdHHUIbI K
yJlaJiTe ero Tak, Kak OIMCAHO B pa3szerne 4.6.14.
4. Beriigure U3 peXxMMa peIakTHUPOBAHUS KOJIOHTUTYJIOB OJJHUM M3 CIIeAYIOMIKX CIOCOOO0B:
—  JIBaX/IbI IIEJIKHUTE I10 TeKCTY JOKyMEeHTa 3a IpeJieJlaMy KOJIOHTUTYJIOB.
— Haxmure xHOTIKY (54 110J] WJTM HAJ| KOJIOHTHUTYJIOM.

— Haxwmure knaBuiny Esc.

4.10.4 Pa3ppIB cTpaHUIIBI

[Ipunoxenue «MonOduc TekcT» aBTOMaTUYECKU IeTTUT JOKYMEHT Ha CTpaHUIIbl. Pa3pbIBbI
CTPaHUI] MOXKHO TakKe 00aB/ISTh BPyUHYIO B JII0OOM MecTe ioKyMeHTa. J1j1s1 aToro:
1. VYcraHoBuTe Kypcop Ha TO MeCTO AOKyMeHTa, II0Cje KOTOPOro HeoOXOJMMO HadaTb

HOBYIO CTPaHMUILY.
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2. JlobaBbTe pa3pbIB CTPAHMITHI OAHUM U3 CIEIYIOIINX CIIOCOOOB:

— Bribepure nmyHKT kOMaHIHOTO MeHIO BeraBka > Pa3psiB crpanmibi (cM. Prcynok 292).

Beraeka  @opmar  MHotpyments Bug O

WzobpameHwe..,

TekcToeoe none

Durypa +

B G HE

Tabanua...

f
l\.g.a’

Dopmyaa...

Ty
Bkt

l':I'I1‘."Ll,l-1-ﬂ.'1I:v-H BE CHMEQAB...

Pasprie cTpaHmLs Ctrl+Enter

or ac

Paspmie pazgena

Pucynok 292 — KomangHoe mento BeraBka

— Ha nanenu uHCTpyMeHTOB, B pasziene BecraBka HaxMuTe KHOIKY === (cM. PucyHok 293).

< L
Ha OTO6paSI/IBI_He1/IC$I I[IaHeJIN BCTdABKU HAXXMHUTe KHOIIKY M PaprIB CTpaHUuIbI.

AaB0B AaBOB1  AaB6Bel ... (. Qv [&] -

3aro..ok 1 3aro..ox 2 3aro.ok 3

Wzobpaxerne.., ~
E[ TekcToBOE NONe

&) ourypa >

SEE] TaGnnua... »

C) Topmyna...

CneuuanbHble CHMEDb >

"= Pazpeie cTpaHuum

’I_l

=  Paspwe pasgena

Pucynok 293 — Ilanenb BcTaBku

— Haxwmurte couerauue xkiasuii Ctrl+Enter / $Cmd+Enter.

YroObl yBUAETh pa3pblB CTPAHMIIBI, BKIIIOUMTE OTOOpakeHHe HelledyaTaeMbIX CHMBOJIOB
(c™m. paznen 4.3.1).

YToOb! yIaMUTh pa3pbiB CTPAHUIIbI, BHITIOJTHUTE JIEHCTBUS, ONMCaHHbIe B pa3nene 4.2.12.
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4.10.5 Pa3prIB pasgesa

Jl1s kaKOoro paszesia IOKyMeHTa MOXKHO HACTPOWTBh YHHKAJIbHbIe ITapaMeTpbl CTPaHUIIbI
(cMm. paznen 4.10.1) u kosmoHTUTYIIHI (CM. pasnen 4.10.2).

[lo ymonm4aHuio JOKyMEHT COCTOWT W3 OJHOTrO pasfeiia. YToObl pa30HTh JOKyMEHT Ha
HECKOJIbKO pa3[lesioB, OT/IeJIUTe UX APYT OT JIpyra HelleyaTaeMbIM CHMBOJIOM, KOTOPBIN Ha3bIBAeTCs
paspwvibom pasdena. Hampumep, 4TOOBI B JIOKYMEHTe, COCTOSIIIIEM W3 TpeX TIJIaB, KaXKjas TJiaBa
SIBJISITIACh OT/AEJIbHBIM pasfiesioM, YCTaHOBUTe Pa3pbIB pasziesia I0cie KK OU I1aBbl IOKyMeHTa.

YToObI BCTaBUTH pa3phlB pasfielia, BHIIIOIHUTE ClelylolIye JeHCTBUS:

1. VYkaxure MecTo AJis BCTaBKU OHUM U3 CJIeAYIOLIUX CIIOCOOOB:

— VYcraHoBUTE KypcOp Ha TO MeCTO [IOKyMeHTa, Iocjie KOTOpPOro HeoOXOAUMO
BCTaBUTb Pa3pbIB pasjera.

— Ecsnu paspsIB pasena TpebyeTcsi BCTaBUTh 10 U 10ciie pparMeHTa TeKCTa, BbIe/InTe
3TOT pparMeHT.

2. BcraBbTe pa3phiB pasfiesia OIHUM U3 CIeIyIONINX CII0COOO0B:

— Bribepute myHKT koMaHAHOrO MeHi0 BeraBka > Pa3priB pasgesna (cMm. Pucynok 292).
— Ha nanemu uHCTpyMeHTOB, B paszieiie BcraBka HakMuTe KHOIIKY === (cM. PucyHok 293).

Ha oTo6pasuBIneiics aHeM BCTaBKU HaKMUTe KHOTIKY *= Pa3pbiB pasmesa.

Yrobbl yBUIETh pa3pblB pa3jieia, BKIIYUTE OTOOpakeHHWEe HeredaTaeMbIX CHMBOJIOB
(c™m. paznen 4.3.1).

YToOB! yIamuTh pa3pbiB pa3jielia, BBITOIHUTE JIeUCTBYsI, OMCAHHbIe B paszere 4.2.12.

4.10.6 OrinaBienue

B nokymeHT MoXHO J106aBUThH oryaBieHue. OriaBieHre GpopMUpYyeTCs U3 UMEIOIIUXCS B
JIOKyMeHTe 3aroJIOBKOB — ¢parMeHTOB TeKCTa, K KOTOPbIM IPUMeHeHbl NpeyCTaHOBJIEHHbIE CTUJTU
3arosoBok 1 — 3aros1oBoK 5 WM CTHIM 3ar0JIOBKOB, CO3/IaHHbIe BPYyUHYIO (CM. pasnen 4.3.2).

[To ymosyaHuio orjaBjieHHe aBTOMATU4YeCKd (GOPMUPYeTCs W3 3arojioBKOB, K KOTOPBIM
IIpUMeHeHbl TIpefyCTaHOBJIeHHble CTWIM 3aroaoBok 1, 3arosoBok 2 u 3arosoBok 3. [Ipu
HEeoOXOMMOCTH MOXKHO HM3MEHUTh CTWIM 3arOJIOBKOB, U3 KOTOPBIX GOPMHUPYETCsl OrjiaBjieHue, U
KOJIMYeCTBO YPOBHe! B OTJIaBJIEHHUHU.

OrnaBneHre OOHOB/SIETCS B JIOKyMeHTe aBToMaThdeckd. OOHOBJIeHMe BKJIIOYAeT Kak

HN3MeHeHHUs B TeKCTe 3aIr'0JIOBKOB, TdK U U3MEeHeHHs HOMepOB CTPAHMUII.
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4.10.6.1 IlpuMeHUTH CTHJIH K 3aroJI0BKaM JIOKYMeHTa

[Tpexxne 4yem BCTaBUTH OTJIaB/IeHHEe, MPUMEHUTe CTUIM THUIMA «3aroioBOK» K KaXIOMY
3aroJiIoBKY, KOTOPBIH COJIEPXKUTCS B IOKyMeHTe. Hampumep, eciiv B JOKYMeHTe COJIepKaTCsl IIaBbl,
paszesibl U Mo/Ipas/ieibl, IPUMEeHUTe CTU/Ib 3aroJIOBOK 1 K 3aro/ioBkaM IJiaB, CTH/Ib 3aroJI0BOK 2 —
K 3aroJIOBKaM Pa3fielioB ¥ CTUJIb 3arojI0BOK 3 — K 3aroJIOBKaM I10JIpa3fIeioB.

YT0oOBI IPUMEHHUTH CTHIb K 3ar0JIOBKY, BBITIOJIHUTE CIIAYIOIIHe IeHCTBUS:

1. BblmenuTe TeKCT WM IOMECTUTE KYPCOP B TeKCTe, KOTOPBIN SBJISIETCS 3aTOJIOBKOM.

2. Ha manenmu uHCTpyMeHTOB, B pazzeiie CTHiau BbIOepUTe CTHIb 3arojiOBKa OJHUM U3

CJIeTyIONIHX CIIOCOOOB:

— BribepuTe cTHIIb 3aT0JIOBKA M3 0TOOpaXkaeMbIx cTuiied (cM. Pucynok 294).

AaboBe AaboB1 AaB06BeB AaB6Bel AaB6Bel ... @v

OBbIYHbIF 3aronosok 1 3aronceok 2 3aronceok 3 3aronoeok 4

Crinmn BcraBka

Pucynok 294 — Paznen nanenu nncrpymentoB CTuim

— Haxmure Ha KHOIIKY === " BbI6epI/ITe CTWJIb 3dr'0JIOBKA M3 BbIIIdJA4dIOIIero CIIMCKa

(cMm. Pucynok 295).

AaboBe = AaB0B1 AaB0BE AaB6BsI AaBoBsI' .|

OBbIYHbI 3aronosok 1 Formnen

Crinm

AaB6Bel'T[]nEeE&Kx33Unti

OBbIYHbI

AaB6BeIrInEeksKx331

3aronosok 1

AaB6BBITInEeE é¥m33nl

3aronoeok 2

AaBoBeI'T/InEeEe m3HnllitK

3aronoceok 3

AaB6BeI'r/InE eE e 3a it

3aronoceok 4

AaBoBel'rInEeEe#ix3MulliKu]L

3aronoceok 5

+ Cosaath HOBLIA cTWAL

Pucynok 295 — Cnmcok cruneit
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ITocne IIpUMeHeHus CTHJIEM 3aroJIOBKOB BCTAaBbTE B JOKYMEeHT OI'JlaBJIeHHe.

4.10.6.2 BcraBuTh orjiaBjieHue

YToOBI BCTAaBUTD OTJIaBJIeHHe, BLITIOJIHUTE CIIeAYIOIINe IeHCTBUS:

1. VcraHoBuTe Kypcop B TOM MeCTe TeKCTa, Iepei KOTOpPbIM TpebyeTcss BCTaBUTHb
OrJiaBJIeHHe.

2. BblnonHUTe KOMaH/y BCTaBKX OJIHUM U3 CJIeIYIOIIHX CIIOCOOOB:

— Bribepute nmyHKT KOMaHAHOTO MeHI0 BeraBka > OrsaBienne (cM. Pucynok 296).

Beraeka @opmat  WHotpymedtm  Bug O
WzoBpameHue..,
TekcToBOE None

&) durypa ¢

BFH Tabawua..
() Mopwmyna...

0 CI‘IE‘LI.H-EJ'II:HI:IE‘ CHMBONB...

'5 Paspeie cTpaHuusl Ctrl+Enter
'= Paspeie pazaena

H#  Homepa ctpanuy, 3
B KonoHTuTyw r
=: OrnaeneHune

¢ Ccmnka... Ctrl+K

=l [lepekpecTHan ccolika..,

[[]  3aknagka..

aE  CHocka r
= Kommentapuii

B fara

(L) Bpemn

=)  Tonas

Pucynok 296 — Komangnoe menio BeraBka

— Ha maneim wuHcTpymenToB (cM. Pucynok 297), B pasmene BceraBka HaxkmuTe

KHOIIKY === . Ha oToOpa3uBIiIeiics 1aHeny BCTaBKA HOKMUTe KHOIIKY — - OrjiaBieHue.
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AaBbbB AaB6B: AaBoBs ... [']v @ v =] =

3aroc.ok 1 3aro.oK 2 3aro.ok 3 ’ 1

E Wzobpaxerwe.., ~

E[ TekcToBDE NONe

&' ourypa >
HEH Tabauua >
i:_) Mophyaa...
a CneuransHele CUMBONL... >
[
*—=  Paspbie cTpaHuuw
—_
*=  Pazpuie pazgena
Howmepa cTpaduy, >
@ KonoHTUTY AR >
Ornaenenne I}

Pucynok 297 — Ilanenb BcTaBkU

[To yMos4aHuIO OrjlaB/leHHe Bcerja OTHesleTCsl OT OCTaJIbHOIO JIOKyMeHTa pPa3phblBOM
crpaHuibl (cM. paszen 4.10.4). I1pyu He06XOUMOCTH pa3phIB CTPAHHUITBI MOXKHO Y/IA/IUATh.

HasBaHnue oriaBieHust yKaxure BPy4HYIO.

4.10.6.3 PemaxkTHpOBaThH OrJjIaBjIeHHe

HpI/I pPedaKTHUpOBAHHWHU OIJIaBJIEHH A MOXXHO BBIIIOJIHUTD Cliegyroiire JIerCTBUS:
- ,[[O6aBI/ITb WJIW YAAJIUTb YPOBHU OI'JIaBJIEHUS
— HW3MEeHHUTDb CTHUJIM 3aI'0JIOBKOB JId ypOBHEfI OI'JIaBJIEHH ],

— CKpBITb WM 0TOOPa3UTh HOMepa CTPAHUIL B OTJIaBJIeHHUH.

YToOBI peflakTUPOBATh OTJIaBJIeHHe, BBITIOJIHUTE OJTHO U3 CIIeAYIOIINX JeHCTBUMN:

- H_IEJ'[KHI/ITE [0 OIVIaBJIEHWIO JIeBOM KHOIIKOM MBbIIIA M Ha [IaHeJM HWHCTPYMEHTOB,

B pazjiesie OryiaBjIeHue HAXKMHUTEe KHOIIKY {0* Usmenntn (cm. Pucynok 298).
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{E} NzmeHnTE o
v &
Cﬂ ]

=
Ab3au OrnagneHne BcTtaeka

1|
i
il
i
o

<

lil
I
L4

Pucynok 298 — Knonka I3MeHUTH

— H_IEJ'[KHI/ITE I10 OIJIaBJIEHHIO npaBoﬁ KHOIIKOM MBIIIIA W  BBIIIOJHATE KOMaHay

KOHTEKCTHOT'0 MeHI0 I3MeHHTh orjiaBJIeHHe.

OTtkpoetcst okHo 3MeHuTH ornaBiaeHue (cM. Pucynok 299).

2meHWTEL ornaeneHme X
3aronoeok 1 hd
2 3aroNoBeoK 2 hd
3 3aronoeok 3 v | X

+ Hoewlid ypoeeHs

MokazblBaTe HYMEPaLWH CTpaHuL,

Pucynoxk 299 — OxHo 3MeHUTH OrjiaBjieHHe

[Tocne n3aMeHeHMs CBOMCTB OTJlaBJIeHUs 3aKporTe OKHO M3MeHHTH oriaBiieHue. [[jis aToro

IOEeJIKHUTEe MbIIIBIO 34 ITpejejldaMU IdHHOT'O OKHAd WJIKM HA’KMUTE KHOIIKY X B ero 3aroJjoBke.
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4.10.6.3.1 JTo6aBUTH YPOBEHbH OrJIaBJICHUS

OrsaBieHre MoXeT copepXkaTb 10 9 ypoBHel 3arojioBKOB. [Io yMoyyaHMIO OHO COCTOWT
13 Tpex ypoBHeH. [lepBbIM ypOBHeM OIJIaBJIeHUsl SIBJISIFOTCS 3arOJIOBKM, K KOTOpPBIM IIpYMeHeH
CTWIb 3aroJIOBOK 1, BTOPEIM YpOBHEM — 3aroJjiOBKH, K KOTOPBIM IIpMMeHeH CTWIb 3arojoBOK 2,
TPeTbUM — 3ar0JIOBKH, K KOTOPBIM IIPMMeHeH CTWIb 3aroJioBoK 3.

Kak mnpaBuio, B oOrjaBjieHHe BKJIIOYAlOT He 0ojiee ISTU YPOBHEM 3arojiOBKOB.
ITpu nobaBneHny 4eTBEPTOIO U ISITOTO YPOBHS OIJIaBJIeHUs JJIs HUX aBTOMAaTU4eCKU BbIOMPArOTCS
IIpe/lyCTaHOBJIEHHble CTU/IY 3aroJjI0BOK 4 1 3aro/I0BOK > COOTBETCTBEHHO.

Ecnu B oryaBieHve TpeOyercsi no6aBUThb Oosiee IATH ypOBHeH 3arojIOBKOB, BPYYHYIO
co3mavite crtwM (cM. pasgen 4.3.2.2) u 1npuMeHHTe UX K TpeOyeMbIM 3arojioBKam
(cm. pasnen 4.10.6.1). 3aTem o6aBbTe ypOBHM OIVIaBJIeHHUs, KOTOpble OyayT $GOpMHpPOBATHCS U3
JTAHHBIX 3aT0JIOBKOB.

Yro0bl 06ABUTH YPOBEHB OIVIABJIeHNs], BBIIOJIHUTE CIle/lyIoIye 1eHCTBUSL:

1. B okue U3menuts orsasiienne HaxMuTe KHOTKY + HoBbrit ypoBens (cM. Pucynok 300).

B criicke ypoBHeli 0ToOOpa3UTCst CTpOKa HOBOT'O YPOBHs orviaBjienus (cM. Pucynok 301).

l12meHWTE ornaeneHmne X
3aronoeok 1 v
2 3aronoBok 2 v
3aronoBok 3 v | R

+ Hoewii ypoeeHs

Moka3blBaTe HYMEPaLIWKD CTRaHML,

Pucynok 300 — [To6aBieHre ypoBHS OrjlaBjIeHUs
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2. BpibepuTe u3 BBINAMAIONIETO CIKCKA CTWAJIb 3arojIOBKOB, M3 KOTOPBIX CJiefyeT
dopmMupoBaTh NaHHBIM ypoBeHb orjaBieHus (cMm. Pucynok 301), wim ocraBbTe CTUIIBb,

BbIOpaHHBIY 110 YMOJTYaHHUIO.

l12mMeHWTE ornaeneHme X
I 3aronoeok 1 v
2 3aronoeok 2 v
3aronoeok 3 v
o 3aronoeok 4 v . x
O BBIYHBIA

3aronoeok 1
3aronoBok 2
3aronoBok 3

@ nc v 3aronoeok 4
3aronoBok 5
HazeaHwe gokymeHTa
Moazaronoeok

KonoHTWUTYA

CHocka

Pucynok 301 — Beibop crumns
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4.10.6.3.2 3MeHUTH CTHJIb 3aroJIOBKOB JIJISI YPOBHSI OIJIaBJICHHS

YpoBHM oOrJiaBiieHHss MOXKHO GOPMHUPOBATh KaK M3 3arojioBKOB, K KOTOPBIM IPHMEHEeHbI
NpelyCTaHOBJIeHHble CTWIA 3arooBok 1 — 3arosoBok 5, Tak W M3 3arojiOBKOB,
K KOTOPBIM IPUMEHeHbI CTHJIH, CO3/IaHHbIe BPY4YHYIO (CM. paszen 4.3.2).

YTtoObl M3MEHWTh CTWJIb 3aroJIOBKOB, W3 KOTOPBIX (GOPMHPYETCS KaKOW-TH00
YPOBEHb OTJIaBJIeHHs], BBIIIOJHUTE CJIelyIolIye JerCTBUS:

1. B oxkne A3MeHUTH orjaBjieHHe, B CTPOKe TpebyeMOro ypoBHSI OIJIaBJIeHUsI Pa3BepHUTe

BbINIAIAIONMI CIUCOK cTuier (cMm. Pucynok 302).
2. BpibepuTe u3 BBINAAIONIETO CIKCKA CTWAJIb 3arojIOBKOB, W3 KOTOPBIX CJiefyeT

$bopMUpOBaTh JaHHBIN YPOBEHb OTJIABIIEHUSI.

M3meHWTL ornaeneHme X

3aronoeok 1 hd
O BBIYHBIA

" Jaronosok 1
3aronoBok 2
3aronoBok 3
Jaronosok 4
3aronoBok 5
HazeaHWe gokyMeHTa
Moazaronosok
KonoHTWUTYA

8 nc

CHocka

Ctunk1
S

Pucynok 302 — Beibop crumns
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4.10.6.3.3 YmanuTh YPOBeHb OIJIaBJICHHS

[Ipy HeoO6XOAMMOCTH KOJIMYECTBO YPOBHEHM OIJIaBJIeHHWsI MOXKHO COKpaTuTh. Hampumep,
orjiaBjieHMe, KOTOpOe COCTOUT K3 4YeThblpex YpOBHEH, MOXHO Ipeobpa3oBaTh B OIJIaBJieHHE
13 JIByX ypoBHeH. [yt 3Toro ciefyeT yAaauTh YeTBepThid U TPeTHM YPOBHU OTJIaBJIeHUSI.

VpoBHU OrjiaB/ieHHs MOXKHO YIaJISITh, HAUWHAs C TIOCTIeIHEer0 YPOBHS B CIIMCKe.

YTo0b! yIaNMUTh MTOCIIeHUM YPOBEHb OrjlaBiieHus, B OkHe I3MeHHUTD orjaBjieHHe HaKMUTe

KHOIIKY  CIIpaBa OT JaHHOTO ypoBHs (cM. Pucynok 303).

l12mMeHWTE ornaeneHme X
3aronoeok 1 v
2 3aronoeok 2 v
3aronoeok 3 v
4 3aronoeok 4 v
3aronoBoK 5 v | R

+ Hosbiit ypoBeHs

MNMokazbleaTe HYMepPaLWHD cTpaHnL,

Pucynok 303 — Y nanenue ypoBHs OTJIaBJIeHHUsI

4.10.6.3.4 CxpbITH WM 0TOOPA3UTH HOMepa CTPAHHUI]

[To ymomyaHuio [ijisi KaXk[IOTO 3arojioBKa B OIJIaBJeHWMM 0003HA4YeH HOMep CTPaHHIIbI, Ha
KOTOpO# OH pacrosiockeH. HoMepa cTpaHUI] BEIYUCIISIIOTCSI aBTOMATHUeCKHU.

YToOBI CKpHITH HOMEpa CTpaHHWI[ B OTJlaBJeHWd, B OkHe WM3MeHUTH OrjiaBJIeHHe
(cm. Pucynok 303) caumure draxkok Iloka3sIBaTh HyMepani0 CTPaHMIL.

YroObl BEpHYTHCSI K OTOOpa’KeHUIO CTPAHULL, I0CTaBbTe JIAHHBIN (IIaXKOK.
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4.10.6.4 ®opmaTupoOBaTh OrJIaBJICHHE

K ornasnenuro IIpUMEHSEeTCA (l)OpMaTI/IpOBaHI/Ie 10 YMOJ/IYdHHUIO. HpI/I H806XOJII/IMOCTI/I JJIs1

OrJIaBJIeHUs MOXKHO U3MEeHUTh CBOMCTBA MIPUQTa U CBOMCTBA ab3a1ia.

CDOpMaTI/IpOBaHI/Ie IIpUMEHsdeTCd KO BCeMy OIVIdBJIEHHWIO, HW3MEHeHHe O(l)OpMJIEHI/Iﬂ

OTHEJIbHBIX YaCTel OIJIaBJIeHUS He JOITyCKaeTCs.

cDOpMElTI/IpOBE:IHI/Ie OIJIaBJIEHUA OCYHIeCTBJIIETCA dHAJIOTUYHO Cl)OpMaTI/IpOBaHI/IIO OCHOBHOTI'O
TeKCTa JJOKyMeHTa.
YTo0bbI Cl)OpMaTI/IpOBaTI) TeKCT OIJilaBJIeHHd, BbIJejimTe ero. ,HJ'[H J3TOro ImeJjIKHUuTe IIO0

OTJIAaBJICHUIO JIeBOM KHOIIKOM MBIIIIH.

4.10.6.5 Yaanuths orjiaBjieHue

YToOb!I yIanUTh OTJIaBjieHHe, BBIIOTHUTE OJTHO U3 CIIeAYIOUIUX JeHCTBUI:
1. Brigenute orsasjieHue.
2. BrblinonHUTe KOMaHy y/IajieHus OHUM U3 CJIeIyIOIIUX CIIOCODOB:
— Ha nanenmu uHCcTpyMeHTOB, B pasfesne IIpaBka HaxMuTe KHOIKY ]j (Yoanurs)

(cm. Pucynok 304).

@aidn [paeka Beraeka @opmat  MHotpyments Bug  OBwwid goctyn lNoanueka  C

+ = v of: ﬁ w é D HO Thames w
JoBaenTs = v S & ¥ K Y AB

M6 panHoe dann Mpaeka WpudT

Pucynok 304 — Knornka Y gaaurb
— IlpaBoii KHOMKOW MBIIIA IEJIKHUTE [0 OTJIABJIEHWIO W BBINOJIHUTE KOMAaH[TYy

KOHTEeKCTHOI'O MEeHIO YnaJme.

— Haxwmure kiaBuiy Delete v Backspace Ha kiaBuaType.
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4.11 OToOpaxkeHue Coiep;KUMOro

4.11.1 JIuueiikn

JIuHelku OBICTPO W TOYHO PEryJUPYIOT OTCTYIIBI M IIOJISI IOKYMEHTa 0 TOPHU30HTAIN U
BepTUKa/U. ['opu3oHTaNbHAs JIMHeMKa HAaXOAWTCS TI0J] MAHEeJIbI0 MHCTPYMEHTOB, BePTHKAJIbHAs —
BJI0JIb JIEBOT'O Kpasi IokyMeHTa. [0 ymMomyanuto obe TMHEeNKU 0TOOPaXKaroTCsl.

Ecimu Tpebyercs CKpBITh JIMHEWKU WIA OTOOPA3UTh paHee CKPBIThble JIMHEMKU, BBITIOJIHUATE
OIHO U3 CJIeIYIOLIUX JIeUCTBUIA:

— B xomannHOM MeHro Bun cHuMuTe v ycraHoBuTe Grakok JImneiika (cM. Pucynok 305).

— Haxwmure covyeranue kiasum Ctrl+Shift+R / Shift+3Cmd+R Ha k1aBuarype.

Bug OBwwi goctyn  Mognwcka Cnpaeka
" [luHelika Ctrl+5hift+R

Heneuyaraemble CMMBOAM
Pexcrm npeseHTaLmm
MacwTab +

MaHens MHCTpYMEHTOB »

Pucynok 305 — Komananoe meno Bup

4.11.1.1 HacTpouts nojisi A0KyMeHTa

[MMupuHa mnosneil orobpaxaeTcs Ha JiMHeHWKax cepbIM IBeToM (cM. Pucynok 306 u

Pucynok 307).

ad

1 alls | 3 2
| /lesoe none

Pucynoxk 306 — I'panuria sieBoro noss
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.

BepxHee none
I |

Pucynok 307 — ['panuna BepxHero mnosmst

YTOOBI U3MEHUTH pa3Mep I10JIsl, BBIIIOJTHUTE CIIeyIOII1e TeUCTBUSL:
1. YcraHoBuTe Kypcop Ha JIMHEHNKY, YTOObI OH MPUHSUT BUJ| IBYCTOPOHHEM CTPEeJIKU.
2. Ypep>xuBasi JIeBYIO KHOIIKY MBIIIIH, ITPOTSIHUTE KYPCOP /10 HEOOXOJIUMON OTMETKH.

3. OTycTUTe KHOIIKY MBIIIH, YTOOBI 3apUKCUPOBATh HOBBIN pa3Mep IOJIs.

HaCTpOﬁKy noJien AOKYMEHTd MOHO TdK’Ke BBIIIOJIHUTh C IIOMOIIbIO OKHAa HapaMBprI

crpanuns! (cM. pasgen 4.10.1).

4.11.1.2 HactpouTs oTcTyn ad3amna

VYkasaremnb OTCTYyIld 863611_[8 OTOGp&)KBETCﬂ Ha FOpHSOHTElJ’IbHOﬁ JIMHEHKe CHUHHUM

TpeyroibHUKOM (cM. Pucynok 308).

Pucynok 308 — YkasaTtesns orcTyna ab3ama

YToOBI U3MEHUTH OTCTYII ab3a1ia, BBIIIOJIHUTE CIIeAyIOIe 1eHCTBUS:
1. YnepxuBas jieByl0 KHOIIKY MBIIIM Ha ykKasaTelse, IlepeTaliuTe ero Ha HEOOXOAUMYIO
OTMETKY.

2. OTnycTUTe KHOMKY MBIIIY, 9TOOBI 3aHUKCUPOBATh HOBBIM OTCTYII ab3alia.

HpI/I HN3MEeHEeHUHN OTCTYIId 86381_161 HU3MeEHSEeTCA TaKiKe OTCTYII nepBoﬁ CTPOKH, IIpU 3TOM

pacCTosgsHrEe MeXy HUMU COXPaHAeTCs.
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Hactpoiiky otcryma ab3amia MOXHO Take BBIIOJIHUTH C mHoMolbio okHa Hactpoiiku

ab3ama (cMm. pazzen 4.3.8.5).

4.11.1.3 HacTpouTs OTCTYII IepBOii CTPOKHU

VYkazaTenb OTCTymHa MEepBOM CTPOKH OToOpakaeTcsi Ha TOPHU3OHTAJbHOW JIMHEHMKe CHHUM

IIpsMOYTOoIbHUKOM (cM. PucyHnok 309).

Pucynoxk 309 — Ykazaresnb OTCTYyI1a 1epBOM CTPOKHU

YT0O6BI MI3MEHUTD OTCTYTI [IePBOY CTPOKHU, BHIIIOJIHUTE CJle[lyIoIIue JeHCTBUS:
1. YnepxuBas jieByr0 KHOIIKY MBIIIM Ha yKasaTelle, IlepeTallluTe ero Ha HeOOXOIMMYIO
OTMETKY.

2. OTnycTyuTe KHOIIKY MBIIIH, YTOOB! 3apUKCUPOBATh HOBBIM OTCTYII IEPBOM CTPOKHU.

Hactpoiiky oTcTynma mnepBOd CTPOKM MOXHO TaKXe BBIIIOJIHUTb C IIOMOIIbIO OKHA

Hacrpoiiku a63ama (cMm. pasnen 4.3.8.5).

4.11.2 Macmrab nfokymeHTa

[To ymomyanuto macmrab noxkymenrta cocrasiseT 100%. [Ipu Heob6xomumocTu MaciiTab
MO>XHO M3MEHUTb B OOJIbIIIYI0 UM MEHBIITYI0 CTOPOHBI C TIOMOII[bI0 KOMaHIHOI'O MEeHIO UM CTPOKHU
COCTOSIHMSL.

Yro6bl M3MEHUTh MacmITab [IOKyMeHTa C IIOMOIIbI0 KOMaHJHOIO MeHIO, BBIIIOJIHUTE
CJleyouye 1eCcTBUL:

1. Bribepure myHKT KOMaHHOTO MeHIO Bup > Macmrra6 (cm. Pucynok 310).

2. B oTkpbIBIIEMCS IOJIMEHIO BbibeprTe TpebyeMyto KOMaH/Y:

— YBeuuuTh MaclITad — yBeJIMunTh TeKymui Macirad Ha 10%;
— YMeHBIIUTH MACIHITad — yMeHbIINTh TeKylui MaciuTab Ha 10%;

— @dakTH4eckuii pa3Mep — yCTaHOBUTh MacITab 1o ymomdanuto (100%).
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Bvg OBwwit goctyn  lNognwcka Cnpaeka

o i i - — _ —
NwHekka Ctrl+Shift+R A !ﬁ\+ = . = —
i o —_— —_— —_—
Heneuataembie CUMBOALI
W & W 111: w = 5=
Pexcum npeseHTanmm
AG3au
MacwTab L4 Y¥BenuunThE MacwTab

¥MeHBWNTE MacwwTab
MaHens HHCTPYMEHTOE r

DakTuuecknid pasmep Ctrl+0

Pucynok 310 — Komananoe menio Bup,

YToObl M3MEeHUTb MaciTab C IOMOIIbI0 MHCTPYMEHTOB, PACIIOIOXKEeHHBIX B CTPOKe

cocrosiHus (cM. PucyHok 311), BeIIOSIHKTE OHO U3 CIIeAYIOIIUX JeMCTBUN:

CrpaHwuua 1 w2 1 - o + 100% v

Pucynok 311 — Ctpoka cocTosiHUS

— 3axaB JIeByI0 KHOIMKY MBbIIIH, IepeMecTuTe OeryHOK BIIPAaBO WJIM BJIEBO, YTOOBI
YBEJINYUTh WIM YMEeHbIIUTh MacIITab COOTBETCTBEHHO.

— Haxmure KHONKY +, 4TOOBl YBEeIMYUTh MaclITab, WM KHONKY —, YTOObI yMeHBIIUTh
Macitab. B kaxiom cirydae mar 6yzaer coctasisth 10%.

— BrigenuTe 3HaueHue Tekylero mMacirtaba, pelakTUpPyHTe ero BPyYHYI0 U HaKMHUTe Ha
kiasuily Enter.

— Haxmure Ha CTpesyiKy, pacIlOjIO)KeHHYIO CIpaBa OT 3HA4eHHUsl TeKyIero Macraba,

Y BbIOepuTe TpeOyeMblii MacIiTab U3 BBINIAJAIOIIero CIKCKa.
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4.11.3 Pexxum npe3eHTanuu

YT0OBI Hep€ﬁTH B PpeXuM IIpe3eHTallyuu, BbI6epI/ITe ITYHKT KOMdHIHOI'O MEHIO BI/II[ >

Pexxum npesenramun (cMm. Pucynok 312).

Bvg OBwwit goctyn  lNognwcka Cnpaeka
» JliHelka Ctrl+Shift+R

Heneuataemble CUMEDAL

Pescnm n [FEIEHTALMIA

Pucynok 312 — KomanaHoe mMeHo Bup

Pexxum npesentanuu (cm PucyHok 313) mo3BosisieT UCIOIb30BaTh BECh 3KPaH KOMIIbIOTepa
IUTsl IPOCMOTPA JIOKyMEHTa.

Jl7s1 HaBUTalMK 1O CTPaHUIIAM JIOKYMeHTa B JJAaHHOM peXXuMe HCIIOIb3YIOTCS Clle[lyIolye
KJIABHUIIH KJIAaBUATYPBI:

— Crpenka Baopaso v IIpodesn — nepexo k ciiefyioliei CTpaHUIIE;

— Crpenka Bi1eBoO — I1lepexofi K Ipeablaylel CTpaHUIle.

Jly1st BBIXOZIa U3 peXkuMa Ipe3eHTalluu IpefiHa3HaveHa KiaBuiia Esc.

Pabora ¢ Tabiunamu, niobpamxeHusaMu 1 GopMyIaMu

— | . . e JlobagnsiiTe TabIUIE], BCTABISAUTE U YIAISAHTE CTPOKH
ﬁ ‘ j Y CTONOIIEL, BhIJle/IgiTe, O0beIHHIHTe 1 pa3beJHHANTe
SYEeHKH, U3MEHSIHTE [[BeT X 3aJIMBKH, a TaKxXe
e UCTONB3YHTE TIOBTOPeHHe 3arojioBKOB TabIUILl Ha
= Ka)KIIOH CTpaHHUIe.

e Berasasire uaobpakenus v GUIypbl, M3MEHSITe UX
pasMepbl M HONOKEHHE B TeKCTe.

. o JlobaBnsitre v pejlakTHpyiTe MaTeMaTHYecKue
Beipaxkerus B gopmare LaTeX, uamensiire ux
I [ pasMepsl U NOJI0XKeHHe.

Pucynok 313 — Pexxum npe3eHTanuum
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4.12 PeueH3upoBaHMe IOKYMEHTA

4.12.1 UcnipaBieHus

4.12.1.1 Pexxum 3amucu ucnipaBjieHHH

Pexxum 3anucu vcnpaBiieHU UCII0NIb3YeTCsl, YTOObI OTCIIeXXrBaTh, 00pabaThiBaTh U XpPaHUTh
M3MeHeHHs, KOTOpble BHOCST B JIOKyMeHT J[IpyrMe y4YaCTHUKU pefakTUpoBaHus. YcnpasieHus
HAYMHAIOT 3aIMCBhIBAThCS TOJIBKO IIOC/Ie BKJIIOYeHUs] pexkuMa. [IpocmartpuBath M 06pabaThiBaTh
WICIIPABJIEHHs] MOXKHO TIPH BBIKJIFOUEHHOM peXUMe.

CraTyc pexxuma COXpaHSieTCsl IIOoCjle 3aKpbITUsl ¢ailyia, TO ecTb eCiiM B JOKyMeHTe OBl
BKJIIOUEH peXXUM 3allMCH UCIIpaBJIeHWH, TO IIPU ero MocjieylolleM OTKPbITUU PeXuM Takxe Oyzer
BKJIIOYEH.

YToObl BKJIIOUUATHL WM OTKIIOYUTH PEXUM 3alMCH HCIIpaBIeHUd, B KOMAHIHOM MEHIO
HNucrpymentsl > OToOpaikeHHe HCHpPaBJIeHHII M KOMMEHTApHeB IIOCTaBbTe WM CHHUMHTE

¢dnaxxoxk OrTcnexxuBarh ucnpasienus (cM. PucyHok 314).

WMuctpymentsr Bug  OBwwi goctyn lNognucka  Cnpaeka

OrobpameHve MCNPaEneHWi W KoMMeHTapee P ¥ OTCiesmWEaTE MCNPEBAEHWA

Mpaeocnucanue r

BrigenwTe ncnpaseneHua
HacTpaveaemel i choBape

MokazaTe AOKYMEHT € MCMPABNEHWAMK

13MEHNTE A3BIK... MokazaTe MCXOAHBIA SOKYMEHT

Pucynok 314 — Komangnoe menio HCTpyMeHTBI

4.12.1.2 OTo0OpaxkeHue 1 MPOCMOTP UCIPABICHHI

B nokymeHnTax oTtobpakaroTCsl WCIIpaBileHHs], BHECeHHble KaK B npuioxeHuu «MonOduc

TekcT», Tak ¥ B CTOPOHHHUX peflakTopax. [logaep>xyuBaroTcst MCIIpaBJieHus ClIelyIolero THIa:

BBOJI U y/iaJieHue TeKCTa;

— ¢opmarupoBaHUe TeKCTa;

— ¢dopmarrpoBaHue ab3aa;

— BCTaBKa U yJjaJleH’e N300pakeHu;

— BCTaBKa U yJlajleHHe TabJIvI] U CTPOK B TaO/IMIIAX;

— BCTdBKad, peJdKTHUpPOBdHHE U yJdJIeHHhe I'MIIepCCbhLJIOK.
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HcnpapreHusi MapKUpPYIOTCSI IIBETOM M OTOOpaXKalOTCs Ha IaHelIW pelleH3WPOBaHUs

(cm. Pucynok 315). [l vcripaBiieHHN KaXKJI0TO TI0JIb30BaTesIsl Ha3HAYaeTCsl YHUKAJIbHBIH 1IBET.

v 0O @ é |j XOThames |v| | 14 |v| AT AY e = v [0 TT |:i:|
8y ©cC Q X K4 = Av Oy =v == Hv T
Daidn Mpaeka WpwndT AB3auy CTian BcraBka
«MoinOpuc TekcT» — pedakTop MAnA ObBICTpOro M YAOOHOTO CO3JAaHMA M
OpPMaTHpPOBAaHKMA TEKCTOBLIX OOKYMEHTOB MHOOOH CIOXKHOCTH HA OMNepalHoHHBIX
{p P pv ; ) ﬂr.Kl.y par 1 I @ JDobBaeneno "Linux"
cucremax Linux, Windows 1 macOS. | [

it Jobaeneno ", Windows w mac0S."

Pucynok 315 — UcnipaBnenus

Insi nobaBiieHHBIX W yAaJleHHbIX CTPOK W TaOJUI[ TpPHUMeHsIeTCsl JOMOJHUTeIbHas
MapKUpoBKa IBeToM: (oH H0OaBIeHHBIX CTPOK M TabOJIMI] OKpaIllMBaeTcsl B 3eJieHbld I[BeT, $OH

yAaJIeHHBIX CTPOK U TaO/IMI] — B KPacHbIU I1BeT (cM. PrucyHok 316).

B Tabnuue Huxe [ANA CPaBHEHHA MPeACTABNEHO paccTofHHe mnaHer ConHeyHOR CHCTEMEL OT
HeHTpaneHo i 3ee3nsl — CosHLA.

es—— S obasnexo
Ha3spaHme IIaHeTEI PaccroAHne oT CD\'IHU,a. MITH. KM o A

60
110
150

230

S ———— v, =
HazBaHie 1aHeTsl PaccrosHue-0r-ConHIa, MIH. KM o fanewo

108

150

ol

Pucynok 316 — MapkupoBka TabJidIl I[BETOM

B nanHO! Bepcuy IPWIOXKeHUs AeUCTBYIOT Cllelytollyie OrpaHUYeHus:

— B nokymentax, coxpanennbix B LibreOffice Writer, a 3atem oTkpbiThix B « MoitOduc
TekcTy, McnpaBiieHUs: MOTYT OTOOPaXKaThCsl HEKOPPEKTHO.

— B nmoxymenrax B popmate ODT, cozgannsix B « MoitOduc TekcT», a 3aTeM OTKPBITHIX B

LibreOffice Writer, HekoppekTHO 0TOOpakaeTcsi BpeMsi BHeCEeHUST UCTIPaBIIeHU.
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— Ecimu ps Tabmuiel HacTpoeHo obTekaHue TeKCToM (CM. pasen 4.4.10) u mob30BaTeb

MpUHUMaeT ynaneHwe Tekcra (cM. pasgen 4.12.1.4.1), B KOTOPOM pacCIOJIOKeH SKOPb

3TOM TabuIle! (CM. pa3zen 4.3.1), To BMecTe C TEKCTOM yAaJisieTcs 3Ta TabiuIia.

HcripaBnenus ¢ OOMBIIMM KOJIMYECTBOM TeKCTa OTOOPAKAIOTCS HAa IAHENM pelleH3MpOBaHuUs B

COKpaIlleHHOM Bufie. YToObI TPOCMOTPETH MOJTHOe OIMCAaHKe UCIIPABJIeHMs, IIIeJIKHUTE 110 HeMY MBbIIIIBIO.

4.12.1.3 IlepemMeiieHue Meky HCIIpaBJIeHUSIMHI

Jlis1 BGpICTpOrO IepeMeltieHrs] MeX/Ty MCIpPaBIeHUsMU UCIOJb3yHTe KHOIKU @ (Cnemyromree

HCIIpaBjieHHe WIM KOMMEHTapHui) U ® (IIpenpimyimiee mcIpaBjieHHe WJIH KOMMeHTapHii),

KOTOpbIEe pacIioyIoXKeHbl Ha TaHelId MHCTPYMEeHTOB, B paszielie PenensupoBanmue (cMm. Prucynok 317).

W v AT AT Tr )
()

h IE h é v hd XO Thames |v

8- 9 & Tv[@Q8 - XKUY~ AvEy . e

Dain Mpaeka Peuen3svpoBaHue WpndT Ab3ay Cruan Beraeka
CO3JaHHA H

— PpemakTop Ans OLICTPOTO W YAOGHOro

«MonO¢puc TekcT»
(opMaTHpOBaHHS TeKCTOBEIX [OKYMEHTOB /000 C/IOKHOCTH Ha OIepalHOHHBIX | @ﬂ . TirrE
I obasneHo Linux

Jobaeneno ", Windows w mac0S."

- ) Pl
cucreMax Linux, Windows 1 macOS.

Pucynok 317 — KHonku nepeMeliieHUs1 MeXXly UCIIpaBJIeHHUSIMU

4.12.1.4 IIpuHATH ¥ OTKJIOHUTH UCIIPaBJIeHHUS

Pabora c HUCIIpAaBJIEHUAMH OCYHIeCTBJISIETCA B peXxuMe BI)IIIEJII/ITI) HCIIpABJICEHUS

(c™m. paznen 4.12.1.5).

HcnpaBieHrss B TeKCTe, 3alllMIIIEHHOM OT W3MeHeHWi (CM. pasfen 4.14), HeBO3MOXKHO

IMPUHATH NI OTKJIOHUTD.

4.12.1.4.1 IlpunaTs ucnpaBieHUs
YT0oOB! IPUHATH OJIHO UCIIPaBJIeHHe, BOCIIOIb3yUTeCh OJTHUM U3 CIIe[lyIOIIUX CII0CODOO0B:

1. Ha maHenu pelieH3WpOBaHUsSI HaBeIUTe KypCOP MBIIIM Ha TpebyeMoe HCIIpaBjieHHe U
HaxxmuTe KHOTIKY ~ (IIpunars) (cm. Pucynok 318).
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v 0By & I @« ® v E XOThames v | 14 ~| A= Af Tr ()
=v 9 C & FTv @O = X KUY« Av 2.
Dain Mpaska PeuensnpoBaHue WpwndT AbB3ay Ctinn BeraBka
- - o= }-@ DNobasneno " nroboil cromHocT" v X
«MornOguc TeKcT» — yIODHBIH pefakTop And padoThl C TEKCTOBBIMH JOKYMEHTaMH S

MHO00H CIIOMHOCTH.
Pucynok 318 — KHONIKM IPUHSTHS ¥ OTKJIOHEHUsI UCIIpaBJIeHNs

2. Ha maHenu pelieH3UpOBaHUsl BbljiejiuTe TpebyeMoe HCIIpaBjieHHe IeTYKOM MBIINA U
BBIIIOJIHUTE OHO U3 Clleqyronux Jerctsui (cMm. PucyHok 319):
— Ha nanenu penieH3npoBaHus HAOKMUTe KHOTIKY (~ (IIpUHATS).
— Ha mnaHenu wuHCTpyMeHTOB, B pa3sfeiie PeleH3npoBaHume HaXXMHTE KHOIIKY
©@ (IIpuHATH HCIIpaB/IeHHe).
— Ha nanenu uHCTpyMeHTOB, B pa3zieie PenieH3upoBaHme HaXKMUTe CTPEJIKY CIIpaBa OT

kHomku () (IIpuuaTs ucnipaBieHne) U BbibepuTe yHKT IIpUHATHL HcnpaBiieHue.

v % By & I Oy ®v E XOThames |v| | 14 |v| A™ AT Tr (+)
| = 17 )

=@y 9 C & ¥ K 4 « Av &
MpuHATE MCnpaeneHne -

Dain Mpaeka LWpndT AB3al CTnam Bcraeka
|—|3V|HﬂTh BCE MCNpaBneHUA

«MoiOgpuc TekcT» — YOOOHBIN pelakTop A7 padoThl C TEKCTOBHEIMH JOKYMEHTaMH @

000 C/I0XKHOCTH. Aob6aeneno " no6oid cnoxHocT”

Pucynok 319 — Ilpunstue ncnpasiieHuit

Yrobbl MpPUHATH BCe WCIPABIEHWS B OJHOM HWJIM HECKOJIbKHX ab3alax, BBIIEJIUTE 3TU
ab3aIibl ¥ BHITTOJIHUTE OfTHO U3 CJIENYIONINX JeUCTBHMA:
— Ha mnanemu wHCTpyMeHTOB, B pasfene PeleHsupoBaHme HaXMHUTe KHOIKY
© (IIpunaTh HCHIpaBJIeHHe).
— Ha manenu vHCTpyMeHTOB, B paszieiie PeneH3upoBaHHe HaXMUTe CTPeJIKy CIpaBa OT

KHOMKH () (IIpunsaTs ucnpaBiieHue) U BbiOepuTe yHKT IIpuHATHL HcnipaBiieHue.

UYToOBbI MpPUHSATH BCe WCIPaBIIeHUs] B JIOKYMeHTe, Ha TaHeJIM WHCTPYMEHTOB, B pasjeiie
Penen3upoBaHie HA)XKMUTe CTPEJIKY CIIpaBa OT KHOIKH ©@ (IIpunaTes ucnpasjeHue) U BIOepuTe

nyHKT IIpuHATE Bce HCIpaBJIeHU.
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4.12.1.4.2 OTKJIOHUTH HCHIPABJICHUS

YTOoOBI OTKIIOHUTH OJTHO UCIIPABJIEHUe, BOCIIOIb3YHTECh OJIHUM U3 CJIeIYIOLIHUX CII0OCOOO0B:
1. Ha maHenu pereH3WpOBaHHUs HaBeguTe KypCOp MBIIIM Ha TpebyemMoe HCIpaBjieHUe U
HaXXMUTe KHOTIKY * (OTKIoHUTB) (cM. PucyHok 318).
2. Ha manHenu pereH3UpOBaHUsI BbliesiuTe TpeOyemMoe HCIIpaBjieHUe IeTYKOM MBIIIN U
BBITIOJTHUTE OJHO U3 CJIeTyIoNuX aerdcTBui (cM. Pucynok 320):
— Ha nanenu perieH3MpoBaHus HAXKMUTe Ha KHOIKY '/ (OTKJIOHUTBD).
— Ha mnanenm wuHCTpyMeHTOB, B pasjeiie PeleH3upoBaHHe HaXXMUTe KHOIIKY
)] (OTKJIOHUTH HCIIPaBJIEHHE).
— Ha manenu uHCTpyMeHTOB, B pasfieiie PereH3npoBaHHue Ha)kKMUTe CTPeJIKY CIpaBa
or KHomku () (OTkI0HUTH HCHpaBJieHHe) U BbibepuTe NYHKT OTKIOHHUTH

HCIIpAaBJIeHHe.

v x% ﬁ v é (\:/:' v |@ V| XOThames |v| | 14 |v| AT AT T’T‘ |’+\|
5 v o & ST Y e AW £
- OTkaoHUTE MCNpaBneHne - -
Daian Mpaeka Peuen3up AB3aly Crinm Bcraska
OTknoHuTE BCE WCNpPaBneHnA
«MoiO¢uc TekcT» — yOOOHEIH pefaKkTop And paboThl C TEKCTOBEIMH [JOKYMEHTaMH @

JTF0D0H CIOMKHOCTH. HAob6aeneno " nw6oid cnoxHocT”

Pucynok 320 — OTkiioHeHHe ucIIpaBiIeHUI

YT0bObI OTKJIOHWTHL BCe HMCIIpaBJIeHHsI B OJIHOM WJIM HECKOJIbKHX ab3allax, BBbIIEIUTEe 3TU
ab3a1ipl ¥ BBIIOJHUTE OJIHO U3 CJIeAYIOIIUX JIeHCTBUM:
— Ha mnaHenmn uWHCTpyMeHTOB, B pasfiejie PeneH3upoBaHHe HaXXMUTe KHOIIKY
D) (OTKJIOHUTH UCHIPaBJIeHHUe).
— Ha maHenu MHCTpYMeHTOB, B pa3fesie PelieH3upoBaHHe Ha)XMHTe CTPeJIKy CIIpaBa OT

kHorku () (OTkJIOHUTH HCIIpaBJIeHNe) 1 BbiOepuTe MyHKT OTKJIIOHUTH HCIIPaBJIeHHe.

YTOoOBl OTKJIOHUTH BCe UCHPABIIEHUS B JIOKYMeHTe, Ha IaHeJIW WHCTPYMEHTOB, B pasjelie
PeniensupoBaHue HaXXMHTe CTpeJIKy CIpaBa OT KHOIIKH O] (OTKJIOHUTH HCHpaBJIeHHe) U

BbIOepuTe MyHKT OTKJIOHUTH BCe UCIIPaBJIeHUS.
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4.12.1.5 Pexxum oTOOpazKeHMsI HCIIPaBJIeHUI

Ilo YMO/TYaHHUIO B IOKYMeHTe MdPKHUPYIOTCS BCe UCIIPABJIEHUA. HpI/I HeO6XO,III/IMOCTI/I pexum

0TOOpakeHUsI UCIIPaBIeHU MOKHO U3MEHUTh.
J1J1st 3TOTO BBITIOJIHUTE CJIeAYIOIIHe TeUCTBUS:
1. OTkpoiTe CIMCOK PEXKUMOB OHUM U3 CIIeAYIOIINX CIIOCODOB:

— Bribepute nyHkT KOMaHAHOTO MeHI0O HCTpyMeHTHI > OToOpaXkeHIe HCIPaBJIeHHH

M KoMMeHTapueB (cM. Pucynok 321).

WHetpymentsr Bug  OBwmi goctyn  lMognucka  Cnpaeka

OrobBpamedne MCNpaeneHnin M kommeHTapuee P~ OrcnemuneaTts MCnpaeseHWA

Mpaeonucanne »

®  BoigeaTe MCNpagseHua
HacTpaveaemei chosaps

MNokazate AOKYMEHT € WCNPaBREHWAMA

3MEHWTE A3BIK... MokasaTe MCXOAHBIA SOKYMEHT
PeaakTop MakpokomaHa 5 OUALTPaLMA MCNPEBAEHWHA W KOMMEHTAPHEE
CpaeHuTe ... (BeTa) [

Pucynok 321 — Komangnoe mento MHCTpyMeHTBI

— Ha mnanenu wuHCTpyMeHTOB, B pasjiele PeneHsupoBaHMe HaXXMUTe KHOIIKY
=== (OTOOpaxkeHue ucnpaBIeHNH U KoMMeHTapueB) (cM. PucyHnok 322).
2. Bribepute TpeOyeMblii peXkuM pelieH3UpPOBaHMUSL:
— BoigenuTh HcCHpaB/IeHHs] — B JOKYMeHTe Ccojlep)Karcs U oOpaboTaHHble, M
HeobpaboTaHHble ucnpaBieHus. HeoOpaboTaHHble HCHpPaBIeHUs] MapKUPYIOTCS

IIBETOM Y OTOOPaXKarOTCsl Ha TIaHeM pelleH3upoBaHus (cM. PucyHok 322).

+ > b C IE ~ é ]j ':::' ~ ‘:::‘ - l;:| KO Thames |v 14 |w| AT A+ TT
JoBaenT @ v a9 C Q ? v @ @ i ¥ K Y - AL £

Ik 4 -
WM3bpanHoe Davn MNpaeka PeueH3npoBatne

AB3ay CTiamn BeraBka
' Buigenute ucnpaenequs

MokazaTe JOKYMEHT € UCNPABNEHHAMM

MokasaTe NCXOAHBIA ACKYMEHT

— _ oo I @ No6Gasneno " noboi caomHocTH"
«MoROdguc TekcT» — yOOOHBIA pelakTop Anf paboTel C TeKCTOBBIMH JOKYMeHTaMH

H00H CIIOMHOCTH.

Pucynok 322 — Pexxum BeigenuThb ucnpaBiieHUst
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— Iloka3aTh [OKyMEHT C HCHOPaBJEHHSIMH — B JIOKyMeHTe COJlepXarcsi |
obpaboranHble, 1 HeoOpaboTaHHbIe HcipaBiieHus. HeobpaboTaHHble ucpaBieHUs

He MapKUpyroTcs nBeToM. Ilanerns peniensupoBanus ckpeita (cM. PucyHok 323).

. B~ DRy &0 @« @~ & Aa r
JoBaenTs g]v S - Q ?v MI:}"

W3GpaHHoe $ann Mpaeka PeueH3npoBaHue aBKa
Bmaennte ncnpasneHnn

~  TlokazaTe ACKYMEHT C NCNPABNEHNAMK

MokazaTe MCXOAHBIR AOKYMEHT

«MoiOguc Tekcr» — yO0OHBIA pedaKToOp ANA pPaboThl C TEKCTOBBIMH JOKYMEHTaMH
TOO0H CIIOXHOCTH.

Pucynok 323 — Pexxum Iloka3aTh JOKyMeHT ¢ HCIIPaBJIeHUSIMH

— Iloka3aTh HCXOAHBIN AOKYMEHT — B JJOKYMeHTe COZiepXKaTcsl TOJIbKO 00paboTaHHbIe
ucnpasieHus. [laHens perieH3upoBaHMsl CKpbITa. PenmakThpoBaHue JOKyMeHTa B

JAHHOM pexxrMe HeJloCcTyTHO (cM. Prucynok 324).

+ B v 0By & I @ ®~ H Aa IT ()
[NoBaeuTs = v D & Y~ © @/ ‘

s

W3GpanHoe Dain Mpaska PeueHsnpoBalue ABKA
Boigeants wcnpasnedun

MNokazate ACKYMEHT C NCNPABNEHNAMMK

~  [lokazaTb MCKOAHBIA AOKYMEHT

«MoiO¢uc TekcT» — yOOOHLI pedakTop g paboThl C TEKCTOBLIMH J0KYMEHTaMH.

Pucynok 324 — Pexxum Iloka3aTh HCXOMHBINH JOKYMEHT
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4.12.2 KomMeHTapun

Ecnu paboTy Hag IOKyMeHTOM I00Yepe/IHO BelyT HEeCKOJIbKO I10JIb30BaTesield, TO CBOU Ujler
Y 3aMeyaHusi K TeKCTy OHM MOTYT u3JjlaraTb B BUIe KOMMeHTapueB. Kpome Toro, nosb3oBareiu
MOTYT OTBeuaTb Ha KOMMEHTapuM JApyr [pyra, o0pa3ys TakuM 00pa3oM Iiejible Uenouku
obcyXIeHnH o onpejieJieHHbIM ¢dparMeHTaM TeKCTa Wi BompocaM (cM. PucyHok 325).

B HacTosiiee BpeMs AeMCTBYIOT CllelyIOIIie OrpaHUYeHu s :

— KommenTapum u nenoyku 06Cy>XJIeHHUM He BHIBOASITCS Ha TIe4aTh.

— OrcyTcTBYIOT yBefjoMyieHUs1 06 M3MeHeHUH KOMMEeHTapHs WM OTBeTa.

— llenouka o06cCyXIeHHs MOXeT pa3opBaTbCsd W OTOOPaKaTbCS B BUlEe OT/EIbHBIX
KOMMEHTapueB, ecyid JIOKYMeHT ObLJT OTKPBIT M COXpaHeH: B CTOPOHHEM TeKCTOBOM
penaktope (3a uckimodenueM LibreOffice Writer), B Be6- wi MOOMIIBHOM TIPUJIOXKEHUH
«MonOduc Tekct», B HacTonbHOM pefiakTope «MoiOduc Texkct» mnaaiie Bepcuu 2.7.

— KommenTapuu B kosoHTUTYMaX (M. pasnen 4.10.2) coxpaHsioTcs TolbKO B ¢daiiax B
dopmate ODT u XODT. [Ipu coxpanenuu nokymenta B popmate DOCX koMMeHTapuu
B KOJIOHTUTYJIaX aBTOMAaTUYeCKY yIaJIstoTCS.

— 1lpu 3aKkpbITMM JOKyMeHTa He COXPAHSIOTCS KOMMEHTAapuHM K TaOyuilaM, JIjis KOTOPBIX

HaCTpoeHO oOTekaHHe TeKCToM (cM. paszen 4.4.10.2).

KOMMeHTapI/II/I H IIeIl04YKH1 O6CY>KI[€HPII>1 OTO6pa>KaIOTCH Ha IMaHeJIn peleH3rupPOBaAHHA.

e @ Anexcangp CvupHos
K TeKCTY MOXHO J00aBIATE KOMMEHTapHH. Cerognn, 13:34
KommenTapwi,

Enena Crmprosa
Cerognn, 13:44

[MepBELIf OTBET HA KOMMEHTaPMIA.

@ Wean Metpos

Cerognn, 14:25

Bropoli oTEET Ha KOMMEHTAPWIA.

Pucynok 325 — KommeHTapuii ¥ OTBeT Ha KOMMeHTapui
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4.12.2.1 Pexxum oTOOpaXKeHMsI KOMMEHTapHeB

Ilo YMOJIYaHHUIKO KOMMEHTdpUH OTOGpEl)I(aIOTCS{ B JOKyMeEHTe. H3menenue pexxumMa
OTO6pEDK€HI/I$I KOMMEHTAdpHeB BbIIIOJIHAETCA dHAJIOTUYHO HKW3MEHEeHUIO peXuMda OTO6pa)KEHI/I$I

vcrnpaeiieHud (cM. paspgen 4.12.1.5).

4.12.2.2 To6aBUTH KOMMEHTapHil

YT1o6bI 106aBUTH KOMMEHTapUM, BLITIIOJIHUTE CllelyIoIIye JeHCTBUS:

1. YcranoBuTe Kypcop B TOM MecTe TeKCTa, B KOTOpoM TpeOyeTrcsi 100aBUTH
KOMMeHTap1M, WIX BbIJIeJINTe TeKCT, KOTOPBIA HY>KHO KOMMEHTHUPOBATbh.

2. Tlepeinute B pexxuM pabOThI C KOMMEHTapUsIMU OJHUM U3 CIIeIYIOLIUX CII0COOO0B:

— Bribepure nmyHKT KOMaHAHOrO MeHi0 BeraBka > Kommenrapwmii (cM. PrcyHok 326).

Beraeka @opmar  Wecrpymentm  Bug O

Wzobpaxerue...
TekcToeoe none
) Durypa r
BEH TabBawua...
() Mopwmyna...
CreupansHee CUMECAEL..,
*= Pazpele cTpaHuLbl Ctrl+Enter
'= Pazpeie pasgena
#  Homepa ctpanuy, 3
H KoaoHTuTyab *
=: OrnaeneHue
¢ Comaka. Ctrl+K
=l [lepekpecTHan ccoka...
3aknagka...
AE  CHocka »

[ EKommenTapwid

Pucynok 326 — Komangnoe menio BecraBka

— Ha nanenmu uncTpyMeHTOB, B paszerie BcTaBka HaXkMyTe KHOIIKY E\ (KommenTapwmii)

(cm. Pucynok 327).
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AabBoB1 AaBoBsl ... L

3aro.oK 2 3aro.oK 3 L

- B4 @v

BcTaska

Pucynok 327 — Knonka KommenTapuii

=

— Ha nmanenu nncTpymeHToB, B paszieriie BecraBka HaxMuyTe KHOMKY === (cM. PrucyHok 328).

Ha 0T06pa3MBIIIeiiCs TaHeH BCTABKU HaXMUTe KHONKY [—| KoMMenTapwii.

AaboB AaBoB1 AaB6Bsl ...

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

r @B @ HOE

aC

ar

U &

)

B> B (@) B

Wzobpaxerue..

TekcToeoe noae

Durypa

Tabawua...

Dopmyaa..,

l|:I'IE‘LI,I-1-E.'1I:HI:nlE' CHMBEOAB...

Pazpeie cTpaHuusl
Paspwie pasaena
Homepa cTpadil..,
KanoHTuTy A0

OrnaeneHue

CoblKa..,
MepekpecTHan CorKA..,
3aknagka..

CHocka

KonmmeHTapui I}

Pucynoxk 328 — Ilanenb BcTaBkU

— IllenxHuTe NpaBOM KHONKOW MBIIIM II0O TEKCTy WM BbIIEJIeHHOMY (parMeHTy

" BBIIIOJTHUTE KOMdHAY KOHTEKCTHOT'O MEHIO HOﬁaBI/lTB KOMMEHTapHﬁ.
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3. Baenure TpebyeMbli TEKCT B 1ojie KOMMeHTapus (cM. PucyHok 329).

4. Ecmu Tpebyercs OTMEHWTb BBOJ| KOMMeHTapus, Haxkmure KiaBuiry Esc. Ecmm
TpebyeTcst COXpaHUTh KOMMEHTApHi, BHITIOJTHUTE OIHO U3 CJIeYIOIIUX JTeUCTBUM:
— B none kxomMeHTapus HaxkmuTe KHOTIKY COXpaHHUTh.
— IllesKkHUTE MBIIIBIO B JIFOOOM MecTe JIOKyMeHTa.

— Haxwmure coueranue kinasuill Ctrl+Enter / $Cmd+Enter.

- | @ Anexcangp Cvnp...
K TekcTy MOHO JOO3BNATE KOMMEHTADHH.

CoxpaHnTe

Pucynok 329 — Jlo6aBieHre KOMMeHTapHs

HYCTbIe KOMMEHTAdpHH dBTOMATUYECKHU YIAJIAOTCH.

HJII/IHHbIe KOMMEHTapHun OTOGp&)KaIOTCSI Ha IaHeJIn pelieH3WPOBaHWA B COKpPAllleHHOM BHUIe.

YTobhI IIPOCMOTPETDb MOJIHBIM TEKCT KOMMEHTAapHus, BblAeInTe ero IejIvYKoM MbIIIN.

4.12.2.3 OTBeTUTH HAa KOMMeHTapUH

OTBeThl K KOMMEHTApUI0 O0TOOpaXarOTCS B XPOHOJIOTHYECKOM mopsizke. OTBETUTb MOXHO
TOJIbKO Ha KOMMeHTapuH, TobaBieHre OTBeTa K OTBEeTy He JIOIYyCKaeTCsl.
YT0oO6BI OTBETUTH HA KOMMEHTApHH, BBIIIOJIHUTE CIIeiyIolue 1efCTBUS:
1. Boibepute koMMeHTapHii [IJIsl OTBETA OJTHUM U3 CJIEYIOIIUX CII0COOOB:
— lenxHUTE MBIIIBIO IO KOMMEHTAPHIO WU T10 JIF0OOMY OTBETY K HEMY.
— IlepelimuTe K KOMMEHTApHUIO C MOMOIIBIO KHOTIOK )] (Cnenyromee ucrnpaBiieHHe
W KOMMEHTapuii) U '@' (ITpenbigynree HCIpaB/ieHHe WIH KOMMEHTapHH),
pacroyioKeHHbIX Ha [aHeldM WHCTPYMEeHTOB, B pasfene PernensupoBaHue
(cm. Pucynok 330).
— Ecnmu Kypcop ycTaHOBIIEH Ha TaHeH pelleH3UPOBaHus, TlepediuTe K KOMMEeHTApHIO

C IIOMOIIbIO KJIaBUII KJIdABUATYPhI l u T
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Bvg OBwwit goctyn  lNognwcka Cnpaeka

é D 'i::' e 'i:;' v |5 X0 Thames | 14 | w
Q ? W @ @ LR * K H LR i
PeueH3anposaHne WpndgT

Pucynok 330 — KHonku nepemMeliieHus! MeXxly KOMMeHTapUsMU

2. B mone oTBeTra Ha KOMMeHTapuii BBeiuTe TpeOyeMbiid TeKCT (cM. PucyHok 331).

3. Ecimu TpebyeTcsi oTMEHWTb BBOJ| OTBeTa, HaxkmuTe KiaBuiry Esc. Eciu Tpebyercs
COXPaHUTb OTBET, BBIIIOJIHUTE OJJHO U3 CJIeAYIOIINX JeCTBUN:
— B nosne orBeta HaxkmuTe KHOIIKY COXpaHHUTh.
— lenxHuTe MBIIIBIO B J1II0OOM MecTe IOKyMeHTa.

— Haxwmure coueranue kinasuill Ctrl+Enter / $Cmd+Enter.

|

K TeKCTy MOXHO [0 0aB/IATE KOMMeHTapyiu @ t_"f*an o= P
] 3 erogua, 15:21

KommenTapuia,

CoxpaHnTe

Pucynok 331 — Ilosie oTBeTa Ha KOMMeEHTapUi

[TycTbie oTBeTHI yIalst0TCS aBTOMAaTUYeCKH.

JInMHHBIE KOMMEHTAapud M OTBeTbl OTOOpaXkalOTCsl Ha TaHeJIW peleH3UpOBaHHUs B
cokpaieHHoM Buzie (cM. PucyHok 332). UToObl 0TOOpAa3UTh MOJIHBIM TEKCT KOMMEHTapusl U BCeX
OTBETOB K HEMY, IIeJIKHUTEe TI0 KOMMEeHTAapUIO WM 110 JII0O0MY U3 OTBETOB.

Ecmm B 1ieroyke copep>xutcst 60bIIe IBYX OTBETOB, TO OHA aBTOMAaTU4YeCKH CBOPAaYUBaeTCs
M Ha TaHeJld pelleH3UpPOBaHUS OToOpaXkaeTcsl TOJbKO TEepBBbIA M TOCHeIHUM OTBeT. UTOOBI
Pa3BepHYTh IENIOYKY, HAKMUTe Ha pa3fenvTesb [loka3aTh elre n 0TBETOB.

Ecmu IIpU pa3BOpPAYNUBAHUU TEII0OYKd CTAHOBUTCA OJIMHHEEe BbICOTbI CTPAHUIIBI, TO Hd ITaHEJIN

perieH3upOBaHuUs JIJIsl Tlepexo/ia K Hadyally ¥ KOHITY 1eloYKU 0TOOpaXkatoTCsi KHOTIKH u
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Ecmi paboTy Haj AOKYMEHTOM OJHOBPEMEHHO WM [0O4YepenHO BefyT
HeCKOMLKO MOb30BaTeNledl, TO CBOM WAeH U 3aMeuaHus K TeKCTy OHH @ Anexcanap Cramprios
MOTYT H3/1araTh B BAZle KOMMEHTapHeB. Ceroans, 15:28

B HacToAlee BpemMA AelCTEYHOT cnegytoLyne

OrpaHUUYeHKA:
- KommeHTapui 1 uenodkw obcyxaeHWiA
He BLIBOAATCA Ha MeJath.

— OTCyTCTEYHOT YEELOMAEHWA 06
W3MEHEHWW KOMMEHTapUA UKW OTEETA.

- Uenouka obcyxaeHua Mm...

|".::|<a_=a-b eule 2 oTeeTa

@ HWean MNetpos

Cerogna, 15:34

OTeeThl K KOMMEHTE DD oroﬁpaxarorcn B
HPOHONOTMYeCKoM NopAgKe, OTteeTuTh
MOMXHO TONBKD Ha KOMMEHTEPHF’L
AobaeneHe OTBETA K OTBETY He
AonycKaeTcA.

Pucynok 332 — [lenouka

YToOBI CBEPHYTH IIENIOYKY, BHIIOIHUTE OJJHO U3 CIeAYIOIINX AeHCTBUM:

— IenkuuTe no mob6oMy MeCTy TOKYMeHTa 3a [IpefieJlaMy [IeNOYKH.

— IllenkHuTe 1O JPYrOMYy KOMMEHTAPHIO WIIH IIeMOYKe.

— IlepeiimuTe K [ApyroMy KOMMEHTapui0 WM IIe[IOYKe C TIOMOIIbI0 KHOIIOK
@ (Cnenymoiee wucnpaBjJeHHe HWIH KOMMEHTapuii) U © (IIpennimymiee
HCIIpaBJIeHHe WM KOMMEHTApHii), pacIoJIo)KeHHbIX Ha IaHelId WHCTPYMEHTOB, B
paszfienie PenrensupoBanue (cM. Prucynok 330).

— HEPEﬁHHTe K IPpyroMy KOMMEHTApPHUIO WJIK [EeII04YKe C IOMOIIbIO KJIdBHUII KJIdBHUATYPbI

laft.

4.12.2.4 IlepemeinieHHe MeXXIy KOMMEHTApPHUSAMH U IeNI0YKaMH

Jlsis 6BICTpOrO IepeMellleHUs] MeX/ly KOMMEeHTapUsIMU U IelI0YKaM{ MCIIOJIb3YHTe KHOIKHU
L o T
(=) (Cienyromee mcrpaBiieHHe WM KoMMmeHTapui) u =) (IIpexmpinyinee mcripaBiieHHe HJIH
KOMMEHTAapHii), KOTOpble pacrojioXKeHbl Ha MaHelI UHCTPYMEHTOB, B pa3ziesie PerensupoBaHue

(cm. Pucynok 330).
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4.12.2.5 PenakTHpOBaTh KOMMEHTAPHUH HJIH OTBET

YT0o6BI pefaKTHPOBAaTh KOMMEHTAPUI WJTM OTBET, BBIIOIHUTE CJIeyIOIue 1eCTBUS:
1. Boigenute koMMeHTapUil WIK OTBET OJIHUM U3 CJIeJIyIOLIMX CIIOCOOOB:
— HaBenute Kypcop MBIIM Ha IOJie KOMMEHTapHUs WIM OTBeTa. B mpaBomM BepxHeM

yrity HaxkmuTe KHOIKY # (PemakTHpoBaTth) (cM. PucyHok 333).

S @ Anexcangp CMnpros 4§
K TekcTy MOKHO JOOABNATE KOMMEHTapHH. Cerogna, 16:24 {b
KommeHTapuid.

Pucynok 333 — Knonka PerakTupoBarhb

— BrienuTe none KOMMeHTapHsl WK OTBeTa ABOWHBIM IEITYKOM MBIIIH.

2. H3meHUTe TeKCT KOMMEHTapHs UM OTBETa.

3. Eciu Tpebyercs oTMEHUTh BBOJ| U3MeHeHUH, HaxmuTe kiaBuilly Esc. Eciu Tpebyercs
COXPAHUTDb M3MeHeHHs], BBIIIOJTHUTe OJIHO U3 CJIeAYIOIIUX JIeHCTBUM:
— B mosie kommeHnTapus uin oTBeTa HaXxkmMuTe KHONKY CoxpanuTh (cM. PrucyHok 334).
— IlenxHuTe MBIIBIO B JIFOOOM MecCTe TOKyMeHTa.

— Haxwmure couerauue kiasuii Ctrl+Enter / 3Cmd+Enter.

| Anewcauap Cvmp...
K TexcTy MOKHO }IDﬁBBﬂHTb'KDSL\'IE'HTEl[JHH. @

OTpeaakTypoBaHHLIR

KOMMEHTaPWIA
CoxpaHvTe

Pucynok 334 — [Tone kommeHTapus

HYCTBIE KOMMEHTAdPHUHU U OTBETHI YAAJIAKOTCA dBTOMATHUYE€CKU.
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4.12.2.6 KonmpoBaTh, BbIpe3aTh H BCTABUTh KOMMEHTAPHI WIH EI0YKY

KomMeHTapyy ¥ 11enI0YKy MOXKHO BbIpe3aTrh, KOIIMPOBaTh M BCTABIIATH B IIpefiejlax OAHOI0
JIOKyMeHTa Wi Mexay fokyMeHTamu «MonOduc Tekcry.

YroObl BbIpe3aTh WIM KOIMPOBATh KOMMEHTapUil WX IeN0YKY, [IeIMKOM BbIIeJIUTe TeKCT
WA 00BeKT, K KOTOPOMYy OHM OTHOcATCSl. IIpy Bblpe3aHuMM WM KOIMPOBAaHMM YacTU TeKCTa
KOMMEeHTapUH U 11e[I0YKY He BBIPe3aloTCsl U He KOIIMPYIOTCSL.

KonupoBanve, Bblpe3aHMe U BCTaBKa OTKOMMEHTUPOBAHHOI'O TeKCTa WM OObeKTa

BBITIOJTHSIIOTCSL CTAaHIAPTHBIMU criocobamu (cM. paszen 4.9.2).

4.12.2.7 Ypanuth KOMMeHTapHii HJIH OTBeT

KomMmeHnTapuii yaansieTcsi BMecTe ¢ OTBETaMH K HEMY.
YToOBl OBICTPO yIaMWUTh KOMMEHTAapWii, HaBelWTe HAa Hero KypCOp MBIIIM U B IPaBOM

BepXHeM YTy KOMMeHTapys HaxxmuTe KHOIKY @ (Y aamurs) (cM. PucyHok 335).

—————————. @ Anexcanap CvinpHOB |
K TeKkcTy MOXKHO J003BIIATE KOMMEHTapHH. Cerogna, 16:24 {b
KommeHTapwid.

Pucynok 335 — Knonka Y paaurhb

Taxoke 17151 yaaseHst KOMMeHTapysi MOXKHO BBITIOJIHUTD CJIe[lyolye JIeHCTBHUS:
1. Boibepute kOMMeHTapHUi OJHUM K3 CIIeQYIOIIUX CIIOCOOOB:

— IlenxHuTe MBIIIbIO IO KOMMEHTAPHIO WM 110 JII0OOMY OTBETY K HeMy.

— IlepelimuTe kK KOMMEHTApHIO C IIOMOIIBI0 KHOIIOK @ (Cnenyomee ucnpaBiieHHe
WIH KOMMEHTapui) U ® (IIpepbigymiee mcnpaBiieHHe HJIH KOMMEHTAapHI),
pacrojioXKeHHbIX Ha I[IaHeld WHCTPYMeHTOB, B pasferne PerensupoBaHue
(cm. PucyHok 336).

— FEcnum xypcop ycraHOBJIeH Ha IlaHeJIM pelleH3UpOBaHus, ITepediuTe K KOMMeHTaprio

C IIOMOIIBIO KJIABUIII KJIaBUATYpPhI | U 1.
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Bvg OBwwit goctyn  lNognwcka Cnpaeka

é D 'i::' v 'i::' b L:Tl KO Thames |v 14 | w
Q ? W @ @ LR * K H LR i
PeueH3anposaHne WpndgT

Pucynok 336 — KHonku nepemeliieHus1 MeXxly KOMMeHTapUsMU

2. Ynanute KOMMeHTapyi OJTHUM U3 CJIeYIOIIUX CIIOCODOB:

— Ha mnaHenu wuHCTpyMeHTOB, B pa3sfeiie PeleH3npoBaHue HaXXMHTE KHOIIKY

ﬁ (Ymanuts kommenTapwuii) (cM. Pucynok 337).

— Ha nmanenu uHCTpyMeHTOB, B paszieiie PeleH3nmpoBaHHe HaXXMHTe Ha CTPeJIKY
CIlpaBa OT KHOIIKU ﬁ (Yoanute koMMeHTapuii) U BblOeprTe IYHKT YJaJIHUTh
KOMMEHTapHH.

— B mpaBoM BepxHeM YTy KOMMeHTapHs HaXXMUTe KHOTIKY B (Y xanuTs).

r‘ — I/'\I I/-\, ( hd o | — —|
E:' =5 D oy b |g|% s 24 | |v |/—|

(j —

[ b4 —>

o ? @ C ¥ aanUTL KOMMEHTAPWA
Mpaska PeueH3InpoBaHue
YAaTh BCE KOMMEHTAPUK
- I Anexcanap Cvmnphos Faan |
K TEKCTY MOXKHO N00aBIATh KOMMEHTapHH. Ceropns, 15:11
KommeHTapuii.

CoxpaHuTe

PucyHok 337 — Y nanesnue KoMMeHTapus

HJ’[H YAaleHrusa KOMMEHTAdpUd MOXHO TdKXe HEPEﬁTH B PeXUM ero peldKTUPOBdHUS TdK, KdK
JTO OIIMCAHO B pas3faeiie 41225, MIOJIHOCTBIO YyAAJIUTh TEKCT KOMMEHTAdPUSd W HaKdTb KHOIIKY

Coxpanurs (cM. PucyHok 338) mnu mienkHyTh 110 JIFoO0MYy MecCTy IOKYMEeHTa.

- | @ Anexcangp Cvmp...
K TeKcTy MO3KHO ZI003B/ISTE KOMMEeHTapHH. Cerogns, 16:24

CoxpaHWTe

Pucynoxk 338 — Y nanenue koMMeHTapusi
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Yro6bl yIamUTh BCE KOMMEHTAPHUU B JIOKyMeHTe, BBITIOJTHUTE CJIeYIOIIHe IeHCTBHS:
1. Ha maHenu MHCTPYMEHTOB, B pa3fiesie PerieH3upoBaHHe HAXXMUTE Ha CTPEJIKY CIIpaBa OT
KHOITIKU ﬁ (Ynanmuts kommeHnTapuii) (cMm. Pucynok 337).

2. B BbImagaroiem Crvcke BbIOepuTe TyHKT Y JAJIHTh BCe KOMMEHTapHH.

YTOoOBI yIaIUTh OTBET, BBHITIOJIHUTE CIIeAYIOIIHe IeCTBUS:
1. HaBenure Ha OTBeT KypcOp MBIIIM WIKM BbiOepuTe IENOYKY C OTBETOM OOHUM U3
CJIeIyIOIIUX CIIOCOOOB:
— IllenkHUTE MBIIIBIO TIO JTIOOOMY MECTY IeITOYKH.
— IlepetimuTe K merno4yke C MOMOIIBIO KHOIOK ) (Cnenyiomee ucrpaBiIieHHe WIH
KOMMEHTapuii) u © (ITIpenbigyniee ucCIpaBjIeHHe WIHM KOMMEHTapHii),
pacrojioKeHHbIX Ha I[aHelIdM WHCTPYMEeHTOB, B pasneie PerensupoBaHue

(cm. Pucynok 339).

Bug OBwwi goctyn  Mognwcka Cnpaeka

é D 'i::' A 'i::' L = KO Thames | v 14 | w
Q ? W @ @ soo * K H wEE i
PeueH3anpoBaHue WpndT

Pucynok 339 — KHonku niepemertieHust MeXXay KOMMeHTapUsIMU

— FEcnu xypcop ycraHOB/IeH Ha IaHeNld pelleH3UpOBaHMs, NepeiiuTe K I[elIoYKe C
IIOMOIIBIO KJIABUII KJIaBUATYyphl | U 1.
2. B mpaBoM BepxHeM yIily TpeOyeMOro OTBeTa HaXXMuUTe KHONKy B (Ypamauts)

(cMm. Pucynok 340).

W R R m e e @ Anexcangp CmupHos s B
K TeKCTY MOXHO N00aBIATh [(DMMEHTHPHH{ Ceropnsa, 16:24
KommeHTapwi.
Enena Crmprosa F 4

@IP

Ceroana, 17:16
OTBeT Ha KOMMEHTaPWRA,

Pucynok 340 — Y nanenue otBera
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4.12.3 ®PunbpTpanus HCHpaBJIeHHH 1 KOMMeHTapHeB

Hcnonb3ys ¢unbTpaiuio, B JOKyMeHTe C OOJbIIMM KOJMYeCTBOM WCIPaBIeHUA U
KOMMEHTapUeB OT Pa3IMYHbIX PeIleH3eHTOB MOXKHO HaCTPOUTh OTOOPaXKeHHe:
— TIpaBOK (MCIIpaBJIeHUN W/WJTM KOMMEHTapHeB) OT BRIOPAHHBIX PEIleH3eHTOB;

— MPaBOK I10 TUILY:

— HWCIpaBJieHus: 1o0aBjIeHue, yaajieHne u/wim GpopMaTHpOBaHKe TaHHBIX;

— KOMMEeHTapHH.

4.12.3.1 ®unbTpoBaTh HCIIPABIeHHS U KOMMEHTapHH

YTOOBI OTKPBHITh OKHO GUIBTPAIIMM UCIPABJIEHUA WU KOMMEHTAapUeB, BBIIIOJIHUTE OJHO W3
CJIeIVIOIIUX JeUCTBUIMA:
— Boibepute nyHKT koMaHAHOTO MeHI0 MHCTpyMeHTHI > OToOpaxeHHe HCIIPaBIeHHH U

KOMMeHTapueB > PuinbTpanus ucnpaBjieHHH 1 KoMMeHTapueB (cM. PucyHok 341).

WHectpymente Bug  O6wwmi goctyn  lMognwcka Cnpaeka

Orobpamedne MCNPaBNeEHA W KoOMMEHTapMEE P |~ OrcnemWBaTs MCNpaEneH A

Mpaeonucanne r
® BoigenTs MCNPaBReEHnA

HacTpaveaemuii choeaps
MokasaTe AOKYMEHT C MCNPABAEHMAMM

|13MEHWTE A3BIK... MokazaTe MCXOAHBIA BOKYMEHT

PegakTop MakpokomaHs B DWABTPALMA MCNPEENEHWH N KOMMEHTAPWEE

CpaeHnTL €. (BeTa) [

Pucynok 341 — [lyHkT kOoMaHHOTO MeHI0 PHIbTpPAIUA HCIPAaBIeHHII H KOMMeHTapHeB

— Ha mnanemm HWHCTPYMEHTOB, B pa3aeje PEIIEHBI/IPOBEIHI/IE Ha’XMHUTe KHOIIKY

g (PunpTpanusa HcpaBleHud U KoMMeHTapueB) (cM. Pucynok 342).

0 B~ & I @ v @« 5 KO Thames v | 14

S C Q Y ® o "X K Y -
L

QUALTRALMA MCNPEBAEHUE W KOMMEHTAPWEE

MNpaeka

O UCTUTE $WALTR

Pucynok 342 — Paznen manenu uHCTpyMeHTOB Penjen3upoBanue
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— Ha nanenu uHcTpyMeHTOB, B pasfieiie Perjen3npoBanue HaXXKMUTe Ha CTPEJIKY CIpaBa OT
KHOIKA |/ (PunbTpanua UCIpaBIeHN U KOMMEHTapHeB) U B BBINAJAIOIIEM CIIHCKe

BbIOepUTe MyHKT PHILTPANHs HCIPABJIeHHH 1 KOMMeHTapueB (cM. PucyHok 342).

YroObl BEIOPAaTh OHOTO MM HECKOJIbKUX pelleH3eHTOB, KOMMeHTapuu W/WIIW UCIIpaBiIeHUs
KOTOPBIX ClleflyeT 0TOOpaXkaTh B JIOKyMeHTe:

1. B oxkne ®uibTpanusa ucnpaBieHHH U KoMMeHTapueB (cM. PucyHok 343) cHumuTe
¢dnaxxoxk Beiopars Bcex.

2. OtmetbTe dakkaMu TpeOyeMbIX pelleH3eHTOB.

3. Ecmu cnmcok cofepXUT O0oJbllloe KOJIWYeCTBO PpeleH3eHTOB, MCIIONb3yHTe CTPOKY
IIOUCKa:
— BBenuTe B CTpOKy IOMCKa 9aCTh UMEHH WM IIOJIHOe UMs TpeOyeMOro pelieH3eHTa.
— B pesynbraTax noucka orMeTbTe (GJIaXKKOM 3TOTO pelleH3eHTa.

— Ilpu Heo6xomWMOCTH MOBTOPUTE IEHCTBUS, YTOObI HAWTH U OTMETUTb APYTHUX

peleH3eHTOoB.
DUAETPALMA MCNPAENEHNA W KOMMEHTAPWEE x
“_: 1CK. MO0 MMEHW
B Buibpars Beex B Kommentapum 1
@ Wcnpaenenns 5
B Anekcanap CmnpHoe 5
@ [fobaeneHo 2
B Enena CmupHoBa 1
@ VYaaneno 1
@ OrbopmatmposaHo 2
(1) Bcero McnpaBneHnii v KoMMeHTapues: 6 “ OTmeHa

Pucynok 343 — OxHO ®PuibTpanys HCIPaBJIeHN H KOMMEHTapHeB
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[To ymomyanuio B JOKyMeHTe OYIOyT OTOOpaXKaTbCsi BCe KOMMEHTApHMU U HWCIPaBJIeHUs
BbIODAHHBIX pPeIeH3eHTOB, TaK KaKk B OKHe PHUIbTpanMs HCIpPaBJIeHUNI M KOMMEHTapHeB
YCTaHOBJIEHbI Cliefiytolre BIIaxKu:

— KomMeHnTapuu — 0To6paXkaTh BCe KOMMEHTAapUH BbIOPAHHBIX PelleH3eHTOB.

— HcnpaBnenus — oToOpaxarhb CjielyIoliye UCIIpaBieH!s BHIOPaHHBIX PelleH3eHTOB:

— JlobaBiieHo — oToOpaXkaThb AaHHbIE, J0OaBJIeHHbIE B TEKCT IOKYMEHTa;
— YnaneHo — otroOpaXkaTh JJaHHbIE, YlaJleHHble U3 TeKCTa JOKYMeHTa;
— OtdopmaTupoBano — orobpaxaTb J[JaHHble, JUISI KOTOPbIX H3MEHWJIOCH

dopMaTtupoBaHue.

[Tpu Heob6xomUMOCTU CHUMHUTE GIIAKKU 711 KOMMEHTapueB W/WIM UCIIpaBJIeHuH, KOTOphIe
He TpebyeTcsi 0ToOpaXkaTh B JIOKyMeHTe, U Haxkmute kHONKy OK.

B pokymenTte orobpasutcsi GaHHep c coobuieHuem: «McrpaBneHrss U KOMMeHTapuu
or¢unbrpoBanbl. McripaBnenus: n u3 N. Kommentapun: m u3 My (cMm. PucyHok 344), roe: n um —
KOJIM4eCTBO KOMMeHTapHeB U UCIPaBieHuH, 0ToOpaXkaeMbIX B JOKyMeHTe Ha JJaHHbI MOMeHT, a N
u M — ofiiee KOJIMYeCTBO KOMMEHTAapueB M WCIIPaBJIeHUH B JIOKyMeHTe. YTOObI CKpBHITH OaHHep,

Ha)XMHUTe B HeM KHOIIKY 3aKPBbITh.

@aiin  Mpaeka Beraeka Qopmatr  WHctpymedTs  Bug  OGwmid goctyn  Mognucka  Cnpaeka

= ' T ) ) =l i T, ()
+ v xDavier U Ovey Ry A T ®
NobaewnTs EJ v <__) [ Q ? A @ @
HM3bpaHHoe ©ain Mpaska PeueH3vpoBaHue WpKdT Ab3ay Ctunn Beraska L
© Wenpaenenus v kommeHTapuK oTdunsTpoBaHsl. Menpaenenua: 3 us 5. KommerTapuu: 113 1 3aKpbIThb

~

Q

Pucynok 344 — bannep

Korna B jokymenTe HacTpoeHa ¢uibTpalysi KOMMeHTapHeB U UCIIpaBJIeHU:

— koMmaHzabl IlpuHare Bce wucnpaBienus U OTKJIOHHUTHL BCe HCIpaBIeHUA
(cM. pasmen 4.12.1.4) npuMeHSIOTCS TOJIBKO K BUAWMBIM 1OCHe UIbTPAIldA
WICTIPaBJIeHUsIM;

— KOMaHa Y[AJHUTh Bce KOMMeHTapuu (cM. paszgen 4.12.2.7) mpuMmeHsSIeTCs TOJBKO K

BUJIMMBIM I10CJIe PUIbTPALIUA KOMMEHTAapUSIM.
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4.12.3.2 CouyeTraHus KJIaBHUUI JJis1 pa00THI B 0KHe QUIbTPAlUU

B Tabmune 13 mpejacraBieHbl COYeTaHUs KJIABUIIL, KOTOpPble MOXXHO HCIIOIb30BaTh [IJIs

6bICTpOI‘O lepeMenieHrusd MexXay HMWHCTPYMEHTaMHM OKHA (I)I/IJII)Tpa]_II/Iﬂ I/ICIIpaBJIEHI/Iﬁ 4 1

KOMMEHTapHeB.

Tao0smua 13 — Coueranua KjiaBHII

HeticTrBue

CoueTaHue KJIaBHII
B macOS

CoueTaHue KJIaBHII
B OC Windows / Linux

ITepeiity K ciienyolieMy UHCTPYMEHTY OKHa

Tab

[lepeiiTy K npenpINyIlleMy HHCTPYMEHTY OKHa

Shift+Tab frShift+Tab

[TepeiiTu K crepyolieMy/IpeJbIayIeMy IYHKTY
CIIMCKa PelleH3eHTOB M1 IIPAaBOK

lut lutl

Eciu BbIziesieH MyHKT CIMCKA PelieH3eHTOB WK
ITyHKT CIIMCKA ITPABOK — [TepeTH K IepBOMY ITyHKTY
3TOr'O CIIMCKA

Home Fn+1

Ecnu BeIZleNIeH IyHKT CIMCKa peljeH3eHTOB WK
IIYHKT CIIMCKA TIPAaBOK — [IepPeHTH K IOC/IeIHEMY
ITyHKTY 3TOTO CIMCKa

End Fn+]

Haxatb kHonky OK mnu OTMeHa, eciii oHa
BblJleJIeHa

ITpo6en

Haxatp kHonky OK

Enter

3aKpBITh OKHO (PUITHTPAITUH

Esc

4.12.3.3 N3menuTh napamerps! puiabTpamuu

YT0o6BI MI3MEHUTh TapaMeTpbl PUIbTPALIUU:

1. Ortkpoiite okHO PHIBTPANUA UCIPABJIEHUH U KOMMEHTapHUeB OIHUM M3 CIIOCO0OB,

OITMCAHHBIX BHBIIIIE.

2. W3menute napametpsl GUIBTPALIMY TaK, KaK OMIMCAHO BBIIIE.

3. Haxmure xkHonky OK.

4.12.3.4 OT™MeHUTH QUIHTPALIHIO

YT0oOB! BepHYTHCS K OTOOPaXKEHUIO KUCIIpaBIeHWH U KOMMeHTapHeB BCeX pelleH3eHTOB, Ha

IaHeJIn MHCTPYMEHTOB, B pasfejie PEI.IEH3I/Ip0BaHI/Ie Ha>XMHWTe Ha CTpPeJIKy CIIpdaBa OT KHOIIKA

? (CI)I/IJII)TPHIII/IH I/ICIIpaBJIEHI/Iﬁ u KOMMEHTapHEB) W B BBIIIAJ4IOIIEM CIIMCKe BbI6epI/ITe ITYHKT

Ouuncrurs puiabTp (cM. PucyHok 342).
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Dopmar  VecTpyments Bug  OBwwmid goctyn  Moanuecka  Cnpaeka

@ v é D 'i::' v 'i::' v L::| w KO Thames v | 14

o C & FM© o ' X K 4 -

MNpaeka
' DWALTpauMA MCNPABAEHNI W KOMMEHTAPHEE

OuncTuTe duasTp L}

Pucynok 345 — Pa3nen manenu uHCTpyMeHTOB PenieHzupoBanme

4.12.4 AynuoxoMMeHTapHuH

B Texymieil Bepcuu HOCTYIHO MpOCTyIIMBaHWE ayJAMOKOMMeEHTapueB, H00aBJIEHHBIX C
MOMOIIbI0 MOOHIIbHOTO TTpwioXKeHHs «MoiOduc JJokyMeHTb.
YtoObl mpociaylmaTh aygUOKOMMEHTapuH, IIeJIKHUTe II0 KHOIIKe AyJAHOKOMMeHTapHi

Ha IaHesy perjeH3upoBaHus (cM. Pucynok 346).

Ekaterina, Cerogua, 17:35
K TEKCTY MOXHO 000aBIATh dYTHOKOMMEHTApPHH C TIOMOINBH)

MOOWUNEHOT0 npUnoxkeHns « MoiOguc JoKyMeHTED». AyaHOKOMMeHTapMid

Pucynok 346 — AynrokoMMeHTapuii

KHormka rpeobpa3suTcs B 1ieep, ¥ HAYHETCsl BOCIIPOM3BeieHre 3anucy (cM. Pucynok 347).

|

Ekaterina, Cerogna, 17:35
K TEeKCTY MOXKHO I00aBIATh dYJHOKOMMEHTAPHH C TIOMOIUBED

MOOMIIBHOTO NPAToxKeHus « MoiOgHC [1o0KyMeHTED. [11] o— 00:11

E MpocaywneaHne.., = > + 100% ~

Pucynok 347 — IlpocnymivBaHre ayAMOKOMMEHTapHsI
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ITpy pemakTHpOBaHWM AOKyMeHTa BOCIIPOM3BelleHHWe ayJUMOKOMMeHTapus He IpepbIBaeTcs.
Eciu TpeOyeTcs OCTaHOBUTH BOCIIpOM3BelleHHe, HakxMuTe Ha KHoNKy I (IIay3a) Ha maHenu
pelleH3UPOBaHus WIN B CTPOKe COCTOSIHUSI.

YtoObl BO30OHOBUTH BOCIPOHM3BeIeHHEe, HakKMHUTe Ha KHOmNKy P (Ciymarb) Ha MaHeIu
pelleH3MPOBaHUs UM B CTPOKE COCTOSIHUSL.

Jljis TIlepeMOTKM 3allyCH BIlepe]] WIM Has3aj IIeJIKHUTe MBIIIBIO 110 TpeOyeMoW OTMeTKe
IIKaJIbl BOCIIPOU3BeleHUsI Ha [TaHeJId pelleH3UpOBaHusl.

AynMoOKOMMeHTapyuy MOXKHO BbIpe3aTbh, KOIMPOBaTh, BCTaBJIATb U YyNAJSATh aHAJIOTWUYHO

TEeKCTOBBIM KOMMEHTapHsM (CM. paznensbl 4.12.2.6 v 4.12.2.7).

4.12.5 CpaBHeHHe JOKyMEHTOB

C nomorinpio nipuoxkenus «MoOduc TekcT» MOXHO CPaBHUThH pPa3Hble BEPCUM OJIHOTO U
TOro e TekcTtoBoro ¢arna. [logaepxxrBaercst cpaBHeHHe JOKyMeHTOB B ¢popmatax DOCX, ODT,
XODT.

[Ipu cpaBHEHUY 0TOOpaXKAIOTCS ClleflyIolle U3MeHeH s, BHeCeHHbIe B JOKYMEHT:

— pobaBiieHHbIe U yajieHHble GparMeHThl TeKCTa;

— HO6aBHEHHbIe, YAaJleHHble 1 OTPeJdKTUPOBAHHLBIE Ta6J'II/II_[I)I.

CpaBHeHHMIO He TIOJIJIeXXaT:

— OrJIaBJIeHUE;

—  COflep>KUMOe KOJIOHTUTYJIOB;

— u3o0paXkeHus;

— CHOCKH,;

— TEeKCTOBbIe U ay/IMOKOMMEHTapUH;

— pa3pbIBbI CTPAHUII U Pa3pbIBbl Pa3flesioB;

— <dopmaTHpOBaHUe TEKCTa U ab3alia.

JlaHHBIE 37IeMEHTHI U CBOWICTBA IMEPEHOCITCS U3 CPaBHUBAEMOM KOITUH JIOKYMeHTa B (ai
CpaBHeHUs 6e3 U3MeHeHHUH.
Jliis cpaBHEHMsI IOKYMEHTOB BBITIOJTHUTE CJIEAYIOIINe AeHCTBUS:
1. OrtkpoliTe JOKyMeHT, KOTOPBIH HY>KHO CPABHUTH C HCXO/IHBIM.
2. YKaxuTe HCXONHBIA NOKyMeHT. [lis 3Toro BwIOepUTe MYHKT KOMAHIHOTO MEHIO
HMucrpymentsl > CpaBHHUTH C... (bera) (cM. Pucynok 348) u B okHe ¢aiisioBOro

MeHeJkepa BbioepuTe TpedyeMbiid (aiil.
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WHetpyments Bug  OBwmi gocyn lMognucka G

OrobpameHue MCNpaBneHWA M KOMMEHTapUEE P
Mpaeonucanne »

HacTpaveaemei chosaps
H3MeEHMTE A3BIK...

PegakTop MakpokomaHg

CpaeHwTk ... (BeTa)

Pucynok 348 — [TyHKT KOMaHHOTO MeHIO CpaBHHUTSH C... (0era)

B HOBOM OKHe cpopMupyeTcs JOKYMeHT C pe3yJibTaTaMu cpaBHeHus (cM. Pucynok 349).

fo6aeneHo " ConHeuHoil cucTemp”

B Tabmiue Hike 117 cpaBHEHHA TPECTABIIEHO PACCTOSHHE MIAHET oT
ConHua. loBaeneHo " LEHTpanbHOMN 36e3abi —"

Hazsamie mwiaHeTsL Paccrosmne ot Connma, MIH. KM

Mepkypwuit 58

Benepa 108

3emns 150

Mapc 228

Hazsamie miaHeTsr Paccrosmie 0T coJIHIIA, MIH. KM

Mepxypuit 60

Benepa 110

3emns 150

Mapc 230

Pucynok 349 — Pe3ynbTat cpaBHeHUsI JOKyMEeHTOB

B nanHoMm pokymenTe:

— pobaBieHHbIe U yJjalleHHble pparMeHThl TeKCTa 0TOOpaXkatoTcsl B pexkume 0ToOpakeHHs
vcnpaiieHu# (cM. paznaen 4.12.1);

— Kaxkgasg Tabivila, B COJEpPKUMOe WM CTPYKTYPY KOTOpPOWM BHECEeHbl HCIpPaBIIeHUS,
oToOpakaeTcs B BUjie ABYX TAOJIMII: OJTHOM yAajieHHOW (OTMedeHa KPACHBIM IIBETOM) U
OJTHOM 106aBJIeHHOM (0OTMeuYeHa 3eJIeHbIM IIBETOM);

— JobaBiieHHbIe TaOJIUITBI BBIIENISIFOTCS 3€JIEHBIM I[BETOM;

— YAdJieHHbIe Ta6JII/ILU:>I BbIIEJIAOTCA KPACHBIM IIBETOM.

Pabora c JOKYMEHTOM, KOTOprfI COJEepXXUT pe3yJibTdTbl CPABHEHHW, OCYIIEeCTBJIIETCS

aHaAJIOTMYHO paboTe C OOBIYHBIM JIOKYMEHTOM.
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4.13 MakpokoMaH/bI

MakpokoMaH/Ibl TpeACTaB/ISIOT COO0M MpOorpaMMbl HEDOJIBIIIOTO pa3Mepa, C IOMOIIbIO
KOTOPBIX B TEKCTOBOM JOKyMeHTe aBTOMAaTU3UPYyeTCs! BBIMOJIHEHHUEe MPOJIO/KUTENIbHBIX WM YacTo
MTOBTOPSIONTUXCS orneparnuid. [ljas pa3paboTku mMakpokoMmaHa B mpwiokeHuH «MonOduc Texcr»

WCIIOJIb3YeTCs SI3bIK IporpaMmupoBanus Lua.

CoxpaHeHre MaKpPOKOMaH/]I IOJJIEPXKHUBAETCS TOJILKO B Ipefiejlax TeKyIero JOKyMeHTa.
Eciu ananormyHble MakpoKOMaHAbl TpeOyeTcsl MCIIO/Ib30BaTh B JPYrOM JOKYMeHTe,

CO3/1aliTe UX HellOCPeICTBeHHO B IpYTOM JIOKyMeHTe.

Honpo6H0e OIIMCaHHe pa6OTI>I C MAKPOKOMdHJIdMHU IIpUBeIeHO B NOKyYMeHTe «CHpaBO‘IHI/IK

MaKpOKOMaH/I Ha sI3blKe IIporpaMMUpoBaHus Luay.

4.13.1 Co3paTh MaKpOKOMaHIY

YToOBI CO3/1aTh MAaKPOKOMAH/1y, BBITIOJIHUATE CJIeIyIolye IeUCTBUS:
1. Jlo6aBbTe HOBYIO MaKpPOKOMaH/y OJJHUM U3 CJIeYIOIIHX CII0CODOB:
— Broibepute myHkT koMaHAHOTO MeHI0O MHCTpymMeHTHI > PemakTop MakpokoMaH[
(cM. Pucynok 350). B oxHe pemakTopa MakpOKOMaH]II HaXXMHUTe KHOIIKY -

(cMm. Pucynok 351).

WHetpyments Bug  OBwwi goctyn lMognucka G

OrobpameHue MCNpaBneHWA M KOMMEHTApUEE P
Mpaecnucanwe r

HacTpaveasmei chosapb
K3MeEHWTE A3BIK..,

PegakTop MakpokomaHg

CpaeHwTe ... [BeTa)

Pucynok 350 — IlynkT komanaHoro meHio PegakTop makpokomany
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=) Peaa KTOp MEKPOKOMaHL

4 —_—

' BrinoaHWTE ? OTnaguTe . '.3 Cl -P

Pucynok 351 — PegakTop MakpokoMaH1

2. Ecmmu B nokymeHTe ecTb XOTsl Obl OJJHA MaKpOKOMaH/ia, Ha OOKOBOH IMaHelIu HaKMHUTe

KHOIIKY @ (Makpokomanasr) (cm. Pucynok 352). Ha mnanenmu pabotbl cC

MdKPOKOMdHIdMH HA>XMHUTE KHOIIKY HogBas MdAKpPOKOMAaH/A.

AabboB AaBo6BI

3aro.oK 1 3aro..ok 2

AaB6BB

3aro..ok 3

- MakpokomaHAbl

- BB a = -

BcTaska ~

@ O

[Nownck

MakpokomaHga 1
MakpokomaHga 2

MakpokomaHga 3

Pucynoxk 352 — Ilanenb paboThl ¢ MaKpOKOMaHaMHU
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3. B okHe pemakTopa MaKpOKOMaH] BBEIUTE MMSI MAaKpPOKOMAaHJIbI WJIM OCTaBbTe WM,

yKazaHHOe 1o yMosdaHuio (cM. PucyHok 353). UTOOBbI COXpaHWUTb HMsI, HaKMHUTE

kiaBuily Enter wim mesikHUTe MBILIBIO 110 JIF000M 06J1aCTU pejakTopa MaKpOKOMaH/I,.

o4 PegakTop makpokomang

1 BeeguTe HOBLIA CKPUNT 308Ch

Bes umeHK

+ —_

P Gonoarure ™ Omnagurs [

PucyHnok 353 — BBog uMeHM MaKpOKOMaH/IbI

4. BaemuTe TeKCT MakpoKoMaH bl (cM. PucyHok 354).

4 Pepakrop makpokomang

range = decument:getRange();
Makpokomaraa |1 startPos = range:getBegin();

textProp = range:getTextProperties();
textProp.italic = true;
textProp.allCapitals = true;

range: sefTextProperties(textProp);
startPos:insertText("MoiOdnc!");
10
+ —

P Boinoanute ;?D'T.na,qmb [ |

Pucynok 354 — BBoj TekcTa MakpOKOMaH bl

Hosas MdKPOKOMdH/ld COXPdHsIETCA aBTOMAaTHU4YeCKH.

[Tpu poGaBneHuu B JIOKyMeHT IepPBOM MaKpPOKOMaHIbl Ha OOKOBOHM I1aHEeIM MOSIBIISIeTCS

KHOIIKa @ (Makpokomanap1) (cMm. Pucynok 355). [laHHas KHOIIka OTOOpakaeTcs, IIOKa B

JOKyMeHTe eCTb XOT4d OBI OlHa MAaKpPOKOMaH/id.
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AaBoBB ... ['}, @ v E\

3aro. oK 3 =

Bcrapka .

Q

oo |3

Pucynok 355 — Knonnka MakpokoMaHABI

Haxxmure kHOIIKY @ (MakpoxoMaHAbI), YTOObI OTKPBITH MaHeJIb PA00THI C MAKPOKOMaH/1aMHU

(cm. Pucynok 356).

— O x

I |
AaBGBBl AaBGBeI .. (. [] O)v [

3aronoeok 1 3aronoeok 2

BcraBka -~
"~
- MakpokoMaHAbl Q

Hoeana ma KpOKOMaHLa

Mowuck

MakporkomaHaa 1
MakpokomaHaa 2

MakpokomaHga 3

= & +  100% b

Prcynok 356 — Ilanenb paboThl ¢ MaKpOKOMaHaMH1
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YT0ObI 3aKpBITH MTaHes b pabOoThl C MAKPOKOMAH/IaMH, HAXKMUTE KHOIIKY —%, PacIOJIoXKeHHYIO
B BepxHeW 4aCTH IaHeJM, WIM MOBTOPHO HAXXMHUTE KHOIIKY ® (MakpoxomaHabl) Ha OOKOBOM

IIaHeJINn.

4.13.2 HaiiTu MaKpOKOMaHAY

Ecmu nokymeHT comepxytr 0oJibllioe KOJIMYeCTBO MAaKpPOKOMaH[, IIsi OBICTPOro MOMCKa
TpebyeMol MaKpPOKOMaH/IbI BHITIOJTHUTE CJIeIyIOIIre JeHCTBHUS:

1. Ha 60okoBoO#M naHe HAXKMUTE KHOTIKY @ (Makpoxkomanasl) (cM. Pucynok 357).

2. Ha nmaHenu paboTbl C MAKPOKOMAaHJIaMU YKa)XKUTe B CTPOKe MOMCKA YaCTh HAa3BaHUS WIU

Ha3BdHHE Tp86yeMOﬁ MdKPOKOMAH/IbI LIEJIMKOM.

B crmmcke MAKPOKOMAH/[T OTO6p83$ITC5[ MdKPOKOMAH/Ibl, HA3BdAHUA KOTOPbIX YIOBJIETBOPAIOT

YKa3aHHBIM pe3yJibTaTaM IOUCKaA.

- MaKpoKoMaHabl Q
®
E x |

MakporkomaHaa 2

PucyHok 357 — Ilorck MaKpOKOMaH/bI

4.13.3 BIOJTHUTH MAaKPOKOMAaHAY

MaxkpokoMaHly MOXHO BBITIOJIHUTE C MIOMOIIBI0 peJaKTOpa MaKpPOKOMaH/I WK C ITOMOIIBI0
naHesii paboThl C MakpoKoMaHAaMU. Takxke Mjis OBICTPOTO BBITIOMHEHHWS YaCTO HCIIOJIb3yeMbIX
MAaKpOKOMaHJI MOXHO CO37aTh KHOIIKM B pa3fiejie TaHeau WHCTpyMeHToB WM30paHHOe

(c™m. paznen 3.3.4.3).
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YT0OBI BHINOIIHATE MAaKPOKOMaH/ly C IIOMOIIBIO PeakKTOpa MaKPOKOMaH;
1. Bribepute nyHKT koMaHaHoro MeHioo HMHcTpymeHTHI > PemakTop MakKpoKoMaH[

(cm. Pucynok 358).

WHetpyments Bug  OBwmi gocyn lMognucka G

OrobpameHue MCNpaBneHWA M KOMMEHTapUEE P
Mpaeonucanne »

HacTpaveaemei chosaps
H3MeEHMTE A3BIK...
PegakTop MakpokomaHg

CpaeHuTe ... (BeTa)

Pucynok 358 — IlyHkT komanaHOTO MeHIO0 PegakTop MmakpokomaHy

2. B okHe pemakTOpa MaKpOKOMaH] BbiOepuTe TpeOyemMyl0 MaKpOKOMaHAY W3 CIIKMCKa
(cm. Pucynok 359).

3. Haxmure kHoONKy P BHIIOIHUTS.

\od PeaakTop makpokomaHg et

1 range = document:getRange();

Makpokomanaa | startPos = range:getBeqgin();

MakpokomaHaa 2 textProp = range:getTextProperties();
textProp.italic = true;

MakpokomaHaa 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MorOduc!");

+ —_—

P Boinoanus )? Ornagute [

Pucynok 359 — Knonka BeimotHuTh

HWudopmarivss 0 BBINOJIHEHWM MAaKPOKOMAaHJbl 0TOOpasuTcsi B obmactu Pe3yibrat

(cm. Pucynok 360).
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a Pegaktop MakpokomaHg x
1 range = document:getRange();
Makpokomanaa 1 startPos = range:getBegin();
Makpokomanaa 2 textProp = range:getTextProperties();
textProp.italic = true;
Makpokomanga 3 textProp.allCapitals = true;
range: setTextProperties(textProp);
startPos:insertText("MoiOdmc!");
+ —
' BwinoaHuTE 3? COTnagute [:]
Pezynbtat: Makpokomanaa 1 Ouuctute &
MaKkpokoMaHga YCnelHo BhINONHEeHa

Pucynok 360 — Pe3ynbTaT BbINOTHEHNSI MAKPOKOMAH/IbI

YToObI BHIOIHUTL MAaKPOKOMAH/Ty C MTOMOIIbIO TTaHeJId PaboThl C MAKPOKOMAaH /IaMHU:
1. Ha 60x0BOIi TaHeNI HAXKMUTE KHOIIKY @ (Makpoxomanasl) (cM. Pucynok 361).
2. 3anycTyTe MaKpOKOMAaHJy OJTHUM U3 CJIeJIyIOIIUX CIIOCOOO0B:
— Ha manenu paboThl C MaKpOKOMaHIaMH HaBe[IUTe KypCOpP MBI Ha Ha3BaHUe

MaKpPOKOMaH/Ibl ¥ HAKMHUTE KHOTIKY [ (BHIOJIHHUTE).

- MakpokomaHabl Q

Hoeaa ma KpOoKOMaHOa @

Mownck

Makpokomanaa 1 =
Makpokomanga 2

Makpokomanga 3

Pucynok 361 — Knonka Bemoanurs

— BbigenuTe cTpoky MakpOKOMAaH/[IbI IBOMHBIM IIETYKOM MBIIIIH.
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4.13.4 PegakTHpoBaTh MaKpOKOMAHIY

YT06B!I pejakTHpPOBaTh MaKPOKOMAaH]TY, BHIIIOJIHUTE Clleyloliye NeHCTBUS:
1. BribepuTe MakpokOMaHAYy OAHUM U3 CJIeAYIOIIUX CIIOCOOOB:
— Bruibepute myHkT koMaHAHOTO MeHI0 MHCTpymMeHTHI > PegakTop MakpokoMaH[
(cm. Pucynok 362). B okHe pemakTOopa MakKpOKOMaH] BblieluTe Tpebyemyto

MaKpPOKOMaHJy B crivicke (cM. PucyHok 364).

WHotpymedter Bug  OBwwid goctyn Mognwcka  ©

OrobpaxeHne MCNPABNEHWA W KOMMEHTApWEE  #
Mpaecnucanne r

Hactpaveaemmii cioeaps
zmeEHUTE A3BIK. .

PenakTop MakpokoMaHg

Pucynok 362 — [IyHKT koMaH[IHOTO MeHIO PegakTop MakpokoMaH/

— Ha GokoBoll maHenu HaXMHUTE KHOIKY @ (Makpoxkomanasl) (cMm. Pucynok 363).

Ha manenu pa6OTbI C MdKPOKOMaH[JdMH HaBeaWTe KYpPCOp MbIIIN Hd Ha3BadaHHE

TpebyeMOl MakKpOKOMaH/Ibl ¥ HaXkMuTe KHONIKy *  (Emme). B Beimamaromem crnmcke

BbIOeprTe koMaH/ly PemakTHpOBaTh.

- MakpokomaHabl Q

Hoean MaKpOoOKOMaHLa @

Makpokomanaa 1 3

PegakTmpoBath %

JobaBnTe B MabpanHoe ¥

Pucynoxk 363 — Ilanenb paboThl ¢ MaKpOKOMaHIaMHU
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2. B oOkHe pemakTOopa MaKpOKOMaH]] BHECHUTe HeoOXOJWMble H3MEeHEeHHS! B TeKCT

MaKpOKOMaH/IbI (cM. PucyHok 364).

=4 Peaakrop makpokomang =
1 range = document:getRange();
Maxkpokomanaa | startPos = range:getBegin();
MakpokomaHaa 2 textProp = range:getTextProperties();
textProp.italic = true;
MakpokomaHaa 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText({"MoiOduc!");

Pucynok 364 — PegakTop MakpokoMaH]

H3meHeHMs B TeKcTe MdKPOKOMAdH/bI COXPAHAIOTCA dBTOMATUYE€CKH.

4.13.5 OTnapuTh MaKpPOKOMAaHIY

[Tepen 3amyckoM OT/IalyMKa MAaKpPOKOMaHJ YCTAaHOBUTE B TEKCTe MAKPOKOMAH[IbI TOYKU
OCTaHOBa OTJIa4uKa. [1js1 aToro:
1. Boibepure TpeOyemMyto MaKpOKOMaHAY OJHUM U3 CJIeIyIOIIUX CIIOCOOOB:
— Bribepute nyHKT koMaHjgHOTO MeHI0O IHCTpyMeHTHI > PemakTop MaKpOKOMaH/
(cm. PucyHok 362). B oOkHe pemakTopa MakKpOKOMaH]I BbIJIJIUTEe TpebyeMyto
MaKpOKOMaH]Ty B cIiicke (cM. PucyHok 364).
— Ha b6okoBoii naHemn HaXXMUTEe KHOIKY @ (Makpoxkomannab!) (cMm. Pucynok 363).

Ha manemm pa6OTbI C MdKPOKOMadH[JdMH HadBeIuTe KYpCOp MbIIIIN Hd Hd3BdHHe

TpeOyeMOl MaKpOKOMAaH/Ibl U HAKMHUTEe KHOIIKY : (Emre). B Bbimagatoiiiem Crimcke
BbIOepuTe koMaHy PemakTupoBaTh.
2. YcraHOBUTE TMepBYI0 TOYKYy OCTaHOBA OTJaJuuKa. [[Ji1 3TOro IEeJIKHUTE MBIIIbIO
CrpaBa OT HOMepa CTpPOKH, B KOTOPOM HeoOXOJUMO CO3[aTh TOYKY OCTaHOBA.
Touka ocranoBa 6yzier o603HaueHa 3HaukoM @.

3. YcraHoBuTe Jipyrve TOYKHA OCTaHOBA aHAJIOTMYHBIM 00pa3oM.

Ecmm tpebyetcs ynanuTh Kakyro-Inb0 TOYKY OCTAaHOBA, IIEIKHUTE 10 Hel MBIIIBIO.
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o4 Pepaktop makpokomaHg *

1 range = document:getRange();

Makpokomanga | startPos = range:getBeqin();

MakpokomaHaa 2 textProp = range:getTextProperties();
textProp.italic = true;

Makpokomanaa 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MoiOdwc!");

Pucynoxk 365 — Touka ocraHoBa

JlJis OTIIaKy MaKPOKOMaH/IbI BBIIIOJIHUTE CIleIyIOIIve AeHCTBUS:

1. Haxmure kHonky £* Oraamuth (cM. PucyHok 366). 3amyCTHTCS IIPOIECC OTIamKH
MaKpOKOMaHJpl. Eciu B Tekcre MakKpOKOMaHABI COJlepXKaTCs TOYKM OCTAHOBA,
TO IPOIeCcC OTJIAJKKM OCTAaHOBUTCS Ha CTPOKe, KOTOpasl COJepXXUT IIepBYI0 TOUKY.
Eciy Touku ocraHOBa OTCYTCTBYIOT, TO IPOLECC OTJIQJIKM OCTAHOBUTCS HA I1epBOU

CTPOKe MaKpPOKOMAdH/IbI.

=4 Pepaktop mMakpokomaHg ot

1 range = document:getRange();

Makpokomanaa 1 startPos = range:getBeqin{);

MakpokomaHaa 2 @ textProp = range:getTextProperties();
textProp.italic = true;

Makpokomanaa 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MoROdwc!");

+ —_—

P Buinoanue )? Ornagute | |

Pucynok 366 — Knonka OTiiagurh

2. Jlns yripaBieHMs IaraMy OTJIA[KK UCIIOJIb3YyHTe Clieyolye KHONKMU (cM. PrucyHok 367):
=, (ITar ¢ 3axomoM) — BBINOJIHUTEL OJIMH IIIar OTJAJKWA WM 3aXOJ] B TeJ0 (PpYHKIUH,
eCJIM TaKOBasl eCTh B TeKYyIIel IO3UIIUY OTJIa/IKH;

ny (IITar ¢ 06x0moM) — BBITIOJIHATD OJIMH IIIAT OTJIAJKU Oe3 3axojia B TeJlo GYHKIIUY;
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1= (IITlar ¢ BBIXOAOM) — TIPOJIOJDKUTH BBLITIOJIHEHWE MaKPOKOMaHIbl O MOMEHTa

BbIXO/JIa M3 PYHKIMHU, B KOTOPOM OTJIAJUUK HAXOJUTCS B TEKYIeH MO3UIIUH.

B niporiecce oTiaiky B OKHe peflakTOpa MaKpOKOMaH 1 0TOOpaXkatoTcsl CiieyroIie o0IacTu:

— BeImosiHeHMe — OKHO TSI BBIBOJIa COOOITIEHUH BO BPeMSI OTJIafIKH;

— CTeK BBI30BOB — OKHO CTeKa BbI30BOB;

— IlepemeHHBIe — OKHO BBIBOJIAa 3HAUYEHWM JIOKAIbHBIX M TJI00AJBHBIX I€PEeMEHHBIX,
JNOCTYIIHBIX Ha TeKyIlleM Illare BBINIOJIHEHWsI MaKpoKoMaH[bl. Eciu oTobpaaemasi
repeMeHHas MpeJcTaBjsieT U3 cebst TabJIMIly WM MAcCUB, TO NPU HAXXAaTHW KHOIMKH I,
PacIionoXeHHO! cjieBa OT UMeHU MepeMeHHOM, JOCTYIIeH IPOCMOTP ee COJIepP>KMMOTO0 B

Pa3BeEpHYTOM BU/IE.

4 Pegaktop makpokomang >

range = document:getRange();

Makpokomanaa 1 startPos = range:getBegin{);

Makpokomanga 2 @ textProp = range:getTextProperties();
5 * textProp.italic = true;

Makpokomanga 3 textProp.allCapitals = true;

range: setTextProperties(textProp);
startPos:insertText("MolOduc!");

+ —
P Bunosiare B Ornagvre [ =) s

BrinoaHeHwe. .. CTek EbI30B0E MepemeHHbie

main()Fup:1 NokansHbie

[nofanbHbe

textProp = (DocumentAPl TextProperties)
range = (DocumentAPl.Range)
startPos = (DocumentAPl.Position)

Pucynok 367 — OTiagka MakpoKOMaH bl
OTnanika 3aBepIiaeTcs TP JIOCTHXKeHHUH KOHIIAa MAaKPOKOMaH/IbI.

Eciu  Tpebyercst mpepBaTh IIPONeCC OTIA[AKH, HaxmuTe KHONKy M (OCTaHOBHTH

MaKpPOKOMAaHAY).
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4.13.6 Ypanuth MaKpOKOMaH/Y

YTo6B! yIaMUTh MaKPOKOMAHTy, BBIIIOJIHUTE CJIe/IyIOlIe JeHCTBUS:
1. BribepuTe MakpokOMaHAY OJHUM U3 CJIEAYIOIIUX CIIOCOOOB:
— Bruibepute myHkT koMaHAHOTO MeHI0 MHCTpymMeHTHI > PegakTop MakpokoMaH[
(cM. Pucynok 368). B okHe pemakTOopa MaKpOKOMaH] BblieluTe Tpebyemyio

MaKpOKOMaHJTy B crivcke (cM. Pucynok 370).

WHotpymedter Bug  OBwwid goctyn Mognwcka  ©

OrobpaxeHne MCNPABNEHWA W KOMMEHTApWEE  #
Mpaecnucanne r

Hactpaveaemmii cioeaps
zmeEHUTE A3BIK. .

PenakTop MakpokoMaHg

Pucynok 368 — [IyHKT koMaH[IHOTO MeHIO PegakTop MakpokoMaH/

— Ha GokoBoll maHenu HaXMHUTE KHOIKY @ (Makpoxkomanasl) (cMm. Pucynok 369).

Ha manenu pa6OTbI C MdKPOKOMaH[JdMH HaBeaWTe KYpPCOp MbIIIN Hd Ha3BadaHHE

TpebyeMOl MakKpOKOMaH/Ibl ¥ HaXkMuTe KHONIKy *  (Emme). B Beimamaromem crnmcke

BbIOeprTe koMaH/ly PemakTHpOBaTh.

- MakpokomaHabl Q

Hoean MaKpOoOKOMaHLa @

Makpokomanaa 1 3

PegakTmpoBath %

JobaBnTe B MabpanHoe ¥

Pucynoxk 369 — Ilanenb paboThl ¢ MaKpOKOMaHIaMHU
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2. B okHe pemgakTOpa MakKpOKOMaH]I HOKMUTe KHOMKY — (cM. PucyHok 370).

4 Pegaktop makpokomang

Makpokomadga 1
Makpokomarnga 2

Makpokomanga 3

+ _—

P Boinoanus ﬁ~ Otnaguts

range = document:getRange();
startPos = range:getBeqin();

textProp = range:getTextProperties();
textProp.italic = true;
textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MoiOduc!");

Pucynok 370 — Y nanenue MakpoKOMaH/bI

3. B OTKpBIBIIEMCS OKHe IIOATBeprTe y/iajleHrhe MaKpOKOMaH/IbI.

4.13.7 IIpocmoTtpets kox VBA-makpoca

B npunoxennn «MoitOduc Tekct» HemocTyneH 3anmyck VBA-MakpocoB, CO3IaHHBIX

B

Microsoft Word. Ho Bbl Moxkere mpocmoTrpeTh koja VBA-makpocoB, KOTOpble cojiepKaTrcsl B

JIOKyMeHTe, U IlepelucaTh UX Ha s3blke Lua.

s mpocmotpa poctynHel VBA-Makpocsl,

Microsoft Word.

Yto06bI MpocMOTpeTh U NepenucaTh Koj, VBA-Makpoca, BHITOIHUTE ClleyIoIue 1eUCTBUS:

1. Otkporite DOCM-n10KyMeHT.

COXpaHeHHbIe B TeKyleM JOKyMeHTe

2. Broibepure Lua-makpoc ¢ HazBaHueM VBA-Mofyiisi, B KOTOPOM COJEP>KUTCS TpebyeMblit

VBA-makpoc. Hanpumep, eciu VBA-makpoc Macrol conepxurcs B VBA-monyie

Modulel, BriGepute Lua-makpoc Modulel. [1ns Bbibopa Lua-makpoca BeINONHUTE

OIHO U3 CJIIeAYIOIUX NeUCTBUIL:

— Bribepute nyHKT koMaHHOrOo MeHI0O MIHCTpymMeHTHI > PemakTop MakpokoMaH[

(cM. Pucynok 368). B okne penakTopa Makpokomanz (cMm. PrucyHok 371) Bbibepute

Tpebyemsiii Lua-makpoc.
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& Pegaktop makpokomang x

1 -- BeeguTe BalW Kog Lua 3geck
Modulel

Module2
-- 3anyck MakpokoMadg VBA He nogiepwueasTcA

Optien Explicit
Sub RemoveExcessiveEnters()

Dim lineBreakSearchRegExp As String
lineBreakSearchRegExp = GetlineBreakSearchRegExp()

+ - w
’BHI'IOHHHTI: &DTJIE,{I,HTb [:] B, ) =

Pesynbrar:

Pucynok 371 — PegakTop MakpoKOMaH[{

— Ha 6okoBo¥i maHenu HaXXMUTe KHOIIKY @ (Makpoxkomanasl) (cMm. Pucynok 372).

Ha mnanenu pa60TI)I C MdKPOKOMaH[JdaMH HaBeauTe KYpCOp MbIIIHW Hd Ha3BaHHE

Tpebyemoro Lua-Makpoca u Haxkmute kHotiky °  (Emie). B Bbimaparomiem crvcke

BbIOeprTe koMaH/ly PemakTHpoBaTh.

- MakpokomaHAbl Q

Hoean MaKpoOKOMaHLa @

Nowck

Maodule 1 >

PenakTnpoBate

[

JobaeuTe B M3bpaHHoe ¥

Pucynok 372 — [lanenb paboTel ¢ MaKpOKOMaHAaMU
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3. B okHe pemakTopa MakKpokoMaHA oOTOoOpasuTcss koji VBA-MakpocoB, KOTOpbIe
conepxatcsi B cootBercTBytomemM VBA-monyne (cm. Pucynok 371). Ilepenuivre ko
Tpebyemoro VBA-makpoca Ha s13bike Lua.

4. 3akpouTe OKHO peJJaKkTOpa MaKpOKOMaH/I.

5. Coxpanure mokymeHT B ¢opmate DOCX c momoripio koMaHiabl CoxXpaHHUTh Kak

(c™m. pazpen 4.1.9.1).

B ucxonnom DOCM-pnokyMeHTe BHECEHHbIE U3MEHeHUs He COXPAHSIIOTCSI.
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4.14 3amuTa Coaep;KUMOro OT H3MeHeHHUI

B ocHOBHOM Yactm U B KOJIOHTHUTYJIaX HOOKYMEHTa MOXHO 3dlllUTUTL OT U3MEHEeHUHN

JJIEMEHTHhI COJIep’>KUMOro, rnepevrciieHHbIe B Ta6m/1ue 14.

Tabnuna 14 — DeMeHTHI COePKUMOro

Tun cogepUMoro

3a010KHPOBaHO

Paspemnieno

Texkct

BBop, penakTupoBanue,
¢opmaTrpoBaHUe U ynajieHue TeKCTa

H3zobpakenue

— Ilepememienue n3obpaxeHus;

— H3meHenue pa3mepoB
H“300pakeHus;

—  Ynmanenuve uzobpakeHus

durypa

— Ilepemerenue ¢urypsr;
— H3menenue pa3zmepoB GUTYPHI;

—  Ynanenuve ¢urypel

BBop, pefakTupoBaHue,
¢opmartrpoBaHue U ynaneHve
TeKCTa BHYTPU GUTYPHI

Tekct B purype

BBop, penakTupoBanue,
¢opmaTrpoBaHUe U ynajgeHue TeKCTa

BHYTPU QUTYPbHI

— Ilepemerenue purypsr;
— H3meHeHMe pa3mepoB GUTYPHL;

— Ynanenue ¢urypsl

TekcT B sueiikax TabIULILI

— Bgog, penaktrpoBaHue,
¢opmartrpoBaHue U ynaneHve
TeKCTa B 3a0JI0KUPOBAaHHBIX
sT9eMKax TabIUIIBL;

— H3meHeHMe pa3MepoB u
yaasieHue CTPOK U CTOJIOI0B, B
KOTOPBIX PACIOIOKEHbI
3a06J10KMpPOBaHHbIE TYEHKU
TaOJIULILL;

—  YnaneHue TabIAIBI

— Bgog, penaktrpoBaHue,
¢opmatrpoBaHue U ynaneHve
TeKCTa B IPYTUX sSIerKax
TaOIUIIB;

— H3meHeHMe pa3MepoB U
yZialeHue Ipyrux CTPOK U
CTOJIOIIOB TaOJIUIILI;

— BcraBka ctpok u cTonbioB

Tabmuia

— Bgog, pegakTupoBanue,
¢opmaTupoBaHue TeKCTa B
Tabmmie;

— BcraBka, uamenenve pa3mepoB U
yZIaJieHre CTPOK U CTOJIOIOB;

—  YnaneHnue TabIUIBI
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4.14.1 3auTHTEL OT U3MEHEeHUH

YToObI yCTaHOBUTH 3alIUTY OT U3MEeHeHUM, BhIIIOIHUTe Clle[yloliye NelCTBUSL:
1. Brimenure Tpebyemoe cofiep>KUMoe JOKyMeHTa:

— YrtoObl 3ab6/I0KMpOBaTh OT M3MEHEeHWM OAWH ab3all TeKCTa, YCTAaHOBUTE B HETO
KYpCOp, BBIJIeJIMTe YacTh ab3ama WM ab3arl merkoM. YToObl 3a0JI0KMpOBATh OT
M3MeHeHUN HeCKOJIbKO ab3a1ieB, BBIJIEIUTE UX [IeJIMKOM.

— YroObbl 3a010KkMpOBaTh OT HU3MeHeHWW u3obpaxkeHue WM GUTYpy, BbIIENUTe ee
IIeJTYKOM MBIIIIH.

— Yrobbl 3a0JI0KMPOBATh OT M3MEHEHUM TeKCT B urype, BbIIeIWTe ee JABOWHBIM
IIeJTYKOM MBIIIIHY, a 3aTeM BbIIeJIUTe B Heil TpebyeMblii TeKCT.

— YroObl 3a0710KMPOBaTh OT W3MEHEHWM TeKCT B OJHOM WM HECKOJIbKUX sYerKax
TAOJIUITBI, BBIJIEJIUTE JJaHHBIE STYeUKU.

— Yrtobbl 3a0/I0KUpPOBATh OT HW3MeHeHWW Tab/uily, BbIIeJIUTe [JaHHYIO0 TabJdIly
I[EJIUKOM.

2. Brpibepure myHKT KoMmaHaHoro MeHio IIpaBka > 3amUTHTL OT H3MeHeHHH

(cm. Pucynok 373).

Mpaeka Bcraeka @opmar  Wacrpyments  Bug 06

= OTMEHWTE Ctrl+Z

" TNoetopute Ctrl=¥

o  Boipesats Ctrl+X

Konupoeate Ctrl+C

[y Beraeute Ctrl+V
BcTaeuTe ToMBKD TEKCT
BctaguTe w3 Bydepa obumera r

£ KonuposaTh dopMaTWpoBaHWe Ctrl=Shift+C
MpureHUTE GOpPMaTHOBIHWE Ctrl+Shift+V
BmaenuTk BCe Ctrl+A
JAUKMTUTE OT MIMEHEHWIA
CHATE 3aWwuTy

0 NMowck Ctrl+F

Pucynok 373 — Komananoe mento IlpaBka
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3almTa Coiep>XKMMOro BU3yasibHO IpeJiCTaBjieHa CielyIouM 00pa3oM:

— B 3a0710kMpOBaHHOM TeKCTe I[BEeT Kypcopa MeHsieTCsl Ha KpPaCHbIH.

— Ilpu BeIIesieHNY 3a0JIOKKPOBAHHOTO OOBEKTA IBET ero PaMKH MeHsIeTCsl Ha KpaCHBIH.

— Ilpu HaBemeHuM Kypcopa Ha Mapkep 3a0JI0KMpOBaHHOIO 0OBEKTa Kypcop
npunumaet suj &),

— Ilpu mombiTke W3MeHeHHs 3a0JIOKMPOBAHHOTO TeKCTa WM OOBeKTa OTOoOpaXkaercs

BCILIBIBAIOIIIEe COO6III€HI/IEZ «3JTa 4acTb HOKYMeHTa 3alljuIlieHa OT U3MEHEHUN.

4.14.2 CHATH 3210 Ty

YToOB! CHATH 3alllMTy OT M3MeHeHWH BO BCeM JOKYMeHTe, BblOepHTe IYHKT KOMaHIHOI'O
menio IIpaBka > CHATB 3amuTy (cM. PucyHok 374).

YTOOBI CHATH 3alIUTy OT U3MEHEeHWW [Isi 4acTh JOKyMeHTa, BBIIIOJIHUTE ClleJylolye
JeUCTBUS:

1. Brimenure TpebyeMoe cofiep>KuMoe JOKYMeHTa.

2. Brpibepure myHKT koMaHHOro MeHIO IIpaBka > CHATH 3a1uTy.

Mpaeka Bcraeka @opmar  Waorpymente  Bug 06

T OTmeHWTB Ctrl+Z
*  [loetopuTe Ctrl+¥
&  Boipesats Ctrl+X
Konwpoeats Ctrl=+C
[y Berasuth Ctrl+V
BcTaBuTe ToMBKD TEKCT
BectaewTe w3 Bydepa obumena r
A KonvposaTh dopMaTWpoBaHWe Ctrl=5Shift+C
MprMeHWTE $opMaTHRoBEaHWE Ctrl+5Shift=V
BwaenvTte Bce Ctrl+4

JAWMTHTE OT MIMEHEHMA

CHATE 3aLKTY

Pucynok 374 — Komangnoe mento IlpaBka
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MonOdonc

INPUJIOAKEHME 1. COYETAHUSA KJIABUIII

B naHHOM npwioXkeHWH TpYBelleHbl COYeTaHMs KiaBull, ucrosb3dyeMble B OC Windows,

Linux (cm. Tabmauma 15) 1 macOS (cm. Tabmuma 16).

Ha HOyTOyKax HekoTopble KiaBuIik MHOrodyHKnuoHanbHbl. Hampumep: F1-F12, Home,

End, PgUp, PgDn. [Ipy Haxkathu Ha Takue KJaBUIM B npuiokeHnd «MonOduc TekcT»

HGO6XO,III/IMO OTHOBPEMEHHO YIep>XXUBaTb Ha>KaToOU KJIaBUIITY Fn.

Tao6smna 15 - Coueranuda kiasuia B OC Windows u Linux

Coueranue KJIaBHIII

Komanna wim neiicteue

IlpaBka codeprcumozo

Ctrl+X;
) BripesaTb
Shift+Delete
Ctrl+C;
KommpoBaTh
Ctrl+Insert
Ctrl+V;
BctaButh
Shift+Insert
Ctrl+S CoxpaHuUTb

F12 (Windows)
Ctrl+Shift+S (Linux)

CoxpaHHTb KaKk

Ctrl+Z7; .
OTMeHHTD TIOC/IeIHee BBHITIOIHEHHOE JIeCTBHe

Alt+Backspace

Ctrl+Y;

Ctrl+Shift+Z; [ToBTOPHUTD pe3ysbTaT OTMEHEHHOTO JeHCTBUS

Shift+Alt+Backspace

Ctrl+Alt+Shift+V (Windows)
Win+V (Linux)

OTKpBITH pacpeHHbIH 6ydep obMeHa

Backspace Y nanute ofuH CUMBOJI ClleBa OT Kypcopa

Delete YV manute OAWH CUMBOJI CIIPaBa OT Kypcopa

Ctrl+Backspace ¥V manuth 4acThb CJIOBA, CJIOBO WM OOBEKT CjieBa OT Kypcopa
Ctrl+Delete ¥V manuTh 4acThb CJIOBA, CJIOBO WM 0OBEKT CIpaBa OT Kypcopa
Enter HauaTts HOBBIM ab3ail

Ctrl+Shift+I1Ipoben BcraBuTh Hepa3pbIBHBIH ITpo6es

Ctrl+Shift+ — BcraBuTh HepaspbIBHBIM Aeduc
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MonOdonc

CoueTranue KJIaBHII

Komanpna nim meiictBue

Ctrl+Num — BcraButh kopoTkoe THpe

Ctrl+Alt+Num — BcraBuTh IIMHHOE THpe

Shift+Enter BcraBuTh pa3peiB CTPOKU
BcTraBuTh pa3peiB CTpaHUITEI — eCJIM KyPCOP PaclloyioXKeH B
TeKCTe JOKyMeHTa;

Ctrl+Enter

CoXpaHUTb KOMMEHTapHIi WK OTBET Ha KOMMEHTapHi — eClin
KypPCOp pacIioIoXKeH Ha MaHesH perleH3upOoBaHuUs

dopmamupoBanue codepiicumozo

Ctrl+B Iomy>xupHbIi

Ctrl+I Kypcus

Ctrl+U [TomuepkHyTHIN

Ctrl+Shift+= Hancrpounsiit 3Hak

Ctrl+= [TopcTpouHnbIit 3HAK

Ctrl+Shift+A Bce nponuchsbie

Ctrl+Shift+C KommmposaTs popmatrpoBanue
Ctrl+Shift+V [IpumenuTs GopMaTUpOBaHUE
Ctrl+IIpo6en Ouuctuth popMaTHpoBaHUe

Ctrl+L BBIpOBHATH TEKCT 110 JIEBOMY KPalo
Ctrl+E BBIDOBHSATE TEKCT 1O LIEHTPY

Ctrl+R BBIDOBHATE TEKCT IO IIPAaBOMY Kparo
Ctrl+J BBIpOBHATH TEKCT 10 MIMPUHE CTPAHUIIBI

Bvutdenenue codepicumozo

Ctrl+A

BI:;IIIEJ'[I/ITB BCe coiepKuMoe JOKyMeHTa

Shift+Crpenka BneBo

BeienuTs 0uH CUMBOII Cl1eBa OT Kypcopa

Shift+Crpenka BIipaBo

BeienuTs ouH CUMBOII cIipaBa OT Kypcopa

Ctrl+Shift+Crpenka BieBo

BriienuTh 0JJHO CJIOBO CJieBa OT Kypcopa

Ctrl+Shift+Crpenka BrpaBo

BriienMTh OJTHO CIIOBO CIIpaBa OT Kypcopa

Shift+Home

BriienuTh cofiep>KUMoe OT Kypcopa JI0 Hadajia CTPOKH

Shift+End

BbI)IeJ'II/ITb COZiepXXruMoe OT KypCopa 0 KOHIId CTPOKKA

Ctrl+Shift+Crpenka BBepx

PaCHII/IpI/ITb BblIeJIeHUEe K Ha4ddJly 8633118

Ctrl+Shift+Crpenka BHU3

PacimpuTs BoiienieHe 10 KOHITA ab3aria

Shift+Crpenka BBepx

PaciimpuTs BhifiesieHre Ha OJJHY CTPOKY/STYelKy TaOIUIIb]
BBEPX

Shift+Crpenka BHU3

PacimpuTts BhifiesieHre Ha OJJHY CTPOKY/sT4elKy TaOIUIlbl BHU3
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MonOdonc

CoueTranue KJIaBHII

Komanpna nim meiictBue

JIBOMHOE HaKaTHe JIeBOM KHOIIKY MBIIIHN

Brimenuthb ciioBo

TpoiiHoe HaXkaTHe JIeBOM KHOTIKY MBIIIN

Brigenuts ab3air

HarkaTwie J1eBOii KHOTIKY MBIIITH U
nepeMelneHre Kypcopa BBepx

BbIlIEJ'II/ITI) TEKCT BBepX

HarkaTwie J1eBOi KHOTIKY MBIIITH U
nepeMelneHre Kypcopa BHU3

BuimenuTs TeKCT BHU3

Ilepemewienue no dokymenmy

Crpenka B1eBo

Ha OJJWH CHUMBOJI BJIEBO

Crpesnka BIIpaBoO

Ha ogun cumBos BiipaBo

Ctrl+Crpernka BieBo

Ha ogHo ciioBO Bi1eBO

Ctrl+Crpesnka BIIpaBo

Ha oxHo cioBo BIIpaBO

Crpenka BBepx

Ha onny cTpoky BBepx

Crpesnka BHU3

Ha onny cTpoky BHU3

Ctrl+Crpenka BBepx

Ha nauano npeppiayiero ab3ara

Ctrl+Crpenka BHU3

Ha nauarno cnenytormero a63ara

Page Up Ha onun axpaH BBepx
Page Down Ha onuH sxpaH BHU3
Ctrl+End B koner moxymenTa
Ctrl+Home K mavamy nokymenTa

Paboma ¢ mabauueii

F2

[lepeliTy B pexkuM pelakTHUPOBAHUS sSTUeUKU

Tab wnu Ctpesnka BIIpaBo

Boigenuts crnenyronryto sueiky TabauIibl

Crpenka B1eBO

Brigenuts npeabiAyIyo saeiky TaOauibl

Home

Beinenuts sideliky B Hadase CTPOKH

End

Briienuth siuediky B KOHIE CTPOKU

Crpenka BBepx

BeinenuTs s9eliky Bbllie

Crpenka BHU3

Boienuts sueiiky Hipke

Alt+A BcraBuTh CTpPOKY BBIIIIE
Alt+B BcraButh cTpoky Hipke
Alt+L BcraBuTth cTonber ciiea
Alt+R BcraButh cronbern cripaBa
Ctrl+Alt+M OOBbeIuHUTDL TYCHKU
Alt+Shift+M Paznenuts sueliky
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MonOdonc

CoueTranue KJIaBHII

Komanpna nim meiictBue

Ctrl+Alt+R; v
AJIUTH CTPOK

Ctrl+- s PORY
Ctrl+Alt+U;

Y manuts crosnbery
Ctrl+-
Alt+Shift+T;

Y nanuTh Tabnuiry
Ctrl+-

Jpyaue couemanus knabuwt

Ctrl+N

Cospnats ¢aiin

Ctrl+O OTKpBITH daiin

Ctrl+Shift+P OTKpBITh OKHO HACTPOKKH ITApaMeTPOB CTPAHHITLI

Alt+P OTKpBITh ITaHesIb HACTPOeK KOJIOHTHUTYJIOB Ha BKJIa[Ke
Howmepa cTpanun

Ctrl+P OTKpBITH OKHO HaCTPOMKY IeyaTh

Ctrl+0 (s071B)

YcranoBuTh dakTrdeckuit Maciitadb crpanuiist (100%)

Ctrl+Shift+R CKpBITb WM 0TOOpa3UTh TIMHENKH
Ctrl+Alt+F BcraBuTh 00BIYHYIO CHOCKY
Ctrl+Alt+E BcraBuTh KOHIIEBYIO CHOCKY

Ctrl+K BcraBuTh ccbuiky

Ctrl+Shift+V BcraBuTh ccbuiky u3 6ydepa obmeHa
Ctrl+F;

Ctrl+H OTKpBITh ITaHeNb IIOMCKA

Ctrl+/ OTKpBITh OKHO OBICTPBIX JeMCTBUN

F1 OTKpBITh CIIPaBKy NPUIOXKEHUS
Alt+ITpoben OTKpBITh KOHTEKCTHOE MEHIO aKTUBHOT'O OKHA MTPUIIOXKEHUS
Alt+F4 3aKpbITb aKTHBHOE OKHO MPUJIOXKEHUS

HaskaTue j1eBoi KHOIIKY MbIIIHA

Y CTaHOBUTH KYpPCOP B IOKYMeHTe

Ha>katvie npaBoii KHOIIKY MBIIITN

OTKpBITH KOHTEKCTHOE MeHIO BBIOPAaHHOTO 37ieMeHTa
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MonOdonc

Taosmuna 16 — Coueranna kiaasum B macOS

CoueTranue KJIaBHII

Komanpga nian neiictBue

IIpa6ka codepicumozo

% Cmd + X Bripesatb

$Cmd + C Konuposats

8 Cmd+V BcraButh

$Cmd + S CoxpaHUTb

f Shift + $¢Cmd + S CoxpaHHTb Kak

% Cmd+ Z OTMeHUTH IOC/eIHee BBITIOJIHEHHOe JeHCTBHe
®Cmd+Y [ToBTOPUTH pPE3yIbTaT OTMEHEHHOI'O eUCTBHUS

~c Option + { Shift + £ Cmd + V

OTKpBITH paclIMpeHHbIH Oydep obMeHa

Delete

VY manmuTh OIWH CUMBOJI CJIeBa OT Kypcopa

Fn + Delete

Y manuTh oIvH CUMBOJI CIIpaBa OT Kypcopa

38 Cmd + Delete;
~c Option + Delete

Y manmuTh YacTh CII0BA, CJIOBO WK 0OBEKT CJieBa OT Kypcopa

¢ Cmd + Fn + Delete;

~= Option + Fn + Delete

Y 1anuTh 4acThb CJIOBA, CJIOBO WK 0OBEKT CITpaBa OT KypcCopa

» Enter

Hauarte HOBGBIM ab3arl

~ Option + fI Shift + [IpoGen

BcraBuTh Hepa3phIBHBIH NTpobent

3¢ Cmd + {t Shift + —

BcraBuTh Hepa3phIBHBIH fneduc

~c Option + —

BcraButh KOpPOTKOe THpe

~ Option + { Shift + —

BcraButs nnmuHHOe THpe

{ Shift + = Enter

BcraBuTth pa3phiB CTpOKU

2 Cmd + ~ Enter

BcraBuTh pa3peIB CTPaHUIIB! — eCTIM KyPCOP PacIioyIoXeH B
TeKCTe IOKyMeHTa;

CoxpaHUTb KOMMEHTApHIi UJTH OTBET Ha KOMMEHTapHii — eCiTi
KyPCOP PacriojyiokeH Ha MaHeNy pelleH3UpOBaHuUs

P opmamupoBanue codepricumozo

% Cmd + B [Nomy>xupHbII
2 Cmd + 1 Kypcus
®Cmd+U [TomyepkHy THIH

© Shift + 3¢ Cmd + =

Hapcrpounsiit 3HaK

% Cmd + =

[ToncTpounsIii 3HaK

{ Shift + ¢ Cmd + A

Bce nponuchbie

{ Shift + ¢ Cmd + C

KonrnpoBats ¢popmMaTrpoBaHue
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MonOdonc

Coueranne KJIaBHIII

Komanpna niu meiicreue

{t Shift + ¢ Cmd + V

IIpumenuTE POpPMaTHpPOBaHUE

A Ctrl +\ Ouncrtuth popmMaTHpoBaHre

$Cmd + L BLIpOBHSATE TEKCT 10 JIeBOMY Kparo
#Cmd + E BLIpOBHATE TEKCT IO [IEHTPY

# Cmd + R BBIpOBHATE TeKCT 10 ITpaBOMY Kparo
$Cmd +J BLIpOBHATE TEKCT 10 MIMPYHE CTPaHUIIBI

Buidenenue codepicumozo

% Cmd+ A

BBIHEJ'[I/ITB BCe CcojepKumMoe NOKyMeHTa

fr Shift + Ctpeska BrieBo

BriesMTh OUH CUMBOJT CJIeBa OT Kypcopa

©r Shift + Ctpesika BnpaBo

Boinenuts oguH CUMBOJT CTIpaBa OT Kypcopa

© Shift + $8 Cmd + Ctpenka BiieBO

Brimenuth omHO C10BO CiieBa OT Kypcopa

f Shift + 3¢ Cmd + Crpenka BrpaBo

BbizienuTh 0JTHO CJIOBO CIIpaBa OT Kypcopa

Fn +1{ Shift + Crpenka BneBo

BrienuTh cofiep>kuMoe OT Kypcopa JIo Hadajla CTPOKH

Fn +1{ Shift + Crpenka BripaBo

Brienuth cofiep>kuMoe OT Kypcopa /1o KOHI[a CTPOKH

f Shift + » Ctrl + 3¢ Cmd + Ctpenka BBepx

Pacmuputs BelzienieHHe K Hadaily ab3ara

fr Shift + A Ctrl + 38 Cmd + Crpenka BHU3

Pacmuputs BelienieHre 10 KOHIA ab3ara

f Shift + Ctpenka BBepx

Pacmuputs BbiienieHre Ha OJHY CTPOKY/STYeiKy TaOJIrIlbl
BBEpX

f Shift + Ctpenka BHU3

PacmupuTs BoiienieHMe Ha OJHY CTPOKY/STUeiKy TaOJIrIlbl
BHU3

JIBOMHOEe HaKaTHe JIeBOM KHOIIKY MBI

Brimenutsb ciioBo

TpoiiHoe HaXkaTHe JIEBOM KHOTIKU MBIIIN

Brimenuts ab3ais

HaxkaTtue J1eBO¥ KHOTIKY MBIIIH U
nepeMelrieHre Kypcopa BBepx

BrigenuTts TekcT BBepX

HaskaTue j1eBOi KHOTIKM MBITIIHA U
nepeMelleHre Kypcopa BHU3

BI)II[EJ'[I/ITI) TeKCT BHU3

ITepemewerue no dokymenmy

Crpenka BieBo

Ha oxgun cuMBoOII BileBO

Crpesika BIpaBo

Ha OIVH CUMBOJI BIIPABO

38 Cmd + Crtpesika BiieBO

Ha OJJHO CJIOBO BJIEBO

38 Cmd + Ctpesika BIpaBo

Ha onHo ciioBo BIipaBo

Crpenka BBepx

Ha ogny cTpoky BBepx

Crpenka BHU3

Ha onmny cTpoky BHU3
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MonOdonc

Coueranne KJIaBHIII

Komanpna niu meiicreue

3 Cmd + Ctpenka BBepx

Ha nHauasno npepbinymiero a6zana

3 Cmd + Ctpenka BHU3

Ha mauano arenyroimgero ab3zara

Fn + Crpenka BBepx

Ha onun axpaH BBepx

Fn + Crpenka BHU3

Ha onuH skpaH BHU3

Paboma ¢ mabauueii

Fn + F2

[lepeliTi B peXXuM pelakTHPOBaHUS STYEHKU

Tab unu Crpesnka BripaBo

Boigenuts crenyrolyo ss4eiky TabauIlbl

Crpesnka BeBO

BoiienuTs npenpiayniyo ssueiky TabmuIibl

Fn + Crpenka BneBo

Boimenutsb stueliky B Haajie CTPOKH

Fn + Crpenka BnpaBo

BbIILEJ'II/ITI) HQEﬁKy B KOHIIEe CTPOKH

Crpenka BBepx

BoimenuTs sueiiky Bbilie

Crpesnka BHU3

BoimenuTs stueiiky Hinke

~ Option + A BcraButs cTpoKy Bhlle
~ Option + B BcraBuTh cTpoky Hinke

~c Option + L BcraButh cronbern ciesa
~< Option + R BcraBuTh cronber cripaBa

~ Option + ¢ Cmd + M

O0OBeqUHUTEL TYEeHKUA

~< Option + f Shift + M

Paznenutsh sueiiky

~ Option + 8 Cmd + R;
% Cmd + -

Y panuts CTpoky

~= Option + ¢ Cmd + U;
8 Cmd + —

Y nanure crosnbers

~= Option + {I Shift + T;
% Cmd + -

Y nanuth Tabnuiry

Jpyaue couemanus knaBuw

$Cmd + N

CosnaTb daiin

£ Cmd+ O

OTkphITh daiin

{ Shift + ¢ Cmd + P

OTKpBIT OKHO HACTPOMKH [1aPaMeTPOB CTPaHUIIBI

~ Option + P

OTKpBITB ITaHes b HACTPOEK KOJIOHTUTYJIOB Ha BKJIA/IKE
Homepa crpanun

% Cmd + P

OTKpBITH OKHO HAaCTPOMKH TedaTH

3 Cmd + 0 (HOJB)

VYcranoBuTh pakTrdeckuit Macirtab crpanuiist (100%)

{ Shift + ¢Cmd + R

CKpBITh WK 0TOOPA3UTh JTMHEUKHU
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MonOdonc

Coueranne KJIaBHIII

Komanpna niu meiicreue

~ Option + $ Cmd + F

BcraBuTh OOBIYHYIO CHOCKY

~< Option + 8 Cmd + E

BcTaBuTh KOHIIEBYIO CHOCKY

$#Cmd + K BcraBuTh cCBUIKY

f Shift + ¢ Cmd + V Bcrasuth ccbuiky 13 6ydepa obMeHa
2 Cmd + F OTKpBITH MaHeNb OUCKa

% Cmd +/ OTKpBITH OKHO OBICTPBIX AeUCTBUI
Fn+F1 OTKpBITH CIIPaBKy NPUIOXKEHUS

% Cmd + Q 3aKpbITh AKTUBHOE OKHO MPUJIOXKEHUS

Hasxatne 1eBoi KHOIIKH MBIIIIHN

Y cTaHOBUTE KypCOp B IOKyMeHTe

HaxxaTtrie mpaBo# KHOIIKYA MBIITTHA

OTKpBHITH KOHTEKCTHOE MEHIO BBIOPAaHHOT'O 3JIeMeHTa
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