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Hwu npu kakux o6CTOSITeNbCTBax HeJlb3sl MCTOJIKOBBIBATD JIOO0OE COfep KHMOe HaCTOsIero
JIOKyMeHTa Kak IpsIMOe WM KOCBEeHHOe IIpe/loCTaBjleHre JIMIIeH3UH WK IpaBa Ha UCII0JIb30BaHMe
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IMEPEYEHb COKPAIIIEHUN

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

Tabnuna 1 — Coxpamenus u pacimppoBKu

Coxpamenue Pacmndporka

(0]® OmnepanuoHHas cucreMa

I1O «MoiOducy» Hacronsabie npunoxenus «MoitOduc Tekcty, «MoitOduc Tabmuray,
«MouOduc IIpezerTamms»
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1 OBIIIME CBEJEHU S

1.1 Haznauenue

«MoitOduc Tabnuma» — pelakTop ISl CO3[IaHUS AJIEKTPOHHBIX TabJIUII, BeJIeHUs] pacueToB,
aHaJM3a JaHHBIX, GOPMHUPOBAHUS CBOJHBIX OTYETOB M AaBTOMATH3allMd OOpabOOTKW JTaHHBIX C
WCII0/Ib30BAaHKEeM MaKpPOKOMaH/I Ha onepariuoHHbIx cuctemMax Linux, Windows u macOS.

«MoitOduc Tabnuiia» BXOJIUT B COCTaB MPOJIyKTOB:

—  «MouOdwuc [TpodbeccroHambHBIA 3»;

—  «MoitOduc CranaapTHbIN 3»;

—  «MoiOduc ObpazoBanuey.

Ho,upo6Hoe ONKUCAaHMEe BO3MOXXHOCTEH IMIpUI0XeHust IpUuBeeHO B COOTBETCTBYIOIIEM

BalieMy IpoayKTy JOKyMeHTe «(DYHKLII/IOHaJ'IbeIe BO3MOXHOCTH».

CocraB (bYHKIII/IOHaJIbHI)IX BO3MOXKHOCTEH IMPWIOKEeHUS MOXeT OTJIMYaTbCA B 3aBUCHUMOCTHU

OT MPOAYKTA U OllepallMuOHHON CUCTEMBI.

1.2 CucremHbIe TpeOOBaHUSA

[lepeyennr TpeboOBaHMII K MPOrpaMMHOMY U alllapaTHOMY oOOecliedeHUIO TIpUBEIeH B

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

Crnincok ¢gopmatos, nojaepxuBaemblx npuwioxenneM «MoiOduc Tabmmna», npusBeseH B

Tabmuuax 2 u 3.

Taosmna 2 — Ionpep:xuBaemsie ¢popmarsl ¢paiisioB B OC Windows/Linux

Onepanus Iloanep:xuBaeMsble popMaThI
. XLS, XLSX, ODS, X0ODS, CSV, SCSV, TSV, TAB, TXT, XLSM, XLSB,
OTKpBITHE/UMIIOPT GaIoB
XOTS
Coxpanenue daiioB XLSX, ODS, XODS
IKcIopT daitioB PDF, PDF/A-1, CSV, SCSV, TSV, TAB, TXT, XLSB, XOTS

Taonuna 3 - Ilognep:xxuBaemsblie ¢popmathl ¢aityioB B macOS

Onepanus Iloanep:xuBaeMsble popMaThI

OTkpbITHEe/UMIIOPT daitioB XLSX, ODS, XODS, CSV, SCSV, TSV, TAB, TXT, XLSM, XOTS

Coxpanenue GaiioB XLSX, ODS, XODS

Jxkcnopt ¢aiios PDF, PDF/A-1, CSV, SCSV, TSV, TAB, TXT, XOTS

1.3.2 Ilonnep:xuBaeMsblie A3bIKH HHTEepQeiica

— Pycckui;

— AHITIUNACKUY;
— DpaHIy3CKul;
— Tarapckuii;

— bamkupckuii.
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2 IIOATI'OTOBKA K PABOTE

2.1 YcranoBka

VYcranoBka I10 «MoiOduc» mogpobHo ommcaHa B JokyMeHTe «HacTombHbIe TPUIOKeHus
«MouOduc Tekcry, «MoiOduc Tabmuray, «MoiOduc IpezenTtanust». PyKoBoACTBO 10 yCTaHOBKeY.
I10 «MoiOduc» cunraercs ycranosieHHbIM B OC Windows, ecnu B pe3yibTaTe JeHCTBUH,
M3JI0KEeHHBIX B pasziesie 2.2 YKa3aHHOTO JJOKYMeHTa, Ha pabo4yeM CToJie MOJIb30BaTessl U B IJIaBHOM

MeHi0 OC oTobpakatoTCs SIpIBIKH, TIPeJiCTaB/IeHHbIe Ha pUCYHKaX 1 u 2.

| 151 id
[ [ [

MoiaOgue  MoiAOduc MoiOdunc
Tekcr TaBnuua [peseHTaums

Beeaute 3aecCh TEKCT ANA NOWMCKa

Pucynok 1 — dpmneiku [10 «MoiiOduc» Ha pabouem crosie OC Windows

M

G“ Meamanneep

B MoiiO¢uc
! Mo#Oduc lMNpesenTauuma
e‘ MoiOduc Tabamuuya

' MoitOduc Tekcr

ii‘élv Yaanute MoitOduc

H

" Habpocok Ha pparmenTe 3xpaHa

Pucynok 2 — dpneiku [10 «MoitOducy B rmaBHoM MeHto OC Windows
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1O «MoitOduc» cuurtaercs ycraHopieHHbIM B OC Linux, eciu B pe3ysbTaTe JeHCTBUM,
M3JI0KEHHBbIX B pasjesie 2.3 yKa3aHHOTO JJOKyMeHTa, B MeHIO mpuioxeHuid OC oTobpaxkaroTcs

SPJIBIKH, IIpeJCTaBJieHHbIe Hd PUCYHKe 3.

[ Pabouwii cron @ LibreOffice Impress §
_ WHTepHeT = Co3patne W peLaKTUpOBaHKUE NPe3eH..,
[# KopawHa .
@ Kops I % Oduc ‘ . LibreOffice Math
= 7 Co3patne W peAaKkTUpOBaHKWE HaydHhl...
L} CuctemHele
CucTema by % LibreOffice Writer
ﬁ CTaHAapTHbIe Co3patne W peLaKTUPOBaHKUE TEKCTA ...
i MeHegxep nakeToB o ProjectLibre
% e = rlﬂaJHHpDBaHHE W yNpaBneHke NPoOeKT...
LleHTp ynpaBneHna _
MapameTpel L) MoiAO¢uc NpeseHTaLMA
TepMyHan CozpaHwe W peaakT MpoBaHWE Npes...
L 336nokKMpoBaTE IKpaH J MoiAO $uc nia il
EbinonHeH e BeIYWNCIEH Iullﬁ. AHANW3 ...
[ 3asepumre ceanc a Mo Opuc TekcT
_— CozpaHwe N pegakT MpoBaHWe TEKC...
|0 | BeiiATIA hd
Nowck: ]
S Meno

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

[IO «MoiOd¢uc» currtaercs ycraHOBIeHHbIM B macOS, ecin B pe3ysbTaTe HeNCTBUH,
W3JIOKEeHHBIX B pasfene 2.4 ykKa3aHHOTO JOKyMmeHTa, B Launchpad orobGpakaroTcs 3HAYKH,

IpeJICTaBJIeHHbIe Ha PUCYHKe 4.

e

MonOduc TekcT MonOduc Tabnuua MonOduc MNpeseHTauus

IWO="0850 @80

PucyHok 4 — 3nauku npunoxenuii B Launchpad
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2.2 3amyck

3anyctute npusnoxenue «MorOduc Tabnuma» ogHUM/ABYMsI IIeTYKaMU MBIIIM 110 ero

3HAUKY/SPIIBIKY.

2.3 JInneH3noHHOe CorJIallieHue

[Tpu nepBom 3zamnycke 10 «MorOducy» BHUMAaTeIbHO IPOYXTANTe YCIIOBUS JIMI[EH3NOHHOIO

COTJIallleHUs! U TIOJIUTUKU KOHGUIeHIMaIbHOCTH (cM. PucyHok 5).

Ecnu BB cornacHbl ¢ 0603HaueHHBIMHU YCIIOBHSMMU:

1. IlocraBere ¢naxok I npuHumaw YcaoBus ucnoiab3oBaHuss u IloauTuky

KOH(I)PU.[QHIII/IaJILHOCTI/I .

2. Haxwmwure kHonky HagaTh paoory.

2 Ycnoeus ucnonbsosarua u Moautka KOHGUAEHLUMANBHOCTH

[obpo noxkanoBatb
B MounOdwuc!

JIMUEH3VNOHHOE COMMALWEHWE C KOHEYHbLIM
MOJIb3OBATE/IEM

HacTosiee MMLEH3MOHHOe cornalleHne ¢ KoHeYHbIM
noab3oBatesneM (aanee - «/IMUEeH3NOHHOE CorNalleHue»)
yCTaHaBAWBaeT YCNOBWA UCMONb30BaHUA NporpaMm ana 3BM
«MoitOduc CtaHaapTHbIii», «MoiiO¢uc YactHoe O61aKo»,
«MoitOduc 3awmieHHoe 06nako», «MoiiOduc
MpodeccnoHanbHblin», «MoiiO¢uc Mouta», «Mailion»,
«Squadus» 1 nx obHoBNEHWI (aanee BMecTe U No
OTAENbHOCTU UMeHyeMble MporpamMmmMHoe obecneyeHue) 1
3akntovaetca Mexay KoHeuyHbiM noab3osartenem n OO0
«HOBbIE OBJ/IAYHbBIE TEXHOJIOTNW», asastowmmca
obnasaTenem UCKIKOYUTENbHOTO NpaBa Ha MporpaMmMHoe
obecneyeHue.

IMeped ucnonb3oearuem [poepaMmmHozo obecneyeHus,

. A

D A NpUHUMaKD Ycnoewsa Mcnonb3oBaHua v [MoanTuky KOHGUAEHUMANBHOCTW.

Hauatk pabory OtmeHa

Pucynok 5 — OkHo YcinoBust ucnosib3oBanus u Ilonntinka koHpUIeHIIHAIBEHOCTH
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2.4 OonoBienne I10 «MoitOduc OdpazoBanue»

s cBoeBpemenHoro o6HoBieHuss [I0 «MoiOduc O6pasoBanue» Ha OC Windows
PeKOMeHyeTCsl BKIIIOUMTh aBTOMaTHUeCKYIO IIPOBepPKY HaJIMUMsI HOBBIX BEePCUM.

J1J1st 3TOTO BBIMIOJIHUTE CIIeAYIOIe IefCTBHUS:

1. Ilocme mepBoro 3amycka mpuioxkeHud «MouOduc Tekcr», «MoinOduc Tabmuma» u
«MoitOduc IlpeseHTarusi» 3aKpolTe MX M OTKPOWTe JII0OOe W3 ITHUX IPHIOXKEHUN
IIOBTOPHO.

2. B okxue O6HoB1eHue npuiaoxenusa (cM. PucyHok 6) Haxxkmute kHOnKy IIpoBepsaTh

dBTOMATHYECKH.

OEHOBAEHWE NPUNOHEHUA

a MpoeepaTs HanWuMe OBHOBAEHWI aBTOMAaTHYECKN?

XoTuTe K Bbl, YToBel HanMune oGHOBNEHWA NPOBEPANOCE
aeTomMaTHuecku? Bel BCerga MOMETE NPOBEPUTE AOCTYTNHEIE
OBHOBAEHMA M3 KOMAHAHOMD MEHHD.

||-|p-DBE'pHTb SETOMATHYEC r.ul He npoeepaTe

Pucynok 6 — OkHo O6HOBIeHHe TPHUJIOKEHH S

Ecnu Tpebyercst OTKIIIOYUTh aBTOMaTH4eCKUM ITOMCK HOBBIX Bepcui, HaxkmMuTe KHOIKy He

NPOBepPSATh.
Hanudne HOBBIX BepcHil MOXKHO TakKe IIPOBEPUTh BPYUHYIO. [[jis1 3TOro BeIOEpUTe MyHKT

koMaHAHoro MeHio CnpaBka > IIpoBepurts Hamuue 00HoOBJIeHHUH (cM. PucyHok 7).

Cnpaeka F1
BricTpme gefcTENA Ctrl=/

MpoeepuTe HAAWYWE CBHOBAEHWRA..,

Pucynok 7 — [lynkT komanHoro MeHio IIpoBeputs Hatu4une 00HOBIeHUI

[lTaru 1o o6OHOBJIEHHIO TPOAYKTa MOAPOOHO oOmucaHbl B JoKyMeHTe «HacrosbHbIe
npuoxenust «MoitOduc Tekcr», «MoitOduc Tabmma», «MoiOduc IlpesenTtanusy». PykoBoncrso

10 YCTaHOBKE).
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3 UHTEP®PENC

3.1

T'1aBHOe OKHO

B riaBHOM okHe nipuiioxkenus «MonOduc Tabmuma» conepskarcs (cM. Pucynok 8):

1.

® N kA W

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

CTpoka coCcTosiHUS.

KomaHgHoe MeHio MNaHenbs HHCTPYMEHTOB
| |

a Hoeas Tabn

Daiin  lMpaeka

mua 1 - MoiOdmwmc

Becraeka  @opmat  TaGawua  JanHeie  WHctpymedtsr Bug  OGwwid goctyn  Hagetpoiikn  Cnpaeka

N v X  As =~ i [osws v B EH
JobBasnTh '-Ei] ~ woa waa ?cg - 5 P o oo .CE)]
HMsbpantoe dann Mpaeka WpndTt BoipaBHnBaHKe Yucnosold dopmar Auverkn HanHbie Bcraska -~
Al v 2 v f
TA B Tc D E F G H [ ~
F |
Mone guanasoHa CTpoka popmyn fx
. i i . Bokoean naHens ——@
3 &
4
3 Cw
6 PaGouas o6nacTte =
=
8
a
10 R
£ >
+
[F Astondraueckn CYMM 0 CP3HAY 0 MUHg0 MAKC 0 CHET3 0 [£]|- * + 0 00% v
| |
Bxknagku NMCTOB CTpoKa cOCTOAHUA
Pucynok 8 — I'maBHOe okHO npunoxenust « MoiOduc Tabmumnar»
© 000 «HOBLIE OBJIAYHBIE TEXHOJIOT' MWy, 2013-2024 22



MonOdonc

3.2 KomanaHoe MeHI0

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

IIpHUJIOKEeHHWEeM.

a Hoeas TaBawua 1 - ModQOdune

@ainn  [lpaeka Bcraeka @opmar  Tabawya  fJanHwe WHctpymento Bug  OBwwih goctyn Hagctpoikwn  Cnpaeka

Pucynok 9 — KomanziHoe MeHI0

J1i1s1 GBICTPOrO BBINIOJIHEHUS 3TUX KOMaH]] IIpe/IlHa3Ha4YeHHbl:
— coueranus kiaBuil (cM. Tabmuny 26 u Tabmuiy 27) — nponucaHbl HAlIPOTUB KOMaH/I B
KOMaH/IHOM MeHIO;

— OKHO OBICTPBIX JercTBUM (cM. paszgen 3.10).
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3.3 Ilanenb HHCTPYMEHTOB

[Tanens wuHCcTpymMeHTOB (cM. Pucynok 10) conmepxhT HMHCTpYMeHTHI aJis paboThl C

COIep>XUMbIM BJIEKTpOHHOfI Ta6JII/IIII)I.

+ By X OB« & XO Thames w12 |v AT AT = = = = | obuwwi v SvE mBEB® B
lo6aenTs = 2 C K YU BT w0 Av £v L vy P % 20 H B H E ed-

Ws6pantoe Dain Mpaska WpudT BoipasHWBaHue Yucnosol dopmar Avelikmn

Pucynoxk 10 — [Tanens H”HCTPYMEHTOB

Bremnaui BHU]] ITaHEJIX THCTPYMEHTOB MOXXHO NU3MEHSTh:

— BBIOMpPATh PEXXUM OTOOPAXKEeHHUs TTaHeJTM MHCTPYMEHTOB MJTA CKPBIBATh ee C 3KPaHa;
—  CKpBIBaTb/OTOOpa)kaTh HA3BAHMSI U COIEPKUMOe pPa3/ielioB TTaHeJ I MHCTPYMEeHTOB;
— HacTpauBaTh COCTaB pa3nena M3opaHHoe;

— CKpbIBaTh U 0TOOpaxath pasnen M3opanHoe.

3.3.1 U3MeHHUTH pexxuM 0TOOpaKeHUs ITaHeJIH HHCTPYMEHTOB

YToOb! MIBMEHUTH PEXKMM 0TOOPAXKeHHs! ITaHe/IM MHCTPYMEHTOB, BBIIOJTHUATE CJIeyIOIIYe JeHCTBHS:

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

Bug OBwwi gocyn  Hagctpoikw  Cnpaeka

MacwTab J .-"i\+ = — —= =
R1C1
.a PR, .+ T
MaHens MHCTpymMeHToE  * ®  CradgapTHas |
Komnakthan
CkpbiTe NaHens
F G " HazeaHus pazgenos
'  sbpaHHoe

Pucynok 11 — KomangHoe mento Bug

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

MOXHO CKPBITB (CM. pa3gei 3.3.2).

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

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

J1y1st BBICTPOTO MepeKII0YeHrsI MeXXTy CTaHJIaPTHBIM U KOMITAKTHBIM PEXXUMOM OTOOpaXKeHHst
MaHelld MWHCTPYMEHTOB MCIONb3yHTe KHONKKM - (KommakTHasi mnaHelIb HWHCTPYMEHTOB)

(cM. Pucynok 12) u v (CTangapTHasi IaHeJIb HHCTPYMeHTOB) (cM. PucyHok 13).

<> = = I
U < E"

(11
v Olv e
sl oY e B E
AaHHble Bcraeka

Pucynok 12 — Knonka KommakTHasi naHejb HHCTPYMEHTOB

L A
B2 S ome v iy [ R @ -

Pucynok 13 — Knonka CTangapTHas naHeJlb HHCTPYMEHTOB

3.3.2 CKpBITh HJIH 0TOOpa3UTh Ha3BaHHS Pa3/iesioB

[Tanens nacTpymenToB (cM. Pucynok 10) B npunoxxennn «MonOduc Tabnuma» cocTOUT U3
pasnenoB. Kaxnpiii paszmen (3a uckiIodeHueM pasjeiia M30paHHOe) CONEpXXUT TPyIIy
VHCTPYMEHTOB, IpefiHa3HAaUYeHHBIX [JIs1 BHIIIOJIHEHMsI ollpefiefieHHOW 3aiauu. Hampumep, paspen
YucnoBoi ¢popmMaT coJiep>KUT HHCTPYMEHTHI /IJIs1 pe/lakTHpOoBaHUsl popMaTa siueexk.

HasBanusi paszenoB oToOpaXaroTCs, eClId IlaHelb WHCTPYMEHTOB IIpefiCTaBjleHa B
CTaHIapTHOM BHe (cM. pasfen 3.3.1). [lns onTumuzanuy pabodero IMpPOCTPAHCTBA HAa3BaHUS
pa3ziesyioB Ha [aHeI UHCTPYMEHTOB MOXHO CKPBITb.

J1Jis1 3TOTO BBINIOJIHUTE CIIe[lyIoIlire 1eHCTBUSL:

1. Boibepute nyHKT koMaHAHOTO MeHIO Bup > Ilanens uncrpymenToB (cMm. Pucynok 11).

2. B oTkpeiBIIeMcs noaMeHo cHumuTe ¢raxok HazBanus pasgesos.

Yrobbl 0TOOpA3UTh HA3BaHUS pa3/lesioB, yCTAHOBUTE JIAHHBIN (JIa)kOK TOBTOPHO.

®naxxox HazBaHms pa3spmesioB 3a0JI0KMPOBAH, eC/IM MaHeJlb HHCTPYMEHTOB CKpbITa WA

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

PaBI[EJIbI IaHeJIM UHCTPYMEHTOB MOI'YyT CBOPAYMBATbCA dBTOMATHUY€CKHU, IIPU YMEHLIJ_IEHI/II/I/
YBeJIMYeHUH pa3Mepd I'NIaBHOI'O OKHA IIPUJIOXKeHWs, UJIN BPYYHYIO.

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

MIPaBYIO TPAHUITY U HAXKMHTe KHOTIKY * (cM. PucyHok 14).

Daitn  [paeka Beraska Qopmar TaBawua  fJanHwme Wnctpyments Bug

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

M3GpanHoe dann MNpaska WpudT
Pucynok 14 — Kxorka cBopaurBaHus pa3zesia

Yto6bl 0TOOpA3UTh HHCTPYMEHTBI CKPBITOTO pasjesia, IIeJIKHUTe I10 HeMy MBIIIbIO

(cMm. Pucynok 15).

Daiin  [lNpaeka Beraeka @opmat  TaBavua  Jaddeie  MHoTpymeHTH

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

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

Pucynok 15 — MHCTpyMeHTHI pa3zeina

Yro6bl pa3BepHYThH pa3jien, HaKMUTe KHOTKY * (cM. PucyHok 16).

©ain [paska Beraeka @opmar  Tabavua  fJaddwsie  MHoTpymeHTH

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

M3GpanHoe @ain MpaBka WpndT

Pucynok 16 — KHorika oTobpakeHHsi ”HCTPYMEHTOB pasjiesia

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MWy, 2013-2024 26



MonOdonc

3.3.4 HactpouTth cocTaB pa3aeina «/3opanHoe»

Kak IIpaBUJIO, IIpHU pa60Te C IIpWIOXeHueM oIlipenejieHHble ITYHKTbl KOMdHIHOI'O MEHIO U
KHOIIKY IIdHeJIM UHCTPYMEHTOB HCIIOJIB3YIOTCA 4Ydllle APYIruX. OTH 3JIeMeHThl MOXKHO ,[[O63BI/ITL B

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

3.3.4.1 Io0aBUTE 3J1eMeHT

B N3opannoe MoxHO n06aBUTh OT 1 10 14 371eMeHTOB.

Yrobsl no6aBuTh B M30paHHOe ITyHKT KOMAHIHOTO MEHIO, BBIIIOJHUTE CJelyIoIiue
JeUCTBUS:

1. BoinmonHute koMaHay Ao0OaBieHHs OAHUM U3 CJIeAYIOMIUX CIIOCODOOB:

—  Ecm paszien M36paHnoe mycr, HakMUTe B HeM KHOTIKy =+ Jlo6aBuTh (cM. PucyHok 17).

®aiin  [lNpaeka Beraeka Qopmar  Tabavua JadHwie
+ : vo% B~ &v
JobaenTs |E;] W (_J .:__3’

MsbpanHoe $ann MNpaeka

Pucynok 17 — Kunorika Jlo6aBuTH

— FEcmu pasgmen W30paHHoe conepXuT o0aBiieHHbIe 3JIeMeHTHI, IeJIKHUTe 110
ar000My MecTy pasfieiia TpaBOM KHOMKOW MBI W BBIIOJIHUTE KOMaHAY

KOHTeKCTHOro MeHIo JlobaBuTh AeiicrBue (cM. PucyHok 18).

Daiin [paeka Beraska Qopmar  Tabavua  Jaddsie  MHoTpymeHTH

D—} b ;I:; ﬁ v é b KO Thames
MzEpannoe >K K H
M3GpaHHC WpndT

AobaBuTe AelAcTEME

H10 %

OUYrCcTKTE
C D E

Pucynok 18 — Komanna JlobaBuTh feficrBue

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

Tpebyetcs obaBuTh B I30panHoe.
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+ hd &4; ﬁ hd é KO Thames
D)

NoBaeuTs = v i ¥ K
M3bpaHHoe

| 1CK A2WCTBK
H1e g

~
| Cozpats

ﬁ
1 % Cozgate no wabaoHy..,
2
3 = OTkpbITE..
4 o
5 = CoxpaHute
J D—} 3KENopT...
7
8 Do Moanucate goKyMEHT..
9
10 LE;] BrmicTpan nevats
11
12 & MapameTpol CTRAHWLBI M NEYaTh
13
14
= (__j OTMeEHWTE
16
7 l';_} MoeTopuTe v
18

Pucynok 19 — OkHo gobaBiieHus MyHKTOB KOMaH/IHOT'O MEHIO

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

KHOITKOM MBIIIH U BBITIOJHUTe kKoMaHy [{o6aBuTh B u3dpannoe (cMm. Pucynok 20).

AT AT N = = = 06w v

D U.f"llﬂ oo oo

JoBaenTe B 3bpaHHoe

v v L v ©v 5

BelpaBHWBaHMWE

Pucynok 20 — Komanga /lo6aBuTh B n30panHoe

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

OTO6pa>KaIOTC$I IocCJIe Ha’KaTu4d Ha KHOIIKY =°=.

HpI/I ,I[O6aBJ'IEHI/II/I B I/IBGPHHHOE KHOIIKA He yAdJIeTCs U3 pa3/iejld IIdHeJIh UHCTPYMEHTOB, B

KOTOPOM OHd PdCIIOJIO’KEHA.
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3.3.4.2 IlepemMecTHTD 3JIEMEHT

YToObI M3MEHUTh TOJIOXKEeHHe 3jieMeHTa B pasnesie VI30paHHoe, BBIOJHUTE CleIyOIIHe
JerCTBUS:
1. IllesykoM 1paBOM KHONKU MBIIIM 110 3JIeMEHTy OTKpOMTe KOHTEeKCTHOe MeHIO
(cm. Pucynok 21).
2. B KOHTeKCTHOM MeHIO BbIOepUTe TpeOyeMyto KOMaH/Iy:
— IlepemecTHTH B HA4aJIO — CJIeJIaTh BHIOPAHHBIN 3JIeMEHT TIePBBIM B pa3jierie;

— HEPEMQCTI/ITL BJIeBO — IIOMEeHATH MeCTaMH BbI6paHHbIﬁ n Hpe}IbIHYIIII/Iﬁ JJIEMEHT;

— IlepemecTuTh BIPaBO — TIOMEHATb MeCTaMHM BbIOPAHHBIM W MOCJIEIYIOUIUI
JJIeMeHT;

— HepeMECTI/ITL B KOHeII — C1eJIaTbh BbI6paHHbII>'I JJIEMEeHT II0CJ/IeIHHUM B pa3fesie.

E_‘, w .}‘( ﬁ w ._U'LL"' #¥0 Thames
(,) 2= T T == 7 i }I{ Il"'{ H

M3  AeAcTEWE La Wpndr
M. HE‘FPE'ME‘CTMTI: B Ha4ano
HE‘FPE'ME‘CTMTI: Bnego C D E
HE‘FPE'ME‘CTMTI: BNpaeo

n EPEMECTMTE B KOHEL

¥aanute u2 nabpaHHoro

(= BN, I R 75 R ¥ I

WzGpannoe

AobBasnTte gelcTene

LY =R = = B |

10 DYWCTHTE

11

Pucynok 21 — KonrekctHoe MeH1o pasfiena M3opanHoe

3.3.4.3 YnaauTe 3JIeMeHT

Yr1obbl ynanuth M3 pasziena M30paHHOe ITyHKT KOMaH/IHOTO MeHIO, IIeJIKHUTe 10 HeMy
[IPaBOY KHOIIKOM MBIIIH U BBITIOJTHUTE KOMaHAy Y JaJuTh U3 u3dpanHoro (cM. PucyHok 21).

Yrob6bl ymanmuTh U3 pasfena M30paHHoe KHONKY I1aHeJIM WHCTPYMEHTOB, BBIIIOJIHUTE
cllefiyIomiye AefCTBUS:

1. IlenxHuTe Mo Hel MpaBOW KHOINKOM MbIIIM B pa3ziere M3opanHoe wiu B TOM pasfeie,

13 KOTOporo oHa Obuia gobasieHa (cM. PucyHnok 22).

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' MWy, 2013-2024 29



MonOdonc

2. BroimonHUTe KOMaHy KOHTEKCTHOTO MEHIO ¥YIaJUuTh U3 H30PAHHOTO.

ATAT = = = = Obuwi v
v £« i w ?':ﬁ}, vw — ' D o oo oo

¥aanuTe 13 u3bpanHoro |
BhipaBHUBAHME pa

Pucynok 22 — Komanna Yanurs U3 H30paHHOT0

3.3.4.4 OuncTuTh pasngen

Yro6bI yaauTh U3 pa3jeiia FI30paHHoe Bce 371eMeHTHI, IIeJIKHUTE 110 JII0O0My MeCTy pa3jiesia

IIPaBOY KHOIIKOM MBIIIHN U BBIIIOJIHATE KOMAaHTy KOHTeKCTHOTro MeHt0 Ouuctutsb (cM. PucyHok 21).

3.3.5 CkphITh WM 0TOOpa3uTh pasnen «V3opanHoe»

[To ymomyanuto pasnen M3opanHoe oToOpakaeTcs Ha TTaHeJIM HHCTPYMeHTOB.
YToObBI CKPBITH Pa3/ies, BHITOIHUTE OHO K3 CIIeyIONINX JeCTBUIA:

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

nmoiMeHI0 cHUMUTe dutaxkok Vi3opanuoe (cMm. PucyHok 23).

Bug OBwwi goctyn  HagcTpokkw  Cnpaeka

Macwrab 3 At
R1C1

| PR+ B
[laHens MHETpyMeHToE  *  ®  CrangapTHad |
KomnaktHan
CrphiTh NaHens
F G | HaseaHwA pasgence
“  MsBpanHoe

Pucynok 23 — KomangHoe mento Bug

—  Ecm pasgen M36panHoe mycT, HaBeuMTe KypCOp MBIIM Ha KHONKY -+ J[o6aBHTH U

HaXXMUTe * B ee [IPaBOM BepxHeM yTiy (cM. PucyHok 24).
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Daitn  [paeka Beraeka @opmatr  Tabawua [JanHwe
o =]
H b r. b il
'F' E} II &g .. Eﬁ é%
Jobaeuts EJ A <__J ':._>

M3GpanHoe Pann Mpaska

Pucynok 24 — Pa3nen M3opanHoe
Yrobbl 0TOOpa3UTh pa3zielt, MOBTOPHO ycTaHoBUTe duiakok 3dpaHHoe B KOMaHIHOM MEHIO.

dnaxok M30panHoe 3a0I0KUpPOBaH, eCJIU MaHelb UHCTPYMEHTOB CKpbITa.
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3.4 Ilone muanazona

[Tone nuana3oHa npegHa3HAYEHO IS
— orobpaxenus afpeca (cMm. Pucynok 25 u pasnen 4.5.3) win umenu (cMm. Pucynok 26 u
paszen 4.5.9) BIIeIeHHOU STYelKK/Thara3oHa sueek;

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

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

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

Pucynok 25 — Anipec 1yana3oHa siueek

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

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

Pucynok 26 — IMs nquana3oHa siueex
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3.5 Ctpoka ¢popmyr

B crpoke ¢opmyn orobpakaeTcs HWCTHHHOE COIEPXXUMOe BbIIeJIeHHOW — STYeMKHU.
Hampumep, B siueiike Al (cM. Pucynok 27) orobpakaercs 4ucio 1 U COOEpXXUTCS 4YUCIO 1;
B siueiike A2 oToOpaXkaeTCst YMCIIO 2 U COJIEPXKUTCS YMCIIO 2; B sdeiike A3 oToOpakaeTcst YUCTo 3,

HO cofiepXuTcst popmyria, pe3ysibTaTOM BBIYUCIIEHUS] KOTOPOU SIBJISIETCS YUCIIO 3.

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

Pucynok 27 — Conep>xxumoe siueiiku Al B cTpoke bopmyin

A2 v | fx 2
A B C ) E
1 1
2 2|
3 3
4

Pucynok 28 — Conep>xumoe siueiiku A2 B cTpoke GbopmyIt

A3 v | fix =CYMM(AL; 1)
A B C D E
1 1
2 2
3 3|
4

Pucynok 29 — Conepxxumoe sideiiku A3 B cTpoke GopMyJt

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' MWy, 2013-2024 33



MonOdonc

3.6 Pabouas obsacrs

Pabouast obnacte (cm. Pucynok 30) npexncraBisier cobod akTUBHYHO 00J1acTh JIMCTA, B
mpefieflax KOTOPOM BBIMIOJIHSIOTCS JEMCTBUS Toyib3oBaresisi. [Ipy HeoOXOJUMOCTA TpaHUITBI

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

Al v fx

(== - Y R VIR R

Ok~ B (W (N =S|

ra
(=]

P B3| PP
B wn =
£

Pucynok 30 — Pabouas obiactb
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3.7 boxoBag nmaneian

BokoBasi maHesib COJEPKUT Cllefyole KHONKY (cM. PrucyHok 31):

Cs
Cx

wt

& + 100%  w

Pucynok 31 — bokoBasi maHesib

— f=f (Obpa3oBaHmMe) — OTKpLITL IIaHelIb CCLUIOK Ha 0Opa3oBaTelbHbIe PecypChl
(cMm. pasmen 4.16). KrHomka oTobpakaercsi mpu pabote ¢ mpwiokeHueM «MouOdwuc
Tabmuma» B cocraBe npogykra « MoitOduc ObpazoBaHue.

— () (TTomck u 3ameHa) — OTKpHITH IaHENb NMOMUCKA U 3aMEHBI JJAHHBIX B JOKYMEHTe
(cm. pasmen 4.4.11).

—  fx (BcraBka QyHKIHM) — OTKPBITH TaHeNb GYHKIHA (CM. paszen 4.5.6).

— (CBomHas Tabyma) — OTKPHITH MaHeNb HAaCTPOeK CBOJHOM TabiuIlbl (CM. paspien
4.7). KHorka oToOpakaeTcsi, eCM B JIOKyMeHTe BbIJIeJIeH 3JIEMeHT CBOIHOW TaOJTHITEL.

- ® (MakpokoMaHabl) — OTKPBHITh MaHelb pabOThl C MAaKpPOKOMaHJaMU (CM. pasjen
4.14.1). Kuomka otoOpaxaercs, eciu B JIOKyMeHT [o0aBiieHa XOTs ObI OJfHa
MaKpOKOMaH/1a.

— @ (DnexTpoHHASI MOAMHUCH) — OTKPHITH MaHeNb PAbOTHI C 3JIEKTPOHHOM MOANKCHIO

(cMm. paznen 4.15.3). KHomka orobpakaercs, eciid JOKYMeHT TOJITHUCAH.
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- (JucreTyep HMeH) — OTKPBITh JJUCIIeTYep UMeH (cM. pa3zen 4.5.9).

- (YMuas Tabumia) — OTKPHITH TaHeIb HACTPOMKYA BHEITHEro BHAA YMHOHW TaOJIAIIbI
(cM. paspen 4.5.11.7). KnHomka orobpaskaercsi, eClii B JOKYMEHTe BbIIEJIeH 3JIEMEHT
«YMHOM» TabJIUITbI WA «YMHas» TaOJINIIA [[eJTUKOM.

~ tx (Bce mpoBepKH) — OTKPBITH MMaHENb PabOTHI C STYEeHKaMH, COJIepXKAIlIUMHU TIPOBEPKY

NaHHBIX (CM. pasnen 4.4.4).

- E\ (BoccranoBiienHbie ¢aiiyibl) — OTKPBHITH M1aHeIb pabOoThI C Pe3epPBHBIMU KOMUSIMU
NOKyMeHTOB (cM. pasmen 4.1.12). KHomka orobpaskaercs, eciid ecTb XOTs ObI OfHA
HeCOXpaHeHHas KOIIu.

- & (YnpaBienue 3ampToN) — OTKPBITh HaHeJb yIpaBIeHUs 3alllUTON COIep>XKUMOro

nokymeHTa (cM. pazzen 4.15.2).

[Tonnucanue HOKYMEHTOB 3JIEKTPOHHOM TIOJIIMCHI0 HENOCTYIHO IpU paboTre B

macOS.

Ecnmu  mokymeHT OTKpeIT U3 o6maka (cM. pasmen 4.13), To Ha OOKOBOM TaHEIH
0TOOpaXkaroTCs aBaTaphbl PelleH3eHTOB, KOTOpPble OJHOBPEMEHHO C TeKYIUM I10JIb30BaTesleM BedyT

paboTy Ha/l 3TUM JJOKYMEHTOM.

cI)yHKI_II/II/I pa6OTbI B oOjlake M COBMECTHOT'O pPedaKTUPOBAHUA NOCTYIIHBI IIPU HAJIMYWUU

cepBepHoM yactu «MoOduc IIpodeccronanbubiiny / « MoiOduc YactHoe Obakoy.
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3.8 Briragku jiMcroB

Bknanku mucroB (cMm. PucyHok 32 u paspen 4.2) mpefHa3HadeHbI Ui IepeMeleHUsl 110

JINCTaM BﬂeKTpOHHOﬁ Ta6JII/IIII)I .

26
27
28
29

Nuctl Nuct2 m +

Pucynok 32 — Bxiaiku 1McTOB

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' MWy, 2013-2024 37



MonOdonc

3.9 Ctpoxka cocrossHHS

B cTpoke cocTostHus comepkaTcs clieAyIoliye JaHHbIe U UHCTPYMEHTHI:

— WHJMKATOp COCTOSIHUS TOJKJIIOUYeHUsi K cepBepy (cM. PucyHok 33) — oToOpaxkaercs,
eCJIM B TIPWIOXKEHUH OTKPBIT JIOKYMEHT, PACITOJIOKEeHHBIN B o0Jiake (cM. pasmen 4.13.2);

— YpOBeHb TIpaB JIOCTyIa K JOKYMeHTy — OTOOpaXkaeTcs, eciii B TPUIOXKEHHUU OTKPBIT
IOKYMEHT, paCIIOJIOKeHHBIA B 00JIAYHOM XPAaHWJIMINE, W TOJb30BaTelb He SIBJISEeTCS

aBTOPOM JIJaHHOTO JIOKyMeHTa (cM. pa3zen 4.13.2);

| @ Ecrb noakntoueHne ¢’ PepakTnpoeaHne | CYMM 0 CP3HAY 0 MWH 0 MAKC 0 CHET3 0 m - & + 100% v

Pucynok 33 — Ctpoka cocrosiHus ipy pabote ¢ daitiaMu, paciioyioXkKeHHbBIMU B 00J1ake
— 3HAYOK BBIOpAHHOTO pekrMma mepecdeTa popmyit (cM. PucyHok 34 u pasnen 4.5.4);

— 3HAYeHUS aBTOMATHUYeCKU MOJICUUTHIBAEMbIX QYHKITHI (CM. pa3zen 4.5.2);

— MHCTPYMEeHTHI JyIs U3MeHeHHs MaciTaba TeKyIero jMcra (cM. pasnen 4.2.6).

| e Asomarnaeckn CYMM 0 CP3HAY 0 MWH O MAKC O CYET3 0 [F] - . + 0% v

Pucynok 34 — Ctpoka cocTostHYsI IpY paboTe C JIOKaIbHBIMU aiiaMu

cI)yHKI_II/II/I pa6OTbI B oOjlake M COBMECTHOT'O pPedakKTUPOBAHUA NOCTYIIHBI IIPU HAJIMYWUU

cepBepHoM yactu «MoOduc IIpodeccronanbubiiny / «MoiOduc YactHoe Obakoy.
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3.10 OxHo OBICTPBIX IEHCTBHIA

OxHO ObICTpBIX JedicTBUM (cM. PucyHok 35) mpepgHaszHadeHO il OBICTPOrO BBIIIOJIHEHUS
KOMaH/I, KOTOpble COJiepXXaTCsl B KOMAaHJIHOM MeHIo (CM. paszen 3.2).

YTOoOBI OTKPBITH JaHHOE OKHO, BHITIOJTHUTE O/THO U3 CJIeAYIOIINX JIeHCTBU:

— Bribepute nyHKT KoMaHHOTO MeHIO CripaBKa > BeICcTpHhIe qeiicTBHS.

— Haxwmure coderanne wiaBui Ctrl+/ mpu pabore 8 OC Windows / OC Linux wm

couetanue kiaBuil $Cmd+/ npu pa6ore B macOS.

Co3nate trl+
CozgaTe no wabaoHy...

OTkpRITh. ..

OTkpeITe B 0Bnake...

BwidTh w3 obnaka...

Ckavuatb..

JarpyznTe dain..

CoxpaHvTe

CoXpaHWTE Kak..,

HacTpolikv aEToBCCCTAHOENEHWA

Pucynok 35 — OkHO OBICTPBIX JIeHCTBUI

st BBIOOpa KOMaH/IbI M3 CIIMCKA BOCIOJIL3YUTECh OJJHAM U3 CJIeYIOIIUX CII0COOOB:
— IIpokpyTuTe CIIMCOK A0 HY>KHOM KOMaH/bl C IIOMOIIBIO KOJIECUKA MBI WU IIPaBON
BepPTUKaIbHOM T0JIOCH MPOKPYTKHU. [loaTBepauTe BBIOOD KOMaHABI IIETYKOM MBIIIN

WM Ha)kaTheM kiaBuiny Enter.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' MWy, 2013-2024 39



MonOdonc

— Haunure BBOAWTH Ha3BaHWE KOMaHJbI B CTPOKYy mowucka. Korma TpeGyemast koMaH[a
0oTOOpasuTCs B pe3yJibTaTax IOMCKA, BbIOEpUTe ee C IOMOIIbIO MBIIIM WX KJIaBHUII
KJIaBHUATYPHI:

— IlenkHuUTe 10 CTPOKe KOMaHbI JIEBOM KHOIKOMN MBIIIIH.

— BbI}IEJII/ITe CTPOKY KOMdH/JBbI C IIOMOIIBIO KJIdBHUIII KJIdBUATYPbI l, u T W HA)XKMHTe

kiaBuiry Enter.

OKHO OBICTPBIX JEMCTBUM aBTOMATHYeCKH 3aKpbIBAeTCsI IIPY BHITIOJIHEHUH KOMaH bl YTOObI
3aKpbITh OKHO Oe3 BbIOOpa KOMaH/bl, IIEJIKHUTe I10 JII000My MecTy 3a IMpefejiaMyd JaHHOTO OKHA

WM HOXMUTe KiaBuily Esc Ha kiaBuarype.
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3.11 SAA3bIk npuIOKEeHUA

Aspik  npunoxenuss «MoiOduc Tabmuuma» 1O yMOIYaHUIO OIpefeNisieTcsl SI3bIKOM

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

[Ipu cmene s3bika mpuiaoxenus «MouOduc Tabmuma» COOTBETCTBYIOIIMM — SI3BIK
aBTOMAaTHU4YeCcKu BbIOWMpaeTcs: i npuiokeHnit «MouOduc Tekct» u «MouOduc

[IpesenTanusy».

YT0OBl M3MEHUTD SA3bIK IIPUJIOXKEHUS, BHIIIOJHUATE CIIelyrolue 1eHCTBUSL:
1. Bpibepure nyHKT KoMaHAHOrO MeHI0 MWHcTpymMeHThI > WM3MeHHTH A3BIK

(cm. PucyHok 36).

WMHcTpymenter  Bug OBwwi go

Mpaeocnucanue r

HacTpaveaeme i choBaps
M3MeHNTE A3BIK...

Makpokomanas r

Pucynok 36 — KomangHoe mento MHCTpyMeHTBI

2. B okHe, mnpejicTaBjieHHOM Ha pUCyHKe 37, BblOepuTe M3 BBINQJAIOLIET0 CIIMCKA

TpeOyeMbll 13bIK IPWIOXKeHUs! U HaxkmuTe KHONIKY OK.

CmeHa A3biKa >

BriGepute A3pik:

Aapik ccrembl (Pycckiid) w

Ok OtmeHa

Pucynok 37 — OxHo BbIOOpa sI3bIKa
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3. B okHe, mpejicTaBieHHOM Ha puCyHKe 38, HaxkmuTe KHOTKy OK.

CrMeHa A3BIKA

l13meHeHne BCTYNWT B CHUNY
nocne nepezanycka NpUIocxKeHWA

Pucynok 38 — YBenomiienve o He06X0IMMOCTH Tepe3amycKa MPUI0KeHUsI

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

JTAaHHBIM MOMeHT B ipuitoskeHnH « MonOduc Tabauia», U OTKpOUTe UX CHOBA.
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4 PABOTA B TABJINYHOM PEJJAKTOPE
4.1 TeiictBus C ¢paitnamu

4.1.1 Co3gatsb daiin

4.1.1.1 C momomsio IlpoBogunka Windows

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

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

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

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

Enter Ha kiaBuaType.

4.1.1.2 IIpu BXoje B IPIJIOKeHHE

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

4.1.1.3 Bo Bpems pab0ThI B IPHJIOKEHHH

Yrobbl co3faTh HOBBIM (aill BO BpeMsi pabOThl B IPUIOXKEHUH, BBIIOJHUTE OJIHO M3
CIIeIVIOIUX JeUCTBUIA:
— Boibepute nyHkT koMaHAHOTrO MeHio ®aiin > Co3nmath (cM. PucyHok 39).

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

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

CozaaTe no wabnoHy...

[ OTkpoiTb... Ctrl+0

Pucynok 39 — [Iynkt komangHoro MeHio Co3garhb
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4.1.2 Co3gathb mabsoH ¢aiina

[ITabsoH ¢aiyia IOJHOCTBIO MOBTOpsieT UCXOAHBIM ¢ain. [[labnoH yno0HO KCII0/Ib30BaTh
npu pabote c ¢paitamMu, Y KOTOPbIX eCTb HabOp MOBTOPSIIOIIUXCSL 37IEMEHTOB.

YtoObI co3pmath mabiioH daiisia, BBIMOIHUTE CIeIyIolIie JeHCTBHUS:

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

2. Beibepure myHKT KOMaHIHOTO MeHI0 Paitn > CoxpaHuTh 11a0JI0H (cM. PucyHok 40).

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

rMs ¢daisa U HaxMuTe KHOIIKY COXpaHHUTh.

@aiin  [paeka Bcraeka Dopmar  TaBavua  [Jadvme

[% Cospate Ctrl=M

Co3gate no wabaoHy...

[=  Omkpuits... Ctrl+0
OrmkpbiTe B obnake... Ctrl+5hift+0
HepaeHwe gokymMeHTH r
PaBoTa e obBnake k

= Coxpanute Ctrl+5
CoxpaHuTe Kak... F12
ABTOBOCCTAHOBAEHKWE r
IKCOOPT...

CoxpaHuTe wabaoH..,

Pucynok 40 — Komannnoe mexio Paiin

4.1.3 Co3gars ¢daiin u3 mabdaioHa

,HJ'[S[ CO31daHHUA cbafma H3 IIOATrOTOBJIEHHOI'O rabjoHa BOCHOHBBYﬁTer OJHHMM H3

CJIeAYIONIMX CIIOCOOOB:
1. JIBaXk/bl IMIEJIKHUTE TI0 HEOOXOAUMOMY 11abJIoHY B (aiiJIoBOM MeHeKepe.
1. Boibepure myHKT koMaHIHOTO MeHI0 Paii > Co3gaTh mo maosiony (cM. Pucynok 40).
B oTkpeiBiIeMcs: okHe ¢aiisioBOoro MeHekepa BbibepuTe 11abJI0H, HA OCHOBe KOTOPOTO

TpebyeTcs co3AaTh daill, U HAXXMUTE KHONIKY OTKPHITH.

OTkpoeTcsl HOBBIN IOKYMEHT, FOTOBBIM K peJakKTUPOBaHUIO.
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4.1.4 OTkpBITH daiin

YTOO6B! OTKPBITH (Paiisl, BOCIIOIB3YWTECh OJJHUM U3 CJIeNYIOIINUX CII0CODO0B:
—  JIBaX1bl 1eJKHUTe 110 daly JIeBOM KHOMKOW MBbIIIIH.
— Orkpotite npunoxenre «MoiOduc Tabmuiia» 1 BBHITIOIHATE CIIeAYIOIIHe IeACTBUS:
1. Bribepute nyHkT KoMaHaHOTO MeHi0 Paiim > OTKpbeITH (cM. PucyHok 40) wm

Haxxmurte coderanue kiasuia Ctrl+0O / £Cmd+0O.

2. B oxHe ¢ainoBoro MeHemkepa BbIOepUTe TpeOyeMbld Gail U HAXXMHUTE KHOIIKY

OTKpBITE.

— Ortxkpotiite npunoxxenre «MoiOduc Tabnuna» u neperanure JOKyMeHT WU ero SIpJIbIK
M3 OkHa ¢alJoBOr0 MeHe/Kepa OIlepallMOHHOM CHUCTeMbl B OTKPBITOE OKHO
npusioxeHus. [leperackuBaHreM B OKHO NPHJIOXKEHHUSI MOXHO OTKPBITh 70 32 ¢aiiioB

OIHOBPEMEHHO.

HOKYMQHT OTKPBIBAETCA Ha JIMCTe, Hd KOTOpPOM OBLIO BBIIIOJIHEHO rmocieHee 1iepen
3dKpbITHEM COXpPdHEeHHe JIdHHBIX. Ecmm sToT nMcT OBLI IlepeMMeHOBdaH W/IM Y[dJIeH B JpyromM

IMIpUI0XXeHWH, TO JOKYMEHT OTKPbIBAETCs Hd [1epBOM JIUCTeE.

4.1.4.1 ®aiin B popmare XLS

Pabora c daitnamu B popmate XLS He moanepkrBaetcs: Ha macOS.

[Tpu otkpbiTvM ¢aiina B popmate XLS mpoucxomuT ero aBTomMarvyeckasi KOHBepTalusl B

¢dopmar XLSX (cm. Pucynok 41).

= Hoeaa tanuua - MoiOduc — O b

Dain  [paeka Bcraeka @opmar  Tabavua  Javdweie WHcTpymedtw Bug  OBwwid goctyn  HagcTtpolikm  Cnpaeka

L By X Ar =viv o (owsn v B E

w

AobBapute =Y asa . ‘SES'/' v 5 P % Lo oo aso aso asa
WMzbpaHHoe Tann Mpaexa WpadT BripasHWBaHWE YucnosoW GopmMaT AusikK [aHHbE BeTaeka ~
(1) MokymenTt Gein asTomaTueckn npeobpasoeaH & bonee Hoewil Gopmar 3aKpbITh
Al v fx
~l Q

A B Cc D E E G H | ] K

Pucynok 41 — JlokymeHT ripeo6pa3oBaH

YrobbI coxpanuTs daitnt B popmate XLSX, BbIIOTHUTE IEHCTBYS, ONMCAHHBIE B pa3nese 4.1.8.
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4.1.4.2 ®aiin B popmare XL.SB

Pa6ota c ¢aimamu B popmare XL.SB He mognepxuBaercs Ha macOS.

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

¢dopmare (cMm. PucyHok 42).

=) Hosas TaBanya - MoiOduc - O X
®Qaitn  Mpaeka Beraska Qopmar  Tabawua  fJaddsie WVHctpymedts Bug  OBwwid goctyn  Hagetpolikm  Cnpaeka
L OBy X A Seic o
[NoBaeuTs v ase . v‘% v p 9 | 00 00 wos . .

M3Bpannoe Taun Mpaexa WpndgT BripaBHuBanne Yucnoeown dopmar Auenkn faHHbe BeraBka ~

Konwa gokymeHTa Geina oTKpeITa W NpecbpasoeaHa B Apyroil ¢opmat, Ytobw coxpaHnTe KHWrY B McxogHom dopmaTe XLSB,

o o 3aKpeITh
MENOAL3YHTE KOMAHAY «IKCNOPT» B MeHH «Daiins,
D6 v fx
A B c D E F G H ”
A
! fx

Pucynok 42 — Komus daiina

UYtobbl coxpanuTh kKomuio ¢aitia B ¢opmare XLSX, ODS wm XODS, BbimonHuTe

NIeNCTBUS, ONMCaHHbIe B pasjere 4.1.8.

Yto0bl coxpaHuTh Komuio ¢aitsia B popmare XLSB, BelllonHUTe NeHCTBUS, ONKMCAHHBIE B

paspesnie 4.1.11. Ilpu 3KcropTe MOXHO 3aMeHUTb JAHHOM Komued daiia opuruHambHbM XLSB-

aitn.

4.1.4.3 Paii1 npegqHa3HaYeH TOJIBKO JIS1 YTEHUS

Ecmm nns daiina cpencrsamu OC ycTaHOBIIEHO CBOMCTBO « T0OJIbKO YTeHHey, TO:
— JTaHHBIN (AT OTKPBIBAETCS B peXKUMe IIPOCMOTPA;

— Ha NaHeJIM UHCTPYMEHTOB OTO6pa>KEIETC§I yBegoMJieHue: «HOKYMEHT HOCTYyTIIeH TOJIbKO

JUtst uteHus» (cM. PucyHok 43).

®aiin OTKpHIBAeTCsl B peXXrMe pelJaKTHPOBAaHMUSI, eClii paboTa C HUM OCYIIEeCTBIISIETCS TI0

npotokoiry WebDAV, uiu oH uMeet paciiupenue .xIsb.
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B pexuMe MpoCcMOTpPa He JOITYyCKdeTCd BHOCUTb M3MEHEHHd B JOKYMEHT U U3MEeHAIThb ero
(l)OpMaTI/IpOBaHI/Ie. HpI/I HEO6XOI[I/IMOCTI/I MO>XHO CO31aTb PpeddKTHpyeMylo KOIIMIO JdHHOI'O

JOKyYMEHTd. HJUI 3TOI'0 Ha IIdaHeJIM MHCTPYMEHTOB HA>XMUTEe KHOIIKY PelIaKTI/IPOBaTI) KOIIHNIO.

a Hoeaa Taénuua - MoidQdnc

Qaidn  lNpaska Becraska Qopmar  TaBavua JadHoie

WHetpymente Bua  OB6wwid goctyn  Hapctpolkw  Cnpaska

S~ LOKYMEHT AOCTYNEH TOALKO ANA YTEHWMA PegakTpoBath Konwml
Al v fx
A B C D E F G H J -

‘.
1 fx
2
3 g
4

Pucynok 43 — Knonka PegakTipoBaTh Koo

Komusi mokymeHTa OTKpoeTCsi B HOBOM OKHe TpuioxeHUs. UTOObI COXPaHUThH KOIIHIO,

BBITIOJTHUTE JIeHCTBUS, OMMCaHHbIe B paszene 4.1.10.

4.1.4.4 daiin ucnoab3yeTcsa APYrUM MPUIOKeHHeM

Ecnu ¢aiin oTKpHIT Ha pelakTUPOBaHue B IPYTOM IIPUIOXKeHUH, TO:

JIaHHBIN baJl OTKPHIBAETCS B peXKMMe MTPOCMOTPa;

Ha ITaHeJIM UHCTPYMEHTOB OTOﬁpa)KHETCSI yBenomiieHre O TOM, 4YTO JOKYMEHT OTKPLIT B

IpyroM npuwioxkeHuu (cMm. PrucyHok 44).

=) Hosaa TaBnuua - MoiiOduc

m} X

®aiin [paeka Bcraeka ®opmar TaGanua  JanHeie  WHotpymenter  Bug  OBwwid goctyn  Hapctpoitkw  Cnpaska
= JokyMeHT HefoCTYNeH ANA M3MEeHeHWH, Tak Kak MCNo/b3yeTca ApyriM NpUAoKeHHen WK nonek3osatenen  [poBepiTe AOCTYNHOCTE PepakTpoBaTh KONMKD
Al v fx
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1] ﬁ(
2
3 &
4

PucyHok 44 — ®aiin ucronb3yercs IpyTUM MPUIIOKeHHeM

darin OTKPBIBAETCA B peXuUMe pelJdKTUPOBdHHS, eC/Ii OH HMMeeT pdCIInpeHune XIsb umu
OTKPBIT B IPYT'OM IIPUJIOKEHUH, HO 3TUM IIPUIO)KEeHHWeM He CO3[0dH lOCk-Cl)ElﬁJI. HaHpHMep:

B peXXruMe peJaKTUPOBAHUA OTKPOETCA cbafm, Bal"py}KeHHHﬁ U3 UHTepHeTd U OTKprTbeI B

Microsoft Excel B pexkume 3a1uIiiieHHOT0 IPpOCMOTpa.
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B pexuMe IMpoCcMOTpPa He JOITyCKdeTCd BHOCUTb M3MEHEHHd B JOKYMEHT U M3MEHATb €ero

dopmaTupoBaHue.

YTo6B!I peJlakTHpPOBaTh JOKYMEHT, BBIIIOJIHATE OJJHO U3 CJIeAYIOLIUX JeHCTBUIM:

— 3aBepummMTe paboTy C JOKYMEHTOM B [IPyIOM IIPUJIOKEHUHU. 3aTeM B IPUIIOXKEHUU
«MonOduc Tabmuna» Ha MaHenM HWHCTPYMEHTOB HaxmuTe KHONKYy IIpoBeputh
HOCTYNHOCThb. Ecnu pabora ¢ JOKyMeHTOM B IpPyroM IPWIOXKeHWH He 3aBepllieHa,
oToOpasuTCs BCIUIbIBaWOIlee CooOIleHHe «J/JOKyMeHT Bce ellle HCIIOJIb3YeTCs»

(cm. Pucynok 45). Ecnu pabora 3aBepiieHa, AOKYMeHT IlepeijieT B peXUM

penakTUPOBAaHUS.

a Hoean TaBnuua - MoidQdmc

- O
@ainn  [paeka Beraeka @opmar  Tabawua  JadHeie  WHctpymedtw  Bug  OBwwid goctyn  Hagctpoiikw  Cnpaexa
g] ~ [OKYMEHT HEefOCTYMEH ANA M3MEHEHWIH, Tak KaK WCNOAL3YETCA ... MpoeepUTs AOCTYMHOCTE Pepaktnpoeats Konuio
Al v fx
A B Lo D E F G H 0=
A

MEHT BCE ELUE WCNONbLIYETCA

L = R R S TE R L T

Pucynok 45 — BeruibiBatoriiee coo6imieHuve

— Co3pgaliTe pelakTUPyeMylO KOIMIO JTIOKyMeHTa. [[ns1 aToro B mpuiioxxeHuun «MonOduc
Tabnuia» Ha aHeIM MHCTPYMEHTOB HakMuTe KHOIIKY PemakTupoBaTh komuio. Konus
IOKYMeHTa OTKpOeTCS B HOBOM OKHe HpuioXkeHus. UToOBbl COXpaHUTh KOIHUIO,

BBITIOJTHUTE JIeWCTBUS, OITMCAaHHbBIe B paszene 4.1.10.

4.1.4.5 Paiiy1 OTKPHIT IPYTUM II0JIb30BaTeIeM

[Ipu momnbITKe OTKPBITH JIOKAIBHBIA JOKYMEHT, OTKPBITBIA APYIUM I10JIb30BaTejieM Ha 3TOM

)Ke KOMITbIOTepe, Ha 3KpaHe O0ToOpaxkaeTcsl AWajaoroBoe OKHO (cM. PucyHok 46), B kKoTOpoM

COIEPIKUTCA:

HUudopmaris o Tmosnb3oBaTesie, KOTOPBIM B HacTosilee BpeMs paboTaeT C 3TUM

JIOKYMEHTOM.

— Knomka OTKprTb KOITHIO [JIs1 CO34aHHS pEHaKTpreMOﬁ KOITMHU JOKYMEHTd.

— Khorika 3akpsITh /17151 3aBepliieHrs: pabOThI C JOKYMEHTOM.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' MWy, 2013-2024 48



MonOdonc

daiin B popmate XL.SB oTKphIBaeTcs B pexkuMe pefaKTUPOBaHUs. B pexxume mpocmoTtpa

OTKpBIBatOTCs TOJbKO XLSB-daitibl, paboTa ¢ KOTOPHIMHU OCYIIIECTBIISIETCS IO TPOTOKOITY

WebDAV.

OtkpbiTe daiin x

o Yrobbl He NOTEPATb M3MEHeHWH
Apyroro nonb3osarens,
PeKOMeH/YeTCA OTKPbITh KOMWIO
daina.

'HbopMaLMA O Nonb3cBaTene:

EneHa CMMpHOBa, Hayano
paboTbi: DESKTOP-LSMEQKK,
14.05.2024 20:38:30

OTKpLITE KONWKD 3akpbiTe

Pucynok 46 — JluanoroBoe okHO

4.1.5 KouBepTupoBaTh Qaiin

C nomormipio npunoxeHusi «MorOduc Tabmuia» MOXHO TpeJCTaBUTh U COXPAaHUTL B
TabIMYHOM BUJle IaHHbIe U3 TeKCTOBbIX ¢aiios B popmarax CSV, SCSV, TSV, TAB, TXT.

J11s1 3TOTO BBIMIOJIHWTE CIleAYIOle IeUCTBHUS:

1. Otkporte daiin (cM. pasnen 4.1.4).

2. B okne KonBepramus (cMm. PrucyHok 47) ykaxuTe CielyIoliye napamMmeTphbl:

— Habop cuMB0JIOB — KOJJUPOBKA TeKCTa.

— PaspesmmTenu — cMMBOIIBI, pa3fielisiioliye 3HadeHrs. Kax/1oe 3Ha4eHre [TOMeIaeTcst
B OTJle/lbHYIO sueiiky. Hampumep, eciu B kadecTBe pasziesiuTelis BbIOpaH CHUMBOJI
«3», TO 3HaYeHUs W3 cTpoku Tuna 1;1;1 nomermarorcs B Tpu siueiiku. Paznenurens
MO>XXHO BBIOpaTh M3 CIMCKA (PUKCUPOBAHHBIX 3HAYeHWH WIM yKa3aTb BPYYHYIO B

nosie {pyroii. [Ipyu Heo6x0IMMOCTH MOXKHO BbIOPATh HECKOJIBKO Pa3fiesiuTesien.

B nosie [Ipyroi MOXXHO yKa3aTb TOJIBKO OJUH CHMBOJI.
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— Orpammn’rem, CTPOK — CHMMBOJI, B KOTOprﬁ 3dK/II0OYAIOTCA OTJAeJIbHble 3HA4YeHH .

Ecmm 3nauenme O6paMHEHO OIpaHHUYNTEJIIMA, TO OHO IIOMelldeTCd B OTHEJIbHYIO

EHEIZKY Jaxe B TOM CJiy4ade, eCJIM COIOEpXWUT pa3deunTellb. HaHpHMep, eciii B

KadeCTBe pa3feiudTelid yKa3dHd 3alldTasd, a B KadeCTBe OrpaHHu4duTelId — JIBOMHBIE

KaBBIUKH, TO APoOHOe uucio "3,14" momenaeTcs B OTAENBHYIO STYEUKY.

— BbIPpOBHATH 0 HIUPHUHE COAEPKUMOro — ecyid QUIAXKOK yCTAaHOBJIEH, TO IIMpHHA

Ka)XJIOTO CTOJIOIAa aBTOMATHYeCKU MOI0UPAEeTCs TI0 COJIEPXKUMOMY STYeMKU, KOTopast

COJIepXKUT HauOOJIbIIIee KOJIUIeCTBO JdHHBIX.

KonsepTauusa - [MoiOduc.csv]

Habop cumeonos:

Onpe,u,en WTb aBTOMaTrU4ecKmn

Pazgenntenn:

3Hak Tabynaumm
3anaTas

TOYKa C 3ansaTon
npoben

BepTMKanbHadA 4epTa
Apyroi

OrpaHuuunTens cTpok:

BbIpoBHATH MO WMpKUHE
COAEPKUMOTo

Pucynok 47 — OxHO HaCcTpoeK KOHBepTaluu

3. Haxwmwure kHonky OK.
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TexkcToBble [aHHbIe, KOTOpble cojepxkarcs B ¢aiie, OTOOpPa3sATCS B JOKyMeHTe B
TabJIMYHOM BUIIE.

[Ipy mnepexome K OTOOpaKeHUIO JaHHBIX MPEJOCTAB/ISIETCSI IMOBTOPHAsi BO3MOXXHOCThb
HACTPOMUTh aBTOMOA00P IMUPHUHBI CTONOIOB. Eciu B okHe KouBepramus (cM. PucyHok 47) He 6buT
YCTAHOBJIEH COOTBETCTBYIOIMIMM (JIa’k0OK, TO Ha 3KpaHe IOsBIIsSeTCSl BCIUIbIBAalOIlee COODIeHue C

TEeKCTOM: « BBIDOBHSATH 10 IIUPHHE CoiepkUMoro?y» (cM. PucyHok 48).

ames v 12 v AT AT =n = = = OBuwywmia hd ﬁ v B T E
K YU BT w0 Av v L v @& vm P 9% 0 00 He R
BhipasHWBaHWe Ywcnoson dopmat Auerkm
F G H | J K L 1] M 0 P

Pucynok 48 — BenmbiBaroriiee coobienre

st aBTomoj6opa MIMPUHBI CTOJIOIOB Ha)XXMUTe KHOIKY BBIPOBHSATH, 1Uii COXpaHEHUs

XM PUHBL CTOJ'I6I_IOB 110 YMOJ/TYdHHUIO — KHOIIKY OrMemna.

JlokyMeHT ¢ TabJIMYHBIMU JTaHHBIMH MOXHO cOoXpaHuThb B ¢popmare XLSX, XODS, ODS

WJIM 3KCIIOPTUPOBATh B TpebyeMbiit dopmat (cm. paspen 4.1.11).

4.1.6 OTKpBITH HeaBHUE JOKYMEHTBI

B npunoxennn «MoiOduc Tabmuia» coxpaHseTcss CHMCOK JOKYMEHTOB, C KOTOPBIMH
10JIb30BaTesIb paboTail B MociiefiHee BpeMsl. JTOT CIIMCOK COJIEPXKUT Kak JIOKanbHble (ailiibl, Tak U
¢daiyibl, KOTOpble OTKPBIBAJIMCh M3 00OjauHOro xpaHwidma (cMm. pasgen 4.13). Ilociemgnue

OTMeYeHHI B CITUCKe 00JIaKOM.

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

cepBepHoit yactu «MoiiOduc [Tpodeccronanbubiity / «MontOduc YactHoe Obakoy.

YT10O6B! OTKPHITH Qaiiyl U3 CIIMCKA, BHIIOJIHUTE CJIe/lyIoIire 1eHCTBUSL:
1. Bribepute myHKT koMaHIHOTO MeHI0 Paiin > HemaBHue noxymeHTsl (cM. PucyHok 49).

2. B oTtobpa3suBiieMcs MojiMeHI0 BbibepuTe TpebyeMblii paiil.
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Ecnu crivcok HeflaBHUX GalyIoB MOTEPST aKTyalbHOCTh, yainuTe ero. s aToro Beibepure

ITYHKT KOMdHJIHOI'O MEHIO Paiin > HEI[aBHI/Ie JTOKyYMEHTHI > OYHCTHTS.

Qain  [lpaska Bcraeka Popmar Tabavua  [Jannwie  Moctpymentm Bug  OBwwi go

[% Cosaats Ctrl+N XO Thames -
Cozgarte no wabaoHy...
X K 4 AB T -
=  Omwpwte.. Ctrl+0
WpwndT
OTkpuiTe B obAake... Ctrl+5Shift+=0
Heaastne gokymenTsl b [l Cnucok seBuHapos.xls:
PaGoTa & obnake » G 3akaz yueGHukoexods
CoxpaHuTe Ctrl+5 LIETT

Pucynok 49 — Komannnoe mento dPaiin

4.1.7 OTKpBITH (ailyl B JPyroM NPUI0KEeHUH

PenaxTupyemslii ¢aii MOXXHO OTKPBITh B IPYIOM IPUJIOXKEHUU HAIPSIMYIO U3 IIPUJIOXKEeHHUs
«MontOduc Tabmuna». Bpibop npuoxkeHus [ JanbHellled pabOTbl OCYIIECTBISIETCS C

MIOMOII[bIO ITyHKTa KOMaHIHOTO MeHI0 Paitn > OTKPHITH B... (cM. Pucynok 50).

Hacrpoiika oTo6paXkeHHs JTaHHOTO ITyHKTAa MeHIO He[JOCTyITHA Ipu paboTe B macOS.

Daitn  paexka Beraeka ®opmar TaBavua  [fannoe WHotpymedts Bug
[ Cozgate Ctri+M %O Thames
Cozaate no wabaoHy...
K K Y A
[= Omepwite... Ctrl+0
WpndT
OTkpuiTe B 0Baake... Ctrl+5Shift+0
OTKRBITE B k LibreQffice Calc
HepaeHwe gokymeHTH 4 Excel
PaBota & obaake r
5 Coxpanwte Cirl+5
CoxpaHuTb Kak... F12

Pucynoxk 50 — KomanHoe mento Paiin

CHrCcoK DOCTYTHBIX TPUIOXKEHWM CO3/1aeTCsl BPYYHYIO C TIOMOINbIO daiia KOHPUryparmu
OpenWithList.ini (mogpobuee cM. B nokymenTe «HactonbHble npunnoskenus: «MonOduc Tekcry,

«MoitOduc Tabmuma», «MortOduc IIpesenTars». PykoBoACTBO 110 yCTaHOBKEY).
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Komanyma OTKpBITE B... He 0TOOpaXkaeTcs, eCiy KOHGUTYPAIIMOHHBIN (aiiil He COIEepXKUT

JIAHHBIX WX COJIePXKUT HEKOPPEKTHBIE JJaHHbIE.
[Ipu BbimosiHeHnM KoMaHAbl Paia > OTKPHITH B... ¢alll 3aKpbIBAeTCsS B IPWIOXEHUU
«MoiitOduc Tabnuia» ¥ OTKPHIBAeTCS B YKa3aHHOM NPWIOXKEHWH. Ecim Ha MOMEHT 3aKpBITHS

¢daiyla B HEM OCTalMChb HeCOXpaHeHHble W3MeHeHHUs, mpwiokeHne «MonOduc Tabmuia»

npeJijlaraeT COXpaHUTh UX.

4.1.8 OTnpaButs Qaiin mo noure

Komanya OTnpaBUTh IO IOYTe HeJOCTYITHA IpU paboTe B macOS.

[Tpu paboTe B HpPUIIOXKEHUM pelaKTUpyeMbld (ailyi MOXHO OTIIPaBUTh IO 3JIeKTPOHHOM
noure. Paiyl OTHpaBIsIeTCs C IOMOIIBIO IIOYTOBOIO KJIMeHTa, ykazaHHoro B OC B kaudecTBe

MIPOrPaMMBI 110 YMOJTYaHUIO.
YToOb!I OTIIPaBUTH (aiilii IO IeKTPOHHOM TIOYTe, BBHIIIOIHUTE CIIeAYIole IeHCTBUS:

1. Boibepure nyHKT KOMaHgHOro MeHI0 OOmmiz moctyn > OTHpaBHTH IO IOYTE

(cMm. Pucynok 51).

HacTpouTte goctyn

OTnpaenTe No NoJTe...

Pucynok 51 — KomangHoe merto O0miuii Joctyn

2. B oxHe co3maHusg HOBOI'O COOOINEHUS:

— BBeJUTe aJipec MoJTy4daTeris;
— TIpu He0OXOJIMMOCTH U3MEHHUTE TeMy COODIIeHUS;
—  BBequTe TeKCT COOOIIeHUS.

3. OtnpaBbTe coobIeHue.
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4.1.9 PacieuyaraTh IOKyMeHT

4.1.9.1 Be3 Bxona B IpWIOKEeHHE

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

J1Jis1 3TOTO BBHIOJIHUTE CIIeIyIOIIYe IeACTBUS:

1. Brimenure TpeOyeMblii JOKyMEHT/TPYIIIY IOKyMEHTOB B ITpoBogHUKe Windows.

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

ITeuatn.

[leyaTh ocyIilecTBiIsIeTCSI Ha TMOCJIeJITHEM UCIOIb30BaHHOM mnpuiiokeHusMu «MoitOduc
Tabmuma» u «MouOduc Tekct» mnpunrepe. Ecim mnpuHTep paHee He BBHIOMPANCA B 3THX
MIPWIOXKEHHUsIX, TO TledaThb OCYIIeCTBJIsleTCsi Ha MpuHTepe, ycraHoBieHHOM B OC Windows mo
YMOJTYAHHUIO.
B nporiecce neyaty BO3MOXHO O0TOOpakeHue CIIeAYIOLUX JUAT0IOBbIX OKOH:
— JUid JIOKyMeHTa OOJIBIIIOr0 pa3Mepa WM TPYIIbI JOKYMEHTOB — OKHO IIOATOTOBKU
IOKYMEHTOB K TIe4aTy;

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

— JUISl JOKyMeHTa, B KOTOPOM yiajleH eIMHCTBEHHBIM JIMCT WIA CKPBITHI BCE JIMCTHI, —
OKHO C yBeJioMmyieHHeM 00 OTCYTCTBUM JJAHHBIX JIJIS TIeYaTH;

— OIIOBellleHUs O NTOBPeX/IeHHbIX daiax U ¢aiiax ¢ Hello/iiepXkrUBaeMbIMU popMaTaMu.
4.1.9.2 Bo Bpems pab0ThI B IPHJIOKEHHH

4.1.9.2.1 Bei6op obJsiacTu meuyatu

J11s1 medaTi MOXKHO BbIOPATh:

dparmMeHT JOKyMeHTa — YKa3bIBaeTCsl BPYYHYIO.

— 3apmaHHYI0 00J1aCTh — yKa3bIBaeTCsl BPYYHYIO WM BbIOMpaeTcsi aBTOMaTHYeCKH, ecily
IUIS JOKYMeHTa B CTOPOHHEM peJlaKTope 3aJlaHa 00J1acThb IevaTy.

JIuct pmokymeHTa — BBIOMpaeTCs aBTOMAaTUYeCKH, eC/id B JIOKyMeHTe He BbIOpaH

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

YT0OBI paciie4araTb (bpaFMEHT HOKYMeHTd, BbIIIOJIHUTE Ciieqyroire JerCTBUS:

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

paciieqaraTs JaHHbIe.

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

st9eiKaM WU 110 3ar0JIOBKaM/CO/IEPKUMOMY BBIJIeJIEHHBIX CTPOK/CTOJIOIIOB.

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

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

4.1.9.2.1.2 ITeuyaTs 3aaHHOM 00J1aCTH

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

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

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

npwioxkennu LibreOffice Calc ¢ momompio komansl Popmart > Jlnana3oHbl MeYaTH.

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

clleflytoniye AeiCTBUS:

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

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

neyatH (cM. PrucyHok 52).

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

Dopmar  Tabawua  Jadnwie  VIHCTpYMEHTH

Bug OBwWi goctyn

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

. prHT
Uncnosoi dopmar...

OanacTe NneyaTu L4

CoxpaHuTe w3obpakeque..

F|:a HWUE obaacTi nedaTy

3apaTte 0BNaCTE NEYATH

OuMCTUTE 0DABCTE NEYETH

Pucynok 52 — [TyHKT KOMaHIHOTO MeHIO0 3aAaTh 00JIaCTh MeYaTH
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['paruIibl BEIOpAaHHOM 00JIACTH TIEYATH BBIIEJISIFOTCS PAMKOW CHHero I1BeTa (cM. PucyHok 53).

A B C D E F

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

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

Pucynok 53 — I'panuiibl ob61acTi eyatu

[Ipy HEOOXOOUMOCTH JAHHYIO PaMKy MOXKHO CKPBITb. [lJI1 3TOTO BBINOJIHUTE Cllefyollye
JeCTBUS:
1. Boibepure nyHKT KOMaHAHOTO MeHi0 @opmat > O6sacTh nmedatu (cM. PucyHok 54).

2. Caumwure dnaxok I'paHunb 061aCcTH eyaTu.

Qopmar  Tabawua  Jannwie  WHctpymedte Bug OBwwi goctyn
WpwdT r

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

CYMCTUTE 0BNacTe NeYaTw

Pucynok 54 — ®naxxok I'paHuns1 061acTu neyaTn

YT0o6b! 0TOOpPA3UTh PaMKY, YCTAHOBUTE JJAHHBIN (HJIaKOK TOBTOPHO.

YtoObl M3MeHUTH 00JIaCcTh IedyaTd (HarpuMep, ecid o6JacTh IedaTd Obula BbIOpaHa
HEKOPPEKTHO), BBIIIOJIHUTE CJleyIoIINe AeHCTBUS:
1. Bribeputre myHKT KOoMaHgHOrO MeHI0 Popmar > OOsactp meyatu > O4YHCTHTH
obsiacts meuatu (cM. PrucyHok 54).

2. IloBTOpHO BBIOEpUTE 06JIACTh MeYaTH TaK, KaK 3TO OIMCAHO BHIIIIE.
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YTobbI pacriedaraTs 3a/laHHYI0 001aCTh, OTKpoWTe OKHO IlapaMeTpbl CTpaHUIIBI U ITe4aTh
OJIHUM U3 CJIeJIYIOLIKX CIIOCOOOB:
— Broibepute nyHkT komMaHgHOrO MeHi0 Paiin > IlapamMeTpsl CTpaHMUBLI M NeYaTh
(cm. PucyHok 55).

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

©aiin  [paeka Beraeka Qopmar  Tabavua  JadHwie

[% Cozpate Ctrl+N

CozaaTe no wabnony...

= OTkpoiTb.., Ctrl+0
OTkpoiTe B 0Gnake... Ctrl+5hift+0
HegaeHwe gokymeHTH L4
PaGBoTa e obnake b

& Coxpanuts Ctrl+5
CoxpaHuTe Kak.. F12
ABTOBOCCTAHOBNEHWE r
IKENOPT...

Coxpanute wabaoH...

334aTh Napob..

S3NEKTPOHHAA NoANWCE r

= MapameTpbi CTpaHMUE W NeYaTk Ctrl+P
JakpeiTe

Pucynok 55 — [TyHkT koMaHHOTO MeHI0 IlapaMeTpsl cTpaHuIlbI ¥ IeYaTh

OTtkpoertcst okHO ITapaMeTpbI cTpaHuIBI M eYaTh (CM. pa3zaen 4.1.9.2.2).

4.1.9.2.1.3 IleyaTs TeKymiero JIMCTa

YToOBI pacrieyaTaTh TEKYIIUH JIUCT JOKYMEHTA, BHITIOJIHUTE CJIeTyIOlre JeHCTBUS:
1. Y6enutech, 4TO JIJIs IOKYMEHTA He 3ajjaHa 00JiacThb nedaty (cM. paspgen 4.1.9.2.1.2).
2. Ortkpoiite okHo ITapamMeTpsl cTpaHUIIBI M TEYaTh OHUM U3 CJIEAYIONUX CIIOCOOOB:
— Bruibepute myHKT koMaHIHOTO MeHi0 @Paiin > IlapameTpsl CTpaHHUIBI U IeYaTh

(cm. PucyHok 55).
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— Ha manenu uHCTpyMeHTOB, B paszesie daina HaXXMUTe Ha CTPeNIKy CIipaBa OT
kHOTKH (— (BBICTpas me4aTb) U B BBHIIAJAIONIEM CIIMCKe BhIOEpUTE KOMAHIY

ITIapameTtps! cTpaHuIlbl U neyatsb (cM. PucyHok 56).

@aiin  [Npaeka Beraeka Qopmar  Tabavua JadHwe
+ vk B~ &
JAoBaenTs |g3 <_‘j i

MzbpanHoe

ng EwicTpan nevats
e A
A & MapameTpsl CTPAHWLE M NEYaTh
1 Srcnopt e POF

Pucynok 56 — Komanga IlapameTpsl CTpaHHIBI M ITe4aTh

— Haxwmure couerauue xkiasuil Ctrl+P / 8Cmd+P.

Otkpoercst okHo ITapaMeTpshI CTpaHUIIBI U ITeYaTh (CM. pa3zen 4.1.9.2.2).

4.1.9.2.2 IleuyaTs c npeBapuTeIbHBIMHA HACTPOMKAMH

Oxno IIapameTpsl cTpaHuLbl U nte4aThb (CM. PucyHok 57) cogepxur:
— 00JacTh NpeIIpoCcMOTpa IOKyMeHTa,

— obracTb HaCTpOeK Ievary.

Ecmu nuct/BeiOpaHHbIM pparMeHT/3afiaHHasi 06J1aCTh He COJIEpPXKUT JAaHHBbIE ISl TedaTu
WM BCe JaHHble IS TeYaTd HAXOMSTCS B CKPBITBIX CTOJOIAX W CTPOKaX, OKHO
MapaMeTpPOB CTPAHMIIBI U MIeYaTH He OTKpbIBaeTcs. Ha akpaH BBIBOJUTCS AUAJIOTOBOE OKHO
¢ coobmenuem: «Het mannbix s nedatu. [loxkamyiicra, ybeautech, 9YTo y Bac eCTh IO

KpaliHel Mepe OJlHa CTPAHMIIA C JAHHBIMU JIJISI [Ie9aTh.

4.1.9.2.2.1 IIpenBapuTebHBIN IPOCMOTP JOKyMeHTa

B ob6nactu MMpeaIIpoCMOTpa JOKYMeHTAd COAepKaTCd CJIeAYIOIIre KHOIIKU:

— - v Il — YMEeHbBIIUTDL/YBeJIMYUTDb MacIlITab CTPaHUIIBI B 00/1aCTH IPEeITPOCMOTPa;
— BmmcaThb — BniMcaTh CTpaHMITY B 00/1aCTh MPeIITPOCMOTPa;

- 1 [ — nepeiiTu K ciieqtyomei/peablTyIiel cTpaHulle JOKyMeHTa.
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Macmitab, ycTaHOB/IeHHbIM B 00J1aCTU IPeJIIpOCMOTpa, He BIIMsSeT Ha T'PaHUIlbl IeYaTH.
HHcTpyMeHTH M3MeHeHHs MaciiTaba rmpeiHa3HaueHbl TOJIbKO JIJIsl IeTaJIbHOTO IIPOCMOTpa

COJIEP>KMMOT0 JIOKyMeHTa.

Jiis ynobcTBa IpocMoTpa MOXKHO paciiMpuTh okHO IlapameTphl cTpaHHIBI M Ie4aThb 0

HY>KHOT'O pa3Mepa, JIBUrasi ero rpaHUIlbl.

O6GnacTb HacTpoeK nevaTu

O6nacTb npeanpocMoTpa

a Mapametpel cTpaHnuel njnevate
[ ]
MpuHTep:
Microsoft Print to PDF 4 Mara 3axazal DHO kumenTa Yporens kimenTa Crocoi onaaTe
11.01.2021 | Auapess Anekceid Anexcannporit BOHITON DINNATA HA PACHETHE CH8T
11.01.2021 Bacuneesa Mapui Heanosna cepefpannii [0 keuTasIHK Hepes Gank
CeolicTea NPUHTERA.., 11.01.2021 Bacun [éTp Hetpoeuy BOOTON BankoBCKas kapra
11.00.2021 Backna Onera [leTposha IUETHHO BRI [loyToBki nepesnn
MeuaTe B OTTEHKAX ceporo 11.00.2021 Hmurpres Maxcum Hropesus MEHHMATEHEI Hupese [lewnrn
12.01.2021 Heanon Hean Heanonsy MEHHMMATEHLIE Hamurmeae
12.01.2021 Hisasson [T Merponms i TS WA paCETHLR CeT
Kanuu: 12.00.2021 Huanos Huan H 4 [0 kwmraism Sepes fark
12.01.2021 Muabion Cunop CHAGpOERT BaHKOBCKas KapTa
A 12.00.2021 | Annpees Anekceid ATSKCAHNPORRYD BOUMITOR DINNaTa Ha pAcUETHRR CaeT
1 - Komnnektoeate 123123. 14.01.2021 Bacuneesa Mapes Heanosna cepefipannii TT0 KEHTAHIEK 9Epes Gark
14.01.2021 Bacun [éTp Tetposns FOTOH BaHKOBCKaA KapTa
14.01.2021 Bacuna Onera NeTposna IUATHHOBEIH BaHKOECKaR KapTa
O6nacTs newary: Auanaso: 14.01.2021 Tmurpres Maxcus Hropesus MEHBMATEHEI Hupes lonsry
14.01.2021 Heanos Hean Heanons EUBTHHO BEII Hamummese
14.001.2021 Heanos [Ep [ OMOTOR Hamurmese
D Beck ancr v~ | | Bee ctpaH.. ¥ 14.00.2021 Heanos Haan 1 nnaTunnELi Bankooas kapra
1500 2021 Mpapron Cupop Croposn MMH MM Hasmneimnae
15.01.2021 Huanon Tusoded Bacuiens TR Hanpeme
Hanpianm 1- 17.01.2021 MakcHros Hroph CRAepony BOHITOR Hanemiae
17.00.2021 | Makcusosa Mapua Muxafoosea POMITOR BaHkoBCKad Ka[pTa
17.00.2021 | Awnpess Anekceid AnexcaHnporua SO0 OniaTa Ha pacueTHR cier
17.01.2021 Bacuneesa Mapes Heanorna cepefipanni [0 keuTasmEn gepes Gank
20.01.2021 Bacwn [Térp Metposny FOOTOH Onuiata Ha pacueTHE caeT
He neuatats NycTele CTPpaHKLBI 20.01.2021 Bacuna Onera [lerpoena ELIATHHO BRI [ouToEkI nepesnn
20.01.2021 Hmurpnes Mascus Hropesws MHHEMATEHEI DnutaTa Ha pacHETHER CHET
20.01.2021 Heanos Hean Huanons MHHHEMATEHEI Lo kpuTarHN Hepes Gany
[EycTOpOHHAR NeYaTs: 20.00.2021 Hpasog [Ep Nemonms FOIHTTOR HAnnesr fewnrn
20.00.2021 Huanon Huan Huanonss ITHHO B i
Brikn 20.01.2021 Mo Cupop Crispommy MHIEMAN 1 Hanmemnae
! 20.01.2021 Heanos Trsodbid Backibenia OO Balikomckag kapra
22.01.2021 Marcumos Hrops Crnopoeds FOMITOR CIIATA HA PACTETH R CleT
22.01.2021 | Maxcumosa Mapus Meuxaiinosia BOHITON [0 kRMTAHIHH Fepes Gank
Macwrab: 22.01.2021 Marrees Annped CessEnogi MHHHMATEHEIE EaHKOBCKAR KapTa
22.01.2021 Muxaiinoe Makcum Mareeerns MHHHMATEHEI o kEWTAHIREN Hepes Gark
Mo [Pa3pblEam CTRaHKL, 22.01.2021 Muwnna Anna Dierossa F0nOToil EaHKOBCKaR KapTa
22.01.2021 Herpor éTp [letposny FOHOTOH [ouToBkI nepeEon
o MNonb3oBaTensCKMin 100% :: 25012021 Lletpos Cunop Mesasosi OMOTOH Hupese [lomnrm
25.00.2021 [ermpon Chgop C | wopef ii Hasmmeisaae
26.01.2021 [epona Huna Bacinnenia MHMHHMATEHLI Dhrutarra wa pacseTini cier
26.01.2021 Cumopon Hian Huanowss MMIHMATEI [0 Kwaiim Sepes Gk
OpwenTaupa: 26.01.2021 Cunapon Huan Merpori onoToR Bationcxas wapma
26.01.2021 Cupopora Oikra Onerosia NIATHHOBRA DniaTa Ha PAcHETHRR CleT
26.01.2021 Tumodeen Haan Herpoese FOMTOH Tl KEHTAHIGEH TEpes ank
26.01.2021 Hearior Cunop CHaopoEd MHHHEMATEHEI BaHKOECKaR KapTa
27.01.2021 Heanoe Tusodeid Bacunserny FOHOTOH [1ouToERI nepeEo
Bnncate  +
CoxpaHuTh OTnmeHa

Pucynok 57 — Oxno IlapaMeTpbl CTpaHHIIBI M IIeYaTh

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




MonOdonc

4.1.9.2.2.2 ITapaMeTpsI HeyaTu

B o6nacTu HacTpoek revyaTy MOXXHO YKa3aTh IapaMeTphl, llepeyrciieHHble B Tabmuie 4.

Taomuna 4 — Ilapamerpsl meyaTn

ITapamerp

Hasznauenue

[IpunTep

[IpunTep 1y1s MeYaTy JOKyMeHTa.

CBoticTBa ITpUHTEPA

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

[TapameTpsl, yKka3aHHbIe B OKHE CBOWCTB IPUHTEpa, aBTOMATUYIECKH
MepeHOoCITCSl B COOTBETCTBRYIOIMe T10Jis1 okHa IlapaMeTpsl cTpaHuIbI B
nedaThb. [lapamMeTpsl, KOTOpbIe He TOJAepP)KUBAIOTCS IPUHTEPOM,
HeJloCTyIHLI B okHe ITapamMeTphbl CTpaHUIIBI U IEYaTh.

[leyaTh B OTTEHKAX CEPOTO

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

Komuu

KonuyecTBo neyaTaemMbIx 3K3eMILIAPOB JOKyYMEeHTA.

KommnexroBars /
He xommiexkToBaTb

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

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

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

Ob6mnacTb eyaTty JOKyMeHTa

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

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

— BrInesienHsblil pparMeHT — nedath GpparMeHTa, BLIOPDAHHOTO B
TOKyMeHTe.

Ilose BBOma
HOMEepOB/IMANa30HOB
CTpaHWUI JIJIS leYaTu

Hcnonb3yercs, eciii HEOOXOAMMO paciievaTaTh OT/AelIbHbIe CTPAHUITB HITH
ITMaTIa30HbI CTPAHUI] BEIOPAHHOTO JIKCTa/00macTw/pparmenta. CTpaHUITBI
IJid 11e4aTr MOTyT OBLITH YKa3aHbI KaK:

Howmepa otaenbubix crpanun. Hanpumep: 5, 10, 12.

Huana3oHsl crpaHul] — yepe3 neduc. Hanpumep: 1-8, 10-11.

CTpaHUIIbI ¢ HaYaIa JUCTa/06IacTr/pparmMenTa 10 YKa3aHHON — B
¢dopmate -<Ne>. Hamrpumep, eciiv B 1oJjie BBe[ieHO 3HaUeHue -3, TO
pacrevaTaroTCsl CTpaHHUIIbI 1-3.

— CrTpaHuIlsl ¢ yKa3aHHOM 710 KOHIIA JTMCTa/00macTv/dparMenTa — B popmaTe
<Ne>-. Hanpumep, eciti B 110Jie BBeZIeHO 3HaYeHue 3-, U
JIUCT/00JIaCTh/PparMeHT COAEPXKUT 6 CTPaHUIT, TO PacleyaTaloTCs
CTpaHUITHI 3-6.
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ITapameTtp Hasznayenue
[orne HETOCTYIHO TP TIeYaTH BhIOpaHHOTO dparMeHTa
(cm. paspmen 4.1.9.2.1.1). ConepXHuT cileAyIoImye MyHKThL:
— Bce cTpaHunBI — I1e4aTh BCEX CTPaHUI] TeKYIIero J1CTa/3aJaHHON
obracTy mevaru.
HuanazoH — Heuernsle crpanuisl, YeTHbIe CTPAHHUIBI — [TYHKTHI IIpeHA3HAUYeHbl

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

He neyarats ITyCThbIe
CTPaHMIIBI

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

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

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

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

JIByCTOpOHHSIS ITeyaTh

JIByCTOpPOHHSIS Ie4aTh:
— BBIKJI. — OJHOCTOPOHHSIS IIeYaTh;

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

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

Maciurrab

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

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

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

Ecmm Ha nucre Her paspbIBOB CTpaHMIl, TO IpHM BBIOOpe
3HayeHus Ilo pasppiBaM cTpaHHII BCe COJep)XHUMOe JIMCTa
pacrieyaTaeTcsl Ha OTHOM CTpaHMIle B OUYeHb MeJIKOM MacHiTabe.

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

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

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

— dakTHyeckuii pazmep;

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

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

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

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

4.1.9.2.2.3 IIapameTpsbI CTPaHUIIBI

B obmacty HacTpoek IedyaTM MOXKHO YyKa3aTb Clle[ylolllde IlapaMeTpbl CTPaHUIIbI

(cm. Pucynok 58):

C:PHEHT-BLl,H.qi

Pazmep Gymarm:

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

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

2,01 M z 2,01 em z

N =  Brwcats +
CoxpaHuTh Meuats Otmena

Pucynoxk 58 — HacTporiku cTpaHUIIbI

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

OpHeHTalUs CTPaHUIIBI.

— Pa3smep 0ymarm — pazmep Oymaru, UCIIO/Ib3yeMOU TPy TedaTH.
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— Bepxuee mnosie, Hmxnee mnosie, JleBoe mosie, IIpaBoe mosie — paccrosiHie Mexmy

KpdsaMM CTPaHUIIBI U COAEPXKUMBIM JJOKYMEHTd.

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

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

HACTpOeK HeJOCTYIIHO.

4.1.9.2.3 BeicTpas neyarsb

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

J171s1 6BICTPO 1TeYaTH UCIIONIb3YIOTCS:

— Hacrpoiiku neyaty o yMOT4aHHUIO.

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

J11s1 6BICTpO TTeyaTH JOKYMeHTa BBINOJTHUTE OJTHO U3 CIIeIyIOIIUX AeHCTBUM:

— Ha naHenu MHCTPYMeHTOB, B pasfene ®aiin HaxmuTe KHONKY (— (BBICTpas medyaTsn)
(cm. PucyHnok 59).

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

nme4yarthb.

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

+
NobasuTs |E]: (_j -

HM3bpaHHoe

E';] BricTpan nevats
118 v

d::l'ﬂ MapameTpel CTRaHUUE W NEYaTh

1 Skcnopt 6 POF

Pucynok 59 — Knonka beicTpast neuaTtsn
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4.1.10 Coxpanuts ¢aiix

4.1.10.1 CoxpaHuTh KaK

YTob6bl COXpaHUTb HOBBIM Ayl WIA CO3[aTh KOMMIO TeKyllero ¢ansa, BbIIIOJTHUATE
CJIefyrolye qefCTBUL:
1. BrinonHWTe KOMaHAY COXPaHeHHs OJIHMM U3 CIIeJyIOIINX CII0COOO0B:
— Bribepute nyHKT KoMaHHOrO MeHto Paiii > CoxpaHuTth Kak (cM. PucyHok 50).
— Ha nanenu MHCTpyMeHTOB, B pasferne Paia HaXMUTe Ha CTPeJIKy CIlipaBa OT
KHOIIKY || (CoxpaHHUTB) U B BbIIIQJlaloleM CIIMcKe BblbepuTe KoMaHy CoxpaHHTh

Kak (cMm. Pucynok 60).

®©ailn [paeka Beraeka @opmar  Tabavua  JadHwe
+ % X =

AobaenTs

CoxpaHuTe

M3epanHoe
CoxpaHWTE Kak...

115 v

Pucynok 60 — Knornika CoxpaHuThb

— Haxwmure wimaBumy F12 npu pabore B OC Windows, couyeTaHue KJIaBUII
Ctrl+Shift+S npu pa6ore B OC Linux mnu coderanue kinasum {Shift+Cmd+S

nipu pabote B macOS.

2. B okne COXpaHI/ITb KaK BbI6epI/ITe MankKy g4 COXpPdHEHU, YKdXKUTe MMA U THUII

¢daityia/konuu ¢aiina U HaXMUTe KHONIKY COXpaHHUTh.

[Tpu cozmanuu konruy pabouyrM JOKYMEHTOM CTaHOBUTCS Kolivs ¢aia.

4.1.10.2 CoxpaHuTthb

YT1o6bl M36exaTh MOTEpU JIAaHHBIX B CTyyae cOoeB B paboTe KOMIIbIOTepa, peKOMEeHAyeTC sl

[IepHUOJINYeCKU COXPAHSTh TeKYIIUHI IOKYMeHT.
Jl1s1 coxpaHeHYs U3MeHeHU B TeKYIIeM JJOKyMeHTe BBIIOJIHUTE OJTHO U3 CIIeNyIOIUX el CTBUN:

— DBribepute nyHKT koMaHgHOTO MeHI0 Pain > CoxpaHuts (cM. Pucynok 50).
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Ha manenu wuHCTpyMeHTOB, B pasfieiie aij HaXMUTe KHOIKY (CoxpaHuTs)
(cm. Pucynok 60).
Ha mnaHenmu wuHCTpyMeHTOB, B pasfienie dPaiimi HaXXMUTE Ha CTPEJIKy CIipaBa OT
KkHOTNKY || (CoxpaHUTh) ¥ B BBINIAAIONIEM CIIMCKe BbiOepuTe koMaHay CoXpaHHTH
(cm. Pucynok 60).

Haxxmute couerauue kiasum Ctrl+S / $Cmd+S.

4.1.11 DxcopTupoBars Qaiin

B npunoxennn «MoitOduc Tabmuua» mpenycMoTpeH 3KCHopT daiia B cliiefyolire

¢opmarsr:

PDF;

PDF/A-1;

CSV;

TSV, TAB, SCSV;
TXT;

XLSB.

Ikcnopt ¢ansoB B popmarsl XLSB u PDF/A-1 wenocrynen npu pabote B macOS.

[Tpu skcnopte B dopmatsl CSV, TSV, TAB, SCSV u TXT:

B aiine coxpaHseTcsl TOJBKO TEKYIWA JIMCT WCXOAHOTO ailia C TeKCTOBbIMU
naHHbIMUA. Hactpoviku ¢popMaTupoBaHUs, U300pa’keHus, CCHUIKA U JIpPyTHe JTaHHbIe He
COXPaHSIIOTCS.

B kauectBe pazpenurenis 3HaueHud B dainax B ¢popmare CSV, TSV, TAB u SCSV

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

[Tpu skcnopre B popmar XLSB:

B dalilie He COXPaHSIOTCS MaKpPOKOMaH/bI (CM. pasfien 4.14.1) v ayekTpoHHas MOIUCh
(cMm. paznen 4.15.3);

13 paboueii 00J1aCTH JTUCTOB (CM. pa3fien 3.6) UCKITF0YalOTCs IMYCThie sTYetKu.
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Yrobsl sxcnoptupoBath ¢ain B ¢popmare PDF wnmu PDF/A-1, BbimonHuTe cleayroiye
JIerCTBUS:
1. BbImomHUTEe KOMaHIY SKCIOPTa OJJHUM U3 CJIeAYIOIIHUX CIIOCOOOB:

— Broibepute nyHkT koMaHaHOrO MeHio ®aiin > 9kcnopT (cM. PrcyHok 61).

@aiin  [paeka Bcraeka Dopmar  TaBavua  [Jadvme

[% Cospate Ctrl=M

Co3gate no wabaoHy...

[=  Omkpuits... Ctrl+0
OrmkpbiTe B obnake... Ctrl+5hift+0
HepaeHwe gokymMeHTH r
PaBoTa e obBnake k

= Coxpanute Ctrl+5
CoxpaHuTe Kak... F12
ABTOBOCCTAHOBAEHKWE r
SKCNORT...

Pucynok 61 — IIyHKT kKOMaHAHOTO MEHIO DKCIIOPT

— Ha mnanenu wuHCTpyMeHTOB, B pasfesnie daiin HaXMHTe Ha CTpeJIKy CIIpaBa OT
kHoONKM (= (BbICTpass MedaTh) ¥ B BbINAJAKOIIEM CIIMCKe BhIGepUTe KOMaHy

Ikcnopt B PDF (cM. Pucynok 62).

Dain  [lpaeka Beraeka @opmar  Tabawua [JadHwie
+ vooo% @~ &

OoBaenTe = : D C

M36panHoe
._E;] BricTpan nevats
J18 v
- & MapameTpel cTPEHWLE W NE4aTE
F
1 2rcnopt B PDF l}

Pucynok 62 — Komanna 9xcropt B PDF

2. B okHe ¢aiiyioBoro MeHepkepa BbiOepuTe Mariky Jijisl 3KCIOPTa, YKaKUTe UMs U popmaTt

¢aiina u HaxMuTe KHONIKY COXpaHUTh.
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Ocob6ennocru sxcnopra B popmatsl PDF u PDF/A-1:

— CcbuikM Ha Be0-CalThl COXPaHsIOT paboTOCIIOCOOHOCTD B 3KCIIOPTMPOBAHHOM (aiiiie.
— Ccpuiky Ha ¢ailibl U afpeca JIeKTPOHHOW IOYTHI, CCBUIKM Ha MeCTO B JIOKYMEHTe

("TUCTBI, STYEeWKH, TUAIa30HbI TUeeK, MMEeHOBaHHbIe JUalla30Hbl) He 3KCIIOPTUPYIOTCS.

YT06bI 3KCIIOPTUPOBATH Pailsl B APYTroM popMaTe, BBIIIOJIHUTE CIIeAyIOle 1eHCTBUS:
1. Bribepurte nmyHKT KOMaHAHOTO MeHIO Paitn > JkcmopTt (cM. PrucyHok 62).
2. B oxHe ¢$aiioBoro MeHempkepa BelOepyTe MaIKy I 3KCIOPTa, YKaXUTe UM U popMar

¢darina u HaxmuTe KHOIIKY COXpaHHUTh.

4.1.12 ABTOBOCCTaHOBJIEHHE JOKYMEHTOB

[To ymosmuanuto nipu pabote B «MoitOduc Tabiuiia» BBIMOIHSIETCS aBTOCOXPaHeHWe KOIUH
pelakTUpyeMbIX JOKYMEHTOB, B TOM 4YHCJe — JIOKyMEHTOB, HHM pa3y He COXpaHeHHbIX
nosib3oBaresieM. Eciu paboTa NMpuiiokeHUsI 3aBepIliaeTCsi aBapUMHO, TO TPU MOBTOPHOM BXOjie B
IIpUJIOXKEeHHe TI0JIb30BaTelb MOXKET COXPaHUTb pe3epBHble konuu O0OKyMeHmMOB KakK OTJesIbHble
daityibl WM 3aMeHUThb KOMUSIMU OPUTHHAJIbHbIE JOKYMEHTHhI.

Pe3€pBHbIe KOITMHU JOKYMEHTOB XPAHATCS OJUH MeCAll, d 3dTeM dBTOMdTUYeCKH YAdJIAOTCA.

ABTOBOCCTAHOBJIEHHE JOKYMEHTOB He BBIIOJIHSETCS T1pu pabore B  objake

(cm. pasmen 4.13).

4.1.12.1 HacTpouTh aBTOBOCCTaHOBJIeHHE TOKYMEHTOB

[Ilo yMomuaHuI0O  aBTOBOCCTaHOBJIEHME  JOKYMEHTOB  BK/IIOUYeHO. JlaHHble s
aBTOBOCCTAHOBJIEHUSI COXPAHSIOTCS KaXKIble D MUHYT.

YT00bl M3MEHUTh HACTPOWKH, BBIIIOJIHUTE Clle[yIole el CTBuUS:

1. Bribepure nmyHKT KoMaHAHOro MeHio Paiin > ABTOBoCcTaHOBIeHue > Hacrpoiiku

aBTOBOCCTaHOBJIeHUs (cM. PucyHok 63).
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@ain  [paeka Bcraeka @opwmar  Tabovua  Jaddwe WPHorpymedts Bug  OBwwin goctyn

(3 Cosars Carl=N A0 Thames v 12 v
Cozgate no wabaoHy...
X K 94 AB = A
[ OtkpoiTh... Ctrl+0
LW prdT
Orkpwite 6 oBnake... Ctrl=5Shift+0
HepasHue nokymMeHTh L
PaBoTa B oGnake k E - {
=l CoxpaHuTe Ctrl+5
CoxpaHuTe Kak... F12
ABTOBOCCTAHOBNEHWE r HacTpoiki aETOBOCCTAHOBNEH WA
BoccTaHoBREHHEIE dalink
JKCNOPT...

Coxpadute wabnoH...

JagaTe Napons...

Pucynok 63 — [TyHkT komangHOro MeHio HacTpoiiku aBTOBOCCTaHOBJIEHUS

2. B oxue Hacrpoiiku aBTOBOCCTaHOBJIeHHS (CM. PUcyHOK 64):
— YT0OBI OTK/IIOUNTH UJIM BKIIIOUWTH aBTOBOCCTAHOBJIEHHE JIOKYMEeHTOB, CHUMHUTE WUJIN

IIOCTaBbTe q)JIa)KOK COXpaHﬂTb JaHHBbIe VYIS BOCCTAHOBJIEHUA KaXK/bIe.

— YroObl M3MEHWUTh WUHTepBaJl COXPAaHeHHsl pe3epBHBIX KONWU JIOKYMEHTOB, YKaXKUTe
ero BPY4YHYIO, C IIOMOILIBIO IIepeKjrouarelisd, KJIAaBUII KJIaBUATypbel | U T wWiH

kosecuka MbIy. I1larom IeperItoYeHus ABJIIETCA 1 MUHYTA.

— Ecm Tpebyercs OTKIIOYUTH COXpaHEHWEe pe3epBHBIX KONWW Il OAHOIO WU
HECKOJIBKMX JOKYMEHTOB, OTKPBITBIX B JJaHHBI MOMEHT, OTMETbTe UX (pJlakKKaMHu B
civucke He coxpanaTs pna  ciaegyromux ¢aiinoB. B 3ToM cnucke He

0TOOpaXXaroTCs IOKYMEeHThI, KOTOpble HU pa3y He OblJIM COXPaHeHbl BPyUHYIO.

— Ecnu Tpebyetcs ckonvpoBaTh MyTh K I1allKe, B KOTOPOM XPaHSTCSl pe3epBHbIe KOITUU

OOKYMEHTOB, Ha’)KMHTe KHOIIKY .

3. Haxwmwurte kHOnKy IIpuMeHUTS.
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HacTpofkn asToB0CCTAHOBAEHKMA x
B CoxpaHaTte gaHHbIE ANA BOCCTAHOBABHWA Ka¥ALIE | § papu.

He COXpPaHATE 4NA Cneqy oL nx dafnoe:

3akas yyebHukoexods

' Cnucok eeBuHapoBxlsy [Tekywmid]

PacnonoxeHne:

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

MpuneHUTE OTtmeHa

Pucynok 64 — Oxno HacTpoiiku aBTOBOCCTAaHOBJICHUS

4.1.12.2 BoccraHoB/IeHHe JOKYMEHTOB

Ecnu pabora ¢ nokymeHnTamu Obula 3aBepllieHa HEKOPPeKTHO, TO IpY IIOBTOPHOM BXOJie B
NPUJIO’KEeHNe OTKPBIBAETCS IMAJIOrOBOe OKHO, IPe/ICTaBJIeHHOe Ha pUCyHKe 65. Haxxmure B TaHHOM

OkHe KHOIIKY OTKpBITh.

AETOBOCCTAHOBNEHME *

BoccraHoBAeHbl ¢aiNbl, € KOTOPbBIMHU
Bbl pabotanm

- —

VameHeHWA B 3TWUX 4OKYMEHTax He Bbinn coxpaHeHsb
13-3a aeapWiAHOro 3ageplueHwA paboTel
npunoxeHna. OTKpeITe ©aine?

OTkpbITE He oTkpriBaTh

Pucynok 65 — Jluanorosoe okHO
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B HOBBIX OKHaX HPUJIOXKEHUS] OTKPOIOTCS pe3epBHbIe KO JIOKYMEeHTOB.
YTOOBI COXPAaHUTH KOIMH, BBITIOIHUTE JIJIsl KOXKJIOM U3 HUX CIIeJlyIole JeUCTBUS:
1. BemonauTe komanay CoxpaHHTh KaK OJIHAM U3 CJIeYIOIIUX CII0COOOB:
— B crpoke yBemomieHusi, kotopas OTOOpakaeTcsl IO IaHeIbl0 WHCTPYMEHTOB,

HakmuTe KHOIIKY CoxpaHuTh Kak (cM. PrcyHok 66).

Dain  [paeka Bcrapka @opmar  Tabawua  [Jadnsie  WHetpymedtsr Bug  OBwwid goctyn  Hapcrpoikw  Cnpaska

=Y

31oT daia Bma asToMaTMYeckM soccTaHoeneH. CoxpadwTe ero, 4Tobel HE NOTEPATE SaHHBIE, Yaanuts CoxpaHnTb KaK...
18 v fx

~ Q
fx

&

B

Pucynok 66 — Knonka CoxpaHuTh Kak

— BribepuTe myHKT koMaHAHOTrO MeHIo Paiin > CoxpaHuTh kak (cM. PrucyHok 67).

®aiin  [paeka Beraeka @opmar  Tabavua [Jadvme

[% Cosaate Ctrl+N

Cozgate no wabnony...

[= Omkpoits... Ctrl+0
OrmkpbiTe B 0Bnake... Ctrl+5hift+0
HegaeHue gokymeHThl L
PaBota B obnake r

= Coxpanute Ctrl+5
CoxpaHuTe Kak... F12

Pucynok 67 — [Tynkt koManHOTO MeHI0 COXpaHUTh KakK

2. B oxne CoxpaHHTB KakK:
— Ecmm TpebyeTcs COXpaHWTh KOIMIO KaK OTHeNbHBINA aiiyl, BbIOepUTe MaIKy A

COXPaHeHHs], yKaXkKUTe TUI U Ha3BaHUe Paiiyia U HAKMUTe KHONIKY CoXpaHHTh.
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— Ecm Tpebyercsi 3aMeHUTh Komued UCXONHBIA ailsi, BbibepuTe 3TOT daiin u

Ha’XMHUTE KHOIIKY Coxpanprrb.

Eciu TpeGyercsi ymanuTh KOIKIO, HAXXMUTE B CTPOKe YBeAOMJIEHHMSI IO/l TIaHeJIbIo

VHCTPYMEHTOB KHOIIKY Y pamuTh (cM. PrucyHok 68).

Dain  [lpaska Bcraeka Qopmar  Tabawua  Jaddwe  Vectpymento Bug  OBwwih goctyn  Hagcrpohkw  Cnpaeka
= v
37oT $ailn Gein aBTOMaTWHYEC KW BoccTaHoBeH. CoxpaHuTe ero, 4Tobsl He NOTEPATE faHHbIE. CoXpaHWTb KaK...
)18 v fx

A B c D E F G H .

F |

1 fx
2
3 &
4

Pucynok 68 — Knonika Y manursb

4.1.12.3 Ilanens «BoccranoBiienHbie Qaiiabi»

Ecmm kakue-nmubo pe3epBHble KOMMM JOKYMEHTOB He ObUIM COXpaHEeHbl WIM YyJaJieHbl Tak,
KaK 3TO OIMMCAHO BhbIIIe, OTKPOUTe naHeib BoccTaHoBIeHHBIe (aiiibI.
J1J1s1 3TOTO BBITIOJIHUTE OIHO M3 CIIeYIONINX JeCTBUIA:

— DBrpibepute 1nyHKT KOMaHAHOro MeHioo @Paiim > ABTOBOCCTaHOBJIeHHe >

BoccranoBiennsle ¢aiinb! (cM. PucyHok 69).

®ain  [Mpaeka Becraeka Qopmar  TabBavua  Jandwe WHctpyments Bug  OBwwi gocTyn
[ Cozgams Crl+N | YO Thames vl 12 [+ |
Cozpate no wabnoHy...
X K Y AB = A
[= Omepwrs.. Ctrl+0
WpudT
OmkpwTe B obaake.. Ctrl+5hift+=0
HepaeHue gokymedTs L
Pabota B oBnake » 5 i ¢
&l CoxpaHuTh Ctrl+5S
CoxpaHuTe Kak... F12
ABTOBOCCTAHOBAEHWE * HacTpoikn aETOBOCCTAHOBNEHWA
BoccraHoeneHHbie daiinm
JKCMOPT...

Pucynok 69 — [Tynkt komangHOTrO MeHi0 BoccTanoBiieHHbIe ¢Qaiibl
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— Ha OokoBoit maHeNMd HAXMHUTE  KHOIKY [% (BoccranoBiienHble  (aiibl)

(cMm. Pucynok 70).

LvE By By B

EH w e 'ﬂ'ﬁ v - .

Auelkn HarHbie Bcraska .
J K L M ~

2
E

Pucynok 70 — Kuorika BoccranoBiiennbie ¢aiiibi

YTo0bbI OTKPBITb, COXPAHWUTb WX YOAJIUTb pPe3epBHYIO KOIHWIO OOKYMEHTAd, BbIIIOJIHUTEe

CIlelyIolye NeiuCTBU:

1. HaBenuTe Kypcop MbIIIY Ha Ha3BaHKe Komnu (cM. PucyHok 71) v HOKMUTe KHONIKY

2. B BpINajaroieM cIivcke Bbibepute TpebyemMyro KOMaHTy.

. —» BoccTaHOBNEHHbIe dalnebl Q
A 31v dalinel 6eliM BOCCTaHOBNEHBI NOCAE
aBaPUIAHON O 3aKPbITHA NPUNOXKEHWUA 1
6yayT xpaHuTeca 30 gHel C gatbl @
BOCCTaHOBAEHWA. YTOBbI He noTepaTh
JaHHbI€, COXPaHWTE Hy>KHble Gaibl. @
Yaannte Bce E;

16:22 MyOffice Spreadsheet Home Ed... :

OTKpbITb
CoxpaHWTb Kak...

Yaanutb

Pucynok 71 — Komanppl ynipaBiieHUs! KOIIMen
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OTKpBITh pe3epBHYIO KOMUIO JOKYMEHTa MOXHO Take IBOMHBIM I[eTYKOM MBIIIH II0 ee

Ha3BAHHIO B CIIMCKe.

Ecmm Tp86YETC${ YAAJIIUTh BCe KOIIMK [JOKYMEHTOB, HAXMHUTE KHOIIKY YnaJme BCe

(cm. Pucynok 72).

—» BoccraHoBaeHHble dannbl

A 3tv daiinel 6biM BOCCTaHOBAEHBI MOCAe
aBapMIHOr O 3aKPLITUA MPUNOKEHWA U
ByayT xpaHutbea 30 agHeW ¢ Aathl
BOCCTaHOBAEHWA. YTOBBI He MOTepATh

Q
A
E\

JaHHbIE, COXpaHWTe HyXXHble Gannbl. @
Cwv
Ypanute BCe Cx

Pucynok 72 — KHonika Y manurh Bce
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4.1.13 3akpbITh daiin

[Tocre 3aBepiierus: paboTh ¢ daitiom coxpanute ero (cM. pasaen 4.1.10) u 3akpoiTe OKHO
MIPWIOXKEHHsI OJTHAM U3 CJIeJTyIOIIUX CII0COOO0B:

— Bribepute myHKT KoMaHIHOTO MeHI0 Paiin > 3akpsITh (CM. PrucyHok 73).

Daiin  [paeka Bcraeka @opmar  Tabawua Jaddwie

[ Cozmats Ctrl+M

Cospate no wabnony...

[ Orkpwrs... Ctrl+O
OTkpuiTh B obaake... Ctrl+5Shift+0
HegaeHwe gokymedTH k
Pabota B oGaake »

ol CoxpanuTe Ctrl+5
CoxpaHuTe Kak.. F12
ABTOBOCCTAHOBAEHWE »
IKEMOPT..

CoxpaHuTe wabnoH..,

3apate Naponb...

3NEKTPOHHAA NOANHCE »

= [NapameTp CTpaHWLE K NeYats Ctrl+P
JakpeITe

Pucynoxk 73 — [IyHKT KOMaHJTHOTO MeHIO 3aKPbITh

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

— Haxmure coueranue knasuil Alt+F4 / sCmd+Q.
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4.2 JleiicTBHA C JINCTaMH

4.2.1 BcraBurh Jiucrt

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

— Bribepute myHKT koMaHHOTO MeHI0 BeraBka > JIucr (cM. Pucynok 74).

Beraeka  ®opumar  TabBawua [Janbwe W

[ MzoBpamenne..

TekcTrosoe none

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

Fu  OYHKUMA.., Shift+F3

(] CneumanbHbig CMMBOABL..

¢ Copinka... Ctrl=K
JameTra

5

[ Nuer
B Aara
(1) Bpems

Pucynok 74 — Komanguoe menio BeraBka
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— Ha nanenu uHCTpyMeHTOB, B pa3fiesiie BcraBka HakmuTe KHOIKY === (CM. PucyHok 75).

Ha OTO6p83PIBH.I€I>iC$I IaHeJIM BCTaBKU HA>XMUTE KHOIIKY |_# JIucr.

L AR
? v o v |_E‘ ABTOmMaTMueckn v
) © ~/ \ﬂv @ v e

Z v @ fé Becb poKymeHT

).

DaHHble B W306paxeHwe... A
TekcToBOE NMoNe
P Q R (5] durypa > v O\
n[|[| [Auarpamma > fx
CeogHas Tabauua... 0
jfx QYHKLWMA... E;:
CneumanbHble CMBOI.... >
(JD CebliKa...
[% 3ameTka
D Jlnct

Pucynok 75 — [1anens BcTaBku

— Haxwmure kHOIIKY + cipaBa OT BKJIaJIOK JIUCTOB (cM. PrcyHok 76).

19

—
iy ABTOMATHYECKK

PucyHnok 76 — KHorika 17151 jo0OaBiieHus JTMCTa
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4.2.2 TlepeumeHOBaTH JIUCT

Ilo YMOJIYaHHUIO JINCTaM SJIEKTpOHHOfI Ta6JII/IIIbI I[IpUCBAWBAETCA HUMS B qupMaTe

JII/ICT<HOMEP aucra>. Eciu Tp86YETC$I IIeperMeHOBATh JIMCT, BbIIIOJIHUTE ClieJyronire IeVCTBUS:

1. IlpaBOo¥M KHOIKOW MBIIIK IIEJIKHUTE 110 BKJIQJIKE JIUCTA, KOTOPBIA HE0OXO0IUMO

IeperMMeHOBaTh.

2. BroimomauTte koMaHy KoHTeKCTHOTO MeHio IlepenmenoBats (cM. PucyHok 77).

22
73 MNepenmeroceats
34 OyBampoeate
i Ckpoite
26
27 CkpHBaTE HYNEBRIE SHAYEH WA
28
JAWMTHTE ANCT...
29
< YaanuTe

PucyHnok 77 — KoHTeKCTHOe MeHI0 JIiCTa

3. B otkpsiBiiemcs okHe (cM. PucyHok 78) BBeqivTe nMs nrcTa U HaxkmuTe KHONIKY OK.

Mraa nncra:

‘ WMCT2 X‘

Pucynok 78 — IlepeumeHoBaHMe 1CTa

Hms yucTta AOMKHO YIOBIETBOPATD CIEAYIOIINM TpeOOBaHUSIM:
— copepxarb oT 1 1o 31 cumBona;

— He BKJIIOYaTb CUMBOJIBL: «:», «\», «/», «?», «*», «[», «]»;

— He cofiepkaTh «'» B Hauajie Wik KOHIIe UMEeHH;

— He TyOJIMpPOBaTh UMS yKe CYIIeCTBYIOIIEro JIUCTaA.
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4.2.3 CKpBHITH WIH 0TOOPA3UTh JIMCT

YT0OBI CKPBbITB JIMCT, BBIIIOJIHUTE CJIeAYyIolire IerCTBUS:
1. HpaBoﬁ KHOIIKOM MBIIIH IIeJIKHUTE 110 BKJIaJKe JIMCTA, KOTOprfI HEO6XO}II/IMO CKPBITb.

2. BroimonHuTe KOMaHy KOHTEKCTHOrO MeHI0 CKpBITH (cM. PucyHok 77).

YToOBI 0TOOPA3UTH BCE PaHee CKPBITHIE JIUCTHI, BHITIOJHUTE CJIeIyIoNIre JeHCTBHYS:
1. IlpaBo¥ KHOIIKOM MBIIIH ITIEJIKHUATE T10 BKJIAJIKe JIF000T0 0TOOPaXkaeMoro JIMCTa.

2. BroinonnuTte koMaHay KoHTeKCTHOro MeHto Iloka3aTh Bce (cM. PucyHok 79).

21

22 MNepenmeroeats
23 OyBanposate
= Ckpmite
23
MNokasats BCe
26
27 CkpHBaTE HYMEBBIE 3HAYEHMA
28
3N THTE ANCT...
29
< ¥aanuts

PucyHnok 79 — KoHTekcTHOe MeHIo JiicTa

4.2.4 ybmpoBaTh JIUCT

JIrobo¥i 13 JIMCTOB 3JIeKTPOHHOM TabiMIbl MOXHO JybaupoBamb, TO eCThb CO3[1aTh KOIUIO
JIMCTA CO BCEM ero COJIep>KUMBIM.

YToOBI 1yOJIMPOBATH JIUCT, BHIIOTHUTE CIJIeYIOIIUe IeUCTBUS:

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

2. BeinonHuTe KOMaHAy KOHTeKCTHOTO MeHio JlyoupoBaTs (cM. PucyHok 79).

4.2.5 IlepeMecTHUTBH JINCT

[Topsimok cieioBaHUs JIMCTOB MOXHO U3MeHUThb. YTOOBI IlepeMeCcTUTh KaKoH-I100 JIUCT Ha
HOBYIO II03UIIMIO, BHITIOJIHUTE CJIelyIoIIue JeHCTBUS:

1. Bribepure 1UCT, KOTOpBIN TpeOyeTcs I1epeMeCTUTb.

2. 3axaB JIeByI0 KHOIIKY MBIIIIH, [TepeTalliyTe BKJIAAKY 3TOrO JINCTA HAa HOBYIO MTO3UIIHIO.

3. OTHYCTI/ITG JIeBYIO KHOIIKY MBbIIIIH, YTOOBI BHCl)I/IKCI/IpOBaTb HOBOEe II0JIOKeHHe JINCTA.
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4.2.6 U3menurs Macurad jgucra

[To ymosmganuio macitab kaxzoro yvcra cocrasisieT 100%. [Ipu Heo6xonrmocTu Macitabd
MO>XHO M3MEHWTb B OOJIBIIYI0 WA MEHBIIYI0 CTOPOHBI C IIOMOIIbI0 KOMAaHAHOI'O MEeHIO WU
CTPOKH COCTOSIHUSL.

YroObl M3MEHUTh MacIITab TeKyIero JIMCTa C IOMOIIBI0 KOMaH/IHOTO MeHIO, BBIIIOJIHUTE
CJIefyrolye qeiCTBUL:

1. Bribepute myHKT KOMaHJHOTO MeHI0 Bupx > Macmrrab (cMm. Pucynok 80).

2. B oTkpbiBIIeMcs IOJIMEHIO BbIOepuTe TpebyeMyro KOMaH[ly:

— YBeu4uTh MaclITad — yBeJIMUUTh TeKyIni Macirtad Ha 10%;
— YMeHBIIUTH MACIHITab — yMeHbIIUTh TeKylui Maciitab Ha 10%;

— ®dakTH4eckuil pa3mMep — yCTaHOBUTh MaciITab o ymondanuio (100%).

Eng O6wwi goctyn Hagcrpoikn  Cnpaeka

MacwTab r ¥eenmunTe MacliTah
R1C1 ¥meHblWWTE MacwTab
DakTHULCKWA pasmep Ctrl+0

Manene HCTpyMeHToE P

I BblpaBHWBAHKWE Yo

Pucynoxk 80 — KomangHoe mento Bug

YT0OBI UI3MEHUTH MacIITad TEKYIIero JMCTa C IOMOIIbI0 HHCTPYMEHTOB, PACIIOJIO>KeHHBIX B
CcTpoke cocTosiHu (cM. PrcyHok 81), BBINIOJIHKTE OJTHO U3 CIIeAYIOIMIMNX JeHCTBUN:

— 3axaB JIeBYI0 KHONKY MBbIIIM, IlepeMecTUTe OeryHOK BIIpaBO WA BJIEBO, YTOObI
YBEJIMYUTD WUJIU YMEHbIIIUTh MacCIlITab COOTBETCTBEHHO.

— Haxmure KHONKY +, YTOOBI YBEJIMUUTh MacIITab, WIA KHOMNKY —, YTOOBl YMEHbBIIIUTh
MaciTab. B kaxxnom citydae mar 6yaet coctaBiats 10%.

— BoizenuTe 3HaueHHe TEKYIEro MacliiTaba, pefJakKTUPyHTe ero BpyYHYIO U HAXXMHUTEe Ha
kiasuiy Enter.

— Haxmure Ha cTpesiKy, pacHoJiOXKeHHYIO CIpaBa OT 3HAYeHHUs TeKyllero maciraba, u

BbIOepuTe TpebyeMblii MacIITab U3 BbINAJAIOIIero CIIHUCKa.

=] +

o Astomatnuecku CYMM O CP3HAY 0 MUH O MAKC O CYET3 0 El— . +  100% v

Pucynok 81 — MHCTpyMeHThI U3MeHeHUsI MaciiTaba
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4.2.7 CKpBITH WIH 0TOOPa3HTh HyJIeBbIe 3HAYeHUs

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

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

1. IlpaBo¥ KHOIKOW MBIIIH IIEJIKHUTE 110 BKJIAJIKe TAHHOTO JIMCTA.

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

(cMm. PucyHnok 82).

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

-

PucyHnok 82 — KoHTekcTHOe MeHIo JIicTa

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

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

4.2.8 Ynanure aucCt

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

2. BbInoyIHATe KOMaH/ly KOHTEKCTHOTO MeHI0 Y JaiuTh (cM. PucyHok 82).

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

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

4.3.1 Pacumupurs padouyro 00J1acThb

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

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

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

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

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

IobaButh crpoku: n / Jlo6aButh crosbns: n (cM. PrucyHok 83).

7
18
19
0
1

P

Fed

22

73 I/\\s‘ JobBaenTe cTpoku: 2
24

23

Pucynok 83 — Jlo6aBnenue cTpok
— Beoigenure moOyio sideliky B IOcie[HeN CTpoke/cTosnbre pabodeil obsactu. YToObI
YBeIUUNUTh pabodyio 006slacTh Ha OJMH WM HECKOJIbKO CTOJIOIIOB, HCIOJIb3YyHTe

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

vcrosb3yWTe kiasuity Enter.
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4.3.2 BeigeauTh quana3oH si9eex

4.3.2.1 BpiietuTh IPOM3BOJILHBIN THANA30H STYeeK

YToOb! BBIIENIUTH IPOM3BOJIbHBIN JIMAIAa30H siYeeK, BOCIIOIb3yHTeCh OJJHUM U3 CIIeAYIOUIUX
CH0CO60B:

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

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

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

HpI/IMepr BbIJIeJICHWS ITIPOU3BOJIBHOT'O IHAIIdA30HA ss9eeK ITPeCTaBJIEHbl Hda pUCYHKAX 84-86.

o
|
&

PI/ICYHOK 84 — BbI,Z[EJ'IeHI/Ie IH1dlla30Ha g49eeK 10 TOPU30HTaIn

]

PucyHnok 85 — Beifienienne iyana3oHa siueek 0 BepTUKaIN

|

|

Pucynok 86 — BoiiesieHre quamna3oHa siueek 110 JuaroHaau
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4.3.2.2 BeigesinTh BCe S4eiiKHU JINCTa

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

— Bribepute nyHKT KoMaHHOTO MeHIo IIpaBka > Beigenuts Bce (cMm. PucyHok 87).

Mpaeka Bcraska @opmar  Tabawua  JadHme Keg

= OTMeHWTB Ctrl+Z

" ToeTopuTe Ctrl+Y

& Boipesats Ctrl+X

Kenupoeate Ctrl+C

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

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

Pucynok 87 — KomangHoe mento IIpaBka

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

Ecmm nHa svcre BbieneH o6bekT (M3obpaxkeHue, ¢urypa WM Auarpamma), Iepej
Bbl[leJieHrMeM BcCeX sd4YeeK C IIOMOIIIBK0 KOMAHIHOI'O MEeHK WIM COYeTaHUs KJIaBUIIl

CHUMMUTe BhblJejieHre C JdHHOTI'O 00BeKTa.

[Ipu mcnonb30BaHMM 3TUX KOMaH/I BBIJIEJISIIOTCS STYeUKY TOJIBKO Ha TeKylIlleM JIMCTe. S4eiku
Ha JIpYTUX JIMCTaX 3JIeKTPOHHOM TabJIMUIIbI He BBIIEISIOTCS.

HpI/I nepexoe Ha )lpyTOI\/'I JIUCT BblJleJIeHWEe MUdlld30Had Hd TeKYyIleM JIMCTe COXPAHIETCA.

4.3.2.3 CHATH BbIJieJIeHHe

YT0oOBI CHATH BBIIEIeHUe, IIeJIKHUTE JIeBO KHOKOU MBIIIH T10 JTIOO0U d4eiiKe JIUCTA.
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4.3.3 U3mMeHuTH pa3Mep sigeexk

Pa3Mep sg9eeK MOXXHO M3MEHUTb OJJHUM U3 CIIeAYyIoINX CII0coboB:

— YKa3daTb TOYHYIO IIMPHUHY U BBICOTY SA4Y€eK BPYYHYIO;

— aBTOMAaTHW4ecKH Noj00paTh IIMPUHY U BBICOTY STUeeK 110 COIEepKUMOMY.

YT0oObI U3MEHUTD pasmMep OJIHOW WJIM HECKOJIbKUX SYeeK, BBIIIOJIHUTE dlegyromiye IerCTBUS:

1. Broigenure 5TH sSUelKU.

2. Ortkpouite okHO Pa3mep sideliKH OHUM U3 CIIEAYIOMUX CIIOCODOOB:

— Bruibepute nyHkT komaHgHoro MeHio TaOGmmma > Pasmep sueiiku (cMm. Pucynox

88).

TaBavua  fadHeie  MHCTpyMeHTH

2
&
H
H
2]
8

2 i

BcTaeuTe cTpoky cEEpXRY

BcTaenTe cTpOKY CHMIY

BcTaeuTe cTonBey, cnega

Betagute cTonbey cnpaea

YaanuTe cTpoky

¥aanmTe ctonbey,

CkpbiTh CTROKY
MokasaTb cTpoky
CkpuTe cTonbel

[Mokazate cTonbey,

OBBelMHWTE AYSHKK
PazbegHUTE AYEKK

Pazmep Aueikn...

Bug OBwwi gocyn  Hag

Alt=A
Alt+B

Alt+L
Alt=R

Ctrl+Alt+M

Alt=Shift=M

Pucynoxk 88 — [TyHkT koMaHiHOTO MeHI0 Pa3mep siueliku

— Ha nanenmu uHCTpymeHTOB, B pasfene $I4eliKM HaXXMUTe KHOIKY (Pazmep

siyeiku) (cMm. Pucynok 89).
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ﬂ ~ B T & = B dakperwms v
HE‘ v E ﬂ % 'ﬂ'ﬁ Fpynnupoeate W

Auslkn

Pucynok 89 — Knonka Pazmep saeiiku

— HpaBoﬁ KHOIIKOW MBIIIX IIEeJKHHATE II0 BbIJEJIEeHHbIM S4YelMKaM W BbIIIOJHUTE

KOMdHy KOHTEKCTHOI'O MEeHIO PasMep STYefKH.

3. B okne Pa3mep siueiiku (cM. Pucynok 90) BbInosHUTE OIHO M3 CIJIEAYIONIUX JeHCTBUM:
— UYtoObI yKa3aTh TOYHBIE TapaMeTphl siueek, BBeuTe ux B nojisi Illupuna v BeicoTa
BPYYHYIO.
— YroObl aBTOMAaTHMYeCKH MOAO0OpaTh IMIMPUHY M BBICOTY SY€eK IO COJIepKUMOMY,

BbibepuTe 3HaueHre IlogoOpaThs aBTOMaTHYeCKH.

4. Haxmure kHonky OK.

Pazmep aueiiku X

O 3apats BpyuHyto

WuprHa
- el
2 15 w
Bricota
-~
0,53 cm w

MopobpaTk aETOMATNYECKW

Pucynok 90 — OxHo Pazmep sgeriku
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4.3.4 O0BbenMHUTD WIN Pa3beJUHUTD STYeHKH

4.3.4.1 O0peauHUTE A9eHKU

JItoboe KOMMYeCTBO siueeK Ha TeKYIleM JINCTe MOXXHO OObeJUHUTD.

[Ipu o6benuHeHNH sTueeK:

— OTMe4YeHHBIN JUAa30H CTAHOBUTCS eJIMHOU STYeHKOM;

— COXpaHSIOTCS JaHHbIe TOJIbKO U3 BePXHeU JIeBOU SUeiKU Auara3oHa;

— K OOBeAMHEHHOW s4elike NpUMeHsieTcsi GOpPMaTUPOBAHHWE BepXHEW JIeBOW SYeHKU
JuvarasoHa.

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

— Bribepute nyHKT koMaHIHOTO MeHIO Tabiuia > OobpequHuTh stueiiku (cM. Prucyrok 91).

TaBawua [JdadHwe  WHcTpymedtsr  Bug  OBwwid goctyn  Hag

Th BcTaewTb cTpoky cBepxy Alt+A
& BcTaewTb cTpoky cHW3Y Alt+B
B  Bcrasute cronBey coesa Alt+L
Ml Bcraeus cronbey cnpasa Alt=R
B ¥aannTe CTRoKy
ﬁ ¥aanuTte cTonbey
CKpBITE CTPOKY
Mokaszate cTpoky
CkpbiTe cTonGey
Mokazate cTonbey,
E  OBbegnHuTE AYEikKn Ctrl+Alt+M
fH PasbennHWTe AYERKK Alt+5hift+M

Pucynok 91 — Ilyukt komanaHoro MeHio O0beIMHUTH TYeHKH

— Ha nanenmu uHcTpyMeHTOB, B pasneiie fueiiku (cM. PucyHok 92) HakmMuTe KHOIIKY

= (O0BbemuHUTD STICHKH).

ﬁ w = O S E?:EKPEI'IHTI: w
HH v E ﬂ % ﬂﬂ Fpynnupoeats  w

Auerkn

Pucynok 92 — Knornka O0beJUHHTD ST9eHKH
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— HpaBOfI KHONKOM MBbIIIN INEJIKHUTE II0 JWAallda30HY BbIJJEJIEHHbIX sg49eeK W BBIIIOJIHUTEe
KOMdHy KOHTEKCTHOI'O MEHIO Oﬁ'[)EI[I/IHI/ITL AYeNKH.

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

4.3.4.2 PazpeqMHUTH TYCHKH

PazbeiMHUTE MOXKHO TOJTBKO Te STYEHKH, KOTOPble paHee ObUTH 00heIMHEHHDI.
YToObl pa3bequHUTL SYEeWKH, BBIJIEJIUTE SUelKy, CO3[aHHYI0 IyTeM OObeAUHEeHUs, U
BBITIOJIHUTE OJTHO U3 CJIeJIyIOLIUX JIeUCTBUM:

— Bpribepure myHkT koMaHaHOTO MeHi0 Taoymma > PazsequuuTh sraefiku (cM. PucyHok 93).

TaBnmua  JanHeie  Waetpyments  Bug  OBwwid goctyn  Hapg

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

B Yaanute cronBey

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

Pucynoxk 93 — [TyHKT kOMaHHOTO MeHI0 Pa3befUHUTH sTYelKHu

— Ha manenu wHCTpyMeHTOB, B pasfene Slueiiku (cM. PucyHok 94) HaXMUTe KHOIKY

FFH (PasbemuuuTs sueiikm).

E w @ O H EEaKp-ennTh W
H ~ E ﬂ @ ©H rpynnuposats  ~

Auekmn

Pucynok 94 — Knonka PazbpeuHUTH T9eiKH
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— IlpaBo¥ KHOIIKOM MBI IIEJKHUTE 0 BbIJIEJIEHHOW sYeliKe U BBINIOJIHATEe KOMaHAY
KOHTEKCTHOI'O MeHIO Pa3bequHUTD STUeHKH.
—  Haxwmure coyeranue knasum Alt+Shift+M / ~Option+{Shift+M.
JlaHHbIe, KOTOpbIe COfiep>KaTcsi B 00beIMHEeHHOU siuelike, MOMeIaloTCs B BEPXHIOIO JIEBYIO
sT9elKy TOJTy9eHHOI0 JIhara3oHa. S4erku Irarna3oHa HacieyoT popMaTHpoBaHHe 00beIMHEHHON

STYEUKH.
4.3.5 BcTaBUTH CTOJIONBI HJTH CTPOKH

4.3.5.1 BcTtaBuTh CTOJI0LBI

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

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

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

BcraButs crosber cipaBa (cMm. PucyHok 95).

TaBawua JanHwe WHotpymentw Bug  OBwwi goctyn Hag

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

Pucynok 95 — KoMaH[1pI BCTaBKU CTO/IO1I0B

— Ha nanenu uHCcTpyMeHTOB, B pazfeie f4deiiku (cMm. Pucynok 96) HaxxMuTe KHOIIKY

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

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

Auyenkn

Pucynok 96 — Knorku BcraBku cTos0110B
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— IllenkHuTe 1O BBIJIEJIEHHOMW SYEMKe WA 3aroJIOBKY BBIJIEJIEHHOTO CTOJIOIA MpaBoOM
KHOIIKOM MBIIIA ¥ BBIMOJIHUTEe KOMAHJy KOHTEKCTHOTO MeHI0 BcTaBUTH cTosberr

cineBa/BeraButh crondern cipaBa.

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

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

YT106BI JO6ABUTH HECKOJILKO CTOJIOIOB, BBIIIOJIHUTE CIIeYIOIHe e CTBUS:

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

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

BcraButs crosber cipaBa (cMm. Pucynok 95).

— Ha mnanemu wuHCcTpyMeHTOB, B pasfene $deiikm (cM. PucyHoxk 96) nHaxmure

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

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

BcraButh CTOJIﬁEII CIIpaBa.

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

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

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

crmpasa.

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

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

YToObI OBICTPO T06ABUTH OJIHY CTPOKY, BHITIOJTHUTE CJIeyIOIIHe JTeHCTBUS:

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

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

BcraButh cTpoky cam3y (cM. PucyHok 97).

Tabnwua  Jandwe  Wrctpyments  Bug OBwwin goctyn  Hag

Th BoTaEnTb CTROKY CEEpRY Alt+A
&= BcTaewte cTpoky cHM3Y Alt+B

Pucynok 97 — KoMaH[1bl BCTaBKU CTPOK

— Ha nanenu uHCcTpyMeHTOB, B pazfeie f4deiiku (cMm. Pucynok 98) HaxkxmMuTe KHOIIKY

75 (BcraBUTH CTPOKY CBepXxy) WK & (BcTaBHUTH CTPOKY CHH3Y).

<

H I
[ HH

T &P 3 B 3akperums v
E ﬂ % ﬂa Mpynnupoeate v

Auerkmn

Pucynok 98 — KHomnku BcTaBku CTpoK

— H_IEJIKHI/ITE IO BBIJIEJICHHOH SYeliKe WJIU 3dI'0JIOBKY BbIJIeJIEHHOM CTPOKH HpaBOﬁ
KHOIIKOM MBIIIW W BBIIIOJIHUTE KOMaHy KOHTEKCTHOI'O MEeHIO BcraButh CTPORY

cBepxy Wi BcTaBUTH CTPOKY CHH3Y.

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

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

YToOb! 106aBUTH HECKOJIBKO CTPOK, BBITIOJIHUTE CIIEAYIOIIMe IeACTBUS:
1. Boimenute Takoe KOJIMYECTBO CTPOK WM siUeeK I0 BePTHUKAJIM, KOTOpOe paBHSIETCS
KOJIMYECTBY CTPOK J|JIsl BCTaBKH.

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

BcraButh cTpoky cam3y (cM. PucyHok 97).

— Ha manenmu wuHcTpymeHTOB, B paszaeine Hdeiiku (cMm. Pucynok 98) nHaxkmwure

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

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

BcraBuTh CTPOKY CHH3Y.

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

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

YToOb! YIBOUTH KOJIMIECTBO CTPOK Ha JIUCTE, BBHITIOJIHUTE CIIeAYIOIIe 1eHCTBUS:
1. Beigenure nenmvkom Jr0060# cTosbert Ha jiicre (cM. paszaen 4.3.6.1).
2. BcraBbTe CTPOKU OJHUM U3 CIIAYIOMIUX CIIOCODOOB:
— IllesnkHuTe TpaBOM KHOMKOW MBIIIM 1O 0O0JIACTH 3arOJIOBKOB CTPOK M BBIMIOJIHUTE
KOMaH/ly KOHTeKCTHOTO MeHI0 BCTaBHTBH CTPOKY cBepxy wiu BcTaBHUTBH CTpOKY

CHH3Y.

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

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

4.3.6 BeigeuTh CT0JI01BI HJITH CTPOKH

4.3.6.1 BeimennTh CcTOJI0€I] WIIM CTPOKY

YTOoOBI BBIJIETIUTH CTOJIOEI] WK CTPOKY, BOCIIOJIL3YHUTECh OJTHUM U3 CJIeIyIONIHUX CIIOCOOOB:

— HaBengute Kypcop Ha 3arojoBOK CTOJIOIA WM CTPOKM TakK, YTOOBI KypCOp HPUHSII
BU + um —+. [llesikaUTE MO 3ar0/IOBKY JIeBOM KHOIIKOW MBIIIIH.

— IlenxuuTe 1o M060M siuelike B CTPOKe WM CTONOIle, KOTOPbIM TpebyeTcsl BbIIEIUTh.
Yrobbl BBIIENIUTH CTPOKY, HaxkmuTe coderaHve KkiaBuill Shift+IIpoden. YrTobbr
BBIIEJIUTE croJber, HaXMUTe coueTaHue KJIQBUIII Ctrl+IIpo6en /

{Shift+3Cmd-+IIpoGen.

YToObl BBIAENUTb BCe CTPOKM, B KOTOPBIX paclojioXkeHa OOBeIMHeHHas s4YerKa

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

{Shift+Cmd-+IIpoGe.

4.3.6.2 BpiietuTh IMana3oH CTOIOI0B HIH CTPOK

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

3. OrtmycTuTe JIeBYO KHOIIKY MBIIIIH.

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

Shift.
4.3.7 CKpBITH WIH MOKA3aTh CTOJI0eI] WIH CTPOKY

4.3.7.1 CKpBITH CTOJIOCI] WIIN CTPOKY

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

cTpoky (cM. Pucynok 99).
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Tabmmua  fanHeie  Whctpyments  Bug  OBwwia goctyn  Hag

T BcraewuTtk cTpoky cBepxy Alt=A
&= BcraewuTe cTpoky cHW3Y Alt=BE
B Bcrasute cronbey coesa Alt=L
Bl Bcrasute cronBey cnpaea Alt=R
& ¥panuTh cTpoky
B Yaanute cronBey
CkpmTe cTpOKY

Mokazats cTpoKy
Crn anf
CrpbTh cTONDEL,

Mokazate cTonbey,

Pucynok 99 — Komangnoe mento Tabauna

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

KOHTeKCTHOro MeHI0 CKpBITH cTos0en 1 CKpBITh CTPOKY.

CKpBITBIe 3JIeMeHTHl OTMedaroTCsl MapkepoM B 3arosioBke (cM. Prucynok 100).

1 5000
B 10000

Pucynoxk 100 — CkpbITble CTpOKH

CKprTbIe CTPOKHU U CTOJIGIII)I He BBIBOJSTCS HaA I1e4aTh.

4.3.7.2 Iloka3aTh CTOJI0€I] HLITH CTPOKY

YT0o6b! 0TOOPA3UTh CKPBITHIN CTOJIOEI] U CTPOKY, BBIIIOJIHUTE CJIelyIoIiye JeHCTBUS:

1. Bwimenurte aBe cTpoku Wi crtosbra (cM. pasnen 4.3.6.1) MeXxay KOTOPhIMUA HaXOAUTCS
CKPBITBIM 3JIeMeHT.

2. Beinonaute koMaHy 0TOOpaXkeHHs JIeMeHTa OJTHUM U3 CJIeYIOIIHUX CIIOCOO0B:
— Bruibepute nyHkT koMmaHjgHoro meHio Tabmuma > Iloka3aTths crosben/Iloka3aTth

cTpoky (cMm. Pucynok 99).
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— IIpaBo¥ KHOIIKOHM MBIITH IEJIKHUTE TI0 3ar0JIOBKaM BBIJIeJIEHHBIX CTOJIOIOB/CTPOK U
BBLITIOJTHUTEe KOMaHAy KOHTeKCTHOro meHio Ilokazath cromben wiv Iloka3aTh

CTPOKY.

ITocre BeIMOTHEHUS KOMaH/IbI OTO6pa)KaIOTC$I BCe CTpOKI/I/ CTOJ'[6HBI, CKPbIThIE I10J] MdpPKEpPOM.

4.3.8 IaMmeHnTH pasMep CTOJIOIA HIH CTPOKH

Pasmep cTpoku wim crosibia MOXXHO U3MEHUTh OJJHUM U3 CJIeAYIOLIUX CII0COOO0B:
— IepeMeCTUTb I'PaHMIly CTOJI01a/CTPOKU BPYYHYIO;
— aBTOMAaTHWYecKy 1oJ00paTh MIMPUHY CTOJIO1a/BBICOTY CTPOKH 110 COJIEP>KUMOMY;

— YKa3dTb TOYHYIO HIINPUHY CTOJ'I6LIa/ BBICOTY CTPOKH.

4.3.8.1 N3MeHUTH BPYUYHYIO0

YT0OBI U3MEHUTDH pa3Mep OJJTHOTO CTOJIONA UM CTPOKH, BBITIOIIHUTE CIIeqyIOIIue 1elCTBUS:

1. HaBemure Kypcop Ha IpaByIO I'PaHHUIly 3arojIOBKa CTOJIOIA MM HAa HUXKHIOIO T'PaHUILY
3aroJIoBKa CTPOKH TakK, YTOOBI KypCcOp IPUHSII BUJL IBYCTOPOHHE! CTPEeJIKU.

2. YIepxuBas HaXaTOW JIeBYyI0 KHOIIKY MBIIIM, IlepeMeCTUTe TIpaHully B Tpebyemoe
MIOJIOXKEeHKe.

3. OTmycTuTe JIeBYIO KHOIIKY MBIIIHW, YTOOBI 3aHUKCUPOBATh BEIOPAaHHOE TOJIOXKEHUe.

YToOBl yCTAaHOBUTH OJIMHAKOBBIM pa3Mep /Jisi HECKOJbKHUX CTOJIOIIOB/CTPOK, BBIIIOJTHUTE
clleflytoniye AeiCTBUS:
1. Broimenute maHHble CTOJIOIBI/ CTPOKH.
2. YcraHoBUTe JIsl OAHOIO CTOJIOIIA/CTPOKM pa3Mep, KOTOPbIN TpeOyeTcsl IPUMEeHUTh s
BCEeX BbIJIeJIEHHBIX CTOJIOIOB/CTPOK. JIj1s1 3TOTO0:
— HaBeaure kypcop Ha MpaByI0 TPaHUILY 3aroJIoBKa Jito60To cToIb11a Wik Ha HUXKHIOI
TPaHUITy 3arOJIOBKA JIFO0OM CTPOKU TaK, YTOOBI KypCOp MPHUHSI B/ JBYCTOPOHHEH

CTPEJIKH.

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

I10JIOXKEeHHe.

— OTnycryTe KHONKY MBIIIH, 4YTOObI 3aHMKCUPOBATh BIOpPAHHOE TOJI0XKEeHHUe.
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J11s1 BBIZIeJIeHHBIX CTOJIOIOB/CTPOK OyZeT aBTOMaTHYeCKU YCTaHOBJIEH pa3Mep, yKa3aHHBIM
JUUIS1 JAHHOTO CTOJI011a/CTPOKM.

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

IeUCTBUS.

4.3.8.2 IlomoOpaTh aBTOMAaTHYECKH

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

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

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

— IllenkHuTe TpaBOM KHOMKOM MBIIIA I10 3arojIOBKY CTOJIONA M BBIIOJIHUTE KOMaHAY
koHTekcTHOro MeHo IlTupuna cronoma. B okxe Ilupuna cronoma (cM. Pucynok 101)

BbiOepuTe 3HaueHre Ilogo0dpaThs aBTOMaTHyecku 1 HaxkmuTe KHONKY OK.

WwpwHa cronBua X

3a0aTh BRYUHYHD
WwpuHa

4,29 cm e

O Mogobpate aeTOMaTUYECKN

Pucynok 101 — Okuo Illupuna crosbmna

Yrobbl aBTOMAaTUUECKU 10J00paTh BBICOTY CTPOKA 10 COAEPXXUMOMY SYeMKu C
HauOOJIBbIIMM KOJIMYeCTBOM JIJaHHBIX, BBIIIOJIHATE OJJHO U3 CJIeYIOUIUX NeHCTBUM:
— HaBegute Kypcop MBIIIM Ha HM)KHIOKO I'DAaHUIly 3arojIOBKa CTPOKM TakK, YTOOBI Kypcop

IIPpHUHSAIT BU )IBYCTOpOHHefI CTPeJIKH, U ABAKbI IeJIKHHUTe MBIIIbIO.
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— IlenkHuTe mpaBoW KHOMKOW MBIIIM IO 3arojOBKy CTPOKM W BBIIIOJIHATE KOMAaHIY
KOHTEKCTHOTO MeHI0 BBHIPDOBHSATH 110 BHICOTE CONEpPIKUMOTO.

— IllenkHuTe NMpaBOM KHONKOW MBIIIA 1O 3arojIOBKY CTPOKU W BBINOJHUTE KOMAaHAY
KOHTeKCTHOro MeHI0O BwicoTa cTpokn. B okHe BwicoTra crpokm (cMm. Pucynok 102)

BbIOepuTe 3HaYeHHe IlogobpaTs aBTOMaTHYecKH 1 HaXkMHUTe KHOTIKy OK.

Bricota cTpoku >

334aTb BRPYYHYHD
BmcoTa

0.36 cm

o MogobpaTe aBTOMATHMYECKA

Pucynok 102 — OxHo BeicoTa cTpoku

YroObl aBTOMATHYeCKHM I[10/100paTh IIMPUHY/BBICOTY HECKOJIbKMX CTOJIOIOB/CTPOK,
BBITIOJIHUTE CJIeyIOIIue IeUCTBUS:
1. Boigenure TpeGyeMble CTOJIOIBI/CTPOKH.
2. BelinonHUTe aBTONOAOOP HIMPUHBI/BBICOTHI OJIHUM U3 CJIEYIOIIUX CIIOCOOO0B:
— HaBenute Kypcop MBIIIM HA TpaHUIy MeXAYy JBYMs JIIOOBIMM 3arojioBKaMu
CTOJIOIIOB/CTPOK B BBbIJIEJIEHHOM [Malla30He TaK, YTOObl KYpCOp MPUHSUT BHUJ

JIBYCTOPOHHEH CTpPeJIKH. [IBaXK/Ibl I1IeJIKHUTE MBIIIBIO.

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

II0 IIMPpHUHE COAEePKUMOro njin BI:IpOBHHTB I10 BBICOTE COAepPKHUMOro.

— IllenkHuTe NpaBOM KHONKOW MBIIIM 110 3aroJIOBKY JIOOOro CTO/OIA/CTPOKU B
BbIJIeJICHHOM JMalla3oHe U BBINOJIHATE KOMaHAy KOHTeKCcTHoro MeHio IIlupuna
cronbma wiu Beicora crpoku. B otkpbBiiemcs okHe (cMm. Pucynok 101 u
Pucynok 102) Bwibeputre 3HaueHuve IlogoOpaTh aBTOMATH4YeCKH U HaXXMUTe

kHonky OK.

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

CONEepPXXUMOMY YUK C HAauOOJILIIUM KOJIMYeCTBOM JdHHBIX.
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4.3.8.3 Yka3aTh TOYHBII pa3mep

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

1. BeigenuTte maHHbBIE CTOJIOIBI UK CTPOKH.

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

3. B orkpoeiBiieMcs okHe (cMm. Pucynok 101 u Pucynok 102) ykaxure Tpebyemyro
IIInpuny cronbnos wiv BeicoTy CTPOK.

4. Haxwmure kHonky OK.

4.3.9 3akpenurs CTOJIONBI, CTPOKH HJIH 00JIaCTh

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

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

Ecnu ctpoka winu cronber 3akpeluisieTcs NPU HaJWMYMM yXKe 3aKpelyIeHHOM CTPOKH WIN
cTosbIia, To MpeJblAyIias HaCTPOMKa IJIsl MIeHTUYHOIO 3jleMeHTa IlepecTaeT J1eHCTBOBaTh.

[Tpu pabote B npunoxennu « MoiiOduc Tabnuia» MOXXHO 3aKpeuTh:

— OJIMH WM HeCcKoJbKO cTonbioB (cM. Pucynok 103) — mpu mpokpyTke JMCTa BIIPaBO

0TOOpaXkaroTCsl TOJIBKO 3aKpellyleHHble CTOJIONBI, a BCe CTOJIONBI, KOTOpble HaXOASTCS

JieBee, CKPBIBAIOTCA C 5KPdHd,

= R ¥ IR S T B L

LT =T = = NS |

—_
=

Pucynok 103 — 3akpermuien crosnber; B
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— OJIHy WIM HeCKOIbKO CTpoK (cM. PucyHok 104) — mpu TpOKpyTKe JIUCTa BHU3

OTO6pa)KaIOTC$I TOJIbKO 3dKpellIeHHble CTPOKH, a4 BCe CTPOKH, KOTOPbIE HAXOOATCHI

BbIIIIE, CKPBIBAIOTCS C 3KPdHA;

A B C D E F
4
14
13
16
17
Pucynok 104 — 3akperieHa cTpoka 4
— CTONOLBI ¥ CTPOKHU OJHOBpeMeHHO (cM. PucyHnok 105) — npu npokpyTke JiMCTa BIIPaBo U
BHM3 OTODOpaXkaloTCsSl TOJIBKO 3aKpeIlVleHHble CTOJIOIBI M CTPOKH, a BCe CTOJIONHI,
KOTOpble HAaxOJSTCsS JieBee, U CTPOKU, KOTOpble HAxXOISTCS BbIIIe, CKPBIBAIOTCS C
DKpaHa;
B C G H J
3
4
13
16
17
18
19
Pucynok 105 — 3akperutens cron6isl B u C u ctpoku 3 u 4
— obJacTb 5KpaHa, B KOTOPOM BepXHeH JieBOM sSTYerKOU siBisieTcs sdeiika Al, a mpaBou
HIDKHEH SYelKOM — g4eliKa, yKa3aHHas [10/1b30BaTesIeM.
A B D E F G
1
2
3
9
10
11
12

Pucynok 106 — 3akperieHa obacTb
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4.3.9.1 3akpenuTh CTOJIOIBI WJIH CTPOKH

YToOBl 3aKpenmuTh OJWH WIM HECKOJIbKO CTOJIOIOB WJIM OJHY WM HECKOJIbKO CTPOK,
BBITIOJTHUTE CIIeAYIOIIMe IeHCTBUS:
1. Beigenute TpebGyemble CTONOIBI/CTPOKY TEIWKOM HWJIM BBIJIEJIUTE JII0060e KOJIMYeCTBO
siYeeK, pacioyIOKeHHbIX B TAHHBIX CTOJIOIIAX/CTPOKAX.
2. 3akpenuTe CTOJIOIBI/CTPOKUA OJHUM M3 CIeIYIOIINX CIIOCOOOB:
— BribepuTe myHKT KOMaHIHOTO MeHI0 Tab6smna > 3akpenuTh BbIOPaHHBIE CTPOKH
u cronousl (cM. Pucynok 107). B oTkpbiBmieMcsi MojIMeHIO BbIOEpUTe ITYHKT
3akpenuTh IO TOPH30HTANM, YTOOBI 3aKpPeNUTb CTPOKYU, WIM 3aKpenuTh IO

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

TaBawua  [fanHeie WMHotpymedte Bug  OBwwi poctyn Hapctpolikw  Cnpaeka
BeTaeute cTpoky cBEpxy Alt=A h+
BeTaEnTe CTRORY CHW3Y Alt+B

v Ly v 5

BripaBHUBaHWe Y

Betaeute cTonBey cnpaea Alt+R

===
o=
B} Bcrasuts cronBey caesa Alt+L
H
3 ¥aanuTb CTROKY

H

¥aanute cronbey

CKpbITL CTROKY
Mokasats cTpoky
CkpbiTe cTONGEL,

MokasaTe cTonbey,

ObbegMHUTE AUERKN Ctrl+Alt=M

PasbeguHWTE AUSH KK Alt+5Shift+M

H H 3

Pazmep aueirm..,

rlf.'p-EHOC no Cnosam

JakpenuTe BMEBRaHHBIE CTROKW W CTORGL B * JaKpEnHTE NC ropU3cHTaNN

3aKkpenuTe No BEPTHKANN

CHATL BCE IAKPENAEHHA

Pucynok 107 — [logmeHio 3akpenuTs BHIOPaHHBIE CTPOKHU H CTOJIOIBI

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

(cm. Pucynok 108).

— Ha nmanenu uHCTpyMeHTOB, B pazfiesie fluelikM Ha)kMWTe Ha CTpeJIKy CIpaBa OT

kHoTkM [ 3akpenuts (cM. Pucynok 108). B oTKpbIBIIEMCSl 1TOJIMEHIO BBIOEpHTe
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MyHKT 3aKPenuTh M0 FrOPHU30HTAJIM, YTOOBI 3aKPEUTh CTPOKU, WK 3aKPelmUuTh 10

BepPTHKAJIH, YTOOBI 3dKpeIInTb CTOJ'[6IIbI.

v B OmE = |E JakpenuTh |w v r::j "
i

D 33K|3E‘I’IL‘1TI:| no ropusoHTann

D 33K|3E‘I'IL'1TI:| no BERTHUEANN

S
—

JakpenuTe BeIBRaHHBE CTROKW W cTonBUE

-]
E®  3akpenuts ofinacts
=

Pucynok 108 — Knonka 3akpenutsb

4.3.9.2 3akpenuTh CTOJIOIBI U CTPOKH

YToOBI 3aKpenuTh OAHOBPEMEHHO U CTPOKH, U CTOJIOIIbI, BBITIOJIHUATE CJIe/IyIoliye JeMCTBUS:
1. Boigenurte m000e KOJIMYECTBO siueekK, pacIloyIOXKeHHBIX B CTOJIOIAX/CTpoKax, KOTOpble
HEeOOXOMMO 3aKPeITUTh.
2. 3akpenuTe CTOJOIBI U CTPOKH OJIHUM U3 CJIeyIOLIUX CIIOCOOOB:
— Ha nanenmu uHCTpyMeHTOB, B pasjese SIuelKku HaXXMUTe KHOMKY Y 3akpenuThb

(cMm. Pucynok 108).

— Ha maHenu MHCTpyMeHTOB, B pasnese SIueMKH Ha)XMWTe Ha CTpeJIKY ClipaBa OT
KHONKY i 3aKpenmuTh U B OTKPBLIBILIEMCS [IOIMEHIO BBIOEPUTE MYHKT 3aKpenuTh

BbIOpaHHBIE CTPOKHU U cToN0nbI (cM. Prcynok 108).

— H_[eJ'IKHI/ITe II0 34arojJioBKaM BbIJIeJIeHHBIX CTOJ'I6L[OB HIJI1 CTPOK HpaBOﬁ KHOIIKOM
MbBIIIIK YW BBIIIOJIHUTE KOMdHAY KOHTEKCTHOI'O MEHIO BHKPEHI/ITB BbIﬁpaHHbIe

CTPOKH H CTOJIOIIBI.

4.3.9.3 3akpenuTs 001aCTH

YT06bI 3aKpenuTh 00J1aCThb, BBIIIOJIHUATE CllefYIOlre JeUCTBUS:
1. Breimenure siueiiky, KoTopasi OyAeT sBJISTbCS IPAaBOX HUXKHeW sueiKoi 06J1acTu.
2. 3akpenuTe 001aCTh OJTHAM U3 CJIEYIOIIUX CIIOCOOOB:
— Ha manenu uHCTpyMeHTOB, B pazferne fI4eliKM HaXXMHTe KHONKY F 3aKpemuTh

(cm. Pucynok 108).
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— Ha nmanenu uHCTpyMeHTOB, B pasfene fdeMKu HaXkMuTe Ha CTpesKy CIIpaBa OT
KHONIKM F¥ 3akpenuTh U B OTKPBHIBIIEMCS TTOAMEHIO BbibepuTe MYHKT 3aKpemUuTh

obiacte (cM. Pucynok 108).

4.3.9.4 CHATBH 3aKpeIieHne

YToO6Bl CHATH 3aKpeluleHHWe BCeX CTOJIOLOB U CTPOK B JJOKYMeHTe, BBIIOJIHUTE OJIHO W3
CIIeYIOIUX JeUCTBUIA:

— Bribepute nmyHkT KOMaHAHOTO MeHIO Tabmuma > 3akpenuTh BHIOpaHHbIE CTPOKH H
cToIonp! > CHATH Bee 3akperuienusn (cM. Pucynok 107).

— Ha nanenu UHCTpYMeHTOB, B pasfiesie fI4elikM Ha)XKMUTe Ha CTPeJIKy CIpaBa OT KHOIIKU
B= 3akpenuTs U B 1oiMeH1o BbibepuTe TyHKT CHATH Bce 3akperuieHus (cM. PucyHok
108).

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

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

4.3.10 I'pynmupoBaTh CTOJIONBI WIN CTPOKH

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

> I'pynnupoBaTts cronbus! (cM. Prucynok 109).

Jannme  Muctpyments Bug OBwwi goctyn Hag

JagaTe MMA..,
¥npaeneHwne 3awmTol »

O6HoBWTE CEOAHYHD Tabanuy
HacTpoute ceogHyt Tabamuy

¥aanmTe cEogHyHD Tabauuy

lpynnupoBaTh cTpoKKM

lpynnupoBate cTonBup

pn He &

OUKMCTHTE FPYNNMPOBKY

Pucynok 109 — Komananoe menio /lannble
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2. Ha nanenu uUHCTpyMeHTOB, B pa3zfeiie SIdelikm HaXXMuUTe KHOIIKY ¢f I'pynnpoBathb

(cMm. Pucynok 110).

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

CTOJIOLBI.

e

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

Auenkn
'ﬂ'ﬁ [EyNNMpoEaTE CTROEW

Dg:l MEynnWpoeaTe cToABUR

3
—

= et - . e
5 DHMUCTTE FpyNnMpoBk

Pucynok 110 — Knonka I'pynnupoBatsb

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

CTOJIOLIBI.

Ecnu BbiziesnieH 1vana3oH siyeek, a He UCKIIFOUMTENIbHO CTPOKW/CTOJIOIBI, TO IIPH HAXKAaTHUX Ha
KHOIIKY ¢f I'pynnupoBath oTkpbiBaeTcsi okHO I'pymmmpoBka (cMm. Pucynok 111), B koTopom

HeobXx0JIMMO BbIOpaTh TpeOyeMble 3JIeMeHTHI.

Mpynnupoeka *

lpynnupoBaTe cTpOKM

Ipynnupoeate cTonbuk

OTMeHa

Pucynok 111 — Okno I'pynmupoBka
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HTOroBoii CTpoKOM KaXk[0H I'PYMIIbI SIBJISETCS camasi HWKHSS CTpoKa Ipymnibl. MToroseim
CTOJIO1IOM I'PyNIIBI SBJISIeTCS. KpaWHUM IIPaBbIN CTOJI0el] 3TOM I'PYMIIbI. 3aroJIOBOK UTOTOBOM CTPOKU
Y UTOTOBOI'O CTOJIONA OKpallleH CcepbIM I1BeToM. MOXHO co3AaTh 10 7 ypOBHel IpyIil.

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

YToOBl OUUCTUTD IPYIIIUPOBKY, BHIIIOJIHUTE CIIeyolue JeHCTBUS:

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

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

(cm. Pucynok 109) unu Ha maHend WHCTPYMEHTOB, B paszeiie flyedKH HaXXMHUTE Ha
CTpeJIKy CIipaBa OT KHOIIKU ¢f I'pynnupoBare u BbiOepuTe NyHKT OYHCTHTH

rpynnupoBkKy (cM. Pucynok 110).

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

KOTOpOM OTO6pa>KElI-OTC5{ Ha JAHHBIM MOMEHT.

4.3.11 YpanuTh CTOJIOIBI MU CTPOKH

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

CJIeIYIONIMUX CIIOCOOOB:

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

— Broibepute nmyHKT koMmaHAHOro MeHi0 Tabsmuma > Yaamurth crosden/yYmanuThb

cTpoky (cm. Pucynok 112).

TaBavua  fJanHeie  WHctpyments Bug  OBwwid goctyn  Hag

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

ﬁ ¥aanuTe cTonBey,

Pucynok 112 — Komanas! yianeHus CTPOK U CTOJIOIIOB
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— Ha manenu uHCTpyMeHTOB, B pa3zese H4deiiku (cM. PucyrHok 113) HaXkMuUTe KHOIIKY

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

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

Pucynok 113 — KHonku yniaseHust CTPOK U CTOJIOIOB

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

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

¥Cmd+-.

HpI/I HaJIMYHUH OTCl)HJIprOBaHHI)IX OAdHHBIX WJIKM CKPBITBIX BPYYHYIO CTOJI6IIOB HJIKn CTPOK

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

— Ilpu ynanenun ctonbIiia MeJIMKOM BMeCTe C HUM YJIaJIsITCS Y MOMaBIle B Hero siYeiku
W3 CKPBITBIX CTPOK.
— Ilpu ynaneHuu CTpOKH IeIMKOM BMeCTe C Hell yHaJiITCs Y MOoMaBIiive B Hee sSTYeWKU U3

CKPbBITBIX CTOJ'I6I_IOB o
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4.4 JleiicTBHA C JaHHBIMH

4.4.1 BBog maHHBIX

4.4.1.1 BBecTu naHHbIe B sT4eiiKy

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

— Bribepute mycTyto STYEMKy.

— JIBaKIpl IIEJIKHUTe TI0 siuelike, KOTOPYIO HeOOXOIMMO peaKTUPOBATh.

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

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

HCHOHBBYﬁTE CHMBOIJI «,».

3. CoxpaHuTe BBefIeHHbIe JJaHHbIE OJTHUM U3 CJIeJIyIOIIUX CIIOCOOOB:
— Haxwmure knaBuiry Enter Ha kiiaBuatype.
— B npaBoii yacTu cTpoku GopMys1 HOXKMUTE KHOIIKY ] (cMm. Pucynok 114).

— [lepeiiguTe K Apyrou siuerike JIUCTA.

YtobBI OTMEHUTH BBeJleHHbIe M3MeHEeHHWs BO BpeMs PeNdKTHUPOBAHHUS, BBIIIOJIHUTE OOHO M3

CIIeIVIOIIUX JeUCTBUIA:

— B npaBoii yacTu cTpoku GopMyIs1 HAXKMUTE KHOIIKY (] (cm. Pucynok 114).

— Haxwmure KJIaBUIITY Esc Ha KJIaBHUaType.

Al v fx 11 Q0

Pucynok 114 — Knonku BBofla 1 OTMeHBI BBO/IA JAHHBIX
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4.4.1.2 ABTOpacimmpeHue siaeex

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

— B HHEﬁKy BBOJOUTCSA TEKCT.

4.4.1.3 IInaBariee 0KHO pelaKTUPOBAHUS

[InaBaroiiee okHO penakTupoBaHusi (cM. Pucynok 115) mosiBisieTcs, Korja Iojib30BaTesb
pelaKkTUpyeT siYeiKy U repeMerriaeTcs 1o TeKyuemMy JIMCTY JIeKTPOHHOM TabIUIIbL.
OxHO oTobOpaXkaeT TeKyIlMe JJaHHble B siueiike, [IO3TOMY ero yIOOHO WCIIO/Ib30BaTh IPH

HaBUI'allUH I10 60JIbIHOMy MdCCHUBY OdHHBIX B JOKYMEHTeE.

10
11

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

Pucynok 115 — [1naBatoriiee 0KHO peJakTUPOBaHUsI

4.4.1.4 ABTO3anosiHenue sueex

ABTO3amno/iHeHre — 3TO aBTOMaTU4YecKasi 3allMCh JJaHHBIX B CMeXHble sueiku. B kauecTBe
obpasiia Jij1s 3aMoJIHeHUsT MOXKeT ObITh BhIOpaHa Kak OfHA siUekKa, TaK U TUana30H sSueex.

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

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

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

3aIllOJIHAKOTCH I10 IIpaBUJjildaM, OIIMCAHHBIM HUXe.

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

YToOBI MPYMEHUTH aBTO3aI0JIHEHHe, BBHITTOTHUTE CIIeAYIONIHe IeHCTBUS:

1.
2.

Beenute Heob6xoauMoe cofiepskuMoe B OIHY WM HECKOJIBKO CMEXKHBIX STUeeK.

Brinenure maHHbBIe SUYEHKH.

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

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

TOPH30HTAJIH.

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

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

4.4.1.4.1 ABTO3ano/THeHHe sTYeeK MOCIeI0BaTeILHOCTSIMH C apudMeTHYeCKOI nporpeccuei

Syeriku MOXXHO 3allOJIHATH IIOCIe[OBaTeJIbHOCTIMH JIaHHBIX B apUdMeTH4YecKOu

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

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

,HJ'IH dBTO34dIIOJIHEHHS BBIIIOJIHUTE C/IeyIolnne JIeMCTBHS:

1.
2.

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

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

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

TFOpPU30HTAJIN.

4.4.1.4.2 ABTO3ano/THeHHe sTYeeK MOCIeI0BaTeIbHOCTSIMH C FeOMeTPHYeCKOMH Iporpeccueit

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

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

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

1.
2.

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

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

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

TOPU30HTAJIH.

4.4.1.4.3 YMeHblIeHHe qUana3oHa JaHHEBIX

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

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

cTosIOIax clipaBa WU B CTPOKAX CHU3Y.

Yrto0ObI YMEHBIINTDb JHUAIlda30H, BBIIIOJIHUTE Clieayroiire HEﬁCTBHH:

1.
2.

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

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

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

AWalla30Ha, YIaJIATCA BCe JaHHbIEe.

4.4.1.4.4 OcHOBHbIe IPHUHITUITHI ABTO3AII0THEHUS STUeeK

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

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

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

Texcrl, Texcr3, Texkctb.

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

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

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

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

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

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

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

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

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

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

KaJIeHJaPHOM Pa3HHUIIBL.

4.4.1.5 TexcroBoe ¢popMaTHpoBaHue GpOPMYJI H YHCe

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

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

kak Tekct. Hanpumep: '=CYMM(B1;C1) v '00056.
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Anoctpod oTobpakaercs:
— TIpU BBIZIEJIEHUU STYeUKH — B CTPOKe GOpPMY!T;
— TIpYU pPeIaKTUPOBAHUHM STYEHKU — B siUeliKe U B CTPOKe GOpMY!L.

Ecmm TpebGyetcst oTMEHUTH TEKCTOBOe popMaTHpOBaHUe, YIaIuTe arlocTpod B sUerKe.

4.4.2 CopTupoBKa u QpuIbTpanus

B npunoxxennu «MorOduc Tabmmma» MOXXHO COPTHPOBATh U GUIBTPOBATh JaHHbIe BHYTPU

TeKYIIero JINCTa 3JIeKTPOHHOW TaOJIUIIBI.

4.4.2.1 Onpenenenne quana3oHa COPTHPOBKH M QMIbLTpanyu

YroOb! OnpesienUTh JUara3oH COPTUPOBKU U PpUIIbTPALIMU, BBIIOJHUTE CIIeAyIOIIYe IeMCTBUSL:
1. Brimenure nuana3oH sdeek, KOTOPBIA OyleT colep)kaTb BCe JlaHHbIe, IOAJiexalire

COPTUPOBKe U GUIIbTPAIUH.

Bepx#sis cTpoka ivana3oHa, OTMeYeHHasl ~ , He ydacTBYeT B IIPOIjecce COPTUPOBKU U

¢uibTpanyu. /lnana3oH JaHHBIX He MOXKeT COCTOSITh U3 OJTHOW CTPOKH.

2. Ha nmanenmu vHCTpymeHTOB, B pa3zeiie daunbie (cM. PrucyHok 116) HaxkmuTe KHONKY

N CopTupoBKa u ¢punbTpanus.

v 2R, B vl M
YI|v = o

o Vo BB -

daHHble Bcraeka

Pucynok 116 — Knonka CoptupoBka u ¢puibTpamus

AKTUBHBIN AUalla30H COPTUPOBKY U GUIIbTPAIIMU BBIIJISIIUT HA JIMCTe CJIeAyIoNMM 00pa3oM

(cMm. Pucynok 117):

— 3d4I'0JIOBKH CTOJ'[GI_IOB " CTPOK BBIIEJIAOTCA 3eJIeHbIM [IBETOM;

— BOKpPYT JUdIId30Hd 0To6pa>KaeTc;[ paMKa 3eJIeHOro IBeTd.
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4.4.2.2 ABTOMaTHYeCKOe oIpeJiejieHHe THana3oHa COPTUPOBKHU U GUIbTpaIiuu

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

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

J00ObIX pOPMATOB.

Jl1s1 aBTOOTIIpeie/ieHnsl Mara3oHa BEITIOJTHUTE CIIeIyIolIre JeHCTBHYS:

1. Brimenurte mycTyio siYelKy, TPaHAYAIIYIO C TMAla30HOM.

2. Ha nanenu uHCTpyMeHTOB, B pasnese lannble (cM. PucyHok 116) HaxxmuTe KHOIKY

v CopTupoBka u puibTpanus.

4.4.2.3 CopTupoBka

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

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

w W | pd |

@

10
11
12
13
14
15
16
17
18
19
20
21
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YT0oOBI OTCOPTUPOBATH JaHHBIE B CTOJIOIIE, BHIIOIHUTE ClleJIyIolre JeHCTBUS:

1. HaxmuTe KHOIIKY ~ B BepxHel siuelike AaHHoOro crosibua (cMm. Pucynok 117).

2. B oTKpeIBIIEMCSI OKHe HACTPOWKH COPTHUPOBKU U QUIbTpallMd BbiOepute crocob

COPTUPOBKH:

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

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

A B C D E

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

F G H

A-A A-A
Mo BO3paCTaHUID Mo yEwiBaHWo

OUUCTUTL BCE

Mockea

Cankr-NMeTepbypr

Pucynok 117 — OkHO HaCTPOWKMU COPTUPOBKYU U PUIbTPALUU
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4.4.2.4 dunpTpamusn

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

Yro6b! OTOUIBTPOBATH JIaHHBIe, BHIIIOJIHUTE CllelyIoIIye JeHCTBUS:

1. Haxmure KHONKYy ~ B BepxHeil sdedike cTosbija, B KOTOPOM HeOOXOAUMO
oTGWIbTPOBaTh AaHHbIe (cM. PucyHok 117).

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

3. Ilpu HEOOXOAMMOCTH HACTPOWTe NIMPHHY W/WUJIU BBICOTY OKHa:
— Yrobbl yBeIMUNUTH/YMEHBIIUTh IIUPHUHY OKHA, IlepeMecTUTe ero MpaByl0 TPaHUILY

BIPABO/BJIEBO.

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

BHH3/BBEpX.

— YroObl OJHOBpPeMEHHO HACTPOUTb IIMPUHY K BBICOTY OKHA, IlepeMecTHTe ero

HVDKHUM [IpaBbIi yroJl B TpeOyeMoM HalpaBleHUH.

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

yucna 12, 23 wnu 123.

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

oToOpaxkaTh B CTOJIOIIE.

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

3Ha4YeHH.

6. Haxmure kHonky OK.

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

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

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

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

TeKyllero wiu apyroro gokymenTta «MoiOduc Tabnuiay.

4.4.2.6 ObHOB/IeHHe GUIBTPA

Ecim B mporecce paboThl 3HaueHWs] B BBIOpAHHOM JIMANa30He W3MEHWJIMCh, MOXXHO
MIOBTOPHO OT)UILTPOBATH JIaHHbIE Oe3 epeHacTpPorku ¢uibTpa. Jliist aToro:
1. Ha maHeny MHCTPyMeHTOB, B pa3zeiie [laHHBbIe HOXKMUTe Ha CTPeJIKY CIpaBa OT KHOIIKU
v CopTtupoBka u ¢unbrpanus (cMm. Pucynok 118).

2. B BeImagaroreM MeHio BeibepuTe KoMaHy OOHOBHUTH.

CHE O w53 -

OBHOBWTE
Bcraeka

Pucynok 118 — Komanga O0HOBUTH

4.4.2.7 3aBepuieHue padoTHI C JHANTA30HOM COPTHPOBKH U QHILTPAIHH

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

(cMm. Pucynok 119).

A
Y By O S
D o~ B4 A @) -

=

[NaHHbie BcTaska

Pucynok 119 — Knonka CopTupoBka 1 GpuiIbTpanus

[Tocre 3aBepiiieHyst paboThI C AUANIA30HOM B TaOuMile COXPAHSIOTCS TOJIBKO pe3ysibTaThbl

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

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

YucrnoBble ¢popMaTrhl BaXkKHBI ISl PAaBWIbHOM MHTEPIPeTallud JJaHHBIX MPU Ollepalusx B

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

4.4.3.1.1 O6mmit

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

B nanHOM dopmarte aBTOMaTUYeCKU [1epeBOJSATCS B SKCIIOHEHIIUAIbHYIO GOpMY:

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

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

[IpeoGpa3oBaHue B 3KCIOHEHITUAIBHYIO GOPMY OCYIIECTBIISeTCs MOCie 3aBepIleHus BBOja

YHCIIa B SYEHKY.

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

4.4.3.1.2 Yuciaosoin

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

s opmara UncaoBoOH MOXXHO HACTPOUTH CJle/lytoIliye ITapaMeTphl:

— oTobpaxkeHHe pa3JiesiuTelis ITPYIII pa3psi/ioB;

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

— THI NpefiCTaBJIeHUs] OTPUIIATeSIbHBIX YHCel.

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

BBITTOJTHUTD C TIOMOIIIBIO KHOTIOK, PACIOJIOKeHHBIX Ha TTAHeJIM MHCTPYMEHTOB (CM. pa3zen 4.4.3.4).
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4.4.3.1.3 JleHexkHBIH

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

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

(cm. Pucynok 120). 3Hak BatOTHI, UCIIOJIb3yEeMBbIi 110 YMOTYaHHUIO, MOKHO U3MEHUTb.

A1 v fx 1004,12

A
1 1 004,12p

Pucynok 120 — Yucno, npenicraBnenHoe B popmate JleHekHbIH

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

CIIelyIolve IeNCTBUS:

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

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

P (Hdenexwusbrii popmar) (cM. Pucynok 121).

CBwmia v D

El o, 00 00 [~

Yucnoson fopmar Aueri

(B HH

Pucynok 121 — Knonka Jlenexusniii gopmar

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

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

— BYR - o603HaueHue 6eopycckoro pyouis.

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

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

Ecnmu s sveiiku BbiOpaH ¢opmar TekcToBbIi, TO IpU BBOJe KOJa BallOThl popmaT

NAHHOU STYeUKU He U3MeHSsIeTC.
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s uncia B popmare JleHekHBIN MOXXHO HACTPOUTD CJIeIyIOIIMe TTapaMeTphl:
— BbIOpaTh KOA WIA CUMBOJI BaJIFOThI, CJIEAYIOIIUH 32 YUCIIOM;
— yKa3aTb KOJIMYeCTBO 3HAKOB, 0TOOpaXkaeMbIX T0CJIe 3allsiTOM;

— Bbl6paTb THUII IIpeJCTaBJIeHWs OTPHUIlaTeJIbHbIX YHCeJl.

Hactpoiika yka3zaHHBIX IIapaMeTpPOB OCYIIECTBJISIeTCS C IIOMOIIBIO OKHAa HacCTpoeK
gyrcsioBoro ¢opmata (cM. pasznen 4.4.3.3). HacTpoliky kojmdecTBa 3HAKOB TOCTIe 3aMATOM MOXHO
TAaKXKe BBINOJHUTb C TIOMOIIBIO KHOIIOK, pACHOJIOKeHHBIX HA I[aHeJId WHCTPYMEeHTOB

(cm. pasnen 4.4.3.4).

4.4.3.1.4 PuHaHCOBBII

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

[Ipu BBOzE uKicen B PuHaHCOBOM dopMarTe:

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

— OTpuLaTeJIbHbIe YMUCJld B sTYelKe 3aKJII0YarTCs B KpyTJible CKOOKH.

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

B UCXOJHOM BUJle (cM. Pucynok 122).

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

Pucynok 122 — OtpunarensHoe unciio B popmate PUHAHCOBBIN

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

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

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

(c™m. paznen 4.4.3.4).
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4.4.3.1.5 1ata, Bpems, /lata u Bpems

Ecmm B sueliky BBojguTCs 4yMcio B dopmare JaThl, BpEMEHU WJIM J1aTbl U BPEeMeHU, TO
JJAaHHOM siuelike aBTOMaTHM4ecKd HasHavyaeTcsi ¢opmar [ara, Bpemsa wiu Jlata u Bpems
cooTBeTCTBeHHO (cM. Pucynok 123—-PucyHnok 125).

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

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

A1 v {x 18.07.2022

A
1 18.07.2022

Pucynok 123 — Yucino B popmate [lara

A1 v fx 12:25:00

A
1 12:25:00

Pucynok 124 — Yucio B ¢popmate Bpems

AT v fx 18.07.2022 12:25:00

A
1 18.07.2022 12:25

Pucynok 125 — Yucno B popmare [laTa u Bpems

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

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

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

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

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

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

(cm. PucyHnok 126).

Al v fx 0,253

A
25,30%

Pucynok 126 — Yucno, npencrasnenHoe B ¢popmate IIporeHTHBIH

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

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

2. Ha naHeny UHCTPyMeHTOB, B pasfiene UmuciaoBon ¢popmar (cMm. PucyHok 127) Haxxmute

KHOTIKY % (IIponeHTHBIi popMaT).

OB LM v & v

P 0{,.‘0 o0 oo HH w

Aueiaki

[ HH

Yucnoson GopmMaT

Pucynok 127 — Kuonka IIponenTHbIi popmart

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

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

pacIionoXeHHbIX HA MTaHeJId UHCTPYMeHTOB (CM. pasfen 4.4.3.4).

4.4.3.1.7 [IpobHbIi
IToT popMaT UCHONB3YeTCs IS MpefCcTaBiIeHus] APOOHBIX YKcesl B BUAE OOBIKHOBEHHBIX
npobeii. To ectb pApoOHas dYacTh 4KCIAa 3aMeHsleTCs Ha YHCIWTeIb W 3HAaMeHaTelb

(cm. Pucynok 128).
B ¢popmate [IpobHBIi ynciuTesNb ¥ 3HaMeHaTellb BBIYUCISIOTCS IByMsI CIIOCOOaMMU:

To4HO (Harpumep, 0,5 = 1/2);
npubnmsuTenbHO (Hanpumep, 1,6789 = 1 2/3).

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' MWy, 2013-2024 118



MonOdonc

Al v fx 1,6789

A
1 12/3

Pucynok 128 — Yuco, npezncrasienHoe B ¢opmate JpooHbIi

4.4.3.1.8 DxcnoHeHIMAIBHEBIA

IJKCIOHeHIUAJIBHBIN (WM Hay4Hbl) GOpMaT HCIOIb3yeTcsl i Ipe/iCTaBIeHUs
60IbIINX YKCceN B KOPOTKOM dopMe.

B OxcmonennmpanbHOM dopMare YacTh BBEAEHHOrO 4YWcia 3aMeHsiercss Ha E +n,
rie E o6o3HauaeT s3KcroHeHIIMaIbHOe TpefiCTaBlieHHe — YMHOXeHHe TPeIIIeCTBYIOIIero Yucia Ha
10 B crenmenu n. Hampumep, B JKCIOHEHIMAJbHOM ¢opMaTre Macca IUIaHeTbl 3emiis
(5980000000000000000000000 kr) oTobpaxkaercst kak 5,98E+24, yro o3Havaet 5,98, yMHOXXeHHOe
Ha 10 B 1BafiIIaTh YeTBEPTOM CTEIeHH.

Ecmm k siueiike nmprMeHeH OKCIOHEHIMAIBHBIN GOpMaT, TO YUCIIO B sTYeiiKe 0TOOpaXkaeTcst
B OKCIIOHEHIIMAJIbHOM IIpe/ICTaBJIeHUH He3aBUCUMO OT TOrO, KaKoe KOJIMYeCTBO CUMBOJIOB OHO
conmepxut. Ilpu aTomM uymcia, KOTOpble cojepXaT A0 15 CUMBOJIOB BKJIIOYWTEIBHO, B pexxume
pPelakTUpPOBaHUS U B CTPOKe GOPMYJT OTOOPAXKAIOTCS B UCXOAHOM BHUJIE.

Yucno B dopMare DKCHOHEHIHMANLHBIN IpPE/ICTAaBIIeHO B sdeiike CielyIonuM obpa3oM
(cM. Pucynok 129):

— llenas yacTh, Bcerya cocTosias u3 OJHOU 1HUPPHI.

— Paznenurens nenoit ¥ [po6HOM YacTH.

— JlpobHas 4YacTh, IO YMOJIYaHHUIO cocTosmias M3 JByx mudp. Ilpu HeobxomumocTu

KOJIMYeCTBO 3HAKOB B JPOOHONW 4YaCcTM MOXHO YMEHBIIUTb WIH YBEJIUYUTD
(c™m. paznen 4.4.3.4).
— Ilokasarenp crenmenu uwcia 10 B Buae E<3Hak mokazaTesis CTeIlleHH><IIOKa3aTellb

CTeIleHn>.

Al v fx 86952

A
1 8 70E+04

Pucynok 129 — OTobpakenue uncia B popMaTe DKCIIOHEeHIUAIbHBIHI
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4.4.3.1.9 TexcroBrIit

Yrobbl HekoTOpble uyucia B npuwiokeHnd «MoiOduc Tabmuua» BOCIpUHUMAINCh Kak
TeKCT, ucnosb3yite TexkcroBeit popmaT BMecto HucnmoBoro v Odmero.

TexcToBelli PopMar npesiHa3HadeH ISl TOrO, YTOOBI OTOOpaXkaTb U COXPaHSTH JaHHBIE B
sq4yelike B TOM BHJle, B KOTOPOM OHHU ObliM BBefieHbl. Hampumep, HoMepa KpeAWTHBIX KapT WA
Jpyrye 4YMCIIOBble KOIbl, KOTOpBIe cojepkaT 16 nudp u 6oee.

B TexcroBom ¢popmare gaHHbIE B siuelikKe BbIPABHUBAIOTCS 110 JIEBOMY Kpalo.

4.4.3.2 Onpenenuts popMat sueKH

[To ymomyaHuto IIpy CO3/1aHUM JJOKyMeHTa BceM suelikaM IprcBauBaeTcs ¢popMaT OOmmuii.

YT0o68b! M13MeHUTDb GOpMaT, BBIIIOJIHUTE CIIeiyIole 1efCTBUS:

1. Brimenure TpebyeMylo siUelKy/Iuala3oH sdeeK WM CTPOKW/CTOJIOIBI, B KOTOPBIX
TpeOyeTcsi U3MeHUTb GpopMarT siueex.

2. Ha naHenu MHCTpPyMeHTOB, B pasfesie UuciioBoM ¢opMaTt IIeJKHUTe 110 IIOJI0, B
KOTOpOM OTOOpakaeTcsi HaMMeHOBaHMe Tekylero ¢opmara, U BblbepuTe TpebyeMblii

dopmat u3 Beinagatoiero crvcka (cMm. Pucynok 130).

Loy v o osumi
BoipagHMBaHKe
Yucnosoh
JeHemHin
PHHAHCOBMIA
lata
Bpemn
Jata v epemn
MpoueHTHBIR
ApobHbii

SKCNOHEHLWANBHBIA

TekcToBERIA

[MapameTpol...

Pucynok 130 — Onpenenenue dopmara siueriku
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4.4.3.3 Hacrpoiiku popmartoB

[Tpy Heo6xo0IMMOCTH MO>XHO HACTPOWUTh OTOOpakeHHWe AAHHBIX B siYeHMKax, Uil KOTOPBIX
BbIOpaH ¢popmaT Unciosoii, [lenexupnii, PunancoBsbii, [laTta n/wim Bpems u IlponeHTHBIH.
J1715 HACTPOWMKY BBITIOJIHUTE CJIeyIOIIne IeUCTBUS:
1. Beimenute s4elKy/muana3oH S9YeeK WIA CTPOKH/CTOJNIOIBI, B KOTOPBIX TpebyeTcs
HACTPOUTH OTOOpa’keHre TAHHBIX.
2. OTkpoiTe OKHO HAaCTPOMKHU (pOPMATOB OJTHAM U3 CJIEYIOIIUX CIIOCODOB:

— Bribepure nyHkT KoMaHHOTO MeHio ®opmar > UncioBoii popmar (cm. PrucyHok 131).

Qopmar | Tabavua  JdadHwe  MH

Wit r
BmpaeHueanne r
MoeopoT TekcTa r

Uucnoeoi ¢opmar...

OBnacTe Nneyatu k

CoxpaHnTe n3oGpameHue..,

Pucynok 131 — IlynkT komanaHoro mesto YuciaoBoi ¢popmar

— Ha maHenu WHCTPYMeHTOB, B pasfiejie UYucioBOM ¢opMaT pa3BepHUTE CIIMCOK

¢dopmatoB u Beibepute nyHKT Ilapamerpsl (cM. Pucynok 130).

— OTKpOﬁTe KOHTEeKCTHOe MEHIO IIeIYKOM HpaBOﬁ KHOIIKM MBIIIIHK I10 BbIJe/IeHHbIM
g4yeikaM WM 110 BaFOHOBKaM/COHep)KI/IMOMy BBII€JIEHHBIX CTpOK/CTOJI6LIOB.

BelinosiHATe KOMaHly KOHTEeKCTHOTO MeHIO YmciioBoii ¢popmar.

3. B oxne YwucinoBoin ¢opmar, B cromucke ciieBa BblOepure TpeOyemblii dopmaT
(cMm. Pucynok 132).
4. YxaxuTe rMapameTpsl JaHHOTO popmara (OIMcaHue ImapaMeTPOB CM. HHXKE).

5. Haxmwure kHonky OK.

Mexny osneMeHTaMHd OKHa YmciIoBoil ¢opMaTr MOXHO IlepeMellaTbCs C TOMOIIbIO
kiaBuil kiaBuatypel Tab (ciieBa HampaBo) u Shift+Tab (cnpaBa HaneBo). Eciu B okse

BblJieJIEH CIIMCOK, TO II0 ITYHKTaM CIITMCKd MOXHO IlepeMelidTbCAa C IOMOIIbIO KJIIABUIIT l, u T
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4.4.3.3.1 Ilapamerpsl popmara «HucioBoi»

s popmara UuciioBoi MOXKHO HACTPOUTH Cllellytolye nnapamerpsl (cM. PucyHnok 132):

— Pa3pgensars rpynnsl paspsgoB — eCcid (UIKOK YCTAHOBIJIEH, TO TPYIIIbI pa3psiioB

B YMCJIaX pasfeisiorcs mpobermoM. Hampumep, wmcio 123456,00 orobpajkaercss Kak

123 456,00.

— Ymcio NeCATHYHBIX 3HAKOB — C IIOMOIIBIO IaHHOI'O CUEeTYHMKa MOXXHO YBeJIMYWUTL WU

YMEHbIINTb KOJIMYeCTBO 3HAKOB, OTO6p3)K8€MbIX Iocjie 3aIgTod. YBelndeHue u

yMeHbllleHrWe pa3psagHOCTU MOXKHO TaKXe

BBITIIOJIHUTD

C IIOMOIIBIO KHOIIOK,

PacIiooXeHHbIX Ha MaHeJId MHCTPYMeHTOB (cM. pasfen 4.4.3.4).

— OTpI/IIIaTEJIbHI)Ie YHucljla — THII IIPpeAcTaBJIEHUs OTPHIATEJIbHbIX 4YKUCeJl B c])opMaTe

YucioBoMH.

Hucnoeoii dopmar >
GELIJ'MH u:':l:'ﬁfi
Ywvecnosoi 1012,12
JeHexHblA
PazgenaTe rpynnel pazpasoe
MWHAHCOBbIA
Yncao AeCATHYHBIX 3HAKOE
Jata 1 epemn .
2 w
MpoueHTHBIRA
,ﬂ,pDEHHﬁ C:T|3I.1LI|-?!TE.'I:HI: e 4Yyncna
JKCNOHEeHUWAaNLHbIA -100
TekcToBbIi -100
100
(100
(100
Pucynok 132 — Oxuno YucnoBoii popmar
© 000 «HOBBIE OBJTAYHBIE TEXHOJIOT'UW», 2013-2024 122



MonOdonc

4.4.3.3.2 IlapameTtps! popMarta «JleHe:KHBII»

s NeHexHoro ¢popmaTta MOXXHO HaCTPOUTH CJleflyloliue rnapamerpsl (cM. PucyHok 133):

— O0Oo3HaueHHe — CHUMBOJI WIA KOJl BAJIFOTHI, CJENyIOIMH 3a 4uciIaMd B JleHexHOM
¢opmare.

— Ymncno mecATHYHBIX 3HAKOB — C IIOMOIIbIO JAHHOT'O CYeTYMKAa MOXKHO YBEIWYUTh WU
YMeHBIIUTb KOJIMYeCTBO 3HAKOB, OTOOpakaeMbIX IIOCJe 3alsToi. YBejludeHue WU
yMeHbIlIeHVe pa3psilHOCTU MOXKHO TakXKe BBIIOJHUTb C IIOMOIIBIO  KHOIIOK,
PAaCIIONIOXKeHHBIX Ha MaHeJId HTHCTPYMEeHTOB (cM. pasfien 4.4.3.4).

— OTpunarenbHble YHCJIA — TUI [IPeJICTaB/IeHUs] OTPUIlATeIbHbIX uucell B JleHexHOM

¢opmare.

Hucnoeoii dopmar *

OB KA
1012,12¢

Yucnosor

JeHexHbIn

OBosHaueHne
DHHAHCOBbI Poccuinckuin py6ne (B) v

Larta v epema
L WMCAD 4eCATHHHBIX 3HAKOE
MpoueHTHBIR

Eal

2 w
L pobHbIR

- OTpyuaTensHele YACna
SKCI'IDHEHLI,HE.ﬂhHhIH L

TekcToBbIH -100

i
_'|.|.|
o

Pucynok 133 — Ilapametpsl popmara {eHe:kHbINH
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4.4.3.3.3 IlapameTtps! popMmaTta «PHUHAHCOBBIH»

Hns  PuHaHcoBoro  ¢dopMara MOXHO  HACTpPOUTh  Cllefylolllie  I1apaMeTphl

(cm. Pucynok 134):

— OO0Oo3HauyeHHe — CHMBOJI WIA KO BaJIIOTHI, CIEAYIOIHUHK 3a 4uciaMi B PHHAHCOBOM
¢opmare.

— Ymucio mecITHYHBIX 3HAKOB — C ITOMOIIBIO IAHHOTO CYETYUKA MOXKHO YBEJTUYUTDb WIN
YMEHBIIIUTh KOJMYeCTBO 3HAKOB, OTOOpakaeMbIX IIOC/Ie 3amsTod. YBeJlWdeHWe u
yMeHbIlIeHWe pa3ps/THOCTH  MOXKHO TakKXKe BBIMOJHUTh C IOMOIIBI0  KHOTIOK,

PacIiooXeHHbIX Ha MaHeJId MHCTPYMeHTOB (cM. pasfen 4.4.3.4).

Yncnoeoid gopmar X
OELU'Mﬁ Ubpazey,
dneronod 1012128
JeHesHbIi OB azHAYEHNE
DMHAHCOBLIA Poccnitckwia pybas (P) M

Jarta 1 epema
Yucno AECATHHYHBIX 3HAKOE
[MpousHTHBIRA

4

2 v
O pobHbii

JKCNOHEH LW ANEHBIRA

TekcToBbIA

Pucynok 134 — [1apamerps! popmaTta PHHAHCOBBIH
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4.4.3.3.4 Ilapamerps1 popmartoB «/laTa», «Bpems», «/lata u Bpemsi»

Hns sueek B ¢dopmarax [ara, Bpems, [lata u BpemMsi MOXHO yKa3aTb ¢opmar

oTobpakeHus 1aHHbIX (cM. Pucynok 135):

— FEcmu pna sveiiku BbiOpaH ¢opmaTt [ara, Bbibepure B crnucke Jlata d¢opmar

oToOpakeHMs J1aThl, a B ciucke Bpems myHkT Her.

— FEcmu pna sgeviku BeiOpan dopmaT Bpems, Beibepute B ciimicke laTa mynkt Her, a B

cnivcke Bpemst dopmaT oToOpakeHUsI BpeMeHH.

— Eom gnsa sueiiku Beibpan ¢popmar Jlata u BpeMms, BolOepuTe B crucke Jlata ¢popmar

oToOpakeHUsI JIaThl, a B criricke Bpemsa ¢popmat oToOpakeHUs] BpeMeHH!.

Yucnoeoii doprar x
GIELU'Mﬁ u:-3|3-?!.:ELI,
UnCAOROR 8 okTAbpA 1902 r.
JeHexHbIiA [lata Bpema
MMHAHCOBLIA Her o
S L B 23 mona 1995 r. 11:59
MpoueHTHBIIA BockpeceHbe, 23 wionA 1995 r 11:59:59
ApobHeiiA 23.07.1995
JKCNOHEH LW ANEHBIRA 23.07.95
TekcToBbIF 23.7.95
23-1on
< ) >
Pucynok 135 — [lapametps! ¢popmaroB [laTa, Bpems, [lata u Bpems
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4.4.3.3.5 Ilapamerps1 popmarta «IIponeHTHBII»

C nomomipio cueryrka Ymciao mecITHYHBIX 3HAKOB (CM. PucyHok 136) MOXXHO yBelnuuuTh

WJIN YMEHBIIWUTDb KOJIMYECTBO 3HAKOB, OTO6p8)KEl€MbIX B YMCJIaX I10CJIe 3allSITOM.

YBenmmueHve u yYMeHbIlIeHre Pa3pAJHOCTH MOXHO TdKXXe BLIIIOJIHUTH C IIOMOIIBIO KHOIIOK,

PAaCIIOIOKeHHBIX Ha TTaHeJId UHCTPYMeHTOB (CM. pasfen 4.4.3.4).

Yncnoeoid gopmar

OB KA

Yucnosoi
JeHesHbIA
MHaHCOBLIA

Jarta 1 epema
[MpousHTHBIR

O pobHbii
JKCNOHEH LW ANEHBIRA

TekcToBbIA

OBpazew;

Yucno AECATUYHBIX ZHAKOB:

2

i
R

101212,00%

Pucynok 136 — [lapametps! popmara IlponeHTHBIH
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4.4.3.4 YBeIMunTHh WIH YMEHbIIUTh Pa3psATHOCTb

Hns uucen B ¢opmatax YUmcinoBoi, [eHexxHblli, PunHaHCOBbINH, I[IpomeHTHBIH Uu
DKCIOHeHITHAILHBIA MOXXHO YBEJIMYUTh WIA YMEHbBIIUTh KOJWYeCTBO 3HAKOB, OTOOpPakaeMbIX
I10CJIe 3alATOM.

[Ipu yMeHbIIEHWH KOJIWYECTBAa 3HAKOB IIOCJEHUNA BUJUMBIM pa3psi/i aBTOMATUYECKU
OKDYIJISIeTCSl B 3aBUCHMOCTU OT CKpbIBaeMoro 3Haka. OKpyTjieHHe BBIIOJHSeTCS 10 CTaHIapTHBIM
MpaBUJIaM.

Hacrpoiiky kosuMyecTBa 3HAaKOB, OTOOpa)kaeMbIX IIOCJe 3alsiTOM, MOXXHO BBIIOJIHUTH C
MIOMOIIIBIO:

— OKHA HaCTpOeK YrcIIoBOro ¢popmara (3a UckitouyeHrueM popmaTa JKCIIOHEeHIMAIbLHbBIN)

(c™m. paznen 4.4.3.3);

— KHOIIOK, PACIIOJIO’KEHHbIX Ha ITdHeJIM HHCTPYMEHTOB.

YTOoOBI YBEJIMUUTD WK YMEHBIITUTh KOJIMYECTBO 3HAKOB T10CJIe 3alsITOM C ITOMOIIbI0 KHOIIOK
Ha MaHeJIM UHCTPYMEHTOB, BHITIOJIHUTE CJIeAYIOIIue IeWCTBUS:
1. Beimenure siueiiky Wi IyMana3oH siueek, KOTOpble cojiepXkat TpeGyeMble Yrcia.
2. UTOoOBI yBeIMUYWTH KOJMYECTBO 3HAKOB IOCJIe 3allsiTOM, Ha IaHelId WHCTPYMEHTOB, B
., 8]8]
paszniene YucaoBoi ¢opmMaT HAKMUTe KHONKY -5 (YBeJIHMYHTH PpPa3psSgHOCTD)
(cm. Pucynok 137). UToObl yMeHBIIUTh KOJIMYECTBO 3HAKOB IOCJIe 3alsiTOM, HaXKMHUTE

KHOIKY 20 (YMeHBIIATH Pa3psHOCTD).
y pa3sp

. ]
YucnoBoi L L v

P % | 9 H~v &

Yucnoson dopmar Auenkn

Pucynok 137 — KHonku yBenr4eHUsI U YMeHbIIIeHUs! pa3psiIHOCTH
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4.4.4 IIpoBepka maHHBIX

HpI/I CO3[JdHHUHU TAKUX JOKYMEHTOB, KdK (1)0pr1 JJIs 3all0JIHeHH s, BA’KHO 00JIeTYUTD pa60Ty

C JOKYMEHTOM, IapaHTHUPOBATb eIMHbIA (l)OpMaT Y WUCKIIIOYUTH OIIUOKU Ipru BBO/JE. HJ’[S{ 3TOI'o B

npwioxkennn «MoitOduc Tabmuia» MOXHO HACTPOUTH IIPOBEPKY BBOJUMBIX HaHHBIX IS

BbI6pElHHbIX gyeek. B Takux sgdelkax II0JIb30BaTelIb MOXKET Bbl6paTb JOIIyCTMOe 3Ha4eHHe H3

BbIIIaidlOIIero CIiiCKa WM BBeCTHU 3Ha4YeHKe HaIlIpAMYIO B H‘{eﬁKy.

4.4.4.1 Co3maHne npoBepKH TaHHBIX

Hepe,u CO3ldHEeM IIPOBEPKU MOXKHO TIIpeABdPUTeJIbHO CO30dThb CIIMCOK HOOITyCTHUMBIX

3HAYEeHWH, a MOXXHO BBECTH 3TH 3HAYEHMSI Y’Ke B IIpo1ecce Co3aHus IMPOBEpPKHU B I10JIe Hcrounuk

3HaYeHuH (CM. HIKe).

YtoObl C€O3AaTh BBINANAIOMIMK CIHCOK C JIOMYCTUMBIMU

clleflytoliye AeiCTBUS:

1. Beimenure siueiiKy WM IMana3oH sideek.

2. Orkpotite okHO IIpoBepka maHHBIX OJJHUM U3 CJIEAYIOIIMX CIIOCOOOB:

3HA4YEeHHIMH,

BLITIOJIHHUTE

— B xomannHOM MeHto BeiOepyTe yHKT JlanHble > IIpoBepka qannbix (cM. PrucyHok 138).

JaHuble  WHcTpymentol  Bug  Obwwin goctyn

3apatb MmA...

YnpaeneHwe 3aLiUToN

OB6HOBUTL CBOAHYHO TabanLy

HacTtpouts cBOgHYHO Tabanuy

Ypanutb cBOAHYH Tabnuuy

HacTpoutb yMHyH Tabauuy

[pynnupoeatb CTPOKM

Ipynnupoeark cTonbupl

e B &

QuunCTUTL FPYNMUPOBKY

™

ABTOCYMMa
Yaanutb aybavkarsl...
Pexxnm nepecyeta

OBHOBWUTL AaHHbIE

Q

Mpoeepka gaHHbIX

MocMoTpeTk BCe NpoBepKK

Pucynok 138 — IlynkT komananoro mesto IIpoBepka qaHHbBIX
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]
— Ha nmanenu uHCTpyMeHTOB, B pasfienie JlaHHbIe HaxxmuTe KHONKy @ (IIpoBepka

HaHHBIX) — cM. PucyHok 139.

I
v- 8-
> v 3

JaHHble

Pucynok 139 — Knonka IIpoBepka JaHHBIX Ha IIaHeJId UHCTPYMEHTOB

Cw
— Ha OoxoBo¥ mnaHenu HaxMuTe KHONKY Cx (Bce mpoBepkH) UM B OTKPBIBLIEHCS

naHesM HaXkMuTe KHOTIKY JlobaBuTh mpoBepky (cM. Pucynok 140).

- Bce npoBepky Q

[lobaBuTe NnpoBepky fx

Cv
CX

Bce nposepkn v

MNMpoBepka pgaHHbIX

3apaiiTe yC/I0BMA NPOBEPKU JaHHbIX, YTOObI
OrpaHW4MTb BBOJ 3HaYEHWIA B AUENKY.

Pucynok 140 — BokoBast manesib Bce mpoBepku
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3. Bo Brimanke Ilapamerpsl, B BhiMajamoIieM ciucke Tum maHHbBIX BbiOepuTe CHHCOK

(cMm. PucyHnok 141).

MpoBepKa AaHHbIX X

MapameTpel Moackaska CoobuieHue 06 ownbke

BbiGpaHHbI 1 A1ManazoH:

Jinct1'1E12

Tyun AaHHBIX:

CrraEs: o WrHoprpoBsaTk nycTbie a4erkn

MokasblBaTb CMINCOK 3HAYEHWIA
Jioboe 3HaueHne

[Jata
v Cnucok IKHO pa3fenaTb TOUKOW ¢ 3anaToi. Hanpumep: [a; Hert;
OO AN T TS YTV T T DT oV Ty Toe T TaBUTCA.
QuucTutb Bce OK OTmeHa

Pucynok 141 — Beibop BbIaaroiero Crmcka

4. Caumure Pprakok IrHOPpHpPOBaATh MyCThIE STYeHKH, eCJIM XOTUTe, YTOObI sdeiika Oblia
00s13aTeNIbHO 3amojiHeHa MpU BBojle. Ecim siuelika He OyzneT 3amojiHeHa, O0TOOPa3UTCS
ommbKa.

5. CHumure ¢naxok IlokaspIBaTh CIIHMCOK 3HA4YeHWil, ecidi He XOTUTEe HCIOJIb30BATh
BBINAJAMONIMI COMCOK. B 3TOM citydae mpoBepka OyZeT BBIOMHATHCS IOCHEe MPSIMOTO
BBOZIAa 3HAuUeHMs B siUelKy, KaK OINKMCAaHO B Iojipa3fiejie BBecTH 3HaueHHe B SfUEHKY C

BBINIAIAIOIITHM CIITMCKOM.
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6. B none Ucrounuk 3Havyenwnii (cM. PucyHok 142) 3aiaiiTe 3Ha4eHUs 11 pOPMHUPOBAHUS
CIIMCKa OJTHUM M3 CJIeyIOIINX CII0CODOB:

— BBE)II/ITG 3HAYeHHd B I10J1e HAIIPAMY1O, pa3aesidsa uxX TOYKOU C 3aIISITOM.
—  VYkaxwure AXAIla30H gd49eeK BPYyYHYIO.

— Haxwure kHONKY (BeiopaTs 3HaueHust), BblenuTe TpeOyeMmble SYEHKH B
JIOKyMeHTe U HaXXKMUTe (3aBepmuTH BHIOOP).

— BBenuTe Ha3BaHMe UMEHOBAHHOTO JMania30Ha Wik GOpMYITy, pe3yIbTaToOM KOTOPOM

SABJIAE€TCs OHallda30H s4YeeK.

ﬂposepl(a AaHHbIX

MapameTpsl Mopackazka CoobueHuve 06 ownbke

BbIBpaHHbIi AranazoH:

Jlnct1'lE12

TN AAHHbIX:

Crincok v MrHopvpoBaThk NycTble A4EnKm

MokasblBaTh CUCOK 3HaYEHWN

cTouHMK 3HaUEH NI

MpwW pyYHOM BBOZE 3/1eMEeHThI CMNWCKa HY>KHO PasgenaTb TOYKON ¢ 3anatoil. Hanpumep: Aa; Her;
Bo3moxkHO. CUMBOA = B 3TOM C/ly4ae He CTaBUTCA.

QuucTntb BCe OK OTmMmeHa

Pucynok 142 — Beibop ucToYHMKa 3HAYEeHUN

B ciydae ommbku ipu BBOJIe ClieflylTe yKa3aHUSIM Ha 3KpaHe. J1J1s1 OUMCTKU BCeX Mojieu
B OKHe M BO3BpPATy OKHAa K BUJy [0 YMOJYaHUIO HaXkMUTe KHONKY OYHCTHTH Bce B

HIKHeH yacTu okHa (cM. PucyHok 142).
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Jlvama3oH UCTOYHHWKA JIAaHHBIX JIOJDKEH MPUHAIJIeXXaTh OJHOMY CTOJIONY WU

CTpOKe.

7. Bo Briaake Ilogcka3ka MOXHO BBECTH 3arojIOBOK M TEKCT IMOJCKA3KUA C MHPOpMalye
0 mpaBwiax paborel c mojieM (cM. PucyHok 143). Ilpu OTKIIOYEHHMM HACTPOMKH
Iloka3sIBaTh NIpH BBIIEJIEHUH SYeHKH I10JICKa3Ka OToOpaxkaTbCsi He Oyzer, HO

3alr'0JIOBOK M TEKCT IIOACKA3KKW COXPAHATCA.

MNapameTpbl MNMoackaska CoobuieHue 06 owmnbke

MNMoka3biBaTb npwv BbldeneHnu AYEnKn

3aroncBok:

TekcT noackasku:

Quuctutb BCE OK OTmeHa
Pucynok 143 — Bxiiagka Ilogckaska

8. Bo Briagke Coobmenne 06 ommoke (cM. PucyHok 144) MOXXHO HAaCTPOWUTD TOBE/IEHHE
IIPU BBOJIe HEJOMYCTUMbIX 3HAYEHWM U TEeKCT OIIHUOKH, OOBSICHSIOMIUN T0Ih30BaTeII0
MIPUYMHY OIUOKHU:

— B pasgene J[leiicTBHe COOOIIeHHMSI YCTAHABJIMBAETCS I[IOBeJleHHWe TIIpU BBOjIe

HeJoIIyCTUMOI'O 3HaYeHH: BaHPET BBO/Ia He J1dCT BBeCTH B SI“IBIZKY HeaoIIyCTumMoe
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3HaueHve, IlpemympexmgeHme oToOpasuT cooOiieHwe 006 omwMbKe, HO ITO3BOJIAT

BBeCTH 3HA4YeHHe.

— B monax 3aromoBok u Tekcr cooOimeHuss MOXXHO BBeCTH CBOe Ha3BaHUe U
onucaHue omubku. Eciiv ocTaBUTH MOJIs MyCThIMH, OyIeT 0ToOpaXkaTbCsl TEKCT I10

YMOJI9aHHIO.

MapameTpsl Moackaska CoobueHne 06 owwnbke

Moka3biBaTb MPU BBOAE HEZOMYCTUMbIX 3HAUEHWUN

JeicTBre coobLueHun:
© 3anper BBoga
MpeaynpexzgexHvie

3aronoBok

TekcT coobLieHus:

Ouuctutb BCe OK OTtmeHa

Pucynok 144 — Bkianika Coobmienne 00 ommoke

9. YtoObbl 3aBeplINTh CO3[1aHUe NPOBepKH, HaxkMuTe KHONKY OK wu kiiaBumy Enter Ha
kiIaBuaType. YToObl OTMEHUTH CO3/laHWe, HaXKMUTe KHOMKY OTMeHa wiu kiaBuiny Esc

Ha KJIaBHaType.

3HaveHUs BBIMIAJIAIOIIEr0 CIMCKA BCErJla aKTyallbHbL. Harpumep, eciii B UCTOYHHKE eCTh
pe3ysbTaT GopMyJibl, U y GOPMYJIbl MEHSIIOTCS apryMeHTbI, TO COOTBETCTBYIOIlee 3HaueHHe B
CITMCKe 0OHOBJISIETCS.

B BhImaaroiemM Crmcke 3Ha4eHust OTOOPaKaroTCsl B TOM BHUJIE, B KOTOPOM OHU OTOOPa’KArOTCs

B MCTOYHUKe. B suelike oTobpakeHre BbIOPAaHHOTO 3HaYeHUsl orperessieTcs GopMaToM 3TOW sTUelKy
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(cm. pasnen 4.4.3). Hanpumep, eciiv B BBINTAAONIEM CITUCKE COIEPKATCsS aThl, a IS TYeHKH BbIOpaH

¢dopmar OOmmit wii TekcroBbIA, TO B sdYeiike BblOpaHHas JaTa OyzeT IpeoOpa3oBaHa B

cootBeTcTBUM C popmatoM — arta 02.02.2020 orobpasutcs B Bujie 3HaueHus 43863.

s nipoBepku AaHHBIX B ¢opmaTe JlaTa CyIiecTByeT OTHeJbHbIA THIl NMPOBEpKU. UTOOBI

CO3[1aTh IJISl SYEUKHU ITPOBEPKY BBOIUMOM [1aThl, BBIIIOJIHUTE caregyromye eV CTBUS:
1.
2.

Brienvre siuediky WK WAMa30H sS9eek, I KOTOPBIX OYIEeT BHIMOTHATHCS MPOBEPKa.

OTkpoiite okHO IIpoBepka maHHBIX OJHUM U3 CJIEAYIOIIMX CIIOCOOOB:

— B xomangHOM MeHIO BbiOepuTe TYyHKT JlaHHBIE >

(cM. Pucynok 138).

IIpoBepka JaHHBIX

=
— Ha nanenu uHCTpyMeHTOB, B pasnesie JlamHble HaxxMuTe KHONKy @ (IIpoBepka

HaHHBIX) — cM. PucyHok 139.

Cw
— Ha OoxoBoli naHeny HaXMHTe KHONKY Cx (Bce mpoBepkHM) M B OTKpBIBLIEHCS

naHeJM HaXkMuTe KHOTIKy JlobaBuTh mpoBepky (cM. Pucynok 140).

Bo Bxmanke Ilapamerpnl, B BeillafaroiieM cnucke Tum maHHbIX BblOepure [laTa

(cm. Pucynok 145).

Mpoeepka AaHHBIX

Mapamerpbl lMNoackaska

BbiOpaHHbIV AManasoH:

Tvn AaHHbIX

JIEYE]

CoobueHune 06 owmnbke

‘Nnct1'18

3 VirHopupoBaTs nycTbie AYenky

Nioboe 3HaueHve
v [ara

Cnucok

KoHeuHas gata

OQuucTuth BCe

OK OTmMeHa

Pucynok 145 — Beibop npoBepku 110 j1aTe
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4. TlocraBbre ¢Qnakok VIrHOPHpOBATh IyCThHIe SYEHKH, eCJId XOTHTe, YTOOBI SUerKy C
MIPOBEPKOM JITaHHBIX MOXHO OBbUIO OCTaBUTH IycToM. [IpyM BK/IIOUEeHHOW HACTpoVike
BO3MOXHbIE pa3jiMyHble CUTYyallUM IIpU BBOJle B 3aBUCUMOCTU OT BBIOpAHHOTO
Kpurepus npoBepkm, eciyd IoJjis C JaTaMH CCbUIAIOTCSI HA IIyCThble SYeHKd —

cm. Tabmuma 5.

Ta6umma 5 — OmuOKH NP BKIIYEHHOM HIHOPHPOBAHHH IYCTHIX STYeeK

Kpurepnii HavanbHasa naTa Koneunas nara Pe3ynbTaT
Ommbka, eciay 3HaUeHue OOoJIbIIe
[Tycras 3arosiHeHa o
KOHEYHOH [1aThl.
«Mexnay»
Ommbka, eciay 3HaYeHUe MeHbIIe
3aroHeHa [lycras N
HAYaJIbHOM IaTHhl.
Ommbka, eciy 3HaYeHre MeHbIIe WiIn
[Tycras 3aroiHeHa .
paBHO KOHEYHOM JaTe.
«Bnuey
Ommbka, eciy 3HaueHue OoJIbIlle Win
3aroHeHa [Tycras .
paBHO HAYaJILHOM JaTe.

ITpu oTkIItOUEHHOW HACTpPOMKe TakKe BO3MOXKHBI BO3MOXKHBbIE Pa3IMyuHble CUTyalluu

IIPU BBOJIe, eCJIU MOJIs C JaTaMU CChUIAIOTCS Ha MYyCThle siueriky — cM. Tabmmuia 6.

Tabnuna 6 — OmudKku NPU 0TKJIIOYeHHOM HTHOPHPOBAHUHU IYCTHIX T9eeK

Kpurepuii HavyannHaga naTa Koneunas nata Pe3ynbTaT

Ommbka, ecyiv 3HaYeHue OoJIbIine
KOHEYHOM JIaThI.

PenakTupyemas staeiika MoXkeT OBITh
IIyCTOM.

[Tycras 3aroyiHeHa

Ommbka, eciy MeHbIlle HavyajIbHOU

«Mexny» JlaThl.
3arosiHeHa [Tycras .
Penmaktupyemas siueiika MoXXeT ObITh

IIyCTOM.

Ommbka.
[Tycras [Tycras Penaktupyemas siueiika MoxeT ObITh
IIyCTOM.

Omurbka, ecyiv 3Ha4eHHe MeHbIIle
KOHEeYHOMU JaThl.

Penmaktupyemas siueiika He MOXeT
OBITH ITyCTOM.

«BHe» [Tycras 3arioyiHeHa
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Kpurepuit HavyanbHaga nata Koneunas maTa Pe3ynbraT

Omumbka, ecyiy 60JIbIlle Ha4YaIbHOMH
JIaThbl.

PenakTupyemas siueiika He MOXET
OBITb IyCTOM.

3aroHeHa [Tycras

Omunbxu Her.
[Tycras ITycraga Pepaxtupyemas siueiika He MOXeT
OBITh IyCTOM.

Omnbka.
«PaBHO» [Tycras Penaktripyemas s4elika MoXeT OBITh
IIyCTOH.

Ommbku Her.
[Tycras Penaktupyemas siueiika He MOXeT
OBITH ITyCTOM.

«He
paBHOY»

Omnbxy Her.
«bornb1e» [Tycras Pepaxtupyemas siueiika He MOXeT
OBITh ITyCTOM.

Ommbka.
«Memnb11e» [Tycras PepaxkTupyemasd s4elika He MOXET
OBITH ITyCTOM.

Owmubku Her.

«borbie .
[Tycras PepaxTupyemas siueiika MoxxeT ObITb
WY PaBHO» .
ITyCTOM.
Omnbka.
«Memnbl1e .
[Tycras Pepaxktupyemas siueiika MoXxkeT ObITh
WX PaBHO» N
ITyCTOM.

5. B Bemagawmem crnvcke Kpurtepmuii mpoBepkm BbibeprTe YCJIOBHe INPOBEpPKU (CM.

Tabmuna 7).
Tabmuna 7 — Yc10Bus yCHelTHOH MPOBepPKU
Kpurepnii YcioBue ycneniHod IpoBepKu
«Mexayy JlaTa noypKHA MOMA/iaTh B UHTEPBAJI MeXy Ha4aJIbHOM M KOHEYHOM JlJaTaMU
y BKIIFOUHTEJIbHO.
«Bue» I[aTa JOJKHA OBLITH BHE HWHTepBaJjla MeXay HaydaJIbHOM Y KOHEeYHbIMH JaTaMU.
«PaBHO» JlaTa oypKHA COBNAJATh CO 3HAUYEHUeM B mosie «JlaTay.
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Kpurepnii

YcnoBue ycreniHoi mpoBepKH

«He paBHO»

HaTa He JOJDKHA COBIIaJdTh CO 3HAYeHHeM B I10J1e «Z[aTa».

«bomnbmey» JaTa momkHa ObITh TTO3XKe JIaThl, YKa3aHHOH B moe «JlaTtay.
«MeHnrbI111e) JaTa momkHa ObITh paHbIlle AAThl, YKAa3aHHOU B mojie «Jlatay.
«bornbime Jara gomkHa OBbITh O3Ke AaThl, YKa3aHHOH B moJie «JlaTay, Wiu coBOaaTh C HEel.

WJIW PaBHO»

«Memnbie
VT PAaBHO»

ﬂaTa JOJDKHA OBITD paHbIIle OaThl, YKHBBHHOfI B I10J1e «Z[aTa», WX COBIIAJAaTh C HEM.

6. B nmomax HauyanbHasa para 1 Koneunas gara v JlaTa BBeuTe:

Haty B mo60oM nojaepxuBaeMoM popMarte 0TOOpaKeHUs! TAHHBIX.

Cchuiky Ha siUeHKY WIM AWAa30H, WIA BbIOepuTe siueliKy C TIOMOIIIbIO KHOTIKU
(BeiopaThs 3Hauenmsi). /lata B sdeiike MoXeT OBITh 3a/laHa HAMpsSMYO, depe3

dbopMyIly WIH CCBIIKY Ha APYTYIO STYeHKy.

®opmyny (Hanpumep, =CET'OTHA()+6).

7. Bo Bkiazake Ilogcka3ka MOXXHO BBECTH 3arojIOBOK U TEKCT ITOACKa3KU C MHPOpMaLen

0 mpaBwiax paboTel ¢ moneM (cM. PucyHok 143). Ilpu OTK/IIOUEHMM HACTPOUKH

Iloxa3ssIBaTh nmpu BbIJI€JI€EHHHU S9eKM I10JICKa3Ka OTO6pa)KaTbCH He 6Y,Z[ET, HO

3dI'OJIOBOK M TEKCT IIOJJCKA3KN COXPAHATCA.

8. Bo Briagke Coobmenne 06 ommoke (cM. PucyHok 144) MOXXHO HaCTpPOUTD MOBe/IeHUE

IIPU BBOZe HEJOIyCTUMbIX 3HAaYeHWM M TeKCT OIIMOKH, OOBSCHSIOMINN I10JIb30BaTellto

INpUIUHY OIIINOKU:

B paspmene J[leiicTBue COOOIIEHHsI YCTAaHABIMBAETCS TIOBeIeHHE TIPU BBOJIE
HeJoITyCTUMOI'O 3HAYeHH: BaHPET BBOJIa He 1dCT BBeCTHU B HHEﬁKy HeaoIryCTumoe
3Hauenue, IlpemympexxaeHme oToOpasuT cooOieHve 006 omMbKe, HO TO3BOJIAT

BBeCTH 3HAYeHHe.

B nonax 3aromoBok 1 TekcTr cooOlmieHmMsi MOXXHO BBeCTH CBOe Ha3BaHHe U
onucanue omuOKky. Eciii ocTaBUTH OIS MyCThIMU, OYIeT 0ToOpaXkaTbCsl TEKCT I10

YMOJI9aHHUIO.

9. Yrobbl 3aBepmIUTh CO3/1aHKe NPoBepkH, HaxkmuTe kHONKy OK winu kiaBumy Enter Ha

KJIaBHaType. YT1o0OBI OTMEHHUTH CO31aHre, Ha’)KMHTe KHOIIKY OtMena uiu KJIaBUIITY Esc

Ha KJIaBUaType.
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[Tpu cozmanuM NpoBepoK AeUCTBYIOT Clleyolllye OrpaHUYeHus:
— IIpoBepky [aHHBIX He/b3sl Ha3Ha4aTb JyIsl 3ar0JIOBKA W CTPOKA HTOTOB «yMHBIX»
Tabuu1l, S'9eek CBOJHBIX TaOJIMII U sideek, yke CofiepXKallliX Ipyrue IPOBepKH.

— HpOBepKa OAaHHBIX MOXXET YCTaHABJIMBATLCA TOJIbKO Ha BUOAKWMEIe STYEHKH.

B npunoxenunn «MoitOduc Tabmuia» Takke mojjep>KyuBaeTcsi paboTa C sUelikamMu, Iist

KOTOPBIX B CTOPOHHUX pPeldKTOPdX HACTPOEHd ITPOBEepKd AdHHbIX.

He MMOAAepP>KUBAIOTCA BbIllaJialOIllie CITMCKH, BCTdBJIEHHBIE KdK 3JIeMeHT YIIPpAaBJIEeHHs WA

ActiveX.

4.4.4.2 PenjakTHpoBaHNe IPOBePKH JaHHBIX

[TpoBepKy HaHHBIX MOXXHO pellaKTHpOBaTh C IoMolpl0 OKHa IIpoBepka maHHBIX WU
naHenu Bce npoBepkwu.
Yrobbl perakTUpOBaTh IIPOBEPKY MOAaHHBIX C IoMolnbio OKHa IIpoBepka maHHBIX,
BBITIOJIHUTE CJIe/lyIolye IeHCTBUS:
1. Brimenure siueiiku, copepikaliiyie IPOBEPKU.
2. Ortkporite okHO IIpoBepka JaHHBIX OJJHUM U3 CIIeAYIOIMIMUX CIIOCOOOB:
— B xomangHOM MeHIo BeiOepuTe yHKT JlanHble > IIpoBepka maHHbIX (M. PrcyHOok

138).

]
— Ha manenu uHCTpyMeHTOB, B pazfeiie JlaHHble HaxkmuTe kHONKYy —@ (IIpoBepka

HaHHBIX) — cM. Pucynok 1309.

Cw
— Ha 6okoBo# nmaHenu HakmuTe KHONKY Cx (Bce mpoBepkmM) M B OTKpBIBIIEHCS

naHeJId HaXkMUTe KHOTIKY J{o6aButh rnposepky (cM. Pucynok 140).

3. H3meHuTe HacTpOMKH NPOBepkH B OkHe. [Ipu BkitoueHHOU HacTpoiike IlpumMeHHTH KO
BCeM siUeiiKaM C TaKHM jKe YCJIOBHeM NPOBepKH H3MeHeHUs OylyT IpUMeHeHbI KO
BCEM IIpOBepkaM C TakuM e YycjaoBueM. Eciu HacTpolika OTK/IIOYeHa, IIOCe
pellakTUpoBaHUs OyeT co3aHa ITpoBepKa C HOBBIMU YCJIIOBUSIMHU.

4. Haxwmure kHonky OK.
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YT0OBI PedaKTUPOBATh IIPOBEPKY NAHHBIX C IIOMOIIbIO IIdHEJIN Bce IIPpOBEPKH, BLIIIOJIHUTE

CJIeyIolve IeNCTBUS:

1. Ha 6oxoBoO¥ maHe/In Ha)KMUTe E§ (Bce mpoBepkwn).

2. B oTKpbIBIIEMCS CITUCKEe HAaWIWTe MPOBEPKY — siuelika C BHIOPAHHOW IPOBEPKOM OyIeT
H0JICBeYeHa Ha JIUCTe.
Haskmute kHOTIKY £ (PeaKTHpPOBaTh) B CTPOKE C IIPOBEPKOA.

4. VI3MeHHWTe HAaCTPOWMKH MMPOBEPKH B OKHe U HakmuTe KHOTIKY OK.

4.4.4.3 Yanenue npoBepKH JaHHBIX

[TpoBepKy 1aHHBIX MOXKHO YAQJIUTh CJIeyIOIIUMU CII0COOaMU:

— ¢ nomorbio okHa IIpoBepka JaHHBIX;

— ¢ noMoInbio nanenu Bece mpoBepkwy;

—  yIaJHTh CTOJIOIBI UJIM CTPOKHM C ST9eKaMU C IMpoBepKol (cM. paspen 4.3.11);

—  YOAJIuTb JIUCT C sTYerKaMU C TIPOBepKo (cM. pa3zen 4.2.8);

— TPUMEHUTh aBTO3AIOJIHEeHWe Ui siueek Oe3 MpOBEpPKH Ha SYeMKU C IMPOBEpKOM (CM.

pasnen 4.4.1.4).

YToOBbl yHanuTh NMPOBEPKY JaHHBIX C MOMOIIbI0 OkHA IIpoBepka MAHHBIX, BBLITIOJIHUATE
clleflyrolye qerCTBUS:

1. Boigenure siuediky WM AMAa3oH, COJEPKaIANA TPOBEPKY.

2. Orkpotite okHO IIpoBepka maHHBIX OJJHUM U3 CIIEAYIOIIMX CIIOCOOOB:

— B xomangHoM MeHro BeibepuTe yHKT JlaHHbIe > [IpoBepka nanHbIX (cM. PucyHok 138).

=
— Ha nanemu mHcTpymeHTOB, B pasfene [lanHble HaxxmuTe kHOnKy —@ (IIpoBepka

IaHHBIX) — cM. Prcynok 139.

Cw
— Ha 6okoBo# nmaHenu HaxkmMuTe KHONKY Cx (Bce mpoBepkmM) M B OTKpBIBIIEHCS

naHesid HaXkMuTe KHOTIKY Jlo6aBUTH mpoBepky (cM. Pucynok 140).

3. B oknHe HaxxmMuTe kHONKy OumcTUTH Bce. UTOOBI yJaiuTh TaKyO MPOBEPKY U3 BCEX
syeek, NocTtaBbTe (uiakok IIpuMeHUTH KO BceM sfuyeKaM C TaKHUM JKe YCJIOBHeM
NPOBEepPKH.

4. Haxmure kHOTIKY COXpPaHHUTH.
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YT0OBI YAAJIUTh TIPOBEPKY MHOdHHBIX C IMOMOIIbIO IIdHEeIN Bce IIPOBEPKH, BLIIIOJIHUTE

CJIeyIolve IeNCTBUS:

1. Ha 6okoBo¥ aHeJId Ha)KMUTE KHOIIKY E§ (Bce mpoBepkn)

2. B oTKpbIBIIEMCS CITUCKEe HAaWIWTe MPOBEPKY — siuelika C BHIOPAHHOW IPOBEPKOM OyIeT
H0JICBeYeHa Ha JIUCTe.

3. Haxwmure kuomky [ (YAaauTh) B CTPOKe C HPOBEPKOH U TIOATBEPIMTe yaleHHe B

IIOSBUBIIIEMCA OKHe.

4.4.4.4 [lelicTBHS C AYeHKaMH, COJiep:KalllUMH IIPOBEePKY JaHHbIX

OpHy MM HECKOJIbKO siueeK C MPOBEPKOM JIAHHBIX MOXHO MPOTSIHYTh JJIsl aBTO3aI0THEHUSI
(cM. pasnen 4.4.1.4) sdeek, pacrionoXeHHBIX CJieBa, ClIpaBa, CHU3Y WU CBEpXY.
fdeiikn C TIpOBEepKOM J[JaHHBIX MOXKHO BbIpe3aTb, KONMPOBaTb UM  BCTAaBJISITh
(c™m. paznen 4.12.2).
[Tpu ob6benuHenun stueex (cM. pazmen 4.3.4.1) ycioBWe TPOBEPKH HAHHBIX COXPAHSIETCS
TOJIbKO U3 JIEBOW BepXHeW SYelKU Tharia3oHa.
[Ipu paspenuHeHun siueek (cM. pasnen 4.3.4.2):
— YcoBue NpPOBepKU JAaHHBIX COXPAHSIETCS B BepxHeH JIeBOM siueliKe Juaria3oHa, eciiv J10
obbeIMHeHHs siueeK OHO ObLIO 3a/1aHO ISl 3TOW STYEHKHU.
— YcJioBue NPOBEPKHU JIaHHBIX COXPAHSeTCs B KaXK/IOW siuelike JTMara3oHa, ecyid OHO ObUIO
3alaH0 i1 oObeqUHEHHOM sueliku. Ecimyu oObeauHeHHash s4eiika cojiepXkaia
BBINIAJIAIONIMNA CIIMCOK, U B HeM ObUIO BBIOPAaHO KaKoe-TMOO 3HaueHwe, TO OHO

COXPaHUTCS TOJIBKO B BepXHe! JIeBOU gYeliKe [Ualra3oHa.

Ecnu Ha nucte BbIziesieH cTosbell Wik CTPOKa, B KOTOPOU cofiepKaTcsl STYeMKH C MPOBepKoM
JIAHHBIX, TO TIPU BCTaBKe HOBBIX CTOJIOIIOB WJIM CTPOK (CM. pazmen 4.3.5) S4eiiKu C TPOBEPKOM

JIAHHBIX KOTIMPYIOTCSI B HOBBIE CTOJIOIBI/CTPOKH.

4.4.4.5 BBectu narty

Ecnmu i siueliky HacTpoeHa IMpoBepKa yKa3blBaeMOM JIaThl, TO B TaKyIO STYEKy MOXXHO BBECTH:
— Yucno. IlpunoxeHue aBTOMaTHYeCKU IpeoOpa3yeT ero B COOTBETCTBYIOUIYIO ATy

(cMm. paznen 4.4.3.1.5). Hanpumep, unciio 1 6ynet npeobpa3oBano B gaty 31.12.1899.
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— Jlary B mo6om mojiep:krBaeMoM ¢popMare 0ToOpaXkeHus TaHHBIX (CM. paszen 4.4.3.3),
B TOM 4MCJle — C yKazaHveM Bpemenu. Hanpumep, 12.07.2023 10:30.

— Ccbuiky Ha siveiiky (Hanpumep, =B1). JlaTa B siuelike MoXeT OBbITh 3a/laHa HAIPSMYIO,
gyepe3 GOpPMyIly WIH CCBUIKY Ha APYTYIO SYeHKy.

—  ©opmyny (Hanpumep, =CET'OJJHA()+6). Popmysia MoxKeT OBITH JTFOOOM.

Coobiienue 06 omubke (cM. Pucynok 147) otobpakaercs, eciu:

— B SYelKy BBOJUTCS JlaTa, CChbUIKA Ha S4YelKy WM POopMyJia, He YIOBJIETBOPSIOIIAS
IIPOBEPKE;

— B s4YelKy BBOJIWTCS TeKCT WIA Mg s4yedkd BblbpaH TekcToBbIM ¢opmar

(c™m. paznen 4.4.3.1.9).

YTOOBI BBECTH [1aTy B SYEMKY, BBIIIOJIHUATE CIIeAYIOIIYe eHCTBUS:
1. Brimenure sideiiky. Hap sueiikoil oToOpasuTCs Mo/iCKa3Ka AJis BBOAA JAThl, eClIM OHa

ObLTa co371aHa B CTOPOHHeM pefiakTope (cM. Pucynok 146).

A B C
1 DHO
2 JlaTta posaoeHus 0
3 JonwHocTe OAcKa3ka

BeeguTe naty B guanasoHe

4 |Oraen 01.01.2024-01,02.2024
5 JlenapramenTt
& MaTa BelneTa
T

Pucynok 146 — [Toscka3ska 1yist BBoJja 3HAUeHUSI

2. Baenure aTy OJJHUM K3 CIIOCOOOB, OMTMCAHHBIX BBIIIIE.
3. Haxwmwure kiaBuiy Enter win KHOIKY @: cTpoke ¢popMyil. Eciv 1aTa BBejieHa He Kak
CCBIJIKA WA POpMYJIa, TO MOXKHO TaKKe LIeJIKHYTh 110 JIF000W Ipyroy siuelike JINCTa UINA

3aroJIOBKY JIFOOOTO CTOJIOIA/CTPOKH.

Ecmu JaTa YJAOBJIeTBOpseT YCIIOBHAM IIPOBEPKH, TO BLBIIIOJIHAETCA BBIXOI K3 peXHMd
pPedakKTUpPOBdAHUA STYEUKH. ,HJ'[H STYeUKHU IIpUMeHseTCa Cl)OpMaT )IaTa, eCJI1 IO BBOJAA 3HAYEeHHUS OJIA

Hee ObIT BbIOpaH Apyrout popmar (uckitoueHre — TekcToBbINH popMar).

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' MWy, 2013-2024 141



MonOdonc

Ecnu nata He yoBiieTBOpsieT yCJIOBUSIM IPOBEPKH, TO (cM. PrucyHok 147):
— JlaTa BbIeJISIeTcs;
— s4eliKa OCTaeTCs B pexxuMe pelakTHUPOBaHUS;

— oTtobpaxaeTcst coobItieHue 06 ommobke.

@ Heponyctumoe 3naueHue =

A B C

1 @HO
2 aTa poOMOeHHA

A PO MNoackaska
3 Jom#xHOCTB .

BEAWTE 4ATY B AMana3ioHe

4 Orpen 01.01.2024-01.02.2024
5 HenapramenT
5] HETE BLIJIETA |Dl[]32[]24
[
8

BeegeHHoe 3HaYEHWE HE COOTBETCTEYET
AONYCTUMBIM BAPWEHTAM, YCTAHOBMEHH bl 1
LNA 3TON AYElKK

_ | =
T

—
P2

Pucynok 147 — Coobiienue o6 ommbke

YroObl 3aKpBITH CO0OIIeHHe 06 omIMbKe U BBECTU KOPPEKTHYIO AaTy, BHIIOJIHWTE OAHO U3
CIIeYIOIIVX NeUCTBUM:

— Haunwure BBoguTh faTy. Coob1rieHre 06 omrbKe 3aKpOeTCsl aBTOMaTHUUeCKHU.

— 3akpoiTe coobiieHre 006 ommbke HaXkaTheM Ha KHOIIKY ¥ B er0 BepXHel 4acTU WIH Ha

kiaBuilly Esc Ha kinaBuatype. Beegute nary.

4.4.4.6 BBecTu 3HaueHMe B s14eiiKy C BBINAJAIONIUM CIIHCKOM

YToObI BBECTH 3HaUeHHe B STYeHKY C BBIMAAIOIIUM CITMCKOM, BBITIOTHUTE CIIYIOIIYe JeHCTBUS:
1. Boimenure siueiiky. Hap stueiikoit oTobpasuTcs MojicKa3Kka Jjisi BBOJIA 3HAYEHUSI, eCIU

OHa ObIJIa co3/laHa B CTOPOHHEM pefakTope (cM. PucyHok 148).

$PHO

Harta poxaerus
HomxHocTs
Croen
Henapramesnt
Oduc v

Craw (monHsix neT)

MNoackaska

BrbBepuTe ropog

W= oL B W R =

Pucynok 148 — [Toscka3ska 1yist BBOJja 3HAUEeHHUSI
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2. BroimonHAUTe OAHO U3 CIIeTYIONTUX JIeCTBHM:

— Pa3BepuuTe Bbimagaromuii cnucok (cM. Pucynok 149) u BuiGepute Tpebyemoe

3Ha4YeHHe. HJISI pa6OTbI C BBIIIaJAOIIKXM CIIMCKOM MOKHO HCIIOJIb30BATH MBIIIb WJIHN

KJIABUINIY KJIaBUATYypHI (cM. Tabmwuy 8).

— BBE)II/ITG 3HA4YeHHe BpPYYHYIO. BBEHEHHOE 3Ha4YeHre JOJOJIDKHO IIOCHMMBOJIBHO

COBIIaAdTh C Tp@6y€MI:IM 3Ha4YeHHeM B BbIIIdJdlonieM CIIMCKe. PEFI/ICTp CHMBOJIOB

IIpr BBOJie 3HAYEeHHW He YIUTbIBAETCH. Haxxmure KJIaBUIITY Enter v KHOIIKY ° B

cTpoke $GopMyJl WIH IIeJIKHUTe 0 JF000M PYroi siuelike JIMCTA/3arojI0OBKY Jit0b60oro

CTOJIOIA/CTPOKH.
A
1 DHO
2 Hata posaeHus
3 HonxHocTe
4 |Ornen
5 Jlenaprament
6 Odmc
7 | Crax (monuHsix net)
8
a
10
11
12
13
14

Nopckaska

BuibBepute ropog

Open

Mockea

Camapa
Cankr-lNeTepbypr
Caparoe

MeHsza

Pucynok 149 — Beimagaroniuii ciucok

Ecmm 3HA4YeHHWe, BBelleHHOe BpPYYHYI0, HEKOPPEKTHO, dBTOMdTHUYeCKH pPa3BOPAYMNBAETCA

BBINTQ/IAIONIMA CIHMCOK. B BepxHeld dYacTU CIUCKAa OToOpakaeTcs coobieHue 00 oImmbke

(cMm. Pucynok 150).
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A B C
1 |PHO
2 HaTta powneHud
3 JomxHOCTE Noackaska
4 | Orgen Bmbepute ropog
5 HenapTaMeHT
6 |Oduc |K333Hb | | v |
7 | Crax (monHBIX neT
- ( ) @ HeponycTMoe sHaueHHe =
9 BBE‘,{I,E'HHDE'SHEHEHME HE EDDTBE‘TETB}"ET
,JJ,DI'I}"ETMMI:IM BEPMEHTEM_. }'ETEHDB\.’IE‘HHI:IM
10 ANA 3TOR AYERKK
11
12 Open
L Mockea
14 c
15 anapa
16 Cankr-MNeTepbypr
17 CapaToe
18 MeHza
149 o

Pucynok 150 — Coobririenrie 06 omirbke

YToObl peJJlakTHPOBATh BBeJIeHHOe 3HaYeHHe, BBHITIOJIHUTE OHO U3 CJIeIYIOMIUX JTeMCTBUM:

BbI6epI/ITe KOPPEKTHOe 3Ha4YeHHe U3 BhITIId/1dI0IIero CIiiCKad.

HaynuTe BBOOWTH KOppeKTHOe 3HaudeHHe Belnagaromui  cimcok

BPYYHYIO.
aBTOMAaTHUYeCKU 3aKpOeTCs.
3aKpomTe BBINAJAIONIMK CIMCOK Ha)kaTWeM Ha KHOIIKY X B ero BepxHeld 4YacTH WU

KJIaBUIITY Esc Ha KJIaBUaType. BBe,I[I/ITe KOPPEeKTHOe 3Ha'UeHHe BPYYHYIO.

Ecnu Hacrporika Iloka3pIBaTh CHHCOK 3Ha4YeHUI OTK/II0YeHa, TO coobiieHre 06 ommbke

oTobOpakaeTcs 6e3 BBIMA/IAIOIIEro CIIMCKA.

B Ta6muue 8 mepeunciieHbl cOYeTaHHs KJIABMIL, KOTOpPble MCIOJBL3YIOTCS NpU paboTe c

BbIITIaIAOIIIUM CIITMCKOM.

Taosuna 8 — Coyeranus KJIaBHIII

JeiicTBHe CoueTaHue KJIaBHIII CoueTaHne KJIaBHIII
B OC Windows / Linux B macOS
OTKpBITH CIICOK Alt+ | ~QOption + |
BribpaTs 3HaueHMe lnl lul
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JleiictBHe CoueTaHue KJIaBHIII CoueTaHue KJIaBHIII
B OC Windows / Linux B macOS

[IprMeHUTD 3HaUYEeHUE Enter Enter
Brigenuts nepBoe 3HaueHHe CIIMCKa Home Fn+ «
BrimenuTh nmocieiHee 3HaUeHHe CITUCKa End Fn+—

Ha skpan BHH3 Page Down Fn+ ]

Ha skpan BBepx Page Up Fn+1
3aKpBITh CITUCOK Esc Esc

Komanzasl Ha skpan BHH3 1 Ha s3kpaH BBepx IprMeHSIOTCS AJisi OBICTPOTO IIPOCMOTPA

JJIMHHBIX BBINIdJdIOIITMX CIIMCKOB.

nodjieyromum Hjin npeabiayuM ITyHKTdM.

4.4.5 Ynanenue ny6mKkaToB

HpI/I BBIIIOJIHEHHWHX KOMAdH]J CIIMCOK IIPOKPY4YHBAETCd K

Ecmm HaJ OJJHOM Ta6n1/1ueﬁ pa6OTaJ'H/I HECKOJIbKO IOJIb30BaTeJIed WM OHA COCTaBJISIACH K3

HECKOJILKUX Ta0Juii,

TO C OoNbLION [0Jiell BepoSITHOCTM B Held OyAyT copepxaTbCs

IOBTOpAIOIIYECa OaHHbIe. It OaHHble MOXXHO YyIOadJIUTb W3 Ta6JII/ILII)I dBTOMdTHY€eCKH, HCIIOJIb3YyS

KOMaHAy YAaJIuTh AyO0JIHKATHI.

ITouck JIYGJ'II/IKaTOB B Ta6J'II/ILI€ NN YKd3dHHOM [JHdIld30HE BBIIIOJIHAETCS IMOCTPOYHO.

ITpumep mnpexcraBiieH Ha pucyHKe 151: KpacHBIM IIBeTOM BblJleJleHbl CTPOKH, KOTOpble OyAyT

yZaJieHbl, ecyiy Jijisl TOUCcKa OyJieT BBIOpAH OAWH CToJjI0er] (CieBa) WM JiBa CToj01a (CIipaBa).

A

Jens Hegemn
[Nosenencunk
Bropuuk
Cpega
YeTeepr
[TaTamua
CyBboTa
Bockpecenbe

L7 =T == R R = R R R

[NorenencHuEK
10  Bropuuk

11 |Cpena

12 Yersepr

13 [aTaMuoa

14 CybboTta

15 Bockpecense

B

JauaTocts
Pabouwnii
Paboumnii
Pabouwnii
Paboumnii
Pabouwnii
Hepabouwii
Hepabousmii
Hepaboumii
Pabouwnii
Hepaboumii
Pabouwnii
Pabounii
Pabouwnii

' Hepaboumit

A

Jens Hemenn

1
2 |[losepencHHK
3 |Bropumk

4 |Cpena

5 Yereepr

6 [latanua

7 |CybBbora

8 Bockpecense
o |[lorepensHHK
10 Bropumk

11 |Cpena

12 Yeteepr

13 | [MaTauua

14 Cybbota

15 Bockpecenwe

B

JauaTocTs
Paboumnii
Pabounii
Pabouwnii
Pabounii
Pabouwnii
Hepab o4t
Hepab ounii
Hepab oumii
Pabounii
Hepab oumii
Pabounii
Pabounii
Paboumnii
Hepab ot

Pucynok 151 — [Ipumep BbIGOpa CTPOK 118l yAaeHus
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[Ipu ypameHun nyOIMKATOB COXpPAHSETCS TOJILKO TIEPBBIA TIO0 TIOPSAKY BapWaHT W3
HaWJIeHHbIX COBIIQJIEHUM, OCTAJIbHbIE YIAJISIOTCS.

[Touck u yaanenue 1y6ivMKaTOB He BBIOIHSIETCS, €CIIN:

— DBpbiOpaHHBIV TMANa30H COAEPXKUT:

— ¢opmMyJly MacCHUBa;
—  SYeMKHU CBOJIHOM TabyMIIbI (CM. pasnen 4.7);

—  «YMHYIO TabauIy» Wid ee 4acTb. Eciii [uana3oH cOmepXUT TOIBbKO STYeHKU «yMHOM

TAOMMITBI», TO TTIOMCK U 3aMeHa JTyOJIMKATOB BBITIOJTHSETCS;

— CTpyNInvpoBaHHbIe CTONOIBI WM CTpoku (cM. paznmen 4.3.10) — s momcka

,I[Y6J'II/IKaTOB HE‘OGXOI[I/IMO OYUCTUTD I'PYHIINPOBKY;

— o0benvHeHHbIe sueiiky (cM. paszen 4.3.4) — Iuis ToMcKa Ay0JIMKaToOB HeoOX0AUMO,
9TOOBl KaXkjlas s4Yelika JMala30oHa 3aHUMala OJMHAKOBOE KOJIMYeCTBO CTPOK H

CTO/OIIOB.

— Mexny BbIOpaHHBIMU sfYeHKaMU/CTPOKaMU/CTONOIIAaMK/IMala30HaMU eCTh «pa3phIBY.
Hampumep, BeiOpans! cronbibl A u C, HO He BeIOpaH crosber B.

— Jluct nokymenTa 3amuiiieH (cM. paszgen 4.15.2).

Ecnmu  BpIOpaHHBIM — /AMAna3oH  CONEPXXUT  CKpeITble (cM. pasgen  4.3.7.1) wim
orpunbTpoBaHHbIe (CM. pasfen 4.4.2) CTpOKM WK CTOJOIbI, TO TPH yOaJleHUU TyOJIMKATOB
3HaueHUs1 B HUX urHopupywooTcs. Ilocne ynmanmeHusi ny6iavKaTOB CKpBITbIE CTPOKA M CTOJOIIBI
OCTaIOTCSl CKPBITBIMU. B siuelikax CKPBITBIX CTPOK 3HAYEHHUsI MOTYT U3MEHHUTBHCS, TaK Kak Iociie
yaasieHus 1yOIMKaTOB JaHHbIe siueeK CMeIllatoTCsl HaBepX.

Eciv  BbiOpaHHBIM JMAaa3oH CONEPXKUT SYEHKH C YCJIOBUSIMM TIPOBEPKU  JTAHHBIX
(cM. pazgnen 4.4.4), v 3HaUeHUS B 3TUX slUeHKaX SIBIISIOTCS AyOJIMKaTaMU, TO YAAJSIOTCS He TOJIbKO
3HAYeHUs], HO U YCJIOBHS ITPOBEPKU JaHHBIX.

YToOBI yIanMuTh 1yOJIUMKAThI, BHITTOJIHUTE CIIEAYIOIINe IeHCTBUS:

1. Boimenurte Auama3oH is MOMCKA U YAaleHUs TyOJIUKATOB.

Ecnu BeizlenieHa ojiHa sideiika, HO B COCEOHHUX siYelKaxX eCThb JIaHHble, KOTOpbIe
COOTBETCTBYIOT yCJIOBUSIM TTOMCKA U yJajieHHs JTyOJIMKaTOB (CM. OTpaHUYeHUs
BBIIIIE), TO MPUJIOXKEHHe aBTOMAaTUYeCKH PaCIIUpsieT TUara3oH, BKIIOYasi B HEro

coceJHUEe STUYCUKU.
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2. OrtkpoiTe OKHO YmajieHHe Jy0JIMKaTOB OJTHUM U3 CJIeAYIOIIHUX CIIOCOOOB:

— DBroibepute nyHKT KOMaHAHOTO MeHIO JlaHHBIe > Y[HaauTh AY0JIHKaATHI

(cMm. Pucynok 152).

JaHHble  WHcTpymeHTsl  Bug  O6wwmia goctyn

3apaTb UMS...
YnpaeneHwve 3almTon 4

O6HOBUTL CBOAHYHO Tabanuy
HacTtpouTe cBOAHYO Tabauuy

Yaanutb cBOgHYO Tabanuy

HacTpouTe ymHYy0 Tabanuy

©H TpynnupoBats CTPOKM
i [pynnupoeate cTonbubl
=, OUWCTWTL FPYNMUPOBKY
2 AsTocymma Alt+=
Ypanute gybaukarsl...
Pexxum nepecyeta »
7 OBHOBWTL AaHHEIE Ctrl+Shift+F5

Pucynok 152 — [IyHKT KOMaHJTHOTO MeHIO Y IaJIUTh Jy0JIMKAThI

— Ha nmanenmu uHCTpymMeHTOB, B pa3ziesie JlaHHBIe HaXXMUTE KHOIIKY (Ynanurs

myosukarel) (cM. PucyHok 153).

VTN RTS BB a
> v |3 2
AaHHble Bcraeka

Pucynok 153 — Knonka YgaauTh qy0mMKaThI

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

147



MonOdonc

3. B oknHe Ypmanenue nyosmkatoB (cM. PucyHok 154) mocraBbTe ¢uiaxkok Co CTpPOKOIt
3arojioBKa, eCjid B BbIJIeJIEHHOM Juala30He COAEpPXXUTCS CTPOKA C Ha3BaHUSIMU

CTOJ'I6IIOB. HaHHaﬂ CTPOKa 6y,11€T HCKJIFOYeHa M3 BbIJIeJIEHHOI'O JKrdIlla30Ha.

¥aaneHune ayBnuKaToe x
AuanasoH
Co cTpokold 3aronceka

Paciunm PWThL aBTOMAaTIMYECKIA

Cronbug
BmbpaTe BCe
CronBey A
Cronbey B

CronBey, C

Pucynok 154 — OxHo YpmaneHue xy0IMKaTOB

4. TlocraBbTe ¢uiakok PacmmpuTh aBTOMaTHYeCKH, eClii B JUANa30H MOWCKA TpeOyeTcs
BK/IIOYWTh JIAHHBIE, PACIOJIOKeHHbIe PSJIOM C  BBIJEJIEHHBIM  JIAAlla30HOM U
COOTBETCTBYIOIIIME yCJIOBUSM TIOWCKA U y/IaJieHUsl TyOJIMKATOB (CM. OTPAaHUYEHUS! BBIIIIE).

5. B o6mactu Cronbusbl BeibepuTe cTonOIb], pOpMUpYIOIIMe KIIIoU [ToMcKa. B nmpumepe Ha
PUCYHKe BBbIllle TPU BbIOOpe OMHOrO CTOJOIA AyOJiMKaTaMd OYOyT CUMATAThCS BCe
MIOBTOPSIIOIIMECS] Ha3BaHUS JTHeW Heflelid u3 cTosbna «A». [Ipu Beibope ABYX CTONIOII0B
nybiMkaTaMu OyJlyT TIOBTOPSIOIIMECS codeTaHUs «JleHb Hefend - 3aHATOCTb» U3
CcTOJIOIOB «A» U «by.

6. Haxmure kHonky OK.

[Ipu ycnerntHoM ynajeHuu y0JIMKaTOB Ha 3KpaHe 0TOOPA3UTCsl BCIUIBIBAIOIee COOOIeHue:
«HatieHo u ynaneHo nyomukaToB: n. OCTaioch YHUKAIbHBIX 3HAUEHUM: M. »
Ecnu B BbiiesieHHOM AMana3oHe HeT Ty0JIMKAaTOB, 0TOOPA3UTCs BCILIBIBAIOIIEe COOOIIeHue:

«ybirkaThl He HaWJIeHbI.»
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4.4.6 Cceuiku

B OOKYMEHT MOXXHO }106&BI/ITL CCBUIKY Ha BE6-CTpaHI/IHy, azipec BHEKTpOHHOﬁ IIOYThbI, MeCTO

B JOKYMeHTe WIH OPyrou ¢paiil.

4.4.6.1 BcTaBUTB CCBUIKY HA Be0-CTPAHHUILY WIH aJipec 3JIeKTPOHHOMH MOYTHI

[Ipunoxenue «MoitOduc Tabnuia» pacrio3HaeT U AejlaeT aKTUBHBIMHM CCBUIKU, KOTOPbIe
HauyMHaTCI ¢ www, http, https, u anekTponHbIe afpeca.

[Ipumepsr:

—  www.website.ru,

— https://website.com,

— http://website.ru,

— mailto:user@domain.ru,

— user.name@domain.com.

Ccpuika Trna mailto:user@domain.ru mMoxer Takxe CoJlepXaTb TeMy, TEKCT IHCbMa U
3JIeKTPOHHBIE aJipeca JUIsl OTIIPAaBKY KOIIHWKM U CKpbITOM Konuu. Harpumep:
mailto:user@domain.ru?subject=This % 20is % 20the % 20subject & cc=user2@domain.ru&body
=This%20is % 20the%20body.

Yto0OBI M3b6exaTh OMKMOOK HpHU Iepexofe Mo ccbuikaM, B URL pekomeHnpayeTrcs yka3biBaTh

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

Ccbuika MOXKeT 0TOOpaXkaThCsl B IOKyMeHTe B BUJIE:
— URL - nanpumep, http://www.website.ru;

— TeKCTad — HallppuMep, CCbLJIKd.

Yrobbl 106aBUTH B JOKyMeHT cchUIKy B Buie URL, BbIONHWTE ONHO M3 CIeyIOIIMX
JeCTBUI:
— BBeaure ccbUIKy BpyuHYIO U HaxkmuTe KiaBuilly IIpo6en v Enter Ha kiaBuarype.
— CkomnupyiTe CCBUIKY M3 UCTOYHHMKA. [lepeliiuTe B pexvM pefaKkTUPOBaHUs SYEWKH,
BCTaBbTe CCBhUIKY U HaxkMuTe kiiapuilly IIpo6en vy Enter Ha kiiaBuatype.
— CkomnupyiiTe CChUIKY M3 MCTOYHMKA. [lepeiiivTe B peXXvM pellaKTHUPOBAHUSI SYEHKU U

Haxxmurte coderanue kiasuin Ctrl+Shift+V / ¢ Cmd+1{ Shift+V.
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Yto6bI 100aBUTH B IOKYMEHT CCBUIKY B BHJIE TEKCTa, BHITIOJHUTE CIITYOIIHe JeHCTBUS:
1. Cxonupy¥Te CChUIKY U3 UCTOYHUKA.
2. VYKaxuTe MeCTO Il BCTaBKU CChUIKM OJIHUM U3 CJIeJIyIOLIMX CIIOCOOOB:

—  YT1006b1 0POPMUTH KaK CCHIIIKY BECh TEKCT B siUeHKe, BbIEIUTE 3Ty STYEHKY.

—  YTo0OnI O(l)OpMI/ITI) KdK CCBbUIKY OJHO CJIOBO B TeKCTe STYEHKH, YCTaHOBUTE B 3TO

CJIOBO KYPpCOP W/IM BbIJeJIuTe ero ejrKoM.

— Yrtobbl 0pOPMUTH KaK CCHUIKY YaCThb TEKCTa B siUeiike, BbIAENNTE 3Ty YaCTh TeKCTa

LIJIUKOM.

— YrtobOBI BCTAaBUTH B IIyCTyro H‘IEfIKy CJIOBO WJIM TEKCT CO CCbUIKOW, BbIOEIIUTE Ty

HquIKy WJIN YCTaHOBUTE B Hee KypCop.

3. BrmmomHaute KOMdHYy BCTABKU CCBbUIKHW OJHUM U3 CJIEAYIOIIUX criocoboB:

— Bribepute nyHKT KoMaH/iHOTO MeHio BeraBka > Ccepuika (cM. Pucynok 155).

Berapka  @opmar  TaBawua [Jannwe W

Wzobpamenne...

TekcToBOE None

Durypa »
il Awarpamma 3
fH Ceoagnas TaBauua...
e DYHEUWA... Shift+F3
CneumanbHbIe CUMBOAB.
¢ Ccblaka.. Ctrl+K
™ 3ametka
[ Maer
B Jara
(D) Bpewms

Pucynok 155 — KomangHoe mento BeraBka

— Ha nanenu uHCcTpyMeHTOB, B paszienie BecraBka HaxMuTe KHOIKY === (cM. PucyHok 156).

Ha oTobpasuBIieiics MaHeIl BCTABKU Ha)KMHUTe KHOIKY ¢~ CChLIKa.

— H_IeIILIKOM npaBoﬁ KHOIIKM MBIIIN OTKpOﬁTe KOHTEeKCTHOe MeHIO K BBIIIOJIHUTEe

KOMaHy BcraButh CCBLIKY.

— Haxwmure coueranue kinasuml Ctrl+K / 2Cmd+K.
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= N
Elbv R/

E MzobpaxeHwe..,

E[ TekcToBDE None |

D @ Durypa > |”
:l]: Awnarpansa >
i CeogHan Tabanua...
~
Tx DyHKLMA...
m CreunantHeIe CUMBOIL. .. >

169

Coonka..
%

Pucynok 156 — Ilanenb BcTaBku

4. B oxue BcraBUTH CCBLIKY, BO BKIajike Bebd-cTpannna unu ¢aiin (cMm. Pucynok 157):
— FEcnmu none Aapec He 3aroyiHeHO, BCTaBbTe B Hero cChulky. Ilo ymMonuanuio B mose
Anpec aBTOMaTHYeCcKy IOJICTaBJISIeTCSl CChbUIKA, CKOIKMPOBAHHAsI U3 MCTOYHMKA HA

IIepBOM II1are.

BcTaBWTh CCbIAKY X

Beb-crpaHuua nan dain MecTo B 3TOM AOKymeHTe

Texcr:

MoiOduc X

Appec:

https://myoffice. ru/| X Bei6pats daiin...

HepaeHue daiinei:
ﬁ Hogas Tabamua 1.xods I
HoBas npeseHTauus 1.xodp
HoBbiii gokymenT T.docx
Hoeas tabanua 1.xlsx
Document for collaboration.xods

Table with sales.xods

[ = = < = |

Pucynok 157 — OxHo BcTaBUTB CCBUIKY
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Ecm mone Tekcr He 3amosiHeHO, BBeOUTE B HEro TeKCT, KOTOPBIA Oyner
oToOpaxkaTbCsi BMecTo cChUIKU. [lo ymosuanuio B mosie TekcT aBTOMaTHM4ecku
MO/ICTABJISIETCS] TEKCT U3 BLIOPAHHOM STYeHKU WK TEeKCT, BblJIeJIEHHBIHN B siuelike, WU

CJIOBO, Ha KOTOPOM YCTaHOBJIEH KypPCOP.

Haxwmwure knonky OK.

ITpu coxpanennu nokymenta ODS B ¢opmare XLSX B sdelike, KOTOpasi COIEPXKUT

OJHOBpPEMEHHO HeCKOJIbKO CCbUIOK, OCTdeTCs paGOTOCHOCOGHOﬁ TOJIBKO I1epBas CCbLIKA.

4.4.6.2 BcTaBUTB CCBLJIKY Ha MeCTO B JOKyMeHTe

I[J'[H YHpoI1leHnda HaBUraiyuu 110 0C00eHHO 0OBEeMHBIM AOKYMEHTdM MOKHO TdK’Ke CO310dBdThb

CCBbUIKHM Ha ollpefejieHHOe MeCTO B JOKyMeHTe - Hd ﬂqeﬁKy, [Yara3oH sS49eeK WM Ha UMEeHOBAHHBIN

JAXaIlla30H.

Cchuika Ha MecTo B JOKyYMeHTe MOXeT COAep>KaTb:

— Ha3BaHWe JIUCTa — Hanpumep, JIUcT 2;

— Ha3BaHWUe JIMCTA C aJIpeCOM STYerKU WM Iuana3oHa — Hanpumep, JIuct 2'1A3:A6;

— Ha3BdHHWe MMEHOBAHHOI'O JIMdlld30Hd — HAalIpUMep, jlnanasoﬂ 1;

— 11000¥ APYyTroM TeKCT — HallpuMep, CM. 3/1eCh.

YToObI CO31dTh CCBUIKY HAd MeCTO B JOKYMEHTe, BbITIOJIHWUTe CJIIeAYIOIIre JerCTBUS:

1. Yxaxure MecTo AJisl BCTaBKU CCBUIKU OHUM U3 CJIeIYIOUIMX CIIOCOOOB:

YroObl cO37aTh CCBUIKY C Ha3BaHMEM JIUCTAa U aJpecoM s4YelKH / JMarasoH,
BBbIJIeJIUTE IYCTYIO SIYEHKy WM, eClM siuelika He IIyCTa, YCTaHOBUTe KYypcop B

TpebyeMoe MecTo BHYTpH STUEHKH.

YTtoObbI I[OGHBI/ITB B IIyCTYyIO SI‘IEI‘/JIKY CJIOBO MJIM TEKCT CO CCbUIKOM, BBIJEJIATE Ty

SIYeUKYy WJIM yCTaHOBUTE B Hee KypCcop.

Yto6bl 0POPMUTHL KaK CCHUIKY BeCb TeKCT, KOTOPBIA COJIepPXXUTCS B suelike,

BBIJIEJIUTE 3Ty STYEUKYy.

Y1066l 0POPMHUTH KaK CCHUIKY OIOHO CJIOBO B TEKCTe sfUeHKH, YCTAaHOBUTE B 3TO

CJIOBO KYypPCOP WJIU BbIJIEJIUTE ero 1eJIMKOM.

Y1066 0POPMUTH KaK CCHUIKY YacCTh TEKCTA B siueliKe, BBIJINIUTe 3TY 4aCTb TeKCTa

OeJInKOM.
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2. BrbimosiHATe KOMaH/Ty BCTaBKU CCHUIKHM OJTHUM K3 CIJIeYIOITUX CIIOCOOO0B:

— Bribepute nyHKT KoMaH/iHOrO MeHi0 BeraBka > Ccepuika (cM. PucyHok 155).

— Ha maHenmu HWHCTpyMeHTOB, B pasfeie BcraBka HaxmuTe KHONKY °**. Ha

OTOOPA3UBIIIENCS TTAaHEJIA BCTABKU HAXKMHUTE KHOTIKY * Ccpika (M. Pucynok 156).

— H_IEJILIKOM HpaBOﬁ KHOIIKHM MBbIIIH OTKpOIZTe KOHTeKCTHOe MEeHIO M BbIIIOJIHUTEe

KoMaHay BcTaBUTB CCBLIKY.
— Haxwmure coueranue kiasumi Ctrl+K / 32 Cmd + K.

3. B oxHe BcraBuUTB CCBUIKY BblOepuTe BKIaZAKy MecTo B 3TOM HOKyMeHTe (CM.

Pucynok 158).

Beb-crpaHuua nan dann MecTo B 3TOM A0OKYyMEHTE
Tekcr:
flueiika naM AnanasoH:
O Nucr MImeHOBaHHbIV fMana3oH
Jner

Pucynok 158 — OxHo BeraBuTh ccbuIKy. Brilajika MecTo B 3TOM IOKyMeHTe

4. Jlnst BCTaBKU CCBIJIKM Ha JIUCT YOeuTech, 9TO IMepeKItodaTeslb HaXOUTCS B TIOJIOXKEHUH
JIncr (cM. Pucynok 158), u BeibepuTe TpeOyeMblii JIUCT M3 CIIKUCKA.

5. JI7s BCTaBKM CCHUIKU HA sS'YeMKy WM UAalla30H B Mojle fldelika MIH qUana3oH BBeJUTe
BPYUHYIO a/ipec siuelKy / Auara3oHa WM, HaXaB Exl, BbIOepuTe Tpebyemble sSTUeHKU B

CadMOM [IOKyYMeHTe, I10CJie Yero CHOBa HaKMHTe U BCTaBKH dJipeca B I10J1e.
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6. I[J'[S[ BCTABKM CCBHUIKM HA HWMEHOBAHHBLIM JHalla30H YCTaHOBHTEe IIepeKiiro4aTesjlb B
nojiokeHre MiMeHoOBaHHbBIH AUAINad30H U BbIGepI/ITe Tp86YEMLIﬁ JHaIlla30H HM3 CIIMCKa

(cMm. Pucynok 159).

Beb-crpaHnua nan daian Mecto B 3TOM AOKyMeHTe

Texct:

flueiika unu Ananasox:

Juer © ViMeHoBaHHBIN AranasoH

[wanazoH

[wanazoH2

PucyHnok 159 — BcraBka cChlIKM Ha KIMEHOBAHHBIM JUalla30H

7. B mose Texkcr:
— Ecmu B none otobpakaeTcsi Ha3BaHWe JIMCTA U BHIOpAHHBINM JTMala30H U TpebyeTcs

CO31dTh CCBUIKY C HA3BAHUEM JINCTd, OCTdABbTE COAEPKUMOe I10JI1 0e3 M3MeHeHUH.

— Ecmu B mmoste OTO6pa>KEIETC$I Ha3BdHHeE JINCTA U BbIGpaHHbeI JH1aIria3oH, HO Tpe6yeTc;[

yKa3aTb TeKCT CChUIKW, BBeAUTe TpebyeMblii TeKCT BPYUHYIO.

— Ecnm nose 3anosiHeHO TeKCTOM U3 BIOPAaHHOMW STY€MKH WM TeKCTOM, BblJIeJIeHHbIM B
siuerike, WM CJIIOBOM, Ha KOTOPOM YCTaHOBJIEH KYypCOp, TO TpHU HeoOXOJIUMOCTH

pPeIaKTUPYUTe TAaHHBIN TEKCT WUJIM OCTaBbTe ero 6e3 u3MeHeHUH.

8. Haxwmure kHonky OK.

[Ipu coxpanennu pokymenta ODS B ¢dopmare XLSX B sueiike, KOTOpas COHEPXKUT

» OIHOBpEeMEeHHO HECKOJIbKO CCBbUIOK, OCTdeTCa pa6OTOCHOCO6HOﬁ TOJIBKO I1epBasd CCbLIKA.
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4.4.6.3 BcTaBUTH CCBHUIKY Ha aiii

B HOKYMEHT MOXHO BCTAdBUTHL CCBUIKY H4 (bafm, KOTOprﬁ pacCIiojioKeH Ha TeKyleM

KOMIIbIOTEPE UK B cereBoi manke. CchbIIKa MOXET YKa3bIBATb Ha (bafm JI000T0 (bopMaTa.

Ccblika MoXkeT 0ToOpakaThCsl B IOKyMEHTe B BUJIE:

— Ilyrtu k ¢aiiry — manpumep, C:\Users\User\Documents\@arin.xlsx (OC Windows) wiu
/Users/User/Downloads/@ann.xlsx (OC Linux 1 macOS).

— Texkcra — HallpuMep, CCbLJIKA Hd daii. TeKCcT CChUIKM MOXKHO YKa3daThb UJIX B sTYerKe, WU

N B OKHe BCTAaBKH CCBLIJIKH.

YT06b!I 106aBUTH B IOKYMEHT CCBHIIIKY Ha (paiisl, BBIIIOJIHATE CllefyIolire AelCTBUS:

1. Yxkaxwre MecTO AJis1 BCTaBKU CCBUIKU OHUM U3 CJIeAYIOLIMX CIIOCOOO0B:

—  YrobnI OCl)OpMI/ITI) KdK CCBbUIKY BeCb TEKCT B sT9eriKe, BhIIeIUTe Ty HHEfIKy.

— Yrobbl 0POPMHUTH KaK CCBUIKY OJIHO CJIOBO B TeKCTe sSYelKH{, yCTAaHOBUTE B 3TO

CJIOBO KypCOp WM BbIAEJIUTE €ro LeJINKOM.

—  YrobnI OCl)OpMI/ITb KdK CCBUIKY YdCTb TEKCTa B sSi9eriKe, BhIJIeIUTe 9Ty YdCTb TEKCTa

OeJInKOoM.

— YrobOBI BCTAaBUTH B IMyCTYyIO HqEﬁKy CJIOBO WMJIM TEKCT CO CCBLIKOM, BBIJEJIUTE Ty

H‘IEfIKy WJIN YCTaHOBUTE B Hee KypCop.

2. BruimonauTe KOMaHy BCTdBKH CCBIJIKHW OJJHUM U3 CJIeYIOINX CIoCO0OB:

— Bribepute nyHKT KoMaHHOTO MeHI0 BeraBka > Ccepuika (cM. Pucynok 160).

Beraeka  @opmar  TaBnuua

o

2 » B =

%

Wzobpamenne...

TekcToBoe None

Durypa

Auarpanma
CeoaHan Tabauua..,

DyHKLMA...

CI'IE'LI,HH.."IthIE‘ CHUMBONDBL...

Coulnka..,

JaHHwme |

Shift+F3

Ctrl+K

Pucynok 160 — Komangnoe menio BecraBka
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— Ha naHenu wuHCTpyMeHTOB, B pasfeie BcraBka HaXMHUTe KHOIKY =
(cM. Pucynoxk 161). Ha orobpasuBiueiics maHelyd BCTaBKM HaXXMHUTe KHOIIKY

¢! CchLIKa.

=i T
|__£IJ- R -

2UF W B8 @
HMzobpaxeHne..,
]:[ TekcToBOE NONe

0 -jf;' Durypa » ~
:[l: Jwarpanmasa »
i CeogHan Tabanua...
—1 DyHKLWA..
a CreunantHe e CUMEDAL.., b
(:j Cemnka.. %

Pucynok 161 — Ilanenb BcTaBku

— H_[eJ'I‘lKOM HpaBOﬁ KHOIIKM MBI OTKpOI:ITE KOHTeKCTHOe MeHIO K BELIIIOJIHUTE

KoMaH/ly BcTaBHTBh CCHUIKY.
— Haxwmurte coueranue kinasuni Ctrl+K / #Cmd+K.

3. B oknae BcraBuTh cchUIKY, BO BKIagke Beo-crpanuna wim ¢aiin (cM. Pucynok 162)
BblOeprTe ¢ailsl, Ha KOTOpBI TpeOyeTcss BCTaBUTb CCBUIKY, OJHUM H3 CJIeIyHOIIUX
CI0COOO0B:

— Broibepute ¢aiin 3 cnvcka HegaBuue ¢aiinbl. B sToM cnimcke otobpaxatorcst 50
NocyieTHUX (PaiyIoB, KOTOPble OTKPBIBAIMCH B NpuiioxkeHUsix «MonOduc Tabnuiay,

«MoitOduc Tekcr» u «MonOduc IIpesenTarusy.

B crircke HemaBHue ¢aiiibl He oToOpaxatoTcs paiibl, KOTOpble OTKPBIBAJIMCh U3 00JIaKa
(cM. pazpmen 4.13.2). UToObl BCTaBUTH CCHUIKY Ha ¢aiil U3 objaka, CKOMUpYWUTe ajpec
CCBIJIKM Ha 3TOT ¢aiil B Opay3epe U BCTaBbTe B JIOKYMEHT KaK CCBIJIKY Ha BeO-CTpaHUILY

(c™m. pasnen 4.4.6.1).
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— Bribepute daiin ¢ moMoripio gaioBoro MeHemkepa. s 3Toro Ha)kKMUTE KHOIIKY

BeiopaTs ¢aii.

BcTaeuTh CCbLIKY X

Beb-crpanuua naun daiin Mecto B 3TOM AgOKyMeHTe

Tekcr:

ccbiika Ha daian X

Appec:

Bbibpatb dann...

HepaeHue dannb:
ﬁ Hogas tabnvua 1.xods I
Hoeas npezeHTauwa 1.xodp
Hoeblin gokymeHT 1.docx
Hogas tabavua 1.xlsx

Document for collaboration.xods

© © 8 8

Table with sales.xods

OK OT1meHa

Pucynok 162 — OxHo BecraBUTB CCBUIKY

4. Ecmm cceimka JIO/DKHA OTOOpaXkaThCsl B BHjle TeKCTa W Tojie TeKCT He 3aIrojHeHO,
BBenuTe TpeOyembld TekcT. [lo ymomuanuio B mosle TekCT aBTOMaTH4YecKd
MOJ/ICTABJISIETCSI TEKCT M3 BHIOPAHHOW siYeMKU WIM TEKCT, BbIJIEJIEHHbIA B suelike, WU
CJIOBO, Ha KOTOPOM YCTaHOBJIEH KYpPCOP.

5. Haxmure kHonky OK.

/A Ilpu coxpanenmu nokymenra ODS B ¢dopmare XLSX B sdeiike, KOTOpas COHEPXKUT
L ¥

L o
=) OJHOBpeMeHHO HeCKOJIbKO CCBUIOK, OCTadeTCAd pa6OTOCHOCO6HOI/I TOJIBKO I1epBas CCbUIKA.
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4.4.6.4 bricTpast BCTaBKa CCHLIKH

B HameuaTaHHBIM TeKCT MOXXHO OBICTPO 1O0OABUTh CCBUIKY Ha BeO-CTpaHMIly, ajpec
3JIeKTPOHHOW IIOYTHI WU (paiil.

Jlyisi OBICTPOM BCTAaBKU IOAJIEPXKUBAIOTCS CJIeIyIOIIMe BUJIbI CCHUJIOK HA JIOKaJbHbIE U
ceTeBble QanJIbl:

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

— smb://192.168.1.1/Files/®aitn.xlsx

—  ftp://Guest@127.0.0.1/share/FTP/®atin.xlsx

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

[TonnepxviBaeMble BUIBI CCBIIOK HAa BeO-CTPAHUIIBI U afjpeca 3J1eKTPOHHOM IIOYTHI ONKCAHbI
B pasjiejie BBbILIIE.
Yro6bl OBICTPO [106AaBUTH CCBHUIKY B HalledaTaHHBIM TeKCT, BBIIIOJIHWTE Clelyloliye
JeUCTBUS:
1. Cxonmpy¥iTe CCBIIKY.
2. YKaxuTe MeCTO /Jisl BCTaBKU CChUIKU OHUM U3 CJIeIYIOLIUX CIIOCOOO0B:
— Yr1o6bI 0POPMHUTH KaK CCBUIKY BeCh TEKCT B siueliKe, BbIIeJIUTe 3Ty SUelKy.

—  YrobnI OCl)OpMI/ITb KdK CCBUIKY OIOHO CJIOBO B TEKCTe STYEHKH, YCTaHOBUTE B 3TO

CJIOBO KypCOp WM BbIAEJIUTE €ero HeJINKOM.

—  YrobnI OCl)OpMI/ITb KdK CCBUIKY YdCTb TEKCTa B si9eyiKe, BBIJIEeIUTe 9Ty YdCTb TEKCTa

OeJInKOM.

3. Haxmure coderauue xiasuil Ctrl+Shift+V / ¢ Cmd+{ Shift+V.

4.4.6.5 IlepeiiTu no ccolIKe

YtoOBbI 1epeiTH 110 CChITKe, IIEJIKHUATE 110 Hel, yepkuBast HaxkaTou kiasuiry Ctrl / $8Cmd.

Beb-ccpiiku OTKpBIBAIOTCS B Opay3epe, KOTOPBIM ucnoiib3yercss B OC 10 yMOT4aHUIO.

@aiibl OTKpBIBAIOTCS B TNpuiiokeHUsix «MonOduc Tabmuna», «MoitOduc Tekct» u
«MoiOduc [Ipesentanus». Ecin dopmar daiina He mojmep>KUBaeTcsi, TO OH OTKpPbLIBAeTCs B
NIPWIOXKeHNH, KoTopoe wucnonb3dyercs B OC 1o ymomuanuio [yisi paboTel c  daiiaMu
COOTBETCTBYIOIero ¢popmara.

[Ipu nepexoze IO CChUIKe Ha 3JIEKTPOHHBIM aJipeC OTKPBIBAeTCSl I10YTOBAas IIPOrpaMMa,
KOTOpasi HCIIOJIb3yeTCss B OIepallMOHHOM CHUCTeMe II0 yMoJj4aHWIO. B 1aHHOM nporpamme
aBTOMATUYeCKHU CO3/1aeTCsl HOBOe ITMChbMO, B KOTOpOe KOIIMPYIOTCS JJaHHble, YKa3aHHbIe B CChLIKE.

[Tpu nepexozie 10 CChUIKe Ha JIMCT OTKPbIBAETCSI COOTBETCTBYIOIHI JIMCT TeKyILero IOKyMeHTa.
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4.4.6.6 KonmupoBaTh CCBLIKY

YT0OBI CKOITMPOBATL CCBUIKY, IIEJIKHUTE II0 Heu npaBoﬁ KHOIIKOM MBIIIA W BBIIIOJTHUTE

KOMadHy KOHTEKCTHOI'O MEHIO KOHI/IPOBHTB aJipec CCBLIKH.

4.4.6.7 PejakTHpOBaTh CCHUIKY

YTo6bI peakTUPOBaTh CCBUIKY, BBIIIOJIHUTE CIIeAyIOle 1eCTBUS:
1. Yxaxwre cChIIKY [I1s1 pefaKTUPOBaHUS:
— Ecnu sidelika coiep>XXUT TOJIBKO CCBIUIKY, BbIIEJIUTE 3Ty SUeHKy WM YCTaHOBUTe Ha

CCBbUIKe KypCOp, WIH BblAEJINTE YdCTb CCBIJIKH/ CCBUIKY L EeJIMKOM.

— Ecmu sgdetika COIepXXUT He TOJIbKO CCbUIKY, YCTdHOBHUTe Hd CCbLIKe KYpCOp WJIN

BbIIeJINTE 9dCThb CCBIIKH/ CCBUIKY IEeJIMKOM.

2. OTKpOﬁTe OKHO peJdKTUPOBdHH CCbUIKW OJHUM U3 CJIeYIOIMUX CIT0CO0O0B:

— Bribepute nyHKT KoMaH/iHOTrO MeHio BeraBka > Ccepuika (cM. Pucynok 160).

— Ha manenu nHCTpyMeHTOB, B pa3zieile BcraBka Ha)kMuUTe KHOIIKY === (CM. PucyHok

161). Ha oTo6pasuBIneiics aHe M BCTABKK HAXKMUTE KHOTKY (7' CchUIKa.

— [lleslukOoM 1IpaBOM KHOIIKA MBIIIM OTKPOMTE KOHTEKCTHOE MEHI0 M BBIIIOJIHUTE

KoMaHJly PerakTHpOBaTh CCHUIKY.
— Haxwmure coueranue knasuml Ctrl+K / $Cmd+K.

B oxne PegakTupoBarth cchuIKy (cM. PucyHok 163) BHecuTe TpeGyeMble U3MeHeHUS!.

4. Haxwmwure kHonky OK.
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P:"-_'l:"lKT/F?OE’-a_I: CChINKY X

Beb-crpaHuua naun dain MecTo B 3TOM A0KYMeHTe

Tekcr:

MoinOduc X
Appec:

https://myoffice.ru/ X Buibparb dain...
He paBHue dainbi:

@ Hoeas Tabavua 1.xods I
Hoeas npezeHTtayma 1.xodp
Hoebl gokymeHT T.docx
Hoeasa Tabanya 1.xlsx

Document for collaboration.xods

@ © 8 8

Table with sales.xods

Ypanutb CCblaky OTtmeHa

Pucynok 163 — OxHo PeakTHpoBaTh CCHUIKY

4.4.6.8 Ynanurh cChUIKY

CchUIKYy MOXHO YyJalWTh C IIOMOIIBIO OKHA pellaKTUPOBAHUSI WM KOHTEKCTHOT'O MeEHIO.
Ccpuika ynansiercs: 6e3 TekcTa, KOTOPBIY ee COepXKHT.
YroObl yJanWTh CCHUIKY C IIOMOIIBI0 OKHAa pPedaKTUPOBAHHS, BBIIOJHUTE CJleylolre
JeUCTBUS.
1. VkaxuTe CCBUIKY JUISl y1aJIeHUs:
— FEcnu sidelika coiepXXUT TOJIBKO CCBIIKY, BbIIEJIUTE 3Ty SYeHKy WM YCTaHOBUTe Ha

CCBbUIKe KYypCOp, WJIH BbleJINTE YdCTb CCBIIKH/ CCBUIKY [eJIMKOM.

— Ecmm sgueiika coliepXUT He TOJIBKO CCBUIKY, YCTAHOBHUTE Ha CChIJIKE KYpCOp WU

BBIIEJINTE 9dCThb CCBIIKH/ CCBUIKY IEeJIMKOM.

2. OTKpOﬁTe OKHO peJaKTUPOBdAHHWA CCBUIKW OJHUM U3 CJIeJYIOIUX CIT0CO0OB:

— Bribepute nyHKT KOMaHHOTO MeHI0 BeraBka > Ccbuika (cm. Pucynok 160).
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— Ha nmanemu uHCTpyMeHTOB, B paszieiie BecraBka HakMuTe KHOTIKY === (cM. PucyHok 161).

Ha oroGpasuBiueics naHejay BCTaBKYA HaXKMUTE KHOIKY ¢/ CchUIKa.

— IlemukoM MpaBOM KHOINKH MBIIIA OTKPOMTE KOHTEKCTHOe MEHIO UM BBIOJIHHATE

KOMaHJly PemakTHpOBaTh CCHUIKY.
— Haxwmure couerauue kinasuni Ctrl+K / #Cmd+K.

3. B okue PemakTHpoBaTh CChUIKY (cM. PucyHok 163) HakMuTe KHOMNKY YIaJIHTh

CCBLIKY.

YToOBl yHaMUTh CCBUIKY C IIOMOIIBIO KOHTEKCTHOI'O MEHIO, BBIIIOJIHUTE Clleflylollre
JeUCTBUS:

1. Vkaxure CChUIKY /ISl y/laJieHUs TaK, KaK OMMCAHO BBIIIIE.

2. lem4koMm MpaBOM KHOIKW MBIIIA OTKPOWTE KOHTEKCTHOE MEHIO U BBIIIOJIHUTEe KOMaHy

YIIEIJII/ITL CCBLIKY.

YToOBI yHaIUTh OJJHOBPEMEHHO HECKOJIBKO CChIJIOK, BBITIOJIHUTE CJIeIyIolre JeHCTBHUS:
1. Beigenure sgeiiku, KOTOpPbIe COAEPXKAT JaHHbIE CCBIIKU.
2. IllemykoM mpaBoOM KHOTKH MBI OTKPOWTe KOHTEKCTHOe MEHIO U BBLITIOJIHUTEe KOMaHy

Y)Ja.rme CCBLJIKH.

Eciu Tpebyercsl ynanuTh CCBUIKY BMeCTe C TEKCTOM, KOTOPBIA ee COJIep)KUT, BBIIIOJIHWATE
CJlefyrolve NeiCTBUL:
1. Yxaxure cCbUIKY ISl yaleHHUs:
— Ecmm g4elika cOepXXUT TOJBKO CCBHUIKY, BBIIEJIATe 3Ty SYelKy WM IlepeiivTe B

PeX¥M peddKTHPOBAHHUA STYEHWKHU U BbIJEIIUTE CCBUIKY LeJIMKOM.

— FEcnu suelika coepXUT He TOJIBKO CCBUIKY, Iepei/iiTe B PeXXUM pelaKTUPOBaHUS

STYEKH U BbIEINUTE CCBUIKY LIeJIMKOM.

2. Haxwmure knaBuiry Delete iin Backspace Ha kiaBuarype.
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4.4.6.9 CoueTaHus KJIAaBHII JIJISI IepeMeIleHHsI MeXTy 3JieMeHTaMH OKHa

B Ta6JII/IIIe 9 IpeacCTaBJIeHbl COYeTdHHA KJIaBHII, KOTOpble MOXHO HWCIIOJIb30BaTb JIA

6bICTpOFO IepemMenieHusd Mexay sJiIeMeHTaMH OKHdAd BCTaBKH/ pedaKTUpPOBaHHS CCBIJIKH.

Taomna 9 — CoueraHus KJIaBHIII

JeiicTtBHe CoueTaHHe KJIaBHIII CoueTraHue KJIaBHIII
B OC Windows / Linux B macOS
OTKpBITH OKHO Ctrl+K % Cmd+K
[lepefiTH K crlemyIoIeMy 3JIEMEHTY OKHa Tab Tab
[lepefiTi K IpeABIAYIIEMY 3JIEMEHTY OKHA Shift+Tab {t Shift+Tab
OTKpBITh BBIOPAaHHYIO BKIAJKY [Ipo6en IIpo6en
HaxaTh kHonky Beiopars ¢aiin i OK [Ipo6en IIpo6en
Haxatp kHoniky OK He3aBHCHMO OT TOTO, KaKO _
. Enter ~ Enter
3JIeMeHT OKHa BbIOpaH B JaHHBIN MOMEHT
[epeiiTu K ciiefytoriemMy/npeabiayiemy dbainy B Lut Lut
cnucke HepaBuue ¢aiinnl
[TepetiTu k mepBoMy daitity B crivicke HeraBHue ¢aityibl Home Fn + «
[epeittu k 1 HEM vty B ciincke Hi HU
epe ocnenHeMy daiity B civicke HenaBHue End Fr+ —
daiinnl
Bribpats ¢aiin B crivicke HegaBHue ¢gaiiibl [TpoGen [Ipo6en
3aKpbITb OKHO Esc Esc
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4.4.7 3ameTkn

K sdeiikaM »37eKTpOHHOM TabOMUIIBI MOXHO J100aBisATh 3aMeTkd. [Ipu coBmMecTHOM
penakTUpoBaHUM (CM. pasfen 4.13.2) ¢ ToMOIIbI0 3aMeTOK MOXKHO OOMEHUBATHCSl 3aMeYaHUSIMU C
KOJIJIeTaMU, He BIIMSIS Ha COJIePXKHUMOe JOKyMeHTa. Sl4eiiku ¢ 3aMeTKaMH OTMeYaroTCs MapKepoM B

1paBoM BepxHeM yriy (cMm. PucyHok 164).

Pucynok 164 — flueiika ¢ 3aMeTKoM

4.4.7.1 Co3narth 3aMeTKY

Kaxzias 3amMeTka NpuBsSI3bIBAaeTCs K OJTHOM siuelike. B 3aMeTKy aBTOMaTH4eCKu 100aBisieTcs
VIMSI CO3/IaBIIIero ee M0JIb30BaTelIsl.
YTo6bI CO3/1aTh 3aMeTKY, BBIIIOJIHWTE CllefyIolllre 1efCTBUS:
1. BrinonHuTe KOMaHAY CO3/1aHWS 3aMeTKU OTHUM U3 CJIelyI0IIUX CII0COOO0B:
— Brimenure sdeliky U BblOepUTe IyHKT KOMaHJHOTO MeHI0O BcraBka > 3amMeTka

(cm. PucyHnok 165).

Beraeka @opmar  TaBavua Jaddwe

WMzobpaxerwe...

TekcToBOE None

Durypa r
il Awarpanma ]
fH Ceognas TaBanuug..
Fx  OyHKUMA.., Shift+F3
CneynantHBIe CHMBOLL..,
¢ Ccpinka... Ctrl+K
™  3ametka

Pucynok 165 — KomangHoe mento BeraBka
— DBroigenuTe s4eliky M Ha IaHeJld WHCTPYMEHTOB, B pasfielie BcraBka HaxxmuTe

KHOIIKY === Ha OT06paBPIBLHeI>'ICH IIaHeJIn BCTABKHW HAXKMUTE KHOIIKY @ 3ameTka

(cm. Pucynok 166).
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WzobpameHue..,
TekcToBOE None

Durypa >

Juarpanna >
CeogHan Tabanua...
DyHELMA,.,

CI'IE'LI.HEJ'II:HI:IE‘ CHMBOAR. .. >

Ccbinka...

JameTra [}3

Pucynok 166 — Ilanenb BcTaBku

— BI)I)IEJ'II/ITE quﬁKy npaBoﬁ KHOIIKOW MBIIIA WU BBIIIOJIHUTE KOMdHY KOHTEKCTHOI'O

MeHIO Jlo0aBUTH 3aMeTKY.

2. B oxne 3ametku (cM. PucyHnok 167):

— Ilpu HeobxomUMOCTH pelakTUpyUTe U GOpMaTUPYHTE UMsI IT0JIb30BATEJISI.

— BBEJII/ITE TEeKCT 3dMeTKH.

L= = = N R = L R R R

* Amnexcangp CMupHoB:

Pucynok 167 — OxHO 3aMeTKu

3. Haxmurte kiaBumry Esc unm menkHuTe 10 APYTrou sideiike, 9TOObI 3aBepIIUTh CO3/IaHKe

3aMeTKH! U 3dKPLIThH ee.
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4.4.7.2 PeqakTHpoBaTh WIH YIAIUTh 3aMeTKY

B nokymenTe MOXXHO pelaKTHPOBAaTh U yAAJATh Kak COOCTBEHHbIE 3aMEeTKH, TaK U 3aMeTKHU
JIPYTHX TOJIb30BaTeJIeu.
YToObI peJlakTHPOBATh 3aMeTKY, BBIIIOJIHUTE CJIeJlyIolye JerCTBUS:
1. IllenkHuTe MO sTYeliKe, YTOOBI OTKPBITh 3AMETKY.
2. TlepeiinuTte B pexxuM peJJakKTHPOBAHUSI 3aMEeTKU OIHUM U3 CJIeIYIOUIMX CIIOCOOO0B:
— IllenkHuTe 10 sYeilike TMpPaBOM KHOMKOM MBI U BBIIOJHUATE KOMAaHY
KOHTeKCTHOro MeHi0 PemakTupoBarh 3aMeTKy. Kypcop ycTaHOBUTCSI B Havasio

1mepBoro 86381_18 3dMEeTKH.
— YcraHoBure KypcCop B TPE6YEMOM MecCTe 3dMEeTKHU BPYYHYIO.

3. BHecuTe uaMeHeHHs B TEKCT 3aMeTKH U, IPU HEOOXOJAMMOCTHU, B UMsI TIOJTb30BaTeJIsl.
4. Haxmure wiaBuity Esc wid 1ieikHuUTe 1O JpYyroil sidyeiike, 4YTOObI 3aBepIIUTDH

pedakKThupOBaHHe 3dMeTKH U 3dKPLITEH ee.

YToObl ymanuTh 3aMeTKy, IIeJIKHHUTe 10 TpeOyeMoOU siuedKe IpaBOM KHOIIKOW MBIIIN U

BBIIIOJIHUTE KOMdHy KOHTeKCTHOI'O MEHIO YnaJme 3dMETKY.
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4.4.8 CrienimajibHBIE CHMBOJIBI

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

IIOMOIIBIO ITaHeJIN 6bICTpOﬁ BCTAaBKHU CIIeIICMMBOJIOB MJIK OKHA CIIE].II/IaJIbeIE CHMBO.JIBI.

4.4.8.1 ITanenb OBICTPOI BCTAaBKH CIIEIICUMBOJIOB

YTOOBI OTKPBITh MaHEeJIb OBICTPOM BCTABKU CIEIICUMBOJIOB, BBITIOJIHUTE OJHO U3 CJIeJTyIOIIUX
JeUCTBUMH:

— Ha manenu uHCcTpyMeHTOB, B paszfeiie BeraBka (cM. Pucynok 168) HaxmuTe KHONKY

(CerquaibHbIE CHMBOJIBI).

= £
|_T|b ¥ F T 5
oo~ {5 A (@)% - .
&l N
© ® P %0 p v 8
Y2 3% — n 2 ° A
O P
* ot + = * = =
HepazpweHwit npoben Ctrl+Shift+5Space
HepazpoeHmit geduc Ctrl+Shift+(-)
Kopotkoe Tupe Cerl+Mumi-)

Bonblwe cimEOnoB..,

Pucynoxk 168 — IlaHenb O6bICTPOI BCTaBKH CIIEI[CHMBOJIOB

— Ha manenu uHCTpyMeHTOB, B pasfesnie BcraBka HakmuTe KHOMKY === (cM. PucyHok
169). Ha otobpa3suBiieiics MaHejld HaBeJUTe KypPCOP MBIIIM Ha CTPeJKy CIpaBa OT

KHOIIKH . CroennannbHbIe CHMBOJIEL.
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Hepa3spbiBHbIWM Npoben
HepazpbiBHbIN geduc

KopoTtkoe Tupe

Bonblwe cMMBONOE...

Ctrl +Shift+Space
Ctrl+Shift+(-)

Ctrl+Num(-)

mEW™ By TV 2y B
B d W e85y Zvd &
AaHHble
N 0 P
© ® P % pu V8
Va W — b ¥ ° A
# = + + X < =

= @ OB

Q

O @

©

po v B B4 (@)~

WzobpaxeHwe...

°

TekcToBoe none

®urypa >

[Awarpamma >
CeogHas Tabavua...
DOyHKLWA. ..

CneumanstHble CUMBOLI... >

Ccbinka...
3ameTka

Nuct

[ata

Bpema

Pucynok 169 — Ilanenb ObICTPOI BCTaBKU CIIEI[CHMBOJIOB

YTtobOBI BCTaBUTh CITeliCMMBOJI, BBITIOJIHHUTE OJHO M3 CJIeAYyIOINX JelCTBHI:

— DBribepute cuMBOn M3 Habopa IpefyCTaHOBJIEHHBIX CUMBOJIOB. [Io Mepe paboThl c
MIPWIOXKEeHHeM TIpe/lyCTaHOBJIEHHbIe CHMBOJIbI MEHSIOTCSI Ha CHUMBOJIBI, J100aBJIeHHbIE
10JIb30BaTejieM B JIOKyMeHT C IIOMOIbi0 OKHa CmerpajbHbIe CHMBOJIBI (CM. pasjien

4.4.8.2). llpu HaBemeHHMM Kypcopa MbIIIM Ha CHUMBOJI OTOOpakaeTcsi Ha3BaHUE

BBIOPAHHOTO JIJIs1 HEro mpudTa.

— Buoibepute nynkt HepaspbeiBubiii mpo0es, Hepa3pwiBubli nepuc v Kopotkoe

BbIOpaHHBIN 10JIb30BATEJIeM.

THpe, eciii TpeOyeTcsl BCTaBUTb COOTBETCTBYIOIIWI CUMBOIL.

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

Cwv
(4

[Ipy BCcTaBKe K CHUMBOJY MpUMeHseTCs MIPUPT TeKkcTa JAokyMeHTa. Ho ecim

mpudT TeKCTa He MOJJep)KUBaeT 3TOT CUMBOJI, TO IpPUMeHSeTCsl MIPUPT,



MonOdonc

4.4.8.2 OxHo «CreninajibHBIC CHMBOJIBI»

Yto6b1 OTKPLITH OKHO CIlenyaibHbIe CHMBOJIBI, BHITIOJIHATE OJTHO U3 CIeYIOIINX JeCTBUM:
1. Bribepute mnyHKT KOMaHAHOro MeH0 BcraBka > CroenmuajibHble CHMBOJIBI

(cm. Pucynok 170).

Beraeka @opmar  Tabawua  fadHwe

[ Wsobpamenue...

TekcToBoe none

&) @urypa b

i Avarpanna »

15 Ceogranr Tabanua...
Fu OyHKkuwA... Shift+F3

o CneuwansHbie CUMEOAL...
Pucynok 170 — IIynkT komanaHOoro MeHio CnenpajabHbIe CHMBOJIBI
— Ha nanenu uHCTpyMeHTOB, B pa3feiie BcTaBka HakMuTe KHOIIKY (CrmemnaibHbIE

cumBoJIbI) (cM. Pucynok 171). Ha manenu OGbICTPOI BCTaBKU CIIEIICUMBOJIOB BbIOepUTe

IyHKT boJibiie CHMBOJIOB.

B v —
o

- s + @ -
© ® P %0 v g
V2 3 — n 2 © A

o p
¥ R + + X < >
HepazpbieHbil npoben Ctrl+5hift+5pace
HepazpoieHbA geduc Ctrl+5hift+(-)
Kopotkoe Tupe Ctrl+Mumi(-)
Bonblwe cMMBOAOE. ..

s

Pucynok 171 — IlyukT Bosbiie cuiMB0J10B
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— Ha nmanenu wHCTpYMeHTOB, B pasfieiie BcraBka HaXKMUTe KHOIKY === (cM. Pucynok 172).

Ha otobpasuBiiieiics manean HaxxMuTe KHOTKY || CnenpajibHbIe CHMBOJIBI.

=l o, | O -
0y BEE .
Mzobpamerne..
E[ TekcToBOE NONE
) & durypa > |~
ol Awarpamua >
in CeogHan TaGanua...
_',F)( DyHKLKA. .
CrneLWansHble CMMBOALL... % ¥

Pucynok 172 — Knonka CrieniuanbHbIe CHMBOJIBI

— Ha nanerm vHcTpyMeHTOB, B pasfenie BcraBka HakmMyTe KHOIKY === (cM. PrucyHok 173).
Ha oTtobpasuBiieiics naHeny HaBeIWTe KYpPCOpP MBI Ha CTPeJIKy CIIpaBa OT KHOIIKU
CroenmanbHble cMMBOJIBI. Ha maHenu ObICTPOM BCTaBKU CIIELCMMBOJIOB BbIOepuTe

IyHKT boJibiiie CHMBOJIOB.

mE®E By V-23v B G- BB -
B E o8y *v@d@ £ ‘
LanHbie @ W3o6paxerme... A
TekcToBoe none
M N o P &' ourypa >
Dﬂﬂ Jnarpamma >
CeogHas Tabavua... O
Cv
7& DyHKUWA... =7
Q CreuuansHble CUMBOJbL.... >
© ® P % u vV 8
7). Cevinka..
v\ % — mw Y ° A | ©
[% 3ameTka
£ 0=+ x <z
D Jiver
HepazpeiBHeIM Npoben Ctrl+Shift+Space Jata
Hepa3speiBHblid geduc Ctrl+Shift+(-) ® Bpema
KopoTtkoe Tupe Ctrl+Num(-)
Bosbwe cMMBONOB...

Pucynok 173 — IlyukT Bosbiie ciMB0J10B
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OxHo CenpajibHbIe CHMBOJIBI (CM. PrcyHOK 174) cofiepXXuT ciiefyiolye HHCTPYMeHTHI:

|::I'IELI|I.‘1EJ1I:ngIECI."IMEDJ'IbI >'<
KO Thames v Yucnoesle Gopmel hd VULGAR FRACTION ONE
" THIRD
E"/S 2/:;. 1/,;3 S/é % % HKHukom: U+2153
a A YT - ¥V =« | = 2
< > ]‘ 3
LI
/= OTl e
F € 2 T ¢+ m P !
AL Y5 bs s
ar
Ys 1/ v
3 3 3
vV @ O % >
% v A
3aKpbiTe OKHO NOCNEe BCTABKK CUMEBONA Berasmte OTmeHa

Pucynok 174 — Okao CrienpiaibHbIe CHMBOJIBI

— Brimaparonuii criucok yis Beibopa mprgTa CrieljCMMBOIA.

— Brimaparonuii criMcok st BeIOOpa IPYMNIIBI U KaTeropuu cuMBona. Ecimu mpudt He
MIO/IJIeP>KMBaeT CUMBOJIbI TPYIIIBI MJIM KaTeropyy, TO OHA He 0ToOpaXkaeTcs B CIIUCKe.

— CumBonbl. Ilo ymonuaHuio BbifesisieTCs IIepBBbIM CHUMBOJI BbIOpAaHHOW KaTeropuu.
KaTeropum oTnenstorcs Apyr OT pyra 4epToi.

— HasBaHue BbIJle/leHHOT'O CUMBOJIA Ha QHTJIMMCKOM SI3bIKe.

— Kog BeigenenHoro cumBosa B cucteMe Unicode.

— Hauepranue BbiieJIeHHOTO CUMBOJIA.

— 1lIpudT BeIIETIEHHOTO CUMBOJIA.

— BapI/IaHTbI APYyrux Ha‘lepTaHI/If/’I BBII€JIEHHOI'O CMMBOJIA.
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Yto6bl BCTaBUTH CUMBOJI U3 OKHA CrenpajbHbIe CHMBOJIBI, BBIIIOJIHUATE CIIAYIOIMe
JIerCTBUS:

1. Bribepure mpudr criericuMposia. Bei6op ocyiiecTBisieTcsl aHaJIoTUYHO BBIOOPY IpUdTa
B IVIaBHOM OKHe NpWIokeHus (cM. pasgen 4.11.1).

2. Broibepute kaTteropuro cMMBOJIa. BBIOOp OCYyIEeCTBIsIETCS aHAJIOTHYHO BLIOOPY HIpUdTa
CIeIICUMBOJIA.
YcraHoBuTe Kypcop B TO MeCTO JOKYMeHTa, Ky/la He0OXOJMMO BCTaBUTh CUMBOJL.

4. BcraBbTe CUMBOJI OJTHUM U3 CJIeYIOIINX CIIOCOOOB:

— Bpimenute cMBOJI ABOMHBIM IIIETYKOM MBIIIIH.
— BrbienuTe ciMBOJI OOHUM IETYKOM MBIIIU U HAXMUTE KHOTIKY BCTaBHTS.

— BI)II[eJ'II/ITe CUMBOJI OOHUM MEeJIYKOM MBI W HAXMUTE KJIdBUILY Enter wm

IIpo6es Ha ki1aBUaType.

Ecmm tpebyetcsi, 4TOObI OKHO 3aKpbIBAJIOCh aBTOMATHUYeCKH, MOCTaBbTe (UIa’KOK 3aKPBITh
OKHO I10CJIe BCTAaBKU CHMBOJIA.
YTo6b! 3aKpbITh OKHO CrenpajbHble CHMBOJIBI BDYYHYIO, HAXXMUTe KHONKY OTMeHa WUiu

KHOIIKY % B 3ar0JIOBK€ OKHa.
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4.4.9 Texynias gata uiu BpemMs

B nmo6oe mecTo foKyMeHTa MOXHO BCTaBUTh TeKYIIyIO 1aTy WK BpeMsl.

YToObI BCTaBUTH B JOKYMEHT TeKYyIIYyIO [JdaTy, BBIIIOJIHWUTe CJIeAYyIolIre IerCTBUS:

1. YcraHoBuTe Kypcop Ha TO MeCTo, KyJla HeOOXOAUMO BCTaBUTh TEKYIIyIO /IaTy.

2. BrinonHuTe KOMaHy BCTaBKU OJIHAM U3 CJIeIyIOIINX CIIOCOOO0B:

— Broibepute nyHkT koMaHaHOro MeHio BeraBka > Jlara (cm. Pucynok 175).

Beragka @opmat  Tabawua [adHwe

M3obpaxerne...

[
Tekctosoe none
¢! ®urypa

il Awarpanmma

11

fH Ceocgnas TaBauua...

Fx DyHkums.. Shift+F3
CneynanbHbie CMMBOAbI...

¢ Copnka... Ctrl+K
™ 3ameTra

) Maer

= [Oara

() Bpemn

Pucynok 175 — KomangHoe mento BeraBka

— Ha nanemu uHcTpyMeHTOB, B pasziesie BecraBka HakmuTe KHOTIKY “** (cM. PucyHok 176).

Ha oT06pasMBIIeiiCs TaHeH BCTAaBKU HAXKMHUTe KHOTIKY [+1] JlaTa.
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HMzobpaxerwe..,
TekcToBDE NONE

Durypa

Aunarpanaa
CeoaHan Tabauua..,

DyHKLMA...

'CI'IE'LI,ME.HI:HI:IE' CHUMECQNB!...

N

r:f) Cowinka..,
% dameTra
; Macr

@ Data

@ Bpemn

Pucynok 176 — Ilanenb BcTaBku

YToOBI BCTAaBUTH B IOKYMEHT TeKyIllee BpeMsi, BBIIIOJTHUTE CJIeIyIolye JerCTBUS:
1. YcraHoBuTe Kypcop Ha TO MeCTo, KyJla HeOOXO/IUMO BCTaBUTh TeKYIIee BpeMsl.
2. BpblimonHUTe KOMaH/Ty BCTaBKX OJTHUM U3 CJIEIYIONIHUX CIIOCOOOB:

— Bribepute nyHKT koMaHAHOTO MeHI0 BecraBka > Bpems (cm. Pucynok 175).

4

— Ha nmanermu uHCTpyMeHTOB, B paszieiie BcraBka HaxkmuTe KHOIKY == (cM. PucyHok 176).

Ha orobpasuBiencs maHeny BCTaBKY HA)KMUTe KHOIIKY @ Bpems.

BcraBnsiembie JAdHHbIEe SBJIAIOTCA CTAaTHYHBIMH, TO eCTb He OOHOBIISIOTCS IIpru U3MeHeHUUH

(daKTUUeCKUX J1aThl U BpeMeHH.
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4.4.10 IIpoBepka npaBonucaHHs

[Ipunoxenue «MoiOduc Tabnuia» MokeT aBTOMaTUUeCKH MTPOBEPSITh TeKCThl HA PyCCKOM

Y aHIJIMMCKOM $I3bIKe Ha HaJIn4ue Op(l)OI‘ pa(l)I/I"IECKI/IX U I'PaMMAaTUYECKUX OIIHOOK.

4.4.10.1 IIpoBepka opdorpadpun

YToOb! OTKIIOYUTH WIM BKJIIOYUTH IIPOBepKy opdorpaduu, BbIOepuTe ITyHKT KOMaHIHOIO
MeH10 MHcTpyMenTs! > IIpaBomicanue > IlpoBepka opdorpaduu (cm. Pucynok 177).
BxitoueHne M OTKJIIOYeHHE pexuma IpoBepku opdorpadum NpUMeEHSIeTCs TOJIbKO K

TeKyleMy NOKYMEeHTY U He BJIMAET Hd APYIr'rMe OTKPLIThIe JOKYMEHTHI.

MHcTpymentss Bug  OBwwi goctyn  Hagetpolkw  Cnpaeka

MpaecnucaHwe P v [lpoeepka opdorpadun
HacTpaveasmei chosaps Mpoeepka rpaMMaTiiig
] ; W LN i bl

zmMeHWTE AZBIK. ..
BolpapeH

Makrpokomangm r

Pucynok 177 — Komananoe MeHio MHCTpyMeHTBI

[Ipunnuns! npoBepku opdorpadun:

— CnoBapp mnpoBepku opdorpadpuu BbIOMpaeTCs aBTOMATUYeCKH IO $I3bIKY I1€PBOTO
CHMBOJIA B STYEUKe.

— KpacHoii BonmHHUCTOM JTMHUeN TOAYepKUBAIOTCS:

— (CJIOBA, OTCYTCTBYIOIIME B BLIOPDAHHOM CJIOBApe;
— CJIOBa, cojiepxartiiie opborpadruydeckre OIMMOKH.

— HpI/I BHECEHUH H3MEHEeHUH B TeKCT AOKYMEeHTa 3dIIyCKAeTCda IIOBTOpHAA IIPpOBEpPKd

opdorpadum.

4.4.10.1.1 UcnpaButh opdorpadpudeckue onIudKu

Ecm B cioBe HalifieHa ommbka, ucnpaBbTe ee. [ljIs 3TOTO BBINOJHUTE ClleAyOIIye
JeUCTBUS.
1. ITomectuTe KypCcOop MBIIIA Ha CJIOBO WJIM BBIJIEJIMTE CJIOBO, KOTOpPOE IOA4YepKHYTO

KpacHOM BOJTHUCTOM JiuHuel (cMm. Pucynok 178).

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' MWy, 2013-2024 174



MonOdonc

2. IllenxHuTe 1O JaHHOMY CJIOBY IPAaBOM KHOIIKOM MBIIIIN HEIIOCPeICTBEHHO B siuekike WiIn
B CTPOKe (GOpMYy!L.

3. B KOHTEeKCTHOM MEeHIO BbI6epI/ITe HpaBPIJIbeIfI BApPHUAHT HAIIMCAHUA NAHHOT'O CJIOBA.

A1 v fx awmbka
A B C
1 awMbka
- I}g cwnbka
2
3 ownbra
4 wnbka
5 a Wbka
i

JoBaeuTe B CRoBApE

=]

8 MponycTute

Pucynok 178 — Mcnpasnenue opdorpadryeckoit ommbKu

Ecmu JJId  BBIAEJIEHHOI'0 CJIOBA OTCYTCTBYIOT BadpPHAHTHI IIPABWIBHOI'O HAIIMCAHUA, B

KOHTeKCTHOM MeHIO 0T06pa>1<aeTC51 HaJIIMCh Hert npenﬂomennﬁ.

4.4.10.1.2 Y panuth nomyepKuBaHue CJI0B

YTo0Ob! U30exaTh MOAUYEePKHUBAHMS CJIOB, PACIIO3HAHHBIX TPUJIOXKEHHEM Kak opdorpaduyuecku
HeBepHble, BHECHUTe JIaHHbIE CJIOBA B HACTpaMBaeMbIi CJIoBaphb (cM. paszaen 4.4.10.2) wim nobaBbTe B
CIIMCOK UTHOPUPYEMBIX CJIOB.

YT06BI 106ABUTH CIIOBO B CIIMCOK UTHOPUPYEMBIX, BBIIIOJIHATE CIIeyIOIIye JeUCTBUS:

1. IlomecTuTe Kypcop MBIIIM Ha CJIOBO WM BBIEJIUTE CJIOBO, KOTOpPOe IOJYepKHYTO

KpPaCHOU BOJTHUCTOM JIMHUEHN.
2. IlleskHWTe 110 JAHHOMY CJIOBY IIPABOM KHOIIKOM MBIIIN HEIIOCPE/ICTBEHHO B siYeliKe WU
B CTpoke GopMyIL.

3. BrimonnuTe koMaHy KoHTeKCTHOTrO MeHto IIpomycruts (cMm. PucyHnok 178).

[Tpu BbIMOSTHEHUM [TAHHOW KOMAHIbl MOJYEpKUBAHMe CJIOBA KpaCHOW JIMHHWeM Iporiajaer.
Ecnu coBo BcTpedaeTcss B JIOKYMeHTe HECKOJIbKO pa3, TO HM3MeHeHHUs TPHUMEHSIOTCS JIJIsT BCex
MTOBTOPEHUM C y4eToM pervcrpa. Takuve u3MeHeHHUs] COXPAHSIOTCS B paMKaX OJTHOM CecCUu pabOoThI

C IOKYMeHTOM. [Ipu IOBTOpPHOM OTKpPBITHMH JOKYMeHTa CHOBA 3allyCKaeTcsl IIpoBepKa opgorpadpuu.
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B ciyyae omnboyHOro nprMeHeHUs KOMaH/bl BEpHUTECH K MPe/IbIAYIIeMY COCTOSIHUIO TIpU
oMoty komaHibl IlpoBepuTh npaBonucanue. /[jist 3TOro BLINIOJIHUTE CIeAyIOIIKe JIeUCTBUS:
1. ITomecTuTe KypCcOp MBIIIX HA CJIOBO WJIU BbIJIEJIATE CJIOBO.
2. IllenkHUTe 110 JAHHOMY CJIOBY IPAaBOM KHOIIKOM MBIIIN HEIIOCPEe/ICTBEHHO B siueiike Win
B CTpPOKe GOpMYII.

3. BrimosinuTe KOMaHly KOHTEKCTHOTO MeHio IIpoBepuTh mpaBonucaHue.

4.4.10.2 HacTpauBaeMblii CJIOBaphb

Yrobbl u30exaThb IOAYEpPKMBAHHS OTHENbHbIX CJIOB B TeKCcTe (Harpumep, WMeH
cobCTBeHHBIX, aOOpeBUaTyp, CllelIMaIbHBIX TEPMUHOB U T.JI.), MOKHO BHECTH UX B HaCTpaWBaeMbIi
CJI0Baphb.

[Tepen HauasoM paboThI CO CiioBapeM ybequTech, YTO B MPUJIOXKEHUHU BKJIIOYEHA MTPOBepKa

opdorpaduu (cm. paznen 4.4.10.1).

4.4.10.2.1 JT06aBUTH CJIOBO B CJIOBaph

B cioBape MOXXHO J106aB/ISTh TOJIBKO OTHelbHbIe cjioBa. JlobaBiieHre CJI0BOCOYETaHUN He
JIOITyCKAeTCHl.

[Tpu nobaBieHuu ciioBa B CJIOBAaph yUWTBIBaeTCsl perucTp. Eciu cioBo muimiercs Kak co
CTPOYHOHM, TaK U C 3arJIaBHOM OYKBBbI, peKoMeHAyeTcsi N0OaBUTh B CJIoBapb 0b6a BapuaHTa
HaIlMCaHW TaHHOT'O CJIOBA.

YtoObl n00aBUTH CJIOBO B HACTpPaWBaeMbl CJIOBapb IpPsIMO K3 TeKCTa, BBIIOJHUTE
CJIeZIyIolre IeNCTBUS:

1. IlomecTuTe KypcOp MBIIIM WIM BBIJIEINUTe CJIOBO, KOTOpOe HeOoOXOOUMO /100aBUTH B

CJI0Bapb.

2. llenkHWUTe NO CJIOBY NPAaBOM KHONIKOM MBIIIN HEIIOCPeICTBEeHHO B siueliKe UM B CTPOKe

dopmyiL

3. BrbimosiHATe KOMaHly KOHTEKCTHOTO MeHio Jlo0aBuTH B ciioBaps (cM. PucyHok 178).

Yrob6bl [106aBUTH HOBOE CJIOBO HENOCPeACTBEHHO dYepe3 CaM CJIOBapb, BBIIIOJIHUTE
CJIeyouye 1eiCTBUL:
1. Bribepure nyHKT KomaHaHoro MeHio HMuHcrpymenTtsl > HacTpamBaemsblii ciioBapb

(cm. Pucynok 179).
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WMuctpymenter ~ Bug  OBuwwia ae

MNpaBonucaHue »

HacTpaveaembl i chosapb
MameHnT AZDIK...

MakpokomaHas *

Pucynok 179 — Komangnoe mento MHCTpyMeHTBI

2. B oxne HacrpauBaemsrii cioBapp (cM. Pucynokx 180) BBemure cCi0BO, KOTOpoe

Heo0X0uMO 0OaBUTh B CJIOBaph.

i’ Hactpaweaemelil cnosape x

‘ MoiiOdud P

(Mycro)

MoaknoynTs lNotoBo

Pucynok 180 — Oxno HacrpauBaemslii CJI0Bapb

3. Haxmwure kHOMKY vy kiasuiry Enter Ha kiaBuatype.
4. Haxmwure kHOnKy I'oTOBO, 4TOOBI 3aBepIIMTL peAaKTUPOBAHHE CJIOBApsS U 3aKPBITh

OKHO.
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4.4.10.2.2 TlopxII09YNTH CTOPOHHHUE CJIOBapH

YT0OBI paCIipUTh 3aliaC CJIOB, HOCTyrIHI:Iﬁ B TaOJIUYHOM pedakTope, MOXXHO IMOOK/IIIOYHUTb

cTopoHHHe cioBapy B ¢popmare DIC. [l sToro:

1. B nuamoroBom okHe HacTrpamBaemsblii ciaoBapb HaxmuTe KHONKY Iloakiarouuthb

(cm. Pucynok 180).

2. B okne dainioBoro MeHemkepa BbiOepute ¢aiin C pacmvpeHueM *.dic m HaxkmuTe

KHOTIKY OTKPBITH.
[To 3aBepiiennu copepxumoe daiiia 0TOOPa3UTCs B HACTPAaUBaeMOM CJIOBape.

4.4.10.2.3 Y nanuTh CJ10BO U3 CJI0Baps

Panee no6aBieHHOe CJI0BO MOXXHO YAQJIUTh M3 HACTPAaUBaeMOro CJIOBapsl.
Yrobbl ynanWTh CJIOBO C IIOMOIIBI0 MHCTPyMeHTOB OKHa HacTpamBaeMsblii C/I0Baphb,
BBITIOJIHUTE CJIe/lyIolye IeHCTBUS:
1. Bribepure nyHKT KomaHaHoro MmeHio HMHcrpymenTtsl > HacTpamBaemsblii ciioBapb
(cm. Pucynok 179).
2. B oxne HacrpamuBaemsiii cioBapb (cM. Pucynok 181) HaBemute Kypcop MBIIIM Ha

CJIOBO, KOTOpOe HeOGXOHI/IMO YHAAJIUTDh U3 CJI0Baps, U HA)XMHUTE KHOIIKY Ynanurs.

i’ Hactpaweaemelil cnosape x

MohOduac ¥aanuTs

N

MoaknoYnTe lNoToBo

Pucynok 181 — Oxno HacrpauBaemslii CJI0Bapb
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3. Haxmure kHOnKy I'oTOBO, YTOOBI 3aBEPIIUTEL peJaKTHPOBAHKE CJIOBAPS U 3aKPHITH OKHO.

Y1o6bl ynmamuTh cyoBO 6e3 Iepexojla B OKHO HACTPaMBaeMOIO CJIOBaps, BBIMOJIHUTE
CJIefyrolye qeiCTBUL:
1. IlomecTuTe Kypcop MbIIIM HA CJIOBO WJIM BBIJIEJIUTE CJIOBO, KOTOpOe HEeoOXOIUMO
YIAJIUTh U3 CIJIOBApA.
2. UlenkHUTe MO CJIOBY NMPAaBOM KHONKOM MBIIIN HEIIOCPe/ICTBeHHO B siuelike UM B CTPOKe
dbopmyi.

3. BrmmomHaute KOMdHy KOHTEKCTHOI'O MEHIO YnaJme U3 CJIOBApA.

4.4.10.3 IIpoBepka rpaMMaTHKHU

YToObl OTKITIOYUTh WM BKJIIOUUTH ITPOBEPKY IPAMMAaTHKU, BbIOepUTe MYHKT KOMAHIHOTO
MeHi0 UncTpymenTs! > IIpaBonmcanue > IlpoBepka rpammaruku (cM. Prucynok 182).
Bxitoyenue u OTK/IIOYEeHHE peXHMa IPOBEPKU TI'paMMaTHKU TPUMEHSIeTCS TOJIbKO K

TeKyleMy NOKYMEeHTY U He BJIMAET Hd APYIr'rMe OTKPLIThbIe JOKYMEHTHI.

MHcTpymentss Bug  OBwwi goctyn  Hagetpolkw  Cnpaeka

Mpaecnucadwe r Mpoeepka opdorpaduin
HacTpaveaempii cioeape Mpoeepka rpamMMaTMEd
L ; w LN i b

A3MEHWTE ASBIK...
BoipaBH

Marpokomangm r

Pucynok 182 — Komananoe meHio MHCTpyMeHTBI

[TpyHIMIIBI TIPOBEPKU IPaMMAaTHKHU:

— $I3bIK IpOBEPKU IPaMMaTHKU BbIOMpAEeTCsl aBTOMaTHU4YeCKH 110 IIepBoi OyKBe B suelike.

— IIpoBepka rpamMMaTHKH 3aIlycKaeTcsl [Tocjie HaXkaTusl rpobena wiv kiasuiiy Enter npu
YCJIOBHH, YTO IIpeJIoJKeHre 3aBepIleHo.

— IlpennoxeHnue c rpaMMaTUYeCKOM OMIMOKON MOT4epKUBAeTCsl CHHEeN BOJIHUCTON JIMHUeH
KaK B sidelike, TaK U B 110JIe BBOJia GOPMYJIBI.

— ®opMyiibl U 3HAUEHUS He TIPOBepsIIOTCSL.
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4.4.11 Ilouck u 3aMeHa JaHHEIX

Ecmm JOKYMEHT OTKPBLIT B peXXuMe IIpOCMOTPpd, TO B HEM JOCTYIIEH TOJIBKO ITIOMCK OdHHBIX

(6e3 3ameHbI).

YTOOBI OTKPHITH IMaHENb MOWCKA W 3aMeHbl JaHHBIX B JIOKYMEHTe, BBIIIOJIHUTE OJHO M3
CIIeVIOIUX JeUCTBUM:

— Bribepute nyHkT koMmanaHoro MeHto IIpaBka > Ilouck (cM. Pucynok 183).

Mpaska Becraeka @opmar  TabBowua [JanHee  VH

7 OTMEHUTE Crl+Z

" TMoeToputs Ctrl+Y

2 Bripezats Ctrl+X

Konwpoeate Ctrl+C

[y Bcraewts Ctrl+W
BeTaewTe 3HaYeHWA W Gopmat Crl+Alt=V

BcTaenTe TOABKD 3HAYUEHMA

BetaewTe w3 Bydepa obmeda r
& KonwpoeaTs dopMaTMpoBaHue Ctrl+5hift+C
MpymeHWTE dopMaTUpoBEaHE Ctrl+5hift+V
Bmagenuts Bce Ctrl+A
1 Mowuck Ctrl+F

Pucynok 183 — [lynkTt komangHoro meH:o Ilouck

— Ha 6okoBo¥ nmaHesm Ha)KMUTE KHOIIKY Q (ITouck u 3amena) (cm. Pucynok 184).

|_E"b .-“"N T
BT E o BE @
| Beraska -
- Q
0 p o] R 5
fx
C

Pucynok 184 — Knonka ITouck u 3aMeHa
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— Haxwmure coueranue kinasuit Ctrl+F wim Ctrl+H / $Cmd+F.

Ha manemu Ilomck u 3amena (cM. PucyHok 185) ykakute mapameTpbl IMOWCKa U 3aMeHbI

IaHHBIX:
1. Vkaxure OdaacTh IOMCKA JAHHLIX:

— TEKyHII/Iﬁ JIUCT — BBIIIOJIHHUTD IMIOKMCK Ha JIMCTEe, OTKPbITOM B HACTOSIIIUHA MOMEHT.

— Bce IHCTBI — BHIIIOJTHUTD IIOMCK HAa BCEX JIMCTAX HOKYMeHT4d.

> [Mowck v 3ameHa Q

‘ }—1&1 HTK n ICX

3amMeHUTb Ha O

Cv
CX

3aMeHuTb 3ameHnTb BCe

MapameTpsl

A\ Mowck He yumuTbIBaET GOpPMY b

Ob6nacTb NOWCKa:

O Texkywwit ancr

Bce nuctbl

OunbTpbI:

TonbKO CI0Ba LEAMKOM
YuutsiBaTh PErncTp npu nowcke

YuuTbIBaTh PEIUCTP NPU 3aMeHe

Pucynok 185 — Ilapametpsb! movcka

2. 1lpu HEOOXOAMMOCTH OTMeThTe ¢uiakkaMu TpeOyeMble PUIBTPHI:
Tonbpko cj10Ba IEIUKOM — HAaWTU TOJIBKO Llesible CJIOBAa/3HaYeHus, a He JaHHBIe,

KOTODPBIE ABJIIOTCS 9dCThIO APYTIUX CJIOB/3HAYeHMH.

—  YuurtheIBaTh perucTp IpHu IMOHCKe — BbIIIOJIHUTL IOHUCK C Y4YeTOM 3dIVIdaBHBIX KU

CTPOYHBIX 6YKB B HICKOMOM TeKCTe.
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— YuuThIBaTh perucTp NpH 3aMeHe — BBIIOJIHUTh 3aMeHYy C Y4YeTOM 3arJlaBHbIX U
CTPOYHBIX OYKB B HaiileHHOM TeKcTe. [Ipumep: B TekcTe JOKyMeHTa HeOOXOIUMO
3aMeHUTb CJI0BO doe2oBop Ha cioBO koHmpakm. Ilpu aTom ciioBo doeoBop Moxet
OBITH HAIMCAHO KaK CO CTPOYHOM, TaK M C 3arjlaBHOM OYKBBI (HalprMep, B Hadase
npemiokenus). [loctaBbTe ¢Quiakok YYHTHIBAaTH 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.

PeFI/ICTp YYUTBIBAETCA TOJIBKO JIS IIEPBOT'O0 CUMBOJIA B HaMJIEHHOM CJIOBe.

YToOb! HATU NaHHBIE B IOKYMEHTe, BBITIOJIHUTE CIIeAYIOIe IeHCTBUS:

1. B none HaiiTn BBeuTe naHHbIe 11 norcka (cMm. PucyHok 186).

2. Haxmute KHOIKY a Wiy kiaBuily Enter Ha kiaBuarype.

= [loWck W 2ameHa Q

‘ KHpTHl > B e

7

¢ 2 JaMEHNTE IaMeHWTL BCe

Pucynok 186 — Jlannble 15 morcka

Haiinennble coBnaieHus moJicBeTsTCs B JoKyMeHTe (cM. PrucyHok 187).

Hcrnonb3yiTe KHONKKA <  » TOJI CTPOKAMM Toucka U 3amMeHbl (cM. PucyHok 186), uyToObI
repemMeniaTbCsl MO siYedKaM C HaWJIeHHBIMH COBIajieHUsIMUA. BpiOpaHHOe coBmazeHue Oyner
BBIJIEJISITBCSL B JOKyMeHTe KOHTPACTHBIM KelITbIM 11BeToM (cM. PrucyHok 187).

[Tapamerpel moucka (cMm. Pucynok 185) MoxHO MeHSTh B Iporecce paboTel C

COBITaJIeHHUSIMHA. PEBYJIbTaTI)I IIOMCKa IIpY 3TOM OOHOBJISIIOTCS aBTOMATHYECKH.
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c4 ~ fx Bauxosckas kapra

A B C

Homep 3axasa ©HO xamenTa Cnocob omwraTtet

o]

CraTtyc 3akasa

= [louck 1 2ameHa Q

Kapta X B f

:
2 1 Annpeee Anekceit Anekcangpoeuy OrnnaTta Ha pacyeTHBIR CYET OOCTaBmeH
3 2 Bacunweea Mapusa MeanosHa Io keuTaHUKHHK Yepes BaHk OOCTaBmeH @
4 3 Bacun [Métp [MeTpoeuy | Bankoeckas kaprta OOCTaBmeH
5 4 Bacuua Onera [NeTpoena [NouToeklf nepesog NOCTaBIeH @
< 2 3aMeHWTb JameHWTk Bce
6 5 HOmurpues Makcum Hropesny Anpexc Jensru [OCTaBJIeH
7 6 Heanoe Mean Meanoeuy Hanuuneie NOCTABIEH
8 7 Heanos [1&rp [letposmy OnnaTa Ha pac4eTHBIH CHeT [OCTaBeH MapameTpsl
9 8 Heanoe Mean Meanosuy Mo keuTaHuuK Yepes baHk noCTaBNeH
10 9 Hearoe Cunop Cngoposmy Bankosckas kapra OOCTaBeH Mounck He yuuThiBasT dopyabl
1 10 Anppees Anekceit Anexcanpposuy  OrnnaTa Ha pacqeTHBIF cyeT JocTaBneH o
12 11 Bacunwesa Mapus Meanoena Mo keuTanuuK Yepes baHk JocTaBneH 3 -
13 12 Bacun Mérp [erpoeuy Baukoeckas kapra [oCTaBmeH LD AT
14 13 Bacuuna Onera [Netpoeua Baukoeckas kapra OTMEHEH Bee nuetsi
15 14 HOmurpues Makcum Hropeeny Aunexc Nenwru JOCTABTIEH DunsTpt:
16 15 Heanos Meaun Meanosuy Hanuuusie NOCTAaBIEH ToNbKO CNOBa LEAWKOM
17 16 Heawnoe [érp [Netpoeuy Hanuuneie [OCTaBmneH o
18 17 Heanoe Meau Meanosuy Bankoeckas kaprta OOCTaBmeH HVITLIBATE PETUCTP NPl noucKke
19 18 Heanoe Cunop CHaoposHy Hanuunble OOCTaBneH YUWTEIBATE PETUCTP NPW 3aMeHe
<
Pucynoxk 187 — Haiinennble coBnazieHust
Yto6Bl 3aMeHHUTH COBIIaJ1eHHu4, HaﬁHEHHbIe B JHTOKYMeHTe, BbIIOJIHUTE CJIefyrouiyue
JIeNCTBUSL:
1. B crpoky 3amenuts Ha (cM. PrucyHok 186) BBequTe naHHbIe /1jis 3aMeHbl UJIU OCTaBbTe
[oJjie ImyCTbiM, eCjin Tpe6YE‘TC$I YAAJIIUTb HaﬁHEHHOE COBIIaJieHune.
2. 3aMeHwure COBIIaIEHUA OJHUM U3 CIIEAYIOIIUX crocoboB:
— Haxmure KHOIIKY BaMeHI/ITB, 4TOOBI 3aMeHUTh BbIIeJIeHHOe COBIIdJleHue.
— Haxwmure KHOIIKY 3aMeHHTDb BCe, 4TOOBI 3aMEeHUTh OIHOBpEMEHHO BCe HaﬁILEHHbIe
COBIIQ/1eHu4.
3amMeHa 4acTu HaﬁHEHHOFO 3Ha4YeHUud UM 4dCTHU HafIJIEHHOFO pe3yiibTaTa BbIYMCJIeHU 110
| (bOpMYJIe He IIPpOHU3BOIUTCA. 3HaueHue Wiu pPe3yJibTaT BBIYMCIIEHUA T10 (bOpMy.He MO>XHO
3dMEeHUTH TOJIBKO ITeJIMKOM.
Y1o0bI 3dKPbITh IIdHeJIb IOWMCKa W 3dMEHbl JdHHBIX, BBIIIOJIHUTE OOHO M3 CJIeAYIOIUX
JIeViICTBUM:

— B BepxHeli yacTy IlaHeJIM HA)KMUTE KHOIIKY —.

— Ha OokoBoI naHenn HaXKMUTe KHOTIKY Q (ITouck u 3ameHa).

— Haxwmure knaBuiry Esc Ha kiiaBuaType.
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4.4.12 Ynanenue JaHHBIX

YToObl yHaliTh OJWH WM HECKOJIbKO CHUMBOJIOB B siueiiKe, BOCIOJIb3yUTeCh OJHUM U3
CJIeZTYIOIIUX CIIOCOOOB:

— YcraHoBUTE KypCOp IOC/ie CUMBOJIOB, KOTOpbIe TpebyeTcst yaanuTh. [Ipu pabote B OC
Windows / OC Linux yganute CHMBOJIBI ITOC/IEeIOBAaTeIbHBIM Ha)kaTHEeM Ha KIIABHIIY
Backspace, npu pa6ote B macOS — Ha kiiaBuiry Delete.

— VYcraHoBUTE KYpCOp /10 CUMBOJIOB, KOTOpble TpebyeTcs: yaanuth. [Ipu pabore B OC
Windows / OC Linux ypanuire CUMBOJIBI IIOC/IeJIOBAaTeIbHBIM Ha)KaTHeM Ha KJIABUIIY
Delete, mpu pabore B macOS — mocieI0oBaTeIbHBIM Ha)KaTHEM COYeTaHUs KJIABHII

Fn+Delete.

YToOb! yIanuTh 9acTh CJIOBA WIK CJIOBO B siueiike, BOCIOJIb3YUTECh OJJHUM U3 CIIeAYIOUIUX
CIIOCOOOB:
— VYcraHoBuTe Kypcop IIOC/Ie 4YacTH CJIOBa WM CJIOBA, KOTOpoe TpeOyeTcsl yIalWTh.
ITpu pabote B OC Windows / OC Linux Haxxmute codetanue kiasuil Ctrl+Backspace,
ripu pabote B macOS — 8Cmd+Delete v ~Option+Delete.
— VYcraHoBuTe Kypcop OO 4YacTU CJIOBa WM CJIOBA, KOTOpoe TpebyeTcsl yIalauTh.
[Ipu pabote B OC Windows / OC Linux HaxkmuTe codetanue kiasuil Ctrl+Delete, mpu

pabote B macOS — #Cmd+Fn+Delete siu ~Option+Fn+Delete.

YTo6s! y1anuTh pparMeHT TeKCTa B siuelike, BBIIIOJIHUTE CJIeIyIolue 1eHCTBUS:
1. Brimenure TpeOyeMblii GpparMeHT.
2. Ilpu pabote B OC Windows / OC Linux Haxkmute kiaBuiry Delete v Backspace, npu

pabore B macOS Haxxmute kiiaBuily Delete v coueranue kiasui Fn+Delete.

YTOOBI OYMCTUTH COfIepXKUMOe sTUeeK, BBIIIOJIHUTE ClleAyIollire 1efCTBUS:
1. Boipenure siueiiky WM JUana3oH, KOTOPbIA HEOOXOAMMO OYUCTUTh OT JAHHBIX.
2. IIpu pabote B OC Windows / OC Linux Haxkmute kiaBuiiry Delete v Backspace, npu

pabote B macOS Haxkmurte kiiaBuity Delete.

B ciy4yae mpumMeHeHHbIX GUIBTPOB WM CKPBITBIX BPYYHYIO CTOJIOIOB WJIM CTPOK

OYHIIAETCA TOJIBKO COAepXXUMOe BUIUMbIX Sd49eeK.
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4.5 ®opmyasl 1 pyHKIIUH

Popmyita — 3To Jit0b0e BhIpaKeHUe B siueiike, KOTOPOe HAYMHAEeTCsl CO 3HaKa «=». POpMyJIbl
MOTYT cojiepaTb GYHKIIMM, 3HaUeHU s, ajipeca siueek, UMeHa, OIepaTophbl IeWCTBUM U JIp.

dyHKIMA — TpemycraHoBieHHas ¢opmyna «MouOduc Tabmuiay, IS BBYHACIEHUS
KOTOpPOM HeoO6XO/IMMO UCIIO/Ib30BaTh apryMeHThl. [lomHbIi civcok GpyHKIMI MpUBEIeH B paszielie

«ITpunoxenue 1. [lepedenb pyHKIUM U UX ONUCAHKE.

4.5.1 OcHoBHBIe NPUHIMIIBI BBOAA ¢opmy u GyHKITHI

OcHoBHBIe IPUHIUIIBI BBOJA GOPMYJIT U QYyHKIIWNA:

— ¢opmyia Bceryia HAYMHAETCSs CO 3HaKa paBeHCTBA «=»;

— TIOCJe 3HaKa paBeHCTBAa MOTYT CJiefjloBaThb (YHKIIMH, KOHCTAHTHI, ajpeca sYeexk,
oliepaTophbl AeUCTBUM U APyTHE 3JIeMeHTH;

— BCe OTKPBIBAIOIIMe U 3aKPbIBAIOIHe CKOOKU JJOJDKHBI ObITh COTJIACOBAHBDI;

— o0si3aTesibHble apTyMeHThI UCIIOJIb3yeMbIX PYHKITUN JOJIKHBI ObITh YKa3aHbI;

— KOHCTAHTBI He OOJDKHBI COAepKdTb CUMBOJI «$».

Ecn 8 OC Windows, B okHe Hacrpoiika ¢opmarta, B mnosie Pa3menutens mesnoit u
APOOHOII yacTH BbiOpaHa «.», To B mnpuiokeHnd «MoinOduc Tabmuia» B KadecTBe

pa3naenunTeris 3HAYEHUU B CIDYHKI_[I/IHX PICHOJIBBYIZTE «,» BMECTO «;».

s pynkmmii fAgeiika 1 Mudopm BBOIMTE TEeKCTOBbIe NapaMeTpbl HA AHITIMMCKOM SI3bIKe,

3aKJTI0Yast VX B IBOIHBIe Kapbruky. Harmpumep: =STUEMKA(" contents';A2), =TH®OPM("'system").

4.5.2 Ilopsanok BHIIOJTHEHUA onepaiuii B popmyse

Eciu B popmyrie Hcosnb30BaHO HECKOIbKO Pa3HBIX ONEpaToOpPOB, MOPSIOK IeWCTBUN Oynier

OIIpeIeNIATHCS 10 CJIelyIOUM IIpaBUjIaM:
— IlepBBIMU BBINOIHSIOTCS OllepaliiM B KPYIJIBIX CKOOKaX:

— BHYTPHU CKODOOK oliepaliid BBIIIOJIHAIOTCA B COOTBETCTBMM C IIPUOPHUTETOM

oneparopa (cMm. Tabmuny 10);

— edjJiM1 BHYTpHU CKODOOK eCTb BJIOKEHHBIe CKO6KI/I, orepalnqi B HUX BBIIIOJIHAKOTCS B

IIepBYyI0 04epe[b.
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He3naunMble  CKOOKM  aBTOMAaTHYeCKd  yAausioTcs.  Hampumep,  dopmyna
=CYMM(1+(2*5)+1) Oymer aBTOMAaTHYecKH Tpeobpa3oBaHa B  GOpMYyITy
=CYMM(1+2%5+1).

Omneparuu 3a mpefesiaMid CKOOOK BBIIIOJIHSIIOTCSI B COOTBETCTBHUH C IPHOPUTETOM
orepaTopa.

Omneparuu C 0OIMHAKOBBIM IIPUOPUTETOM BBHIIOJHSIOTCS CJieBa Hamlpaso. MckiioueHrnem
SIBJISIIOTCSI OIlepalliy BO3Be[leHusl B cTelleHb ("), KOTOpbIe BBIIIOJIHAIOTCS ClIpaBa HajleBo.

[Tpumep: = 27472 = 2716 = 65 536.

[IpuopuTteTsl OIEpaTOpOB IIPU BBINOJHEHWM [eHUCTBUM B (opMylle IpefCcTaBleHbl B

Tabmune 10.
Ta6smna 10 — IIpuopuTeTh! onIepaTopoB
IIpuopurer Omneparop PyHKIUA oIlepaTopa
1 Omnepatop 00beIUHeHUs!
2 [IpoGen
3 % BorurcrieHvie 1011 B ITpoIieHTax
4 + VHapHBIH TUTI0C
- ‘YHapHBI MUHYC
YHapHbIH nipoben
) ~ BosBezenue B cTenenb
6 * VYMHOXeHHe
/ Henenve
7 + Cnoxenue
- Boruuranue
8 & ObbenuHeHye IBYX TeKCTOBBIX CTPOK B OJTHY
9 OmnepaTopbl CpaBHEHUS:
= PaBHo
> Bonbie
< Memblitie
>= Bonbime wiu paBHO
<= MeHbIite WM paBHO
<> He paBHo
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4.5.3 Anpecanus siueeK U JHANIA30HOB sIY€eK

Anpecanuss — 3TO oOpalleHHe K s4YedKaM WM JWala3oHaM Il UX JlaJibHeWIero
WCII0/Ib30BaHUSI B BBIYHCIIEHUSIX.

Anpeca (Takke — CCbLIKU), OBIBAIOT TPEX BUJIOB:

— OrTHocUTeNnbHBIE — JTOT BHUJ] CCBUIOK U3MEHSeTCS IIPpU KONMPOBAaHUM WU
aBTo3amnojHeHuH. [lo yMomuaHUIO BCe CCBUIKM B pefakTope IPUHUMAIOT BUJ
OTHOCHUTEJIbHBIX.

— AOcoaoTHBIE — 3TOT BHJ CCBUIOK He U3MeHseTCs Tpd KONMPOBAHWM WM
aBTo3anojHeHuH. [loaToMy Mx HeoOXOIMMO HMCHOJB30BaTh [isi GOPMYJI, B KOTOPBIX
eCTb ITOCTOSIHHbIE BeJINYMHBI, HAlIpUMep, MIPOIleHTHas CTaBKa.

— CwMmemaHHble — 3TOT BUJI CCBUIOK II03BOJIIET COYeTaThb KaK aOCONIIOTHBIM, Tak U
oTHocuTeNbHbIN afpec. Hanpumep, B ccoiike B$5, D$S12 He MeHsieTcsi HOMep CTPOKH,

HO MOXeT MeHATbCA HaMeHOBdHHe CTOJ'I6I_[a.

4.5.3.1 Anpecanus sigeek B cruwiie Al

Ctuwb orobpaxenuss ccbuiok Al (cm. Tabmuma 11) wucnonb3yercss B HPWIOXKEHWH IO
YMOITIaHHUIO.

B crune Al appec siueriku COCTOUT M3 OYKBEHHOI'O MMeHM CTOJIOIA M YMCJIOBOTO UMEeHHU
crpoku. Hanpumep: Al, C12, G37, ND185 u T.11.

[Ipu co3manuu daiina JIUCTBI COJlepKarT:

— 20 cTpok ¢ umeHnamu ot 1 go 20;

— 10 cTronbioB c umeHamu ot A 1o J.

[Tpu nobaBneHuM CTONOIOB B TaO/IMIly HOBBIE 3JIeMeHTHI II0JIy4YaloT UMeHa, COCTaBJIeHHble
u3 Byx 0yks: AA, AB, AC, 3zatem BA, BB, BC u .11

Ecmu  nByxOykBeHHble — cOYeTaHMs]  3aKaHYMBAIOTCS,  CTOJIOIAM  IIPHCBAUBAIOTCS
TpexOyKBeHHbIe UMeHa.

[Tpu nobaBneHnu CTPOK B TAO/IMILY HOBBIE 3JIeMeHThI IPOAOJIKAIOT HyMepaluio.

Taoauma 11 — AdcosroTHBIEe M OTHOCHUTEIBHBIE CCHLIKH B cTiiie Al

OrHocuTenbHasa cchika | Al

AbconoTHas ccpUIKa $AS$1 - cronber ¥ cTPOKa He U3MEHSIIOTCS IIPY KOITMPOBAHUH

CMenIaHHbBIe CCBUIKH S$Al - crojiber He U3MEeHSeTCs IIpY KOITMPOBAHUU;

AS$1 - cTpoka He U3MeHsIeTCs! IPU KOIMPOBAaHUU
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4.5.3.2 Anpecanus sigeek B criwiie R1C1

s nepexopma k ctwito otoopakeHus: cceliiok R1C1 BbiGepuTe MyHKT KOMaHIHOTO MEHIO

Bupg > R1C1 (cMm. Pucynok 188).

Buag OBwmia ao

MacwTab r

R1C1

Pucynoxk 188 — Komananoe mento Bup

B crune R1C1 u cronbupl, ¥ cTpoku ob6o3HadaroTcst ynciaamu (cMm. Tabmumna 12). Anpec
siYedku 1Ipu 3ToM popmupyetcs o popmysie RnCm, rae:

— R - o6o3nauenue crpoku (Row), a n — HOMep CTPOKH;

— C - obo3nauenue crosnbia (Column), a m — HOMep cToJbIIA.

Hanpumep, ums sueriku D5 B ctiiie R1C1 — R5C4.

Tab6smma 12 — A0CoII0THEIE M OTHOCHTeIbHEBIEe CChUIKH B cTiiie R1C1

AbcomoTHas CCHUIKA R3C2 — abcomoTHas CChLIKA Ha S4YeiKy, PacIIoIokKeHHYI0

Ha TIepeceveHuH CTPOKH 3 U CToJbna 2;
R3 — abcomtoTHas cChIKa Ha CTPOKY 3;

C2 - abcosoTHas CChbIIKA Ha crojberr 2

OTHOCHTeNBHAS CCHUIKA | RC - orHOCHTETbHAS CCHUTKA HA TEKYIIYHO TIeHKY;

R[-2] - otHOCHTENBHAS CCBHIJIKA HA CTPOKY, PACIIONIOXKEHHYTO Ha 2 CTPOKU
BBILIIE TeKYIleH;

C[3] — oTHOCUTeNbHAS CChITKA HA CTOJIOEIT, paclloIoXKeHHbIN Ha 3 CTOJIOIa
MpaBee TeKyIIero

CmemmannbIe CCHUIKH RC5 — cchblika Ha s9eliKy, paclioJIOKeHHYIO B TeKyIIeil cTpoke, B cTonbrie 5;

RCJ-5] - ccpnka Ha s9eiiKy, pacrooXXeHHYIO B TEKYIIEH CTPOKe
Ha 5 CTOJIOIIOB JIeBee TeKyIeH STUeHKH;

R3C[2] — cchutka Ha stueliKy, pacIioIoXKeHHYI0 B CTPOKe 3
Ha /IBa CTOJIOIIa ITpaBee TeKyIel siueiKy;

R[3]CI[-2] - ccrinka Ha A49eiKy, pacoIOKeHHYIO0 Ha 3 CTPOKU HIDKe
U 2 ctonbiia jgeBee TeKylled s4eiKy;

R[-3]C[2] — ccbutka Ha s9eliKy, pacIoIOKeHHY0 Ha 3 CTPOKHU BHIIIIe
1 2 cTonbiia mpaBee TeKyIen s9ernku

Eciyv Ha MomeHT nepekimtodeHust Tabmuibl u3 pexkxima Al B pexxum R1C1 B Heil 6buin

abCoIOTHRIE CCBbUIKH, OHU OCTAHYTCHAI abCOTIOTHBIMH.
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4.5.3.3 Agpecanus quana3zoHa

Ccpuika Ha arana3oH GoOpMHUPYeTCs II0 IBYM ero yIJIOBBbIM sdeiKaMm:
— HauanbHas ssueiiKa — JIeBbIi BepXHUM yIoJl IMana3oHa;

— KoneuyHas ssuelika — 1paBbld HUDKHUH yTOJl JUalia3oHa.

HavanbHasi ¥ KOHedHas sidedika pasfeNisioTcsl orepaTopoM «:». Hampumep: B4:D6
(c™m. paznen 4.6.4).

Ecm pns apgpecanyu siueex BbiOpaH ctuiib R1C1, To B HEKOTOpBIX Cilydasix MOXKHO He
yKa3bIBaTh OllepaTop JMara3oHa «:». Tak, JjIs MoydyeHus CChUIKM Ha IMala30H BCeX siueeKk OHOM
CTPOKHM MOXHO YKa3aTh TOJIBKO CCBUIKY Ha 3Ty cTpoky. Hampumep, ccbuika R1 yka3biBaeT Ha

JH1dIIa30H BCeX d49eeK nepBoﬁ CTPOKH.

4.5.4 Ilepecuer ¢popmyn

Buiuucnenue — 3t0 mporecc pacdera ¢opMysl U NOCIeAyIOIIero 0ToOpakeHusl 3HaYeHUH
pe3ysbTaToB B suelikax. Kak mnpaBwio, ¢$opMyJbl I€PeCYMTBHIBAIOTCS aBTOMATHYeCKH, KOrja
V3MEHSIOTCSl 3HaueHHsl B s4elikaX, OT KOTOPBIX OHH 3aBUCAT. ITO SBJISETCS CTaHJAPTHOMN
IIPOIelypoy TP OTKPBITHUH/3aKPBITUU (aiiyia ¥ ero peakTUPOBAHUH.

IIpy HanmMuuu B JOKyMeHTe OOJBIIOrO KojiMdecTBa popMyJl UX aBTOMaTUYECKUH IepecyeT
MOXeT cZieJlaTh OTKPbITHe U paboTy C IOKyMeHTOM 3aTpyAHUTEeIbHBIMU. [IJIs1 TOro 4TOOBl yCKOPUTH
paboTy C TakMMU JIOKyMeHTaMH, B npuioxeHun «MoitOduc Tabnuma» mnpenycMOTpeH pexuM, B

KOTOpPOM ItepecueT ¢OopMyJl BHIIIOJIHSAETCS 110 3allpOCy 110JIb30BaTelIsl.

Tabmuna 13 - Pexxumbl nmepecuera

ABTOMaTHYeCKHI pPeXKUM IIepecyera Pexxum nepecuera Bpy4HyIo
— Ilpu OTKpBITUM U COXPAaHEHUH JOKYMeHTa — Ilpu oTkpBITHH TOKyMeHTa U IIPH U3MEeHeHUH
MI0JT30BaTeJIEM NIEPeCUYUTHIBAIOTCS TOIBKO CBSI3aHHBIX STYEEK HUKAKKe GOpPMYJIbI aBTOMATUIeCKU
ycTapeBIye 3HaueHus GpopMyi. He I[1epeCuYUTHIBAI0TCS.
— Ilpu pabore c qokymeHTOM GOPMYJIBI — Ilpu pabote c 10KyMeHTOM HOPMYJIBI
IIepeCYUTHIBAIOTCS, €CTIH ObIII U3MEeHEeHbI MIepeCYUTHIBAIOTCS TOJIBKO ITPU PYYHBIX OIEPAIHsX C
CBSI3aHHBIE C HUMH STYEHKH. COZIepXKAIUMH UX STYEHKAMH.

— JlocTymeH nepecueT yCTapeBIINX 3Ha4eHUN popMyIT
BPYYHYIO BO BCEM JIOKyMeHTe, Ha JINCTe U B
BbIJIeJIEHHBIX sTYeiiKax.

— Ilpu coxpaHeHuy 1OKyMeHTa IlepecyeT yCTapeBIINX
3Ha4YeHUN GOPMYJI BHITIOIHSETCS TOJIBKO B CIIydae
ycraHoBJieHHoro ¢uaxka Ilepen coxpanenmem.
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YcmapeBwue 3naueHuss 6 ¢opmynax — 3TO HeakTyajibHble IaHHbIe, KOTOpbIe ObLIN

BbIYMCJIeHbI B IIpOIIJIOM, HO OoJIbIIIe He COOTBETCTBYIOT e CTBUTEJIbHOCTH. Onm MOT'YT IIOSIBUTBCSA

B pe3yJibTaTe omnbok BBO/Jld JAHHBIX, OoI1boK B cl)opMynax u CIDYHKIII/IHX, HeCOOTBETCTBHS THUIIOB

JTAaHHBIX, U3MEHeHUH B CTPYKType TabJIuIlbl, OIIMOOK B MaKpOCax WK MPoOJieM C CHHXPOHU3AI1ei.

HNudopmariyio o HaTMIuK Takux sideek npuwioxkenre «MoOduc Tabmuita»y XpaHUT BHYTPHA CaMOTO

¢atina.

[Ipu pabore B obGmake (cM. pa3zmen 4.13) IOCTyneH TOJILKO aBTOMAaTHYECKUH PeXHUM

nepecdera GopMyIL.

[Tpu nepecuere popmys He OOHOBIISIIOTCSI CCBUIKM Ha JJaHHble U3 BHEIIHWX JIOKyMEHTOB.

J1y1st ux 0OHOBIIeHUS HEOOXOAMMO BHITIOJTHUTH JIEHCTBUS, OMTMCaHHbIe B pazaene 4.5.10.3.

4.5.4.1 BeiOpaTts pexum nepecyera ¢popmya

[To ymonm4anuio B JoKyMeHTe BbIOpaH aBTOMaTUYeCKUM pexxuM mepecdera popmyi.
YTOOBI MepeKIIOYUTh PEeXKUM, BBITIOJIHUTE OIHO U3 CJIeYIOIIUX JIeUCTBUM:

1.

OTkporiTe ogMeHI0 BbIOOpa peXxuMa OJJTHUM U3 CJIeYIOIIHUX CII0CODO0B:

— DBroibepure nyHKT KOMaHAHOTO MeHIO JlaHHbIe

DaHubie  WHctpymentel  Bwa  O6wwmid goctyn  Hapactpoiikw — Cnpaeka

eno Ao &

™

3agate UMA...
YnpaeneHwe 3almTon

O6HOBWTL CBOAHYHO Tabauuy

HacTpowts cBOAHYHO TabauLy

Ypanuts cBogHyH Tabauuy
Hactpouts ymMHyo Tabnuuy

lpynnupoBaTb CTPOKK
pynnupoBaTk cTonbubl

OunCcTUTL FPYNNUPOBKY

AgTOoCYyMMa
Ypanwte gybavkarsl...
Pexxum nepecyeta

OBHOBUTL flaHHbIE

MpoBepKa faHHbIX

MocmoTpeTs BCe NPOBEPKK

A+
A P ivv@/

BuipaBHuBaHW

A5

Alt+=

» = ABTOMatMuecku

Ctrl+Shift+F5 BpyuHyto
MepecunTtathb 4

— Pucynok 189).
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favuble  WHctpymentsr  Bug  O6wwid goctynm  Hapcrpovikun  Cripaska

3aaaTh NMA... A+ = —= T
i 3

YnpaeneHue 3aluTon &£ o i - V@/

O6HoBWTb CBOAHYHIO Tabauuy BoipaBHnBaHK

HacTpowTb cBOAHYIO TabanLy

Yaanute cBOHYIO Tabanuy

T

HacTtpowtb ymMHyt0 Tabamuy

[pynnupoBaTte CTPOKM
[pynnupoBate cTonbupl

OUYUCTWTL FPyN N POBKY

Il wnﬁou%

ABTOCYMMa Alt+=

Yaanute gy6avkarsl...
Pexxum nepecueta » ¢ ABTOMaTM4ecku

O6HOBWTB AaHHbIe Ctrl+Shift+F5 Bpyuyto
Mepecuntath 4

Q

MpoBepka AaHHbix

MocmoTpets Bce NpoBepky

Pucynok 189 — [lonmento Pexxum nepecuera

— Ha nanenu HWHCTPYMEHTOB, B pa3jejie IIaHHme Ha>XMHTe KHOIIKY C I/I306pa)KeHI/IEM

TeKyllero pexxuma nepecuera. Hanpumep, Flb (cm. Pucynok 190).

mS®e By V-3v B O - 5 B3
E ﬂ w OE v 2 v @ @ ABTOMATHY ECKM

AaHHbie

FO‘ BpyuHyro

Pucynok 190 — Pexxumel nnepecyera

2. B orkpeiBIIleMcS TOOMeHIO BblOepUTe TpeOyeMbIli peXHUM IlepecueTa QOpMYJL:

ABTomaruuecku wiv Bpyunyio.

3HA4OK BBIOPAHHOTO pexxuMa oToOpaXkaeTcsi B CTPoKe cocTosiHug (cM. Pucynok 191).
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[ Astomarnaeckn CYMM 0 CP3HAY O MUH O MAKC 0 CHET3 0 [F] — o + 0 100% v

Pucynok 191 — Crpoka cocrosiHus

4.5.4.2 Ilepecuetr popMyJ1 B aBTOMATHIECKOM peKHuMe

B aBrOoMaTMueckoM pexume TpA OTKPBITUM JOKYMEHTa I[1epecuMThIBAIOTCS TOJIBKO
ycTapesie 3HayeHus: ¢popmyin. Eciu TpebyeTcss IpUHYAUTENIbHO IepecyuTaTh B JOKYMeHTe Bce

dopmyibl, HaxkMuTe codetanue kiaBuin Ctrl+Shift+F9 / {Shift+3Cmd+F9.

4.5.4.3 IlepecuutaThb popMyJIbI BpyIHYIO

Bpy4uHyr0 MOXXHO IlepecuvTaTh yCTapeBIIMe 3Ha4eHus GpOpMyJl BO BCeM NOKYMeHTe, Ha
OTKPBITOM JIUCTE WIX B BbIJIeJIEHHBIX SYEHKaX.

YTo6b!I epecurTaTh yCTapeBlIMe 3Ha4yeHUs! pOpMyIl BO BCeM JIOKyMeHTe, BBIIIOJIHUTE OJJHO
W3 CIIeIYIOIINUX JIeUCTBUI:

— Bribepute nyHKT KoMaHOHOTO MeHIO JlanHble > Pexxum mepecuera > Ilepecuntarts >

Becs nokyment (cMm. Pucynok 192).

Oavubie  Wuctpymentol  Bug  O6wwmid goctyn  Hagctpoiku  Cnpaeka

3a4arb M. .. A+ = = = = O6uwuii -
YrpaeneHve 3awmnTon 4 L o i - '@9/' - 5 P A 00 [L
OBHOBWTL CBOAHYIO TabauLy BuipaBHWBaHWME Yuncnoeoii dopmar
HacTtpowutb cBOAHYH Tabauuy
Ypanute cBOAHYH Tabauuy

H J K

Hactpoutk ymHyto Tabanuy

[pynnupoBaTs CTPOKU

pynnupoBaTte CTONBLEI

en B &

OuYWUCTUTL FPYNNKMPOBKY

Il

ABTOCYMMa Alt+=

Yganute gybaukartsi...
Pexxum nepecueta 4 ABTOMaTWUECKK

O6HOBWTL ZaHHbIE Ctrl+Shift+F5 *  BpyuHyio
MepecunTaTh » v [lepeg coxpaHeHMEM

™y
L

MNpoBepka gaHHbIX Becb fOKyMeHT F9

MocmoTpeTs Bce NpoBepkn Nuer Shift+F9

BbiaeneHHbIe AU ek

Pucynoxk 192 — Komanspl nepecuera ycTapeBIINX 3HaueHUH GpopMyI1 BpYyIHYIO
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— Ha maHenu uHCTpyMeHTOB, B pasnese JlaHHBIe HaXXMHUTe KHOIIKY BbiOopa obiactu

repecyeTa U B BBINIAJIAOIIEM CIIHCKe BbibeprTe EZ Becn nokymeHT (cM. Pucynok 193).

U (> T L—é v ~/ (T
v 3 BA @)~

a3 &N
AaHHbie

"  [epes coxpaHeHnem
0 P f‘c Becb gokymeHT S

&3 Jmcr

E—‘c BblaeneHHble auerkm

Pucynok 193 — Komanzb! nepecdera ycrapeBIIMX 3Ha4eHUH GOPMYIT BpyUHYIO

— Haxwmure kiaBumy F9 Ha kiaBuarype.

YroObl mepecydTaTh ycTapeBlMe 3HaueHWs GOPMyJl Ha JIMCTe, OTKPHITOM B HACTOSIIUMI
MOMEHT, BBIIIOJIHUTE O/THO U3 CJIeyIOIINX JIeWCTBUM:
— Boibepute nyHKT KOMaH/IHOTO MeHIO [lanHbie > Pexxum nepecyera > Ilepecunrarh >
JIuct (cm. Pucynok 192).
— Ha nanenu uHCTpyMeHTOB, B pasfese JlaHHBIe HaXXMHUTe KHOIIKY BblOopa objactu
IlepecyeTa U B BBINIQ/IAOIIEM CIIMCKe BbIOepuTe &2 JIucr (cMm. Pucynok 193).
— IlpaBoii KHONKOW MBIIIM IIeJIKHUTe II0 BKJIAJIKe JIMCTa W BBINOJIHUTE KOMAaHAY

KoHTeKCTHOTO MeHI0 IlepecunTaTh uct (cM. PucyHnok 194).

28 CkpblBaTb Hy/IEBbIE 3HAYEHUA
29
30 3alWTUTb INCT...
31 Mepecuntatk anct Shift+F9
32
Yaanute

2T -

@ Bpyunyro

Pucynok 194 — Komanpa Ilepecunrars jiuct

— Haxwmure coueranue kiasuia Shift+F9 / ¢ Shift+F9.
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YTo6bl NepecynTaTh yCTapeBlie 3HaueHrs GOPMYIl B OJHON I HECKOJIbKUX BbIJIeJIeHHbIX

sTYerMKaX, BBIIIOJIHUTE OJHO U3 cllieyromux JeiCTBHM:

BribepuTe nyHKT KoMaH/IHOTO MeHIO [lanHble > Pexxum nepecdera > IlepecunraTsh >

Brinenennrnie siaeiiku (cM. Pucynok 192).

Ha manenu uHCTpyMeHTOB, B pasnere JlaHHBIe Ha)XXMUTe KHOIIKY BbiOopa obiactu

repecyerTa ¥ B BbllldJdlOIIeM CIIMCKe BbI6epI/ITe EE BI)II[EJIEHHBIQ A9efKu

(cMm. Pucynok 193).

HpaBOfI KHOIIKOM MBIIIM IIEeJIKHUTE 10 BbIJIEJIeHHBIM STYeMKaM W BBIIIOJIHUTE KOMaHOy

KOHTeKCTHOI'O MeHIO HEpEC‘!I/ITaTB Bbl/IeJICHHbIE TYeHKH.

4.5.4.4 IlepecuuthiBaTh (pOPMYJIBI IPH COXPAaHEHNH IOKYMEHTa

HpI/I COXpPdHEHHUHN NOKYMEHTd II0JIb30BdTeJIeM IiepecdeT YCTapeBIINX 3Ha4YeHUuHn (bOpMYJ'I

BBIIIOJIHSIETCS, eCJIM yCTaHOBJIeH ¢uiaxkok Ilepen coxpaneHuem.

B pexxume ABromatrmuecku ¢uiaxxok Ilepen coxpaHneHyem Bcerjia yCTaHOB/IEH U 3a0JI0KMPOBAH.

B pexume Bpyunyrw ¢naxok Ilepen coxpaHeHmem 10 yMOJIYaHUIO YCTaHOBJIeH. Eciu

TpebyeTcst CHATH (JIaXKOK, BBHITIOJTHUTE OIHO U3 CJIEYIOMIUX 1eWCTBUM:

[aHHble

Bribepute nyHKT koMaHAHOTO MeHIO JlaHHble > Pexxuim nepecuera > IlepecunraTts u

caumute Ppaxok Ilepen coxpanenuem (cm. Prucynok 195).

WHctpymentsl  Bug  OBwmin goctyn
3a4aTb UMA...

YnpaBneHwe 3alUToM

O6HOBWUTL CBOAHYIO TabnuLy
HactpowTk cBOgHYtO TabanLy

Yaan1Te CBOAHYH TabauLy
Hactpowte ymHyto Tabanuy

IpynnupoBaTh CTPOKM

lpynnupoeate cTonbUbI

eon He &

OuUKCTUTL FPyNNMPOBKY

Alt+=

gl

ABTOCYMMA
Yaanute gybnnkartsl...
Pexxum nepecyeta 4

2 OBHOBWTE AaHHbIE Ctrl+Shift+F5

MpoBepka JaHHbIX

MocMOTpeTL BCe NPOBEPKU

Haactpoiiku
A+
£ v

Cnpaeka

= = 06wuit v
J/vv(s}vi p 9% | 00 00

BbipaBHMBaHWe Hucnosoii popmar

H J K
ABTOMaTUUECKW
*  BpyuHyo
MepecunTaTb » ~ [lepea coxpaHeHuem
Beck gokymeHT F9
Nver Shift+F9

BblgeneHHsIe aueiku

Pucynok 195 — ®naxox Ilepen coxpaneHuem
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— Ha maHenu uHCTpyMeHTOB, B pasnese JlaHHBIe HaXXMHUTe KHOIIKY BbiOopa obiactu

nepecyera u cHuMuTte guiaxkok Ilepen coxpanenmnem (cm. PucyHok 196).

L A
T Eg.,@v@ 0
5 v 05 A Q)

>y @3 (E
OaHHbie
+" [epes coxpaHeHnem
Mepes coxpaHeHWEM |
0 P Fé Becb gokymeHT S
Ed  JNwcr
@E BblaeneHHble A4erKK

Pucynok 196 — ®naxox Ilepen coxpanenuem

4.5.5 ABTOMaTH4YeCcKoe BbIYHC/IeHHe PyHKIMH

Ecnmm monb3oBarens BeIieSeT B TabJMIle AUAa30H si9eek, TO MPUIoKeHHe aBTOMaTUIYeCKH
MO/ICUATHIBAET UL UX COJAEpPXXMMOIO 3HAaueHHs IIITA CaMbIX MCIOJIb3yeMbIX (QYHKIUH.
BrrurcrienHble 3Ha4eHUsI 0TOOPaXkaloTcsl B CTPoKe cocTosiHus (cM. Prucynok 197):

— CYMM - cymMa Bcex 4uce BbIJIeJIEHHOTO IMara30Ha.

— CP3HAY - cpeniHee 3HaueHMe BCeX YMCeJT BbIJIeJIEHHOTO IMalla30Ha.

— MMH - HauMeHblllee 3HaYeHHe CPeJId BCeX YUCeN BbIIeJIeHHOTO JThara30Ha.

— MAKC - nauborblilee 3HaueHHe CpeJii BCeX YMCell BbIJIeJIeHHOTO IMara3oHa.

—  CYET3 — K0JIM4eCTBO 3HAaUeHUHl B BHIIEIIEHHOM AHAIla30He. Y YUTHIBAIOTCS YUCIIOBBIE 1

TeKCTOBbIe 3HAYEeHH .

Eciu TpebyeTrcss HacTpoUTh CHMCOK OTOOpakaeMbIX (YHKIMM, BBIIOJIHUTE Cleyollye
JIerCTBU:

1. B crpoke COCTOSIHUSI HQ)KMUTE KHOIIKY [£].

2. B oTkpsiBIIEMcS crucKe OTMeTbTe GriakkaMu GyHKIMH, KOTOphle cileflyeT 0ToOpaXkaTh

B CTPOKe COCTOSHUA.
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CYMM
CP3HAY
MIAH
MAKC
CYET3

C¥mMM @ CP3HAM 0 MWMH 0 MAKC 0 CHETI 0 = L + 100% hd
Lag”

Pucynoxk 197 — Hactpoiika oTobpakeHus 3Ha4eHUHA

4.5.6 BBopg pyHkiuii

Cnucok ¢yHKIWM, KOTOpble MNOAJepXUBalOTCs B npwiokeHun «MouOduc Tabmnumay,
npuBesieH B paszesie «IIpunoxenue 1. [lepeuens GyHKIMN U UX ONKCAHUE.

Ins BBojla GYHKIMM B SiYeMKy MOXKHO MCIOJIb30BaTh MHCTPYMEHTHI HEeNoCpeJICTBeHHO
JIAHHOM STYerKH, CTPOKHU GOPMYJI WIH NTaHeI QYHKIIUM.

YtoObl BBeCTHM QYHKIMIO C IOMOIIBI0 HMHCTPYMEHTOB SIYeMKU WIA CTPOKU GOpMYyI,
BBITIOJIHUTE CJIeyIOoIIue TeCTBUSL:

1. Brimenure siueiiky, B KOTOPYIO HEOOXOAUMO BBeCTH QYHKIMIO.

2. B suelike wiu cTpoke GpOpMyJl BBEIUTE «=».

3. Haunute BBOIWUTH Ha3BaHWe JQYHKIMM, 4YTOOBI BbI3BAaTh CIMCOK C IOACKAa3KaMU

(cMm. Pucynok 198).

Al b ﬁc =CyMM
A B C D E
1 _=cyMM| |
2
3 Ff CYMM
: CYMMECK
6 CYMMECANMH
T
8 CYMMEKB
9

CYMMIIPOW3B

F

F

F

H CYMMEKBPA3H
F

# CYMMPA3HKB
F

CYMMCYMMEKB

Pucynoxk 198 — Cnincok dyHkmi
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4. BpibepuTe U3 MpeJIOKEHHOTO CITUCKA HeOOX0UMYI0 QYHKITHIO C IIOMOIIBIO MBIIITY WITH

KJIaBHUIII KJIABUATYPbI:

— Brienute Tpebyemyo pyHKIMIO B CIIMCKe LETYKOM MBIIIH.

— Broienute Tpebyemyro GyHKIMIO B CIIMCKe C IIOMOIIbIO KJIABUII KJIaBUATyphl | U 1

U HaxMUTe Kiiapuiny Enter.

5. Ilpm HeobxomuMOCTH NpOYTHTE ONMCAHWe QYHKIUM. [l 3TOro BO BCILIBIBAIOIIEHN
MO/ICKa3Ke HaXXKMUTe KHOIIKY + CIIpaBa OT Ha3BaHus PpyHKIuU (cM. PucyHok 199).

BcembiBarolilyto mojickasky € omucaHveM YHKIIMM MOXHO IlepeMelarhb, YIep>KuBas

JIEBYIO KHOIIKY MbIIIIH.

Al v fx =cymm( Q0
A B C D E F G "

1 =cymm(|

i CYMMizHaueHne1; [3HaueHKel; ...])

4

Pucynok 199 — Onucanue pyHKInu
6. BBeauTe aprymMeHTHI PYHKIUHU.

Ecm B OC Windows, B okHe Hacrpoiika ¢opmara, B nosie Pasgenurens
mexoii M JpoOHOM wYacTH BbIOpaHa «.», TO B mnpwioxeHnn «MoitOduc
Tabnuia» B KauecTBe pazjienuTesis 3HAYeHUM B (QYHKIMSIX HCIOIb3YHTE «,»

BMECTO «;».

7. YrtoObl 3aBepIIUTh BBOA, PYHKIIMH, HAKMUTE KHOIIKY @: CTpoKe pOpMYJI WIX KIIaBUIILY
Enter na xyaBuaType. YTo6b OTMEHUTH BBOA, QYHKIIMHM, HAXMUTE KHOIKY O s CTpOKe

¢dopmyn unm kiasuily Esc Ha kiaBuarype.

YT1o6b! BBECTU PYHKIUIO C IOMOIIIBIO ITaHe N PYHKITUH, BBIIOJIHUTE CleyIolue eiCTBHUS:
1. Beigenure siueliky, B KOTOPYIO HEOOXOJIMMO BBECTH QPYHKIIHUIO.
2. Pa3BepHuTe MaHesb GYHKITUNA OJTHUM U3 CJIEJIYIONIHUX CIIOCOOOB:

— Bribepute nyHKT koMaHHOrO MeHI0 BeraBka > @ynknus (cM. Pucynok 200).
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Beraeka @opumar  TabBawua [anbwe W

[ WMzoBpamenne...

TekcToeoe none

¢ @urypa b

il Awarpanma [

fH Ceoagnas taBauua...
Fu DOYHKUMA.., Shift+F3

Pucynok 200 — KomangHoe meHto BeraBka

— B crpoke GopMyT HakMUTe KHOTKY /% (cM. Pucysok 201).

A v | fx

Pucynok 201 — Knormka fx

— Ha mnanemu wuHCTpyMeHTOB, B pasfene BcraBka HaxmuTe KHOOKY -=-. Ha

0TOGpa3HBIIeHCs TIAHENIA BCTABKY HAXKMUTE KHOTIKY 7 Pymkmus (cM. Pucyrok 202).

E‘b v S T
- i B 5 @ =,
E Wzobpamerue..,
[F1  Tekcrosoe none
D &) ourypa o
al)  Avarpanma »
i CeogHan Tabavua...
S Oyrrup..
s

Pucynoxk 202 — IlaHenb BcTaBKU

—  Ha 60K0BO#1 TaHeI T HAKMHUTE KHOTKY (% (BeraBuTs $pynkmmio) (cm. Pucyroxk 203).

— Haxwmure coueranue kinaBui Shift+F3 na kiaBuatype.
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3. HatiguTe Tpebyemyro GyHKIMIO OJTHUM U3 CJIEIYIONIAX CIIOCOOOB:
— Beegure B mose moucka 4acTb Ha3BaHMsl (YHKIMK/Ha3BaHue IeMKoM. Huke

chopmMupyeTcs CIIUCOK PYHKIMH, YIOBIETBOPSIOIIUX YCIOBUSIM ITOUCKA.

— DBruibepute rpynny, B kotopyto BxomuT ¢pyHkuusg. Hanpumep, ¢ynxius CYMM

BXOJIUT B rpynny MaremaTu4deckue.
— Haiinure GyHKIMIO B OAHOM U3 CIIeIyIOUTUX TPYIIIL:

e Bce — conepxuT Bce pyHKIMH, [T0AJIep>KrBaeMble npuioxenneM «MornOduc

Tabmmma.

e HepmaBuue -~ comepxur 10 nocieguux — QyHKIUH,  BBeJEHHBIX
II0JIb30BaTeJIeM.

e IlomynspHble — copepXuT (UKCAPOBAaHHBIM cnucok u3 10 dacro

WCIIO/b3yeMBbIX PYHKIUH.

. > BcraBka dyHKUMK Q
HalTu fx
Bce > ABS I O
HepasHue > ACOS Cv

CX

MonynapHsble > ACOSH

PurHaHCcoBbIE > ACOT

[ara v Bpemsa 2 ASC
MaTtematmyec... ? ASIN
Cratuctnueckue * ATAN

CCbINKKW U Mac... » ATANZ2

BcraButh

ABS(3HaueHue)

BOBBan.I,aET abcontoTHOE 3HaueHne
Yucna.

3HaueHue
Yucno, ana kotoporo Heobxoaumo
BEepPHYTb abcoNtoTHOE 3HaYeHue.

Pucynok 203 — [1anens pyHkIni
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4. BroienuTe TpebyemMyro GpyHKIIHIO.

5. IIpm HeoOX0oUMOCTH 03HAaKOMBTECh C KPaTKOW CIIPAaBKOM I10 (GyHKIIMU B HWDKHEN 4acTU
naHesu QyHKIUH.

6. Utob6n! BcTaBUTh QYHKITUIO B STYEMKY, BBITIOJHUTE OIHO U3 CJIeYIOMIUX 1eHCTBUM:

— Haxwmure kHOTIKY BCTaBUTD.
— BroienuTe pyHKIMIO TBOMHBIM IIETIKOM MBbIIIIH.
— Haxwmure knaBuiry Enter Ha kiaBuaType.

7. BBenure apryMeHTBI pYHKIIUHU.

Ecm B OC Windows, B okHe Hacrpoiika ¢opmara, B nosie Pasgenurenn
mexoii M JpoOHOM wYacTH BbIOpaHa «.», TO B mpwioxeHnn «MoiOduc
Tabnuia» B kavyecTBe pazjienuTesis 3HAYeHUM B (QYHKIMSX HCIOIb3YHTE «,»

BMECTO «;».

8. Uto6mI 3aBepmUTh BBOJ, GYHKIIMM, HOKMUTE KHOIIKY ' B CTpoke GpOpMyJI WK HAXKMUTe
kiaBuily Enter Ha kiaBuarype. YTo6bl OTMEHUTH BBOJ QYHKIMM, HAXKMUTE KHOIIKY
B CTpPOKe GopMyI1 Wiy KiiaBuilly Esc Ha kiaBuatype.

9. YToObbl 3aKpHITH MaHe b GYHKIIUM, BHITOJTHUTE OJJHO U3 CJIeIYIONIUX JIeMCTBUM:

— Bribepute nyHKT koMaH/iHOTO MeHI0 BeraBka > @ynknus (cM. Pucynok 200).
— B cTpoke ¢popmyi1 HOXKMUTE KHOIIKY fx (cm. Pucynok 201).

— Ha mnaHemu wuHCTpyMeHTOB, B pa3feie BcraBka HaxmuTe KHONKY -==. Ha

0TOGpA3MBIITEHCS TTAHENH BCTABKY HAXKMUTe KHOTIKY 7 ®ymxims (cM. PucyHok 202).
—  Ha 60KOBO¥I aHe/ ! HaXKMUTe KHOTKY fx (BcraBka ¢ymxmun) (cM. Pucysok 203).
— HaxmuTe KHOIIKY —» B BepxHel 4acTy naHenu GpyHKuuu (cMm. Pucynok 203).

— Haxmure coueranue knaBuinn Shift+F3 Ha kiaBuarype.

Yacto npu pa60Te C YHUCJIOBBIMHU JdHHBIMH Tpe6yeTcs1 BBITIOJIHATL THUIIOBBIE OIlepallki Hall
HHMMW W BBIBOAWUTL pPe3yJIbTdT B OTAEJIbHYIO ;{qeﬁKy, Halipyumep, IMIOJACYHUTLIBATL CYMMY HIIN
BbBIBOOUTL CpejHee 3Hd4YeHue [Jid BbI6paHHbIX CTOJ'[6L[OB HUjin CTPOK. HJ’IH 3TOro YI[06HO
HCIIOJIb30BATh Ollepaliuio ABTOCyMMa. Onepaum{ IMMO3BOJIJET HCIIOJIb30BATL IIATH ITOIYJIAPHBIX

¢dbyHkmui o obpabotke ganueix: CYMM, MHUH, MAKC, CP3HAY, CYET.
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ABTOCyMMa CaMOCTOSITEJIbHO PACIIO3HAeT [Mana3oH sYeeK C YKUCIOBBIMH JAHHBIMH U
nojcrasisieT ero B pyHknuto. OT TOro, Kakue siueiiky BbIOpaHbI Ilepe]i oneparuen, OyaeT 3aBUCeTb,
KyJla OyJleT BbiBeJleH pe3ysIbTaT BBIYMCIIEHUS] U KaKOW JMalla30H JJaHHBIX [PU 3TOM UCIOJIb30BaH.
Hanpumep, yToOBI IOACYUTATL CyMMY JJIsl CTOJIOIA, MOXKHO:

— Boigenuts nycTyio suedky noj; ctosibiom. Pe3ynbraT OyieT BCTaB/eH B 3Ty S4YeHKy.

— Boigenuts cronben nemvikoM. PesynbraT Oyzmer BcTaBjieH B OMKAMIIYIO K JTMaNa30HY

MyCTYIO 'YKy O] CTOJIOI[OM.
— BoimenuTh nuama3zoH sueek, ecid TpebyeTcs MCIOJIb30BaTh TOJbKO YacTh sYeek B
pacuere. Pe3ynbraT Oyner BCTaBiieH B OJIMDKANIIYIO K JAMANA30HY MYCTYIO YUKy 0/

CTOJIOIIOM.

[Ipu 3TOM Ba’KHO yUHTHIBATH CJIeAYIOIIMe OCOOeHHOCTH:

— FEcmu B 1uama3zoHe ecTb HECKOJIBKO S4yeeK C pe3yJibTaTaMUd TaKOW ke (PYHKIMU - B
JMara30H aBTOMAaTU4YeCKH BOWJIYT TOJIbKO TaKue siYerkd. JTo yJI00HO, Korja B CTOJOIe
y>Xe TMOCYUTaHbl Kakue-TMb0 MpOMeXyTOYHble WTOTU, a PUHANIBHBIA WUTOT OyIeT HUx
CYMMOH.

— Ecnu BbiienieHa mycrasi siueiika psiioM ¢ 0061acTbio, Te eCThb YMCIIa, TO BCe YKCIa 1oce
OvKaiien sYedKU C TeKCTOM, IyCTOM SfYeWKH WM SYerKUA C TaKoU ke QyHKIHeu

OyayT aBTOMaTHYeCKH BKJIIOYeHbI B nana3oH (cM. Pucynok 204).

A B A B A B
1 1 1 1 1 1
2 2 2 2 2 2
3 3 3 3 3 3
4 4 4 6
5 Tekcr 5 4 5 h
6 5 6 5 6 6
7 6 7 6 7 7
8 7 8 7 8 8
g |=CYMM(AG:AS) | g |=CYMM(A5:AS) | g |=CYMM(A5:A8) |
10 10 10

Pucynok 204 — [IpuMepbl aBTOMaTU4YeCKOTO OIpe/ieSieHus! Iara3oHa
IIPU BbIOOPe eJUHUYHOM STYeMKU

— Ecnu ke BbIJlesieH AMana3oH sideex, CToJI0eI] WM CTPOKa, TO B GYHKIIMIO MOMAyT BCe

IaHHbIEe TI0CTIe sfYelKU ¢ TakoH ke ¢yHkImen (cM. Pucynok 205).
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A B
1 1
2 2
3 3
4 6
5 5
6 |Tekct
7 7
8 8
o [=CYMM(A5:A8) |
10

Pucynok 205 — [Ipumep aBTOMaTH4YeCKOTO OIpe/ie/ieHus Thana3oHa
IIPY BBIOOpE JTharna3oHa siueek

YtoObl BBeCTM (PYHKIMIO C IOMOIIBIO Onepanvd ABTOCYMMaA, BBINOJIHWTE CJeAyoIlye
JeNCTBUSL:

1. Boigenure mycTyto siueliKy psiioM C JaHHBIMH, CTOJI0€ell, CTPOKY WX JIMala30H siueek.

2. Brbi3oBure oneparuio ABTOCyMMa OIHUM U3 CJIeAYIOIIUX CIIOCODOB:

— Haxmure kHOIKY 2 (ABTOCyMMA) Ha naHenu ¢popmyi UM B pasfese laHHbIe Ha
naHeau MHCTpyMeHTOB (cM. Pucynok 206 u Pucynok 207). Ilpu atom Oyner
ucronb3oBatbcs  ¢QyHKIMg CYMM. Ecmm TpeOyercsi WCIONb30BaTh JPYTyIO
bYHKIMIO, HAOXXMHUTE HAa CTPEJIKY CIlpaBa OT KHOIMKU U B BBINAJAIONIEM CITHCKe

BbIbepuTe Tpebyemyo QpyHKIMIO.

3 Hosas Tabamua 1 - MoinOduc

daiin  MNpaeka Bctaska @opmar Tabauua JaHHble
+ voo% Qv &
[flobaBnth [E;] v (3 C>

W3bpaHHoe Daiin MpaBka

A1 v 2 v fx

Pucynok 206 — ABTocymMMa Ha naHenu popmyJ

ma®m B vV 2
B HE By v (3

[JaHHble

Pucynok 207 — ABToCcyMMa Ha IaHejld UHCTPYMEHTOB
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— Bribepute nyHKT KOMaHaHOTO MeHIO lanHbie > ABTOocymMMa (cMm. PucyHok 208).

JaHHble  VHcTpyMeHTel  Bua  O6wwuid goctyn

3ajaTh UMA...
YnpaeaeHue 3aLLWTOM 4

O6HOoBKUTL CBOAHYH Tabanuy
HacTpoutb cBOAHYO Tabauuy

YpanuTb CBOAHYHO Tabanuy
Hactpoutb yMHYHO Tabaumuy

pynnupoBaTb CTPOKM

FpynnMpoBaTk CTONBLIbI

pn Ao &

QuUnCTUTb TPYNMUPOBKY

™M

ABTOCYMMa Alt+=
Ypanute aybaukartbl...
Pexwum nepecyeta »

OBHOBUTL AaHHbIe Ctrl+Shift+F5

Q

MpoBepka AaHHbIX

MocmoTpeTk BCe NPOBEPKM

Pucynok 208 —ABToCcyMMa B KOMaHHOM MEHIO

— Haxwmure coderanue knasuin Alt+=/ ~= Option+= Ha ki1aBuaType.

HPI/I BbI3OBe Ollepaliliv U3 KOMdHAHOI'O MEHIO, OKHd 6bICprIX JeMCTBUM WU COYeTaHHEeM

KJIaBUIII MOXeT HCII0JIb30BaThCs TONIbKO GyHKIMsI CYMM.,

3. Ilpu Heo6XOIMMOCTH CKOPpPeKTUpYyWTe apryMeHThl (YHKIWM WIA /100aBbTe K HUM

JOTIOJIHUTEJIbHBIe.
4. YrtoObl 3aBepIIUTh BBOJ, GYHKIIUK, HAKMUTE KHOIIKY 05 CTpoKe GOpMYJI WIN KIIaBUIILY

Enter na xiaBuatype. YTo6b OTMEHUTH BBOA, QYHKIIMH, HAXMUTE KHOIKY D CTpOKe

¢opmyn unu kiaBuinry Esc Ha kiiaBuatype.

B pacueTe y4aCTBYIOT TOJIbBKO BUAUMBIE STYeMKW JUara30oHa. MaxkcuMaibHOe BO3MOXKHOE

KOJIMYeCTBO apI'yMeHTOB IIPY HUCII0/Ib30BAaHUA ABTOCYMMBI — 255.
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4.5.7 3amena ¢popmyJIbI Ha ee pe3yabTaT

st ynoberBa paboTel MOXHO IpeoOpa3oBaTh CJIOXHYI0 GOpMyJly, BBEIEHHYIO B STUEHKY,

WJIN ee 9YaCTb Ha BbIYMCJIEHHOe 3Hd4YeHHe. [[J'[SI 3TOI0.

1.

Brienurte yactb GpopMysibl Ui GOpPMYIIy IeJIMKOM HellOCPe[ICTBEeHHO B siuelike WM B
ctpoke ¢opmyn. Hag BbimeeHHONM dYacTbio  HOPMYJIBI/HOPMYJION  OTOOPA3UTCS
BCIUIBIBAOIIIAs TT0/ICKA3Ka C BHIYMCIIEHHBIM 3HAUeHHEeM.

Haxmure coderanme wimaBum — Alt+F9/ ~Option+F9 jmns  3ameHbl  yactu

dbopmyiibl/bopMyIibl Ha BBIYMCIEHHOe 3HaUeHHe.

4.5.8 KonmimpoBanue u BcraBka ¢popmyJt

[Tpu Heo6x0IMMOCTH U3 OTHOM STYEMKU/CTPOKHU/CTOJIOIIAa MOXKHO BbIpE3aTh MJIM CKOITMPOBATh

dbopmysibl, a B IpyTyIO siUedKy/CTPOKy/cTosibel] BCTaBUTh UTOTOBOE 3HAaueHue 3THUX ¢popmyin 6e3

camux pOpMyII.

YTto0bbI BbIpE€3dThb WJ/IK KOITMPOBATb (bOpMYJ'IbI, BBIIIOJIHUTE CJIeAyroliue JerCTBUS:

1.

Boinenute siueiiky, quamna3oH siueeKk, CTPOKM WIM CTOJOIbI, U3 KOTOPbIX HEOOXOAMMO
BbIPe3aTh WJIM CKOTMPOBATh GOPMYJIbI.
BoimoniHUTe KOMaHJly BBIpE3aHUS WM KOMMPOBAHUS CTAHJAPTHBIM CIIOCOOOM

(cm. pasmen 4.12.2.1).

YT06B!I BCTaBUTh pe3ysbTaT BbIYMCIeHUs popMyJl 6e3 UCXOHOTO POopMaTUPOBAHUS:

1.

Yxaxure, Kyfia cieiyeT BCTaBUTh JJaHHbIE:
— Ecm B Oydepe obmeHa copepkarcs AaHHble M3 OJIHOM SYEMKH/CTPOKH/CTONOIA,

BbIJIEJIUTE sTYelKy/CTPOKY/CTosbell, B KOTOPHIN Clie[lyeT BCTaBUTh 3TU JIaHHbIE.

— Ecm B Oydepe obMeHa COJIepXXUTCSl AWAlla30H siUeeK/CTPOK/CTOJIOIO0B, BhIIeNINTe
COOTBETCTBYIOIIUH 110 pa3Mepy JIMalia30H WK BbIJIeJIUTe sTYeiKy/CTpoKy/cTosber, B
KOTOpBI CjleflyeT BCTaBUTb COJepXXUMOe TIepBOM s[UeHKU/CTPOKH/CTonbna U3

JHWAIla30HaA.

2. BruimonauTe KOMaHy BCTdABKH OJHUM U3 CJIEAYIOIIUX CIT0CO0O0B:

- BbI6epI/ITe ITYHKT KOMdHJHOI'O MeEHIO HpaBKa > BcCTaBHTh TOJHBKO 3HAYEHHS

(cMm. Pucynok 209).
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Mpaexa Bcraeka @opmar Tabavua  [faddwe  Md

T OTmeHWTB Ctrl+Z
~*  TMoetopuTs Ctrl+Y
&  Boipesats Ctrl+X
Konwpoeats Ctrl=+C
[y Berasuth Ctrl+V
BeTaguTe 3HAYEHWA W dopMaT Ctrl=Alt+V

BCTaEwTe TONBKD 3HAYEHMA
Pucynok 209 — Komangnoe mento IlpaBka

— Ha nanenmu wuHCcTpyMeHTOB, B pa3fene IIpaBka HaXMHTe Ha CTpeJIKy CIIpaBa
OT KHOIIKU @ (BcraBuTh) U B BBINQJAIONEM CIHCKe BbIOepUTe KOMaHAOY

BcraButh ToNbKO 3HaYeHus (cM. Pucynok 210).

®ailn  [lpaeka Beraeka @opmatr  Tabavua  [Jannme WMHctpyments Bug

+ b 0\:"2 @% é HO Thames

JoBaenTe % w S p
@ BrTaenTe
M3GpaHHoe $Tann Mpaska
BcTaguTe 3HaYEHMA W dopmaT
N15 v fx
BcTaEWTe TOABKD 3HAYEHKA
A B
|

Pucynok 210 — Knonka BcraButhb

— OTKpOfITE KOHTEeKCTHOe MeHIO e/ ITYKOM HpaBOﬁ KHOIIKM MBIIIX II0 BBIJEJIeHHBIM
sSYerMKaM WM II0 COZIEPX)XKMMOMY  BblJleJIEHHbIX CTpOK/CTOJI6IIOB. Brimosnaute

KOMdHy KOHTeKCTHOI'O MeHIO BcTraBHTH TOJILKO 3HAYCHHS.

YToOBI BCTaBUTH pe3yJIbTaT BEIYUCTEHHs POPMYIT C COXPAaHEeHHEeM UCXOTHOTO GOPMaTUPOBAHUSI:
1. VYkaxwure, Kyza cjieflyeT BCTaBUTh JaHHbIE:
— Ecmu B Oydepe obMeHa copjepkarcs AaHHbIe W3 OJHOW STYEMKH/CTPOKH/CTOJOIIA,

BBIJIEJIUTE STYeHKY/CTPOKY/CTobell, B KOTOPBIN CielyeT BCTAaBUTh 3TU JIAHHBIE.

— Ecmu B 6ydepe obMeHa cofiep>XKUTCSl Aualla30H siueeK/CTPOK/CTOJIOI0B, BhbIIeNIUTe
COOTBETCTBYIOIIUI TI0 pa3Mepy JIHhana3oH WM BhIJIeIUTe STYerKy/CTPOKYy/CTosbel, B
KOTOpBIN CJieflyeT BCTaBUTh COJEpXXUMOe TIepBOM sIYeHKU/CTPOKU/CToNONa U3

JHraria3oHa.
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2. BrimonHUTe KOMaHIYy BCTaBKX OJTHUM M3 CJIEIYIONIHUX CIIOCOOOB:
— Bribepute nyHkT koMaHgHoro meHio IIpaBka > BcraBuTh 3HauyeHus u ¢popmar

(cMm. Pucynok 209).

— Ha nanemu uHcTpymeHTOB, B paszeiie IIpaBka HaXMWUTe Ha CTpesIKy CIipaBa OT
KHOIIKU ﬁ (BctaBuTh) U B BBINAJAIONIEM CIIKMCKe BblbepuTe KOoMaHAy BcTraBHTBH

3Ha4eHus u ¢popmar (cm. Pucynok 210).

- OTKpOﬁTe KOHTEeKCTHOe MeHIO IIeJTYKOM npaBoﬁ KHOIIKHM MBIIIN II0 BblJe/IeHHbIM
sSYerMKaM WM II0 3ar OHOBKaM/COZIep)KI/IMOMy BbIleJIeHHbIX CTpOK/CTOJI6HOB.

Brinonnure KOMdHy KOHTEKCTHOI'O MEHIO BcraBuTh 3HAYeHHS H (bOpMaT.

— Haxwmure coderanue knaBuin Ctrl+Alt+V / ~Option+sCmd+V Ha kiaBuarype.

4.5.9 Imena B ¢popmysiax 1 QyHKIHSIX

[Ipu pabote c GobIIMMU MacCUBaMU JJaHHBIX 4acTO UCIIOJIb3yeMbIM s9eKaM, Auara3oHaM
sq4eeK, KOHCTaHTaM U (pOpMyJiaM MOXKHO IIpACBanBaTh UMeHa. MiMeHa ncrionb3yorcs B popmysax U
$yHKIMAX U 00J1eryaroT UxX HallMcaHue U BOCIpUSITHE.
Hampumep, ¢ynkuus =CYMM(IIpogaxu) BBOIUTCS M BOCIPUHHMMAETCS Jierde, 4em
¢yskmus =CYMM(D2; D20).
Hmena fiensarcs Ha ABa TUIIA:
— 3agaHHBIe — UMeHa, KOTOpbIe TI0JIb30BaTeNlb BpyUHYI0 Ha3HAUWII sideiikaM, IMana3oHaM,
KOHCTaHTaM U popMyJIaM.
— Tabnuunble — wyMeHa Tabmul, K KOTOPbIM IIpUMeHeH TaOJWYHBIA  CTWIb
¢dopmarvpoBanust B mporpamme Microsoft Excel (ux Takke Ha3bIBAIOT «YMHbIMU»
mabauyamu). Mmena «ymHbIx» Tabmun cospaiorcs B nporpamMMme Microsoft Excel

dBTOMaTHU4YeCKH.

Kpowme Toro, numMeHa pa3nuyaroTcs o 06JacTul eHCTBUS:
— I'mobanbHBIE — MOTYT MCIIOJIb30BAThCSl HA JITFOOOM JIMUCTEe 37IeKTPOHHOM TabJIUIIbI;

— JlokanbHBIe — MOT'YT HCIIOJIb30BATLCA TOJIBKO HA JINCTEe, Ha KOTOPOM ObUIH 3aJ1aHBbI.
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s paboThl C UMEHAMU UCITOIb3YIOTCS:

Ilosie tMama3oHa — pacnosoxeHo cjeBa OT CTpoku ¢opmyin (cMm. Pucynok 211). [Ipu
HeoOXOJMMOCTH II0Jle [Ualla30Ha MOXXHO paclIuputhb. [ljis 3TOro HaBenuTe Kypcop
MBIIIM Ha IIPaByIO0 TpaHUIly IOJISl TaK, YTOObl OH IPUHSUI BHUJ JIByHallpaBJIeHHOW

CTPeJIKH, U, 3aKaB JIeBYIO KHOIIKY MBIIIIH, [IepeMecTUTe I'PaHuIly 11011 BIIPaBo.

A v | fx

P 2P| =

Pucynok 211 — Ilosne guanaszoHa

— I[I/ICIIET‘-IEP HMEH — OTKPLIBAETCA IIPU HAXKATHUU Hd KHOIIKY @ (I[I/ICIIET‘-IEP I/IMEH) Ha

6okoBoy nanenu (cMm. Pucynok 212).

g”@"@ m—
oy 5 B9 (@)
3 B v

BcTaeka A

. = [ucnetyep MmeH Q
fx
3ajare Umsa
Hawntn

Cv
_ CX

Bce nmeHa v = <«

=CYMM(Mou[aHHble)

icnonb3yiiTe UMeHa BMECTO CCbINOK, YTOBbI
0bnerymTe NoHMMaHwe Gopmyn

Pucynok 212 — [Tucnietyep numeH
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4.5.9.1 3agare uma

Hms MoxeT comepaTh:

— OYKBBI;

— 1udpBI — He I0MyCKAeTCs UCIIOJIb30BAaHKWEe B Havajle UMeHH;
—  CHMBOJIBL:

_ (moguepkvBaHue);
\ (oOpaTHbIH criern);

. (Touka) — He JIONyCKaeTCs UCIOJIb30BAaHUE B Hayajie MMeHH.

HWMs MOXXHO 3a/iaTh C TOMOIIBIO TOJISE Juamna3oHa (ObICTPBIA CHOCO0) WM C MOMOIIbIO

,[[chequpa HMEH.

4.5.9.1.1 3agaTn UM C IOMOIIBIO IIOJIA XUAIIa30HA

C nomo1npio 1Mo [yana3oHa MOXKHO IIPUCBOUTh UMsI siuelike WIK AUANa3oHy sueek. HMms,
3aJJaHHOe C IIOMOII[BIO TOJIS IUAIa30Ha, SIBJIsieTCs TJI00aIbHbIM.

YroObl 3a1aTh MM C IIOMOIIIBIO OIS IMAlla30Ha, BBIIIOJIHUTE CIle/lyIolye 1eHCTBUSL:

1. Brienure srueliKky/iMana3oH siueek, KOTopoMy TpebyeTcst IpUcBoUTh uMsl (cM. PucyHok 213).

2. B mojsie quamnasoHa BBeguTe UMS.

Cruaka v  fe 0,1
A B C D E F
1 |HammenoBaume Ilena 3a e |Runmemu | CTDI{MD(.TL| Crungxa | CronMoCTE €O CKHIKOG
2 |Toeap A 20 5 100 0,1
3 |Toeap B 36 25 900 0,2
4 |Toeap C 48 20 960 0.1
5 |Toeap D 50 18 900 0.1
b

Pucynok 213 — Co3zianue WMeHH ¢ TIOMOIIIBIO T10JIS TMana3oHa

3. Yrobwl coxpaHuTh UMsl, HaxkmuTe KiaBuiry Enter. Ecim TpeGyercs ymanuTh naHHBIe,

BBeJ/IeHHbIe B IIporecce CO3dHUA NMeHH, HaXKMUTE KJIaBUIITy Esc.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' MWy, 2013-2024 208



MonOdonc

4.5.9.1.2 3apaTh uM1 ¢ moMoInkio Jlucneryepa MeH

C mnomoirpio Jlucmerdepa MMeH MOXHO IPUCBOUTh UM siueliKe, JMAMa30HY SYeek,
KOHCTaHTe Wiu hopmyiie.
YTo6bl 3aaTh UMSI C TOMOIIIbIO JlMcIieT4yepa UMeH, BBITIOJIHUTE CIIeIyIolue 1eHCTBUS:
1. Ecnu Tpebyetcs 3afaTh UM ISl STYeMKU WIM AMAlla30Ha siueekK, BbIIeNIuTe UX Ha JIUCTe.
Ecnu Tpebyetcs 3a1aTh UMsI JI71s1 KOHCTAHTBI WK POPMYJIbI, IPOIYCTHTE 3TOT IIar.
2. OrtkpoiiTe Iucneryep MMeH OIHUM U3 CJIeIYIOIIUX CIIOCOOOB:

— Bribepute myHKT KoMaHHOTO MeHIO JlanHble > 3agaTh uMs (cM. Pucynok 214).

Jdannwme  MHcTpymedte  Bwg OBwwi goctyn  Hag
3aaaTh WMA...

¥npaeneHue 3amnTon r

Pucynok 214 — [IyHKT KOMaHHOTO MeHIO 3aiaTh UMSI

— I_HeJ'I‘IKOM npaBoﬁ KHONKW MBIIIIX [0 BhIJIEJIEHHOMN ﬂqeﬁKE/HHaHHSOHy sg49eexK

OTKpOI:ITQ KOHTEeKCTHO€e MEHIO U BBIIIOJIHUTE KOMdHIAY Baj_'laTb M.

— Ha 6oxoBo# maHenmu HaXXMHTe KHOIIKY @ (ducmeryep umen). B Jlucneruepe

HMMeH Ha)XkMUTe KHOIIKY 3amaTh uMs (cM. PucyHok 215).

= [ucneTtyep nmeH Q
fx
3afatb UMs
Hautu
Cv
o CX
Bce umeHa v = v
=CYMM(Mown[laHHbie)

W cnonb3ynte uMeHa BMECTO CCbINOK, UTOBbI
obnerynte NoHwMaHwe dopmyn

Pucynok 215 — Knonka 3agaTrs ums
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3. B {ucmerdyepe UMeH yKaXuTe JTaHHbBIE IS co3aHus uMeHHu (cM. PucyHok 216):
— B nosne Uma ykaxxuTe UMsl sSTYeMKH/IAANIa30Ha/KOHCTAHThI/GOPMYJIbl UM OCTaBbTe
uMs 10 ymondaHuto. [lo ymomuanuio npucBauBaercs ums [Mmsa_n], rome n —

HOpHJIKOBbIﬁ HOMep MMeHOBAHHOI'O 3JIeEMeHTa.

N ~ 7 [Jwucneryep nmeH Q
3agate MMA fx
., C
Haitu
Winaa_1 * .
="Nncr2'15B52:58%13 >
Bee ancrel v

[oToBO OTmena

Pucynok 216 — Co3nanue uMeHu ¢ nomoibio Jlucmeryepa umeH

— Eciu ums co3paercs i s4erKy/quana3oHa s4eek, B 1ojie CcplIka aBTOMaTU4eCcKu
dbopmMHpyeTcsl CChbUIKa Ha S4elKy/Iuana3oH, BbIJEJeHHbIM Ha IlepBoM miare. [Ipu
He0OXOJJMMOCTH CCBUIKY MOXHO pefaKTUPOBaTh BPYUHYIO WJIM BHIOpATh MBIIIBIO Ha
JUCTe  JPyrylo  siUedKy/AMana3oH, 4YTOOBI  CChUIKA  OTpelaKTHUpOBaslaCh
aBTOMaTh4yecky. Ecimu ums cospmaercs il KOHCTaHTBI WA (POPMYJbl, B IIOJIe

Ccobuika BBeiUuTe TpeOyemMyro KOHCTaHTYy/GOpMyJTy BPY4YHYIO.

CchlIky Ha SYEHKA U AUAIla30Hbl d4YeeK I10 YMOJIYdHHIO OTO6pa>KaIOTCH KaK

abcomoTHble. [IpeobpazoBaTh UX B OTHOCUTENIbHBIE MOXXHO BPYUYHYIO.

- B BbIIIaZialomieM CIIMCKe yKaKuTe, rje GYJIET HCIIOJIBb30BATHCA MM HA BCeX JIMCTaX

3H€KTpOHHOI71 Ta6JII/II_U:I WJIK Ha OllpeaejieHHOM JIMCTe.

4. Haxwmure xkHornky I'oToBo wmu knapunry Enter.
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CozmanHoe uMs oTobpasutcs B ciircke J{ucmerdepa umeH (cM. Pucynok 217).

~ 7 [Jwucnetyep nmeH Q

3afate MMA

Bce Mmena ot = v

@ WMmaa_1

='Mnect2'13B812:5B513

Pucynok 217 — Co3nanHoe ums B Jlucnerdepe nuMeH

4.5.9.2 HaiiTu umsa

HWMsg MoXXHO HaWTH C IIOMOMIIBIO ITOJIA JWAIla30HA WJIH C IIOMOIIBIO I[ncne'rqepa HMEH.

PEFI/ICTp CHMBOJIOB IIpH ITIOMCKe NMeHHU He YIUTbIBAeTCA.

4.5.9.2.1 HaiiTu c moMOLIBIO II0JIA JUAIa30Ha

J11s1 6ICTPOrO MOKCKA UMEHU BBITIOJIHUTE CJIe/IyIolre JeHCTBUS:

1. IlenkHuTe IO MOJIIO JUANA30Ha.

2. Haunute BBOIWUTH TpebyeMoe HMs. B BbImaparomemM cnucke OTOOpPA3siTCS HMEHa,
COOTBETCTBYIOIME YCJIOBUSM IoucKa (cM. PucyHok 218).

3. Broibepute TpeOyeMoe UMsl C TTIOMOIIIbIO MBIIIN WK KJIaBUII KJIABUATYPHI:

— IllenxkHUTE IO UMEHH JIBOM KHOITKOM MBIIIIH.

— BrimenuTe uMs ¢ TOMOIIBIO KJIAaBHUII KJIaBUATYPHI | U T ¥ HakmuTe KilaBuiy Enter.
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(o -] A

¢ Croumocts ='"Nuct2'11%2:..

& Crowmocr... ckwmakoi  =Tncr218K42:,,

yI'IpEEI\.I'IEHMQ 3afaHHBIMK MMEHaMK

Pucynoxk 218 — BeicTphIit mouck 110 UMeHU

Yrobbl IPOCMOTPETh BeCh CIMCOK MMeH M BbIOpaTh M3 Hero TpebyeMoe MMsl, BBIIIOJHUTE
cllefiyIolive AefCTBUS:
1. PasBepHuTe Becb CIIMCOK uMeH. Jljis1 3TOro B IOjie [yana3oHa HAXKMUTE KHOIKY
(cMm. Pucynok 219).
2. Broibepure TpebyemMoe UMs B CIIMCKe C IIOMOIIbIO MBIIIY WIN KJIABUII KJIaBUATYPBI:

— IllenxHuTe 10 UMEHH JIeBOM KHOIIKOM MBIIIIH.

— BIJI)IEJ'II/ITE HUMs C IIOMOIIBIO KJIdBUIIT KJIABUATYPbI l nu T " HAXKMUTE KIIdBUIITY Enter.

| a1l v| f

& Konwuecreo NMuet2'1EHE2.

& Croumocrs ="Muct2'1$182:.,
&) Croumocr.._ckmakoi  ="Tucr2'15K52:..
& Uena_sa en ="Nnct2'1$GE2:.

)fnpasmeme JadaHHBEIMK MMEHAMI

Pucynok 219 — Crincok umen

Eciy BeiOpaHHOe MMS NPUHAMJIEXXUT siueliKe/TMana3oHy siueeK, TO 3Ta s4eliKa//Ihana3oH
BbI/IeJISIeTCS B 3JIeKTPOHHOM Tabuuile.

Ecnu BbiOpaHHOe MMS$ NIPUHAIUIEXXUT KOHCTaHTe WK ¢popmyiie, OoTKpbiBaeTcs Jlucmerdep
HMeH, B KOTOPOM aBTOMaTU4YeCKH BbI/IeJIsieTCsl CTPOKA JAHHOTO UMeHH.

Ecm wuMmsa  gueliky/Iyana3oHa  siUeek/KOHCTAHThI/POpPMYJIbI  BBIOMpPAeTcsi B pexuMe
pPellakTUpPOBaHUS STYeMKH, TO OHO BBOJUTCS B S4elKy B KadeCTBe 3HaueHHs (HOPMYIIbl/PyHKINN

(cM. pazzen HUXeE).
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4.5.9.2.2 Haiitu ¢ momompbio Jlucneryepa uMeH

OTkpoiiTe Iucnerdyep MMeH OIHUM U3 CJIeIIOIIUX CIIOCOOOB:

— Ha 6okoBo# aHe u HaXKMHUTe KHOTIKY @ (ducneruep umeH) (cMm. Pucynok 220).

~ 2 [Odwucnetuyep umeH Q
Il M
3apats MMA Fx
Bce nmeHa v = v
¢ Konwuuecteo
="Tncr215H$2:5H%5

¢ CrommocTs

L o
[*p)

="Nncr2 1515251

& Cromm OCTh_CO_CKWAKOR

L o
[*p)

="MncT2 T3 K5 2: 5K

& Llena 3a en

[*n}

="Nncr2"13G52:5G%

Pucynok 220 — Jlucnieryep umeH

— B mone Aalla30Hd HAXKMHUTE KHOIIKY * W BBIIIOJIHUTE KOMdHOY anaBJlem/Ie

3aJaHHBIMH HMeHaMH (cM. PucyHok 221).
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[ F9 v| fx
D
¢’ Konanuecteo ='Muct2'13H 2.,
¢’ Croumocts ='Mact2'1$152:.,
¢ Crowmocr..._ckuakoi ='Tncr2'1§K52:..
¢ Uena_2a_en ='Muct2'1$G32:..
YnpaeneHWe 2agaHHBIMW MMEeHaMK
%

10

Pucynok 221 — Komanza YnpasieHue 3afaHHbIMH HMeHaMHU

B JIucnerdepe uMeH OTOOpa)kaeTCsl MOJIHBIM CIMCOK MMeH, KOTOpble COJIepXXUT TeKyllas
anekTpoHHas Tabmuna (cM. Pucynok 220). J11s1 6pICcTpOro movcka o CIMCKY KCIIOJIb3YHTEe CTPOKY
IIOWCKA U UHCTPYMeHThl GUIIbTPalluK/COPTUPOBKH.

J1J1s IoMCKa UMeHU C ITIOMOIIIBIO CTPOKH ITOMCKA BBIIOJIHUTE CJleyolye JeHCTBHUS:

1. YcraHoBuTe Kypcop B CTPOKY IIOMCKa.

2. Haunute BBOAUTH TpebOyemMoe UMs WM CCBhUIKY/KOHCTaHTY/popMyiy, KOTOpPOH

IIPUCBOEHO 3TO uMs (cM. PucyHok 222).

P = [ucnetyep umeH Q

3anaTh MMA

‘ CTOM| * ‘

Bce nmeHa ~ 1=

<7 Croumocts

="Mner2'15152:5155

<7 CrowmocTs_co_cknakoii

="Mncr2'15K52:3K355

Pucynok 222 — Ctpoka noucka
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[Io mMepe BBOja HaHHBIX JJIsi MOMCKA CIIMCOK WMEH OyJleT COKpaIaTbCs 0 3HAYeHHH,

COOTBETCTBYIOIIHX YCJIOBHUAM IIOKMCKA.

Jyist UIIbTpanyy CITMCKA BBITOJIHUTE CJIeTYOIINe JeHCTBHUS:
1. [lenxauTte mo oo Bee umena (cM. PucyHok 223).
2. B BhINmagarorieM CIvMcke yKaXkuTe, Kakyto TPYIITy UMeH CiieflyeT 0TOOpaXkaTh B CIIUCKe:

— BHIIHHHBIE HMEHA — MMeHad, 3aIdHHbIe I10JIb30BATeJIEM BPYYHYIO;
— Hwmena TaﬁJII/III — MMeHa «YMHBIX» Ta6J'[I/III;

— JloxkanbHBIe: ITOT JIMCT — HMeHd, KOTOpble MOI'YT HCIIOJIb30BATLCA Ha JIMCTe,

OTKPBITOM B )IaHHbIﬁ MOMEHT,

— T'700anbHBIE: BCe JIMCTHI — HMeHd, KOTOpble MOI'YT HCIIOJIb30BATBHCA Hd JIF0O0OM

JINCTEe BHeKTpOHHOﬁ TaGJ’II/II_[bI .

= [Aducnetyep MMmeH Q
3alaTk MMA fx
Bce nmeHa v = v
[ |
Lz

+" Bce MMeHa

SE,EI,EIHHI:IE' MhieHa

Hmena Tabnny,

JokaneHbie: 3TOT AWCT

noBankHBIE: BCE NACTBI

Pucynok 223 — Ilone Bce umena
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YTo6bI BRIOpaTh CIIOCOO COPTUPOBKHU CITMCKA, BHITTIOJTHUTE CJIeIyIONIHe JeHCTBHUS:
1. Haxwmwure Ha kHOTIKY [= (cM. Pucynok 224).
2. Bribepure criocob COPTHPOBKHU:
— Ilo mmennm (A-fI) — copTHpoBKa IO 3HAYeHWIO, YyKazaHHOMY B Tmone HMms

(o Bo3pacTaHHUIO);

— Ilo mmenm (SI-A) — coOpTHpOBKA II0 3HAYeHWIO, YKazaHHOMY B Tmone HMms

(o y6bIBaHUIO);

— Ilo appecy (A-§I) — copTupoBKa IO 3HAYeHHIO, ykazaHHOMY B mojie CchUika

(10 BO3pacTaHuIO);

— Ilo appecy (fI-A) — copTHUpOBKa IO 3HAYeHWIO, yka3aHHOMY B moyne CchbUIKa

(o ybbIBaHUIO).

- [wucnetyep umeH Q

3a0aTh MMA

Bce mmena ~ ‘T_: ~

" [o umeHn [(A-A)

O KonnuecTs: Mo MMedK (H-,&J
="NMner2"15F
Mo agpecy (A-A)

¢ Crommocts Mo aapecy (A-A)

='Mner2'151¢

Pucynok 224 — Bei6op criocoba COpTUPOBKY CITUCKA

YT1o6bl OCMOTPeTh, KAaKOM siuelike/IMania30Hy COOTBETCTBYET KM, BBIIEJIUTe 3TO UMsl B
crucke. fdelika/uana3oH BbIAEIUTCS B 3JIEKTPOHHOM TabiuIle.

Ecm wMmsa  gueliky/Iyamna3oHa  siUeek/KOHCTAHThI/POpPMYJIbI  BBIOMpPAeTcsi B pexume
pPellakTUpPOBaHUS STYeMKH, TO OHO BBOJUTCS B sS4eiKy B KadeCTBe 3HaueHHs (HOPMYIIbl/PYyHKINN

(cM. pazzen HUXeE).
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4.5.9.3 Beectu uma B popmyiny win pyHKIHIo

Beog ¢opmyn u QyHKIMKA, KOTOpble coOfep)XaT WMeHa sdeek/AUalia3oHoOB siyeek/
KOHCTaHT/(OpMYJl, OCYIIeCTBIISIeTCS CTaHAAPTHBIMU CIIOCOOaMH.

Hwms B popmyny nimm GyHKIMIO MOXKHO BBECTH CJIEYIOIITUMHU CITIOCOOAMU:

— BPYYHYIO,

—  C [IOMOIIIBIO I10JIS IMalla30Ha,

— CIIOMOIIBbIO Hchequpa HMeH.

YToObI BBECTH UMSI BpYUHYIO, BBITIOJHUTE CJelyIOoIIHe JeHCTBUS:

1. Haunwute BBOguTh UMs (cM. PucyHok 225). B Beinazatoiiem ciivcke 0ToOpassiTcsi UMeHa,
COOTBETCTBYIOIIME YCJIOBUSM ITOMCKA.

2. BrpibepuTe UMs C IOMOIIIBIO MBIIIN WU KJIABUII KJIABUATYPHbI:

— IllenxHuUTe 10 UMEHH JIeBOM KHOIIKOM MBIIIIH.

— BI)I)IeJ'II/ITe HUMs C IIOMOIIBIO KJIdBUIIT KJIABUATYPbI l nu T " HAXKMUTE KIIdBUIITY Enter.

F2 v fx =D2*(1-C
A B C D E F G H
1 |Hanmenopanue Ilena 3a g,g,.|1{unmemo Cmuoc.rb|0mwca|01'mmum C0 CHETKOE
2 |Tosap A 20 5| 100, 0,1=D2*(1C|
3 |Toeap B 36 25 900 0,2 - n
4 |Toeap C 48 20 960 0,1 ¢ Cknaka
5 |Toeap D 50 18 900 01
6 —————— CToMMocTh
7 F CEFOMHA
]
g # CEKYHARI

Pucynok 225 — BBog uMeHU BpyUYHYIO

YToOBI BBECTH HUMS C IIOMOIIBIO IIOJIA OHUAIIda30Hd, BBIIIOJIHUTE ero IIOMCK TdK, KdK OIIMCAdHO

B pazgesie 4.5.9.2.1 (cm. mpumep Ha Pucynke 226).

cknaka v fx =D2*(1-
D E F
<7 Crmaka ='MncT3'1$ES2:...
I} BO Cmuocrb|[}mmm|0rmmum €D CHHJTE O
5| 100 0,1=D2%(:
¥YrnpaeneHwe 3afaHHEIMKY UMEHAMW 25 800 0,2
20 960 0,1

5 50 18 900 0,1

6

Pucynok 226 — BBog uMeHM € IOMOIIBIO MTOJIS1 IAra30Ha
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YT06b1 BBECTH UMS C TTIOMOIIBIO JluceTyepa uMeH:
1. BroimonHUTe MOWCK UMEHU TaK, Kak OMMCAHO B pa3zene 4.5.9.2.2.
2. BrpibepuTe uMs C IIOMOIIIBIO MBIIIX WM KJIABUII KJIaBUATYph! (cM. PucyHok 227):

— BribepuTe uMs ABOMHBIM IETYKOM MBIIIIH.

— BrirenuTe M ¢ TOMOIIBIO KJIaBUII KJIABUATYPHI | U T M HAXXMUTe KilaBuilly Enter.

B2 v A =02 %o

A E C D E F G

O

~ = [Qucnetuep meH

Haumenopanue [lena 3a gg.‘l(lmmemo C u|(' |CT B CO clmmcm'i| ) _ fx
Tosap A 20 5| 100 0,1=D2%(1-
Toeap B 36 25 900 0,2 @
Torap C 48 20 960 0,1 ckuaKa X

Toeap D 50 18 900 0,1

Bce vumeHa v 1=~

¢ Ckuaka
="Nlncr3'1$ES2:5ES5

iR R - R R TR CR

WP

Pucynok 227 — Bog umenu ¢ nomoripsio Jlucrerdepa uMeH

BribpanHoe wums 1noncraButrcs B - popmyny/PyHknmio. Ecnu  vMa  IpUHAIUIEXAT

siyeliKe/IMania30Hy sideek, TO JJaHHasl s4elika/Anana3oH MOJICBeTUTCS B 3JIEKTPOHHOM Tabuuile.

[Ipy HEOOXOIMMOCTH MOXHO BBeCTHM B (OpPMYIly/(PYHKIUIO JIOKaJIbHOE UMSI C JIPyrOro
mucta. [l 3Toro BeIOepUTe ero B MoJie AWana3oHa Wwin B Jlucnerdyepe uMeH Wiiv BPYYHYIO

BBenuTe ccbulky Bujia 'Sheet Name'!MyName. Hanpumep: "JIncr2''Umsa_8.

4.5.9.4 IIpocMoTpeTh CBOMCTBA HMEHHU

YToObI IMPOCMOTPETDb CBOMCTBa UMEHH, BHITIOJIHUATE dlegyromiye JEeNCTBUS:

1. OtkporiTe [Iucnerdyep UMeH OHUM U3 CJIeAYIOIMIUX CIIOCOOOB:

— Ha 6oxoBo# naHe HAXKMUTe KHOTIKY 0 (ducneruep umeH) (cMm. Pucynok 229).

— B mone JWAallda30Hd HaXMHTe KHOIIKY % W BbIIIOJIHUTE KOMaHIY YIIpaBJIEHI/Ie

3aJaHHBIMH HMeHaMH (cM. PucyHok 228).
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| A1 v| fx

<) Konwuecteo ="Nnct3'18C82:... °

<) Crkmaka ='"Nnct3'1$ES$2: ..

<) Croumocts ="Tuct3'180%2:...

) Crowmocr.._ckwakoi ='Tuct315F52:...

{7 LUena_za_en ="NMict3"146842....
YnpaeneHue 3afaHHbIMWN UMEHaMK D}

12 |

Pucynok 228 — KomaHna YnpaBienue 3aJaHHBIMH HMeHaMH

2. B Jlucmeryepe mMeH HaBeJUTe KypCOp MBIIIM Ha TpebyemMoe UMs U HaKMUTE KHOIKY

~ (PazBepHyTb) (cM. Prucynok 229).

" \ ~ - [wucnetyep UMeH Q
3 fx
ajaTbk WMA

Halti
Bee mmeHa ad = w

& Crnaka
="Nnecr3"'1$E$2:5E$5

Pucynok 229 — Knonka Pa3BepHyTh
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Ecimm ums npuHaaexuT syerike/Inamna3oHy sd9eek, TO JaHHas sueriKa/uarna3oH BbIIeTUTCS
B 3JIEKTPOHHOMU TabmuIle.

B Mucneruyepe nMeH oToOpa3aTcs CBOMCTBA BbIOpaHHOTro MMeHH (cM. Pucynok 230). Tekcr

B noJissx msa u Ccebliika npu Heo6X0IMMOCTU MOXKHO CKOTIMPOBATh.

YTOoOBI CKPBITH CBOMCTBA KMEHU, HAXKMHUTe KHOTIKY CBepHYTb.

- [wucnetyep uMmeH Q

3afate MMA

Bce vmena v = v

| Konvuecreo

="Mncr3'1$C32:5C55

CeepHyTh

Pucynok 230 — CBolicTBa MMeHU

4.5.9.5 Yaaaurts umsa

Vpanarte MOXHO WMeHa, CO3[aHHble BPYYHYIO. YJajleHWe HMeH «yMHBIX» TabJuIf

HEeJIOCTYIIHO.
YToObI yIaIUTh UMS, BBIIIOJIHUATE CJIeYIOIIHe AeHCTBUS:

1. OtkporiTe [Incnerdyep UMeH OHUM U3 CJIeAYIOIMIMUX CIIOCOOOB:

— Ha 6oxoBo# naHe HAXKMUTe KHOTIKY @ (ducneruep umeH) (cMm. Pucynok 229).

B mnone JWAallda30Hd HaXMHTe KHOIIKY % W BbIIIOJIHUTE KOMaHIY YIIpaBJIEHI/Ie

3aJaHHBIMH HMeHaMH (cM. PucyHok 228).
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2.

3.

B Jlucneruyepe uMeH HaBeJuTe KypCOp MBIIIM Ha TpebyeMoe UMsI U HAXXMHUTe KHOIIKY

v (Pa3BepHyTh) (cM. Pucynok 229).

HaxmuTe KHOTIKY | (Ymamuts) (cm. Pucynok 230).

4.5.10 Ccpuika Ha IaHHBIE B IPYTOM I0KyMeHTe

B dopmynax u yHKIMAX TeKyIero AOKyMeHTa MOXHO CChUIAThCSl Ha JAHHbIE M3 OJIHOTO

HJIN HeCKOJIbKHMX BHEIIHUX JOKYMEHTOB.

B sTont BepCuH IpUuJIoXXeHus HEﬁCTBymT dlegyromnye orpaHnuieHusa:

Texymuii ¥ BHELIHUM JOKyMeHTBl JOJDKHBI ObITh coxpaHeHbl B ¢popmare XLSX, ODS
nmu XO0DS.,

Texymuii ¥ BHEIIHUNA IOKYMEHTBbI IOJDKHBI OBITh JIOKQJIbHBIMU, TO €CTb JIOJDKHBI
HAXOJIUThCSI HEIIOCPEAICTBEHHO Ha BallleM KOMIIbIOTepe.

[TonnepxuBaeTcss co3faHHWe CCHUIOK Ha SYeMKW W JIMala30Hbl siueeK BHEeIIHero
nokymeHTa. [Ipm 3TOM He HOIyCKAlOTCS CTPYKTYpHMPOBAaHHBIE CCBHUIKKA (CM. paszfen
4.5.11), a TakXe CChUTKM Ha MMEHa sT'9eeK M rarna3oHoB (cM. pasmen 4.5.9).

Ccpiika, KOTOpasi BBOAUTCS BPYUHYIO B siueliKy ¢ uMeHeM (CM. pasnen 4.5.9), mommkHa
obITh abcomoTHOM. [Ipy co3maHny UCTOYHMKA JTAHHBIX JJIsi UMEHOBAHHOTO JMara3oHa

ISl KOPDPEKTHOM paboThI HY>KHO BBOAUTH aDCOIOTHYIO CCHUIKY.

CCbIJIKy Ha [OdHHbIe M3 BHeEIIHero AJOKYMeHTa MOXXHO CO30aTb OJHUM H3 CJIeAYIOIIUX

CII0CO0O0B:

OTKPLITb BHEIITHUM HOKYMEHT U BBIIEJINTDb Tpe6yeMy}o HqEﬁKy WK JHWAIla30H d49eeKk
I1eI9KOM MBIIIIH,

BBECTHU BPYUYHYIO, He OTKpPbIBasi BHEIIIHUM JIOKYMEHT.

4.5.10.1 Co3gaTh CCHLIKY HIeTYKOM MbIIIHN

Yr1obbl B dopMynie WM PYHKIMM TeKyllero JOKyMeHTa CO3[aTh CChIJIKY Ha JJaHHble U3

BHeMIHEero JO0KyMeHTa e/ TYKOM MBIIIH, BBITIOJIHUTE ClieayIoIlnre e CTBUS:

1.

OTkpouTe HOKYMeHT, B KOTOpPOM OypeT cojiepkaTbCsi (opmysia Wik QYHKIMS CO
CCBUIKOW, U BHEIIIHWM JIOKyMEHT, Ha JIaHHble KOTOPOro TpebyeTcs co3/laTh CChUIKy. Ecmm
BHEIIIHUW JIOKYMeHT ObllI OTKpBHIT paHee, ybOequTech, YTO B HEM COXPaHEHbl BCe

BHeCeHHbIe 3MeHeHUs (cM. pazzen 4.1.10).
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N

B Tekyiiem [OKyMeHTe BbleJIUTe sYeliKy, B KOTOPYIO HY>KHO BBeCTH GOpPMyIy WIH
dyHKIHIO.

B crpoke ¢popmyn uinm Hemocpe/iCTBEHHO B siUelike BBe[lUTe 3HaK = U HAYHUTe BBOAUTH
dopMyy win QyHKIIHIO.

[TepeiinnTe Kk BHelllHeMy JOKYMeHTY U BbIOepUTe JIMCT, Ha SYeKy WM AUalla3oH sdeek
KOTOPOro TpebyeTcsi Co3[jaTh CChIIKY.

Bribepute Ha nmcTe TpeOyeMyro sueliKy WM AMana3oH sdeek. B crpoke dopmyn
BHEIIHero U TeKyllero JI0KyMeHTa 0ToOpa3uTcsl BBefleHHasi popMyJsia WA (PYHKINS U3
TeKyIero fokyMeHTa. [Ipy Heo6xonumocTy popMyity/GyHKINIO MOXKHO peJJakTUPOBaTh
KaK B TeKyIl[eM, Tak U BO BHellIHeM JIOKyMeHTe.

[TepelimuTe B TeKyImInUi JOKYMEeHT, 3aBepIlIiTe BBOJ QYyHKIIUU WA POPMYJIbl ¥ HAXKMUTE

KHOIIKY ° B CTPOKe (bOpMYJ'I WJIN HA’)KMUTE KJIaBUIITY Enter 5a KJIaBHUaType.

4.5.10.2 BBecTH CCHUIKY BPYYHYIO

YToObI B C];)OpMYJ'IQ nin (1)YHKLII/II/I TEeKYILIero JOKyMeHTa CO3[0dTh CCbUIKY Hd JJdHHbIE M3 BHEIITHEIr'o

JIOKyMeHTa BpY4HY!0, HeOOXOMMO BBeCTH CTPOKY BU/Ia 'myTh[ums.pacimpenue]/Iuct'! fIyeiika, rie:

NyTh — IIyTh K BHEIlIHEMY JIOKYMEeHTY, KOTOPBI MoXeT ObITh yKa3aH Kak:
— OrtTHocuTenbHBIA TYyThb — TMYyTh K BHeIIHEMY JOKYMeHTy, OIMCbIBaeMbIi
OTHOCUTeJIbHO  0a30BOM  JMpPEKTOpPUM  HCXOAHOrO  JOKyMeHTa. llpumep:

../Subfolder/Buemnuii fokymeHT.xIsx.

— AOCOMIOTHBIA MYyTh — MyTh K JOKYMEHTY, OMUCHIBAEMBbIM OT KOPHS JIOTUYECKOTO
IYcKa (KOpHSI YCTaHOBJIEHHOM olepallMoHHOM cuctemsl). [Ipumep: C:/Users/

Username/Downloads/Subfolder/Buemnmii nokymeHT.xIsx.

— AOGcomoTHBIY IYTh K BHEIIHeMY JAOKYMEeHTY C McHojb30BaHueM cxeMsl file (cxema
URI). IIpumep: file:///C:/Users/Username/Downloads/Subfolder/Buenuii

DOKyMeHT.xIsx.

HMA.pacHIdpeHHe — VMMs M pacllvMpeHde BHellHero ¢arna. Hanpumep: Buenrnmii
OOKYMeHT.xIsx.

JIucr — vMms nucTa Bo BHelIHeM okyMeHTe. Hanpumep: JIucrl.

flaelika — afpec sYeKy WIK AUala30Ha siueek BO BHelllHeM AokyMeHTe. Hanpumep: Al

wm Al:A10.
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IIpumepwot dna OC Windows

B npumepe Hmxe nokymeHT document.xlsx, pacrionoxeHHbII B 0a30BOW JIUpPEKTOpUHU

C:/Users/Username/Downloads/, ccriiaeTcst Ha faHHBle W3 BHeIIHero JIoKkymeHTa external.xlsx,

PAacIioIoXeHHOT0 B TOM e TUPeKTOPHH.

OTHOCHTeNIBHBIH 1Ty Th K BHEllIHeMy JOKYMeHTY

Jexternal.xlsx

ABCONIOTHBIN MyTh K BHEITHEMY JOKYMEHTY

C:/Users/Username/Downloads/external.xIsx

AOGCOMIOTHBIN MTyTh K BHEIITHEMY JIOKYMEHTY C
rcrnosb3oBaHueM cxemsl file (cxema URI)

file:///C:/Users/Username/Downloads/external.xlsx

PopMyia C OTHOCHUTEIHLHOM CCHUIKOM

="[external.xlsx]/IncTl"'A1+A1

®yHkMs ¢ abCOMOTHOM CCHITKOM

=CYMM('file:///C:/Users/Username/Downloads/
[external.xlsx]/TucTl1'!A1: A10)

B npumepe Humxe pokymeHT document.xlsx, pacrionoxeHHbI B 0a30BOW JIUpPEKTOPUHU

C:/Users/Username/Downloads/, cceiaeTcst Ha JaHHble M3 BHeIIHero JIokymMeHTa external.xlsx,

pacnosiokeHHOTO BO BiioxkeHHOU nupekTopuu C:/Users/Username/Downloads/Subfolder/.

OTHOCHTeNIBHBIN 1Ty Th K BHELITHEMY
JIOKYMEHTY

./Subfolder/external.xlsx

ABCONIOTHBIN ITyTh K BHEIIIHEMY JOKYMEHTY

C:/Users/Username/Downloads/Subfolder/external.xlsx

AOCONIOTHBIN MY Th K BHEIITHEMY JJOKYMEHTY
¢ ucriosib3oBanreM cxemel file (cxema URI)

file:///C:/Users/Username/Downloads/Subfolder/external.xlsx

dopmyrna ¢ OTHOCUTETHHOMN CCHUIKON

='Subfolder/[external.xIsx]JIucT1"TA1+Al

DyHKITMSA C aDCOTIOTHOM CCHUIKOM

=CYMM('file:///C:/Users/Username/Downloads/Subfolder/
[external.xlsx]J/Iuct1'TA1:A10)

B npumepe Hmxe nokymeHT document.xlsx, pacrosoxeHHbIE B 0a30BOM JIUPEKTOPUH

C:/Users/Username/Downloads/, ccbutaeTcst Ha JlaHHble U3 BHelllHero JokymeHTa external.xlsx,

pacnosioxkeHHOro B ipyrou aupektopuu — D:/Documents/SomeFolder/.

OTHOCUTENBHBIN YTh K BHEIIHEMY
IOKyMEHTY

D:/Documents/SomeFolder/external.xIsx

ABCOMOTHBIN Ty Th K BHEIITHEMY JJOKYMEHTY

D:/Documents/SomeFolder/external.xIsx

AOCOTIOTHBIN YT K BHEIITHEMY JIOKYMEHTY C
rcrnosb3oBaHueM cxemsl file (cxema URI)

file:///D:/Documents/SomeFolder/external.xlsx
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dopmyra c OTHOCUTETHHOM CChUIKON

='D:/Documents/SomeFolder/[external .xlsx]/TucTl'TA1+A1

DyHKIHMSA ¢ aDCOTIOTHOM CCBUIKOM

=CYMM('file:///D:/Documents/SomeFolder/[external.x]sx]
JIuct1''A1:A10)

IIpumepwt dna OC Linux u macOS

B mpumepe Hmwke mokymeHT document.xlsx, pacrmosiokeHHBI B 0a30BOM JIUPEKTOPUU

/Users/Username/Downloads/, ccbutaeTcs Ha AaHHble M3 BHelIHero jJoKymeHTa external.xlsx,

PacCIIOJIOKeHHOI'0 B TOH Xe OUPEKTOPHHN.

OTHOCUTENBbHBIN ITyTh K BHEIIIHEMY JJOKYMeHTY

../external.xlsx

ABCONIOTHBIN yTh K BHEITHEMY JOKYMEHTY

/Users/Username/Downloads/external.xIsx

ABCONIOTHBIN MyTh K BHEITHEMY JOKYMEHTY C
rcronb3oBanueM cxeMmsl file (cxema URI)

file:///Users/Username/Downloads/external.xlsx

dopmyra ¢ OTHOCUTETHHOM CCHUIKOH

="[external.xlsx]JIucTl"!A1+A1

®yHkMs ¢ abCOMOTHOM CCHITKOM

=CYMM('file:///Users/Username/Downloads/
[external.xlsx]JIuct1''A1:A10)

B npumepe Hmxe nokymeHT document.xlsx, pacrosoxeHHbIi B 0a30BOW JIUPEKTOPUH

/Users/Username/Downloads/, cceinaeTcsi Ha JaHHble M3 BHeIIHero JokymeHTa external.xlsx,

pacnosioykeHHOTO BO BiioxkeHHOU upektopuu /Users/Username/Downloads/Subfolder/.

OTHOCHTENIBHBIH 1Ty Th K BHEIITHEMY JOKYMEeHTY

../Subfolder/external.xlsx

ABCONIOTHBIN ITyTh K BHEIIIHEMY AOKYMEHTY

/Users/Username/Downloads/Subfolder/external.xlsx

AOCOMIOTHBIN TyTh K BHEIITHEMY JOKYMEHTY C
rcrnosib3oBanueM cxemsl file (cxema URI)

file:///Users/Username/Downloads/Subfolder/external.xlsx

dopmyrna ¢ OTHOCUTETHHOMN CCHUIKON

='Subfolder/[external.xIsx]JIucT1"TA1+Al

DyHKITMSA C aDCOTIOTHOM CCHUIKOM

=CYMM('file:////Users/Username/Downloads/Subfolder/
[external.xlsx]JTucT1'!A1:A10)

B npumepe Hmxe nokymeHT document.xlsx, pacrionoxeHHbIi B 0a30BOW JIUpPEKTOPUH

/Users/Username/Downloads/, ccbutaeTcs Ha AaHHble M3 BHeIIHero jJokymeHTa external.xlsx,

pacnosioxkeHHoro B ipyrou aqupektopuu — /Volumes/USB_flash/SomeFolder/.
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OTHOCUTENBHBIN TYTh K BHEeITHeMY TokyMeHTY | /Volumes/USB_flash/SomeFolder/external.xlsx

ABCONIOTHBIN MyTh K BHEITHEMY JOKYMEHTY /Volumes/USB_ flash/SomeFolder/external.xlsx

AGcointoTHBIN ITyTh K BHelllHeMy nokyMeHTY ¢ | file:///Volumes/USB_flash/SomeFolder/external.xlsx
ucrionb3oBanueM cxemsl file (cxema URI)

dopmyra ¢ OTHOCUTETHHOM CChUIKON ="../Volumes/USB _flash/SomeFolder/[external.xlsx]
JIuctl'MA1+Al

PyHKIMA ¢ aDCOMIOTHOM CCBITIKOU ="file:///Volumes/USB_flash/SomeFolder/[external.xlsx]
JInct1"A1:A10)

4.5.10.3 O0HOBUTH JaHHBIE

Tak kak JaHHbIe BO BHEIIHEM JIOKYMEHTe MOTYT MeHSITbCS, PeKOMEeHAYeTCsl epUoIMYeCKr
OOHOBJISITH CCHUIKU HA 3TU JAaHHbIE B TeKYI[eM JIOKyMeHTe.

YToObl OOHOBUTH CCBHUIKA TIOCTIEe OTKPBITHS TEKYIero [OKyMeHTa, HaXKMUTe KHOIKY
OOHOBUTH [aHHBIE B CTpPOKe YyBenomiieHUs! «(CBsi3aHHBIE JIOKYMEHTHI MOTJIM HW3MEHHUThCS.
OOHOBUTE 3TOT HOKYMEHT, YTOObI MOY4YUTh MOCIefAHHe JaHHble» (cM. PucyHok 231). JlanHas
CTPOKa 0TOOpaXkaeTcsl MO/ MaHeIbl0 UHCTPYMEHTOB.

[TpunoxkeHrie BBIOIHUT TepecueT GopMysl U GYHKIUHA C Y4eTOM HOBBIX 3HAUeHHUW U3

BHeIIHero J0KyMeHTa.

1= Teryumii gokyment - MoiOdmc - O x

Qaiia  [paeka Bcraeka Qopmar Tabavua  [Jandeie  Muctpyments Bwg  OBwwid gectyn  Hagcrpoikw  Cnpaska

_ _ " A
+ v X XOThames |~| |12 |~ A” AF =v | ~ 123 B FA
_— — =1
[foGaeuTh |E;] v aoo ¥ K H wee ﬁ v £+ \;5(-}' v aa aon ™ aon
M3GpanHoe ETTH | Mpaeka WpudT BhipaBHUBaHWE Yucnoso... Auelkn HaHHbe Bcragka L
CeAzaHHbIE AOKYMEHTE! MOTAK W3MEHWTECA, OBHOBWTE 3TOT 4OKYMEHT, 4TeBE NOAYHHTE NOCASAHHE 4aHHGIE, 06HOBNTL AaHHbIE JaKpeiTh
E6 v fx
~

Pucynok 231 — Knonka O0HOBUTH TaHHBIE

Ecm pokymeHT HenocCTyrleH, TO TIOf] TlaHeJIbI0O WHCTPYMEHTOB OTOOpAa3uTCs CTpokKa
yBefiomyieHUs1 «(CBsi3aHHbIe JOKYMeHTbl HeJIOCTYNHbL. B Tabiuile HCIONb3yIOTCS IOCIeAHUe

coXpaHeHHbIe JIaHHble». HakmMUTe B TaHHOW CTPOKe KHOIKY 3aKphITh (cM. PucyHok 232).
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1= Teryumii gokyment - MoiOdmc - O x
Qaiin  [lpaeka Bcraeka Qopmar TabBawua  [Javdoie  Muctpyments  Bwg  OBwwid gectyn  Hagcrpoikw  Cnpaska

+ v X XOThames |v (12 v/ A= A" =~ 4 ~ 123 B B
[foGaeuTh |E;] v aoo ¥ K H wee ﬁ v £+ ‘(5% v aa aon
M3GpanHoe Daian Mpaeka WpudT BhipaBHUBaHWE Yucnosol... Huedkn HaHHbe Bcraska [
CBA3aHHBIE AOKYMEHTb HEAOCTYNHBI, B TaBAMLE MCNOALIYOTCA NOCNEAHWE COXPAHEHHBIE AaHHDIE,
D6 v

~

Pucynok 232 — Knonka 3akpbITh

YtoObl OOHOBUTH JIaHHBIE NIPU PaboTe C JOKYMEHTOM, BBIMIOJIHUTE OAHO U3 CJIeAYIOIIUX
JeUCTBUMH:

— Bribepute myHKT kKOMaHAHOTO MeHi0 JlanHbIie > O0HOBUTH KaHHBbIe (cM. PrcyHok 233).

Janubie  WHcTpymenTsl  Bwa  O6wwi goctyn  H

3apatk UMS...
YnpaeneHwe 3alUTON 4

Ob6HOBUTL CBOAHYIO Tabavuy
Hactpowutk cBOAHYHO Tabauuy

Yaanutb cBOgHYHO Tabanuy

Hactpowtb ymHyt0 Tabnvuy

¢ rpynnuposats ctpoku
& Tpynnuposats cTonbupl
5 OuWUCTUTL rPYNNMPOEKY
> Aestocymma Alt+=
Ynanute gybnvkartsl...
Pexxum nepecueta 4
2 OB6HOBUTb faHHbIE Ctrl+Shift+F5

MpoBepka aaHHbIX

MocmoTpeTs Bce NpoBepku

Pucynok 233 — Ilynkt komanaHoro MeHio OOHOBHUTBH TaHHBbIE

I
— Ha nanenu wuHCTpymeHTOB, B pa3feiie JlaHHBIe HakMuTe KHOMKY r_+ (OOHOBHTH

nmaHHbIe) (cM. PucyHok 234).
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vEr Rl 88 o-
> v (3 B v
[AaHHble Bcraeka

Pucynok 234 — Knorika OOHOBHTB TaHHBIE

— Haxwmure coderanue kiapuiil Ctrl+Shift+F5 / {Shift+3Cmd+F5.

HaHHbIe 10 BHEITHUM CCBHIJIKAM OOHOBJISIOTCS IIpr CO30aHHHN HOBOM CCBIJIKM Ha OOKYMEHT
WJIN IIpU peadKTHPOBAHUH CYIIIECTBYIOHIeﬁ. B sTom Cllydae OOHOBIJISIOTCS JaHHbIe TOJIBKO II0O TeM

JIOKyMeHTaM, KOTOpble YKa3aHbl B CO3/JaHHOW/M3MeHEHHOH ¢opMyiie.

Ommbka #REF! otro6pakaercs B ;9eiKax, eciiu:
— Ilpu co3maHny CChUIKM YKa3aHHBIN B CChUIKe BHEIIHUM JOKYMEHT HeJ0CTyTeH (Win
B HeM He CyIeCTByeT YKa3aHHOTO JIMUCTA), U ]ISl HErO0 HeT COXpaHEHHBIX paHee
A 3HAYEHUH.
— Ilpu 3arpy3ke JOKyMeHTa Jyisi YKa3aHHOT'O B CChUIKe BHEIHEro JOKyMeHTa HeT

COXPdHEHHBbIX 3HaYeHUM ()IaHHI)Ie He ObUIH IMOJIy4eHbI IIpHU CO3JdaHHUHA CCI:IJIKH).

4.5.11 CTpyKTypHpOBaHHBIE CChLIIKH

Pabora co CTpyKTypHpOBAaHHBIMHM CCBUIKAMH MOJJIEPXKMBAETCS TOJMBKO B TaO/iMIax, K
KOTOpPbIM TIpUMeHeH TabJIMYHbIA CTHUIh GopMaTthpoBaHus B mporpamMme Microsoft Excel (Tak
Ha3bIBaeMbIX «YMHBIX» TAOIMUIIAX).

«YMHble» Tabmumbl uMeloT ums (o ymomuyanuio — Tabauual, TabauuaZ v T.4.) #
COCTOST UX CJIeJIyIOLIMX 00IacTei:

— CTpOKa 3aroJioBKa,

— o0JacTh JaHHBIX,

— CTPOKa UTOI'OB.
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4.5.11.1 Ucnosnb3oBaHue CTPYKTYPUPOBAHHBIX CChIJIOK

CDOpMYJII)I CO CTPYKTYpPHUPOBAHHBIMH CCBbUIKAMHW OIIepUpPYyIOT He JaJpeCaMH d49eeKk U
AWAIla30HOB sd4YeeK, 4 HKWMeHdMH Ta6JII/IIII)I u CTOJI6IIOB T86JII/IIILI, d TdKiXKe Ha3BdHUIMMU

obmacre#t Tabiunbl (cM. Pucyrok 235).

B9 v fx =CYMM(Tabauual[Mponanu]) C9 v fx =CYMM(TabauuaZ[#0aHHbie])
A B A B C
F | F |
1B Tosap =| Mpopgammn ﬂ Il Tosap =| Mocksa =| MNoagmockoBLe ﬂ
2 |AnensCcHHbl 42768 2 |AnenbCHHb 42768 11752
1 |bawnaxaHbl 1400 1 |BbawnasaHbl 1400 102608
4 |BaHaHbI 20755 4  |BaHaHbI 20755 69569
5 |BbapaHkmK 17850 5 |BapaHkK 17850 21482
& |Bepmuwent 26180 & |Bepmuwent 26180 930
7 |Tpywn 56606 7 |Tpyww 56606 13356
& |Kabaukw 4884 & |Kabaukw 4884 4290
9 1?0443_ ] 394490_

—_
[=]

—_

[=]

PucyHnok 235 — CTpyKTyprpOBaHHbIEe CCBUIKU

B Tabnure Hibke prBeieHbl IPUMepbl 0OBIYHBIX U CTPYKTYPHUPOBAHHBIX CCBHIJIOK.

Tabnuna 14 — IIpumeps! cChIIOK

Onucanune OOpIYHAA CCHUIKA CTpyKTypHpOBaHHas CChLIKA

Cchika Ha IMAra3oH syeek =CYMM(B2:B8) =CYMM(Tab6mumnal[IIpomaxmu])
cronbua Ipomaxu tabmuier Tabmmmal

Ccpika Ha 0671aCTh TAHHBIX =CYMM(A2:C8) =CYMM(Tabnuna?Z[#[lanubie])
Tabmune! Tabauma2

CTpyKTypUpOBaHHbIe CCBIJIKM MOTYT HCIOJIb30BaTbCs Kak B Tabiuie, Tak U 3a ee
npesie;laMH.

Eciu ¢opmyna co CTPyKTypHpPOBAaHHOM CCBHIJIKOM pacrojio)keHa HeoCpe/ICTBEeHHO B
TabJuIle, TO yYKa3blBaTh Ha3BaHHWe TAOJUIIbI B JaHHOM CChbUIKe He HY)XHO. Eciy uMs Tabiumsl 1o
KaKOH-IM00 IpUYMHe YKa3blBAaeTCs B CChUJIKe, TO OHO aBTOMAaTUYeCKW yJaiseTcsi MpU BBOJe
¢dopmynel.  Hanpumep, ¢opmyna =CYMM(Taomunal[Ilpomaxku]) Oymer aBTOMaTHdecku
vcrnpasiieHa Ha =CYMM([IIpomaxu]).

Ecnu dopmysna co cTpyKTypHpOBaHHOM CCBIJIKOM pacrosioyeHa 3a IpefesiaMU TabiuIlbl, TO

YKa3aHre UMeHU Ta6J'[I/II_[bI ABJIeTCsI 0093aTeJIbHBIM YyCJ10BHUEM.
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YToOBI y3HATh UMs TaOJUIILI, BBIZEIUTE B Hel Jito0yto sueiiky. UMs Tabmuibsl oToOpasuTcs

Ha [1aHeJId UHCTPYMEHTOB, B pa3ziese Taosmuna (cMm. PucyHnok 236).

YT0O6BI CKOITMPOBATb UM Ta6JII/IIIbI, BbIJIeJINTe ero mejaI49KOM MBbIIIN.

Tabawual

TaGauua

Bcraska

\ﬂ" 1] [r__]]v

Pucynoxk 236 — HazBanue TabauIibl

4.5.11.2 CuHTaKCHC CTPYKTYPHPOBAHHBIX CCBLIOK

CTPYKTypI/IpOBaHHbIe CCBbUIKH MOT'yT O6paH_IaTI)C$I K dJ1eAyIuM JaHHbIM Ta6J'II/II_[bII

Ta6suna 15 - Ykazarenu

Yxkazarennb Omnucanme
#Bce Bcs Tabmuria, BkITIOYasi CTPOKY 3aT0JIOBKA U CTPOKY UTOTOB (TIPY X HAJTUIHHN)
#3aroysoBKU Tosnbko cTpoka 3aroyioBKa
#]laHHbIe Tonbko CTPOKY TaHHBIX
#HUtoro Tonbko cTpoka UTOTOB
@MWms crosbua Sldelika Ha TIepeceYeHr  TeKyIlel CTPOKH M yKa3aHHOIO CTOJIOIa
WU (HesiBHOe MepeceveHue)
@
WNJIn

#3JT1a cTpoka

VkazaTenb #9Ta CTpoKa aBTOMaTUYeCKU MeHsIeTCsl Ha yKa3aTellb (@

B Ta6m/1ue HUKe ITprUBeJieHbl ITPUMepbl CTPYKTYPHUPOBAHHBIX CCBIJIOK.

Tabnuna 16 — IIpuMeps! CTPYKTYpPHPOBAaHHBIX CCHLIOK

Bcsa Tabimna

Tonbko maHHBIE

Toabko 3aro10BKu

Tosabko uToru

Tabmurma Tabmumal[#Bce] | Tabmumal Tabmumal[#3aronoku] | Tabmumal[#UToro]
Tao6aumal
Tabmumal [#]]auHbIe]
Cronbert N | Tabmumal[[#Bce], | Tabmumal[N] Tabmumal [[#3aromoBku], | Tabmumal[[#UToro],
[NI] [N1] [NI]
Tabmumal [[#[lanHbie],

[NI]
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Bcsa Ta6imma ToabKo maHHBIE ToBKO 3ar0/I0BKH Tonbko urorn
Cron6brpel ¢ | Tabnmuual[[#Bce], | Tabmumal[[N]:[M]] Tabmunal [[#3aronoBku], | Tabmumal[[#UToro],
NnoM [N]:[M]] [N]:[M]] [N]:[M]]
Tabmumal [[#[1lanHbie],
[N]:[M]]

4.5.11.3 BBoj CTPyKTYpHPOBAaHHOMH CCBUIKH B pOpPMYJIy

BBom dopmyn, koTopble comepXkaT CTPYKTYPUPOBAaHHBIE CCBUIKH, OCYIIEeCTBIISIETCS
CTaHAAPTHBIMHU CITOCODAMHM.

YroObl ykazaTh B ¢GOpMyJsie Ha3BaHHWE «yMHOW» TaOJMIBI, BBHITIOJIHUTE CIIeYIOIIHe
JerCTBUS:

1. HayauTe BBOOWTH Ha3BaHWe TAOMILL. B BhIamaroiem CIiMcke 0TOOpa3saTCs Ha3BaHHS

BCeX «YMHBIX» TabJIUII, KOTOpbIe COfiepXKaTcs B JoKyMeHTe (cM. PucyHok 237).

=oymm(t| |

BH TaBnmual

BH Tabnmua?

= |on wn | pa | —

Pucynok 237 — Criucok «yMHBIX» TaOIHIL

2. BbI6epI/ITe Ha3BaHHeE Tp86YEMOﬁ Ta6J'II/ILIbI C IIOMOIIBIO MBIIIHN HUJIN KJIABUIII KJIABUATYPbIL:

— H_[eJ'IKHI/ITe I1I0 HA3BAHHUIO Ta6J'II/ILIbI JIEBOM KHOIIKOM MBIIIIH.

— BI)II[EJ'II/ITE Ha3BaHHe Ta6J'II/ILIbI C IIOMOIIIbIO KJIABUIIT KJIABUATYPbL l u T 1 HA’XKMHTe

xiasuiy Enter.

HazBanue TabnuIibl 10ACTaBUTCS B GOPMYITY.

Y1o6bl BBecTM B GOpMyJy HUMs CTOJIOIA WIMA yKa3aTellb Ha 00JIaCTh AAHHBIX TaOJIUIIbI
(manpumep, #UToOro ninm (@), BHIIIOJIHUTE CJIeIyIOlIre NeHCTBHUS:
1. BBemute cumBon [ (JieBasi kBajipaTHasi CkoOka). B BbinajaroieM crvcke oToOpassiTcs

Ha3BaHUs CTOJIOIIOB U yKa3aTesld Ha 06J1acTy AaHHBIX Tabyuibl (cM. PucyHok 238).
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2. Bribepute TpeOyeMblii 3JIeMEHT CIIMCKA C TOMOIIbIO MBIIITN WX KJIaBUIII KJIaBUATYPHI:

- H_IEJIKHI/ITE I10 CTPOKe 3JIeMeHTa JIEBOM KHOIIKOH MBIIIIH.

— BroigenuTe cTpoky asieMeHTa C IOMOIIbIO KJIABMII KJIAaBUATYphl | U T U HaXXMHTe

xiasunty Enter.

BribpaHHbBIl 371eMeHT MOACTaBUTCS B pOPMYILy.

=CYMM(Ta6nmyall |
@ - J1a cTpoKa

Toeap

=~ = R ¥ B E R (R ]

Mpoaaxu

(=]

#
10 Bece

1 #aHHkle
12

13 #3aroNosKM
14

15

16

17

#Torm

Pucynok 238 — Crivicok Ha3BaHMM CTOJIOIOB M yKa3aTeslel Ha 00/1acTH JAHHBIX

Ecmm ykazarenbs Ha o0macTh JaHHBIX TaOiuibl (Hanpumep, [#3arosoBku]) BBefeH B
dbopMyily KOPpPEeKTHO, TO OH BBIJIeJiIeTCs IIBETOM, a B TabJivile IOJICBeYMBAeTCs Iuaras3oH, K

KOTOPOMY OH oOpariiaetcs (HarpruMep, CTPOKAa 3arojioBKa).

4.5.11.4 Ynpasiienne «yMHbIMI» Ta0JIHIIaMH

«YMHBIe» Tabnuibl oTobpaxkaroTcs B npuinoxeHun «MoilOduc Tabmuia» B ToM BUIe, B
KOTOPOM OHHU OBbUTM COXpaHeHbI B mpwiokeHuun Microsoft Excel. Hanpumep, ecnmu B Microsoft
Excel crpoka utoroB 6buta oTkitoueHa, TO B « MonOduc Tabmuia» Tabiviia orobpaxkaercs: 6e3
CTPOKH UTOTOB.

[Tpu pabote ¢ «yMHO#» TabJHIIel MOXKHO BBITIOJIHATE CJIeYIOIIMe OTepaliu:

— PepaktupoBarh HasBaHus cTONOMOB. [Ipy 3TOM Ha3BaHMs CTOJIOIIOB aBTOMATHYeCKU

OOHOBJIIIOTCS B CTPYKTYPHUPOBAHHBIX CCBUIKAX Ta6J'II/II_[bI.
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BcraBnste cTpoku U CTONOIBI MeXIy CYIIEeCTBYIOIIMMH CTPOKAaMM M CTOJIOIaMu
(HO He B KOHIIe TaOJIMIIbI).

KonupoBaTh «yMHbIe» TabIHIBI B TIpeieiax OJHOTO JIOKYMeHTa WK U3 JIOKyMeHTa B
NOKYMEHT IIpU YCJIOBHH, 4YTO o00a JOKyYMeHTa OTKpPbITBI B  IPUJIOXKEHUH
«MoiitOduc Tabmuma». CkOMMPOBAHHOW TabJMIle aBTOMATHYECKHA ITPUCBAWBAETCS
YHUKaJIbHOe KMMs. Bo Bcex CTPYKTYPUPOBAaHHBIX CChUIKAX WMs TabJIMIIbI-OpUrHHAJIA
AaBTOMATHYECKU 3aMeHSeTCSl Ha UMsI TaOJIUIIbI-KOIHH.

BribupaTh CcTWIb TaOMUIBI U3 UMEIOMIMXCS B KOJUIEKIIWH, BKIIOYATh WIA OTKJIFOYATh

obyacTy TabyUIB! (CTPOKU 3aT0JIOBKA U UTOTOB), COPAChIBAaTh CTUJIb.

4.5.11.5 Beruucigemsie CTOJIOLBI

Ecnu B Tabnvily Heo6x0IMMO 100aBUTH CTOOeI], BCe siuelKh KOTOPOTO COofepXaT OAHY U

Ty Xe (bOpMYJ'Iy, CO3JanTe BbIYHUCIISIeMbIN CTOJ'I6eI_I. ,HJ'IH CO3aHHs BbIYHMCIISIEMOI'O CTOJ'IGI_Ia MOXXHO

VICII0JIb30BaTh JIF0601 cTosiber] TabauIbl, KOTOPBINA He COAEepXUT JJaHHBIX.

YtoObl chenath CTOJIOEI] BBIYKCISIEMBIM, BBEIUTE B JIIOOYIO siUeMKYy JAHHOTO CToJIOIa

TpebyeMyro popMyIly U HOKMHUTe Kiapuily Enter.

Bce siaeliku cTosbIia aBTOMaTUIeCKH 3alI0JTHSTCS] BBeZIeHHON GOpMYJIOii.

HJ’IH BBIYMCIIIEeMbIX CTOJ'I6L[OB HeﬁCTBYIOT cllegyroniye 1paBujid:

Eciu ¢opmyna pemakTupyercss B JH000M siYeliKke BBIUMCIISIEMOrO CTOJIONA, TO
aHAJIOTUYHOe peflakTUpOoBaHUWe (OpMyJbl  aBTOMAaTUYeCKU OCYIIeCTBISIeTCS B
OCTaJIbHBIX siYeKax JAHHOTO CTOJIONA.

Ecnu vacTe JaHHBIX B CTOOIE yJaniseTcss WM BMeCTO (pOpPMYyJbl BBOASTCS OOBIYHBIE
JaHHble, TO cCTOjbel] TMepecTaeT ObITh BBIYMCISIEMBbIM (M3MeHeHUsi B (dopMyJiax
IlepecTaoT PaclpoCTPaHATHCS Ha BeCh CToJI0el).

Ecnm KOHCHCTEHTHOCTb CTOJIOIIA BOCCTAHABIMBAaeTCs BpPy4YHYIO (TO ecTb BO BCeX
siyeiikaXx CHOBA COJIEPXKUTCS OJlHA U Ta ke ¢$opMysa), TO CTojbel] CHOBAa CTAHOBUTCS

BBIYUCJIsSIEeMbIM.

4.5.11.6 ABTOpacmmpenue «yMHONH» TaOJIHIIbI

ABTOpacHmpeHre «yMHO» TabJIUIIBI BBITIOJHSETCS TIPU BBOJIE IAHHBIX B CMEXHbIE STYeMKH,

pacrosnioXeHHble B CTOJIOIe CIpaBa OT «yMHOW» Tabnuilbl. Eciu B Tabmuile OTCYTCTBYeT CTpOKa

HUTOIrOB, TO dBTOPACIIMpPEHHEe TdKXe BbLIIIOJIHACTCA IIPpU BBOJie JdHHBLIX B CMeXHbIe STYEeHKH,

pacrioioXeHHble B CTPOKe, CJIeAyIolel 3a TocyeIHeld CTPOKOM TabIUIIbI.
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JlaHHBIe MOTYT BBOJIUTHCS CJIeAYIOIIUMH CIIOCODaMU:

— Bpyunyro.

Ecimu B cmexHblli cronber; BBOAWTCS (OpMysa, TO JAHHBIM cTosbel] CTaHOBUTCS
BBIYMCIIsIeMbIM (CM. pa3zen 4.5.11.5).

— MH3 Oydepa obmena. ABTOpacIIMpeHUe BBITIOJNIHSIETCS, €CIId JaHHbIe BCTaBIISIFOTCS
CJ1eBa/CHU3Y OT TaOJIMIIBI UM BCTABJISIOTCS. OJJTHOBPEMEHHO U B TAOJIUIly, ¥ B CMeXHbIe
STYEHKU.

— Ilyrem aBTO3amosiHeHus siaeek (CM. paszen 4.4.1.4), korja B KadecTBe siueHKU-00pasia

BbI6I/IpEIETC5[ OJHa WUJIN HEeCKOJIbKO fd4eekK <(YMHOfI>) Ta6J'II/II_[bI.

ABTOpaciIMpeHye BbIIOIHSIETCS, eCIIN:
— B 00JacT aBTOPaCUIMPeHUs He COJEepKaTCs JaHHbIe;

— BCTaBJisieMble [JdHHbIe He HAKJIaIbIBAIOTCA Hd APYI'YIO «KYMHYIO» Ta6m/1uy.

B Tekymiedi BepcuM He TMOJJEPXXHUBAETCS aBTOPACIIMPEHHe «yMHBIX» TaOIWIl TIpU
aBTO3aroJIHeHUH siueek (CM. pasznen 4.4.1.4), ecnu:
— B KauecTBe sYedKU-00Opa3lia BbIOpaHa sd4eiika TabOIMIBI CO CTPYKTYPUPOBAHHOM
CCBIJIKOM;

— B KauecTBe siYeiKU-0Opa3iia BbibpaHa siuelika B CTPOKe 3arojioBKa TabJIUIBL.

4.5.11.7 HacTpoiiku BHelIIHero BUja «yMHOMH» Ta0dJIHIbI

[Ipu paboTe ¢ HECKOJILKUMH YMHBIMHM TabJIMIIaMUA Ha OJTHOM JIUCTe MOXXHO HACTPOUTD JIJIst
HUX pa3HbIN BHEIIHUM BU], YTOOBI OBIJIO TIPOIIe UX pa3inudaTh. JlJisi 3TOro BBHIMOJIHUTE CeAyoIIue
JeUCTBUS:

1. Bribepure siueliky «yMHON» TabauIbl — HA OOKOBOM MaHeJIW OTKPOeTCs pasniesl YMHas

Tabnauna (cMm. Pucynok 239).
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= YMHada tabnauua

Crnnb Tabanubl:

Her PNEEEEENEEEEE v
----------
Cwv
cCX
OTobpaxats: YepepoBaThk LiBeTa:
3aro/IoBKku CTpok
tor Cronbuos

Pucynok 239 — bokoBas naHesns YMHas Tabauna

2. B mone Ctuianb TaﬁJII/IIH)I BbI6epI/ITe OJIMH M3 IIOCJIEJHUX HMCIOJIb30BAHHBIX CTHUJIEN WA

HOXMHUTE ~ JUIs TPOCMOTPA BCeX IOCTYIHBIX CTHIEH B KOJUIeKIUH. Kosutekiiust
copepxut 60 cTwiieit u 1 qONMONMHUTEIBLHBIN CTHJIb Jj1s1 cOpoca opopMITeHUsI.

3. B mone OToOpaxkaTh BKIIOYWTE WM OTKIIIOYMTE OTOOpaKeHHe CTPOK 3arojioBKa U
WTOTa.

4. B mone YepemoBaTh I[BeTa BK/IIOYWTE WM OTK/IIOYMTE 4YepelOBAaHWE TEeMHBIX |

CBETJIBIX OTTEeHKOB [JId IBETOB CTOJ'I6I_IOB " CTPOK.

OHI_[I/II/I OTO6pa)KEHI/I$I U YepeloBdHHs IBETOB BJIUAIOT KdK Hd BHEIITHWUM BH[

Ta6J'II/II_IbI, TaK 1 Ha CTHUJIM B KOJJIEKITNH.
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C6pocuTe nprMeHeHHBIN K TabJuIle CTUIIb MOXKHO HECKOJIBKMMU CII0cobaMu:

— BribpaTh CTWIb Ui OYMCTKH, IoMedeHHBIN cioBoM «Hety», B mose CTHAb TabIHIBI
(cM. Pucynok 239).

— Haxopsce B OKHe KOJUIeKIIMK CTUJIeH, HakaTb KHONKY O4YMCTHTH B HYDKHel 4aCTH OKHa

(cm. Pucynok 240).

Monb3oBatensckue:

Her - = —>9=-=- —-—-=—-=-=- —=-—=-=- —-—=—-——-= == == = - — - -

Pucynok 240 — O4HCTUTD B KOJUIEKITUH CTHJIeH
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4.6 OnepaTops! AelicTBHIT

4.6.1 Apudmernueckue onepaTopsl

Apudmerndeckue omeparopsl (cMm. Tabmura 17) ompenenstoT onepanyu HaJl YUCIOBBIMU
¢dopmMaramu naHHBIX, a TakKe Hajl popmaTamu Jlara u Bpems.
Ecimm 3Hauenuve He MoxeT ObITh IpUBEJEHO K YHMCIY, B pe3yjbTaTe oOllepalyiu

BbIBonUTCA omnboka #3HAY!.

Ta6smmna 17 - ApudMernyeckue onepaTopsl

3Hak oneparopa 3HaueHue IIpumep
+ Cnoxenue =6+7
- Boruuranue =B12-B3
OTpuranue -45
* YMHOXeHUe =86*34
/ Jemnenue =36/3
A BosBenenue B cTenenn =D8"2
% Brramcitenvie qosy B IpoIieHTax 76%

YTo6b!I U3BJIEYb KOPEHb YUCIIA, UCIIOJIb3YyHTe GOpPMYIly Clelylollero BUa:
=M"(1/N),
rie M — uuciio, U3 KOTOpPOro M3BiieKkaeTcs KopeHb, N — 110Ka3aTesib CTelleHHd KOPHSL.

Hanpumep, ¢popmysa =36 (1/2) usBiekaeT KBaJipaTHbIA KOPeHb YnCIa 36.
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4.6.2 OnepaTopbl CpaBHEHHSI

Omnepatopsl cpaBHeHust (cMm. Tabmuia 18) npuMeHSIIOTCS 1Uisi CpaBHEHUSs JIBYX 3HAYeHHUHU.

CpaBHI/IBaTb MOXKHO JTIOObIe THIIBI JAaHHBIX: YMCJid, AdThbl, CTPOKHX CHUMBOJIOB.

PesynbTat oneparuu cpaBHeHuUs — OHO M3 JIOTUYECKHUX 3HAUeHUM:

— HCTHHA - 3amvcaHHOe BbIpa’keHHe BEPHO;

— JIOXKDb — 3anmcanHOe BhIpakeHHEe HEBEPHO.

Taommuna 18 — OnepaTopsl cpaBHeHHSs

3Hak oneparopa 3HaueHue IIpumep
= PaBHo =6=6
> Bonbie =9>17
< Mesnbl1te =A2<C3
>= Bousblile uimm paBHO =0>=6
<= MeHnsbllle WM paBHO =P12<=7
<> He paBHO =3<>4

4.6.3 TexkcToBBIi OnIEPAaTOpP

TekcroBbiii oneparop (cM. Tabmuma 19) ucnonb3yercs st 0ObeIMHEHUS! JTaHHBIX U3

TEeKCTOBBIX d4eeK B OHY CTPOKY.

Tabnuna 19 — TexcroBrhlii onepaTop

3Hak omeparopa

Onucanmne

ITpumep

&

COE):[I/IHSIET CTPOKH U3 IBYX U OoJlee siueex B
HeIlpepbIBHYIO IOCJIeJOBATe/IbHOCTb CUMBOJIOB

Suetikn: A2 (Moit) u A3 (Odwuc)
®opmyna: =A2&A3

Pesynbrar: MoiOduc

YTo0OhI O6’B€I[I/IHI/ITB HOdHHble U3 TpexX U bonee sg4eekK, HCHOJIBBYIZTE TEeKCTOBBIN onepdarop

nepeq KaXXibIM HOBbBIM dIpeCOM STYEUKHU.
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4.6.4 OnepaTopsbl CCHLIIOK

Omnepatopsl cceiiok (cM. Tabmuna 20) UCHoIb3yIOTCS ISl OIMMCAHUs CChIJIOK HA JTAANa30Hbl

sgdeek. CcbUtaTbCI MOXKHO KaK Ha SYEHKU TeKymiero JimCTa, TdK 1 Ha STYeMKH APYTUx JIMCTOB.

Tabsmma 20 — OnepaTopsbl CCHLJIOK

3HaK omeparopa

Omnmucanue

IIpumep

OnepaTop uana3oHa

Cosmaet CChIIKY Ha AMATA30H STYeeK.
CraBUTCS MeXTy IepBOM U MOCeIHel
STYeMIKOM Malla30Ha

MozxeT IpUMeHSThCS U1l 00beIMHeHUS]
IMaTla30HOB si9eeK. B aToM citydae
BO3BpalllaeT AUANa30H MeXAy J1eBOi
BepxXHel U NpaBoi HIWKHEH S4YefKaMy,
BKJIIOYas 3TU JUYeUKU

=CYMM(B2:C4)
(cMm. Pucynok 241)

=CYMM(A1:B1:C4:D4) —
CyMMa BCex sTueex,
PacCIoIOKeHHBIX MEeXTy

A1l u D4, Brirouas 3TU g4eiiku

(cMm. Pucynok 241)

[TpoGen OmnepaTop nepeceueHust
Co3snaeT cChUIKY Ha sS'9efKH, KOTOpble =CYMM(A2:C4 B2:D4)
PaCIOIOXKeHbl Ha IlepecedeHn (cM. PrcyHok 242)
YKa3aHHBIX /TMAlIa30HOB
'‘UMsTHCTA'! Co3maeT CChUTKY STYeKy WK Auarna3oH =CYMM(B2+'JIuct2''B2)

sTYeeK Ha JIPYToM JIMCTe TeKYIIero
JIOKyMeHTa

=CYMM(B2:C4+'JTuct2''B2:C4)
(cM. PucyHok 243)

'UMsIHCTa NiUMsuTHcTa m'!

Co3maeT CChITKY Ha OJTHY U Ty Ke sTuelKy
Ha HECKOJIbKUX JIICTaX TEKYIIero
nokyMeHTa (3D-ccpiika)

=CYMM('IuBaps_2019:
Hexadps_2019"'Al) — cymma
g4yeek Al Bcex JIMCTOB U3
YKa3aHHOTO JTMala30Ha

[Tpu BBOzie popMyIT BBIJIEIMTE HEOOXOJUMBIHN IMana30H siueek (cM. pasnen 4.3.2), 4ToObl He

BBOJIUTH €r0 BPYYHYIO.

cé v fx =CYMM(B2:C4) D6 v fx =CYMM(AI:BI: )
A B C A B C D

1 1 1 1 15
2 1 2 2

3 1 2 3

4 1 2 4 15 2 2
5 3

6 9 6 36
7 T

Pucynok 241 — Onepatopsl iMana3oHa
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D6 v  fx =CYMM(A2:C4 )
A B C D
1
2 3 1 2 4
3 3 1 2 4
4 3 1 2 4
5
6 9l
7
Pucynok 242 — Onepatop nepecedeHust
C6 v fx =CYMM(B2:C4+ )
A B C D
1
2 1 2
3 1 2
4 1 2
5
6 18|
7

Pucynok 243 — OniepaTop CCBUIKM Ha STY€HKH IPYTOTo JIUCTA
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4.7 CBogubIe Ta0IHUIBI

4.7.1 Co3maTh CBOTHYIO TA0JIHILY

CBopiHast TabnuIla — 3TO WHCTPYMEHT, KOTOPBIA II03BOJIIeT MPEeACTAaB/IATh JAaHHBIE W3
OOBIYHOM TIJTOCKOM TabJIUIBI B YIOOHOM JI71s1 aHAIM3a BUJIE.
[Ipu ucnosib3oBaHMU CBOAHOW TAOIMUITBI MOXKHO:
— OBICTPO pa3MeliaTh JIaHHbIe M3 CTOJIOIIOB MCXOJIHOM TabJUIbI B CTOJOIAX M CTPOKaX
CBOJIHOH TabJIUIILI U MEHSTh UX MeCTaMH;
— IPOU3BOJIUTDH PACUeTHI;

— (QuIbTpOBaTh JAaHHBLIE.

st co3maHus CBOOHOW TaOMUIIBI HEOOXOOMUMO TpefiBapUTEeIbHO CO3[aTh HCXOOAHYIO
TabJIUIly — IVIOCKYIO TabIUITy C TpeOyeMbIMU TaHHBIMU.
[Ipu noiroToBKe MCXOIHOM TaOIUITBI pEKOMEH IyeTCsl YUUTHIBATh CllelyIolire TpeOOBaHUS:
—  CrosbI1bl B UCXOMHOM TabuIle AOKHBI UMETh 3aTOJIOBKHU.
— B npenenax ogHoro crosbiia Tabnuiibl peKOMeHIyeTcsl UCIIOJIb30BaTh JIaHHbIe B OTHOM
dopmate (cM. paspen 4.4.3). Hampumep, Tosibko B dopmaTe «OOIMIMI» WM TOIBKO B

¢opmare «latay.

CBoaHyt0 Tab/IMITy MOXHO CO3/1aTh HA HOBOM WJIM TeKYIlleM JIMCTe JOKYMeHTa.
YToObI cO3/1aTh CBOJIHYIO TabJIUITY, BBITIOJIHUTE CIeyIolue NerCTBUS:
1. Boigenurte oguH U3 CeyIONIUX 3JIEMEHTOB JIJIsl TOCTPOeHUs] CBOAHOM TabIUIThI:
— Jluama3oH JaHHBIX B MCXOAHOM TabjuIle, HA OCHOBe KOTOPBIX CJelyeT CO371aTh
CBOIHYIO Tabmuily. Jlhama3oH [aHHBIX HEoOXOAMMO BBIIENIATH BMeCcTe C

3dI'OJIOBKaMH CTOJ'IGI_IOB.

Jluana3oH JaHHBIX He MOXeT COCTOSITb M3 OOHOU CTpoku. Ilepast crpoka

IMaria30Ha He J0JDKHA COJIeP>KaTh MYCThIe SUerKU.

— Sldeiiky Ha TeKyIIeM JIMCTe, B KOTOPYIO CJieJlyeT BCTaBUTb CBOJIHYIO TabJuIly. JTa
siuerika OyJleT SIBJISIThCSI BepXHEH JIeBOM siuelKoW Tabiuibl. BeibpaHHas suelika He

OOJIXXHA COdep’KaTb JaHHbIX.
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HacrosrensHo pPeKoMeHayeTCsa OCTaBUTh He MeHee JBYX ITYCTbIX CTPOK Hall

A CBOJTHOM TabOyvIleld. JTU CTPOKHM HEOOXOIUMBI /i pa3MelieHus (GUIbTPOB
(cm. paspen 4.7.3).

2. OTKpOITe OKHO CO3/JaHUSI CBOJTHOM TaOJIUIIbI OAHUM U3 CIIeAYIOLIUX CIIOCODOB:

— Bnibepure myHKT KOMaHHOTO MeHiO BeraBka > CBopmHast Tabumima (cM. PrucyHok 244).

Becraeka @opmar  Tabavua  JadHwe |
] WMzobpameHue...
TexcTosoe none
! ®urypa 4
Awnarpanma r

CeogHan Tabavua...
DyHKLMA... Shift+F3

B » & =

CI'IE'LI,HEJ'II:H blE CHMMBOAbBI...

Coblnka... Ctrl+K
JameTra

Nuer

JaTa
Epemna

Gm O9F %

Pucynok 244 — Ilynkt komanaHoro MeHio CBogHasi Tabmma

— Ha manemu wuHCTpyMeHTOB, B pasnene BceraBka (cM. PucyHok 245) Haxmwure

]
KHOIIKY (CBognas Tabimma).

F‘bv % 1
- ~ U”U"" I @ -...-

Bcraska L

Pucynok 245 — Knornika CBogHas Taduamuna
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— Ha mnasenn wWHCTpymMeHTOB, B pasfieie BcraBka HaxmuTe KHOIIKY -==. Ha
v 1]
O0TOOpa3uBIIeNCS TaHeJId BCTAaBKU HAXXMHUTE KHOIIKY CBogHag Tao0aHIa

(cm. Pucynok 246).

Flb v O -
E' F_4 \ﬂv @ v I

HzobpaxeHue..,

TekcTosoe none ]

G O B

Durypa >

[=]
—
=]

Auarpanaa >

CeoaHan Tabavua... I}

&) % &

DyHKLKA...

CneynanbHbIe CHMBOALIL... >
.;’_{f) Cemanka...
@ JameTra
; Macr

[E] Jata
@ Bpenmn

Pucynok 246 — [1anenb BcTaBku

3. B okue Co3marh cBOgHYW TaOaumy (cM. PucyHok 247) BBHINOJIHHUTE CIIeTyIOIIMe
JIeCTBU:

— Ecimu Ha mepBoM 1miare BbIOMpasiach sideiKa Jijisi BCTAaBKU CBOJHOM TaOJHUITEL, TO B

nojie MICTOYHMK MAHHBIX YKaXXWTe [Mala30H IaHHBbIX KCXOOHOW TaOIMIbI, Ha

OCHOBe KOTOPBIX CJleflyeT CO3/1aTh CBOIHYIO TaOJIUITy.
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— Ecmu na IIepBOM IIiare BbI6I/IpaJ'IC$I AWalla30H OAaHHBIX, TO YKa>XHUTe MeCTO BCTABKHU

TaOJIUIIGL:

e HoBbIil JHCT — BCTaBUTH TaONUIy HAa HOBBIM JUCT. HOBBINM JHCT co3maercs
aBToMatuyecku. [1o ymMomdanuro nmucty npucBauBaercs nMs CBojHas TabJimma
<Ne>, rme Ne — HOMep CBOJHOM TabyvIbl B TekylleM JoKyMeHTe. [Ipu
HE0OXO/IMMOCTH Ha3BaHHUe JINCTa MOXKHO PeJJaKTUPOBaTh (CM pa3zen 4.2.2).

e CymecTByronuii JIMCT — BCTaBUTb TAOJIMIly HA JIUCT, KOTOPBIM OTOOpaXkaeTcsl Ha
OKpaHe B HACTOSIMNA MOMeHT. B moje YkakuTe Ha4daJbHYI0 SYeHKY
HE0OXOJIMMO BBECTH afipec s'UelKH, B KOTOPOM TpebyeTcsl paclioyioKUTh BEPXHIOK0
JIeByIO siYeliKy CBOJIHOW Tabmuiibl. Haj HayanbHOW stueiikoil JTOJDKHO OBITH He
MeHee JIBYX IyCThIX CTPOK JIjIs pa3MelnieHust puiibTpoB (cM. pasnen 4.7.3).

4. Haxwmwure kHonky OK.

Co3gate ceogHyH TaBnwuy >

MleTourmne gaHHmx

'WMexoaHans Tabrnmua'lA1:D7 =

[x-"e:T: DA C oo eHA T-."!!'Z.rI-1LI,I:
O Hoewid aver

CyLLecTEY LWL MA A1CT

Pucynok 247 — Okao Co3maTh CBOJHYIO TabIHIy
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4.7.2 OTKpPBITH NaHeJIb HACTPOEK CBOMHOM Ta0JIMIIbI

Hactpoiika cBOmHOM TabIUIBI OCYIIECTBIISIETCS C MOMOIIBIO MaHeIW, KOTopash COMIEePXKUT
CJIeTytoIIre BKIIAIKU:
— KOHCTpPYKTOpP — C IOMOIIBIO JIAHHOM BKJIQJIKU OIpeesIsieTCs CTPYKTypa (BHEIIHWMA
BH/I) CBOJTHOM TaOJIMIIBI.

— IlapamMeTpsl — COZIEP)XXUT ITapaMeTpbl CBOJTHOM TaOJIUIIbI.

[Tanesnb HAaCTpoeK CBOJHOM TabJIUIbI aBTOMATUYECKH OTKPbIBAeTCS IIPU BbIJIeJIeHUH JTI000M
s’TYeMKA CBOJHOM TaOJIMIIBI M aBTOMAaTHYeCKU 3aKpbIBaeTCs MPU BblielieHuH Jt000M suediku 3a
rpefieJlaMyi CBOJTHOM TabJIUIIBI.

[Tanesnb HaCTpOEK MOKHO Tak)Ke OTKPBITh U 3aKPbITh BPYUYHYIO.

Ecnu manens 3dKPbIBA€TCd BPYYHYIO, TO dBTOMAdTH4YECKOe 0T06pa)KEHI/Ie/CBOpa‘II/IBaHI/Ie

IaHeJIN IIpeKpaliaeTCa A0 ClleJYyIoero BXoad B IIPUJIOXKEeHUe.

YTto0bbI 3dKPbIThH IIdHeJIb BpYYHYIO, BBIIIOJIHUTE OJHO U3 CJIeyIOInuX JEeNCTBHM:

- B BerHeﬁ YdCTH IIaHEeJIX HAXKMUTE KHOIIKY —>.

-
— Ha 6okoBo#t naHeIn HaXKMUTe KHOTIKY (CBommas Tabsuia).

YTOoOBI OTKPBITH TIaHEIb BDYYHYI0, BBITIOJIHUTE CJIeIyIolre JeHCTBUS:
1. BelgenuTte Bech IMana3oH WIA OAHY/HECKOJIBKO sUeeK U3 Juara30Ha CBOTHOU TabJIuUIIb.
2. OTkpoiuTe naHeslIb OOHUM U3 CIIeAYIOIMUX CIIOCOOO0B:

— Bribepute nyHKT koMaHjHOTO MeHIO [lanHble > HacTpouTh CBOIHYI0 Ta0JIHILY

(cm. Pucynok 248).

Jdanneie  Muctpymentsr Bwg  OBwwi goctyn Hag

3aaaTh MMA..,
¥npaeneHue 3aWnTon r

OBHoBWTE CEOAHYHD Tabawwy

HacTtpouTe ceogHyo Tabanuy

Pucynok 248 — Komananoe menio JlanHbie
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— Ha nanemm HUHCTPYMEHTOB, B pa3jejie CBOI[Haﬂ Taﬁmma Ha>XMHTe KHOIIKY {E}

Hactpouts cBogHyIo Tabmuiy (cM. Pucynok 249).

T
=z OBHOBUTE ﬁ -
‘E::‘]’ HactpouTs Iﬂ ¥ IJE' @ |;| W sas

CeogHan Tabavua BcTaska L

Pucynok 249 — Knonka Hacrpoutsb

— Ha 6okoBo¥ naHesu Ha)KMUTE KHOIIKY (CBopnas Tabauna) (cMm. Pucynok 250).

wm S A G OBHoBNTE @

E g @ ¢f ~ {@}HECTFDMTb \ﬂv 'JEI @ |;|v oo

Ceogran Tabanua Bcraska il

K L I - Q
KoHctpyktop  TMapametpsl ﬁc
S " i
[focTtynHeie nons: DuabTpb i%

Toeap @
Tpynna

MocTaewme

[flata nocTaeku

Pernon npogasm Cronbug:

Mpoaaxu

ChT

MpwBbus

Crpokn: 3HaueHns:

Pucynok 250 — [lanens ynpaBiieHus: CBOJHOM TaOnuen

- H_IeJIqKOM HpaBOI;’I KHOIIKHM MBbIIIHN OTKpOfITe KOHTeKCTHOe MEHIO M BbLIIIOJIHUTEe

KOMaHy HaCTPOHTL CBOTHYIO Taﬁmmy.
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4.7.3 Onpenes T CTPYKTYPY CBOTHOM TaOIHIIBI

[Io ymomuyanuio cBojHas Tabivlla He COJEpPXKUT JaHHBIX, TaK Kak ee CTPyKTypa He
onpepenieHa (cM. Pucynok 251). Yto6Bl ompenenutb CTPYKTYpYy, BOCIIOJIb3YWTeCh BKJIQJIKOM

KoHcTpyKTOp, paciosio)KeHHOM Ha TaHeJId HaCTPOeK CBOJIHOM TabJvIlbl (CM. paszen 4.7.2).

P —=>

Koncrpykrop [NMapamerph

HoctynHbie noas: DuALTRLL

T
CeopHan Taﬁ_ﬂuqa oFap

Het nonei Mpynna

O6uymii uTor MocTagiu

-~ RN T I S TE R ER

Jata noctaekm

—
(=]

Cronbus:
PervoH npogamm

I
P | =

Mpoganu

— | —
o

ComT

—
w

MprGeias

— | | —
(== B =1 ]

Crpoku: 3HaqeHus:

[N SR
[ =R =

WMexoaHan TaGanua CeogHan Tabanua 1 G v

Pucynok 251 — CBojiHas Tabnuna

Bxiianka KoHCTpYKTOp COIepXXUT Clieiyolue 00J1acTu:

— JocTynmHbIe MoJIs — B 3TOM 00JIACTH COIEP>KUTCS CIIMCOK BCeX BBIOPAHHBIX CTOJIOIIOB
WCXOIHOW TabnuIlbl (anee — noseti). YTobObl oripeiesuTh CTPYKTYPY CBOJIHOM TaOIMIIbI,
nobasbTe moJNiss U3 obsactu Jocrymuple mosnsa B obiactu Ctpoku, Crondnsr,

3naueHusa U PunbTpPHI (CM. IpUMeEP Ha PUCYHKe 252).
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A B C ] E F G

1

2

3 Tpynna MaKapoHbl v

4

5 Cymma no nomo Mpop; H: cronbuyos ~

6  Haspauua cTpoK - B Jlanwa PosKM CnaretTn Obwmia utor
7 | bBanawwuxa 39483 1155 40638
& [Omwurpos 80330 2930 207355 104735
9 Mockea 49712 58094 107806
10 MogmockoBbe 32535 32535
11 CamkT-Metepbypr 4884 40920 45804
12 CmoneHck 21667 21667
13 O6wWmii uTor 153008 54506 45065 100516 353185_

PR T T 1 T Y R D R e Y
RS S | e e e W =

Wexogran Tabanua CeogHan Tabanya 1 Sy

Pucynok 252 — IIpumep cBOAHOM TabIUIIBI

=

KoHcrpyktop lMapamerpei

JoctynHeie noas: DuabTpbn:

| Tosap | Mpynna
| lpynna |
MocTaBwmk

[lata nocraekn

CronBubi:

| Pervon npoaaxn
| Npoaaxu | Toeap
ComT

Mpubeins

Crpoku:

Pervon npogakn Cynarea

3HaueHua:

ne noao M.

Cymma v

Bez gonoaHuT

— Crpokn — nobaBbTe B 3Ty 00/1acThb II0JIs, JAHHble U3 KOTOPBIX OyIyT SIBJISTHCS

3aroJIOBKaMy CTPOK CBOJHOM Tabmuibl (cM. PucyHok 253).

2

3 [Tpynna MakapoHb! T

4

5 Cymma no nomo Mpogaxw Haseanwua ctonbuoe ~

& HaseaHWA CTPOK - Bepmuwwens Nanwa PomkM CnareTTu O6wmiA uTor
7 |Banawuxa 39483 1155 40638
&  OmuTpoB 20990 2990 20755 104735
9 Mockea 49712 58094 107806
10 NogmocHoBbe 32535 32535
11 CanuT-Netepbypr 43884 40920 45804
12 CMONEeHCK ! 21667 21667
13 OGWwmiA uTOT 153008 54506 45065 100516 353185
14

PucyHnok 253 — HazBanusi cTpok

— Cronbubl — 1006aBbTe B 3Ty 00OJAcCTh TMOJS, JAHHbIE U3 KOTOPBIX OYIYT SIBIISTHCS

3aroJIOBKaMu CTOJIOIIOB CBOJIHOM Tabmuiibl (M. PucyHok 254).
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2
3 Tpynna MakapoHb T
4
5 Cymma no nomo Mpopamu HazeaHwA ctonbuoe -
& HaseaHWA CTPOK * Bepmuwens Nanwa PomKu Cnarettn  OBwmia mtor
7 Banawwxa 3594383 1155 4{]638.
8 [Omwutpos 80990 2990 20755 104735
9 Mockea 49712 58094 107206
10 NogmocHoBbe 32535 32535
11 Cankt-NeTepbypr 4884 40920 45804
12 CmoneHcK 21667 21667
13 OOwmiA uTor 153008 54596 45065 100516 353185
14
Pucynok 254 — Ha3Banus cTosi61108
—  3HaueHHs — ):[OGHBI)TE B OTY 00J1acThb I10JIsd, 3Ha49eHHA KOTOPbIX 6Y,HYT HCIIOJIb30BATHCA
111 pacueTtoB (cM. PucyHok 255).
2
i Ipynna MakapoHbl T
4
5 Cymma no nomo Mpopaxy HaseanuA ctonbuoe ~
& HaspaHuA CTPOK * Bepmuwens Nanwa PomKu Cnarett OBwmi uTor
7 Banawwxa 35423 1155 40638
& [Omutpos 80920 2990 20755 104735
9 Mockea 49712 58054 107806
10 TNogMocHoBbe 32535 32535
11 Canut-Netepbypr 4384 40920 45804
12 CmONeHCK 21667 2166?_
13 OBwmiA uTor 153008 545906 45065 100516 353185
14

PucyHnok 255 — 3Hauenus

— ®uiabTpel — IpU HEOOXOJWMOCTH /00aBbTe B 3Ty 00JaCTh MOJISI, KOTOpble OYyIyT

WCIIO/Tb30BaThCsl JI7Isi GUIIbTPAIMKM JIAHHBIX B CBOJIHOM Tabiuile (cM. PucyHok 256).

q:)I/IJ'IprbI IMMOMOTar0T 3adTb YPOBEHb NeTa/In3dllUh NaHHbIX U MEHAI0T BHEIIIHUM BU]I

TaOIUIILL.
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2

3 Tpynna (Bce 3HaueHwA) -
4 s
5 Cymma no nomo Npopgawu Ha3saHWA cTonbuoe -~
& Ha3BaHWA CTPOK * AnenbCHHEI

7 Banawwxa

8 [OmwuTpos 36608
9 Mockea

10 TMogmocKoBbe

11  Camnkt-Tetepbypr 32264
12 CmoneHck 26180
13 OO6WmiA uTor 115050

Pd | P [ P | et | |t |t |t |
P = DO e = on L s

1
1

OUKETKTL Be

Buineuka
MakapoHsl
OBOLWM

DpyKTI

Pucynok 256 — ®unbtp

4.7.3.1.1 JlobaBUTH MOJISA

b
183
390

[Tons u3 obnactu JlocTymHbIe mojst MOXHO J00aBUTh B obiact CTpoku ¥ 3HadeHHUA

BPYYHYIO WJIN daBTOMAdTHUY€CKHU. Ecmm nomnga I[O68BJ'IHI'OTC$I dBTOMdTH4Y€CKH, TO OHH pacCIIpenesatoTCAa

Mexnay obmacTaMu CTPOKI/I 1 3HaYeHHsI 110 TUITY NdHHBIX:

— Ecnu nose coniepXuT TeKCTOBbIe 3HAa4YeHHs], TO OHO IlepeMeliiaeTcs B 06y1acte CTpoKH.

— Ecnu nose copepXuT 4MCIIOBbIE 3HAYEHUsI, TO OHO TepeMellaeTcs B 00/1acTb 3HaYeHHUs.

YToOBl aBTOMAaTHYeCKU pacHpeleluTb 1ojsg Mexay obnactsmyu CTpoxku v 3HadeHHs,

MOCJIeJOBATeJIbHO BBIIIOJIHUTE OJIs1 KaXKI0I'0 U3 JaHHBIX I10JIeH cilegyromye JerCTBUS:

1. B obnactu ocTynmHble MmoJis HaBeJWTe KypCOpP MBIIIM HAa Ha3BaHUe IOJIsI, KOTOpOe

TpebyeTcs epeMecTUThb B 006s1acTb CTpoku viv 3Havenus (cM. PucyHok 257).

2. Haxwmmure kHomKy + (l00aBUTB).
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flocTynHbie noas: DUALT[LL
Toeap
Mpynna
MocTaBwme

Hata noctaekn

' Cronbupa:
| Pervon n... +l\
b
Mpogasm
Cheit
Mprbeans

Pucynok 257 — Knonka /lobaBuTh

Yrob6sl fno6aBuTh mojiss B obsacty CTpoku ¥ 3HadeHHs BPY4HYIO, IlepeTaluTe UX B
COOTBETCTBYIOIIME 00JIaCTH, YIep>KUBasi JIEBYI0 KHOIIKY MBIIIH, WIHM MTOC/IeJJOBaTeIbHO BHITIOJIHUTE
IUTSL KQXKJIOTO TI0JISI CIIeAyIOoIue IeHCTBUS:

1. B obmactu JocTrynHble mojisi HaBequTe KypCOp MBIIIA HAa II0Jie, KOTOpoe TpebyeTcs

n06aBuTh B 061acTb CTpoku v 3Havyenus (cM. PrucyHok 258).

2. Haxwmure kHotiky : (Emge).

3. B oTtoOpa3suBiieMcsi MeHIO BbIOepUTe 00J1acTh, B KOTOPYI0 He0OX0IUMO A00ABUTH I0JIe.

HoctynHbie nons: DunbTpb:
Toeap
[pynna
MocTaewmk

Nara nocTaekw

i ) o 3
. TonBLp:
| PerwoH m.. + & oy

JoBasnTe B GUALTPE!
NobasnTe B cToNGUbI
LoBaeuTe B CTPOKK

FHaueHwn:
NobaBnTe B 3HaYeHKWA

T

Pucynok 258 — Knonka Enze
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Brruncnsemure I10J14, CO3IaHHbIe B CTOPOHHEM IIPpHUJIOXKeHHH, MOXHO IIepeMeCTUTb TOJILKO

B 00J1acTh 3HAYCHMUA.

HobaBnenure moseit u3 obmactd [locTynmHble mosss B Jpyrue 00JIaCTH BBIIOJHSETCS

BPYYHY0, QaHAJIOTUYHO JI00aBjIeHuIo 1ojiei B obacty CTpoku v 3HaYeHHs.

4.7.3.1.2 IlepemecTHTB 1OJIE U3 OHOI 00JIACTH B IPYTYIO

[Tepemernienune noseil U3 OAHOM OOJIACTH B APYTYIO BBINOJHSETCS BPYYHYIO, aHAJIOTUYHO
nobaBieHuto 1mosied u3 obnactu  JlocTynmHble mojis B JIpyrde 00JaCTHU  KOHCTPYKTOpa

(cm. pasmen 4.7.3.1.1).

4.7.3.1.3 VIaMeHUTH MOPAIOK PACIIOJI0KEeHHUs IT0JIeH B 001acTH

B mroboi obmactu, kpome obsacty JlocTynmHble mOJISI, MOXHO H3MEHUTb IOPSIOK
pacIiojiokeHusl ToJiel B criucke. PacrosiokeHude ToJisi B CIMCKe OIpefiesisieT pacliojioXKeHue
COOTBETCTBYIOIIETro T0JIs B CBOJIHOM TabJuile.

YTOoOBI UBMEHUTH PACIIOJIOXKeHUe TI0JIsi OTHOCUTENIBHO JIPYTHX T0JIel B CIIMCKe, TiepeTalyTe
ero B TpebyeMoe MeCTO CIIMCKa, y[lepXXUBas JIeBYI0 KHOIIKY MBIIIW, WM BBIIIOJIHUTE CJelyollye
IeUCTBUSA:

1. HaBenure Kypcop MbIIIY Ha 1ojie U HaxkmuTe KHOKy : (Emge) (cm. Pucynok 259).

[NepemectiTe B Hayano
MepemectiTe Bbilwe CronBu
MepemectuTh Hixe

HE‘[CIEI'»"IE‘CI'HTh B KOHEL,

HE‘[CIEI'»"IE‘CI'HTh B IHa4YeHWA

3Ha4eHWs
[MepemectTb B cTOABLEI

MepemectuTe B GUALTPEI

Mpynna oo w
Toeap

[arta noctaeku

Pucynok 259 — Kuonka Emge
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2. B BeImagaroieM MeHI0 BbIbepuTe TpebyeMyro KOMaHIy:

— IlepemecTHTH B Ha4aJI0 — [1epeMeCTUThH I10JIe B HAYaJIO CIIUCKa;
— IlepemecTHTH BBIIIIE — TOMEHITh MECTaMH BLIOpAaHHOE M TIPeIbIAYIIee T0JIe;
— IlepemecTHTH HHIKE — IOMEHSTh MECTaMH BHIOpaHHOE | MOCTIeAyIoIIee MoJe;

- HBpBMBCTI/ITL B KOHeII — [TepeMeCTHUTDb I10JIe B KOHeIl CIIMCKA.

CocraB KOMdH/I BblllaJialoiero MeHr oIipejesaeTcsa MeCTOIIOJI0OXKeHueM BbI6paHHOI‘O I10JI41

B CIIMCKe.

4.7.3.1.4 IlepeumeHoBaTh moJie

[Ipu HEOOXxOIMMOCTH JTF0O0€ 11071 CBOJIHOM TabJIUIIBI MOXKHO ITepeMMeHOBaTh.

B kxauyecTBe Ha3BaHHI He HAOITYCKAeTCda HCIIOJIb30BATb q)OpMYJ'IbI n CIDYHKLII/II/I, d TdKXXe

IMOBTOPATH CYyHIeCTBYIOIIHe Hd3BdAHUS M0JIe CBOJJTHOM Ta6J'II/II_IbI.

YToObI IeperMeHOoBaTh 110J1e, BHITIOJIHUTE ClelyIolIue JerCTBUS:
1. HaBenuTe Kypcop MBbIIIX Ha 110JIe U HAXKMUTe KHOTIKY : (Eme).
2. B BelmapgaroieM MeHI0 BbibepuTe koMaHy IlepenmeHnoBaTs.

3. B okue IlepenMeHoOBaTh yKaXXuTe Ha3BaHMe 11011 U HaxkmuTe kHOKy OK.

Ha3zBanue 1o Bo BKJIaJIKe KOHCprKTOp HWU3MEeHUTCA. HpI/I HaBeleHWH KypCOpd MbIIIX Hd

I1oJj1e 6y;:[eT OTO6pa)KaTbC$I BCILJIBIBAIOIAA ITIOJICKA3Kd C ero TeKyIIM U HCXOOHbIM Hd3BAHUEM.

4.7.3.1.5 PenakTHpoBaTh QYHKIIHIO B 00J1aCTH «3HAYEHUSI»

Hns mossg, kotopoe JobaBisiercsi B 00slacTb 3HadeHHsi, (QYHKIMS pacueTa JaHHBIX
BBIOMPAeTCsl aBTOMaTHUYeCKU:

Ecnu nosie comepXuT 4nciioBble JaHHbIe, BbIOKpaercs pyHkuus Cymma.

— Ecmm none COZIepXUT TeKCTOBbIE TdHHbIE, BbI6I/Ip88TCH CIDYHKI_II/IH KomuuecrtBo.

YT0o6b! M13MEHUTh CI0COD pacyeTa JaHHBIX /IJIs TI0JISl, BBIIIOJIHWTE CIleAyIollre AefCTBUS:
1. B obmacty 3HayeHHs pa3BepHUTE BBINANAIOMIMKM CIIMCOK (YHKIINM, COOTBETCTBYIOIINN

naHHOMY 1oyto (cM. Pucynok 260).
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2. BroibepuTe B BBINaaloIIeM CIUCKe TPebyeMyro GyHKITHIO.

Crpokm: 3HaveHun:
Pervon npogasm | Cynaraa ...
Cynma v ‘
" Cymma -
Koanuecreo

Konanuecteo yncen
CpeaHee
Makcrnyn
MHKMY M

R E _ MpownaeegeHne

Cra HAAPTHOE OTEAOHEHWE

Pucynoxk 260 — Crincok pyHKImi

HJ’[H BBIUMCJISIEMbBIX IIOJIeM, CO3JaHHBIX B CTOPOHHEM IIPUWIIOXXEHWH, dBTOMdTHYECKH

BbIOMpaetrcs ¢yHkiusg Cymma. Beibop apyroii GpyHKIMY pacyeTa JaHHBIX HEJOCTYIIEH.

4.7.3.1.6 Yaaaurs 1moJie u3 CBOOHOM Ta0IUIBI

YTOoOBI ylanuTh IoJjie U3 Kakou-Inb0 06J1acTH CBOAHOM TabJIUIIbI, BOCIOIb3YUTECh OTHUM
13 CJIeJyIOIIUX CII0COOO0B:
— HasenuTe Kypcop MBIIIM Ha Ha3BaHWe JaHHOIO I0JIA U HakMHTe KHONKY [ (Y aaauTh)

(cm. Pucynok 261).

CTpokw: 3HaveHwnA:
| PernaH n... ]i:\[ : | Cymnea n..,
‘ Cynma v

EBes pononHWT

Pucynok 261 — Knonka Y gaaurth
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— VYjepxwuBas JieByI0 KHOIIKY MBIIIH, [lepeTaluTe 1oje U3 TeKylleil o6sacty B 0b61acTb

HJocTynHbie moJss.

YToOBI ymanuTh 1ojie U3 BCex objacTed CBOAHOM TabGJHUIlbI, B KOTOpble OHO J00OaBIIeHo,
BBITIOJTHUTE CJIeYIOITHe TIeUCTBUS:
1. B obmactu docTymHbIe mOJIsi HaBe[WTe KypCOP MBIIIM HAa Ha3BaHUE JAHHOTO OIS
(cM. PucyHok 262).

2. Haxwmurte kHOTIKY — (YIaJuTh U3 CBOAHOM TAa0OJIMIIBI).

HoctynHeie noan: DuAbTpb:
Toeap
Mpynna
MocTaeuwme

Jata nocTaekn

i 1 T al .
| PerioH o . | Cronbub:
A .

1

| Mpoaaxu

Pucynok 262 — Knornka Y aaauThb U3 CBOAHOI Ta0IHIIBI
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4.7.4 HacTtpouts napaMeTpbl CBOXHOI Ta0IMIbI

Jly1s1 HacTpOMKU IapamMeTpPOB CBOAHOM TabJMIBl BOCHOJb3yHTech BKiIaakod Ilapamerpsr,

pacrnosioXkeHHOM Ha MaHeJId HaCTPOeK CBOJIHOM Tabiuiibl (cM. PucyHok 263).

> CBopaHas Tabanua

2 0O

KoHcTpykTop  [Napametpel

&

WcTtounmk AaHHbIX:

‘naHHble'|AT:G27

MakeT cBogHOM Tabnnuei: Cv

KomnakTHbI v

Ob6wwue ntoru

MokazbiBaTh MTOTM:

Ans cronbuos

Ansa cTpok

MpoMeXyTouHbIe UToru
Otobpaxartb
PacnonoxeHwe:

Mog rpynnoi v

Moanucum:

MycTble Aauelikn

Owmnbkm

Pucynok 263 — Briiagka ITapamerpsi
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4.7.4.1.1 PenakTHpOBaTh HCTOYHHK TAHHBIX

Eciu  Tpebyercsi penakTUpoBaTh MCTOYHUK JAHHBIX CBOOHOM TaOJUIbI, BBIIOJHUTE
CJIeyIolye IeNCTBUS:
1. VYcranoBure kypcop B mnojie MCTOYHUK JaHHBIX. B JTOKyMeHTe OTKpoOeTcCs BKJIaJIKa C
WCXOAHOW Tabiuilel, U 3HadeHue B nojie ICTOYHMK JJAHHBIX CTaHeT JIOCTYIHBIM JIJIs
penakThpoBaHus (cM. PucyHok 264). YKa3zaHHBIM JWAla30H MaHHBIX BBIIEJIUTCS B

WCXOTHOM Ta6JII/IIIe OBETOM.

> (CBogHas Tabauua

2 0O

KoHctpyktop  [lapamerpel

(1]
MCTOUHMK AaHHBIX: [ |
'naHHble'lA1:G27 [ ] %,
MakeT cBoaHOM Tabnuupi: Cv
CX

KomMnakTHbIn v

Pucynok 264 — PeakTrpoBaHyie UCTOYHUKA JAHHbBIX

2. Penaktupyiite 3HaueHre B mojle MICTOYHMK [JaHHBIX U HAXXMUTE KHOIKY ® wwm

xiasuily Enter Ha kiiaBuatype.

4.7.4.1.2 Bei0paTh MakeT CBOTHOM Ta0JIHIIbI

B Brinagatomiem cnvcke MakeT CBOTHOMN TaOJMIIBI MOXXHO BBIOPATh OJJUH U3 CJIeyIOIINX
MaKeToB:

— KoMmnakTHbIl — laHHBIEe Bcex Mojied U3 obiactu CTPOKM OTOOpaXkaloTcs B I1epBOM

CTOJIOIe CBOJHOM TabOJIMIIBI U UMEIOT MepapXyU4ecKylo CTPYKTypy (cM. Pucynok 265).

Yem Oovibllle YpOBEHb BIIOKEHHOCTH Y 1o B 00sact CTPOKH, TeM OOJIbIINANA OTCTYII

VMeIOT ero JaHHble B IIepBOM CToJiOIe Tabmuiibl. Maker KoMIakTHBIN MCIIONB3yeTCs

JJIA CBOJHBIX Ta6J'II/II_I 110 YMOJIYaHHIO.
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ﬂ Cymma no nonwo Nposa s

HazeaHWA cTpoK

o

& Weanoe 25423,728814
Benocunenbi 25423, 728814

© Wnuuckas 5760169,4915
Benocunenbi 2974576,2712
JockmK 2733050,8475
ManaTthmM 47457627119
Mpouee 5084,7457627

© nNerpoe 4019491,5254
Benocunenbi 10423728814
JockmK 1588983,0508
Nbixsm 1250847,4576
ManaTthmM 136440,67 797
Mpouee 847 45762712
Pucynok 265 — Makert ctpanuiisl KoMnakTHbIH

— TabnumuHplii — [aHHble Kaxaoro Moy u3 obmactd CTpokH O0TOOpaXaroTcsl B

oTnenbHOM cTosib1e (cM. PrucyHnok 266). HazBanus cTonb110B COOTBETCTBYIOT HA3BaHHUIO

TOJIeN.
MNoapasgeneHue ﬂ MeHeamep ﬂ HomeHHnaTypa ﬂ Cymma o noaw Npoaa s
[ | © VeaHos Benocwnenp 25423,728814
HMeaHoe MTOr 25423, 728814
@ WnuHcKan Benocunebl 2974576,2712
DOockuK 2733050,8475
MNanaTkmK 47457,627115
Mpouee 5084,7457627
HMnuHcKana UTor 5760169,4915
ﬂ MeTpoe Benocunenbl 1042372,8814
Dockm 1588983,0508
Nt 1250847,4576
ManaThn 136440,67797
MNpouee 84745762712
Metpoe UTor 4019491,5254

Pucynok 266 — Maket ctpanuiibl TadauaHbIH
— CrpykTypa — /aHHble T0oJIell pacroyioXkeHbl Kak B MakeTe TaOJMHYHBIN, IpU 3TOM B

K&KIOM CTOJIOIle AaHHble OTOOpaXkaroTCS Ha OJIHY CTPOKY HMDKe Ipedployliero (Cm.

Pucynok 267).
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MogpazneneqHue ﬂ MeHe nxep ﬂ HomeHknaTypa ﬂ Cymma no nonw Mpona s

£ WeaHoB
Benocrnenbl

£ WnuHckan
Benocrnenbl
Jocku
ManaThm
Mpouee

© nNetpos
Benocunenpbl
JockiK
Nbixen
ManaThm
Mpovyee

Pucynok 267 — Makert ctpanuisl CTpyKkTypa

4.7.4.1.3 HacTtpours oTo0paxkeHue 00IIUX HTOTOB

[To ymosryaHMIo B OCyieiHel CTPOKe CBOJIHOM TabIUIIbl 0TOOpaXkal0TCsl UTOTOBbIe 3HAUeHHsI

CTOJIOIOB, a B TIOCJIETHEM CTOJIOIe — UTOTOBbIe 3HAYEHHS CTPOK.

YTOOBI CKPBITh UM IOBTOPHO OTOOPa3UTh MTOTOBble 3HAYEeHHUsI CTOJIOIIOB, BOCIIO/Ib3YUTeCh

OIHHM M3 ClleJyIOoInX CIT0COOOB:

— Bo Bkiagke Ilapametpsl, B pasfiene O0miue HTOrH CHUMHUTE WK NOCTaBbTe GIIasKOK

s cronbuos (puc. Pucynok 268).

= CBogHas Tabauua

KoHcrpyktop  lMapametpbl

WcTounmk AaHHBIX:

‘nanHHble'A1.G27 9

MakeT cBoaHOW TabnLpb!:

KomnakTHbIiA v

06uwme ntorn

MokasbiBaTh UTOTK:

Jna cronbLoe

Ana crpok

25423,728814
25423,728814
5760169,4915
2974576,2712
2733050,8475
47457,627119
5084,7457627
4015491,5254
1042372,8814
1588983,0508
1250847,4576
136440,67797
847,45762712

Pucynok 268 —MTorosble 3HaueHus B lapaMeTpax TaOIUIIbI
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— IllemukoM mTpaBOM KHOMKK MBIIKA TI0 JFOOOW sYelike CBOTHOM TaOJIMITBI OTKPOWTE
KOHTEKCTHOe MeHIO U Bbibepute komaHy Iloka3aTs obmue uroru (cM. PrucyHok 269).

B OTKphbIBIIEMCS IIOAMEHIO CHUMUTE UJIN IIOCTaBbTe Cl)ﬂa)KOK I[Jlﬂ CTOJIﬁIIOB.

Moka3aTb 0bwme utoru » [nacronbuoe

v [lnA cTpok
CBepHYTb WK Pa3BepPHYTb L :

O6HoBUTE CBOAHYHO Tabnvuy

YaanvuTe cBOgHYO Tabnuuy

Pucynok 269 — BriitoueHue / OTKIIIOUeHHe UTOTOBBIX 3HAYeHUHN
Yyepe3 KOHTEKCTHOe MeHIO

YToObl CKPBITH WIKM MOBTOPHO OTOOpPA3UTh WTOTOBbIe 3HAUeHUsI CTPOK, BOCIOJIb3YyHTeCh
OJTHUM U3 CJIeJIYIOIIUX CIIOCODOB:
— Bo Bkiagke ITapamerpsl, B pasfene O0miue HTOrH CHUMHUTE WIK TOCTaBbTe GIIasKOK
s crpok (puc. PrucyHok 268).
— IJemykoM MpaBOM KHOIIKKM MBIIMIM 1O JIHOO0N sidelike CBOAHOM TabJWIbl OTKPOMNTE
KOHTEKCTHOe MeHIO U Bbibepute koMmaH iy Iloka3aTs o6miue uroru (cMm. PrucyHok 269).

B oTkpriBIIEMCS IOJIMEHIO CHUMHUTE WIH II0CTaBbTe PuIakok Jisl CTPOK.

4.7.4.1.4 HacTpouTh 0TOOpaxkeHHe MPOMEKYTOYHBIX HTOTOB

B cBozHOI Tabnuiie MOXXHO:

— OT0Opa3uTh/CKPBITh IPOMEXYTOUHbIe UTOTH JJIsl KaXK0M I'PYTIIbI IaHHBIX.

— H3menutb MecTo oTOOpa)keHUsl IPOMEXYTOUYHBIX WUTOTOB, €C/IM sl CBOJHOW TabJIMIIbI
BbiOpaH MakeT KommakTubiii v Ctpykrypa. B Tabmune ¢ makerom TaOmmuHbii
IIPOMEXXyTOYHbIe UTOTU BCerjja 0TOOpakatoTCsl 10| TPYIIIOHN JIaHHBIX.

YToOB! CKpBITH WM OTOOpAa3WUTh IMPOMEeXYTOYHble UTOTH, B pasnerne IIpomexyTouHblie

UTOTH CHUMUTE WU 1ocTaBbTe dpriaxkok OTodpazkars (cMm. Pucynok 270).
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-» CBogaHasa Tabnunua

KoHctpyktop  [Mapametpel

O6wme utoru

Moka3sbiBaTh MTOrW:

[Jnq cronbuos

Ana crpok

MpomMeXxXyTouHble UToru

Otobpaxars

PacnonoxeHwne:

Mog rpynnow v

Pucynok 270 — biiok IIpomesxyTouHbie HTOTH

B Boinaparoiiem crivcke Pacmonoxkenue (cMm. Pucynok 270) BeiGeprTe MecTo 0TOOpaXkeHust
MIPOMEXYTOYHBIX UTOTOB:
— Iloxm rpymmoii — 107 KaXJOW TpPyNmod [aHHBIX OTOOpaXkaeTCs CTpPOKa THIIA

3arosoBok_rpynnsl Utor (cm. Pucynok 271).

Ha3BaHWA CTpoK ﬂ Cymma no nonko Npooa s
o
© MeaHos
Benocunenbl 25423,728814
HMeaHoB MTor 25423, 728814
© WnuHckan
Benocunenbl 2974576,2712
JockuM 2733050,8475
MNanathuM 47457,627119
Mpovee 50847457627
HMnuHcKaa MTor 5760169,4915
& nertpos
Benocunenbl 1042372,8814
JockmM 1588983,0508
Nblxik 1250847,4576
ManatkuM 136440,67737
MNpouee 84745762712
Metpoe UTor 4019491,5254

Pucynok 271 — [IpoMexxyTo4yHble UTOTH 110/ TPYIIIION
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— B 3arosioBKke rpymmel — IPOMEXYTOYHble HTOTHM OTOOPaXKalOTCS B CTPOKAX C

3aroJIOBKaMu I'pyIIl JaHHbIX (cM. PucyHok 272).

HazeaHwWA CTpoK - Cymma no nonw Npoaa A

o
© Weanos 25423,728814
Benocunenb 25423, 728814
© Wnuuckan 5760169,4915
Benocunenb 2974576,2712
JOockm 2733050,8475
ManaTthmM 47457,627119
Mpouee 5084,7457627
& nNetpos 4019491,5254
Benocunenb 1042372,8814
JOockm 1588983,0508
Nbixsm 1250847,4576
ManaTthmM 136440,67797
MNpouee 84745762712

Pucynok 272 — [IpoMexxyTo4HbIe UTOTU B 3ar0JIOBKe I'PYIIIIbI

4.7.4.1.5 PenakTHpOBaTh NOJNNUCH

B pazpene Ilogmucu MOXHO pelaKTUPOBAaTh HA3BaHHSI HEKOTOPBIX CTOJIOIIOB M CTPOK
CBOIHOM TaOJIMIIBI, @ TaKXKe yKa3aTh TEKCT, KOTOPBIA OyJileT 0TOOpaXKaThCsl B MYCThIX sSTYEMKaxX WA

JYeriKax C OIIMOKAMH.

B xauecTBe MOAIINCH He JOITyCKAeTCs UCIIOJIb30BdATb Cl)OpMYJ'Iy NI CIDYHKHI/IIO

Paznen Ilopmucu copep Xyt ciiefiyrolye moust:

— IlycTble sueiikM — TeKCT /JIsi OTOOpaXkeHHUs B IICTHIX sideliKaX CBOIHOM TaOJIUIbL.

— Ommbkm — TekCT Jyisi oToOpakeHWsI B siYeliKaX, KOTOpble cofepkaT OIIMOKU B
BBIUUCJIEHUSIX.

— OOmwmii UTOr — Ha3BaHKe CTPOKH M CTOJIOIA C OOIIMMY UTOTOBBIMU 3HAYeHUSIMHU.

— 3HauyeHMs — B 3TOU BepCHU NPWIOXKEHUS TaHHOe T10JIe He WCIOJIb3yeTcsl.

— CTpoku — Ha3BaHUe CTPOK B CBOAHOM TabJIMIle C KOMITAKTHBIM MaKeTOM.

— Cros0usI — Ha3BaHUe CTOJIOOB B CBOIHOM TaOIHIIe C KOMIIAKTHBLIM MaKeTOM.

Ecnu B miosie Het 3HAYeHUs, BBeJUTe 3Hd4YeHHe BPYUYHYI0 U HAXKMUTE KIIdBUIITY Enter.
Ecnu B none ects 3HA4eHHue, yadJInTe ero BPpy4YHYIO WIN HAXXAdTHeM Hd KHOIIKY . 3aTeM

BBeiUTe TpebyeMoe 3HaueHHe U HaxkMUTe kiiaBuity Enter.
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4.7.5 CBepHYTh WIH Pa3BepPHYThH 3JIEMEHTHI CBOTHOM Ta0IHIIBI

VYpoBeHb [leTalvM3aliiM JAHHBIX B CBOAHOM TabjuIile MOXHO MeHSITb, CBOpauuBasi U
pa3BopaurBasi COAepXKUMOe CrPyNIMPOBAHHBIX CTPOK M CTONONOB. Hampumep, B Tabmuie MOXHO

CBEPHYTb CTPOKH, CTPYIIITUPOBAHHBIE 110 PETHOHY MMPOJIA’KX WIIH TI0 TPYIITe TOBapoB (cM. PucyHok 273).

PervoH npopamu -~ pynna -~ Toeap \
© Amwmrpos ) Bobineuka MNeyeHbe
Xneb
(] Maka poHbl Bepmuwentb
PosKKM

CnareTru
© Osowm KaBauxu

Orypup
CBexna

0 opyxm AnenbCHHbl
Moy
Mauro
ABnoHK

Pucynok 273 — I[IpuMep rpynnvpoBKY B CBOJHOM Tabiulle

B cBomHBIX Tabnniiax, co3jaHHBIX WK oTpefakTUpoBaHHbIX B LibreOffice Calc, knonku u
KOMaH/Ibl CBOPAYMBaHUs/pa3BOPaYMBaHusl CTPOK/CTOJOIIOB MOIYT OTCYTCTBOBAaThb WM

paboTaTh HEKOPPEKTHO.

YToOB! CBEpHYTh WIM Pa3BepPHYTb BCe CTPYIIIHPOBAHHbIE CTPOKM WM CTOJIOIBI CBOJHOM
TaOJINIIBI, BBIIIOJIHUTE CIIeIyIOlye 1efCTBUS:
1. OTkpo#Te KOHTEKCTHOe MeHIO IIeJTYKOM IPaBOW KHONKW MBIIIM IO JIIOOOW siuelike
CBOIHOU TabuIbl U BeIOepUTe koMaHAy CBepHYTH WM pa3BepHYTb.

2. B oTkpeiBIIeMcs IOJIMeHIO BbibepuTe TpebyemMyo KOMaHy.

YT1o6bl CBEpHYTh WIM Pa3BepHYTb OJHY TPYIIY CTPOK WM CTOJIOIIOB CBOAHOM TaOJIMITHI,

BBITIOJIHUTE OFHO U3 CJIeyIOIINX JTeHCTBUN:
— Yrobbl CBepHYTb OJHY IPyIIy CTPOK/CTOJOIOB, HAXXMHTE KHOIKY © cnesa or ee
3aroJIOBKa, YTOOBI Pa3BepHYTh — KHOTIKY ' .
— OrTkpoiiTe KOHTEKCTHOe MeHIO IeTYKOM IIpaBOW KHOIKA MBIIIKM TI0 sdeiike C

3arojIOBKOM TPYIIBI CTPOK/CTOJIONOB U BblOepuTe koMaHgy CBepHYTH WM

Pa3BepHyTb.
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4.7.6 O0HOBHUTH CBOJTHYIO0 Ta0IHILY

O6HoBIeHUe CBOJIHOM TabJIUIIbI TPeOyeTCsl BBITIOJIHUTD, €CIIH:

— Ilpu pabore ¢ AOKYyMEHTOM B MCXOAHOMW Tabiulle M3MEHWIHWChb JlaHHble, Ha OCHOBe
KOTOPBIX CO3/IaBajlaCh CBO/IHAs TabJIUIIA.

— B npunoxennu «MoiOduc Tabmuia» OTKpbIBaeTCsl JOKYMEHT CO CBOJHOM TabiuIiei,
CO37JaHHOM B CTOPOHHEM peJlaKTope.

— B npunoxenun «MoiiOduc Tabiuiia» OTKpbIBaeTCsl JOKYMEHT CO CBOJHOM TaOJvIlei,

KOTOpada COAEpKUT HeaKTydJIbHbIe IaHHbIE.

YT0o6BI 0OHOBUTH CBOAHYIO TAOJIHILY, BHITIOTHUTE CIIEAYIOIIHe IeHCTBUS:
1. BeimenuTte BeCch AMAMA30H WM OAHY/HECKOJIBKO sTYeeK M3 AUara3oHa CBOTHOM TabIHIIbI.
2. BeinonHuTe koMaHy OOHOBIIEHUS OJTHUM U3 CJIeJIyIOIIUX CIIOCOOO0B:

— Broibepute nmyHkT koMaHAHOrO MeHIO laHHbIe > OOHOBHUTH CBOJHYH0 TaOJIHILY

(cm. Pucynok 274).

Jdarnnwme  MHcTpymedTe Bwg  OBwwid goctyn  Hag

3aaaTh WMA...
¥npaeneHue 3amTon r

OBHoBWTE CECAHYHD Tabawuy

Pucynok 274 — KomangHoe mMeHio JlaHHbIe

— Ha nanem HUHCTPYMEHTOB, B pd3aeje CBOlIHaH Taﬁmma Ha’XMHUTE KHOIIKY

< OGHOBHTB CBOJHYI0 Tabuiy (cMm. Pucynok 275).

G OBHOBWTE @ [l |_|
i 5 B @ -
{3} HacTpouTs T

CeogHan Tabauua Berasra .

Pucynok 275 — Knonka O0HOBHTH

- H_[eJIqKOM npaBoﬁ KHOIIKM MBbIIIIXM BBI3OBHUTE KOHTEKCTHOE MEeHIO KW BLIIIOJIHUTEe

KoMaHy OOHOBHUTB CBOAHYIO Ta0/IHILY.
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— FEcmm cBognHas Tabnuua co3fgaHa B CTOPOHHEM IPUIIO)XKeHHH, Ha IaHejld HacTpOeK
CcBOHOW Tabiuiubl, BO BkiIagke KOHCTpPyKTOp HakmuTe KHONKY OOHOBHTH,
KoTopasi orobpaaercsi moj coobmieHneM: «McxonHble naHHBIE W3MEHWIHCh.

O6HOBUTE, YTOOBI 3arpy3UTh aKTyaJbHbIe JaHHbIEY» (CM. PrucyHok 276).

= v G O6HOBWTH @

v Qv -
of v {C:J}HaCTpomb DHD ] @ T

CeopHas Tabaumua Bcraeka N
> (CBogHas Tabaunua Q
M N
KoHcTpyktop  [lapametpesl fx
15
© VicxoaHbie aaHHbIE U3MEHUAUC.
O6HoBuTE, YTOOLI 3arpy3uTh akTyalbHbIe 0
JaHHble.
Cv
CX
O6HOBUTL
[ocTynHble nons: PunbTpbI:
MoapazgenexHne

Pucynok 276 — Knonnka O0HOBUTH

— FEcmu cBopnHas Tabnuiia cojiepXUT HeaKTyaslbHble JlaHHble, Ha TaHEeJIW HACTPOeK
CBOJIHOM Tabmmipel, BO BKJIajke KoHCTpykTop HaxmuTe KHONKy OOHOBHTS,
KOTopasi oTobpaXkaeTcsi moj coobieHreM: «/lanHble mornu ycraperb. OOHOBHTe

CBOJIHYIO TabJIUITY».

4.7.7 YanuTh CBOAHYIO TAOIHILY

YToObI yOAUTh CBOIHYIO TabJIHUITY, BBITIOTHUTE CIIeyIOIIre JerCTBUS:
1. BeimenuTte BeCch AMANA30H WM OAHY/HECKOJIbKO siYeeK M3 AUara3oHa CBOIHOM TabOIUIIbI.
2. BrblimonHUTe KOMaH/Ty yIaJeHusl OJJHUM U3 CIIeIyIOIIUX CIIOCOOOB:

— DBruibepute nyHKT KOMaHIHOTO MeHIO JlaHHBIe > Y[@ajauTh CBOJHYIO TaOIHILy

(cm. Pucynok 277).
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Janneie  WMuctpymentsr Bug  OBwwii goctynm Hag

3agate vmA...
¥npaeneHue zanMToMN r

OBHoBUTE CBOAHYD TabBauy
HacTtpouTe ceogHyo Tabanuy

YaanuTe ceoaHy Tabauuy

Pucynok 277 — Komanasnoe mesto [laHHbIe

— Ha manenu HHCTPYMEHTOB, B pdasaeje CBO)IHaH Taﬁmma Ha’XMHTe KHOIIKY

ER (Ynanuts cBopHyI0 Tabuumny) (cM. PucyHok 278).

A
2 OBhHoeuTs R
- w5 B O -

":‘EE’ HactponTe

CeogHaa TaGanwa Bcraeka

Pucynok 278 — KHornka Y 1aiuTh CBOIHYIO Ta0JIHIy

— H_IEJI‘IKOM HpaBOﬁ KHOIIKM MBIIIIM BBI3OBHTE KOHTEKCTHOE MEeHIO K BBIIIOJIHHUTE

KOMaH/ly Y AaJIUTh CBOJHYIO Ta0JIHILy.

— Haxwmwure knaBuiy Delete Ha ki1aBuaType.
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4.8 lmarpammsl 1 rpadpuku

4.8.1 BcraButh quarpammy/rpadux

TabnuuHbI  pefakToOp IMpeloCTaBisieT BO3MOXHOCTb CO3[AHUSI W pedaKTUPOBAHUs
JMarpamMMm U rpagpuKoB pa3jidigHOro TUIA.
YToOBI cO3/1aTh MarpaMmy Wiy rpadpuk, BHIIOJIHUTE CleIyIollre JeHCTBUS:
1. Beimenure nuama3oH, MO JaHHBIM KOTOPOTO HEOOXOAMMO IMOCTPOUTH JHUArpamMmy WU
rpaduK.
2. BprinonHuTe KOMaHy BCTaBKU AUAarpaMMbl/Tpadrika OTHUM U3 CIIeAYIONIUX CIIOCOOOB:

— Bribepute nyHKT KoMaH/HOrO MeHio BeraBka > Jlmarpamma (cm. Pucynok 279).

Beraeka @opmar  TaBavua  fandwsie  WHotpyments  Bug OBwwi goctyn

B Asobpaxerve... XO Thames v |12
TekcToBoe Nose

& Ourypa 3 X K H AB T e )
il Awarpamma P ln Tucrorpamma k
fH Ceognas Tabauua... = JlvHelvatan guarpamma k
Fu DyHKUMA.., Shift+F3 ¢ Tpadwmk LI
CneunancHoe CUMBOAR.. & fAwarpamma c oBaacTAmMKM »
P Coonca.. Cirl=K (L] Kpyroeas guarpanma

[ 3ametka

[J Muer

B Aara

(D) Bpewms

Pucynok 279 — IlynkT komanaHoro mesto Jluarpamma
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— Ha nanenu uHcTpymeHTOB, B pasgeiie BcecraBka (cMm. Pucynok 280) Haxmwure

KHOIIKY \l:lﬂ_ﬂ (Muarpamma).

@vﬂ [T ]
oY Wy BB @ -

MmcTorpamma

Nunelvaran guarpanma

lpadmr

¥ ¥ =

¥ = |~

Awarpamma c ocBaacTAmm

Kpyroean guarpanma

Pucynok 280 — Knonka Jluarpamma
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— Ha nanenu unctpymentoB (cm. Pucynok 281), B pasmene BcecraBka Haxmwure
KHOTKY «==. Ha oToOpasuBIeiics MaHelu BCTaBKMA HaBeIWTe KYpPCOP MBIIIM Ha

kHonky 1l iuarpamma.

By T B O

ﬂﬁ . @ E \ﬂv @ v o L]

JaHHbie E Mzo6paxmeHne..,
[F]1  Tekcrosoe none
M (o] Y Durypa L
McTorpamma :|]: Ownarpamma I} >
‘ g = 17  Ceocanan tabamua...
| k |l- |ll
Jg( DyHKLKA...
NuHeituatan gnarpamma
E] CneumnansHee CUMBOEL... ¥
|I- |II (1
_m Ll T
f_{fj Cewnka...
padux @ JameTra
|§}\ |ﬁ |; ; Macr
|‘{j>“' |.'::/') |::; fara
G} Bpemna
Auarpanma ¢ obnacTamm
e = (=
Kpyroean guarpanma

Pucynok 281 — Ilanenb BcTaBku

3. B oTKphbIBIIEMCS TIOJIMEHIO BbibeprTe TpebyeMbli TUI IUarpaMMbl WK rpaduKa.

I'padux/muarpamma cpopMupyeTcsi aBTOMaTHIECKH T10 [IeHTPY BUIMMOM 00J1aCTH TabIIUIIbI.
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JlaHHble, UCIIONb3yeMble IJIsi TIOCTPOeHUs], MOACBeYMBAIOTCS Ha JIUCTe IIBeTaMU, KOTOphIe

COOTBETCTBYIOT psiiaM JJaHHBIX varpaMmbl/rpaduka (cMm. PucyHok 282).

A B (5 D E F G
1 'Kammpmn 1 4,2 2.4 2
2 |Kareropmsa 2 25 4.4 2
3 |Kareropusa 3 3.0 1.8 3
4 |Kareropus 4 45 2.8 5
5
6 Py
7
8 ]
a
10 4

I R R e R R R e
M H S W Sy B W N
— [R%] (73]

O Pagl [ Pang?

[
W

M
Y

[ Psn 3

bkl

Kareropusa 1 Kareropma 2 Kareropua 3 Kareropus 4

ra
wn

Pucynok 282 — Jluarpamma

4.8.2 I3MenuTh THI AHarpaMmmbl/rpaduka

Ecmu Tp66YETCSI U3MEHUTb THII CO3JaHHOH JWarpaMmhbl, BbBIJIEJINTE ee. Ha mnanenu

WHCTPYMEHTOB, B pa3jeiie JluarpaMMa HaXKMUTe Ha KHOIIKY, COOTBETCTBYIOIIYIO TpebyeMomy

TUITY JUAT'PAMMBbI:

— [ (T'ucrorpamma) — uTOOBI MpPeobpa3oBaTh TEKYIIYIO AWAarpaMMmy B THCTOTPaMMY

YKa3aHHOI'O TUIIA UJIM U3MEHUTD THII TeKylllel TucTorpamMmsl (cM. PrucyHok 283).

Jdannee  WMHcTpymedts Bug  OBwwi goctyn  Hagetpolkw  Cnpaeka

é “_i T} E b e‘ {ﬁ}‘ HactpouTe

[-Mn

Ik TucTorpamma o rpynnupoBskoii
25 [MCTOrpamma © HAKOMReHMeM

am
ull HDPMHPDBEHHHH FMCTOr pamMma © HakanneHem

o “Arpanina

Pucynok 283 — Knonka I'mcrorpamma
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- = (JImneiiyaTas mguarpaMma) — 4TOOBI IIpeoOpa3oBaTh TeKyIIyl [AMarpaMMy B
JIMHEM4YaTylo AMarpaMMy YKa3aHHOI'O TWIIA WIA M3MEeHWUTb TUI TeKylleHl JIMHeH4aTon

nuarpaMmel (cM. Pucynok 284).

Jdannwe  WHctpyments Bwg  OGwwi goctyn HagcTpoikn  Cnpaska

A i ~ |= € S} Hacrpowms

"% XS = =

CeogHan Tabamua

|2 v e . .
=  [luHeliuaTtan guarpamma C rpynnupoekoi

Auarpami
L] il
== [luHeliuaTtan guarpaMma © HakonaeHWew
s -
== HopumvpoeaHHan AMHERYaTan gUarpaMma © HaKonIeHHeN

E F K L

Pucynok 284 — Knorika JIuneituarasi nmarpaMmma

— @ (Kpyrosas nuarpaMma) — 4To6bI Ipeo6pa3oBaTh TEKyIIyIo JHAarpaMMy B KPYTOBYIO
JIMarpamMmmy.

— = (Juarpamma c o0uacTsiMu) — 4yTOOBl IpeoOpa3oBaTh TEKYIIyIO JharpaMMy B
JIMarpaMmy C O0JIAaCTSIMM yYKa3aHHOTO TUIA WM U3MEHUTDb TUIl TeKyllled JUarpaMMbl C

obnactsmu (cM. PucyHnok 285).

Jdannwe  Whctpymentsr Bug  OBwwi goctyn Hagcrpoiikn  Cnpaska

& e v |= «v @ t',:l::|} HactpouTs
@& Y¥oanmte

]
S [lwarpanma © obaacTAMmK

. D“U Awarpamma v CeogHan Tabamua

B2 [warpamma ¢ oBAacTAMW M HaKOMAEHWEM

E HDPMHPD‘BEHHEH Auarpamma C oBNBCTAMM W HAKOMAEHMEM

Pucynok 285 — Knonka Jluarpamma c obJracTaMu
Yro6bI Mpeobpa3oBaTh TEKYIIYIO AUAarpaMMy B rpadHK YKA3aHHOTO THIA WM U3MEHUTh THII

TeKyllero rpapuka, HaXMUTe Ha KHOIIKY [ (I'padux) u BeiGepuTe TpeOyeMblll THI TpaduKa U3

BbINIafIatoNIero crucka (cMm. Pucynok 286).
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Jannme  WHctpyments Bug  OBwwi goctyn  Hagcrpoikw  Cnpaeka
& e v |= v @ {E} HacTpouTs
d \I:I”_U Ouarpanmma  » Eﬁ‘ Ceognan Tabavua
Iﬁ \f% |E w @b Y¥aanute

paduk

[paduk c HakonneHrew
HopmupoeanHmii rpaduk © HakoneH Mem
[paduk c Mapkepanm

[paduk C HAKONAEHWEM W MaPKERMK

RO RDRO[%

HopunpoeaHHei rpaduk © HAKOMAEHWEM W MaPKEREMA

Pucynok 286 — Knonika I'padpux

4.8.3 U3MeHuTH qHAaa3oH JAHHBIX

[Tpy Heo6xX0MMOCTU MOXKHO W3MEHUThb JIMalla30H JIaHHBIX, KOTOPBIA MCIIOJIb30BaICS IS
IIOCTPOeHUsI IIepBOHAYaJbHOM jauarpamMmbl/rpaduka. Ilpu astom puarpamma/rpaduk Oygper
IlepecTpoeH B COOTBETCTBUM C HOBBIMU I'DaHUIIAMU JIMANla30Ha.

Y1oObl M3MEHUTh UAIA30H, BLIIOJIHUTE CJlelytolliye 1eHCTBUSL:

1. Beimenurte guarpamMmy/rpaduk.

2. 3axaB JIeByI0 KHOIIKY MBIIIY, IlepeJJBUHbTe YIJIOBOW MapKep [Wala3oHa [AaHHBIX,

KOTOpble HCIOJIb30BAIMCh Ul IIOCTPOeHUs Avarpammbl/rpaduka. YTJIOBOW MapKep
Ziara3oHa MOXKHO I1epeJJBUraTh B JIFOOOM HallpaB/leHUM: BIIPaBO, BJIeBO, BBEPX, BHU3.

3. OTHYCTI/ITE JIEBYIO KHOIIKY MBIIIIH, YTOOBI Baq)I/IKCI/IpOBaTI) I'PaHUIIBI HOBOT'O JHAlla30HA.

Takke MOXXHO BHECTHM KOPPEKTHBBI B 3HaUeHUs sS9eeK, MCIOIb30BAHHBIX JIJISi TIOCTPOEHHs
nvarpammbl/rpaduka. ['paduueckoe n3obpakeHre OynieT U3MeHEHO aBTOMAaTUYeCKH B COOTBETCTBUU

C U3MEHEeHHsIMH, BHECeHHbIMU B JIereHay.

4.8.4 N3menuTh pasmep quarpamMmmel/rpagpuka

Jlyist usMeHeHUs pa3Mepa AvarpaMMbl/Tpadrika IeJIKHHUTe TI0 HeMy JIeBOM KHOITKOM MBIIITU U
repeTaliuTe KOHTPOJIbHBIM MapKep B HY»KHOM HampaByiieHuH (cM. PucyHok 287):

— ]I U3MEeHeHMs BBICOTHI UCIOJIb3YUTe BePXHUW U HAKHUW MapKephl;
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— U1 U3MEeHeHUs LIUPUHBI UCIIOJIb3YiTe NIPaBbIi U JIeBLIA MapKephl;

— JId TPOIIOPHUOHAJIBHOI'O HW3MEHEHHWA BBICOTbI W MIMPHUHBI HCHOHBSYﬁTe YIJIOBBIE

MapKephl.

@® @ ’
]
4
3
2

@ ¢
1
0

Kareropua | Kareropua 2 Kareropus 3 Kareropus 4
@ Panl [ Pag2 [ Pan3
2 = 4

Pucynok 287 — V3mMeHeHue pa3mepa iMarpaMMbl

4.8.5 IlepemecTuTh qUarpammy/rpapux

Huarpammy/rpadyk MOXKHO TlepeMeliaTh CJeAyIIMMU ClIoCO0aMu:

— IlepeTacKUBaTh, y/IepXKUBas JIEBYIO KHOIKY MBIIIIY;

— IepeMelaTb CTPOTO IO BepPTUKAIU WX 0 FOPU30HTAJIM C IIOMOIIbIO KJIaBull «—, T, |,

— Ha KJIaBHaType.

[Ipy nepemenienun auarpamMmbl/rpaduka C TMOMOIMIbIO KiIaBuil <, T, |, — mmar
MepeMEIEeHHS 3aBUCUT OT MacITada TOKyMEeHTa:

— ecmu Macirab < 200%, To mar = 4 MM;

— eciu Mmacirrad > 200%, to miar = 1 Mm.

YToOBbl yBeIMUYUTH INar, IepeMeliaiTe auarpamMmy/rpaduk kiaaBuiamu <, T, |, —,
ynepuBasi Haxxaro kiasuiry Shift. B manHom ciydae mar repemeitieHust 6yieT paBeH:

— ecmu Macmmtab < 200%, To mar = 4 cMm;

— ecyu Maciatad > 200%, to mar = 1 cm.
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4.8.6 Hactpouts nuarpammy/rpadpux

YToOBI NepeiTy K HACTPOMKAM JMarpaMmbl/Tpadrka, BBIIIOJIHUTE CJIeIyIollre JeHCTBUS:
1. Beinenute quarpammy/rpaduk.
2. Orkpoiite okHo HacTpoiiku AuarpamMMsl 0JIHUM U3 CJIeIyIOIINX CIIOCOOO0B:
— Ha nmnaHenmu wuHCTpyMeHTOB, B pa3feiie JluarpamMma HaXMHUTe KHOIIKY
‘E::'} HacrpouTts (cM. Pucynok 288).
— lenxuuTe o ArarpamMMe/rpaduKy MPaBOM KHOMKOW MBIIIA ¥ BBHITIOJHUTE KOMaH/Ty

KOHTeKCTHOro MeHto HacTpouts quarpammy.

WMuctpymentsr Bug  OBwwii goctyn Hagcrpoikn  Cnpaeka
I'_i - IE w “‘ {l:} HactponTe \l
Nl Awarpamma
Iﬁ v IE w Mb Yaanute

Awarpamma Bcraeka

Pucynok 288 — Knonka Hacrpoutsb

OTtkpoetcst okHo HacTpoiiku mparpamMmsl, KOTOpOe COIEPXKUT ClelyIoIre HHCTPYMEeHThI

(cM. Pucynok 289):

Hactpoiikn gnarpammel b4
Juanazon:
A1:D4 * &
Jaronosok:
Pagb: gaHHbG
O Cronbus Ctpokn
Mognucu:
B nepeoii ctpoke
B nepeom cronbue

Pucynok 289 — Oxno Hacrpoiiku quarpamMMsl
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— JImama3oH — IMara3oH JJaHHbIX, POPMUPYIOIIUX JUarpaMMy/TpaduK;

— 3aroJI0BOK — 3arojIOBOK JJMarpaMMbl/TpadUKa;

— PaApnl ;aHHBIX — CTOJIONBI WA CTPOKU JUAIA30Ha;

— TIlogmucm — MecTolONOXeHWe HAHHBIX, MCIOJb3yeMbIX [JIsi CO3[laHWs MOJIUCce Ha

nuarpaMMe (B IepBOM CTPOKE W/UJIH B TIEPBOM CTOJIOIIe TUaria3oHa).

4.8.7 Bripe3aTh, KONHPOBATh ¥ BCTAaBUTH JUarpammy/rpagpuk

Huarpammy miu rpadpuk MOXKHO BbIpe3aTh/KOMUPOBATh U BCTAaBUTD:

— B Ipefenax ogHoro fokyMeHTta «MouOduc Tabnnnay;

— B Jpyroi pokymeHT «MonOduc Tabmuua» — auarpamma/rpaduk BcTaBisercs 6e3
JTAaHHBIX, HA OCHOBE KOTOPBIX OH MOCTPOEH;

— B nokyMeHT «MoitOduc Texkcr» nmm «MorOduc IIpesenTtanusa» — nuarpamma/rpadpuk

BCTaBJIAETCA KaK 1/1306pa>1<eH1/Ie.
BI)IPQSHHI/IE, KOITMPOBaHKE W BCTABKA BLIIIOJIHAKOTCA CTaHOdPTHBIMHA criocobamu.

4.8.8 Yoanure quarpammy/rpadguk

YToOBI yHanuTh TUarpaMmmy/rpaduk, BLITIOJIHUATE CJIeIyIolre NeHCTBHYS:
1. Beimenurte guarpamMmmy/rpaduk.
2. Ypanure nquarpamMMmy/rpaduyK OJJHUM U3 CJIeYIOIIUX CII0COOOB:
— Ha naHen MHCTPYMEHTOB, B pa3feie /JluarpaMmma HaXXMUTEe KHOIKY @& Ynanurs

(cMm. Pucynok 290).

WMreTpymente Bug  OBwwil goctyn  Hagetpolikn  Cnpaeka
e ~» |= ~ @ {:} HacTpouts
|7 v | v @l& ¥aanmTh

Huarpamma BeraBka

Pucynok 290 — Knonka Y panurs

— IlpaBo¥i KHOIIKOM MBIIIY HIEJIKHUTE 10 AUarpaMme/TpaduKy U BBHIIOJIHUTE KOMaHly

KOHTeKCTHOI'O MeHIO YlIaJII/lTI) AuarpamMmmy.

— Haxwmure kiiaBuiry Delete v Backspace.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' MWy, 2013-2024 274



MonOdonc

4.9 Nzo0paxenus

B noxymeHT M0>XHO 1006aBiATh U306pakeHusI:

— C KOMIIbIOTEPA;

— u3 bpaysepoB Google Chrome, Firefox, Internet Explorer u Microsoft Edge;

— U3 TEeKCTOBBIX U TaOJIMYHBIX pPedakTopoOB, BXOOAINIMX B COCTaB OCl)I/ICHbIX IIaKeTOB

Microsoft Office u LibreOffice.

[TopnepxuBaercs pabora ¢ nu3obpaxenusimu B popmatax PNG, BMP, JPG, JPEG, JPE, GIF,

TIFF u TIF.

4.9.1 BcraBuTth u300paxenue

4.9.1.1 BcraBuTh H300paXkeHHe ¢ KOMIIbIOTEpa

YTo6bl BCTaBUTH B JJOKYMeHT H300pakeHHWe C KOMIIbIOTEpa, BBIIOJIHUTE CllefyIolue

JeUCTBUA.

1. Beimenurte To MeCcTo B JOKyMeHTe, Ky/ila He0OX0JIJMMO BCTaBUTh N300paKeHUe.

2. BruimonauTe KOMaHy BCTdABKH OJHUM U3 CJIEAYIOIIUX CII0Cco0O0B:

— Bribepute nyHKT KOMaH/iHOTO MeHI0O BeraBka > M3o0paxenue (cM. Pucynok 291).

Beraeka @opmar  Tabavua JadHwe

MzoBpameHue...
TekcToBOE None

Durypa

il Awarpanma

fH Ceognas TaBanuug..

Fx  OyHKUMA.., Shift+F3
CneynantHBIe CHMBOLL..,

¢ Ccpinka... Ctrl+K
™ 3ametka

[J  Nuer

B Jara

(D) Bpems

Pucynok 291 — Komangnoe mento BeraBka
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— Ha nanenu uHcTpymeHTOB, B pasgeiie BcecraBka (cMm. Pucynok 292) nHaxmwure

KHOIIKY @ (A300pazkeHue).

T e
Y w5 @

Ea
et

Bcraeka

Pucynok 292 — Knonka 3o0paxenue

— Ha nanenu MHCTPYMeHTOB, B pasfieiie BcraBka HaXkmuTe KHOIKY -+= (CM. PucyHok

293). Ha 0ToGpasuBIIIeicst TaHe/ ! BCTABKY HaXMuTe KHONKy [ Mzo6paskenye.

=, | 7
2T e B @ .

Wzobpamenne...

TekcToBOE NONE

@ H [

Durypa ¥

Juarpanma >
CeogHan Tabavua...

DyHKLMA...

CneymanbHBIe CUMBOABI... ¥

Pucynok 293 — Ilanenb BcTaBku

3. B okHe d@ainoBoro MeHemxepa BblOepuTe H300pakeHHe, KOTOpoe HeoOX0JIUMO

BCTdBUTb, U HA’KMUTE KHOIIKY OTKprTI).
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4.9.1.2 BcraBuTh n300paxkeHue u3 dpay3epa Wi APyroro pegjakropa

YtoObl BCTaBUTH UH300pakeHHWe U3 Opay3epa WIM [JPyroro peaakTopa, BBIIOJIHUTE
CJIeyIolye IeNCTBUS:

1. CkonmpyiiTe n3obpakeHre U3 UCTOYHUKA.

2. Beigenure To MeCTo B JOKyMeHTe, Ky/la He0OOXOMMO BCTaBUTh M300pakeHue.

3. BcraBbTe n3obpakeHre OJJHUM U3 CJIeYIOIIHUX CIIOCOO0B:

— Bribepute nyHkT koMaHiHOrO MeHio IIpaBka > BeraButh (cM. Pucynok 294).

Mpaeka Beraska Qopmar Tabavua [Jannme WHerp

T OTmeHuTb Cirl+Z
" TMoeTopuTe Ctrl=Y
oo Boipesats Ctrl+X
Konwpoeate Ctrl+C
|E| BrTaeuTh Ctrl+4

Pucynok 294 — Komangnoe mento IlpaBka

— Ha nanenmu uHCTpyMeHTOB, B paszeiie IIpaBka HaXMUTe KHOIIKY I (BcraBuTtn)
WIM HAXKMUTe CTPeJIKy CIpaBa OT KHOIIKU [T} (BcTaBUTB) U B BHIIAZAIOIIEM CIIHCKE

BbIOepuTe koMaHy BeraButh (cM. PrucyHnok 295).

®ain  [paeka Beraeka @opmat  Tabavua Jandeie MHctpymedts Bug

+ h g’é @% é X0 Thames

. —
NoBasnTe =Y D C b
ﬁ BeraeuTe
M6 paHHoe damnn Mpaeka
BeTaeute zHaueHuA u dopuat
P16 v fx
BcTaeuTe TONBKD 3HAYEHMWA
A B
F|

Pucynok 295 — Knonka BcraButh

— IllemukoM 1paBOM KHOMNKM MBIIIM OTKPOWTE KOHTEKCTHOE MEHIO W BBIIIOJHUTE

koMaH/ly BcraBuTh.

— Haxwmure coueranue kiasui Ctrl+V / $8Cmd+V Ha kiaBuatype.
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4.9.2 VismeHUTH pazMep H300pazKeHH s

Pazmep nzobpakeHrss MOXXHO U3MEHUTD C COXpaHeHreM Wi 6e3 coxpaHeHUs TPOIIOPIIU.
Y1o6bl U3MEHUTh pa3Mep U300paKEeHUSI C COXPAaHeHWeM IPOMOPIUN, BBIIOJIHUTE
CJlefyrolye qefCTBUL:
1. Beigenure nzobpaxkeHue, pa3Mep KOTOPOTro He0OX0IUMO U3MEHUTh.
2. YIepxwBas JeBYI0 KHOIIKY MBIIIIH, IPOTSHUTe JIF000M M3 YIJIOBBIX MAapKepOB paMKH Tak,
YTOOBI U300pakeHre MPUHSIIO HeoOXoAUMBIHM pa3mep (cM. PucyHok 296).

3. OrtmycTuTe JIeBYyI0 KHOIIKY MBI, YTOOBI 3aUKCUPOBATh HOBBIYA pa3Mep N300pakeHus!.

Pucynok 296 — V3mMeHenue pa3mepa nzobpakeHust C COXpaHeHHeM IIPOIOpIUI

Yrobbl M3MeHUTb pa3Mep H300pakeHUsi Oe3 CcoxpaHeHWs NPOMNOPLHWM, BBIIIOJIHNATE
CJIeZIyIolre IeNCTBUS:
1. Brimenure n3obpaxkeHune, pa3mep KOTOPOTO HEOOXOAUMO U3MEHUTb.
2. VYpepxuBas JieBYIO KHOIIKY MBIIIM, IlepeMecTUTe OJWH W3 MapKepoB paMKH
M300paKeHus:
— IS M3MeHEeHUs BBICOThl M300pakeHUsI llepeMeCcTHTe BepXHUM WM HWKHUN MapKep

pPaMKH;

— IS M3MeHeHUs IIMPUHBbI M300pakeHUsI IlepeMecTHTe JIeBbI WM IpaBblii MapKep

paMKH.

3. OrtmycTuTe JIeBYI0 KHOIIKY MBIIIHY, YTOObI 3adHKCUPOBATh HOBBIN pa3Mep U300pakeHusl.

=

Pucynok 297 — M3meHeHre pa3Mepa n3o0pakeHus: 6e3 coxpaHeHus IPOIOPIUN
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4.9.3 IlepeMecTUTH H300paAKEeHHE

I/I306pa>KeH1/Ie MOJKHO I1epeMelldTb ClieJyromnumMunu crocobamu:
— IlepeTaCKuBaThb, YAEPXHUBAs JIeBYIO KHOIIKY MBbIIIIH;
— IlepeMeliaTb CTPOro IO BepTUKaJIu HUJIN 110 TOPU30HTA/IX C IIOMOLIBIO KJIABUIIL <—, T, l,,

— Ha KJIaBHaType.

[Ipu nepemerienun n3obpakeHUs: C TOMOIIBIO KJIABUII <«—, T, |, — IIar nepemMenieHus
3aBUCHUT OT MaciTada JOKyMEHTa:
— ecnu Macitab < 200%, To mar = 4 MMm;

— ecyu maciarad > 200%, to mar = 1 MM.

YToOb! yBeJIMYUTH IIIAr, HepeMellaiTe U300paXkeHUe KJaBUIIaMU «—, T, |, —, yaepKuBas
Hakatoi kinasuiry Shift. B manHoM citydae miar mepemertienus 6yeT paBeH:

— eciu macirab < 200%, To mar = 4 cMm;

— ecyu Maciarad > 200%, to miar = 1 cm.

4.9.4 CoxpaHuTh H300paxeHue

H3o06paxkeHue U3 TIOKyMeHTa MO>KHO COXPaHUTb Ha KOMITbIOTepe.
J11s1 3TOTO BBINIOJIHWTE CIIeAYIOLe IeUCTBHUS:
1. Broinenurte uzobpaxeHue.
2. BbinonHKTe KOMaHAy COXpaHeHHs! OJJHUM U3 CJIeYIOMINX CIIOCOOO0B:
— DBruibepute nyHkT koMmaHjgHOro MeHio Popmar > CoxpaHuTh H300paxkeHHe

(cMm. Pucynok 298).

Qopmar | Tabavua  JanHwe  Md

WpndT r
BmpaeHueanne r
MoeopoT TekeTa r
Yucnosoi gopmar...
OBnacTe NeYaty r
CoxpaHnTe nzobpaxeHue..,

Pucynok 298 — [IynkTt komangHoro MeHio CoxXpaHUTh H300paxeHme
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- OTKpOﬁTe KOHTEeKCTHOe MeHIO IIe/IYKOM Hp&BOI:I KHOIIKM MBbIIIX W BbIIIOJIHUTE

koMaHly CoXpaHUTh H300paXKeHHe.

3. B okne ¢ainoBoro MeHempkepa BbiOepUTe MAIKy JjIsi COXpaHeHUsl, YKaxuTe uMs ariia

" Ha’KMHUTE KHOIIKY Coxpa}m’rb.

H306pakeHre COXpaHSIETCS B UCXOTHOM pa3Mepe.

Ecimmn u3obpakenre 61710 0Ope3aHO B IOKYMeHTe C MOMOIIbI0 CTOPOHHETO MPUJIOXKEeHU s,

TO OHO COXpaHsIeTCs B UCXOAHOM (110 0Ope3Ku) BUJIe.

4.9.5 Yaanurs uzo0paxenue

YTo0bl yIanuTh n300pakeHue, BLITIOJHUTE CIIelyIoIIue JeHCTBUS:
1. Beimenure n3obpaxkeHre, KOTOpoe HEOOXOIUMO YIANIUTb.
2. BbinosnHATe KOMaHy ylaJieHusl OJTHUM U3 CJIeIYIOIIUX CIIOCOOOB:
— Ha nanenu uHCTpyMeHTOB, B pasfene M3oopaxenue (cM. PucyHnok 299) HaxkmuTe

KHOTIKY ¢ (Y 7ayinTh H300paxeHue).

Dopmar  Tabawua  Jannwe  MHcTpymedts Bug OBwwi goctyn
X% I = 53

Mpaeka Maobpax.. BTaBka

o0 Avsrpaaa v

Pucynok 299 — Knonka Y panuTth u3odpaxkeHue

— H_IEJ'IKHI/ITE 110 I/I306pa)KeHI/IIO HpaBOﬁ KHONKOM MBIIIIM W BBIIOJIHUTE KOMaHy

KOHTEeKCTHOI'O MEeHIO YlIaJII/lTI) HBOﬁpEDKEHI/IE.

— Haxwmure kiiaBuiry Delete niu Backspace Ha kiaBuaType.
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4.10 Puryps1

B nokymeHTbl MOXHO [100aBISITH GUIYPHI CIIEAYIONIMX THUIIOB: JIMHUS, MPSIMOYTOJIbHUK,
QIUIMIIC, TPeyrojbHUK, pOMO, 3arHyThli yroJ, 3Be3[a, CepAlle, CKOOKHM, CTpesIkM, BBIHOCKHY,

TeKCTOBOe I10JIe.

4.10.1 BcraBuTh JJHHUIO

Yro6bl 06ABUTDH B JOKYMEHT JIMHUIO, BBITIOJHUTE CJIeyIolue 1eHCTBUS:
1. OrtkpoiiTe NOAMEHIO BCTaBKU OJIHUM U3 CJIeIyIOIIHUX CII0COOO0B:
— Bruibepute nynkT koMaHaHoro MeHio BeraBka > ®urypa > Jlunnu (cm. Pucynok

300).

Bcraeka @opmar  Tabavua  fJaddee  WHetpymentw Bug  OBwwid goctyn  Hagctpolkw  Cnpaeka

[+  MzobpameHne.. vl [12 [« A= A* B = = =
TekcToBoE None ) R
1 @urypa L | P TITY P NuHua
N —— N 0 MpamoyroasHKE A Crpenka
f  Caogran Tabmmua.. 3 3namnc ' [JeycTopoHHAR CTpenka
Fe  DyHELMA... Shift+F3 A Tpeyroneuk G H
CreunancHee CHMEDALL., * e
[ ZarHyTwii yron
¢ Ccwaka.., Ctrl+K Y7 3sesaa
™ 3ametka < Cepaue
[} Nwer [] CroBrw J
= [lara . Crpenkn r
© Bpema [1 BwHockw L4

Pucynoxk 300 — Komangnoe menio BeraBka

— Ha mnaHenmu wuHCTpymMeHTOB, B pa3sfenie BcraBka HaxkmuTe KHOMKY -==. Ha
0TO6pa3uBIIeiics MaHeIM BCTaBKU HaBe[UTe KypCop MBIIIM Ha KHOIKY () ®Purypa

(cm. Pucynok 301).
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Pucynok 301 — Ilanenb BcTaBku

2. B oTkpbIBIIeMCsS TOAMEHIO BblOepuTe THUI JIMHUM [JI1 BCTaBKU: JIMHHS, CTPeJIKa,

JIBYCTOPOHHSIS cTpenka. Kypcop mpumer Buj nepekpectst — .

[Tpu Heob6x0IMMOCTH BBIOEpPUTE TUIT HAKOHEYHUKOB JIMHUM (CM. paszen 4.10.10).

4. ]lobaBbTe TMHUIO OJTHAM U3 CJIETYIOIIUX CIIOCOOOB:

— IlenkHuTe J1eBOM KHOIIKOM MBIIIN 110 MECTY, B KOTOPOM JJOJDKHA HAXOJUTBCS TOYKA
Hayana JUHUMU. B JokyMeHT 06aBUTCS JIMHUS IJIMHOW 4,24 CM C yIJIOM HaKJIOHa
45°.

— VYnepxuBasi HA)XKaTOM JIeBYIO KHOIIKY MBIIIH, HAPUCYITeE JIMHUIO B TpeOyeMOoM MecTe

AOKyYMEHTd. YTo06BI 3dBeplINTb PpUCOBdHHE, OTIIYCTHUTE JIEBYIO KHOIIKY MBIIIIH.

5. Ilpy HEOOXOIUMOCTH peflaKTUPYMTe AJIMHY U YToJl HakJIOHA JIMHUU (cM. paszen 4.10.9).
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4.10.2 BcraButh purypy

YT068!I 106aBUTH B IOKyMeHT (GUTYPY, BHIIIOJIHUTE CllelyIoIIye JeHCTBUS:
1. BplenuTe MecTo Ha JIMCTe, B KOTOPOe HeOOXOOUMO BCTaBUTh QUTYPY.
2. Otobpa3uTte cmCoK GUTYP OJHUM U3 CJIETYIOITUX CIIOCOOO0B:

— BribepuTe nyHKT KOMaHIHOTO MeHI0 BeraBka > ®urypa (cM. Pucynoxk 300).

— Ha manenmu wunctpymenTtoB (cMm. Pucynok 301), B pa3gerne BcraBka HaxkmuTe
KHONKY :==. Ha oToOpasuBIieicss maHeid BCTaBKM HaBeIWTe KYpPCOP MBIIIM Ha

KHOIIKY e} Purypa.

3. B oTkpeiBIIeMcs: ToJIMeHIO BbibepuTe TpebyemMyo pUrypy.

B ¢urypy MoxxHO 106aBUTh TEKCT WM CCBUIKY. JIJ1s1 3TOT0 BBIIIOJIHUTE CIIeyIOLHe IeHCTBUS:
1. JIBOWMHBIM IIeJYKOM MBIIIM BblleuTe GUIYpy, 4YTOObI IlepeMTH B PeXuM ee
pelakTUPOBaHMUSL.
2. Jlob6aBbTe B GpUTYpPYy TEKCT WU CCHUIKY:
— Bsenure TekcTt BpyuHylo. PopMaTHpoBaHMe TeKCTa B (PUIype OCYIIeCTBIISeTCS

dHAJIOTUYHO (bOpMaTI/IpOBaHI/II-O TeKCTd OJOKYMEeHTad.

= - BN Y = (R, R S FE R R

Pucynok 302 — Beop Tekcra

— BcraBbTe B GUTypy CCBIIKY Tak, KaK 3TO OMKUCAHO B pasfene 4.4.6.1.

3. UlenkHure 10 1I060MY MeCTy JIMCTA 3a INpefenamMu GUTryphl, YTOObI BBIMTH U3 peXUMa

ee pelaKTUPOBaHUsI.

B HacTosllee BpeMsi peXVM pelaKTHpPOBaHWS He [OJJEp)KUBaeTcss s  Quryp,

Pa3BEPHYTHIX 110/ IIPOU3BOJIbHBIM YTJIOM B CTOPOHHUX TaOIUYIHBIX pedaKkTopax.
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4.10.3 BcraBuTh TeKCTOBOE I10JIe

TekcToBoe mojie — 3TO TEKCT B paMKe, KOTOPbIM MOXHO IepeMelllaTb M pacliojarath B
J1060M MecTe TeKyIero JIMCTa.

YToOBI BCTaBUTH TEKCTOBOE T10JIe, BBHITIOJIHUTE CIIeIyIOIIHe IeHCTBUS:

1. Beigenute MecTo Ha JIUCTe, B KOTOPOe HEOOXOUMO BCTaBUTh TEKCTOBOE TI0JIe.

2. BrinonHuTe KOMaHAy BCTaBKU OJIHUM U3 CJIeIyIOIINX CIIOCOOOB:

— DBribepute nyHkT koMaHgHOTO MeHi0 BeraBka > TekcroBoe moste (cm. Pucynok 303).

Bcraeka  @opmar  TaBawua  [fan

[=] WzoBpamenne...

TekcTosoe None

Pucynok 303 — KomangHoe mento BeraBka

— Ha maHenM WHCTPYMeHTOB, B pasfiele BcTaBKa HaXMHTe KHOMNKY -
(cm. Pucynok 304). Ha oTo6pasuBineiics maHend BCTABKUM HaXXKMMTe KHOMNKY [7]

TexcroBoe moJte.

B B T By O
o 'ﬂ'gv E‘

fo v B4 B4 (@) =,

[laHHbie E Wzobpaxenne... .
I:I TekcToBoE None )
M M o {J_:‘_rl Durypa s | A Q

Pucynok 304 — [1aHenb BCTaBKU

3. Beenute B TekcTtoBoe mojie TpeOyembiii TekcT. [Ipy HeoOXOAMMOCTH B TEKCT MOXXHO
n00aBUTh CCHUIKY (CcM. paspgen 4.4.6.1). dopmatupoBaHHe TeKCTa B TEKCTOBOM IIOJIe
OCYIIeCTBJISIeTCSl aHAJIOTUYHO GOPMATUPOBAHUIO OCHOBHOI'O TEKCTA JIOKYMEHTa.

4. YtoObl CHATH BBIJIeJIeHWe C TeKCTOBOTO MOJIs, IIeJIKHUTE IO JII000My MecTy JIMCTa 3a

InpeaejlaMn TeKCTOBOTI'O I10JIA.
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4.10.4 3amBKa puUrypsI

BHyTpeHHI0I0 06s1acTh y11060M QUIYpHI, KpOMe JIMHWM, MOXXHO 3allOJIHUTh ILIBETOM WU

r3o0pakeHueM.

4.10.4.1 3anuBka ¢uryps! HBeToM

HJISI 3dJIMBKH (l)I/II‘ 'YPBI IBETOM BbLIIIOJIHUTE CllieJyronire eV CTBUS:

1. Beienute GpUrypy oIHMM IIeTYKOM MBIIIN WUJIU BbIAEINUTe PUIYyPY IBONHBIM IIeTYKOM

MBIIIIY, YTOOBI IIepeiTU B peXXUM ee peJlakTHPOBAHMUSI.

2. YToO6bl 3am0MHUTH GUTYPY MOCIEAHUM IIBETOM, KOTOPBIM UCIIOIb30BAJICS ISl 3aJIUBKU

paHee, Ha IaHeJId WHCTPYMEHTOB, B pasjiefie PHrypa HaXXMUTE KHONKY e L{BeT

3aymBKH (cM. Pucynok 305).

L
Il

=
Ag3ay

i

|2 LleeT zanmeku \{i MoaronaTe pazuep

HeT 3an1BKK

LipeTa Tenmb:

H BEGEDEN

CTaHaapTHEIE LBETE:

MocnegHue ueeTa:

Opyrue ugeTa... ﬁ

Mzobpamerne:

EBoibpate..

Pucynok 305 — Knonka IIBeT 3a1uBKH ¥ IIaHesIb BbIOOpa I1BeTa
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3. YtoObl 3amoyiHUTL GUTYPY JIPYTMM IIBETOM, HAXMHTE Ha CTPEJIKYy CIIpaBa OT KHOIIKHU

<

== 1{BeT 3aJIMBKH.

4. Ha OTKprBIIIEfICSI ITaHeJIn Bbl60pa [BeTa YKaXuTe IBeT 3dJINBKU q)HprbI OJHUM H3

clegyrommx CIT0CODOB:

— BbIOepuTe LIBeT B OJIHOM U3 IIpeJICTaB/IeHHbIX HAOOPOB I1BETOB,
— YKaXWTe KOJ [1BeTa BPy4YHYIO,

- CKOHHPYFITE OBeT C IIOMOIIBIO ITUIIEeTKH.

4.10.4.1.1 BriOpaTh iBeT B NpeCTaBJIeHHBIX HA00OpPax IBETOB

Ha nanenu Beibopa nBeta (cMm. Pucynok 305) ripeficTaBiieHbl cieiytoiire Habopbl IBETOB:

— IIBera TeMbI — COJIEP>KUT [IBETOBYIO MAJIUTPY TEMBI TEKYIIIero JOKyMeHTa.

— CraHpapTHBIe [BeTa — COJEPXXHUT IIBeTa, KOTOpPble TI0JIb30BaTeM dYallle BCero
BLIOMPAIOT IpU GOPMATUPOBAHUM JIOKYMEHTA.

- HOCJIQJ.IHI/IE IBeTa — COOEepXXUT OO0 AeCdATH IIOC/IeAHHNX IBETOB, KOTOPbIE BbI BI)I6I/IpaJII/I
npu ¢opmarvpoBaHuu JokyMeHTa paHee. Habop Ilociemnme mBera orobpakaercs,

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

[Tpu HaBeneHMM Kypcopa MBIIIM Ha JiI0OOM IIBeT OoTOOpaXkaeTcsl 3HaYeHWe 3TOro IiBeTa B

nBeroBoii Mosienin RGB. Hanpumep: RGB 192,80,77.
Jliist BeIOOpa 11BeTa ILIeJIKHUTe 110 HeMy JIeBOM KHOIIKOM MBIIIIH.

[IBeT nobaButcs B Habop Ilociemune nBera u oTMeTUTCs diakkom. [laHenb BbIOOpa 1BeTa

3aKpoetcs. PUrypa 3arnoIHUTCS BHIOPDAHHBIM 1[BETOM.

4.10.4.1.2 Yka3aThb KoJ IIBeTa BPY4YHYIO

Ecnmu B mepeunciieHHbIX Habopax I[BETOB HeT IOJXOMSIEro I[BeTa, YKaXXUTe ero Kof
BpPYUHYIO:
1. Haxmure xkHonKy JIpyrue nBera (cM. Prucynok 305).
2. B otkpoiBiieMcst okHe Beioop nBera (cM. Pucynok 306) ykakuTte TpeOyeMmblil I[BET B
Busie HEX-kona wim B popmare RGB.

3. Haxmure kHonky OK.
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Brifop ueeta >
Hex-kog MpegnpocuoTp
‘ #4781 bl S ‘
KpacHmi JeneHulid CHHWIA
0 129 D e

Pucynok 306 — OxnHo Beioop nBera

LIBet, ykazaHHbIM Bpy4HYyt0, obaButTcs B Habop Ilocnemnue nBera (cM. Pucynok 305) u

orMetuTcs dakkoM. IlaHens BbIOOpa 11BeTa 3akpoeTcs. PUrypa 3aroHATCS. BBIOPaHHBIM I[BETOM.

4.10.4.1.3 CxonmpoBaTh IBeT C IOMOIIbI0 MTUIIeTKH

[Tunerka npesHa3HaveHa i OJHOBPeMEHHOI'0 KOITMPOBAHMSI IIBeTa C TeKCTa WK 0ObeKTa,
pacrosnoxeHHOro B pabodeii 06s1acTy IVIaBHOTO OKHA (CM. pasfien 3.6), U 3aIMBKU (PUTYpPBbI 3TUM
I[BETOM.

YTtoObI CKOITMPOBATH IIBET C [IOMOLIbIO IMUIIeTKH, BBINIOJIHUTEe CJIIeAYIOIIre JIeMCTBHS:

1. Haxmure KHOMKY & (ITmmerka) (cm. Pucynok 305). Ilanens BbiOOpa IBeTa
3aKpOeTCsl, U KYpCcop MPUMET BU]I «IIpHllesiay Jijisi BbIOopa IBeTa.

2. HaBenuTe Kypcop Ha ILIBeT, KOTOPBIM Clle[lyeT 3anojaHuTh ¢urypy. as 6onee TouHOrO
BbIOOPA I[BeTa OPUEHTUPYUMTeCh Ha 00J1aCTb, PACIIONIOXKEHHYIO CIIpaBa OT Kypcopa. B Heii
oToOpakaeTcs BT ITUKCeJis, Ha KOTOPbIM B JaHHBIM MOMEHT HaBeJieH KypCcop.

3. llenkHuTe 110 IIBETY JIeBOW KHOIIKOM MBIIIIY.

durypa 3al0JHUATCS yKa3aHHBIM I[BETOM, U Kypcop NpUMeT OOBIYHBINA BH. YKa3aHHBIHA
1BeT fobaButcs B Habop Ilocinequue nBera (cM. Pucynok 305) u otMetutcst ¢piiaXkkoM Ha IaHelIu
BbIOODA IIBETa.

Ecm TpeGyercst OTKIIIOUWTH MHUIETKY 0Oe3 BblOOpa IBeTa, HaXmuTe kiaBuily Esc Ha

KJIaBHAType.
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4.10.4.2 3anuBka purypsl H300paxkeHnemM

YtoOBbI 3a110JIHUTH PUTYPY H300pakeHreM, BBITIOJIHUTE CJIe[lyIolre JeHCTBUS:

1. Beienute ¢GpUrypy oJlHMM IIeTYKOM MBIIIU WM BbleNIUTe PUIYPY IBONHBIM IIIeTYKOM

MBIIIIY, YTOOBI IIepeiTU B peXXUM ee peJJakKTHPOBAHMUSI.

2. Ha nanenu MHCTpyMeHTOB, B pa3sziejie @Purypa Ha)kMuTe Ha CTpeJIKy CIIpaBa OT KHOIIKH

£

3. Ha nmanenu BbiOOpa 11BeTa, B 6yioke M300pazkeHne Ha)kmuTe KHOIIKY BoIOpaTs.

Il
il
|

== LIBeT 3aymuBKH (cM. Pucynok 307).

[2 LleeT zanmeku \'] MoaronaTe pazuep

HeT 3an1BKK

LipeTa Tenmb:

H BEGEDEN

CTaHaapTHEIE LBETE:

MocnegHue ueeTa:

Opyrue ugeTa... ﬁ

Mzo0bpaxerne:

EBoibpate..

Pucynox 307 — Knonka BeropaTts

4. B oxHe dailsioBoro MeHekepa BblbeprTe TpebyemMoe H300pakeHHe U HAXKMUTe KHOIIKY

OTKpBITS.
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4.10.4.3 OT™MeHUTH 3aTTUBKY

YTOoOBI OTMEHUTH 3dJINBKY (1)I/II‘ YPBI, BbIIIOJIHUTE ClleJyromnjre JeUCTBUS:

1.

Brienute purypy olHMM IIeTYKOM MBIIIN WUJIU BbIAENINTe PUIYyPY IBONHBIM IIIeTYKOM
MBIIIH, YTOOBI [IEPEeHTH B PEXKUM ee PeJakTUPOBAHUSI.

Ha nanenu uHCTpyMeHTOB, B pa3fiesie PUrypa HaXKMUTe Ha CTPeJIKy CIpaBa OT KHOIIKU

£

== LIBeT 3aymuBKH (cM. Pucynok 308).

Ha nanenu Beibopa 118eta HaxkmuTe KHONKY HeT 3aMBKH.

1~ |£ LieeT zanmekn "’] MoaroHaTs pasmep

Il
il
|

HeT 3an1BKK
AB3ay

LipeTa TEMBI:

J H BEGEEEN

Pucynok 308 — Knonka Her 3atuBku

4.10.5 KonTyp ¢urypst

):[JISI KOHTYpPa (bHprbI MOJ>XHO OIIpeJeJINTh 1BeT, TOJIHNUHY W THUII JINHUH.

4.10.5.1 Hactpoutsb KOHTYp purypsi

YroObl BEIOpATh IIBET KOHTYPA GUTYPHI, BLIIIOIIHUTE CleyIole eiCTBHUS:

1.

BriienuTe GuUrypy oHUM IIIeTYKOM MBIITH WIH BBIIEIUTe GUTYPY JTBOMHBIM ITIETIKOM
MBIIIH, 9TOOBI TIEPEUTH B PEXXHUM ee PeJJaKTHUPOBAHMSI.

Ha manenu uHCTpyMeHTOB, B pa3iesie durypa HaXkKMUTe Ha CTPEJIKY CIpaBa OT KHOIKHU
E KonTtyp (cm. Pucynok 309).

Ha otkpoiBITieiics maHenyd BbIOOpa I[BeTa yKaXkuTe IIBeT KOHTypa (GpUTypbl OJHUM U3

e yronmx CIT0CO0OB:

— BbIOEpUTe IBET B OJIHOM U3 MpeJICTaBJIeHHbIX HA0OPOB 11BETOB,
— YKaXuTe KOJI I[BeTa BPy4HYIO,

- CKOHHPYﬁTe OBEeT C IIOMOIIBIO ITUIIETKH.
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Z Kowryp %

] Llgeta Temb:
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HeT KoHTypa

CraHgapTHeE LBETa:

MocnegHWe UBeTa:

Opyrue ugeTa... ﬂ

Tonwmna arHK: 1,00nT w

Pucynok 309 — Knonka KonTyp 1 naHesns Bbibopa 11BeTa

4.10.5.1.1 BpiOpaTh 1BeT B IpeCTaBJIeHHBIX HADOpax I[BeTOB

Ha nmanenu Beibopa 1nBeta (cMm. Pucynok 309) nipeficTaBiieHsl cieytoiirie Habopbl IBETOB:

— IIBeTta TeMBI — COJIEP)XUT IIBETOBYIO MAJIUTPY TEMBI TEKYIIlero JTOKYMEeHTa.

— CraHgapTHble IBeTa — COIEpPXUT I[BeTa, KOTOpble I0JIb30BaTeIM dallle BCero
BBIOMpAIOT TP GOPMATHPOBAHUHU JOKYMEHTA.

— Ilocnegnme nBeTa — COJIEPXKUT JIO JECSTH MOCJIeHUX IIBETOB, KOTOPbIe Bbl BHIOMPAIH
npu dopmatupoBaHuu JokymMeHTa paHee. Habop Ilocinemnme mBera oToOpakaercs,

eCJI1 BbI BbI6I/IpaJ'II/I XOTS OBI OJIVH IIBET.
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[Ipy HaBemeHWU Kypcopa MBI Ha JIFOOOW IBeT oToOpakaeTcsl 3HaYeHHe 3TOro IBeTa B
nBeroBoi Mosienu RGB. Hanpumep: RGB 192,80,77.

Jlyist BBIOOpA 11BeTa IIeJIKHUTE 10 HeMy JIeBOM KHOTKOM MBIIIIH.

IIBet mo6aBuTcs B Habop Ilociemuue nBera 1 otMeTuTcs duiaskkoMm. IlaHens BeIbOpa 1BeTa

3akpoetcsi. KouTyp ¢urypsl okpacurcs: B BbIOpaHHBIN I[BET.

4.10.5.1.2 Yka3aThb Ko 11BeTa BpY4YHYI0

Eciu B mepeunciieHHbIX Habopax I[BeTOB HeT IOAXOJSIEro IBeTa, YKaKWUTe ero Koj
BpPYYHYIO:
1. Haxmure xkHOnKy JIpyrue nBera (cMm. Prucynok 309).
2. B otkpeiBiieMcs okHe Beioop nBera (cM. Pucynok 310) ykaxkuTte TpeOyeMbli I[BET B
Busie HEX-kona wiu B dopmate RGB.

3. Haxwmure kHonky OK.

BuiGop ueera x
Hew-kog MpegnpocumoTp
o )
KpacHeii JeneHpi CHHWIA

ss 9% . | 146

R

Pucynok 310 — Okao Beroop nBera

IIBeT, ykasaHHBIM Bpy4Hy!o, obaButcs B Habop Ilocnemnue nsera (cM. Pucynok 309) u
otMetuTcs dprnaxkkoM. [lanenb Beibopa 1nBeTa 3akpoetcsi. KOHTyp ¢pUrypbl OKpacuTcsi B BbIOpaHHBIN

IIBeT.
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4.10.5.1.3 CxonmpoBaTh IBET C IOMOIIBI0 ITHITETKH

[Iunerka npegHa3HayeHa iy OMHOBPEMEHHOTO KOTIMPOBAHMUS 11BeTa C TeKCTa UM 00BeKTa,
pacrosioXkeHHOTo B paboyei 06J1aCcTH IJIaBHOTO OKHA (CM. pasfien 3.6), ¥ mMpUMeHeHUs 3TOTO 1iBeTa

K KOHTYPY QUTyPBHI.

YTOoOBI CKOMTMPOBATH IBET C IIOMOIIIBIO MTUTIETKH, BBITOTHUTE CIIeyIOIHe TeUCTBHUS:

1. Haxmure KHOHKY Za (ITmmmetka) (cm. Pucynok 309). Ilanens BwiOOpa I1BeTa
3aKpOeTCsl, U Kypcop MPUMeT BU]] «IIpHllesiay Jijisl BbIbopa IBeTa.

2. HaBemuTe Kypcop Ha IIBeT, B KOTOPBIM TpebyeTcss OKpacUTb KOHTYp purypsl. s 6omee
TOYHOTO BBbIOOpA I[BeTa OpPUEHTUPYWTeCh Ha OOJIACTh, PACIIOJIOKEHHYIO CIIpaBa OT
Kypcopa. B Heli oToOpakaeTcsi IBET MUKCeJIsl, HA KOTOPBIM B JIAHHBIA MOMEHT HaBefleH
KYpCOp.

3. llenkHuTe 10 IBETY JIeBOW KHOIIKOU MBIIIH.

Kouryp ¢urypel oxpacuTcsi B BbIOpaHHBIM IIBET, W KypCOp IpuUMeT OOBIYHBIA BU/I.
Vkazansbiii 1Bet nobaButcs B Habop Ilocnemnue nBera (cMm. Pucynok 309) u otmetuTcst diaskkom
Ha MTaHeJIu BbIOOpa MBeTa.

Ecm TpeGyercss OTKIIIOUWTH MHUIeTKy 0Oe3 BbIOOpa IBeTa, HakmuTe kiaBuily Esc Ha

KJIaBHaType.

4.10.5.2 Be16paTh TOIIIMHY M THII JIHHUH KOHTypa Gurypsl

Yro6bl yKazaThb TOJIIMHY W TUIl JIMHUA KOHTypa GUIYpHl, BBINOJIHUTE Clelyloliye
JeCTBUS:
1. Brimenute GUrypy OJHUM IIEIYKOM MBIIINA WIHA BblIeJIUTe GUIYPY OBOWHBIM IEITYKOM
MBIIIIY, YTOOBI IepENTHU B PEXXUM ee PeJJaKTHUPOBaHHUS.
2. Ha maHenu WHCTPyMeHTOB, B pa3szeyie Purypa HaXkMUTe Ha CTPeJIKy CIIpaBa OT KHOIIKHU
E KonTtyp (cm. Pucynok 309).
3. B none ToamuHa JTHHUM yKakuTe TpeOyeMylO TOJIIIUHY KOHTypa BPYYHYIO WIH C

IMOMOIIbIO TIepeKIroYaTesId.

4. BpibepuTe THI JJMHUM KOHTYpa U3 MPelyCTaHOBJIEHHBIX 3HAUeHUH.
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4.10.5.3 IIpuMeHHTH HACTPOHKH KOHTYpa npeabinyinei Gurypol

Yro6bl OBICTPO NPUMEHWTh K ¢UIype HACTPOMKU KOHTypa Ipeablaylled (GUrypsl,

BBIIIOJIHWUTE Clleyroiye JIerCTBUS:

1.

Boienute ¢Gurypy oJlHAM IIeJTYKOM MBIIIN WK BbIAeINTe GUIYyPY IBONHBIM IIETYKOM

MBIIIIY, YTOOBI IIepeiTU B peXXUM ee peJlakTHPOBAHMUSI.

(cMm. Pucynok 311).

& UeeT 3anmekn ¥ MoaroHATE pasMep @

----- KoHtyp w

®urypa

Pucynok 311 — Knonka Kontyp

4.10.5.4 Yganuth KOHTYp QUrypbI

YT0oOBI yOanuTh KOHTYP GUTYPHI, BHIIIOJIHUTE CllelyIolye AeCTBUS:

1.

Brijienute GUrypy OHKM IIETYKOM MBIIIY WM BblleluTe GUIypy JABOHHBIM IHIETYKOM
MBIIIIH, YTOOBI IIepeiTH B peXXUM ee peJJakKTHPOBaHMUS.

Ha nanenu uHCTpyMeHTOB, B pasienie Purypa HaXXMUTe Ha CTpeJIKY CIpaBa OT KHOIIKHU
E Konryp (cm. Pucynok 312).

Ha manenmu BI)I60pa [IB€Ta HaXXMHUTEe KHOIIKY Hert KOHTYpaA.

= 1 v .-2. Lleet zanmekn v MogronaTe pazumep

Il
il
|

E Kontyp 9
Ab3au
HeT KOHTYRA
] LleeTa TeNMb:

Pucynok 312 — Knonka Het koHTYpa
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4.10.6 Ctuias 1uHUN

HJISI JIMHHUX MOXXHO OIIpelieJINTb IBEeT, TUIl XU TOJIIHUHY.

4.10.6.1 BeiopaTh 1iBeT JINHUH

YToOBI BBIOpPATh IIBET JIMHUH, BHITOJTHUTE CJIeYIOITHe TeUCTBHS:

1. Broigenure JuHUIO.
2. Ha maHenu UHCTPYMEHTOB, B pa3zesie JIMHUA HaXXMUTe Ha CTPeJIKy CIpaBa OT KHOIKHU

= CTutb muHuu (cM. Pucynok 313).

3. Ha oTkpeiBiIelics ITaHenu BbIOOpa I[BeTa yKaXKUTe IBeT JIMHWK OJHUM U3 CJIeyIOIINUX

CrI0Cco0O0B:

— BbI6epI/ITe IIBET B OOHOM M3 IMpeJCTaBJIeHHbIX Ha60pOB IIBETOB,
— YKaXXuTe KO/l IB€Td BPYYHYIO,

— CKOHHPYIZTE OBeT C IIOMOIIBIO ITMIIEeTKH!.

‘}{0 @ ﬁ w é ijTMnchenKM hd /3

(__) _ |= CTis IMHKMK
- | -

Mpaeka

HeT KoHTypa

c D Lieeta Teme: 1

CTaHgapTHEIE LEETa:

MacaegHue ueeTa:

Opyrue ugeta... j?

ToawmHa AMHKuK: 02507

Pucynok 313 — Knonka CTuib JIMHUM U IaHeJIb BbIOOpA I1BeTa
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4.10.6.1.1 BeiopaTh nBeT B pe/iCTaBJIeHHBIX HA00Opax IBETOB

Ha nanenu Bribopa 118eta (cM. PucyHok 313) nipesicraBiieHs! ciieyromide Habophbl I[BETOB:

— IIBeTa TeMbI — COJIEP)KUT I[BETOBYIO MTAJIMTPY TeMbl TeKYIero JJOKyMeHTa.

— CraHpapTHble IBeTa — COIEpXWUT IIBeTa, KOTOpPble II0JIb30BaTelXd 4Yallle BCEero
BBIOMPAIOT TIpH GOPMATUPOBAHUM JOKYMEHTa.

— Ilociennue nBeTa — COAEPXXUT JI0 JIECSTH IIOCIeIHUX 1IBeTOB, KOTOPbIe Bbl BBIOWpAU
npu ¢opmarvpoBaHuM JokyMeHTa paHee. Habop Ilociemnme mBera orobpakaercs,

eCJI1 BbI BbI6I/IpaJ'[I/I XOTS OBI OJIMH IIBEeT.

[Tpu HaBeneHMM Kypcopa MBI Ha Ji0OO0M 1IBeT oToOpaXkaeTcsi 3HaUeHHe 3TOro IiBeTa B
nBeroBoii Mosienmn RGB. Hanpumep: RGB 192,80,77.

Jly1st BBIOOpA 11BeTa IeJIKHUTe 10 HeMy JIeBOM KHOIIKOW MBIIIIH.

LIBet mo6aBuTcs B Habop Ilociemrue nBera u otMetuTcs GuiaskkoM. Ilarens BeIOOpa 1BeTa

3akpoetcs. JIuHus okpacuTcsl B BBIOPAHHBIH 1IBET.

4.10.6.1.2 Yka3aTh kox 1BeTa BpY4YHYIO

Ecimu B nepeuncriienHbix Habopax 11BeTOB HeT MOJIXO/SIIEro IIBeTa, YKaXKUTe ero KOojl BPYIHYIO:

1. Haxmure kHotiky JIpyrue nBera (cM. PrucyHok 313).

2. B otkpeiBiieMcst okHe Beioop nBera (cM. PucyHok 314) ykaxuTe TpeOyeMblid IIBET B
Busie HEX-kona wim B popmare RGB.

3. Haxwmure kHoniky OK.

EwiBop ueeTa %
Hex-kog MpeanpocwoTp
KpacHeil JeneHbl A CuHWiA

5 Eal 5

31 . 73 . 125 .,

Pucynok 314 — Oxno Beioop nBera
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[IBeT, yka3aHHBbIM Bpy4YHyI0, 00aBuTCs B Habop Ilocimemume mBera (cM. Pucynok 313) u

OTMEeTHUTCA (bﬂa)KKOM. [Tanens BbI60pa [IB€Ta 3daKpOeTCH. JInHusg OKpaCHUTCA B BbI6paHHbII>'I OBeT.

4.10.6.1.3 CxonmpoBaTh BET C IOMOIIBI0 ITHITETKH

[TuneTka npepHa3HaveHa Jyisi OJJHOBPEMEHHOTO KOIIMPOBAHUS IIBeTa C TeKCTa UM 0OBEeKTa,
pacrosioXkeHHOTo B paboyei 06J1aCcTH IJIaBHOTO OKHA (CM. pasfien 3.6), ¥ mMpUMeHeHUs 3TOTO 1iBeTa
K JIUHUH.

YTOoOBI CKOMTMPOBATH IBET C IIOMOIIIBIO MMUTIETKH, BBIMTOTHUTE CIIeyIOIHe TeUCTBHS:

1. Haxmure KHOMKY v (IImmerka) (cm. Pucynok 313). Ilanens BbiOOpa I11BeTa
3aKpOeTCsl, U KYpcop MPUMEeT BU]] «IIpHllefiay Jijisi BbIbopa 1BeTa.

2. HaBenuTe Kypcop Ha IBeT, B KOTOPBIN TpebyeTcsi OKpacUThb JIMHUIO. [1Jis 6ojiee TOYHOTO
BbIOOPA I[BeTa OPUEHTUPYUITeCh Ha 00J1aCTb, PACIIONIOXKEHHYIO CIIpaBa OT Kypcopa. B Hei
oToOpakaeTcsl IIBET ITUKCeJis, Ha KOTOPbIM B JaHHBIM MOMEHT HaBeJleH KypCcop.

3. llenkHwuTe 110 IBETY JIeBOW KHOIIKOU MBIIIH.

JIuHus okpacuTcsl B BbIOpaHHBIN I[BET, U KYpCOp NMpUMeT OObIUHBIM BU/. YKa3aHHBIM IBET
nobasutcs B Habop Ilocimemnme nBera (cM. Pucynok 313) um oTmerutrcs ¢uiaXkkoM Ha IaHeNIU
BbIOODA IIBeTa.

Ecm TpeGyercss OTKIIIOUWTH MHUIEeTKy 0Oe3 BbIOOpa IBeTa, HaxmuTe kiaBuily Esc Ha

KJIaBUaType.

4.10.6.2 Be1dpaTh TOIIMHY M THII JIHHUH

YToOb!I yKa3aTh TOJIIMHY U THII JIMHWH, BBITIOJIHUATE CJIeAYIOIIHe IeiCTBUS:

1. Broimenute nuHUIO.

2. Ha maHenu MHCTPYMEHTOB, B pa3ziesie JIMHUA HaXXKMUTe Ha CTPeJIKy CIpaBa OT KHOIIKHU
E Ctunb muanu (cM. Pucynok 313).

3. B none TonmuHa JUHHUH yKaXXUATe TpeOyemMylOo TOJIIMHY JIMHUM BPYYHYIO WM C

IMOMOIIbIO TIepeKIroYaTesId.

4. BpibepuTe TUII IMHUW U3 TIpe/lyCTaHOBJIEHHBIX 3HAYeHUH.
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4.10.6.3 IIpuMeHHNTH CTUWIb NpeAbIayIIeii TUHUHI

YTo06BI GBICTpO IIPpUMEHUTDh K JIMHUH CTUJIb Hpe):[bIHYH_IEfl JIMHHWH, BBIIIOJIHUTE CJIeAyloliue

JeUCTBUL.

1.

Brigenure nuHuio.

2. Ha maHeqM WHCTPYMEHTOB, B pasjiejie JIMHMSI HaXXKMHUTE KHONKY &m CTHIL JIUHUH

(cMm. Pucynok 315).

WHetpymenter Bug  OBwwi goctyn  Hagcrpoikw  Cnpaexa

m Awarpamma v

MNMuHwKa BcTraBka

,—_,;"E Tun cTpenkn v ,/a,

----- b
CTHAE AMHWK

Pucynok 315 — Knonka CTuwib TuHUN

4.10.6.4 CopocuTh HaCTPOHKH CTHJISI IUHHHU

HpI/I HEO6XOHI/IMOCTI/I MO>XHO C6pOCI/ITb HaCTpOﬁKH CTWJIA JIMHUHA. HJISI OTOI'O BBIIIOJIHHUTE

CIleflyIolye NeiCTBUL:

1.
2.

BbI)IEJII/ITE JIMHHIO.

Ha nmanenu HMHCTPYMEHTOB, B pa3jiejie JIMHUA HAOXXMUTE Ha CTpPeJIKYy CIIpdaBd OT KHOIIKH

e CTHIB IMHNU (cM. PrucyHok 316).

Ha manenmu BI)I60pa [IBe€Ta HaXXMHUTEe KHOIIKY Her KOHTYpaA.

Popmar  TaBawua Jandsie Wactpymente Bug  OBwwid goctyn  Hapetpoiikw

;‘i; [ﬁ w & E;"ETI-‘II'ICTP-E'J'IKH W /6

__ DUU [Ownarpamma
O [; CTHAE AMHKAK v] !
Mpaeka
HeT KOHTYpa L\}
c D LlpeTa Temb: 1

Pucynok 316 — Knonka Het koHTYpa
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4.10.7 i3smeHuTs pa3mep purypsl

Beicoty 1 mvpuHy GUrypbl MOXXHO M3MEHUTH C COXpaHeHHeM WK 6e3 COXpaHeH!s! ITPOIIOPIIWH.

YTo6bI MU3MEHUTH pazMep GUI'YpbI C COXpaHeHHeM IPOIOPIIVH, BBIIOIHUTE CIIeAytolye JeHCTBYS:

1. Beimenure ¢urypy, paamep KOTOpoi He06X0IUMO U3MEHUTb.

2. YIepxuBas JieBYIO KHOIIKY MBIIIIH, TPOTSHUTe JIF000M M3 YIJIOBBIX MAapKEepOB paMKH Tak,
4yTOOBI pUTrypa NpHHsIIa Heo6xoauMbIi pa3mep (cM. Prucynok 317).

3. OrtmycTuTe JIeByI0 KHOIIKY MBIIIHY, YTOOBI 3aMKCUPOBATh HOBBIN pa3Mep (pUryphl.

gt

[F=T - - T R = R B A

—
=

Pucynok 317 — I3mMeHeHune pa3mepa GUTyphl C COXpaHEeHHeM MPONOPIUN

YT00BI M3MEHUTh pa3Mep GUTypbl 6e3 COXpaHeH!s! IIPOIIOPIWH, BBIIOJIHUTE CJIeTyIOIIe eHCTBUSL:
1. Boipenure ¢urypy, pasmep KOTOpoil HE0OX0/IUMO U3MEHUTb.
2. YIepxwBas JieByl0 KHOIIKY MBIIIH, IlepeMecTUTe OAWH M3 MapKepoB paMKU (UIypbI

(cMm. Pucynok 318):

[F=T - - T R = R R A

—
=

Pucynok 318 — U3menenne pasmepa ¢urypel 6e3 coxpaHeHuUs IIPONIOPLUN
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— JUId W3MeHeHHs BbICOTHI (UIyphbl IlepeMecTUTe BepXHHUW WM HIDKHUM MapKep

paMKy;
— Ui U3MeHeHHs MIUPUHBI GUTYPHI ITIepeMecTHTe JIeBbIN WX MTPaBbli MapKep PaMKH.

3. OrtmycTuTe JIeBYIO KHOIIKY MBIIIH, YTOObI 3adUKCUPOBATh HOBBIN pa3mep GpUTypHI.

4.10.8 Ilogoruars pa3mep Gurypsl noj TeKCT

BricoTy ¢pUrypsl MOXKHO IIOZJOTHATH IO, PaCIIOJIOXKEeHHBIN B Hel TeKCT.

J1J1s1 3TOTO BBIIIOJIHUTE CIIe[lyoIlire 1eHCTBUSL:

1. Beimenure ¢urypy.

2. Ha nanenu uHCTpyMeHTOB, B pasfieie durypa (cm. PucyHok 319) HaxkmuTe KHOIKY

HOI[I‘OHHTI) pa3mep.

) LleeT zanuekn v | I'Iu:r,a,rn:anprasuepl rﬂ

----- KoHtyp v

Purypa

Pucynok 319 — Knonka Iloaronsats pa3mep

YToOBI OTMEHUTD IIOATOHKY Cl)I/Il"ypr MOJI TeKCT, BBIIIOJIHUTE JIaHHbIE JeMCTBUS ITIOBTOPHO.

4.10.9 VIsMeHUTH JJIMHY M YT0JI HAKJIOHA THHUH

YToOBI U3MEHUTH JJIMHY WM YTOJI HAKJIOHA JIMHUM, BBITIOJTHUTE CIIeIYIOIe 1eHCTBUS:

1. Broimenute nuHUIO.

2. HaBenuTe Kypcop Ha Mapkep Hadajla WM KOHIIA JIMHUM TaK, YTOOBI KypCOp HPUHSII
sy .

3. YnepxxuBas JIeBYIO KHOTIKY MBIIIIH, TPOTSIHUTE MapKep B TpeOyeMoe MeCTOTIOJIOKeHHe.

4. OrmycruTe JIeBYIO KHOIIKY MBIIIH.

[Tpu HEe0O6x0AMMOCTH TlepeMellleHre MapKepa MOXHO IpepBaTh HaXkaTheM Ha kiaBuily Esc.

MapKep BEpPHETCA B UCXOJHOe ITI0JIOXKeHHUe.
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4.10.10 BeibpaTh THII HAKOHEYHHKOB JINHIUH

J111 Havana ¥ KOHIJA JIMHUM MOXXHO BbIOpaTh TUIT HAKOHEYHHKOB. BpIOOp MOXHO czienarhb Kak
JI0 Hayvasla prucoBaHusl IMHUM (cM. paszen 4.10.1), Tak v py pelakTHPOBAaHMM HAPHCOBAHHOM JIMHUM.
YroObl BLIOpPATh TUIT HAKOHEYHUKOB, BBIIIOJIHUTE CllelyIOIIve AefCTBUS:
A
1. Ha naHenu WMHCTPyMeHTOB, B pasfiesie JIMHMSA HaXMuTe KHONKY ' THII cTpeiku

(cMm. Pucynok 320).

-\r'( ﬁ w ,:,.;’E' Twun cTpenkn \I:} /@.
{_‘n w )
Mpaeka

+— — |

C D I F

« — —»

*— — — |

*— — —» |

Pucynok 320 — Knonka Tun crpenkn

2. B BbImajaromiemM crvcke BblOepuTe TUI JIEBOTO W/WIM NPABOTO HaKOHeYHHKa. Ecim
TpebyeTcst yOpaThb paHee BbIOpaHHble HAaKOHEYHHKH, B TepBOM CTPOKe BBINAAIOIIero

CITMCKa BbIOepuTe /Jisl JIEBOTO W/WUJTK TTPaBOro HakoHeyHuKa Tvil — (Her).

| o
3. HOBTOpHO HA’>XMHTe KHOIIKY |'_«ff Tun CTPpeJIKH, YTOOBI 3dKPbITh BBITIdJIdIOIIIWK CIIMCOK.

4.10.11 IlepemecTuts purypy

durypy MOoXHO IlepeMelaTh CJIeAYIOIMMU CII0cobaMu:

— IepeTacKWBaTh, y/lep>kKUBas JIEBYIO KHOIIKY MBIIIIH;

— IepeMelIaTh CTPOrO IO BEPTUKAJINA WIXA 110 TOPU3OHTAJIM C IIOMOIIBIO KJIABUII <—, T, |,
— Ha KJIaBHUaType.

[Tpu nepemeriienny GUIypHI C IOMOIIBIO KJIABUII «—, T, |, — IlIar MepeMeIieHns 3aBUCUT OT

Macirada HAOKYMCHTA:

— eciu Maciatabd < 200%, To mar = 4 MMm;

— ecym macirrad > 200%, to mar = 1 MM.
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Yrobbl yBEWMYWTH IIAr, IepeMerianTe GUIypy KiIaBumamMu <«—, T, |, —, yAepxuBas
Hakatoi kiasuiy Shift. B maHHOM citydae mmar rnepemeliieHus 6yieT paBeH:
— eciu mactarab < 200%, to mar = 4 cMm;

— eciu maciarad > 200%, to mar = 1 cm.

4.10.12 Yaanuts ¢urypy

YtoOb! ynanutb GUrypy, BHIIOIHUTE CIIeAYOIIe TeACTBUS:
1. Breimenure ¢purypy, KOTOpyro HeOOXOAUMO YJIAIUTb.
2. BpeinonHuTe KOMaHAy yIaleHHs OJTHUM U3 CJIeyIOIINX CII0COOO0B:

— Ecmm IJIL yaajieHUsd BI)I6paHa JIMHHS, Ha ITaHeJIM UHCTPYMEHTOB, B pa3jeiie JInnus

Ha)XMUTEe KHOIIKY /’6 (Ynanure aunuio) (cM. Pucynok 321). Ecnu s ynanenus

BbIOpaHa Jjtobasi apyras ¢urypa, Ha HaHeJIM WHCTPYMEHTOB, B pa3sfene Pdurypa

Ha)XKMUTe KHOIIKY 'ﬂ (Yaanurs ¢urypy) (cMm. Pucynok 322).

MHctpymentes Bug OBwwid goctyn  Hagctpoikw

1 \D'ﬂ [warpamma

TMvHwnA Bcraska

,-_,,/m Tun cTpenkn v /'I;

----- f
CTUAL AMHWUK

Pucynok 321 — Kxonka Y ganurs JUHNIO

LeeT zaanekn v MoaroHaTe pasmep @

-

----- KoHntyp

durypa

Pucynok 322 — Kuonka Yaanuts ¢purypy

— IlpaBoii KHONKOM MBIIIM MIeJIKHUTe 10 ¢urype ¢ BBIIOJHWATE KOMAaHIYy

KOHTEKCTHOTO MeHI0 YIaJIuTh JIMHUIO/ Y JaJIUTh QUrypy.

— Haxwmure kiaBuiry Delete v Backspace Ha kiaBuaType.
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4.11 ®opmaTupoBaHHe JOKYMEHTA

[Ipu coznmanuu ¢aiibl UMEIOT CTaHJapTHOe GOpMaTUpPOBaHKeE 110 HECKOJIbKMM ITapaMeTpaM.
Yrobpl u3MeHUTh QopMaTHpoBaHME Ha OJTalle CO3JaHus (ailyla, TMPOCTO BHIOJIHUTE
HeoOXoauMble KOMaH bl Eciii u3MeHeHus1 BHOCSITCSI B yoKe CYIIeCTBYIOMMM (aiisl, TO Mpexae 4em

BBITIOJTHSITH KOMAH/IbI, BbilesiuTe pparMeHT, GOpMaTHPOBaHUE KOTOPOT0 HeOOXOIUMO U3MEHUTb.

4.11.1 MpudT

[Io ymonmyaHWI0O TpU CO3MaHUM JOKyMeHTa B mnpuiokeHnn «MonOduc Tabmuia»
ucnosnb3yetcs mpudTt XO Thames.
YT06BI OBICTPO U3MEHUTH LIPUPT, BHIIOJIHUTE CllelyIoIIye JeHCTBUS:
1. VYkaxwure TeKcT, i1l KOTOPOro TpeOyeTcs U3BMEeHUTh MIPUQT:
— Yro0Bl U3MeHUTH MIPUQPT IJIsI BCETO TEKCTA, PacCIlOIOXKeHHOI'O B siuelike, BbIIeNIUTe
OTY dYeHKy.
— Yrobbl uaMeHuTh MWpPUPT i1 PparMeHTa TeKCTa, PACIOJIOXKEHHOTO B sYelKe,

nepeniuTe B peXXUM peIaKTUPOBAHUS STYeMKU U BblJIeJIUTe JJaHHBIM PparMeHT.

— Yrtobbl M3MeHUTh HMIPUPT B OIHOM CJIOBe, MEperiuTe B PeXUM pelaKTUPOBaHUS

s/YeMKU U YCTaHOBUTe KypCOp Ha JJAHHOM CJIOBe WJIU BBIJIeJIUTE ero IeJIMKOM.

2. Ha nanenu uHCTpyMeHTOB, B pa3zzeiie IlIpudT (cM. PrucyHok 323) 1mienkHuTe 110 MOJIO C
Ha3BaHMeM TeKyllero mpudra.

3. HauynuTe BBOOUTH Ha3BaHHWe HY>XHOTO LIpudTa. B BeINagaromem crnucke orobpasutcs
CIIMCOK IIPUQPTOB, COOTBETCTBYIOIINX YCIOBHSIM ITOMCKA.

4. Brpibepute TpeOyeMblii MIPUPT C IOMOIIBIO MBIIIN WIK KJIaBUII KJIABUATYPHI:

— [llesnkHUTE 110 Ha3BaHUIO MIPU(PTA JIEBOM KHOIIKOM MBIIIIH.

— BblgenuTe Ha3BaHHe MIPUQTA C TOMOIIBIO KJIABHUII KJIABUATYphl | U T M HaXXMUTe

xiaBuiy Enter.

Dopmar  Tabmwua [fandwie  WHctpymentw Bug  OBwwid goctyn

%X O By & [edE ) [ |

<. X0 Oriel

Mpaeka
X0 Oned Condensed

Pucynoxk 323 — Ilouck mpudra
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YroObl BLIOpATh MIPUPT M3 MOJTHOTO CIIKACKA MIPUPTOB, BBHIIIOJIHUTE CIle/lytollye 1eHCTBUSL:

1. Vkaxwure TekcCT, Iyisi KOTOporo TpebyeTcss M3MeHWUTh IIPUQT, TakK, KaK 3TO OINKCAHO
BBIIIIE.

2. Ha nanenu uHCTpyMeHTOB, B pasnese IHIpudT HaxkmMuTe KHOIIKY ¥ CIIpaBa OT Ha3BaHUs
Tekymero mpugTa (cM. PucyHok 324).

3. B BeinmaziaromieM crvcke Bbibepute TpeOyeMbli HIPUT C MOMOIIBIO MBIIIY WA KJIABUII
KJIaBUATYPHI:

— IllenkHuTe 10 Ha3BaHMIO MIPHUQTA JIeBOW KHOIIKOM MBIIIIH.

— BI)IJIEJII/ITQ Ha3BdHHEe IIIpI/ICl)Ta C IIOMOIIBIO KJIABUII KJIABUATYPbL l n T N HaXXMUTe

kiaBuily Enter.

Dopmar  Tabovua  Jandwme  WHctpymentss Bug  OBwwid goctyn  HagcTpoikw

X% B v & [ XO Thames vl 12 v AT AT
RSN

—
ﬁ I"' _v.,i’ KD 'T]'Ia.'lTlEH _ il ﬁ v

Mpaeka

Cormarant

D E PT Astra Sans H

FT Astra Senf

PT Sans

PT Serif

X0 Caliburn

X0 Courser

Pucynok 324 — [TonHbIiA criicok mpugTOB

Pexomennyercst vicnosb3oBath mpudThl cemeiictBa X0, 4TOObI COXpPaHSTh popMaTHPOBaHUE

JIOKyMeHTa IIPY ero OTKPBITHH B APYTUX OIepPallMOHHBIX CUCTeMaX.
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4.11.2 Pa3mep mpudra

YT0o6b! MI3MEHUTh pa3Mep MIPUQTA, BBHIIOJIHUTE CIIeAyIOLe 1efCTBUS:
1. Ha nanenu uHCTpyMeHTOB, B pa3zieie IlIpu¢T HaXkmuTe KHONKY v CIIpaBa OT pa3Mmepa
Teky1ero mpudra (cMm. Pucynoxk 325).

2. B oTkpbIBIIEMCS CTIMCKe BbIOEPUTE HEOOXOUMBbIN pa3mMep mpudTa.

Dopmar  Tabawua  Jannwie  Woctpymedte Bug OBwwi goctyn HagcTpoikw
X v & XO Thames vl |12 ‘Tﬁé AT AT
9 c X K Y AB T . | o~

Mpaeka WpudT

=]

14

16

18

20

24

Pucynok 325 — Beimaparommii cnvicok Pazmep mpudra

Ecim HeoOxoiMMoro pa3Mepa HeT B CIIMCKe, 3a/IaiiTe ero Bpy4Hyto. [ljis aToro:

1. Ha nmanenu uHCcTpyMeHTOB, B pasneiie HlIpudT BbimenuTe Tekylee 3HaUeHHe pa3Mepa
mpudra.

2. Baenurte Heobxomumoe 3HaueHue. B kadecTBe paszpmenuresisi [jis IPOOHBIX 3HAYeHUH
WCIob3yWTe 3ansaTyro. Hanpumep: 21,5.

3. Haxmwure kiaBumny Enter.
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Il yBesnvdeHus pasMepa HMIpudTa Ha OAHY €[VHUILY BBIIOJHWATE OJHO W3 CIIeAYIOIIHUX
JIeMICTBUI:
— DBroibepute nyHkT komaHgHoro meHio Popmar > Illpudrt > YBenuuurs pasmep

mpudta (cM. Pucynok 326).

®opmar  TaGavua  Jaddoie Moctpyments Bug  OBwwi goctyn  Hagcrpokkn C

WpndT PO MonyxvpHoii Ctrl+B
BmipaeHweanne P K Kypcwe Ctrl+|
lMosopoT TekcTa Y U MoguepkhyToii Ctrl+U
Hucnosoid dopmar... &~ YmeHbwuTe pasmep wpudta

OBnacTe nevatu Y| At Yeenwunts pazmep wWpudTa

CoxpaHnTb n3obpakedue... ™

T JauepkHYTHIA

Pucynoxk 326 — KomaHnzibl yBer4eHUs: U YMeHbIlleHUs padmepa mpudra

— Ha nmanenu unctpymenToB, B pasneiie HIpugt (cMm. Pucynok 327) HaxMuTe KHOIIKY

AT (YBenuuursb pazmep mpudra).

WHetpymenter Bug  OBwwih goctyn Hagcrpoikn  Cnpaexa

XO Thames v 12 v AT AT N = = =
X K 4 ABT - &~ v Lv&vz
W pudT BroipaBHWBaHWe

Pucynok 327 — Knonku yBenu4eHUs] U YMeHbIlIeHUs pa3mepa mpudTra

Jlist ymeHbIlleHHs pa3Mepa mIpUdTa Ha OJIHY eIMHUIy BBIIIOJIHWTE OJHO W3 CJIeAYIOLIUX
IelCTBUM:
— DBroibepute nyHkT komaHgHOro MeHro Popmar > Illpudt > YMeHBIIUTH pasMep
mpudta (cM. PucyHok 326).

— Ha nmanenu unctpymenToB, B pasneiie HIpugt (cm. PucyHok 327) HakMuTe KHOIKY

A~ (YMeHbIINTH pa3Mep mpu@Ta).
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4.11.3 Odopmienue Texkcra

HaHHI:IM B slYEHKe MOXKHO IIpHUCBOUTH pPdA3HOE O(l)OpMJ'[eHI/Ie, YTOOBI BBIIEJINTh UX HA (l)OHe

OCTaJIbHOT'O COAEpP>XHUMOTI'0 B Ta6JII/IIIe.

B Tabnuiie Huke Ipe/cTaBieHbl BapuaHTbl OQOpPMIIeHHs TeKCTa C COOTBETCTBYIOIIMMU

KOMaHJIaMH.
Ta6usmma 21 — OdopmieHue Tekcra
Knonka Ha nmaHenu Coueranue Coueranue
Odopminenne | IIyHKT KOMaHIHOIO
TeKCTa MEHIO HHCTPYMEHTOB, kiaasui B OC KJIaBHIIX
B paznene «IlIpudpT» Windows/Linux B macOS
. | ®opmat > llpudrt >
IomyxupHbIil TToMy><HpHBI X Ctrl+B #Cmd+B
®opmar > Ulpudrt > |
Kypcuéb Kypcue K Ctrl+I #Cmd+ I
[MogyepkHYTHIN Popmar > LHpI:Iq)T g Y Ctrl+U #Cmd+ U
[ToguepkHyTBIN
BCE ®opmar > lpudt > . . .
[TPOITMCHBIE | Bce nponumcHbie AB Crl+Shift+A [Shift+sCmd+A
. Popwmar > llpudr > -~ ~ )
P 3auepKHYTHIi B
Toncrpounsii 3HAK (DOpMaT g IHPHCI)T g see > ><E Ctrl+= ¥Cmd+=
[MoncTpovnblii 3HaK
Hancrpounsi oy | POPMAT > LlIpidpr > voes X Cirl+Shift+= | @Shift+%Cmd+=
Hancrpounsiii 3Hak
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4.11.4 IiBer Texkcra

YT0o6BI MI3MEHUTH 1IBET LIPUPTA B TEKCTe, BHIIIOJIHUTE Clleylolye AeCTBUS:
1. Vkaxwure TekcrT, [jisl KOTOPOro TpebyeTcst U3MeHUTH LiBeT HIpUQTa:

YtoObl M3MEeHUTHh IBeT IMpUdTa IsI BCETO TEKCTa, PACIIOJIOXKEHHOro B sYeiKe,

BBIJIeJIUTe 3Ty SYeiKy WM BblIeJINTe BeCh TEeKCT B OTOU SYelike.

YtoObI M3MEeHUTH 1BeT mprdTa Jisg dparMeHTa TeKCTa, PacloyioKeHHOTO B sSYeiKe,

NeperIuTe B PeXXUM peJaKTUPOBaHUS STYeMKU U BbIJIEJIUTE TaHHbINA GpparMeHT.

— Yrobbl wu3MeHUTH 1BeT ImIpudTa B OJHOM CJIOBe, IIepelduTe B PpEXUM
pPelaKTAPOBaHUs STUeMKH M YCTaHOBUTE KyPCOp Ha JAHHOM CJIOBe WIH BBIJIEJIUTE ero
I[EJIUKOM.

Yrobbl BLIOpATh MOCTEIHUM 1IBET, KOTOPbIA NPUMEHsUICS K IpUTy paHee, Ha MaHeIU

HMHCTPyMeHTOB, B pa3nesie IlIpudT HaxkmuTe KHOMIKY i (IIBet Tekcra) (cM. Pucynok 328).
3. Utobpl BbIOpaTh M1 mIpUdTa IPYrod IBeT, HAKMUTE Ha CTPeJIKy ClipaBa OT KHOIIKU

i (IIBet Tekcra).

WMuctpymernts Bug  OBwwi goctyn  Hagctpokkw  Cnpaska

XO Thames v 12 v AT AT N = = = 061

X K Y AR e _i%ﬁ?v‘iv?@jﬁvﬁ p

WpudT N
Lleeta Temb:

HEEEEE

CrangapTHeie LELTa:

MocnegHue ugeTa:

Opyrue ugeta... j?

Pucynok 328 — Knonka IlBeT TekcTa u 1naHesib BbIOOpa I[BeTa
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4. Ha OTKpBIBIIEMCS MaHeIU BbIOOpA IBeTa YKAKUTE IBeT MpUQTa OJHUM U3 CIIeTIyIOIINX
CII0CO0OO0B:

— BbIOepuTe LIBeT B OJIHOM U3 IIpeJICTaB/IeHHbIX HAOOPOB I1BETOB,
— YKaXWTe KOJ [1BeTa BPy4YHYIO,

- CKOHHPYFITE OBeT C IIOMOIIBIO ITUIIEeTKH.

4.11.4.1 BeiopaTh BeT B IpeCTaBJIEHHBIX HA0OpPax IIBETOB

Ha manenu Beibopa nBeta (cM. PucyHnok 328) mpejicTaBiieHbl Ciiefiytoiiyde Habophl IIBETOB:

— IIBeTa TeMBI — COJIEP)XXUT IIBETOBYIO MAJIMTPY TEMBI TEKYIIlero JOKyMeHTa.

— CrangapTHble IBeTa — COJEPXUT I[BeTa, KOTOpble II0JIb30BaTeNld dYallle BCEero
BbIOMpAIOT IpU GOPMATHPOBAHUHU JOKYMEHTA.

— ITocmegnme mBeTa — COIEPXKUT JI0 JECSTH MOCIIEHUX IIBETOB, KOTOPBIE BbI BHIOMPAH
npu ¢opmarvpoBaHuM JokyMeHTa paHee. Habop Ilociemnme mBera orobpakaercs,
€CJIU Bbl BbIOMPAJIA XOTs Obl OJIMH IIBET.

[Tpu HaBeneHMM Kypcopa MBI Ha Ji0OO0M 1IBeT oToOpaXkaeTcsi 3HaUeHHe 3TOro IiBeTa B

uBetoBor Mmogenu RGB. Hanpumep: RGB 192,80,77.
Jly1st BBIOOPA 11BeTa IIeJIKHUTe 110 HeMy JIeBOM KHOIIKOW MBIIIIH.
LIBet no6aBuTcs B Habop Ilociemuue nBera 1 otMetuTcs duiaskkom. [lanens Beibopa 11BeTa

3akpoertcs. [IIpudTt Tekcra okpacuTcs: B BBIOpaHHBIM I1BET.

4.11.4.2 Yka3aTh KoJ] IBeTa BPYYHYIO

Ecnmn B mepeuncieHHbIX Habopax I[BeTOB HeT IOAXO/SINEro IIBeTa, YKaKUTe ero Koj
BpPYYHYIO:
1. Haxwmure kHotiky JIpyrue nBera (cM. PrucyHok 328).
2. B otkpoiBiieMcs okHe Brioop nBera (cM. PucyHok 329) ykaxute Tpebyemblil 1[BeT B
Bujsie HEX-koma wim B popmare RGB.

3. Haxwmwure kHonky OK.

IIBer, ykazaHHbIN Bpy4HY1O, J00aBuTcs B Habop Ilocmemnue nBera (cMm. Pucynok 328) u
otMetuTcsi ¢uakkoM. Ilanens BeiOopa 1Beta 3akpoetcs. Ipudt Tekcra okpacuTcsi B BbIOpaHHBIN

IIBeT.
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Brifop ueeta >
Hex-kog MpegnpocuoTp
e
KpacHmi 3eneHbl i CHHWIA

o Cllo Z.|o

R

Pucynok 329 — Oxno Beioop nBera

4.11.4.3 CxonnupoBaTh 1IBeT C NOMOIIBIO ITHIIEeTKH

ITunerka IpeaHa3Ha4eHa I OOAHOBPEMEHHOT'O KOIIMPOBAaHHS IIB€Td C TeKCTa HUJIN O6’b€KTa,
pacrosioXkeHHOro B paboyei 06J1aCcTH IVIaBHOTO OKHA (CM. pasfien 3.6), ¥ IpUMeHeHUs 3TOTO IIBeTa

K H_IpI/I(l)Ty BBIJI€JIEHHOI'O TeKCTAd.

[TureTka HeakTHBHA MpU paboTe ¢ 3aMeTkamMu (CM. paszen 4.4.7).

YTtoObI CKOITMPOBATH IBET C [IOMOLIbIO ITUIIeTKH, BBIIIOJIHUTE CJIIeAYIoIIre JIeUCTBHS:

4. HaxmuTe KHOIIKY & (ITmmerka) (cm. Pucynok 328). Ilanens BbIOOpa IBeTa
3aKpOeTCcs, ¥ Kypcop MPUMeT BU/L «IIPHUIleia» JIJis BhIOOpa IBeTa.

5. HaBemuTe Kypcop Ha IIBeT, B KOTOPBIA TpeOyeTcsl OKpPAaCHUTh BbIJIENIeHHBIA TeKCT. Jliis
HoJiee TOYHOTO BBIOOpA IIBETa OPUEHTUPYUTECH HAa 06J1aCTh, PACIOJI0XKEHHYO CIpaBa OT
Kypcopa. B Helt oTobpaskaeTcsl IIBET MUKCeJIsl, Ha KOTOPHIM B JJAaHHBIM MOMEHT HaBefleH
KypCOp.

6. IlenkHuTe 10 1BETY JIeBOW KHOIKOU MBIIIIH.

[IIpudT BHIIEJIEHHOTO TEKCTa OKPACUTCS B yKa3aHHBIM I[BET, U KypCOp NMPUMET OOBIYHBIN
BUJI. YKa3aHHbIM IBeT AobaButcs B HaOop Ilocinemume mBera (cM. PucyHok 328) u oTrmeruTcs
¢daxkoM Ha MaHesu BbIbOpa IBeTa.

Ecym Tpebyercst oTkIIouMTh NUIeTKy 6e3 BbIbopa I1BeTa, HaxXMuUTe KiaBuilly Esc Ha kiaBuarype.
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4.11.5 IiBeT BBIZIEJICHHSI TEKCTA

HpI/I pa60Te HaZl HOOKYMEHTOM OTJeJIbHbIe (l)paI‘MEHTbI TeKCTda MOXHO BbIIOeJIATh

pa3MYHBIMU 1IBeTaMH (110 TUIY MapKepa), YTOObI clieflaTh MX 3amMeTHee Ha (pOHe OCTaIbHOTO

COJIEP>KHMMOT0 JIOKyMeHTa.

YToObI BBIJIEJIUTH TEKCT I[BETOM, BBITIOJIHUTE CJIeAyIOIe 1eHCTBUS:

1. VYkaxwure TpeOyeMblil TEKCT:

YToO6BI BBIJEJINTL IIBETOM BeCb TeKCT, pacnonox(eHan?I B sYelKe, BBbIJIEJIUTe Ty

AYeUKY.

YTo06BI BBIJIEJINTh ITBETOM Cl)paFMeHT TeKCTa, pacnonoxceHan?I B sYElKe, HepemeTe

B PEXXUM PeJIaKTUPOBAHUS TYEUKHU U BbIIeJIUTe JaHHBIM PpparMeHT.
YToOBI BLIIENIUTH IIBETOM OJIHO CJIOBO, IEpPeHINTe B PEXHUM pedaKTHPOBAHUS
STYEMKW ¥ YCTAaHOBUTE KYPCOP Ha JJAaHHOM CJIOBE WU BbIIEJTUTE ero 1eJIMKOM.

2. YrtoObl BBIOpaTh MOCTEOHUHN I[BET, KOTOPBIA HCIIOB30BAJICS IS BBIJIEJIEHUS TeKCTa

paHee, Ha IaHeld WHCTPyMeHTOB, B paszeiie IIpudT HaxMuTe KHOMIKY & (OBet

BbIfIeJIeHus TekcTa) (cM. Pucynok 330).

WMHctpymentsr By OBwwi goctyn Hagcrpoikw  Cnpaeka

XO Thames v 12 v AT AT

X K 4 AB F - iv@%‘ivéﬁwﬁ p

WpudT
: : : III IIII

MocaegHue ueeTa:

Be3 upeta

Pucynok 330 — Knonka IlBeT BhIeieHHsI TeKCTa

3. Yrtobbl BbI6paTb JJIsd BbIJeJIeHHWs TeKCTa ,[[pyTOﬁ [BET, Hd IIdHeJIM MHCTPYMEHTOB, B

paznene IllpudT HakMUTEe Ha CTPeJIKYy CIpaBa OT KHOIKHU & (IIBet BBIZEIEHUSA

TeKCTa).
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4. BribepuTe HeOOXOIUMBINA I[BET B IMPEACTABIEHHOW ManmuTpe Wik B Oiioke Ilociemume
nBeta. /[aHHbIN OJI0K 0OTOOpaXkaeTcsl, eCJIv paHee ISl BblJleJIeHUsl TeKCTa UCTIOIb30BaJICS
XO0Tsl Obl OJIUH I[BeT U3 MaJUTphl. Bcero B 6si0ke MoOXXeT OTOOPaXKaTbCsl OT OAHOTO IO

BOCBHMH II0CJIeJHUX HCIIOJIb30BAHHBIX IIBETOB.
BbI6paHHbIﬁ IIBET OTMETUTCHI Cl)ﬂa)KKOM, M TeKCT BBIEJIUTCA 3TUM IIBETOM.

YTOOBI OTMEHUTD BbIJIeJIeHHe TEKCTa [IBETOM, BBIIIOJIHUTE CIIelyIoIIye NJeHCTBUS:

1. Boipenure TpeOyeMblil TEKCT TaK, KaK 3TO ONKCAHO BHIIIIE.

2. Ha nanenu nHcTpyMeHTOB, B pasfene IIIpu¢T HaXkMuTe Ha CTPeJIKy ClipaBa OT KHOIIKU
© (IIBet BhIesienus Tekcra) (cM. Pucynok 330).

3. B OTKpBIBIIENUCS NAIUTPe Ha)XKMUTe KHOIIKY be3 nBera.

4.11.6 BeipaBHHBaHue

JlaHHBIe B si9eiike MOXKHO BbIPAaBHUBATh 110 JIBYM OCSIM: 110 TOPU30HTAJIU U BEPTHKAJIU.
UYToObl BBIPOBHSITH JIaHHbIE TI0 TOPU30OHTAIM, BOCIOJIL3YHUTECh OJHOM W3 KOMaH/I,

OIIMCaHHBIX B T86JII/IHQ HIXe.

Tabnuna 22 — BelpaBHIBaHHe 110 TOPHU30HTAJIN

Knonka Ha nmanenu
Coueranue Coueranue
ITonoxkenue B ITyHKT KOMaHIHOrO HHCTPYMEHTOB,
sTgerKe MEeHIO0 B pasgeje HJLABHI B .OC HLaBHt
Windows/Linux B macOS
«BeIipaBHHBaHHe»
®opmar >
[To neBoMy kpato BripaBHUBaHME > = Ctrl+L #Cmd+L
1o neBoMy kpato
®dopmar >
[To nenTpy BripaBHuBaHUE > = Ctrl+E #Cmd+E
[o nentpy
®dopwmar >
[To mpaBomy kpato | BripaBHUBaHUE > = Ctrl+R #Cmd+R
ITo mpaBomMy kpato
®dopwmar >
[To mmpune BripaBHUBaHue > = Ctrl+J #Cmd+]J
[o mmpune
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YTOoOBI BRIPOBHSATD JJaHHBIE 110 BEPTHUKAJIA, BOCIIOJIb3YHUTECh OJTHOM M3 KOMaH/I, OTTMCAHHBIX B

TaOIUIIe HUXKe.

Tabsmna 23 — BeipaBHHBaHMe 110 BePTHKAIH

ITonoxkenue B ssueriike

HyHKT KOMAH/JHOIro MeHK

Knonka Ha maHe/ I HHCTPYMEHTOB,
B pa3neiie «BelpaBHIBaHIe»

[Io BepxHEMy Kparo

®opwmar > BelpaBHUBaHuE >

ITo BepxHeMy kpato T
ITo cepenune @dopmar > BripaBHUBaHue > L
[To cepenune T
[Io HI>XHEMY Kpato ®opmMar > BripaBHUBaHUe > L

[To HixxHEMY Kpato

4.11.7 IloBopoT Tekcra

TekcT B siuelike MOXXHO MOBepHYThb oA yriioM oT —90 no 90 rpagycoB win pacioioXuThb

BEepPTUKAJIBHO.

HaHHble IEerCTBUSI MOXKHO BBIIIOJIHUTH C IIOMOIIBIO KOMAHIHOI'O MEHI0 WM IaHer

HHCTPYMEHTOB.

YToOhI INOBEpHYTb TEKCT WIN MU3MEHUTb OPHUEeHTAlIMI0 TeKCTd C IIOMOIINbHO KOMdHIHOI'O

MEHIO, BBIIIOJIHHUTE CJIeyIouire HEI)'ICTBHSI:

1. Boigenurte crpoky/cTosniber], Iyana3oH sueeKk WK SYeiKy, B KOTOPOM pacrojioskeH

TpeOyeMBbIi TeKCT.

2. Beoibepure nyHKT koMaHaHOrO MeHI0 @opmar > IloBopoT Tekcra (cM. PrucyHok 331).
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Dopumatr  Tabavua  fJadnwe  MHctpyments Bug  OBwwi goctyn  Hagctpoiikw

[ —
Hpw i XO Thames v 12 v AT AT
BoipaeHueanne r
o ﬁ W ﬁ:) L
MoeopoT TekcTa F AR Het (07)

Uwcnosoil gopmar... 21 [MosepHyTb Bneso Ha 90°

OGnacTe nevatn k l&  MosepryTs Brpaso Ha 90°

L4 BepTukanbHwi TekcT

CoxpaHwTe nsobpaxeHne... . TlosepryTs Breso Ha 45° H

& [oeepHyTe ENpaec Ha 45°

3danats yroa L4 ape
73"
60"
45°
30
15°

-15°
30"
-45°
/0"
-73°

Pucynok 331 — Komananoe meHio ®opmar

3. B oTkpbIBIIEMCS TIOJIMEHIO:
— Yrobbl TOBEpPHYTh TEKCT, BbIOepUTe TpeOyeMblii yroj MOBOPOTA M3 CIIMCKa

Mpe/lyCTaHOBJIEHHBIX 3HAUeHUH.

—  YT0obnI PAacCIIOJIOXKUTL TEKCT BePTHUKAJIbHO, BBINIOJIHUTE KOMdHIY BepTI/lKaJI]:HBIﬁ

TEKCT.

YToObl TMOBEPHYTb TEKCT WIM W3MEHUTh OpHEeHTAlMI0 TeKCTa C TOMOIIbI0 TaHelx
VHCTPYMEHTOB, BBIIIOJIHUTE CJelyIoIIye JeHCTBUS:
1. Beimenurte cTpoky/cTosnbell, IWana3oH sueeKk WIM sS4eiiKy, B KOTOpPOW pacIoyIoXKeH
TpeOyeMblIi TeKCT.
2. Ha maHenu UHCTPYMEHTOB, B pa3jieiie BoIpaBHHBaHHe HAXKMHUTE KHOIIKY ¥or (IToBopoT

TekcTa) (cM. PucyHok 332).
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WHetpymenter Bug  OBwwi goctyn  Hagcrpoiikn  Cnpaeka

X0 Thames w12 [~ AT AT . = = = OBwwmii v
_ 4
K 4 AB T o Av & L ov @' P 9% 00C
WpadT BoipaeHmn
AD Her(07)
LDT |-I Q{JP
< OBEPHYTE BNEBO HA
E F G H

in  MoeephyTs enpaec Ha 90°
[A BeprwkansHesid Tekct
A [NosepHyTs Bneso Ha 457

@(‘S‘ MNoeepHyTe BENpase Ha 45°

Japate yron o b

Pucynok 332 — Kuonka IloBopoT TekcTa

3. B oTkpbIBIIEMCS [IOJIMEHIO:
— Ytobbl m1OBepHYTH TeKCT Ha 45° wim 90° BiIeBO WiIM BIpaBO, BBIIIOJIHUTE

COOTBETCTBYIOINYIO KOMAH/Y.

— Yt0ob6BI yKa3aTh APYrod yroJs IoBOpOTa, B IoJjie 3aaTh yroJ BBequTe Tpebyemoe
3HAaYeHHWe BPYYHYI0 WIM HaXMUTe KHOIKY ~ U BblOepUTe 3HadeHHe U3

BBHINIaJ4AIOIIero CIiuckad.

—  YrtobnI PAacCIIOJIOKUTh TeKCT BEPTUKAJIbHO, BBIIIOJIHUTE KOMdHIY BEpTHKaJleBIﬁ

TEeKCT.

Yron IMOBOPOTa W/IKM OpPUEHTallud IPHUMEHseTCad KO BCeMYy TeKCTY B syerike. B omgHoM
s9elike He MOXKeT ObITh HeCKOJIBKO (l)paFMEHTOB TEeKCTd C PA3HbIMHU YI'JIaMU IIOBOPOTAd WA

C pa3HOW OpUeHTaIen.

YroObI BEPHYTHCS K CTaH/IAaPTHOMY OTOOpakeHHUIO TeKCTa (FOpPU30HTAJIbHBIN, IoJ yriioM 0°),
BBITIOJIHATE CJIeflytoIlye IeHCTBUSL:
1. Beimenurte cTpoKy/cTOsOell, Ouana3oH s4YeeK WIA S4eliKy, B KOTOPOH pacIoJIOXKeH

TpeOyeMbIi TeKCT.
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2. BroImonHATEe KOMaHY OJTHUM U3 CJIeIyIONIHAX CIIOCOOOB:
— Bribepute nyHkT komanaHoro meHio Popmar > IloBopor Tekcra > Her (0°)

(cm. Pucynok 331).

— Ha mnanenu UHCTPYMEHTOB, B pasaeje BLIpaBHI/IBaHI/Ie HaXMHWTe KHOIIKY

¥ (IToBopoT Tekcra). B oTkphiBIIeMcs moameHro Bbibepute komaHay Her (0°)

(cm. PucyHnok 332).

4.11.8 Ilepenoc no cioBam

[Tpunoxkenre «MoitOduc Tabmura» MoXeT MepeHOCUTh TeKCT BHYTPU sdeek I0 CJI0BaM,
YTOOBI 00JIETYUTh €ro MPOCMOTP U peJlaKTUPOBAHUeE.

[Io ymonm4aHuio TeKCT B siueliKe pacrioyiaraeTcs B OJIHYy CTPoKy. Ecim sdeiika comepXuT
O0mbII0N parMeHT TeKCTa, YKaXKUTe, YTO TeKCT B 3TOM siuelike cliefiyeT IepeHOCUTDH 10 CJIOBaM.
[TpunokeHre pa3MecTUT TEKCT B HECKOJIbKMX CTPOKAax, YUUTbIBas IIMPUHY CTOJIOIA, B KOTOPOM
pacrnosiokeHa siyedika. IIpy m3MeHeHMM HIMpUHBI CTOJIOIIA TIEPEHOC TeKCTa B sideiike Oyner
BBITIOJIHEH TIOBTOPHO.

Jl1st mepeHOCa TeKCTa BBITIOJIHUTE CJIeAYIOIIre IefCTBUSL:

1. Beigenurte cTpoky/cTosnbern, Ouana3oH syeeKk WM sS4YerKy, B KOTOPOM HeoO0XO0IuMO

BBITIOJIHUTD TTIePEHOC TeKCTa.

2. Broimonnaute komanay IlepeHoc mo cjioBaM oJJHUM U3 CJIeYIOIIUX CIIOCOOOB:

— DBroibepute myHKT kKoMaHAHOro MeHio Tabmuma > Ilepenoc mo cioBam

(cm. PucyHnok 333).
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Tabanua

= 2o B d

[H

JdaHHwe

MHecTpymeHTH

BcraeuTe cTpoky ceepxy

BcTaenTe cTpoky cHM3Y

BcraewTe cTonbey cneea

Beraeute cTonbey cnpaea

¥panute cTpoky

¥aanuTe cTonbey,

CkpbITe CTROKY
Mokazate cTpoky
CkpuiTe cTOAGEL,

Mokazate cTonbey,

OBBEIVHWTE AYERKM
PazsbegHuTE AYElKK

Pasmep aueiikn...

Mepenoc no cnosam

Bug OBwwmi goctyn

Hag
Alt=A
Alt=B

Alt+L
Alt=R

Ctrl+Alt+M
Alt+5hift+M

JakpenuTe BoIBpaHHbIE CTROKKM W cToNBL

Pucynok 333 — [lynkT komangHoro MeH:o Ilepenoc o ciioBam

Ha manemn HUHCTPYMEHTOB,

B pasgeie BBIpaBHI/IBaHI/Ie HaXMHTe KHOIIKY

——o (Ilepenoc no cioBam) (cM. PucyHok 334).

| P

Yo

oo oo
%

BoipaBHWBaHKWE

Yucnoson dopmat

Pucynok 334 — Knorka Ilepenoc mo ciioBam

BEPHYTBbCS K

JAHHBIX KOMaH/T IIOBTOPHO.

HCXOJTHOMY

IIOJIOXKEeHHI0  TeKCTa, BLIIIOJIHUTE  OJIHY
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4.11.9 MexxcuMBOJIbHBIA HHTEPBAJI

MekCUMBOJILHBIH HWHTEepBaJl — 3TO PpPAdCCTOsAHHME MeXOAy CHMBOJIaMHM B  TeEKCTe.
MeXCUMBOJILHBIN HWHTEepBaJI MOXeT OBITD YIUIOTHEHHBIM, OOBIYHBIM B Ppa3peXeHHbIM.

[Iprmepsl 0TOOpaXkeHMsT KaXkA0TO M3 UHTEPBAJIOB IpeJICTaBIeHbl Ha PUCYHKe 335.

F G H I ] K
YNNnoTHeHHLIA MEKCUMBONEHBIA MHTEPBAN 1234567890
OBbIYHBLIA MEXCUMBONLHLIA MHTEPBAN 1234567890

PaspeXeHHbIA MEXCUMBONbHbLIA MHTEPBAN 1234567890

PucyHnok 335 — IIprMepsl MeXXCHUMBOJIBHBIX UHTEPBAJIOB

Tun MeXXCHUMBOJILHOTO HWHTepBa/ld MO>XHO BblﬁpaTI) C IIOMOIIBIO KOMAHIHOI'O MEHIO HIJIN

IIaHeJId MHCTPYMEHTOB.
Y1oObl U3MEHUTb MEXCUMBOJIbHBIN MUHTEpPBall C IIOMOIIbI0 KOMaH/IHOTO MEHIO, BBIIIOJTHUTE
cllefiyIoliye AefCTBUS:
1. Bribepure TeKCT/s4eiKy, B KOTOPBIX TpebyeTcsi U3MeHUTh MeXKCUMBOJIbHBIM UHTepBaJl:
— Ecny MexxcuMBONIBHBIN HHTepBasl TpeOyeTcss U3MEHUTh B OJJHOM CJIOBe, BBbIeNINTe

AdHHOe CJI0OBO WM YCTaHOBUTE B HEro Kypcop.

— Ecmm MeXcuMBOJIBHBIA HWHTEepBAJl Tpe6yeTc;1 HU3MeHUTb JId YadaCTHU TeKCTa,

PacCIIOJIO’KEeHHOI'O B si9eliKe, BbIJEIUTe JaHHbBIM TEeKCT.

— Ecmm MEeXCHUMBOJIbHbBIN HUHTEPBAJ Tp96y'ETCH HU3MEHUTDb JJIA TeKCTa,

PAacCIIOJIO’)KEHHOT'O B OJTHOM MJIM HEeCKOJIbKUX SUYeHKaX, BbIAeIUTe JaHHbIe SYeHKH.

— FEcm  MexxcuMBONBHBIM — UHTepBaln — TpeOyeTcsi  WM3MeHUTb U TeKCTa,
PacIiooXeHHOT0 B OFIHOM WJIM HeCKOJIbKMX CTPOKaX/CTOJIOIaX, BbIIENINTe JaHHble

CTPOKWU/CTOJIOITHI.

2. Brpibepure nyHKT komaHjgHoro MeHi0 Popmar > Ilpudpt > MeKCHMBOIBLHBIN
uHTepBal (cM. PrucyHok 336).

3. B oTkpbiBIIEMcs IOJIMeHIO BbibeprTe TpebyeMblii TUIl UHTepBaJia.
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Gopmar  Tabavua  Jannsie  Moctpymentsr Bug  OBwwi goctyn Hagcrpoikn  Cnpaska

LWpudT X MonyswupHei Ctrl+B B = = =
BripaEHWEaHME P K Kypcue Ctrl+l
Jooowe 1?? P —
MosopoT TekcTa Y U MoauepkryTsit Ctrl=U — -
. BbipaBHMBAHWE
Hucnosoi dopmar... A7 YmeHbWWTE pasmep WpndTa
OBnacte nedaru Y A* YeenwuuTs pasmep wpndTa
CoxpanwTe w3obpaxeHwe... T 3auepkHyThIil |
¥*  HagcTpouHwii 2Hak Ctrl=Shift+=
Kz [ogcTpodvHBii 3HaK Ctrl==
AE  Bce nponucHee Ctrl=Shift+4&
MemcMMBONbHBIA MHTEPBAN P AR WRnoTHEHHBIR

AR OBBIYHBIRA

4B PaspesmeHHmi

Pucynok 336 — Komananoe mento opmar

YTo6bl M3MEHWTh MeXCHUMBOJIbHBIM MHTepBajl C IIOMOIIbIO IIaHeJd WHCTPYMEHTOB,
BBITIOJIHUTE CJIeAyIOLIe IeHCTBUS:
1. Boibepure TekcT/siueiikH, B KOTOPBIX TpeOyeTcss U3MeHUTb MeXCUMBOJIbHBINA MHTEpBall,
TaK, KaK 3TO OIKMCAHO BHIIIIe.
2. Ha nanenu nHCcTpyMeHTOB, B pa3zeiie IlIpu¢T HA>KMHTE KHOIKY === (cM. PucyHok 337).
3. Broibepure TpebyeMblii TUII HHTEPBaJa:

AR _ YIIJIOTHEeHHBIN,

AB _ 0BBIuHBI,

— RB_ paspeXeHHbIH.

WHetpymenter Bug  OBwwih goctyn Hagcrpoikn  Cnpaexa

X0 Thames v 12 [~ AT AT

X K UMBTm Av &v'lv©vs

Wp Xz XE &?} "E’ -ﬂ' BripaBHWBaHKE

Pucynok 337 — Knomnku BbIOOpa MeXCUMBOJILHOTO MHTEpBaja
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4.11.10 IIBeT 3a/IMBKH sT4eeK

4.11.10.1 3anuBKa g4Yeexk BETOM

J17151 3a7TMBKY sT9eeK I[BeTOM BBITIOJTHUTE CIIeyIoIIne JIeHCTBUS:
1. Brigenure sideliky WM AWAma3oH sSYeeK, I[BeT 3aJIMBKUA KOTOPBIX HEOOXOIMMO U3MEHHTh.

2. UToOBI OKpacuTh SYEHMKHA B TOCJIeHUM I[BET, KOTOPBIA HCIOIL30BAICS MJisS 3aJMBKU
siYeeK paHee, Ha MAaHEJIM MHCTPYMEHTOB, B pa3jierie SI4eiiKky Ha)KMUTe KHOIIKY 3 (IBet
3asmBKH) (cM. PucyHok 338).

3. YtobnI OKpPaCUTb STYeKHd B I[pyTOﬁ BeT, HAXXMWUTe Hd CTPeJIKy CIIpdBa OT KHOIIKA

£

== (IIBeT 3a/1MBKH).
4. Ha oTkpbIBIIeiics TaHesld BbIOOpa I[BeTa YyKaXkKUTe IBET 3aJMBKU siUeeK OOHUM U3
CJIeIyIOIINX CIIOCOOOB:

— BbIOepuTe LIBeT B OJTHOM U3 IIpeJICTaB/IeHHbIX HAOOPOB I[BETOB,
— YKaXuTe KOJ| I]BeTa BPy4HYIO,

— CKOIIMpPYWTe [BeT C IOMOIIbIO [TUIIEeTKHU.

o o0 ]
P Ir.‘I pe je. e
HeT 2anuBKH

Yucnosol fopmat |

O v IQ%Q mE W By T
v

LleeTa Temb:

; B BEETEE

CrangapTHele LBeTa:

MocnegHwe UBETa:

Opyrue ugeTa... ﬂ

Pucynok 338 — Knonka IlBeT 3a1uBKH ¥ nIaHe b BbIOOpaA I[BeTa
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4.11.10.1.1 BeiOpaTs nBeT B Ipe/iCTaB/JIeHHBIX HA00Opax I[BeTOB

Ha nanenu Bribopa 118eta (cM. PucyHok 338) nipeficTaBieHs! ciiefiytoliye HabophI [IBETOB:

— IIBeTa TeMbI — COJIEP)KUT I[BETOBYIO MTAJIMTPY TeMbl TeKYIero JJOKyMeHTa.

— CraHpapTHble IBeTa — COIEpXWUT IIBeTa, KOTOpPble II0JIb30BaTelXd 4Yallle BCEero
BBIOMPAIOT TIpH GOPMATUPOBAHUM JOKYMEHTa.

— Ilociennue nBeTa — COAEPXXUT JI0 JIECSTH IIOCIeIHUX 1IBeTOB, KOTOPbIe Bbl BBIOWpAU
npu ¢opmarvpoBaHuM JokyMeHTa paHee. Habop Ilociemnme mBera orobpakaercs,

eCJI1 BbI BbI6I/IpaJ'[I/I XOTS OBI OJIMH IIBEeT.

[Ipy HaBemeHWM Kypcopa MBIIIKM Ha JiF0OOM 1BeT oToOpaXkaeTcsi 3HaYeHHe 3TOro IBeTa B
nBeroBoii Mosienin RGB. Hanpumep: RGB 192,80,77.

Jly1st BBIOOpA 11BeTa IIeJIKHUTe 110 HeMy JIeBOM KHOTIKOW MBIIIIH.

IIBet mo6aBuTcs B Habop Ilociemrue nBera u otMetutcs GuiaskkoMm. Ilarens BeIOOpa 1BeTa

3akpoetcs. Slueliki OKpacsTCs B BBIOPaHHBIM 11BeT.

4.11.10.1.2 Yka3aTh Koj iBeTa BPY4YHYIO0

Ecmu B nepeuriciieHHbIX Habopax IIBETOB HET MOIXO/ISIIIETO I[BeTa, YKaXKUTe ero KOJl BPY4HYIO:

1. Haxmurte xkHOnKy JIpyrue nBera (cM. PrucyHok 338).

2. B otkpsoiBiieMcs okHe Brioop nBera (cM. PucyHok 339) ykaxkute Tpebyemblil 1[BeT B
Busie HEX-kona wiu B dopmate RGB.

3. Haxwmwure kHOnky OK.

BriBop usera >
Hex-kog MpeanpocmoTp
o |
KpacHwid JeneHbid CHHKMA

o Cllo T/ |o

R

{
g

Pucynok 339 — Oxkao Beroop nBera
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[IBeT, yka3aHHBbIM Bpy4YHyt0, 00aBuTCs B Habop Ilocimemume mBera (cM. PucyHok 338) u

orMetuTcsl GrakkoM. IlaHerns BbIOOpa 11BeTa 3aKpoeTcs. SueliKy OKpacsaTcs B BHIOpaHHBIN I1BeT.

4.11.10.1.3 CxomupoBaTh IBET C MIOMOIIBI0 MUNETKH

[TuneTka npepHa3HaveHa Jyisi OJJHOBPEMEHHOTO KOIIMPOBAHUS IIBeTa C TeKCTa UM 0OBEeKTa,
pacrnosyioXkeHHOro B paboueil 00acTU IVIaBHOTO OKHA (CM. paszein 3.6), U 3aJIMBKU siYeeK 3TUM
IIBETOM.

YTOoOBI CKOMTMPOBATH IBET C IIOMOIIIBIO MMUTIETKH, BBIMTOTHUTE CIIeyIOIHe TeUCTBHS:

1. Haxmure KHOMKY v (IImmerka) (cm. Pucynok 338). Ilanens BbIOOpa IBeTa
3aKpOeTCsl, U KYpcop MPUMEeT BU]] «IIpHllefiay Jijisi BbIbopa 1BeTa.

2. HaBemuTe Kypcop Ha I[BeT, B KOTOPBIN Cle[lyeT OKpacUTh stuedku. Jljist 6ojiee TOYHOTO
BbIOOPA I[BeTa OPUEHTUPYUITeCh Ha 00J1aCTb, PACIIONIOXKEHHYIO CIIpaBa OT Kypcopa. B Hei
oToOpakaeTcsl IIBET ITUKCeJis, Ha KOTOPbIM B JaHHBIM MOMEHT HaBeJleH KypCcop.

3. llenkHwuTe 110 IBETY JIeBOW KHOIIKOU MBIIIH.

Sldediku OKpacsTCs B BBIOPAHHBIM 1IBET, U KYpPCOp MPUMeT OObIYHbIN BUJI. YKa3aHHBIN IIBET
nobasutcs B Habop Ilocimemnme nBera (cM. Pucynok 338) um oTmerutrcs ¢uiaXkKoM Ha IaHeNIU
BbIOODA IIBeTa.

Ecm TpeGyercss OTKIIIOUWTH MHUIEeTKy 0Oe3 BbIOOpa IBeTa, HaxmuTe kiaBuily Esc Ha

KJIaBUaType.

4.11.10.2 OTMeHUTD 3aJIUBKY

YToOBI OTMEHUTD 3dJIMBKY d4eeK, BbIIIOJIHUTE ClleJyroiue JEeNCTBUS:
1. BbII[EJ'II/ITe HHEﬁKy WJIN INaIla30H g49€eK, 3aJIMBKY KOTOPBIX HEO6XO,Z[I/IMO OTMEHUTD.

2. Ha maHenu MHCTPyMeHTOB, B pa3jesie f4yelikM HaXXMUTe CTpeJIKy ClipaBa OT KHOIIKH

ﬁ (IBet 3amuBKH) (cM. Pucynok 338).

3. B oTkpbiBiIeMcsl OKHe HakmuTe KHOIIKY Het 3anuBkH.
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4.11.11 I'panunsl sueex

4.11.11.1 3MenuTh napaMeTphl rPAHMI]

[Io ymMomuaHuio MpU CO3MAHUM JIOKYMEHTAa MeXy sS4YelKkaMyd HeT rpaHull. Buaumas Ha

JIUCTEe CeTKa YCJIOBHO OTJIeJIsieT sT9eKu OfHY OT APYTro, 9TOOBI paboTa C JaHHBIMU ObljIa jierde, U

He 0To6pa>KaeTc;1 IIpHU 11e4aTu.

YTo06BI }1068BI/ITI) sTYeMKaM T paHUILIBI WM WU3MEHUTL pdHee IIpUMeHeHHble K TpPdHUIlaM

rapaMeTpbl, BLITIOJIHUTE CIIeAYIOIIHe IeHCTBUS:

1. Boipenure TpebyeMyto siueliKy WM IMalla30H s4eex.

2. Ha maHenu MHCTpyMeHTOB, B pasfiesie fIdeiikm HaXXMWTe Ha CTpeJIKy CIIpaBa OT

KHOTIKA [ (cm. Pucynok 340).

OBwmi

P o.r"o oo

HYucnosol dopmar

v S vE mE®E By T
® EBH®E Bd @ B8-'3

H

= / HeT rpaHu

LleeTta Temb:

SEENEN

CTaHAapTHEIE LEESTA!

MocnegHue ueeTa:

Jpyrue ugeta... j?

Pucynok 340 — [1anenb HaCTPOMKY IPaHUI]
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3. Ha oTkpbIBIIedcs TaHeJd HACTPOMKMU TPAaHMIl, B IepBOM 0JIOKe HACTPOEK yKaKUTe
MeCTO PACHOJIOXKeHUs TPaHHUIl, JIsi KOTOPhIX He0OX0IMMO U3MEHUTh [lapaMeTphl.

4. Bo BTOpOM 06JI0Ke HAaCTpoeK BbIOepUTe THM JIMHWUU, KOTOPBHIM ClieflyeT TMPHUMEeHUTh s
YKa3aHHbIX FPAHHUII.

5. B Tperbem 6i10ke HaCTpPOEK yKaXkKUTe I1BeT JIMHUW OJTHUM U3 CJIeJIyIOIIHUX CII0CODOO0B:

— BbIOEpHUTe MBET B OJTHOM U3 MPeJICTaBJIeHHBIX HA0OPOB 11BETOB;
— YKaXXuTe KOJ I[BeTa BPy4HYIO;

—  CKOIMPYHTE IBET C TIOMOIIbIO MUIETKH.

4.11.11.1.1 BeiopaTh 1iBeT B npeJ/iCTaBJIeHHBIX HA0OpaxX IBETOB

Ha manenu nHactpoiiku rpanun (cm. Pucynok 340) mpepacraBiieHbl ciefyroiiyie HabOpHI
IIBETOB:
— IIBeTta TeMBI — COJIEP)XXUT IIBETOBYIO MAJIMTPY TEMBI TEKYIIlero JJOKyMeHTa.
— CrangapTHble IIBeTa — COJEPXUT I[BeTa, KOTOpble II0JIb30BaTeNld dYallle BCEero
BBIOMPAIOT IPU POPMATUPOBAHUHU JOKYMeHTa.
— Ilocnegnme mBeTa — COIEPXKUT A0 JIECSITH MOCIEAHUX I[BETOB, KOTOPble Bbl BbIOMpAU
npu ¢opmarvpoBaHuM JokyMeHTa paHee. Habop Ilociemnme mBera orobpakaercs,
€CJIU Bbl BbIOMPAJIA XOTs ObI OJIMH IIBET.
[Tpu HaBeseHMM Kypcopa MBIIIM Ha OO0 I[BeT OTOOpaXkaeTcsl 3Ha4eHHe 3TOro I[BeTa B
uBetoBor Mogenu RGB. Hanpumep: RGB 192,80,77.

Jly1s1 BBIOOPA 11BeTa IeJIKHUTe 110 HeMy JIeBOM KHOIIKOW MBIIIIH.

IIBer nob6aButcs B Habop Ilocnemnue mBera U oTMeTUTCS (iakkoM. ['paHUIBI siueek
OKpacsTCsl B BbIOpaHHBIN I1BET.

YTOOBI 3aKpBITh MaHEJIb HACTPOMKY I'PaHMUI], BBIIIOJTHUTE OJIHO U3 CJIeIYIOIINX JeUCTBUM:

— Ha nanenu uHCTpyMeHTOB, B pasfienie I4elKu HaXKMUTE Ha CTPEJIKY CIIpaBa OT KHOIKU
H (cMm. Pucynok 340).

— IllenkHuTe 110 MyCTOMY MeCTy JOKyMeHTa 3a IpefieJlaMy ITaHeJIM HAaCTPOMKU PaHUIl.

4.11.11.1.2 Yka3aTh KoJ] iBeTa BPYYHYIO

Ecmu B IepevrcCiieHHbIX Ha60an OBETOB HeT IoAaxojdmiero IBeTd, YKdXuUuTe ero KoOJ

BPYYHYIO:

1. Haxwmwure kHOTIKy JIpyrue nBera (cM. PucyHok 340).
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2. B otkpeiBiieMcs okHe Boioop mBera (cM. PucyHok 341) ykaxkuTte TpeOyeMblil I[BET B
Busie HEX-kona wim B popmare RGB.

3. Haxmure xkHonky OK.

Brifop ueeta >
Hex-kog MpegnpocuoTp
e
KpacHmi 3eneHbl i CHHWIA

o Cllo Z.|o

R

Pucynok 341 — Oxno Beioop nBera

LIBet, ykazaHHBIA Bpy4HYIO, mo6aButTcs B Habop Ilocimemuue nBera (cM. Pucynok 340) u
oTMeTUTCs uiakkoM. [laHenb HACTPOMKM TpaHUI] 3aKpoeTcs. ['paHMIBI s4eeKk OKpacsTCs B

BbIOpaHHBIN I[BET.

4.11.11.1.3 CxonmupoBaTh I[BET C IOMOUIHI0 MUNETKH

ITunerka IpeaHa3Ha4eHa I OAHOBPEeMEHHOT'O KOIIMPOBAaHHS IIBeTd C TeKCTa HUJIN O6’beKTa,
pacrosioXkeHHOTO B pabodei 061aCcTH IVIaBHOTO OKHA (CM. pasfien 3.6), ¥ IpUMeHeHUs 3TOTO IIBeTa
K TPaHUIIAM STYeeK.

YToObI CKOITMPOBATH IBET C [IOMOLIbIO ITUIIeTKH, BBINIOJIHUTE CJIIeAYIOIIre JIeVCTBHS:

1. Haxmure KHOIKY il (ITumerka) (cm. Pucynok 340). IlaHenb HacTpOMKK TpaHUIT
3aKpoeTCsl, ¥ Kypcop NpUMeT BUJL «IIpHIiesia» AJIs BbIOOpa IBeTa.

2. HamenuTe Kypcop Ha IIBeT, B KOTOPBIM CJielyeT OKpacUTh I'paHUIbI sideek. [list Boree
TOYHOI'O BBIOOpAa IIBeTa OPHUEHTUPYWTeCh Ha O0JIaCThb, PACIOJIOXKEHHYIO CIlpaBa OT
Kypcopa. B Hell oToOpakaeTcsi IIBeT NMUKCeJis, Ha KOTOPbIM B JaHHBIM MOMEHT HaBefleH
Kypcop.

3. lenkHuTe 10 IBETY JIeBOW KHOIKOU MBIIIIH.
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['panuipl siueek OKpacsSTCs B BBIOPAaHHBIM IIBET, WU KYypCOp HpUMeT OOBIYHBINA BU.
Vxazannbii nBet qobaButcs B Habop Ilocnemuue nBera (cMm. Pucynok 340) u otMeTuTcst Giia’kkom
Ha MaHeJIM HaCTPOWKM T'PaHHUIL.

Ecm Tpebyercss OTKIIIOYWTHL THUIETKY 0Oe3 BbIOOpa IBeTa, HaxkmuTe kiaBuinty Esc Ha

KJIaBHaTYype.

4.11.11.2 TIIpuMeHHUTH NOCTIeXHUNA BHIOPAHHBII CTHIb IPaHHI]

YroObl OBICTPO IPUMEHUTH K siYeliKe WIN JUalla30Hy syeeK IOCIeJHUM BbIOPaHHBIA CTUJIb
I'PaHMUII, BBIIIOJIHUTE ClIefyIole eiCTBHUS:
1. Brimenure TpeOyeMylo siuelKy WU IMAIIa30H sUYeeK.

2. Ha nanenu MHCTPyMEHTOB, B pa3feiie I9elKu HaXXKMUTe KHOIIKY H (cm. PucyHok 342).

v B S B
Hjv+® B # B eof-

Auerkm

Pucynok 342 — KHorka mpruMeHeHUsI CTHISI TPAHUIT TIPeIbIyIIel TaOIrIlbl

4.11.11.3 Ypanurts rpaHuIibl

YTo6b! y1anuTh 3a/JaHHbIe TPAaHUIIBI STYeHKY WM [IMania3oHa sideek, BBIIIOIHUTe CllelyIolye
JeUCTBUS:
1. Beigenurte TpeOyeMyto sSTUeKy WIN UAIAa30H sUeekK.
2. Ha naHeny MHCTpyMeHTOB, B pa3fiesie Iueliku HaXKMUTe Ha CTPeJIKy CIpaBa OT KHOIKU H
(cMm. PucyHok 343).
3. Ha oTkpbIBIIelics TaHeIM HaCTPOWKY I'PaHMIL:

— B nepBoM 6i10Kke HaCTpoeK yKaXkuTe MecCTO yJlajleHUsl TPaHHuIL.
— Bo BTOpoMm 65ioke HacTpoek BbibepuTe HeT rpanuir.

4. YToObI 3aKpBITh TTAHEJIb HACTPOMKY T'PaHUI], BHIITOHUTE OHO U3 CJIeYIOIINX JIefCTBUMA:
— Ha nanenmu uHCTpymMeHTOB, B pa3jieiie SI4eHKHM HaXXMHUTe Ha CTpeJIKy CIipaBa OT

B}{OIIKI{EEH.

— IllenkHuTe 1O ITyCTOMY MeCTY JIMCTA 3a ITpeJlelaMy TIaHeJIM HAaCTPOWKU I'PaHMII.
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Bvg OBwwi goctyn  Hagctpobikn  Cnpaeka

= = = = OBuwmit v

i w ,%}ﬁ w 5 P D{.J'Q oo .D_[}:I

BrlpagHWBaHe Yucnopon gopmMar i
F G H

= / HeT rpaHuy

PucyHnok 343 — Y nanenue rpaHury

4.11.12 KonnpoBaTth u BCTaBUTH popMaTHPOBaHHE

B «Mo#tO¢uc Tabnuia» MOXHO CKOIMUPOBaTh (GOpMaTHPOBaHHE OIHOTO (parMeHTa
JIOKyMeHTa ¥ TPUCBOUTD 3TO ke pOopMaTUpOBaHUE:

— OJHOKpAaTHO — OJTHOMY pparMeHTy JIOKYMEeHTa;

— MHOTOKPATHO — HECKOJIbKUM pparMeHTaM JJOKyMeHTa I0CJIeIoBaTeIbHO.

cDOpMElTI/IpOB(":IHI/IE‘, CKOITMPpOBAHHOE B 6yc1)ep O6MEHa, MOXeT HCIIOJIb30BATLCA OJIS1 BCTABKU B

npwioxxkeHnn «MornOduc TekcTy.

4.11.12.1 IlpaBuia KONUPOBaHMS U BCTaBKH (OPMAaTHPOBAHUSA

B 3aBucuMocTH OT 00beKTa, KOTOPBIM BbifieieH, [IJIsl BCTABKU JOCTYIHO GopMaTHUPOBaHUe:
— abzama;

— TeKCTa;

— ab3arma ¥ TeKcrTa;

—  SYeHKH.

B Tabnmune 24 npuBeieHbl CXeMbl, 10 KOTOPBIM KOTIMPYETCsl ¥ BCTaBJIsieTcsl popMaTHpOBaHHE.

Tabsmna 24 - IlpaBiwia KonUpoBaHMS U BCTAaBKH (OPMAaTHPOBAHUS

IIpu KonupoBaHUH IIpu BcTaBKe PesynbTar
®dopmaTrpoBaHue ab3ara/
Y cTaHOBIEH KypCcop Win V CTaHOBIIEH Kypcop P P H6
BBITIeJTeH ab3ary/a63arm MIepBOTO BHIJIEJIEHHOTO ab3ara
He/TMKOM Beinesnen ¢pparment a63ara dopMaTHpOBaHKe TEKCTa
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IIpu KonmupoBaHUHN

IIpu BcTaBKe

Pe3ynbraT

Brinenen ab3ary/ab3aiibl eJIUKOM

®dopmartrpoBanue ab3ara v TeKCTa

Heckomnbko ab3anes
BBIleJIeHbl He 0 KOHIIA

®dopmarrpoBaHue ab3ara

Brinesnena yacTh ab3ara

YcTaHOoBIIEH Kypcop

dopMaTUpoBaHUe He BCTABIISETCS

Bruinenena gyacte ab3ara

Brinenen ab3ary/ad3aribl eInkoM

Heckosbko ab3arieB
BBIJIeJIeHbl He 10 KOHIIA

dopMaTvpoBaHUe TeKCTa, HaYMHas
C TIEPBOTO BBIJIEJIeHHOT'O0 CUMBOJIA

VY craHoBeH Kypcop

Brinenena yacte ab3ara

Brigenen ab3ary/ad3aibl
1eJIMKoM (1o cuMBoOJIa ab3a1ia)

Bruinenena sueiika TabuIibL

®opmMartrpoBaHue ab3aria 1 TeKCTa
IJIs1 BBIIeJIeHHOU sSTYelKU

dopMaTrpoBaHUe TeKCTa
IJTS BBIZIEJICHHOU T9elKU

dopmMartrpoBaHue ab3aria ¥ TeKCTa

Brinenena sueiika TabaIuIbL

Bruinenena sueiika TabIuIibL

dopMaTrpoBaHHe TIEUKH,
ab3ara ¥ TekcTra

Y cTaHOBIIEH Kypcop

®dopmarrpoBanue ab3arma

Bruinenena gyacte ab3ama

dopMaTrpoBaHUe TeKCTa

Brinesien ab3ary/a63alibl 11eIMKOM

®opmMartrpoBaHue ab3aria ¥ TeKCcTa

Heckomnbko ab3anes
BBIIeJIeHbl He 0 KOHIA

®opmatrpoBanve ab3ama

BriziesieHa crpoka wiu crosberr

dopMaTUpoBaHUe STUEMKH,
ab3aria ¥ Tekcra

Brinenena crpoxka wiu cronb6ery

Brinenena crpoka wiu cronbery

— dopmarupoBaHue stueiiky, ab3ara
U TEeKCTa U3 JIeBOU BepXHeH TYerKU
B CKOITMPOBAaHHOM CTpOKe/CTOJOIIe;

— dopmarupoBaHue CTPOKH/CTOIOIA

4.11.12.2 KonmupoBaTh U BCTaBUTH (opMaTHPOBaHHE

HJ’[H KOITMPOBAHUS Y BCTABKU (l)OpMaTI/IpOBaHI/IH MO>KHO HCIIOJIb30BATh.

— IIYHKTBI KOMAaHJHOI'O MEHIO,

— COYeTaHHus KJIaBHIII,

— KHOIIKY é Ha IIaHeJIM UHCTPYMEHTOB.

YToOhI CKOITMPOBATb U BCTABUTb (bOpMaTI/IpOBaHI/Ie C IIOMOIIIBIO KOMAHJHOI'O MEHIO HJIH

COYeTAaHUU KJIABMIII, BBIIIOJIHUTE clegyromniye JerCTBUS:

1. Bribepure ¢parmMeHT AOKyMeHTa [jIsi KONHUPOBaHUSI (POPMATUPOBAHUSI C IOMOIIbIO

OOHOTI'O 13 CHOC060B, YKa3dHHbBIX B pa3/iejie BhIlle.
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2. BpinonHuTe KOMaHy KOMUPOBaHUS GOPMATUPOBAHUS OJJHUM U3 CJIEAYIONIHX CIIOCOO0B:
— Bribepute nyHkT komangHoro meHio IIpaBka > KomupoBatrs ¢opmaTupoBaHue

(cM. PucyHok 344).
— HaxwMure coueranue knasui Ctrl+Shift+C / TShift+3Cmd+C.

3. Eciu dopmaTtupoBaHue TpebyeTcs NPUMEHHTb K OOHOMY ¢GparMeHTY, BBITIOJTHUATE
cllefyIouye JercTBuUs:
— DBribepute ¢parmeHT a1 BCTaBKU (OPMATHMpPOBAaHHS C IIOMOIIBIO OJIHOTO U3

CHOCO6OB, YKa3dHHbIX B pa3jiejie BbIlle.

— DBruibepute nyHkr komanaHoro MeHio IIpaBka > Ilpumenuts ¢opMaTHpoBaHHe
(cMm.  Pucynoxk 344) wnum  Haxmure codyeTanwe kiaBuil  Ctrl+Shift+V /

{Shift+:Cmd+V.

Mpaexa Bcraeka @opmar Tabavua  faddwe Mg

= OTMEHWTE Ctrl+Z

" TNoetopute Ctrl=¥

o  Boipesats Ctrl+X

Konupoeate Ctrl+C

[y Beraeute Ctrl+V
BeTaBuTe 3HAYEHMA W dopmaT Crl=Alt+V
BcTaBWTE TOMBKD 3HAYEHMA
BectaewTe w3 Bydepa obumena r

A KonvposaTh dopMaTWpoBaHWe Ctrl=5Shift+C
MprMeHWTE GopMaTURoEaHWE Ctrl+5hift+V

Pucynok 344 — Komangnoe mento IlpaBka

4. Ecnu  dopmarupoBaHue TpebyeTcs TIPUMEHWTb K  HECKOJIbKUM  ¢parmMeHTaM,
[I0CJIe[IOBATeIbHO BBIENIsNTe JaHHbIe pparMeHThl B TEKCTe U BBIIOJHSMTe [JIs KaX/I0T0

Y3 HUX KOMaH/ly BCTaBKM (POPMaTUPOBAHMUS.

YT1oOBl OIHOKPAaTHO CKONMPOBATh M BCTaBUThb (pOpMaTHUpOBaHHWE C IIOMOIIBIO KHOIKH
& (KomupoBaTths ¢popMaTHpPOBaHHUe), BBIIIOJIHUTE CJIeAYIOIINe TeMCTBUS:
1. Boibepure ¢parMeHT HOKyMeHTa Jii KONMPOBaHUS (POpPMATHpPOBAHUS C IOMOIIBIO

OOHOTI'O 13 CHOCO6OB, YKa3dHHbBIX B pa3/iejie BhIlle.
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2. Ha maHenu uHCcTpymeHTOB, B pasfesne IIpaBka HaXMuTe KHOIIKY &5 (KomupoBarsb
dopmarupoBanue) (cMm. PucyHnok 345).
3. Boigenurte dparmMenT [jis BCTaBKHM GOPMAaTUPOBAHUS C TTOMOIIBIO OJHOTO U3 CIIOCOOOB,

YKa3aHHBIX B pa3jiejie BhIIIe.

@ailn  [paeka Beraeka @opmar  Tabavua  fJaddsie WHctpyments Bug
+ w D‘!; ﬁ w é v KO Thames
JoBaEnTh = v 2 ‘ K K 4

M3&panHoe dan|n Mpaska WpwndT

Pucynok 345 — Knonka KonmupoBaTts ¢popmaTupoBanue

Y106l MHOTrOKpaTHO CKONMPOBaTb M BCTaBUTh (OPMAaTHMpOBaHKE C IIOMOIIbIO KHOIIKU
& (KomupoBaTths ¢popMaTHpPOBaHHUE), BHITIOJIHUTE CIIeAYIONINe IeUCTBUS:
1. Bribepure ¢parmMeHT AOKyMeHTa [jIsi KONMPOBAHUS (POpPMATUPOBAHUSI C IIOMOIIBIO
OJIHOTO U3 CI0cOO0B, YKa3aHHBIX B pa3jieie BhIIIIe.
2. Ha mnaHemm wuHcTpymMeHTOB, B pasgene IIpaBka [ABaxIbl HaXMUTe KHOIKY
& (KomupoBath ¢popmaTupoBaHue), YTOObI OHA IPUHSIIA BUJL )
3. IlocnenoBarenpHO TNpuMeHHUTe ¢dopMaTUpOBaHUe K TpebyembIM ¢parMeHTaM TeKCTa

OJHHM M3 CHOCO6OB, YKA3dHHbIX B pa3/ieJjie BhIlle.

YTOoOBI BBINTM U3 peXXMMa MHOXXeCTBeHHOT'O IpuUMeHeHHs (GOpPMaTUPOBAHUSI, BBIIIOJIHUATE
OHO U3 CJIeVIOIUX JeUCTBUM:
— Ha masenmu wuHCcTpymeHTOB, B pasdfeiie IIpaBka HaXMHTe KHOIIKY A, 4To6bl OHa
IIpHUHsJIa BU é

— Haxwmure knaBuiry Esc Ha kiiaBuaType.
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4.11.12.3 Ucropus xonupoBaHusa ¢opMaTHpPOBaHUSI

dopMarrvpoBaHue, CKONMPOBaHHOe B Oydep obMeHa, COXpaHSeTCS B UCTOPUM U MOXET
T103>Ke MCII0JIb30BaThCS /ISl BCTABKH.

YTobbl  OTKPBITH HKCTOPHIO, T/le JOCTYIHbI OOBEeKTbl paHee CKOIMMPOBAHHOIO

¢dbopmMaTrpoBaHusl, BLITIOJIHUTE CJIelyIoIIue JeHCTBUS:

1. Ha manenu uvHCTpyMeHTOB, B pasneiie IIpaBka HakmuTe CTpesKy CIpaBa OT KHOIIKH
=] (KomupoBats ¢popMaTupoBanue) (cM. PucyHok 346).

2. B BmimajaromeM crnucke BbiOepuTe HEOOXOAMMBIM OOBEKT paHee CKOMHPOBAHHOTO
¢dopmarrpoBanus. OOBEKTbI PACIOIOXKeHbl TaKUM 00pa3oM, YTO BBepXy CIIMCKa
MIpe/iCTaB/ieH 00BEeKT MOC/Ie/IHer0o CKOMMPOBAHHOTO pOpMaTHPOBAHUSI.

3. Brimenure ¢parMeHT sl BCTaBKM pOpPMaTUPOBAHUS C IIOMOIIBbIO OAHOIO U3 CII0CO00B,

yKa3aHHbIX B paszeie 4.11.12.1.

_‘;{ ﬁ w |gq KO Thames v 12 v
Lk

B 12,36

Mpaeka

N
N

Pucynok 346 — Crincok 065eKTOB GOpMaTUPOBAHUS
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4.12 IIpaBKka comepKUMOro

4.12.1 OT™MeHa ¥ Bo3Bpar JIeHCTBUH

4.12.1.1 OTMeHuTH NOC/IeAHEee BBLIIIOJIHCHHOe NeHCTBHEe

[Tocnennee neiicTBre, BBHITIOJIHEHHOE C COJIEPXKUMBIM JIOKYMEHTa, MOXKHO OTMEHUTb.

,HJISI 9TOI'0 BOCHOHBSYﬁTECL OJHUM M3 CJIeJYIOIUX CITOCODOB:

— Bribepute myHKT kOoMaHHOTO MeHIO IIpaBka > OTMeHuTh (CM. PrucyHok 347).

Mpaeka Becraska @opmar  TabBawua  JadHme VH

= OTMeHWTB Ctrl+Z
" ToeTopuTe Ctrl+Y
& Boipesats Ctrl+X
Kenupoeate Ctrl+C
[Ty Berasute Ctrl+W

Pucynok 347 — Komangnoe mento IlpaBka

— Ha nanenmn wmHcTpymeHTOB, B pasneiie IIpaBka HaXMuTe KHOIIKY D (OTMeHHTB)

(cM. Pucynok 348).

®ailn  [paeka Beraeka Qopmar  Tabovua  JadHwe
+ v B~ &
JNobaeuTs |E;] W (__) C)

M3epanHoe @ ain MpaBka

Pucynok 348 — Knonku OtMenuTsb 1 IIoBTOPHTH

— IIpu pabore B OC Windows / OC Linux HaxmwuTe coderaHue kjasum Cirl+Z vm
Alt+Backspace, npu pabore B macOS — coderanue kinasuil $Cmd +Z.
YToOBl OTMEHHUTh HECKOJIbKO TIIOCTIeHUX MAeNCTBHM, BBIIOJIHUTE KOMAHIYy OTMeHbI

HeCKOJIbKO pd3.
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4.12.1.2 TloBTOPUTH pe3yabTaT OTMEHEHHOTI'0 JeHCTBUS

OTMeHeHHOe JIeHiCTBUe IPY HEOOXOJUMOCTH MOXKHO ITOBTOPUTb.

J1J1s1 3TOr0 BOCIIOJIB3YHTECh OJJHUM U3 CJIeAYIOIINX CIIOCO00B:

— Bruibepute nyHKT kKoMaHHOTO MeHI0 IIpaBka > IloBTopurs (cMm. PucyHok 347).

— Ha nanenu uncTpymeHTOB, B pasierne IIpaBka HaXxMHTe KHOIKY C (ITloBTOPHUTH)
(cm. Pucynok 348).

— Ilpu pabore B8 OC Windows / OC Linux Haxkmure coueranue kiaBuin Ctrl+Y /
Ctrl+Shift+Z / Shift+Alt+Backspace. [Ipu pabore B macOS HaxmuTe codYeTaHHE
kiaBuin £Cmd+Y.

qTOGbIIKHHDpHTb HEeCKOJIbKO IIOCJIeJJHUX OTMEHEHHBIX JIeMCTBHM, BBIIIOJIHHUTE KOMaHOYy

HIOBTOpPA HECKOJIBKO Pas3.
4.12.2 By¢ep obmena

4.12.2.1 Beipe3aTs WM KOIIMPOBATh IaHHbIE

[Tpu BbIpe3aHUM JlaHHBbIe yOAISIOTCS M3 JOKYMeHTa U MomelaioTcs B 6ydep obmena. [lpu
KOIIMPOBAHWY JIaHHbIe He U3MeHSIOTCS B IOKyMeHTe, a B Oydep o6MeHa nloMeljaeTcsi UX KOIUSI.

JlaHHBIe BbIpe3aroTCsl ¥ KOIIUPYIOTCS C COXpaHeHrneM (GpOpMaTUPOBAaHMUS.

Bblpe3aHHble WM CKONKMPOBAHHBIE JlaHHble MOXHO HCIIO/Ib30BAaTh Kak [Isl BCTaBKU B

npwioxkennr «MoiOduc Tabmuma», Tak U IJs BCTaBKA B JPYTUX MPWIOXKEHUSX, HAllpUMmep, B

npwioxkeHny «MorOduc Tekcry.

Ecmu Tpebyercsi Bblpe3aTh WM CKONMPOBATh JlaHHbIE, B KOTOPBIX COJIEPXKUTCS OOBEKT

(Hanpumep, ¢purypa unm uzobpaxkeHre), BbIPeXXbTe WM CKONMPYHTe JaHHble U 00BEKT 110

OTHeJIbHOCTH.

YToOBI BeIpe3aTh JIaHHbIE, BHITIOJIHUTE CJIeIyIolIre JeHCTBHUS:

1. Boigenute o0BEKT, KOTOPHIA HEOOXOAWUMO BbIpe3aTh, WIM SYelKy, HAIa30H s4deek,
CTPOKH WJIA CTOJIOIIBI, U3 KOTOPBIX HEOOXO/IMMO BhIpe3aTh JaHHbIe.

2. BrblinonHNWTe KOMaHly BbIpe3aHusl OJHUM U3 CJIeIYIOIINX CIIOCOOOB:

— Bribepute nynkT komanaHoro menio IlpaBka > Beipe3sarts (cM. PucyHok 347).

— Ha nanemm uHCcTpyMeHTOB, B pasneiie IlpaBka HakmMuTe KHOIKY .4 (BbIpe3aTs)

(cm. Pucynok 349).
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Dailn  [lpaeka Beraska @opmar  Tabavwua  fanHwme Woctpymentm Bug
+ w ,;I; ﬁ w é X0 Thames
Jobaeuts EJ w (__j - }I{ .'I‘\/\ H

M3GpanHoe T ann MNpaska WpndgT

Pucynok 349 — Knonku Beipesats v KonupoBaTh

- OTKpOﬁTe KOHTeKCTHOe MeHIO HIeJITYKOM npaBoﬁ KHOIIKM MBIIIX I10 BbIAEJIEHHOMY
O6’b€KTy, J9eiiKkaM MM TI0 3arojoBKam/ COJIep’>KMMOMY  BblI€JIEHHbIX CTpOK/

CTOJIO1OB. BhINOITHUTE KOMaHy KOHTEKCTHOTO MeHI0 Bripe3aTs.

— Haxwmure coueranue kinaBuin Ctrl+X wiu Shift+Delete npu pabote B8 OC Windows

/ OC Linux wiu coueranue kiasuil $Cmd+X npu pa6ore B macOS.

B ciy4yae nprMeHeHHBIX GUIBTPOB WA CKPBITBIX BPYYHYIO CTOJIOIIOB WJIU

CTPOK BbIpe3deTCsd TOJIbKO COAepXHUMoOe BUIHNMBIX sd49eeK.

YToOBI CKONMPOBATH JIAHHbIE, BLITIOJIHUTE CJIeIyIolIre JeHCTBUS:

1. Boigenure 06beKT, KOTOPbI HEOOXOAMMO CKONMPOBATh, WM STYEHMKY, TUAMA30H sUeek,
CTPOKH WJIA CTOJIOIIBI, U3 KOTOPBIX HEOOXOJIMMO CKOITMPOBATh JIaHHbIE.

2. BrinonHUTe KOMaHAY KOMUPOBAHUS OJJHUM U3 CJIEAYIONIUX CIIOCOOOB:

— Broibepute nynkT komanaHoro menio IlpaBka > KomupoBats (cM. PucyHok 347).

— Ha nanenu unctpymenToB, B pa3fene IIpaBka HaxkmuTe kHOIKY || (KonmupoBaTs)

(cm. Pucynok 349).

— OTkpoiiTe KOHTEKCTHOE MEHIO IeTYKOM MPaBOM KHOIKU MBIIIU 10 BbIJeJIeHHOMY
00beKTy, sYelikaM WIA TI0 3arojioBKam/COJIepXKUMOMY  BBIJIEJIEHHBIX —CTPOK/

CTOJ'I6I_[OB. BrimosiauTe KOMdHy KOHTEKCTHOI'O MEHIO KOHI/IPOBHTL.

— Haxmure coveranue kiaBuiil Ctrl+C wim Ctrl+Insert npu pa6ote 8 OC Windows /

OC Linux unu coueranue kiaBuil $Cmd+C npu pabote B macOS.

CkonupoBaHHbIe sTYeMKH, CTPOKU WM CTOJIOIbI BBIENSIOTCS ITyHKTUPHOM paMKoi. Pamka
aBTOMATUYeCKH McYe3aeT [IpH MOCelyIollei BCTaBKe CKOITMPOBAHHbBIX JJAHHBIX.

Ecnu Tpebyetcs ybpaTh MyHKTUPHYIO paMKy BPY4HYIO, HaXkMUTe KiaBuiny Esc.
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4.12.2.2 BcTaBUTH NIOCTIeIHIE BbIPe3aHHbIE HIH CKOIMPOBAHHBIE JaHHbIE

Jlyisi BCTaBKM JOCTYIHBI TpeIBAPUTENIbHO CKOMMPOBAHHbIE WM BBbIPpE3aHHBbIE JIaHHBIE,
Haxonsmuecs B Oydepe obOmeHa. FEcmu Obil  cKOMMpoBaH WM BbIpe3aH — JAWalla30H

sT9eek/ CTpOK/ CTOJIOIIOB, TO IIpH BCTAdBKe JIdHHbIE BHﬁMYT AXUAIla30H TAKOI'O Xe pa3mepad.

[Ipy BcTaBKe MAaHHBIX B HEMyCTble SYeHKU WM JAWAla30Hbl TMpPefblaylnde JdaHHbIe

L=\ yIaJIsIIoTCs 6e3 MpeyTpesKIeHusl.

Hanuble u3 Oydepa obMeHa MOXKHO BCTaBUTb C COXpaHEHHWeM WIM 0e3 COXpaHeHUs
HCXOJTHOTO HPOPMATHPOBAHUSI.
Y1oOBI BCTaBUTD JaHHble C COXpdHEHHeM HCXOIOHOTI'O (bOpMaTI/IpOBaHI/ISI, BBITIOJIHUTE
CJIeIyIoIIre AeUCTBUS:
1. YKa)KI/ITe, KyZlla CjieqyeT BCTaBUTb JdHHbIE:
— FEcmm B Gydepe obMeHa conepKaTcsl JIaHHbIe U3 OJHOU STYEMKH/CTPOKU/CTOJIONA,

BbIJIEJIUTE sTYelKy/CTPOKY/CTosbell, B KOTOPBIN Clie[lyeT BCTaBUTh 3TU JIaHHbIE.

— Ecmu B 6ydepe obMeHa comepXUTCS JTMana30H s'9eeK/CTPOK/CTOJIOIO0B, BbIAEINUTe
COOTBETCTBYIOIIMM 110 pa3Mepy JHana3oH WM BbIJIeNTe STYerKy/CTPOKy/cTosbell, B
KOTOpBIA CJleflyeT BCTaBUTb COJIepXXUMOe IIepBOM s[YeHKW/CTPOKH/CTonbna U3

JAara3oHa.

— Ecm B Oydepe obmeHa cofiepXUTCSI OOBEKT, BbIIeJIUTE sUelKY, [0 KOTOPOH

cjlleyeT BbIpDOBHSATDH BerHI/Iﬁ JIeBBIM yroia oOBeKTa.

2. BrblimosiHUTe KOMaH/Ty BCTaBKX OJTHUM U3 CJIEIYIONIHUX CIIOCOOOB:

— Broibepute nynkT komanaHoro menio IlpaBka > BeraButsb (cM. PucyHok 347).

— Ha maHenm uHCTpyMeHTOB, B paszese IIpaBka HaXXMUTe KHOIKY N (BcraBuTh)

(cm. Pucynok 350).

®ain  Mpaeka Beraeka Qopmar  TabBavua Jaddeie  WMHotpymedte Bug

+ ~ O'fo |® % é X0 Thames
JobaenTe |E;] L) <__“j . b
IE Bcrasnte

WM3bpaHHoe Dann Mpaska
BeTaeuTe 3HaqveHna v dopmat

P16 v fx
BcTaBuTh TOMbKD 3HAYEHWA

A B

Pucynoxk 350 — Knonka BcraButh
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— Ha nanenmn uHcTpymeHTOB, B pa3dfeiie IIpaBka HakKMHUTe Ha CTpeJIKy CIpaBa OT
KHOIIKU @ (BcraBuThb) 1 B BBINAJAIONIeM CIHMCKe BblOepuTe KOMaHIy BcTaBHUTB

(cm. Pucynok 350).

— OTkpoiiTe KOHTEKCTHOe MEHIO IeJTYKOM IPAaBOM KHOIIKM MBIIIW T10 BbIIeJIEHHbIM
sgyediKkaM WKW 110  3aroJIOBKaM/COJEPKUMOMY  BBIJIEJIEHHBIX CTPOK/CTOJIOIIOB.

BrimonauTe KOMdHy KOHTeKCTHOI'O MeHIO BcraBuTts.

— Haxmure coderanue knaBuin Ctrl+V wiu Shift+Insert mpu pabore 8 OC Windows/

OC Linux unu coderanue kiiasuil $Cmd+V npu pabote B macOS.

[Ipu BcraBke [aHHBIX 6e3 COXpaHeHUsI HCXOOHOrOo GOPMATHPOBAHUS IEHCTBYIOT
Clleflytoliye paBuia:
— U3 bydepa oOMeHa BCTaBJsieTCs TOJbKO TeKCT. Tak, MpU BCTaBKe GUIYyphI C TEKCTOM
WM CChUIKM B JIOKYMEHT BCTaBJISIETCS TOJILKO TEKCT, KOTOPBIA cojiepKaT JlaHHbIe
0OBEKTBHI.
— Ecmu B 6ydepe obmena conepxutcsi GpopMyisa, TO BCTaBJISIeTCS TOJBKO Ppe3yJibTar

dopmybl (cM. pazzen 4.5.8).

Yrobbl BCTaBUTH [AaHHbBle 6e3 HCXOJHOrO (GOPMAaTUPOBAHUS, BBIIOJIHUATE CJelyrolire
JeUCTBUSA:
1. VYkaxwure, KyJia cielyeT BCTaBUTb JaHHBIE:
— FEcmu B 6ydepe obMeHa cojepkaTcsi JaHHble U3 OJHOM STYEHKH/CTPOKU/CTOIOIA,

BbIJIEJIUTE sTYelKy/CTPOKY/CTosbell, B KOTOPHIN Clie[lyeT BCTaBUTh 3TU JIaHHbIE.

— Ecm B Oydepe obMeHa COJIepXXUTCSl AWAlla30H siUeeK/CTPOK/CTOJIOIO0B, BhIIeNINTe
COOTBETCTBYIOIIMI TI0 pa3Mepy JHana3oH WM BhIJIEIUTe sTYerKy/CTPOKYy/CcTosbell, B
KOTOpBI CJjleflyeT BCTaBUTb COJIepXXUMOe IIepBOM s[YeHKW/CTPOKH/CToNbna U3

JAaIra3oHa.

— Ecmu B Gydepe obMeHa cofiepKMTCSI OOBEKT C TEKCTOM, BBIJIeJIUTE sYerKy, B

KOTOPYIO CJieJlyeT BCTaBUTh JIAHHBIN TEKCT.

2. BrpimonHUTe KOMaH/y BCTaBKU OJTHUM U3 CJIEIYIONIHUX CIIOCOOOB:
— Bribepute nmyHkT komaHaHOro MeHio IIpaBka > BcTaBUTH TOJBKO 3HadeHHS

(cm. Pucynok 351).
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— Ha manemu wuHCTpyMeHTOB, B pa3fene IIpaBka HaXMHTe Ha CTpeJIKy CIIpaBa
OT KHOIIKHU @ (BcraBuTh) ¥ B BBINAJAIONIEM CIHCKe BbIOEpUTEe KOMaHAY

BcraBuTth TOsIbKO 3HaYenus (cM. Pucynok 350).

Mpaeka Bcraeka Qopmar Tabavua  [Jaddwe Mg

= OTMEHWTB Ctrl+Z

" MNoeTopute Ctrl+Y

o Boipesats Ctrl+X

Kenupoeate Ctrl+C

[Ty Berasute Ctrl+W
BeTaeuTe 3HaueHuA W dopamat Ctrl+Alt=V

BCTaEnTe TONBKD 3HAYUEHMA

Pucynok 351 — Komananoe mento IlpaBka

— OTkpo¥iTe KOHTEKCTHOe MEHIO IIeTYKOM IIpaBOM KHOIIKM MBIIIH 110 BblJIeJIeHHbIM
syerKaM WIA II0 COJIeP>)KMMOMY BbIJIeJIEHHBIX CTPOK/CTOJNONOB. BreimonHure

KOMdHy KOHTEKCTHOI'O MEHIO BcraBuTh TOJIBKO 3HAYCHHS.

4.12.2.3 BcraBuTh JaHHbIE U3 pacIIUPeHHOro 0y¢depa odoMeHa

B npunoxennn «MoiOduc Tabmuna» nocryneH paciimpeHHbIM O6ydep obmena. B Hem
OJTHOBPEMeHHO MOXXeT XpaHUThCs 10 10 cKoNMpoBaHHBIX UJIM BbIpe3aHHbIX CI0TOB. Kaxknas HoBas
3aIMCh 3aHUMaeT MeCTO CaMOTr'0 CTaporo CJI0Ta B CIIMCKe.

Pacivpennsiii 6ydep o6MeHa MOXHO MCIOJIb30BaTh JIJIsl KOMMMPOBAHUsS M BCTABKU JaHHBIX
n3 npwioxenust «MorOduc Tabnuna» B npuioxxenre «MorOduc Tekct» 1 HA060pOT.

JlaHHble W3 paciMpeHHOro Oydepa oOMeHa BCTaBISIOTCS C COXPaHEHHWEM MCXOIHOIO

¢dbopMaTUpOBaHUSl.

4.12.2.3.1 BcraBuThL JaHHEIC

Y106l BCTAaBUTH JlaHHble U3 pacliMpeHHOro Oydepa oOMeHa, BBINOJIHUTE Cleylolre
JeUCTBUS.
1. Vkaxwure, Kyna ciie[lyeT BCTaBUTh JJaHHbIE!
— FEcmu B 6ydepe obmeHa cojepkaTcsi JaHHble U3 OFHOM SYeMKU/CTPOKH/CTONOIA,

BBbIJIEJIUTE sTYelKy/CTPOKY/CTosbell, B KOTOPKINA Cie[lyeT BCTaBUTh 3TH JIaHHbIE.
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— Ecmu B 6ydepe obMeHa cofiep)KUTCSl AUAlla30H sT9eeK/CTPOK/CTOJIOIOB, BhIIENHTe
COOTBETCTBYIOIIUI TI0 pa3Mepy JMana3oH WM BhIJIEIUTe S9erKy/CTPOKY/CTosber, B
KOTOpBI CJieflyeT BCTaBUTh COJIEPXXUMOEe TIepBOM sSIYeHKWU/CTPOKH/CTONONA U3

IIFaIIa30Ha.

— Ecm B Oydepe obmeHa conepxXurcs OOBEKT, BblieNUTe SYelKy, 0 KOTOPOH

clleJlyeT BBIDOBHSATH BePXHUM JIeBbIN yToJl 0O0beKTa.

2. OTkpo¥iTe comep>XuMoe pacMpeHHoro 0ydepa obMeHa OJTHUM U3 CJIETYIOIINX CIIOCOOO0B:
— Bruibepute nmyHkT komanHaHoro meHio IIpaBka > BcecraButh M3 Oydepa odmeHa

(cM. PucyHnok 352).

Mpaeka Beraeka Q@opmat  Tabavua Jadswe  WHctpymentm Bug OBwwid goctyn  Hagetpoikn Cn

3 OTMEHUTE Ctrl+Z vl [12 [v] A A+ = = =
" Noetoputs Ctrl+Y
BT e A £y L v ®n
s  Bripesats Ctrl+X
BhipaBHMBaHKe
Konwpoeats Ctrl+C
By Beraguts Ctrl+V
BcTaenTe 3HaYeHWA W Gopmat Ctrl+Alt+V E F G H
BcTaEuTe TOABKS 3HAUSHWA
BecraenTe w3 Bydepa obmeqa L4 OBwwiA uTor
505
& KonupoeaTe dopMaTMpoBaHWE Ctrl+5Shift+C
MpumeHTE dopMaTHpoBEaHUE Ctrl+Shift+V WcTopua Gydepa obmeda Ctri+Alt+5Shift+V
OuMcTHTE
Bwgenuts Boe Ctrl+A r

Pucynok 352 — JlanHble B pacuiipeHHOM bydepe obmeHa

— OTkpoiiTe KOHTEKCTHOe MEHIO IeJTYKOM IPaBOM KHOIIKM MBIIIW T10 BbIfIeJIEHHBIM
syedikaM WM 110 3aroJIOBKaM/COJIePKUMOMY  BBIJIEJIEHHBIX  CTPOK/CTOJIOIOB.

BribepuTe koMaHly KOHTEKCTHOTO MeHIO BeraBuTh u3 0ydepa oomena.

3. B OTKPhIBIIEMCS ITIOAMEHIO BbI6€pI/ITe JaHHBbIe JI5 BCTABKH.

Hnst ynoberBa paboTel comepxxumoe bydepa oO6MeHa MOXXHO OTKPBHITh B OTJIeJIbHOM OKHe.
J1J1s1 3TOTO BBHIIOJIHUTE OHO U3 CJIeIyIOIINX JeHCTBUI:
— Broibepute myHkT komaHaHoro MeHio IIpaBka > BcraButh u3 0ydepa obmena >
Hcropus dydepa odomena (cM. Pucynok 353).
— OrtkpoiiTe KOHTEKCTHOEe MeHIO IIeJTYKOM IPaBOM KHOIIKY MBIIIH 110 JTI000M sdelike WK
3aroJIOBKaM/COIEpPKMMOMY  JIIOOBIX ~ CTPOK/CTOJNIOIOB.  BeimonHuTe  KOMaHIy

KOHTeKCTHOTO MeHI0 BcraBuTh u3 0ydepa oomena > Ucropus dydepa odbmeHa.
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Mpaeka Bcraeka JanHbie

5 OTMEHUTE Ctrl+Z

"  Noetopute Ctrl+Y

3 Bruipesats Ctrl+X

Konuwpoeats Ctrl+C

1 Bcraents Ctrl+V
BcTaBnTb 3HAYEHWA W fopmMaT Ctrl+Alt+V
BcTaBnTh TONBKD SHAYEHWA
BeraenTe w3 Bydepa obueqa

& KonwpoeaTh dopMaTipoBaHie Ctrl+5Shift+C
MpumeHATE fopMaTUpoBEaHUE Ctrl+Shift+V
Bmgenute BCE Ctrl+A

Haxxmure coderanme ximaBum Ctrl+Alt+Shift+V (OC Windows) / Win+V (OC Linux)

/ ~=Option+{Shift+3Cmd+V (macOS) Ha k1aBuaType.

WHeTpyMeHTE

Bug OBwmni goctyn

Hapcrpoiikn

OuncTuTe

vz« AT AT = =
B - A v Lv
BhipaBHMBaHKE
E F G H
OBwmia uTor
395
WcTtopua Bydepa obueda Ctri+Alt+5Shift+V

Pucynok 353 — Komanb! yripaBiieHusl paciiiipeHHbIM O0ydepoM oOMeHa

[To ymomuanuio okHO paciupeHHoro Oydepa obmena (cM. PucyHok 354) pasmeriaercs

PSZIOM C BbIIEJIEHHOM WJIM MOCJIe[IHeM BbIJIeJIeHHOM siYeiiKoW (HarpyuMep, eciiv BbifielieH CToJibelr).

YT0OBI U3MEHUTh pa3MeliieHre OKHa, IIepeTaliydTe ero 3a 3daroJjIOBOK, yep’KrhBas Ha>KaTOM JIEBYIO

KHOIIKY MBIIIH.

ﬁ BmbBop TekcTa A0A BCTABKM

log

2010

Mecay,

2

[og-mecay
20102

Toeap

Tosap 1
Mpoaaxu s pyb.

423 856
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[Ipu pabote c paciupeHHbIM OydepoM oOMeHa:

— IepeMellleHUe MO cjioTaM Oydepa oOMeHa OCYIIEeCTBIISIeTCS C IOMOIIBIO KJIABUIII
KJIABUATYpHI | U T;

— BCTaBKa BBIJIEJIGHHOTO CJioTa U3 Oydepa oOMeHA B yKazaHHOe MeCTO JIOKyMeHTa
OCYIIIeCTBJISIeTCS 111eJTYKOM JIeBOM KHOIIKY MBIIIIY WX HaXkaTheM Ha KiaBuilly Enter;

— nmepeMelieHue ¢GoOKyca Mexay AOKyMeHTOM U OydepoM oOMeHa OCYIIeCTBISeTCS

kasuiieii Tab.

YToObl 3aKpBITh OKHO PACHIMpeHHOTo Oydepa oOMeHa, HaXXMUTE Ha KHOIKY B ero

3arojioBKe.

4.12.2.3.2 OuncTUTH HCTOPHIO pacHIpeHHOro 0ydepa oomMena

YTOOBI OYMCTUTH HUCTOPHIO paclIMpeHHOro Oydepa oOMeHa, BBIOJIHUTE CleylolIre
JIeNCTBUSL:
1. OtkpoiiTe IOJIMEHIO paciMpeHHOTo Oydepa obMeHa OHUM U3 CIIeYIOIIUX CII0COOO0B:
— Bruibepute mynkT komangHoro meHio IIpaBka > BcecraButh M3 Oydepa odOmeHa

(cm. PucyHnok 353).

— OTKpoWTe KOHTEKCTHOe MEHIO IeTYKOM ITPABOM KHOIIKYM MBIIIHA T10 JTF000U sS9eike
WIM 3aroJioBKaM/COAEep>XMMOMY JIFOOBIX CTpPOK/CTONOIOB. Bribepure koMaHIy

KOHTeKCTHOro MeHIo BcraBuTh u3 0ydepa odomena.

2. B orobpasuBiiemcs HogMeH0 BbibepuTe kKoMaHAy OYHCTUTS.
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4.13 PabOora B o0s1ake

CDYHKIII/II/I pa6OTbI B 0O0OJlake M COBMECTHOI'O PedaKTUPOBAHUA OOCTYIIHBI IIPXU HAJIMYHUKU

cepBepHoi yactu «MoOduc ITpodeccronanvubiiny / «MortOduc YactHoe Ob1aKo».

PaboTa B obake mpefiocTaBiisieT CleAyOIIre BO3MOXKHOCTH:

co37laHue W COBMeCTHOe pefakTHpoBaHue ¢aityioB B ¢dopmare XODS omHOBpeMeHHO
C IPyTUMHU T10JIb30BaTeJISIMU;

3arpy3Ky, XpaHeHHe U CKauKMBaHUe GaljioB CIIeqYIOIUX TUIIOB:

apxuBHbIe (alIbl,

— TeKCTOBbIe (pauiIbl,

— DJIeKTPOHHbIE TaOJIUIIbI,
— PDF-darinsi,

— Ipe3eHTaluH,

— 11abJIOHBI,

— u3obpaxeHus,

— ayauo- U Buaeodabl.

HHH Ha4daia pa6OTbI C 0bOJIaYHBIM XPpaHWJIUILEM I10JIb30BaTeIt0 HQO6XOJII/IMO dBTOPHU30BATbCA

B obmake (cMm. paznen 4.13.1).

[Tpu paboTe B 00ake MMOIb30BaTEIIO AOCTYIIHHI Clleytolye nanku (cM. PrucyHok 355):

Mowu noxyMeHTBI — Ak U Gaiiibl, co3laHHble (CM. pa3zen 4.13.4) unu 3arpykeHHble
(cm. pasmen 4.13.5) monb3oBarenem;

HdocTynHble MHe — ANk U (ailyibl, K KOTOPHIM IOJIb30BATEII0 MPEeI0CTaBJIeH JOCTYII
(c™m. paznen 4.13.9.1);

Obmue manku — Mankyd U ¢aiiibl, obmye IS OJJHOM/HECKOJIbKUX TPy WIA BCEX
COTPYIHUKOB KOMIIAaHUH;

OTMeueHHBIe — ITAIIKUA U Cl)aﬁﬂbl, OTMeYeHHEbIe I10JIb30BaTe/ieM KdK Bd>XHbIe,;

OTMeTka O BaXKHOCTU NaNKy Wiv ¢ailyia MOXeT OBbITh YCTAHOBJIEHA TOJIBKO C

nomolipio Be6-npunoxenust « MoriOduc JlokyMeHTbD».

HenaBHue MOKyMeHTBI — CITMCOK IIOCIEIHUX JIOKYMEHTOB, KOTOpbIe I0JIb30BaTesb
OTKpbIBa U3 ob6saka (cM. paszen 4.13.2);

Kop3una — daiiibl, yaieHHbIe MoJib3oBaresieM (CM. pasaen 4.13.7).
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1 MoiiOdunc TaBanua — O *

5 Mon AOKYMEHTEI
MoK L0KyMeHTEI

&2 JoctynHele MHe
i Ama T Paimep Jlata M3aMeHeHns
= Obwme nankm

E OrtmeueHHbe @ Hoean TaBanua.xods 6.01 kB 18.08.2023

(9 Henaerne AOKYMEHTI

Tl KopawnHa

VA daina: | Hoeas taBanuaxods Tabamua (*xods) v

CozaaTe nanky Co3aaTe ¢ain “ OTtmeHa

Pucynok 355 — O6sayHoe XpaHWIUIIEe

Ecm  XODS-datin, pacrnonokeHHbIE B o0Jake, OAHOBPEMEHHO C II0JIb30BaTejieM
OTKPBIBAIOT VISl peJaKTUPOBaHUS APyTryve YYacTHUKU, TO UX aBaTapbl OTOOPaXKaloTCs HA OOKOBOM
naHend (cMm. PucynHok 356). Ilpy HaBemeHWr Kypcopa MbIIIM Ha aBaTap Y4YaCTHUKA BO
BCIUIbIBAIOIIEH TI0JICKa3Ke 0TOOpakatoTcst ero UMs U paMuiusl.

HSMEHEHI/IH, KOTOpble Y4dCTHUKH BHOCAIAT B NOKYMEHT, 0T06pa>1<a10Tc;1 B peXXruMe peaJibHOTro

BpeMeHHU.
Al v  fx Tosap
A B C D 3 F G H »
A
1 Tosap | Ipopanm Fe
2 | AnenscHHEI 42 768
3 |BaknamaHel 1 400 &)
4 BanaHsl 20 755
5 Bapanxu 17 850
6 Bepmuwens 26 180
7 I'pymwm 56 606
8 Kabaukwm 4 884
9 |Hroro 170443
10
A Anekcanap CMupHoB
Nuer +
@ Ecre nogkmouenve | & PepaktuposaHue CYMM O CP3HAY 0 MMH 0 [F] - ® + 100% v

Pucynok 356 — CoBMecTHOe peJlakTUpPOBaHUe
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4.13.1 BoiiTu B 00/1aK0

YTo06BI dBTOPU30BATLCS B O6JIaKe, BBIIIOJIHUTE cllieJyroniye IerCTBUS:

1. Bribepute myHKT koMaHgHOro MeHio daiin > Pabora B obsake > Boiitu B 00s1aK0

(cMm. Pucynok 357).

®aiin [lpaeka Bcraeka @opmar TabBawuya  [JadHbie

[ Cosgate Ctrl+N

Cozaath no wabnoHy...

[=  Omkpoito. Ctrl+0

Otkpoite B obaake... Ctrl+5Shift+0

HenaeHue fokyMeHTE

PaboTta & obnake
& CoxpaHuts Ctrl+5
CoxpaHHnTb Kak... F12

4

WMHcTpymedter Bug O
KO Thames
K K 4 AB
WpKndT

BoliTn B 0Bnako

Ckauate...

3arpyauTe dain...

Pucynok 357 — KomanaHoe meHio Paiin

2. B okne BoiiTu B 00s1ako (cM. PrucyHok 358) BBeiuTe maHHbIe /171 aBTOPU3AIIHH:

BoiiTn B 0Bnako...

Narwx:

| hame.sumame@damain.com

Mapons:

Cepeep

)

BoitK OTMmeHa

Pucynok 358 — OxHo BoiiTH B 00651aK0
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— JloruH — azpec JJIeKTPOHHOW TOYTHI, yKa3aHHbIM mpu perucrpaiuu B 110

«MonOducy.
— ITaponas — maposb, ykazaHHbIM nipu peructpanuu B [10 «MonOducy.
— CepBep — azpec cepBepa Ballleil OpraHu3aIyu. 3anoJHsIeTCsl aBTOMAaTUIeCKH.

3. Haxmwure kHOTIKY BoiiTH.

[Ipy TNOBTOPHOM OTKPBITUM TIPWIOXKEHWS aBTOpU3aIMsi B OOJIake OCYIIeCTBIISIeTCs
aBTOMATHUYeCKU TpPU YCJIOBUM, YTO JIAaHHbIE TOJIb30BaTeJisl JIeWCTBUTENIbHbI M JOCTYIIeH CepBep

ayTeHTU(UKAIUH.

4.13.2 OTKkpBITH daiin

[Tocne aBTOpM3alMM MOXHO OTKpbIBaThb M pabotath c dainamu B ¢opmare XODS,
XpaHAIMMUCS B 06J1ake OpraHU3alyu.

YroObl OTKPBITH daiiil, pa3MellleHHbIN B 00J1aKe, BHIIIOJIHUTE CIle/lylollye 1eHCTBUSL:

1. Boibepure nyHkT KOMaHAgHOro MeHio ®air > OTKpBITH B 0bs1ake (cM. Pucynok 359)

v HaxkmuTe codetanue kiapuin Ctrl+Shift+0 / TShift+Cmd+0O.

®ailn  [paeka Beraeka @opmatr  TaGavua [JanHoie

EI Cozgate Ctrl+M

Cozgate no wabnony...

[ Omkpwits... Ctrl+0
OTkpwTte B 0Baake... Ctrl+5hift+0

Pucynok 359 — KomanaHoe menio Paiin

2. B oxHe mnpoBoaHuKa ob6siayHOro xpaHwiumia (cMm. Pucynok 360) cieBa BwiOepuTe
pasieli, B KOTOPOM HaXOOUTCs TpebyeMblii daii.

3. Broipenure dait.

Ecm ABrop wm Boapmenen BbiOpaHHOro daiiyia yjajleH W3 CHUCTEMBI
aJIMUHHCTPATOPOM, TO CIIPaBa OT ero KIMeHH OTOOPaKAeTCsl OTMETKA (HeAKTHBEH).
V nanenuie moib3oBaTesIsl He BIMsIeT Ha YPOBHU JIOCTYTIA K IOKYMEHTY, KOTOpble OH

IPeIOCTABIII IPYTHM II0JTb30BaTeNsIM paHee (CM. paszen 4.13.9.1).

4. Haxwmure kHonky OK.
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1 MoiiOguc TaBnuua - m} *

¢ Mou BoKyMEHTEI
Mou A0KYMEHTEI

Pt [octynHele MHe

) Mma T Pazmep fata U3MeHeHUR
= O6wme nankmn

I:( BT @ Hoeasa Tabavua.xods 6.01 kB 18.08.2023
(© Heaaehue LOKYMEHTEI
(| KopawHa
Vima daidna: | Hoeaa tTabavuaxods Tabamua (*.xods) ~

CozpaTe nanky Cospate dain “ OTmeHa

Pucynoxk 360 — IIpoBogHMK 06/1a4HOTO XpaHUIIUIIA

Paily1 OTKPOEeTCS] B HOBOM OKHe.
Ecmu nna paGotbl BbIOpaH ¢aiil, CO3MaHHBIA JAPYTHUM TI0JIb30BaTeieM, TO B CTPOKe
COCTOSIHUSI OTOOpakaeTcsl TPeIOCTaBIIeHHBI aBTOPOM JOKyMeHTa ypoBeHb jaoctyna: IIpocMoTp,

PenakTupoBanue viu Ynpasienue (cM. paznen 4.13.9). IIpumep npenicraBiex Ha pucyHke 361.

A B C D E F

1 Toeap | Ipopamm

2 |AmenbcHHBI 42 768

3 |Baknaxanw 1 400

4 | Bananwb 20 755

5 |bapankn 17 850

6 |Bepmuuens 26 180

7 | I'pywm 56 606

8 |Kabauku 4 884

9 |Hroro 170443

10

1

<
Nuerl PEw
@ Ectb nogknioueHue | ' PepakTWpoBaHue CYMM O CP3HAY O MWH |

Pucynok 361 — YpoBeHns fnocryma

B pexxume mpocMoTpa He I0IyCKaeTCsl BHOCUTh M3MeHeHHs B JIOKyMeHT U HM3MeHSTb ero
¢dopmarvpoBanue. Ilpy HEOOXOOMMOCTHM MOXHO CO3[aTh pelaKTUPyeMyl0 KOIHUIO JIaHHOI'O
JOKyMeHTa. [[jis1 3Toro Ha MaHelIW WHCTPYMEHTOB HaXXMHTe KHOINKY PeJakTHpoBaTh KOIHIO B

obsake (cM. Pucynok 362).
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(2 Hosaa TaBnuua.xods - MeiOduc — O *

®ailn  [Mpaska Bcraeka Qopmar TaBawua Jannsie  Wnctpymedts Bug  OBwwid goctyn  Hagctpoiikn  Cnpaexa

=Y [okyMeHT gocTyneH ToALKO ANA NpocMoTpa |Pe,c|.aKTmpoBaTb Konvio B obnake

Pucynok 362 — Knonka PemakTupoBaTh KOIHI0

Komusi nokymeHTa co3fmaercss B mamke OOJIayHOro XpaHwidia MoOH JOKYMeHTHI
(cMm. Pucynok 360). ABromatuiecku eii npucBauBaetcs ums Komust - <umsi opuruHana (n)>, rue
(n) — HoMep komwmu. [Ipy CO3MaHMU KONMKM OPUTMHAJ JOKyMEHTa aBTOMAaTHYeCKH 3aKpPhIBAeTCS U
OTKPbIBAETCSI KOTIUSI JOKYMEeHTa.

B pexume pemakTHUpoBaHUSI U yIHpaBiieHUs] paboTa C JOKYMEHTOM OCYIIeCTBIISIeTCS B
obbryHOM TOpsijike. Bce naMeHnenus, BHOCUMbIe B ¢alijl, aBTOMaTHYeCKH COXPAHSIIOTCS B 00JIAaKo.
JIOnOJTHUTETbHO COXPAHSITh ITPAaBKU He HYXHO.

Ecm ¢ mokymMeHTOM [TOJITO He BBINOJIHSIETCS. HUKAKUX HEeWCTBUM, TO CeaHC pPaboThl C HUM
aBTOMAaTHU4eCKy 3aBepiiaeTcs. Ha skpaH BBIBOJUTCS AUANOroBoe oKHO (cM. PucyHok 363), ¢ moMoIibio
KOTOPOI'O MOXKHO HayaTh HOBBIM CeaHC PabOThI C 3TUM JIOKYMEHTOM WX BbIOpaTh Jiisi paboThI PYTOM

JOKYMEHT. Ecmu Tpe6yerc;1 3adKPBITb IOKYMEHT, HA’KMUTE B JIMAJIOT'OBOM OKHE KHOIIKY 8

Ball ceaHc peaakTUpOBAHNA 3BEQLLEH >

o Bal ceaHC peAaKTUpOBaHUs
saBeplleH

CeaHc Obin 33BeplUEeH, Tak KaK Bkl 4OAMCE BPEMA He
BBINOAHANKN HUKaKMX AedcTBriA. YTobel NnpogonxnTe
pejaKTWpoBaHWe, oTKpoiTe dalin 3aHoBo,

Pucynok 363 — JluasioroBoe 0KHO
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4.13.3 Co3pars JoKaJbHYI0 Konuio ¢aiina

Jlnst 3alyThl OT MOTepy JIaHHBIX NpU paboTe B oOjake IMpeqycMOTpeHa BO3MOXKHOCThb
CO37]aHUsl JIOKaIbHOW KOIUU peflakTUpyeMoro ¢aiiia.

Ecmm nipu pabote ¢ daiioM, pacrnosiokeHHbIM B obJjlake, BO3HUKaeT OIMMOKa (Hampumep,
IpepbIBaeTCss COefUHeHWe C CepBepoM), Ha O3KpaH BBIBOAMUTCS [HUAJIOTOBOE OKHO, KOTOpoe
IIPeIOCTaBIISIeT BO3MOXKHOCTh COXPAaHUTh JIOKAIBHYIO KOIHIO daiiia (mpuMep cM. Ha PucyHke 364).

Haxkxmure B maHHOM OkHe KHOTKY C037aTh JIOKAJILHYI0 KOITHIO.

B ortkpeiBiieMcst okHe ¢alIOBOrO MeHe[XkKepa YKaXKWTe MafKy, B KOTOPYIO ClleJlyeT

COXpaHUTD a1, UM U TUMI Paiiyia U HaKMUTe KHOTIKY COXpaHHTh.

BHumaHwne! >

=\ Bawwu nameHeHunn B paine "Hoean

¢ Tabnmua.xods" He BblNKM COXpaHeHbl B
obnake.

XOTUTe COXpaHWUTb NOKaNbHYH KOMWIO
thaina?

Co3aaTh NOKaNsHYH KOMWHY He coxpaHAaTs OTMEHWTE

Pucynok 364 — JluanoroBoe 0KHO

Kpowme Toro, nokanbHyt0 Komuto daisia B 11000 MOMEHT BpeMeHU MOXKHO CO3/IaTh BPYYHYIO.

J1J1s1 3TOTO BBITIOJIHUTE CIIeAYIOIMe 1efCTBUS:

1. Boibepure mnyHKT koMaHjgHoro MmeHoo Pain > Co3gaTh JI0KAJBHYI0 KOIHIO
(cm. PucyHnok 365).

2. B otkpsiBiIieMcss OkHe aiiJIoOBOTO MeHe/kepa YKakKUTe Marky, B KOTOPYIO ClieJlyeT
COXpaHUTh (a1, uMs 1 TUI daia.

3. Haxwmwurte kHOnKy COXpaHHUTB.

4.13.4 Co3parpb nanky uim ¢pain

[Tanku 1 aiiibl MOXXHO CO3/1aBaTh B 0OJIake HANpsiMyto U3 nprioxkenust «MoilOduc Tabmiiay.
YT1o06B! cO3/1aTh NANKy WK (aiil, BEIIIOIHUTE CIIeAyIoIe eiCTBUS:
1. Bribepure nyHKT koMaHgHOro MeHio ®aiin > OTKpBITH B 00i1ake (cM. PucyHok 365)

v HaxkmuTe codetanue kiasuin Ctrl+Shift+0 / TTShift+2Cmd+0O.
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@aiin  [paeka Bcraeka @opmar  Tabavua [Jadvme

[% Cosaats Ctrl+N

Cozpate no wabnaony...

[~ OmkpuiTh... Ctrl+0
OtkpwiTe B oBnake... Ctrl+5Shift+0
HegaeHue gokymeHThl L4
PaGoTa B obnake L4
ABTOBOCCTAHOBNEHWE L4

Co3pate NOKANBHYID KOTWID. .

Pucynok 365 — Komananoe menio Paiin

2. B npoBonHuke obiayHoro xpanuinuiia (cM. PucyHok 366) BbibepuTe pasfen, B KOTOPOM

TpebyeTcsl CO3/1aTh MAINKy WK Qaill.

[Tariku u daiibl MOXKHO CO37aBaTh B pasfieiie Mou JOKYMeHTHI U B OOIIMX

MarKax, JOCTYIIHBIX Ui peJaKTUPOBAHUA.

3. Yrtobbl co3marh manky, HaxmuTe KHONKY Co3gars manky. UTtoObl co3pmath daii,

HakmuTe kHOIIKy Co3marh ¢aiin.

B MoitOduc Tabmmua — O X

¢ Mou goKyMeHTE!
Mou AOKyMEHTI

2 JoctynHele MHe

) A T Pazmep llata M3meHeHua
= Qbwwme nanku

E OrveueHHbe E Hoean Tabnmua.xods 6.01kB 18.08.2023
(© Henaenue nokymenTel

] KopawnHa

Wmna daina: Tabawua (*.xods) ¥

Cozaate nanky Cozpate daiin OK OTtmeHa

Pucynoxk 366 — IIpoBogHIK 06/1a4HOTO XpaHWIHUIIA
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4. B otkpsiBIIemMcs okHe (cM. PucyHok 367) BBemuTe UMs MAnkyd Wik Gaiia U HaXKMUTe

kHonky OK.

Hoewlii daiin 6 obnake >

KA dalina:

X

Pucynok 367 — OkHo co3nanus ¢aiina

Wms nanku/daityia qOIKHO YIOBIETBOPSTH CJIEAYIONIUM TPeOOBaHUSIM:

— JJIMHA — [0 255 CUMBOJIOB;

— JIONYCTUMBIE CUMBOJIBL: «~», « », «!», «@», «#», «S», «%o», «™», «&», «(», «)», « »,
M, €M, €=, «{», «I», «[», «]», G, «», €, «;

— HeJIONyCTUMble CUMBOJIBI: «.» B Hadajle UMEeHHU.

B BbiOpanHO¥ manke oToOpasuTcsi HOBasl BiIoXKeHHas mamnka/daiiin. Hosele ¢aiinbl Bcerga

coznarotcs B dopmate XODS.

YTOoOBI BBINTU U3 OKHA NPOBOAHMKA (CM. PrucyHok 366), Haxkmute kHOTKy OK.

4.13.5 3arpysurs ¢aiin

B ob6magnoe XpaHWIMIE MOXHO 3arpy’KdTb TEKCTOBbIe, dyauO, BUIEO U [pyrhe THUIIbI

¢dainoB. Ilpu 3arpyske MOXXHO BBIOMpATh TOJIBKO OT/iebHble (aiibl, 3arpy3ka Mnanok ¢ ¢amnaMu

He JIOITyCKaeTcsl.
MakcuManbHO JONYCTUMBIM pa3Mmep 3arpy3kyd ¢ailyioB KOHGUIYpPUpYeTCsi Ha cepBepe.

[Tpy BOBHMKHOBEHUU OIIMOKY, CBSI3aHHOM C IIPeBbIIIeHHbIM pa3MepoM ¢aitia, 06paTuTech

K CUCTEMHOMY aJ]IMUHUCTPATOPY.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' MWy, 2013-2024 348



MonOdonc

YT0oOBI 3arpy3uTh B 00JIaKO OJIMH MJTH HECKOJIBKO (paiiyIOB, BBIITOJHUTE CIIeYIOIIHe TeHCTBYSL:
1. Bribepute myHKT koMaHaHOro MeHio @aiin > Pabora B ob0sake > 3arpy3ursb ¢aiin

(cm. PucyHnok 368).

®aiin  [paeka Beraeka @opmar  Tabavua  Jaddwsie VHcTpymedtsr Bug OBuwy

(3 Cosaare =L KO Thames
CozaaTe no wabnony...
X K 4 AB
[ Otkpete... Ctrl+0
WpwndT
OTkpwiTe B oBaake.. Ctrl=Shift+0
HegaesHwe gokymeHTH »
PaGoTa 6 obnake * BeiiTi n3 obnaka..,
_ Crauvats...
B CoxpanuTe Ctrl+5
3arpyzuTe daiin...
CoxpaHWTE Kak. F12

Pucynok 368 — KomanaHoe menio Paiin

2. B orkpeiBiieMcsi okHe ¢$aisioBoro MeHemkepa BbibepuTe ¢aiiiibl, KOTOpble TpebyeTcs
n006aBUTh B 06J1aUHOE XPAHUITUIIIE.

3. HaxmuTte kHOTIKY 3arpy3uThb.

3arpy3ka ¢aiioB He Or0KMpyeT paboTy B mpwiokeHnd. OKHO, B KOTOPOM OTOOpakaercs

WHJIMKATOP 3arpy3ku (cM. PucyHok 369), MOXKHO CBEepHYTbh, UTOOBI OHO He Melllajio TalbHeIiel padboTe.

(= 3arpyzka daiina — x
Jarpyzka MohOduc.docx.. 48.7%
L

Orrena

Pucynok 369 — 3arpy3ska ¢aiina

BeiOpaHHble ¢aiyibl 10 yMOITYaHWIO 3arpy’karoTcs B KOPHEBYIO IAlKy 06Ja4HOro
xpaHunvia Mou JOKyMeHTBI.
Yrob6sl yBUIETh BCe ¢aiibl, XpaHsIuecss B 0o0iake, MOXXHO BOCIIOJIb30BaTbCSl PYHKIMeN

ckaurBanwus. [logpo6Hee cm. B pasnene 4.13.6.
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4.13.6 CxauaTh manky wim ¢paii

[Tanku u (baﬁﬂbl MOJKHO CKa4YMBaTh U3 00jIaKka Ha KOMIIbIOTED.

YT0o6BI CKavaTh MANKy Wid $aiisl, BLIIOJIHUATE CeyIollne JeHCTBUS:

1. Boeibeputre nyHKT KoMaHaHOro MeHio dPaitn > Pabora B obOsake > Ckadathb

(cm. Pucynok 368).

2. B oxue mpoBomHuka (cM. Pucynok 370) cneBa BbiOepuTe pasfesl, B KOTOPOM

pacriojio)keHa Tpebyemas Tanka wWid ai.

BbIOpaHHOIO pa3zera.

CripaBa 0TOOpasWTCs COMEpPKUMOe

B MoiOduc TaBauua
¢ Mon aokymeHTs
& [ocTynHele MHe
= O6wwre nankm
H OtmeuenHbie
® HepasHue gokyMeHTbl

] KopawHa

MOW JOKYMEHTEI
Kma

Hoean npezeHTauma.xodp
E Hogas TaGanua.xods

a Hoewlid gokymenT.xodt

+  Pazmep
11.32 kB
6.01 kB

15.20 kB

Aata UaMmeHeHuA

18.08.2023

18.08.2023

17.08.2023

Wma daina: | Hosaa tabavuaxods Bce daifnw o
Myte: | CA\Users\User\Downloads ®
OTKpEITE NoCNe 3aBepLUeHA “ OtmeHa
Pucynok 370 — I[IpoBogHMK
3. Eciu comepxkumoe pasfena Tpebyercss puiIbTpoBaTb MO TUMY, Ppa3BepHUTE

BbIMafaronui cnucok Bcee ¢aiinbl 1 BbiOepuTe TUIl GalIoB, KOTOPBIM CJefyeT

oTtobpaxkaTh B pasjiere.

4. BeigenuTe nanky/¢aii, KOTOpbIH TpebyeTcs: ckadaTh U3 00OJIaKa.

5. B none IIyTh ykaxuTe Hanky Jyisi COXpaHeHUs! BBIOPAaHHOM MaIKU Wik ¢aiia.

6. Eciu BbiOpaHHBINM daiiyl TpeOyeTcsi OTKPBITh MOCJe CKAaYMBaHHUs, MOCTaBbTe (JIaXkoK

OTKPI)ITI) mocJie 3aBeprieHusI.

7. Haxwmwure kaonky OK.

Ecnu B nosne IlyTh yka3aH HeKOppeKTHBIN NyTh K narike, kHorika OK HepocTynHa.
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Ecm nns ckaunBaHus BbIOpaHa TMamka, TO OHa 3arpykaercs B Buje ZIP-apxusa.

PacnaKyﬁTe dPXHUB C IIOMOIIIBIO YCTHHOBHEHHOﬁ Ha KOMIIbIOTepe NNpOTrpdMMBI-dPXWUBATOPAd.

4.13.7 Y panmuts ¢ain

Ynamute ¢daiin U3 06J1a4HOr0 XpaHUJIUINA MOXKET TOJIbKO aBTOpP WM BIajiesielr] JaHHOTO

daitna.

ABTOp — 3TO MOJIB30BATENb, KOTOPBIM CO3/1all AaHHbINA dail. Brnagenen ¢aitia — 3T0 aBTOp

TIaMKW, B KOTOPOW HAaXOJUTCS CO3aHHbIN (aiil.

Ecmm dBTOp CO31all (baﬁﬂ B CBOeM IIallke, TO OH SIBJISETCS OIHOBpEMEHHO BJla/iejiblIieM

daina. Ecny aBTOp co3pait ¢aiil B narke, KOTOPYIO CO3/1aJl IPYrOM MOJIb30BaTeNlb, TO OH SIBJISIETCS

TOJIBKO

aBTOPOM W He sBJISIeTCs BilafiesiblieM daiia. B mocnegHeM ciydae BiiazesnblieM ¢aiia

SBJIAETCA aBTOP IIAIIKH, B KOTOpOfI HAaXOIUTCS CO30AaHHbBIN q)afm.

Yto0b! yianuTh (aiis, BHITOIHUATE CIIeAYIolre TefCTBHUSL:

1.

Bribepute myHKT komaHgHoro MmeHio Paitn > OTKpeITH B objake win Paiin >

Pabora B oosrake > Ckavars (cM. Pucynok 368).

2. B npoBopHuKe 0671aUHOTO XPAaHWIHIIA IIEJIKHUTe 10 (aiiTy MpaBoy KHOMKOM MBI U

BBIIIOJIHUTE KOMaH/y KOHTEKCTHOTO MeHIO Y JainuTh (cM. Pucynok 371).

B MoiaOdunc TaBnuya

5 Mou AOKYMEHTEI
MoK BoKyMEHTEI

r:3 JoctynHele MHe

= ~ HIrE
OB me nankK 5 Vaamwms

Hoeaa tabGnvua.xods I})

H  Ormeuendbie

(Y) HepaeHue gokymeHThI

Pucynok 371 — Komanpaa Y manurs

[Tocne ynanenus daiin nepemeiiiaercs B pasnei Kop3una.

© 000

Ecnu ¢daiin HaxoguTcs B manke, CO3JaHHON APYTUM IOJIb30BaTesieM, TO OH IiepeMelraeTcs
B pasfen Kop3una Bnazenbila JaHHOM manku. Y aBTopa B paszeiie Kop3umna maHHBIN

¢daiist He oToOpaXkaeTcs.
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[Tpu HeobxomuMocTH aim MoXXHO BoccTaHOBUTH M3 Kopauusel (cM. paspen 4.13.8) wim

yAQJIUTh 0€3BO3BPATHO.
Y1o6bl 6e3BO3BpaTHO yHanuTh dai M3 00JIaYHOTO XPaHWJIUINA, BBHINOJHUTE Clieylolre
IEeUCTBUS:

1. B npoBomnmke ob6avHOr0 XpaHuIHIa Beioepute pasnen Kopsuna (cm. Pucynok 372).

2. B cmiicke ¢ainoB pasfena ImejkHUTe 1Mo GaiiTy MpaBOM KHOIKOMW MBIIIM U BBITTOJTHUTE

KOMaHy KOHTEKCTHOI'O MEHIO YHaJII/ITL GQBBOBBpaTHO.

B MoidQduc Tabanya

&' Mo AOKYMEHTEI

KopzuHa
(8] .
= JocTynHele MHe
= AT A ¥ganmTe BEBOIEPATHO
_ ("= BoccTaHoBMTE
B OrtmeueHHble E Hoeaa Tabamua.xods

(v HegaeHwWe JoKyMEHTI

m| KopawnHa

Pucynok 372 — V nanenue ¢aitnia u3 Kopauasl

4.13.8 BoccTanoBuTh nanky wiu ¢aiin

YT0o6BI BOCCTAHOBUTH NMAanky WK ¢paiint u3 Kop3auHsl, BHIIOIHUTE CIleiyIolye 1efCTBUS:
1. Ilepeiinute B pa3nen Kop3una (cM. PucyHok 372).

2. llenkHWTe MpaBOM KHONKOW MBIIKA 10 TpeOyemMoMy ¢ailily/manke W BBIIOJHUTE

KOMdHy KOHTEKCTHOI'O MEHIO BoccranoBUTS.

Eciu B Kop3une cojiep>XyTcs 1arka, TO MOXXHO BOCCTAaHOBUTh KaK BCIO MAIKy ¢ ¢daiiaMy,

TaK W OTAeJ/IbHbIe Cl)aP'IJIbI, KOTOpbIE COIEepXKaTCdad B JAHHOM TIIaIlKe. B obowux CJIy4dasax

BOCCTAHOBJIEHHE BBIIIOJIHAETCA B KCXOJHOe MeCTOIIOJIOXKeHH e ITallKH.
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4.13.9 HactpouTtb 061muii focryn K ¢aiiry

4.13.9.1 IIpenocraBuTh 001IHIT TOCTYH K daiiny

[Tonb3oBaTenb MOXKeT MPefoCTaBUTh APYTHUM TMoJib3oBaTesssM goctyn K XODS-daiinam,
KOTOpble OH co3flal B o6jauHoM XxpaHwiuile. JloCTyn MpefocTaBisieTCs Jis COBMECTHOI'O
MIPOCMOTpA, peJJaKTUPOBAHUS W/WIX yIIPaBJIeHUs IIPaBaMU JI0CTyTa K daiiiaM.

YT0o6BI HACTPOUTH OOIIMH TOCTYH K (aiTy, BHIIOJIHUTE CJIeyIOIIue T1eUCTBUS:

1. OrkporiTe daitn B obaake (cM. paznen 4.13.2).

2. Bpibepure mnyHKT KOMaHAHOro MeHo OOmmit mocryn > Hacrpouth ocTyn

(cm. Pucynok 373).

OBwmiA gocTyn | HageTpolkw

HactpowTe goctyn

COTNpaenTe No No4Te..,

Pucynok 373 — Komananoe mento O61mii gocTyn

3. B orkpbiBieMcs okHe (cM. PucyHok 374) ykakuTe M0JIib30BaTesiel, KOTOPHIM TpebyeTcs
MIPeIOCTaBUTh JIOCTYM K daiily, OJHUM U3 CJIeIyIOIIMUX CII0COO0B:

— pr‘lHy'IO BBeIUTe Ms UK apec BHeKTpOHHOﬁ IIOYTHEI JJIA Ka’XKA0T'0 I1I0JIb30BaTe 1.

— Haxmure kHONKY E (Bp1OpaTh KOHTAKTBI) U B aJ[peCHOM KHUTe OTMeTbTe

¢daxkaMH KOHTaKThI TpeOyeMbIX I10JIb30BaTellew.

OBwmi goctyn K 'Hoean 1atnnua.xods' *

‘ anen<ca| s l E MpocuoTp v

@ AnekcaHap CMUPHOE

NobaerTe

Pucynok 374 — [louck nonb3oBaTesis

4. YxaxuTe ypoBeHb JIOCTYTIA JIsl BHIOpAHHBIX I10JIb30BaTeslel ClipaBa OT aJ[peCHOM KHUTH

(cm. Pucynok 375):

— IIpocMoTp - faHHOe TIpaBO IIPeAOCTaBIIsIeT IOJIb30BAaTeIsIM BO3MOXHOCTb

IMPpOCMAaTPHUBATb U CKAYWBATb JOKYMEHT.
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— PemaxkTHpoBaHHe — JJaHHOe MPaBO BKJIOYaeT mpaBo Ha IIpocMoTp mokymeHTa, a

TaKXXe IIpeJOCTaBJIFAEeT I10JIb30BaTEJIIM BOSMOXXHOCTb PeIaKTUPOBATL JJOKYMEHT.

— YmnpasiieHHe — JJaHHOe TIpaBO BKIto4daet rpaBa Ha IIpocMotp 1 PenqakTupoBanue
JIOKyMEeHTa, a TakXe IpeIoCTaBjIsieT I0JIb30BaTeIsIM BO3MOXHOCTh YIIPaBJISTh
HaCTpOWKaMH [JIOCTyNa K JIOKYMEHTY: BblJIJaBaTh IIpaBa Ha paboOTy C JIOKYMEHTOM

HOBBIM I10JIb30BaTeJIIM U U3MEHSATD IIPpaBad CYyIIeCTBYIOINX MOJIb30BATEJIeH.

— OrTka3aHo B oCcTyne — OJIOKHPOBATH M0JIb30BATENSIM JIOCTYI K JOKYMEHTY.

O6wmi goctyn k 'Hoeaa TaBnuua.sxods’ >

Anekcanap CMURHOE Beegute WMA MW email * E ‘ MpocmoTp VI

v MpocmoTtp
YBEAOMWTE MUCEMOM (TONBKD OTAENLHLIM MONL30BATENAM, 8 HE FPyNMan)

PE,ﬂ,aKTI."IpOBaHME'
/-D Enena CmMupHOBa o
HEAs ¥YnpaeneHwe

OTkazaHo B AocTtyne

Pucynoxk 375 — Beibop ypoBHSs gocTyna

5. Ecmu Bcem mosb3oBaTensam Tpe6y'ETCﬂ OTIIPABUTHL yBelOMJIeHHe 110 BHEKTpOHHOﬁ I1o4Te

00 M3MeHeHuHn ITpaB OOCTyIIa K c])afmy, II0CTaBbTe c]ma>1<01< YBEHOMI/ITI) IIHCBMOM.

djyaroBast KHOIIKA YBeJIOMI/ITb IMIHUCbMOM HEJJOCTYIIHA B CJIeAYIOIUX CIIydadsdax:

— a/ipec 3JIeKTPOHHOM IOYTHI YYaCTHHKA SIBIISIeTCS He[IeCTBUTEIbHBIM;
— IIpaBa Ha JOCTYII K (paiily U3MeHeHBbl;
— JIOCTYII K (aily 3allpeleH;

— IIpaBa IpeJoCTaBJIeHbI I'PYIIIie JIIOJIer, a He OTHeJIbHbIM Y4aCTHHUKaM.

6. Haxwmwure kHonky {obaBuTh (cM. PucyHok 376), 4ToObI 106aBUTH BEIOpAHHbBIE KOHTAKThI

K CIIMCKY TI0JIb30BaTellel, KOTOpble UMEIOT IO0CTYII K ¢aitity (cMm. Pucynok 377).

OBwmi goctyn k 'Hoeas TaGavuaxods’ >

AnekcaHap CMUpPHOE Beegute MmA nan email s E PenaktpoBaHue hd

YBELOMWTE MMCEMOM (TONBKO OTAEABHEIM MOALICBATENAM, 8 He rpynnam) [obasnte

Pucynok 376 — Knonka JlobaBuTh
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7. HaxmuTe KHONIKY 3aKPBITh, YTOOBI 3aKPHITh OKHO HACTPOMKH OOIIEro J0CTyIIa.

OBwmi goctyn K 'Hoean 1atnvua.xods' ot

o [oGaeuTe Nnons3osatenei
AnekcaHip CMUDHOB
@ AP P PepaktupoBaHwe v

O EnexHa CMMpHOEa pE

3aKkpeITh

Pucynok 377 — Cniicok nosb3oBaresnen

4.13.9.2 I3meHNTH YPOBeHb I0CTyNa K Qaiiry

ITonw3oBaTens C YpOBHEM OOCTYIId ynpaBJIEHI/IE MOXKeT U3MEHUTb YPOBHU NOCTYIIA IJId

JIpyrux nosib3oBareneil, kpoMe Bnagenbna ¢aiina.

Ecmm BJIEIIIEJIEII (])aﬁna yaajieH U3 CUCTeMbl dIMUHUCTPATOPOM, TO CIIPdBa OT ero UMeHU

oTobpakaeTcst OTMETKa (HeaKTHBeH).

J11s1 3TOTO BBIMIOJIHWTE CIleAYIOle IeUCTBHUS:
1. OrtkporiTe daiin B obiake (cM. paznen 4.13.2).
2. Bpibepure TYHKT KOMaHAHOTO MeHO OOmmit mocrynm > Hacrpouts ocTyn

(cm. Pucynok 378).

OBwmiA gocTyn | HageTpolkw

HactpowTe goctyn

COTNpaenTe No No4Te..,

Pucynok 378 — Komananoe mento O01mit mocTymn
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3. B ortkpseiBiieMcs okHe (cM. PucyHok 379) ykakuTe TpeOyeMbldi YPOBeHb JOCTYyIIA JIJIst
OT/IeJIbHBIX I10JIb30BaTesiel. Y POBeHb JIOCTYIA YKa3bIBAETCSl C TOMOIIbIO BBINA IAI0IINX
CITMUCKOB HAIPOTUB UX UMEH.

4. HaxmuTe KHONKY 3aKPBITh.

OBwmi goctyn K 'Hoean 1atnnua.xods' *

Anekcanap CMWUPHOBE
“ﬁ AP P PepaktvpoBaHue hed I

MNpocuoTp

D EneHa CMMpHOBa
~  PepakTMpoBaHWe

¥npaeneHwe

OTkazaHo B AocTyne

3akphITh

Pucynoxk 379 — M3ameHeHre ypoBHS IOCTyTa

4.13.9.3 Ypanuth nnpaBo gocryna k ¢airy

[Tosib3oBarens ¢ ypoBHeM JIOCTyIla YIIpaBjieHHe MOXeT YJaluTb IIPaBo JIOCTyIa y JPYrux

noJib3oBaresiei, kpome Bianensna gaiina.

Ecnu Biapenen ¢aiina ynaneH U3 CUCTeMbl aIMAHUCTPATOPOM, TO CIIpaBa OT ero UMeH!

oTobpakaeTcst OTMETKa (HeaKTHBEeH).

J1J1s1 3TOTO BBINIOJIHUTE CIIe[lyIoIlire 1eHCTBUSL:
1. Ortkpoiite daiin B obiake (cM. pasnen 4.13.2).
2. BrpibepuTe NOyHKT KOMaHAHOro MeHI0 OOmmii mocryn > Hacrpouth ocTyn

(cm. Pucynok 378).
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3. B otkpeBmiemcsi okHe (cMm. PucyHok 379) Hakmute KHOMKY * (YHaJIHTh IPaBO
DOCTyIIa) HAIPOTHUB MMEH TeX I0JIb30BaTesiel, KOTOPhIX HeoOX0IUMO JIMIIUTh JOCTYIIA
K aiiiy.

4. HaxmuTe KHONKY 3aKPBITh.

4.13.10 OTka3saTbca oT gocTyna K ¢ainy

[Tosib30BaTeny 006/1aYHOTO XPaHWIMIIA MOTYT IIPeIOCTaBIISTh IOCTYII K CO3/IJaHHBIM ¢aiiaM
JIPYTHM TI0JIb30BaTtesisaM (cM. paszen 4.13.9.1).

[Tocne npenocraBnenys foctyna ¢aiiyl aBToMaTHYeCKHu oToOpakaeTcs y I0Jib30BaTesieil B
paspesie obsayHoro xpanuwimiia Jlocrynmueie MHe. Eciiv nosb3oBaTenib 0TKa3bIBaeTCsl OT JOCTYIIA,
TO dau yJanseTcs: U3 CIIMCKa AOCTYIIHBIX (paiiIoB.

YroObl 0TKA3aThCs OT AOCTYIA K KAKOMY-JIMO0 ¢aiiity, BEIIOIHUTE CllefiyIoIiye AeHCTBUS:

1. Bribepure myHKT KOMaHHOTO MeHIO Paiin > OTKPHITH B o0s1ake (cM. Pucynoxk 380).

®ain  [paeka Beraska Qopmar  Tabavua  JadHwie

Q Co3gate Ctrl+M

Cozgate no WabaoHy..

[ Omkpwits... Ctrl+0
OTkpbiTe B oBnake... Ctrl+5hift+0

Pucynok 380 — Komananoe menio Paiin

2. B nmpoBomHuke o06ja4yHOrO XpaHWIMINA BbiOepuTe paszaen JlocTynmHble MHe

(cm. Pucynok 381).

B MoiCduc TaBawua

¢ Mown AOKYMEHTHI
AocTynHblE MHE

2 JoctynHele MHe
] Ama
= OBWKe mankK

[ OrtmeueHHbie E Hoeana tabnuwua.xods b

Orkazateen oT 4oCTyNa

Pucynok 381 — OTtka3 oT noctyna
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3. OTkaxuTech OT JOCTyMa K daily OTHUM U3 CIIelyI0IIKX CII0COOO0B:
— DBroigenute TpeOyeMmblii ¢aii IpaBOM KHOIIKOM MBI M BBIIOJHUTE KOMaHIY

KOHTeKCTHOro MeHI0 OTKa3aThCs 0T JOCTYyIa.
— BrimenuTe daiin jieBoi KHONIKOM MBIIM U HaxkmuTe kiaBuily Delete Ha kiiaBuaType.

4. B okue OTka3sarbcs ot gocrymna Hakmute kHonky OK (cm. Pucynok 382).

OTkazaTeca oT 4oCTyna =

Ynanute Hoean Tabnuua.xods u3
CNWCKa W 0TKa3aTbCA OT gocTyna?
JocTyn MoxeT ObiTb BO3BpaLLeH
TONbKO BAajenbLem.

Pucynok 382 — Oxkno OTka3aThcs 0T JOCTyIIa

4.13.11 BrritiTu u3 obiaka

[Tepen BbIXO/1I0M M3 06JIaYHOIO XPAHUJIUINIA peKOMeH TyeTCsl 3aKpPhITh BCce (aiyibl, OTKPbIThIE
B o0uiake.

YroObl BBIMTH U3 00J1aKa, BEIIOJIHUTE ClleAyIOIIye AeHCTBUS:

1. Boibepure myHKT KOMaHAHOTO MeHI0 @Paiin > Pabora B obsake > BpriiTu U3 odsaka

(cm. Pucynok 383).

®aiin  [lpaexka Beraeka @opmar  Tabavua  Jadnsie WHctpymentm Bug 06

[ Coars Cerl=N X0 Thames
CozgaTe no wabroy...
X K Y AB
[= Omxpoite.. Ctrl+0O
WpudT
OvkpbiTe B 0Bnake... Ctrl+5hift+0
HegaeHwe gokymeHTH L4
Pabota B obaake r Bwiitk vz obnaka...
_ Crauqatb...
=l CoxpanuTe Ctrl+5
JarpyznTe gaiin..
CoxpaHwWTe Kak... F12 .

Pucynoxk 383 — Komananoe mMenio Paiin
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2. B oxne BoriiTi u3 obsaka (cM. PucyHok 384) HaxkmuTe KHOTIKY BhIATH.

Buiiitit 13 oBnaka... >
Naorun:
=
Mapoab:
Il L]
Cepeem:
=

Pucynok 384 — OxHo BeriiTn 13 ob6s1aka
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4.14 CpencrBa aBTOMaTH3aIMH

4.14.1 MakpokomMaH/bI

MakpokoMaH/ibl IPe[CTaBJSIIOT COOOM IporpaMMbl HeOOJIBLIOrO pa3Mepa, C IOMOIIBIO
KOTOPBIX B JIOKyMeHTe aBTOMATHM3UPYeTCsl BBIIIOJIHEHWe IIPOAOJDKUTENIbHBIX WM  4YacTo
MIOBTOPSIIOLIMXCS onepanyid. [11st pa3paboTku MakpokoMaHy, B nipuinoxeHun «MoiOduc Tabnummay
WICII0JIb3YeTCS SI3bIK IIporpaMMupoBanus Lua.

Kak npaBuio, MakpokoMaH/Ibl UCIIOJIb3YIOTCS [JIsl PellleHusl ClleyI0IINX 3a/1a4:

— nobasieHre GOpPMYIIbI B SIUEHKY;

— nobaBjieHUe TeKCTa B SYeHKY;

— IIOWCK U 3aMeHa I10 TeKCTY;

— yHAdJieHHe TeKCTd.

CoxpaHeHre MaKpPOKOMaH]I TOJJIep>KMBAeTCsSl TOJNILKO B Tpefieflax TeKyIllero JOKyMeHTa.
Eciu aHanmorvyHble MaKpOKOMaHIbl TpeOyeTCsl HWCIIOIb30BaThb B JIPYTOM JIOKYMeHTe, CleiyeT
CO3/1aTh X HEllOCPe[ICTBEHHO B IPYTOM JIOKyMeHTe.

[Tospo6HOe omnucanre paboThl C MAaKPOKOMAaHAAMU MPUBeIeHO B JoKyMeHTe « CIIpaBOYHUK

MaKpOKOMaH/I Ha sI3blKe IIporpaMMUpoBaHus Luay.

4.14.1.1 Co3gaTth MaKpOKOMaHAY

MaKpOKOMaHI[y MOJKHO CO30aTb OJHUM U3 CJIEAYIOIIUX CHoco0O0B:
1. 3amucatb IOCJIeOBaTeJIbHOE BBINIOJIHEHHE NeWCTBUM, W3 KOTOPBIX [JOJIDKHA COCTOATDb
MdKpPOKOMaH/Ia.

2. BBectu Tekcrt MdKPOKOMdH/Ibl BPYYHYIO.

YT06BI 3anIMCaTh MAaKPOKOMaH/Y:
1. Bribepure myHKT KOMaHIHOTO MeHI0O lHCTpyMeHTHI > MakpokoMaHAbl > 3anucaTrh
Makpokomanay (bera) (cM. Pucynok 385).

2. BrmonauTe MOC/IeI0BaTeJIbHOCT JIeHMCTBUM, U3 KOTOPBIX NOJDKHA COCTOATb MdKPOKOMAdH/IA.
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B Teky1eii Bepcun NprioXKeHUs] He BCe JeHCTBUS MOJIb30BaTessl JOCTYIIHBI /ISl 3alMCH.

[Ipy BBIMOTHEHWH MJEUCTBHS, 3allKMChb KOTOPOrO He TOJJEpPKUBAeTCs, Ha JKpaHe

oToOpaskaeTcs BCIUIbIBatoITee coobinenre «JleficTBre He MOXeT ObITh 3alCAaHOY.

WMuctpymentsr By OBwwi goctyn HagcTpoikw  Cnpaexa

3 - — [
Mpaeocnucanue 12 v AT AY = = =

HacTpaveaemblil choBaps
L] "‘Ij"' b ﬁ:) b i b "'.‘?csiz

13MEHNTE A3BIK...
BoinaBHMBEAHWE

Makpokomangel r Pesaktop MakpokoMaHs

3anucaTe MakpokomaHay (Geta)

Pucynok 385 — Komangnoe mento MHCTpyMeHTBI

3. 3aBepiIuTe 3alIMCh OJJHUM U3 CJIEAYIOIIHUX CIIOCODOOB:

— DBroibepute nyHKT koMmaHgHOro MeHI0 HMHcTpymMeHTBI > MakpokoMaHABI >

OcranoBuTSb 3anuckh (cM. PrucyHnok 386).

WMreTpymenter Bug  OBwwi goctyn  Hagetpoikw  Cnpaeka

2 — _— 4
Mpaeonucanue 12 v A0 AY = =
HacTpaveaemeli chosape
o "‘Il' W ﬂ:) W "\l" W
L] _
M3mMeHWTE A3BIK...
BbinasHs
Makpokomadasl L PegakTop MakpokomaHg

CcTaHOBWTE 3aNMce

Pucynok 386 — IlynkT komanaHoro MmeHto OCTaHOBHUTH 3alIUCh

B crpoke cocrostius HaxkmuTe KHOTIKY [l OcTaHoBHTH 3amuch (cM. Pucynok 387).

28

Nuerl +

—
E‘b Agtomatiueckn | Ocranosuts 3anmces

Pucynok 387 — Knonka OcraHOBHTH 3alIUCh
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4. B oTKphIBIIEMCs AHAIOTOBOM OKHe (cM. PucyHok 388) ykakuTe MMs MaKpPOKOMAHIbI U

HakmuTe KHOIIKy OK.

Knag:

| X

Pucynoxk 388 — JlnanoroBoe okHO

[Ipu ycmemHOM coXpaHEeHMM MaKpOKOMAaHIbI HAa 3KpaHe OTOOpPa3UTCs BCIUIbIBAIOIEe
coobmieHne «MakpokoMaH/ia "uMsi_MaKpPOKOMaHJIbI' COXpaHeHay.
YToOBI BBECTH TEKCT MAaKPOKOMAH/Ibl BPYUHYIO:
1. Boibepure nmyHKT koMaHAHOTO MeHI0O MHCTpyMeHTHI > MakpokomaHasl > PemakTop
makpokomanj (cMm. Pucynok 385).

2. B oxHe PegakTop MakpokoMaHJ Ha)kMuTe KHOIIKY + (cMm. Pucynok 389).

O PegakTop MakpokomMaHg, >

+ —_

P Bunonnute ™ Omnagurs [

Pucynok 389 — Knonka co3ganusi MakpoKOMaH/ bl
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3. BBEI[I/ITE HMA MAKPOKOMaHJbl WM OCTaBbTeé WM, YKa3dHHOe II0 YMOJ/IYdaHHUIO

(cM. Pucynok 390). Utobel coxpaHuTh uUMs, HaxMuTe KilaBuily Enter wiv menksure

MBIIIBIO 110 J1I060H 06s1acTH peflakTopa MaKpOKOMaH].

J PegakTop MakpoKomMaHg, =
1 BeeguTe HOBLIW CKPUNT 308Ck
+ —_—
P Bononnuts ™ Omnagurs [
Pucynok 390 — BBog uMeHM MaKpOKOMaH/IbI
4. BaemuTe TekCT MakpoKoMaH[IbI (cM. PucyHok 391).
%

G PegakTop makpokomMaHg

range = document:getRange();
Makpokomanaa 1 startPos = range:getBeqin();

textProp = range:getTextProperties();
textProp.italic = true;
textProp.allCapitals = true;

range:setTextProperties(textProp);
9 startPos:insertText("MorOduc!");

+ —_

P BoinonnuTs 1? Ornagurs [0

Pucynok 391 — BBop TekcTa MaKpoOKOMaHbI

Texkct MdKPOKOMaH/Ibl COXPAHHUTCS dBTOMATHUYECKHU.

[Tpu pgoGaBneHuu B IOKyMEHT MaKpPOKOMAaHIbl Ha OOKOBOM IaHeM MOSIBJISIETCS KHOIKA
@ (Makpoxkomanasl) (cM. Pucynok 392). Ilpu HaxkaThu Ha TAaHHYIO KHOIIKY OTKPBIBAETCS MTaHesb

p860TI)I C MAKpPOKOMaH/1aMH, C [IOMOIIbIO KOTOpOﬁ MOJXHO BBLIIIOJIHUTE Ciieayroire JIeUCTBUS:
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— HaAWTH MakpokoMaHay (cM. paznen 4.14.1.2);
—  BBIIIOJIHUTb MaKPOKOMaHAy (cM. pasnen 4.14.1.3);

—  OTKPBITh pefJaKTOp MaKpoKoMaH/I (CM. pasfen 4.14.1.4).

g & B 'l_l| F\avf“:\l .
e of v = - ﬂv@V

JaHHbe BcraBka ~

~ - MakpokomaHabl Q
L M M
Mowck Fx
MakpokomaHga 1 @
MakpokomaHga 2 @
MakpokomaHaa 3
L
>
CYMM 0 CP3HAY 0 MUH 0 MAKC 0 CHET3 0 [£] - @ + 100%

Pucynok 392 — [lanenb paboTel ¢ MaKpOKOMaHAAMU

YToObI 3dKPBbIThb IIdHEJIb pa6OTbI C MakKpOKOMaHJaMH, HaXXMHTe Had KHOIIKY =3,

PAacCIIOJIOKeHHYIO Ha[l CTpOKOfI IIOMCKAQ, WJIX IIOBTOPHO HA’KMHUTE Hd KHOIIKY @ (Maupoxoma}mm)

Ha OOKOBOM ITaHeJIH.

Knorka @ (MakpokomaHabl) oToOpakaeTcsi Ha OOKOBOM MaHeNM A0 TeX IOop, IOKa

JIOKYMeHT COJIeP>KUT XOTs ObI OJTHY MaKpOKOMaH/Ty.

4.14.1.2 HaiiTn MakpoKOMaHAy

Ecm nokymeHT comepXuT OoJibllIoe KOJIMYeCTBO MaKpPOKOMaH[I, ISl OBICTPOro TOMCKa
TpebyeMoi MaKpPOKOMAH/IbI BBITIOJTHUTE CJIe/IyIolre JeHCTBHUS:
1. Ha GokoBoii MaHesu HAKMUTE KHOIIKY @ (Makpoxkomanas) (cM. Pucynok 393).

2. Ha manenu paboTbl C MaKpOKOMaHJJaMH yKa)XkUTe B CTPOKe IIOMCKA YaCTh Ha3BaHUs UITU

Ha3BaHHe TpebyeMOl MaKpPOKOMAH/IbI I1eJTUKOM.
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B cnmcke makpokoMaH], 0ToOpa3aTcs MaKpOKOMAH/Ibl, HA3BaHUSI KOTOPBIX Y/IOBIETBOPSIIOT

YKa3daHHbIM pe3yJjibTdTdM IIOMCKaA.

-

‘2| x_‘

Makpokomanga 2

Q@ » O

Pucynok 393 — [louck MakpokoMaH/bl

4.14.1.3 BeInoTHUTH MAaKPOKOMAHIY

MaxkpokoMaHly MOXHO BBIIIOJIHUTB C ITIOMOIIBIO0 peJJakTOpa MaKpOKOMaH/]I UJIX C ITOMOIIBIO
naHesiv paboTel C MaKPOKOMaHAaMH.

YToOB! BBINOJIHUTL MaKpOKOMaHJy C IIOMOIIbIO pefakTopa MaKpPOKOMAaH], BBIIIOJIHUTE
cllefiyIolive AefCTBUS:

1. Boibepure nmyHKT KoMaHAHOTO MeHI0O MHCTpyMeHTHI > MakpokomaHas! > PemakTop

MakKpokoMaHj (cM. PucyHok 394).

WMHcTpymedter Bug OBwwi goctyn Hagctpolikn  Cnpaeka

k —
MpaecnucaHwe 12 A ,."_\"'

'

HacTpaveasmelil choBapb A o
o
w w w '-\.L' v A
HzmMernTe A3biK..,
BriDaBHWBAHME

Makpokomanam L4 PegakTop makpokomaHg

Janucate Makpokomadgy (Gera)

Pucynok 394 — Komania PegakTop MakpokomMaH

2. B oxHe PemakTOop MakpokoMaHj BbiOepuTe TpeOyemMyl0 MaKpPOKOMaHAYy W3 CIIMCKa
(cm. Pucynok 395).

3. Haxmure kHonky P BHIIOIHUTS.
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a PegakTop makpokomaHg, =
kange = document:getRange();
Makpokomanaa 1 startPos = range:getBegin();
Makpokomanaa 2 textProp = range:getTextProperties();
textProp.italic = true;
Makpokomanaa 3 textProp.allCapitals = true;
range: setTextProperties(textProp);
startPos:insertText("MorOduc!");
+ —
" BminonHuts & Ctnagnte [:]
Pucynok 395 — Knonka BemmorHuts
HWndopmanivs o0 BBHIIOJHEHMM MaKpOKOMaH[Ibl 0ToOpasuTrcss B obnactu Pe3ynbrar
(cm. Pucynok 396).
a Pegaktop makpokomang =
range = document:getRange();
Makpokemanaa 1 startPos = range:getBeqgin();
Makpokomanaa 2 textProp = range:getTextProperties();
textProp.italic = true;
Makpokomanaa 3 textProp.allCapitals = true;
range: setTextProperties(textProp);
startPos:insertText("MorOduc!");
+ —_
' BminoaHuTe ]? OTaagnte C]
PesynbTar: Makpokomadaa 1 Ounctute ®
MaKpOKOMaHAA YCMeWHo BEINOMHEHS
Pucynok 396 — Pe3ynbratr BBIIIOJTHEHUSI MAKPOKOMaH/IbI
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YTOoOBI BBIMIOJHUTL MAaKPOKOMAaHAYy C IIOMOIIBIO IMaHeId paboThl C MaKPOKOMAaHIaMH,
BBITIOJIHUTE CJIeyIOIIue 1eCTBUS:

1. Ha GokoBoOI MaHeu HAKMHUTE KHOIIKY @ (Makpoxkomannabl) (cM. Pucynok 397).

g E hd E W 'l_J| Flb e S -
h [l w  ees
di v 'ﬂ'g w == ﬂ @

JaHHbie BcraBka

N — MakpokomaHAabl

OWCK

Makpokomanaa 1 b &

Q@ > O

Makpokomanga 2

Pucynok 397 — Ilanenb paboThl ¢ MAKPOKOMaHAAMU

2. 3amycTyTe MaKpOKOMAaHJly OJTHUM U3 CJIeJyIOIIUX CII0COOO0B:
— Ha nanenu paboThl C MaKpOKOMaHIaMH HaBe[IUTe KypCOpP MBI HAa Ha3BaHUe

MaKpPOKOMaH/Ibl U HAXKMUTe KHOTIKY [> (BpimosHuts) (cM. Prucynok 397).

— BI)II[EJII/ITE CTPOKY MdKPOKOMdHIBI JBOMHBIM IIIETYKOM MBIIIIH.

4.14.1.4 PenakTHpOoBaTh MaKpOKOMaHIy

YT06B!I pejakTHpPOBaTh MaKPOKOMAH]TY, BHIIIOJIHUTE Cllefylolye NeiCTBUS:
1. OTtkpo¥iTe pelakToOp MaKPOKOMaH/I O/THUM U3 CJIe[TyIOIIMX CIIOCODO0B:
— DBribepute nyHKT komaHAHOro MeHI0 MHcTpymeHTBI > MaKpoKOMaHABI >

PenaxTop makpokomany (cM. PucyHok 398).

WMHcTpyments Bug OBwwi goctyn Hagctpoikn  Cnpaska

b

k —
MpaecnucaHwe 12 A A+

HacTpaveasmeli choBaps

AV Oy Ly
MzmeHTE AZBIK...

BriDaBHWBAHWE

MakpokomaHam L4 PegakTop makpokomaHg

Janucarte Makpokomadgy (Bera)

Pucynok 398 — Komanyia PegakTop MmakpokomMaH/
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— Ha 6okoBoli naHenn HaXXMUTEe KHOIIKY @ (Makpokomangsbl) (cMm. Pucynok 399).
Ha nmanenu paboThl ¢ MakpOKOMaHJaMU HaBeJuTe KypCOP MBI Ha Ha3BaHUe
MaKpOKOMaHJIbl, KOTOpPYyI0 TpeOyeTcs pefakTUpOBaThb, M HaXXMUTe KHOIIKY

Z’ (PemaKTHpPOBATh).

= @y By VRO -
» P L)) w  wee
E b 'ﬂﬂ w @ E= \i B |_|

JaHHbe BrTaBka "~

@

=2 MakpokomaHAabl
M N o " P A

@

Makpokomanga 1 L&

QG

Makpokomanga 2

Pucynok 399 — Ilanenb paboThl ¢ MAKpOKOMaHAAMHU

2. B oxHe PemakTOop MakpokoMaHj BbiOepuTe TpeOyemMyl0 MaKpPOKOMaHAYy W3 CIIHMCKa
(cm. Pucynok 395).

3. Buecure HeoOXomuMbIe U3MEHEHUS B ee TeKCT.

H3meHeHMs B TeKCTe MdKPOKOMaHIbI COXPAHAKOTCA dBTOMATHUYE€CKH.

4.14.1.5 OTiaguTh MaKPOKOMaH/Y

[Tepen 3anmyckom OTalYMKa MaKpPOKOMaH]| yCTAHOBUTE B TeKCTe MaKpOKOMaH/bI TOYKH
OCTaHOBA OTIafguuKa. /s aroro:
1. OrtkpoiiTe pegakTop MaKpOKOMaH/ OHUM U3 CJIeIYIOLIUX CIIOCOOOB:
— Bribepute nyHKT komaHAHOro MeHI0 MHcTpymeHTBI > MaKpoKOMaHABI >

PepaxTop makpokomang (cMm. Pucynok 398).

— Ha 6okoBoii maHenu HaXXMUTE KHOIIKY @ (Makpokomanabi) (cMm. Pucynok 399).
Ha manenmu paboThl ¢ MakpOKOMaHJIaMU HaBeJUTe KypCOP MBI Ha Ha3BaHUe
MaKpOKOMaHJIbl, KOTOpPyI0 TpeOyeTcs pedakTUpOBaTh, W HaXXMUTe KHOIIKY

¢ (PegaKTHpPOBATh).
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2. B oxHe PemakTOop MakKpokKoMaHj BbiOepuTe TpeOyeMyl0 MaKpPOKOMaHAYy W3 CITMCKa

(cm. Pucynok 400).

3. YcraHoBurte IepByr0 TOYKY OCTdHOBA OTJIaJYHKA. HJISI OTOIr0 IMeJKHHUTEe MbIIIBIO

CrpaBa OT HOMepa CTPOKH, B KOTOpPOW HeOOXOOMMO CO3[aTh TOYKY OCTAaHOBA.

Touka ocranosa 6yner o6o3Havena sgauxkom @.

4. YcraHOBUTE JpyTHe TOYKA OCTAaHOBA aHAJIOTHYHBIM 00Pa3oM.

Ecnu Tpebyetcs ynanuTh KaKkyro-1100 TOUKY OCTAaHOBA, LIIeJIKHUTE 110 Hell MBIIIIbIO.

J Pepaktop MakpokomMani >
1 range = document:getRange();

Makpokomanaa 1 startPos = range:getBeqin();

Makpokomanaa 2 textProp = range:getTextProperties();
textProp.italic = true;

Makpokomanaa 3 textProp.allCapitals = true;
range:setTextProperties(textProp);
startPos:insertText("MoiOdwc!");

Pucynok 400 — Touka ocraHoBa

HJIS[ OTJIaJIKH MdKPOKOMaH/IbI BbIIIOJTHHUTE ClieJyronire JIerCTBUS:

1. HaxmuTe KHOIKY ,? Ornapute (cM. Pucynok 401). 3amycTuTcsl mporiecc OTJaJIKK
MdKPOKOMaH/IbI. Ecm B Tekcrte MdKPOKOMaHbI COOEep>KdTCAd TOYKH OCTaHOBaA,
TO IIpoIecC OTJIaAKKW OCTAHOBUTCA Ha CTPOKe, KOTOpasd COJAep’XHT IIepBYIO TOYKY.
Ecan Touku ocrtaHOBa OTCYTCTBYIOT, TO IIponecC OTJIAAKHW OCTaHOBUTCA Ha HepBOfI
CTPOKe MdKPOKOMdH/IbI.

& Pegakrop Makpokomang *

1 range = document:getRange();
Makpokomarga 1 startPos = range:getBeqin();
MakpokomaHaa 2 @ textProp = range:getTextProperties();
textProp.italic = true;
MakpokomaHaa 3 textProp.allCapitals = true;

range: setTextProperties(textProp);
startPos:insertText{"MoiOduc!");

=+ —_—

P Bunonnume ,? OTnagute

Pucynok 401 — Kuonka OTiaanguTh
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2. s yripaB/IeHus [araMu OTJIAJKH MCITOJIb3YHTe CIIeAyrolye KHONKY (cM. PrucyHok 402):
= (ITar ¢ 3axomoM) — BBINOJIHUTL OJIMH IIAr OTJAAKWA WM 3aXOJ] B Tejlo (PYHKIWH,

eCJIM TaKOBd4 eCThb B TEKYHIEIZ IIO3UIIHH OTJIaJKH;

n (IITar ¢ 06x0/x0M) — BBITIOJIHATD OJIUH IIIAT OTJIAJKU Oe3 3ax0jia B TeJIo PYHKIIUY;

|
T (IIlar ¢ BBIXOAOM) — TMPOAOJDKUTH BBINOJIHEHHWE MaKPOKOMaHAbl O MOMEeHTa

BBIXOJIa U3 PYHKITMH, B KOTOPOH OTJIAIYMK HAXOJUTCS B TEKYIeH MO3UIIHH.

B mporiecce oTiiajku B OKHe peJJakTopa MaKPOKOMaH][ 0TOOpakaroTCsl CIeAyIoNHe 00IacTH:

— BbInmoJiHeHHe — OKHO JIJIs1 BBIBOJIA COODITIEHUI BO BpeMsl OTJIaJIKH;

— CTeK BBI30BOB — OKHO CTeKa BbI30BOB;

— IlepemeHHBIe — OKHO BBIBOJIA 3HAYEHWM JIOKAIBHBIX M TJIOOATBHBIX I[TePEeMEeHHbIX,
NOCTYIHBIX HA TEeKyIleM Iare BBHITIOJTHEHWS MaKpOKoMaHAbl. Eciu orobpajkaemas
nepeMeHHasl MTpeJICTaBysieT u3 cebsl TabIUIly WM MacCUB, TO TP HaXKaTHM KHOMIKH

paCHOHOXEHHOﬁ CJieBa OT UMEeHHN HEPEMBHHOﬁ, HAOCTYIIeH IIpOCMOTp ee COAep>KUMOro B

pa3BepHyTOM BUJIE.

O] Pegaktop makpokomang *

range = document:getRange();

Makpokomanga 1 startPos = range:getBegin();

Makpokomanga 2 @ textProp = range:getTextProperties();
5 * textProp.italic = true;

Makpokomanga 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MoiOduc!");

+ —_

P BrinocanuTe i?O’TJIE,qMTb B = )=

BoingaHeHue. .. CTek Bw30BOE MepemerHbie

main(j#Fup:1 TokansHpE

MnoBaneHbie

textProp = [DocumentAP| TextProperties)
startPos = [DocumentAPlL Position)
range = (DocumentAPl.Range)

Pucynok 402 — Omyiajika MakKpOKOMaH/IbI

OTHaHKa 3aBeplaeTcsd IIpyu JOCTUKEHHUHW KOHIId MdKPOKOMAH/IbI.
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Ecnmu  Tpebyercst mpepBaTh IIPOLECC OTIA[AK{, HaxMure kHorky B (OCTaHOBHTH

MaKpPOKOMaHJY).

4.14.1.6 YaanuTh MaKpOKOMaH/Y

YroOBl ylanuTh MaKPOKOMaH/Y, BBIIIOJIHUTE ClleiyIoIive AefCTBUS:
1. OTxpo¥iTe pejakTOp MaKpOKOMaH]| OJJHUM U3 CJIeAYIOIIMX CII0COO0B:
— Bribepute nyHkT KoMaHHOTO MeHI0 MHCTpyMeHThI > MakpokomaHas! > PemakTop

MakpoxkoMaHp (cM. Pucynok 403).

WHetpymenter Bug OBwwid goctyn Hagcrpoiikn  Cnpaeka

2 —
Mpaeocnucanme 12 v Am At

HacTpaveaemmid choeaps

AV Oy L
13MEHWUTE A3BIK...

BLIDABHMBAHME
MakpokomaHabl L4 Pesaktop MakpokoMaHs

3anwcaTte MakpokomaHgy (Geta)

Pucynok 403 — Komanna PeakTop MakpokoMaH/

— Ha 6okoBoli maHenu HaXXMUTE KHOIIKY ® (Makpoxomanasl) (cM. Pucynok 404).
Ha manenu paboThl C MaKpOKOMaHJaMH HaBe[MTe KypCOpP MBI HAa Ha3BaHUE
MaKpOKOMAaH/IbI, = KOTOpYyl0  TpeOyeTcsi  yAajduTh, W  HAXXMHUTe  KHOIKY

& (PegaKTHpPOBATh).

e &y v T F‘b v S -
hd [l »  ees
d v 'ﬂ'gv == \ﬂ @

JaHHbie BeTaska ~

~ - MakpokomaHAbl

OMCK

Makpokomanga 1 &

Q@ » O

Makpokomanga 2

Pucynok 404 — Knonka PemakTupoBarhb
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2. B oxHe PemakTop MakKpokKoMaHJ BbiOepuTe TpeOyeMyl0 MaKpPOKOMaHAY M3 CITHCKa
(cm. Pucynok 405).

3. Haxmure KHONIKY —.

J PegakTop mMakpokomaHg *
1 range = document:getRange();
Makpokomanaa 1 startPos = range:getBegin();
Makpokomanga 2 textProp = range:getTextProperties();
textProp.italic = true;
Makpokomanga 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos: insertText("MolOduc!");

+ _—

' BmnoanuTe ﬁ~ Ornagute

Pucynok 405 — Knonka yjaneHust MakpoKOMaH/ bl

4. B oTKpBIBIIIEMCS OKHe TIO/ITBEpP/IUTe y/laJleHre MaKpPOKOMAaH/IbI.

4.14.1.7 IIpocmoTtpets kox VBA-Makpoca

B npunoxennu «MoitOduc Tabnuna» HemoctyneH 3anmyck VBA-MakpocoB, CO3[JaHHBIX B
Microsoft Excel. Ho Bbl Moxere mpocmorpeTh koa VBA-mMakpocoB, KOTOpble cojiepKaTcsl B

OOKYMeHTe, U IIepeliiCaThb UX Ha sS3bIKe Lua.

st mpocMoTpa noctynHbl VBA-Makpochkl, COXpaHeHHbIe B « OTOU KHUTEY.

Yto06bI MpocMOTpeTh U NiepenucaTh Koj, VBA-Makpoca, BHITOTHUTE CIlleyIoIIue 1eUCTBUS:

1. Otkporite XLSM unu XLSB-nokymeHT.

2. Bribepure Lua-makpoc ¢ HazBaHueM VBA-Mopysisi, B KOTOPOM COJIeP>KUTCSl TpebyeMbli
VBA-makpoc. Hanpumep, eciu VBA-makpoc Macrol conepxurcs B VBA-monyie
Modulel, BriGepute Lua-makpoc Modulel. [Ins Beibopa Lua-makpoca BBIIIOJIHUTE
OIHO U3 CJIIeIYIOIUX NeUCTBUIL:

— DBroibepute nyHKT koMaHAHOro MeHI0 MHcTpyMeHTHI > MakpokoMaHAbI >
PemakTop makpoxomanp (cMm. Pucynok 403). B okHe PemakTop MakpokoMaH[

(cm. Pucynok 406) BoibepuTe Tpebyembrii Lua-mMakpoc.
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& PejakTop makpokomMaHg x

1 -- BeeguTe Bal KOg LU 3080k &
Modulel

Module2
-- 3anyck makpokoMadg VBA He nogaepuBasToA

--[:::[
Global CFlag As Boolean

Sub MakeNumberFormat()
Dim whb As Workbook
Dim ws As Worksheet W

+ —_—
P Bunonnute ]?D'T.HEAHTb [ ]

Pesynbtam:

Pucynok 406 — OkHo PefakTop MakpoKoMaH]

— Ha 6okoBoii nmaHen HaXXMUTE KHOIIKY @ (Makpoxomanasi) (cm. Pucynok 407).
Ha manenmu paboThl ¢ MakpOKOMaHJIaMU HaBeJUTe KypCOP MBI Ha Ha3BaHUe

Tpebyemoro Lua-mMakpoca U HOKMHUTe KHOTIKY # (PegakTHpoBaTh).

[amu P = Tl
= EV E\r‘ I.I E‘av "I-.E_J

plo~ B4 4 (@)~ -

LETE Bcraska ~

P — MakpokoMaHbl

Module 1 > &

Module 2

Q@ » O

Pucynok 407 — [1anenb paboThl ¢ MAKPOKOMaHAAMHU

B oxne PemakTop MakpokomaHpn orobOpasutcs koja VBA-makpocoB, KoOTopbie

cojiepkatcst B cooTBeTcTByomeM VBA-Monyie (cm. Pucynok 406).
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3. Ilepermummre kom Tpebyemoro VBA-makpoca Ha si3bike Lua.
4. 3akpouTe OKHO peJJaKkTOpa MaKPOKOMaH]I.
5. Coxpanure pokymeHT B ¢opmare XLSX ¢ momoipio komaHabpl CoXpaHHTH Kak

(c™m. paznen 4.1.10.1).
B ucxonnom XLSM win XLSB-nokymMeHTe BHeCEHHbIEe U3MEeHEHHUsI He COXPAHSIFOTCSL.

4.14.2 Hapcrpoiiku

Kak npaBwiio, HafCTPOMKH CO3AAIOTCS CTOPOHHUMU pa3pabOTYMKaMU U NpeJHa3HA4aloTCs
IUIsl  paclivpeHUs] (PYHKIMOHAIBHBIX BO3MOXKHOCTeM TabiM4yHOro pefakropa. Pabora c
HaZICTpO¥KaMHu NoJpoO6HO omnmcaHa B AokyMeHTe «MoinOduc Kommexr Cpexncts Paspaborku
(SDK). Mogynu Hagcrpoek pefaktopoB MoitOduc. PykoBOoACTBO POrpaMMUCTa».

J1J1s MCTIoNIb30BaHUs HaZICTPOMKH HEOOXOJUMO:

1. Ilomyuwuts y paspaboTumka ¢aiin HaJICTPOMKY C pacIIMpeHreM .MmoxX.

2. YcraHOBUTb HaJICTPOUKY.

3. 3amycTUTb HAJICTPOMKY C IIOMOIIIbI0 kKoMaHHOTO MeHIo « MonOduc Tabmuray.

[Ipy oOHOBIEHWM peAaKTOPOB aBTOMATHMYECKU OTKJIIOYAIOTCS BCe  HAJICTPOUKU
HelpOBepPeHHbIX pa3pabOTUYMKOB U HAJICTPOMKHU C HeJNeHCTBUTEbHBIMU CepTHU(dUKATAMHU.
Ecnu BBl foBepsieTe UCTOYHUKY, U3 KOTOPOT'O IOJIyYeHbl 3TU HAJCTPOUKHU, BKIIFOUUTE UX

BPYYHYIO TdK, KdK OIIMCAHO HUXeE.

4.14.2.1 YcraHOBUTH HaACTPOUKY

daiiy1 HaJICTPOUKY MOXKeT pacIioyiaraThCs B JIF0OOM Manke Ha KOMITbIOTEpe.
YTOoOBI yCTAaHOBUTDH HAJICTPOUKY, BBITOHUTE CIIeAYIOIINe JIeUCTBUS:
1. B xomannHoM MeHio BbiOepuTe nyHKT Haacrpoliku > YnpasieHue HaACTpPOMKaMHU

(cMm. Pucynok 408).

| Hoacrpoiin _Cnpeska |

¥npaeneHue HagcTpoMKamMK

Pucynok 408 — Komananoe mento Hapcrpoiiku
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2. B okHe YnpagsiieHHe HaJCTPOKAMH HAXKMUTE KHOIIKY Y CTaHOBHUTHD (CM. PucyHok 409).

¥npaeneHne HaACTPORKIMK X

HaacTpoliku oTcyTcTBYHOT

YcTaHoBUTE Ha."l,.-ZI.':'|.'5'Zth‘1K'.-'- 1 OHa NOABWTCA 34eChk.

YcTaHoBUTE

Pucynok 409 — OkHo YnpaBiieHue HaJICTpOiiKaMH

3. B okne ¢arinoBoro MeHemxepa Boibepute baiiyl HaJICTPOKKH.

4. (O3HaKOMBTECH C TEKCTOM B OKHe YCTaHOBKA HajcTpoiiku (cM. Pucynok 410).
Eciu B oxHe oTobpaxaercs coobuienue «Hajacrpodika rotoBa K yCTaHOBKe.
XOTUTe TPOJOJDKUTL?», TO 3TO 3HAYUT, 4YTO aBTOPOM HAJACTPOWKM SIBIISIETCS
IIPOBepeHHBIM pa3pabOTYMK M HAACTpPOWKa IMOANMCAHA HNeUCTBYIOIIMM CepTU(UKATOM.
Yrobsl mpocMoTpeTh MHPOpPMaLMIO O cepThdUKaTe pa3pabOTYMKA, HAXMHUTE KHOIKY
Iloxazate moapodHoCTH. YTOOBI NPOAODKUTH YCTAHOBKY HAICTPOMKH, HaXXKMHUTe

kHOTIKY IIpomonkuTs.

HacrositensHo He pPekoMeHJyeTCsd YCTaHdBJIIMBATb HaJICTpOI;IKI/I HelrpoBepeHHOoro

pa3pa60TqHKa NI HaL[CTpOfIKH C HeJerCTBUTEJIbHBIM CepTI/ICl)I/IKaTOM. YcraHoBka

TdKHUX HAJICTPOEK MOXXET HaHeCTH Bpe[ BallleMy KOMIIbIOTEPY.
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Mokasate NnogpobHocT

¥CTaHOBKE HAACTPORKK

ExampleS

HagcTpoika roToea k ycTaHoBKe, XOTUTE NPOAOMKATE?

Hagerpoiika: ExampleS
PacnonoxeHune: C:/Users/User/Desktop/SignedExample.mox
PazpaBoTunk: MyOffice (DEV, TEST) PA Cert

Pucynok 410 — OxHo Y cTaHOBKa HA/ICTPOHKH

5. B oxkue JIumen3uonHoe corsamenue (cM. PucyHok 411) o3HakoMbTeCh C TeKCTOM

JIUMIIEH3MOHHOI'O COI'JIallleHHA. Eciu BBl cormacHel cC YCIIOBUSIMH HCIIOJIb30OBaHUA

IMpOrpaMMHOI'O O6€CH€‘-I€HI/I$[, H3JI0KEHHBIMU B JTdHHOM OOKYMEHTe, Ha>XMHWTe KHOIIKY

IIpuHATE.

Q JIMLEHINOHHOE CornalleHne

BHMMaTENBHO MpounTaiiTe Cregyloles NIMLEH3MOHHOE CornalleHue

Mepeq nenonsaosanmem (MporpaMMHoro obecneyeHus, noxanyicra,
OFHAKOMETECE € YEAOBHAMMH HHKECNERYINLED JMUEHZHOHHOTD
cornatienms. Moboe HenoAL30BaHHe Bamu (MporpaMMHoro obecneyeHia
03HaYaET NoAHoE H Be30ro0BopOYHOE MPHHATHE BaMu yCnosmi
HaCTOAWErD JTHLYEHMOHHOTO COTNALEHHA.

Ecnu Bet He MpHHHMAETe yCnosHa JTHYEHMOHHOTO COTNALEHHA B
noaHom obbeme, Bui He WMesTe Npaso Wenonk308aTs [MporpaMMHoe
oBecneyeHHe B Kakux-TBo Yensx i KakmuM-1mbo cnocoboM.

HacToAwee JTHUEHIHOHHOE COrNaleHne NPEyCMaTpMBAET PaZTHYHLIE
VCNOBUA MCNOIL30BAHKA B 33BUCHMOCTH OT VCTaHoBNEHHOMO ¥ Bac
lMporpaMmMAore obecneyeHna W Buaa npHoBpeTeHHoR JTHLIEHIHHN.

B HacToAWeM JIMLEHSHOHHOM COrNalleHHH YKa3aHHLe HHXKe
TepMHHL W ONpefeneHla, HauWHaKWMKeCcA ¢ 3arNaBHOM GYKBHI,
MMEIOT cregylowue sHayeHus (BHE 3aBHCHMOCTH OT YMCna
nubo nagexa, B KOTOPLX HCNONL3YKTCA TaKWe TEDMHUHE M
onpegeneHnn):

«MporpaMmmHoe ofecneyeHne» - npeacTaeneHHan B 00beKTMBHON
BOPME COBOKYNHOCTH A3HHLE W KOMaH/, NPeaHasHauyeHHLX ANS
BYHKUMOHMPOBaHUSA 3BM W APYTHX KOMMLHTEPHLE YCTPONCTE B LENSX
NONYYEHUS ONPEIENSHHOTD PE3YNLTaTa, BKIIOYEA NOArOTOBNTENbHbIE
MaTepuansl, NoMyyeHHLEe B xoae paspaboTk MporpaMMHoro
ofecneueHns, M NOpPoOXAIEMEE UM 2YAHOBMIYaNtHEE 0TOGpameHNR;

«KNMeHTCKOR NporpaMMHoe ofecneyeHnes - MporpamMHoe
ofecneyeHmne, NpeaHasHaYeHHoe ANA YCTaHOBKW Ha YCTPoRCTBax C
LIENbKY BLNONHEHWA ONPEASNEHHLE 33034, W PaCCUMTaHHOE Ha
HENOCPEACTEEHHOS BIaMMoeicTEME ¢ [Monk30BaTensMu MNporpamMMHono

ofecrneueHnn, B TOM UMCe NOCPEACTEOM CMNEeUMansHO-BLIENEHH b v

EEN onna

Pucynok 411 — OxHo JIuneH3Hu0HHOE COTJIalIeHHe
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B okHe YnpaBiieHHe HafICTPOHKaAMHU OTOOPA3UTCs CTPOKA HAJICTPOHKU (cM. PucyHok 412).
Yto6Bl mpocMoTpeTh MOAPOOHYI0 HMHGOpMaIMI0 00 yCTaHOBJIEHHOW HAJICTPOMKe, HAXXMUTEe B ee

CTPOKe KHOIIKY CBe,lIEHI/IH.

¥npasneHne HagcTpolkamm >

YeranoBuTe

E YecTaHoBNeHa Haﬂ,CTpOﬁKa 0.1.0 '::E'E,.‘J.EHHH OTENHOYITE ]i[

OnwcaHwe HagCcTpoRKK

Pucynok 412 — Ctpoka HaJiICTpOMKHU

[Ipu ycnemHoM ycTaHOBKe B CTPOKe HAJICTPOMKH OTOOpa)kaeTcsl CTaTyC «YCTaHOBJIEHay.
YToObI 3aITyCTUTH HAJICTPOWKY, BBIIIOJHUTE JeMCTBUSI, OMMCAHHbIe B pasfiene 4.14.2.2.

Ecmm Bepcust HafCTpPOWKM HeCOBMeCTHMa C BepCHed TabJMYHOrO peakTopa, B ee CTPOKe
oTobpaxaetcs coobiieHre « 4 HecoBmectumas Bepcrs».

Eciy ¢ainibl HaACTpoMKM cofiepkaT OLIMOKH, B ee CTpPOKe OToOpakaeTcsi COOOIleHue
«® Hapcrpoiika oBpexeHay.

YToOb! MpOCMOTpeTh NMOAPOOHbIE CBefieHUsI 00 OIKOKe, BBIOJIHUATE OJHO W3 CIIeAYIOIIHUX
JerCTBUM:

— B cTpoke HajzicTpoiiky HaXkMuUTe KHOTIKY CBefieHusl.

— Haxmute Ha CTpoKy HAACTPOWKH. B OTKpBIBIIIEMCS IUAJIOTOBOM OKHE HAXMUTe

kHorky Iloka3aTh mogpooHOCTH.

4.14.2.2 3anycTUTH HAJICTPOHKY

[Tocne ycrermHoW yCcTaHOBKM HAACTPOMKK B pasliell KOMaHAHOTO MeHI0 Hapcrpoitku
nmobaBisieTcsl KOMaH/Ia /Jis ee 3amycka (cM. PucyHok 413).
YToOBI 3aMmyCTUTh HAJICTPOMKY, BbIOEpUTe MYHKT KoMaHjHoro MeHio Hapacrpoiikm >

Ha3Banue HaacTpoiiku > Komanna 1uia 3anmycka HaJACTPOHKH.
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Hapctpoikn | Cnpaeka

Hagcrpoiika r KomaHaa |

¥npaeneHue HapcTpoRKaMA p u.r"'c: [

Pucynok 413 — KomaHpa 1yis 3amycka HaJICTPOMKH

4.14.2.3 BkI10YUTH WIH OTKJIIOYUTH HANCTPOHKY

ITocre ycraHOBKM BCe Ha[ICTPOMKH 110 YMOJTYaHHUIO BKIIIOUEHBI.

Ecnu HancTpoiika BKIIOUeHa, TO B pasfesie KoMaHHoro MeHio Hagcrpoiiku oTobpaxaercs
KOMaHJIa 1yis ee 3amycka (cM. Pucynok 413). Ecim HajcTpoiika OTKIIIOYeHa, TO KOMaH/a Jyis ee
3amycKa He oToOpakaeTcsl.

YT0OBI OTKJIFOUUTH HA/ICTPOMKY, BHIIIOJIHUTE Cle[yIole e CTBYUS:

1. B xomannHoM MeHI0 BblOepuTe nyHKT Hapcrpoiiku > YnpaBieHue HaACTpPOMKaMHU

(cm. Pucynok 414).

Hagctpoikw | Cnpaeka

HagcTpoiika r

¥npaeneHue HagcTpoikamm
Pucynok 414 — Komananoe mento Hapcrpoiiku

2. B oxHe YmpaBiieHHe HaJCTPOMKAMH, B CTPOKe HAICTPOMKM HaXMHUTe KHOIKY

Orxrrounts (cM. PucyHok 415).

¥npaeneHwne HagcTpofkanmm x

YeranoBuTe

u Ycranomnena HaacTpoWka 0.1.0 Ceegenns | OTkmounts |

OnwcaHWe HagcTporKK

Pucynok 415 — OTkittoueHre HaJICTPOUKU

3. 3akpoiiTe OKHO YHNpaBJieHHe HaJACTPOHKaMH.
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B paspene komanmHoro MeHro HaicTpoiikm mepecTaHeT OTOOpakaTbCS KOMaHjA st

3aIlycKa HaJCTPOUKH.

YTOOBI BKIIIOUXUTDH HAJICTPOMKY, OTKJIIOUEHHYIO paHee, BBIIIOJIHUTE CJIe[lyIolre JeHCTBHUS:

1. B xomanmHoM MeHO BbiOepuTe myHKT HamcTpoiiku > YnpasieHHe HaJACTPOHMKaMH
(cMm. PucyHok 414).

2. B oxHe YmnpaBiieHHe HAJCTPOMKAMH, B CTPOKe HAICTPOMKKA HAaXMHUTe KHOIKY

BxurrounTs (cMm. PucyHok 416).

¥npaeneHue HagcTpoAKamm >

Hd,ﬂ,CTDO?{a I:{:]Tl{.ﬁrl 4}4@""0? ':E'E,‘JEHHH ]E'

OnucaHne HagcTpolKK

Pucynok 416 — BrittoueHre HaJICTPOMKH

3. 3akpoiiTe OKHO YHNpaBjieHHe HaJICTPONKaMH.
B pasnene kxomanHoro MeHio Hagcrpoiiku oToO6pasuTcst koMaH[a [jIsl 3allycka HaJICTPOMKY.

4.14.2.4 O0HOBHUTH BepCHIO HA/ICTPOMKH

daiiy1 HOBOM BepCUH HAJICTPOMKH MOXKET pacrojiaraThCsl B JIF000M marke Ha KOMITbIOTEpe.
YToObI 0OHOBUTH HAJICTPOMKY, BBHITIOIHUTE CIIEAYIOIIHE IeHCTBUS:
1. B xomannHoM MeHio BeiOepuTe nmyHKT Hamcrpoliku > YnpaBieHue HaACTpPOMKaMHU

(cm. Pucynok 417).

Hagctpoikw | Cnpaeka

HagcTpoiika r

¥npaeneHue HagcTpoikamm

Pucynok 417 — Komananoe mento Hapcrpoiiku
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2. B okHe YnpasiieHHe HaJCTPOKaMH HA)KMUTE KHOIIKY Y CTaHOBHUTB (CM. PucyHok 418).

¥npaeneHne HagcTpoikamm X
YeTaHoBNeHa Ha,ﬂ,CTpOﬁI(a 0.1.0 CeeneHua OTKAKYNTE ]
OnucaHne HagcTpoRKkn

Pucynok 418 — Knonka Y craHoBUTH

3. B okne ¢arinoBoro MeHemxkepa BbibepuTe daiiyi HOBOM BePCHH HAJICTPOMKH.

4. (O3HaKOMBTECH C TEKCTOM B OKHe YCTaHOBKA HaJCTpoiiku (cM. Pucynok 419).
Eciu B oxHe oTobpaxaercs coobuienue «Hajacrpodika rotoBa K yCTaHOBKe.
XOTUTe TPOJOIDKUTE?», TO O3TO 3HAYUT, YTO aBTOPOM HAJACTPOWKH SIBJISIETCS
IIPOBEPeHHbIN pa3paboTYMK M HAACTPOMKA IOANKCaHA JIeMCTBYIOIIUM CepTUPUKATOM.
Yrobsl 1pocMoTpeTh MHPOpPMANMIO O cepThdUKaTe pa3paboTYMKa, HAXMUTE KHOIKY
Iloxazate moapoOHOCTH. YTOOBI NPOAODKUTHL YCTAHOBKY HAICTPOMKH, HaXKMHTe

kHONKY IIpomonkuTs.

HacrositenbHO He pekOMeHAyeTCsl yCTaHaBIMBaTh HAJICTPOMKHA HENPOBEPEeHHOIO
A pa3paboTyurKa WKW HAZICTPOMKU C He[IeMCTBUTEIbHBIM CepTUdUKATOM. Y CTaHOBKA

TdKHUX HAJICTPOEK MOXXeT HaHeCTH Bpel BallleMy KOMIIbIOTEDPY.

YeTaHoBKa HAACTRONKK X

u ExampleS
Hagcrpoiika rotoea K ycraHoeke, XoTWUTE NPOAOAKUTE?

Hagcrpoiika: ExampleS
PacnonomeHune: C:/Users/User/Desktop/SignedExample.mox
Pazpa6otumk: MyOffice (DEV, TEST) PA Cert

MokazaTe NnogpobHocT OTMeHa MpogonkuTe

Pucynok 419 — OxHo Y cTaHOBKa HA/ICTPOHKH
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5. B oxue JIumensuonHnoe coriiamenue (cM. PucyHok 420) 03HaKOMBTECh C TEKCTOM
JIMIIEH3UOHHOT'0 CorviallieHus. Eciu BBl COTVIaCHBI C YCJIOBUSIMH HCIIOJIb30BaHUS
MporpaMMHOTr0 obecrieueHus, U3JI0XKEHHbIMU B JJAHHOM JIOKYMeHTe, HaXMHUTe KHOIIKY

IIpunars.

’g .ﬂHLI,EH_’MDHHDE CornaleHne =

BHWMaTENLHO NPOYMTaIiTE Cnegylolles JIMUEHIMOHHOS COrNalueHua

Mepeq Mcnons3oBanHem [TporpamMMHOre obecneyeHHs, NoxanydcTa,
OZHAKOMBTECH € YCIOBHAMM HHNXECASIYIOLIETD JMUEHIHOHHOMD
cornaleHHa. Motoe nenonsaosaqye Bamu MporpamMMyore obecneyeHna
03H3Y3ET MONHOE W Be30roBoPOYHOS NPMHATHE BaMi yCnosusi
HACTOAErE JTHLEHIHOHROM COMMNaLLeHHA.

ECH Bbl HE NDMHMMAETE YCAOBHA JTMLEHIHORHOMD COMMALEHHA B
noaHoM 00beme, Bel He HMESTE NPaB0 MCNOAL30BaTs [IporpamMMHoe
obecneyeHme B Kaknx-nnBo Yenax 1 KakuM-nwbo cnocobom.

HacTosujee MMUeHMOHHOE COMNaleHHE NPEfyCMaTPHBAET PazTHYHLIS
YCAOBMA WCMONLIOBAHHA B 233BMCHMOCTH OT YCTaHoBeHHorD ¥ Bac
[MporpammMHore obecneyenna i Buga npuobpeTedHon JIMyeHamm.

B HacToAleM JIMUEHIHOHHOM COrNalleHH YKasaHHbIe HHXKe
TEPMHHBE W ONpedeneHin, HauHHAOIWHECA C 3arnNaBHOM BYKBbI,
MMelT cnegylolne 3HaueHus (BHe 3aBUCMMOCTH OT YMCAa
nubo nagexa, B KOTOPLIX MCAONL3YIOTCA TAKME TEPMHUHE W
onpefeneHna):

«[MporpaMmMHoe obecneyeHHe» - NpeacTaEneHHas B 0OLeKTMEHON
(opMe COBOKYNHOCThL AaHHLX W KOMaH, NPeAHasHaUYSHHLIX ANs
(hYHKUMOHNPOBaHWA 3BM W ApYrx KOMMLIOTEDHBX YCTPOACTE B LEnsx
NONYYEHWA ONPEASNeHHOro PESYNETATE, BKAKYAR NOArOTOBHTENEHEE
MaTEpUankl, NOMYYeHHLE B Xoge paspaboTin NporpaMMHoro
obecneusHns, ¥ NOPOXI3SMbIE UM 3YAWOBH3YaNbHLE 0TOBpPaKEHHR;

«KnueHTckoe nporpaMmHoe obecneyenuer - MporpaMmuoe
ofiecneysHne, NpenHasHaYeHHOE ANA YCTaHOBKW Ha YCTPORCTEAX C

LENkKD BRINOMHEHWA ONPEaenéHHLX 33034, W PACCUMTaHHOS Ha
HENOCPEACTBEHHOS B3aMMOASACTBHE C [onb3oBaTenaMi porpamMMHora
ofecnaysHns, B TOM YWCNE NOCPEACTEOM CNEUMaNbHO-BLINENeHHbIX v

—

Pucynok 420 — OkHo JIunieH3n0HHOeE COrJIallleHne

[Tpu ycnemHoM OOHOBJIEHHWH B CTpPOKe HAJICTPOMKU OTOOpasuTcs cratyc «(O6HOBeHa»

(cm. Pucynok 421).

¥YnpaeneHne HagcTpoikamu X
O6Hosnena HaacTpolika 0.1.2 Coegerms | OTkmounts
OnwncaHne HagcTpoikK

Pucynok 421 — Hancrpoiika o6HOBIIeHA
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4.14.2.5 YaanuTh HaJACTPOHKY

YT06B!I yIaNUTh HAZICTPOUKY, BBIIIOJIHUTE CJIeIyIOIIe IeHCTBUS:

1. B xomannHOM MeHIO BblOepuTe NyHKT HamcTpoiiku > YinpaBiieHHe HaJCTPOMKaMH
(cMm. PucyHok 417).

2. B okHe YmnpaBieHHe HaJICTPOMKaMM, B CTPOKe TpeOyemMOW HAJCTPOHMKH HAaXXMHUTE

KHOTIKY [1] (cM. PucyHok 422).

¥npaeneHne HaacTpokamm >
YeTraHoBNEeHa Ha,ﬂ,CTpOﬁKa 0.1.0 CeefeHuA OTKAHYATE
OnwcaHWe HagcTpokK

Pucynok 422 — V nanenue HaJiICTPONKU

3. B pnuanoroBom okHe c coobuieHueM «Bbl [elCTBUTeNbHO XOTWUTe YAAJIUTh JTY

HaicTporiky?» HaxkmuTe KHOTIKY OK (cM. PrcyHok 423).

Hagctpoiika *

| Bbl AeACTBMTENBHO XOTUTE
’ YAaNUTb 3Ty HaACTPOKY?

Pucynok 423 — JluanoroBoe okHO

4. 3axpoiiTe OKHO YTIpaB/IeHHe HA/ICTPOHKaMH.

B xomannHoM MeH0 HagcTpoiikm yianuTcs KOMaH1a [uisl 3allyCKa HaJICTPOUKHU.
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4.15 3amuTa MOKyMeHTa

4.15.1 3amuTa qOKyMeHTa mapoJieM

JloKyMeHT, K KOTOpOMY TpeOyeTcsi OTPaHUYUTh JOCTYI TOJIb30BaTeslel, MOXKHO 3al[UTUTh

naposieM. [laposb 3anpaiimBaeTcs py OTKPBITUM JOKYMEHTa.

B HaCTOs11lee BpeMa HEfICTBYIOT dlenyroligre OorpaHu4eHurs:

— TIpY BKCIOpTe JoKyMeHTa (cM. pasnen 4.1.11) maposib aBTOMaTHYeCKH yAaJIsieTCs;

— B obmake (cM. pasmen 4.13.2) He mopnepxuBaercs paboTa C JIOKyMeHTaMH,
3aIIUIIeHHBIMU TIAPOJIEM.

Eciv nokyMeHT 3aimuineH IapojieM B CTOPOHHEM IIPWIOXKeHHH, TO paboTa C HUM
OCYIIECTBJISIeTCSl aHAJIOTUYHO paboTe C JIOKyMEHTOM, 3all[MIlleHHBbIM I1apojieM B IPUJIOXKeHHUU

«MonOduc Tabmuiay.

4.15.1.1 YcraHoBUTH IAapoJib

YroOBl yCTAaHOBUTH IAPOJIb HA OTKPBITHE JOKYMEHTA, BBIIIOJIHUTe ClleAyIolIve AelCTBUS:
1. OrtkpoiiTe OKyMeHT, AJi1 KOTOPOro He06X0/IMMO YCTaHOBUTH 1apOJIb.

2. Broibepure myHKT KOMaHAHOTO MeHio ®aiin > 3agaTh mapossb (cM. PucyHok 424).

@aidn  Mpaeka Beraska @opmar Tabavua  [JadHoie

[% Cosgate Ctrl+M

Cozpate no wabaoHy...

[=  Omkpote.. Ctrl+0
OvkpbiTs B obnake... Ctrl+5Shift+0
HegaeHWe foKkyMeEHT: L4
PaboTta B obnake »

= CoxpaHuts Ctrl+5
CoxpaHuTe KaK... F12
ABTOBOCCTAHOBAEHWE »
FKENOPT...

CoxpaHwTe wabnoH...

3JapaTe Naponk...

Pucynok 424 — [IyHKT KOMaHTHOTO MeHIO 3aiaTh NapoJb
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3. B okHe 3amare maposab (cM. PucyHok 425) BBeguTe Mapoiib K JIOKyMEHTY U
MO/ITBEPJIUTE €ro.
B nensx 6Ge3omacHOCTM BBOJMMBIA MapoJjib OTOOpaXkaeTcsi B BUlle MapkepoB. [ljist
0TOOpakeHUs! CUMBOJIOB 1ApOJIsi HAKMHUTE KHOIIKY 7 B COOTBETCTBYIOIIEM I10Jie BBOJIA.

4. Haxwure kHonky OK.

3aaate napone *

]

[obBaeneHHsll napons notTpebyetca

BEOAMTE NPW KaXA0M OTKPLITMKA daidna.

I

@ MoTepAHHBIA Napoab He MOXET BbiTh
BoccTaHoeneH. [Maponk uyscTenTeneH k
PErMCTRY CHMBOROE.

OTmeHa

Pucynok 425 — OxHo 3agaTs mapoJib

[locne 3aBepiieHWsi TPOBEPKU  COBIIAJIeHHs]  BBEIEHHBIX  JIAHHBIX ~ OTOOPA3UTCS
COOTBeTCTBYIOIIIee yBejoMmyieHHe. CoXpaHUTe JOKYMEHT JIJisl TOATBEP>K/IeH s U3MeHeHHUH.
YcraHoBneHHBI TApoJib OyIeT 3ampalivBaTbCs NPWIOXKEHHWEM MPU KaKJIOM IOBTOPHOM

OTKPBITUU NOKYMEHTA.

4.15.1.2 PepakTHpoBaTh NapoJib

YT106BI U3MEHUTD IIAPOJIb HA OTKPBITHE JOKYMEHTA, BBIIIOJIHUTe ClIefyIolIye AefCTBUS:
1. OTkpoiTe JOKYMEeHT, AjIs1 KOTOPOro TpeOyeTCsi U3MEeHUTh [1apOoib.

2. BoibepuTe myHKT KOMaHIHOTO MeHI0 Paiin > Ynpasienue mapoJsem (cM. PucyHok 426).
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PucyHok 426 — [TyHKT KOMaHZHOTO MeHIO YIIpaBJIeHHe MapoJieM

Daiin  [paeka Betaska Qopmar

[ Cozaate

Co3aath no wabnoHy...

[=  Omkpoito..
OTmkpoiTe B 0Bnake..

HepaeHwe gokymMeHTH
PaboTa B oGnake

=l CoxpaHute
CoxpaHWTh KakK...

ABTOBOCCTAHOBNEHWE

SKENOPT..,

CoxpaHuTe wabaoH...

¥npaeneHwe naponem

Tabavua [aHHbie

Ctrl+N

Ctrl+0O
Ctrl+5hift+0
»

Ctrl+5
F12

3. B oxne Ynpasienue maposieM (cM. PucyHok 427) HaxmuTe KHONKY I3MeHHTDH ITapoJib.

¥npaeneHne naponem

]

MOXETE MIMEHMTE Napoib MK

3ALLATY,

MameHnTe napone

3akpeITh

ITOT LOKYMEHT 3alluMlleH naponen. Bel

Yaanute napoie

Y44NnTh

Pucynok 427 — OxHo YnipaB/ieHue napoJjiemM
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4. B okxne U3amenuTts mapoisn (cM. PrucyHok 428) BeuTe TEeKYIIMiA MapoJib, HOBBIH IIApOJIh

" IIOATBepXXIeHre HOBOI'O IapOJIs.

B neniax 06e30macHOCTH BBOJJMUMEBIE I1dPOJI OTO6pa)KaIOTC$I B BHJIe MAPKeEpOB. HJISI

OTO6pa>K€HI/I$I CHMBOJIOB I1apOJIs HAXKMHTE KHOIIKY ¢=» B COOTBETCTBYIOIIIEM I10JIe BBOJaA.

5. Haxmwure kHoniky I'oToBo.

FlzmeHNTE naponk

Hazan OTO

N
C
Napone
[
Hoewi naponb
1]
[loaTEEpHAEHWE HOBOTO NaPoA
[ez]

Pucynok 428 — Oxkao ismeHuTH napojib

[locnme 3aBepliieHHWs TIPOBEPKU  COBIIAJIEHUS  BBEJEHHBIX

JaHHBIX

0TOOpa3uTCs

COOTBETCTBYIOIIIEe yBelOMJIEeHHe. COXpaHI/ITe AOKYMEHT IJId ITOATBEPXIeHUs M3MeHeHUH.

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

386



MonOdonc

4.15.1.3 Yganuts napoJb

YT0OBI YAAJIUTD IIAapOJIb HAd OTKPBITHE JOKYMEHTA, BbIIIOJIHUTE CileJyromnjre IerCTBUS:

1.

2
3.
4

OTkpoiiTe TOKYMeHT, B KOTOPOM TpeOyeTcsl yOalIUTh Mapoiib.

BriGepuTe IMyHKT KOMaHAHOTO MeHio Paiin > Yipasienue maposeM (cM. PucyHok 426).
B okHe YnipaBiieHmne mapoJieM HaKMUTe KHONIKY Y JaJIMTh HapoJib (cM. PucyHok 427).
B okHe Ypmanute mapoab (cM. PucyHok 429) BeguTe TeKylIWH IMapojib U HAXMHTE

kHoIKy I'oToBo.

¥aannTe napone >

Beegute naponk, 4Tobbl CHATE 3aLLKWTY

AOKYMEHTA.

(D y,qﬂ."l EHWE Napona No3sonnT pﬂEDTETb c
AOKYMEHTOM BCEM, KTO WMEET JOCTYN K

HEMY'.

Hazan OTOBO

Pucynok 429 — OxHo Y paauTh mapoJib
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4.15.1.4 OTKpPBITH JOKYMEHT C IapoJjieM

[Ipy OTKpBITUM AOKYMeHTa, KOTOPbIM 3allliilleH [1apoJieM, Ha dKpaHe OTobpaXkaeTcsl OKHO,
npejicTaBleHHOe Ha pucyHke 430. BBegute B maHHOM OKHe mapoiib U HaxmuTe kHONKy OK s
MIOJITBEPXK/IeHUSI.

Ecnm maponb KOppeKkTHBIN, JOKYMEHT OTKpoeTcs: B puioxkeHur «MouOdwuc Tabmuiay.

Ecmm maponbs HekoppekTHBIN, oToOpa3uTcsi coobienue: «HeepHbidi mapomby. Hakmure
KHOIIKY ¢, 4TOObl OTOOpa3UTh CUMBOJIBI MAPOJIE U BBISIBUTH NPUYMHY OLIMOKU. 3aTeM BBeIUTe
11apoJib IOBTOPHO.

KomynaecTBO IONBITOK BBO/1d IIdPOJId HE OI'PAHHUYEHO.

JokyMEeHT 3J3LLMLLEH N3P ONEM >

M

OTMmeHa

Pucynok 430 — OkHo JlokyMeHT 3aInMIieH mapojeM
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4.15.2 3amuTa coepKuMoro oT U3MeHeHHH

B npunoxennu « MoitOduc Tabnuiia» MOXXHO 3allIATUTL OT U3MEHeHU:

— JIMCT — IIOJIb30BAaTeJIM HE CMOI'YT PeJdKTUPOBATb BCE UJIX 3adlllUIIIeHHbIe STYEHKHU JIUCTA;

CTPYKTYpPy IIOKYMeHTa — I0JIb30BaTeJId He CMOTYT H00aBisTh, yIalsaTh, IlepeMeliarh,

IeperMeHOBBIBaTh, 1yOIMPOBaTh, CKPbIBATh JIUCThI MJIK OTOOPAXKaTh CKPBIThIE JIUCTHI.

4.15.2.1 3amuTUTD JUCT

Ha nmcre MOXXHO 3alIUTATHL OT M3MEHEHWH BCe WJIM BbIOpaHHbIE sST9erKyu paboued 06J1acTy

(cM. paspen 3.6). [lo ymonuanuto npwioxenue «MonOduc Tabmuiia» npepyiaraer 3alllUTUThL BCe
STYEUKHU.

YTo06BI 3dlIUTUTDb COAEP>XHUMOe JIMCT4a, BbIIIOJIHUTE CilieJyronjre JEerCTBUS:

1. IlenxHuTe IO BKJIQIKE JIHMCTA MBIIIBIO.

2. OrtkpoiiTe naHeb YHpaBIeHHe 3al[UTOH OJHUM U3 CJIeAYIONIUX CII0COO0B:

BribepuTe mnyHKT KOMaHOHOro MeHIO0 JlamHble > YipaBjieHHe 3alMTONH >

3amuruts JcT (cM. PucyHok 431).

Jannme  MHctpyments Bug  OBwwid goctyn  Hagctpoikw  Cnpaeka

3apate uma... | A A+ = = = =
¥npaeneHune aWMTOMR k 3aWMTHTE AKCT...

] ) JAWNTHTE CTRYKTYRY ACKYMEHTA...
O6HoeWTL CEOgHYID Tabanyy . -

Pucynok 431 — [IyHKT KOMaHIHOTO MeHIO 3alUTHTh JIUCT

IHEJIKHI/ITE II0 BKJIdJAKe JIMCTA npaBoﬁ KHOIIKOW MBIIIA W BBIIIOJIHUTE KOMaHy

KOHTEKCTHOTO MeHI0 3allfUTUTH JIUCT (cM. PucyHok 432).

27 CKpBIBaTE HYIEERIE 3HAUEHWA
28

JAUWTUTE AWCT...
29

- s

¥nanuTh
Nuerl Nuect2 m +

Pucynok 432 — KoHTekcTHOe MeHIO JIUCTa
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3. Ecmu Tpebyercst 3alllUTUTL BCe siueliKd pabouel o6siacTH, Ha IMaHeld YIpaBJieHHe
3amMTOoM, BO BkiIanke JIucr (cM. PucyHok 433) He cHuMaiTe ¢uiakok 3aliHIeHbI OT
H3MEeHEeHHII.

4. Fcmu tpebyercst yka3aTh STY€HKH, KOTOPBIE TTOJIb30BaTeNIM CMOTYT PeJJaKTHPOBATh ITOCIIe
YCTAHOBKHU 3allIUTHI JIMCTA:

— Brimenute 3TU S4eHKU.
— CHumure pria>koK 3alIUIleHbl OT U3MEHeHUH.

5. Ecmu tpebyetcs, 9TOOBI B 3alUIIEHHbIX sYeiikax ¢ GOpMyJiaMy I0JIb30BATeIN BUJIEIN
TOJIbKO pe3yJibTaT GOpPMYJIbIL:

— BroimenuTe 3TH AYeHKU.

— TlocraBbTe dutaskok PopmyJsibl He 0TOOpaXKarTCs.

N
w B v S :\fﬂ
= R R R

o ﬂ'ﬁv E

JaHHbe Bcraska A

~ - YnpaBneHwe 3allMTOMN

NMuer CTpykTypa LOKYMeHTa

CeocTEa AYeek P

P & 2 O

3alWLLEHB! OT W3MeHEHWEA

TopmMynkl He oToBpaxaroTcA
PazpeleHHble gelcTenA W

Mapone (HeobAzaTensHoO) '

>
3a LW WTUTE AUCT

Pucynok 433 — [lanens YnpasiieHue 3amyTomn

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MWy, 2013-2024 390



MonOdonc

6. PasBepaurte pazmen PaspemienHsie nmeiictBHs (M. PucyHok 434) u ykaxwre, Kakue

JEerCTBUS C 3alllMIIEeHHbIMA STYeHKaMH pa3pemaeTcs BbIIIOJIHATD I10JIb30BATEJISAM.

<
()

FPazpeweHHble geicTEMA i

PaspelunTe BCeM NOAL30EATENAM CIELYHILLIME
AEHCTBUA:

C auenxamn

BrigenaTe 38l ML EHHBIE AYErKI
MopMaTUPOBaTE AYEHKK

Co ctonbGuanim
Bcraenate ctonbusl
TopMaTipoeaTe cTonbukl
YnanAte cronbusl

Co cTpoxammi
BcTaenATe CTpOKK
TDopMaTUPOBaTE CTPOKK
¥panAte CTpoKK

Ha nncte
BCTaenaTe CobLIKA
CopTupoBaTe 4aHHLIE
DUNLTPOBaTE AaHHLIE
BcraenATe W pegakTMpoBaTe 0BLEKThI

Bcraenate K pPefdkTUpOoBaTE CBEOAHBIE

3 WTUTE AKCT

Pucynok 434 — Paznen PaspenieHHBbIe IeiCTBUS

7. Ecnu Tpebyercsl yCTaHOBUTH MApOJIb ISl CHATHS 3alllUTHI C JIUCTA, Pa3BEPHUTE pasfell
IIapoas (HeoOs3aTenbHO) (cM. PucyHok 435) u BBeAuTe MapoJib U IMOJATBEpXK/IeHHe
IapoJIs.

8. Haxmure KHONKY 3allMTHTH JIUCT.
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MNMaponk (HeobAzaTENLHO) o

Mapone:

]

MNosTopyTe napons:

&

3aWWMTUTE JMCT

Pucynok 435 — Paznen ITaposas (Heo0si3aTeIbHO)

9. 3aKp0171Te I1aHeJIb anaBJIelme 3aIUTON OJHHUM U3 cJIeJyromux CriocoboB:

B BepxHeli 4acTH NaHesId HAKMHUTe KHOTIKY —# (cM. Pucynok 437).

— Ha 6okoBo#t maHemm HaXXKMUTE KHOIIKY = (Ynpasnenwue 3amuroii) (cM. PucyHok 437).

[Tpu pabore ¢ nokymenTom B npuoxkeHusix Microsoft Excel u LibreOffice Calc k staetikam,

pacrosoXXeHHbIM BHe pabouei obnactu (cM. paszen 3.6), HACTPOMKHU 3alllMTHI JIUCTa He
IPUMEeHSIOTCSL.

4.15.2.2 3amuTHTH CTPYKTYPY HOKYMEHTa

YTOoOBI 3aIIUTUTEL CTPYKTYPY JOKYMEHTA, BBITIOJIHUTE CJIe[IyIolre JeHCTBHYS:

1. Ortkpoiite maHens YnpasiieHue 3amuTol. /st 3Toro BbiOepUTe MyHKT KOMaHAHOTO

MeHiO [lanHble > YmpapiieHwe 3amuTol > 3alIUTUTH CTPYKTYPY JOKYMeHTa
(cm. Pucynok 436).

Jannwe  MHctpyments Bug  OBwmid goctyn  Hapctpoiikw  Cnpaeka

Japate umaA... | A~ .-"i'\+ Sl — — —
¥npaeneHune aWMTOR » JaWMTHTE AKCT...

i i JAWNTHTE CTRYKTYPRY ACKYMEHTA...
O6HoeuTs cEOgHYO Tabanyy r -

Pucynok 436 — [IyHKT KOMaHIHOTO MeHIO 3aIMTHTh CTPYKTYPY AOKYMeHTa
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2. Hamanemu YmnpaBieHue 3amuToii, Bo BKiasike CTpykrypa qokymenTa (cM. PucyHok 437):
— Ilpu HEOOXOOUMOCTH YCTAaHOBHUTE MApOJb Ui CHSTHUS 3all[UTBI CO CTPYKTYPbI

JIOKYMeHTa.
— Haxmure kHOIIKY 3alllUTUTB CTPYKTYPY.

3. 3akpoiiTe raHesb YHpaBJjeHHe 3alllUTON OJJHUM U3 CJIeyIOIIUX CIIOCODOB:

— DB Bepxseii yacTu 11aHenu HaAXXMUTe KHOIIKY ~2.

— Ha 6okoBo# maHenn HAXXMUTE KHOIIKY = (YnpasieHue 3a1uToMN).

2 @y By T B O =
h [ w  ses
E""" 'ﬂ'ﬂv @ E ﬂ @

JaHHbE Brraska ~

~ - YnpaeneHwe 3allMTOM

Muer CTpykTypa AOKYMEHTa

O ZawmtuTte CTRYKTYRY AoKyMEHTE, UToGE
COXPAHMTE KOAWYECTES W NOPAJOK

b & 2 O

Mapone (HeobAzaTeNbHO) A

MNapone:

o8]

MNosTopwTe Napons:

2]

3l WTTE CTRYKTYRY

Pucynok 437 — [lanens YnpasiieHHe 3a1iMTOM
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4.15.2.3 CHATH 3aIIUTY C JIUCTA

Ecmm mucr 3alllyiieH OT peddKTHUPOBAHHUA, HAd BKJIAJKE JIMCTa OTOﬁpEDKHGTCH HWKOHKa B

(cM. Pucynok 438). [l CHATHS 3aIIUTHl MOXET MOTPeboBaThCs BBOJI TTApOJISL.

23
24
25
26
27
28

Nuet? J"IHCTE +

Pucynok 438 — JIucT 3amnuiies oT peJakTHPOBaHUS

YTOOBI CHATH 3aIIMTY C JIMCTA, BHIIIOJHUTE Clleyloliye NeHCTBUS:
1. UlenxHuTe 10 BKJIa/IKe JIMCTA MBIIIbIO.
2. OrtkpoiiTe naHenb YHpaBIeHHe 3al[UTOMH OHUM U3 CJIeAYIONIUX CII0COO0B:
— BroibepuTe myHKT koMaHAHOTO MeHIO JlaHHbIe > YnpaBieHue 3amuToi > CHATH

3amMTy C JiMcTa (cM. PucyHok 439).

Jannwe  MHctpyments Buag  OBwmid goctyn  Hagctpolikn  Cnpaeka

PEETE M A E === (o
¥npaeneHune aWMTOR r CHATE 2a1NTY € AKCTA...
O6HoeuTs cEOgHYO Tabanyy 3E|LL|,HTHTI:I{TP}I'KT}TP}T AcKymenTa.- '
HactpouTe ceoaHyD TabauLy
¥YaanuTe ceogHyY Tabanuy

H J

lpyNnMpoEaTE CTROKK

IpynnWpoeaTs cTonbub

pn e &

OuWCTUTE FPYNIMMPOEKY

¥aanuTe gybankatsl...
Pexcwm nepecyera r

% (OBHOBWTL gaHHbIE Ctrl+5Shift+F5

Pucynok 439 — Ilynkt koManaHoro MeHio CHSITh 3alIIUTY C JINCTA
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- H_IeJ'IKHI/ITe II0 BKJIdJKe JIMCTa npaBoﬁ KHOIIKOW MBIIIA W BBIIIOJIHUTE KOMaHay

KOHTEKCTHOr0 MeHI0 CHATB 3aIuTy ¢ JucTa (cM. PucyHok 440).

10 CKpBIBETE HYNEERIE SHAYEH MH
40
CHATE 331UNTY € AWCTE...
41 S
< Yaanute

Nuctl Nuct2 +

Pucynok 440 — KoHTekcTHOe MeHIO JICTa

3. Ha nanenu YnpasiieHue 3aIMTOM, BO BKiIajike JIucr:
— Ecnu muct 3amuines maposieM, BBeJJUTe MapoJib U HAXKMHUTe KHONKY CHATH 3alIUTy

(cm. PucyHok 441).

==z -5 T F‘b h S T
B olo ~ 05 B (@) -
£ ef 3 g
JaHHbE BrraBka .
- YnpaBneHwe 3allMTON
- . - | P LLL,

Nwer  CTpykTypa AoKyMeHTa

A

(P & ®» O

Jluer 3awmueH

Y1obbl CHATE 38 KWTY C ANCTa, BBEAWTE
napoJk.

Mapons:

ccc| )

PucyHok 441 — [lanenbs YnpasiieHue 3a1uTomN
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— Ecimu yMcrT He 3aInuineH maposieM, HakMuTte KHOTIKY CHATB 3amumTy (cM. PucyHok 442).

4, YrtoObl 3aKpBLITh MaHeIb YNpPaBJIeHHe 3alIUTOH, BBLIIOJHUTE OJHO W3 CJIEAYIOUTUX
IEeMCTBUM:

— B BepxHell 4acTy naHesIM HA)KMUTe KHOIIKY ~7.

— Ha 60okoBO# NTaHeu HaKMUTe KHOIIKY = (YnpaBiieHue 3a111uTOI).

" - YnpaeneHwe 3alinTon

Nuer  CrpykTypa 4oKyMeHTa

N

P & 2 O

Jlucr 3awmner

10Okl pefaKTMpoBaTE AYSNKK, CHUMIKTE
AL WUTY.

Pucynok 442 — JIuct He 3amiuiiieH napoyieM

4.15.2.4 CHATB 3alIIUTY CO CTPYKTYPHI JOKYMeHTa

Ecm CTPYKTYpPd AOKYMeHTad 3dllUIlleHd OT pelddKTUPOBAHUS, CIIPpdBd OT BKJIAOK JIMCTOB

oToBpakaeTcst UKOHKa Bl (cM. PricyHOK 443). [l CHSTHS 3allATBI MOKET OTPeGOBaThCst BBOJ ITApOJISL.

26
27
28
29

Nietl Nuet2 m

Pucynok 443 — CTpyKkTypa JOKyMeHTa 3allIMIIeHa OT PeJJaKTHPOBAHHS
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YToOBI CHATH 3aIIUTYy CO CTPYKTYPhI JOKYMEHTa, BBIIIOJIHUTE CJIe[lyIoliye JerCTBUS:
1. OrtkpoiiTe naHesnb YnpasiieHue 3aiuToi. [1jis 5Toro BeibepyuTte MyHKT KOMaH/IHOTO MEHIO

JaHHble > YiipaBieHHe 3aiuToi > CHATH 3alIUTY €O CTPYKTYPHI (M. PucyHok 444).

Jannme  WHerpymentsm  Bug OBwwi poctyn Hagerpobkn  Cnpaeka

3agath MMA... |gﬁ-_ A+ = = = —=
¥npaeneHwne zawnToin L4 JAWNTHTE AKCT...

i i CHATb 331WTY CO CTRYKTYPH...
O6HoBWTE cBOgHYD Tabanwy -

Pucynok 444 — Ilynkt koMaHaHOTO MeHI0 CHSATB 3alIIUTY CO CTPYKTYPBI

2. Ha nanenu YnpaBieHHue 3alIUTOM, BO BKIaike CTPYKTypa JOKyMeHTa:
— FEcmm crpykTypa IOKyMeHTa 3allyilleHa I1apojieM, BBeJuTe Iapojib W HaXMUTe

kHOTIKY CHATB 3amuTy (cM. PucyHok 445).

~ = YnpaBneHue 3alUMTORN

fner  CrpyxTypa AOKYMEHTa

=

CTpyKTypa 3awmileHa

YT1obbl CHATE 23 KTY CO CTPYKTYPBI
OOKYMEHTa, BESIWNTE Naponb.

P & 2 O

MNapone:

ool o ‘

Pucynok 445 — Ilanens YnpasBiieHue 3a1uToM

—  Ecmu CTPYKTypd HOOKYMEHTd He 3dlllHllleHa IIdapoJieM, HaXMHUTe KHOIIKY CHATb

3amuTy (cM. PucyHok 446).
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3. YtoObl 3aKpbITh IaHeJb YHIpaBJeHHe 3alIUTOM, BBIIIOJHUTE OJHO M3 CJIeAYIOIIUX
IerCTBUM:

— B BepxHell yacTy naHesiM HA)KMUTe KHOIIKY ~.

— Ha 60okoBO# TaHeu HaKMUTe KHOIIKY = (YripaBiieHHe 3a111uTOI).

A~ = YnpaeneHue 2aWwnTOM Q
M M o
MNucr  CTpykTypa AOKYMEHTA Fx

& =

CTpyKTypa 3aliMllueHa
YT106bl MMETE BO3MOXKHOCTE YNpaBnATb
JUCTaMK, CHAMKTE 3all Ty,

Pucynok 446 — CTpyKkTypa JOKyMeHTa He 3all[1llleHa [1apojieM

4.15.3 DekTpoHHAsA NOJNHUCH

HO,I[HI/IcaHI/Ie AOKYMEHTOB BHEKTPOHHOﬁ IMOANMCHIO HEAOCTYIIHO IIpU pa60Te B macOS.

B rtekymeii Bepcun npunoxenuss « MoiOduc Tabmuia» TOKyMeHTbl MOXKHO MOAIMCHIBATh
JIByMSI TUTIAMU 3JIEKTPOHHBIX MTO/TUCEH:

— HeBugumass BcTpoeHHass NOINMCh — He OToOpaXkaeTcsi B JIOKYMeHTe, SIBJISIeTCS
MeTaJJaHHBIMU JIOKYMeHTa.

— OrtcoenuHenHass (OTKpeIlJIeHHas]) MOJIUCh — TIOJIMCh, KoTopas ¢OpMHUpPyeTcsl B
oTnenbHOM (aitsie. Pailyl OTCOeJUHEHHOW TOAIMMCHU Ha3bIBaeTCs KakK IOJIHMCAHHBIN
JNOKyMeHT (MMSI_JOKyMeHTa.pacimupeHue) u wumeer pacmmpenve SIG. [Ipumep:
Document.ods (noanucanssiii [okymeHT) 1 Document.ods.sig (daitsi oTcoeHeHHOM
MO/INKCH). X paHUTh U TlepechliaTh ciiefyeT oba ¢aiia. [Ipy Heo6X0IMMOCTU TOKyMeHT

Y (aiyl 0TCOeJUHEeHHOM NOJNKUCHA MOXHO I1eperMeHOBaTh.

B npunoxennn «MoiOduc Tabmuua» mnoanepxyBaercsi paboTa C JIOKyMeHTaMH B

dopmaTtax XLSX u ODS, noanrcaHHBIMU 37IeKTPOHHOM noanuckio B Microsoft Excel.
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4.15.3.1 IlopmucaTth JOKyMeHT

B wnacrosiiiee Bpemsi mpuioxenue «MouOduc Tabmuna» mnopanepkuBaeT IMOAIMCAHUE
JIOKyMEeHTa TOJbKO OJHOM mnoanuckio. lloamucanue nokymeHTa HECKOJIbKMMH TOJIINUCSIMHU B
TeKyIllel BepCHUH TTPUIIOXKeHHs HeJIOCTYITHO.

OJIeKTPOHHOM MOITMCHI0O MOXKHO TTOAMMCATh JIOKAIbHBINA IOKyMeHT B ¢popmare XLSX, ODS
wm XODS.

[lepen Tem, kak mnoAmucaTb IOKYMeHT, y0OequTeCch, YTO ero COJAEep>XHUMOe SIBIISIeTCS
OoKOHYaTeNIbHbIM. [locse mojnrcanust aro0ble U3MeHeHUsl B IOKYMeHTe TIOTpeOyIOT ero MOBTOPHOM
ITOJIIIHCH.

YToObl mOJIMCATh JOKYMEHT, BBIIIOJHUTE CJIeyIoIlne NerCTBUS:

1. CoxpaHuTe NOKYMEHT.

2. BrblinonHUTe KOMaH/ly TOANMUCAHUS IOKYMEHTa OHUM U3 CJIeIyIOIIUX CIIOCOOOB:

— DBroibepute nyHKT KOMaHAHOrO MeHi0 Paia > DJIeKTPpOHHaAs NONNHCH >

IMoamucare qoxymenT (cM. PucyHok 447).

Dain  [paeka Beraeka Qopmar  TaGawua  JadHwe  VectpymenTte Bug  OBwuib ac

(3 Coapars s XO Thames v [12

X K Y AB -

WpudT

Cozpate no wabnony...

[ OmepuiTs... Ctrl+0
OTkpbiTe B 0BAaKE... Ctrl+5hift+0

HegasHue gokymeHTH 4
Pabota B obnake 4

B CoxpaHuTs Ctrl+5
CoxpaHuTe Kak.., F12

ABTOEOCCTAHOBNEHWE 4

JKCNOPT..

CoxpaHuTe wabnoH..

¥npaensHwe naponem
SNEKTRPOHHAA NoOANKWEE P Lo [lognucaTs 40KYMEHT..

¥npaeneHWe Nognwoamm
(= [lapameTpb cTpaHWus 1 Ne4aTth Ctrl+P

3aKpbiTh

Pucynok 447 — [lyakT komangHoro Merio IlopnucaTts JoKyMeHT
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— Ecm mokymeHT ObUT MOANKCAH U MOJNHCH ObLIA yrameHa (cM. pasgen 4.15.3.5),
HO JOKYMeHT He ObUI 3aKpbIT, OTKPOWTE TaHeldb JJIEKTPOHHAs IIOAIHCH

(cm. pasnen 4.15.3.2) u Haxkmute kHOKY IlommucaTs (cM. PucyHok 448).

L
=By B T B O

E\' 'ﬂ'ﬁv @ = = ﬂv @v sas

OdatHbe Bcraska "

A~ 7 JNekTpoHHaa NoAnwucb

Mognwucate

Q ® » O

@ JdokymeHT ele He NogNMcaH

Pucynok 448 — Kuonka Ilognucars

3. B okne c COOGIIIQHI/IGM ((HOKYMEHT COXpPdaHEH " T'OTOB IJid IOAIIKMCAHHWA» HaXMHTe

kHonKy IIpomosmxuts (cM. PucyHnok 449).

JNeKTPOHHAA NoANNCE >

AOKYMEHT coXpaHeéH U roToB
AnA nognncaHWA

Mocne noaAncaHKAa ntofble M3MEHEHWA B

AokyMeHTe noTpebyoT NnoeTopHoro copa
Nognucer,

- —

[MpoponxnTe OTmeHa

Pucynok 449 — OkHo JIOKyMeHT COXpaHeH M IOTOB ISl O[T CAHUS
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4. B oxue IlogmucaThb IOKYMeHT:
— FEcm ceprudukar He BbOpaH, HaXMHUTe KHOIKY BeIopaTth ceprudukar

(cm. Pucynok 450).

MoanKcaTs A0KYMEHT >

Ceptidrkat:

He BriGpaH

BuiGpate cepTudmkar..,

JononHWTenbHEle HACTPORKK -~

CoXpaHuTe NOANWCE B OTAEALHOM daline

[Nognucate OTmeHa

Pucynok 450 — Knornika BeiopaTts cepruduxar

— FEcmu cepruduxar BeIOpaH, HO TpeOyeTcs BbIOpaThb APYroM, HaXKMUTE KHOIKY

3amenuts ceprudukar (cM. PucyHnok 451).

Meanucate gokymMeHt hod
Ceptudmkar:

AnekcaHgp AnekcaHgpoend CMWPHOB
Q Kem Boigaq: OO0 "KPWMNTO-NPO!

) HeaeficTeuTeneH: MCTEK MW HE HACTYNA CPOK ASHCTEM...

3aMeHWTL cepTudrkar..

JonoaHuTenbHbIe HACTPORKK -

CoxpaHWTe Nognuce B oTaensHoMm dbaine

Moanucate OTtmeHa

Pucynok 451 — Knonka 3ameHuTh cepTHdHKAT

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT' MWy, 2013-2024 401



MonOdonc

5. B oxne Bei6op ceprudukara (cMm. PucyHok 452):
— DBruibepute nenctByomuyi cepTudUKaT 3JIeKTPOHHOM mNoanucu. Ecimu Tpebyercs
IIPOCMOTpPeTb HUHQPOpMAIUI0 O CcepTUdUKaTe, HaXMHUTe B €ro CTPOKe KHOIIKY

Csenenus.

— Ecmu B Oynymiem mjisg MoJanyicyd JJOKYMEHTOB ClleflyeT WCIIO/Ib30BaTh TOJBKO 3TOT
ceptuduKaT, TIocTaBbTe ¢iaaxkok Bcerma  HCHoab30BaTh  BBIOPAHHBIH

cepTuduUKar.

— Haxwmure kHOTIKY OK.

BeiGop ceptudmkara x

p— Anekcangap AnekcaHgpoend CMHUpHOB
Kem BrgaH: OO0 "KPWUMTO-MPO"

@ Heaelictentene: neTek AW He HacT..  CBeqeHWA

— AnekcaHap AnekcaHgpoend CMHpHOB
Q- Kem segan: OO0 "KPUMTO-MPO"

@ [leiictentenen go 15.08.2023 9:18 CeegeHWA

Bcerga wcnonk3oceate BeIOpaHHBIA cepTUd MKaT

Pucynok 452 — Okno Beioop ceprudukara
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6. B okne ITogmucath moKymeHT (cM. PrucyHok 453):

—  Ecmu HOKYMEHT Tpe6YETC$I MOAIMCAaTh OTCOeIUHEHHOW MOIIHKCHIO, II0CTaBbTE

¢dnaxok CoxpaHUTH NOAIHCH B OT/IEJILHOM ¢aiie.

— Haxwmure knonky Ilogmucars.

7. B okue Ayrentuduxanus - Kpunrollpo CSP (cm. PucyHnok 454):

Mognwucate AoKyMEHT

Ceptudmar:

AnekcaHap AnekcaHapoeny CMWpHOB
Kem Boigan: 00O "KPUITTO-TIPO"

© Jeiicteurtenen o 15.08.2023 218
3aMeHUTh cepTUhUKaT...

JononHWTeNbHBIE HACTPORKK

CoXpaHuTbe NoANKWCE B OTAENBHOM daine

MoanwcaTe OTmeHa

Pucynok 453 — Okuo IlogmucaTth JOKyMeHT

— BBQ}II/ITQ IMMH-KO/I Ha HOCHUTEJIb WUJIX I1apO0JIb Ha KOHTEﬁHep BJIBKTpOHHOfI IIOJITMCH.

— Haxwmure xnonky OK.
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+ Ayrenmdmrkaumna - Kpunrollpo CSP

Crypto-Pro GOST R 34.10-2012 Cryptographic Service Provider aanpawweaet napons

Ha KOHTEHHED

CunTelBATENS! REGISTRY
YHUKANLHOE WMA OTCYTCTRYET

KoHTeAHEp:

BeeOuTe napons: ||

] CoxpaHuTe naponk B NpMNOKEHNN

[] CoxpaHnTk Naponk B cHCTEME

Pucynok 454 — Okno Ayrenruduxanus - KpunrolIpo CSP

403



MonOdonc

[Tompo6bHoe omucanue pabotbl ¢ okHOM AyrenTudukamus - Kpunrollpo CSP cm. B

nokyMmeHranuu «KpumrolIpo».

[Tocne mopamucaHvs OKyMeHTa aBTOMAaTHMYeCKH Pa3BOPAYMBAeTCs MaHeslb JJIeKTPOHHAs

MOJIHCE.

4.15.3.2 OTKpPHITH WIH 3aKPBITH ITAHEJIb «DJIEKTPOHHAsI MOXITHCHY

[Tanens DaexkTpoHHast moanmUch (CM. PrcyHOk 455) coep>XUT UHCTPYMEHTHI yIIpaBiIeHUs
JIEKTPOHHBIMU  IIOANMCSAMHU JIOKyMeHTa. IlaHenb pa3BopaurBaeTcsi aBTOMAaTUYeCcKH, Korja

I10JIb30BdTeJIb ITIOAIINChIBAET JOKYMEHT UJIK OTKPbIBAET HOIIIMCAHHBIA HOKYMEHT.

=) Hosan tabauya 1 - MeiOdune — O X
Daiin  Mpaeka Bcraska Qopmat  Tabavua  [annbie  WMHctpywentsl  Bug  OBwwid goctyn Haactpoiikw  Crnpaska

=2 v [JokymeHT yoxe noanucaH Pepaktupoeate

R26 v fx

~ — DNekTpOHHaa Noanucb Q
A B & D E F G H
F |

! fx
2 Moanuecats

3 @
4

JokyMEHT NOANUCEH, W BCE NOANKMCK

k] © LENCTEMTENBHB @
6

7

8 HeicTentensHele -

9

10 = Anexcangp AnekcaHgposuu Cmup...

il 000 "KPUMTO-MPO"

12

13

14

15 N
< >

CYMM 0 CP3HAY O MWH 0 MAKC 0 CHET3 0 - . + 100% v

Pucynok 455 — [lanens DekTpoHHas MOAIHUCH

Yrobbl CBEpHYTh TaHe b JJIEKTPOHHASI MOAIMHKCH, BBIOJHUTE OJIHO W3 CIIEAYIOIIUX
nercTBul (cM. PucyHok 456):

— B BepxHell yacTu naHeu HAXXMUTe KHOIIKY ~2.

— Ha 6okoBo#1 maHenu HAKMUTE KHOIIKY [E] (DnekTpoHHAs MOANNCH).
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~ 3‘ﬂEKTpOHHaH noanncb

Moanwncate

Q@ > O

° JokyMeHT Noanwcan, W Bce Noanuom
BefCTEMTENEHE

JdelcTBuTeNbHBbIE ~

*_  AnexkcaHap AnekcaHgpoBuu Cmup...
000 "KPUNTO-NPO"

Pucynok 456 — KHoriku cBopaurBaHUs TaHeIN

YroObl pa3BepHyTh MaHelb JDJIeKTPOHHAasli IMOANHUCH BPYYHYIO, BBIIOJIHUTE OJIHO U3
CJIeIVIOIUX JeUCTBUIMA:
— DBribepute myHKT KOMaHJHOTO MeHI0 Paiy > JIeKTPOHHAs MOAINCH > YIpaBJieHHe

noxnucamu (cM. Pucynok 457).

@ain  [lpaeka Beraeka Qopmar  Tabawua  [Jaddsie  WMHcTpymedts Bug  OBwwni ag

[% Cozgate Ctrl=N
Cozgate no wabnoHy...

[= Otkpwts... Ctrl+0
OTkpoiTe B oGnake.., Ctrl+Shift+=0 E F
HepagHue qokyMeHTsl 4
Pabota & ob6aake 4

Bl CoxpaHuts Ctrl+S
CoxpaHKTb KaK.. F12
ABTOBOCCTEHOBAEHWE 4
3KCNOPT...

CoxpanuTb wabnoH...

3NEKTROHHAA No4NWCE P Lo [lognWcaTb AOKYMEHT...

¥npaeneHne NognucAMAI
= [lapameTphi cTpaHWLBl W NeYaTs Ctrl+P e A

¥panuTe BCe NOgNUCK
3akpoiT

Pucynok 457 — [IyHKT KOMaHJTHOTO MeHIO YIpaBjieHHe MOAIHCAMH

— Ha 6okoBo¥ maHemm HaXKMUTE KHOITKY @ (OnexTponHast moamuck) (cM. PucyHok 456).
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4.15.3.3 IIpocMoTpeTh CBOICTBA MOJITUCH

YT0o6BI IPOCMOTPETh CBOMCTBA MOAMMCH, BBIIIOJIHUTE ClleIyIol1e eHCTBUS:
1. OrtkpoiiTe maHe s JJIEKTPOHHASA MOAMUCH (CM. pasfen 4.15.3.2).
2. OrtkpouTe okHO CBO¥MCTBA MOIIMCH OJTHUM U3 CIIeAYIOIINX CITIOCOOO0B:
— HaBeaure Kypcop MBIIIM Ha CTPOKy TpeOyeMoi MOAMMCH, HaXKMUTE KHOIIKY : U

BhITIOTHUTE kKoMaHy CBoiicTBa (cM. PrcyHok 458).

~ —* JNeKTpOHHaA NoAnucb

Moanwcate

JdokyMeHT nognucad, v Bce NognucK
LENCTEWTEARHE

Q
i
=
® @

JelcTBrMTeNbHBIE .
Anexcangp Anekcangpoenu C...
Q00 "KPUIMTO-MNPO!
CeoiicTBa %

Ynannte

Pucynok 458 — Komanga CBoiicTBa

— Broienute cTpoky TpebyeMoit MOIIUCH TBOMHBIM IIeTIYKOM MBIIIIH.

3. B oxue CsoiictBa mommucu (cM. PucyHok 459) o3HakombTech ¢ uHGOpMaIuei o
nonanucu. Ecimu TpebyeTcss mpocMoTpeTh TOAPOOHBIE CBelleHUsI O cepThduUKaTe
MOJINIMCH, 1I[eJIKHUTe MBbIIIbIo 110 obs1actu CepTudukar.

4. Yto6bl 3akpbiTh OKHO CBOHCTBA MOANHMCH, HAXXMUTe Ha KHONKy OTMeHa WM Ha

KHOIIKY » B 3aroJIOBKe OKHa.
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CeolicTEa Nognucu

CepTiudarar:

Anekcanap AnekcaHapoeny CMupHOB

1:€P
= Kem Buigan: QOO0 "KPUMTO-MPO"

@ [Jeiictentenen go 15.08.2023 918

KeommenTapuid:

Mognwucano 16 Mah 2023 r.

F:,:nwcn: COX[raHEHA B OT4ENbHOM danne

MognweaTe 3aHoOBD OTmeHa

Pucynok 459 — OxHo CBoiicTBa moaIucH

4.15.3.4 PenakTHpoBaTh JOKYMEHT

2 HpI/I BHECEHUMU W3MeHEeHUH B OOKYMEeHT BCe IIOAIMKMCH CTAHOBATCH HeJleMCTBUTEJIbHbIMUA U

dBTOMdTHUYeCKH yIdJIAI0TCA.

YTo06BI COXPAHHUTH ITOAIINCH, peHaKTHPYﬁTe KOITHIO, d He OpPUT'KMHa/I JOKYMEHTad.

YTo06BI CieJIaThb KOITWIO MOKYMEeHTd, BbIIIOJIHUTE Cliegyromnire IeUCTBUSI:

1. Ha manenu uHCTpyMeHTOB HakMuTe KHONIKY PemakTupoBars (cM. Pucynok 460).

a Hoean TaBauvua 1 - MefiQduc

- O >
Qaidn  [paska Beraeka Qopmatr  TaBawua  Jaddeie  Wectpymente Bug  OBwwid goctyn  Haactpobikw  Cnpaska
EJ b JokymeHT yoke nognucad
R26 v

A B c D E F G H ) .
F |

1 fx
2
3 @
4

Pucynok 460 — Knonka PemakTupoBarh
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2. B okHe OJJeKTpoHHas NOANUCh HAXMUTe KHONKY PegakTHpoBaTh KONHIO

(cm. Pucynok 461).

INEKTPOHHAA NOANWCE et

13MeHeHWA B NOANMCaHHOM
AOKYMeHTe noTpedyoT MOBTOPHOTO
cbopa noanucei. Bol moxeTe
COXpaHWTb NOANUCK B AOKYMEHTE,
ecnn byaeTe peaakTMpoOBaTh ero
KOMUWIO, @ HEe OpMruHan.

- —

MpogonxnTe PenakTpoBaTk KONWHD OTmMeHa

Pucynok 461 — OxHO DJyIeKTpOHHAS OIHCH

Ecmu Tpebyercst yaanuth Bce MOANMCU M3 JIOKYMEHTa M PelaKTUPOBAaTh €ro COAep>KUMoe,

BBITIOJIHUTE CJIe/IyIolye IeHCTBUS:
1. Ha maHenu UHCTPpyMeHTOB HakmuTe KHOTIKY PemakTupoBaTts (cM. Pucynok 460).

2. B okne DiexkTpoHHas moanuchk Haxkmute KHOMKY IIpomomkuts (cM. PrcyHok 461).

4.15.3.5 Yaanurts noanuck

B Tekyment Bepcun npwioxkenus: «MonOduc Tabmuia» u3 AOKyMeHTa MOXXHO YJIajUTh

BCe MMeroIyecd IoAITHNCH. y,[[aJ'IEHI/Ie OJTHOM MOJIIMCH M3 MHOXKEeCTBa He nogaep>KruBaeTcs.

Ecmu JOKYMEHT COJep’KHUT HeCKOJIbKO MOJIUCEN, BBIIIOJIHUTE clegyriiye IEeHCTBHUS JJIsI UX

yAaNeHus:

1. Bribepure myHKT KOMaHJHOTO MeHI0 Paiin > DaeKTPOHHAs NOAIMUCH > Y JAJINTH BCe

noxnucu (cM. PrucyHok 462).
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®ain  [paeka Beraska Qopuar Tabawua  Jandeie  Wootpymedts Bug  OBwwii ag

[ Cosgate Ctrl+N
Cozgate no wabaoHy...

[= Otkpwts.. Ctrl+0
OTkpmTe B 0Bnake... Ctrl+Shift+0 E F
HegaeHne gokyMeHTH L4
PatoTa B obnake r

&l CoxpaHuTs Ctrl+S
CoxpaHuTe Kak.. F12
ABTOBOCCTAHOBNEHWE s
SKCNOPT...

CoxpaHuTte wabnoH..,

SNeKTROHHAA NogNUCE P L [lognwcate SOKYMEHT..
¥npaeneHue Nognucamm
(= [Mapamerpm cTpaHWLE W NeYaTh Ctrl+P = A
¥YaanuTh BCe NognucK
JakpeiTe

Pucynok 462 — ITyHKT KOMaHIHOTO MeHIO Y XaJIUTh BCe MOAIHUCH

2. B okHe DjeKTpoHHas MOANUCH HAXKMUTE KHONIKY YalauTh (CM. PucyHok 463).

INEKTPOHHAA NoANNCE *

Ynanute Bce noanucu?

- —

3ITO AeMCTEWE HeNb3A OTMEeHWTe. ECAK Bel XoTWTe
BHECTW W3MEHEHWA B AOKYMEHT, PeKOMEeHIYeTCA
pefaKTUPOBaTE B0 KOMWEKD, 3 HE OPKUIMHAD.

¥Yaanite PenakTmpoBaTh KONWKS OTmeHa

PucyHok 463 — OkHO DJIeKTPOHHAsS MOAIHCH

Eciv gokyMeHT conep>XUT OIHY MOJIKChH, BBIOJIHUATE CIIeAyIollhe JeWCTBUS [Jis ee
yAaNeHus:
1. BeimonHuTe KOMaHAY yIaleHus OTHU U3 CIeIyIOIINX CII0COOO0B:
— Bribepute nmyHKT KOMaHHOTO MeHIO DPaiia > JJIeKTPOHHAsA MOANHCH > YIaJIHTh

Bce moamucu (cM. PucyHok 462).
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— OrtkpotiTe aHelb JJIEKTPOHHAsA MOANHUCH (CM. pa3zen 4.15.3.2). HaBeaute Kypcop
MBIIIIA Ha CTPOKY MOJIKCH, HAXKMHUTE KHOIKY ! U BBHIMIOJHUTE KOMaHAY YAaJuTh

(cMm. PucyHok 464).

A~ 7 JNekTpoHHaa NoAnwucb

Mognwucate

© JokyMeHT Nognucad, W Bce NognucK
AEACTEUTEABH B

Q8 » O

AefcTBNTeNbHBIE o~

¢ Anexkcangp AnekcangpoBuu C...
OO0 "KFMNTO-MPO!

CeoicTEa

Y¥nannTe b

Pucynok 464 — Komanaa Y nanursb

2. B okHe DjeKTpoHHas MOANUCH HAXXKMUTE KHONIKY YaauTh (CM. PucyHok 465).

JNEKTPOHHAA NOANKMCE >

Yaanute noanuchb?

ITO AeACTEWE HEefb3A OTMEHTE.

- —

Yoanute OTmMeHa

Pucynok 465 — OkHO DJyIeKTpOHHAs MOANHCH
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4.15.3.6 PaboTa c IOKyMeHTOM B pe;KHMe IIPOCMOTpa

Ecm pna nmokymenTta ¢ moamuchio cpeactBamu OC ycraHoBiieHO CBOMCTBO «Toibko
YTeHue» WIA JOKYMeHT UCIOJIb3YeTC sl IPYTHUM I0JIb30BaTesleM WIK MPUJIoXKeHHUeM, TO:
— JIOKYMEHT OTKPbIBAeTCsl B pe>kKrMe ITPOCMOTpa;
— IIpU NOIMBITKe peJJaKTHPOBaTh, MOJNKUCATh JOKYMEHT WM yIaJIuTh U3 Hero Bce MOANUCH
oToOpakaeTcss  JMAJOTOBOe OKHO C  COOTBETCTBYIOIIMM  IpelympexeHreM

(cm. Pucynok 466).

JNEKTPOHHARA NoANNCE et

- —

ﬂﬂCWl’IHO TONbKO 4YTeHWe

[lOKyMEHTY 3a1laHO CBOMCTBO
«0O/IbKO YTEHWE», MW OH
WCNOoNb3yeTca APYrum
NPUIOXEHWEM WK
nonb3oBaTtenem. Bol MmoxeTe
co3/aTbh KOMNWK W pejakTUpoBaTh
ee.

PegakTpoBaTh KOMWHD OTMmeHa

Pucynok 466 — JluanoroBoe okHO

[Ipy HEOOXOAMMOCTHM MOXKHO CO3[aTh PpelJaKTHpPyeMyl0 KOIIMIO 3TOr0 JOKyMeHTa 0e3
nofnvcen. 1151 3Toro HaXKMuUTe B IMAJIOTOBOM OKHe KHOIIKY PegakTHpoBaTh KOIHIO.
Konusi noxkymMeHTa OTKpPOeTCS B HOBOM OKHe IpUIIOXeHHs. UTOOBl COXpaHUTh KOIIHIO,

BBLITIOJTHUTE JIeHCTBUS, OMMCaHHbIe B pa3zere 4.1.8.
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4.16 Ccplnku Ha obpa3oBaTeIbHbIe Pecypchl

[Tpunoxenne «MoOduc Tabmuiia» B cocraBe nakera «MoiOduc ObpazoBaHUe» COAEpPXKUT
MaHeNb CChUIOK JIJTst OBICTPOTO Mepexo/ia Ha pa3ndHble 00pa3oBaTeibHbIe pecypchl (cM. PucyHok 467).
Crrcok ccbIok Ha naHen Obdpa3oBaHMe SBIISIeTCS peIaKTUPyeMbIM UM HaCTpauBaeTCsl CUCTEMHbBIM
aIMUHUCTPATOPOM.

Ytobbl OTKpHITh maHeib (OOpa3oBaHue, Ha OOKOBOW IIAaHeJM HAXXMHUTE KHOIKY
= (O6pa3oBaHHe).

YroObl mepedTH Mo KaKOM-TMO0 CChUIKe M3 CIMCKA, IIelKHUTe MO0 Hed Mblibio. Cchblika

oTKpoeTcs B Opay3epe, KOTOPbIH ucnosb3yercs B OC 1o yMoT4aHUIo.

|2 Hoean TaBnuua 1 - MoiiOdne OBpasosanue = O X

@aitn  [paeka Beraska OQopmar  TaBmwua  Jannwe  Wectpyments Bua  O6wwid goctyn  Hapetpoiikw  Cnpaeka

+ v X XOThames v| |12 [v| A= AF =~ | ~ 123 E5 g ~

[oBaeuTe =Y K K Y e ﬁ v £ v D aon
WM3EpanHoe Dain Mpaeka WpudT BoipaBHMBaHWe Yucnoson...| Aueidkn JaHHbe Becraeka ~
Al v fx

~| = O6pa3soeaHue (=3

A B C D E F G
A
1] ! [7]  @rnc "Mos wkona” Q
2
3
a [7] ©c3.XpoHonaiiHep fx
5 %
6 @ CucteMa TECTUPOBaHWA Let's test
7
8
3 [7]  Translate.RU
10
11 [7]  Asbyka MoiiOduc
12
13
7 [7]  rnoBaneHar naGopatopuA
15 v
< >
21 -
CYMM 0 CP3HAY 0 MWH 0 MAKC 0 CHET3 0 [F] - L3 + 00% v

Pucynok 467 — [1anens O6pa3oBanue
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IMPWIOMXEHMUE 1. IEPEYEHG & YHKIIUI U X OIIMCAHUE

DyHKIUA

Omnmucanne

dunancobuie pynkuuu

BCJI(cymMmMa_JnieHEeXXHBIX TIOTOKOB;
[tpubnu3uTenbHas _CTaBKal)

Boruamcnsier BHYTPEHHIOIO CTABKY AOXOJHOCTHU MHBECTUIINU
Ha OCHOBe CepuH IMIOTOKOB JeHeXXHbIX CpelICTB

TJATAKYIIOHIOO((pacuer;
JlaTa_IoralleH!sl; 4acToTa;
[criocob_moficueTa JHEi])

Bo3BpaiiaeT unciioBoe 3HaueHHe JaThbl, KOTOPOE COOTBETCTBYET
JlaTe MocJiefJHel BBIIJIATHI 10 KYTOHY, TPOM3BOAUMOM JI0 aThl
pacdeta

IIJIT(cTaBka; KOJIMUCTBO IUIaTeXew;
TeKyIasi_CTOUMOCTb;
[Oymymiasi_cTOMMOCTB],

[koHeI mmy_Hadvano])

Brrunciiser cymmy nepruoidueckoro miaTexa
10 aHHYWUTEeTy Ha OCHOBe ITIOTOKA IIJIaTeXXel OAUHAKOBOI'0
pa3Mepa U GUKCUPOBAHHOM MPOIIEHTHOM CTaBKU

IIC(cTaBka; KOJIMYECTBO IIepHUOJIOB;
BbIIIJIaTA 3a_IIepHOL;
[6ymymiasi_cTOMMOCTB];

[koHer wnmm_Hadamno])

Brruncriser cTouMOCTb MHBECTUIIMY HA TEKYIIUM MOMEHT Ha
OCHOBe NTepUouYeCcKuX IiaTexxed v pUKCUPOBaHHOM
MIPOIIEHTHOM CTaBKH

PYBJIb.JEC (necstuyuHasi 1pobb;
3HaMeHaTeJlb)

[Tpeobpasyer 1eHy, peACTaBIeHHYIO B BUie Ipo6H,
B IIeHY, BBIPAKEHHYIO IeCATUYHBIM YHUCIIOM

PYBJIb.IPOBb (necaTudHoe 9HCIIO;
3HAMeHATeJIb)

[Ipeobpa3yert 1ieHy, MpeaCTaBIeHHYIO JeCITUYHBIM YHCIIOM,
B I[eHY, BBIPAXKEHHYIO JIeCITUYHOU APOObI0

YIIC(cTaBKa_AUCKOHTHUPOBAHMUS;
JIeHeXXHBIM TOTOK];
[meHeXXHBI TOTOKZ; ...])

Bhruuciisier YMCTyr0 TEKYIIyI0 CTOUMOCTD BKJIAZIa C YYEeTOM
CTaBKH JJUCKOHTUPOBAHMUS U JIEHEXKHBIX TTOTOKOB TI0 BKJIATY
(BBITUTATHI ¥ IOCTYTIIEHMST)

dyuxuuu damvt u 6pemenu

I'OI(nata)

BosBpaiiaeT rofi, COOTBETCTBYIOIIMIM 3aJaHHOM AaTe

JATA(ron; MecsIl; IeHb)

[Ipeobpa3syeT 3aaHHbIe 3HaUEHHS T'0Jla, MecsIia U JTHS B ]aTy

JATA3HAY(cTpoka_/aTer)

[Ipeobpasyer mary, npesicTaBleHHYIO TEKCTOM, B ee YUCIIOBOe
3HaYeHue

JATAMEC(naTa_Havana; Mecsiibl)

Bos3BpaiaeT unciioBoe 3HaueHue JaThl, KOTOpast HACTyTIaeT
4yepe3 3a/TaHHOe KOJIMIECTBO MeCsIIeB ITOCyie 3a[JaHHOM JaThl WIH
IO Hee

JEHb((mara)

BosBpaiiiaeT ieHb, COOTBETCTBYIONMH 33/JaHHOM JaTe B
YuCIOBOM dopmare

KOHMECHIIA (nata_Havasa; MeCsIIbl)

BosBpariiaet gaTy nocieHero JHs Mecsia, KOTOPBIH HAaCTyIaeT
Yyepe3 3aJJaHHOe KOJIMYeCTBO MeCSIIeB MOC/Ie HaYaJIbHOM JaThl
b0 1o Hee

Bos3BpairaeT mecsi], COOTBETCTBYIOITHI 3aJaHHOM JlaTe B

MECSI(nata) YuCIOBOM dopmare

MUHY TBI(5pens) Bo3sBpariiaeT konu4ecTBO MUHYT, COOTBETCTBYIOIIEE 3a]aHHOMY
BpeMeHH

HOMHEIEJTILISO (1aa) Bosspaiaer Homep Hepeu 1o cranaapTy [SO (ot 1 mo 54)

151 3aJaHHOM JaThl
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DyHKIHA Onmucanue

CET'OIHSI() BosBpaiiiaeT aTy ceropHsImHero JHS B YUCI0BOM popmMaTe

THATA( BosBpaiiiaeT Tekylyio AaTy v Bpemsl B YMCJIOBOM dopMaTe
Bo3sBparmaeT koiu4ecTBo 9acoB, COOTBETCTBYIOIIIEE

YAC(spems) patt Yot

3d/IaHHOMY BpeéMeHU

Mamemamuueckue u mpuzoHomempuueckue gyHKuuu

ABS(3HaueHue) BosBpartmaeTt abcomoTHOe 3HaUeHre YUCIa

ACOS(3HaueHue) BosBpaiiaeT apKKOCHHYC 4MCIa, 33JaHHOT'O B pafiiaHax

ACOSH(3HaueHnue) BosBpaiiaeT runep6oiamueckyii apKKOCHHYC 9UCTIa

ACOT (3Hauene) Brbruncisier apkKOTaHTeHC YKCiIa ¥ BO3BpalllaeT Yol B pajiuaHax
B uHTepBase ot 0 (HyJns) 10 T

ASIN(3HaueHue) BosBpamaeT apkcrHyc 4ncia, 3aJaHHOTO B PajiaHax

ATAN(3HaueHue) Bo3BpaiijaeT apkTaHreHC YMCiia, 33JJaHHOTO B pajldaHax
Bbraucsier yros Mexxy 0CbiO X ¥ OTPe3KOM M3 TOYKW Hadaia

ATAN2(x; y) koopauHart (0, 0) o Touku, KoTopasi 3afjaHa Tapoi KOOpAUHAT
(%, y). Yron onpefnensieTcsl B paidaHax

ATANH (3Hauenue) Bo3BpaiiaeT runepbonuieckuit apKTaHTeHC YUCiia

COSH(yromn) Brruncnsier runepbonnyeckuii KOCUHYC yTiia

COTH(yron) BosBpammaer runep6onmdecknii KOTaHTeHC yTJia

CSC(yromn) BosBpamaeT kocekaHc yriia, 3aJaHHOTO B pafiIiaHax

CSCH(yron) Bo3BpaijaeT runepboiamdeckuii KOCEKaHC yIJia, 3aJaHHOTO B
paaraHax

EXP(crernenn) Bosgpamaer uunciio Sitepa (e ~2.718), Bo3BefieHHOe B CTelleHb

LN (3Havere) Bossparriaet noraprdm umcia mno ocHoBauuio e (—2.718),

KOTOprﬁ Ha3bIBae€TCs HaTypaJIbHbIM J'[OI‘apI/ICl)MOM

LOG(3nauenue; [ocHOBaHuUE])

BOBBpaIHBET norapncl)M 4HrCJia 10 3aIaHHOMY OCHOBAHHIO

LOG10(3Hauenme) Bosgpamaer norapudm urcia mo ocHoBaauo 10

SEC(yromn) BosBpammaeT cekaHc yriia, 33aJaHHOTO B pafiiaHax

SECH((yromn) BosBpamaeT runep6onmaeckyii cekaHC yria

SINH (3HaueHue) Brruncriser runepbonuyeckuii CUHYC YMCIa

TANH((3HaueHue) Bos3BpairaeT runepbomudeckuii TaHTeHC YUCIIa

TPAJTY Chl(yron) [TpeoGpa3yet 3HaueHue yTJia, 3aJJaHHOTO B pajiiaHaX, B 3HaUeHHe
B Tpajlycax

JABPAKTP (3Hauenue) Bos3BpairaeT nBoiiHoM dakTopUas 9urcia

KOPEHDb(3Hauenue) Bo3BpairaeT kBajipaTHbIN KOpeHb TOJIOKUTEILHOTO YHCTIa

KOPEHBIIH (3:avene) BosBparaeTt kBafipaTHBIN KOPEHb M3 YHCIA ITHD»

(3,14159265358979), yMHOXXEHHOTO Ha IPYTOe YUCIIO

OKPYTI'JI(3Hauenue; pa3psibl)

OxpyrJsieT 9McIIo 0 33JaHHOTO KOJIMYEeCTBa AeCSITUIHbBIX
Pas3psaoB B COOTBETCTBUU CO CTAHJAPTHBIMU IIPaBUJIAMU
OKPYTJIeHUS
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DyHKIHA

Onucanue

OKPYT'JIBBEPX (3Hauenue; pa3psisl)

OxpyruseT 4ncio B 60MBIIYI0 CTOPOHY /10 OIIpelieIeHHOTO
KOJIMYEeCTBA JIECITUYHBIX pa3ps/ioB

OKPYTI'JIBHU3(3HaueHue; pa3psiasl)

OxpyTJsieT 4MCIIO B MEeHBLIYI0 CTOPOHY 0 OIlpefieJIeHHOr'o
KOJIN4YeCTBa JeCSITUYHBIX pa3psiioB

IA()

BosBpainaeT 3HaueHue YUCIIa Iy, OKPYTJIIeHHOe 10 14 3HaKoB
1IoCJIe 3ansTox

ITPOU3BE/I(MHOXUTENb ] ; [MHOXHUTENHZ;
)

BosBpamiaeT npousBenieHye 4nces

INIPOMEXYTOYHBIE.UTOI'N
(Homep dyHkmmy; Habop uwncenl;
[Habop wwmcen?; ...])

Hcnomnwayet gpyryto ¢pyakuuro (CYMM, [TIPOU3BE]/] u T.11.),
YTOOBI IOCYUTATh IPOMEXXYTOUHBIM UTOT /17151 Habopa Yucerl.

IToppo6Hoe ommcanue cM. B paszere
«Dynknusa [IPOMEXYTOUYHLBIE. UTOI'N».

CJIYHC()

Bo3sBparmaer ciy4aiiHoe IeCITUYHOe YUCIIO B UHTepBaJle
or0mol

CTEIIEHb(ocHoBaHue; CTeleHb)

BOBBpaH_IHET YHKCJI0, BO3BeJleHHOe B CTelleHb

CYMM((3Hauenwue 1; [3HauenHwue 2; ...])

BosBpamaer cymmy psijia uvcen W/uim saeexk

CYMMEUC/JIM (quana3oH; KPUTEPH;
[mmamazoH_ciioxkeHus |)

Bo3sBparaer cymmy 3Ha4eHHI TUana3oHa, KOTOPble OTBEYaroT
3a/IaHHOMY yCJIOBHIO

CYMMEC/J/IMMH (fivamna3oH_CII0XKeHUs;
KpUTepuU Jyara3oHal; kpurepuiil;
[kpuTepyy_Juamna3oHaZ; KpUTepunZ; ...J)

Bo3sBpariaer cymmy 3Ha4eHHI TMara3oHa,
KOTOpbIe OTBEYAIOT MHOKECTBY 3a/JaHHBIX YCIIOBHI

CYMMKB(3HaueHue 1; [3HaueHue 2; ...])

BOBBpaIHBET CyMMY KBaIpaTOB ps/ia YrCeJl

CYMMIIPOU3B(maccuBl; [MaccuB2;
..])

Brrumucnser CyMMYy HpOI/IBBEHEHI/Iﬁ COOTBETCTBYIOIIIMX 3HaYeHUH
B MACCHBaXx WUJIK JHAIIa30HAX

IEJIOE(3Hauenue)

OKpyTJIsieT 9uciIo A0 OJIMKaKIIero MeHsbIero 1ejioro

YACTHOE (nenmumoe; gevTeb)

Bo3BpaiiaeT pe3ysbTaT efleHusl OJHOIO YMCJIA Ha Apyroe, 6e3
ocTaTKa

Cmamucmuueckue gyHxuuu

F.PACII(x; crenenu_cBobojibil;
cTereHu CBOOOMBIZ; MHTErpaibHbIMN)

Berumcnser 1eBOCTOPOHHIOI BepoSTHOCThL F-pacrpenenenus
(cTrenensb pa3bpoca) /i IByX HAOOPOB TAHHBIX MPH 33JJaHHOM
3HAYEHUH X

F.PACILIIX(x; crenienn_cBo6obI1;
cTeneHu cB0OOMBIZ)

Brruncsier mpaBoCTOPOHHIOIO BeposTHOCTh F-pacnipenenenus
(crenens pa3bpoca) IJis IByX MHOXKECTB JAHHBIX NP 3aJAHHOM
BBOJIHOM 3HAY€HUHU X

IOUCII(3Havenuel ; [3Hauenue?; ...])

Boramcnser AVICIIepCHIO Ha OCHOBe BbI60pKI/I

IUCIIA(3Havenuvel ; [3Hauenue?; ...])

BIJI‘II/ICI[SIET JII/ICHepCI/IIO Ha OCHOBe BbI60pKI/I, YCTaHaBJII/IBaH JJISA
TekcTa 3Hauenue 0

U CIIPA(3Hauenuel; [3HaueHue?; ...])

Boramcnser AUCIIepCHio JId FEHepaﬂbHOI;'I COBOKYITHOCTH.
TekcToBbIe U JIOrMYecKre 3HaYeHUsI YYUTBIBAIOTCA IIPU
BbIYMCJIEHUHU
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JIMHEWH (13BeCTHBIE JIaHHBIE Y,
[M3BecTHBIe pmaHHBIE X|; [BBIYUCIUTE b];
[cTaTucTHKA])

Boramcnser pa3/IndHbIe ITapadMeTPbI JIMHEeWHOT' O TpeHd IIpru
IIOMOIIIX MeTOld HAUMEHbIINX KBAJIPATOB

MAKC((3nauenuel; [3Hauenue?; ...])

Bo3Bparaet HanbosbIIee 9MCI0BOe 3HaUYeHHe BO MHOXKECTBe
IaHHBIX

MM H (3Hauenuel ; [3Havenue?; ...])

Bo3BpaiijaeT HauMeHbIllee YMCIOBOe 3HaYeHHe BO MHOXEeCTBe
JaHHBIX

HAUWBOJIBIIINM (nanHbIe; n)

Pacrnonaraet 3aaHHOe MHOXXeCTBO LIU(POBLIX JAHHBIX B
nopsifike yObIBaHHS M BO3BpalllaeT 3HaUeHHe Ha OCHOBe ero
OTHOCUTEJIbHOW MTO3UINU CpeJli MHOXKeCTBa TaHHbIX

HAMNMEHBIIIWH (1auHsbI€; n)

BO3BpaIIIEIET N-0e HaMeHbIlIee YMCJI0O B MHO>KeCTBe JaHHBIX

HOPM.PACII(x; cpentee;
CTaHAApTHOE OTKJIOHeHWe; UHTerpasibHbIHN)

BosBpaiiaeT 3HaueHue GpyHKIIMYM HOPMAJILHOTO paclipeieyieHNs
(v GYHKIIMM HOPMAJTBHOTO UHTErpalibHOTO PacipesieIeHus)
JUIS 33JJaHHOTO 3HAYeHHUS X, @ TAaKXKe CpeTHero 3HaYeHUs 1
CTaH/IaPTHOT'O OTKJIOHEHHUSI

PAHI'.PB(3HauenHue; JaHHbIE;
[To_Bo3pacTaHuio])

Pacnionaraet ynciioBble 3HaUeHUs B TIOPSIIKe BO3pacTaHUs WK
yOBIBAHUS U OTIpefiesisieT MTO3UITHIO 3aJaHHOT0 3HAYeHUS B
Habope naHHBIX. B city4ae o6HapykeHUs OJJMHAKOBBIX 3HAYEHHUI
BO3BPAIAeTCS MO3UITHS IIEPBOT0 HAMIEHHOT'O

CP3HAY(3Hauenuvel ; [3HaueHueZ; ...])

Bo3Bpaiiiaet cpesiHee apudmeTrieckoe BO MHOXeCTBe JaHHBIX,
He YYUTHIBAsl TEKCTOBbIE 3HAYEHUS

CTAHIOTKJIIOH.B(3Hauenuel;
[3Hauenne?; ...])

BOSBpaIIIEIET CTaHAdPTHOEe OTKJIOHEeHHe Ha OCHOBe BbI60pKI/I

CUYET(3nauenuel; [3Hauenne?; ...])

BosBpainaeT KoJM4ecTBO YUCIIOBBIX 3HAUYEHHH B 3aJIaHHOM
Habope JaHHBIX

CUYETECJIM (i1ana30H; KpUTepHii)

BosBpatnaeT konnecTBo sdeeK, 3Ha4eHUs] KOTOPBIX
COOTBETCTBYIOT 3a[JaHHOMY KPHUTEpPHIO

CUYETECJIUMH (xputepuy_juarnasoHal;
kputepuiil; [(kputepun nuanazoHaZ;
KpuTepuiiZ; ...])

BOSBpaIHBET KOJIN4YeCTBO fd4eeK, 3Ha9eHHsI KOTOPbIX
COOTBETCTBYIOT 3aJdHHBIM KpUTEpUAIM

CUYET3(3nauenuel; [3auenue?; ...])

BOSBpaIHBET KOJIM4YeCTBO d4eeK, CoAepiKallliuX JaHHbIe 00010
THIIA

CUUTATBIIY CTOTbBI(inanason)

BOSBpaIHBET KOJIMYeCTBO IIYCThIX d49eeK B 3d[IaHHOM [11dlla30He

DUIITEP (3Hauenue)

Bosgpariaet npeo6pazoBanue dwuiriepa /17151 3aIaHHOTO YHMCIIa

dynkuuu ccouku u noucka

AJTPEC(ctpoka; cTomnberr;
[crioco6 abCONMIOTHBINA OTHOCHUTEITBHBIN |;
[cTunb_ccbutok_al]; [muct])

Bos3BparaeT ajipec siueiiky B TabJvile Ha OCHOBe 3aJIaHHBIX
3Ha4YeHU CTPOKH U CTOJIOIA

BIIP(xitou 1moucka; AUAIa30H;
WHJIEKC_CTOJIONA; [THIT_COTMOCTABIIEHUS |)

Ocy1iecTBiiseT MOMCK KJTI0Ya B TIEPBOM CTOJIOIIe Juara3oHa
Y BO3BpaIl[aeT COOTBETCTBYIOIIEe eMy 3Ha4YeHHUe B JIPYyIoM
cToJibIie

BBIBOP (unnexc; Boibopl; [BbIOOPZ; ...])

B03Bpa1uaeT 3Ha4YeHHe M3 CIITMCKA Ha OCHOBe 3d/IaHHOT'O MHJIeKCa

I'NITEPCCBUIIKA (url; [TekcT cchiku])

Co31aeT runepccrljIky B siuekike
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I'TIP(xitou_TioMCKa; [Mana3oH; UHAEKC;
[Tun_comocTaBieHus|)

Ocy1iiecTBiseT MOUCK KJTI0Ya B IEPBOM CTPOKe Mana3oHa U
BO3BpalllaeT 3HaYeHue 3aJJaHHON sTYeliKU B HalJIeHHOM CTOJIb11e

JOBCCBLI(cchiika Ha_ siueiiky B_dopme

cTpoky; [popmar_Al])

BosBpartiaet cofiep>xumMoe CChIJIKM, 3aJJaHHOM HOMEpOM STYelKU
WA TeKCTOBOU CTPOKOM

MHIEKC(cchuika; [cTpoka]; [cTonberr])

Bo3BpaiiaeT cofiepskumMoe ST9eiky, KOTopasi HAXOJUTCS Ha
repecevyeHry 3aIaHHbIX CTPOKH U CTONIOIIA

OBJIACTH(cchuika)

BosBpariiaeT konmaecTBo obsacTeli B CChUIKe Ha STYeUKy WIn
Ivana3oHe sigeek. O6sacTb — 3TO HAOOP CMEXHBIX sSYeeK WU
OTHeJIbHas 4eiKa

ITIOMCKIIO3(xtt04_MMOMCKa; TAANa30H;
[Tun_mownckal)

B 3amanHOM Anana3zoHe OCyIIecTBIIsSeT MOMCK 3JIeMeHTa 110
BLIOpAaHHOMY THUITY MTOWCKA. PYHKIIMS BO3BpAIlaeT HHIEKC

37eMeHTa (HOMep MO3UIIUU, KOTOPYIO 3aHUMaeT 3JIeMeHT B
MaccuBe), a He caM 3JIeMeHT

ITPOCMOTP(x1r04_110MCKa;
JIMana3oH_II0MCKa;
[mmamazoH_pe3ynbTaTal)

ITPOCMOTP(x1r04_110MCKa;
MacCHUB_pe3yJibTaTa_IIOUCKA)

OcyI1mecTBiseT MOUCK KJIF0YA B OJTHOM CTPOKE WIIA KOJIOHKE U
BO3BpalllaeT 3HaueHUe T4YeiKU, HaXOAIIencs B
COOTBETCTBYIOIIEH ITO3ULUU APYIOU CTPOKU WIA KOJIOHKH

OcyI1mecTBiseT MOUCK KJTF0YA B CTPOKAX WA KOJIOHKAaX U
BO3BpalllaeT 3HAYeHUe STYerKH, HaXOIAIIencs B
COOTBETCTBYIOIIIEl MO3UIIMH TeX XKe CTPOK WU CTOJI01oB. Jliist
ITOMCKA KJTI0Ya B OTHOM CTPOKe WJIM KOJIOHKe HeobX0IMMO 3a1aTh
3HaYeHHe TPeTbero apryMeHTa «Auara3oH pe3yJibTaTa

CMEIIl(cchuika_Ha_STYEUKY;
CMellleHHbIe_CTPOKHY;
CMeIlleHHbIe_CTOJOIEI; [BBICOTA];
[tprHal)

BosBpataeT cchuiky Ha STYeMKy WM JUAma30H S9eek,
KOTOpbIe CMellleHbl OTHOCUTEILHO UCXOTHOM CChUIKY Ha
3aJlaHHOe KOJIMYeCTBO CTPOK U CTOJIOIOB

CTOJIBEII([ccbuika_Ha_s4edky])

Bo3Bpaiiaet HoMep cTos0Ia 3aJaHHOM STUeiKu

CTPOKA([ccpuika_Ha_sST9eHKy])

Bo3BpaiijaeT HoMep CTPOKY 33[IaHHOM STYelKU

YU CJICTOJIB(nnama3oH)

BosBpariiaer koiu4ecTBO CTOIGIOB B 3aJaHHOM MaCCHUBe WITH
JMarasoHe

YCTPOK (nuama3oHn)

Bo3BpamaeT KOJIN4eCTBO CTPOK B 3aJaHHOM MdCCHBe UJIA
Jralria3oHe

dyuxuuu ona pabomet ¢ 6azamu aHHBIX

BACYMM(6aza_JlaHHBIX; II0JIE;
KpUTEpPUU)

B TabmuyHOM MaccHBe BBIYHCTISET CyMMYy 3HaYEeHUH, KOTOphbIe
OTBEYdIOT 3d/JaHHBIM YCJIOBUAM

TexcmoBuie ynxuuu
[TpeobpasyeT TeKCT u3 IByx0aMUTOBOM KOAUPOBKY B
0IHOOaWTOBYIO. B TabimMuHOM pemakTope GpyHKIUA
ASC(cTpoka) A YIO P p fby H
HCITONb3yeTcs [j1sl obeciedeHus: 00paTHOM COBMECTHUMOCTHU C
JIOKYMEHTaMH, COJIePXKaIllMHU TeKCT B IByX0OAUTOBOM KOJMPOBKE
[Tpeo6pasyet TekcT u3 ASCII 8 DBCS u nao6opot. B
TaOJIMYHOM pefakTope GVHKIMS UCIIOIL3YeTCs I obecrieuyeHus
DBCS(cTpoka) pen pe yHiil Y 7

06paTHON COBMECTUMOCTH C JOKYMEHTaMH, COIePKaIlluMK TEKCT
B ASCII witu DBCS ¢opmarax
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[Tpeo6pasyet Tekct u3 ASCII 8 DBCS u nao6opot. B
JIS(crpoxa) TabIMYHOM peflakTope GYHKIHS UCIIONIB3YeTCs 7St 0becrevdeHust

P 06paTHON COBMECTUMOCTH C JJOKYMEHTaMH, COIEPKaIlluMK TEKCT

B ASCII wimu DBCS dopmarax

CoruacHo Tabmure KOHMKO/a, BO3BpalllaeT YMCI0OBOM KO
UNICODE(cTpoka) I Aa patll A

MEePBOT0 CUMBOJIA B 3aJIaHHON CTPOKe

BosBparaeT ayiMHy TeKCTOBOM CTPOKH M3 pacueTa 1 6aiiT Ha
IUIAHB (texct) patiaet Uity p p

KaXITbIid CHMBOJT
JJICTP (Texcr) BosBpariiaeT [iiHy 3aJaHHOM CTPOKU

BosBparmaer uncnosoe 3Havuenrie KOHMKOa KO/ IEPBOTO
KOJICUMB(crpoka) pal /i KoL Tep

CUMBOJIA B 33JJaHHOU TeKCTOBOU CTpOKe

JIEBB(cTpoka; [komniecTBO 6alTOB])

Bo3BpaiiaeT nepBbiii CUMBOJT WM HECKOJIBKO TTepBBIX CHMBOJIOB
TEeKCTOBOW CTPOKH Ha OCHOBe 33IaHHOTO YHMC/Ia 6alTOB

JIEBCUMB(cTpoka;
[kOMMYeCTBO CUMBOJIOB])

BOSBpaIIIEIET IIOACTPOKY C Ha4daJjia 3aJlaHHOU CTPOKH

HAUWUTH (icKOMBIN_TEKCT;
TeKCT JIJIsl_TIOMCKa; [HadajbHas I03UIUs])

BO3BpaIIIEIET IIO3UIKMIO I1EePBOTI'0 ITOSABJIEHUA HCKOMOM CTPOKH B
TeKCTe, YIUThbIBasd perucTp

HAWNTUB(MCKOMBIN TeKCT;
TeKCT JIJIsl_TIOWICKA; [HaYasbHAas TO3UIIHS])

BosBpaiaet HauaibHy0 MO3UITHUIO0 UICKOMOM CTPOKH B TEKCTE,
CUHTas yIBOEHHbIE OYKBbI IBYMsI CHMBOJIAMHU

ITEYCHUMB(TekcT)

Y mansieT 13 TeKCTa Bce HeledaTaeMble 3HaKH

INIOACTABUTD(TexcT y1s_NOUCKa;
WICKOMBIM_TEeKCT; TeKCT JUIsl 3aMeHbl;
[kommaecTBO _cCitydaeB))

3aMeHsIeT 3a/IaHHBIA TEKCT B CTPOKe Ha IPYTOH

ITOMCK(MCKOMBIM_TeKCT;
TeKCT JJIsl_TIOMCKa; [Havano))

BosBpainaeT Ha9anbHyIO [T03UIIMI0 UICKOMOW CTPOKH B TEKCTe

ITIONCKB(MCKOMBII_TEKCT;
TEKCT JIJIsl_TIOWCKA; [HadaiabHas TO3UIHS])

BosBpamaet HauaibHYO MO3UITUI0 UICKOMOM CTPOKH B TEKCTE,
CUHTasl yIBOEHHbIE OYKBBI IBYMsI CHMBOJIAMHU

ITPABB(cTpoka; [konuuecTBo 6aiTOB])

BOBBpaIIIBET MOCJIeJHUM CUMBOJI WJIM HECKOJIBKO ITOCIeIHUX
CHMMBOJIOB TEeKCTOBOM CTPOKH Hda OCHOBE 3a/IdHHOI'0 Y1 CJia OanToB

ITPABCHUMB(cTpoKa;
[komaecTBO CHMBOJIOB])

Bo3sBpaliiaer moficTpoKy C KOHIIA 3a/IaHHOM CTPOKU

ITPOIINCH(TexcT)

H3MeHsieT perucTp TekcTa B 3a/IaHHOM TeKCTOBOW CTPOKe Ha
BepXHUU

ITPOITHAY(TeKkCT 1yisi_CMeHbl perucrpa)

BosBpaiaer cTpoky, B KOTOPOM KaX/10e CJI0BO HAYMHAETCS C
MIPOIMCHON OyKBBI

IICTP(cTpoka; Havaro;
JUIMHA W3BJIeYeHHOI'O CerMeHTa)

BosBparmaer ¢pparmeHnT TeKCTOBOI CTPOKU

IICTPB(cTpoka; Havyaso;
JUTMHA_W3BJIeYeHHOTO CEerMeHTa)

BosBpaiaeT cerMeHT CTPOKY Ha OCHOBe 33IaHHOTO KOJIMYeCTBa
0alToB

CIKITPOBEJIBI(texcr)

VY nasnser 13 TekcTa Bce Mpobesibl, KpoMe OJUHOYHBIX MeXIY
CJIOBaMH

COBIIA/I(cTpokal; cTpokaZ2)

CpaBnuBaert nBe ctpoku 1 Bo3spaiaer UCTUHA, eciu oam
OJIMHAKOBELIE
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CTPOYH((Tekcr)

N3meHnsieT perucTp TekcTa B 3aJIaHHOM TEKCTOBOM CTpOKe Ha
HDKHUMN

CIHEIINTDb(cTpokal; [cTpokaZ; ...])

ObbenuHsieT HECKOJIBKO CTPOK B OJIHY

TEKCT (3Hauenue; popmar)

[Ipeobpasyet umciio B TEKCT B COOTBETCTBUU C 3a/laHHBIM
dopmarom

Jloauueckue gyHkuuu

ECJIN(moruueckoe_BbIpaXkeHUE;
3HaYeHWe eC/Id WCTHHA;
[3HaueHMe eciid_JIOXKb])

BosBpamaeT Pa3HbIe 3Ha4eHHs B 3aBMCUMOCTH OT TOTO,
COGJIIO,H&ETCH JIK 3alaHHOe JIOTHYeCcKoe yCJIOBUe

ECJIMOIINBKA (3HaueHue;
[3HaueHue ecnu_ormwubkal)

BOBBpaHlEIET Pa3Hble 3HaU€HH B 3dBUCUMOCTH OT TOT'O, ABJIAETCHI
JIN 3aJdHHOe 3Ha4eHune ONIMOOYHBLIM MJIM HET

ECH]/I(3HaueHme; 3HaYeHUe eCiid_HI)

BosBpamaeT 3HaueHre BTOPOro apryMeHTa, eCJIv MepBbIi
apryMeHT cofiep>kuT 3Hauenue omubku #H/II. B mpoTuBHOM
ClIydae — 3HaueHHe [1epBOro apryMmeHTa

M (ornyeckoe BvlpakeHuel;
[moruyeckoe BwipackeHue?; ...J)

Bosepamaer 3uauenne MCTHUHA, ecnu Bce 3agaHHbIe
apryMeHTHI SBIISIOTCS JTIorudecku BepHbIMHU, Wik JIOXKD, ecnu
KaKOW-IN0O0 apryMeHT SIBJIsSIeTCs JIOTUYeCKH HeBepHbIM

MNJIN(normdeckoe_BbipaxkeHuel;
[roruyeckoe BwipaxkeHue?; ...J)

Bosepamaer MCTHUHA, eciu kakve-1u60 13 3aIlaHHbBIX
apryMeHTOB SIBJISIOTCS Jorudecky BepHbMH, unu JIOZKD, ecnu
BCe 3a/laHHble apIyMeHThI SIBJISIFOTCSI JIOTHUeCKH HeBePHBIMHU

VCTHUHA()

Bosepamaer norudeckoe 3aavenvre MCTHUHA

JIO¥Kb()

Bossparaet norudeckoe 3uauenue JIOKb

INEPERJIKOY(BripaxkeHue; 3HaueHuel;
pe3ynbTaTl; [3HaueHueZ; pe3ynbTar?; ...J;
[To_ymomyaHuio])

CpaBHUBaeT CIMCOK BBIPRXEHUH 1 BO3BpAIllaeT pe3yJibTar,
COOTBETCTBYIOIINI IIePBOMY COBII/IAOIIEMY BHIPAXKEHHIO

HUngopmauuonnvie ynkuuu
Bosspamaer MCTUHA, eciiu 3a1aHHOE 3HAYEHUE SIBIISIETCS
EJIOT MY (3Hauenue) pa A
JIOTUYeCKUM
Bosspariaer UCTUHA, ecnu mpoBepsieMmoe 3HaueHHe COJIEPKUT
EH]JI(3HauenHue) palll boBep Hep
omunbky #H/J]
- Bosspamaer MCTUHA, eciiu 3a1aHHOE 3HAYEHUE SIBIISIETCS
EHEYET (3nauenve) pa A
HEYEeTHBIM YHCIIOM
IIpoBepsiet, comep KUT JIK apryMeHT Jiro0oe 3HaueHue OIINOKH,
EOIII(3Hauenue) POBEp Aep pry
kpome #H/]
EOIIINBKA (3HaueHue) Bosspamaer UCTUHA, ecnu 3HaueHue sIBISIeTCS OMTUOKOM
Bossparmaet noruueckoe 3nauenve MCTUHA, ecnu 3aganHas
EITY CTO (3Hauenue) Bpall a
siueiiKa mycras
ECCBIJIKA (3HaueHue) [IpoBepsiet, siBiIsIeTCs 1 3HaYeHNe CChIJIKOM Ha STUeHKy
ETEKCT (3Hauenue) [TpoBepsiet, sIBIsETCS I 3HAUYEHUE TeKCTOM
.. Boasspamaer UCTUHA, eciiv 3agadHoe 3HaUCHUe SIBIISIETCS
EUYETH (3uavente) patit s
YETHBIM YHUCIIOM
EUYNCJIO(3HaueHue) [IpoBepsiet, sBiseTCS I 3HAUEHUE YKCIIOM
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Bo3Bpariaer nHdpopManuo, OTHOCSIIYIOCS K OIepalluOHHOM

NHPOPM (Tun un Maluu N
o (wam_nBgopmarm) cucreMe 1 MHGOPMAIIMOHHOM Ccpeie TI0JIb30BaTeJst

HI( Bosspaiiaer omumbky «3HaueHue oTcyTcTBYeT», #H/J1

AYEUNKA((Tun_csefieHUH; [ccbuikal) BosBpaiaet 3anparivBaeMble CBeJleHUs O 3a[JaHHOM siuerike

Hmndiceneproie hynkuuu

KOMIUIEKCH (neiicTBUTeIbHAST YaCTh; Bo3BpaiijaeT koMIuIeKCHOe YMCJI0 Ha OCHOBe JeHCTBUTEIBHON U
MHUMas_4acTh; [cyPpPukc]) MHUMOH 4acTel
MHHM.ABS(x0OMIIEKCHOE 4HCJIO) BosBpaiiaeT abcosmoTHOe 3HaueHHe KOMIUIEKCHOTO YUCIIa

Pynknusa [IPOMEXKYTOYHDBIE.UTOI'

Cunmakcuc

[TPOMEXYTOYHBIE. UTOI'Y(HoMep pyHkmu; Habop uwcenl; [Habop uucen?; ...])

Onucanue

Hcnonedyer npyryto ¢yukmuio (CYMM, I[IPOU3BEJ/l u T.n.), 4TOOBI MOCYUTATH
MIPOMEXXYTOYHBIN UTOT Jisi Habopa urce.

HoMep_¢}yHKIMU — YHCIOBOU KO/ GYHKIIMU, KOTOPYIO CeflyeT UCIOJIb30BaTh AJisk pacueTa
npoMexxyTodHoro urora (cm. Tabmuny 25). Mcnone3yiite koge! 1-11, 9TOOBI BKIIOYUTE B MOJCYET
slYeWKH, CKpbITble Bpy4Hyt0, Wian 101-111, 9T06BI MCKIIIOUUTH UX. S4eliku, CKpBITbIe PUIBTPOM,

HCKJIFOYAIOTCA BCerja.

Taoauna 25 — UYucinoBsie KOOI

Homep_dynxmum Homep_dynxnuun
(c BKJIIOYeHHeM CKPBITBIX (C MCKJII0YeHHeM CKPBITBIX DyHKIHA
3HAYCHMIT) 3HAYEHMIT)

1 101 CP3HAY
2 102 CUET
3 103 CYET3
4 104 MAKC
5 105 MHWH
6 106 I[TPOU3BE]]
7 107 CTAHJIOTKJIOH
8 108 CTAHIOTKJIOHII
9 109 CYMM
10 110 HOUCII
11 111 HOUCITP
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Habop_umucenl — mepBblli JMana3oH WIM MacCHUB, JiE KOTOPOTO HYXKHO BBIUYHCIHUTH

l'IpOMe}KYTO‘-IHbIﬁ HUTOr'.

[HaGop_umucen2; ...] — nomonHUTeNbHBIE IUANA30HBI WM MaccuBbL. Heobs3aTenbHBbIM

rapamerp.

IIpumeput

=[IPOMEXYTOYHBIE.UTOI'(9; B2:B5) — paccuuTath CyMMy 3HAaYeHUH B sSYeiKax
B2:B5, yuutsiBas 3HaueHUs B siUeliKaX, CKPBITBIX BPYYHYIO.

=[IPOMEXYTOYHBIE.UTOTM(109; B2:B5) — paccuntaTh CyMMy 3HAa4eHHI1 B STY€HKAX

B2:B5, He yunThIBast 3HaUeHUS B STY€MKaX, CKPBITBIX BPYYHYIO.

B& v fx =TITPOMEXKYTOYHEIE.UTOTH(9; EZ2:E5)
A B C

1 Tosap IMena

2 Hbénoku 100

3 AnenbcHHBI 100

4  Bananu 100

B 4[][]_

I

Pucynok 468 — CymMa 3HaueHUH C y4eToM 3HaueHUH B si9eliKax, CKPBIThIX BPYYHYIO

B& v fx =TITPOMEXKYTOYHEIE.MTOTH(109; EZ:ES)
A B C

1 Tosap IMena

2 Hbénoku 100

3 AnenbcHHBI 100

4  Bananu 100

B 3[][]_

I

Pucynok 469 — Cymma 3HayeHMit 6e3 yueTa 3HaUeHHH B si9eiikaX, CKPBITBIX BPYYHYIO
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INPUIOAEHME 2. CIIMCOK IIOJJEP KUBAEMBIX BAJIIOT

HasBaHue BaoThI Kopn BanioTs!
A3zepbaifkaHCKHI MaHAT AZN
ApMsHCKUH IpamM AMD
Benopycckuit py06iib BYN
Bonrapckwii e BGN
Bpaswunbckuii pean BRL
Bona KRW
I'puBHa UAH
Harckas kpoHa DKK
Homnap CIITA USDh
EBpo EUR
3MOTBIN PLN
Hena JPY
Wupuiickas pynus INR
MornpaBckuii nei MDL
HoBpii TypKMeHCKUI MaHaT TMT
Hopsexckas kpoHa NOK
Poccuiicknii py6ib RUB
PymbiHCckuit et RON
Psun ZAR
Com KGS
Comonu TJS
Tenre KZT
Typeuxkas nvpa TRY
V3bekckuii cym UZs
®dopuHT HUF
@DYHT CTepIIHTOB GBP
Yerickasi KpoHa CZK
IITBenckas KpoHa SEK
[IBe#iapckuii ppaHk CHF
IOanp CNY
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MonOdonc

INPUJIOAKEHME 3. COYETAHUSA KJIABUIII

B naHHOM npwioXkeHWH TpYBelleHbl COYeTaHMs KiaBuil, ucnosbdyemble B OC Windows,

OC Linux (cm. Tabmuna 26) 1 macOS (cm. Tabmuma 27).

Ha HoyTOykax HekoTopble kiaBulM MHorodyHkivoHanbHbl. Hanpumep: F1-F12, Home,

End, PgUp, PgDn. [Ipu Haxkatuu Ha Takue KiiaBUIY B puioskeHnH «MonOduc Tabmuma»

HGO6XO,III/IMO OTHOBPEMEHHO YIep>XXUBaTb Ha>KaToOU KJIaBUIITY Fn.

Taosmua 26 — Coueranuda kixasuia B OC Windows 1 OC Linux

CoueTranue KJIaBHII

Komanpga miau geiicreue

IIpaBka codeprcumozo

Ctrl+X;

. Bripesats
Shift+Delete
Ctrl+C;

Konuposatb

Ctrl+Insert
Ctrl+V;

) BcraButh
Shift+Insert
Ctrl+Alt+V BcraBuTh 3Hauenus u popmar
Ctrl+S CoxpaHuThb

F12 (OC Windows)
Ctrl+Shift+S (Linux)

CoxpaHHTD Kak

Ctrl+Z; .
OTMeHUTH TIOCTIe/IHEee BBIIOJTHEHHOe JIeHCTBUe

Alt+Backspace

Ctrl+Y;

Ctrl+Shift+Z; [ToBTOPUTEL pe3ynbTaT OTMEHEeHHOTO JIeHCTBUS

Shift+Alt+Backspace

Ctrl+Alt+Shift+V (OC Windows)
Win+V (Linux)

OTKpBITH pacHIvpeHHbIH Oydep obMeHa

Backspace Y manmuTh OWH CUMBOJI CJIeBa OT Kypcopa

Delete Y manmuTh OWH CUMBOJI CIIPaBa OT Kypcopa
Ctrl+Backspace Y manmuTh YacTh CI0Ba WM CJIOBO CJIeBa OT Kypcopa
Ctrl+Delete Y nanuTth 4acTh CJIOBA WM CJIOBO CIIpaBa OT Kypcopa
Alt+Enter Hauatp HOBBIH ab3a1g

Ctrl+Shift+IIpo6en BcraBuTh Hepa3phIBHBIN Mpobent
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MonOdonc

Coueranue KJIaBHIII

Komanpa nim meiicreue

Ctrl+Shift+ — BcraBuTh Hepa3peIBHBIH Teduc
Ctrl+Num — BcraButh KOpOTKOE THpE
Ctrl+Alt+Num — BcraBuTh 1nuHHOE THpE

dopmamupoBanue codepiicumozo

Ctrl+B [Tomy>xvpHBII

Ctrl+1 Kypcus

Ctrl+U [TomyepkHyTHIH

Ctrl+Shift+= Hancrpounsrii 3Hak

Ctrl+= [ToncTpouHsIii 3HaK

Ctrl+Shift+A Bce nponucHble

Ctrl+Shift+C KomupoBaTsk dopmMaTrpoBaHme

Ctrl+Shift+V [IpumenuTs GopMaTUpOBaHHE

Ctrl+L BuIpoBHATE cofep kUMoe siueliKy 110 JIeBOMY Kpato
Ctrl+E BrIpoBHATE cofep kuMoe sTuelKy 0 IeHTpY
Ctrl+R BuIpoBHATE cofep krMOe siueliKy 110 IIpaBOMY Kparo
Ctrl+J BEBIpOBHATE Comep)kuMoe STIeMKH 110 ITHPHUHE

IIepemewenue 6 padoueii ooracmu

Page Up Ha onuH skpaH BBepx

Page Down Ha onun sxpaH BHU3

Ctrl+Home [lepetiTi k IepBO# stuetike pabodeit obmacty (saerika Al)
Ctrl+End [lepetiTul k oCTIeAHEM sUetike pabouei 061acTH

HeiicmBus ¢ aueiikamit, cmonbuamu u cmpoxkamu

F2 [lepeliTi B peXXuM pelakTHPOBaHUS sTUeHKU
Alt+A BcraBuTh CTpOKY BhbIllIE

Alt+B BcraBuTh cTpoky HInke

Alt+L BcraBuTh cronber cieBa

Alt+R BcraButh cronberr cripaBa

Ctrl+Alt+M O0OBeqUHUTEL TYEHKU

Alt+Shift+M PazbequHUTh Ueriku

Ctrl+— Y nanutb CTPOKY Wi CTosberr

Buidenenue siueek, cmonouoB u cmpok

Crpesnka BBepXx

Brienuts stueiiky Bbiiie

Crpenka BHU3

Brimenutsb stueiiky Hike
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Coueranue KJIaBHIII

Komanpa nim meiicreue

Tab wmu Ctpenka BIIpaBo

Brienuts crenyroniyio s4erky

Crpenka BieBo

BoienvTe npepiayIyo saeiky

Home Briienuthb siueiiky B Hadajie CTPOKH
End Breigenuts siueliky B KOHIIe CTPOKU
Shift+IIpo6en Brienuts cTpoky
Ctrl+IIpo6en Brimenuts cTonber
. CosmaTh 00/1aCTh BBIIEIeHUS OT BbIIeJIeHHON SYeHKHU 10
Ctrl+Shift+Home A N . A N A N A
TIepBOM sTYerKHU pabodeii obacTy (saetika Al)
. CosmaTh 00/1aCTh BBIIEJIeHHS OT BbIJIeJIeHHOH SYeHKHU JI0
Ctrl+Shift+End AT OBNIACTD BLULCIICHH A 4
TocJieIHel sTYeiiku paboyeli obracTu
Ctrl+A Brinenuts Bce stuetiku B paboueit 061acTy JIMCTa

Shift+Crpenka BBepx

PacmmpuTthb BhizienieHre Ha OHY STYelKY TaOIHIbI BBEPX

Shift+Crpenka BHU3

PacmmpuTts BhizienieHrie Ha OHY STYelKy TabIuIbI BHU3

Buidenenue mexkcma 6 pedakmupyemoii siue

iike*

Shift+Crpenka BneBo

BriiesMTh OUH CUMBOJT CJIeBa OT Kypcopa

Shift+Crpenka BripaBo

Boigenuts oguH CUMBOJT CTIpaBa OT Kypcopa

Ctrl+Shift+Crpenka BieBo

Brimenuth omHO C10BO CiieBa OT Kypcopa

Ctrl+Shift+Crpenka BrpaBo

BeizenmTh 0JTHO CJIOBO CIIpaBa OT Kypcopa

Shift+Home

Briiesmth cofiep>kuMoe OT Kypcopa JIo Hadajla CTPOKH

Shift+End

Beienuts cofiep:krMoe 0T Kypcopa /10 KOHITa CTPOKU

Ctrl+Shift+Crpenka BBepx

PacmmpuTs BeiienieHre k HaYaTy ab3ara

Ctrl+Shift+Crpenka BHI3

Pacimuputs BelienieHre 10 KOHIA ab3ara

Shift+Crpenka BBepx

PaCHII/IpI/ITb BblJIeJieHre Ha OJHY CTPOKY TeKCTa BBepX

Shift+Crpenka BHI3

PacuiupuTs BoliesieHre Ha OJIHY CTPOKY TEeKCTa BHHU3

JIBOIiHOE Ha)kKaTHe JIeBOH
KHOITKH MBIIIIA

Brimenutsb ciioBo

TpoiiHoe HaXkaTHe J1eBOM
KHOIIKH MBIIIU

Brimenuts ab3aig

HasxaTue 51eBoi KHOIIKY MBIIIHA U
nepeMeleHre Kypcopa BBepx

BbI)Z[EJ'II/ITb TEKCT BBepx

HaskaTue 71eBO¥ KHOTIKY MBIIIN U
nepemeliieHre Kypcopa BHU3

BoimenuTth TeKCT BHU3

* Omu couemarus kaaBuw ucnoab3ytomcs npu pedakmupobaruu daHHbIX 6 auetike mabauubt. Ymobbi

nepeiimu 6 pexcum pedakmupoBaHus, Boidenume sueliky 060iHbIM WEAUKOM MbIWU UAU HAXCMUMe KaaBuury

F2.
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Coueranue KJIaBHIII

Komanpa nim meiicreue

ITepemeurenue no mexkcmy 6 pedakmupyemoii siueiixe*

Crpesnka BeBO

Ha omun cuMBoII BiIeBO

Crpenka BIpaBo

Ha OIVH CUMBOJI BIIPABO

Ctrl+Crpersika BieBo

Ha oxmuo cioBo BieBo

Ctrl+Crpesnka BIIpaBo

Ha omHo ciioBo BIIPABO

Crpenka BBepX

Ha onHy cTpoky BBepx

Crpenka BHU3

Ha onny cTpoky BHU3

Ctrl+Crpesnka BBepx

Ha nHauasno npeasinymiero a6zana

Ctrl+Crpenka BHU3

Ha nauaro cnepytoriero ab3ara

* Omu couemarus kaaBuw ucnoab3ytomcs npu pedakmupoBaruu daHHbIX 6 suelike mabauubl. Ymobvl
nepeiimu 6 pexcum pedakmupoBaHus, 6bidenume sueliky 06OUHbIM WEAUKOM MbIWU UAU HAXCMUME Kaabuury

F2.

Paboma ¢ popmynamu u yHxuuamu

3aMeHHUTh Y9acTh GOpMyIIb/GOpMYITy Ha BEIYHUCIIEHHOE

Alt+F9
3HaueHHe

Alt+= brictpas BcTaBka pyHkunn CYMM ¢ aBTOMaTH4eCKUM
olpeJiejleHHeM apI'yMeHTOB

F9 [lepecuutats GopMyJsIEI BO BCEM AOKYMEHTe

Shift+F9 [lepecuutarh GopMYIIbI Ha JIUCTE

Ctrl+Shift+F9 [lepecuurath GoOpMyJsIbl IPUHYAUTEITHHO

Ctrl+Shift+F5 OOGHOBUTH CCHUIKM Ha JTAHHBIE BO BHEIITHUX JIOKYMEHTax

Jpyaue couemanus knaBuw

Ctrl+N Cospatb ¢atin

Ctrl+O OTKpHBITH aiin

Ctrl+Shift+O OTkpoITH aiis B 06Jake

Ctrl+P OTKpBITH OKHO TIPeIBAPUTEILHOTO IPOCMOTpPA U HACTPOWKU

IIapaMeTpOB CTPAaHUIILI U I1e4daTH JOKyMeHTa

Ctrl+0 (s071B)

VYcranoBuTh dakTrueckuii Macitab crpanuirst (100%)

Ctrl+K BcraBuTh CChUIKY
Ctrl+Shift+V BcraBuTh ccbuiky u3 6ydepa obmeHa
Ctrl+F;
OTKpBITh ITaHesb ITOMCKa
Ctrl+H
Shift+F3 OTKpBITh TaHenb QYHKITUH
Ctrl+/ OTKpBITH OKHO OBICTPBIX JeHCTBUN
F1 OTKpBITH CITPABKY MPHIIOXKEHUS
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Coueranue KJIaBHIII

Komanpa nim meiicreue

Ha>katve npaBoii KHOIIKYA MBIIITA

OTKpHITH KOHTEKCTHOE MEHIO BHIOPAaHHOT'O 3JIeMeHTa

Alt+ITpoben

OTKprTI) KOHTEKCTHOe MeHI0 dKTUBHOI'O OKHd ITPUJIOKEeHNS]

Alt+F4

BBKPBITI) dKTHMBHOE OKHO ITPUJIOKEHU

Taosuna 27 — Coueranuda kiaasuia B macOS

Coueranne KJIaBHIII

Komanna wim neiicteue

IIpaBka codeprcumozo

$Cmd + X Bripesats
8 Cmd + C KonuposaTs
®Cmd+V Bcrasuth

~< Option + ¢ Cmd + V

BcraButh 3Hauenus u dopmat

€ Cmd+ S CoxpaHuTh

{t Shift + ¢Cmd + S CoxpaHWTh KaK

% Cmd + Z OTMeHUTH TIOCIIe/IHee BBIIOJIHEHHOe JIefCTBHe
®Cmd+Y [ToBTOPUTH pPE3yIbTaT OTMEHEHHOI'O eUCTBHUS

~ Option + { Shift + ¢ Cmd + V

OTKpBITH paclIMpeHHbIH Oydep odMeHa

Delete

VY ianuTe OWH CUMBOJI CJIeBa OT Kypcopa

Fn + Delete

VY ianuTte OVH CUMBOJI CIIpaBa OT Kypcopa

38 Cmd + Delete;
~c Option + Delete

V¥ nanuTe 4acTh CJIOBA WIIM CJIOBO CJIeBa OT Kypcopa

% Cmd + Fn + Delete;

~= Option + Fn + Delete

Y 1anuTh 9acThb CJIOBA HUJIH CJIIOBO CIIpaBa OT KypCcopa

~= Option + & Enter

Hauathb HOBLHIH ab3a1g

~ Option + ff Shift + [IpoGen

BcraBuTh Hepa3phIBHBIH NTpobent

3¢ Cmd + {t Shift + —

BcraButh HepaspbIBHBIH educ

~= Option + -

BcraButh KOpPOTKOe THhpe

~ Option + { Shift + —

BcraBuTth mimiHHOE THpe

P opmamupoBanue codepricumozo

% Cmd + B [Nomy>xupHbII
2 Cmd + I Kypcus
®Cmd+U [TomyepkHy THIH

© Shift + 3¢ Cmd + =

Hapcrpounsiii 3HaK

% Cmd + =

[lomcTpounslii 3HaK

{ Shift + ¢ Cmd + A

Bce nponucabie
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Coueranue KJIaBHIII

Komanna wim neiicteue

© Shift + ¢ Cmd + C

KomupoBaTh dopmMaTrpoBaHme

{ Shift + 3¢ Cmd + V

IIpumenuTE POpPMaTHpPOBaHUE

$Cmd + L BLIpOBHATE coep XUMOe sTelKH 110 JIeBOMY Kparo
% Cmd + E BrIpOBHATE cOfiep)XxrMOoe sSTYeKu 110 LIeHTPY

% Cmd + R BrIpoBHATE collep>krMOe ST9elKY 110 IIPaBOMY Kparo
$Cmd +J BuIpoBHATE cofep kUMOe sTYelKY TI0 IMIMpHHe

Ilepemewenue 8 paboueii od6.1acmu

Fn + Crpenka BBepx

Ha onun skpaH BBepx

Fn + Crpenka BHU3

Ha onuH skpaH BHU3

Fn + 3¢ Cmd + Crpenka BieBo

[lepeiiTu k IepBoii suelike paboyeit obmactu (syeiika Al)

Fn + 3¢ Cmd + Crpenka BrpaBo

IlepefiTi K oCneHeN suelike pabodeii obmacTu

HeiicmBus ¢ aueiikamu, cmoabuamu u cmpoxkamu

Fn + F2 [TepeiiTul B pe>xuM peJlaKTHPOBAaHUSI STYUeUKU
~ Option + A BcraBuTh CTPOKY BBIIIE

~ Option + B BcraBuTh CTpOKY HIKe

~c Option + L BcraButh cTonber ciesa

~ Option + R BcraBuTth cronber cripaBa

~ Option + ¢ Cmd + M

Ob6beIUHUTE TYeHKU

~ Option + ff Shift + M

PasvequuuTh g4ueiiku

% Cmd + —

Y manmuTh CTPOKY Wiu CToNber]

Buidenenue siueek, cmonouoB u cmpok

Crpenka BBepx

BoienuTs sueiiky Bbilie

Crpenka BHU3

Broimenuts stueliky Hinke

Tab wmm Crpesika BripaBo

Brimenuts crnemyromyto ssqeiky

Crpenka BieBO

Boiienuts npepiayiyio ssuerKy

Fn + Crpenka BreBo

BI)II[EJ'II/ITI) HqEﬁKy B Ha4ajie CTPOKHA

Fn + Crpesnka BrpaBo

BrienuTh stueiiky B KOHIE CTPOKH

© Shift + ITpoGen

Briienuts cTpoky

© Shift + 3¢ Cmd + ITpoGen

Brimenuts cronber

© Shift + Fn + 3¢ Cmd + Crpesika BiieBo

Co3snaTh 0671aCTh BBIIETIEHUSI OT BBIJIEJIEHHOM STIelKy J10
TepBoy sT9eiiku pabodeit obnactu (sueiika Al)

f Shift + Fn + ¢ Cmd + Crpesika BripaBo

Co3paTh 00/1aCTh BBIAEJIeHUS OT BBIIEJIeHHON SYeiKu 10
nocyeiHel s;ueku pabouert ob6y1acTi

% Cmd+ A

Brienutsb Bce siueliku B paboueit ob1acTy IMcTa
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Coueranue KJIaBHIII

Komanna wim neiicteue

f Shift + Ctpenka BBepx

Pacmuputh BbiienieHre Ha OHY ST4YelKy TabIUIbI BBEPX

f Shift + Ctpenka BHU3

PaCIHI/IpI/ITI) BblIeJIEHe Hd OOHY ﬂqEﬁKy Ta6J'[I/ILII)I BHU3

Buidenenue mexkcma 6 pedaxkmupyemoii siueiike™

{t Shift + Ctpesika BieBo

Brigenuts oguH CUMBOJI CJieBa OT Kypcopa

f Shift + Ctpenka BrpaBo

Boimenuth onvH CMMBOJI CITpaBa OT Kypcopa

f Shift + s¢ Cmd + Crpesnka BieBo

BrimenuTh 0THO CIIOBO CJieBa OT Kypcopa

f Shift + 3¢ Cmd + Crpenka BrpaBo

BbifienuTh 0/1HO CJIOBO CIIpaBa OT Kypcopa

Fn +{ Shift + Crpenka BneBo

Brigenuts copepxuMoe OT Kypcopa JI0 Hauajla CTPOKHU

Fn +{ Shift + Crpesnka BripaBo

Brienuth cofiep>kuMoe OT Kypcopa /1o KOHI[a CTPOKH

f Shift + » Cirl + 3¢ Cmd + Ctpesnka BBepx

Pacmuputs BelzienieHHe K Hadaily ab3ara

f Shift + » Ctrl + 3¢ Cmd + Ctpesyka BHU3

Pacmuputs BelienieHre 10 KOHIA ab3ara

f Shift + Ctpenka BBepx

PaCHII/IpI/ITI) BblIeJIieHe Hd OJHY CTPOKY T€KCTa BBepX

f Shift + Ctpenka BHU3

PaCHII/IpI/ITI) BblIeJIeHe Ha OJHY CTPOKY TeKCTd BHH3

JIBOMHOEe HaKaTHe JIeBOM KHOIIKY MBI

Brinenutsb ciioBo

TpoiiHoe HaXkaTUe JIEBOM KHOTKU MBIIIIN

Brimenuts ab3ais

HaxkaTtue j1eBO¥ KHOTIKY MBIIIH U
HiepeMelleHre Kypcopa BBepx

BrigenuTts TekcT BBepX

Haxxatue 1eBo¥i KHOIIKY MBIIIH U
nepeMelnieHre Kypcopa BHA3

BI)II[EJ'[I/ITB TeKCT BHU3

* DOmu couemarus kaaBuw ucnoab3yomcs npu pedakmupobaruu daHHbIX 6 suelike mabauubl. Ymobbl nepelimu

6 pexicum pedakmupoBaHus, Boidenume sueiiky 06OTIHBIM UWEAUKOM MblWU WL Haxcmume Kaabuwy F2.

Ilepemewenue no mexcmy 6 pedakmupyemoii aueiike*

Crpenka Bi1eBO

Ha omuH cuMBoII BiIeBO

Crpenka BIIpaBo

Ha OIVH CUMBOJI BIIPABO

38 Cmd + Ctpesnka BJIeBO

Ha ogno ciioBo BiieBo

38 Cmd + Crpesika BIpaBo

Ha OTHO CJIOBO BIIPABO

Crpesnka BBepXx

Ha onny cTpoky BBepx

Crpenka BHU3

Ha onny cTpoky BHU3

32 Cmd + Ctpesnka BBepx

Ha nauano npenpinymiero ab3amna

38 Cmd + Crpesnka BHU3

Ha nayvano cnenyromiero ab3ama

* Omu couemarus kaaBuw ucnoab3yromes npu pedakmupoBaruu daHHbIX 6 suelike mabauubl. Ymobwl nepeiimu

6 pexcum pedakmupoBaHusi, Bbidenume sueiiky 060THbIM WEAUKOM MblUU UAU Haxcmume KaaBuury F2.

Paboma ¢ popmynamu u ynkuuamu
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Coueranue KJIaBHIII

Komanna wim neiicteue

~= Option + F9

3aMeHHUTb YacTb GpopMyIIbl/HOpMyITy Ha BEIUMCIIEHHOe 3HaYeHNe

brictpas BcTaBka pyHkunu CYMM c aBTOMaTH4eCKUM

~< Option + =

olpefieJieHNeM apryMeHTOB
F9 Ilepecuutats GoOpMyIIEI BO BCEM AOKyMEHTe
{ Shift + F9 [TepecuuTath GOpPMYIIBI HA JIHICTE

{ Shift + 3¢ Cmd + F9

Ilepecuutath GoOpMyJsIbl IPUHYAUTENTBHO

{t Shift + ¢ Cmd + F5

OGHOBUTH CCBIJIKM Ha JdHHbIe BO BHEIITHUX NOKYMeHTaX

Jpyaue couemanus knaBuw

$Cmd + N CosmaTb darn

$Cmd + O OTKpHITE aitn

f Shift + ¢ Cmd + O OTKpbITE daii B obiake

€ Cmd + P OTKpBITH OKHO NIpe/IBapUTeSIbHOI0 ITPOCMOTPa U HACTPOMKHU

3 Cmd + 0 (HOMB)

VY cranoBuTh dakTrdeckuii MacmTab crpanuitsl (100%)

®Cmd + K BcraBuTh ccbuiky

38 Cmd + { Shift + V BcraButs cobiiky 13 6ydepa obmeHa
#Cmd + F OTKpBITh MaHeNb TOMCKa

{t Shift+ F3 OTKpBITh MaHe b QYHKITAH

% Cmd +/ OTKpBITH OKHO OBICTPBIX AEHCTBUN
Fn+F1 OTKpBITH CIIPaBKy NMPUJIOXKEHUS

HasxaTune HpaBOﬁ KHOITIKH MBIIITHA

OTKprTb KOHTeKCTHOe MeHIO BbI6paHHOFO dJIeMeHTa

% Cmd+ Q

33KprTb dKTUBHOE OKHO ITPUJIO’KEeHH L
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