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MonOdumc

IMEPEYEHDh COKPAIIIEHVI U TEPMHHOB

COKpaHIeHI/ISI " TepMHHBI, KOTOPbIe MCIIOJIb3YIOTCA B HACTOAIIEM NOKYMEHTe, IIPUBeleHbl B

Tabsume 1.

Tabnuna 1 — CokpailileHusi ¥ TEpMUHbI

CokpameHue
HUJIA TePMHH

PacmndpoBka

oC

OmneparnuonHas cucTeMa

I10

[TporpammHoe obecriedenue

«MoitOduc TekcT»

HacronpHoe npumnoxenune «MoitO¢uc Tekct. JlomMaliHsis Bepcusi»

«Mo1tOduc Tabmmra»

Hactonbaoe npunoxenue « MoitOduc Tabmra. lomaniHss
BepCUs»

«MoitOduc IIpesenTanush»

Hactombaoe npunoxenue « MoiOduc I1pesentanus. JJomarniHsis
BepCus»

I[10 «MouOducy»

Hacronpable npunoskenns « MoiOduc Tekcty», « MoiOduc
Tabmma», «MoitOduc IIpezenTanushy

3anoJyHuTesbL

ITose gns pa3MelleHns TeKCTa U 00BEeKTOB Ha claue

MakerT ciarina

[Tpenonpenesnser pa3MeleHyde COAEPKUMOTO Ha ciabe. MakeT
MOXET OBITh MyCTHIM WA COAeP KaTh 3allOJIHUTENIH IS TeKCTa U
00BeKTOB ciaiaa

Tema npeseHTanuu

['oToBBIN HAOOp 11BeTOB, MIPUPTOB U BU3yaIbHbIX 3G(PEKTOB,
KOTOPBIM MOXXHO IPUMEHHUTH KaK K HOBOH, TaK U K y>ke TOTOBOM
npeseHTanuu. B manHoi Bepcuu nipusoxxenus « MoiOduc
[IpeseHTanus» coep>UTCs TOAbKO ofHa TeMa. OHa IO YMOTYaHUIO
MpUMeHseTCsl AJIs1 BceX Mpe3eHTal|i, CO3[aHHBIX B IPWIOKEeHUH
«MoitOduc Ilpesenrammsi». Eciv mpe3eHTanust co3gaHa ¢ MOMOIIBIO
CTOPOHHEeTO0 peJlakTopa, To Ipu paboTe B npwioxeHuu « MoitOduc
[IpeseHTanus» B Hell MOJIJIep>KUBaeTCs TeMa, BblOpaHHas B
CTOPOHHEM peJlaKTope

[[Tabmon npe3eHTanuu

[labsoH, co3gaHHbIM [T0JIb30BaTeIeM BPYYHYIO U IpeJHa3HaYeHHbIH
IIJIsl CO37aHus1 HOBBIX Ipe3eHTanui. [[1absoH cogepxur TeMy
Mpe3eHTalny, a TAaKXXe TOTOBBIE CJIAM/IBI, KOTOPBIe MOXHO
HaIOJIHUTh COOCTBEHHBIM CcoJlepXUMbIM. Hanpumep, ma6iox
MOXeT COZlep’kaTh CJIai/l C IPUBETCTBUEM, CJIAM]l C KOHTaKTaMu
KOMIIaHUY ¥ HabOop CJIaN/IOB C 3al0JHUTEeISIMU, Ipe/IHa3HaYeHHbIMU
JUIs1 pa3MellleHus] MaTepHUaJloB IIpe3eHTaluu
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1 ObIIIME CBEJEHUA

1.1 Hazuauenue

«MoiiOduc IlpeseHTanus» — NpuaoXKeHUe ISl CO3MaHUs, OPOPMIIEHUS U JIeMOHCTpaIuU
Ipe3eHTAIlMI Ha OlepalMoOHHbIX cucTeMax Linux, Windows u macOS.

«MorOduc [IpesenTanus» BXOOUT B COCTaB MPOAYKTOB:

— «MonOduc CrangapTHbIi 3. JloMaliHsIsI Bepcus»;

— «MouOduc ansa gomay.

[TonpobHoe omnvcaHve BO3MOXHOCTEH IIPWIOXeHWs IpHBEeeHO B COOTBETCTBYIOIIEM

BallleMy IPOAYKTY NoKyMeHTe « DyHKI[MOHaIbHbIe BO3MOXKHOCTI.

CocraB CIDYHKLII/IOHHJ'IBHBIX BO3MOXXHOCTEH IMPpUJIOXKEHHUs MOXET OTJIIMY4dTbCAd B

3dBMCHUMOCTH OT IIPOAYKTa U OHepaHHOHHOﬁ CHUCTEMBI.

1.2 CucremHbIe TpedOBaHNS
[Tepeuenb TpeboBaHMM K NPOrPpaMMHOMY U allapaTHOMY o0ecliedyeHUIO IIpHUBeieH B

COOTBETCTBYIOIIEM BallleMy MPOIyKTy okyMeHTe « CHCTeMHble TpeOOBAHUS.

1.3 Orpannuenus

1.3.1 Orpanuyenus: Ha ¢opmat PaiiyioB

Cnucok d¢dopmaToB, TmopjepXuBaemMbix Tmpuioxkenuem «MoitOduc IlpesenTanusy,

IIpuBeJieH B Tabinule 2.

Tabnuma 2 - Ilonpep:xxuBaemseie popmats! ¢aitioB

Onepanus ITonnep:xuBaemMbie GpopMaThI

OTkpBITHE/MMIIOPT (pakIoB ODP, XODP, PPT, PPTX, PPTM

Coxpanenue/3kcriopT ¢aition ODP, XODP, PPTX, PDF, PDF/A-1

OTtkpoeiTHe/umnopt ¢aitsioB B popmare PPT Hegoctynuel npu pa6ote B macOS.
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1.3.2 Ilognep:xxuBaemble 1I3bIKN HHTepdelica

[TonnepxuBaemble sI3bIkM UHTEpdeiica:
— Pycckuii;

— AHTTIMHACKUN;

— DpaHIy3CKUM;

— TaTtapckuii;

— bamkupckui.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOTUW», 2013-2024
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2 IIOAI'OTOBKA K PABOTE

2.1 YcranoBka

Vcranoska I10 «MontOduc» noppobHo onucaHa B fokyMeHTe «HacTosbHble puioxeHus
«MontO¢uc Texkcr», «MoitOdpuc Tabmuma», «MorOduc I[Ipesenrtanus». PykoBojacTBo 1o

YCTaHOBKe)».

2.2 3amyck
2.2.1 3amyck B OC Windows
Yr1o6bl OTKpHITH npuioxenue «MoitOduc IlpesenTtanus», ycraHoBieHHoe u3 Microsoft

Store, mieKHUTE 10 ero spibiKy B TyiaBHOM MeHI0O OC (cm. Pucynok 1).

M

—
[ ) Megmanneep

|:|—| |F:‘1c-i’|0¢uc MpezenTaums JoMaLIHARA B...

oBbiE

Mo#Odiac Tabamuya JomawHas sepcia

E Mo#Odumc Texer flomanas sepous

Pucynok 1 — fdpneik npuiioxxenus B riiaBHoM MeHI0o OC Windows

YroObl OTKpBITH Tpuioxkenue «MouOduc IlpesenTtanus», yCTaHOBJIEHHOe C CaMTa

https://myoffice.ru/products/ofis-dlya-doma, 1ienkHuTE 1O ero spiabIKy Ha paboyem CToJe

(cMm. Pucynok 2) unu B rimaBHoM MeHto OC (cm. PucyHok 3).

- .

MoiOdue  MoiiOduc  MoinOdmc
Tekcr, Ao, TaBnuua... [pesedTau,..

'« I -

Pucynok 2 — {pnbik npunoxxenus Ha pabodeM crosie OC Windows
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M

'r’; Meawanneep

- MoitOduc CrangapThuii. lomaw... ™
|_

CELIE

|:|—I E"Ini-iﬂqmc MpesenTauma. JoMalliys...

OEbIE

1 ofOdue TaBauua, JloMalssan sep..
Hoebie

MoiOdac Texor. loMawHan eepora
HoBwie

ii‘%lf ¥aanute MoiiOdwe CrangapTHii. ...

Pucynok 3 — dpmnbik npunoxenus B rinaBHoM MeHI0 OC Windows

2.2.2 3amyck B OC Linux

Yro0Ob! OTKpHITH TipuiiockeHre «MourOduc [Ipesentanus» B OC Linux, meakHUTe MO ero

SpIIbIKY B MeHto nipusnioxeHuit OC (cm. Pucynoxk 4).

[az Pabounia cTon - LibreOffice Impress T
@ WHTepHeT Co3gaHve 1 pegaKTMPOBaHNe NPe3eH..,
[Z Kop3wvHa .
> %f’ﬁ Odmc % LibreOffice Math
! |
= Co34aHre ¥ PELAKTMPOBAHIE HaYH4HbL...

ey
2 CCTEMHBIE

2 LibreOffice Writer

C“ETEME a8 % CDE,B,-EIHFI'E W peadkTHpDBa HME TEKLTA

[R,(Q. CTaHaapTHhIe

i MeHe[Kep NakeTos reajeet PYOjECELIDIE

. @ﬁ AAMUHWUCTPUpOBaHIe ™ Nnanmposarie 1 ynpasnerye npoekT..
[ LieHTp ynpaeneHus —
- P |E MapameTpl 9 MoilOdguc NpezedTauma. fo...
TepmuHan CosgaHwe W peaaKTUPoBaHWE NPes...

| MoirOd¢wnc Tabnuuya. loMmallH...
BbINOAHEHWE BEIUWCNEHWA, AHANWE...

G

LD 3afnokmposaTe 3kpaH

33ABEPLWWTE CEAHC — MoirOdpuc TekcT. [loMaLLHAA ...
T CozgaHwe W pefaKTMPOBAHWE TEKC...

Mownci: | Q

0| BulATK

.@‘ MeH

Pucynok 4 — dpneik npunoxenus B MeHto npuioxenuid OC Linux
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2.2.3 3amyck B macOS

Yrobbl oTKpEITH npuiioxeHue «MoiOduc I[Ipesenrtanus» B macOS, IielKHHTe IO €ro

3Hauky B Launchpad (cm. Pucynoxk 5).

S @&

MoinQOduc T...Hsa9 Bepcus MoinOduc T...Has Bepcua  MoiOdwuc l...HAa BepcuUa

=" 00 @80

Pucynok 5 — 3nauok npunoxenus B Launchpad

[Ipu mepBoM 3amycke spiblk TpuiokeHus «MonOdwuc IlpeseHTanus» aBTOMaTHYECKU

nobasigercd B Dock.
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2.3 JInneH3MOHHOE COrJIallleHHe

[Tpu nepBom 3amycke [10 «MoitOducy» BhIIONHUTE Clleyolye NeiCTBUS:

1. Y6enutrech, 4dYro B  oOkHe  YciaoBus  ucnoinb3oBaHus u  Iloinuruka
KoHueHIHAIBLHOCTH (cM. PucyHok 6), B BblllafaromieM crucke PermoH npaBuiibHO
yKa3aH pervoH Bamiero mnpoxuBaHus. [Ipy Heob6xomuMocTu BbibepuTe ero us3s
BBINA/IAIOIIEr0 CIUCKA BPYYHYIO.

2. BHUMaTesNbHO TMpOYMUTANTE YCJIOBUSL JIMIIEH3UOHHOI'O COIJIAIeHUSI U TOJIUTUKU
KOH(}UAEHIIUAJIBHOCTH.

3. Ecim BBI corslacHbl ¢ 0003HAYeHHBIMU YCJIOBUSIMH, IOCTaBbTe QuiakoK f mpuHHMaro
Y cnoBus ucnonn3oBanus 4 [lomuTuky KoHGUIEHITHATBLHOCTH.

4. Eci BB corymacHbl ¢ m.1. 5-7 [TomuTtvku KOHGUAEHITUATBHOCTH, MOCTaBbTe (GIIaskoK
Pazpemnaro codupaTh aHOHUMHYI0 CTATHCTUKY 110 HCIIOJIH30BAHUI0 NPII0KEHUS ISl
yay4dlnieHusi KadecTrBa mnponaykra. JlanHbii ¢raxkok He oTobOpaxaercs, eciud B
BhINaiaro1ieM cinrvcke Pernon Boiopan Jpyrou.

5. Haxmure kHonky HauaTs padory.

[ Ycnoena ncnonszoeanna v Monntika KOHGUAEHUMANEHOCTH *

[obpo noxanosatb
<J B MonOdwnc!

YKaxiTe pervoH NPoXUBaHWA, UTobkl YCNOBUA WCNONL30BAHMA COOTBETCTBOBAAN
TpeboBaHWAM Ballel CTRaHk

Perno:

| B PoccuA

JIMueH3MOHHLIA AoroBOp Ha
ncnonbzoeaHne «MoiliOdunc CtaHaapTHbLIN.
JomaluHas Bepcua»

HactoAulee MMUEH3MOHHOE CornalleHne (danee —
«/INUEH2NOHHLIA 40rOBOP») YCTaHaBAMBAET YCIOBUA
MCNONb30BaHWA JOMaLUHe Bepcumn NporpamMmbl ana 3BM
«MoiOduc CTaHaapTHbIN» (Aanee Mo TekcTy -
«[porpammHoe obecrneveHunes) M 3aKnovaeTca Mexay Bamun
1 000 «HOBBIE OBJIAYHBIE TEXHOJIOTW», ApastowwmmMcA
obnaaaTtenem WCKNKOYMTENbHOTO NpaBa Ha MNporpammHoe
obecneyeHue.

PBEDELUEHO COBNPaTE AHOHUMHY K CTATUCTURY N0 MCNOL30BAHWKD NDUNOXKEHWA
ANA yayylleHWA KayecTea NpoaykTa.

A nprHumale YonoerA nenonb3osanna W Moantuky KoHGraeHUMansHoCT,

OtmeHa

Pucynok 6 — OxHo Y cnoBus ucnosnabs3oBanus U Ionurinka koHGUIeHIIUATBHOCTH
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C6op aHOHMMHOW CTaTUCTHUKU TPU HEOOXOJAMMOCTH MOXXHO OTKJIIOYHTH B JaJIbHEHIIen

paboTe ¢ mpusioxkeHueM. J171s1 3TOT0 BBITIOJIHUTE Cleflytolye NeCTBUSE:

1. Beibepute nyHKT koMaHHOTO MeHI0 CnpaBka > O nporpamme (cM. Pucynok 7).

Crnpaeka

Pucynok 7 — [Tynkt komangHoro mesro O nporpamme

Cnpaeka F1
EuicTpoie gefcTEMA Ctrl=/

MpoeeprTe HaAWYKe CBHOBAEHWA,.,

O nporpanme...

2. B okae O mporpamme (cMm. PucyHok 8) cHumute dnakok OTHpPaBIATH aHOHHMHYIO

CTATHUCTHKY I10 UCII0JIb30BAHUIO ITPWIOKEHHSA I yIydllleHUs Ka1deCTBa IIPOAYKTaA.

3. HaxxmuTe KHONIKY 3aKpPBITh.

O nporpamme

s &
MounOd¢wuc ™ lNpeseHTauma
CBopka 145 ana Windows

MoiOdwue CTangapTHeld, JoMmaluHAs Bepoua

Bepcwa 3.2H

YCnoBmA MCNONL30BaHAA
MoanTka KOHOWLEHLWANEHOCTIA

HFJBEIOEII:IE YBEAOMAEHWA

CBop AaHHbIX:

OTnpaBnATe aHOHMMHYH CTATMCTMKY No
MCNOAL3I0BAHWID NPWAOXKEHWUA 417
YAYULLEHWA KAYECTBa NPOAYKTa.

Al aTaTE

D 000 «Hoewe OBaauHwe TexHonorums, 2013-2024

3aKpLITE

Pucynok 8 — OxxHo O nmporpamme
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2.4 AKXTHBAIIUA MOOIIHUCKH

Ecmm nuneH3nonHoe coraiieHve NpUHATO (CM. pas3zien Bhilie), Ipu nepBom 3amycke [10
«MoiO¢uc» OTKpBIBAeTCS OKHO yIIpaBJieHHs MoaAnuckor (cM. PucyHok 9), ¢ moMorpio KOTOporo
MOJKHO:

— 0bOpMHUTL TIOJAMUCKY Ha WCIOJb30BaHWe TMPOAyKTa C OecruiaTHbIM —21-THEBHBIM

M1eproJIoM;
— ec/i ToANUcKa obopmiisiiach y mapTHepoB «MoitOduc» — BBecTd KO ISl aKTUBAIUU
MIOATIMCKY HA TeKYIIleM yCTPOUCTBE;

— ecny Moanucka odopmisiiack Ha cadTte https:/myoffice.ru/products/ofis-dlya-doma —

BOMTH B YU4EeTHYIO 3dIliChb ((MOﬁO(bHC)) JJil dKTUBAIWMKW IIOAIIMCKHW Ha TeKYIIEM

YCTPOMCTBe.

Bonblwe BO3MOXXHOCTEN € NOANUCKOMN X
MonOdwuc ana goma

Manyunte goctyn Ko Beem yHKUMAM npunoxeHil MoROdwe ana
paboThl ¢ TekcTaMu, Tabamuamn K NpeseHTauUAMK Ha KOMNbIOTERE 1

cMapThoHe,

1 UcnpaBnenna u koMMeHTapU L ¥nyyweHHbiit nokaz cnaiinos
Otmeuainte W3MEHEHWA, OCTAENANTE KOMMEHTA KWK, r|3MB.'1EKaI;ITE EHWMEHWE @y ANTORNK C NOMOLLBH
DI-ﬂ."IhT|3‘J'lT1TE KOMMEHTAPWW COABTOPOB EI|3DCKIJ15( YEAZOK W BOSMOMHOCTH BRIAENATE o0beKTE

Ha 3KpaHe

(5] 3awwmra Tabanubl 4% Pexxumbl nepecyeta popmyn
CTaBbTe 33LIMTY HA MCTH W CTRYKTYRY TabanuHoro BriBupaiite Memay aETOMATHUECKMM U PYUHBIM
AOKyMEHTE AEPECcHETOM

o Mopaepxka popmarta CSV ED CpaBHEHWE AOKYMEHTOB
PaBoTaite ¢ Tabavuamu e ygobHowm dopmare MomoxeT BeICTRO CNPEAEIHTE, YTO M3MEHWAOCE
€ BO3MOMHOCTEHD Bb 6|33Th Pa3aennTEnn E HOBOWN EERCHK daina

¥3aHaTe Donble o Nognucke

Monpoboeatek 6ecnnaTtHo

(@ ¥ske ecTb Nnognucka? AKTMBWpOBATE KOA, BoiTik B yUeTHYHO 3anKnck

Pucynok 9 — OxHO yIipaBjieHUs IOAITUCKON
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HJ'[H OCl)OpMJ'[EHI/IH W dKTHUBAIIWHU ITIOJITHM CKH H806XO)II/IMO HUMETDb NOCTYII K CETU UHTEPHET.

bBe3 aktuBanum yactb GyHKIUN B NMPUJIOKEHUSIX HEHOCTYIIHAa U OTMeYeHa MapKepamu ®

(cm. Pucynok 10) unu nkonkamu E3.

®ailn [paeka Beraeka @opmar Coalig  WHotpymentm Bwg  [Nokas chailgos

i b ﬁ v 3. ] .-2. LLBET 3801BKMN

+
AoBaguT @ w D) (_J" Maker +

M3epanHoe Main Mpaeka OdopmneHue

Prcynok 10 — @yHKIMS HEIOCTyIIHA

2.4.1 OdopMHUTH HOAIHUCKY

Yro6bl 0pOpMUTH MOANUCKY C OecnaTHbIM 21-THEeBHBIM MEepUoJIoM, B OKHe YIIpaBJIeHUs
noanuckou (cMm. Pucynok 9) Haxkmute kHorky IlorpodoBaTs 6ecruiaTHo.

Ecm JaHHOe OKHO OBLI0 3dKPBITO, BbI6epI/ITe IIYHKT KOMdHIHOI'O MEHIO HOHIII/ICKH >

ITonpo6oBars 0ecruiatho (cM. Pucynok 11).

Mos nognucka
Monpoboeate GecnaatHo
AKTWEMpPOEBATE KOG

Bolitk B yueTHy 2anunce

Pucynok 11 — Komananoe mento Ilogmucka

st obopmiteHUst TOANMCKY Clie[lyHTe MHCTPYKITUSIM Ha CauTe.
Yr1o6bl 106AaBUTDH TeKylllee YCTPOMCTBO B MOANMCKY, BbIOepUTe MyHKT KOMaHAHOTO MeHIO

Ilopmucka > Boiitu B yuyeTHy10 3anuch (cM. Prucynok 11).

B okue Bxop (cM. PucyHok 12) BBeauTe JaHHBIe Y4eTHOW 3allMCU U HAXXMUTE KHOIIKY

BoiiTn.
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Bxog >

Boiaute B y4eTHyo 3anncb MoiOduc

A,ﬂ,[‘JE‘E 30, NOYTE:

Mapoab:

s

3abeinn napons?

Het yueTHol 3anncn? Cozgate

Boiti OTmMeHa

Pucynok 12 — OxHo Bxog

B okne Briboepure mommucky (cMm. PucyHok 13) ykakuTe TOAIMMCKY VIS TTOIKITIOYEHUS

TeKyl1ero YCTpOﬁCTBa " HA’)KMUTE KHOIIKY HpOI[OJIHCI/ITb C IIOAIIHUCKOM.

Bbibepute noanucky X

'0' MoirOdwc ana noma
JoctynHa ewe 23 aHA — werekaer 19.12.2024

MpoaoKMTb € NOANUCKOIA

3akoHuwnance yorpoicrea? MNMomenadTe Tapud
T Kynute nognucky
WA KYMATE HOBYHD NOAMNKCKY.

¥ meHn ecTe KO aKTHEaL MK

Pucynok 13 — OkHo Bri0epuTe noamucky
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B okue IIpo6HBIi mepuos akTHBHPOBaH (cM. Pucynok 14) Haxkmute kHonky OK.

MoirQdmc gna goma X

0

Mpo6Hblii NneprMos aKTUBMPOBaH

Bbl MOeTe NoNb30BATLCA BCEMW BO3MOMXHOCTAMK Nognucky BecnaatHo 21 aexe.
MNocne 3T0r0 € YKazaHHOM KapTel OyAeT cnicaHa naata 2a Nognncky.

Pucynok 14 — Oxno IIpoOHbI# ITepuoj; akTHBHPOBAH

2.4.2 BBecTH KO aKTHBAIIUH

Ecmm noanucka odpopmiisiniace y naptHepoB « MoitOducy, nobaBbTe Tekyliee YCTPOUCTBO B
IOJNKMCKY C IIOMOLIbIO KOJa akTUBauuW. [ljis 3TOro B OKHe YIpaBlleHUs IIOJIIMCKOM
(cM. PucyHok 9) HaXkMuTe KHOIKY AKTUBHPOBATh KOJ,.

Ecnmu nanHoe OokHO OBUIO 3aKpbITO, BbIOepuTe NMYHKT KoMaHaHoro MeHio Ilommmcka >
AxTuBupoBarth kof (cM. PucyHok 11).

B oxHe AxTuHBanua kopaa (cM. PucyHok 15) BBemuTe KO/l akTUBAallMM Y HAXXMUTe KHOIIKY

AKTHBHpOBATh.

AKTneaumnA Koaa *

BeeauTe KOJ aKkTUBaLMK

© Mpw akTHEALMW HOBOrO KOAE DCTABLIMECA AHW TEKYLLEH
noAnnckn nam npobHoroe nepnoga Gyayt
AHHYNPOEaHBL,

loe HaMTKW KoA4? v

AKTWEMPOBaTH OTtmeHa

Pucynok 15 — OxHo AKTHBanMsa Koaa
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2.4.3 BoiiTu B y4eTHYI0 3aI¥Ch

Ecnmu nomnucka npuobperanachk Ha cadte https:/myoffice.ru/products/ofis-dlya-doma, mms

aKTHUBAIlMU TOJNUCKY Ha TeKyIeM YCTPOMCTBe BOWIUTe B ydeTHYIO 3anuch «MonOducy. s

3TOTO B OKHe YyIIpaBjieHWsl NOANMCKOU (cM. PucyHok 9) HaxkmuTe KHONKY BoHTH B ydeTHyIo

3aITiCh.

Ecmm manHOEe OKHO OBUIO 3aKpbITO, BhIOepuTe MyHKT KomaHAHOTO MeHiO Ilommmcka >

BoiiTu B yuernyio 3amuch (cM. Pucynok 11).

B okne Bxop (cMm. PucyHok 12) BBenWTe faHHBble YYeTHOW 3allUCH U HRKMHUTE KHOIKY

BoiiTn.

B oxne BriOepure mommmcky (cMm. PucyHok 13) ykakuTe MOANMCKY AT MOJAKIIIOYEHUS

TeKyIIlero yCTpoMuCcTBa U HaxkmMuTe KHONKY IIpogo/nKuTh ¢ MOAIMCKOH.

2.4.4 CBeneHHud 0 IIOAIHCKEe

YT0o0mI IMIpOCMOTpPEeTL CBeleHusd O IIOAIIHUCKE, BbIﬁepI/ITe ITYHKT KOMdHJHOI'O MEHIO

IMogmicka > Most mognucka (cM. Pucynok 11).

OTtkpoercst okHO Most mogmucka (cM. Pucynok 16).

Moa nognucka

® YuetHaa 3anucb MonOduc

HOBGIE yCTpOWcTEa,

Briiitin

( M0|Tv'10<|>|,v1c® Ana poma
@,_

© Moanucka akTueHa
OGHOBWTE cTaTyc  AKTMBMPOBAaTh KOJ,

[ata oKoHYaHWA: 19.12.2024
Kog akTMEaLMM: = s s s s s _sssss_ssssa_saeas

JIMUEH3MOHHBIA KaHou:

B y4eTHyto 3anvck

B yHeTHOIﬁ 3aMNUCK MOXHO OTCNEXWBATE CTATYC NOAMUCKK, MEHATE cnocobsl onnatel U 4o06aBNATE

YnpaeneHne nognvcKoi

Pucynok 16 — OxkHo Most moamucka
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2.4.5 Yacro 3ajaBaeMblie BOIIPOCHI

OTBeTHI Ha YacTo 3d/IlaBdeéMbl€ BOIIPOCHI, KaCdloIMHUecCs IMOKYIIKKU W OIlJIaThl, YCTAHOBKH U

yaajleHusd, aKTHUBAIWMKW W IIPOAJIEHKWS IIOAIIMCKH OIIY6J'II/IKOBaHI)I

«MouOducy, B pasaene FAQ.
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2.5 O0HoBJIeHHE IPOXYKTA

ABTOMHTI/I‘IECKYIO IMPpOBEPKY HAJIMYXS HOBBIX BepCHIZ MOZKHO BKJ/IFOYUTD, eCJIn:

— I1O «MoitO¢ucy» ycraHoBieHO ¢ caiTa https:/myoffice.ru;

— pabora ¢ HuM ocytectBisiercss Ha OC Windows nim macOS.

Iy BKIIFOYeHUs1 aBTOMAaTUYeCKOU IIPOBEPKU BBIIIOJIHUTE Cleyolye NelCTBUS:

1. ITocne nepBoro 3anycka npunoxenui «MonOduc Tekcr», «MoiOduc Tabmumna» u
«MontOduc [lpesenTanus» 3akpoiTe UX U OTKPOWTe Jit0OOe U3 3TUX IPHUIIOXKEHUN
IIOBTOPHO.

2. B okne OoHoByienne npumiaoxenusi (cM. Pucynok 17) naxxmute kHornky IIpoBepsith

dBTOMATHYECKH.

OBHOBNEHWE NPUACHKEHMA

MpoBepath HannuKne obHOBNEHWA AaBTOMATHYECKN?
{'\

XoTute nK Bol, YToBH HaAWYKe OBHOBAEHWIA NpOBEpAROCE
aBTOMaTHUeCkKT Bbl BCErga MoMeTe NPOBEPHTE JOCTYNHBIE
OBHOBABHMA W3 KOMEHAHOMD MEHH.

||_|p-CIBiEpHTb ABTOMATHYEeC Klr‘ll He npoeepats

Pucynok 17 — OxkHo O0HOBJIeHHe IPUJI0KeHUS

Ecnu Tpebyercs OTKIIIOUMTH aBTOMAaTUYeCKM MTOMCK HOBBIX Bepcui, HAXXKMHTe KHONKy He

NpPOBepPATH.
Hanuurie HOBBIX Bepcuii MOXKHO Tak>Ke IIPOBEPUTh BPY4HYIO. [ljis 3TOro BeibepuTe MyHKT

KoMaHiHOTO MeHI0 CripaBka > IlpoBeputh Hatnuue ooHoBIeHwmit (cM. Pucynok 18).

Cnpaeka F1
EmcTpbie gefcTENA Ctrl+/

MpoeepUTe HanWYKe oBHOBREHMA...

Pucynok 18 — [IyHkT komanaHoro MeHio IIpoBepurs Hatn4gre 00HOBIeHHIT
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[Ilarm no oOHOBJIEHWIO TPOAYKTa IOJAPOOHO omucaHbl B JoKyMeHTe «HacronbHble
npwioxenuss «MonOduc Tekcry, «MoiOd¢uc Tabmumay, «MoiOduc I[IpesenTamus.

PYKOBO,IICTBO 10 YCTAHOBKeE)».
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3 UHTEP®ENC

3.1 I'maBHOE OKHO

B rnaBHOM oxHe npunoxenus: « MoinOduc I1pesenTanus» conepkarcs (cm. Pucynok 19):

1. KomangHOe MeHI0.
2. IlaHenb UHCTPYMEHTOB.
3. Pabouast 061acTb.
4. Tla”ens CIaiioB.
5. bokoBas maHesb.
6. CTpoka coCTOsIHUSL.
KomaHgHoe MeH NaHens WHCTPYMEHTOB
| |
.Hoaan npesentaymna 1 - MoliOduc CrangapTtHeni. JomallHan sepois - O *
Qaitn  [Npaeka Bcraska Qopmar Cnailg  WHctpymedtes  Bug  Mokas cnaigos  TMognucka  Crnpaeka
DA it} i+ Yo P =
T w w
JoBaeuTe @ w <__) -f__> Maker v “
H3GpanHoe dainn Mpaeka Odopmaetue Bcraska b
2 4 5 & 10 12 14 16 18 20 22 24 A
Hoewild chnaiig v
1 Bokoeas naven, —————@
4
&
PaGoyan obnacTb
g
0
L
Cnaﬁﬂ‘lus‘lT ® e + % v
| |
MaHens cnangoe CTpoKka cocToAHWUA

Pucynok 19 — I'maBHoe okHo nipusioxxeHus «MoiOduc [IpezenTtarius»
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3.2 KomangHoe MeHrIo
B xomannmHoM menio (cMm. Pucynoxk 20) cojepkarcss OCHOBHble KOMaHJIbl /jisi pabOoThI C

IIpHUJIOKeHreMm.

. Hoean npezedtauma 1 - MoiOdwme Crangaptieiid, JomaluHan Bepoin

MHctpymente Bug  lMokas chabgoe  [ognwcka  Cnpaeka

Maiin  [lpaeka Bcraeka Qopmar  Chaig

Pucynok 20 — Komananoe MeHto

HJISI 6bICTpOFO BBITIOJIHEHU A 3TUX KOMaH/I ITpeiHa3HaY€eHbI:

— COYeTaHHWd KJIABUIII — ITPOIMMHMCAHbI HAIIPOTHB KOMAdH/ B KOMAHIHOM MEHIO;

— OKHO OBLICTPLIX IV CTBUM.
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3.3 Ilanesib HHCTPYMEHTOB

[Tanens uHCcTpymMeHTOB (cM. Pucynok 21) comepXUT WHCTPYMeHTBI [jii pabOThI C

COIEPXUMBIM JOKYMEHTA.

v ¥ By & [T xo0hmd v 40 v ATA" Ze == == = £ v O Usersamown v () Mepeuecrumoonepen v | [T

+ = B 1 (Y~ v e
posams @Dv O C X KUY = Av v Tv=i=Hv q = o v 1) Mepenecrims vassa O~ &4 B
Pucynok 21 — [laHesib UHCTPYMEHTOB

Bremnuii BUJ1 maHesld UHCTPYMEHTOB MOXXHO U3MEHSITh:

— BBIOMpATh peXXM 0TOOpaXkeHMs ITaHeIM UHCTPYMEeHTOB WJIM CKPbIBATh ee C 3KPaHa;

— CKpbIBaTh/0TOOpaXkaTh HA3BAHUS U COIEPXKUMOe Pa3/iesioB IaHeJlId MHCTPYMeHTOB;

— HacTpauBaTh cocTaB pasfena M30opaHHoe;

— CKpbIBaTh U 0TOOpaXkath paszes Vi3dopanHoe.

3.3.1 I3aMeHUTH pexXuM 0TOOpaXKeHHUsI ITaHe U HHCTPYMEHTOB

YroObl M3MEHUTh peXXuM OTOOpakeHUs IMaHEeJIM WHCTPYMEHTOB, BBIIOJIHUTE CJIelyIolue
e CTBU:

1. Bribepute nyHKT kOMaHaHOrO MeHI0 Bup > Ilanens uHcTpyMmenToB (cM. PrucyHok 22).

Bug MNokascaaligoe [ognucka Cnpaeka

~  fluHeika Ctrl+5Shift+R = = =
Heneuataemble CMMBObI
¥ 3CKM3L Caaingoe o 1 v = = I
AB3al
MacwTab '
] ] 0
MaHens WHCTRYMEHTOB b ® CrangaptHas
KomnaktHan

CrpbITE NaHenk

" HazeaHwn pasgence

~  |sGpaHHoe

Pucynok 22 — Komananoe menio Bug

2. B oTkpeiBIIEMCs TOJIMeHIO BbiOepuTe TpeOyeMblil PesKUM 0TOOpakeHUsI:
— CtraHgapTHasi — MHCTPYMeHTHI pacCIlOJIOKeHbI B JIBe CTPOKM, Ha3BaHMS Pa3fesioB
otobpaxarorcs. [Ipy HeoOxoguMOCTM Ha3BaHUS paslesioB I1aHeJd HHCTPYMEHTOB

MO>XHO CKDbITD.
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— KoMmakTHasi — MHCTPYMeHThI pacioyioXKeHbl B OJIHY CTPOKY, Ha3BaHUsl pa3flesioB He
0TODpaKaroTCS.

- CKpBITI) IaHeJIb — [IdHeJIb MHCTPYMEHTOB He OTO6p8)K8€TCSI.

Jlist  OBICTPOTO TEepeK/IIOUeHUs] MEXIYy CTAHJApPTHBIM U KOMIIAKTHBIM — PeXUMOM
OTOOpa)keHHWsl IaHelM WHCTPYMEHTOB HCHOJb3yHTe KHOmky  (KomMmakTHasi mnaHenb

HHCTPYMeHTOB) (cM. PucyHok 23) u ~ (CTaHgapTHasi MaHeJIb HHCTPYMEHTOB) (cM. PucyHok 24).

v 5] o
0 Olv I B~ -
- -
Mopagok Bcraeka

Pucynok 23 — Knonka KomnakTHasi maHejib HHCTPYMEHTOB

Eue v .ijlv @ @v ssa .
L4

Pucynok 24 — Knonka CtaHgapTHasi naHe/Ib HHCTPYMEHTOB

3.3.2 CKpBITH WIHN 0TOOPa3UTh Ha3BaHHUSI Pa3NieioB

[Tanens uHCTpyMeHTOB (cM. Pucynok 21) B mnpunokenun «MonOduc IlpesenTarus»
cocTouT u3 pa3nesioB. Kaxxapiii paszmen (3a vckioueHueM pasena M30paHHoe) CONepKUT TpyIy

WHCTPYMEHTOB, IIpefiHa3HauYeHHBIX Ul BBIIIOJIHEHUS OllpellelleHHOM 3ajayu. Hanpumep, paspen

durypa conepXuT UHCTPYMEHTHI JIsi DAOOTHI ¢ GUTYPaMHU.

Ha3Banus pa3menoB oToOpaxkaloTcs, ecid TMaHejlb WHCTPYMEHTOB IIpe/iCTaBjieHa B
CTaHJIADTHOM BHJe. [l onTUMM3aniu pabovyero MPOCTPAHCTBA HA3BAHUS Pa3fiejioB Ha TaHeH
WHCTPYMEHTOB MOXXHO CKPBITb.

J1J1sl 5TOTO BBHITIOIHUTE CJIeyIOIIre AeiCTBUS:

1. BribepuTe nmyHKT koMaHHOTO MeHI0 Bun > Ilanens uncrpymenTtoB (cM. PucyHok 22).

2. B otkpeiBuIeMcs noaMeHo cHuMuTe ¢iiakok HasBanus pasnenos.

Yro06b! 0TOOpA3UTh Ha3BAHMSI Pa3/leiOB, YCTAHOBUTE JTAHHBIM (IIa’KOK TOBTOPHO.

®naxxoxk HazBanus pasnesoB 3a0/I0KMpPOBaH, eCiv I1aHeslb UHCTPYMEHTOB CKpbITa WJIU

OTO6pa)Ka€TC5{ B KOMIIAKTHOM BHJIe.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOTUW», 2013-2024 30



MonOdumc

3.3.3 CKpBITh WIH 0TOOPa3UTh CONlep:KUMoe Pa3fiesioB

Paznenbt maHenmM  MHCTPYMEHTOB  MOTYT  CBOPAYMBATBCS  aBTOMATHUYeCKH, IIPU
yMeHbllIeHNU/yBeJIMYeHNY pa3Mepa IJIaBHOT'0 OKHA IPUJIOXKeHUS], UITU BPYUYHYIO.

YT0o05BI CBEPHYTb pa3fiell lIaHeJIM MHCTPYMEHTOB BPYYHYIO, HaBeJluTe KypCOpP MBI Ha ero

TIpaByIO IPaHMUIly ¥ HaKMUTe KHONKY  (cM. Pucynok 25).

®aiin [paeka Bcraeka @opmar  Chalg  Wecrpymentsr Bug  [okaz cnaligoe

+ > :;'{: I.Iaj w QQ @ MO Oriel w
JoBaenTs E] - {__} .':__} . }I{ K Y

HM3GpaHHoe dann Mpaeka [:}Lupmtﬂ

PucyHnok 25 — KHonka cBopauvBaHus pasjena

YT0o0mI OT06p83HTb HWHCTPYMEHTBI CKPBITOI'O pda3feijld, MEeJKHHUTe II0 HeMy MbIIIbIO

(cm. PucyHnok 26).

Maiin [paeka Beraeka Qopmat  Coalg  MHctpymedts Bug

+ v ;;(3 XO Oriel v

JoBasuTe E] ) . ¥ K H AR ees
M3&paHHoe dain Mpaeka WpndT
e B~ € WM
2

Pucynok 26 — UHCTpyMeHTHI pa3znena

Yto6bI pasBepHyTh pasfiell, HOKMHUTe KHOIKY ~ (cM. Pucynok 27).

®ain [lpaska Beraeka @opmar  Chalig  MootpymedTto

+ v ;)(; XO Oriel
AobaeuTts @ w sas .[}}I{ K H AB

M3GpanHoe Tain Mpaska WpndT

Pucynok 27 — KHorika oTobpaskeHUsi MHCTPYyMEHTOB pasfiefia
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3.3.4 Hactpours cocras pa3gena «/3dopanHoe»

Kak IIpaBUJIO, IpH pa60Te C IIpUJIO)KeHrueM olipeziejieHHbIe ITYHKTbl KOMdHIHOT'O MEHIO U
KHOIIKHY ITdaHeJIM MHCTPYMEHTOB HCIIOJIb3YIOTCA Yallle IPYTrHX. OTH 371eMeHThl MOXKHO ):[O6aBI/ITb B

pasfies1 naHesd UHCTpyMeHTOB Mi30paHHoe, YTOObI OHU Bcer/ia ObUIN O] PyKOM.

3.3.4.1 Jo6aBUTH 3JIeMeHT

B N3opannoe MoxxHO 106aBUTH OT 1 0 14 351eMeHTOB.
Yrobel n06aBuTh B M30paHHOe MYyHKT KOMAHJHOTO MeEHIO, BBIIIOJIHUTE Clelylolre
JIeNCTBUS:
1. BeimosnHuTe KOMaH/1y A00aBIEHUS OJJHUM U3 CJIETyIONUX CIIOCOOOB:
— Ecm  pasgen W30paHHOe 1TyCT, HaXMUTe B HeM KHOIKY + HobaBurn

(cM. Pucynok 28).

Dain  [lpaeka Beraska @opmar  Cnadg  MHoTpymedTw
+ ) v % G~ € W
,.Cl,uﬁaBMThL\\) @ w (__“j (__>

H3tpannoe dann Mpaeka

Pucynok 28 — Knormnka /lo6aBuTh

— Eciu pasnen W36panHoe cofiepXUT 10O6aBJIeHHbIe 3JIeMeHThI, MIEJIKHUTE 10 JII000oMYy
MeCTy pasfiesia MpaBOi KHOIMKOW MBI M BBITOJIHUTE KOMAHy KOHTEKCTHOTO MEHIO

HobaBurs geiictBue (cM. Prucynok 29).

@aiin  [lpaska Betaeka Qopmatr  Cnaig  MHCTpymedTH
= vk Dy ¢ I

MzBpanHoe
M3BpaHn
JobaBluTs AercTEMe

OUNCTUTE

Pucynok 29 — Komanza JlobaBuTh aeiicTBHe

2. B otkpeiBiieMcs okHe (cM. Pucynok 30) BbibepuTe MyHKT KOMaHJHOTO MeHI0, KOTOPbIA

Tpebyetcs nob6aBuTh B I30panHoe.
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+ B~ X% B~ & [ [x0
dobaenTe E]V <_J 'f__)‘ *

WM3bpaHroe

[lowck gefcTenA...

E

Cozgate

N

OTkpHITE...

ip

CoxpaHuTe

e

Mognucats JOKyMEHT. .

ip

BricTpan nevats

Meuats...

in

OTmeHWTE

MoeToprTe

= 1 J

Bripesats

=

Konupoeats

PI/ICYHOK 30 — OkHoO ,[[OﬁaBJIeHI/IH ITYHKTOB KOMdHIHOT'O MEHIO

Yrobnl nobaButh B M30paHHOe KHOIKY C MaHeJId WHCTPYMEHTOB, IIEJKHUTE T0 HeHl

IIPaBOM KHOIIKOW MBIIIM U BBIITOJIHUTe KOMaHly JlobaBUTH B u3dpaHHoe (cM. PucyHok 31).

W
% NoBaenTs B nsBpaHHoe |

Pucynok 31 — Komanja Jlo6aBuTh B H3d0paHHoe

o~ B HacCTod1lee BpeMs HeJOCTYITHO I[O68BJ'[€HI/I€‘ KHOIIOK ITdHeJIM UHCTPYMEHTOB, KOTOpPbIe
| |

' oToOpaXkaroTCs I0Cyie Ha)KaTHs Ha KHOIIKY °°°,

[Tpu no6aBnenuu B M30paHHoe KHOIIKa He yAasseTcs U3 pasfiesia aHejld UHCTPYMEHTOB, B

KOTOPOM OHa pAacCITIOJIOXKeHa.
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3.3.4.2 IlepemecTUTH 3JIeMeHT

YToOBI M3MEHHUTH IIOJIOXKeHHe 3JIeMeHTa B pasneiie I/Isﬁpa}moe, BBIIIOJIHUTE ClleJyroliue

e CTBUS:
1. IlenykoM TMpaBOM KHONKHU MBI 10 3JIEMEHTYy OTKPOHTe KOHTEKCTHOe MeHIO
(cm. Pucynok 32).
2. B KOHTeKCTHOM MeHI0 BbIOeprTe TpeOyeMyto KOMaH/Y:
— IlepemecTHTh B HA4aJIO — CIeJIaTh BEIOPAHHBIM 3JIeMeHT IIePBLIM B pasfieie;
— IlepeMecTHTH BJIEBO — TOMEHSITh MeCTaMH BHIOPAHHBIN U MTPEILIAYIIAMA 3JIeMeHT;
— IlepemecTuTh BNIpaBO — IOMEHSTh MeCTaMU BbIOPAHHBIN ¥ TOCIIeAYIONUI JIeMeHT;

- HEPEMECTI/ITL B KOHeII — C1eJIaTh BbI6paHHbII>'I JJIEMEeHT II0CJIeMIHUM B pa3fiejie.

= = v X @~ &

=B ®. 9 C

V61" feicrame F
MepemectuTs B HaYano
MepemectuTs BAEBO
MNepemectuTs BApaBO
MepemMecTTe B KOHEL,

¥oanuTe W3 nabpaHHoro

WMz6paHHoe
NobaewTe AeAcTEME

DUMCTUTE

Pucynok 32 — KonrtekcrtHoe mento nanenu M3opanmoe

3.3.4.3 Y 1aaurnb 3JIeMeHT

Yrobbl ynanuTh U3 paszena M30paHHoOe NMyHKT KOMaH/JIHOI'O MEHIO, LIeJIKHUTEe 110 HeMy
MIpaBOM KHOITKOM MBIIIH M BBITIOJTHUTE KOMaHy Y AaJIMTh U3 H30paHHOro (cM. PucyHok 32).

Yrobbl ymanuth U3 pazfena M30paHHOe KHOIKY IaHeJId HWHCTPYMEHTOB, BBIIIOJHUTE
CllefyIomue JeviCTBUS:

— [lenxkHUTe 110 HEl MpaBOM KHOIIKOM MBIIIK B pa3nese Vi30paHHoe Wiy B TOM pasjiesie, U3

KOTOpOro oHa 6bl1a o6aByeHa (cM. Pucynok 33).
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— BrinonHuTe KOMaHAY KOHTEKCTHOI'O MEHIO Y TaJIUTh U3 H30pPaHHOrO.

LLBEeT 3anMBKI ¥

Kentyp

¥nanute w3 nzbpanHoro |

Pucynok 33 — Komanga Y ganurh u3 n30paHHOro

3.3.4.4 OuncTuTh pasgen

Yrobbl ymanuTh U3 pasnena V30paHHOe Bce 3JIeMEHTHI, IIEJIKHUTE IO JIFoOOMYy MeCTy

pas3geiia npaBoﬁ KHOIIKOM MBbIIIIA YW BBIIIOJIHUTE KOMaHJJy KOHTEKCTHOI'O MeEeHIO OuncTuTh

(cm. Pucynok 32).

3.3.5 CKpoITH WiIH 0TOOpa3uTh pa3nen «VizopanHoe»

[To ymomuanuto pasznen U3opanHoe oTobpaxkaeTcs Ha aHeI UHCTPYMEHTOB.

YT0o0mBI CKPBITH pa3ziesl, BbIIIOJIHUTE OJJHO U3 CJIeJyIOoInX IeHCTBUM:

— BribepuTe nyHKT KoMaHAHOTO MeHIO Bup > IlaHelb HHCTPYMEHTOB U B OTKPBIBILIEMCS

noaMeH:o cHumuTe dnaxkok Mzopannoe (cMm. Prucynok 34).

Bug [okas cnaigoe

“  [MiHeklka
Heneuataempe cMBECAR

»  3CKWEn CNaingoB
MacwTab

Manens WHETPYMEHTOE

Mognucka

Ctrl+5hift+R

Cnpaeka

AbB3ay
B ] 10

* CraHgapTHas
KomnakTHan

CrpbiTe Nanens

~  HazsaHwA pasgence

"  NaBpaHHoe

Pucynok 34 — [logmenio Ilanens HHCTPyMeHTOB
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— Ecmu paznen W3dpaHHOe mycT, HaBeuTe KypCOpP MBIIIM Ha KHOIKY + HobaBurh u

Ha)XMUTe * B ee IIPaBOM BepxHeM yriy (cM. PucyHok 35).

©ain [paska Beraeka Qopmar  Ceadg  MHoTpymeHTH

+ Tb V Q{; ﬁ" fQ E
Jobasuts E]v <__J ':_JJ

M3GpanHoe dann Mpaeka

Pucynok 35 — Pasnen M3opanHoe

YroObl 0TOOpPa3UThH pasziell, MOBTOPHO ycTaHOBUTe d¢uiakok V30paHHOe B KOMaHIHOM

MeHIO.

P
i

7~

[

. ®naxox W30panHoe 3a0/10KMPOBaAH, eCiy MaHe/lb MHCTPYMEHTOB CKPBITA.
| |
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3.4 Ilanesas ciiaiaoB

Ha nanenu cnaiiioB (cM. PrucyHok 36) oTobpakatoTCst 3CKU3bI CJIAWJI0B Ipe3eHTaluH.

Hoewld chaidg v

Cnaidg 1 w3 1

Pucynok 36 — [Ianens craiijoB

OToOpakeHWe ¥ IIMPHUHY I[aHEJM CJIAWJIOB MOXHO HaCTpauBaTh Bpy4Hyo. [lanemnb
CJIANJIOB MOXKHO YBEJINYUTD UM YMEHBIIUTh, 0TOOPA3UTh UM CKPBITh C 3KpaHa.

YToObl CKpBITH WIM YMEHBIIUTh IMaHeJb CIAi[oB, BBIIOJHUTE OJHO M3 CJeAyIOIIHX
IeHCTBUI:

— B xomangnom mento Bup caumuTe ¢rackok Jcku3sl caanaoB (cM. Prucynok 37).

Bug [Mokazcnafipoe  [lognwucka Cnpaeka

Nuneika Ctrl+Shift+R
Heneuataembie cMBOAL]

»  3CKWEb CNERL0B
MacwTab r

MaHenb HHETPYMEHTOE r

Pucynok 37 — @nakok JCKHU3bI C1aiI0B
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— HaBente ykazaresb MBI Ha TPAHUITY MEXTy MaHENbIO CJIalI0B U pabodeil 06J1aCcThbIO

Y nepetanmre ee BjaeBO (cM. PucyHok 38).

HoewIlA chnaidg, v

Pucynok 38 — [lepemeliieHrie rpaHUIIbI

Yro0Ob! 0TOOPA3UTD MTaHeJb CIIAaM0B, BHITTOTHUTE OAHO U3 CJIETYIONMX IeMCTBUN:

— B xomanHoM Mento Bup nocraBbTe drakok Jcku3sbl ciiainoB (cM. Pucynok 37).

— HaxkmuTe KHONIKY Yy JIeBOM IpaHUIIbI [JIaBHOTO OKHA NpuioxeHUs (cM. Pucynok 39).

Prcynok 39 — Knomnka orobpaxeHus I1aHesy ClIai/ioB

YroObl yBeIMYWTH MaHeNlb CJIAi/IoB, HaBeIWTe yKa3aTesllb MBIIIM HA TPaHUILy MEXIy

MaHeJIbIO CJIAWJIOB U pabouel o6iacTeio (cM. PucyHok 38) v neperanmTe ee BIIPaBo.
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3.5 Pabouas ob0s1acTh

B pab6ouert ob6mactu (cMm. Pucynok 40) otoOpakaercs ciiaiji, BbIOpAaHHBIA Ha IaHeIU

CJIaNIOB.

Hoewild cnalig | v |

W

S

Craiig 1 vz 1 - ——— ¢ 50% v

Pucynok 40 — Paboyas obnactsb
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3.6 BoxoBas maHesin

BokoBast maHesb ColepKUT Crefyrorye kHomku (cM. PucyHok 41):

- [%. (BoccranoBiieHHbIe (aiiibl) — OTKPBITH I1aHeNIb PabOThl C pe3epPBHBIMU KONHWSIMU

JOKYMEHTOB. Knomnka 0To6pa>KaeTc51, eCJIK eCTb XOTs Obl OlHd HECOXPaHEeHHAds KOIINW4.

- @9 (ObparHast CBsA3b) — OTIIPABUTH OT3BIB O TTPUJIOXKEHUH.

[
£

Pucynok 41 — bokoBasi nanesb

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOTUW», 2013-2024 40



MonOdumc

3.7 CTpoka cocTostHuS

B cTpoke cocrosmust otobpaxkaroTcs (cMm. PucyHok 42):

— MOPSIKOBBIM HOMEP TeKYIIEero cjakja v obiiee KOJIMYeCTBO CIIAalJIOB B JIOKYMEHTe;

— UHCTPYMEHTbI JJI1 U3MEHEHU Maciuraba CJIaiJIoB.

Cnaig 1 1z 1 e ® + 100%

Pucynok 42 — Ctpoka cocTosiHUS
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3.8 OxHO OBICTPHIX HeHCTBUIH

OxHo ObICTpPBIX AedcTBUM (cM. PucyHok 43) npenHazHadeHO ISl OBICTPOTO BBIIOTHEHUS

YdCTO HCITOJIb3yeMbIX KOMdH/I.

‘ |_-Z:L1-ZK AeAcTBMA..,

Y
Co3gate Ctrl=M
OTkpBITE.. Ctrl+0
CoxpanuTte Ctrl+5
CoxpaHWTE Kak.. F12
HacTpoiky aEToBOCCTaHOBAEHKMA
EwicTpan nevate
Meuate... Ctrl+P
JakpuiTe
OTMEHWUTE Ctrl+Z v

Pucynok 43 — OKHO OBICTPBIX JIeMCTBUI

YT06bI OTKPHITH JAHHOE OKHO, BLITIOJIHUTE OTHO M3 CIeyIOIIHX IeACTBUM:
— Bribepute nyHkT KOoMaHjgHOro MeHio CmpaBka >  BeicTpblie

(cMm. PucyHok 44).

Cnpaexa

Cnpaeka F1
EmcTpoie geicTENA Ctrl+/f

MpoeepuTte HaAW4Me oBHOBAEHWA...

Pucynok 44 — I[IyHkT MeH1o BeIcTpbIe qeicTBUsA
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— Haxxmure coyeranue kiaBui Ctrl+/ npu pa6ore B OC Windows / Linux unmu coderanue

kiaBuil ECmd+/ npu pabore B macOS.

J11s1 BBIOOpa KOMaH/IbI U3 CIIMCKA BOCIIOJIb3YUTECh OJTHUM U3 CJIeYIOIIUX CII0COOO0B:

— IIpokpyTHTe CIIMCOK 10 HY>KHOM KOMaH[Ibl C IOMOIIbIO KOJIECMKA MBIIA WA IIPaBOM
BEPTUKAJIbHOM I10JIOCHI TPOKPYTKU. [loiTBepiMTe BIOOP KOMAaH/IbI 1IeTYKOM MBIIIA WIN
HakatreM kiaBuim Enter.

— HaunuTe BBOAWTH Ha3BaHMe KOMaHJIbI B CTPOKY Ioucka. Korga TpeOyemass KomMaH[a
0TOOpasuTCs B pe3yJibTaTaX IIOMCKa, BblOepuTe ee C IOMOIIbIO MBIIIM WA KJIABUII
KJIaBUATYPBbI:

= [IlesIKHUTE TI0 CTPOKE KOMaH/ bl JIEBOM KHOIMKOM MBbIIIIH.
= BplJleiuTe CTPOKY KOMAaH[Ibl C IMOMOIIbIO KJIaBUINI KJIABHUATYPbl | U 1T U HaXMUTE

kiaBuiny Enter.
Oxno 6bICprIX HQI:ICTBHI:I dBTOMATH4YeCKH 3dKPbIBAETCA IIPHW BbIIIOJIHEHWKWA KOMAH/bI.

YToObI 3aKPBITH OKHO 6e3 BbIOOpa KOMaH/IbI, IMeJIKHUTE 10 JTI000MYy MecTy 3a IpefiejlaMy JaHHOT'O

OKHd WJIKM HA’)KMUTE KJIdBUIITY Esc na KJIaBUATYPpe.
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3.9 A3k NpUIOKEeHUs

Asbik npunioxkenus «MonOduc IlpeseHTanus» Mo yMolYaHUIO ONpeAeNisieTCsl S3bIKOM

oreparMoHHOM cucTeMbl. [Ipyu He0b6X0IMMOCTH ero MOXKHO M3MEeHUTh BPY4HYIO.

[Tpu cmene s3bika npuiioxkeHus: «MorOduc [IpeseHTanus» COOTBETCTBYIONIMM SI3BIK
aBTOMaTHh4YeCKu BbiOUpaercs i npuioxkeHut «MonOduc Tekct» u «MoutOduc

Tabmuiiay.

J17151 3TOr0 BBIIIOJIHUTeE ClleflyIolye NeHCTBUS:
1. BeibepuTe TyHKT KOMaHJHOTO MeHI0 MHcrpymentsl > H3MeHMTH A3BIK

(cMm. Pucynok 45).

WMucTpyments Bug [Mokas caal

Mpaecnucadwe r
HacTpaweaemmii choeape

3MeEHMTE ABIK...

Pucynok 45 — [IyHkT MeH10 I3MeHUTD SI3BIK

2. B oOkHe, mpeAcTaBJIeHHOM Ha PUCYHKe 46, BbIOepuTe M3 BBINQJAIONIEr0 CIIMCKA

TpebyeMbli SI3bIK MPUJIOXKeHHUs U HaxmuTe KHONKy OK.

CrMeHa A3bIKa >

B BepuTe Asbik:

Aabik cucremel [Pycockuia) -

OK OTmMmeHa

Pucynok 46 — OxHo BeIOOpa sI3bIKa

3. B okHe, npecraBieHHOM Ha pucyHke 47, HaxkxmuTe kHONKy OK.
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CmMeHa A3bIKE

M3meHeHne BCTYNWUT B CHUNY

nochne nepe3anycka NpuicxKeHWA

OK

Pucynok 47 — YBegomieHue 0 HeobX0JUMOCTH Ilepe3anycka IIPUI0XKeHUs

4. TlepezamycruTe mpuiioxxeHue. [Ijist 3Toro 3akpoiTe Bce Gailiibl, OTKPHIThIe HA JTAHHBIA

MOMeHT B npuiioxkeHUH «MouOduc [IpezenTanus», 1 OTKpoWTe UX CHOBaA.
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4 PABOTA B PEJIAKTOPE ITPE3EHTAIIIA

4.1 leiicrBus ¢ ¢paisiamu

4.1.1 Co3npars daiin

4.1.1.1 C nomombio npoBogHuka Windows

Yrobbl ObICTPO co3nath daiii B mpoBojHUKe Windows, BBIIIOIHUTE CIeAyIoIIye IeHCTBHUS:

1. OTKpoiiTe KOHTEKCTHOE MEHIO IETYKOM MPaBOM KHOIKW MBIIIK 10 TTyCTOW 006JIacTH U

BBINOJIHUTE KOoMaHly Co3marts > o IIpe3zentamua MoiiOduc.

2. Vkaxute HazBaHue ¢aina. [lo ymomyanuto ¢aiiny npucavbaercs ums Ilpesenramus

MoiiOduc.

3. UToOmnI COXPAHUTb HA3BdHHeE, MIEJIKHHUTE 34 €ero IpegeilaMyd WKW HAXXMHUTE KJIaBUIIY

Enter Ha kiaBuarype.

4.1.1.2 Ilpu Bxone B NpHIOKeHHe

[Ipn Bxome B mHpUIOKeHHE

dBTOMdATHUYeCKH.

4.1.1.3 Bo BpeMs paGoTHI B IPWIOKEHUH

«MonOduc IIpesenTarnus»

HOBBIM ailsl co3faercs

Yrtobbl co3maTh HOBBIM (aiiyi BO BpeMs pabOThl B IPUIIOKEHWUU, BLIIIOJIHUTE OJHO U3

CJIeIYIOIUX JeACTBUM:

— BribepuTte nmyHkT KOMaHiHOTO MeHIo Paitn > Cosmath (cM. PucyHok 48).

— Haxxmute couyeranue kiasuin Ctrl+N / #Cmd+N.

Daitn  [Mpaeka Beraeka Qopmar

[l
=

Cozgatk Ctrl+M
OTkpbiTe... Ctrl+0
HegasHwe gokymeHT 4
CoxpaHnte Ctrl+5
CoxpaHWTe Kak... F12
ABTOBOCCTAHOBREHWE r

Pucynok 48 — KomannHoe mento ®aiin
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4.1.2 OTKpBITH ¢aiin

YToObI OTKPHITH (aiij1, BOCIIOIb3YWTeCh OJJHUM M3 CJIeIyI0IIUX CII0COO0B:

— Ecimu «MoitOduc IpesenTanusy sBIisieTCs MPUIOXKEHUEM 10 YMOTYAHHUIO JIJIST OTKPBITHS
daiyioB cooTBeTCTBYIOIIEro ¢popmaTa, ABKIbI LIEJKHUTE 10 (aiily JIeBOW KHOIKOU
Mmbiiii. B Hekotopeix OC Linux st oTkpeiTusi daiiyia TpebyeTcsi OUH IeT4Y0K JIeBOU
KHOIIKH MBIIIIH.

— IllenkuuTe mo ¢aitny npaBoil kHonkoW MbiiM. [Ipu pabore B OC Linux BbeIIONIHUTE
KOMaH/ly KOHTeKCTHOTro MeHI0 OTKpbITh B «MoiOd¢uc IIpesentanus» / OTKpPBITH C
nomompo «MoiO¢uc IIpesentamus». [Ipu pabore B OC Windows BeimosHUTE
KOMaH/Ty KOHTeKCTHOTr0 MeHI0 OTKpPBITh C HOMOIIBI0, 1pU pabote B macOS — OTKPBITH
B npuwioxkeHuu. B o0ToOpa3uBIIeMcs CIUCKe TNPUJIOKEeHUM BbIOepUTe IpUJIoXKeHHe
«MoitOduc IIpeseHTarus».

— OTtkpoiite npunoxenne «MorOduc [IpeseHTarivs» 1 BBIIIOJIHUTE CIIeYIONIME IeUCTBUS:

1. Beibepure myHKT komaHjaHOro MeHio Paitn > OTKpwITH (CM. PucyHok 48) wim

"Haxxmute covetaune kiasuil Ctrl+0O / $Cmd+O.

2. B okHe ¢annoBoro MeHemkepa BbiOepuTe TpeOyeMbI (aijl U HaXMHUTe KHOIIKY
OTKpBITS.

— OTtkporite npunoxenue «MoiiOduc IlpesenTanus» U neperamyre JOKYMEHT WIA ero

SpIbIK U3 OKHA (GalJIoBOro MeHe/pKepa OIlepalluOHHOM CHUCTeMBI B OTKPBITOE OKHO

npuiiokeHus. [leperackuBaHreM B OKHO TPHJIOXKEHHSI MOXKHO OTKPBITh 70 32 daiiyioB

OIHOBpPEMEHHO.

4.1.2.1 ®aiin B popmare PPT

Pa6orta c daitnamu B dopmate PPT Ha macOS He nmoaiepxviBaeTcs.

[Tpu otkpeiTvu ¢airina B popmare PPT mpoucxomut ero aBTomarvyeckass KOHBepTalus B
dopmar PPTX. Ilom mnaHenbi0 WHCTPYMEHTOB OTOOpakaeTcsi WHGOpPMAIMOHHAs CTPOKa C
COOTBETCTBYIONMM YyBenomiieHueM: «®aits1 OblsT aBTOMAaTh4YeCKH mpeobpa3oBaH B 0ojiee HOBBIM
dopmat». Haxkmute B manHou crpoke kHOoKy OK (cm. Pucynok 49).

Yrobnl coxpaHuTh Paiisi B popmate PPTX, BeIoHUTE eHWCTBUS, ONMUCAHHBIE B pasjerie

CoxpauuTth dhan.
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. Hoean npesentauyns - MoliOdue CrangaptHblid. JomMaliHan sepons - O X

Daikn [paeka Bcraska @opmar  Chala  WMHorpymedts Bua  lokas cnaigos  Mognwcka  Cnpaska

By XB B o0 &v
+ o O B9 BB~

HoBaenTs E] v D C ~
M3GpaHHoe dann Mpaeka Odopmne.. | Boraska e
(D) ®aiin Gbin aEToMaTHUECKW NpeoBpasosaH B Gonee HOBLIF hopwMaT

HoBwii cnaifg v

Pucynok 49 — Knonka OK

4.1.2.2 ®daiin KoCTyIIeH TOJBKO IS MPOCMOTpa

Ecmu png daitna cpencrBaMu orepaliMoOHHON CUCTeMbl YCTAHOBJIEHO CBOWMCTBO «TOJBKO
YTeHue», TOo:

— JTaHHBIN (AT OTKPHIBAETCS B PeXXUMe IIPOCMOTPa;

— Ha TIaHeJIM MHCTPYMEHTOB oToOpaxkaeTcsi yBemomiieHue: «Paiiyl AOCTyIeH TOJBKO IJis

MIPOCMOTPA».

a1 OTKPHIBAETCS B peXXHMMe PeJIaKTHPOBAHMUS, eClii paboTa C HUM OCYIIIeCTBIISIETCS 110

npotokosry WebD AV wnmu on umeet pacimmpenue *.pptm, *.ppt.

B pexxvMe mpocMoTpa He JIONyCKaeTCss BHOCUTh U3MEeHeHUs B JIOKYMEeHT U U3MEHSTb ero
dopmarupoBanue. IIpy HEOOXOOUMOCTH MOXHO CO3/1aTh PEeAAKTUPYeMYyI0 KOIHUIO JAHHOTO
NOKyMeHTa. [Ijis 3TOrO Ha TaHeJIW WHCTPYMEHTOB HaXXMUTe KHOINKY PegakTHpPoOBaTh KOIHIO

(cM. Pucynok 50).

. Mpesentaymua MedOduc - MoiiOduc CrangapTHeli. Jomaludan sepona - O >

®aiin  [lpaeka Becraeka @opmat Cnaidg  Wectpymentsr Bug  Mokazcnaligoe  Moagnucka  Cnpaeka

=Sy [B] v ®ain 4ocTyneH TOALKO ANA NpocMoTPa PefakTMpOBaTL KOMMIO

Ll

Pucynok 50 — Knonka PemakTHpoBaTh KONHIO

Kommusg JAOKYMEHTad OTKpPOeTCd B HOBOM OKHe IIPpUJIOXEHHU. Yto0bI COXPAHHUTH KOIINIO,

BBIIIOJIHUATE OeWCTBUS, OIIMCAHHbIE B pasneiie CoxpaHHThb dan.
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4.1.2.3 ®aiin ucnonab3yercs IPYyruM NpUIOKeHHeM

Ecmm daiin oTKpeIT Ha pejakTUPOBaHMe B IPYTOM IPUJIOXKEeHUH, TO:
— JJAaHHBINW dalJl OTKPBIBAETCS B PeXXUMe IIPOCMOTPA;
— Ha I[aHeJIM UHCTPYMEeHTOB OTOOpaXkaeTcsl yBeJJOMJIeHHe O TOM, YTO JIOKYMEeHT OTKPBIT B

Ipyrom npusnoxeHuu (cMm. PucyHok 51).

[ Hosan npesentauua - MoiOduc CrangaptHeii. Jomalunas sepcins — m} X

Daiin  [paexa Bcraska ®opmar  Cnalia Wncrpymenter Bug  MNokas crailgoe  Mognucka  Cnpaexa

I.Jéli] hd @ hd @aiin HegocTyneH Ana W3MEHEHU, Tak Kak WENONL3YETCA APYTUM NpUAOHKEHWEM WK NOJb30BaTENeM ﬂponepun, AOCTYNHOCTE PE‘AEKTMPQBSTI: Konuo

-

Pucynok 51 — ®aii1 ucnosnb3yeTcst IpyruM IpUJIoKeHueM

@aiis1 OTKPBIBAETCS B peXXUMe PeaKTUPOBaHUSsl, €CJIA OH OTKPBIT:
— B Microsoft PowerPoint mpu pa6ore B8 OC Linux wim macOS;

— B JIpYyI'OM IIPUJIOKeHUU U 3TUM INIPUJIo>KeHHeM He co3fiaH lock-garii.

B pexume nmpocMoTpa He [I0ITyCKaeTCs BHOCUTb U3MEHEHHUs B JJOKYMeHT U U3MeHSTb ero

dopmaTrpoBaHue.

YT10o6B! peakTUPOBaTh JOKYMEHT, BBIIIOJIHUTE OIHO U3 CIIelyIOIUX JelCTBUM:

— 3aBepumiMTe paboTy C [IOKyMEHTOM B JIpyrOM IIPWJIOXKeHWHU. 3aTeM B IIPUJIOXKEeHUU
«MoitO¢uc IlpeseHTarus» Ha TaHeId WHCTPYMEHTOB HakmuTe KHONKY IIpoBeputh
mocTynHocThb (cM. Pucynok 52). Eciu pabora ¢ JOKyMeHTOM B JIpyrOM IPWIOXKeHUH He
3aBepllleHa, 0TOOpa3nTCs BCILIbIBaoOlee coobIieHre «/JoKkyMeHT Bce ellle UCIIOIIb3yeTCs.

Ecnu paboTa 3aBepiiieHa, JOKYMEeHT IepeijieT B PeXKUM pelakTUPOBAHUSL.

| Hosan npesenTauma - MoiiOdwuc CrangapTreii. JomaluHan sepcua - O X

Daiin  [paeka Bcraska Qopmatr  Cralg  WMectpymedts Bug  [Nokas cnaiigoe  Mognwcka  Cnpaeka

S~ [B] ~ daiin HEegOCTYNEeH ANA M3MEHEHWIA, TaK KAk MCNoAb3yeTcd ..  [poBepWTE A0CTYNHOCTE PegakTvpoBaTk KOMWIO

Ll

Qaiin sce ewe ncnon

Pucynok 52 — BenibiBaroiiiee coobimieHue
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— CosmaiiTe pelaKTUPyeMYI0 KOIUIO JIoKyMeHTa. [ljisi atoro B npuioxkeHuun «MonOduc
[Ipe3eHTanus» Ha MaHeJId WHCTPYMEHTOB HaXMHUTe KHONKY PemakTHpPoOBaTh KOIHIO.
Konus gokymeHTa OTKpoeTcssi B HOBOM OKHe NpHUJIOXKeHMs. UToObl COXpaHUTh KOMHIO,

BBITIOJIHUTE JIeMCTBUS, ONIMCaHHbIe B pa3ziesie CoOXpaHUTh (aill.

4.1.2.4 ®aiin oTKPBIT APYTrUM I10JIb30BaTeIeM

[Ipu nomnbITKe OTKPBITH JIOKAJBHBINA JOKYMEHT, OTKPBITBIM JIPYTUM I10JIb30BaTejieM Ha 3TOM
’Ke KOMIIbIOTepe, Ha 3KpaHe OTOOpaXkaeTcsl AMAIOroBoe OKHO (cM. PucyHok 53), B koTOpoM
COJIePKUTCS:
— Undopmanusg o mosb3oBaresie, KOTOpPBIM B HacTosillee BpeMsi paboTaeT C 3THUM
JIOKYMEHTOM.
— Kuonka OTKpPBITH KOIUIO J1J151 CO3/IaHUS peJJaKTUPYeMOUM KOIUU JIOKYMEeHTa.

— Knomnka 3akpsITh /17151 3aBepiiieHus: paboThl C JOKYMEHTOM.

OTkpbITe daiin >

0 Urobbl He NOTEpPATb M3MEHEHWA
ApPYroro nonb3oBaTens,
PEKOMEH/YeTCA OTKPbITh KOMMIO
daina.

HpopMauwna O Nonb3oBaTene:

EneHa CMMpHOBa, Havano
paboTbl: DESKTOP-LSMEQKEK,
25.05.2024 0:06:49

OTKPBITE KOMWHD 3aKkpeITh

PucyHnok 53 — Jluanorosoe 0KHO
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4.1.3 OTKpBITH HelaBHUE JOKYMEHTbI

B npunoxennu «MoitOduc I1pesenTanusy coxpaHsieTcs CIMCOK JOKYMEHTOB, C KOTOPBIMHU
1I0JIb30BaTellb paboTan B IociefHee BpeMs. YTOObI OTKPBITH ¢ai U3 CIKUCKA, BBHIIOJIHUTE

cllenyroniye AeiCTBUS:

1. Beibepute nyHKT KOMaHaHOro MeH Paiin > HenmaBHue [XOKyMeHTHI
(cm. Pucynok 54).

2. B orobpasuBiiemMcsi mofiMeHIo BbibepuTe Tpebyembiil dhaiti.

@Daidn  [paeka Beraeka @opmat  Cnallg  WHetpyments Bug  [okas cna

[ Cosgate Ctrl+N @ - D e LlgeT 33

[= Otkpwtb... Ctrl+0O [=2] Maker
HeaaBHue foKyMEHTH - Hoean npesentauma 1.pptx

=Y Coxpani Ctrl+5S Hoeana npezeqtauma l.xodp
CoxpaHuTb Kak... F12 OunctuTe
ABTOBOCCTAHOBNEHWE r [

Pucynok 54 — I[Tynkt menio HegaBHue JOKyMeHTbI

Ecmm crimcok HeJdaBHHX Cl)afIHOB IOTepsI aKTYaJIbHOCTb, YAdJIUTE €ro. [[JISI 2TOro BbIﬁepI/ITe

MYHKT KoMaH/iHOTo MeHIo Paiin > HegaBHue qokyMeHTBI > OYHCTHTD.

4.1.4 PacnieyaTaTh JOKyMeHT

4.1.4.1 Be3 Bxo1a B IpHJIOKEHHE

[Ipu pabore 8 OC Windows MOXHO pacrnedaTaTh JIOKYMEHT/TPYNIy JOKYMEHTOB 0e3 UX
MIPeJIBAPUTEIBHOTO OTKPHITUS B NpuiioskeHnu «MoitOduc ITpeserTanmsy».

J17151 3TOr0 BBIIIOJIHUTeE ClleflyIole NeHCTBUS:

1. BoigenuTte TpebyeMblii JOKYMEHT/TPYIITY JOKYMEHTOB B TpoBoAHKKe Windows.

2. OTKpoiTe KOHTEKCTHOe MeHIO IIeJTYKOM MTPABOM KHOMKYU MBIIIK ¥ BLITIOJIHUTE KOMaHIY

ITeuatn.
[TeuaThb ocytiecTBIIsIeTCS Ha MOCJIeJHEM MCIIOIb30BAHHOM B MPUWJIOXKEHUU npuHTepe. Eciu

IIPUHTEP paHee He BbIOWpACs, TO Me4aTh OCYIIEeCTBJISETCS Ha IpUHTepe, ycTaHOBIeHHOM B OC

Windows 1o ymon4anuio.
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B npornecce reyaTy BO3MOXKHO 0TOOpaXkeHHe ClelyIoIKX AUaIOTOBbIX OKOH:

— WA JOKYMEHTAa OOJIBLITIOT O pasMepa WK TpPyIIbl OJOKYMEHTOB — OKHO IIOATI'OTOBKH

JOKYMEHTOB K I1e4dTH;

— OIOBeIlleHMs O TTOBPeXJIeHHbIX daiiiax U ¢aijiax C Heloep>XuBaeMbIMU GopMaTaMu.

4.1.4.2 Bo Bpems paboTHI B PHJIOKEHHH

YroObl pacnieyaTaTh Ipe3eHTal|I0, BHITTOIHUTE OIHO U3 CJIETYIOIUX JIeUCTBUM:

— BribepuTe nyHKT koMaHAHOTO MeHI0 Paiin > IleyaTs (cM. PucyHok 55).

— Haxxmurte codyeranue kiasuin Ctrl+P / $Cmd+P.

Daitn  [paeka BeraBka

[ Cosgate
[ Omkpoito.
HegaeHue gokymeHTH

ol Coxpanuts

CoxpaHnTe Kak..

ABTOBOCCTAHOBNEHWE

= Meuats...

Dopmar

Ctrl+M

Ctrl+0O
3

Ctrl+5
F12

Ctrl=P

Pucynok 55 — [Iynkt komanaHoro meHio Iledars

OTtkpoetcs okHo HacTpoiika medatu (cM. PrcyHok 56), KOTOpoe COIepXXUT:

— 06J1acTh MPeITpOCMOTPA IIPe3eHTaIluH TIepe/] evaThio,

— 0obJ1acTh HaCTpOeK IeyaTH.

B obmactu IMpearrpocMoTpa CoAepzKaTcs CJIeAYIoIIre KHOITKU:

— B v B - ymenpmmTe/yBenmunTh MaciTab ci1aiia B 0671aCTH IPeIIpoCMOTPa;

— BrmcaTsb — BriMcaTh Ci1aii/l B 06J1acTh peAnpoCcMOTpa;

— H u [ - nepeiitu k ciienyroiemMy/mpenbayIneMy Claiay Ipe3eHTaluu.

Maciirrab, ycTaHOBJIeHHBIM B 00JIaCTH IPeJIIpOCMOTpa, He BJIMsieT Ha T'paHMUIIbl [1e4aTH.

HHCTPYMEHTBI M3MeHeHHs MaciuTaba InpegHa3dHa4eHbl TOJIBKO [JId JeTaJIbHOI'O

MPOCMOTPA COIEPXKMMOTO ITPEe3eHTaIlHH.
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06nacTb HAaCTpOeK NeyvaTw O6nacTb NpegnpocMoTpa

|

|

4 Hactpoiika neqatn l

MpuHTep:
Microsoft Print to PDF

CeoiicTBa MpWHTEPA..

Kenuun:

JEyCTOPOHHAR NevaTs:

Brikn.

MeuaTk B OTTEHKAX ceporo

~
1 “ KomnnekToBate

l x

TUTYNbHbIN
CnAng

- Bruwcate  +
Meuats OTtmeHa

Pucynok 56 — Okno Hacrpoiika negaTu

B ob6nactu HACTPOEK I11€4dTHh MOXXHO YKa3dTb IIapaMeTphl, I1epedyrCIIeHHbIE B Ta6m/1ue 3.

Tab6smma 3 - [TapameTrps! neyaTu

ITapametp

Hasunauenue

[Ipunrep

[IpunTep s neyaTy Npe3eHTAlUH.

CBo¥icTBa mpUHTEpa

Knornka nocrymnHa Tombko B OC Windows. [Ipu HaxkaTvn OTKPBIBAETCSI OKHO
CBOWCTB TIpUHTEpa. BuJ ¥ cocTaB mapaMeTpoOB OKHA 3aBUCHUT OT MOJIENN
MPUHTEPA, BLIOPAHHOTO B TOJIE BHIIIE.

[TapameTpsl, yKa3aHHBIE B OKHEe CBOHCTB PUHTEPA, aBTOMATHIeCKH
MepPeHoCATCs B COOTBETCTBYIoIKe 1moJisi okHa HacTpoiika medaTu.
[TapameTphl, KOTOpBIE He MOJePKUBAIOTCS TPUHTEPOM, HEJOCTYITHBI B
okae Hacrpoiika meyaTn.

[TevaThb B OTTEHKaX
ceporo

[TeuaTh IIBETHOTO TeKCTa U 1/1306pa>1<eH1/11?1, KOTOpbIe COAepXKaTCs B
IIpe3eHTalliy, B OTTEHKaX Ceporo mBeTd.

Komuu

Yucno meyaTaeMbIxX IK3eMIUIIPOB IIpe3eHTalun.

KomiutekrtoBatn/
He xomimiekToBaTh

[Tosie mocTyNHO, €CM KOJIMYeCTBO MeYaTaeMbIX 3K3eMIUIIPOB ITpeBbIIaeT 1.
OmnpepenseT MOpsIOK IPyNIMPOBKY CTPAHHUI] BO BpeMsl I1e4aTHu:

— KoMmniekToBaTh — rpymnmnupoBaTh 1o komusim (1,2,3 1,2,3 1,2,3);

— He xoMIIeKTOBaTh — IPYNNUPOBATh 10 HOMepaMm crtpanur (1,1,1 2,2,2
3,3,3).
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ITapameTp Hasnadenmne

HBycTOpOHHSS JIByCTOpOHHSS ITeYarTs:

1evaTb — BBIKJIL. — OJIHOCTOPOHHSAS [1eYaTh;

— IlepenieT o AJTMHHOMY KPalo — ABYyCTOPOHHSIS Ile4aTh, CTPAHHUIIB
IepeBOPavYMBAIOTCS OTHOCUTEINIbHO IJIMHHOTO Kpas;

- HEPEHJIET II0 KOPOTKOMY KPpaAl0 — IBYCTOPOHHSA I1e4aTh, CTPAaHHUIbI
rnepeBOpPa4YMBAIOTCA OTHOCHUTEJIbHO KOPOTKOTI'O Kpa#.

YroObl pacnieyaTaTh Ipe3eHTaIMi0, HaxkMuTe KHOMKY IleyaTs.

4.1.5 CoxpaHuTts ¢aii

4.1.5.1 CoxpaHuTh Kak

YroObl COXpaHUTh HOBBIM dall WM CO3[aTh KOMHUIO TeKylero d&aiija, BBIIOJIHUTE
Cllefyroue JeviCTBUS:
1. BrimosnHuTE KOMaH/ly COXpaHEHUSs! OJHUM U3 CJIeIyIOUMX CII0OCOOOB:

— Bribepute nyHkT KoMaHiHOTrO MeHI0 Paiin > CoxpaHuTh Kak (cM. PucyHok 57).

Daitn  [Mpaeka Beraeka Qopmar

[ Cosgate Ctrl+M

[ Omxpoits... Ctrl+0
HegasHwe gokymeHT 4

ol Coxpanuts Ctrl+S
CoxpaHWTe Kak... F12
ABTOBOCCTAHOBAEHMWE »

= [Meuars... Ctrl+P
JakpuiTe

Pucynok 57 — Komangaoe menio ®aiin

— Ha nmanenu HNHCTPYMEHTOB, B pa3fiejie daii HAOKMHUTE Ha CTPeJIKY CIIpaBd OT KHOIIKH

(CoxpaHuTh) ¥ B BBHINAJAIONIEM CITHCKe BbIOepuTe koMaHAy CoXpaHHTh KaK

(cM. PucyHnok 58).

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOTUW», 2013-2024 54



MonOdumc

®ain [paeka Beraeka Popmar  Chalg
+ % ¥ 0 ©

AoGaenTs

CoxpaHuTe

CoxpaHWTe Kak...

M3GpanHoe

Pucynok 58 — Knornika CoxpaHuTh

— Haxmurte kmaBumy F12 npu pabore B OC Windows, coderaHWe KJIaBUIII
Ctrl+Shift+S nipu pa6ote B OC Linux unu coderanue knaBuin  Shift+38Cmd+S npu
pabote B macOS.

2. B oknHe ¢aitoBoro MeHemkepa BbIOepuTe TAIKy [jIi COXPAaHEHHs, YKaXXUTe UMS U

dopmar aitsia/konuu ¢aitia U HaxkmuTe KHONKY COXpaHUTB.

[Ipu coxpanenuu B popmarax PDF u PDF/A-1:

— Ccplnky Ha Be6-CalThl COXPaHSIOT paboTOCIIOCOOHOCTS.

— Ccpinky Ha (aiifibl ¥ ajipeca 3JIeKTPOHHOU MOYTHI He 3KCIIOPTUPYIOTCS.

HpI/I CO30aHHUH KOITMN pa60‘II/IM AOKYMEHTOM CTAHOBUTCS KOITUA cbafma.

4.1.5.2 Coxpanutsb

YroOn! n3bexaTh MOTEPH JAaHHBIX B Cilydae cO0eB B paboTe KOMITbIOTEpPA, PEKOMEHIYeTCs
IIepUOIUYeCKH COXPAHSTh TeKYIIMN IOKyMeHT.
Jlyisi coxpaHeHUs] W3MeHeHUN B TeKyllleM [IOKyMeHTe BBIIIOJIHUTE OAHO M3 CJIeAYIOHMX
IelCTBUM:
— BribepuTte nyHkT koMaH/iHOrO MeHIo Paiin > CoxpanuTs (cM. PucyHok 57).
— Ha nanenu wuHCTpymMeHTOB, B pasfgeie Paiyi HaXMUTE KHOIKY (CoxpanuTn)
(cM. PucyHok 58).
— Ha nanenu uHCcTpyMeHTOB, B pasieiie dail HAXMUTe Ha CTPEJIKY ClipaBa OT KHOIIKU
(Coxpanuth) ¥ B BBIIAJalONleM clucke BblbepuTe komaHay CoxpaHuTh
(cM. PucyHok 58).

— HaxxmuTte couyeranue kiasuii Ctrl+S / $Cmd+S.
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4.1.6 ABTOBOCCTaHOBJICHHE JOKYMEHTOB

ABTOBOCCTAaHOBJIEHMe — 3TO (QYHKIMS, I103BOJISIONIAS I10JIb30BATENII0 BOCCTAHOBUTH
JIOKyMEeHTbI, paboTa C KOTOpPHIMM OblIa 3aBepllieHa HEKOPPeKTHO (Hampumep, mpu cboe
3JIeKTPOITUTAHUS).

Yrobbl  obecriedyuTh  BO3MOXKHOCTb ~ BOCCTAaHOBJEHUs, mpuiioxkeHue «MouOduc
[Ipe3eHTanuis» mepuoiMuecku COXpaHsieT pe3epBHbIe KOMMU PeIaKTUPyeMbIX JIOKYMEHTOB, B TOM
Yucjae — JIOKYMEeHTOB, HM pa3y He COXpaHeHHBIX IoJyib3oBaTesnieM. Eciu paboTa NpuiioxeHUs
3aBepIllaeTcsi aBAapUHWHO, TO IPU IIOBTOPHOM BXOJle B IpPHJIOXKEHHe I10JIb30BaTellb MOXeT
COXPAaHUThH KOMUU JOKYMEHTOB KaK OTHeNbHble (Gailyibl WK 3aMeHUTh KOMHUSMHU OpPUTHHANIbHbLIE
JIOKYMEHTHI.

PeBepBHbIe KOITMKW NOKYMEHTOB XPAHATCA OOWH MeCHIl, d 3dTeM dBTOMdTUYeCKHU yOdJISAI0TCH.

4.1.6.1 HacTpouth aBTOBOCCTAaHOBJICHHE JOKYMEHTOB

[To ymomuanuio npuwioxenvne «MoOduc I[lpeseHTarus» coxpaHseT pe3epBHBIE KOIHU
BCeX peJJaKTUPYeMbIX JOKYMeHTOB KaKJble D MUHYT.

YT100ObI U3MEHUTh HACTPOMKHU, BBIIIOJIHUTE CIIefyIole e CTBUS:

1. BribepuTe nyHKT koMaHAHOTO MeH0 daiin > ABToBoccTaHoBJieHHe > Hactpoiiku

aBTOBOCCTaHOBJIeHus (cM. PucyHnok 59).

®ain  [paeka Beraska Qopmar  Cnaldg WHotpymerts Bug  TNokas cnaig

[ Cosgate Ctrl+N B v D & Ler sanme
[= Otepwrte... Ctrl+0 Maker v
HegaeHue oKyMeHTH k
OdopMneHue
& CoxpaHute Ctrl+5
CoxpaHnTb KaK... F12
ABTOBOCCTAHOBAEHWE r HacTpoikK 8ETOBOCCTAHOBAEHWA
BoccTanoeneHHme dainb
= Meuatb.., Ctrl+P
JakpuTe

Pucynok 59 — ITyHkT komManaHoro MeHto Hacrpoiiku aBTOBOCCTaHOBJIEHHUS

2. B oxne Hacrpoiiku aBToBoCcTaHoBIeHus (cM. PrcyHok 60):
— YToOBl OTKJIIOYMTL WJIM BKJIIOUYMTH COXPaHeHHe pe3epBHBIX KOIUM JIOKyMEeHTOB,

CHHUMMHTE UJIK II0CTaBbTe cl)naxcox Coxpamrrb pPe3epBHbIE KOITHHA (])aimms KadiKbIe.
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HacTpofkn aEToBOCCTaHOBNEHMA X

CoxpaHATe pe3epBHbie KON Gainoe Kaxabie: | § pauu.

~'  HacToasHeie npuaoxkenna. pptx

MorOduc.odp [Tekywmii]

PacnonoxeHne:

C:/Users/User/AppData/Local/New Cloud Technologies Ltd/MyOffice/MyOffice
Presentation/Restore

MpruMeHTE OTmeHa

Pucynok 60 — Oxno HacTpoiiku aBTOBOCCTaHOBJIeHHS

— YUrobbl U3MEHUTH UHTEPBaJl COXpaHeHHsI pe3epBHBIX KOMUM IOKyMEHTOB, YKaXKUTe ero
BPYYHYIO, C TIOMOIIIBIO TepeKJItoYyaTesisl, KIaBUIll KJIaBUATypbl | U 1T WKW KOJIeCHKa
Mmbiiu. [Ilarom nepekitouenus sBisiercss 1 MUHYTA.

— Ecn  Tpebyercs OTKIIIOYMTH COXpaHEHHEe pe3epBHBIX KOMUW JJii OJHOTO WU
HEeCKOJIbBKHUX }IOKYMQHTOB, OTKprTbIX B I[&HHbII:I MOMEHT, OTMeTbTe UuX (bJIa)KKaMI/I B
cnrcke He coxpanaTs mis ciaexyromux ¢aitioB. B aTom cnivicke He 0ToOpaXaroTcst
JIOKYMEHTbI, KOTOpble HU pa3y He ObLJIM COXpaHeHbl BPYUYHYIO.

— Ecimu tpebyetcst ckonupoBaTh yTh K NAllKe, B KOTOPOW XPaHSITCSI pe3epBHble KOMUU
JIOKYMEHTOB, HA)KMUTE KHOIIKY 0.

3. Haxxmute kHOnKy IIppiMeHUTB.

4.1.6.2 BoccraHoBJieHUe JOKYMEHTOB

Ecnu paborta ¢ nokymeHTaMu Oblila 3aBepllleHa HEKOPPEKTHO, TO IIPU ITIOBTOPHOM BXO7le B
NpUJIoXKeHHe OTKPBIBAeTCsl MAJoroBOe OKHO, IpeficTaBjieHHOe Ha pucyHke 61. Haxmurte B

OdHHOM OKHe KHOIIKY OTKpLITb.
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ABTOBOCCTAHOBAEHWE >

| BoccraHoBneHbl daiinbl, ¢ KOTOPbIMMK
Bbl paboTanu

WameHeHWA B 3TWX JOKYMEHTaX He BN CoXpaHeHb
13-33 aBapUIHHOro 2aBepLueHnA paboTel
npuaoxeHua. OTkpeITe Gaiaw?

OTKpPLITE He oTkpeiBaTE

Pucynok 61 — JIlnanorosoe okHO

B HOBBIX OKHaX TPUJIOXKEHUSI OTKPOIOTCS] pe3epBHbBIE KOTIMH JIOKYMEHTOB.
YT106bI COXpaHUTDH KOMTHUU, BRITIOJTHUTE JJIsl KAXKIOM U3 HUX CJIeAyIOIue 1eACTBUS:
1. Bemmonnaute koManiy CoXpaHHUTh KaK OJTHUM U3 CJIeIyIOIIKMX CIIOCOOO0B:
— B crTpoke yBemomiieHHs, KOTOpas OTOOpa)kaeTCs IO/ TaHeIbl0 WHCTPYMEHTOB,

HaxxmuTe kKHONIKY CoxpaHuTh Kak (cM. PucyHok 62).

@aiin  lNpaeka Beraeka Qopmar  Crailg  Wectpymentw Bug  Mokascnailgoe  lMognwcka  Cnpaska

= v B~
70T dain Goln aEToMaTMYecky soccTaHoene. CoxpaHuTe ero, UToBsl HE NOTEPATE AAHHGLIE, Yaanute CoxpaHWTb KaK...

~

' |

Pucynok 62 — Knonka CoxpaHuTh Kak

— Bribepute nyHkT KoMaHHOro MeH0 Paiin > CoxpaHuTs kak (cM. PucyHok 63).

®alin [Mpaeka Bcraeka Qopmar C
[ Cozpate Ctri+N
= OmepoiTh... Ctrl+0
HepaeHwue gokymeHTH L4
= CoxpaHuts Ctrl+5
CoxpaHuTh KaK... F12

Pucynoxk 63 — [Iynkt komanaHoro MeHio CoxpaHUTh Kak
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2. B oxHe CoxpaHUTBb KaK:
— Ecmn Tpebyercs coXpaHUTh KOIMIO KaK OTAeNbHBIM ¢aii, BbiOepuTe Marky s
COXpaHEeHMUs], YKaXkUTe TUIl U Ha3BaHUe (aiiia U HaxXMUTe KHONIKY COXpaHHUTh.
— Ecnu TpebyeTcs 3aMeHUTD KOTTUer UCXOIHBINA (aiis1, BbiOepuTe 3TOT Gailyl U HaKMHUTe

kHONKy CoxpaHHTh.

Ecmu Tpebyercs ynandTh KONMHIO, HAaXMHUTe B CTPOKe YBeJOMJIEHHs II0J] IaHeJIbIo

WHCTPYMEHTOB KHOIIKY ¥ JanuTh (cM. PrucyHok 62).

4.1.6.3 IIanens «BoccraHoBiieHHbIe PaMIbI»

Ecnu kakue-nrnbo pe3epBHBbIe KONMUU JOKYMEHTOB He ObLTM COXPaHeHbl WK yIaleHbl Tak,
KaK 3TO OMMCAHO BHIIIe, OTKPOUTe NaHelib BoccTanoBiieHHbIe ¢aiijibI.

J17151 3TOT0 BBHITIOTHUTE OJTHO U3 CIIEYIONUX IeACTBUMN:

— Bribepute nmyHKT KOMaHgHOro MeHio Pais > ABTOBOCCTaHOBJIEHHE >

BoccranoBiiennsie ¢aiinbl (cM. PucyHok 64).

@aiin  [paeka Beraeka Qopwmatr  Coalg  WHcotpyments Bug lMokas coaiiag

o Comen cul=t ﬁ e i D e LieeT 3anme
[= OtkpwiTh... Ctrl =0 Maxer v
HeaaeHwe gokymeHTH 9
OdoprmaeHne
5 Coxpanute Ctrl+S
CoxpaHnTe Kak... F12
ABToBoCCTaHOBAEHME 3 HacTpoiiki 28TOBOCCTaHOBACHMS
= Meuvars... Chrl+P BocctaHoeneHHele daiam
JakpuTe

Pucynok 64 — [IyHkT komanHOro MeHi0 BoccraHoBieHHbIe (aiyibl

— Ha OokoBoll maHenu  HaXMUTe  KHOIKY [% (BoccraHnoBiieHHble  (aiinbi)

(cM. PucyHok 65).
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Durypa ¥ @ WMzobpaxeHne... % TaBavua w  eee

Pucynok 65 — Knonka BoccranoBsiennslie ¢aiinbt

YToObl OTKPBHITh, COXPAHUTh WJIM YJAJIUTh PE3ePBHYI0 KOMHUIO JOKYMEHTA, BBIIIOJIHUTE
CJIeJTyrolue IeUCTBUSL:

1. HaBenuTe Kypcop MbIIIM Ha Ha3BaHUe KONUU (cM. PucyHok 66) 1 Ha)kMUTe KHOIIKY

2. B BbINafiaroieM crvcke BbibepuTe TpeOyemMyro KOMaH/Ty.

= BoccraHoBNeHHble daitnbl [%

A\ 3Tv daiae Bev BOCCTAHOBNEHE! NOCAE
ABAPWIAHOTD 3AKPBITHA NPHACHKEHHA 1
ByayT xpaHuTeca 30 gHel ¢ gaTe
BOCCTAHOBMEHMA, YToGb HE NOTEpATE
AEHHBIE, COXPAHWUTE HYKHbIe daiinb,

YaannTe Bce

01:37 MoiiO¢uc.odp

01:37 HacroneHele Orepuits

CoxpaHnTe Kak..

Yaanute

Pucynok 66 — Komanzp! ynpaBiieHUs! KONHen
OTKpBITh pe3epBHYIO KOIHMIO JIOKyMeHTa MOXKHO TaKKe JBOWHBIM IIIeJTYKOM MBIIIM 110 ee

Ha3BAHHWIO B CIIHCKe.
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Ecnmu Tpebyercst ymanuTh BCce KONWK IOKYMEHTOB, HaXXMWUTe KHOIIKY YJaJIUTh Bce

(cMm. PucyHnok 67).

- BoccTaHoBAEHHble dainbl [%

A 3TW dalnp BeKM BOCCTAHOBAEHE NoChe
aBaPMAHOD 3AKPBITHA NPHACHEHUA W
ByayT xpanuTecA 30 gHel € gatel
BOCCTAHOBAEHHA, HTobbl He NoTepATE
AAHHBIE, COXPAHUTE HyKHbIE daiap,

YnanuTe Bce

Pucynok 67 — [IyHkT komanHOTrO MeHi0 BoccraHoBieHHbIe (aiyibl

4.1.7 3axpsITh Qaiin

[Tocne 3aBepmienust paboThl C PadIOM COXpAaHUTE €ro W 3aKPOHUTe OKHO ITPUJIOKEeHHS

OIHUM U3 CJIeAYIOINX CIIOCODOB:

— BribepuTte nyHKT kOMaH/IHOTO MeHI0 Paiin > 3akpseITh (cM. PucyHok 68).

Dain  [Npaeka Beraeka Qopmar

[ Cozgate Ctrl+N

[= Omepoite... Ctrl+0
HegaeHwe qokyMeHTsl L

o CoxpanuTe Ctrl+5
CoxpaHnTe KaK... F12
ABTOBOCCTAHOBAEHKWE s

= Mevatb.. Ctrl+P
JakpeiTe

Pucynok 68 — [IyHKT MeHI0 3aKPBITh

— Haxxmute kHOIIKY X (3aKpBITH) B 3aT0JIOBKe OKHA MTPUJIOXKEHHSI.

— Haxxmure coueranue kiasum Alt+F4 / $Cmd+Q.
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4.2 Pabora co ciramaMu

4.2.1 Maciura6b ciaigos

[To ymom4anuto Macmrab ciiai/ioB ojgoupaercs o pa3Mepy pabodeil 06s1acTé B TJIaBHOM

OKHe IMPpUJIOXKEHHU .

4.2.1.1 YBeIMYUTH WIH YMEHBIIUTH MACIITA0 CJIAiI0OB

[Tpu HeobxogumocTH MaciiTab CjlaiiJloB MOXXHO M3MEHUTh B OOJBIIYI0O WM MEHBIIYIO
CTOPOHBI C TIOMOIIBI0 KOMAaHAHOTO MEHIO UJIM CTPOKU COCTOSIHUSI.
YroObl M3MEHUTh MaciTab C IMOMOIbI0 KOMAHAHOTO MEHIO, BBINOJIHUTE CJIelyIolue

JelCTBUS:

1. Bpibepute myHKT koMaHAHOTO MeHI0 Bug > Macmrab (cMm. Pucynok 69).

Bug MMokas cnailgos  Moanwcka Cnpaeka
Nunelka Ctrl+5hift+R
Henevataemble cMMBONL |x_ﬂ‘|| Durypa v @ Wzobpamen

" JCKW3B CNangoE

MacwTab L ¥eenuuute macwTah

¥meHbWWTE MacwTal
MaHens MHETRYMEHTOE r

DakTHULCKWA pasmep Ctrl+0

Mo pasmepy okHa

Pucynok 69 — [lynkt komManjHOTO MeHI0 MaciiTad

2. B oTkpeIBIIEMCS IOJIMeHIO BbiOeprTe TpeOyeMyto KOMaHAY:
— YBeanunTh MacmiTab — yBelmauTh TeKymui Macirad Ha 10%;
— YMeHbIINTB MAacITa0d — yMeHbIINUTh TeKyIyi Macirab Ha 10%;

— dakTHyeckuii pazmep — ycraHoBUTh Macirad 100%.

Y1oObl M3MEHUTh MAacCHITad C TIOMOIIbI0 WHCTPYMEHTOB, pacCIOJIOXKEeHHBIX B CTPOKe
coctosiaus (cM. Pucynok 70), BBITIOJIHUTE OJTHO U3 CJIeAYIOIUX JIeHCTBUM:
— 3akaB JIEBYIO KHOIIKY MBIIIMA, IepeMecTuTe OeryHOK BIIpAaBO WJIA BJIEBO, YTOOBI
YBeJIMYUTH UK YMEHBIIUTb MacIrab CoOOTBeTCTBEHHO.
— Haxkmurte kHOTIKY +, 4TOOBI yBEIMYUTH MaciiTab, WM KHOMKY =, 4TOOBl YMEHBIIUTh

Macmrab. B xaxom cinydae mar 6yner cocraBisth 10%.
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— BrienniTe 3HaueHMe TeKylllero Maciiraba, pefJakTUPyHTe ero BPY4YHYIO U HaXXMUTe Ha
kiasuiry Enter.
— HaxxmMuTe Ha CTpesKy, pacIOIOKEHHYIO CIIpaBa OT 3HAa4eHMs TeKyllero Maciuraba, U

BbIOepuTe Tpebyemblii MacIITab 13 BHITIAAAIOIIEro CIHUCKa.

Cnaiig 1 w3 1 e - + 100% ~

Pucynok 70 — Ctpoka cocTossHUS

4.2.1.2 YcTraHOBHUTH MacIITad CJIAiI0OB 10 pa3Mepy OKHa

YTo0Ob! BpyYHYIO YCTAaHOBUTH MACIITAb CIalI0B IO pa3Mepy paboyei 001acTH, BBIIIOJIHUTE
OIHO U3 CJIeYIOIIUX IeUCTBUM:
— Bribepute myHKT KOomMaHAgHOTO MeHI0 Bua > Macmrad > Ilo pasmepy oxHa

(cM. PucyHok 69).

— B cTpoke coCTOSIHUSI HAXKMUTE KHOIIKY (ITo pa3mepy okHa) (cM. PucyHok 70).

4.2.2 Tlepexon Mexay ciiaiaMu

Yro6bI 0TOOPa3UTk Ciaii B pabodeil 06s1acT, BbIOepuTe 3CKM3 JAHHOTO CJlaiiia Ha MaHen

cnaiipoB (cm. Pucynok 71).

Hoewlid chaing v

THTYN B SNl

N TUTYNbHbIV CNAINL

Cnaidg 1 w3 2 ) = . + 45% -

Pucynok 71 — OTobpakeHue ciaiijia B paboueii obmactu
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Jly1isi OBICTPOrO TepeKJIIoUueHHUs] MexAy CllaliJlaMu MCIIOJIb3yHTe KOJIeCHKO MBI WIIH

KJIaBUIIIM KJIAaBUATYpPHI (cM. Tabmuiry 4).

Taoumma 4 — IlepexsrroueHne Mexxay ciaigaMu

HelicTBHe

Brinmostnenue

YcinoBue BuInoIHeHHS

[lepexon k npeAbInyIeMy CJauy

Page Up (Windows/Linux)
Fn+Crpenka BBepx (macOS)

Crpesnka BBepx,
Crpernka BieBO

OOmBeKTHI Ha ciaige He
BbIIleJIeHbl U He
pelaKTUPYIOTCS

[TpokpyunBaHUe KoJiecuka
MBIIIHU OT ceds

Kypcop nHaxoaurcs B
paboueit obmactu
[JIABHOTO OKHA

[lepexon k ciepyromemMy Clanmy

Page Down (Windows/Linux)
Fn+Crtpenka Bau3 (macOS)

Crpeska BHU3,
CrpeJika BpaBo

OOmbeKThI Ha ciiaie He
BbIIleJIeHbl U He
pPenaKkTUPYIOTCS

[Ipokpy4nBaHue KOJIeCHKa
MBIIITY Ha cebs

Kypcop HaxoauTcs B
paboueit obmactu
IJIAaBHOTO OKHA

[Iepexon k mepBoMy ClIauAy

Home (Windows/Linux)
Fn+Crpenka Bieo (macOS)

OOmbeKThI Ha ciaige He
pE)laKTpr}OTCSI

[lepexon k nocienHeMy ClIauay

End (Windows/Linux)
Fn+Crtpenka BrpaBo (macOS)

OOmbexThI Ha ciiaie He
pelaKTUPYIOTCS

4.2.3 Co3maTh ciaaiig

[To ymonyaHuio HOBas Ipe3eHTalus COJIepXXUT OUH Claif. JlaHHBIA Claiy NpeJHa3Ha4YeH
IUIsL CO3[JaHMsl 3arojIOBKA Ipe3eHTAallMM U Ha3bIBAeTCSI MUMYAbHbIM caaiidom. [lpyrue craiibi
cienyeT 100aBUTh B IPe3eHTAINIO0 BPYUYHYIO.

[Io ymosuaHui0O HOBBIM CJlaiJi TIOMeIaeTcs I0Ciie Cllaifia, BbIJIEJIEHHOIO Ha IaHelu
CJIayvoB.

[Ipu mobaBieHMHU B Mpe3eHTaIlMI0 HOBBIX CJIAWJIOB JIEMCTBYIOT CJIeTyIOIye TTpaBUIa:

— Ilocne TUTYynBHOTO Crlakga A00aBJISETCS ClIakl C MaKeToM 3arojI0OBOK M TeKCT, eCJH

MakeT He BbIOpaH BPy4YHYIO.
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— [locne mro6oro fpyroro ciaiia 1o0aBiseTcs Cliaijl ¢ UIeHTUYHBIM MaKeToM, eClIM MakKeT
He BblOpaH BpyuHylo. Hampumep, mocie cimaiijia ¢ mMakeToM 3arojiIoBOK H TEKCT I10
YMOJTYaHUIO J00aBJISIeTCS CJIAk/1 C UIEHTUYHBIM MaKeTOM 3aro/I0BOK U TeKCT.

— Ecmu maker ciaiija BbIOpaH BpPy4YHYIO, TO B IIpe3eHTAIMIO [00aBjsieTcs Cllaij C

BbI6paHHbIM MaKeTOM, He3aBUCHMO OT CBOMCTB npeabraymero cllanja.

4.2.3.1 Co3gaTs ciaiij ¢ MAaKeTOM 10 YMOJIYAHHIO

Yrto6bI CO3MaTh CJIAN]I C MAKETOM 10 YMOJTYaHUIO, BBITIOJTHUTE CIIeAYIOIHe IeHCTBUS:

1. Ha manenu cnalijjoB BbIJIeIUTE CJIAWJl, TOCJIe KOTOPOro TpedyeTcs A00aBUTh HOBBIM
CcIanm,.

2. Jlo6aBbTe HOBBIH CJIAM] OJJHUM U3 CJIeIyIOIIMX CIIOCOOO0B:

— Bribepute nyHkT KoMaHiHOTrO MeHIO BeraBka > Curaiig (cM. Pucynok 72).

Beragka  Qopmar  Chabig  VIHCTpymMeHTE

Chnaiig

[ WzoBpameHue...

TekcToBDe None

¢ Ourypa 4

Pucynok 72 — [1yHkT koMaHiHOT0 MeHIo CJiaing

— Bribepute nyHkT koMaHHOro MeHi0 Cnaiix > HoBbil ciaiig (cMm. Pucynok 73).

Cnabig  WHctpyments Bug  lNokas chaidgos (o

HoBwid cnaig Ctrl+M
AyGavpoeate Ctrl+D
Y¥aanuTe cnang Del

#  CkpbiTe chaidg

Maket r
MepemecTUTE B HaYano Ctrl=Shift+Up
MepemecTiTe BolWE Ctrl=Up
MNepemecTuTe HUe Ctrl+Down
MepemecTuTE B KOHEL, Ctrl+5hift+Down

PucyHnok 73 — [IyHkT koManiHOro MeH0 HoBbIM ciraip
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— Ha nanenu cnaiinos Haxmurte kHonky HoBbri cnaiin (cm. Pucynok 74).

Hoewiil chaing Y

Lag

Pucynok 74 — Knonika HoBwbIi# ciaiig

— [lenxHUTE NTpaBOM KHONKOW MBIIIM 110 BHIOPAaHHOMY CJIaii/ly ¥ BBIIIOJIHUTE KOMaHy

KoHTekcTHOTro MeHI0 HoBwbri ciaiin (cMm. PucyHok 75).

Hoewii cnaipg o

s  Boipesats Ctrl+X
Konwposats Ctrl+C
[} BcTaeuTh Ctrl+V
HoBwid chaig Cerl+M
OyBanpoeats Ctrl=D

& CrpuiTe chaig

Maker 4

Y¥oanmte cnang Del

Pucynok 75 — Komania koHTekcTHOTO MeHI0 HoBbIH cirarig

- H_IEJ'[KHI/ITE HpaBOﬁ KHOIIKOM MBI 110 HYCTOfI obnacTh Ha IaHeId CIIAaJ0B U

BBITTOJIHUTE KOMaHly KOHTeKCTHOTO MeHi0o HoBbIit cinafig (cM. PucyHok 76).
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HoewiiA cnaig, d

Hosmii cnailg N Ctrl+M |
Tl

Pucynok 76 — Komania koHTekcTHOTO MeHI0O HoBbIH ciiarig

— Haxxmure kiaBumry Enter wm coderanve kiiaBuin Ctrl+M /  Shift+3#Cmd+N Ha

KJIaBHATYype.

4.2.3.2 Co3gaTsh ciaiij ¢ BBIOpaHHBIM MaKeTOM

YroObI cO30aTh Ci1ai]l C BBIOpAaHHBIM MaKeTOM, BBIIIOJIHUTe Clleyolye NelCTBUSL:

1. Ha maHenu cialijloB BbIJIEIUTE CJIAW]I, TOCJIe KOTOPOro TpedyeTcs 100aBUTh HOBBIM
clanm,.

2. UlenxHuTe 110 cTpesike cripaBa oT kHonku HoBwIi cnaiin (cM. Pucynok 77).

3. B oTkpbiBIIEMCSI MeHIO BbiOepuTe TpeOyeMbli MaKeT Ciakja.

| HoBwi cnaing w |

THTYAbHbIA cnaig 3aronoBOK ¥ 3aronoBOK W TEKCT
MOAIaronoeok
2
3 3aronoBOK W ABa ToNBKD 3ArON0BOK MycToi chaiig,
cTonBua

Pucynok 77 — Maketsl cl1aiiioB
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4.2.4 [lyonmupoBaThb ciaiin

[Ipu my6nvpoBaHWM CO3MAeTCs KOMMS Cllaijla CO BCeM ero cojepXuMbiM. Komus
ToMeIIaeTcs Mocye cjlakjla-OpuruHaia.

Yrto6bl 1yOIMPOBATh CJIA/I, BBITIOJIHUTE Cleyolre NeiCTBUS:

1. BrigenuTe ciaii Ha HaHeH CIJIakIoB.

2. CospmaiiTe KONUIO CIaii/la OJJHUM K3 CJIeIyIOIIUX CIIOCOOOB:

— Bribepute nyHkT koManaHOro MeHio Coaiix > JlyoupoBats (cM. PucyHok 78).

Cnabig  WHctpyments Bug  lNokas chaidgos (o

HoBwiid chaing Ctrl+M

AyGavpoeate Ctrl=D

Pucynok 78 — IlyukT mento JlyosmmpoBaTth

— IIleTukOM TpaBOM KHOIIKM MBIIIM [0 CJIAWAY OTKPOUTE KOHTEKCTHOe MeHIO0 U

BBINIOJIHKTE KOMaHy Jly0smpoBaTh.

— Haxxmure coueranue kiasuin Ctrl+D / $Cmd+D Ha kiaBUarype.

4.2.5 NameHuTs MakKeT cjaainga

Y1oObl UI3MEHUTD MaKeT CJiaifia, BHITOIHUTE CIIeAyIolHe 1eHCTBUS:
1. Bripenure cnaiij Ha aHesy CJIaNJOB.
2. OTKpoiTe CIIMCOK MaKeTOB OJJHUM U3 CJIeYIOIIUX CII0COOO0B:

— Bribepute nyHkT koMaHaHOTO MeHI0 Cuaiix > Makert (cm. Pucynok 79).

Cnaig  WHorpymenter  Bug  [Nokas chaigos  [Mognwcka Cnpaeka

Hoewmi chaing Ctrl+M
AyBavposate Ctrl=D TekcToBOE NONE |l\_\| Durypa
¥aanuTe craing Del
& CkpwiTb cnailg a
Maket P v TurynbHHR caaiig
. 3aronoBoK W NOA3AroN0B0K
MNepemecTuTs B Ha4ano Ctrl+Shift+Up 4
3aronoBoK W TEKCT
MNepemecTiTh BoilLE Ctrl+Up
3aronoeok W gea cTonb
[MepemecTnTe HUHe Ctrl+Down 4 He
. Toasko 3aronoeok
MepemecTuTs B KOHEL, Ctrl+5hift+Down
MycToii chaiig

Pucynok 79 — ITyHkT komMaHiHOTO MeHI0O MakeTt
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— Ha nmanenu unHcTpymeHTOB, B pasfene OdopmiieHne HaXMUTEe KHOIKY Maker

(cm. Pucynok 80).

®ain [lpaeka Bcraska @opmar  Creahg  Vnctpymedts Bua  lNokas chafgos  [ognwcka  Cnpaska

+ i ;'"'; E hd Q D Ke) LigeT zanmekmn ¥
OobaevTe [E] v <_) 'f__> Maker V%

HM3&paHHoe ®ainn MNpaeka

TekcToeoe none @ Durypa

HoewlA chnaidg A

1
TUTyAbHbIA chaig 3aronoBoK W 3aroNoBoK ¥ TEKCT
NOy38 roNoBoK
3aronoBOK M ABa TonbkD 3aronoBoK MycToil cnaig
cronBua

Pucynok 80 — Knonka Maket

— [llenxHuTe NpaBOM KHONKOM MBIIIM IO CJIAWy Ha IlaHelnW CyanjoB. Bweibepute

KOMaH]ly KOHTeKCTHOTro MeHIo Maket (cMm. PucyHok 81).

Hoewlid cnaing v

7, Boipezats Cirl+X
Kenwpoeats Cirl=C
[ BcraewTts Cirl=+V
Hoewi cnang Ctrl+M
AyBanposate Ctrl=D
7 CkpbiTe caaiig

Maket h P v TurynbHER caaiig

. JaronoBoK M NOA3arofoB0K
¥nanuTe cnaing Del

3aronoBoK M TEKCT

3aronoeok 1 gea cTonBua
Tonbko 3aronoBok

MycToii chaiig

Pucynok 81 — Komanpaa koHTekcTHOrO MeHI0 Maket
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— [llenkHUTEe TPaBOM KHOINKOM MBIIIM 110 IIYCTOMY MeCTy cjlaiifia B pabodeil o0acTu.

BribepuTe KoMaHly KOHTeKCTHOTO MeHI0 Maket (cM. Pucynok 82).

Hoswil cnaidg v

1

o Bmipesats Ctrl+X

Konwposate Ctri+C

[Ty BcraButs Ctri+W
BcTaBMTL TOABKO TEKCT
BecTaents w3 Bydepa obmera r
Maker A P TuTynbHBIA chalig

g

3aronceok v NoO43aroNoeEoK
3aronoBok W TEKCT
3aronosok W gBa cTonbBua

TonbKo 2aronceok

MycToi caalig

Pucynok 82 — Komanaa koHTeKCTHOrO MeHI0 Maket

3. B oTkpbIBIIEMCS CIIMCKe BbIOepuTe TpeOyeMblil MakeT ciiaija.

4.2.6 IlepemecTuTs Ciaip

[Topsiiok cmaliJloB MOXKHO MEHSITh, llepeTacKuBasi UX MBIIIbIO Ha MaHelu ciiaijioB. Takke
ClalJibl MOXXHO IiepeMellaTh C TOMOIbI0 COYEeTaHWM KJIaBUII, KOMAHJHOTO M KOHTEKCTHOI'O

MeHIO.

4.2.6.1 IlepemecTuTH B HA4YAJIO

YroObl cAenaTh KaKOW-MHOO CJlalj]l TEepBbIM CJIAWJIOM TIpe3eHTallUH, BBITIOJIHUTE
clenyrolye NeriCTBUS:
1. BoigenuTe ciaii[l Ha IaHeNX CJIANOB.
2. TlepemecTuTe Claiii OMHUM U3 CIIETYIOITUX CIIOCOOOB:
— Bribepute nyHKT KOoMmMaHgHoro MmeHioo Caaiix > IlepemectuTr B Hauajio

(cM. Pucynok 83).
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Cnabig  WHctpyments Bug  lNokas chaidgos (o

HoBwiid chaing Ctrl+M
AyGavpoeate Ctrl+D
Y¥aanuTe cnang Del

#  CkpbiTe chaidg

Maket r
MepemecTUTE B HaYano Ctrl=Shift+Up
MepemecTiTe BolWE Ctrl=Up
MNepemecTuTe HUe Ctrl+Down
MepemecTuTE B KOHEL, Ctrl+5hift+Down

Pucynok 83 — Komanzp! nepemelienus ciaia B KOMaHJIHOM MeHIO

- I_HEJI‘{KOM HpaBOfI KHOIIKM MbIIIN OTKpOﬁTe KOHTEKCTHOEe MEeHIO CJIaiJla U BBIIIOJIHUTE

koMaHy IlepemectuTs B Hagaso (cM. PucyHok 84).

Hoewiia cnaig, v

J  Buipezats Cirl+X
Kenwpoeats Ctrl+C
) BcraewTs Ctrl=+W

3
Hoewii chaing Ctrl+M
Jy6avposats Ctrl=D

& CkpoiTh crailg

Maker L
MepemecTuTs B Havano Ctrl+Shift+Up
MepemecTuTs B KOHEL, Ctrl+Shift+Down
¥panute cnaig Del

Pucynok 84 — Komanp! repemMerrieHus ciaiiia B KOHTEKCTHOM MEHIO

— Haxxmurte coueranne kmaBuin Ctrl+Shift+Ctpenka BBepx / 1 Shift+3Cmd+

Crpenka BBepx Ha KjlaBuarype.
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4.2.6.2 IlepemecTHUTH BBILIe/HIKE

Ecmm caiin TpebyeTcst mepeMeCTUTh OTHOCUTENIBHO TMpedblIyIlero/mocielytonero cjianaa,
HCIIOJIb3YHTe CIie/lyIole KOMaH/Ibl:
— IlepemecTHTB BHIIIIE — [TOMEHSTh MECTaMH BbIOPAHHBIN U MPeIbITYIINN CIAN/I;

- HEPEMECTI/ITL HHAe — [IOMeHATb MeCTaMH BbI6paHHbeI u HOCJIE}IYIOHII/Iﬁ CJIAkI.

Yrto6bI IepeMecTUTh CJIaki/1 BhIIe/HIKe, BHITTOJIHUTE CIIeAYIOIIe IeHCTBUS:
1. BoigenuTe ciaii[l Ha IaHeNIX CJIANOB.
2. TlepemecTuTe Claiii OMHUM U3 CIIETYIOITUX CIIOCOOOB:
— Bribepute nyHkT koMaHHOTrO MeH1o Ciadix > Ilepemecturs Bhime / IlepemecTurs
Hike (cM. Pucynok 83).
— IIpu pabore B OC Windows nimm Linux Haxkxmute coderanue kiaBuil Ctrl+Crpenka
BBepx / Ctrl+Crpenka BHu3. [Ipu pabore B macOS HaxMuTe codyeTaHue KJIABUII

#¥Cmd+Crpenka BBepx / $Cmd+CTpenka BHU3.

4.2.6.3 IlepemecTuTH B KOHeI|

YroObl cpenaTh KaKOW-TMOO Caij] TOCIeHUM CJIAWJIOM Tpe3eHTalluH, BBITIOJIHUTE
Clleqyroniye AeiCTBUS:
1. Brigenure cnaiijg Ha IaHeNIH CIaigoB.
2. TlepemecTuTe Claiii OMHUM U3 CIIETYIOITUX CIIOCOOOB:
— Boibepute nyHKT komaHgHoro MeHio Coaiim > IlepemecTurh B  KOHeI[
(cM. Pucynok 83).
— IllerukoM MpaBoO¥ KHOIKY MBIIIK OTKPONTE KOHTEKCTHOe MEHIO CJIak/la ¥ BHITIOJTHUTE
koMaHzy Ilepemectuts B koHer (cM. PucyHok 84).

— Haxxmute coveranue kiaBuin Crl+Shift+Crpenka Bau3 / # Shift+3Cmd+Crpenka

BHH3 Ha KJIaBUaType.

4.2.7 CKpBITH WIH 0TOOPa3UTh CJIAM]

B IIpe3eHTallud MOXXHO CKPbIBATb HEKOTOPbIE CJIAN b, YTOOLI OHU He 0To6pa>1<aJ11/1c1> Inpu

JeMOHCTpallMU. JTO MOXeT ObITh yI0OHO, KOT/la B Ipe3eHTal[Myd Hapsiy C TOTOBBIMM CJIali/laMu

COIEepPXAaTCA YepHOBHUKH (00121791 (0)- 3 7 1) 15| IIpe3eHTalivsd IIpeJHd3Hd49€Hd MOJid II0Kd3d pPd3HbIM

ayJIUTOPHSIM.
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Ecnu B npesenTanuy TpebyeTcsi CKpbITh UIM 0TOOPasUTh HECKOJIBKO CIIAMZ0B, CKpOMTe

WM 0TOOpa3vTe UX M0 OYepeiy.

YToOBI CKPBITH CJIAl]], BBIIIOJIHUTE CllefyIolye e CTBUS:
1. BrimenuTe ciiaiifi Ha HaHesu CIaliIoB.
2. Ckpo¥iTe ciaiJl OTHUM U3 CJIeIyI0IIUX CII0COO0B:

— Bribepute nyHkT koMaHaHOro MeHI0 Ciadi > CKpbITH ciadia (cM. PucyHok 85).

Cnabig  WHctpyments  Bug  lNokas cnaiigoe (o

HoBwii chaing Ctrl+=M
AyBanposate Ctrl=D
Y¥aanuTe cnaig Del

7 CkpwiTb cnaiig

Pucynok 85 — ITynkt komanHOr0 MeH10 CKPBITH Cl1ai/

— IlleukoM rpaBoi KHOIIKW MBI OTKPOWTe KOHTEKCTHOe MeHIO CJ1aii/la U BBIIIOJIHUTE

xoMaHy CKpeITh cnaiin (cM. PucyHnok 86).

Hoewii chaidg v

&  Boipesats Ctrl+X
Konwpoeats Ctrl+C
[y Berasuth Ctrl+V
2
HoBbiid caaig Ctrl+M
JyBanposats Ctrl=D
7 CKpbiTe Chaig L}
3 Maker »

MepemecTuTe B KoHEL, Ctrl+5Shift+ Down

Yaanute cnang Del

Pucynok 86 — Komanga CKpbITH Caiyg
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Yro0Obl 0TOOPA3UTh paHee CKPBITBIM CIIaii/l, BHIMOIHUTE CJIeAYIOIIUe IedCTBHUS:
1. BroigenuTe ciaii Ha maHesu CIaiaoB.
2. OrobpasuTe ciaij OAHUM U3 CJIeJYIOIIMX CII0COO0B:

— BribepuTte myHkT komaHaHOTro MeHio Curaiin > Ilokasars ciaiig (cM. PucyHok 87).

Cnalig  WMHetpymentst  Bup  lNokaz cnaiipgoe  [lo

Hoewil cnang Ctrl+M
OyBavpoeate Ctrl+D
¥panwTe craing Dl

@ [lokazaTte chakg

Pucynok 87 — [Tynkt komanHoro meHto Iloka3aTs ciaig

— IIlemukoM rpaBoi KHOIIKW MBIIIA OTKPOWTe KOHTEKCTHOe MEeHIO CJ1aii/la U BBITIOJIHUTE

komanay Iloka3aTs cinaiig (cMm. Pucynok 88).

Hoewlid cnaidg v

4

Boipezate Ctrl+X

B O

Kenupoeate Ctrl+C
2 BcraeuTe Ctrl+V
HoBwiid cnailg Ctrl+M
dyBanpoeats Ctrl=D

@ [lokazate cnaig h

Mawker *
MNepemecTiTe B KOHEL, Ctrl+5hift+Down
Y¥oanmte cnang Del

Pucynok 88 — Komanma Iloka3zaTs ciaiig

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOTHW», 2013-2024 74



MonOdumc

4.2.8 3asinBKa ciaiga

®on cnaiiia MOXXHO OKPACUTh B JIIOOOM ITBET MIIM 3alIOJIHUTh H300paskeHHeM.

4.2.8.1 3anuBKa ciaiga nBeToM

J17151 3a7TMBKY CJ1aii/ia [IBETOM BBITIOJIHUTE CJIeJTyIOIIHe JIeUCTBUS:
1. BrimenuTe maHHBIN Cllaiig Ha MaHeIX CJIadOoB.
2. YToObl OKpacuTh CJIaiji B TOCIEIHUN IIBET, KOTOPBIA HCIIOIb30BAJICS JUISl 3aJIMBKU

00BEKTOB paHee, Ha [TaHeId UHCTPYMeHTOB, B pasieile OdopmiieHHe HAXXMHUTe KHOIIKY

re)

IIBer 3amuBku (cM. Pucynok 89).

3. UToOBI OKpacuThb Cllai]l B IPyroM IBeT, HAXMUTEe Ha CTPeJIKy CIlpaBa OT KHOIKH

IIBer 3aIMBKH.

®aia  [lpaska Beraeka @opmar  Chag  WHctpymedtsr Bwg  Mokas cnaigoe  [oagnwucka  Cnpaeka

+ w O\"fD IE M Q D [.O LI'BETSEJIHBKH |\{i ??? .
OobaenTe E] - (_J ':__>

M3BpaHHoe dain Mpaeka

HeT zanuekM

LLeeTa Temb:

HoBwid cnaia v
4 B | ]

CTaHaapTHeE LBeTa:

MocnegHwe LeeTa:

Apyrue LuEeTa... ﬁ

Wzobpaxerne:

Bmbpats...

Pucynok 89 — Knonka IIBeT 3amuBKkH 1 naHesb BbIOOpA I[BETa
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4. Ha OTKpBIBIIEHCS TaHeIu BbIOOpa I[BeTa YKAXXHUTe IBET 3aJIMBKHU Cladjla OJHUM W3
CJIeIyOIMX CIIOCOOOB:
— BpIOepUTe LIBET B OJJHOM U3 IIpeJICTaBJIeHHbIX HAaOOPOB I1BETOB,
— YKaXkUTe KOJ| [IBeTa BPY4YHYIO,

- CKOHHPYIZTE OBeT C IIOMOIIBIO ITHUIIEeTKH.

4.2.8.1.1 BeiOpaTh 1iBeT B IpeJCTaBJIeHHBIX HA00Opax I[BETOB

Ha nanenu Bb16opa 11Beta (cM. Pucynok 89) npejicrasiieHsl ciefyroiye Habopbl IBETOB:

— IIBeTa TeMBI — COIEPXKUT 1IBETOBYIO MAJIMTPY TEMBI TEKYIIero JIOKyMeHTa.

— CTaHmapTHBIE IIBeTa — COJIEPXKUT 11BeTa, KOTOPbIe MOJIb30BaTe M Yallle BCero BHIOMPAroT
npu GopMaTUPOBAHUU JOKYMEHTa.

— IlocemHue mBeTa — COJEPXKUT /IO JIECSATH MOCTEJHUX IIBETOB, KOTOpbIe Bbl BbIOHMpaAIU
npu popmaTpoBaHuM AokyMmeHTa paHee. Habop Ilocinemrue nBera oTobpaxkaeTcs, eciu

BBl BBIOMPAJIA XOT$ ObI OJIMH IIBET.

[Tpu HaBemeHUM Kypcopa MBIIIM Ha JII000M I[BeT oToOpaXkaeTcsl 3HaUeHHe 3TOro IiBeTa B
nseroBor Mosie RGB. Hanpumep: RGB 192,80,77.

Jlyist BBIOOpA IBeTa IeJKHUTE 110 HeMY JIeBOM KHOMKOW MBIIITH.

LIBet nobaButcs B Habop Ilociennue nBeta 1 otMeTuTCs QuiaxkkoM. [Ianenb BiboOpa 11BeTa

3akpoetcs. CiaiiJl OKpaCUTCsl B BbIOpAHHBIM IIBET.

4.2.8.1.2 Yka3aTh Koj IIBeTa BPYUHYIO

Ecmu B mepeurciieHHbIX HabopaxX IIBETOB HET MOMAXOJSIIEro IBeTa, yKaXUTe ero Koj
BPYUHYIO:
1. HaxxmuTe kHomiky JIpyrue nBera (cMm. PucyHok 89).
2. B otkpsiBiieMcsi okHe Beioop mBera (cM. Pucynok 90) ykaxute TpeOyemblii IBET B
Bune HEX-kona unu B popmare RGB.

3. Haxwmure kHOonky OK.

[IBeT, yka3aHHbIA BpyuHyI0, Mo6aBuTCsa B Habop Ilocinegnme mBera (cM. PucyHok 89) u

ot™eTuTCs dniaxkkoMm. [Tanesnb BbiOoOpa 11BeTa 3akpoetcsi. Ciiai]] OKPacHUTCs B BLIOPAHHBIN 1IBET.
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Buifop ugeta X

Hex-kog MpegnpocmoTp
i

KpacHoii JeneHbii CHHWiA

255 L || 255 || 255 O

"

Pucynok 90 — OxHo Be106op nBera

4.2.8.1.3 CxonmmpoBaTh 1BeT C IOMOLIbI0 ITUIIETKH

[Tunerka mpeiHa3Ha4YeHa /Jisi OJITHOBPEMEHHOI'0 KOTMPOBAHUSI I[BeTa C TeKCTa UM OOBEeKTa,
PacIoyioXKeHHOT0 Ha CIaijie, ¥ PUMEeHEeHUs 3TOT0 IIBeTa K CIIaiy.

YT0o0mBI CKOITMPOBATh IBET C ITIOMOIIBIO ITHUIIETKHU, BBIIIOJIHUTE ClleJyroniye IeHCTBUSL:

=

1. HaxxmuTe KHOIKY &

(ITmnetka) (cMm. Pucynok 89). Ilanens BbiOOpa 1BeTa 3akpoercs,
Y KypCop NPUMET BU/JI «IIpUllesiay Jijisl BbIOOpa IBeTa.

2. HaBemuTe Kypcop Ha 1BeT, B KOTOPBIH TpebyeTcsl OKpacuTh ciai. [t 6oee TOYHOTO
BbIOOpA IIBeTa OPUEHTHUPYHTeCh Ha OOJIAaCTh, PACIOJIOXKEHHYIO CIIpaBa OT Kypcopa. B
Hel 0TOOpakaeTcsl IIBET MUKCeJIs, Ha KOTOPbIM B JaHHBI MOMEHT HaBeJleH KYpCop.

3. lllenkHuTe MO IIBETY JIEBOW KHOIIKOM MBIIIIH.

Craii1 oKpacuTCsl B BBIOpaHHBIN I[BET, U KypCOp MpHUMeT OObIYHBIM BUJI. YKa3aHHBIN I[BET
nobasutcs B Habop Ilocimenmnme mBera (cM. PucyHok 89) u ormeruTcss $nakkoM Ha IaHeNd
BbIOOpA I1BeTa.

Ecnmu Tpebyercsi oTkimoudTh NuUIeTKy 6e3 BbiOopa I[BeTa, HaxkmuTe kiaBuiny Esc Ha

KJIaBHATYype.

4.2.8.2 3anmBKa ciaiia u3o0paxkeHueM

YT0OBbI 3aM10JTHUTD CJIAN]] M300pakeHreM, BBITIOJIHUTE ClIeAyIolye 1edCTBUS:

1. BroigenuTe maHHBIN caig Ha ITaHe U CJIAUIOB.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOTUW», 2013-2024 77



MonOdumc

2. Ha maHenu WHCTPyMeHTOB, B pasnerne O¢opmMieHHe HaXXMHTe Ha CTPeJIKy CIIpaBa OT

KHOITKH © IBer 3anmuBku (cM. Pucynok 91).
3. Ha nanenu BwIbopa 11BeTa, B Oi10ke Vi300pazkeHne HaXXMUTe KHOIIKY Bb1OpaTs.

Mognwcka Cnpaeka

Bug Tlokas chavgos

®aiin [paska Beraska Qopmatr  Chafg  VHcTpymedTH
+ w D.\(; IE w Q D [-‘O‘ LleeT zanmexn |V] o—o
AdobaenTe @ hd (__) ":__)
HeT 2anueku
WM3GpaHnoe dain Mpaeka
LleeTa TEMbI:

Hoewii cnaidg v
4 B |

CraHgapTHeE LEETR:

MocnegHWe LBeTa:

Apyrve ueeta.. f?

Wzobpaxernne:

Bmbpate..

Pucynok 91 — Knornka BeiopaTts

4. B oxHe dainoBoro MeHemkepa Bbioepute TpebyemMoe n300pakeHre U HAXKMUTE KHOIKY

OTKpHITH.

4.2.8.3 OTMeHUTD 3aTUBKY

YToObI OTMEHUTH 3aJIUBKY CJ1ali[la, BBIIIOJIHUTE Cleytolye NeiCTBUS:

1. BroigenuTe maHHBIN caig Ha ITaHelIy CJIAUIOB.
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2. Ha maHenu WHCTPyMeHTOB, B pasnerne O¢opmMieHHe HaXXMHTe Ha CTPeJIKy CIIpaBa OT

<&

kHonku “ IIBer 3amuBKHu (cM. PucyHok 92).

3. Ha manenu BbI60pa [BE€Td HA’KMUTE KHOIIKY Her 3anuBxu.

a

+ v ‘}(3 ﬁ A _\ D [.O LleeT zaanBeKK |v]
NoBasuTs [E] v D B

HM3GpaHHoe dann Mpaeka

T b P
HeT 3an1eKKn

LleeTa TEMbI:

v

Hoewlld chnailg d

Pucynok 92 — Knonka Her 3anuBku

4.2.9 Ypanurhs ciang

YTo6bl yOAMUTh CJIAN]], BBITIOIHUATE Clleyollre el CTBUS:
1. BrimenuTe cnaii Ha IaHeId CJIAUIOB.
2. Ypanure ciaiij] OTHUM U3 CIeIyIOIIMX CIIOCOOO0B:

— Bribepute nyHkT koMaHaHOTrO MeH0 Cuaip > Y nanurs cinaig (cMm. PucyHok 93).

Cnaliy,  Whctpymentm  Bug  [Mokas chnaiigoe  [o

Hoewil cnaing Ctrl+M
AyGavposate Ctrl+D
¥panuTe cnaig D

#  CkpbiTe chaidg

Maket r
MepemMecTiTE B HaYano Ctrl=Shift+Up
MNepemecTTe BoilLe Ctrl+Up
MepemecTuTe HUHe Ctrl+Down
MepemecTiTe B KOHEL, Ctrl=Shift+Down

Pucynok 93 — [IyHKT KOMaHJTHOTO MeHIO Y JAJIUTh CJIaH/
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- IHeJI‘IKOM HpaBOfI KHOIIKYW MBIIIIN OTKpOﬁTe KOHTEKCTHOe MEHIO CJIahJa U BBITIOJIHHUTE

KoMaHzy Y ganursb ciain (cM. Pucynok 94).

HoesliAd chaidg W

Bripesath

Kenwposate

B O &

BeraenTe

Hoewil cnaitg

JyBavposate

%  CkpblTe chailg
MakeT
[epemMecTUTE B KOHEL,

¥aanuTe cnailg I

Ctrl+X
Ctrl+C
Ctrl+W

Ctrl+M
Ctrl=D

Ctrl+5hift+Down

Deel

Y

Pucynok 94 — Komanzga Y panurs ciaaig

— IIpu pabore B OC Windows nnu Linux Haxkmute kiaBuily Delete nin Backspace,

nipu pabore B macOS — Delete nunu Fn+Delete.
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4.3 Pabora c TeKcToOM
4.3.1 BBox Texcra

4.3.1.1 BBectHu TEeKcT

YrtoObl BBECTU TEKCT B 3aII0JIHUTEIIb, burypy umm I/I306Da)KEHI/Ie, BBIITIOJIHUTE OJHO M3

CJIeIYIOIUX NefCTBUM:

— BoigeniTe 06beKT OJHUM IIIETYKOM MBI U HAYHUTe BBOAUTH TpebyeMbliii TekcT. Eciu
OOBEKT y)Ke COIEepXXUT TeKCT, TO HOBBIA TEKCT IO YMOJIYAaHUIO BBOJUTCS II0CTe
CYIIeCTBYIOIIEro TeKCTa.

— Briesiute 0OBEKT IBOMHBIM IIETYKOM MBIIIM U YCTAHOBUTE KYpCOpP B TO MECTO, Kyja

HeobxoaMMO 106aBUTh TeKCT. BBeguTe TpeOyemblii TEKCT.

YToObI BBECTH TEKCT B sf4eMKYy TabIUIlbI, IepeinuTe B PeXXUM ee pelakTUPOBAHMUSL.

HpI/I H€‘06XO)II/IMOCTI/I BBIIOJIHUTE GOPMATHPOBAHKE BBeJJeHHOI'O TeKCT4d.

YroObI BEINTU M3 peXMMa pelaKTHPOBaHUs 00BeKTa, IIeJIKHUTe 110 JIF060My MecTy ciaijaa

3a IpeJielaMy JaHHOTO 00bekTa WM HakMuUTe KiaBuily Esc Ha kiaBuarype.

4.3.1.2 ABTO3aMeHa educa Ha THpe

[Tpu BBOJIe TekcTa MOJIb30BATEIM OOBIYHO CTaBSAT 3HAK Jedrca B Tex MecTax, IJie Io
IMIpaBUJIaM PYCCKOI'O 3bIKd HeO6XO)II/IMO CTaBUTb THPEe, TdK KdK Ha KJjlaBHAType 3HdK THpe
OTCYTCTBYeT. B CBsI3U C 3TUM NPUJIOKEHHe aBTOMAaTUYeCKH 3aMeHsIeT 3HakK Jieduca (-) Ha KOPOTKOoe
THpe (-), ecyid B JOKYMeHTe MMOoCJeIoBaTeibHO BBOASTCS TekcT_IIpooen_neduc_IIpoden_texcr_
IIpoGen/Enter/Tab.

Ecmu TPEGYETCH OTMEHUTDb dBTO3dMeHY, BbIIIOJIHUTE KOMdHOY OTMeHHUTE.

4.3.1.3 ABTO3aMeHa KaBBIUEeK

Ecimu TekcT BBOJUTCS HA PYCCKOM MJTM GPAHITy3CKOM $I3bIKe, TO KOMITbIOTEPHbIE KaBBIYKU
("") aBTOMaTHUYeCKH 3aMeHSIIOTCS Ha (PpaHIly3CKHe KaBbIUKH («»).
YToObl OTMEHUTH aBTO3aMeHY JIeBOM WJIM MpPaBOW KaBBIYKH, IOCJTIe ee BBOJA BBIMIOJIHUTE

KoMaH/ly OTMEHUTB.
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4.3.2 HemeuaTaeMble CHMBOJIbBI

Hemneuaraemble CHUMBOJIBI — 3TO YCJIOBHBbIe CHUMBOJIBI (OPMAaTUPOBAaHUS, KOTOpbIE
HCIIOJIb3YIOTCS JIJIS OpraHU3allii COJIEPXKMMOTO CJIakJI0B, HO He OTOOpaXKaloTCs IpPU IeYaTd U

JEeMOHCTpAIIH IIpe3eHTalllu. HermnevaTaembie CHMBOJIbI I10JIe3HO OTO6pa)KaTb Inpu

PelakKTUPOBAHUY CJIAHJIOB, HAaITpUMep, YTOObI M30eXKaTh IBOMHBIX MTPOOEIOB B TEKCTe.
Y1066l 0TOOPA3UTh HelleyaTaeMble CUMBOJIbI, BHIITOJIHUTE CJIeIyIOIIHe JIeHCTBUSL:
1. Boigenure 1000 371eMeHT cJlaijla Wik YCTaHOBUTE B HEro Kypcop.
2. BpinmosiHUTE KOMaH]1y OTOOPaXKeHUSI OJJHUM U3 CIIeIyIONIMX CIIOCOOO0B:
— B komanmHom MeHio Bupg mnocraBbTe ¢uiakok HemeuataemMble CHMBOJIBI

(cM. Pucynok 95).

Bug MMokas cnailgos  Moanwcka Cnpaeka

NwHeiika Ctrl+5hift+R
. Henedyataembie CHMBOALI

JCKW3H CNangoB
MacwTab ’

MaHens MHETRYMEHTOE r

Pucynok 95 — Komananoe mento Bug

— Ha maHe/M MHCTPYMeHTOB, B paszienie A63an HaxkMuTe KHonky 1| (HemeuaTaemsbie

cuMBOJIBI) (CM. PucyHnok 96).

Pucynok 96 — Knonka Heneyataemspie CHIMBOJIBI
YToOBI CKPBITH HelleyaTaeMble CUMBOJIBI, BBITIOJIHUTE JJaHHbIe JIeHCTBUSI TIOBTOPHO.

HermegaTaemple cuMB OJIbl, KOTOpbIe HUCIIOJIL3YIOTCA B  IIPUJIO’KEeHHUH «MOfIO(i)HC

[Ipe3enTarnust», mpeficTaB/ieHbl B TabiuIie 5.
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Taonuuma 5 — HemeuaTaeMbie CHMBOJIBI

IIpumep cuMBoOJIa B TEKCTe 3HaueHHe
MolOduc.Mpe3eHTayuma [TpoGen
MornOducT
Komnerr a63ara
MpeseHTauynAT
MoAOMpUC - MNMpe3eHTauns Tabynsaus
MorOduc«
Pa3psIB cTpoku
Mpe3eHTayua «

4.3.3 lllpudT

[To ymonmyaHuio IIpU CO34aHUM JIOKyMeHTa B mpuioxeHuun «MouOduc IlpesenTanus»
ucnosnbyetcs mpudt XO Oriel.
YroObI OBICTPO U3MEHUTH MPUQPT, BHIIIOIHUTE CIIeAYIOLUe IeHCTBUS:
1. BeigenuTe TeKCT, 1Sl KOTOPOro TpeOyeTcst U3BMEHUTDb MIPUQT:
— Yro6bl U3MeHUTh MIPUPT B OJJHOM CJIOBe, YCTAHOBUTe B Hero Kypcop WM BbIIeNuTe
€ro I[eJIMKOM.
— YToOBI U3MEHUTH MIPUPT B KAKOM-TMO0 pparMeHTe TEKCTA, BbIJIEJIUTE ero IeJIMKOM.
— Urobbl u3MeHUTHh MPUPT IS BCEro TeKCTa, PaCIOIOKeHHOI'0 BHYTPU OOBEKTa,
BBIJIEJIMTe JAaHHBIM 0OBEKT WJIU BbIJIeJIMTe BeChb TeKCT BHYTPU JJaHHOT'O 0OBeKTa.
2. Ha manenu uHcTpymMeHTOB, B pasfeine IIpudT mienkHuTe M0 MO0 C Ha3BaHUEM
Tekyilero mpudra (cM. Pucynok 97).
3. HauHuTe BBOJOUTH Ha3BaHUe HYXHOro Ipudra. B Brimajaroiem crivcke oTobpasuTcs

CIIMCOK H_IpI/ICl)TOB, COOTBETCTBYIOMIMX YCJIOBUAM I1IOKMCKaA.

Daidn [paeka Beraeka @opmatr  Cnalg WHeotpyments Bug  (okas cnafgoe  [Nognwcka  Cnpaeka

Ly By X0 @y @ 0 [ofm v o v A A

4
OoBaenTe [E] ~ 2 O X0 Thames v
M3t paHHoe dann Mpaeka
X0 Tahion
X0 Trebizond

Pucynok 97 — [louck mpudra
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4. Bribepute TpeOGyeMbli MIPUPT C TOMOIIIBIO MBIIIH WK KJIABUIII KJIABUATYPHI:
— [JenkHUTe 110 HAa3BaHUIO MIPUQTA JIEBOM KHOIIKOW MBIIIIH.
— BoienuTe HazBaHWe mipUudTa C NOMOIIBIO KJIABUII KJIABHUATYPbl | U 1T U HaXMHUTE

kiaBuiny Enter.

YroObI BEIOpaTh HIPHUT M3 ITOIHOTO CIIMCKA MIPUGTOB, BHIIIOJIHUTE Clleyollye el CTBUSL:

1. VkaxuTe TeKcCT, [l KOTOPOTro TpeOyeTcsi M3MeHUTh MIpUQT, Tak, KaKk 3TO OIMNKHCAHO
BBIIILIE.

2. Ha nanenu uHctpymeHTOB, B pasnene IlIpudT HakMUTe KHOIIKY “ CIIpaBa OT Ha3BaHUS
Tekytiero mpudra (cM. Pucynok 98).

3. B BhlllafatonieM cnrcke Beibepute TpeOyeMbld HMIPUQPT C TOMOIIBIO MBIIIA WUJTN KJIaBUII
KJIaBUATYPBI:
— [IlenxHuUTE 1O HAa3BaHMIO MIPHPTA JIEBOW KHOIIKOM MBIIIIN.
— BrileniuTe HasBaHue HIpU@Ta C IOMOMIBIO KJIABUII KJIaBUATyphl | U 1 U HaXMUTe

kiasuiny Enter.

Daiin  lNpaeka Beraeka Qopmar  Crag  Mectpymente Bug  Mokas chagoe  lMognwcka  Cnpaeka

+ B v X B v & [ [xoorid |v|| 4 |v] A= A*

JobaenTh [E] ~ S X0 Thames P v
HM3epanHoe Dain MNpaeka
Cormorant
PT Astra Sans
PT Astra Serif
PT Sans
PT Serif
X0 Caliburn
X0 Courser
~ X0 Oriel
%0 Onel Condensed
X0 Tahion

Pucynok 98 — [lonHbll cricok MpUQTOB
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Pexomenpnyercs wucnonb3oBath MmpUPTHl  ceMerictBa X0, 4TOOBI

¢dopmMaTrpoBaHue JOKyMeHTa IIPU ero OTKPHITUM B JPYTUX ONePallMOHHBIX CUCTeMaXx.

4.3.4 Pazmep mpudra

YToObI MU3MEHUTH pa3Mep MIPUQTa, BHIIIOIHUTE CIIeIyIOIHe IeHCTBUS:

1. Bripenute TekcT, Jyisi KOTOPOTO TpebyeTcs U3AMeHUTh pa3Mep HpUdTa:

COXPaHSITh

— YrobBI U3MEHUTH pa3Mep IJ_IpI/I(l)Ta B OOJHOM CJjiOBe, YCTAaHOBUTE B Hero Kypcop HJIn

BblJejinTe ero eJIMKOM.

— Yrobbl M3MeHUTh pa3Mep LWIPUPTa B KaKOM-IMOO (pparmMeHTe TEKCTa, BBIAEIUTE ero

INeJIMKOM.

— Urobbl m3MeHUTHh pas3mep mipudTa A7 BCETO TeKCTa, PACIOJIOXXeHHOTO BHYTPU

O6’b€KTa, BbIAEJIUTEe TAHHBIN 00BEKT WU BbIle/iIiTe BeCb TEKCT BHYTPU OdHHOI'O

o0ObeKTa.

2. Ha nanenu uHCTpyMeHTOB, B pasfeie IlIpudT menkHuTe CTpesiky clipaBa OT pa3mepa

Tekymiero mpudra (cM. Pucynok 99).

3. B BhbImagaroiemM crucke BeibepuTe pasMep mIpu@Ta, KOTOPHIA ClleflyeT NMPUMEHUTh K

YKA3dHHOMY TeKCTY WUJIK CJIIOBY.

Dailn  [paeka Beraeka Qopmatr  Coallg  MHcotpyments Bug  lMokas cnalfigoe  Tognwcka

+ hd oo ﬁ A & D X0 Oriel v W

JoBaenTe E] v O ) X K H 8

M3&paHHoe dain Mpaeka WpndT

Pucynok 99 — Pazmep mipudra
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Ecmu Heobxoaumoro pa3mepa mpudTa HET B CIIMCKe, 3a/laliTe ero Bpy4uHyto. s aToro:

1. Ha nanenu mHCTpyMeHTOB, B pasfene IIpudT BbigenvTe Tekyllee 3HaYeHHWe pa3Mepa
nipudra.

2. Benute HeobOxomuMoe 3HaueHuWe. B kadecTBe paspenuTesis i IPOOHBIX 3HAYEHUM
WCIIoNb3yHTe 3anaryo. Hanpumep: 21,5.

3. Haxxmure kinaBuiry Enter Ha kiaBuarype.

Jlis yBenuyeHus: pasMepa HIpyM@Ta Ha OJHY eJWHMUIy BBIIIOJIHWATE OJHO U3 CIIeAYIONIMX
JeNCTBUN:
— Bribepute nyHkT KomaHaHoro MeHio Popmar > Illpudrt > VYBenuuurs pasmep

mpudta (cM. Pucynok 100).

©opumat  Chag  WHctpyments Bua  [Nokas cnaigoe  [Mognwcka  Cnpaeka

OuncTUTE GopMaTHpoBaHKHE Ctrl+5pace [ vl a0 |v| AT AT = v =
WpkdT K NonysvpHei Ctrl+B
BripaEHWBaHKME b K Kypcws Ctrl+!
Cnncok FU MoguepkHyToid Ctrl+U
MosopoT TekcTa k

AT ¥MeHbWWTE pazmep WpndTa
¥nopAgounTe Y At YeenmuuTs pasMep WpngTa

Pucynok 100 — Komanpsb! yBesiiueHUsI U yMeHbIlIeHUsl pa3Mepa mpudTra

+
— Ha nasemu wuHCTpyMeHTOB, B pasfene Illpudt Haxmure kHOnKy A (YBeaHMUHTH

pa3mep mipudta) (cm. Pucynok 101).

Bwg [MMokas cnadgoe  Mognwcka  Chnpaeka

XO Oriel v 4 v AT AT v | = =5 =
X K 4 - &v &y Tv==H
WpuadTt AB3ay

Pucynok 101 — KHOIIKM yBenM4eHHUs ¥ yMeHbIlIeHUs pa3Mepa mpudTa

Jliis yMeHbIleHUsl pa3Mepa HpudTa Ha OJHY e[IMHUILY BBIIOJIHUTE OQHO M3 CIIeAyIOIIUX
IelCTBUMU:
— Bribepute nmyHKT komaHgHoro MeHio Popmar > Illpudt > YMeHbHIMTH pa3mep

mpudta (cM. Pucynok 100).
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— Ha nanemu unctpymentoB, B pasugene Illpudt nHaxmute kHonky A  (YMeHBIIHTH

pa3mep mipudta) (cm. Pucynok 101).

4.3.5 OdopmiieHne Tekcra

B npunoxenun «MoitOduc IIpeseHTanus» MOXHO MO-pasHOMY OQOPMIISTH (PparMeHThI

TeKCTa, YTOOBI BBIJIEJIMTh UX Ha (l)OHe OCTaJIbHOT'O COAep>KUMOT0 Ipe3eHTallnuHu.

Yr1o6bI M3MeHUTh 0popMIIeHHe TeKCTa, BBIIIOJIHUTE CJIeAyIoliye 1edCTBUS:

1. Bripenute TekcT, [yisi KOTOPOTO TpebyeTcs U3BMEHUTb OpOpMIIeHHeE:

— YtoObl u3MeHUTh OdOpMJIEHHWe OJHOI'O CJIOBA, YCTAaHOBUTE B HEro Kypcop WU

Bble/inTe ero 1ejJImKOoM.

— Yrobbl u3MeHUTh OdOpMIIeHMe KaKoro-mMbo ¢parmMeHTa TeKCTa, BBIJEJIIUTEe ero

IHeJIMKOM.

— YToOBI M3MEHUTH O(l)OpMJ'IEHI/Ie BCero TeKCTd, PdCIIOJIOKEHHOI'O BHYTPU O6’b€KTa,

BbIAEJINTE JAaHHbIN O00BEKT UIIH BbIleJInTe BeChb TEeKCT BHYTPU NdHHOI'O 00BeKTa.

2. BuimosHuTE OJIHY U3 KOMaH]I, IIPeJICTaBJIeHHBIX B Tabmuiie 6.

Tabauna 6 — Odopmienne Tekcra

Knonka Ha
HaHe/Iu Coueranue Coueranue
Odopminenune | IIyHKT KOMaHIHOTO
TeKCTa MEHIO HHCTPYMeHTOB, | kjaBum B OC KJIaBHII
B pasjeJie Windows/Linux B macOS
«IITpudr»
. ®opmart > Ulpudt >
+ +
Moy »’upHbIi Moy xuprsiii X Ctrl+B $Cmd+B
®opmar > Ulpudt > |
+ +
Kypcu6 Kypcus K Ctrl+I $¥Cmd+I
[lomuepKHYThHIN Popmar > IHpI:Iq)T g I Ctrl+U $Cmd+U
[TomuepkHyTHIN —
BCE dopwmar > HlpudT > . : .
I[TPOITMCHBIE Bce nponucHbie AB Ctrl+Shift+A [ Shift+3 Cmd+A
. ®opwmar > Hlpudt > _—
Ja4epKHy Tt B - - -
3a4epKHy ThIA '
IMoacTpoyHbIit 3HaK CDOpMaT g LHE)H(I)T g wee > XE Ctrl+= #¥Cmd+=
[ToacTpo4yHbIi 3HAK
Horcmownsi gae | o OPMAT > LIpngr > vee > X Cirl+Shift+= | 1 Shift+38Cmd-+=
HancTpounsiii 3Hak
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4.3.6 IIBer Texcra

YT00OBI M3MEHUTH OBeT IIIpI/I(l)Ta B TEKCTe, BBIIIOJIHWUTE ClIeAyIoline IEeHCTBUSL:

1.

BrinenuTe TexcT, [jist KOTOPOro TpeOyeTcst UBMeHHUTSD IBeT ipudra:

— YUrobbl U3MeHUTH IBeT MIpudTa B OJHOM CJIOBe, YCTAHOBUTE B HEr0 KypCop WU
BbIJejiTe ero nejlmKOoM.

— YTtoObl M3MEHUTH IBeT IMpHUPTa B KAKOM-THOO ¢dparmMeHTe TeKCTa, BBIIEIUTE ero
I[eJIUKOM.

— Yrobbl M3MeHUTh HBeT HIpudTa A TeKCTa, pacloIOKeHHOI'0 B OJIHOM sdelike
TaOJUIIBI, BBIAETIUTE 3Ty STUeHKY WUITU BBIJIEJITe BeCh TeKCT B ATOM siueiike.

— YTto0OBl U3MEHUTH 1BeT mIpUdTa JIJis TeKCTa, PaCllOJI0)KeHHOTO B HECKOJIBKUX siuelKax,
cTOJI0IIaX MJIM CTPOKaX, BBIJEJIUTE 3T 3JIeMeHThl TabJIUIIb.

— YUrobbl U3MEHUTSD IBeT IprdTa JIjIs BCero TeKCTa, pacliojioXKeHHOT'0 BHYTPU O00OBEeKTa,

BBIJIIUTe JaHHbIN 00BeKT U BbIe/inTe BeCb TeKCT BHYTPU IdHHOI'O 00OBeKTa.

. YToOBI BHIOpATh MTOCTIETHUM I[BET, KOTOPHIA MPUMEHSUICS K MpUTy paHee, Ha MaHETA

A
VHCTpyMeHTOB, B pasfene IIpudt HaxmuTe KHONKY === (IIBeT Tekcra)

(cm. Pucynok 102).

& [ |xoohd v |40 v AT AY =

X K 4~ A2« T~ S

WpwdT
LLeeTa TeMBL:

b
8 B8

CTaHpapTHeIE LEETE:

MocnegHwe ueeTa:

Opyrue ueeTa... ﬁ

Pucynok 102 — Knornka IIBer Tekcra 1 naHenb Beibopa 1BeTa
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3. Yrtobbl BEIOpATH 18 IpUdTa APYTrou IBeT, HAKMHUTe Ha CTPEeJIKY CIpaBa OT KHOIKHU i
(IIBet TekcTa).

4. Ha oTkpbiBIIEHCs TaHeIW BhIOOpa 1IBeTa YKAXKUTE BT MpU$Ta OJHUM U3 CIIeAYIONNX
CI10CO60B:
— BbIOepUTe 1BET B OJTHOM U3 IIPeJICTaBJIeHHbIX HAOOPOB IIBETOB,
— YKaXkuTe KOJ IBeTa BPy4YHYIO,

— CKOIIMPYHTe [BET C IIOMOIIIbIO ITUIEeTKH.

4.3.6.1 B1OpaTh 11BeT B Ipe/icTaBJIeHHBIX HA00Opax I[BEeTOB

Ha nanenu Bbi6opa 1iBeta (cM. Pucynok 102) npencraBiieHs! ciiefytoliiie Habopbl I]BETOB:

— IlBeTa TeMBI — COJIEPXXUT LIBETOBYIO MAJIUTPY TeMbl TEKYIEro JOKyMeHTa.

— CraHgapTHBIe IIBeTa — COJIeP)XXUT I[BeTa, KOTOpble M0JIb30BaTelIM Yallle BCero BbIOUparoT
p¥ pOpMaTUPOBAHUH JOKYMEHTa.

— ITociienHue mBeTa — COZIEPXKUT /10 AECSATU MOCIeJHUX IIBETOB, KOTOpble BbI BBIOMPAJIH
1pu popMaTUPOBaHUM AoKyMeHTa paHee. Habop Ilociensue nmBera oToOpakaeTcs, eciiu

BbI BbI6I/IpaJII/I XOTs OBbI OOWH IIBeT.

[Tpu HaBemeHUM Kypcopa MBIIIM Ha Jit000M I[BeT oToOpakaeTcsl 3HaUeHHe 3TOro IIBeTa B
nseroBor Mosie RGB. Hanpumep: RGB 192,80,77.

Jlyist BBIOOpA [BeTa IeKHUTE 10 HeMY JIeBOM KHOMKOW MBIIITH.

LIBet nobaBuTtcs B Habop Ilociennue nBeta 1 otMeTuTCs QuiaxkkoM. [Ianenb Bibopa 11BeTa

3akpoetcs. IIIpudT Tekcra oKpacuTcs B BLIOpAaHHBIM IBET.

4.3.6.2 Yka3aTh KoJ IBeTa BPY4YHYIO

Ecmu B mepeurciieHHbIX HabopaxX IIBETOB HET MOMAXOJSIIEro IBeTa, yKaXUTe ero Koj
BPYUHYIO:
1. HaxxmuTe kHomiKy JIpyrue nBera (cMm. Pucynok 102).
2. B otkpeiBiieMcs okHe Brioop mBera (cm. Pucynok 103) ykaxuTte TpeOyeMblil I[BeT B
Bune HEX-kona unu B popmare RGB.

3. Haxwmure kHOonky OK.

LIBeT, ykazaHHbIM BpyuHY10, AoOaBuTCcsi B Habop Ilociemnue mBera (cM. Pucynok 102) u
otMetuTcsl ¢praxkkoM. Ilanens Bbibopa 11BeTa 3akpoercs. [llpudt Tekcra okpacuTcs B BbIOpaHHBIH

IBeT.
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BriBop ueeta *

Hex-kop MpeanpocuoTp
‘ #000000 \
KpacHbii 3eneHbiin Curmii

0

Pucynok 103 — OxHo Be10oop nBera

4.3.6.3 CxonmupoBaTh [BET C MOMOIIBI0 ITUIIeTKU

ITumerka IpeaHa3Ha4eHa JJId OOJHOBPEMEeHHOI'O0 KOITMPOBAHUM A I[BETa C TeKCTa U1 O6’b€KTa,

PacCIIOJIOXKeHHOI'o B paboyeri 006JIACTH TJIABHOT'O OKHd, W IIpUMeHeHHsd 3TOI'0 IBeTa K H_IpI/ICl)Ty

BBIJIeJIPHHOI'O TeKCTa.
YToOBI CKOITMPOBATH IIBET C MIOMOIIBIO TUTIETKH, BHITIOTHUTE CIIeyIoIre JeHCTBUS:

=

1. HaxxmuTte KHOTIKY ¢ (Iumerxa) (cm. Pucynok 102). [Tanens BeiOOpa 11BeTa 3aKpoeTcs,
Y KypCOp pUMeT BUJI «IIpUIlesia» JIjisl BbIOOpa I[BeTa.

2. HaBequTe Kypcop Ha I|BeT, B KOTOpPbIM TpeOyeTcCsl OKpacUTh BbIIeJIeHHbINM TeKCT. [ljis
OoJiee TOYHOT'O BbIOOpPA I[BETA OPUEHTUPYUTECh Ha 00/1aCTh, PACIIOJIOXKEHHYIO CIIPaBa OT
Kypcopa. B Helt orobpakaeTcs 1BeT MUKCeJsl, HA KOTOPLIN B JIAHHBI MOMEHT HaBeJieH
KYpCop.

3. lllenkHuTe MO IIBETY JIEBOW KHOIIKOM MBIIIIH.

[pudT BBIIETIEHHOTO TEKCTa OKPACUTCS B YKa3aHHBINA I[BET, U KypCOp IpPHUMeT OOBIYHBIM
BUJ. YKazaHHBIM 1BeT no6aButcs B Habop Ilocimemnme nBera (cM. Pucynok 102) u oTtmeruTcs
¢dmakkoM Ha naHenu BeIbopa IBerTa.

Ecmu Tpebyercs OTK/IIOUMTL TMHIIETKy 0e3 BbIOOpa I[BeTa, HakMuTe KiaBuiny Esc Ha

KJIaBUATYype.

4.3.7 IIBeT BBIJIeJICHHA TEKCTa

[Tpu pabote Haj npe3eHTaIlel OTHeIbHbIE CJI0BAa M (PparMeHThl TeKCTa MOXKHO BBIJIENSTh
pa3IMYHbIMU [IBeTaMu (110 TNy MapKepa), 4TOObI clieJlaTh UX 3aMeTHee Ha (OHE OCTAJIbHOIO

COJIep>KMMOr0 CJIAaNJIOB.
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YToObI BBIJIEJTUTH TEKCT IIBETOM, BBITIOJIHUTE CJIeAYIOIIHe JIeH CTBUS:
1. VkaxuTe TeKCT, KOTOPBIM TpeOyeTCs BBIIEIUTD [[BETOM:
— YTOoOBI BBIAEJIUTH IIBETOM OJIHO CJIOBO, YCTAHOBUTE B HEr0 KypCOp WM BBIIEJIATE ero
LIeJIUKOM.
— YToOBI BHIAENIUTH IBETOM (GparMeHT TeKCTa, BBIJIEJIUTE ero IeJTUKOM.
— YT0oOBI BBIJIEIUTH 1IBETOM BeCh TEKCT, PacHOJIOXKeHHbIW BHYTPU OOBEKTa, BbIIENIUTe
JAaHHBIM OOBEKT WJTH BBIJIEJIUTE BECh TEKCT BHYTPH JJaHHOTO OOBEKTA.

2. YToOBI BbI6paTb MOCJIeqHHUMN IIBET, KOTOprfI HCIIOJIB30BAJICA [JIsd BbIJeJIeHHs TeKCTa

&
paHee, Ha MaHeJIM WHCTPyMeHTOB, B pasfene IIpudTt HaxxmMuTe KHOIKY (OBer
BbIeIeHus Tekcra) (cM. Pucynok 104).

3. UtoObl BBIOpATh [JIsl BBIJIEJIEHUS] TEeKCTA JIPYrou IBeT, Ha MaHeJId WHCTPYMEHTOB, B

pasnesie IIpudT HaxkmuTe Ha CTpEJIKy CIipaBa OT KHOIKHU 4 (IIBet BBIZEICHHS
TeKCTa).

4. BribeprTe HeOOXOAMMBIHN IIBET B MpeJICTaB/IeHHOW NanuTpe win B Habope Ilociemuue
nBera. JlaHHbIM HAbOp IBETOB OTOOpakaeTcsl, eCiM paHee JJIsl BbIJIeJIEHHUS] TeKCTa
HCITOJIb30BAJICS XOTSI Obl OJIMH I[BET W3 manuTpbl. Bcero B Habope Ilociemnue nBera

MOXeT 0TO6pEDKElTbCH OT OOJHOI'O IO BOCBMHM IIOC/IeJHHUX HMCIIOJIb30BAHHBIX IIBETOB.

& Tl | xoohed v 40 v AT At = = = = =
X K Y e ﬁv[ﬁ?v‘IvggE[v
WpndT

v
III IIII

MocnegHue LeeTa:

EBez upeta

Pucynok 104 — Knonka IIBeT BbiziesieHust Tekcra

YT0OBI OTMEHUTH BbIJle/ieHre TeKCTa IBeTOM, BBIIIOJIHUTEe ClIeyIOoIIre JerCTBUS:
1. BI)II[EJ'II/ITe Tp€6y€MbII>'I TEeKCT TdK, KdK 3TO OIIMCAHO BBIIIIE.

2. Ha nanenu unctpymeHToB, B paszienie IHlIpudT HaxkmuTe Ha CTpesKy clipaBa OT KHOIIKH

&

(IIBeT BBIAC/IEHHUS TEKCTA).

3. B oTkpbIBIIEMCS OKHE HOXXKMUTe KHOIIKY be3 nBera.
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4.3.8 BeipaBHUBaHUe U HHTEPBaJbI

4.3.8.1 BripaBHIBaHMe 110 TOPH30HTAJIN

TexkcT BHYTpU 00beKTa MOXKHO BBIPOBHSITh 110 TOPU30HTAIM CIIEAYIONMME CII0COOAMU

— IIO JieBOMY Kpdro O6'b€KTa;

— [0 IIeHTPY 0OBeKTa;

— IIO ITPpaBOMY KpdrO O6’beKTa;

— I10 IIMPHUHE — 110 JIeBOMY U IIPAaBOMY Kpato 0OBEeKTa;

— pPaBHOMEPHO pacIipefieSIuThb 10 TOPU30HTAIM BHYTPU OOBEKTA.

Yrto0ObI BBIPOBHATDH TEKCT I10 'OPHU30HTAJIN, BBEITIOJIHUTE ClIeAyIolire JeHCTBUSL:

1. BoigenuTe TeKCT, Jyisi KOTOPOTO TpeOyeTcs HACTPOUTh BhIpaBHUBAHUE!

— YtoObl BBIPOBHSTH OAWH ab3all, BbIAEJIWTE 3TOT ab3all/yacTb 3TOro abzana Wi

YCTaHOBUTE B Hero Kypcop.

— YTt06BI BBIPDOBHATH HECKOJIbKO 8638H8B, BbIJeJINTe MX IIeJINKOM.

— Yrobbl BBIPDOBHSATDH BeChb TEKCT, paCHOHO)I(eHHbIﬁ BHYTPHU O6’I)€KTa, BbIJEJIMTE JAaHHbIN

O00BEKT WIIN BbIJJe/IiTe BeCb TeKCT BHYTPHU IdHHOI'O 00BeKTa.

2. BrinmosnHuTe OJIHY M3 KOMaH], IPeJICTaBJIeHHBIX B Tabiuiie 7.

Tabsmma 7 — BeipaBHHBaHMe 110 TOPU30HTA/IH

ITooxcenue Texcra

IIyHKT KOMaHHOTO

MEeHI0

Kuonka Ha
IaHeJ
HHCTPYMEHTOB,
B pasjeJe
«A03am»

CoueTtanue
xiaaBum B OC
Windows/
Linux

CoueTanue
KJIaBHIII
B macOS

[To neBoMy kpato

®dopmar >
BripaBHuBaHue >
[To neBomMy kparo

Ctrl+L

FCmd+L

[To ttleHTpYy

®dopmMar >
BripaBHuBaHue >
IIo mentpy

Ctrl+E

FCmd+E

ITo npaBoMy Kpato

dopmMar >
BripaBHuBaHue >
ITo npaBomy Kparo

Ctrl+R

#Cmd+R

[Io mupunue

®Popmar >
BrlpaBHUBaHuE >
[To mupune

Ctrl+]

H$Cmd+]

Pacnipenenen o
TOPU30HTAIIN

®opmar >
BripaBHUBaHuE >
Pacnpenemuts
110 TOPU30HTAJIN
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BblpaBHI/IBaHI/Ie II0 TOPU30OHTAJIM OCYIIECTBJIAETCA B PaMKaX OTCTYIIOB, 3ddHHBIX [JId
pedakTupyemMoro a63aua.

Ecmm tekcT B sdeiike PA3BEpHYT, TO BbIPABHHWUBdAHHKWE II0 T'OPHU30HTAJIM OCYIIECTBJIFETCA B
COOTBeTCTBHMHM C ero pdaciojioXkeHHWeM B IIPOCTPAaHCTBe:. TeKCT IiepeMelldeTCd OTHOCHTEeJIbHO

BepXHel U HUKHEeH I'PaHUIIbl SYeHKH.

4.3.8.2 BoipaBHHUBaHMe 110 BepTHKAJIN

TekcT, pacnionioXXeHHbI BHYTPU 0OBEKTa, MO>KHO BBIDOBHSTH 110 BEPTUKAIU: 110 BepxXHEMY
Kpalo, 110 Cepe[lvHe WJIY 10 HUXKHEMY Kparo.
J17151 3TOro0 BBIIIOIHUTE ClelyIolye NeCTBUS:
1. BribepuTe 06beKT, B KOTOPOM TpeOyeTcsl BHIPOBHSTH TEKCT:
— Yrobbl BBIPDOBHSITH TEeKCT BHYTPU JIIOOOTO OOBEKTa, KpoMe TaOyWIlbl, BbIAENUTe
TAHHBIN 00BEKT OJHUM MJIU IBOMHBIM IIETIKOM MBbIIIIH.
— YroObI BLIDOBHSATH TEKCT B TabilvIle, BBIJEJINTE ee OAHUM IIeTYKOM MBIIIIH.
— Yro6bI BLIDOBHSTH TEKCT B OJHOM WJIM HECKOJIbKUX si9eiiKax TabJIuIlbl, BbIIeIUTe 3TU
SUYEUKU.

2. Brmonnure OIHY M3 KOMdH[/, ITpeiCTaBJIEHHbIX B Ta6JII/IIIe 8.

Tabsmma 8 — BeipaBHIBaHMe 0 BepTHKAIHN

Knonka mHa manem HHCTPYMEHTOB,

IToso:xeHnne TekcTa IIyHKT KOMaHJHOT'0 MeHIO
B pasjeie «Ao3amy

®opmat > BripaBHuBaHue > —

[To BepxHEMy kpaio
p Y P [To BepxHEMY Kpaio T
dopmar > BelpaBHUBaHUE >
ITo cepenune P P %
ITo cepenune
dopmar > BelpaBHUBaHUE >
[To HWKHEMY Kparo P p J

[Io HIKHEMY Kpato -

Ecnu Tekcr B sguelike PA3BEPHYT, TO BbIPpdABHHMBdHHE II0 BEPTHUKAJIX OCYIIEeCTBJIAETCA B
COOTBETCTBHH C ero paciiojio’)keHreM B IMPOCTPaHCTBe: TEKCT IlepeMelideTCsd OTHOCHTEJIbHO JIeBOM

U NIPaBOY I'PAHUIIBI TYEUKU.

4.3.8.3 MexxaycTpoUYHbINH HHTepBaJ

MexnyCcTpo4YHBIM MHTepBajl — 3TO PacCTOsIHMEe MeXly CTpokamu abszana. Ilo ymomyanuio

JUTSl BCEI'O TeKCTa YCTAHOBJIEH MEX/TyCTPOYHBIN WHTepBail-MHOXHUTeNb (0,90.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOTUW», 2013-2024 93



MonOdumc

[Ipy HeoOXOAMMOCTHM MeXIYCTPOUHBIM HHTepBajl MOXHO MW3MEHWUThb. J3HauyeHUe
MeX/TyCTPOUYHOI'0 MHTepBajia MOXXHO BbIOpaTh U3 IMpedyCTaHOBJEHHBIX 3HAYeHUN WM yKa3aTb

coOCTBeHHOe.

4.3.8.3.1 IIpenycraHoBJIeHHBII HHTepBaJI

[Ipu BBIOOpE MpEMyCTAHOBJIIEHHOTO 3HAYeHWs] MEXIYCTPOYHBIM WHTEpBajll paBeH
IIpOU3BeJleHUI0 pa3Mepa HIpu¢Ta Ha ykKazaHHOe 3HaueHuWe. Hampumep, eciy s BblJIeJIeHHOTO
ab3ama BbIOpaH mpudT 12 0T M [ABOWHON MeXIyCTPOUHBIA WHTEpPBajl, TO PACCTOSIHUE MeXIy
cTpokamu ab3ara 6ymet paBHo 24 nit (12 ot x 2).

Y100l HA3HAYUTH [TPEAYCTAHOBJIEHHBIM UHTEpPBaJl, BHIITOJIHUTE CJIelyIoIIye JeHCTBUSL:

1. BoigenuTe TeKCT, [IjIs1 KOTOPOTo TpeOyeTcs Ha3HAYUTh MpeqyCTaHOBJIeHHbIN HHTepBa:

— YToObl HA3HAYMUTH MMPeyCTaHOBJIEHHBIM HHTEPBAJ JUIsl OTHOTO ab3arla, BBIJIEIUTE 3TOT
ab3ar1/4acTb 3TOro ab3aria UM yCTaHOBUTe B HEro Kypcop.

— Urobbl Ha3HAYUTH TMpPeAyCTAaHOBJIEHHBIM WHTepBal [l HECKOJIbKUX ab3arles,
BBIJIEJINTE UX [1eJINKOM.

— Urobbl  HA3HAYMTL  MpelyCTAaHOBJIIEHHBIM  WHTepBaJll  IJis  BCEero  TEeKCTa,
pacIioJIOKeHHOT'O0 BHYTPU OOBEKTa, BBIETIUTE JIAaHHBIA OOBEKT WJIM BHIJENIMTe BeCh
TeKCT BHYTPH IAHHOT'0 0OBeKTa.

2. Ha maHenum WHCTPYMEHTOB, B pasfeiie A03am HaXXMUTe KHOIKY, Ha KOTOpPOH

oToOpakaeTcsl TeKyIlee 3HaueHUe HTepBaia. Hampumep: T (cM. Pucynok 105).

3. B oTkpbIBIIEMCS CIIHCKe BbIOeprTe HeoOXoaumoe MpelyCTaHOBJIeHHOe 3HaYeHue.

Bvg [Mokascnaiigoe [ognwcka Cnpaexa
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WpudT .
11 OgwHaphwii
s 1,15
s 15
$I AdeciHoi
I MpownzecaEHER MHTEREAN..,

Pucynok 105 — Be160p MeXXCTpO4YHOI'0 NHTEepBasla
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4.3.8.3.2 IIpousBoIbHBIN HHTEPBAJ

Y106l HA3HAYUTH TPOU3BOJILHBIN UHTEPBAJI, BHITTOJIHUTE CIIeIyIOIIe IeHCTBUS:
1. Beimenure Tekcrt, 7151 KOTOPOTo TpeOyeTcss Ha3HAUYUTh ITPOU3BOJILHBIN HHTEPBA:

— YUrobbl Ha3HAUWTH MPOM3BOJIBLHBIM WHTepBaj IJis OAHOrO ab3aila, BBIIEIUTE 3TOT
ab3arl/yacTb 3TOro ab3ara uiam yCTaHOBUTe B HEro Kypcop.

— Yro6bl Ha3HAUUTH IIPOM3BOJIbHBIN UHTEpPBaJl /Il HeCKOJIbKUX ab3alleB, BbIIEINTE WX
I[eJTUKOM.

— Yrobbl Ha3HAUMTH I[IPOU3BOJIBHBIM WHTepBajl IJil BCero TEeKCTa, PacIoJIOXKeHHOTo
BHYTPH OOBEKTa, BBIJIEJIUTe [aHHbIA OOBEKT WJIM BBIJIeJIUTe BeChb TEeKCT BHYTPHU
JIAHHOT O OOBeKTa.

2. Ha mnaHenu WUWHCTPYMeHTOB, B pasfeiile A®O3al HaXMHUTe KHOIKY, Ha KOTOpPOM

oToOparkaeTcsl TeKylllee 3HaUeHUe UHTepBaia. Hanpumep: 1 (cMm. Pucynok 105).

B oTkpeiBIIeMcs crivicke BeiGeprTe MyHKT IIpoM3BOIBHEIIT HHTEPBaJI.

4. B okue IIpousBonbHbIi uHTepBaa (cM. Pucynok 106), B BbITafiaomeM CIIMCKe CJieBa

YKaXxXunuTe CII0co0 pacdyeTa nHTepBaJld:

MpoWzecnEHEIA MHTEREAN >

MHo#WTENL ¥ 0,90 »

Pucynok 106 — Oxao IIpou3BosIbHBII HHTEpPBal

— MHoxkuUTeNb — MeXAyCTPOYHBIM HHTepBaJl, KOTOPBIA YBeIMYMBaeTCs WU
yMeHbIIIaeTCsl B COOTBETCTBUM C YKazaHHBIM MHOXuTejneM. Muoxurens 1,00
COOTBETCTBYeT OJIMHAapHOMY MHTepBasly. MHOXHUTeNb OoJibllle eIMHUITEl YBeJINIUBaeT
uHTepBaj. Hanpumep, MmHOXUTenb 1,2 yBennuuBaer uHTepBan Ha 20%. MuoxuTenb
MeHbIlle eIMHUIbI yMeHblllaeT UHTepBan. Hampumep, MHoxuTtenb 0,7 yMeHbIIaeT

rHTepBai Ha 30%.
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— Touno — dpuKkCcUpoOBaHHBIN UHTEpPBaJl, PaBHbIM 3HAYEHUIO, YKa3aHHOMY B I10JIe CITpaBa.
3HaueHHe YyKa3blBaeTcss B MyHKTax (0T). B oTiauunme oT mpeqycTaHOBIIEHHOTO
VHTepBaia, GUKCUPOBAHHBIM MHTEPBal He MeHSIeTCSl IPU YMeHbIlIeHUH/yBelTudeHu!
mpudrTa.

— MuHMUMYM — MUHUMAJIBHO JOMYCTUMBIM MHTEPBaJ, paBHBIM 3HAYEHUIO, YKa3aHHOMY
B IOJIe cipaBa. 3JHaueHUWe yKas3biBaeTcsl B myHKTax (nT). [Ipu yBenmnvenuu pasmepa
nipudTa UM fobaBiieHWU B CTPOKY CHUMBOJIOB, BBICOTA KOTOPBIX OTJIMYAeTCs OT
OCHOBHOTO HIpUdTa (HArpUMep, HAJICTPOUYHBIX U IMOJICTPOYHBIX 3HAKOB), 3HaUYeHHe
WHTepBajla MeXy CTPOKaMH paCCYMTHIBAETCSI aBTOMATUYeCKH.

4. B mone cripaBa yKaXXuTe YHMCIIOBOe 3HaYeHue /Jisi BLIOpaHHOTO criocoba pacuera.

5. Haxwmure knonky OK.

4.3.8.4 MexCHUMBOJIbHBIN HHTEepBaJ

MeXCUMBOJIBHBIA MHTepBal — 3TO pACCTOSIHME MeXAy CHMBOJIAMM B  TeKCTe.
MeXCHMBOJIbHBIM HWHTEpPBaJl MOXKeT OBITh YIUIOTHEHHBIM, OOBIYHBIM U pa3pexkeHHBI M. [lo
YMOJTYaHUIO JIJIsl BCET'O TeKCTa BbIOpaH OOBIYHBIA MEXCUMBOJIbHBIA UHTEepBall.

Tun MexXcMMBOJIBHOI'O MHTEepBajla MOXXHO BBIOPATh C MOMOIIBbI0 KOMAaHJHOI'O MEHIO WU
MaHeJIM UHCTPYMEHTOB.

Y106l U3MEHUTH MEKCHMBOJILHBIM MHTEPBAJI C IOMOIILI0 KOMAH/IHOT'O MEHIO, BBITIOJIHUTE
CJIeJIyIolue IeUCTBUSL:

1. BoimenuTe TekcT, B KOTOPOM TpebyeTcss HACTPOUTh MEXCHUMBOJIbHBI MHTEPBAJ:

— YTOOBI HAaCTPOUTH MEXCUMBOJIbHBIA WHTEPBAJ B OJHOM CJIOBE, YCTAHOBUTE B HEro
KYPCOP WX BBIJIEJIUTE ero LeJIUKOM.

— Urobbl HACTPOWUTHL MEXCUMBOJIbHBIA HHTEpPBal B KaKOM-THMOO ¢parmMeHTe TeKCTa,
BBIJIEJIMTE ero I[eJIMKOM.

— Yrobbl HACTPOUTH MEXCHUMBOJIBHBIM MHTEpBal Ui BCero TEeKCTa, PaCIOJIOKeHHOTO
BHYTPH OOBEKTa, BBIJIEJIUTe JAHHBIA OOBEKT WM BBIJIEJIUTE BeCh TEeKCT BHYTPHU
JTaHHOT'O OOBEKTA.

2. Boibepute nyHKT komaHaHoro meHio Popmar > IIpudpr > MekCUMBOIBHBIH

uHTepBal (cM. Pucynok 107).

3. B oTkpbIBIIEMCS IOJ]MEHIO BbIOeprTe TpeOyeMblii TUIl MHTepBaJla.
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Qopmat  Cnaig  WHotpymente Bug  lNokaschaidpoe  [lognwcka  Cnpaska
OuncTuTe GopMaTupoEaHME Ctrl+5Space I vl [0 [v| A" AT EE o =B == =
WpndT X MoaywwpHed Ctrl+B 5= H - qr
BwipaeHneaHue P K Kypcue Ctrl+
Crucok P U MoguepkHyTwii Ctrl+U
Moeopot TekcTa +
A7 YmeHbwnTte pazmep wpndTa
¥nopRaounTe YA Yeemmuute pasmep wpwdTa
TaGmaua. g T 3aqepkHyTwiiA
¥*  HagcTpouHwii 3Hak Ctrl+5hift+=
Xz [MogcTpouHmi 3Hak Ctrl+=
AB  Bce nponucHee Ctrl+Shift+A
MekCMMBOABHEI WHTEREAA P AR YnaoTHEHHbIA

AR OBbiuHmA

4B PaspexeHHbit

Pucynok 107 — Komananoe mento @opmar

Y1oObl M3MEHUTh MEXCHMBOJBHBIM WHTEpBaJl C IIOMOIIBIO I[1aHeId WHCTPYMeHTOB,
BBITIOJTHUTE CJIeAYIOIIHe IeACTBUS:
1. Bbimenure TekcTt, B KOTOPOM TpebyeTcsl HAaCTPOUTh MEKCUMBOJILHBIM MHTEPBAJ, TaK, Kak
3TO OMHMCAHO BHIIIIE.
2. Ha nmanenu unctpymeHToB, B paznese IlIpudT HaxkmuTe KHOMKY °°* (cM. Pucynok 108).

3. BribepuTe TpeOyeMblil TUIT UHTEPBaIa:
AR -
& — YIUIOTHeHHBIH,
AR .
+— — OOBIYHBIMH,

AR .
<= — pa3peXXeHHBIN.

Dopmar  Cnailg  WHctpymedte Bwg  MNokaz cnadgoe  Mognwcka  Chpaeka
X B v & T[] | xoorhe |~ 40 v AT AF
(—_J I:__} * K u L1-2] i w ﬂ} w

AB T X, X: | 48 AB AC

Pucynok 108 — Bei6op MeXXCHMBOJIBHOTO HHTEepBasla
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4.3.8.5 NuTepBasibl ¥ OTCTYNHI /IS a03aneB

YToObI HACTPOUTH UHTEPBAJIBI U OTCTYIIHI /IJIsl ab3al1eB, BBIIIOJIHUTE ClIeAyIOLue 1eHCTBUS:
1. Boigenurte TpeOyeMblii TEKCT:
— Y1o6Bl KM3MEHWTh HACTPOWKH OJHOTO ab3ara, BBIJENUTe 3TOT ab3al/4acTb 3TOrO
ab3alla WM yCTaHOBUTE B HET'O Kypcop.
— YT1006BI M3MEHUTb HACTPOMKHU HEeCKOJIbKUX ab3alieB, BbIJIEJIATE UX I[eJTUKOM.
— Yrobbl M3MEeHUTh HAaCTPOWKU JIISl BCErO TEKCTa, PacIOJIOKeHHOI'0 BHYTPU OOBEKTa,
BBIJIEJIMTe JAHHBIM 0OBEKT UIIM BBIJIJINTe BeCb TeKCT BHYTPU JIaHHOI'0 0OBeKTa.
2. Ha maHenu UHCTPYMeHTOB, B pa3fiesie A63a1 HAKMUTe KHOIIKY = (Hacrpoiiku a63ana)

(cm. Pucynok 109).

EE hd = = = = = T % i ﬁ LlgeT sanuBin ¥
‘I"EEE[V q1 ‘EKDHT}’p\'
AB3auy L\}
HacTpoikw aB3aua, cm
Mepean cTpoka | b,'DCI :
Oretyn cneea 1,94 :
Oretyn cnpaea 0,00 :
WMHTepean go 0,00 C
el
WMHTepean nocne 0,00 .

Pucynok 109 — Knonka Hacrpoiiku ab3ama

3. B oTKphIBIIEMCS OKHE YKaXXWTe HeoOXOJMMble YHCIIOBbIe 3HAUYeHUs YIS CIIeTyHOIIHX
rapamMeTpoB:
— IlepBas cTpoka — paccTosHUWe OT JIeBOW TI'paHUIIBI OOBeKTa JI0 MepBOW CTPOKU B
ab3are;
— OTcryn cieBa — pacCTOsIHUE OT JIeBOW IpaHUIIbI 00BheKTa JI0 ab3aria;
— OTcTyn cipaBa — pacCTosiHUE OT ITpaBOM rpaHUIlbI 00BeKTa 0 ab3a1ia;
— AHTepBas mo — MHTEPBAJI MEeX/1y TEKYIIUM U TpeAbIAyIIUM ab3arem;

— WHTepBas mocie — MHTEPBAJI MEX/Ty TEKYIIUM U MOC/IeIyIONMM ab3aleM.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOTUW», 2013-2024 98



MonOdumc

Yro0Ob! OBICTPO YBEIMYUTD ab3alHbIN OTCTYM Ha 1,25 CM, BBIIOJHUTE OJHO W3 CJIEAYIOIIHX
IelCTBUMU:
— BribepuTte nyHKT koMaHAHOTO MeHI0O PopmaT > BeipaBHUBaHue > Y BeJIMYUTH OTCTYII

(cM. Pucynok 110).

@opmat  Cradg  ViHcTpymente Bug  (Nokas chadgoe  [ognucka  Cnpaeka

OuUMcTUTE GopMaTHpoBaHME Ctrl+5pace L vl [1a v A- r't"\+ = .
Wpndt bbb ™ A e £ .. =
BmpaeHueaHne b = [lonesomy kpato Ctrl=L
Cnucok b = MoueHtpy Ctrl=E
MosopaT TekcTa ¥ = Mo npaeomy kpawo Ctri+R
YnopagounTs p = Mo wupune Ctrl+]

= PacnpegeanTb No ropuIcHTAMN
Tabawua... 4

® [lo eepxHeMy Kpato

Mo cepeanne

Mo HusHEMY Kpato

3= ¥eBeanuwTe oTCTYN

Il

¥MeHbBWKTE OTETYN

Pucynok 110 — Komananoe menio @opmat

— Ha nmaHeny MHCTPYMeHTOB, B pasfese A63am HaKMUTe KHONKY ~= (Y BeJIMYMTH OTCTYII)

(cm. Pucynok 111).

YTo0Ob! OBICTPO YMEHBIIUTh a03aIlHbIM OTCTYI Ha 1,25 M, BBITTOJTHUTE OIHO U3 CJIeYIOIIHX
IelCTBUMU:
— Bribepute nyHKT KoMaHAHOro MeHi0 Popmar > BpIipaBHHBaHue > YMeHBUIUTH
orcryn (cM. Pucynok 110).
— Ha maHenu WHCTpyMeHTOB, B pasfene A63al HakMmuTe KHONKY <= (YMeHBIIHMTH

orcrym) (cM. Pucynok 111).

=y = = == = 17 % o 2 Leet sanuekn
1 v le= 2= H hd q1 = Kowtyp ~
Ab3au Durypa

Pucynok 111 — KHOnku yBeslMueHUsI U YMeHbIIIeHUsl OTCTyIIa
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4.3.9 IloBopoT TekcrTa

Tekcr, pacnosiokeHHbIM B sYelKaxX TaOJWIbI, MOXHO TMoBepHYTb Ha 90 rpamgycos
BJIEBO/BIIPABO MJIM PACIOJIOXKUTh BEPTHUKAJIbHO.

J1J1s1 3TOTr0 BBHIIIOJIHUTE Clleflylollye AelCTBUSL:

1. Vkaxute Tpebyemble STUEHKU:

— YUrobbl TOBEpHYTHh TEKCT WJIM H3MEeHUTh OpUEeHTAIlMI0 TeKCTa B OOHOW sueiike,
BBIJIEJINTE SYelKy, pparMeHT TeKCTa B s4elike, TeKCT B s4eliKe I[eJIMKOM WIH
YCTAaHOBUTE B HET'O KypCop.

— YUrobbI MOBEpHYTh TEKCT WJIKM U3MEHUTh OPUEHTAIINI0 TeKCTa B HeCKOJIbKUX suerKax,

CTOJI6LIaX NJIN CTPOKaAX, BbIAEJINTE JdHHbIE 3JIEMEeHThbI TaOJIMIIEL.

— Yrobbl MOBEepHYTh TEKCT WJIM W3MEeHUTb OpHEeHTAI[MI0 TeKCTa BO Bced Tabiuile,

BBIJICJIMTE TAOJIHUITY HeJIMKOM.

2. OTkpoiTe CIMCOK KOMaH/l OTHUM U3 CJIeAYIOLIUX CIIOCOO0B:
— Bribepute nyHkT KomaHaHoro MeHio @®opmar > IloBopor Tekcra

(cMm. Pucynok 112).

Dopmat  Chadg  Mhctpymedts Bug  lNokascnafgoe  lNognwcka  Cnpaeka

OuncTuTe fopMaTUpoBaHNe Ctrl+5pace w16 |w AT a"'l"\+
WpwdT ’ B T .. i v & w
Bmipaerueanne ’
Cnucok ¢
MoeopoT TekCTa P 4B Her (D7)
¥nopagounTe i’ U e s e

1% MoeepryTs enpaeo Ha 90°
Tabawua... ' 1A BepTvkanoHwiA TekcT

Pucynok 112 — [IyHkT koManHoro meHto IloBopoT Tekcra

— Ha nanenu uHCTpyMeHTOB, B paszieiie A03am HOXMUTe KHOIIKY ‘?‘%’ (ITloBopoT Tekcra)
(cM. Pucynok 113).
3. BrimosiHuTe TpeOyemMyro KOMaHIy:
— Yrobbl 1OBepHYTH TeKCT, BhINONHWTe KoMaHy IloBepHyTh BjeBo Ha 90° wu

IToBepHyTH BripaBo Ha 90°.
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— Yrobbl pacrosioXUTh TeKCT BepPTUKAJIbHO, BBINOJIHUTe KOMaHAy BepTukanabHbIH

TeKCT.

Yron IIOBOPOTAd WUJIM OpUeHTalusd IMpUMeHsaeTCd KO BCeMy TeKCTY B sderike. B OIITHOM
g9elike He MOXKeT OBITb HeCKOJIbKO (l)paI‘MEHTOB TeKCTa C PAa3HBbIMH YTI'JIlaMH ITOBOPOTA

WUJIY C Pa3HOW OpUEeHTaIUueu.

YToObl BEPHYThCS K CTaHIAPTHOMY OTOOpa’keHHWIO TeKCTa B s4eiKax (rOpPU30HTAIbHBIH,
noj1 yryioM 0°), BBITIOJTHUTE CJIeTYIONHe eHCTBUS:

1. YkaxuTe 3T sSlUeMKHU TaK, KaK 3TO ONKUCAHO BHIIIIE.
2. BpinmosiHUTE KOMaH]ly OJTHUM M3 CJIeIyIOIIMX CIIOCOOO0B:
— Bribepute myHkT komaHgHOro MeHio Popmar > IloBopor Tekcra > Her (0°)

(cM. Pucynok 112).

e
— Ha manenu wuHCTpyMeHTOB, B pasnene A63an Haxwute KHOnKy °-" (IToBopor

TeKcTa). B oTkphIBIIeMcs moaMeHto BeibepuTe koMaHay Her (0°) (cm. Pucynok 113).

ET MNoeepHyTe Bneeo Ha 90°
lﬁ MNoeepHyTe ENpase Ha 90°

LA BeprukaneHei Tekct

Pucynok 113 — Knonka IloBopoT Tekcra

4.3.10 Crincku

TekcT mpeseHTanuy MoXkeT ObITh OdOpMIIEH B BHIE MapKHpPOBAaHHOI'O, HYMepOBaHHOTO
WIA CMEeIIaHHOTO CIHMCKA. B MapkupoBaHHBIX CIMCKAX KaXX[bId HOBBIM IYHKT OTMeYaeTcs
MapKepoM, B HYMepOBaHHBIX — YWCJIOM MM OYKBOM, a B CMeIIAHHBIX CIIMCKAX MOTYT

HCITIOJIb30BATBCA U MdpPKepbl, U Y1CJld, U 6YKBBI.
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4.3.10.1 Co3xaThs CIIHCOK

Ha cllanjax, INpeHd3Ha4eHHbIX I IEMOHCTpAIUN TEeKCTOBOU I/IHCl)OpMaI_II/II/I, COlepKaTCyd
ook Tuma «Tekcr» (TeKCTOBbIe SaHOJIHI/ITeJII/I). Tak kak TekcT B IIpe3eHTalludX 4Yallle BCero
O(l)OpMJ'IHETCH B BHJ€ CIIMCKOB, K TeKCTOBBIM 3dlIOJIHHUTEJISIM IIpUMeHeH CTHJIb CIIMCKa II0
YMOJTYaHHIO. Takum O6p<’:130M, TEKCT B 3dllOJIHUTEeJIb BBOJUTCA Cpa3y B BHUJe CIIMCKA. HpI/I

HGO6XOHI/IMOCTI/I CIIMCOK B 3aIl0JIHUTEJIe MOKHO M3MEeHMUTDb WJIH IIPe0Opa30BaTh B TEKCT.

Cnucku MOXXHO TakXKe CO3/laBaTh BPYYHYIO B JIIOOBIX JIpYTUX OOBEKTax Ipe3eHTaIWH.
Hanpuwmep, B durypax unm Tabnuiiax.
YToOBI CO3MaTh CITMCOK, BBHITIOTHUTE CJIEYIOIIHNe TeUCTBUS:
1. VkaxxuTe MeCcTo/TeKCT/00BeKT [JIs CO3AaHMs CITMCKA:
— YToOBI HA4YaTh CIIMCOK B MyCTOM CTPOKe, YCTAHOBHUTE B Hee Kypcop.
— Yro0OBl HaA4yaTh CHUCOK BHYTpPU OOBeKTa 6e3 TekcTa (UCKIOUeHHe — TabiuIla),
BBIJIEJIUTE 3TOT OOBEKT.
— YT0oOBI CO3/1aTh CIMCOK M3 OJIHOTO ab3alla, yCTAaHOBUTE B HEro Kypcop WIM BBIJIENIATe
ero IeJIMKOM.
— Yrto0bBI CO3AaTh CITMCOK M3 HeCKOJILKUX ab3aleB, BBIJIENINTE UX IeJIMKOM.
— YT0oOBI CO3M1aTh CIIMCOK M3 TEKCTa BHYTPHU OOBEKTA, BBIJIETTUTE 3TOT OOBEKT.
2. OTkpoiiTe MeHIO CTUJIeN CIIMCKA OAHUM U3 CJIeYIOIIUX CII0COOO0B:
— Bribepute nmyHkT KOMaHHOTO MeHI0 @opmar > Cmmcok (cMm. Pucynok 114).
— Ha manenu nHCTpyMeHTOB, B pa3nere A03al HaXKMHTe Ha CTPeJIKy CIIpaBa OT KHOIKU
= (Cmucoxk) (cm. Pucynok 115).
— [emykoM mpaBOU KHOIKH MBI OTKPOMTE KOHTEKCTHOe MEeHIO U BbIOepUTe KOMaHOy
Cmcok.
3. B oTkpbIBIIEMCS] MEHIO BbIOepUTe CTUJIb CITHCKA.
[IpunoxkeHue 3aroMUHaET MOCJIEHUN CTUJIb CIIMCKA, BBIOPAHHBIM C MTOMOIIBIO KHOIKHU ==
(Crcok) Ha TaHeTd UHCTPYMEHTOB.
Yto06bl OBICTPO CO3AATh HOBBIM CIIMCOK B TOM e CTHJIe, YTO W MPeIblAyIIUi, BBIIIOJIHUTE
Cllefyroue JeviCTBUS:
1. Ykakute MecTo/TeKCT/00beKT TaK, KaK 3TO OITMCAHO BHIIIE,

2. Ha nanenu WHCTPyMeHTOB, B pa3feiie A03al HaXXMUTe KHOIIKY : — (CIHCOK).
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4.3.10.2 U3MeHUTH CTHIB CIIMCKA

YT00OBI M3MEHUTH CTHJIb CITMCKa, BbIIIOJIHUTE Clieayroiye e CTBUS:

1.

VkaxuTe TeKCT/00BEKT, /i1 KOTOPOro TpedyeTcst U3MeHUTb CTUJTb CITUCKa:

— YUrobbl U3MEHUTh CTUJIb CIIKMCKA Ui OJJHOTO ab3aria, yCTaHOBUTE B HEro Kypcop WU

BbljejiiTe ero eJIMKOM.

— YTo0OBI U3MEHUTDL CTHJIb CIIMCKA I HeCKOJILKUX ab3aIeB, BhIACIUTE UX IIeJTUKOM.

— Yt0o0BI M3MEHUTDH CTHJIb CITHCKA BHYTPU O6’B€KTa, Bbige/iiTe 3TOT 00BEKT.

OTKpOITe MEHIO CTUJIeH CIIMCKA OJTHUM U3 CIIeyIONIMX CIIOCOO0B:

— Bribepute nmyHKT KOMaHHOTO MeHIO @opmar > Cmmcok (cMm. PucyHok 114).

Dopwmatr  Cnallg Vectpymedts Bug  [Mokaschadgoe  Mognwcka  Cnpaeka

OuucTuTE dopMaTHpoBEaHHE Ctrl+5pace

WpndT r
BripagHuBaHwe »
Cnucok r
MosopoT TekcTa r
¥nopagounte »
Tabavua... L4

T . Av £+ T
Het
Ma ymonvadwm

UepHue n Genwe kpyru
Pombel v cTpenkn
Benble W YepHbIE KEAAPATH

CTpenkn v YEpHBIE KRYTH

Apabckne undpm
ApabBckve yudpel 1 ByKER € TOUKOR
Apabckwe undpe W Bykesl co ckobroi

Pumckwe v apabokne yudpol

Apabokne UMdpPE W YEpHBIE KPYTH
UepHeie kpyru 1 apabckne Ludpo
Manoukn v apabokure Undpsl

ByKERI M rancukm

Pucynok 114 — Komananoe metnio @opmat

— Ha nanenu HNHCTPYMEHTOB, B pa3fiejie Aﬁsau Ha’XMHTE Ha CTPEeJIKY CIIpdBa OT KHOIIKH

:= (Cmmcok) (cM. Pucysok 115).

- I_HEJI‘{KOM HpaBOfI KHOIIKKM MbIIIN OTKpOﬁTe KOHTEeKCTHOe MeHIO U BbI6epI/ITe KOMaHy

Crucox.

3. B oTkpbIBIIEMCS MeHIO BbIOepUTe CTUIb CITMCKA.
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Bug [Mokascnaidgoe  [Mognwcka Cnpaexa

xoorie v/ v AT A (S ZE === L v O
W K 4 = A~ &€v 5
Het Mo yMoAYaHuH
WpndT
MapKkupoBaHHBIR cnrcok
* - =] =
o 2 " *
o 2 " *
[ ] [ ] L ] -
* =] =
HymeposaHHeIi cnucok
1 1. 1) I
1) a. a) 1.
2) b. b) 2.
i i i) a)
2 2, 2) Il
CMmewaHHbIR cnucok
1 . v A
. 1) 1 v
. 2) 2 v
aj o n 1)
2 L] v B.

Pucynok 115 — Knonika Crmcok

Y1o6bl W3MEHWUTb CTWIb CIKCKA B TEKCTOBOM 3allOJIHMTEeNle Ha CTHIb CIIMCKA 10
YMOJIYaHUIO, BBIIIOJIHUTE CllefiyIolive e CTBUS:
1. BbljienuTe TeKCTOBBIM 3al10HUTENb OJTHUM IIeTYKOM MBIIIIH.
2. OTKpoiTe MeHIO CTWJIeN CIKCKa OJHUM U3 CJIeYIOIIMX CII0COO0B:
— Bribepute nmyHKT KOMaHHOTO MeHI0 @opmar > Cmmcok (cMm. PucyHok 114).
— Ha nanenu uHCTpyMeHTOB, B pa3jieie A03al HAXKMHUTe Ha CTPeJIKY ClipaBa OT KHOIKU
= (Cmucoxk) (cm. Pucynok 115).
— [emykoM mpaBoii KHOIIKHM MBIIIA OTKPOMTEe KOHTEKCTHOe MeHIO U BblOepuTe KOMaHly
Crmcok.

3. B oTkpbIBIIEMCS MeHIO HOXMUTe KHONIKY Ilo ymoruanmro.

4.3.10.3 VI3MeHUTH YPOBeHb BJIOKEHHOCTH

YToObl M3MEHUTh YPOBEHb BJIOXKEHHOCTH 3JIeMeHTa CITMCKA, BBITIOJIHUTE CJIeyIolue
IelCTBUS:
1. YcranoBute kypcop B Joboe MecTo H3MeHseMOro abszalla WM BbljieJiuTe ab3al]

LEJIUKOM.
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2. H3mMeHUTe ypOBeHb BJIO>KEHHOCTHU:

— YToOBl yBENMYUTH ypOBEHb BIIO)KEHHOCTH, BbIOEpUTe IYHKT KOMAHJIHOTO MeHIO
dPopmar > BeIipaBHHBaHHMe > YBeawuuThb OTCTYH (cM. Pucynok 116) win Ha
TIaHeJId MHCTPYMEHTOB, B pasfiefie A63al HakMHUTe KHONKY “= (Y BeJIMUUTH OTCTYI)
(cMm. Pucynok 117).

— YToOBl yMEHBIIUTb yYPOBEHb BJIOXKEHHOCTH, BbIOepUTe IMYHKT KOMAHJHOTO MEeHIO
dopmar > BeipaBHHBaHue > YmeHbmHTh OTCTYHn (cM. PucyHok 116) wnu Ha
TaHeJIM MHCTPYMEeHTOB, B pasfeiie Af3al HaKMHUTe KHONKY “= (Y MeHBIIHTD OTCTYII)

(cMm. Pucynok 117).

Gopuwar  Cnailg  WHctpymentel Bug  MNokas cnaigoe  [Nognwcka  Cnpaeka

OuyncTiTe fopmaTnpoBaHne Ctrl+Space L v v A AT = .
Wpndt P T Ao & =
BripaeHweanue k= [lo nesomy kpato Ctrl+L
Cnncok ¥ = o ueHtpy Ctrl+E
MosopoT TekcTa * = T[lonpasowmy kparo Ctrl+R
YnopraounTts y = [owwupune Ctrl+)
= PacnpegendTs No ropuIcHTaAN
Tabawua... 4
® [lo eepxHemy Kparo
Mo cepegune
Mo HuxHemy kpato
= YBEAM4MTb OTCTYN
£=  ¥MEeHbLWWTE OTCTYN

Pucynok 116 — Komananoe mento @opmar

T % e L) LleeT zanmekn v

----- KoHtyp

AB3al durypa

Pucynok 117 — KHonku yBesTMueHUsI U YMeHbIIIeHUsl OTCTyIIa

4.3.10.4 IIpeodpa3oBaTh CIIMICOK B TEKCT

Yr1o6b! Tpeobpa3oBaTh CIIMCOK B TEKCT, BBHITIOJIHUTE CIIEYIOIIHe IeHCTBUS:
1. YkaxuTe ab3a1ibl CIIMCKA/CITMCOK, KOTOPBIM HE0OXOIMMO ITpeoOpa3oBaTh B TEKCT:
— Yto0OBI 1peobpa3oBaTh B TEKCT OJIMH ab3al] CIIMCKa, YCTAHOBUTE B HErO KypCOp WU

BbljiejiTe ero eJIMKoOM.
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— Yrobb1 mpeobpa3oBaTh B TEKCT HECKOJIBKO ab3alleB, BbIAEIUTE UX LIeJIMKOM.
— Yto06BI Mpeobpa3oBaTh B TEKCT CITMCOK BHYTPU OOBEKTA, BBIJIETIUTE 3TOT OOBEKT.
2. OTKpoiiTe MeHIO CTUJIEN CIMCKA OTHUM U3 CJIeYIONIUX CII0COOOB:

— Bribepute nyHkT koMaHgHOTO MeHI0 Popmar > Crincok (cM. Pucynok 114).

— Ha nanenu nHCTpyMeHTOB, B pa3zene A03all Ha)KMUTe Ha CTPEeJIKY CIpaBa OT KHOIKHU
= (Cniucok) (cm. Pucynok 115).

— [IlerukoM rpaBO¥ KHOIIKY MBIIIM OTKPOWTe KOHTEKCTHOe MeHIO U BblOeprTe KOMaHly
Cnucok.

3. B oTkpbiBIIEMCS MeHIO HakmuTe KHOTIKY Her.

4.3.11 Ccrliaku

B TekcT mpe3eHTaniMyM MOXXHO 100aBUTh CChUIKY Ha BeD-CTpaHUILY, afpec 3JIeKTPOHHOU

IIOYTHI WX Pauil.

4.3.11.1 BcTaBuTh CCHLIIKY Ha Be0-CTPaHMILy HJIH aJipec 3J1eKTPOHHO MoYThI

[Tpunoxenue «MoitOduc IlpeseHTanus» pacrmo3HaeT W JejlaeT aKTUBHBIMH CCBUIKH,
KOTOpbIe HaYMHAIOTCsI ¢ www, http, https, u a5ekTpoHHBIe ajpeca.

[Iprumepsr:

— www.website.ru,

— https://website.com,

— http://website.ru,

— mailto:user@domain.ru,

— user.name@domain.com.

Ccbuika Thmna mailto:user@domain.ru MoXeT TakXe COfiep)XaThb TeMy, TeKCT MHUChbMa M
3JIEKTPOHHBIE afjpeca il OTIPAaBKU KO M CKPBITON Konuu. Hampumep:
mailto:user@domain.ru?subject=This % 20is % 20the % 20subject&cc=user2@domain.ru&body
=This% 20is % 20the % 20body.

Yrobsl wn3bexaTh omMOOK mpu mepexojle mno ccbuikaM, B URL pexkomenpyercs

yKasbIBaTh poTokoi. Hanpumep: http://website.ru.

CcpliKa MOXKeT OTO6pa>KaTbC5{ B IIpe3eHTalluu B BUJIE:

— URL — Hanpumep, http:/www.website.ru;
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— TeKCTa — HallpuMep, CChLIKA.

Yro06bl 106aBUTH B Mpe3eHTAIMIO CCbUIKY B Buie URL, BbITIOTHUTE OJTHO U3 CeAyIOIIMX
JEeUCTBUM:
— BBenuTe ccbuiky Bpy4yHyIo U HakmuTe kiiaBuiiry IIpo6en v Enter Ha kiaBuarype.
— CkonupyiTe CChUIKY W3 HWCTOYHHKA, BCTaBbTe B TpebyemMoe MeCTO Ipe3eHTallud |
HakmuTe kiaBuiry IIpooen vnu Enter Ha kiaBuaType.
— CkonupyiTe CCBbUIKY W3 MCTOYHMKA, YCTAaHOBUTe Kypcop B TpebyeMoM MecTe

npe3eHTanuu ¥ HaxkmuTe codetanue kiaapuin Ctrl+Shift+V / ¢ Shift+$Cmd+V.

Yrobbl n00aBUThL B IMIpe3eHTAllMI0 CCBUJIKY B BHJle TEKCTa, BBINOJIHUTE CJeylolue
JerCTBUS:

1. Cxomupy¥Te CChUIKY U3 UCTOYHHUKA.

2. YKaxuTe MeCTO JJisl BCTaBKU CChUIKY OHUM U3 CJIEYIOIUX CII0OCOOOB:

— Yt06bl 0POPMUTH KaK CCHUIKY HalledaTaHHOe CJIOBO, YCTAHOBUTE B HET'O KypCOp WU
BBIJIEJTUTE €ero I[eJTMKOM. YToObl 0OpPMHUTH KaK CCHUIKY HamedaTaHHBIA ¢parMeHT
TeKCTa, BBIJICJIMTE ero IeJIMKOM.

— YToOBI BCTaBUTH B Mpe3eHTAIMIO ellle He HalledyaTaHHOe CJIOBO WM pparMeHT TeKCTa
CO CCBUIKOM, YCTaHOBUTe Kypcop B TpeOyeMoe MeCTO Ipe3eHTaluu. Eciy cjioBO Win
dparMeHT TeKCTa CO CChUIKOM TpeOyeTcss BCTaBUTb B IYCTYIO STYEMKY TaOIMIIHI,
BBIJIEJIUTE 3Ty STYEUKY UJIM YCTaHOBHUTE B Hee KypCcop.

3. BrimosiHUTe KOMaHly BCTAaBKU CCHIJIKU OJJHUM U3 CJIeIyIOIIMX CIIOCOOO0B:

— Bribepute nyHkT KoMaHHOTrO MeHIO BeraBka > Ccblnka (cM. Pucynok 118).

Beragka  Qopmar  Chabig  VIHCTpymMeHTE

]

Chaiag

WMzobpaxerue...

TekcToBDe None

Durypa L4

TabBmwua...

BHE &L

CI'IE'LI,HE.."IthIE‘ CHMBOAB ...

Coulnka.., Ctrl+K

%

Pucynok 118 — ITynkt komangHoro mesio Ccbliika
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— Ha mnaHenun wuHCTpymMeHTOB, B pasnerne BcraBka HaxkMuTe KHONKy -=*. Ha

0TOOpa3UBIIENCS TaHEeIN BCTABKU HAXKMHUTE KHOIIKY ¢’ Ccpinka (cM. Pucynok 119).

re) Lleet zanmekn v @ MepemecTuTE BNEpes o
O B B
+ & 4

""" Kontyp + @ MepemecTuTe Hazag
durypa Nopagok Wzobpamerne.., -

TekcToBoE NoONe

2

)

& durypa ’
HH  TaBawua »
(@]

CneunanbHbie CUMBOb,., ¥

(f) Ceonka..,

s

Pucynok 119 — [1anens BcTaBku

— IllesTykoM TpaBOM KHONKH MBIINIM OTKPOHTE KOHTEKCTHOE MEHIO U BBINMOJHUTE
KoMaHly BcTaBUTH CCHLIKY.
— Haxxmure coueranue kiapum Ctrl+K / #Cmd+K.

4. B okne BcraBuTb ccblLIKy (cM. Prucynok 120):

— Ecru mone Appec He 3amojiHeHO, BCTaBbTe B Hero cchUIKy. [1o ymomuanuio B mosie
Anpec aBTOMaTUYeCKU TIOZCTABIISIETCS CChIJIKA, CKOMMPOBAHHAs W3 MCTOYHUKA Ha
MIepPBOM IIIare.

— Ecm mome Tekcr He 3amofiHeHO, BBeIWTe B HEro TeKCT, KOTOpHIM Oyner
oTtobpaxkaTbCsi BMecTo cChUTKU. [lo ymomuanuio B mosje TekcTr aBTOMaTH4YeCKU
MOJICTABJISIETCSL CIIOBO, HAa KOTOPOM YCTAaHOBJIEH KYPCOp, BbIIEJIeHHOE CJIOBO WJIU
BbIJIeJIeHHBIN PparMeHT TeKCTa.

— Haxxmure kHomky OK.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOTUW», 2013-2024 108



BcTaenTe coblnky >

TexcT:

MaolOdune >

Agpec:

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

Hepashwne dainb:
n Hoeasa Tabamua T.xlsx
ﬁ Hoewii gokymedt Txodt

Hoeas npesedtaymns 1.xodp

Pucynok 120 — OxkHO BCTaBHUTB CCBLIKY

4.3.11.2 BcTraBUTB CCHUIKY Ha aiit

B mpeseHTanuio MOXXHO BCTaBUTBH CCHUIKY Ha (paiijl, KOTOPBIA PACIIOJIOKEH Ha TeKYIIeM
KOMIIbIOTepe UM B ceTeBoM mnarke. Cchljika MOXeT YKa3bIBaTh Ha ¢aii oboro ¢popmara.
Ccputka MoxeT 0TOOpaXkaThCs B IPe3eHTAIIMH B BUTIE:

—Ilytu k daitny — nHanpumep, C:\Users\User\Documents\@aii.pptx (OC Windows)

nnu /Users/User/Downloads/@aiin.pptx (OC Linux unu macOS).

— Tekcra — Hanipumep, ccbliika Ha ¢aita. TekCT CChbIKA MOXKHO YKa3aTh UM Ha Cllaijie, Uin

W B OKHE BCTABKH CCBIJIKH.

Yr1o6bI 106aBUTH B ITPe3eHTAIINIO CChIIKY Ha ¢aiiil, BHITOJHUTE CIIeyIOoIIre eHCTBHUS:
1. VYkaxuTe MecTo JJisi BCTaBKU CChUIKKA OHUM U3 CJIeJIyIONUX CII0OCOOOB:

— Yrobb1 0pOPMUTH KaK CCHUIKY HalleyaTaHHOe CJIOBO, YCTAHOBUTE B HEro Kypcop WM
BBIJIEJIMTE ero mejkoM. YToObl 0pOPMUTH KaK CCHUIKY HaledaTaHHBIM ¢parMeHT
TEKCTa, BbIJIEJIUTE ero MeJIMKOM.

— Yrobbl 106aBUTH B MPe3eHTalIUIO ellle He HalledaTaHHOe CJIOBO MJIM pparMeHT TeKCTa
CO CCBUIKOM, YCTAaHOBUTE Kypcop B TpeOyeMoe MeCTO mpe3eHTalluu. Eciy cjioBo win
¢dparMeHT TeKCTa CO CChUIKOM TpeOyeTcss BCTaBUTb B MYCTYIO STYEMKY TaOIMIIHI,

BbIIeJINTE 3Ty HHEﬁKy WJIN YCTAHOBUTE B HEe KypCop.
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2. BpinmosHuTE KOMaH]ly BCTaBKU CCHUIKH OJIHUM U3 CJIeAYIOIIMUX CII0COOO0B:

— BoibepuTe myHKT koMaHIHOTO MeHIO BeraBka > Ccblika (cMm. PucyHok 118).

— Ha mnanemu WHCTPYMEHTOB, B pa3feje BcraBka HaxMuTe KHOIIKY

LTY]

Ha

0TOOpa3UBIIENCS TaHEeIN BCTABKU HAKMHUTE KHOIIKY ¢’ Ccpuka (M. Pucynok 119).

- H_IEJ'[‘{KOM npaBoﬁ KHOIIKHM MBI OTKpOP'ITe KOHTEKCTHOe MeHIO MW BBIIIOJIHUTEe

KoMaHly BcTaBHTH CCHLIKY.

— Haxwmurte couertanue kinapumni Ctrl+K / $Cmd—+K.

3. B oxne BcraBursh ccbliky (cMm. Pucynok 121) Beibepute daiin, Ha KOTOPBIM TpebyeTcs

BCTaBHUTh CCBUIKY, OOHUM M3 CIIeJYIOIINX CITOCODOB:

Boraente CCbLKY

TewcT:

CCBIAKE Ha Gaiin

Appec:

Hepaenwne darnb:

ﬂ Hoear Tabavua T.alsx
ﬁ Hoew i gokymedt 1.xodt

Hoean npesedTauma lxodp

Bribpate dain...

K OTmMeHa

Pucynok 121 — OxHO BcTaBHTB CCBIIIKY

— Boibepute daiin u3 crnrcka HemaBHue ¢ainibl. B 3TomM crnicke otobpakatoTcs: 50

nociegHux ¢GaiioB, KOTOpble OTKPbIBAIKMChH B mnpuioxeHusx «MoitOduc Tekcry,

«MonOduc Tabmmna» u «MorOduc [IpezenTtarnus».

— BribepuTte daiin ¢ momompio ¢aiioBoro MeHemkepa. s 3Toro HaXXMUTe KHOIKY

Bri6pars daii.
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4.3

B

Ecny ccpiika fgomkHa oToOpaXkaThCsli B BUIe TekcTa U Iojie TeKCT He 3amoJiHeHo,
BBequTe TpeOyeMbiii TekcT. Ilo ymomuanuio B mose Tekcr aBTOMaTH4YeCKd
IIO/ICTaBJIIETCSl CJIOBO, HA KOTOPOM YCTAHOBJIEH KYpCOp, BBbIJleIeHHOe CJIOBO WIJIN
BbIJIeJIeHHbIN pparMeHT TeKCTa.

Haxwmure kHonky OK.

.11.3 BricTpas BCTaBKa CCHLIKHU

HalledaTaHHbIM TEeKCT MOXXHO 6bICTpO I[O6aBI/ITb CCBUIKY Hd BE6-CTpaHI/IHy, azipec

3JIEKTPOHHOM IIOYTHI WX Paiil.

I

s 6bICTpOI;I BCTAaBKH IIOJOEp’KHMBAIOTCA Ciiedyrolixe BHJbl CCbIIOK Ha JIOKAJIbHbIe H

ceTeBbie (aiiIbl:

— file:///C:/Users/User/Documents/®aitn.pptx

=S

mb://192.168.1.1/Files/®aitn.pptx

— ftp://Guest@127.0.0.1/share/FTP/®aitn.pptx
— sftp://Guest@127.0.0.1/share/FTP/®aiin. pptx

HO}I}Iep)KI/IBEIEMI)Ie BHUObI CCBUIOK Ha B86-CTpaHI/IHbI U aapeca BJIeKTpOHHOfI ITOYThI

OIIMCAHbI B pa3jiejie BhIIIe.

YTo0ObI 6bICTpO ,H06aBI/ITb CCBIIKY B HalledaTaHHbIM TEeKCT, BBIIIOJIHUTE dleayrume

IerCcTBU:
1.
2.

CkomnupyuTe CCBhUIKY.

Y1o6bl 0POPMUTH KaK CCHUIKY HaledaTaHHOe CJIOBO, YCTAaHOBUTE B HETro Kypcop WU
BBIJIEJITE ero IeIUKoM. YToObl 0GOpPMHUTH KaK CCbUIKY HaredaTaHHbIA (parmMeHT
TEKCTa, BBIJIEJIUTE ero IeJIUKOM.

Haxmure couerauume knasuinl Ctrl+Shift+V / ¢ Shift+3# Cmd+V.

4.3.11.4 IlepeiiTu 110 CCBLIIKe

Yr

00BI TTepeiiTy 110 CChIJIKe, BBIIIOJIHUTE O/IHO M3 CIIeyIOIIMX 1eCTBUM:

— IllenkHuTe 1O CCBUIKE, yaepkuBasi HaxkaTou kiaBuiry Ctrl / $Cmd.

— YcTraHoBUTe KypCcOp Ha CChUIKY M HaXKMHUTe kjiaBulity Enter.

Beb-cchisiku OTKpBIBAIOTCS B Opay3epe, KOTOpbIH uctosbdyercs B OC o yMoT4aHUIO.
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@aiinbl OTKpbIBalOTCA B mpuioxeHusx «MoinOduc Tekcr», «MoitOduc Tabmuna» u
«MouOduc Ilpesentanus». Eciu dopmar daiiia He MoOAnepXuBaeTCs, TO OH OTKpbIBAaeTcs B
IPUIOXKEeHUH, KoTopoe wucrnonb3dyercs B OC mno ymomuanHuioo [uisi paboTrel € ¢aiaamu
COOTBETCTBYIOIEro gopmMara.

[Tpu mepexojie IO CChUJIKe HA JJIEKTPOHHBIM ajjpeC OTKPLIBAeTCSl MOYTOBAsl IMPOrpaMMa,
KoTtopas ucnonbdyercss B OC 1o ymomuaHuioo. B paHHOW nporpaMme aBTOMaTH4YeCKHd CO3AAeTCs

HOBOe ITMCbMO, B KOTOpOe KOIINPYIOTCA JaHHbIe, YKa3dHHbIe B CCBIJIKEe.

4.3.11.5 KonmupoBaTh CCBLIKY

YT1o6bl CKONKPOBATh CCHUIKY, LIEJIKHUTE MO Hell MpaBOM KHONKOW MBIIIA U BBIIOJIHUTE

KOMdHAY KOHTEeKCTHOI'O MeHIO KOIII/IIJOBaTI) aJipec CCbLJIKH.

4.3.11.6 PenakTHpoBaTh CCHLIKY

YToOb! peIaKTUPOBATh CCHUIKY, BBITIOTHUTE CIIeIyIolre JeHCTBUS:
1. VcraHoBUTe Kypcop Ha CChUIKY WJIK BBIJIEIUTE YaCTh CChIJIKU/CChUIKY HEeJTMKOM.
2. OTKpoiiTe OKHO peJJaKTUPOBAHUSI CCHIJIKU OJTHUM U3 CJIeIyIOIIMX CIOCOOO0B:

— Bribepute myHKT koMaHIHOTO MeHIO BeraBka > Ccplika (cMm. Pucynok 122).

Beraeka @opumar  Chaig  MHoTpymedTe

[l

Chnaing

Wzobpaxedne...

TekcToBoe none

Durypa L4

Tabawua...

BE QHE

'CI'IE'LI,H-E.HI:-HI:IE‘ CHMBOAB...

Ccuinka... Ctrl+K

Q

Pucynok 122 — ITynkt komangHoro mesio Ccbliika

— Ha mnaHenu WHCTpyMeHTOB, B pasfiele BcraBka HaxmuTe KHONKy -=**. Ha
0TOOpa3UBIIIeNCs TaHeIM BCTABKU HAXKMHUTE KHOIIKY ’ Ccpinka (cM. Pucynok 123).
— IllerukoM mMpaBoO¥ KHONKU MBIIIM OTKPONMTE KOHTEKCTHOe MEHIO U BBINOJHUTE

KoMaH/ly PerakTHpoOBaTh CCHLIKY.

— Haxxmure coueranue kiasum Ctrl+K / #Cmd+K.
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r) Lleet zanmekn v @ MepemecTuTE ENEpes
o= Konmyp v @ [MepemecTuTs Hasag
burypa Nopagok

BB @ OB

Q

7] O~ B4 B8~

WMzobpaxeHne..

TekcToBoe none

Durypa

Tabauua

CI'IE'LI,HEJ'II:H b€ CHUMBOAB...

Ccoinka...

[

Pucynoxk 123 — [Ianenb BcTaBkU

3. B okne PemakTupoBaTh CChLIKY (cM. PrucyHok 124) BHecuTe TpeGyeMble U3MEHEHUs B

TeKCT M apeC CCBbLJIKH.

4. Haxwmure kHOnKy OK.

PepakTuposate cobinky

TewcT:

MolOdgune

Appec:

https://myoffice.ruy

pd BwibpaTk daiin...

Hepaeuue dainbi:
Hoean tabanua 1.xlsx
Hoewid gokyment Txodt

I Hoeas npesentauma lxodp

YaanuTe cohlaky

Pucynok 124 — OxkHo PegakTHpoBaTh CCHLIKY
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4.3.11.7 Y janurs cCBLIKY

CchUIKy MOXHO y[QIUTbh C IIOMOIIBIO OKHA pellakKTUPOBAaHUSI MJIM KOHTEKCTHOI'O MEHIO.
Ccbuika ynasnsercs: 6e3 TeKCTa, KOTOPBIN ee COIepXKHUT.
YroObl yIamuTh CCHUIKY C IIOMOIIBI0 OKHA pEelaKTUPOBAHMS, BBIIOJHUTE Clelylolye
JeCTBUSL:
1. YcraHoBHTe Kypcop Ha CCBIIKY WJIM BbIJIEIATE YaCTh CChIIKU/CCBUIKY I[eJTUKOM.
2. OTKpoHTe OKHO pelakTUPOBAHMUS CCbUIKM OJJHUM U3 CJIeyIOIIUX CIIOCOOO0B:
— Bribepute nyHkT KoMaHHOTrO MeHIO BeraBka > Ccblnka (cM. Pucynok 122).
— Ha mnaHenu WHCTpyMeHTOB, B pasfiele BcraBka HaxmuTe KHONKy -=**. Ha
0TOOpa3uBIIIeNCs TaHeI BCTABKU HAXKMHUTE KHOIKY ’ Ccpika (cM. Pucynok 123).
— [IleryxkoM NpaBOM KHONKU MBIIIM OTKPONTE KOHTEKCTHOE MEHIO W BBINOJIHUTE
KoMaH7ly PemakTHpoBaTh CCBLIKY.
— Haxwmure coderanue knasui Cirl+K / $Cmd+K.
3. B oxHe PemakTHpoBaTh CCBUIKY HaXMWUTe KHONKY YJaJIUTh CCBLIKY

(cM. Pucynok 125).

PepakTvpoBaTte CoblIKy X

TewcT:

MoirOdunc b

Appec:

https://myoffice.ru/ > Bwbpate dain..

Hepgaenwne daiinb:
ﬂ Hoear Tabavua 1.xlsx
Hoewlit gokynenT Lxodt

Hoeaa npezentauma luodp

¥0aniTe coelIky “ OTmMmeHa

Pucynok 125 — OxHo PegakTHpoOBaTh CCHLIKY
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YroObl yHaIUTh CCHUJIKY C TIOMOIIBIO KOHTEKCTHOTO MEHIO, BBITIOJIHUTE CJIeflyIolue
IelCTBU:

1. YcranoBuTe Kypcop Ha CChUIKY WX BBIIEJIATE YaCTh CChIJIKU/CCHUIKY I1EJIMKOM.

2. lJem4kom mpaBOM KHOIKU MBIIIM OTKPOWTE KOHTEKCTHOE MEHIO U BBHITTOJTHUTEe KOMaH/y

ynaJII/ITL CCBLIIKY.

YTo0OB! yAATUTh OTHOBPEMEHHO HECKOJIBKO CCHIJIOK, BBHITIOJTHUTE CIIeAYIOIIre JIeH CTBUS:
1. Bripenute pparmeHT TeKCTa, B KOTOPOM COJIEP>KATCSL JaHHbIE CChLIKH.
2. lJemykoM mpaBOM KHOIKW MBIIIM OTKPOWTE KOHTEKCTHOE MEHIO U BBITIOJTHUTEe KOMaHy

YnaJme CCBLJIKH.

Ecnu tpebyetcs yianuTh CChIJIKY BMeCTe C TeKCTOM, KOTOPbIN ee COIepXXUT, yAalIuTe ee Kak

OOLIYHEBIA TEKCT.

4.3.11.8 Couyeranusi KJIaBHIII JJIsI IepeMellleHusI MeK/IY 3JIeMeHTaMH OKHA

B Ta6J'II/ILIe 9 IIpeacCTaBJIEHbl COYETdHMA KJIdABUII, KOTOPbIe MOXHO HWCIIOJIb30BATL JIA

6bICTpOFO repemMenieHnda Mexay 3JIeMeHTaMH OKHa BCTaBKHU/ pPedaKTUPOBaHUS CCBLIIKU.

Taosmna 9 — Couyeranusa KiIaBHIII

JlelicTBHe CoueTaHue KJIaBHII CoueTaHue KJIaBHIII

B OC Windows/Linux B macOS

OTKpBITh OKHO Ctrl+K $2Cmd+K

[lepeiitu Kk clienymolieMy 37eMeHTy Tab Tab

OKHa

[IepeiiTu k npebIAyLIEMY 3JIEMEHTY Shift+Tab % Shift+Tab

OKHA

HaxaTp kHoniky Ber0paTs ¢aiia nmm [IpoGen [IpoGen

OK

Haxatpb kHonky OK He3aBUCHMO OT Enter

TOTO, KaKOH 37IeMeHT OKHa BLIOpaH B Enter

NaHHBIA MOMEHT

[TepeiiTu k cnepytomiemy/

npeaslnyiieMy ¢aiily B COUCKe
HenaBaue ¢aianl

lut
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JleiicTBHE CoueTaHue KJIaBHII CoueTaHHe KJIABHII

B OC Windows/Linux B macOS
[IepeiiTu k mepBOMY aiiTy B CIIMCKe Home Fn+-
Henasuue ¢aiiinl
[lepetiTu k nociequeMy ¢aility B End Fn+-
crvcke HegaBHue daiinbi
Bri6bpaTs daiin B criicke HegaBHue [IpoGen [Ipoben
daiinsl
3aKpbITh OKHO Esc Esc

4.3.12 CrenajibHBIe CHUMBOJIBI

4.3.12.1 ITaHensb OBICTPO¥ BCTAaBKH CIEIICHMBOJIOB

YToObl OTKpBHITH MaHedb ObICTPOM BCTaBKH CIIEIICUMBOJIOB, BBLITIOJHUTE CJIeIyIOIHe
IelCTBUS:
1. YcranoBure Kypcop B TO MeCTO Cjaia, B KOTOpoe HeoO0XOJUMO BCTaBUTh
CHelraiIbHbIA CUMBOJI.

2. Ha nanenu uHCTpyMeHTOB, B pa3fiesie BcraBka HakMuTe KHOMKY *=* (cM. PucyHok 126).

3. Ha orobpasuBIieiics maHe/ HaBeIuTe Kypcop MBIIIN Ha CTPeJIKY CIIpaBa OT KHOIIKU 1)

CrenuanbHbIe CHMBOJIBI.

YT0O6BI BCTABUTBH CIIELCHMBOJI, BBIIIOJIHUTE OIHO U3 CIIeIyIOIIUX JelCTBUM:
— Bribepute cumBon U3 Habopa IpeAyCTaHOBJIEHHBIX CUMBOJIOB. [lo Mepe paboTel C
IIPWIOXKEeHHEeM I1pe/lyCTaHOBJIEHHbIe CHMBOJIBI MEHSIIOTCS Ha CHUMBOUIBI, Jl00aBJIeHHbIe

IMOJIb30BATeJIeM B JOKYMEHT C IIOMOIIbIO OKHA CrenuanbHbIe CHMBOJIBL. HpI/I HaBeJeHHuHn

KypCcopa MBI Ha CUMBOJI 0TOOpakaeTcsl Ha3BaHKe BbIOPAaHHOTO ISl Hero mpudra.

ITpu BcTaBKe K CHMBOJIy IIpUMeHsIeTCSl WIPUQPT TeKcTa AoKyMeHTa. Ho ecin
WPUPT TeKCTa He IOAJepP)XXUBaeT O3TOT CHUMBOJ, TO IIPUMEHsSeTCs MIPUQT,

BbIOPAHHBIN 110JIb30BATEJIEM.

— Boibepute nynkt Hepa3psiBHbiii npooes, Hepa3psiBHbiii geduc nmm Koporkoe Tupe,

ecyii TpebyeTcsi BCTaBUTh COOTBETCTBYIOIIMM CHMBOIJI.
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< Liset sammekn v &,-l MepemecTiTe BNEpeg I:[ .
T I \I v @ @ ¥ -t
== - & N j 4

o= Kontyp v |_—L_r| MepemecTnTe Hazag
Turypa MopAagok E WsoGpaxerive... ~
=1 TekcTosoe none ~
@ Durypa >
abanua
EBH  Tas >
© ® D o u v § E] CrnelnanscHele CHMBObL.., »
° s
= 7 Ccwnka.,
e % n Y ° A |©
2 s — P
= = + ~ * = =
Hepazprisreii npoben Ctrl+Shift+5pace
HepaspbieHbii gedic Ctrl+Shift+(-)
KopoTkoe THpe Ctrl+MNum(-)
Boabwe cumeonos...

Pucynok 126 — [TaHenb ObICTPOM BCTaBKH CITEIICUMBOJIOB

4.3.12.2 Oxno «CrenuajasbHbIe CUMBOJIBI»

YTo0Ob! OTKPBHITH OKHO CHernuagbHbIe CHMBOJIBI, BHITIOJTHUTE CIIeAyIOIIre JIeH CTBUSL:

1. YcranoBure Kypcop B TO MeCTO CJalJa, B KOTOpoe HeoOXOJUMO BCTaBUTh
CIleliiaabHbId CUMBOJI.

2. BplmlonHUTE OOHO W3 CIeyIONIUX AeUCTBUM:
— BoibepuTe nyHKT KOMaHIHOrO MeHIO BceraBka > ChoenmanbHbIe CHMBOJIBI

(cMm. Pucynok 127).

Beraska Dopmar  Chaiig

Cnaing
Wzobpaerne...

TekcToBoE None

Durypa b

Tabnwmua...

& EH & HE

CI'IELI,HBJ'II:-HI:IE CHUMBOAB, ..

Pucynok 127 — [IyHkT koManaHoro MeHio CnelnfuajgbHbIe CHMBOJIBI
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— Ha mnaHenun wuHCTpymMeHTOB, B pasnerne BcraBka HaxkMuTe KHONKy -=*. Ha

OTO6p8.3HBH.I€fICH IIaHejii HaXXMHTe  KHOIIKY C nenmuajbHble CHMBOJIBI

(cM. Pucynok 128).

< LleeT zanmekmn v i Mepemecture enepea I:I R
- T O i BB~ =
= Konmyp v |_'L_|.| MepemecTnTe Hazag
Turypa MNopagok E WzoBpaxenine. . -~
A
E[ TekcToeoe noae
(‘}' Durypa >
HH Tabanua b
CneuuanbHbie CUMBObI... b >

Pucynok 128 — Knonka CnenuaibHbIe CHMBOJIBI

— Ha manemm HWHCTPYMEHTOB, B pasfgeiie BcraBka HaxmuTe KHOIIKY e

(cMm. Pucynok 129). Ha oTobpa3suBiiieiics maHeIM HaBeIuTe KYpCOP MBI Ha CTPEJIKY

CIpaBa OT KHOIIKH CrnemmanbHbple cMMBOJIBI. Ha manenu ObICTPOM BCTaBKHU

CIIeICMMBOJIOB BLI6epI/ITe ITYHKT Boublie cHMBOJIOB.

& LgeT 3anmekn ¥ |‘L,_| MepemecTnTe ENepes I:I oo

— 7] O Bd B~ =

== Konmyp v |_'L_|.| MNepemecTnTs Hazag

— Mlopsaok E Wzobpaxerne.., ~

E[ TekcToBDE Noae

(5—‘ Durypa >
[T Tabanua H
B CneyuansHeie CUMECb... >

©@ ® P % pu vV 8 (]

v 3 v . A (_:) Ccrinka...

2 s —_ ] 2

# = * - * = 2

HepaspbieHmi npoben Ctrl+Shift+5pace

HepazpbieHmid geduc Ctrl+Shift+(-)

Kopotkoe Tupe Ctrl+Numi-)

Bonble cuMB0A08.., I:E

Pucynok 129 — IIyHkT BoJsbiie cHMBOJIOB
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Oxno CmernpanbHbie cMMBOJIBI (CM. PricyHok 130) coniepXuT ciiefyioliye HHCTPYMEeHTHI:

— Brimagaronuii criucok Jiist BbIOopa mpudTa CrercumMBoJIa.

- BbIHa)IaIOHII/IfI CIIMCOK IJIsd BbI60pa rpyniibl U KaTeropu CHUMBOJIA. Ecmm HIpI/I(l)T He

Imoanaep>XrnBdeT CUMBOJIBI I'PYIIIIBI UJIKW KaTeropruu, TO OHA He OT06pa)KEIETC$I B CITMCKe.

— CumBonel. Ilo YMO/TYdHHUIO BBIAEIISAETCA HepBbII;’I CHMBOJI BbI6paHHOﬁ KaTeropuu.

Kareropuu otznenstoTcs Ipyr oT Apyra 4epTou.

— HasBanwue BBIZIEJIEHHOI'O CUMBOJIA Ha aHTJIMUCKOM SI3bIKe.

— Kop BeImenensoro cuMmsosia B cucreMe Unicode.

- HaqepTaHHe BbIJIeJIEeHHOI'O CMMBOJIA.

— IpudT BBIJIEJIEHHOTO CUMBOJIA.

- BapI/IaHTbI APYyIrux Ha‘{epTaHI/Iﬁ BbII€JIEHHOI'O CMMBOJIA.

|::I'IELI|I.'1EJ'II:'HI:hIE CHMECNBI
XO Oriel
E E B
B h K
o E X
o n°P

e

)

0O w =

Moawdukatopsl Gyke

€ S | |
Y U A B
M N K 7
T VY @& X

33Kphl'|'|:| OKHO Nocne BCTABKK CHMMBOA

ar

T £ m <

L T g

MODIFIER LETTER
CIRCUMEFLEX ACCENT

HOHukog: U+02C6

=
¥

BeraBuTe OTmMeHa
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YroObl BCTaBUTH CUMBOJI M3 OkHa CmenuajgbHBIE CHMBOJIBI, BBITIOJHUTE ClIeyIOIHe
JelCTBUS:

1. BeibGepute mpudt crericumsosia. Beibop ocyiiecTBisieTcs aHaIOTUYHO BbIOOPY mipudTa

B I'JIABHOM OKHe IIPUJIOXKeHUsI.
2. Bribepute kareropuio cuMBoiia. BeiOop ocyIecTBisieTcsi aHaJIOTUYHO BhIOOPY mipudTa
CIercUMBOJIa.
3. BcraBbTe CHMBOJI OTHUM U3 CIIEAYIOIMUX CITIOCOOOB:
— BoigenuTe CMMBOJI IBOMHBIM IIEJTYKOM MBIIIIH.
— BoizieniTe CMMBOJI OJTHUM I1IeJTYKOM MBIIIN U HAXKMUTE KHOIIKY BCTaBUTB.
— BrienuTe ciMBOJT OHUM HIETYKOM MBI ¥ HaxkmuTe kiaBuilly Enter viu IIpooen

Ha KJIaBHATYype.

Ecnu Tpebyercs, YTOOBI OKHO 3aKPHIBAJIOCh ABTOMATHYECKH, MOCTaBbTe GIaKOK 3aKPHITH
OKHO II0CJIe BCTaBKH CHMBOJIA.
Yro6bI 3aKpbITh OKHO CHenpaJbHbIe CHMBOJIBI BDYUHYIO, HOKMUTe KHONKY OTMeHa Win

KHOIIKY B 3ar0JIOBKe OKHa.

4.3.13 IlpoBepka npaBonMCcaHUsA

[Ipunoxenue «MorOduc [IpeseHTarust» MoOXeT aBTOMaTHYeCKU MPOBEPSTh TEKCThl Ha

PYCCKOM M aHIJIMMCKOM si3blKe Ha Hajnuue opdorpadpuieckux ¥ rpaMMaTHyecKruX OLIMOOK.

4.3.13.1 IIpoBepka op¢orpadpun

YToObI OTKIIIOYUTH UJTK BKIIIOYKTH IPOBepKy opdorpacduu, BeibepuTe MyHKT KOMAHIHOTO

MeH10 MHcTpyMenTsI > IIpaBomicanue > IIpoBepka opdorpaduu (cm. Pucynok 131).

HHcTpymedTer Bug  Mokas cnakgoe  [Mognucka  Cnpaeka

Mpaecnucanue P ¥ [lpoeepka opdorpaduu
HacTpaveaeme i chosaps MpoBepka rpamMMaTicm
WM3meHnTE A3bIK.., [

Pucynok 131 — ITynkTt komangHoro Mento IIpoBepka op¢orpadpum
[TpuHIMIIBI TPOBepKU opdorpaduu:

— CrnoBapsb nmpoBepku opdorpadru BbIOMpaeTcsi aBBTOMAaTUYeCKH 10 SI3bIKY IepBOT0 CJI0Ba B

ab3arie.
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— KpacHoit BonHuMCTOM TMHWEN T0J4epKUBAIOTCS:

" CJI0Ba, OTCYTCTBYIOIIME B BbI6paHHOM CJIoOBape;

= CJIOBa, cofiepkatiye opdorpadryueckue OioOKy.

— [Ipy BHeceHMM H3MeHEHWU B TeKCT IIpe3eHTAllMM 3allyCKaeTCs MOBTOPHAasl IPOBepKa

opdorpaduu.

4.3.13.1.1 UcnpaBuTtsh opdporpadpuyeckue OImuoKHu

Ecomu B crnoBe HalJeHa OIJ_II/IGKa, HUCIIpaBbTE ee. HJ’I?I 9TOr'0 BBIIIOJIHUTE CJIeAyrolue

NerCcTBUL:

1. IlomectrTe Kypcop MBIIIM Ha CJIOBO WJIM BBbIIEJIUTE CJIOBO, KOTOpOe IOJ4epKHYTO

KpPaCHOU BOJIHUCTOW JIMHUEH.

2. llenmukoM IpaBo¥ KHOIIKU MBIIIN OTKPONTE KOHTEKCTHOe MEeHIO.

3. B KOHTEKCTHOM MeHIO BbIOepuTe IMpaBWIbHBIA BapUaHT HAMCaHHWS JTAHHOT'O CJIOBA

(cm. Pucynok 132).

Awmnbka [

P2

clWbKa
owwbKka
lnbka

A wnbka

JoBaenTs B ChoBApE

MponycTuTe

BcragnTe
BcTaeuTh ToAbKD TEKCT

Becraeute vz Bydepa obumena
Cnncok

BcraenTe comn L4

Ctrl+V

Pucynok 132 — [IpoBepka npaBonvcaHus

Ecm JJisl BbIJEJIEHHOI'O CJIOBAa OTCYTCTBYKOT BdPHAHTHI IIPABUJIBHOTO HAIIMCAHUS, B

KOHTEKCTHOM MeHI0 oToOpaxkaeTcs Haanuch HeT npenoxeHuii.
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4.3.13.1.2 Y nanuTh nomyepKuBaHue CJIOB

YT0o0mBI 130eXaTh MMOAYEepKUBAHUA CJIOB, PaCIiO3HAHHBIX NpUIoXeHnem KdK

opdorpaduyecku HeBepHbIe, BHECHUTe JaHHbIe CJIOBa B HAaCTpPauBaeMbIW CIOBaph WX J00aBbTe B
CIIMCOK UTHOPUPYEMBIX CJIOB.
Yto06b! 10OABUTH CJIOBO B CIMCOK UTHOPUPYEMBIX, BBITIOJIHUTE CJIelyIolue JeMCTBUS:
1. IIomecTtTe KypcOop MBIIIM Ha CJIOBO WJIM BBIJIEJIUTE CJIOBO, KOTOpPOe IOJYepPKHYTO
KpaCHOU BOJIHUCTOU JIMHUEH.

2. llenkHUTe 1O HeMy IIpaBOM KHOIIKOM MBIIIM U BBIIIOJHUTE KOMAHJy KOHTEKCTHOTO

MeH1o Ilpomycrurs (cM. Pucynok 132).

[Tpu BBITIOTHEHUM TaHHOM KOMaH/IbI ITOJJYepKUBaHKe CJIOBa KPaCHOM JIMHWeN Mporajaer.
Ecmu cnoBo BcTpeuaeTcsi B Ipe3eHTAllMd HECKOJIbKO pa3, TO U3MEeHeHMsl NMPUMEHSIOTCS JIJisi BCexX
MTOBTOPEHUM C Y4eTOM perucrpa. Takve u3aMeHeHUsl COXPaHSIOTCS B paMKax OJHOM cecCUuu paboThl
c mpeseHTanved. IIpy TOBTOPHOM OTKpBITUM IIpe3eHTAl[Md CHOBA 3allyCKaeTCs IIpoBepKa
opdorpadpuu.

B citydae onmboyHoro rnpruMeHeHust KOMaH/bl BEPHUTECH K MPeJIbIAYIIEMY COCTOSIHUIO ITPU
oMot KomaH il IlpoBeputh npaBomicanue. [1jis 3TOro BHIIIOJIHUTE ClleyIoliye AefCTBUS:

1. [TomecTuTe KYpCOp MBIIIXA Ha CJIOBO WJTU BBIJIEJIUTE CJIIOBO ITUKOM.

2. llenkHuTe 1O HeMy IMpPaBOM KHOIKOW MBIIIM W BBHITIOJHUATE KOMAHAY KOHTEKCTHOI'O

MeHio IIpoBepuTh nnpaBonucaHue.

4.3.13.2 HacTrpanBaeMmslii C1I0Bapb

YroObl u30exaTh MOAYEepKUBAHUS OTHeIbHBIX CJIOB B TeKCTe (HalpuMep, WMeH
cobCTBEHHBIX, abOpeBHATyp, CIeUaJbHbIX TEPMHMHOB W T.JI.), MOXHO BHECTM HX B
HaCTpavBaeMbll CJI0Baphb.

Hepez[ Ha4dJIOM pa60TbI CO CJIOBapeM Y6€‘I[I/ITECI), YTO B IIPpUJIO’KEHWH BKJIFOYEHA IIDOBEPKd

Ol 2{'201"[ gag|31/11/1.

4.3.13.2.1 [106aBUTH CI0BO B CI0Baph

B ciioBapb MOXXHO J00aBJISTh TOJIBKO OT/eNIbHBIE ciioBa. JlobaBiieHre CIIOBOCOYETaHUN He
JOIyCKaeTCsl.

[Tpu mobaBiieHWHU CJIOBA B CJIOBApPh YYUTHIBAeTCsS pervctp. Eciau ciioBo muiercs Kak co
CTPOYHOM, TaK M C 3arjlaBHOM OyKBBI, peKOMeHAyeTCs N00aBUThb B CJIoBapb 0OOa BapHaHTa

HaIlMCaHHWA JAHHOI'O CJIOBAd.
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Yro6B! 100aBUTH CIIOBO B HaCTpauBaeMbll CJIOBAapb IPSMO U3 TeKCTa, LIeJIKHUTe 110 HeMy
IIPaBO¥M KHOIIKOM MBIIIN U BBIITOJIHUTE KOMaHly KOHTEKCTHOI'O MeHI0 Jl00aBUTE B CJIOBaph.

Yrobbl n06aBHUTH HOBOe CJIOBO HEIOCPe[NCTBEHHO 4Yepe3 CaM CJIOBApb, BBIIOJIHUTE
CIlefyIolue JeiCTBUS:

1. Beibepute nmyHKT KomaHaHoro meHio HMHcrpymenTtsl > HacrpauBaemsblil cloBapb

(cm. Pucynok 133).

WMHcTpymerts  Bug [Mokas caal

MpaecnucaHwe r
HacTpaveasmeli chosap

FlzMeEHWTE AZBIK...

Pucynok 133 — Ilynkt komangaoro mesto HacrpauBaemslii c1oBapb

2. B okne HacrpauBaeMmsblii cJIOBapb BBeIUTE CIOBO, KOTOpPOe HEOOXOOUMO NOOAaBUTH B

ciioBaph (cM. PucyHok 134).

B Hactpaweaemelid cnoeape =

MoinOdne > ‘

(MycTo)

MogknoYnTe lNotoeo

Pucynok 134 — Oxno HacrpauBaemblii ciioBapb
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3. Haxxmute kHONKYy & 1y kiiasunty Enter Ha kiaBuarype.
4. Haxmure kHOmKy I'oTOoBO, 4TOOBI 3aBepIIMTh pedaKTHPOBAaHUE CJIOBApPS U 3aKPBITh

OKHO.

4.3.13.2.2 IlogxiiounTh CTOPOHHHE CJIOBapH

Yrobbl pacHMpuTh 3amac CJIoB, JMAOCTYNHBIM B pelakTope IIpe3eHTAllUi, MOXXHO
IIO/IKJIIOYNTH CTOpPOHHUe ciioBapu B popmate DIC. JIns aroro:
1. B nmuanoroBom okHe HacTpamBaemsblil cj10Bapb HaxmuTe KHONKY Iloakmouurs
(cm. Pucynok 134).
2. B oTkpbiBiIEMcs: OKHe $HaiIoBOr0 MeHeJkepa BbiOepuTe daiii ¢ pacivpenueM .dic u

HaXMHUTe KHONIKY OTKPBITH.

ITo 3aBepurenun comepxxumoe daityia 0To6pa3UTCSI B HACTPAUBAEMOM CJIOBApe.

4.3.13.2.3 Y nauTh CI0BO U3 CJIOBaps

Panee no6aByieHHOe CII0BO MOXKHO YAQJIUTh M3 HAaCTpPauBaeMoro CJI0Bapsl.

YroObl ynanuTh CJIOBO C IIOMOIIBI0 MHCTPYMeHTOB OKHa HacTrpamBaemblil CJI0Baphb,
BBIIIOJIHUTE CJIeflyollie IeHCTBUS:

1. Beibepute nmyHKT KomaHaHoro MmeHio HMHcrpymenTtsl > HacrpauBaemsblil cloBapb

(cm. Pucynok 135).

WMreTpymentsr Bug TMokas caal

Mpaeonucanue ’
HacTpaveaemeli choBape

FI3MEHWTE A3BIK...

Pucynok 135 — Ilynkt komangaoro meHio HacrpauBaemslii ciioBapb

2. B oxnHe HacrpaumBaeMmbIéi C/10Baphb HaBeJuTe KYypCOpP MBIIIM Ha CJIOBO, KOTOpOe
HeoOX0JIMMO yAaJUThb U3 CJI0BApsl, U HAKMUTe KHOIKY Y JaauTh (cM. Pucynok 136).
3. Haxxmute kHolky I'oToBO, uTOOBI 3aBepUIMTh pellakKTUPOBAaHHWe CJIOBAps M 3aKPbITh

OKHO.
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B | Hactpaweaemeld cnoeape x

BeegWTe cnoBo

MoiOduc ¥aanuTh

N

MogknounTs loToBO

Pucynok 136 — Ypanenue cjioBa U3 cjioBaps

YT0o0mI YAAJIINThL CIJIIOBO 6e3 rnepexoida B OKHO HACTpAWMBAeMOI'O0 CJIOBAp, IIEJIKHHUTe II0
OHaHHOMY CJIOBY HpaBOfI KHOIIKOM MBbIIIIHN HeIIoCpeACTBEeHHO B TEKCTe W BBIIIOJIHUTE KOMaHOYy

KOHTEeKCTHOI'O MeHIO YHHJII/ITI: H3 CJI0Bap4.

4.3.13.3 IIpoBepka rpaMMaTHKH

YToOBI OTKJIIOYATH WA BKJIIOYUTH IIPpOBEPKY I'PAMMATHUKU, BbI6epI/ITe IIYHKT KOMdHJHOI'O

MeHio MHcTpymenTs! > IIpaBomicanue > IIpoBepka rpammaruku (cM. Pucynok 137).

HHcTpymedTer Bug  Mokas cnakgoe  [Mognucka  Cnpaeka

Mpaecnucanue r Mpoeepka opdorpadui
HacTpaveaeme i chosaps ¥ [lpoeepka rpamMMaTikm
WM3meHnTE A3bIK.., [

Pucynok 137 — IlynkT komanHoro Mento IIpoBepka rpaMmmaTuku

[TpuHUIMIIBI TPOBEPKU TPAaMMATHUKH

— $13bIK TPOBEPKY I'PaMMAaTHKH BIOMPAeTCsi aBTOMAaTHYeCKH T10 TlepBoi OykBe ab3aria.

— [IpoBepka rpaMmaTuKy 3amyckaeTcs 1nocie Haxartus kiaBui Ilpoden wmu Enter npu
YCIIOBUM, UTO IpeJIo’KeHre 3aBeplIeHo.

— IIpennoxxeHue c rpaMMaTHYeCKOM ONMTMOKOM MOJYePKHUBAETCSI CHHEH BOJIHUCTOM JIMHUEH.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOTUW», 2013-2024 125



MonOdounc

4.3.14 Y nanenue Texcra

4.3.14.1 Y 1aauTh TeKCT C IOMOIIBLI0 KOMAHIbI

YT10o0bI yOAMUTh TEKCT, BBIIIOJIHUTE CIIeyIolre AefCTBUS:
1. Beigenute TpeOyeMyto 4acThb TeKCTa JyIs yIaleHUsl.
2. BplllonHUTE KOMaHly yAajleH!s OTHUM U3 CIIeYIOHUX CIIOCOOOB!

— BoibepuTe myHKT koMaHgHOTO MeHIo IIpaBka > Y ganuts (cM. PucyHok 138).

Mpaeka Beraeka @opmar Chailg  ViecTpy

) OTMEHMTE Ctrl+Z
" MNoetoputs Ctrl+Y
2 Buipesats Ctrl=X
Konwpoeats Ctrl+C
[} Bcraewts Ctrl+W

BcTaenTe ToNBKO TEKCT

BcraewnTe w3 Bydepa obmena 4

BwigeauTs BCE Ctrl+A
I ¥aanute

Pucynok 138 — [IyHKT MeH10 Y Ja/IUTh

— Ha manenu wHCTpymMeHTOB, B paszeiie IIpaBKa HaXmMuTe KHOIKY | (Y manurn)

(cMm. Pucynok 139).

Popmatr  Cnang  Wihctpymedte  Bug  [Nokas chahgoe

D\K;EIVQ KO Onel -
D C X K 4

MpaBka WpwdT

Pucynok 139 — Knonka Y ganurhb

4.3.14.2 Y panuTh TEKCT C IOMOIIBI0 KIABHII KJIaBHATYpPbI

YroObl ynanuTh M3 TEeKCTAa OJWMH WJIM HEeCKOJIbKO CHMBOJIOB, BOCIIOJIb3yMTeCh OJHHUM U3
CJeTyIONIHUX CIIOCODOO0B:

— YcraHoBUTE Kypcop IOCJie CUMBOJIOB, KOTOpble Tpebyercs ynanuth. [Ipu pabore B OC

Windows / Linux yJandre CUMBOJBI II0CeI0OBATelbHBIM HakaTMeM Ha KJIABUIIY

Backspace, npu pabote B macOS — Ha kiaBuiny Delete.
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— YcraHoBUTe KypcOp JI0 CUMBOJIOB, KOTOpble TpeOyercst ynanuTh. [lpu pabore B OC
Windows / Linux yzanuTe CUMBOJIBI [10CIeIOBAaTeJIbHBIM HaXkaTveM Ha kKiaBuiny Delete,

1pu pabote B macOS — nociiefjoBaTesIbHBIM Ha)kaTueM codeTanus kinasuil Fn+Delete.

YTOOBI yIaTUTh YaCTh CJIOBA WJIX CJIOBO, BOCIOJIB3YHTECh OJTHUM U3 CJIEIYIONMX CIIOCOOO0B!
— VcraHoBuTe Kypcop IOCJe 4acTH CJIOBa WJIM CJIOBA, KOTOpoe Tpebyercs ynanuTh. [1pu
pabore B OC Windows / Linux Haxkmute couyeranue kiaBuin Ctrl+Backspace, npu

pabote B macOS — $Cmd+Delete nii ~~Option+Delete.

— YcTaHoBUTE KypCcoOp /10 4YacTH CJIOBA WJIM CJIOBA, KOTOpoe Tpebyercs ynmamuTh. [Ipu
pabotre B OC Windows / Linux HaxkxmuTe coderanue kiaBuil Ctrl+Delete, npy pabote B

macOS — ¥Cmd+Fn+Delete unu ~~Option+Fn+Delete.

Yrto6bl yoanuTh GparMeHT TeKCTa, BHIMOJIHUTE CJIeAyIole 1eACTBUS:
1. Beigenute TpeOyeMblii ¢pparMeHT.
2. Ilpu pabore B8 OC Windows / Linux nHaxkmuTe kiaBuity Delete viin Backspace, mpu

pabote B macOS nHaxkmute kiapuily Delete vnn coderanue kiasuil Fn+Delete.
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4.4 Pabora c nuzo0pakeHuIMHI

4.4.1 BcraBuTth n3o0pakenue

Ha cnaiig moxxHo 106aBuTh n3obpaxeHue U3 bydepa obMeHa wid U3 000N MaNKU Ha
KOMIIBIOTepe.

[To ymosmuanuio n3obpakeHre BCTABJISIETCS B IMeHTP ciaiaa. Ilocie BCTaBKU ero MOXXHO
[lepeMecTUThL B TpebyeMoe MeCTO CJlaijia BpyUHYIO.

[Tpn HeobxoguMOCTH Ha M300paXkeHNe MOXXHO HAJIOXKUTh TEKCT.

4.4.1.1 BcraBuTth n3obpa:kenue u3 0ydepa oomena

N3 6ydepa ob6MeHa MOXKHO BCTaBUTh HA CJIAW/I:

— CKPUHILIOT, CIeJIaHHBIN C TTIOMOIIIBIO CTAH/IAPTHBIX COYETaHUM KJIaBUIII;

— H“300pakeHHe, CKOIMPOBaHHOe K3 Opay3epa;

— “300paXkeHHe, CKOMMPOBAHHOe WJIM BBIPe3aHHOe U3 pefaKTopa, BXOMSIIEro B COCTaB

odUCHOro 1aKeTa CTOPOHHero IPOM3BOIUTESL.

Bcraska H306pa>1<eH1/1;{ OCYIIECTBJIETCS CTAHNdPTHBIMU CIIOCODaMU.

4.4.1.2 BcraBuTh H300pakeHHe C KOMIIbIOTepa

YroObl BCTaBUTH HaA CJIAWJ HM300pakeHWe C KOMIIbIOTepa, BBIMIOJHUTE CJIeyIolHe
IelCTBUS:

1. BrigenuTe ciaii Ha HaHeX CIIakIoB.

2. BuimosHUTE KOMaH]Ty BCTaBKH OJTHUM M3 CJIeyIOIHX CIIOCOOO0B:

— Bribepute myHKT KOMaHIHOTO MeHIO BeraBka > M3o0pakenue (cM. Pucynok 140).

Beraeka  Qopmar  Chalg  VIHCTpyMeHTE

Cnalig

WMzobpameHue...

TekcToBDE None

&) Ourypa b

Pucynok 140 — ITynkt meHto M3o0paxkenue
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— Ha naHeny MHCTpPyMeHTOB, B pasfieiie BcTaBka Ha)kMUTe KHOIIKY @ N3obpaxkenue

(cm. Pucynok 141).

Bug TMNokazcnaligoe  [Mognwucka Cnpaeka

TekcToeoe noae @ Durypa ¥ @ WMzobpaxerue... % TaBavua »  eee

OdopmneHne BeraBka

e LLgeT 3anmBkn v

Maker

Pucynok 141 — Knonka V3o0paxenue

— Ha mnaHenn wuHCTpymMeHTOB, B pasngene BcraBka HaxmuTe KHOnky ===. Ha
OoTOOpasvBIIelCsS TaHeIM BCTaBKU  HAXXMHTe  KHOIKY 4 N3obpaxkenue

(cm. Pucynok 142).

okaz cnaligoe  [lognucka Cnpaeka

0=
T | Tekctosoe none @ Durypa v @ Mzo6paxmeHne.., HH Tabmmua., v ===

BcTaBka Wzobpaxerwe...

TekcToBDE NONE

E B @O B

Durypa >
Tabauua... >
CneunanbHbe CHMBOAL... b
”
(,) Ccranka..,

Pucynok 142 — [Ianenb BcTaBkU

3. B oknHe daimoBoro MeHemkepa BbIOepHTe H300paXkeHHWe, KOTOpoe HeoOXOAMMO

00aBUTH Ha ClIal]l, U HAXMUTe KHONIKY OTKpPBITH.
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4.4.2 KoHTyp H300pa:keHust

J1y1st n306pakeHUsI MOXXHO HaCTPOUTb OTOOpakeHHe KOHTYpa.

4.4.2.1 Bri0OpaTh nBeT KOHTypa U300pazKeHus

YroOb! BBIOpATh IIBET KOHTYpa N300pakeHusl, BBITIOJHUTE CIeAyIoIre JIeH CTBUS:

1. Bripenure nzobpaxenue.

2. Ha naHenu UHCTPyMeHTOB, B pasziejie Purypa HaKMUTe Ha CTPeJIKY ClipaBa OT KHOIIKH

% v e, LeeT zanmekn  * @ MepemecTiTe BNEpE

=y = = = = =
1w = 4= :E[ v q7 1 E KoHtyp % @ MepemecTuTs Hazag
Ab3ay
v HeT KoHTYpa
LeeTa Temb:

CTaHLapTHEIE LEETE:

MocnegHue ueeta:

Opyrie UBeTa.. j?

TonwuHa AMHUK: 0,25nT .

Pucynok 143 — Knonka KonTyp 1 nanenb Beibopa 118eta
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3. Ha oTkpeiBIIelics maHenu BblOOpa I[BeTa YKaKHUTe IIBeT KOHTypa U300pakeHHsI OOHUM
U3 CJIelyI0IIAX CII0COOO0B:
— BpIOepUTe LIBET B OJJHOM U3 IIpeJICTaBJIeHHbIX HAaOOPOB I1BETOB,
— YKaXuTe KOJI IBeTa BPYYHYIO,

- CKOHHPYIZTE OBeT C IIOMOIIBIO ITHUIIEeTKH.

4.4.2.1.1 BeiOpaTh 1BeT B IIpeJCTaBJIeHHBIX HA00Opax I[BETOB

Ha nanenu Boi6opa 11Beta (cMm. PucyHok 143) nipefcraBiieHbl ciiefytoliiyie HabOpbI I[BETOB:

— IIBeTa TeMBI — COIEPXKUT 1IBETOBYIO MAJIMTPY TEMBI TEKYIIero JIOKyMeHTa.

— CTaHmapTHBIE IIBeTa — COJIEPXKUT 11BeTa, KOTOPbIe MOJIb30BaTe M Yallle BCero BHIOMPAroT
npu GopMaTUPOBAHUU JOKYMEHTa.

— IlocemHue mBeTa — COJEPXKUT /IO JIECSATH MOCTEJHUX IIBETOB, KOTOpbIe Bbl BbIOHMpaAIU
npu popmaTpoBaHuM AokyMmeHTa paHee. Habop Ilocinemrue nBera oTobpaxkaeTcs, eciu

BBl BBIOMPAJIA XOT$ ObI OJIMH IIBET.

[Tpu HaBemeHUM Kypcopa MBIIIM Ha JII000M I[BeT oToOpaXkaeTcsl 3HaUeHHe 3TOro IiBeTa B
nseroBor Mosie RGB. Hanpumep: RGB 192,80,77.

Jlyist BBIOOpA IBeTa IeJKHUTE 110 HeMY JIeBOM KHOMKOW MBIIITH.

LIBet nobaButcs B Habop Ilociennue nBeta 1 otMeTuTCs QuiaxkkoM. [Ianenb BiboOpa 11BeTa

3akpoetcs. KoHTyp n3o6pakeHUs! OKpaCUTCS B BbIOpaHHBIM I[BeT.

4.4.2.1.2 Yka3aTh KO IIBeTa BPYUHYIO

Ecmu B mepeurciieHHbIX HabopaxX IIBETOB HET MOMAXOJSIIEro IBeTa, yKaXUTe ero Koj
BPYUHYIO:
1. Haxxmute kHOTIKY JIpyrue nuBera (cM. PucyHok 143).
2. B otkpeiBiieMcs okHe Brioop mBera (cM. PrucyHok 144) ykaxuTte TpeOyeMblil I[BET B
Bune HEX-kona unu B popmare RGB.

3. Haxwmure kHOonky OK.
LIBet, ykasaHHBIM Bpy4Hyto, MobaBuTcs B Habop Ilocimemuue nBera (cM. Pucynok 143) u

otMetuTcss ¢nakkoM. [lanens BbiOOpa IiBeTa 3akpoercs. KoHTyp u300pakeHUsl OKpPAcUTCS B

BbIOpaHHBI I[BET.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT W », 2013-2024 131



Buifop ugeta X

Hex-koa MpegnpocmoTp
o ) [
KpacHoii JeneHbii CHHWiA

"

Pucynok 144 — Oxuo Br16op nBera

4.4.2.1.3 CxonmMpoBaTh IIBeT C IOMOLIbI0 ITUIIETKH

[Tumetka IpeiHa3Ha4eHa I OJHOBPEMEeHHOT'O KOITMPOBAaHU IIBETa C TeKCTa U 06’b€KTa,

PACIIOJIOKEHHOTO B pabodvedd 06IAaCTH TJIABHOTO OKHA, U NMPUMEHEHUs 3TOTO IBeTa K KOHTYpPY
n300pakeHusl.
Yro0bBI CKOITMPOBATH IBET C IIOMOIIBIO ITHUIIeTKHU, BBIIIOJIHHUTE ClieJyroniye HeﬁCTBHH:

=7

1. HaxxmuTe KHOTIKY ¢ (ITmmerka) (cMm. Pucynok 143). [Tanens BeiGopa 11BeTa 3aKkpoeTcs],
Y KypCcop NpHUMeT BUJ «IIpHrliesia» JUlsl BbIOOpa IBeTa.

2. HaBenmuTe Kypcop Ha IIBET, B KOTOpPBIM TpebyeTcst OKpacuTh KOHTYp U3o0pakeHus. s
OoJiee TOYHOTO BBIOOpPA IIBETa OPUEHTUPYHUTECh HAa 00J1aCTh, PACIIOIOXKEHHYIO CIpaBa OT
Kypcopa. B Hell oToOpaXkaeTcs IBET IUKCeJIs, Ha KOTOPBIM B JaHHBIM MOMEHT HaBe/leH
Kypcop.

3. IllenkHuTe MO BETY JIeBOM KHOIIKOW MBIIIIH.

KoHTyp n3obpakeHrsi OKpacUTCSl B BbIOpAaHHBIN LIBET, U KypCcOp IpUMeT OOBIYHBIM BU/I.
Vkazaaubii 1Ber pAobaButcss B Habop Ilocimemume mBera (cMm. PucyHok 143) u oTMeTHTCS
¢drakkoM Ha naHeny BbIbopa IBerTa.

Ecnmu Tpebyercsi oTkimoudTh nNuUIeTKy 0Oe3 BbiOopa I[BeTa, HakmuTe kiaBuily Esc Ha

KJIaBUATYyPpe.
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4.4.2.2 BpiOpaTh TOJIIIUHY U THII TIUHUH KOHTYPa U300paxkeHNns

Yro0Obl ykazaTh TONIIMHY U THUIl JIMHUA KOHTypa U300pakeHUs], BBIIOJIHUTE CJIeyIolue
JIeMiCTBUS:
1. BoizenuTte uzobpakeHue.

2. Ha naHenu UHCTPyMeHTOB, B pa3sfiejie PuUrypa HaKMUTe Ha CTPeJIKy ClpaBa OT KHOIIKU

3. B mone TommuHa JuHUM yKaXkuTe TpeOyemylO TOJIIMHY KOHTypa BPYYHYIO WM C
IIOMOIIIBIO TIepeKJIroYaTessl.

4. BpibepuTe TUII IMHUM KOHTYpa U3 IPeyCTaHOBJIEHHBIX 3HAYEHUH.

i
L4
il
11
1l
|
i

% v e, LeeT zanmekn  * @ MepemecTiTe BNEpE

v o= 5= H v T ) 25 Kowtyp 3 ) Nepemecturs nasag

HeT KoHTyRa

LlgeTa TeMbI

H EGEPEEE

CTaHLapTHEIE LEETE:

MocnegHue ueeta:

Opyrie UBeTa.. j?

ToAWKMHAE AMHWAK: 0.25nT

{

Pucynok 145 — Knonka KonTyp 1 nanens Beibopa 118eta
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4.4.2.3 IIpuMeHUTH HACTPOHKH KOHTYPA NpeabIAylIero H3o0pakeHus: WiN GUIypbl

YroObl OBICTPO TPUMEHUTb K H300pakeHWI0 HACTPOMKM KOHTypa IpelbIAylIero

I/1306pa>KeHI/IH U @I/II‘YQI:»I, BLIIIOJIHWUTE Clleayroinre e CTBUSL:

1. Buipenure nsobpakeHue.

(cm. Pucynok 146).

R UeeT 3anmekn ¥ @ MepenmecTuTs BNEpey v

= KoHTyp ¥ @ MepemecTuTe Hasag v

durypa MNopagok

Pucynok 146 — Knonka Konryp

4.4.2.4 Y nanuTh KOHTYP HU300pazKeHHs

YToOb! yAaTUTh KOHTYP M300paskeHUsl, BLITIOTHUTE CIIeIyIolye JeHCTBUS:

1. Bripenute nzobpaxenue.

2. Ha naHenu UHCTPyMeHTOB, B pasfiejie PuUrypa HaKMUTe Ha CTPeJIKy CIIpaBa OT KHOIIKU

3. Ha nanenu Beibopa 118eta HaxxmMuTe KHONKY HeT koHTYypa.

AT e == = = = % v O Uper sammekn v @ MepemecTuTe BNEpes
£ v v = 5= H~ T ! E Kontyp 9 [ Mepemectirs Hasag
AB3ay

HeT KOHTYRA

LleeTa TeNMb:

B EGEEEEE

Pucynok 147 — Knonka Her konTypa
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4.4.3 VIameHuTh pa3mep H300paxkeHust

Pa3mep n3obpakeHrst MO>KHO U3MEHHUTD C COXpaHeHHeM WU 6e3 CoXpaHeHH sl IPOIIOPIUH.
Y1obbl M3MEHUTh pa3Mep H300paKeHUsl C COXpaHeHHWeM IIPOIOPIUM, BBIIOJHUTE
cllenyroniye AeiCTBUS:
1. Beigenvte nzobpaxeHnue, paamep KOTOPOro He0OXOOUMO N3MEeHUTb.
2. VnepxuBasi JIeBYI0O KHOIKY MBbIIIH, MPOTSHUTE J1I0060M M3 yTJIOBBIX MapKepoB PaMKH
Tak, YTOOBI M300pakeHHe MPUHSIIO HeoOXoauMblid pasmep (cM. PucyHok 148).

3. OTnycruTe JIeByIO KHOIIKY MBIIIM, YTOObI 3apMKCUPOBATh HOBBIM padMep U300paskeHusl.

Pucynok 148 — Mi3mMeHeHue pa3mepa n300pakeHUs C COXpaHEeHHeM TPOIOPIINI

Yrobbl M3MEHWUTb pas3Mep H300pakeHUss 6e3 COXpaHeHMs IPONOPLUM, BBIIOJIHUTE
cllefiylolye e CTBUS:
1. Beigenute nzobpaxkeHue, paamep KOTOPOro He0OXOOUMO N3MEeHUTb.
2. YhepxuvBas JleByl0 KHOIIKY MBbIIIM, IlepeMecThTe OJMH W3 MapKepoB paMKHU
n3obpaxenus (cM. Pucynok 149):
— JUIsl U3MeHeHUsl BBICOTbl M300paXkeHus IlepeMecThTe BePXHUUM WM HUXKHUU MapKep
paMKH;
— JUIsl MU3MeHeHUs! HNIMPUHBI M300pakeHUs IlepeMecTHUTe JIeBBIM WJIM IIpaBbIi MapKep
PaMKH.

3. OTnycruTe JIeBYIO KHOIIKY MBIIIH, YTOOBI 3apMKCHPOBATh HOBBIM padMep M300paskeHUsl.

{

Pucynok 149 — M3meHeHue pa3mepa n3obpakeHus 6e3 COXpaHeHUs! TPOIOpIUM
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4.4.4 VI3MeHUTH NO3UIUI0 H300PaKeHuUsI

HNHoryma HeckoJIbkO OOBEKTOB Ha Cjlaijle HeoOXOJIMMO PACIOJIOXKUTh C YAaCTUYHBIM WU
IOJIHBIM HaJloKeHHWeM JApyr Ha JApyra. Kaxapli 00beKT 0pu 3TOM JIOJDKeH 3aHMMarThb
oImpeJieJIeHHYIO MMO3UIIUIO B IIPOCTPAHCTBE: pacIiojlaraTbCs Ha IepejlHeM WM Ha 3a/IHeM IJIaHe WU

HaXOJUTHCA MeXy IpyruMu 00BeKTaMH.

4.4.4.1 IlepemecTuTh Briepes

Yrobbl mepeMecTUTh H300pakeHHWEe HA OAWH YpOBeHb BIlepel] OTHOCUTENIbHO JpPYyroro
00beKTa, BbIJIeJIUTE ero U BLIIIOJIHUTE O[JHO U3 CJIeIyIOUMX IeUCTBUM:
— BribepuTte myHKT KOMaHAHOTO MeHIO Popmar > Ynopsaaouurs > IlepemectuTs Briepen

(cm. Pucynok 150).

Dopmat  Cnakg  MHotpyments Bup [okas cnaligoe  [ognwcka  Cnpaeka

OuncTTe fopmaTMpoBaHne Ctrl+5pace v 16 v A0 At =
Wpndt + B T ... i v £ 11~
BoipaeHueanne »
AB3au

Cnucok r
MosopoT TekcTa s
¥nopagounTe b (L Hanepeanuii nnan Ctrl+5hift+]
Tabana - i MNepemecTute BENEpEN Ctrl+]

18 MepemecTuTs Hasag Ctrl+[

[ HasagHwii naan Ctrl+Shift+[

[E] Tpynnupoeats Ctrl+G

By Pasrpynnupoeats Ctrl+5hift+G

Pucynok 150 — Komananoe menio @opmar

— Ha nanenu unHctpymenToB, B pasnene Ilopsmok HaXkmuTe KHOIKY i IlepemecTuTh
Brepen (cM. Pucynok 151).

— Ha nanenu uncrpymenTos, B paznese Ilopsagok HaXkMUTe CTPEJIKY CIIpaBa OT KHOIKU i
IlepemecTuThs BHepex W B BbINIQJaolleM CHHCKe BblOepuTe komaHAy llepemectutsh
BIIepen.

— [llesTukoM MpaBOM KHOMKM MBI 0 U300pakeHUIO BBI30BUTE KOHTEKCTHOE MEHIO U

BbINIOJIHKTe KOMaHy IlepeMmecTuTh Briepen,.
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) UeeT 3anmekn  ~ [@ MepenmecTiTs BNEpEL g I:[
4

----- KoH w
— e L] Mepemecruts enepea

durypa
rlp Ha nepegHwii naan

Pucynok 151 — Knornika IlepemecTurs Biepen

— IIpu pabotre B OC Windows / Linux HaxkmMuTe codetanue kiaBuill Ctrl+] B anrmuiickon
packiaake kiaBuarypel. Ilpu pabore B macOS HaxmuTe coyeTaHHWe KJIABUII

~-Option+ ¢ Shift+$8Cmd+F.

Yrobbl pasMecTUTh H300paXkeHWe Iiepel] OCTaIbHBIMA OOBEKTaMH, BBIJEIUTe ero u
BBIIIOJIHUTE OJHO U3 CIIEAYIOMUX IeHCTBUM:

— BribepuTe yHKT KOMaHAHOTO MeHI0O ®opmar > Ynopsagouurs > Ha nepennmii mian
(cM. Pucynok 150).

— Ha nanenu nnctpymeHTOB, B pasnesne Ilopagok HaXkMuTe CTPeJIKY CIIpaBa OT KHOIKU i

IlepemecTuTh BIlepeA U B BbINIQJAIOIIeM CIIMCKe BblOepuTe komaHay Ha mepemmmii

mwiaH (cM. Pucynok 151).

— [IlerukoM NpaBOM KHONKW MBIIIMA 110 M300pakKeHUIO BBI30BHMTe KOHTEKCTHOE MEHI0 U
BBINIOIHUTe KoMaHly Ha nmepennmii maH.

— IIpu pabore B OC Windows / Linux Haxkmute coderanuwe kiaBuin Ctrl+Shift+] B
aHIJIMMCKOM packiiajike KiaBuaTypel. [Ipu pabore B macOS HaxxMuTe codeTaHue KJIaBUII

7 Shift+$Cmd+F.

4.4.4.2 IlepemecTuTh Ha3aj

Yrobbl mepeMecTUTb H300pakeHHMe HA OAWH YPOBeHb Ha3aJl OTHOCUTENBHO JpYyroro
00BeKTa, BBIJIeIUTe ero U BBIIIOJIHUTE OJJHO U3 CJIeAYIONMX JIeHCTBUM:
— BribepuTe myHKT KOMaHJHOTO MeHI0 PopmaTt > Ynopsaaouurts > IlepemecTurs Haszajg
(cm. Pucynok 150).
— Ha nanenu uHcTpyMeHTOB, B pa3niene Ilopsimok HaXkmMuTe CTpeJIKy ClIpaBa OT KHOIIKH =
IlepemecTuTh Ha3aj U B BhIIAAoIIeM ClIMCKe BbibepuTe koMaHy IlepemecTuTs Ha3an,

(cM. Pucynok 152).
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) UeeT 3anmekn  ~ @ MepenmecTiTs BNEpey v I:[

E KoHyp [@ MepemecTUTs Hasan \g ‘

@ MepemecTuTe Hazag

@ Ha 3agHuii naax

Pucynok 152 — Knonka IlepemecTurs Ha3zaj

— [llesTykOoM MPaBOM KHOMKU MBI MO0 U300pakeHUI0 BBI30BUTE KOHTEKCTHOE MEHIO U
BBINOJIHUTE KOMaH Ty IlepemecTuTs Ha3as,.
— IIpu pabotre B OC Windows / Linux HaxkmuTe coderanue kiaBuill Ctrl+[ B anrmuiickon

packiaake kiaBuarypel. Ilpu pabore B macOS HaxmuTe coyeTaHHWe KJIABUII

~-Option+ ¢ Shift+$Cmd+B.

Yr1o6bI pazMecTUTh U300pakeHre 3a OCTAJIbHBIMU OOBeKTaMH, BBIJIEJIUTE ero U BBLITIOJIHUTE
OIHO U3 CJIeYIOIIUX IeUCTBUM:

— Bribepute myHKT kOMaHAHOTO MeHI0 dPopmar > Ymnopsamounrs > Ha 3amHmii miaH
(cM. Pucynok 150).

— Ha manenu unctpymeHToB, B pasnene Ilopsaaok HaXKMUTe CTpesiKy ClipaBa OT KHOIKHU =
IlepeMecTuTh Ha3ajA ¥ B BBINAJAIONIEM CIUCKe BbiOepuTe kKoMaHy Ha 3agumii mian
(cM. Pucynok 152).

— [lesTukoM TpaBOM KHOMKW MBIIIA 110 M300pakeHUI0 BHI30BHTE KOHTEKCTHOE MEHI0 U
BBINOJIHUTE KOoMaH 1y Ha 3aiHuii niaH.

— IIpu pabore B OC Windows / Linux Haxkmute coderanuwe kiaBuin Ctrl+Shift+[ B
aHTJIMMCKOM packiiafke kiaBruarypsl. [Ipu pabore B macOS HaxkmuTe coueTaHHe KIIABUII

 Shift+$Cmd+B.

4.4.5 IlepemecTuTh H300pakeHHe

H306pakeHrie MOXXHO IlepeMeliaTh CeJyIOIUMU CII0CObaMu:
— [leperackuBarh, ylep>XrBas JIeByO KHOIIKY MBIIIIH.
— IlepemeraTe CTPOro IO BepTHUKAIX WM 110 TOPU3OHTAIU C IIOMOIIBIO KJIaBull —, T, |, —

Ha KJIaBUaType.
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[Ipu mepemerieHun u3obpakeHUsl C TOMOIIBIO KJIABUINI «, T, |, — IIar IepeMelleHus
3aBUCUT OT Maciraba ciania;
— eciu Maciurab < 200%, To miar = 4 MMm;

— eciu Macirrad > 200%, To mar = 1 MmM.

YroObl yBeNMuYUTh IIar, IepeMelanTe M300pakeHWe KJIaBUIIAMU «, T, |, —, ylep>KuBas
Hakarou kiauiny Shift. B manHoM cirydae miar repemertieHus Oy/ieT paBeH:
— ecyu Macrtab < 200%, To mar = 4 cm;

— eyt Macarrad > 200%, To mar = 1 cMm.

4.4.6 Y nanuTh nzo0paxkeHue

YroOb! yaanuTh n3obpakeHue, BHITOTHUTE CJIeYIOIIUe IefCTBHUS:
1. BoizenuTte uzobpakeHue.
2. BuinosHuTe KOMaH/ly yJlajleHusi OJHUM U3 CJIeYIOIIMX CII0COOO0B:

— Bribepute myHKT koMaHHOTO MeHio IIpaBka > Y qanutsk (cM. Pucynok 153).

Mpaeka Becraska @opmar  Chadg Weotpy

T OTMeHWTB Ctrl+Z
" ToeTopwTe Ctrl=Y
& Buipezats Ctrl+X
Konupoeath Ctrl+C
[} Bcraeute Ctrl+V

BcraewTe Tonbko TeKCT

BeTagute w3 Bydepa obmena s

Bmaennts Bce Ctrl+A
M ¥gaaurs

Pucynok 153 — ITyHKT MeH10 Y JajiuTh

— Ha nmanenu wHCTpymMeHTOB, B pasfeiie IIpaBka HaXXMuUTe KHOIIKY ] (Y nanurn)
(cM. Pucynok 154).
— IIpaBoii KHOINKOM MBI IIEJIKHUTE MO0 HU300paXeHHWI0 M BBIIOJHUTE KOMaHIY

KOHTEeKCTHOI'O MeHIO YI[aJII/ITI).
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&

Bwa Mokas caaligoe

[

KO Oriel

Popmat  Chaing  MHCoTpymMeHTH
oo @ ~

D C

Mpaeka

Pucynok 154 — KHonka Y ganursb

— Haxxmure kiaBuiry Delete unu Backspace Ha kiiaBuarype.
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4.5 Pabora ¢ purypamn

Ha cnaiiapl MOXXHO [006aBiSITh GUIYpPHl CIIeAYIOIMX TUIIOB: JIMHUS, MPSIMOYTOJIbHUK,
QJUIMIIC, TPeyroyIbHUK, poMO, 3arHyThIM yroj, 3Be3fa, cepile, CKOOKH, CTpeJKH, BBIHOCKH,

TeKCTOBOe I10JIe.

4.5.1 BcraButs 1MHUIO

YT10o6B! 106aBUTH HA CJIAl/] JIMHUIO, BBIIIOJIHUTE CllelyIoIre e CTBUS:
1. OTkpouTe MOOMEHIO BCTaBKU OJHUM U3 CJIeAYIOIIMX CIIOCODOOB:
— Bribepute nyHKT KOMaHAHOro MeHilo BcraBka > ®Purypa > JIunum

(cm. Pucynok 155).

Beraeka @opmar  Chailg Weotpymente Bup  [Nokas caaigoe  [ognucka  Cnpaeka

sl £ LigeT zanmekn W
] Usobpaxenve.. e T | Tekcroeoe none 6] Durypa
TekcTtoeoe none | _
& Durypa LI | PTSTOT P Nlunua
B Tabmua.. OO MpamoyronsHUE A Crpenka
CreunantHEIE CHMBTIL... ® S /' fiByCTOPOHHAA CTPe/ka
S TpeyroasHwe
¢ Ccolka.., Crl =K {5 Pomé
[/ 3arnyTwii yron
©7  3eezna
(7 Cepaue
[] CrkoBrw [
o Crpenku r
[1 BwHockn k

Pucynok 155 — ITynkt menio ®urypa
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— Ha maHenu uHCTpyMeHTOB, B pasfiele BcraBka HaXmuTe KHOIIKY (j] Purypa

(cm. Pucynok 156).

Qaiin [paeka Beraeka Qopmar  Cnaidg Whetpyments Bug  Mokazcnaligoe  Moanweka  Cnpaeka
+ hd ‘X, ﬁ v Q E_[ fel Lleet zannekn v o o
Tekcroeoe none @ Durypa @ Wzobpaxerne..
Jobasnts E] v (_) .‘:) Maker |}
HM3BpanHoe dain Mpaeka OdopmneHue Bcraska Sutan
- HoBswiid cnaidg v / / /
1 OcHosHbie

OO A O U
w O

Crobru

L1 O3

Crpenku

> <& 4 U D
A q]l &y DO

BriHockK

O

Pucynok 156 — Knonka urypa
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— Ha mnaHenun wuHCTpymMeHTOB, B pasnerne BcraBka HaxkMuTe KHONKy -=*. Ha

0TOOpasvBIIIeliCs [TaHejId BCTaBKU HaBe/WTe KypCOpP MBIIIM Ha KHOIKY A dPurypa

(cMm. Pucynok 157).

okas cnaigos  [Mognwcka  Cnpaeka

TekcTosoe noae @ Durypa @ Waobpaxerue.. @ TaGanuya.. v mee

W

BcTaBka E Hzo6pamerne...
EI TekcToBoe Noae
@ Durypa » Juran
%
HH  TaBawua.. » / /‘ /
E] CReumansHBIe CHMBONL.. 3 OchosHme
&) Ceonka, l:l O ,A\ <> D

w O

Crofkn

L 1 {3

Crpenku

o> & U
doa] & D

BriHockK

3 O

Pucynok 157 — [Ianenb BcTaBkU

2. B oOTKpBIBIIEMCS IIOJIMEHIO BbIOepUTe THUI JIMHUM JJIsl BCTABKU: JIMHUS, CTpeJIKa,
JIBYCTOpOHHSIsI cTpenka. Kypcop mpyMer B miepekpecTst — 1.

3. Ilpu He06XOAMMOCTH BbIOeprTe TUIl HAKOHEeYHUKOB JINHUU.

4. ]Jlo6aBbTe JIMHUIO OJTHUM U3 CJIEYIOIIMX CIIOCOOOB:
— IllenkHUTE JIEBOM KHOIKOM MBIIIKA 110 MECTY, B KOTOPOM JIOJDKHA HAXOIMTHCS TOYKA
Havasia IMHUU. Ha cimai 106aBUTCS TMHUS JUTMHOU 4,24 CM C yTJIOM HakJIoHA 45°.
— YnepxuBasi HAKaTOH JIEBYIO KHOIIKY MBIIIH, HAPUCYWTe JIMHUIO B TpeOyeMoM MecTe
ciadia. YToObl 3aBepIMTh pUCOBAaHHUE, OTITYCTHUTE JIEBYIO KHOIKY MBIIIIH.

5. Ilpu HEOOXOAUMOCTH pelJaKTUPYWUTe JUIMHY M YTOJl HAaKJIOHA JIUHHUU.
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4.5.2 BcraBurtsb Qpurypy

Yro06bl 106aBUTH HA CIak GUTYPY, BLITIOJIHUTE ClleyIollire JeHCTBUSL:
1. Brimenure cnaiiy Ha IMaHeIU CJIAMIO0B.
2. OtobpasuTe cIUCOK GUTYP OAHUM K3 CJIeAYIOIIUX CIIOCOOO0B:

— BoibepuTe nyHKT koMaHAHOTO MeHI0 BeraBka > durypa (cMm. Pucynok 155).

— Ha manenu uHCTpyMeHTOB, B pasfieiie BcraBka HaXXMUTe KHOIKY 'i_Tf'l durypa
(cm. Pucynok 156).

— Ha mnanenu wuHcTpymMeHTOB, B pasfeie BcraBka HaxmuTe KHONKYy -°*°. Ha
0TOOpa3uBIIIeNCsl TTaHeJId BCTAaBKU HaBeJUTEe KypCOP MBIIIM Ha KHOIKY A durypa
(cMm. Pucynok 157).

3. B oTkpbIBIIEMCS TIOJMEHIO BbIOeprTe TpeOyeMyto GUTypy.

[To ymomuanuio ¢urypa BCTaBJsieTcs B IEHTP Cjaiia. 3aluBKa U KOHTYpP QUTYpBHI
110/1I0MParOTCsl aBBTOMaTUYeCKH B COOTBETCTBUM C TeMOM TekKyliero cianja. [locne BcraBku ¢urypy
MO>KHO IIepeMecTUThL B TpebyeMoe MeCTO CJ1aii/ia, a TakXKe peJJakTHPOBaTh ee TTapaMeTphl.

[Tpn HeobxoguMoOCTH B PUIYPY MOXKHO 10OaBUTH TEKCT.

4.5.3 BcraBuUTE TeKCTOBOE 1101

TexcmoBoe noje — 3TO TEKCT B paMKe, KOTOPBIA MOXKHO IlepeMellaTh W pacrojaraTh B

J1r0b0M MecTe cianja.
Yro0Ob! 106AaBUTH HA CJIAk] TEKCTOBOE T10JIe, BHIIOJHUTE CIIeAyIoIIue IedCTBHUS:
1. BrigenuTe cnaiin Ha MaHeNlIu CIaigoB.
2. BpinosiHUTE KOMaH/ly BCTaBKU OJTHUM M3 CJIeIyIOIIMX CIOCOO0B:

— Bribepute  myHKT KoMaHjgHOro MeHio BcecraBka >  TekcroBoe mosie

(cM. Pucynok 158).

Beraeka | @©opmar  Chaig  MHoTpymedTy

Cnaiig

WMsobpaketne..,

TekcToeoe none

Pucynok 158 — ITynkt meHto TekcroBoe mosie
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— Ha nmanenu MHCTpPyMeHTOB, B pasfiejle BcraBka HaXMuTe KHOIKY TexcroBoe

noJie (cM. Pucynok 159).

Bua [okas cnaigos [lognwcka Cnpaeka

£ LigeT 3aAMBKM ¥

TekcTosoe none @ Durypa v @ WMzobpamerne,., @ TaGmua ¥ eme
Maker v —

OdopMaeHue Beraska

Pucynok 159 — Knonka TekcroBoe mose

— Ha mnaHenmn wuHCTpymMeHTOB, B pasfgene BcraBka HaxmuTe KHONkKy ===. Ha
OTOOpa3uBIIeNCSl TIaHeJId BCTABKM HaXMHUTe KHOIKY [71 Texcrosoe mose

(cM. Pucynok 160).

okas cnaigoe  [Mognwcka Cnpaeka

11
T | Texctoeoe none @ Durypa « @ Wzobpaxerwe... L_JI TaBauua., v  see )

@ Mzobpamenne..

Bcraska

TekcToBODE None

Durypa >

]
A
ﬁ Tabauua... ¥

CI'IELI,HEIII:HI: € CHMMBOAB... H

py
q’,) Ccwnka...

Pucynok 160 — [Tanens BcTaBku

3. BBenuTe B TeKCTOBOe I10JIe TpeOyeMbli TeKCT.
4. YtoObl BBINTHA U3 peXXMMa pelaKTHPOBAHMS TEKCTOBOI'O IIOJIS, IEJIKHUTE I0 JIF0O60oMy
MeCTy CJlaiijila 3a IIpefleJlaMM TeKCTOBOI'O IIOJISI WM HaxMuTe Kiasuily Esc Ha

KJIaBHATYpe.

ITo YMO/TYaHHUIO TEKCTOBOE I10Jie BCTABJIIETCA B IEHTP cnaviga. ITocime BcTaBKM ero MOXKHO

IlepeMecTUTh B TpeOyeMoe MeCTO Cjlai/ia BpyUHYIO.
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4.5.4 3anuBKa purypsi

BuyTtpenHioro o6macte y1060M GUIyphl, KpOMe JIMHUH, MOXHO 3allOJIHUTh IIBETOM WU

n3o0pakeHueM.

4.5.4.1 3anuBKa QUrypsI IBETOM

Il 3anuBKY GUTYPBI [IBETOM BBIIIOJIHUTE Cllefylollye AelCTBUSL:
1. Beigenvte GUIypy OJHUM IIeTYKOM MBIIIM WK BbIIENNTe QUIYPY ABOMHBIM IIeTYKOM
MBIIIN, YTOOBI IepeiTh B peXXHUM ee pelakTHPOBaHUSL.

2. YTOOBI 3aIIOTHUTD (l)I/Ipry IIOCJIeJHHMM IBETOM, KOTOprfI HCIIOJIB30BaJICA JId 3aJIMBKH

<O

00BEeKTOB paHee, Ha IaHeIM MHCTPYMEHTOB, B pasfeile Purypa HaXMuTe KHOIKY °

IBer 3amuBku (cM. Pucynok 161).

% w [2 LLeeT zannekn \{i @ MepemecTuTte BNEpEy

HeT 2an1BKK

Lipeta Temb:

i ENEEEEE

CTaHaapTHEIE LEBETA:!

MocnegHue ueeTa:

Opyrue ugeTa... j?

HMzobpaxeHne:

Boibpats...

Pucynok 161 — Knonka IIBeT 3amBKH 1 T1aHesb BbIOOpa I1IBeTa
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3. UToOBI 3aMOIHUTE PUTYPY APYTUM [IBETOM, HAXXMHUTE Ha CTPEJIKYy CIIpaBa OT KHOIKHU
IIBeT 3a/IMBKMH.

4. Ha oTkpbIBIIEHCs TIaHeIW BbIOOpA IIBeTa YKaXKWTe I[BET 3aMBKU PUTYPHI OJHUM U3
CJIeTy IO X CIIOCOOOB:
— BbIOepUTe 1BET B OJTHOM U3 IIPeJICTaBJIeHHbIX HAOOPOB IIBETOB,
— YKaXuTe KOJI [[BeTa BpYIHYIO,

— CKOIIMPYHTe [BET C IIOMOIIIbIO ITUIEeTKH.

4.5.4.1.1 BeiOpaTh 1iBeT B NpeICTaBJIEHHBIX HA00Opax IIBeTOB

Ha nanenu Bbi6opa 11Beta (cM. PucyHok 161) nipeacraBiieHs! ciiefytoliiie Habopbl IIBETOB:

— IlBeTa TeMBI — COJIEPXXUT LIBETOBYIO MAJIUTPY TeMbl TEKYIEro JOKyMeHTa.

— CraHgapTHBIe IIBeTa — COJIeP)XXUT I[BeTa, KOTOpble M0JIb30BaTelIM Yallle BCero BbIOUparoT
p¥ pOpMaTUPOBAHUH JOKYMEHTa.

— ITociienHue mBeTa — COZIEPXKUT /10 AECSATU MOCIeJHUX IIBETOB, KOTOpble BbI BBIOMPAJIH
1pu popMaTUPOBaHUM AoKyMeHTa paHee. Habop Ilociensue nmBera oToOpakaeTcs, eciiu

BbI BbI6I/IpaJII/I XOTs OBbI OOWH IIBeT.

[Ipy HaBemeHWM Kypcopa MBI Ha JiI0OOM IIBET 0TOOpakaeTcsl 3HaueHWe 3TOTo IBeTa B
nBetoBoi mozenu RGB. Hanpumep: RGB 192,80,77.

Jliis BIOOpA 1BETA IIeJIKHUTE 110 HeMY JIeBOM KHOMKOW MBbIIIIH.

LIBet nobaButcs B Habop Ilociennme nBeta 1 oTMeTUTCs QuiakkoM. [laHenb BeiOOpa 11BeTa

3dKpOeTCH. qJI/Irypa 3dIIOJIHUTCS BbI6paHHbIM IIBETOM.

4.5.4.1.2 Yka3aTh Ko IIBeTa BPYUHYIO

Ecnmu B mepeunciieHHbIX Habopax IIBeTOB HeT IOJAXOJSIIEro IBeTa, yKaXUTe ero Koj
BPYUHYIO:
1. Haxmwure kHonKy JIpyrue nBera (cMm. PucyHok 161).
2. B otkpriBmiemcs okHe Bwi0op mBera (cM. Pucynok 162) ykakuTte TpeOyeMblii 1BET B
Busie HEX-koma unu B popmate RGB.

3. Haxwmure kHonky OK.

LIBeT, ykazaHHbIM BpyuHY1O, AoOaBuTCsi B Habop Ilociemnue mBera (cM. PucyHok 161) u

ot™etuTCs dniaxkkoM. [laHesnb BbIOOpa 11BeTa 3akpoeTcs. Purypa 3aroHUTCS BbIOPAaHHBIM [[BETOM.
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BriBop LgeTa x

Hex-kog MpegnpocwoTp
o | .
KpacHwi JeneHbii CHHKE

200 87 . 8T L

Pucynok 162 — OxHo Be1oop nBera

4.5.4.1.3 CxkonmupoBaTh IBET C IOMONIBI0 MHUIIETKH

[TuneTrka mpeHa3HavYeHa /i OTHOBPEMEHHOI'0 KOITMPOBAHUSI I[BeTa C TeKCTa UM OOBEKTa,

pacIioIoXKeHHOr 0 B pabodeid 06JIaCTH TJIABHOTO OKHA, U 3aJIMBKU (PUTYPBI 3TUM IIBETOM.

Yrto0ObI CKOITMPOBATH IBET C IIOMOIIBIO ITHUITIeTKHU, BBIIIOJIHHUTE ClieJyroniye e CTBUSL:

)

1. HaxmuTe KHONIKY &

(ITmmetka) (cM. Pucynok 161). [Tanens BeiOopa 11BeTa 3aKpoeTcs,
Y KypCcop NpHUMeT BUJ «IIpHrliesia» JUIs BbIOOpa IBeTa.

2. HaBenmuTe Kypcop Ha LIBET, KOTOPBIM CJleflyeT 3all0JIHUTh Urypy. s 6osee TouHOrO
BbIOOpa IIBeTa OpHMEHTHpYyHTech Ha 06JacTh, PacIoONOXeHHYI0 CIpaBa OT Kypcopa. B
Hell oToOpakaeTcsl IIBeT MKKCeJIs, Ha KOTOPBIM B IaHHBIM MOMEHT HaBeJleH KYpCop.

3. IllenkHuTe 1O BETY JIEBOM KHOIIKOM MBIIIH.

durypa 3arnoaHUTCS YKa3aHHBIM IIBETOM, W KYpPCOpP HPUMET OOBIYHBIM BHUJ. YKa3aHHBIN
1BeT fobaButcs B Habop Ilocinensue nBera (cM. PrucyHok 161) u otMeruTcs ¢uiakkoM Ha IaHelu
BBIOOpA IIBeTa.

Ecmu TpeGyercs OTK/IIOUUTH NUIETKYy 0e3 BbIOOpa IiBeTa, HaXMuTe kiaBuinry Esc Ha

KJIaBUaType.

4.5.4.2 3anuBKa pUrypsl H300paKeHHEeM

YroOb! 3aM10JTHUTE PUT'YPY U300pakeHHWeM, BBIIIOJIHUTE ClleflyIole JeMCTBUS:
1. Boigenure GUrypy oJlHUM IIETYKOM MBIIIA WIKA BbIIeJUTe GUTYPY ABOMHBIM IIETIYKOM

MBIIIIY, YTOOBI TIEPeUTH B PeXXUM ee pelakTUPOBAHUSL.
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2. Ha naHenu UHCTPyMeHTOB, B pasziejie Purypa HaKMUTe Ha CTPeJIKY ClipaBa OT KHOIIKH

e

IBer 3anmuBku (cM. Pucynok 163).

3. Ha nanenu BwIbopa 11BeTa, B Oi10ke Vi300pazkeHne HaXXMUTe KHOIIKY Bb1OpaTs.

e
T

b

[2 LEeT 3a0MEKK \'] @ MepenmecTiTs BNEpEL

HeT 3an1BKKH

LlpeTa TEMB:

i EMTEEEE

CTaHAapTHEIE LEET:

MocnegHue UBeTa:

Opyrve ugeta... 45?

Mzobpamenne:

Bmbpats...

Pucynok 163 — Knonka Beropars

4. B okHe ¢ailyioBOro MeHeKepa BbibepuTe Tpebyemoe u3obpaskeHre U HaXKMUTe KHOIKY

OTKpBITE.

4.5.4.3 OTMeHHTD 3aTUBKY

Y106l OTMEHUTH 3aJIUBKY GUTYPHI, BBIIIOJIHUTE CIIeAyIolre 1eHCTBUS:

1. Boienurte Gpurypy oJHUM IIETYKOM MBIIIN UK BBIJIE/IMTe GUTYPY ABOMHBIM IIETYKOM

MBIIIIY, YTOOBI IIEPeTH B PeXXUM ee pelakTUPOBAHUSL.
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2. Ha naHenu UHCTPyMeHTOB, B pasziejie Purypa HaKMUTe Ha CTPeJIKY ClipaBa OT KHOIIKH

e

IIBer 3amuBku (cM. PucyHok 164).

3. Ha manenu BbIOOpa 11BeTa HaxkmuTe KHONKY HeT 3aiuBKuH.

i
i
|
£

i
£
|
il

T |2 LeeT 3a0mEKK \'J @ MepenmecTiTs BNEpEL

=]
<
i
il
<
—

HeT 3an1BKK

LipeTa TEMB:

H EGEEEEE

Pucynok 164 — Knonka Her 3anuBku

4.5.5 KonTyp ¢urypsl

1711 KOHTYpa PUTYPBI MOXKHO OIIPeJIeNITh I[BeT, TOJILMHY U TUI JIUHUH.

4.5.5.1 Bri0OpaTh nBeT KOHTypa QUryphI

Yrto6bl BEIOpATh [IBET KOHTYPa PUTYPHI, BHIITOJIHUTE CJIeAyIOIIHe eHCTBUSL:

1. Boienute GUrypy oJlHUM IIETUYKOM MBIIIA WIHA BbIIeNIUTe GUTYPY ABONMHBIM IIETIYKOM
MBIIIIH, YTOOBI TTIepeHTH B PEXKUM ee pellaKTUPOBaHUSI.

2. Ha maHenu MHCTPYMEHTOB, B pa3zfieie Purypa HaXMUTE Ha CTPEJIKY CIpaBa OT KHOIKHU

3. Ha orkpbiBlIelics maHenyd BbIOoOpa I[BeTa yKaXKUTe IIBeT KOHTypa GUIypbl OOHUM U3
CeyIONMX CII0COOO0B:
— BpIOepUTe LIBET B OJJHOM U3 IIpeJICTaBJIeHHbIX HAaOOPOB I1BETOB,
— YKa)XkUTe KOJ| [1BeTa BPY4YHYIO,

- CKOHHPYFITE OBeT C IIOMOIIBIO ITUIIETKH.

4.5.5.1.1 BeiOpaTh 1BeT B NpeCTaBJIEHHBIX HA00Opax IIBeTOB

Ha nanenu Bbi6opa 11Beta (cM. Pucynok 165) nipencraBiiensl ciiefiytoliye Habopbl I[BETOB:
— IIBeTa TeMBbI — COZIepXKUT IIBETOBYIO NAJIUTPY TeMbl TeKyIero JOKyMeHTa.
— CTaHmapTHbIe I[BeTa — COJIEPXKUT IIBeTa, KOTOPbIe MOJIb30BaTeJd Yallle BCero BHIOMPAIOT

11py pOpMaTUPOBAHUM JOKYyMeEHTa.
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— Ilocinennue nBera — COIEepXXUT OO0 OeCdaTH IIOCIIeAHUX I[IBEeTOB, KOTOPhbIe BbI BbI6I/IpaJII/I

npy popmaTupoBaHuM AokyMmeHTa paHee. Habop Ilocnegsue nBera otobpaxaercs, eciu

BBl BBIOMPAJIA XOTS1 ObI OJIMH IIBET.

[rpu—

% w ﬁ LleeT zanmekn @ MepemecTuTs BNEpey

;
i

1]
11
1l
|
i

[rp—

1w = 4= :E[ W qr 1 E KoHtyp % @ lMepemecTiTs Hasag
Ab3al
HeT koHTypRa
LeeTta TEMBI:

CTaHAapTHbIE UBETa:

MocnegHWe UBeTa:

Opyrve ugeta.., 45?

ToAULKMHAE AMHWAK; 1,00nT

{

Pucynok 165 — Knonka KonTyp u nanenb Beibopa 118eta

[Tpu HaBemeHUM Kypcopa MBIIIM Ha JII000M I[BeT oToOpakaeTcsl 3HaUeHHe 3TOro IiBeTa B

nseroBoy Mosienu RGB. Hanpumep: RGB 192,80,77.

Il BeIOOpA [BETA IMIeJIKHUTE 110 HEMY JIeBOM KHOMKOW MBIIIIH.

LIBet nobaButcs B Habop Ilociennue nBeta 1 oTMeTUTCs QuiaxkkoM. [IaHenb Beibopa 11BeTa

3akpoetcs. KoHTyp ¢urypsl okpacuTcsi B BHIOpaHHBIM IBET.
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4.5.5.1.2 Yka3aTh Koj 11BeTa BPYUHYIO

Ecnmn B nepeunciieHHbIX HabopaxX IIBeTOB HeT IOAXOJSINEro IBeTa, yKaXUTe ero KoJ
BPYYHYIO:
1. Haxxmute kHONIKY JIpyrue nBera (cM. PucyHok 165).
2. B otkpoiBiieMcst okHe Bbpioop mBera (cMm. PucyHok 166) ykaxkute TpeGyembld 1BET B
Bune HEX-koma unmu B popmare RGB.

3. Haxwmure kHonky OK.

BeiBop ueeTa >
Hex-ropg MpeanpocuoTp
o )
KpacHsii 3eneHsii CHHWiA

oD 4 D4 D

W W W

Pucynok 166 — Oxao Br16op nBera

LIBeT, yka3aHHbIM BpyuHYIO, AoOaBUTCs B Habop Ilociemnue mBera (cM. PucyHok 165) u
orMmetuTcst dpiakkoM. [laHens BeiOOpa 11Beta 3akpoetcs. KoHTYp GUrypsl OKpacuTCs B BLIOpAaHHBIHN

IBeT.

4.5.5.1.3 CxommpoBaTh OBeT C IOMOUIbI0 NIIeTKH

ITunerka IpeJHa3Ha4YeHa i1 OAHOBPEMEHHOI'0 KOITMPOBAaHUS IIBETA C TeKCTa UJIN O6’b€KTa,

pacIiojio)keHHOro B paboyeil oO/IacTy IJIaBHOTO OKHA, M IPUMEHEeHHUsI 3TOro IBeTa K KOHTYpY

burypsl.

YT0o0mI CKOITMPOBATH IBET C IIOMOIIBIO ITUII€TKHU, BBIIIOJIHUTE ClieJyroniye IEedCTBUSL:

=

1. HaxmuTe KHONIKY &

(ITmmetka) (cM. PucyHnok 165). [1anens BeiOopa 11BeTa 3aKpoeTcs,
Y KypCop MPUMET BU/JI «IIpUIlesiay Jijisl BbIOOpa I[BeTa.

2. HaBenute kypcop Ha LIBeT, B KOTOPBIM TpeOyeTcsi OKpacuTh KOHTYp purypsl. s 6osee
TOYHOI'0 BbIOOpa IIBeTa OpPHMEHTUPYHTeCh Ha O00JIacTh, pACIIOJIOKEHHYIO CIipaBa OT
Kypcopa. B Hell oToOpakaeTcs IIBET NMUKCeJIsl, HA KOTOPbIM B JAHHBIA MOMEHT HaBefleH

KYypCOop.
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3. IllenkHuTe 110 IIBETY JIEBOW KHOIIKOM MBIIIIH.

KonTyp ¢urypsl oxkpacuTcss B BBIOpaHHBIM I[BE€T, U KypCOp IIpUMeT OOBIYHBIA BU/I.
Vkazanubii 1Ber pAobaButcss B Habop Ilociaemume mBera (cm. PucyHok 165) u oTMeTuTCs
¢dbrakkoM Ha MaHeu BbIOOpaA IBeTa.

Ecnmu Tpebyercsi oTkioudTh NUIeTKy 0Oe3 BbiOOpa IiBeTa, HakMuTe kiaBuily Esc Ha

KJIaBUATYype.

4.5.5.2 Bp10OpaTh TOJIITUHY U THII IMHUH KOHTYpa PUIypPbI

YroObl BBIOpATh TOJNIIMHY W THI JIMHUA KOHTYpa QUTYPHI, BBIMOJHUTE CJIEIyIOIHe
IelCTBUS:
1. Boigenute GUrypy oJIHUM IIETYKOM MBIIIU WIKA BbIIeJUTe GUTYPY ABOHMHBIM IIETIYKOM
MBIIIIH, YTOOBI IEPEUTH B PEXKUM ee peJlaKTUPOBaHUSI.
2. Ha nanenu uHCTpyMeHTOB, B pa3sfiejie Purypa HaXKMUTe Ha CTPeJIKY CIIpaBa OT KHOIIKU

3. B mone TommuHa JUHUM yKaXXuTe TpeOyemylOo TOJIIMHY KOHTypa BPYYHYIO WM C
IIOMOIIIBIO TIepeKJIroYaTessl.

4. BpibepuTe TUI IMHUY KOHTYpa U3 PeIyCTaHOBJIEHHBIX 3HAYEHUH.

4.5.5.3 IIpuMeHUTH HACTPOHKH KOHTYpa Nnpeabiaymieii Gurypsl Win u300paxkeHus

Yr1o6bl OBICTPO NPUMEHUTh K GUI'ype HACTPOMKU KOHTYpa Ipeablaylied GUrypbl WM
1300pakeHusl, BBIIIOJIHUTE Cleylolye NelCTBUSL:
1. Beipenure GUrypy oJHUM IIEITYKOM MBIIIA WINA BbIeNIUTe GUTYPY ABOMHBIM IIeTYKOM

MBIIIH, YTOOBI HBPEﬁTH B peXuM ee pelaKTUPOBaHHUA.

(cm. Pucynok 167).

) UeeT 3anmekn ¥ @ MepenmecTuTs BNEpey v I:[

----- Kontyp @ MepenmecTiTs Hasag

durypa MNopagok

Pucynok 167 — Knonka KonTtyp
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4.5.5.4 Y 1anuth KOHTYP QUrypHI

YTo0b! yAAUTh KOHTYP GUTYPBI, BHIIIOJIHUTE CJIelyIolue AeHCTBUS:

1.

Boinenure purypy oJHUM IIeTYKOM MBI WUIIU BblieJIUTe PUTypy IBOMHBIM IIETYKOM
MBIIIIY, YTOOBI TIEPeUTH B PeXXUM ee pelakKTUPOBAHUSL.

Ha manemn HWHCTPYMEHTOB, B pa3iejie (I)nrypa Ha’XMHTE Ha CTPeJIKYy CIIPpdaBa OT KHOIIKHA

Ha nmanenu Bbibopa 11Beta HaxkmuTe KHONIKY HeT KoHTYpa.

A+
£ v

[rpu—

— W

- —_

W e, LleeT zanuekn v @ MepemecTuTs BNEpay

= H - q_l_ 1 : KoHtyp 9 |E| MepenmecTTs Hasag

1]
11
1l
|
i
|«

0w
AB3au
HeT KOHTYRa

LipeTa Tenmb:

H EGEEEEE

Pucynok 168 — Knonka Her konTypa

4.5.6 CTuins IuHAN

HJISI JIMHUHW MOKHO OIlpelieJINTh IBET, TUIT U TOJIIHUHY.

4.5.6.1 Br10paTs nBeT JIMHUHI

Yrto06bl BIOpATh [IBET JIMHUH, BBITIOJIHUTE Clelytollre NeiCTBUSE:

1.
2.

BLII[EJ'[I/ITQ JINHUIO.

Ha nanenu nHCTpyMeHTOB, B pa3nene JIMHMA HaXXMUTe Ha CTPeJIKY ClipaBa OT KHOIIKH

Ha oTkpbIBIIIeiics maHeu BbIOOpa IBETa YKAXKUTe IBET JIMHUKM OJJHUM U3 CIIeYIOIX
CITOCODOB:

— BrIOEpHTe [IBET B OJTHOM M3 IIPeJICTaBJIeHHbIX HAOOPOB IIBETOB,

— YKa@XuTe KO/ [BeTa BpY4IHYIO,

- CKOHI/IPYPJITQ OBET C IIOMOIIBIO ITUITETKH.
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E;F" Tun cTpenkn v @ MepenmecTnTe BNEpEL

R Fl —
I - [ ----- CTune AMHAN | ¥ @ MepenmecTuTe Ha3ag

HeT koHTypa

LieeTa Teme:

CTaHAapTHBIE LBeTa:

MocaegHwe ueeTa:

Opyrue uBeTa... j?

ToAwmMHa AMHMK: 1,00nT

Pucynok 169 — Knonka CTwib JIMHHM U TIaHeJTb BbIOOpA IIBeTa

4.5.6.1.1 Bei0paTh BeT B npe/icTaB/IeHHbIX HA0Opax IIBETOB

Ha manenu Bbi6opa 1Beta (cM. Pucynok 169) nipencraBiieHbl cieytoiiye Habophl I[BETOB:

— IIBeTa TeMBI — COIEPXKUT 1IBETOBYIO MMAJIMTPY TEMbBI TeKYIIero JTI0KyMeHTa.

— CraHpapTHBIE IIBeTa — COJIEPXKUT 11BeTa, KOTOPbIe MOJIb30BaTe/ M Yallle BCero BbIOMParoT
npu GopMaTUPOBAHUU JOKYMEHTa.

— IlociemHue mBeTa — COJEPXKUT /IO JIECSATH MOCIeJHUX IIBETOB, KOTOpble Bbl BbIOHMpaIu
npu popmaTupoBaHuM JokymeHTa paHee. Habop Ilocieguue nBera oToOpaxkaeTcs, eciiu

BbI BbIOUPAJIA XOTsI ObI OJIUH IIBET.
[Ipy HaBemeHWH Kypcopa MBI Ha JIIOOOW IBET OTOOpakaeTcsl 3Ha4eHHe 3TOTO IBeTa B

nseroBoy Mosienu RGB. Hanpumep: RGB 192,80,77.

Il BeIOOpA [BETA IMIeJIKHUTE 110 HEMY JIeBOM KHOMKOW MBIIIIH.
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LBet nobaButcs B Habop Ilociennue nBeta 1 orMeTuTCs QuiaxkkoM. [TaHenb BeiOOpa 11BeTa

3aKpoetcs. JInHMs OKpacHuTCs B BbIOPAaHHBIN 1IBET.

4.5.6.1.2 Yka3aTh Ko IIBeTa BPYUHYIO

Ecnu B mepeuncieHHbIX Habopax IIBeTOB HeT IOJAXOASIIEro IBeTa, yKaXUTe ero Koj
BPYYHYIO:
1. Haxwmwure kHonKy JIpyrue nBera (cMm. PucyHok 169).
2. B orkpeiBiieMcst okHe Bproop mBera (cM. Pucynok 170) ykaxkute TpebyeMblii 1IBET B
Bune HEX-kona unu B popmare RGB.

3. Haxxmure kHomnky OK.

BriGop uBeTa W
Hex-kog MpeanpocmoTp
KpacHsiii 3eneHbiii CHHWRA

0 w 0 w 0 w

Pucynok 170 — Oxuo Bribop nBera

[IBet, yka3aHHbIM BpyuHYI0, AoOaBuTCsi B Habop Ilociemuue mBera (cM. PucyHok 169) u

otMetHuTCsl hiakkoM. [laHens BbIOOpa 1BeTa 3akpoetcs. JIMHUS OKpacUTCsl B BBIOpAHHBIN ITBET.

4.5.6.1.3 CxomupoBaTh OBeT C IOMOUIbI0 HIIETKH

ITunerka IpeJHa3Ha4YeHa I OJHOBPEeMEeHHOI'0 KOITMPOBAHUS IIBETA C TeKCTa UJIN 06’I)EKTa,

PacCIIOIO’)KeHHOI' 0 B paboyeli 06JIaCTH I'JIABHOT'O OKHa, U IIpUMEHeHH 3TOIr0 IBeTa K JIMHHH.

YTo0ObI CKOITMPOBATH OBET C ITIOMOIIBIO ITUITIETKHU, BBIIIOJIHUTE ClleJyroniye JeuCTBUS:

i

1. HaxxmuTe KHONIKY ¢ (ITmmetka) (cMm. PucyHok 169). I1anenb BeiOOpa 11BeTa 3aKpoeTcs,

" KypCOp IIpUMET BU/] «IIpULleIa» IJId BI)I60pa oBeTa.
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2. HaBenuTe Kypcop Ha I[BeT, B KOTOPbIW TpebyeTcst OKpacUuTh JIMHUIO. 7151 6ojiee TOUHOTO
BbIOOpA I[BeTa OPUEHTHPYWTeCh HAa 00J1acTh, PACIOJIOKEeHHYIO CIIpaBa OT Kypcopa. B
Hell 0TOOpakaeTcs I1BeT ITUKCeJIsl, Ha KOTOPBIM B JAHHBIM MOMEHT HaBeJleH KypCop.

3. IllenkHuTe MO IBETY JIeBOM KHOIIKOW MBIIIIH.

JIvHus okpacuTcsl B BBIOpAaHHBIM 1IBET, U KypCOp NMPUMeT OObIYHBIA BUJ. YKa3aHHBIN IIBET
nobaButcs B Habop Ilocinemnme mBera (cM. PucyHok 169) m ormeruTcs ¢rakkoM Ha IaHeIu
BbIOOpA IBeTa.

Ecmu Tpebyercs OTK/IIOUUTH NMUIETKYy 0e3 BbiOOpa I[BeTa, HaXMuTe kiaBuiny Esc Ha

KJIaBUATYype.

4.5.6.2 Bp10paTh TOIIIMHY ¥ THII IMHUHA

YroOb! BBIOpATh TOJIIMHY U THIT INHUH, BHITIOJIHUTE CJIeTyIolue AeHCTBUS:
1. Brigenute MUHUIO.
2. Ha maHenu UHCTPYMeHTOB, B pasfiesie JIMHHUS HaXXMUTe Ha CTPEJIKY CIlpaBa OT KHOIIKU

3. B nose ToummuHa JUHUM YKaXWTe Tpebyemylo TOJIIMHY JIMHUM BPYYHYIO WM C
MTOMOII[BIO TIePeKJTI0YaTeIs.

4. BpibepuTe THUII IMHUU U3 NIPETyCTaHOBJIEHHBIX 3HAYEHUH.

4.5.6.3 IlpuMeHHTH CTHIH IPeabIAyIIeH JIHHIH

Yro06b! OBICTPO MPUMEHUTH K JIMHUU CTWIb IIpeiblAyIllel JIMHUU, BBIIIOJIHUTE CJIelyIolye
NerCTBUL:

1. Brigenure TUHUIO.

(cMm. Pucynok 171).

]
o Tunctpeakm ¥ @ MepemecTuTe BNEpes v

----- CTHNE MMHKMKN ™~ @ MepemecTiTe HAZag W

fNMuHwKa Mopagok

Pucynok 171 — Knonka CTuiab JJuHUM
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4.5.6.4 COpocuTh HACTPOWKY CTHWISA JIHHUU

[Ipy HEOO6XOAUMOCTU MOXKHO COPOCUTH HACTPOMKHM CTWJISL JIMHUU. [[Jis1 3TOTO BBIIOJIHUTE
CJIeJTyrolue IeUCTBUSL:
1. Brigenute MUHUIO.

2. Ha manenu HWHCTPYMEHTOB, B pa3jejie JInaug HaXXKMUTe Ha CTPeJIKY CIIpaBa OT KHOIIKH

3. Ha manenu BbiOopa 11BeTa HaxkmuTe KHOTIKY HeT KoHTYypa.

[rym—

— W

- —_

o E{’m Tun cTpeakn v @ MepemecTuTe BENEpEY

Ab3au
Het KoHTYpa

LleeTa TemMb:

b

Pucynok 172 — Knonka Her konTypa

4.5.7 I3ameHnuThb pa3mep purypsl

Bricory v nmpuny ¢urypel MOXXHO M3MEHUTb C COXpPaHeHHeM WM 0e3 coXpaHeHUs
[IPOIIOPIUH.

Yro0Obl M3MEeHUTh pa3Mep GUTYypbl C COXpPaHeHHeM IPOINOPIUK, BBIIIOJHUTE Cleylolye
JIeCTBUSL:

1. Boigenure ¢purypy, paamep KOTOpoil HEOOXOAUMO U3MEHUTb.

2. YpepxuBasi JIeByl0 KHOIIKY MBbIIIIM, MPOTSHUTe JII0OO0M M3 YIJIOBBIX MapKepoB paMKHU

TaK, 4TOObI pUTypa MpUHsIa HeoOXoAUMBIM pa3mep (cM. Pucynok 173).

Pucynok 173 — 3mMeHeHMe pa3mepa GpUryphl C cOXpaHeHHeM IIPOIIopIui
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3. OTnycruTe JIeByIO KHOIIKY MBIIIIM, 9YTOOBI 3apMKCUPOBATh HOBBIM pa3Mep PpUTYpHI.

YroObl U3MeHUTDh pasMep GUTypbl 0e3 coXpaHeHMsl MPOMOPIMHN, BBHIMOJHUTE CleyIolye
IeCTBU:
1. Bripenure ¢purypy, paamep KOTOPOH HEOOXOOUMO U3MEHUTb.
2. YpaepxxuBasi JIeByl0 KHOIIKY MBbIIIIM, [lepeMecTUTe OJUH M3 MapKepoB paMKU (PUIYpbI
(cM. Pucynok 174):
— 7151 UBMeHeHUsI BBICOThI GUTYPBI IlepeMeCcTUTe BePXHUM UJIM HUXKHUUM MapKep paMKU;
— JIJIsl ©UBMEeHeHUs MMPUHBI GUTYPBI IepeMeCcTHTe JIEBbI WU TTPaBbli MapKep paMKH.

3. OTmycruTe JIeBYIO KHOIIKY MBIIIH, YTOObI 3apMKCHPOBATh HOBBIU padMep GUTYPHI.

Pucynok 174 — Uamenenue pa3mepa Gpurypnl 6e3 coxpaHeHUs ITPOTIOPIIUHI

4.5.8 VIaMeHUTH JJIMHY U YT0JI HAKJIOHA JIMHUH

YToOB!I U3MEHUTD JUTMHY WJIH YTOJI HAKJIOHA JIMHUH, BBITIOJTHUTE CJIeYIOIIHe TeCTBHUS:

1. BrigenuTe MUHUIO.

2. HaBemuTe kypcop Ha Mapkep Havajla WA KOHIIA JINHUHU TaK, YTOObI KypCOp MPUHSLIT BU
3. Vnep:kuBasi JIeBYIO KHOIIKY MBIIIIH, POTSHUTE MapKep B TpeOyeMoe MeCTOI0JIOXKeHHe.

4. OTmycTuTe JIeBYIO0 KHOIIKY MBIIIH.

[Tpyn HeobxomuMoOCTH IlepeMellleHMe MapKepa MOXXHO IIpepBaTh Ha)XkaTWeM Ha KIJIaBUIIY

Esc. Mapkep BepHeTCsl B MICXO/IHOe TI0JIOXKeHue.

4.5.9 BeiOpaTh THII HAKOHEYHUKOB JIMHUH

HJIS[ Ha4dad/la 1 KOHIIAd JIMHUHNU MO>XHO BblﬁpaTb THUII HAKOHEeYHHKOB. BbI60p MOXXHO CIesaTb

KdK 10 Ha4dJld PUCOBAHU JIMHUHU, TdK U IIPDU PeJaKTUPOBAHUU HapI/ICOBaHHOI;I JIMHUMH.
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Yr1o0bI BEIOpPATh TUIT HAKOHEYHUKOB, BBIIIOJIHUTE CIIeIyIOIHe JIeHCTBUS:

1. Ha manenu wHCTpyMeHTOB, B pasnesie JIMHMSA HaXXMUTe KHOIKY n:»-:’"'ZI Tun crpenku
(cM. Pucynok 175).

2. B BbllajaromeM CIUCKe BbIOepHTe THUIl JIEBOTO W/UJIM NpPaBOr0 HaKOHeyHWKa. Ecim
TpebyeTcsi yOpaTh paHee BblOpaHHble HAaKOHEYHWKH, B MEepPBOM CTPOKe BBINAIAIOIIEro

CIIMCKa BhIOEpHUTE JIJIs JIEBOTO U/WJIK TIPAaBOT0 HakoHeuHuKa Tur — (Her).

|
3. IloBTOpHO HAXXMUTE KHOIIKY o Tum CTPEeJIKH, YTOObI 3aKPBITh BBINIAIAIOIINM CITHUCOK.

|
o Tunctpenkn v

i
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1|1
11
il
df
Il
|

Pt oAt
|
by by

Pucynok 175 — Knonka Tun crpenxu

4.5.10 U3amMeHUTH NO3ULNI0 PUTYPHI

HNHorpa HeckoJIbkO OOBEKTOB Ha Cjlailjle HeoOXOJMMO PACIOJIOXKUTh C YaCTUYHBIM WU
IOJIHBIM HaJloKeHHWeM JApyr Ha pApyra. Kaxnpli 00beKT Ipu 3TOM JIOJDKeH 3aHMMarThb
oTIpeJieJIeHHYIO MTO3UIINIO B IPOCTPAHCTBe: PaCcIloyiaraThCs Ha Mepe/iHeM WJTM Ha 3a/IHeM IIJlaHe WU

HaAXOOUTBCA MeXIy APYTIrUuMHA 00BeKTaMHU.

4.5.10.1 IlepemecTuTs Briepen

Yr1obbl IepeMecTUTh GUTYPy Ha OJUH YPOBEHb BIlepefl OTHOCHUTENIbHO JIPYroro o0BeKTa,
BBIJIeJIUTE ee U BBIIOJIHUTE OJTHO U3 CIIeAYIONIUX JeHCTBUM:
— BribepuTte myHKT KOMaHAHOTO MeHIO Popmar > Ynopsaaouurs > IlepemecTurs Briepes

(cM. Pucynok 176).
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Qopmat  Chadg  MHotpymedte Bwg  Mokas caadgoe  Mognwcka  Chopaeka

OuncTuTe fopMaTHpoEaHKE Ctrl+5pace vl [16 |v| A r't't+ +E -
Wpugt "MR T e AV £V [T
BoipaeHueanne r _
Cnucok » —
MoeopoT TekcTa »
¥nopraouwTe ¥ (L Hanepeanuii nnan Ctrl=Shift+]
T . ) MepemecTuts Bnepen Ctrl+]
i MepemecTuTe Hasag Ctrl+[
a 3a4HKUIA NAaH trl+Shift+
H W Ctrl+Shift+[
lpynnupoeats Ctrl+G
Pasrpynnupoeats Ctrl+Shift+G

Pucynok 176 — Komananoe mento @opmar

— Ha maHenmu uHCTpyMeHTOB, B paszeiie Ilopsimok HaXMuTe KHOIKY i IlepemecTuTsh

Brepen (cM. Pucynok 177).

— Ha manenu uHCcTpyMeHTOB, B pasene Ilopsaaok HaXKMUTe CTpesiKy ClipaBa OT KHOIKHU ]
IlepemecTuTh BHepenx W B BbINIQ[aolleM CHHCKe BblOepuTe komaHnay IlepemecTutshb

BIIEpes.

L UeeT 3anMekn ¥ [@ MepenmecTuTs BENEpel \{:J}

----- Kontyp

@ MepemecTuTte BNEpEy
durypa

@ Ha nepegHuii naan

Pucynok 177 — Knonka IlepemecTurs Briepen

— [lesrykoM mMpaBOM KHOIKM MBI 10 ¢QuUrype BBI30OBUTE KOHTEKCTHOe MeHI0 |
BbINOTHUTe KoMaH/ly IlepemecTuTh Brieper.
— IIpu pabore B OC Windows / Linux HaxkxmuTe coueranue kinasul Cirl+] B anrmmiickon

packiaake kiaBuarypbl. Ilpu pabore B macOS HaxmuTe co4yeTaHHWe KJIABUII

~Option+ ¢ Shift+3$Cmd+F.
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Yrobbl pa3MecTuTh PUIYPY Ilepell OCTAIbHBIMU OOBEKTaMH, BBIJIEIUTE ee U BBIIOJIHUTE
OIHO U3 CIIeAYIOIINX IeUCTBUM:
— Bribepute nyHKT KOMaHiHOrO MeHI0 Popmar > Ynopsaaounts > Ha nepennmii miian

(cM. Pucynok 176).

— Ha manenu uHCcTpyMeHTOB, B pa3nene Ilopsimok HaXMUTe CTpEJIKY CIIpaBa OT KHOIKH ]
IlepemecTuTh BIiepen U B BBINQJAIONIEM CIIMCKe BbIOepuTe komaHoy Ha mepemnwmid
1wiaH (cM. Pucynok 177).
— lesrykoM MpaBOM KHOINKH MBI 10 (Urype BBI30BUTE KOHTEKCTHOE MEHI0 H
BHINTOTHUTe KoMaH/Ty Ha nepennuii maH.
— IIpu pabore B OC Windows / Linux HaxkmuTe coderanue kiasuin Ctrl+Shift+] B

AHTJIMMCKOM packiiajziKke KiaBrUaTypsl. [Ipu pabore B macOS HaxkMuTe coueTaHHe KJIABHUII

 Shift+3Cmd+F.

4.5.10.2 IlepemecTuTh Ha3ax

YroObl nepeMecTUTh PUTYPYy Ha OJIMH YPOBEHb Ha3aJl OTHOCHUTEJILHO APYTroro oOBeKTa,
BBIJIEJIMTE ee U BBITIOJIHUTE OJIHO U3 CJIEYIOIIUX JIeHd CTBUM:
— BribepuTte nyHKT KOMaHJHOTO MeHI0 PopmaTt > Ynopsaaouurs > IlepemecTurs Hazajg

(cM. Pucynok 176).
— Ha nanenmu mHCTpyMeHTOB, B pasnerne Ilopsmok HaXmuTe KHOIIKY L IlepemecTuTsh
Ha3aj (cM. PucyHok 178).
— Ha nanenu nHCcTpyMeHTOB, B pasnese Ilopamok Ha)kMuTe CTPeJIKy ClpaBa OT KHOIIKU =
IlepemecTuTh Ha3aj U B BhHIIAJAIOIIEM CIKCKe BblbepuTe komaHay Ilepemecrursn

Ha3a/.

) UeeT 3anmekn ¥ @ MepenmecTuTs BNEpey v I:[

== Kowtyp v [@ MepenmecTiTs Hasay g ‘

durypa
IEI MepemecTuTs Hazay

@ Ha sagHwil naan

Pucynok 178 — Knonka IlepemecTurs Ha3zaj
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— [lleslukOM 1IpaBOM KHONKM MBIIIM 110 (QUIype BbI30BUTEe KOHTEKCTHOE MeEHI0 U
BbINOTHUTEe KoMaH Ty IlepemecTHTh Ha3as.

— [Ipu pabore B OC Windows / Linux HaxxmuTe coueranue kiasuil Ctrl+[ B anrnmiickoi
packianke KiaBHarypel. Ilpu pabore B macOS HaxMmuTe codYeTaHHe KJIABMII

~-Option+ ¢ Shift+3#Cmd+B.

Yro06b! pa3MecTuTh PUIYPY 3a OCTAJIbHBIMA OOBEKTaMU, BBIJIEJIUTE ee U BBIIIOJIHUTE OJIHO
U3 CIIeNYIOIIUX IeUCTBUM:
— Bribepute myHKT koMaHIHOTO MeHIO dPopmar > Ymnopsaaouurs > Ha 3amHmii miaH

(cM. Pucynok 176).

— Ha manenu uHcTpymeHTOB, B pasnene Ilopsaaok HaXKMuUTe CTpesKy ClipaBa OT KHOIKHU =
IlepemecTuTh Ha3ag ¥ B BBINAAIONIEM ClMCKe BbibepuTe komanay Ha 3apHmii mwiaH
(cm. Pucynok 178).

— [lleTukoM TpaBoOM KHOMKWA MBIIIM 10 (QUrype BBI3OBUTE KOHTEKCTHOE MeHIO0 U
BBINTOTHUTE KoMaH1y Ha 3apHuii miaH.

— IIpu pabore B OC Windows / Linux Haxkmute coderanue kiaBuin Ctrl+Shift+[ B

aHTJIMHCKOM packiiajike kiaBuaTypsl. [Ipu pabote B macOS HaxkmMuTe coyeTaHue KIIABUII

 Shift+#Cmd+B.

4.5.11 IlepemecTurs purypy

PuUrypy MoXxHO mepeMelaThb CJIeIyI0IMMU CI1I0COOaMHU:
— IleperackuBaTh, yIep>KUBast IeBYIO0 KHOIKY MbIIIIH.
— IlepeMelriaTh CTPOTO MO BEPTUKAJIM UJIM 110 TOPU3OHTAJIA C MTOMOIIBIO KJIaBUII «, T, |, —

Ha KJIaBUaType.

IIpy nepemerieHMK PUIYpHI C IIOMOIIBIO KJIABUII «, 1, |, — IIar IlepeMelleHus 3aBUCUT OT
Maciraba ciana:;
— ecyi Macirab < 200%, To mar = 4 Mu;

— eyt Macirrad > 200%, To mar = 1 mm.

YToO6BI YBEIMYUTH IIar, IlepeMelllaiiTe GUTypy KJIABUILIAMU «, 1, |, -, ylep>KUBas HaXaToH
kiasury Shift. B rannom ciryuae miar nepemerrienust 6yzieT paBeH:
— ecim Macirrab < 200%, To mar = 4 cMm;

— ecnu Macirrad > 200%, To mar = 1 cM.
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4.5.12 Y manuts ¢urypy

Yro0b! yaanuTh GUTypy, BHIIIOJIHUTE CJIelyIolue JeHCTBUS:
1. Beimenure purypy.
2. BrinmosnHuTe KOMaHly yJajieHus OJHUM U3 CJIeqYIOIIUX CII0COOO0B:

— Bribepute nyHkT kKoMaHHOro MeHio IIpaBka > Y manuts (cMm. Pucynok 179).

Mpaeka Becraeka @opmatr  Chaidg Wecrpy

= OTMeHWTB Ctrl+Z
" Moetoputs Ctrl+Y
Jo  Bripezats Ctrl+X
Konwpoeats Ctrl=C
Ty BcTtaewts Ctrl+V

BcTaenTe ToAbkD TekcT

Becraeute vz Bydepa obumena r

Bmaennts BCce Ctrl+A
M ¥aanure

Pucynok 179 — [IyHKT MeHI0 Y JaiuTh

— Ha nmanenu uHcTpymeHTOB, B pasfene IIpaBka HaXXMUTe KHOIKY ] (Y nanurn)

(cM. Pucynok 180).

Dopmatr  Cnally  ViHctpymente  Bug  Nokas chaigoe

X 0« & || | xoorel v
2 C X K 4

Mpaeka WpwudT

Pucynok 180 — Knonka Y ganursb
— IIpaBo¥i KHOTIKOM MBIIIH IIEJIKHUTE 110 GUT'ype U BBINOJIHHUTEe KOMAH/y KOHTeKCTHOTO

MeHIO Y JaJIUTh.

— Haxxmure kiiaBuiy Delete nu Backspace Ha kiiaBuarype.
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4.6 Pabora c Tabiaumamu

4.6.1 BcraBurh Ta0/IHILy

Tabnuiy MOXXHO BCTaBUTb Ha CJIaii C IOMOIIBIO KOMAaHJHOI'O MEHIO WJIM [aHeNld
WHCTPYMEHTOB.

YroObl BCTaBUTH TaOJHIy C TIOMOIIBI0 KOMAHJHOTO MEHIO, BBITIOJIHUTE CJIeyIolue
IelCTBUS:

1. BrigenuTe ciaii Ha HaHeH CIJIakIoB.

2. BribepuTe myHKT KoMaHiHOTO MeHIO BeraBka > Taosmma (cM. Pucynok 181).

Beraeka | @opmar  Chaig  MHoTpymedTy
Cnailig

MzobpaxeHne...

TekcToeoe none

Durypa L

B & HE

TaBniua...

Pucynok 181 — Ilynkt mento Tabsua

3. B oxkHe BcraBUTh Ta0/IHIy YKaXXHTe KOJIMYECTBO CTOJIOIOB U CTPOK, KOTOpPOe JI0JDKHA

coziep>kath Tabmuiia, u HaxkmuTe kHONKy OK (cm. Pucynok 182).

Bcraente Tabnuy e

Pucynok 182 — OxHo BcraBuTh Tabdmuiy

YroObl BCTaBUTh TAOIMIY C MOMOIIBIO IAHeIM WHCTPYMEHTOB, BBINOJHUTE Clleylolue
IerCTBUS:

1. BrimenuTe ciiaiif Ha maHesu CIaliaoB.
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2. BcraBbTe TaONMMIly OMHUM U3 CIEIYIONMX CITIOCOO0B:
HH
— Ha manenmu wHCTpyMeHTOB, B pa3szeiie BcraBka HaxkmuTe kHONKy (L1 Tabmuma

(cm. Pucynok 183).

Gaiin Mpaska Beraska Gopwar  Cnabin  WMectpymentoi  Bug  Mokas craiigos  MMoanucka  Cnpaska

+ vk Bv @ [0 £ Usersomen v
TexcTosoe nose 6] Durypa v @ WsobBpasenne.., @ Tabmua v e
NoBasuTs ©] v 9 C Maker

W36pannoe dain Mpaska Odopumaerne Bcraeka E] D D

= HoBwii chaiig, v

Tabawua 3x3

Pucynok 183 — Knonka Ta6suma

— Ha mnaHenn wuHCTpymMeHTOB, B pasfgene BcraBka HaxmuTe KHOnky ===. Ha
0TOOpa3UBIIeNCs MTAaHeIM BCTaBKKA HaBeIUTe KYPCOP MBIIIM Ha KHOIKY fH Ta6muma

(cm. Pucynok 184).

okas cnaiigoe  [Mognucka Cnpaska

Tekc'rosoenone @ Qurypa v @ W3oBpameHne... @ Tabmmua.. ¥ e

BcTaBka E WzoBpameHue...
= TekcToeoe none
(? Durypa >
ﬁ Tabanua... > D D E]
CreunansHele CUMEDIBI... > D D D
0o [%
7 Ceouka..

TaBawua 3x3

Pucynok 184 — [Ianenb BcTaBkU

3. BblenuTe KypcopoM TO KOJIMYeCTBO CTOJIOIOB U CTPOK, KOTOpOe AOJDKHA COJiep>KaTh

Ta6J'II/II_Ia, U IIEeJIKHUTE JIEBOW KJIaBUIIIEU MBIIIIN.
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[To ymomuanuio Tabmuiia BCTaBiseTcsl B IeHTp ciaipa. [locie BcraBku ee MOXXHO

rnepemMecTrThb B Tpe6yeMoe MeCTO CJlarja BPYYHYIO.

4.6.2 BoiiesuTh TAbJIMIYy WM 3J1eMeHT Ta0/IMIbI

4.6.2.1 Beigesnts Ta0IHILy

YToOb! BBIJIESTUTH TAOJIUITY, IEJIKHUTE 110 Hel JIeBOM KHOMKOM MBIIIIH.
YroObl OTMEHUTH BbllelleHWe Tabiuilbl, HaXXMUTe KiaBuily Esc Ha ki1aBuarype uimm

IeJIKHUTe 110 JIF0O0MY MecTy 3a IIpefieflaMi TabJIHIIbL.

4.6.2.2 BoiietuTh CTO/I0EI] W CTPOKY

Yr1o06bI BBIIETIUTH OAUH CTOJIOEI] WU CTPOKY, BBIIIOJIHUTE Cllefylollre JeiCTBUS:
1. HaBenuTe Kypcop MBIIIM Ha BEPXHIOIO I'PAHUITY CTOJIOIA WX JIEBYIO TPAHUIY CTPOKHU
TaK, YTOOBI KyPCOP MPUHST BUT + WK =b.

2. llenkuuTe j1eBOM KHOIIKOM MBIIIH.

YToOBb! BBIJIETTUTH HECKOJIBKO CTOJIOIIOB UJIM CTPOK, BOCIIOJIbL3yHTECh OJHUM U3 CJIeyIOIIHUX
Croco6oB:

— HaBenuTe kypcop Ha mepBbIf CTONIOEI] WM CTPOKY U3 TpeOyeMOoro [uara3oHa Tak, Kak
OIMCAHO BBIlIe. YJiep)KMBas HaXaTOM JIeBYIO KHOIIKY MBIIIM, NPOTSHUTE KypcoOp M0
MOCJIeJTHero CTOJI0Ia WITM CTPOKU JiMariazoHa. OTHyCcTUTe JIeByI0 KHOIIKY MBIIIIH.

— Brienute nepBrii cTonbel; WM CTPOKY M3 Tpebyemoro auarnas3oHa Tak, KaK OINKMCAHO
BbIIIe. 3aTeM, ylep)krBasi Haatol kiasuily Shift, BbiienuTe nociequuit cronber yUim

CTPOKY Oudlla30HaA.

YT0OBI BBI/IETIUTH BCe CTOJIOIBI/CTPOKY TabJIMIIbI, BHIIIOJIHUTE Cleyolye NeiCTBUS:

1. BeimenuTe 000 351eMeHT TaOJIUITBI WK [IEePeUJIUTe B PEXXUM peJlaKTUPOBaHUS JTFO00M
SYEUKH.

2. BbINONHUTE KOMaH[y BbIJIeJIeHUs] OMHUM U3 CJIeyIOIIMX CII0COO0B:
— BribepuTe nmyHKT koMaHAHOTO MeHI0 IIpaBka > Beimenurs Bce (cM. PucyHok 185).

— Haxwmurte couyeranue kimasuml Ctrl+A / $Cmd+A.

Komanma BeigesinTs Bce He BBIIIOJIHICTCS, eC/Id Tabinila BhlIeaeHa [[eJTUKOM.
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Mpaeka Beraska @opmatr  Chaidg Weorpy

= OTMEHWTb Ctrl=Z
MoeTopMTh Ctrl+Y
S  Boipesats Ctrl+X
Konupoeate Ctrl+C
[y Bcrasute Ctrl+W
BeraeuTe Tonsko TekcT
Beraeute vz Bydepa obumena »
BwigenvTe BCE Ctrl+A
¥ aanuTh Dl

Pucynok 185 — [IyHKT MeHI0 BeIenuTs Bce

YToObl OTMEHUTD BhIJIeJIeHHWe CTOJI0II0OB/CTPOK, HaxkmuTe KiaBuiity Esc Ha kiiaBuarype.

4.6.2.3 IlepeiiTu B pe;kuM peJaKTHPOBAHHUSA STYeiKH

YroObl MepedTH B peXXMM peIaKTUPOBAHUS SYEHKH, BBIIEJIUTEe ee ABONMHBIM IEeTYKOM
MBIIIIH.

[Tepemeriienue Mexxy siaeiikaMu TabIUIBI OCYIIECTBIISIETCS TTPU TIOMOIIM KJIABUII «, T, |, —
Ha KJIaBHAType.

YToObI BBIMTH U3 PeXKKMMa peJJakTHPOBaHUS STUelKy, HakMuTe kiaBuiny Esc.

4.6.3 BcraBUTH CTPOKH

HoBbie cTpoky BCTaBJISIIOTCS BBIIIIE WM HUXKe YKa3aHHOU CTPOKH.

Yro0Ob! 106ABUTH HOBBIE CTPOKH, BHITIOJIHUTE CIIEYIOIHe JeUCTBUS:

1. Bripenute CTpPOKYy, BBIIIe WK HUXe KOTOPOU TpeOyeTcst BCTaBUTb HOBYIO CTpPoky. Ecimu
TpebyeTcsi BCTaBUTh HECKOJIbKO CTPOK, BBIJIEJIUTE CTOJIBKO CTPOK, CKOJIBKO HE0OX0IUMO
BCTaBUTH B Tabnmuiy. Hanpumep, eciiu TpebyeTcs BCTaBUTDH JIBe CTPOKH, BBIJIEJIUTE JIBe
CTpoku. [lyisi BBIMOJIHEHUsI KOMaHJIbl MOXHO BBIJIEISITh KaK CTPOKU I[eJIMKOM, TaK U
OTIeIbHbIe TYHKH WM JUalla30Hbl J9eekK,

2. BcraBbTe CTPOKM OJHUM K3 CJIEQYIOIIUX CIIOCOOOB:

— Bribepute nmyHKT koMaHHOro MeHi0 Popmar > Tabamma > BcraBUTH CTPOKY

cBepxy / BcraBurhb cTpoky cam3y (cM. Pucynok 186).
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Qopumat  Caang  Weotpywments Bug  [okas caahgoe  [lognwcka  Crnpaeka

OuncTuTE GopMaTHpoBaHne Ctrl+Space w16 [v| A0 At = =
Wpudt z OB T e i v £ :Ij: L
BmpaeHwearue L
AB3ay

Cnncok L
MosopoT TekcTa r
¥noprgounTe L
Tabanua... b TH  BoTaBWTh CTROKY CEEpRY Alt+A

& BoTaBWTh CTROKY CHM3Y Alt+B

B Bcraeuts cronfeu ciesa Alt=L

M Bcraeuts cronieu cnpasa Alt+R

Pucynok 186 — Komananoe menio @opmat

— Ha manenu HWHCTPYMEHTOB, B pasfejie Taﬁmma Ha’XMHTE KHOIIKY BbIllaJaroniero

W <
MeHIO (BcTaBUTh siYeiiKy, CTOJ0el] WIH CTPOKY) U BbIOepHTe KOMaHy rH

BcTaBUTB CTPOKY CBepXy WM i BCTaBUTH CTPOKY cHu3y (cM. Pucynok 187).

ﬁ + B | & % @ MepemecTuTE ENEpes
v [

BH TH BcraewTs cTpoky CBEpXY

TaGanwa

&= BcraewTs cTpoky cHusy

E Bcraemte cTonbey cneea

@ BcraenTe cTonbey cnpaea

Pucynok 187 — KomaH/ibl BCTaBKH CTPOK M CTOJIOI[OB

— [IpaBoii KHONKOM MBIIIM IIEJIKHUTE 110 JIIoOOMy MecTy BbIOpaHHOrO [uara3oHa U
BBITIOJIHUTE KOMAaHJly KOHTEKCTHOTO MeHI0O BcraBHTBH CTPOKy cBepxy / BcraButh
CTPOKY CHH3Y.

— Haxxmute coveranue kiaBui Alt+A / ~-Option+A, 4T0ObI BCTaBUTh CTPOKY CBepXY,

Wi codeTanue kiapuil Alt+B / ~-Option+B, 4T00bI BCTaBUTH CTPOKY CHHU3Y.

Yrobbl ObICTPO 10O6ABUTH OJIHY CTPOKY B HAUaJ0 WA B KOHeI] TAOJMIIbI, BBIIIOJIHUTE
CJIeJTyrolue IeUCTBUSL:

1. Beipenure Tabnuiy.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOTUW», 2013-2024 169



2. Ytobbl 106aBUTH CTPOKY B Hauyajo TabJIMIIbI, BHITOJHUTE KOMaHy BCTaBUTH CTPOKY
CBepxy OJIHUM M3 CIOCOOOB, OMMCAHHBIX BbIlIe. YTOObl HOOABHUTHL CTPOKYy B KOHeIl
TAOMUIBI, BBINOJIHUTE KOMaHJy BcTaBUTHL CTPOKY CHHM3y OJIHUM M3 CIOCOOOB,

OIIMCAaHHBIX BBIIIIe.

4.6.4 BcraBuTh CTOJI0IBI

Hogble cTonb11bl BCTaBJISIOTCS CIeBa UJIM CIIPaBa OT YKa3aHHOT'O CToJjbIIa.

Yrto6bI 106aBUTH HOBBIE CTOJIOIIBI, BHITTOJIHUTE CIIEYIOIINe IeHCTBUS:

1. Boigenute cronbell, cnpaBa WA cjieBa OT KOTOPOro TpeOyeTcss BCTaBUTh HOBBIN
crosnber. Eciu TpebGyeTcst BCTaBUTh HECKOJIBKO CTOJIOIOB, BBIJEIUTE CTOJIBKO CTOJIOIIOB,
CKOJIbKO HeoOXOJIJMMO BCTaBUTh B Tabmuny. Hampumep, ecnu TpeOyeTcs BCTaBUTH JIBa
CTOJIONA, BBIJIEJIUTE JBA CTOJIONA. [lJis BBIMOJIHEHUS KOMaH[bl MOXXHO BBIJIEJISITH KaK
CTOJIOIIBI IIeJIMKOM, TaK U OTAeIbHbIe sTMeKU WK TUANa30Hbl sSueek.

2. BcraBbTe cTONOIBI OJJHUM U3 CIIeIIONIMX CIIOCODO0B:

— Bribepute myHKT koMmaHAHOTO MeHIO Popmar > Tabmuma > BceraBuTh cTos0ery
cieBa / BcraBurs crosnber cnpaBa (cM. Pucynok 186).

— Ha nanenu uHcTpyMeHTOB, B pasfeile Tabsmia HaXXMuTe KHOIKY BBINQJIAI0LIEro

MeHtro ~ (BcraBuThb fdeiiKy, CTOJ0el WM CTPOKY) M BhIOEpHTe KOMaHy E

BcraBurs crosioern cieBa wid ﬂ BcraBurs crosnbern cnpasa (cM. Pucynok 187).

— [IpaBo¥i KHONKOM MBI IIeJIKHUTE 10 JIFoOOMy MeCcTy BBIOPAaHHOTO [uarna3oHa U
BBITIOJTHUTE KOMaH/y KOHTeKCTHOro MeHi0 BcraBuTh crosbern cieBa / BcraBuTh
CTOJI0ell CIIpaBa.

— Haxxmute coueranue kiaBuin Alt+L / ~~Option+L, yTo6b1 BCTaBUTH CTOJIOEI] CJieBa,

uny covetranue kiapuil Alt+R / ~-Option+R, 94TOOBI BCTaBUTH CTOJIOEI] CIIpaBa.

YroObl OBICTPO A00ABUTH OJIMH CTOJIOEl] B HAyajo WKW B KOHeI| TaOJIUIIbI, BBHITIOJIHUTE
CIlefyrolue OerCTBUS:
1. Boipenure Tabnuily.
2. Ytobbl f06aBUTH CTOJIOEI] B HaYaI0 TaOIUITHI, BLITIOJHHUTEe KOMaH1y BcraBUTh cTosoery
cjIeBa OIHUM U3 CIIOCOOOB, OMMCAHHBIX BHINIe. YTOOBI IOOABUTL CTOJIORII B KOHeIl
TaONUIIBI, BBIMOJHHUTE KOMaHAy BcraBuUTH cTOM0el] cmpaBa OJHUM U3 CIOCOOOB,

OIIMCAaHHBIX BBIIIIe.
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4.6.5 VIameHUTH pa3Mep CTOJIOIA WIN CTPOKH

Pa3mep crosbra uim CTpoKU MOXXKHO U3MEHUTh OJJHUM K3 CJIeIyIOIIUX CIIOCOOOB:
— MepeMeCTUTh TPaHUITy CTOJI0IIa/CTPOKU BPYUHYIO;

— YKd3dTb TOUHYIO IIMPUHY CTOJ'I6L[a/BbICOTy CTPOKH.

4.6.5.1 IameHuTH pasmMep BPY4YHYIO

YToObl U3MEHUTH pa3Mep OJTHOT'0 CTOJI0IIa WJIM CTPOKU, BHITIOJTHUTE CJlelyIollre JeHCTBUS:

1. HaBeguTe Kypcop Ha TpaHMIly CTOJ0OIAa WIM CTPOKH, pa3Mep KOTOPOM HeoOXOIHUMO
rM3MeHUTb. Kypcop npumeT BUJI ABYCTOPOHHEH CTPEeJIKH.

2. VniepxuBasi JiIeBYI0 KHOMKY MBI, TMPOTIHUTE KYpCOp TaK, 4YTOOBl TpaHHUIla
CTOJIOIA/CTPOKM NpHHSUIA TpebyeMoe MoJIoXKeHue.

3. OTmycruTe JIeBYIO KHOIIKY MBIIIX, YTOObI 3apUKCHPOBATH MOJIOXKEHHE.

YroObl yCTAaHOBUTb OJIMHAKOBBIM pa3Mep /Jjii HEeCKOJIbKUX CTOJIOIOB/CTPOK TaOIMIIHI,
BBITIOJIHUTE CJIeYIOIIMe IeUCTBUS:

1. BroigenuTe maHHBIe CTOJOILI/CTPOKU.

2. YcraHoBUTe Iisl OTHOTO CTOJIOIQ/CTPOKU pa3Mep, KOTOPBIM TpebyeTcs IPUMeHUTDb s
BCeX BbIJIeJIEHHBIX CTOJIOIIOB/CTPOK TabiuIlbl. {151 aToro:
— HaBenuTte Kypcop Ha rpaHuily Jjitob60ro CTOJIOIA/CTPOKU TaK, YTOOBI OH MPHHSUT BUJL
JIIBYCTOPDOHHEM CTPeJIKH.
— YaepxuBas JieByl0 KHOIIKY MBIIIM, HPOTSHWTE KYpPCOp TakK, 4YTOObI T'paHMIlA
CTOJIOIA/CTPOKU NPHHSUIA TpebyeMoe MoJioXKeHue.

— OTnycruTe J1eBYI0 KHOIIKY MBIIIH, YTOOBI 3apUKCHPOBATh I10JIOXKEHHe.

J1ns1 BbIieJIeHHBIX CTOJIOIOB/CTPOK TabiMIlbl Oy/leT aBTOMAaTHYeCKH YCTAaHOBJIEH pa3Mep,
YKa3aHHBIN sl JAHHOTO CTOJIOI[a/CTPOKU.
Y106l YyCTAaHOBUTHL OJMHAKOBBIM pa3Mep [jisi BCeX CTOJOIOB/CTPOK TabOIMIILI, BBIIEIUTE

Ta6m/111y U BBIIIOJIHMUTE aHAJIOTUYHbIE IeCTBUSL.
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4.6.5.2 Yka3aThb TOYHBII pa3mep

YT0o0mBI YKa3dTb TOYHYIO HIUPUHY JIA OI[HOFO/HECKOJIBKI/IX CTOJIﬁI_[OB WJIX BBICOTY IUJId

OJITHOM/HECKOJIbKUX CTPOK, BBIIIOJIHUTE Clle[lylollre AelCTBUS:

1. YkaxkuTe TaHHBIE CTOJIOIIBI/CTPOKU:

— YtobBl M3MEHUTH IMMPHUHY OJHOI'O CTOH6I_[a WJIN BBICOTY OJTHOM CTPOKH, BbLIEJINTEe

3TOT CTOJIOEI/CTPOKY WJIM BBIJIESIUTE JIIOOYIO SUeiKy, KOTopasi HaXxOJUTCS B JaHHOM

cTosb1e/cTpoKe.

— Yr0obBl M3MEHUTH IMMPHUHY HECKOJIbKHUX CTOJI6IIOB WJIX BBICOTY HECKOJIbBKUX CTpPOK,

BBIJIEJTUTE 3TH CTOJOIILI/CTPOKU WIM BBIAIENIATE JIO00M JUama3oH sS9eek, KOTOPBIM

HaXOOUTCA B JdHHBIX CTOJI6]_[aX/CTpOKaX.

2. Otkpoiite okHO PazMep ssueiiku OJJHUM U3 CJIETYIOIUX CIIOCOOOB:

— Bribepute nyHkT komaHgHoro MeHio ®opmar > Tabmmma > Pa3mep sueiiku

(cm. Pucynok 188).

Qopuar  Chalg  WVHcTpymedts Bwg  Mokascnakgoe  [Mognwcka Cnpaeka

Ounctute fopMaTHpoBaHKE Ctrl+5pace

Wpwdst 3
BmpaeHueanne r
Cnucok r
MoeopoT TekeTa r
YnopraounTe r
TaGauua... r

Pucynok 188 — [IyHkT koMaHiHOTO MeHIO Pa3mep sueiiku

HEE @ =§ 2= B H

BcraeuTe cTpoKy CBEpNY

BcTaBuTe cTpoKy CHU3Y

BrTaeuTe cTonBey cneBa

Bcraeute cTonBey cnpasa

YaanuTe cTpoky

Yaanute cronbey,
¥aanuTte Tabauuy

OBBegMHUTE AUERKK
PazbeguHKTE AueikK

Pasmep aueliky...

Alt+A
Alt+B

Alt=L
Alt+R

Cirl+Alt+R
Ctrl+Alt+U

Alt+5Shift+T

Ctri+Alt+M
Alt+5hift+M
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— Ha nanenmu uHCTpyMeHTOB, B pazfeiie Tabmuma HaXMUTe KHOIKY (Pazmep

siuerikn) (cM. Pucynok 189).

.'2. v (5 &~ L) Nepemectums enepen
HH ~ T v @ MepemecTuTE Hazag

TaGnuua Mopagok

Pucynok 189 — Knonka Pa3mep sueiixu

— [IpaBoii KHONKOM MBIIIM IIEJIKHUTe 110 BbIJEJIeHHbIM CTOJI0LaM/CTpOKaM U
BBIITOJIHUTE KOMaH/ly KOHTEKCTHOIrO MeHI0 Pasmep srueiikm.
3. B oxne Pa3mep sigeiiku ykaxute TpeOyemyto Illupuny cronbuos unu BeicoTy cTpok
(cm. Pucynok 190).

4. Haxwmure kHonky OK.

Pasmep AYEiiKn x

WupwuHa

lCM

<

BricoTa

i

0,36 cm

OK OTMmeHa

Pucynok 190 — OxHo Pa3mep srueiiku

4.6.6 Yka3zaThb TOYHBIH pa3Mep sueek

Yr1o6bl yKkazaTh TOYHBIM pa3Mep OJHOW WJIM HECKOJIbKUX sdeeK, BBIIOJIHUTe Clelylolre
IelCTBU:

1. BrimenuTe 3TU S4YEHKU.
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2. OTtkpotite okHO Pa3mep siueiiku 0THUM U3 CIIeYIOIIUX CIIOCOOOB:
— Bribepute nyHkT komaHaHoro MeHio ®opmar > Tabmmma > Pa3mep sueiiku
(cm. Pucynok 188).
— Ha manenmu uHCTpyMeHTOB, B pasfeie Tadauma HaXXMHUTe KHOIIKY (Pasmep
siuerikn) (cM. Pucynok 189).
— IIpaBoii KHOIIKOW MBIIIM HIEJIKHUTe 110 BblJieJIeHHBIM sYeliKaM U BBIIIOJIHUTe KOMaHly
KOHTEKCTHOI'0 MeHI0 Pa3mep sueiikm.

3. B okne Pasmep sueiiku ykaxute Tpebyemyio Illupuny v BeicoTy sueek U HaxxmuTe

kHOnKy OK (cm. Pucynok 190).

4.6.7 I3meHUTH pa3Mep Ta0JIMIbI

Pasmep TabiuIbl MOXXHO M3MEHUTD C COXpaHeHWeM UM 0e3 COXpaHeHHUs! IPOIOPIUHM.
YTo0Obl U3MEHUTDL pa3Mep TabJUIlbl C COXpaHEeHWeM IPONOPILUHN, BBIIOJIHUTE CleyIolye
IeCTBUA:
1. Beigenure Tabnuily.
2. VniepxuBasi JIeByI0 KHONKY MBbIIIHM, TPOTSHUTE JIOO0M M3 YIJIOBBIX MapKepoB paMKU
TaK, 4TOOBI TaOIUIA TPHHSUIA HeOOXOaUMBIN pasmep (cM. Pucynok 191).

3. OTnycTyTe JIeByIO KHOIIKY MBIIIY, 9YTOOBI 3aPMKCUPOBATh HOBBIM pa3Mep TaOJIUIIbI.

i o

& i

Pucynok 191 — 3ameHeHue pa3mepa TabJIAIIbI C COXPaHEHHEeM MPOIMOPIUM

Yr1o0bI M3MEeHUTh pa3Mep TabiauIbl 6e3 COXpaHeHUs IPOIOPLIMM, BBHIIIOJIHUTE Clelylolye
IelCTBUS:

1. Boienure Tabnuiry.

2. YpepxuBas JIeBYIO KHOIIKY MBIIIM, IIepeMeCTUTe OJIMH M3 MapKepoB paMKU TaOIMIIbI

(cMm. Pucynok 192):

— JUIsl W3MeHeHMs BBICOTHI TabiMIIbl IlepeMeCTHUTe BepXHUM WM HUWXKHUM MapKep
paMKH;

— JIL U3MEeHeHNW s MU PUHbL Ta6JII/II_[bI repemMecTuTe JIEBBIA UJIU HpaBbIﬁ MapKep paMKH.
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3. OTmycruTe JIeBYIO KHOIIKY MBIIIH, YTOObI 3apMKCHPOBATH HOBBIM pa3Mep TaOJIUIIbI.

i

Pucynok 192 — M3meneHune pa3mepa Tabiuiibl 6e3 coxpaHeHUs IPOIIOPLIUHI

4.6.8 O0beIMHUTD WIN Pa3beJUHHUTD SUeHKH

4.6.8.1 O0BequHUTE TYeHKH

JIrob0e KOMMYecTBO sS9eeK B TabJuIle MOXXKHO OObeIUHUTD.

[Ipu ob6beIHeHNH sTUeeK:

— OTMEUYeHHBbIN JUana30H CTaHOBUTCS eIUHON STUeUKOU;

— COXPaHSIOTCS JJaHHBIe TOJIbKO U3 BepXHel JIeBOW SUeKU JUalla30oHa;

— K 0OBbeIMHEHHOM suelike TMpPUMeHsieTCs (OopMaTHPOBAHUE BepXHeM JieBOW sSYerKHU

IMara3oHa.

YToObl 0ObeUHUTD TYEHUKH, BBIJIEJTUTE UX U BBIMIOJIHUTE OJTHO U3 CIeAYIOMNX JeMCTBUM:

— Bribepute myHKT koMaHgHOrO MeHio Popmar > Tabmmma > O0BenUHUTH sTYEHKH
(cm. Pucynok 194).

— Ha nmanenu unHcTpymeHTOB, B pasfenie Tabimma HaXMHUTe KHOIKY = (O0BeTUHUTD
ssyerkn) (cM. PucyHnok 193).

— IIpaBoit KHOTIKOM MBIIIIY IIEJIKHUTE 10 JTMAMa30Hy U BHITTOJTHUTE KOMaH/Ty KOHTeKCTHOTO

MEHH)()GBEHIHHHTB§PQEﬁKHL

—-— E &~ |‘L,-_| MepemecTUTE ENEpE] I:]
HE‘ i i |_‘L_|_| MepemecTkTe Hazag

TaGamua Mopagok

Pucynok 193 — Paznen nanenu uncrpymenToB Tabsuma

— Haxxmute coueranue knaBuin Ctrl+Alt+M / ~-Option+3$Cmd+M.
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4.6.8.2 PaznequHUTH SYeHKN

Pa3pelMHUTE MOXHO TOJIBKO Te s[MeNKU, KOTOpble paHee ObIIIM 00beJUHEeHBbI.

YToOBl pa3beUHUTh SMEMKH, BbIIeIUTe OObeVMHEHHYIO sSYeliKy W BBIIIOJIHUTe OIHO U3
CJIeIYIOIUX NefCTBUM:

— Boibepute nyHkT komaHaHoro meHio Popmar > Tabauma > Pa3peMHUTH sT9eHKH

(cm. Pucynok 194).

Topmar  Ceallg  Wrctpymentst Bug  lNMokas crafgos  Tognwcka  Cnpaeka

OuncTuth dopMaTUpoBaHne Ctrl+5pace v 16 [v AT A = v =
WpugT ’ AR T e ﬁ v £ iI v o=
BmpasHreaHne 3
Agzay

Crncok 4
MNoeopoT TekcTa 3
Ynoprgounts 4
Tabanua... P Th BcraeBwTh CTpOKY CBEpXY Alt+A

& Bcraente cTROKY CHW3Y Alt+B

E Bcraente cTonbey cieea Alt=L

fl  Bcraswre cronGey crpasa Alt+R

= YganuTe cTpoky Ctrl=Alt=R

B ¥aanuts cTonBeu Ctrl=Alt=l

EE Yaanute Tabanuy Alt+5hift+T

E  OfbeanHuTh aueiikn Ctrl+Alt+M

EH  PazbeguHuts aueiikun Alt+Shift+M

Pucynok 194 — Komananoe menio @opmat

— Ha manenu wHCTpymMeHTOB, B pa3zeiie Tabsmia HaXXMHUTe KHOIKY = (PazpequHuTH
syeikn) (cM. Pucynok 195).
— IIpaBoit KHOIIKOM MBI IEJIKHUTE 110 JIMANa30HY U BHIITOJIHUTE KOMAaH/ly KOHTEKCTHOTO

MeHI0 PazbefMHUTE SYeHKH.

,'2, A ﬁ & v @ MepenmecTuts ENEpE]
EE‘ ™ o @ MepenmecTuTs Ha3aa

Tabnuua Mopagok

Pucynok 195 — Paznen nanenu unctpyMmeHToB Tabsuma

— Haxxmure coderanue kinasui Alt+Shift+M / ~-Option+ © Shift+M.
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JlaHHBIE, KOTOPBIE COMIePXKaTCsl B OOBeJUHEHHOU s9eliKe, TIOMEIAIOTCS B BEPXHIOI JIEBYIO

SYenKy

00LeIMHEHHOU TYeHKU.

IIOJIy4YeHHOTr 0

IAaIia3oHa.

4.6.9 IIBeT 3aIMBKH sSTYeCK

Suetiku

IMarna3oHa  HacjenyloT — ¢opMaThpoBaHUe

Syeriku TabGIUITBI MOXKHO 3aI10JIHUTD JIFOOBIM I[BETOM WJIA U300pakeHHeM.

4.6.9.1 3anuBKa gUYeeK BeTOM

J1J1st 3aMMBKY sYeeK 1IBeTOM BBINIOJIHUTE CJIeAyIolye 1edCTBUS:

1.

BLIJIEJ'[I/ITE Ta6J11/1gy NN SI‘-IEIZKY/JIPIE[HE\BOH g4eeK, OBeT KOTOPbIX HEO6XOI[I/IMO

HN3MEHHUTh.

YToOBI OKpacUTh STYEMKH B TOCJEOHUM IIBET, KOTOPBIM WCIOJIb30BAJICS IS 3aJTUBKU

sg4eex paHee, Hd IIdHeJIM MHCTPYMEHTOB, B pd3feiie TaGJmua Ha’XMHUTe KHOIIKY

(IIBet 3anuBKkH) (cM. PrucyHok 196).

v 2 vi B B L) Mepemectirs snep

HeT 2anKekn

LieeTa Teme:

CTaHgapTHoIE LEETa:

MocnegHwe ueeTa:

Opyrue uBeTa... j?

MzobpakeHne:

Bmbpate...

<

B

Pucynok 196 — Knonka IIBeT 3auBKH 1 T1aHesb BbIOOpa 11BeTa
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3. UToOBI OKpacuTh SYEHMKHU B APYTrOd IBeT, HAKMHUTE Ha CTPEJIKY CIpaBa OT KHOIKHU
(IIBet 3aIUBKH).

4. Ha OTKpBIBINIEHCS MMaHeJM BHIOOpA I[BeTa yKaXkKUTe I[BET 3aJIMBKHU SY€eK OJIHUM W3
CJIeTy IO X CIIOCOOOB:
— BBIOEpHUTE I[BET B OJIHOM U3 MPEJICTaBJIEHHBIX HAOOPOB I[BETOB,
— YKaXuTe KOJI [[BeTa BpYIHYIO,

— CKOIIMPYHTe [BET C IIOMOIIIbIO ITUIEeTKH.

4.6.9.1.1 Bei0OpaTh 1BeT B NIpeICTaBJIEHHBIX HA00OpaxX IIBeTOB

Ha nanenu Bbi6opa 1iBeta (cM. Pucynok 196) nipencraBiieHbl ciiefiytoiiye Habopbl 1[BETOB:

— IIBeTa TeMBI — COZIepXKUT IIBETOBYIO MAJIUTPY TeMbl TeKyIero JOKyMeHTa.

— CraHgapTHBIe IIBeTa — COJIeP)XXUT I[BeTa, KOTOpble M0JIb30BaTelIM Yallle BCero BbIOUparoT
p¥ pOpMaTUPOBAHUH JOKYMEHTa.

— Ilocnensue nBeTa — COAEPXKUT /IO JECSTH MOCTIeIHUX IIBETOB, KOTOpble Bbl BhIOMpan
1pu popMaTUPOBaHUM AoKyMeHTa paHee. Habop Ilociensue nmBera oToOpakaeTcs, eciiu

BbI BbI6I/IpaJII/I XOTs OBbI OOWH IIBeT.

[Ipy HaBemeHWM Kypcopa MBI Ha JiI0OOM IIBET 0TOOpakaeTcsl 3HaueHWe 3TOTo IBeTa B
nBetoBoi mozenu RGB. Hanpumep: RGB 192,80,77.

Jliis BIOOpA 1BETA IIeJIKHUTE 110 HeMY JIeBOM KHOMKOW MBbIIIIH.

LIBet nobaButcs B Habop Ilociennme nBeta 1 oTMeTUTCs QuiakkoM. [laHenb BeiOOpa 11BeTa

3aKpoeTcs. Slueiiku OKpacsaTcs B BbIOpaHHBIH IIBeT.

4.6.9.1.2 Yka3aTh Koj IIBeTa BPYUHYIO

Ecnmu B mepeunciieHHbIX Habopax IIBeTOB HeT IOJAXOJSIIEro IBeTa, yKaXUTe ero Koj
BPYUHYIO:
1. Haxmwure kHonKy JIpyrue nBera (cMm. PucyHok 196).
2. B otkpriBiiemcs okHe Bui0op mBera (cM. Pucynok 197) ykaxkuTte TpeOyeMblii 1BeT B
Busie HEX-koma unu B popmate RGB.

3. Haxwmure kHonky OK.

LIBeT, ykazaHHbIM BpyuHY1O, AoOaBuTCsi B Habop Ilociemnue mBera (cM. PrucyHok 196) u

ot™etuTcs duiaxkkoM. [TaHesnb BbIOOpa 11BeTa 3akpoeTcs. SIueliku oKpacsTcsl B BHIOPaHHBIN IIBET.
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Buifop ugeta X

Hex-kog MpegnpocmoTp
|

KpacHoii JeneHbii CHHWiA

237 || 188 | 188

"

Pucynok 197 — Oxao Br16op nBera

4.6.9.1.3 CxomupoBaTh OBeT C IOMOUIbI0 MHIIeTKH

[Tumetka IpeiHa3Ha4eHa I OJHOBPEMEeHHOT'O KOITMPOBAaHU IIBETa C TeKCTa U 06’b€KTa,

PacCIIOIO’XKeHHOI' 0 B paboyeli 06JIaCTH IJIABHOTO OKHa, 1 3dJIMBKH gd4YeeK 3TUM IIBETOM.

YT0o0mBI CKOITMPOBATh IBET C ITIOMOIIBIO ITHUIIETKHU, BBIIIOJIHUTE ClleJyroniye IeHCTBUSL:

=

1. HaxxmuTe KHOIIKY &

(ITmmetka) (cMm. PucyHok 196). [1anenb BeiOOpa 11BeTa 3aKpoeTcs,
Y KypCop NPUMET BU/JI «IIpUllesiay Jijisl BbIOOpa IBeTa.

2. HaBenuTe Kypcop Ha IIBET, B KOTOPBIM CleflyeT OKpacuThb siuedku. [ljist Bosiee TOUHOTO
BbIOOpA IIBeTa OPUEHTHUPYHTeCh Ha OOJIAaCTh, PACIOJIOXKEHHYIO CIIpaBa OT Kypcopa. B
Hel 0TOOpakaeTcsl IIBET MUKCeJIs, Ha KOTOPbIM B JaHHBI MOMEHT HaBeJleH KYpCop.

3. lllenkHuTe MO IIBETY JIEBOW KHOIIKOM MBIIIIH.

Sldyeiiku okpacsITCs B BHIOpAaHHBIN BT, M KYPCOp MPHUMeT OObIYHBINA BHUJ. YKa3aHHBIN IBET
nobasutcs B Habop Ilocnegnme mBera (cMm. Pucynok 196) u oTtMeruTcs ¢nakkoM Ha IaHeNd
BbIOOpA I1BeTa.

Ecmu Tpebyercs OTK/IIOUMTL TMHIIETKy 0e3 BbIOOpa I[BeTa, HakMuTe KiaBuiny Esc Ha

KJIaBHATYype.

4.6.9.2 3aimmBKa siueexk U300parkeHHEM

YToOBbI 3aI10JTHUTD STUEHKU M300pakeHUeM, BBIIIOJIHUTE CllefyIoliye 1efCTBUS:

1. Bripenute TpebyeMyto si9eiKy WM IAANA30H SYeeK.
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2. Ha naHenu UHCTPyMeHTOB, B pa3ene Tabauia Ha)XKMUTe Ha CTPeJIKY CIIpaBa OT KHOIIKH

e

(IBet 3amuBKH) (cM. PrucyHok 198).

3. Ha nanenu BwIbopa 11BeTa, B Oi10ke Vi300pazkeHne HaXXMUTe KHOIIKY Bb1OpaTs.

I
% I

£

T
qr

b

SME &

HeT 3an1BKKH

LlpeTa TEMB:

CTaHAapTHEIE LEET:

MocnegHue UBeTa:

Opyrve ugeta... 45?

Mzobpamenne:

Bmbpats...

@ MepemecTTe BNEQ

Pucynok 198 — Knonka Beropars

4. B okHe ¢ailyioBOro MeHeKepa BbibepuTe Tpebyemoe u3obpaskeHre U HaXKMUTe KHOIKY

OTKpBITE.

4.6.9.3 OT™MeHHTD 32 TUBKY

YT10ObI OTMEHUTH 3aJIUBKY sSUeeK, BBIIIOJIHUTE CJIefyIolue 1edCTBUS:

1. Boigenure TaOMUIly WM sSYEHKY/UANA30H sUeeK, 3aJIMBKYy KOTOPBIX Heo0XOIUMO

OTMEHUTD.
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2. Ha naHenu WHCTPYMeHTOB, B pa3zieiie Tabumuma HaXXMUTe CTpesKy ClipaBa OT KHOIKU

e

(IBer 3amuBKH) (cM. PucyHok 199).

3. Ha manenu BbIOOpa 11BeTa HaxkmuTe KHONKY HeT 3aiuBKuH.

=v = = = v eMEBE @& &

= =7 |
II"‘“E*E Hvt?gj;-vq-l-

HeT 3anuekn

LleeTa Temb:

Pucynok 199 — Knonka Her 3anmuBku

4.6.10 I'panuiip1 ssueex

4.6.10.1 i3MmenuTh mapaMeTphI rpaHHUI]

[epemecTute ENER

YT00OBI M3MEHUTD IIapaMeTpbl I'paHUl JIA H‘leﬁKH/}lHaHaBOHa H‘IGEK/Ta6JIHHbI, BBIITOJIHHUTE

CIlefyIolue JeviCTBUS:

1. Boigenure Tabnuny WM SYeMKy/AUANa3oH siueeK, TPAaHUIBI KOTOPbIX HEeOO0XOOUMO

HN3MEHHUTh.

2. Ha nanenu UHCTPyMeHTOB, B pa3feiie Tabauma HaXkMUTe Ha CTPeJKy CIpaBa OT KHOIKU

H (cm. Pucynok 200).

3. Ha oTKpeIBIIeMCsS IaHelIW HACTPOWKHK T'PaHMI], B IepBOM OJIOKe HacTpOeK YKaKuTe

MeCTO PACIIOI0XeHUs TPaHull, JIsi KOTOPbIX He0O6X0IMMO U3MEeHUTh [apaMeTphl.

4. Bo BTopoM 6i10Ke HacTpoeKk BbIOepUTe TUI JIMHUM, KOTOPBIM CiieflyeT MPUMEHUTDb s

YKa3dHHBIX I'PAHHUIT.

5. B TpeTrbem 6i10Ke HAaCTPOEK YKaXKKTe IBET JIMHUM OJIHUM U3 CJIeAYIOIIHNX CIIOCOOO0B:

— BbIOepUTe 1IBeT B OJTHOM U3 IIpeJiCTaBJIeHHbIX HAOOPOB I1BETOB;

— YKaXXuTe KO/l IBeTd BPYUHYIO;

— CKOIIMPYHTe [BeT C [IOMOIIBIO ITUIEeTKH.

Ecimu B nepBom nim BTOpoM Oiioke Hactpoek (cM. Pucynok 200) BeibpaHO 3HaueHue

Hert rpanumn, To rpaHuIlbl sSiUeek 0TOOpakaloTcs B BUJle JIUHUN CBETJIO-CepPOro IBeTa.

OTU JIMHUU YCJIIOBHO pa3fessaroT STYeUKU U yupomarT pa60Ty C TaﬁﬂHHeﬁ. YcinoBHBIE

IPaHMIIBI slUeeK He OoToOpaxkatoTcsi B npeseHTanusix B ¢opmare PDF u PDF/A-1 u B

pacCiiedaTaHHBIX ITpe3eHTal[huigX.
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L Mepemectuts Bnepea

I__Q MepemecTiTs Hasag

/ HeT rpaHunu

LleeTa TEMB:

SETEEEE

CrangapTHeie UBETa:

MocnegHWe LBETA:

Opyrue ugeTa... j?

Pucynok 200 — I1anenb HacCTpOMKM I'PaHUIL]

4.6.10.1.1 BriOpaTh nBeT B IIpeACTaBJIeHHBIX HA00Opax IBETOB

Ha mnanenn HacTpodiku rpaHull, B TpeTbeM Oiioke Hactpoek (cMm. Pucynoxk 200)
IIpeJICTaBJIeHbl CllefyIole Habophl [IBETOB:
— IlBeTa TeMBI — COJIEPXXUT LIBETOBYIO MAJIMTPY TeMbl TEKYIEro JOKyMeHTa.
— CraHpmapTHBIe I[BeTa — COJIeP)KUT 1IBeTa, KOTOPbIe I10JIb30BaTely Yallle BCero BHIOMPAaroT
11py GOpMaTUPOBAHUU JOKYMeEHTa.
— ITociienHue mBeTa — CO/IEPXKUT /10 AECSATU MOCTIeJHUX LIBETOB, KOTOpble BbI BBIOMPAJIH
1pu popMaTUPOBaHUM AoKyMeHTa paHee. Habop Ilocieqnue mBera orobpakaeTcs, eciiv

BBI BEIOMPAJIA XOTSI ObI OJIMH IIBET.
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[Ipy HaBeeHWM Kypcopa MBI Ha JII0OOM IIBET 0TOOpakaeTcsl 3HaueHWe 3TOTOo IBeTa B
nBeroBout Mogenu RGB. Hanpumep: RGB 192,80,77.

Jliis BeIOOpA 1IBETa IIeJIKHUTE 110 HEeMY JIEBOM KHOMKOW MBIIIIH.

LIBer mobaButcs B Habop Ilociemnme mBera M OTMETHUTCS (UIAKKOM. ['paHUIIBI sS9eek
OKpacsTCsl B BbIOpaHHBIN IIBeT.

YToOb! 3aKPBITH [TAaHEIb HACTPOMKH I'PAaHUII, BBITIOJIHUTE OJTHO U3 CJIeAYIOIIUX JIeHCTBUM:

— Ha nmanemm WHCTPYMEHTOB, B pa3ieje TaﬁJmua Ha’kKMHUTeE Hd CTPeJIKYy CIIpdaBd OT KHOIIKH

H (cM. Pucynok 200).

- LHEJ'IKHI/ITE I10 ITYCTOMY MeCTy JOKYMEHTA 34 IIpeie/ildaMU I1dHeJIn HaCTpOﬁKH I'paHuIl.

4.6.10.1.2 Yka3zaTh KoJ IBeTa BPyIHYIO

Ecnu B mepeuncieHHbIX Habopax IIBeTOB HeT IOJXOASIIEro IBeTa, YKaXUTe ero Koj
BPYYHYIO:
1. Haxxmute kHotiky JIpyrue nBera (cMm. Pucynok 200).
2. B otkpeoiBiieMcst okHe Bproop mBera (cm. Pucynok 201) ykaxkute TpeGyembldi 1IBET B
Bune HEX-kona unu B popmare RGB.

3. Haxxmure kHomnky OK.

Brifop uBeTa %
Hex-kog MpeanpocwmoTp
)
KpacHeiit JeneHblit CuHWIR

0 - 0 - 0 o

Pucynok 201 — Oxuo Bri6op nBera

[IBeT, yka3aHHbIA BpyuHYIO, AoOaBuTCs B Habop Ilociemuue mBera (cM. Pucynok 200) u
oTMeTHTCs ¢uakkoM. [laHenb HACTPOHKM TPaHMI] 3aKpPOeTCs. ['paHUIbI s4YeeKk OKpacsITCs B

BbIOpAHHBIN IIBET.
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4.6.10.1.3 CxonmupoBaTh IIBeT C MOMOIIBIO IIUIIETKH

ITunerka IpeJHa3Ha4YeHa I OAHOBPEMEHHOI'0 KOITMPOBAHUS IIBETA C TeKCTa UJIN O6’b€KTa,

pacIiojio)keHHOro B pabodel 00JIaCTH I'JIaBHOTO OKHA, U IIPUMeHeHUs 3TOro IBeTa K I'PaHMUIlaM

sg49eeK.

YT0o0mI CKOITMPOBATH IBET C IIOMOIIBIO ITUII€TKHU, BBIIIOJIHUTE ClieJyroniye IEeHCTBUSL:

1. Haxxmure kHODKY & (IImmerka) (cM. Pucynok 200). [laHenb HaCTpPOWKM T'paHMUI]
3aKpOeTCsl, ¥ KYpCop MpUMeT BU]I «IIpUllesia» s BbIOOpa 11BeTa.

2. HaBenmuTe Kypcop Ha IIBET, B KOTOPBIM CJielyeT OKPACHUTb IpaHUIlbI sueek. s Gosee
TOYHOI'0 BbIOOpa IIBeTa OpPHMEHTUPYHTeCh Ha O00JIacTh, pACIIOJIOKEHHYIO CIipaBa OT
Kypcopa. B Hell oToOpakaeTcst IIBET NMUKCeJIsl, Ha KOTOPbIM B JAHHLIA MOMEHT HaBeJleH
KYypCOop.

3. lllenkHuTe 10 IIBETY JIEBOW KHOIIKOM MBIIIIH.

['panunpl siueek OKpacsATCs B BbIOpaHHBIM IBeT, W KYypCOp IpPUMeT OOBIYHBIMA BH/I.
Vkazanubii 1Ber pAobaButcsi B Habop Ilocinemume mBera (cm. Pucynok 200) u oTMeTHTCs
da’kkoM Ha TTaHeJId HaCTPOWKY IPaHUII.

Ecmu Tpebyercs OTK/IIOUUTH NMUIETKYy 0e3 BbIOOpa I[BeTa, HaXMuTe kiaBuiny Esc Ha

KJIaBUATYype.

4.6.10.2 IlpyMeHNTH CTWIb IPAHUI NIPeIbIAYII el Ta0IMIbI

YroObl OBICTPO TPUMEHUTh K sYeliKe/Vana3oHy sdeek/Tabiulle CTWIb TPaHMUI]
npeablyIien TabIUIbl, BHITOJHUATE CIIeAyIoIIre IedCTBUSL:

1. Boigenurte TpebyemMyro TaOIUITY WIK STYEWKY/IUAIa30H STIEeK.

2. Ha maHenmu wuWHCTpyMeHTOB, B pasnene Tabamia HaXMHATe  KHOIKY H

(cMm. Pucynok 202).

SvE ma®m B - E
Hf ~ B o T
TaGnawua Mopagok

Pucynok 202 — KHonka mpuMeHeHusl CTHJISI TPAHUIT TTPeIbITyIei TabauIlbl
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4.6.10.3 Y pasuth rpaHunbI
YroObl ymanuTh 3afjaHHble TPAaHUIIbl SYEHMKHW/IUalia30Ha s4YeeK/TabyUIlbl, BBIIIOJIHUTE
CllefyIoue JevCTBUS:

1. Bripenure TpebyemMyro TabIUITYy WK STUEHWKY/IAATNIA30H SYeekK.

2. Ha manenu UHCTpyMeHTOB, B pa3feiie Tabsuma HaXKMUTe Ha CTPeJIKY ClpaBa OT KHOIKU

H (cMm. Pucynok 203).
3. Ha oTkpbIBIIENCS [TaHEeIM HACTPOWKHU I'PaHMULL:
— B nepBom 6510ke HaCTpOeK yKaKUTe MecTO yJlajleHUs TPaHuIl.

— Bo BTOpOM 6i10Ke HacTpoek BriOeprTe Her rpanmir.

b

= T L v B
v EEHy & q H]v &

4

&= v [ MepemecTiTe BRERES
o v

L M EEMECTUTE HA3AL

= / HeT rpaHuu

Pucynok 203 — Y nanenuve rpasuig

4. YrtoObl 3dKPbIThb IIdHEJIb HaCTpOI;'IKI/I T'PaHUIl, BBIIIOJIHUTE OJHO U3 CdIeAYIOIINX

JIeVCTBUMH:

— Ha nanemm HUHCTPYMEHTOB, B pa3fejie Taﬁmzma Ha’KMHUTE Ha CTPEJIKY CIIpdBd OT

xuornku [ (cM. Pucynok 203).

- H_IEJ'IKHI/ITe I10 ITYCTOMY MeCTy JOKYMEHTaA 3a IIpeiejlaMU I1dHeJIn HaCTPOﬁKH I'paHuIl.

4.6.11 IlepemecTHTH TAOIHILY

Tabnuiry MOXXHO TTepeMelnaTh CleIyIoNMMU CIIOCO0aMHu:
— ITeperackuBarsb, yiep>KUBast JIEBYIO KHOIIKY MBIIIIH.

- HEPEMEHIEITB CTPOr'o IO BepPTUKA/IN WUJIM II0 TOPHU30HTAIN C IIOMOMIbIO KJIAaBUII <, T, |, —

Ha KJIaBUaType.
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[1pu nepemertieHUM TabIUIIBI C TOMOIIIBIO KJIABUII «, 1, |, — IIar mepeMelneHus 3aBUCUT OT
Macirraba ciainga:
— ey Maciurab < 200%, To miar = 4 Mu;

— eciu Macirrad > 200%, To mar = 1 MmM.

YToObI YBEJTUYUTS IIIAT, ITepeMelrainTe TabIuIy KJIaBUIIaMH «, T, |, —, yIep>KuBasi HaXKaTou
kiaBuiry Shift. B nannom citydae mar nepemertienusi OyieT paBeH:
— eciu Maciutab < 200%, To miar = 4 cMm;

— eciu Mactrrad > 200%, Tto mar = 1 cM.

4.6.12 3MeHUTE IIO3UITMIO TA0IHIILI

HNHoryma HeckoJIbKO OOBEKTOB Ha Cjaijie HeoOXOJIMMO PAaCIOJIOKUTh C YaCTUYHBIM WU
MOJIHBIM HaJIOKeHHWeM JApyr Ha pApyra. Kaxmpii 00BeKT Hpu 3TOM JIOJDKeH 3aHMMarTh
onpeJieJIeHHYIO TO3UIIMIO B IPOCTPAHCTBE: pacliojaraTbCs Ha IepejlHeM WA Ha 3a/IHeM IjlaHe UJTU

HaXOJIUTHCSI MeXAY APYTUMU OObEKTaMU.

4.6.12.1 IlepemecTuTs Briepen

YroObl ITepeMeCcTUTh TAbNIMIY Ha OJUH YPOBeHb BIlepefl OTHOCUTENILHO APYyroro o0beKTa,
BbIJIeJINTe ee Y BBIIIOJIHATE OHO U3 CJIeyIOIUX IeMCTBUI:
— BribepuTe nyHKT koMaHIHOTO MeHI0 PopMart > Ynopsaaounts > [lepemecTuts Briepesn

(cm. Pucynok 204).

Dopmat  Chalg  MHctpyments Bug  [Nokas cnaligoes  lNognwcka Cnpaeka

OuncTuTe opMaTHpoEaHKE Ctrl+5pace vl [16 |v| A f:'\+ +E -
Wpndr g &.EJ ? P pay w £ v I: L
Boipaenneanne »
AB3au

Crucok k
MoeopoT TekcTa k
¥YnoprgouwTe b L] HanepeaHwid nnan Ctrl+Shift+]
T , ] MepemecTuts Bnepen Ctrl+]

i MepemecTuTe Hasag Ctrl+[

@ Ha zagHwid naan Ctrl+5Shift+[

Pucynok 204 — Komanasnoe menio @opmar
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— Ha nanenu uHcTpy™mMeHTOB, B paszesne Ilopsamok HaXMHTe KHOIKY i IlepemecTuTh
Brepen (cM. Pucynok 205).
— Ha nanenu uHcTpyMeHTOB, B pa3iene Ilopsimok HaXkmMuTe CTpeJIKy ClIpaBa OT KHOIIKH i

IlepemecTuTh BIlepea U B BhINajaroleM crrcke BbeibepuTe koMaHny IlepemecTursh

BIIepe.

ﬁ v B &~ [@ MepemecTuTs ENEpeg \%
4
v |
H & L) Mepemectuts enepen
TaGauua

@ Ha nepegHWii naan

Pucynok 205 — Knonka IlepemecTurs Biiepen

— IlleTykoM TpaBOM KHOIKM MBIIHK 10 Tabnvile BBI3OBUTE KOHTEKCTHOE MEHI0 U
BbINIOJIHKTEe KOMaHy IlepemecTuTh Briepen,.

— [Ipu pabore B OC Windows / Linux HaxkmuTe coueranue kiaBuil Ctrl+] B anrnmiickoi
packianke KiaaBHarypel. Ilpu pabore B macOS HaxmuTe CcOYeTaHHEe KJIABHII

~-Option+ ¢ Shift+$$Cmd+F.

YT10o6Bl pasmMecTUTh TAOJUIy Iepefi OCTaIbHBIMU OOBEKTaMH, BBIJIJINTe ee U BBIIIOJIHUTE
OIHO U3 CIIeAYIOIIUX IeUCTBUM:
— BribepuTte nyHKT KOMaH/iHOrO MeHI0 Popmar > Ynopsaaouuts > Ha nepennmii miian

(cm. Pucynok 204).

— Ha manenu uHCTpyMeHTOB, B pa3nene IIopsimok HaXXMUTe CTPEJIKY CIIpaBa OT KHOIKH ]
IlepemecTuTh Briepes U B BBINAJAlOIeM CIHMCKe BbiOeprTe komaHay Ha mepemmmii
1wiaH (cM. Pucynok 205).
— [lerukoM mpaBOM KHONKMU MBIIMIM 1O Tabiuile BBI3OBUTE KOHTEKCTHOE MeHI0 U
BBINTOTHUTE KoMaHay Ha mepennumii miaH.
— [Ipu pabore B OC Windows / Linux HaxxmuTe coderanue kiasuil Ctrl+Shift+] B
AHTJIMMCKOM packiiazKe KiaBrAaTypsl. [Ipu pabore B macOS HaXkMHUTe coueTaHHe KIIABHUII

7 Shift+3#Cmd+F.
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4.6.12.2 IlepemecTuTh Ha3aj

YroObl mepeMecTUTh TAOIMIy HAa OJWH YPOBEHb Ha3aJl OTHOCHUTEJIbHO JIPYroro o0BbeKTa,
BBIJIEJIMTE ee U BBIIOJIHUTEe OJIHO U3 CJIeYIOIIUX JIedCTBUM:
— BribepuTe myHKT KOMaHIHOTO MeHI0 Popmart > Ynopsaaouurts > IlepemecTurs Hasajg

(cm. Pucynok 204).
— Ha manenmu uHCTpyMeHTOB, B paszerie Ilopsimok HaXMUTe KHOIKY L ITepemecTuTh

Ha3zaz (cM. Pucynok 206).

— Ha nmanenu uHCcTpyMeHTOB, B pasfene Ilopsaaok HaKMuTe CTpesKy ClipaBa OT KHOIIKU =
IlepemecTuTh Ha3ax U B BbIIAJAIOIIEeM cliKvcke BblbepuTe komaHay IlepemecTtursh

Ha3apm,.

ﬁ, i g &= @ MepemecTuTs Bnepes v
H ~ o ‘ |@ MepemecTuTs Hazaa |~g

Tabnnua

@ MepemecTTe Ha3ag

@ Ha zagHuid nnax

Pucynok 206 — Knonka IlepemecTurs Ha3az

— [llerykoM TpaBOM KHOMKHM MBIIIM TIO0 TabJuIle BBI30BUTE KOHTEKCTHOE MEHI0 U
BBITIONTHUTE KOMaH Ty IlepemecTHTh Ha3ajm.

— IIpu pabore B OC Windows / Linux HaxkmuTe coderanue kjaBuil Ctrl+[ B anrnmiickon
packiagke kiaBuarypel. [lpu pabore B macOS HaxmuTe couyeTaHHWe KJIABHIII

~-Option+ ¢ Shift+3#Cmd+B.

YT10o6B! pa3MecTuTh TabIUIY 3a OCTAIIbHBIMU 00BbEeKTaMH, BbIIEJIUTe ee U BBIIIOIHUTe OFHO
U3 CIIeNYIOIIUX IeUCTBUM:
— Bribepute nyHKT KomMaHaHoro MeHio Popmar > Ynopsapouuth > Ha sagumii mian

(cm. Pucynok 204).
— Ha maHenmu uHCTpyMeHTOB, B pa3nene Ilopsamok HAXKMUTE CTPENIKY CIIpaBa OT KHOIKH =

IlepemecTuTh Ha3ax ¥ B BBINAJAIOINIEM ClMCKe BbibepuTe komanay Ha 3apnmii miaH

(cm. Pucynok 206).

— [IleTykOM MpaBOM KHONKM MBI 10 Tabiivile BBI3OBUTE KOHTEKCTHOE MEHI0 |

BBIIIOJIHUTE KOMaHy Ha 3aIHUH IUIAH.
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— IIpu pabore B OC Windows / Linux Haxkmute coderanue kiaBuiin Ctrl+Shift+[ B

aHTJIMMCKOM pacKiafke kiaBratypel. [Ipu pabore B macOS HaxkmuTe coyeTaHHe KIIABUII

7 Shift+$Cmd+B.

4.6.13 Y nanuTh CTOJIONBI WIH CTPOKH

Yr1o6bl yoanuTh OJWH WA HECKOJIbKO CTOJIOIOB WJIM CTPOK, BOCIIOJIB3YWTeCh OJHHUM U3
CJIeIyIONIMX CIOCODOO0B:

1. Boigenute faHHBIE CTOJNOIIBI/CTPOKU WM SYEHKH, pacIoyioXXeHHble B HHUX. 3aTeM

BBIIIOJIHMTE OIHO U3 CJIeIyIOIIMX JIeMCTBUH:
— Bribepute nyHkT komaHjgHOro MeHio Popmar > Tabmauma > Yganurs crosoen /

Y nanurs crpoky (cm. Pucynok 207).

Dopwmar  Cnallg  Wectpymedtsr Bug  MNMokas chaigos  [Mognucka  Cnpaeka

OuncTuTE dopMaTHpoBaHKE Ctrl+5Space - 16 v A- AF = v = =
WpndT r L_{ aen i w & w :IfI w <—§ —}E
BuipaBHuEaHMe L3N
AB3au

Crnucok »
MosopoT TekcTa r
Ynopagounte r
TaGanua P TE BcraewTe cTpoky CEEpRY Alt=A

& BoTaewTb cTpOKY CHW3Y Alt=B

B Bcraeuts cronBey coeea Alt=L

ﬂ BeraswTe cTonGel cnpasa Alt+R

&= YaaanTb cTpoky Ctri+Alt+R

ﬁ ¥aanuTe cTonbey, Ctrl+Alt+L

BEE YaanuTe Tabauuy Alt+5Shift+T

Pucynok 207 — Komananoe menio @opmar

— Ha manenu uHCcTpyMeHTOB, B pasfeiie Tabismia HaXXMUTe KHOMKY BBINAIAONIETr0O

MeHo  (YHaauThb sideliKy, CTOJ0ell HWJIH CTPOKY) M BbIGepuTe KOMaHJIy %
Y nanuTh cTosben wiy &5 Y qaauTh cTpoky (cM. Pucynok 208).
— [IpaBoii KHOIKOW MBIIH INEJIKHUTE 0 JII060My MecCTy BBIOpAaHHOTO JUaria3oHa U

BBITTOJIHUTE KOMaH/Ty KOHTEKCTHOTO MeHIO Y JaJIUTh CTOJI0el / Y JaJIUTh CTPOKY.
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S -
H v

TaBnuua

g o~ |'L,__| MepemecTnTs BNepes I:l
==

4 4
v |_'L_|_| MepemecTiTs Hazag

o YganuTe CTpoKY

[ B

@ ¥panuTe cTonbey

Pucynok 208 — [Tanenbs nHCTpyMeHTOB, pasfen Taoauia

— Haxxmute coderanue kiaBuim Ctrl+Alt+U / ~-Option+3$Cmd+U, 4T0o6b yaamuTh
OIMH WIX HEeCKOJIbKO CTOJOIOB, WKW covyeTaHue kiaBum Ctrl+Alt+R  /
~-Option+$Cmd+R, 9T0OBI yIaTUTH OIHY WJIK HECKOIBKO CTPOK.

2. BpigenuTe maHHBIe CTOJOIBI/CTPOKY IIEIMKOM U HAXXMUTe coyeTaHue kjasuin Ctrl+— /

¥Cmd+—.

4.6.14 Y manuth Tabamigy

YTo0Ob! yAAIUTh TAOIUITY, BOCIIOIB3YUTECh OHUM U3 CJIEIyIONMX CIIOCOOOB:
1. Brienure m10001 371eMeHT TabIMIIbI WA TAOIUIY IIeJIMKOM. 3aTeM BBIIIOJIHHUTE OHO U3
CIeqyIOIUX AeMCTBUN:
— Bribepute myHKT komaHjaHoro meHio Popmar > Tadmmma > Yaaaurs Tadauiy
(cMm. Pucynok 207).

— Bribepute nyHkT KoMaHHOro MeHio IIpaBka > Y manuts (cMm. Pucynok 209).

Mpaska Beraeka @opmar  Cealg  Wncrpy

= OTMEHUTB Ctrl+Z
" TMoetoputs Ctrl+¥
2 Bripesats Ctrl+X
Kenwposate Ctrl+C
[y Bcraewts Ctrl+V

BcTaEuTe TONBKD TEKCT

Betaente w3 Bydepa obmena r

Bmgennts Bce Ctrl+4
0 ¥aanute

Pucynok 209 — [IyHKT MeHI0 Y JaiuTh
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— Ha nmanenu wuHCTpymeHTOB, B pasfeiie IIpaBka HaXkMHUTe KHOIIKY | (Y nanurs)

(cm. Pucynok 210).

Dopmar  Cnallg  ViHctpymedte  Bug  Nokas chaidgos

5 O« & || @ x0oOrel v
2 C X K 4

Mpaeka WpndT

Pucynok 210 — Knonka Y ganursb

— [IpaBoif KHONKOW MBIIIM INEJIKHUTE MO JF060MYy MecTy B Tabiuile W BBHITIOTHUTE
KOMaH/ly KOHTeKCTHOT'O MeHIO Y JaJIUTh.
— Haxxmure coueranue knaBuiil Alt+Shift+T / ~-Option+ ¢ Shift+T.
2. Bouyienure Tabiuiy 1enmdkoM U HaxkmuTe kiaBuily Delete win Backspace nHa

KJIaBHaType.
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4.7 Pabora c nmarpammamMu

4.7.1 BcraBuTh AMarpamMmy

Yro6s! [0OABUTH HA ClIANA IMarpaMmy, co3faiTe ee B npuiiokeHun « MonOoduc Tabmunay,
a 3aTeM CKOIUPYHTe U BCTaBbTe B TpeOyemMoe MeCTO CJlai/ia.

JlrarpamMma BCTaBJIsIeTCSl Kak n3006pakeHue.
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4.8 Pabora Cc HeCKOJIBKUMH 00BeKTaMH

4.8.1 BeigennTh 00beKTHI U FPYIIBI 00 HEKTOB

Ha ciaifie MOXHO BBIJIEIUTH OJTHOBPEMEHHO HeCKOJIbKO OOBeKTOB W/UJIM IPYII 0OBEKTOB.
Briensiembie 00beKTbl MOTYT OBITh KaK OJHOTO TUMA (HAlpumep, HECKOJIbKO (PUIYp), TaK M
pasHoro tuna (Hanpumep, Gurypa u uzobpaxenue).

YroObl BBIIEIUTh HECKOJIbKO OOBEKTOB W/WIIA TPYNI OOBEKTOB, BBIMOJHUTE OJHO U3
CJIeIYIOIUX JeACTBUM:

— YiaepxuBass HaXaToW JIeBYI0 KHOIMKY MBIIIM, IIPOBelUTe KypCOPOM HaJ BCeMH

HeoOXOJIMMBIMU 00beKTaMU/TPYIIIIaMH.

— YnepxuBas Haxatoh kimaBumy Ctrl / $Cmd, menkHWUTe MBIIIBI0 MO0  KaKIOMY

0OBEKTY/TPyIINe, KOTOPYIO TPeOYeTCs BBIAEIUTD.

YroObl BBIIENUTH BCe OOBEKTHI W TpyNIbl OOBEKTOB, paclOJIOKeHHble Ha Claufe,
BBLIIIOJTHUTE OJJHO U3 CIeAYIOIUX JeHCTBUMN:

— BribepuTe nyHKT koMaHAHOTO MeHio IIpaBka > Beimenurs Bee (cMm. PucyHnok 211).

— Haxmute coueranue kinasuin Ctrl+A / #$Cmd+A.

Mpaeka Bcraska @opmar Caakg  Wecorpy

T OTMEHWTB Ctrl+Z
" ToeTopwTe Ctrl=Y
S Bupesato Ctrl+X
Konupoeate Ctrl+C
[y Bcrasute Ctrl+W
BcTaeuTe Tonbko TekCT
BecraeuTte vz Bydepa obmena »
Bwigenvte BCE Ctrl+A

Pucynok 211 — ITyHKT kOMaHJITHOTO MeH1O BeIiestuTs Bce

YToObI OTMEHUTH BBIJIEIEeHHEe OJHOTO OOBeKTa/TPYyNIbl WM BBIIEIUTH elle OJUH
00BEKT/TPYTIY, BHITIOTHUTE CIIEIYIONHe eHCTBUS:
1. Haxxmwure knaBumty Ctrl / $Cmd.

2. lllenkHKTe MBIIIBIO IO OOBEKTY/TPYyIIle WK NIPOBEeIUTe HaJl Hel KypCOpOM, yAepXKuBasi

JIEBYIO KHOIIKY MBIIIIH.
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YroObl OTMEHHUTH BblJlejlieHHne BcCeX 0OBeKTOB U rpyIIl, HaXXMHUTE KJIaBUIITY Esc nmm

IeJIKHUTe 110 ITyCTOMY MeCTy cliamja.

4.8.2 I'pynmupoBaTh WIH PasrpynnupoBaTh 00beKTHI

OOBeKThl Ha claunsie MOXXHO O6’be):[I/IHI/ITb B OJHY T'pPYIIIly U YIPABJIATHL UMHU KdK €JUHBIM

I1eJIbIM. B oTnuune oT MHOXXECTBEHHOI'O BBIICICHHUS T'PYIIIMPOBKA 00BEKTOB COXpaHAeTCqa 0 TeX

TIOp, MOKa T0JIb30BaTe/lb He BLITTOTHUT KOMaH/y Pa3rpPyIITHUPOBKH.
Ha ciaiiie MOXHO CrpyNIupoOBaTh:
— OTHeJIbHbIe OOBeKTHI,
— OTZeJIbHble 00BbeKThI U TPYTIBl 0OBEKTOB,

— HeCKOJIbKO I'pyIIII 00BEKTOB.

3aroHUTeNN U TaOIUITEl He MofJIeXaT FPyIIupOBKe.

4.8.2.1 I'pynmupoBaTh 00beKTHI

Yro06bI crpynnupoBaTh 06 beKThI U/WIK TPYIIIIL], BHIIIOIHUTE CIeAyIOLHe 1eHCTBUS:
1. Bouyienvte 0ObeKTHI U/UITA TPYIIITHL.
2. BplnlonHUTE KOMaHly TPYNIIIMPOBKYA OOHUM M3 CJIeyIOIIMX CII0CODO0B:
— Bribepute nyHKT koMaHJHOrO MeHI0 PopmaTt > Ymopsapouuth > I'pynmupoBath

(cM. Pucynok 212).

DQopmar  Cnailg  WHctpyments Bug  MNokas cnaiigos  [ognucka  Cnpaeka

OyncTuTe opMaTHposaHne Ctrl+5Space vl 16 |v| A” A+ EE i
Wiy ' E‘E) ? son ﬁ ~ & ~ :I:I w
BripaeHWEaHWE L4
AB3au
Cnuncok L4
[MosopoT TekcTa 4
¥noprgounTe » (L) Hanepeghwii nnan Ctrl=Shift+]
T v ) Mepemectuts Bnepes Ctrl+]
EpEMECTHTE HAZaa trl+
[ Mepe Ctrl+]
[ Hasagnwii naan Ctrl+Shift+[
Ipynnupoeats Ctrl+G

Pucynok 212 — [Iynkt komanaHoro MeHio I'pynmupoBartsb
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— Ha nanenu uHctpymeHTOB, B paszeie Ilopsimok (cM. PucyHok 213) HakMuUTe KHONIKY

(I'pynmupoBars,).
— Ha nanenu uHCTpyMeHTOB, B pa3nene IIopsiok HaXMUTe CTPEJIKY CIIpaBa OT KHOIKU

(I'pynmupoBaTh) 1 B BbIIIQIAl0IeM CIIMCKe BbibepuTe KoMaHly I'pynmipoBaTs.

@ MepemecTuTe BNepeg v 3
—— 11 Al.
M -
G‘ EpEMECTHTL Hazag v R

Mopagok -
PazrpynnvpoeaTh

Pucynok 213 — Komanpaa I'pynmapoBartsb

— [llenkHuTe NpaBol KHONKOW MBIIIKM IO JIIOOOMYy W3 BblIeJIeHHbIX OOBEKTOB U
BBITIOJTHUTE KOMaH/Ty KOHTEKCTHOTo MeHio I'pynmupoBars.

— Haxxmure coueranue kiaBuil Ctrl+G / $Cmd+G Ha kiaBuarype.

Y  crpynnupoBaHHBIX ~ OOBEKTOB/TPyINN  OOBEKTOB  TOSBUTCS  00Omias  pamka

(cm. Pucynok 214).

L

Pucynok 214 — CrpynnupoBaHHbIE 0OBEKThI
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4.8.2.2 PasrpynnmupoBaTh 00 beKThHI

YT10o6B! pasrpynnupoBaTh OJHY MM HECKOJIBKO T'PYI OOBEKTOB, BBHIIOJIHUTE CIIelyole
JeVCTBUSL:
1. Boinenvrte TpeGyeMble TPYIIIILL.
2. BpInojaHUTe KOMaH/y pa3rpyNnInupoOBKYU OAHUM U3 CJIEAYIONIUX CIIOCOO0B:
— BribepuTe myHKT kOMaHIHOTO MeHIO Popmat > Ynopsaaouurs > PasrpynmupoBarsb

(cm. Pucynok 215).

©opmar  Chag  Woctpymente Bug  [Nokas caagos  [Mognwcka  Cnpaeka

OuncTuTe opMaTHpoEaHKE Ctrl+5pace vl [16 |v| A A+ E -
Wpngr BB T e AV £ (T
BoipaeHueanne » _
Cnuceok J Ab3ay
MosopoT TekcTa »
¥noprgounTe v L Hanepeanwii nnan Ctrl=Shift+]
T , L) MepemecTuts Bnepes Ctrl+]

i MepemecTuTs Hasag Ctrl+[

@ Ha zagHuia naan Ctrl+5Shift+[

[pynnupoeats Ctrl+G

%5 Pazrpynnupoeath Ctrl+Shift+G

Pucynok 215 — [IyHKT kOMaH/HOTO MeHI0 PasrpynmupoBaTsh

— Ha nanenu nncrpymenTos, B pasnese Ilopsgok (cM. Pucynok 216) HaxxMuTe cTpesiky

cIpaBa OT KHOIIKU (I'pynmapoBath) M B BBIIAJAIOIIEM CIIMCKe BblOepuTe

KoMaH7ly PasrpynmupoBars.

L) Mepemecturs enepes  ~

M
- T ﬂ v
lpynnupoeate

@ MepemecTuTe Hazay v

Mopagok .
Pasrpynnupoeate I}

Pucynok 216 — Komanaa PasrpynmupoBartsb
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- H_IeJI‘{KOM HpaBOI;’I KHOIIKM MBIIIN I10 BbIJJeJIeHHBIM 00BeKTaM BBLI30BUTE KOHTEKCTHOe
MEHIO U BBIINIOJIHUTE KOMaHy PaBI‘pyIIIII/IPOBaTI).

— Haxxmute coueranue kiaBuin Ctrl+Shift+G / ¢ Shift+38Cmd+G Ha knaBuaTtype.

Pamka, o6beuHsomas 06 beKThI, YIaTUTCS.

4.8.3 YnpaBiieHne BbI/IeJIeCHHBIMH 00BeKTaMH

Ecnun wmHa ciakige BuIZelIeHbI HECKOJIBbKO OOBEKTOB, TO BBIIOJIHSIEMble KOMAaHIbI
IMPUMEHAIOTCA:
— Ko Bcem BbIJeJIeHHbIM 00BeKTaM — eCiId KOMaHJla OTHOCHUTCS K CBOMCTBAM KaXKOOI'O

obbekTa M3 BhIJIeJIeHHBIX. HanpuMep: eciiu Ha ciiaijie BbifiesieHbl GUTypa, u300pakeHue

<

Y TabuIa, TO IpU HaXXaTUX HA KHOIKY (IBeT 3a71MBKM) HAaCTPOWKHU 3aJIMBKU OyOyT
MpUMeHeHbI K KaXX/IOMY BbIZIEJIeHHOMY OOBEKTY.

— K ogHOMYy 0OBEKTY M3 BBIJIEJIEHHBIX — €CJId KOMaHJla OTHOCHUTCS K CBOMCTBAM OHOTO
obwekTa. Hampumep: ecnmu Ha ciaiifie BbiJiesieHbl JIMHUS, GUTypa U Tabiuia, TO MpU
BBLIIIOJIHEHUM KOMaH[bl BH BCTaBHTBb CTPOKY BBINIe CTPOKA J0OABMTCA TOJBKO B

BBIJIEJIEHHYIO TaOJIHILY.

B nmanHOIM Bepcuy NpUIoXeHUs JIeMCTBYIOT CJIeTyIOIre OrpaHUYeHUsI:

— IIpu BbIOOpPE HECKOJIbKUX OOBEKTOB, B 4YHCJIe KOTOPbIX eCThb Tabiuia, B Tabiuile
HEeBO3MOXXHO YyKa3aTb TOYHBIM pa3Mep sdeek, OOBeAUHUTh SYeMKU WK YIaJIUuTh
OTJIeJIbHbIe CTOJIOIBI UJTH CTPOKH.

— He nmomyckaetcst BBof TekCTa C KJIaBUATypbl OJTHOBPEMEHHO B HECKOJIbKO BBIIeJIEHHBIX

OOBEeKTOB.

O6H_[I/Ie UHCTPYMEHThI  [Jid pa60TbI C HEeCKOJIbBKMMH BblJJeJIeHHBIMHA 00BeKTaMU

pacrnoJioXkeHbl Ha MTaHeJId UHCTPYMeHTOB, B paszieiie OobekTshI (cM. PrucyHok 217):

<&

— * (IIBeT 3aIMBKM) — 3alI0JIHUTh [IBETOM WJIH U300pakeHueM GUTYpY, STUeHKH TaOIUITbI,

Hn300pakeHue.

- (KonTtyp durypsr) — onpeneiuTb CTWIb JUHUU; ONPEAeUThb I[BET, TUI U TOJIUHY

BHEIIHWX I'PaHUI] TaOIUIIbI, KOHTYpa PUTYyPHI U N300pakeHHUsl.

a3
— & (Tun CTPeJIKM) — KHOIIKa OTOOpaXkaeTcsl, ecyid B YMCJIe BBbIIEJIEHHBIX GUTYD eCTb

nmuHus. [IpenHasHaveHa asis BbIOOpa THIla HAKOHEYHUKOB JIMHUU.
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D6 beKTh

Pucynok 217 — Ilanenb ©HCTpyMeHTOB, pa3nen O0beKThI

Co BceMHu BbIJIeJIeHHBIMA OOBEKTaMU MOXKHO OJHOBPEMEHHO BBITIOJHUTh CJIeAYIOIIe
JelCTBUS:

— IIepeMeCTUTh,

— U3MEHUTb pa3mep,

— M3MEHUTb O3UIIHIO,

— KOIIMPOBATh, BbIPe3aTh U BCTABUTD,

— YIQJUTh.
J17151 3TOr0 BBHITIOTHUTE COOTBETCTBYIOIIKE JIeMCTBUS [JIsl TI000T0 00beKTa U3 BbIJIeJIeHHbIX.

YroObl 1OCIeI0BaTeNIbHO PeIaKTUPOBATh U GOPMATUPOBATh COAEPXKUMOe KaXKI0r0 00BheKTa

K3 BBII€JIEHHBIX, HEPEMELHafITer Mexny 00BeKTaMH C IMOMOIIbIO KJIdBUIII KJIABUATYPBI <, —, T u

{, ynepxuBas Haxaron kiasunryy Ctrl / $Cmd. Ilepememenve Mexay ob6bexkTamu

OCYyHIeCTBJISIETCS CJlieBa HAIIPpdABO, CBepXYy BHHUS. O6L[1ee BbIJejieHne 00BEeKTOB npyu 5TOM

dBTOMdATHYeCKHN c6pacmBaeTC$[.

4.8.4 YnpagBieHue CrpyninmupoBaHHbIMHU 00 beKTaMHU

B nannHoi Bepcuu npuioXeHUsl IeUCTBYIOT Clle/lyIolie OrPaHUYeHusI:

— durypa wid rpynmna oObeKToB, KOTopas OblUla pa3BepHyTa CpefCTBAMH CTOPOHHEIO
pellakTopa, MOXeT 0TOOPaXKaThCs B COCTaBe TPYIITBI HEKOPPEKTHO.

— 15t pa3BepHYTHIX GUTYP U TPYIIT 00BEKTOB HEBO3MOXKHO U3MeHUTh padMep. Ho eciiu aTa
¢durypa unm rpymna BXOJWT B COCTaB JPyroil TpYIIbl, TO ee pa3Mep MeHSeTcs
MIPONOPIIMOHAIILHO IPYTUM 00BEKTaM B 3TOU TpyIIie.

— He monnepxvBaeTcss BCTaBKa CKOMMPOBAHHBIX WM BBIPE3aHHBIX TPYIN OOBEKTOB B
npunoxenus « MorOduc Tekct» un «MotOduc Tabmuiay.

— B ob6nake komanip1 OTMeHUTE U I10BTOPUTE MOT'yT paboTaTh HEKOPPEKTHO.
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YToObI BBIJIENUTH TPYIITy 0OBEKTOB, IIeJIKHUTe 110 J1I060My 00BekTy B 3ToM rpymiie. [Ipu
BBIJIeJIEHUU TPYIIIBI BBIJIENSIOTCS ee obimiye rpaHullbl (cM. PucyHok 214). ['paHunibl oTieNnbHBIX
00BEKTOB He BHIJIEJISIOTCS.

C rpynmoi 00beKTOB MOKHO BBITIOJIHUTD CJIETyIOIe JeUCTBUS:

— dopmMaTrpoBaTh — HalTpUMep, U3MEHHUTD I[BET 3aJIMBKH U KOHTYP O0BEKTOB WUJTU U3MEHUTh

rapaMeTphbl TeKCTa, paclooXKeHHOTO BHYTpU PUTYP;

— MepeMecTUTh — IIepeMellleHre TPYNIbl O00BEKTOB OCYINEeCTBIISIETCS aHAJIOTHYHO

repeMeleH10 00beKTOB (Harpumep, GUTryp);

— U3MEHUTh pa3Mep — aHAJIOTUYHO M3MEeHEeHUI0 pa3Mepa 0ObeKTOB;

— WM3MEHUTb ITO3UILHI0 — aHAJIOTMYHO M3MeHeHHIO MMO3UIIUH 0OBeKTOB;

— KOIIMPOBATH, BEIPEe3dTh 1 BCTABUTD.

B rpymnne MoxHO BBIIENTUTD JTI000M M3 00bEKTOB U N3MEHUTh ero mapaMeTphbl Wi YAATUTh.

YroObl BBIJIEIUTh OOBEKT B TpyIle, BbIAEIUTE 3Ty TPYINIy, a 3aTeM IIeTYKOM MBbIIIN
BbIJIeJIMTe TpeOyeMblii 0OBEKT B COCTaBe Tpymibl. YTOOBI MepedTH B peXxXuM pelaKTUPOBAHUS
00beKTa, BbIJIEJIUTE ero JJBOWHBIM I1IeJTYKOM MBIIIIH.

YroObl TMOCTeIOBAaTeNIbHO IepeMeliaTbCs Mexay OOBeKTaMu B TpyIlle, HCIOJb3yHTe
kiasuiry Tab.

YroObl 1OCIeI0BaTeNIbHO PeIaKTUPOBATh U GOPMATUPOBATh COAEPXKUMOe KaXKI0ro 00heKTa
M3 CTPYIIINPOBAHHBIX, llepeMelIaiTech MeXay 00heKTaMU C ITOMOIIBIO KIIaBUIII KJIaBUATYPhI <, —,
t u |, ynepxuBas Haxatou kiasuiry Cirl / $Cmd.

OOBeKThI U3 COCTaBa T'PYIIIBI MOXHO BbIpe3dTb Y KOIIMPOBATD. HpI/I BCTaBKe 3TH OOBEKTHI

BCTaBJISIIOTCSI BHE T'PYIIIIHIL.
[Tepemeriienue 1 n3MeHeHHe MaciITaba 06bEKTOB BHYTPH T'PYIIIbI He MOepXXUBAeTCsl.
Yrtobbl cOpOCUTHL BBIJleieHHe C 00beKTa B COCTaBe TPYINbl U BBIJEIWTH BCIO TPYIIY

00BeKTOB, IIeJIKHUTE 10 paMKe I'PYIIIHI.

4.8.5 Y ganuts rpyniy o0beKT0OB

Yrobbl ynanuTh rpynny oOBeKTOB, BBIJIEJIUTe ee U BBIIIOJIHUTE OJHO K3 CJIeAYIOHMX
IelCTBUMU:

— Bribepute nyHkT komManaHoro MeHto IIpaBka > Y panurs (cM. PrucyHnok 218).
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Mpaeka Beraska @opmatr  Chaidg Weorpy

= OTMEHWTb Ctrl=Z
" ToeTopWTe Ctrl+Y
S  Boipesats Ctrl+X
Konupoeate Ctrl+C
Ty Bcraeuts Crl+V

BcraewTe Toabko TekcT

Beraeute vz Bydepa obumena »

BmigenvTs BCE Ctrl+A
M ¥aanTe

Pucynok 218 — [IyHKT KOMaH/IHOTO MeHI0 Y JaJIUTh

— Ha nanenu wuHcTpyMeHTOB, B pasnene IIpaBka HaXMHTe KHOIKY [] (Y nanurn)

(cm. Pucynok 219).

Dopmar  Cnailg  MHctpymedte  Bug  Nokas chaigos

X% O« & || @ x0oOrel v
2 C X K 4

Mpaeka WpndT

Pucynok 219 — Knonka Y ganursb
— IIpaBo¥i KHOIIKOM MBIIIK IIEeJIKHUTE IO JiIoO0oMy OOBEKTY B TPYIIIE U BBITIOJHUTE
KOMaH/Ty KOHTeKCTHOI'O MeHIO Y IaJINTh.

— Haxxmute kiaBuiry Delete ni Backspace Ha kiiaBuatype.

Taxxke IJil yadJleHWsd TPYIIIIbl MOXHO OJHOBpPEMEHHO HJIM Ioo4YepenHO YHIdJIIUTh BCe

00BeKThl, BXOASIIME B 3Ty TPyIILy.
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4.9 BoipaBHIUBaHUe 00HEKTOB

4.9.1 JInueitkn

JInHenku ImpeaHa3Ha4eHbl JJIsI BbIPABHWBAHUWA 00OBLEeKTOB Ha clauje 1mo T'OPHU30HTAIX H

BEpPTHUKAJIA.

['opr3oHTanbHAs JIMHENKa pacliojioyKeHa HaJl CJIAiioM, BepTUKa/lbHas — CJieBa OT Cjlakja

(cMm. Pucynok 220). [To ymonyanuio obe TMHENKH 0TOOpakaroTCsl.

Pucynok 220 — JIuneliku

Ecnu TpeOyeTcsl CKpBITh TMHENKN WM O0TOOPasUTh paHee CKPbITble JIMHEWKH, BBIIOJIHUTE

OJTHO U3 CJIeAYIOIIUX I CTBUM:

— B komangHoM MeHio Bwua cHumuTe WM  ycraHoBuTe (uaxok JIuHelika

(cM. Pucynok 221).

— Haxxmure coderanue kinapui Ctrl+Shift+R / ¢ Shift+$Cmd+R Ha xi1aBuarype.

Bug Mokaz cnailgoe  Mognwcka Cnpaeka

" [luHelka Ctrl+5Shift+R
Heneyataembie CHMMBDbLI

JCKW3H CRanaoe
MacwTab r

MaHens MHCTEYMEHTOE r

Pucynok 221 — ®naxok JIuneiika
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4.10 IIpaBka conmepKuMOro
4.10.1 OTmeHna u Bo3BpaT AeHCTBHIT

4.10.1.1 OTMeHuTs IOCIeHee BBIIIOJIHEHHOE NeiCTBHe

[Tocnennee neficTBYe, BBIMOIHEHHOE C COIEPXKUMbBIM JJOKYMEHTAa, MOKHO OTMEHUTb.
J1J1s 5TOT0 BOCIIONIB3YyUTECh OJTHUM K3 CIIeAYIONIMX CIIOCOOOB!

— BribepuTe nyHkT koMaHiHOro MeHo IIpaBka > OTMmenuTs (cM. PrucyHnok 222).

Mpaeka Beraska @opumatr  Chaig Weorpy

= OTMeHWTs Ctrl=Z
" Moetoputs Ctrl+Y
o Bripezats Ctrl+X
Kenwpoeate Ctrl=C
Ty Bcrtaewte Crl+V

Pucynok 222 — Komananoe mento IIpaBka

— Ha manenu unHcTpymeHTOB, B pasnene IIpaBka HaXXMuTe KHOIKY D (OTMeHHuTB)

(cm. Pucynok 223).

Dain  [Mpaeka Beraska Popmar  Cnadg  WHotpyments Bug  lNokas chaifpos

: w H I§ ' T rie w
+ o X | @ [ | x0o0ri

AobBaenTe @\* (__) '-i_) }K K H

HM3GpaHHoe dain Mpaeka WpuadTt

Pucynok 223 — Knonku Ormenuts u IloBTOoOpuTh

— IIpu pabore B OC Windows / Linux HaxmuTe couderanue kiaBuinl Ctrl+Z wnm

Alt+Backspace, ripu pabote B macOS — coderanue kiaBuiil $Cmd+Z.

YToOBI OTMEHHUTH HECKOJIBKO MOCJIEMHUX HeMCTBUM, BBIIIOJHUTE KOMdHy OTMeEeHbI

HEeCKOJIBKO pas.
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4.10.1.2 IloBTOPHUTH pe3yabTaT 0TMEHEHHOI0 JIeHCTBUS

OTMeHeHHOe JlefiCTBHe NP He0O6X0IMMOCTU MOXHO ITIOBTOPUTD.

J1J1s1 5TOr0 BOCIIONIB3YUTECh OJJHUM K3 CJIeIyIOIIUX CIIOCOO0B!

— Bribepute nyHKT koManaHoro MeHio IlpaBka > IloBroputs (cM. PrucyHok 222).

— Ha nmaHenmu uHCTpyMeHTOB, B pasferne IIpaBka HaXXmMuTe KHOIIKY C (IToBTOpPHTH)
(cM. PucyHnok 223).

—IIpu pabore B OC Windows / Linux HaxmuTe coveranue kjaBum Ctrl+Y /
Ctrl+Shift+Z / Shift+Alt+Backspace. IIpu pabore B macOS HaxmuTe codyeTaHUe

kinasuI ¥Cmd+Y.

YT0o0mI IOBTOPUTL HECKOJIBKO ITOCIIeAHWX OTMEHEHHBIX JIeVICTBMM, BBIIIOJIHUTE KOMaHay

MTOBTOPA HECKOJIbKO Pa3.

4.10.2 Bydep oomena

4.10.2.1 Beipe3aThs Win KONHPOBATh

4.10.2.1.1 Bripe3aTh Win KOIMPOBATh CIAMN

[Tpu BbIpe3aHWM BBIJIEIEHHBIA CJIAW]] yalseTcss U3 Mpe3eHTalliu U ToMelaercs B 6ydep
obmeHa. [Ipy KOMMpPOBAaHWU BBHIJIEJIEHHBIN CJIAi/i He W3MeHsleTCs B Tpe3eHTallud, a B Oydep
obMeHa MOMeIlaeTcsl ero KOmusl.

YToO6Bl BIPE3aTh CIIal]l, BHIITOJIHUTE CIIeYIOIIHe JIeHCTBHUS:

1. Bbimenure ciiaiiji Ha TTaHEU CJIANIOB.

2. BpinosHuTe KOMaH/ly BbIpe3aHUsI OJJHUM U3 CJIeJTyIOIUX CIIOCOOOB:

— Bribepute myHKT koMaHgHOTO MeHiO IIpaBka > Bripe3ars (cMm. PucyHok 222).

— Ha manenu wHcTpymMeHTOB, B pasfeiie IIpaBka HaXXMUTe KHOIKY 4 (Beipe3aTn)
(cM. Pucynok 224).

— Ha manenu cnaiifioB MIeTIKHUTE 10 BBIJIEJIEHHOMY CJIaii/ly TTPaBOM KHOMKOW MBIIIN U

BBITIOJIHWUTE KOMaH1y KOHTEKCTHOI'O MEHIO BBIpEBElTI:.

®aiin [lNpaeka Beraeka Qopmar  Cralg  MHoTpymeHT
+ vk @~ < 0
JobaenTs @ W <_j r‘__}

MsbpanHoe Pann MNpaeka

Pucynok 224 — Kuonku Bripe3dats 1 KonupoBath
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— B paboueii obnacTy mieJIKHUTE [0 yCTOMY MeCTy CJlaijia IpaBOM KHOIIKOM MBIIIK U
BBITIOJTHUTE KOMAH/y KOHTEKCTHOTO MeHI0 Bripe3ars.
— Haxxmure coueranue kiaBuin Ctrl+X wiu Shift+Delete mpu pabore 8 OC Windows /

Linux niu coderanue kiaBuil $Cmd+X nipu pabote B macOS.

YT106B! CKONMMPOBATH CJIal]], BBIIIOJIHUTE CllelyIolIe e CTBUS:
1. BoigenuTe ciaii[l Ha IaHeNIX CJIANOB.
2. BrinonHuUTe KOMaHly KOIIMPOBAHUS OJIHUM U3 CJIeYIOIIMX CII0COOO0B:
— Bribepute nyHkT KoMaHHOro MeHio IIpaBka > Komuposars (cMm. PucyHok 222).
— Ha nanenu uHcTpyMeHTOB, B pa3feie IIpaBka Haxxmute kHonKy 'Ll (KomapoBars)
(cm. Pucynok 224).
— Ha maHenu cj1aii/oB IIEJIKHUTE 110 BBIJIEJICHHOMY CJIaily IPaBOM KHOIIKOM MBIIIA U
BBIIIOJIHMTE KOMaH/ly KOHTeKCTHOIo MeHI0 KonupoBaTs.
— B paboueii o6nacTy meIKHUTeE 10 IyCTOMY MeCTy CJlaijia IpaBOM KHOIIKOW MBIIIY U
BBIIIOJIHMTE KOMaHly KOHTeKCTHOI0 MeHI0 KonupoBaTs.

— Haxxmute coderanue kiaBui Ctrl+C unmu Ctrl+Insert npu pabore B OC Windows /

Linux i couetanue knaBuil $Cmd+C npu pabote B macOS.

4.10.2.1.2 Bripe3aTs Win KONMHPOBAThH JaHHBIE CO CJIaia

[Ipy BbIpe3aHMU [aHHBIE YIAISIOTCS CO Cllaijia U momemarTcs B Oydep obmena. [Ipu
KOIMPOBAHUM JaHHbIe He U3MEHSIOTCS Ha ciialifie, a B Oydep oOMeHa roMeIaeTcsi uX KOmusl.
JlaHHbIe BBIpe3aloTcs M KOMHUPYIOTCS CO Cllakiia C coxpaHeHUeM GpOopMaTHpOBaHUSIL.
Yrto6bI BBIpe3aTh JIaHHbIe, BBITIOJIHUTE ClelyIolye NeCTBUS:
1. Boienure naHHble, KOTOpPble HEOOXOMMO BbIPE3aTh.
2. BbINONIHUTE KOMaH[Ty BbIpe3aHusl OTHUM U3 CIJIeAYIOUX CIIOCOO0B:
— BoibepuTe nyHKT koMaHgHOTO MeHIO IIpaBka > Bripe3arts (cM. PucyHok 222).
— Ha manenu uHCTpyMeHTOB, B pasneiie IIpaBka HaXXmuTe KHOIIKY o (Bbipe3ats)
(cm. Pucynok 224).
— IIpaBOif KHOIIKOM MBIIIN IEJIKHUTE 10 BBIJIEJIEHHOMY COJIEPXXUMOMY U BBITIOJTHUTE
KOMaHJly KOHTeKCTHOT'O MeHI0 Bbipe3ars.
— Haxxmure coueranue kiaBuii Ctrl+X wiu Shift+Delete mpu pabore 8 OC Windows /

Linux niu coderanue kiaBuil $Cmd+X nipu pabote B macOS.
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YrobnI CKOITMPOBATL IdHHBIE, BBITIOJIHUTE Ciieaylomre HEﬁCTBHH:
1. Bbimenurte maHHbIE, KOTOPBIE HEOOXOUMO CKOTTUPOBATh.
2. BpITTOMHUTE KOMaH/Ty KOMTMPOBAHUS OJJHUM K3 CJIeYIOIIUX CIIOCOOOB:
— Bribepute myHKT komaHHOTO MeHiO IIpaBka > KomipoBats (cM. Pucynok 222).
— Ha nmanenu uHcTpy™mMeHToB, B pasnene IIpaBka Haxkmute kHomnky | (KommpoBars)
(cm. Pucynok 224).
— I1paBoii KHOIIKOM MBIIIK INEJIKHUTE 110 BHIJIETIEHHOMY COJIEPXKMMOMY U BBITIOJTHUTE
KOMaHJTy KOHTeKCTHOT0 MeHi0 KomupoBars.
— Haxxmute coueranue kiaBui Ctrl+C wmm Ctrl+Insert mpu pa6ore 8 OC Windows /

Linux i couetanue kinaBuil $Cmd+C npu padote B macOS.

4.10.2.2 BcraBurh

4.10.2.2.1 BcraButs cinaiig

CHaﬁHbI MO’KHO KOIITMPOBATDb, BEIPE3dThb U BCTABJIATE:

— B IIpejiefiax TeKylIlel mpe3eHTaluu;
— MeX/ly Tpe3eHTallUsIMU TIPU YCIOBUH, 4TO 00e Mpe3eHTallMH CO3[aHbl B MPHUJIOXKEHUU

«MonOduc [IpesenTanus».

YroObl BCTAaBUTb BbIPE3aHHBIM WJIM CKONHWPOBAHHBIM CJIAWJl, Haxosumics B Oydepe
obMeHa, BBITIOJIHUTE CJIe[lyIolue JeUCTBUS:
1. Ha maHenu ciaijioB BBIJENIUTE CIIAi/, TIOCIIe KOTOPOTO TpeOyeTcss BCTaBUTh CJIAW] W3
Oydepa obmeHa.
2. Brimosaute KOMaHJly BCTaBK{ OJJHUM U3 CIIefyIOIINX CII0CO0OB:

— BribepuTte nmyHKT koMaHAHOTO MeHI0 IIpaBka > BeraButh (cM. PucyHok 225).

Mpaeka Bcraska @opmar  Chalg  Wecorpy

= OTMeHWTE Ctrl+Z
" ToeTopuTe Ctrl=Y
o Buipezats Ctrl+X
Konupoeate Ctrl+C
7y BcTaeuTe Ctrl+V

Pucynok 225 — [IyHkT koMaHiHOTO MeHI0 BeraBuTh
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— Ha nmaHenu uHCTpyMeHTOB, B pasfieiie IIpaBka HaxMuTe KHOIKY ﬁ (BcraBuTn)
(cm. Pucynok 226).

— Ha manenu unHcTpymeHTOB, B pasfeiie IIpaBka HaXXMuTe Ha CTpeJIKy CIipaBa OT

xkromku (] (BcraBuTh) U B BbIIJAl0IIeM CIMCKe BbIbepuTe koMaHly BcTaBHUTBD.

Daiin [paeka Beraeka Qopmar  Chadg  MHctpymedts Bug  Mokas

+ » \;I:r:u @% & D e, Llee
NoGaeuTs (] w S C |

ﬁ Brraguts
M3GpanHoe Dain Mpaeka e

B CTAEWMTE TONBKD TEKCT
Hoewiid cnaing v

Pucynok 226 — Knonka BcraBurh

— Ha manenu ciiaii/ioB IIEJIKHUTE 110 BbIJIEJIEHHOMY CJIai/ly MPaBOM KHOIKOM MBI U
BBITTOJIHUTE KOMaHJTy KOHTEKCTHOTO MeHI0 BcTaBUTB.

— B paboueii obnacTu mieIKHUTE O JII0O00MY MeCTy CJlaijla TpaBOil KHOMKOM MBIIIN U
BBITIOJIHUTE KOMaHJTy KOHTEKCTHOTO MeHI0 BCTaBUTB.

— Haxxmute coderanue kiaBuil Ctrl+V umu Shift+Insert npu pabore 8 OC Windows /

Linux i coueranue kinaBuin $Cmd+V npu pabote B macOS.

4.10.2.2.2 BcraBuTh JaHHEBIe HA CJIai]

Jlnst BCTaBKM Ha CJakf] JIOCTYIHBI MpPeJIBApUTENIbHO CKOMUPOBAHHbIE WJIM BbIpe3aHHbIe
JlaHHble, Haxopsvecs B Oydepe obmena. [lanHble U3 Oydepa oOMeHa MOXXHO BCTaBUTb C
coxXpaHeHHeM UM 6e3 coxpaHeHHUsI UCXOAHOT0 popMaTUPOBaHUSL.

YroObl BCTaBUTH JaHHBIE C COXpaHEHUWeM MCXOAHOro (popMaTHpOBaHUs, BBIIOJIHUTE
Clleqyronire AefCTBUS:

1. YkaxuTe MecTo sl BCTaBKU JJaHHbIX:

— Yto06n1 BcTaBUTh M3 Oydepa obOMeHa TEKCT, YCTaHOBUTE Kypcop B TpebyemMoe MeCTo
clauaa.

— YToOBI 3aMEHUTH TEKCT WM OOBEeKT Ha JIaHHble U3 Oydepa oOMeHa, BbIJIEJIUTE 3TOT
TeKCT UJIM 0OBEeKT Ha criaiije.

— Yrobb1 BcTaBUTH 13 Oydepa oOMeHa 0O6BEKT, Ha ITaHeNIN CJIal/I0B BbIOepuTe Claij ass

BCTaBKU 3TOr0 OOBeKTa.
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2. BpinmosiHUTE KOMaH]ly BCTaBKU OJTHUM M3 CJIeIyIOIIKUX CIIOCOOO0B:

— BribepuTte nyHKT koMaHAHOTO MeHI0O IIpaBka > BeraButs (cM. PucyHok 225).

— Ha manenu uHcTpyMeHTOB, B pasfiene IIpaBka HaXMHUTe KHOIKY [ (BcraBursb)
(cM. PucyHnok 226).

— Ha nmanenu unHcTpymeHTOB, B pasfeiie IIpaBka HakMuTe Ha CTpeJIKy CIipaBa OT

kHomkH L) (BcraBuTh) 1 B BBINIQ[AlONIeM CIHCKe BblOepuTe koMmaHAy BcraBuTh
(cm. Pucynok 226).

— [IleTukOM TpPaBOM KHOIIKM MBIIIM OTKPOHTE KOHTEKCTHOe MEeHI0 U BBIIIOJIHUTE
koMaHay BcraBurb. /{1 BCcTaBKM 00BEKTa KOHTEKCTHOE MEHI0 MOXXHO BbI3BaTh
IIeJTYKOM TIPAaBOM KHOIIKW MBIIIM 110 CJIalJly Ha TMaHeld CJIaWI0oB WA TI0 JIIo6oMy
MeCTy cJlaijia B pabouelt 06J1acTu.

— Haxxmure coueranue kiaBuil Ctrl+V unu Shift+Insert npu pabore B8 OC Windows /

Linux nnu coderanue kiaBuil $Cmd+V nipu pabote B macOS.

[Ipy BcTaBKe JaHHBIX 0e3 COXpaHEHUSs! UCXOJHOro ¢opMaTHpoBaHUsl U3 Oydepa obmeHa
BCTaBJISIETCSl TOJIbKO TeKCT. Tak, Mpu BcTaBKe TaOMUIIbI WM PUTYPbl C TEKCTOM Ha CJIaij
BCTaBJISIETCS TOJIBKO TEKCT, KOTOPBIW CO/IepKaT JaHHble 0OBEeKThI.

YroObl BCTaBUTh AaHHble 0e3 MCXOJHOro (GOpPMATHUPOBAHUS, BBIIOJIHUTE Cleylolye
JIeCTBUSL:

1. YcranoBute Kypcop B TO MeCTO CJjlaijia, KylJa HeoOXOIMMO BCTaBUTb JlaHHbIe, WJIU

BbIJIeJIUTe TeKCT (0OBEeKT), KOTOPBbIN HY>KHO 3aMeHUTh Ha IaHHble U3 6ydepa obMeHa.

2. BpinmosiHUTE KOMaH]ly BCTaBKU OJTHUM U3 CJIeIyIOIIKUX CIIOCOOO0B:

— BoibepuTe nyHKT KOMaHOHOro MeHi0 IIpaBka > BcTaBUTB TOJIBKO TeKCT

(cm. Pucynok 227).

Mpaeka Beraska @opumatr  Chaig Weorpy

= OTMeHWTs Ctrl=Z

" Moetoputs Ctrl+Y

o Bripezats Ctrl+X

Kenwpoeate Ctrl=C

[y Bcrasute Ctrl+W
BcraewTe Toabko TekcT

Pucynok 227 — IlyHKT KOMaHIHOT O MeHI0 BCTaBUTH TOJIBKO TEKCT
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— Ha manenu uHcTpymeHTOB, B pasfene IIpaBka HaXkMuTe Ha CTPeJIKy CIpaBa OT

KHOIIKHA ﬁ (BCTaBI/ITI)) W B BbIIIaJdiomieM CIIMCKe BbI6epI/ITe KOMaHOYy BcraBurhb

TOJIBKO TeKCT (cM. Pucynok 228).

@aiin  [paeka Beraeka @opmatr  Cnallg WHetpymentm Bug  [Mokas
+ v % @y © @ [xoor
JoBaeuTe @ w A I

H3Gpannoe dann Mpaeka

ﬁ Boraento

BcTaenTe TOABKD TEKCT

[

Pucynok 228 — Komania BcraBUTB TOJIBKO TEKCT

- HIeJI‘-IKOM HpaBOI‘/JI KHOIIKHM MBIIIIN OTKpOﬁTe KOHTEeKCTHOe MeHIO U BBbIIIOJITHUTe

KOMaHOYy BcTaBHTH TOJIBKO TEKCT.

4.10.2.3 BcraBuTh 13 paciiupeHHOro oygepa oomena

B npunoxenun «MoOduc IIpeserTanus» JOCTyIlleH paciMpeHHbIH Oydep obmena. B
HeM OJTHOBPEeMeHHO MO>KeT XpPaHUThCs 10 10 cKOmMpoBaHHBIX WJTM BBIPE3aHHBIX CJIOTOB. Kamas

HOBas 3dlIMChb 3dHHUMdeT MeCTO CaMOr'o CTaporo CJjIoTa B CITKMCKe.

4.10.2.3.1 BcraBurs ciaizg

CJ'[afI,HbI MOXXHO KOITMPOBATDh, BbIPE3dTh U BCTABJIATH.

— B IIpefieiax TeKyllel mpe3eHTaluu;
— MeX/ly Tpe3eHTallUsIMU TIPU YCIOBUH, UYTO O0e Ipe3eHTAl[UU CO3[aHbl B IPUJIOXKEHUU

«MonOduc [IpezenTtanus».

YT10ObI BCTaBUTD CJIAW]I, BBITIOJIIHUTE ClIelyIollre el CTBUS:

1. Ha nmaHenu ciaifioB BbIJIeIUTE CJak], IOC/Ie KOTOPOro TpeOyeTcsi BCTaBUTh CJIAMA U3
pacimpeHHoro 6ydepa obmeHa.

2. OTkpoiiTe cojepXXuMoe pacliMpeHHOro Oydepa obOMeHa OAHUM W3 CJeAyIOIIMX
CI10CO60B:
— Bribepute nynkt komanaHoro meHio IIpaBka > BcraButh u3 0ydepa odmeHa

(cm. Pucynok 229).
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@aiin  [paeka Bcraka @opmat  Coallg WMectpymedtor Bug  TMNokaschalgos  lMognwcka  Cnpaska

T OTMEHWTE Ctrl+Z 'E D e User samvskn .
" Moeroputs Ctrl =Y TekcTosoe noae
fobi Maker w
BmpesaTe Ctrl+X
MaGpar o o OdopmneHne BcraBka
KonwposaTb Ctrl+C
[Ty Bcraeute Ctrl+V
; BeTaBuTh TOMBKD TEKCT
Betaente us Bydepa obmeHa L4 Tpetwid caaiig
YeTBepTmid caaig
BwaeanTts Bce Ctrl+A
_ WecTopua Bydepa obmera Ctrl+Alt+Shift+V
M ¥aanutb
2 OuncTuTe

Pucynok 229 — Ilynkt komangHoro Mexnio BecraButh u3 0ydepa odmena

— B paboueii obnacTy mieaKHUTE 10 JII000My MecCTy Cilaijia IIpaBOM KHOIIKOM MBI U
BbIOEpUTE KOMaH]ly KOHTeKCTHOT0 MeHIo BcraBuTh U3 0ydepa oomeHa.

3. B oTKpBIBIIIEMCS ITOJIMEHIO BHIOEPUTE CJIAal/ )il BCTABKH.

4.10.2.3.2 BcraBuTh JaHHEIE HA CJIAM]

Hanuble u3 pacmvpeHHOro Oydepa obOMeHa BCTaBJISIOTCS C COXpaHEHHWeM HCXOJIHOTO
dbopmaTtrpoBaHusl.
YToObI BCTaBUTD HA CJIAN]] IaHHbIe, BBIIIOJIHUTE Clelylollre NeiCTBUS:
1. VkaxxuTe MeCcToO [IJif BCTAaBKU JAHHBIX:
— Yto0bl BCTaBUTH U3 paciimpeHHOro Oydepa obOMeHa TeKCT, yCTaHOBUTE KYypCcop B
TpebyeMoe MecTo Claija.
— YT0OBI 3aMEHUTh TEKCT WM OOBEKT Ha JlaHHble U3 pacliMpeHHOro Oydepa obmeHa,
BBIJIeJTUTE 3TOT TEKCT UM OOBEKT Ha CIlai/e.
— Yrobbl BCTaBUTHL U3 paciiMpeHHOro Oydepa obmeHa 0OBEKT, Ha IaHeNH CJIANIOB
BbIOEpUTe CJIAl/L J/Isl BCTAaBKU 3TOr'0 OOBEKTa.
2. OTkpoiiTe cojepXXuMoe pacliMpeHHoro Oydepa oOMeHa OAHUM W3 CJeyIOIIUX
criocoboB:
— Bribepute myHkT komaHgHoro MeHio IlpaBka > BcraBurh M3 Oydepa obdMeHa

(cM. Pucynok 230).
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Mpaeka Bcraska @opmar  Coaidg  Wectpymedts Bug  Mokas ceagoe  [Mognwcka  Chnpaeka

5 OTmeHuTb Ctrl+Z > D %O Oriel - 0 v AT A+
" ToeTopuTs Ctrl+Y
X K Y = A~ £~
& Boipeszath Ctrl+X
WpndT
Kenwpoeate Ctrl+C
[Ty Bcraeute Ctrl+W
BeTaeuTe Tonbko TekoT
Beraeute vz Bydepa obumena r ¥ nyromopba Ay6 3enEHpiA;
3natan uene Ha gybe Tom:
BwigenuTts BCE Ctrl+A
- Wetopur Bydepa obmerHa Ctrl=Alt+Shift+V
Ml ¥nanute

CYncTHTE

Pucynok 230 — Ilynkt komangHoro mexnio BeraButh u3 0ydepa odmena

— IIleakoM mpaBoO¥ KHOMKW MBI OTKPOWTe KOHTEKCTHOe MEeHIO U BhIOeprTe KOMaH/Ty
BcraBurs u3 Oydepa odomena. [l BcTaBKM 00beKTa KOHTEKCTHOE MEHIO MOXKHO
BBI3BATh IIEJTYKOM IPABOM KHOIIKH MBIIIK [0 JFOOOMYy MecTy ciiaiifia B pabodeit
obJyacTH.

3. B oTkpbIBIIEMCS TTOJMEHIO BHIOEpUTE TAaHHBIE JIJIS1 BCTABKU.

4.10.2.3.3 OTKpPBHITH OKHO pacHIupeHHOro 0ydepa ooMeHa

Jlnst ymobecrBa paboThl CojiepyKMMOe pacIIMpeHHOTro Oydepa obMeHa MOXXHO OTKPBHITH B
OTIeJIbHOM OKHe. [[Jif 3TOT0 BBIMOJIHUTE OJTHO U3 CIEeAYIOIIUX JIeHCTBUN:

— Bribepute nyHKT komaHjnHoro MeHio IlpaBka > BcraButh U3 0ydepa obmena >
Hcropus d0ydepa odbmena (cMm. Pucynoxk 230).

— OTKpo¥iTe KOHTEKCTHOE MeHIO IIeTYKOM I1paBOM KHONKU MBI 110 JIIOOOMY MecTy
CJaiila ¥ BBIMOJIHUTE KoMaHAy BcraButh u3 0ydepa obmena > Hcropuss Oydepa
obMeHa.

— ITpu pabote B8 OC Windows HaxkmuTe couetanue kiiaBui Ctrl+Alt+Shift+V, npu pabore

B OC Linux — coderanue kiaBui Win+V, npu pabore B macOS — codeTaHue KJIaBHUII

~-Option+ ¢ Shift+3$Cmd+V.

Oxkno pacmrpeHHoro 6ydepa oomena (cMm. Pucynok 231) mMoxHO IepemecTUTh B JItOOYIO
obnacte pabodyero okHa. /[y 3TOro mepetamyTe ero 3a 3aroJIOBOK, yIep)KHBas HAXXATOW JIEBYIO

KHOIIKY MBIIIIN.
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[Tpu pabore c pacmripeHHbIM 6ydepom o6MeHa:

— mepeMelnieHre 1o cjotaM Oydepa oOMeHa OCYIIECTBIISIETCS C IIOMOIIBIO  KJIABHII
KJIaBUATYPHI | U T;

— BCTaBKa BBIZIJIEHHOr0 cioTa U3 Oydepa oOMeHa OCYIIECTBISIeTCS IIETYKOM JIeBOU
KHOIIKY MBIIIIM WJIM HaXkaTHeM Ha kiasuity Enter;

— nepeMellieHre ¢okyca Mexny cilaiioM U 6ydepoM oOMeHa OCYIIECTBJISIeTCsl KJlaBUILen

Tab.

ﬁ Brifop TekCTa 4AA BCTABKM

¥ nyxomopba ay6 3engéHuii;
Inatan Lenk Ha ayBe Tom:

I AHEM K HOUBHD KOT YUBHBIA
Bc& xoanT no uenw kpyrom;
AC MywkuH

Mz nosmm "Pycnan v Moguuna”

Pucynok 231 — OkHo pacmipeHHoro 6ydepa obMeHa

Yro0Obl 3aKpBITb OKHO paclIMpeHHOro Oydepa oOMeHa, HaXXMHUTe Ha KHOIIKY B ero

3daroJjioBKe.

4.10.2.3.4 O4ucTuTh HCTOPHIO pacIIupeHHOro d0ydepa oomMeHna

YroObl OYMCTUTL MCTOPHUIO paclMpeHHOro Oydepa oOMeHa, BBIIOJIIHUTE Clelylolye
JleCTBUS:
1. OTkpoiiTe NOAMEHIO pacMpeHHOro 6ydepa obMeHa OOHUM U3 CIIEYIOIMX CIIOCOOOB:
— Bribepute myHkT komaHgHoro MeHio IlpaBka > BceraBurh M3 Oydepa obdMeHa
(cM. Pucynok 230).
— OTKpo¥iTe KOHTEKCTHOe MeHIO IIeJTYKOM IIPaBOM KHOIIKM MBIIIM 10 JII0O0OMY MecTy
crnaija v BblbepuTe KoMaHay BeraBurth u3 0ydepa odmena.

2. B orobpasuBiiemcst mogMeHto BeibepuTe KoMaH Ty OYHCTHTD.

© 000 «HOBBIE OBJTAYHBIE TEXHOJIOTUW», 2013-2024 211



4.10.3 Ouucrurb popmMaTHpOBaAHHE

@dopMaTupoBaHMe TeKCTa WM O00beKTa, KOTOpoe ObIJI0 BHIIOJIHEHO BPYYHYIO, MOXXHO
OBICTPO BEpHYTH K IapamMeTpaM GpOpMaTUPOBaHUs TeMbl Ipe3eHTalluu. [ljisl 3TOoro npepHasHaveHa
KoMmaHjia OyucTuTh popMaTHPOBAHUE.

B 1anHOM BepcuM TpUWIOXeHUs IOJJIepXKUBAeTCsl OYKMCTKa QOPMATUPOBAHUS IS
CJIeiyIOIIMX 3JIeMeHTOB!

— TEKCT;

— CIIACOK;

— TabnuIia.

[Tpu ouncTke popMaTHpOBaHUS AEUCTBYIOT Cllelytollye [TpaBua:

— Ecm  BeIOpaH 060K 0OBEKT, KpoMe TabiuIlbl, TO OYMCTKa GOPMaTUPOBAHUS
MPUMEeHSIeTCSl TOJIbKO K TeKCTy, PacIllojio)KeHHOMY BHYTpU oObekTa. Eciu BbiOpaHa
Tabirila, TO OYMCTKA GOPMATUPOBAHUS IPUMEHSIETCS] K KOHTYPY U 3aJIMBKe TaOJIUITEL, a
TaK)Xe K Pacroyio)keHHOMY B Hell TeKCTYy.

— IIpu ourctke dopMaTHpPOBaHMS CITUCKA He MEeHSIeTCsl TUTl BIOPAaHHBIX MapKepoB.

- HpI/I MHOXXeCTBeHHOM BBIOOpDE OOBLEeKTOB HAOCTYIIHA OYHCTKA Cl)OpMaTI/IpOBaHI/IH TeKCTa

BHYTPH GUI'YpHI, TabIUIIBI, TEKCTOBOTO OJI0Ka, 3aI10THUTEIS.

YT10o6b! 0uMCTUTH GOPMaTHPOBAHUe, BBITIOJHUTE CIeyIolye TeCTBUS:
1. Boigenute TpeGyeMblii TEKCT WA OOBEKT:

— YT10o6BI OuMCTUTE PopMaTUpOBaHMe dparMeHTa TeKCTa WM CIHCKA, BbIIEIUTe 3TOT
¢dbparmeHr.

— Yrobbl ouncTUTh (opMaTMpoBaHMe OJHOTO MM HECKOJIbKUX ITYHKTOB CITMCKQ,
BbIJIEJIUTE 3TU ITYHKTHI.

— Yrobb! ouncTuTh GopMaTUPOBaHUe ab3alia, BbIJeNMTe 3TOT ab3al] WM YCTaHOBHUTE B
Hero Kypcop.

— YT10o6B! 0UMCTUTH POpMaTUPOBaHKE BCEro TEKCTA, pacllojoXXeHHOI'o BHYTPU J10O0ro
00BbeKTa, KpoMe TabJIMIlbl, BBIJIEIUTe 3TOT OObEKT WIK BbIIeJIUTe BeCb TeKCT BHYTPHU
00BeKTa.

— Yro6bI 0uMCTUTL POpPMaTHpPOBaHKe TEKCTa B si9eliKe TabIUIbI, BBIJIEJIUTE 3TOT TEKCT.

— Yrobbl ouncTUTH pOopMaTHpPOBaHME TeKCTa, 3aJIMBKU U KOHTypa sSYelKH, CTobIa,
CTPOKH WJIY BCel TabJIMITbl, BbIIeIUTe COOTBETCTBYIOIIMI 3/1eMeHT TabJIUIbl MU BCIO

TabUIy.
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2. Bopimmonnute koManiy OuucTurs popMaTUpOBaHUE OTHUM U3 CIIeAYIOIMIUX CII0COOO0B:
— Bribepute nyHkT komMaHgHoro MeHio Popmar > OuucTurh ¢QopMaTHpPOBaHHE

(cm. Pucynok 232).

Copwat | Chaig  MHcTpymedte Bug  MNokasc

OuncTuTe opMaTHpoEaHKE Ctrl+5Space

WpudT »
Boipaenneanne »
Crucok »
MoeopoT TekcTa »
¥YnopagouwTe r
Tabawua... L

Pucynok 232 — [IyHKT koMaHiHOTO MeHI0 OYHCTHTH popMaTHpPOBaHMe

— Ha manenu HWHCTPYMEHTOB, B pa3Jejie HpaBKa Ha’XMHUTe KHOIIKY Q (O‘II/ICTI/ITI)

dopmarupoBanmue) (cm. Pucynok 233).

®aiin  [paeka Beraeka @opmar  Cnadg WHotpymentw Bug TNokas chafpos

+ ~ \N:\ IE v QQ E MO Oriel w

JobaenTh (C] o K K Y

WMsGpannoe dainn Mpaeka WpwudT

Pucynok 233 — Knonka Ouucrurs popMaTupoBaHue

— Haxxmure coderanue kiaBuin Ctrl+IIpoben npu pabore 8 OC Windows / Linux umm

couderanue kjauil ~Ctrl+\ npu pabore B macOS.
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4.11 TemoncTpanus npe3eHTanuu

4.11.1 PexxuMbl JeMOHCTpaIuA

JleMOHCTpaIuIo Mpe3eHTAllM MOXHO BBHITIOJHATh B OOBIYHOM pEXUME WA B PEXUME
JOKJIA/TIMKA.
B o00bluHOM pedxcuMe  Clal[bl  Tpe3eHTAllMM  OTOOpaXXaloTCs BO BeCh 3KpaH

(cm. Pucynok 234).

TUTYNbHbIV CNAMA

Pucynok 234 — OGbIYHBIN peXXuM JIeMOHCTPAIUU

Pedtcum doknaduuka WCIONb3yeTCs Ha KOMIIbIOTEpe C JABYMsI MOHUTOpPaMH: OCHOBHBIM U
JOIIOJIHUTEeJIbHBbIM.

JlonomHUTeNbHBIM MOHUTOp TpefHa3HavyeH Jyisd ayauTopur. Ha HeM ciiaiiibl ipe3eHTaIuu
0TOOpakaroTcs BO Bech KpaH (cM. PucyHok 234).

OcHOBHOV MOHHUTOP TpefHa3HaueH IS JOKJIAAYMKA. DKpPaH 3TOr0 MOHHUTOpA pa3fesieH Ha
IBe oOyacTu: B OOJIACTH CJjieBa OTOOpakaeTCs TeKYIMM CJlai]] Mpe3eHTal[id, KOTOPbIM BUIUT
ayJIMTOPHs B HACTOSIIIMM MOMEHT, B 00JIaCTH CIIpaBa OTOOpa)KaeTCsl CJIeYIOMIUM ClIaijl, KOTOPBIN
MIOMOTaeT JIOKJIaJYUKy OPHUEeHTHPOBATLCS B COIEPXKMMOM Tipe3eHTanuu (cM. PucyHok 235).

Pa3mep neBoit ¥ mpaBoOil ob6sacTel MOXXHO peryidpoBaTh. [ljis 3TOro ciiefyeT HaBeCTH

YKa3aTeJlb MbIIIIK Ha 'PAHUITY MEXOYy obnacTIMu U IepeJBUHYTH ee BJIeBO WUJI BIIPaBO.

ITonoxxenune 'paHUIIbl, HACTPOEHHOE€ BpPYYHYIO, COXPAdHAETCda I II0CJIIedYHOIINX

IIOKA30B IIpe3eHTdlluu.
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BTopoii cnana npeseHTauum

TUTYNbHLI CNANLA,

Pucynok 235 — OCHOBHOV MOHUTOp B peXXuMe JOKJIaIurKa

4.11.2 HayaTh 1eMOHCTPAIUIO P e3eHTaliH

4.11.2.1 B 00b14YHOM pexxume

JleMOHCTpaIyio mpe3eHTalliM MOXXHO HA4aTh C MEPBOTrO CJlakjia WJIKM C TeKyIlero Cjaanja
IIPY YCJIOBUH, YTO JAHHBIN CIAN]l He CKPBIT.

YroObl HAYaTh AEMOHCTpAIlMIO Tpe3eHTallMd C IepBOr0 Cjakja, BBINOJHUTE OJIHO U3
CIIeyIOMIUX JIeMCTBUM:

— Bribepute nynkT komanaHoro MeHto Iloka3 ciaiizos > C Hauyana (cMm. PucyHok 236).

Mokas cnangoe

C Hadana F5
C Tekyuwiero caalga Shift+F5

B pemwnme goknagunka

Pucynok 236 — Komananoe mento Iloka3 ciaiiioB

— Ha manenu UHCTPYMeHTOB, B pasgueie Paitn nHaxmure kHonky |/ (BocmpomssecTH c

HavaJsa) (cM. Pucynok 237).
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— Ha manenu uHCTpyMeHTOB, B pa3iese Paiyl HAKMUTe Ha CTPeJIKY CIpaBa OT KHOIKHU (&)

(BOCHPOH3BECTH C Ha‘IaJIa) W B BbIIIdJarolIeM CIIMCKe BbI6epI/ITe KOMdHIY C mauaia.

®aiAn [paska Beraeka Popmar  Coalig WVHotpyments Buwg  lNokas chadgos
+ v ;{{: ﬁ w & D e LIBeT 3anmekm
JdobaguTe |[E] __‘\g <__) J" Maker

M3GpanHoe OdopmneHme

[E] C Hauana

C Tekywero cnaiga

B pexume goknagunea

Pucynok 237 — Knonka Bocnpou3sBectu ¢ Hauasia

— BribepuTe nepBbIi C1aii] Ha aHEeU CIAl0B ABOMHBIM HIEITYKOM MBIIIIH.

— IIpu pabore B OC Windows / Linux Haxkmute kiaBuimry F5, npu pabore B macOS

HaxMuTe codyeranue kjasuill i Shift+¥Cmd+=Enter.

Ecmm nepan?I (00) =17 01 CKDLIT, TO OeMOHCTpallud IIpe3eHTdlluh HaYHWHAeTCd C I1epBOro

HEeCKPBITOT'O CJIAN/A.

Yrobbl HauaTh HEMOHCTPALIMIO Ipe3eHTAlluM C TeKyIIero Cjaijia, BBHIIOJIHUTE OJJHO U3
CJIeYIOIUX NeMCTBUM:

— Bribepute nyHkT komaHgHoro MeHio Iloka3 ciaiigoB > C Tekymiero ciaiga
(cm. Pucynok 236).

— Ha manenu uHCTpyMeHTOB, B pa3iene Paiyl HAOKMUTe Ha CTPeJIKY CIIpaBa OT KHOIIKU (&)
(BocnpousBecTu ¢ Hayasa) ¥ B BbINAZA0IIEM CIIKCKe BbibepuTe koMaHy C Tekyiero
cianpaa (cM. Pucynok 237).

— BribepuTe Tekyiiyii ciiaii/l Ha MaHeIH CJIaiI0B IBOMHBIM IIETYKOM MBIIIIH.

— IIpu pabote B OC Windows / Linux HaxkmuTe codetanue kiaBuin Shift+F5, mpu pabore

B macOS "Haxmute couetanue kiasuill $Cmd+=*Enter.
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4.11.2.2 B peixxume AOKIaTIHUKA

YroObl HayaThb JIEMOHCTpAIIMIO0 Ha KOMIIbIOTEpPe C OJHMM MOHHUTOPOM (Hampumep, IpU
MOATOTOBKE K ITPe3eHTaI[1H), BBITIOJIHUTE OJTHO U3 CJIeAYIOIUX JIeHCTBUM:
— Bribepute myHKT KoMaHgHOro MeHio Iloka3 cimaiijoB > B pexxume noksIagumka
(cm. Pucynok 236).
— Ha manenu uHCTpyMeHTOB, B pa3nese Paiy HAXKMUTe Ha CTPEJIKY CIIpaBa OT KHOIIKHU B
(BocmpousBecTH ¢ HayaJia) U B BbIIIQJIalolleM CIIMCKe BbiOepuTe KoMaHy B pexume
moxkaguuka (cM. Pucynok 237).

— HaunwuTe AEMOHCTpAIUIO IIpe3eHTalluu B OOBLIYHOM peKHUMe JTFOOBIM y,[[O6HbIM OJIs1 BacC

cnocobom. Ha maHenu ymnpaBiieHHUsI HQXXKMHUTE KHOIIKY H (Eme) u B BBIIAJAIONIEM

cnvcke BbibepuTe KoMaHly Pexxum goxnamauka (cMm. Pucynok 238).

Pexum goknaguvka
HepHbil 3kpaH
S dexTel Nepexoda Mexay cnangamm

JnuTensHocTe NoKasa cnainga

3aBepWwWTe NoKa3

Pucynok 238 — Komanaa Pexxum poxsiaguuka

Yr1o6bI HAUaTh IEMOHCTPAIMIO Ha KOMITbIOTEpe C ABYMSI MOHUTOpPaMH, BBIIIOJTHHUTE OHO U3
CJIeIYIOIUX JeMCTBUM:
— Bribepute nyHkT KomaHaHoro MeHio Iloka3 cnaiimoB > B pexuMe noKIaguuKa
(cM. PucyHnok 236).
— Ha manenu uHCTpyMeHTOB, B pa3iene Paiyl HAKMUTe Ha CTPeJIKY CIpaBa OT KHOIIKHU (&)
(BocnipousBecTH ¢ Hayajia) U B BBIIAZAIOIIEM CIKCKe BblOepuTe KoMaHAy B pexume
noxyiagumka (cM. Pucynok 237).

— Haunure nmemoHcTpanuio mpe3eHTallMM B OOBIYHOM peXxuMe JII00bIM yAOOHBIM Ui Bac

crocoboMm. Pexxum JOKJIaAYMKd BKIIIOYUTCA dBTOMdATHYECKH.
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4.11.3 Ilepexon Mexnay ciaangamMu

HJISI rnepexoaa Mexmuay ClIaiJaMd MOXXHO HCIIOJIb30BaTh KHOIIKM I1aHEeIH ylpaBJieHuWs,

pacIiojioXkeHHOM B HM>)KHeM JacTH 3KkpaHa (cM. PrucyHok 239), Mblllib U KJIaBUIIM KJIaBUATYPHI.

PucyHnok 239 — [Ianens ynipaBiieHUst

YToObl 1TepedTH K CIIeIyIoNeMy CJIal Ty, BBITIOJIHUTE OJIHO M3 CJIeNYIOIIUX JIeHCTBUN:

— Ha nanenu ynpaBiieHUsI HOKMUTE KHOTIKY (Boepen) (cMm. PucyHnok 239).

— IIpokpyTHTE KOJIECHKO MBIIIHM Ha Cebs.

— Ha xnaBuarype Haxkmute IIpo6esn, Enter, CTpenka BonpaBo, Ctpenka BHu3 uiu Page
Down (Windows / Linux) / Fn+Crtpenka Bau3 (macOS).

— [lenkHWTE TIO CIAMy JIEeBOM KHOITKOUW MBIIIIH.

— Eciu JEeMOHCTpallvd IIpe3eHTdlluh OCYIIeCTBJIIeTCd B peXHrMe NOKJIAJYWKA, IHIeJIKHUTe

JIeBOM KHOIIKOM MBIIIIH TI0 CJIefyIoIeMy ciiaiay (ciai/1 B 00/1acTy CIIpaBa).

Yr1o06bI MepeiTH K MpefbIayeMy CJIakTy, BHITOTHUTE OJHO U3 CIIEAYIONNX JeCTBUMN:

— Ha nanenu ynpaBiieHUs1 H&XMUTEe KHOIIKY (Hazag) (cm. Pucynok 239).
— IIpokpyTHTe KOJIeCHKO MBIIIU OT Cebsl.
— Ha knaBuartype HaXMHUTe:
= Backspace, Ctpenka BieBo, Ctpenka BBepx wi Page Up — npu pabore B OC
Windows / Linux;
= Delete, CTpenka BieBo, Ctpenka BBepx uiu Fn+Crpenka BBepx — 1ipu pabote B

macOS.

HpI/I repexoge Mexny cllaigamu CKDLITEBIE CIIan bl IMpPOITYCKarOTCH.

4.11.4 ABTOMaTH4YeCKOe NnepeK/IYeHue CJIaiI0B

[Tpu aBTOMaTHYECKOM MEPeKIIOUeHUH CJIaHI0B CKPBIThIE CIakAbl IPOIMYCKAIOTCSL.
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Bo Bpems mokaza mpe3eHTaIMHM CJAWAbBI MOTYT TIEPeKII0YaTbCs BPYYHYIO HIIU
ABTOMAaTHUYeCKH.

B aBmomamuueckom peosicume ClHalbl TIEPEKJIIOYAIOTCS C 3alaHHBIM IPOMEXYTKOM
BpeMeHU. Eciy BKITIOYEH NUKJIMYHBIN MTOKA3 MpPe3eHTal[du, TO TOCIe OTOOpaXKeHHs MOCIeHero
CJ1aiiia IeMOHCTpAIYsI ITpe3eHTallud HaYMHAeTCsl C Havyasa (C MepBOro CJiai/ia Ipe3eHTalum).

[To ymonm4aHwio Jisi aBTOMATHYeCKOTO peXuMa II0Ka3a Ipe3eHTally YCTaHOBJIEHBI
CJIeiyIoIye TapaMeTphl:

— BpeMst 0ToOpakeHU s Ciaijia 1o Ilepexofia K ClefyIoleMy ClIally — 5 CeKyH/;

— [UKJIMYHBIM IIOKA3 Ipe3eHTallui OTKJIFOYEeH.

HaCTPOﬁKH, YKa3dHHEBI€ 110 YMOJIYdHUIO, MOKHO M3MEHUTD. HaCTpOfIKH dBTOMATHU4eCKOI'O
peXxXruMa COXPAHAIOTCA W KUCIIOJIB3YIOTCA JId ITIOCIeayIoInX I[EMOHCTpaHI/II‘/JI, B TOM 4YHCJIe IIOCJIe

repe3aityCka IpuJjIo>KeHusl.

4.11.4.1 i3amenuTs BpemMs oToOpaXkeHHs ciaiiia

Y106l U3MEHUTH BpeMsi 0TOOpaXKeHUsI CJIaiia, BBITIOJIHUTE CJIefyIolue 1efCTBUS:

1. Ha maHenu ympaBiieHUsI HaXMHTe KHOIIKY H (Eme) 1 B BbIIAJAIONIEM CIIMCKe
BbIOEepUTe KoMaH 1y JITHTeIbHOCTD NTOKa3a ciaiaa (cM. Pucynok 240).
2. B orobpasuBiieMcs mofiMeHI0 OTMeTbTe (rakKoM TpeOyemylo JJIMTeIbHOCTh IOKa3a

ciauja.

1 cekyHaa
2 ceKkyHAabl
3 cekyHAb!
Pexum poknagumka

. 5 cekyHa,
YepHeii 3KpaH

» . 10 cekyHg
IddexTs Nepexosa Mexay ciaigamm .

" 15 cekyHa
JauTensHocTe Nokaza cnaidga .

30 cekyHAa

3aBepLwnTe Nokas

1 MUHYTa

UMkAMYHEIA nokas

Pucynok 240 — Komanaa JImuTeIbHOCTh ITOKa3a cIaiaa

BPEMSI OTO6pa>KEHI/IH cllalila MOXHO W3MEHHUTb HeImoCcpeaCTBeHHO BO BpeMd I10Kd3d

Ipe3eHTallui B aBTOMAaTHU4YeCKOM pexxrume.
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4.11.4.2 IIuxnugHBIH I0KAa3 pe3eHTauu

YT0OBI BKIIIOYUTH LUKJIMYHBIN ITOKA3 Ipe3eHTdllvH, BbIIIOJIHUTE Cliegyromnue e CTBUS:

1. Ha maHenu ymnpaBjieHUSI HOXMHUTe KHOIIKY H (Eme) u B BbINAJAlONIEM CIIHMCKe
BbIOEepUTe KoMaHly JITHTEeILHOCTD NTOKa3a ciaima (cMm. Pucynok 240).

2. B orobpasuBiiemMcs moaMeHIo 1mocTaBbTe ¢uiakok IMKINIHBINA OKa3.

YToObI BHIKJTIOUYUTH IUKJIMYHBIA TTOKa3, CHUMHUTE JaHHBIA (IIaXKoK.

4.11.4.3 HauaTh win 0CTaHOBUTD IeMOHCTPAIMIO IIPe3eHTalH

Yro0bl HaAYaTh JeMOHCTpAallUI0 IIpe3eHTdllMM B dBTOMATUYECKOM peXumMe, Hd IIdHeJIu

L

yIpaBJIeHUsI HAXKMHUTE KHOTIKY ) (BocnipousBenenne) (cM. PucyHok 240).

YToOBbl OCTAHOBUTH JEMOHCTPAIMIO IPe3eHTalluM, HAaXMHUTe KHOIKY m (ITay3a)

(cm. Pucynok 241).

Pucynok 241 — Knonka ITay3a

4.11.5 OTo0pa3uTh NaHeJb CJIAWI0B

Ecnu Bo Bpems nokasa npe3eHTalluu TpebyeTcs ObICTPO MeperTH K KakoMy-JIMOo ciainpy,
BbIOEpUTe ero Ha IaHeJM CJIai/IoB.

I[J'[ﬂ 9TOI'O BBIIIOJIHUTE ClIeAyrolune IEeHCTBUSL:

1. YTtobn1 OTKPLITH IIdHEJIb CIaM0B, Ha IaHeIu yYIIpaBJIEHU HAXMUTE KHOIIKY E

(Ocku3sbI caaipoB) (cM. PucyHnok 242).

Prcynok 242 — KHomnka OCKM3BI CJIaH0B
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2. IllemukoM MbIIIM BhIOEpUTe TpeOyeMbIi Cllaiij] Ha aHer cIaifoB (cM. PucyHok 243).

TUTYJIbHbIN

Pucynok 243 — [Ianens cnaiijoB

[Tanenb caliioB aBTOMAaTHYeCKU CKPhIBAeTCs C OKpaHa IPU BbIOOpe Ciiaijia.

Yr1obbl CKPHITH HaHeNb ClaiIoB 6e3 BbIOOpa Cjiaiifia, BBIIOJHUTE OJHO U3 CIIEAYIONMX
JIeICTBUI:

— IllesikHUTE MBIIIBIO 10 JTI0OOMY MeCTY CJlaijia 3a IipejieJlaMu IaHesu CJIaiIoB.

— Haxxmure KJIaBUIITY Esc Ha KJlaBHUaType.

4.11.6 Brigenenue 00LeKTOB Ha Cciaige

[Tpunoxenue «MoOduc I[1pesenTanuis» mpenocTaBiiseT BO3MOXKHOCTb MOCIeI0BATeIbHO
BBIJIEJISITh HA CJIakjle pa3iuyHble 00beKThl. [Ipu BhijleleHun OOBEeKT IMOJCBEYMBAETCS PAMKOM U
OCTaeTcsi YeTKWM, B TO BpeMsi KaK OCTaJlbHOe COJIep)KMMoOe Claijla CTAaHOBUTCS Pa3MbIThIM
(cm. PucyHok 244). JlaHHBIY peXXuM MO3BOJISIET JIETKO aKI[eHTHPOBATh BHUMaHHE ayIUTOPHUH Ha
OTNIeJIbHbIX O00beKTaxX Cjaifla, He 3aTpauvBas BpeMs Ha I[IOJrOTOBKY Ipe3eHTalluu C

dHMMHWPOBAHHBIMHU 3JIeMeHTaMH.
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Pucynok 244 — BeiienneHHbIM OOBEKT

4.11.6.1 BKIoUnTH WIH BBIKIIOYUTH PeXKUM (POKYCHPOBAHUS

OObekTbl Ha Cilalijle MOXHO BBIIENSTh B pexuMe (GOKYCHpPOBAHUS WKW C IOMOIIBIO
kiapuiu Shift.

YroObl BKIIOUHATH WJIM BBIKIIOUUTH PEXUM (POKYCHpPOBaHUS, HA IaHEeIW YIIPaBJIeHUS

HaXMUTE KHOIIKY (Pexxum ¢poxycupoBanusi) (cM. PucyHok 245).

Pucynok 245 — Knonka Pexxum ¢oxycupoBanus

Pexxum dokycrpoBaHsi aBTOMaTU4eCKU OTKJIIOUAeTCs [IPY BKJIIOYEHUH YKa3KU.
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4.11.6.2 BrigeuTh 00BLeKT

YroObl BeIJIETUTH OOBEKT Ha CJlaijle, BHIIOJIHUTE OAHO U3 CJIeYIONMX IeUCTBUM:

— Ecnu pexxum dokycrupoBaHus BKIIIOYEH, HAaBeIUTe KyPCOP MBIIIM HAa OOBEKT U IeJIKHUTe
10 HEMY MBIIIBIO.

— Ecmu pexxum ¢dokycupoBaHMSl BBIKJIIOUEH, HaBeJlUTe KYpCOP MBI Ha OOBEKT U

IIEJIKHUTE 110 HeMY MBIIIbIO, yaepkuBas kiaBuiry Shift.

OOBexT BBIJIEIUTCS paMKOU, U GOH 00BbeKTa CTaHeT pa3MbIThIM (cM. PucyHok 244).

4.11.6.3 BeiesuTs APyroi 00beKT

YToOB! BHIJIETTUTH APYTOM OOBEKT, BHIIOJTHUTE OHO U3 CIeIYIONINX JeHCTBUM:

— Ecnu pexxum pokycrpoBaHusl BKJIIOUEH, HaBeJIUTe KYpCOP MBI Ha Pa3MbITHIA OOBEKT.
Korjia o6BeKT cTaHeT YeTKUM, IIeJKHUTE 110 HEMY MBIIIBIO.

— Ecimu pexkum dokycrpoBaHUs BHIKIIIOUEH, HaBeJIUTe KypCOP MBIIIM HA Pa3MbIThIM 0OBEKT,

ynepxkuBas kiaBuiiry Shift. Korpa o65ekT cTaHeT 4eTKuM, MIeKHUTE TT0 HEMY MBIIIBIO.

Panee BbIJIeTIeHHBIN 00BEKT CTaHeT Pa3MBITbIM.

4.11.6.4 OTMeHuTH BEIZIe/IeHHe 00 beKTa

YTo6bI OTMEHUTD BhIfIeJIeHHe 00BeKTa, BBIMOJTHUTE OJTHO U3 CJIeAYIONUX JIeHCTBUM:

— Eciiu pexxuM GoKycHpoBaHUs BKIIIOUEH, IEJIKHUTE MBIIIBIO M0 BBIJIEJIEHHOMY OOBEKTY.
Ecnu pexxum pokycrupoBaHUs BLIKITIOUEH, IEJIKHUTE MBIIIBIO 110 BHIIEJIEHHOMY 00BEKTY,
yaep>xuBas kiaBuiy Shift.

— [lenxHuTe 1O CJIAKTy JIEBOM MJIM TIPABOM KHOMKOW MBIIIIH 3a TIpefiellaMi 0ObeKTa.

C obOBbexkTa CHUMeTCS BblJle/IeHue, U CJIai] CTaHeT YeTKUM.

4.11.7 Bximiountsb 3¢ ekt nepexona Mexay ciaaigaMmu

Jlns mpuBJiledyeHHsT BHUMaHUS ayJUTOPUM MOJXKHO HCIIOJIb30BaTh 3(P@eKkT mepexona —

BU3YaJIbHBIN 3ddeKT, KOTOPbIM BO3HUKAET MPU Mepexojie OT OJHOTO cilaijia K apyromy. JddekT

rnepexoa IMpuMeHseTcs U IIpyU IepeKIito4YeHnn CJIAaI0B BPYYHYIO, U B dABTOMdTUY€CKOM pEXXrNMe

ITOKAa3a IMpe3eHTalhu.
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YroObI BKIIIOUUTB 3PPeKT Iepexofia, Ha IlaHelIu yIpaBJleHUs HAKMUTe KHOIIKY H (Emxe)
M B BBII3JAoNEM CIHCKe TocTaBbTe ¢ruaxkok J¢PpPeKTsl mepexoma Mexay cjlaaigamMu
(cm. Pucynok 246).

YToObI OTKIIIOUNTB 3PPeKT Nepexona, CHUMUTe NJaHHBIN (IIaXoK.

Pexain goknagunka

YepHuliA 3KpaH

SddekTel Nepexoda Mexgy cnaingami

AnvTensHOCTE NOKaza cnainga

3apeplwKTE NoKas

Pucynok 246 — Komanga D¢ dekTnl nepexona Mexay ciiangamMu

4.11.8 Ilpeobpa3oBaTh Kypcop B YKa3Ky
Bo BpeMsi [1eMOHCTpalMyd IIpe3eHTallMd KypCcOp MBbIIIM MOXHO IIpeobpa3oBaTh B

BUPTYaJIbHYIO JIa3epHYIO yKa3Ky UJIM B JPYTOX 3JIeMeHT, [IPUBJIeKaloIIMi BHUMaHNe CiIylaTesien.

4.11.8.1 BKI1H0oYUTH WIH OTKJIIOYHTD YKA3Ky

YToOBI BKIIIOUUTH WX OTKJIFOYUTD YKa3KYy, BBITIOJIHUTE OJTHO U3 CJIeAYIOIUX JeHCTBUM:

— Ha nanenu ynpaBiieHUs1 H&XMUTEe KHOIIKY ﬁ (Yka3ska) (cm. Pucynok 247).

— Haxxmute coueranue kinaBuin Ctrl+L / $8Cmd+L Ha ki1aBuarype.

Pucynok 247 — KHonka Yka3ska

YKa3ka aBTOMaTHYeCKU OTKITFOYAeTCs IIpU BKIIIOYEHHWHU peXXruMd dbokycrpoBaHus.
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4.11.8.2 Be10paTh THI YKa3KH

[To ymonuanuto ykaska B IIpe3eHTalluy KMUTUPYeT KPaCHYIO JIa3epHYIO yKa3Ky.
YT0OBI U3MEHUTH TUII YKa3KU:

1. Ha maHenmu ympaBiieHHsI HaXXMHUTe CTpeJIKy CIpaBa OT KHOIIKU E (Yxka3ka)
(cm. Pucynok 248).

2. Ha oTobpa3zuBiieiics naHeiyd BbIOeprTe THI YKa3KH IIeTYKOM JIeBOM KHOIKH MBIIIIH.

Pucynok 248 — Beibop Tu1ma ykasku

4.11.9 YupasiieHne 3xpaHaMH B peXxuMe TOKJIagdHuKa

4.11.9.1 IloMmeHATH 3KpPaHbI MeCTaMH

B pexume OOKJIaA4WMKa MOXHO IIOMEeHATb MeCTaMH TpPAHCIAIKWI0 Ha OCHOBHOM H

AOOITOJTHUTEJIbHOM MOHHUTOPE. HHH OTOI'O Ha IIdHeJIh YIIPAaBJIEHUS HPGSGHTaHHEﬁ Ha’XXMHTe KHOIIKY

H (Eme) u B BhINaAaIOIIeM CIHUCKe BbibepuTe koMaHay IloMeHSITb MecTaMHM 3KpaHbI

(cm. Pucynok 249).
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MomMmeHATE MecTami FKpPaHE
':I'\'pl:rITI:r WMHCTRPYMEHTR! 4OKNad4Y1ES

YepHbiid 3kpaH

JpdekTel Nepexoga Mexdy clangamm

AnvTensHoCTE NoKasa cnalnaa

3a BEPLWWTE NOKa3

Pucynok 249 — Komanpa IloMeHaTH MecTaMu 3KpaHbI

KOMaHHa ITomenaTr MecTamMu JKPaHbI 0T06pa>1<aeTc51 TOJIBKO IIpHU HAJIW4YHUH

AOOIIOJTHUTEJIbHOI'O MOHHTOPA.

4.11.9.2 CKpBITH/0TOOPA3UTh HHCTPYMEHTHI KOKJIAJUUKA
Bo Bpems 1eMOHCTpaIMu Mpe3eHTallMid MOKHO U3MeHUTh WHTepeic dKpaHa JOKJIaunKa

Ha HHTepCl)eI;'IC OOBIYHOT O pexrnMa JeMOHCTPAIIHH. I[J'Ii[ OTOr0 Ha IIdHeJIn VYIIPpABJIEHU

npe3eHTalled HAaXXMHUTe KHOIKY H (Eme) u B BBINAJAIONIEM CIIMCKe BHIOEPUTE KOMaHy

CKpBITh HHCTPYMEHTHI JoKaaguuka (cM. Pucynok 250).

MomMeHATE MECTaMK 3KPaHE

CKpBITE MHCTPYMEHTEI! 4OKAa44YMKa
YepHbiid 3kpaH

JpdekTel Nepexoga Mexdy clangamm

AnvTensHoCTE NoKasa cnalnaa

3a BEPLWWTE NOKa3

Pucynok 250 — Komanga CKpBITH HHCTPYMEHThI JOKJIATYHUKa
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YroObl BepHYThCS K OTOOpakeHHIO WHTepdeiica NOKIaJuMKa, Ha TaHeIH YIIpaBJIeHUs
HPQSEHTaHHeﬁ Ha’XMHTe KHOIIKY = (Eme) 1 B BbIIIdJd0IIeM CIIMCKe BbI6epI/ITe KOMaHy

IToxa3aTh HHCTPYMeHTHI JoKIagunKa (cM. Pucynok 251).

lMokazate WH CTPYMEHTH! JOKNag4YK1Ka

YepHeIi 3kpaH

S dekTel Nepexona Mexay cnaiganim

JnuTensHOCTE NOKasa cnailja

3aBepWwWTE NoKa3

Pucynok 251 — Komanpa Iloka3zaTh HHCTpYMeHTBI TOKJIATUHKA

4.11.10 IlprocTaHOBUTH IEMOHCTPAIHIO IPe3eHTalu

HpI/I H806X0,I[I/IMOCTI/I II0Ka3 CJIaiJIOB MOXXHO IMPpUOCTAaHOBUTL: CKPbITb TEKYH_[I/Iﬁ (o 21701

npe3eHTaIlMy ¥ 0TOOPa3UTh BMECTO HEro YepHbIN 3KPaH.

JlJis 3TOTO HA MaHeN! yIpaBileHUs HAKMUTE KHOIIKY H (Emxe) 1 B BBINAJAONIEM CITHCKE
noctaBbTe ¢prakok YepHsblii 3kpaH (cM. Pucynok 252).

Ecim mokas CIIAaWJ0B BBLIMOJIHSUICA B ABTOMAaTUYECKOM DEXUMe, TO CJ'[EIFII[-H.IOY

o
OCTaHAaBJIMBAETCS U KHOIIKa . (ITay3a) MeHsieTCsl Ha KHOIIKY (BocmpousBeneHnue).

Pexum goknagunka
YepHeuli skpaH
JbdexThl Nepexoja Mexay caigami

AnvTensHOCTE NOKa3a cnailja

3aBeplunT NoKas

Pucynok 252 — Komana UepHslii 3kpaH
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Y100l BepHYThCS K AEMOHCTPALIMM TeKyIllero Cjai/ia, BBIIOJIHUTE OAHO W3 CIIeAYIOUMX

IelCTBUMU:

— Ha nanenu ymnpaBieHUs HaXXMHUTE KHOIIKY H (Eme) ¥ B BBINAAAIOIIEM CITHCKe
cHuMuTe Qrakok YepHsIii akpaH (cM. PucyHok 252).

— BrinosnnuTe mo60e ieficTBYe 1S Ilepexo/ia K NpeAblayleMy/clleqyIoemMy CIany.

— Ha nanenu HWHCTPYMEHTOB HaXMHUTe KHOIIKY H (BOCIIpOI/IBBEJIEHI/IE).

[Tpy HakaTM¥ Ha KHOIKY H (BocnipousBenenue) 1oka3 CjiaiioB BO30OHOBJISIETCS B

dBTOMATHU4YeCKOM peXxume.

— Eciu JEMOHCTpPAlHIO Ipe3eHTalluKn TPE6YETC$I IMpOAOJIXKUTDb He C TeKyliero, 4 C Apyroro

=
cllarja Ipe3eHTdlluv, Hd IIdHeJIM HWHCTPYMEHTOB HAXXMHUTE KHOIIKY (BCKI/IBI:I

CJIAMI0OB) U BbIOEpUTe TpeOyeMbli CJIal]l Ha IaHeJIy CJIaWJIOB.

4.11.11 3aBepmIuTH JEMOHCTPALMIO NPe3eHTAIUH

YroObl 3aBepHIUTh JIEMOHCTPAI[MI0 IIpe3eHTAaIlM{, BBIIOJHUTE OJHO U3 CJIeAYIOUMX

IelCTBUMU:

— Ha nanenu ymnpaBieHUs HaXXMHUTEe KHOIIKY H (Eme) ¥ B BBINMAAAIOIIEM CITHCKe
BbIOEpHTe KOMaHly 3JaBepHIMTh HoKa3 (cM. Pucynok 253).

— Haxxmure xiiaBuiny Esc Ha kiiaBuarype.

Pexiin goknagunka
HepHulii 3KpaH
S deTel Nepexola Mexay cnaiganm

JnmTensHoCTE NoKasa cnaiga

3a BEPLWMTE NOKaZ

Pucynok 253 — Komanzga 3aBepmuTh moka3
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5 COYETAHMS KJIABUIIL

B nanHoMm paspernie mpuBejieHbl coueTaHUs! KilaBuiil, ucnosb3dyemble B OC Windows, Linux

(cm. Tabmuny 10) u macOS (cm. Tabmuiy 11).

Taomua 10 — Coueranusa xkiasuia B OC Windows u Linux

CoueTaHye KJIaBHII Komanna HJIM IefiCTBHe

Paboma co caaiidamu

Ctrl+M;

BcraButh ciaiin
Enter
Ctrl+D Hyb6mpoBaths ciaiy

Ctrl+Shift+Crpeska BBepx

[lepemecTuTh Caiil B HAYAJIO

Ctrl+Crpenka BBepx

HEPEMECTI/ITB CJIaW[ BBIIIIEe

Ctrl+Crpenka BHU3

[lepemecTuTh Crai HIKe

Ctrl+Shift+Crpenka BHU3

[IepemecTuTh Claiizl B KOHeIl

Page Up;
Crpeinka BBEpX;

Crpesika BiieBO

[Tepexon k mpenbIIyIEeMy ClauIy

Page Down;
Crpeska BHUS;

Crpeiika BpaBo

[Tepexon k crepyomneMy Clanay

Home

[Tepexon k nepBoMy Calmy

End

[Tepexon k nocneiHeMy cranay

Ctrl+0 (#oOJIB)

YcraHoBUTh dakTUYeCKU MaciITab ciaiga

(100%)

Paboma ¢ o6vekmamu Ha caatioe

Ctrl+Shif+] [TepemecTuTh Ha TIepeIHUN TUIAH
Ctrl+] [lepemecTuTh Briepe

Ctrl+[ [TepemecTtuTh Hazap

Ctrl+Shif+[ [lepemecTUTDb HA 3aHUIM MJTAH

Ctrl+G ['pynnvpoBaTb 0OBEKTHI Ha CyIakze
Ctrl+Shift+G PasrpynnupoBats 0ObeKTHl Ha ciaije
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CoueTraHue KJIaBHIII

Komanpa nim geiicrBue

Paboma ¢ mabnuuamu

F2

[TepeiiTu B pexxuM pefaKTUPOBAHUS STUENKU

Tab;

Crpenka BIpaBo

BeimemmTs criegyomnyto ssaeiky TaoJmibt

Shift+Tab;

Crpenka BiieBO

Boinesmmts npeApiAymyo SsUerKy TabmIlbl

Crpeinka BBepx

BeinemTs siueiiky Bbliiie

Enter;

Crpenka BHU3

Boigemuts sueiiky Hinke

Home

Boienuth ﬁHEfIKy B Ha4ajie CTPOKHU

End

Boigemmts siueliky B KOHIE CTPOKU

Shift+Crpenka BBepx/BHU3/BIIeBO/BIPABO

BoimemuTh quamnasoH sdeek

Alt+A BcTaBUTE CTPOKY CBepxy
Alt+B BcTaBuTh CTPOKY CHUBY
Alt+L BcraButhb cTonberr ciieBa
Alt+R BcraButh cromnberr cripaBa
Ctrl+Alt+M OO0BeJUHUTD SYCUKU
Alt+Shift+M PasbeUHUTDL SUerKU
Ctrl+Alt+R;

Y iamiTh CTPOKY
Ctrl+—
Ctrl+Alt+U;

Y namuth cTosbernn
Ctrl+—
Alt+Shift+T Y pamute Tabauiy

IIpaBka codeprcumozo

Ctrl+X;

Bripesats
Shift+Delete
Ctrl+C;

Komnuposars
Ctrl+Insert
Ctrl+V;

BcraButh
Shift+Insert
Ctrl+S CoxpaHuTh
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CoueTraHue KJIaBHIII Komanpa nim geiicrBue

F12 (Windows);
Ctrl+Shift+S (Linux)

CoXpaHUTb Kak

Ctrl+Z;

OTMeHHTH TOC/IeJHee BHIIOJHeHHOe IeMCTBHe
Alt+Backspace
Ctrl+Y;
Ctrl+Shift+Z; [ToBTOPUTH pe3yabTaT OTMEHEeHHOTO JeMCTBUS
Shift+Alt+Backspace

Ctrl+Alt+Shift+V (Windows);
Win+V (Linux)

OTKpBITH paciIvpeHHbIN 0ydep obMeHa

Backspace Y maymTh OIMH CUMBOJI CJIeBa OT Kypcopa
Delete Y namTh OIUH CUMBOJI CIIpaBa OT Kypcopa
Cirl+Backspace Z;paégd;; 4acTh CJI0BA WM CJIOBO CJleBa OT
Cirl+Delete E;SCH:I)T; 9aCTh CJIOBA WIM CJIOBO CIIPaBa OT
Enter Hauats HOBBIH ab3a1l

Ctrl+Shift+ITpo6en BcraButh Hepa3pbIBHBIN MTpoben
Ctrl+Shift+— BcraButh Hepa3phIBHBIN deduc

Ctrl+Num - BcraButh kopoTKoe THpe

Ctrl+Alt+Num - BcraButh pymHHOE THpE

Shift+Enter BcraButh pa3psIB CTpOKU
dopmamupobBanue codepricumozo

Ctrl+B [MomyxupHbIit

Ctrl+I Kypcus

Ctrl+U [TomuepkHyThHIH

Ctrl+Shift+= Hancrpounbiii 3Hak

Ctrl+= [TogcTpouHbIf 3HaK

Ctrl+Shift+A Bce npomucubie

Ctrl+L BBLIDOBHATH TEKCT 110 JIeBOMY Kparo

Ctrl+E BBIDOBHATH TEKCT 110 [IeHTPY

Ctrl+R BEIDOBHATH TEKCT 110 IPAaBOMY Kpalo
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CoueTraHue KJIaBHIII

Komanpa nim geiicrBue

Ctrl+] BLIDOBHATH TEKCT 10 HIUPUHE
Ctrl+IIpo6en Ounctuth dopMaTUpOBaHUE

BuideneHue mekcma

Ctrl+A

Brigemts Bce

Shift+Crpenka BieBo

BoimenuTs 0iMH CUMBOIJI CJIeBa OT Kypcopa

Shift+Crpenka BripaBo

BreiemmTe oAMH CMUMBOJI CIIpaBa OT Kypcopa

Ctrl+Shift+Crpesnka BreBo

BIJIHGJII/ITB OZIHO CJIOBO CJieBd OT KypCopa

Ctrl+Shift+Crpenka BopaBo

BoimenuTh 0JIHO CJIOBO CIIpaBa OT KypCcopa

Shift+Home

BeimenmmTs coepxuMoe 0T Kypcopa A0 Hadaia
CTPOKHA

Shift+End

BeiesmThb cofiepkuMoe OT Kypcopa JIo KOHIa
CTPOKH

Ctrl+Shift+Crpesnka BBepx

PaC]_HI/IpI/ITb BblleJIeHre K Ha4daJly a6saua

Ctrl+Shift+Crpenka BHU3

PaCI_HI/IpI/ITb BbiejlieHrMe 1O KOHIId 8638.1_18

Shift+Crpenka BBepx

PacimvpuTts BblzlesieHre Ha OJIHY CTPOKY BBepX

Shift+Crpenka BHU3

PaCI_HI/IpI/ITb BblleJIeHre Hd OJHY CTPOKY BHH3

HBOﬁHOE Ha’kaTHe JIeBOW KHOTIKM MBIIIIH

BoimemuTh ciioBO

TpotiHoe HaXkaTHe JIeBOYM KHOTIKU MBIIITH

Broimenurs ab3alg

Haxarue 1eBO¥ KHOIIKY MBIIIHN U
nepeMmelreHre Kypcopa BBepx

BuimenuTs TekcT BBepXx

Haxarue 11eBO¥ KHOIIKY MBIIIHU U
nepemellieHre Kypcopa BHU3

BoimenuThs TeKCT BHU3

Ilepemeuenue no mekcmy

Crpenka BiieBO

Ha oguu cuMBOJI BiieBO

Crpesika BopaBo

Ha opun cumBo BIIPAaBO

Ctrl+Crpenka BieBo

Ha ogHO cjtoBO BiieBO

Ctrl+Crpenka BrpaBo

Ha OJIHO CJIOBO BIIPpAaBO

Crpenka BBEpX

Ha onHy cTpoky BBepx

Crpenka BHU3

Ha onny cTpoky BHU3

Ctrl+Crpenka BBepx

Ha navano npensigyiiero ab3arna

Ctrl+Crpenka BHU3

Ha nauaso cilegyromero 3638118
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CoueTraHue KJIaBHIII

Komanpa nim geiicrBue

Jlemoncmpauus npezenmauutu

Crpesnka BOpaso,
Crpeinka BHU3,

Page Down

F5 C Havama

Shift+F5 C Teky1iero cianaa
Ctrl+L Bxmouuts ykasky
[Ipo6enmn,

Enter,

[lepeiiTu k crienytoliemMy Clanay

Backspace,
Crpesnka BreBo,
Crpeika BBepX,

Page Up

[lepetiTu k penbIAyIIeMy CHANIY

JIpyaue couemanusa knaBuw

Ctrl+N Cosnarsb daiin

Ctrl+O OTKpHITH daiin

Ctrl+P OTKpBITh OKHO MMAapaMeTPOB CTPAHUIIBI U MTeYaTH
Ctrl+Shift+R CKpBITh WM 0TOOPA3UTh JMHENKU

Ctrl+K BcraBuTh ccbuiky

Ctrl+Shift+V BcraButs ccbuiky u3 6ydepa o6MeHa

Ctrl+/ OTKpBITh OKHO OBICTPBIX JIEMCTBUIA

F1 OTKpBITH CIIPaBKy MPWJIOXKEHHS

Haskatue mpaBoi KHOTIKM MBITITH

OTKpBITh KOHTEKCTHOE MeHIO BbIOPaHHOTO
aleMeHTa

Alt+IIpo6en

OTKprTb KOHTeKCTHOe MeHIO dKTUBHOI'O OKHad
IIPUJIOKeHH

Alt+F4

BHKprTb dKTHUBHOE€ OKHO ITPHUJIOKeHHs
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Taomunma 11 — Couyeranua kiaasum B macOS

CoueTraHue KJIaBHIII

Komanpa nim geiicrBue

Paboma co chaiidamu

{ Shift+$#8Cmd+N;

BcraButh ciaig
~Enter
#¥Cmd+D Hy06nvpoBath ciau

0 Shift+§Cmd+Crpenka BBepx

HEPEMECTI/ITB CJIau[ B Ha4aJo

F#Cmd+Crpenka BBepx

HEPEMECTI/ITL CJIaM]I BbIIIIE

F$Cmd+CTpenka BHU3

[TepemecTuThb caiiy HKe

© Shift+$6 Cmd+Crpesika BHU3

[TepemMecTUTh Caii/l B KOHEIT

Fn+Crpenka BBepx;
Crpenka BBepx;

Crpenka BiieBO

[Tepexon k mpenbIIyIeMy Clanuay

Fn+Crpenka BHU3;
Crpenka BHU3;

Crpeiika BpaBo

[lepexopn k cienyolieMy cianmy

Fn+Crpenka BieBo

[Tepexon k nepBoMy Calmy

Fn+Crpesnka BnpaBo

[Tepexon k nocneiHeMy clanay

#Cmd+0 (HomD)

YcraHoBUTh dakTUUeCKUi MaciITab ciaaiga
(100%)

Paboma ¢ o6vekmamu Ha caatioe

7 Shift+3Cmd+F

[TepemecTuTh Ha NepeJHUI IJ1aH

~-Option+{ Shift+3#Cmd+F

[lepemecTuTh Briepe

~-Option+{ Shift+3#&Cmd+B

[lepemecTyTh Ha3ax

© Shift+$6Cmd+B [IepemMecTuTh Ha 3aIHUI TJIaH
#¥Cmd+G ['pynnupoBaTh 00BEKTHI HA Cllakze
7 Shift+8Cmd+G PasrpynnupoBaTh 00BEKTHI Ha CJIakie

Paboma ¢ mabauuamu

Fn+F2

[TepeiiTu B pexxuM peaKTUPOBAHUS STUENKU

Tab;

Crpenka BIpaBo

BeimemmTs criegyonlyto saeiky TaoJmibt
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CoueTraHue KJIaBHIII

Komanpa nim geiicrBue

1 Shift+Tab;

Crpenka BiieBO

Breigemmts mpeabiaymyo suerky Ta0mist

Crpenka BBepX

Bhiemuts staeliky Bhile

~Enter;

Crpenka BHU3

BeinemTs si9eiiky Hubke

Fn+Crpenka BneBo

Buimemuth ﬂHEﬁKy B Ha4aJjie CTPOKHA

Fn+Crpenka BpaBo

BeiiemmTs Si9eliky B KOHIle CTPOKHU

{ Shift+Ctpeska BBepx/BHU3/BIEBO/BIIPABO

BoimenuTs nuama3oH sdeex

~cOption+A BCTaBUTE CTPOKY CBepxy
~-Option+B BcTaBUTB CTPOKY CHUBY
~-Option+L BcraButh cTonberr cieBa
~cOption+R BcraButs cronberr cripaBa
~Option+¥#Cmd+M OOBeIUHUTD TYeNKU
~-Option+ { Shift+M Pa3beuHUTh TYEUKU
~Option+3¥Cmd+R;

Y 1a/uTh CTPOKY
FCmd+—
~cOption+3Cmd+U;

¥ namith crosbert
FCmd+—
~-Option+ @ Shift+T VY namite Tabimiry

IIpaBka codepxcumozo

FCmd+X BoipesaThb

FCmd+C KonupogaTb

HCmd+V BcraButh

FCmd+S CoxpaHuTh

7 Shift+$8Cmd+S CoXpaHUTB KaK

$Cmd+Z OTMeHUTDb TOCJIeJIHee BBINOJIHEHHOe JleficTBUe
FCmd+Y [ToBTOPUTH pe3yabTaT OTMEHEHHOTO JeUCTBUS

~-Option+ @ Shift+&#&Cmd+V

OTKpBITH pacivpeHHbid 6ydep obmeHa
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CoueTraHue KJIaBHIII

Komanpa nim geiicrBue

Delete Y maymTh OIMH CUMBOJI CJIeBa OT Kypcopa
Fn+Delete Y namTh OIUH CUMBOJI CIIpaBa OT Kypcopa
#Cmd+Delete; VY manmithb 9acTh CJI0BAa WK CJIOBO CJieBa OT
~-Option+Delete Kybcopa

#Cmd+Fn+Delete; Y anuTh 9acThb CI0BA MM CJIOBO CIIpaBa OT
~cOption+Fn+Delete Kypcopa

~Enter Hauats HOBBIH ab3a1l

~cOption+ 1 Shift+ITpo6en

BcraButh Hepa3pbIBHBIN poben

#$Cmd+{ Shift+ — BcraButh Hepa3pbIBHBIN Aeduc
~Option+ — BcTaBuTh kopoTKoe THpe
~cOption+ 1 Shift+ — BcraButh pymHHOE THpE

{ Shift+*Enter BcraButh pa3psIB CTpOKU

dopmamupoBanue codeprcumozo

#Cmd+B [HomyxupHbIit

FCmd+I Kypcus

#Cmd+U [ToguepkuyTHIN

0 Shift+#Cmd+= Hancrpounslit 3Hak

$Cmd+= [TopcTpounbiit 3HAK

{ Shift+8Cmd+A Bce nmponuicHble

FCmd+L BEIDOBHATH TEKCT 110 JIeBOMY Kpalo
FCmd+E BBIDOBHATH TEKCT 110 [IeHTPY
FCmd+R BBIDOBHATH TEKCT IO NTPaBOMY Kparo
HCmd+J BBIDOBHATH TEKCT 10 IITUPHHE

A Ctrl+H\ OuucTtuTh GopMaTUPOBaHUE

Bbuidenenue mekcma

HCmd+A

BrigemmTs Bce

{ Shift+Ctpesnka BieBo

Breigemmts oiMH CUMBOJI CJIeBa OT Kypcopa
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CoueTraHue KJIaBHIII

Komanpa nim geiicrBue

{ Shift+Crpesika BripaBo

BoienuTh 0IMH CUMBOJI CIIpaBa OT KypCoOpa

0 Shift+8Cmd+Crpenka BieBo

BoimenuTs 0JIHO CJIOBO CJieBa OT Kypcopa

{ Shift+§8 Cmd+Crpenka BripaBo

BIJIHGJII/ITB OZIHO CJIOBO CIIpaBa OT KypCOpa

Fn+{ Shift+Crpenka BieBo

Bhiesuts cofepskuMoe OT Kypcopa 70 Havasia
CTpPOKHU

Fn+{ Shift+Crpenka Bopaso

Bhiesmts cofepykiMoe OT Kypcopa o KOHIa
CTPOKHA

@ Shift+» Ctrl+3 Cmd+Crpesika BBepx

Pacuuputs BelziesieHue k Hadasly ab3ana

@ Shift++ Ctrl+3 Cmd+Crpenka BHU3

PHCI_HI/IpI/ITb BBIJIeJIeHHe 10 KOHIIa ab3ara

{ Shift+Crpeska BBepx

PacivpuTs BblllesieHre Ha OJIHY CTPOKY BBepX

{ Shift+Ctpenka BHU3

Pacumpmb BblleJIeHre Hd OJHY CTPOKY BHH3

HBOﬁHOE Ha’kaTHe JIeBOW KHOTIKM MBIIIIH

BoimemuTh ciioBO

TpotiHoe HaXkaTHe JiIeBOYM KHOTIKU MBIIITH

Broimenurs ab3alg

Haxarue 1eBO¥ KHOIIKY MBIIIHN U
nepeMmelreHre Kypcopa BBepx

BuimenuTs TekcT BBepXx

Haxarue 1eBO¥ KHOIIKM MBIIIHN U
nepemellieHre Kypcopa BHU3

BoimenuThs TeKCT BHU3

ITepemeutenue no mekcmy

Crpenka BiieBO

Ha oguu cuMBOJI BiieBO

Crpesika BopaBo

Ha opun cumBo BIIpAaBO

F#Cmd+Crpenka BieBo

Ha opgHo cioBo BieBo

#Cmd+Crpeska BpaBo

Ha opmno cioso BIIPABO

Crpeinka BBepx

Ha oniHy cTpoky BBepx

Crpenka BHU3

Ha onny cTpoky BHU3

#$Cmd+CTpenka BBepx

Ha nauano npegsigymiero ab3ama

#Cmd+Crpenka BHU3

Ha nauasno cilegyroimero 3638118

Hemoncmpauus npezenmauyu

0 Shift+3#Cmd+#*Enter C Havama
#Cmd+*Enter C Teky1iero cianaa
FCmd+L BrmrounTts ykasky
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CoueTaHne KJiaBHIII Komanpaa nim geiictBue
[IpoGenn,
Enter,
Crpesnka Bnpaso, [TepetiTu k criegytomemMy Clanmay

Crpeinka BHUS,

Fn+Crpenka BHU3

Delete,

Crpesnka BrieBo,
[lepeiiTu k IpegpIyLIEMY ClIANAY
Crpeska BBepx,

Fn+Crpenka BBepx

JIpyaue couemanusa knaBuiu

FCmd+N Cosznarse daiin

#Cmd+0O OTkpbITh daiin

$Cmd+P OTKpBITh OKHO TTApaMeTPOB CTPAHUIIBI ¥ TIeYaTH
0 Shift+§8Cmd+R CKpBITh WIM 0TOOPA3UTh JIMHEeUKU

FCmd+K BcTaBUTE CCBIIKY

© Shift+#Cmd+V BcraButs ccbuiky u3 0ydepa o6MeHa

FCmd+/ OTKpBITH OKHO OBICTPBIX AEHCTBUN

Fn+F1 OTKpBITh CIIPAaBKy MPWJIOXKEHHS

OTKprTb KOHTeKCTHOe MeHIO BbI6paHHOFO

HaskaTue mpaBo¥ KHOTIKM MBITITH
aNieMeHTa

#¥Cmd+Q 3aKpbITh aKTUBHOE OKHO TTPUJIOXKEHUS
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