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Bce ynoMsiHyThle B 3TOM JOKyMeHTe Ha3BaHMsI NIPOAYKTOB, JIOTOTHUIIBI, TOPIrOBble MapkKu U
TOBapHbIe 3HAKW IIPUHAJIeXXaT UX BilajlellblaM.

Tosapusble 3Haku «MoitOduc» u «MyOffice» npunamnexxar OO0 «HOBBIE OBJIAYHBIE
TEXHOJIOT'MW».

Hwu npu kakux o6CTOSITeNbCTBax HeJlb3sl MCTOJIKOBBIBATD JIOO0OE COfep KHMOe HaCTOsIero
JIOKyMeHTa Kak IpsIMOe WM KOCBEeHHOe IIpe/loCTaBjleHre JIMIIeH3UH WK IpaBa Ha UCII0JIb30BaHMe
TOBapHBIX 3HAKOB, JIOTOTUIIOB WM 3HAKOB OOCIY)XMBaHWs, IpHMBelleHHbIX B HeM. Jltoboe
HECAHKI[MOHMPOBAaHHOe MUCIIO/Ib30BaHWe 3JTUX TOBApHBIX 3HAKOB, JIOTOTUIIOB WM 3HAKOB

obciyxuBaHus 63 MMCbMEeHHOTO pa3pellleHust UX paBoo0IIajaTelis CTPOro 3arpelleHo.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2023 3



MonOdonc

COIJEPKAHUE
B0 175105 (0 2 i (2 . - 14
| 3 3 (<32 1 (TP PRSP 14
1.2 CHCTEMHBIE TPEOOBAHMS «....uvveeisvveessteeessteeessteessssesssssesssssesssssesssssesssssesssssesssssesssssesssssessnssesssssees 14
1.3 OTP@HMUEHYS ...ttt sitie sttt st s e e b e st e an e s e e e sne e s e e ane e e n e e nreenneennns 15
1.3.1 OrpaHUYeHUS HA DGOPMAT PAMIIOB ....uvvieisreiesrieessieessseeessseessssesssssesssssesssssesssssesssssessssenans 15
1.3.2 Tlognep>KUBaeMbIe SI3BIKA MHTEPMEMCA. 1. .vvieruveiersreeesiresesiseesssseesssesssssesssssesssssesssssessnnesans 15
2 TIOZITOTOBKA K PADOTE cuemrrumrrsnmsssmsesnmsssmsssnnsasnssssmsasmssssnsesnsssnnsasmssssssesnssssnsesnssssnsesnsssnnsesnnsssnsesnnssnnns 16
B A0 =) < (0] 3 F PSP TPRPP P 16
G - 144 0) PP PT TP URRTRIN 17
2.3 JIUIICH3VIOHHOE COTTIAIIICHUEC ... .eeeseierrruenssesesssesssssassssesssssssssasasssesssessssssnsssesssessssssssssessesesssnns 18
G 30205 e 01111 7 19
T B ) €51 3 (oI 0) 24 (0 U PP PP RO PP 19
I N V=15 112 (0 1B (< 5 10 JU T 20
3.2.1 MEHIO CDAMII) 1..uvviieeiiitiieeesittee e s sttt e e s sttt e s s st e e s assbe e e e s eabb e e e e e anbb e e e e e sbe e e e e enbnee e e e annbeeeeennnees 20
3.2.2 MEHIO «IIPABKA ...vvviiiiiiiieeiiiiie e siitie e sttt sttt e e s st e e e et e e e e s asn e e e e s annbe e e e e nnnees 23
3.2.3 MEHIO «BCTABKA....cuuviiiiiiiiiiee ettt ettt ettt st e st e e st e e s nn e e e nn e e e nnne e s e 25
3.2.4 MEHIO «DOPMAT) ....veeuviieeiiestisiee st et sie sttt se e s bttt eab e e bt e e s be e b e e e be e neennenneenns 27
G Y =) & 0 TRCA =15 )87 6 = 1 31
3.2.6 MEHIO «JIAHHBIEY ......uvvvreiieeeeiiiiurtreeeeeesssasittreeeessaesssaastssessesessssasassrsssessesssssnssssesseesassannns 33
3.2.7 MEHIO «MTHCTPYMEHTBD) .....ccuveeiuriereesireeseesieeassee s aseesseesneesseesneesneeasneesmeesneesneeanneenneesans 34
G S Y =) 2 {0 TRCE 37 1 5 S 35
3.2.9 MEHIO «OOIITUM JIOCTYII ..eeiuvvreaurreestreesseeesseeesseessseeessseesssseesssseessssesssnsesssssesssssesssnsessnes 36
3.2.10 MeHIO «HATCTPOMKII) .....eeiviieiiiieiieie et s ittt ettt e e e e nn e e ennee e e 36
3.2.11 MEHIO «€CTTPABKA +1uuvveieeiirreeesssteeaesstaeeesssssseeesasseeeesssssseessassseeessansseesssnssneessanssenesssnsens 37
3.3 11AHEIID MHCTPYMEHTOB ...ccuvviiiurrieisreissusesssssesssssesssbsessssssssesssbesssbe s s sabe s s sane s s sab e s s sbn e s s enneesnnaeeaa 38
3.3.1 CKpBITb UM OTOOPA3UTD HAZBAHUS PABIETIOB .....eveeureersreesreessreareessnessneessnesreessessnesssessnns 38
3.3.2 CKPBITb WJIA OTOOPA3UTD PABJIEITBL.....eeeuteeesureresuseessusessssseessssesssssesssssesssssessassesssssesssnnessanes 39
3.3.3 I3MeHUTb pexkuM O0TOOPa)KeHU sl TAaHEIA MHCTPYMEHTOB .......ceoreerseeereesseesneessnesnsessnneanns 40
3.3.4 Pa3[esibl TAHEITA MHCTPYMEHTOB........veiueeteesressresseesesssesseessesssesseensesnsssseessesssessesssessesseesses 42
0 T/ o= T 3 (=) RS 2221 % 1 0 SRR 42
TR A o e 31 (=N R B 0123 20 TSP 44
3.3.4.3 PasImesm «LLIPHMDT ...cveieeiiiieiieesieee ettt 46
3.3.4.4 Pazniern « BDIDABHUMBAHME ........cccuiiuieiieiiiiasieeaieesiee st e siee st e sseesnneesnnasneesnnesneesnee s 49
I T o= Yo 31 (=1 (A b (o) (0 FUUTUTR R 51
G O o= Yo 31 (2 R0 ¢ A (=17 024 %0 TUTTT TR 52

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2023 4



MonOdonc

GG T/ o= 31 (1) RO =1 212 125 (=) S
3.3.4.8 PasIesT «BCTABKAY ......ceiiiiiieiieeeeeeeeeeee ettt ettt ettt ettt ettt e ettt et e e e et e e e e et e e e e e e e e e e e e e eeeeeeereeees
3.3.4.9 Pa3es « CBOMHAT TADIIHIIA ...ceevveeeeeeeeeeeeeeeeeeeeeeseeseeeeeseseeeeeeeeeeeseeeeeeeeereeeeereeereeereeeeens
3.3.4.10 Pazmest «JIAATPAMMA .......ccicuieiueriiieniiesieesiee st et e e sieeabeesseesneeesaeesnbeesbeesnneesneeenes
3.3.4.11 Paznein «MIBOOPAKEHIE) .....cvveiuerireesierssieessessseessesassaessessssesssesassessssssssessssssnsesssneanns
TR TR DA = e () R 2 T4 0T SRR
GG T B30 o= 31 (= AR =101 07010 ¢ 1 R
3.4 CTPOKA DODPMYUT 1.vteuvveiureesieesiesasseessseassesssseassesssssassesssssassesssssansesssssansesssssssesssesasessssssnsensssennsenss
IR 810) 000 ;T T B 0 21 2 (=N Y TP PP PPPRPP PP
GO T B3 20 €= 110207 011 (o X0 ) TN
3.7 CTPDOKA COCTOSHUIS «..vvvveeesstereessusseesssssssesssassssessasssssssaassssesssnssssessanssssessansssesssnssssssssnssnesssnssnnes
3.8 OKHO OBICTPBIX JIEHCTBHI ...vveeiuvveessseeesssesssssesssssesssssessssssssnsssssssssssnsssssnsesssssessssesssssessssesssssennns

3.9 SIBBIK IIPHIIOMKEHIS ...ccuvveereeiueeenreessee et e sseeeneesse e e e sse e e sneesmeeaaneenme e e ne e sme e e s e e ameeanneennneanneesnneenneeas

4 Pa00Ta B TADTTHTHOM PEIHAKTOPE ceuuurrsumsssmsssnssssnsessmsasassssstassssssnsssassssssessssssnsesnssssssesnsssnnsesnssssnsesnns

VA WA U237 (o =3 £ Qo121 7 0 =1 (PP
O B R 031 s S (0T 17 ) RO P PR
4.1.1.1 C momotipio [TpOBOTHUKA WINAOWS .....vvveiiiiiiiiie i siie et
4.1.1.2 TIpH BXOJIE B TIPHIIOMKEHIIE ....vveesvveeesiresassseessssesssseesssssssssesssssesssssssssssesssssesssssesssssessnsns
4.1.1.3 Bo BpeMst PAOOTBI B IIPHITOMKEHMI.......cc.vverreenresseessesssesseessesssesseessesssssseessessnesseessesnnens

A WV OFoTcDiv: w311 100 (0 A0 Y: ) % 1 - H PPN
4.1.3 Co371aTh DAMIT H3 TITADITOHA 1...vvveevresasiressseesssseessssssssssssssssessssesssssesssssessssesssssesssssessnssesnns
4.1.4 OTKPBITD DAL ...ccuvtiieetieieeieeste ettt sttt sttt s b et s e e ke e st e e e s be e b e e e e e b e eneennenneenne e
4.1.5 OTKPBITb HETABHUE JIOKYMEHTDI ......vveeureesureasseessreasesssseassesssseassessnsesssesssseessessnsessssssnsesssns
4.1.6 OTKPBITD PANIT B IPYTOM TIPHIIOMKEHUI «....veveereeeeneeesieeasseesnseessessnsesssessssesssessseesssesnsessnns
4.1.7 COXPAHUTD DAMTT....euveveerieeieesieetesitessee st et sbe et e s be e b e e e s be e b e e e e a b e e b e ennenneenne e
4.1.7.1 COXPAHHUTD KAK....e.uveteenrerseeseessesseesseassesssesseassesseesseassesseesseassesssessesssssseensesssessesssesnenns

L Y B 00 4 =) 1% 1 & RSP
4.1.7.3 ABTOCOXpaHEHHE U BOCCTAHOBIIEHUE JTIOKYMEHTA ... .c.vvenreenrerseessessresseessessnesseessesnnenns
4.1.8 OTIIPABUTD AT TIO TIOUTE .....veeuviererreesrensresseessesssesseessesssesseesesssesseessessnesseenessnesneensessnenns
4.1.9 VIMITOPTHPOBATD AT ...eeuveeieeautiesieeeteesiseesteessseassessseeesseessseesseessseesseessseessessnseesneesnneessnns
4.1.10 DKCIIOPTUPOBATD DAL ......verveeutiauresteetesseesseessesssesseessesssesbeessesseesseessessnesseenesnnesneennennee e
4.1.11 3QAIITHITA TTAPOTIEM ...c.uveeeeeasteesieeasseesseeassesssseassesssseassesssseassesssseessessssesssessnsesssesssessssssnsesssnes
4.1.11.1 VCTAQHOBHUTD TTAPOIID -..cuuveeuteesureasseesseeanseesuseasseessseasesssnsasessssessseesssssnsessssssnseessnsanseens
4.1.11.2 PeJAKTHPOBATD TTAPOIIB .....veeuveseesseessesseesseassesseessesssesssessesssesseessesssesseessesnsesseessesnsenns
4.1.11.3 VIQITUTD TTADPOIID. . ..eeuveesueeesteesseeassessseeansessssessesssessssesssessnsessssssnsessssssnsesssessnsesssesansenss
4.1.11.4 OTKPBITD JOKYMEHT C TTAPOTIEM....ccuuveaureerurernseesseeansesssneaseessseasseesssssnsesssssansesssneansenss

4.1.12 PaCIICUATATD JTIOKYMEHT .....veeruveesteesseeassessssesssessssesssessssesssessssesssessssesssessnsesssessnsesssessnsesssees

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2023



MonOdonc

4.1.12.1 Be3 BXO/IA B TIPHITOMKEHUIL. .......veeuveesueeanteesueeaseesueesssesssssansesssssssessssesnsessnsssnsesssneansenns 90
4.1.12.2 Bo BPeMsI PAOOTBI B TTPHIIOIKEHHU . ......uveesreesseesseessseessessnsesssesassesssssssesssessnsessssesnsenss 90
4.1.12.2.1 BBIOOD OBTIACTH TTETATH ..vvevveevreesreessreassesssseessessssesssessssesssessssesssessnsessssssssesssnes 90
4.1.12.2.2 Tleyathb C Ipe/iIBAPUTETIHHBIMU HACTPOMKAMIY .......veveerreriresreerenseesseessesnesseennens 95
4.1.12.2.3 BBICTDAS  TIEUATD ..veeuvveerreesessssesssesasseessessssesssessssesssesasesssesssesssesssesssessnsesssesanns 100

O B B R 124 0) 2 151 72 (SRR 101
4.2 J1eficTBUS C TICUKAMU, CTOJIOIIAMU M CTPOKAME ....ccvveereeeasreestesssseesseesnseessesssesssessnsesssessnseens 102
4.2.1 PaCITUPUTD PABOTYEO OOITACTD ..uvvverveessreeseessseessesssseessesssseessesssesssesssesssnssnsesssssansesssssanns 102
4.2.2 BBIIETUTD JUATIAB0H TUCEK ... .eesesesesesssesssssasssssssssssssssssasssasssssssssssssssssssssssssssssasssessssesenns 103
4.2.2.1 BuiIeTUTh MTPOU3BOIBHBINA JUATTAB0H STUCEK .....eeverueeeserrureessesasseessessseessessnseessessnns 103
4.2.2.2 BBIIOTTATD BCE STUCTIKU JIICTE +vvvuuueeeesseessssnnssssesseessssnnnssssesseessssnsseeesseessssmnnreeeesreenn 104
4.2.2.3 CHSATD BBIIICIICHIIC .vvvuueeeeeseessssnsssssessesssssnnsssssssssssssnsnssssesseessssnntseeesteessssmnnreresreenn 105
4.2.3 OOBEIUHUTD U PASBEIAMHUTD STUEHKH ... .eeveiiueeeseessreesseesseeessessseessesssesssessssesssessnsesssessnns 105
4.2.3.1 OOBEIOUHUITD SUCTIKI .. . eeeeeteessssnsssssesseessssnssssessssssssnnnsesesseessssnteeesseesssmrreereeen 105
4.2.3.2 PABBOMUHITD SUCHIKH .....coeeeteeerssnsssssessesssssnnsssssssesssssnnnsssesssessssnnnssseesseessssnmnreesesreenns 106
4.2.4 Anpecaryis T9EEK U TAATIA30HOB STUCEK ....vveuveerversureessesssseessessseessessssesssesssesssessnsesssessnns 107
4.2.4.1 Anpecarmust TIEEK B CTHIIE Al ..ciuiiiiiiiiiiie ittt snne e 108
4.2.4.2 Anpecarmust staeek B CTAIIE RICT ..o 108
4.2.4.3 AZTPECATIUST JTAATIAZ0HA ... vesvveenreessreassessueesssesssseessessssesssessssesssesssesssessnseessessnsesssessnns 109
LN Oy 0); (9]0 8 7 Sy § 010) 24 % SO TP 110
4.2.5.1 BBIIETTUTD CTOJIOEIT UITH CTPOKY +...vveeureesureasseessreassesssneesseessseessessssesssessnseessesansessseesnns 110
4.2.5.2 BuIIeNIUTH TUATIA30H CTOJIOTIOB HMITH CTPOK ..vvveesteesueeestessuseessessssesssesssneessesssesssessnne 110
4.2.5.3 U3MeHUTDb pa3Mep CTOJIOIA HITH CTPOKH ..vevuvveessvreessseeesseessssesssssessssessssessssesssssesnns 111
4.2.5.4 CKPBITb CTOJIOCIT AJTHL CTPOKY .. ..teesveeuseesureasseessseassesssseessesssseessesssesssessnseessnsansessnsesnns 112
4.2.5.5 T10Ka3aTh CTOOEI] HITH CTPOKY +...veuvverrerseeseessesssesseessesssesseessesssesseessesssssssessesnsessnenees 113
L Y ST 5 Y0 = V=37 4 0 01 (0 6125 (A 113
4.2.5.7 BCTABUTD CTPOKH ..ecuvvieiuteeesssesssssesssssesssssssssssesssssssssssssssssssssessssesssssesssssesssssesssssesans 115
4.2.5.8 3aKpenuThb CTONOITbI, CTPOKU HITH OOJTACTD ...uvveerreerureeteesureessesssseessesssseessesssesssessnne 117
4.2.5.8.1 3aKpenUTb CTOJOIBI MITA CTPOKH ...c.uveuveereesresiresseesesseesseesesseessessesssessesssesnsenns 119
4.2.5.8.2 3aKPEITUATD CTOJIOIIBI M CTPOKH ....vveuuveerteesureesseessneesseesnseesseessseessesssseessessnseesnnsanns 120
4.2.5.8.3 3aKPEITUTD OOJTACTD ..e.uveuvverrieseesseesseessesseesseessesssesseessesseesseenesssesseenesnnesneesesneenns 121
4.2.5.8.4 CHSTD 3AKPEIITIEHUIE ........vevieueerseeteessesseesseensesssesseessesssesseensesssesseessesnsesseessesssenns 121
4.2.5.9 I'pynimiupOBATh CTOTIOIIBI MITH CTPOKH «...vveeuveesreateesuneaseessseessesssseessessnseessesssesssnssnns 122
4.2.5.10 YIQITUTD CTOOIIBI FTH CTPOKH «..vvevveesieeessessseesssessssesssessssesssessssesssessssesssessnsesssessnns 124
4.2.6 OUIHTPAIIMS X COPTHPOBKA «...vveuveeureseesseessesieesseesesssesseesesssssseessesssesseessesssesseessessssseenses 125
4.2.6.1 OnpepenuThb AUANa3oH GUIBTPAITAN U COPTUPOBKH .....ccouveerreerreenieesreesseeaseessnesnns 125
4.2.6.2 ABTOMaTHUYECKOE OTpeJieieHue uara3oHa GpUIbTPai U COPTUPOBKM ............... 126

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2023 6



MonOdonc

4.2.6.3 DUITBTPAIIHS ... vveeueeesueeanteesieeesseessseasessaseaseassseaasesssseaasessaseeasesasseeasessnseessesssesssnssnns

L R 010)3(0):3) (213 17 (S (2) M1 2y o SRR

L TS O] 0 715101 232 SRR
4.2.6.6 3aBepiieHue paboTHI C IMAaNIa30HOM PUIIBTPAIIUUA U COPTUPOBKH ......vevvvenreererieenees

/G TN =37, (o =17 0 0B 17 (0 =1, 1 ST
4.3.1 BCTABHUTD JIHICT ..veeveeiuvieseessseasesssssessessssesssesssseessessssesssesssseesssssnsesssessnsesssesansesssssansesssssnnes
4.3.2 T1EPEHMEHOBATD JIHICT ... ccuveeuvesseesseessesseesseessesseesseessesseesbeenesseeabe e bt assenbe e b e ssnenbe e b e annenneenns
4.3.3 CKDBITb HTA OTOOPABHTD JTIHICT v vvvvesveessseessesssseessessssesssessssnessessssesssessnsesssssansesssssansesssssanns
4.3.4 JTYOITPOBATD JTHCT ...vvveveessteesesssseessesssseessessssesssessssesssessssesssessssesssessnsesssesansesssesssesssssnnes
4.3.5 TIEPEMECTHTD JIHICT ....veveeatieutesseesteessesseesse et sie ettt s s sb e n s s e e b e bt s e s b e e bt s e nb e e b e snnenneenns
4.3.6 IBMEHUTD MACIIITAD JTFICTA .vveevveeesreeesrresssseesssssssssesssnsssnsesssssesssssesssssesssssesssssesssssessnsses
4.3.7 CKpPBITb WIHA OTOOPA3UTD HYJIEBBIE BHAUCHUS «...vvevveerreesnreesseesnseessessnseesseesnseessessnseessessnns
L/ TS T3 = 11174 30 17 (o A
LISy (ouy) 70 eI 15 150511 % SO,
L R 3= Ye Y1 Q01 121 < 2 0.3 o G
4.4.1.1 BBECTH JTAHHBIE B STUEHKY ....vveeuveesureastessueessessssesssesssseessessssesssessnsessssssnsesssessnsesssessnne
4.4.1.2 ABTOPACITIMPEHUE STTEEK ...euvvvresressssressssressssessseeesnssssssesssssessssessssesssssesssssessssesans
4.4.1.3 [1maBaro1iee OKHO PETAKTHPOBAHIS «....uvvrersreessseeesseeesseessssesssssessssessssessssessssesans
4.4.1.4 ABTO3AIIOITHEHIE STUCEK ....eevveeureesueeantessueeasesssseessessssesssessasesssessnsesssessseessessnsesssessnns

4.4.1.4.1 ABro3amnosHeHHe siueek 110CIe/I0BaTeIbHOCTSIMU C apudMeTHYecKon
00100 1 8= 1 % 1

4.4.1.4.2 ABTO3amIONTHEHHE sTYeeK MOCIIeI0BaTeIbHOCTSAMU C TeOMEeTPUIeCKOM
1118101 810003 % (=) (TP

4.4.1.4.3 OCHOBHBIE TIPUHITAIIBI ABTO3ATTOITHEHUS TTEEK ... vveereesreesneeesieessreesseessesseeesnns
4.4.1.5 BCTaBUTD TEKYITYIO JHATY UITH BPEMSI.....veveenreauresseesesseesseessesssesseessessnesseensesnnessnenes
4.4.1.6 Boipe3aTb WIH KOITAPOBATD JAHHBIE ......vvvessveesieeessesssseessssessssessssessssessssesssssesans
4.4.1.7 BcTaBuTh MOC/IeIHHE BBIPE3aHHBIE UK CKOITUPOBAHHBIE IAHHBIC.......ccivveereeereennes
4.4.1.8 BcTaBUTDb HaHHBIE U3 PACIIUPEHHOTO OY(PepPa OOMEHA ......cvvevvirveeririeesieesieeee e
4.4.1.8.] BCTABUTD JTAHHBIC. .. .ceeteeetutusssesesseessssnssssesseessssnnssssessesssssnnssesesseessssnmnrereeeseeens
4.4.1.8.2 O4UCTUTH UCTOPHIO PACITUPEHHOTO OYPEPA OOMEHA......c.vevveveenresieerieeee e
L IS I 0107 01 €21 < 1 0 23 (=
4.4.2 PA3HOBUITHOCTY JTAHHDBIX .....eeeeeeeesssnsssssessesesssnnssssesssesssssnnsnsessssssssssnnnnseesessesssssnmnsereeeseeens
L T 7 0003 1 €21 5023 -
4.4.2.2 DOPMATBI JTAHHBIX . ..veeuvveasteessreasesssesassessssesssesssseessessssesssessssesssessnsesssessnsesssessnsesssessnns
L R O 1) 111 1 G
Y 1 (o)) (o YRS PSR
4.4.2.2.3 JICHEIKHDBIM. .. .eeeeiiiureeeeeitreeeessisseeessassseessasssessssassssesaassssessssssesssssssssssssnsseseesanssenes

4.4.2. 2.4 DUIHAHCOBBIM c.cvvvuteeeeeeeeeestaesseeeeseeesssaassssesseessssnnssssesseessssnnssssesseessssnnnsseeesseenns

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2023



MonOdonc

4.4.2.2.5 J1ata, BpeMs, J1aTa F BPEMS......ccuiiuiaiuiiiiiesieeeieesiee st e sieeseeesaeesseesseeseeeseee e 152
4.4.2.2.6 TTDOIIEHTHBIM .....veivveeieessreessessssesssesssseessessssesssessssesssessssesssessnsessssssssesssessnsesssesanns 153
L 11 01010) 1 1 PSP SPR 154
4.4.2.2.8 OKCIHOHCHITMATIBHDIF ....coeeeeeeeeeeeeeeee et ettt e e e et e e e et e e e et e e e e e e e e e e e e e e e i e e e e e e e e e e eeeeeeeeneeeneeeees 154
4.4.2.2.9 TEOKCTOBBIM ....ccuviueeteestesieesteestesieesteessesseesaeessesseesbeenbesseesbeentesseesbeenbesnnesaeenneenne e 155
4.4.2.3 OTIpeEITATD DOPMAT STTEHKH ....vvevveesreessreesseessseassessssesssessssesssesssesssessssesssessnsessseesnns 156
4.4.2.4 HAaCTPOMKIU DOPMATOB........ceveerieuriiteesteeeesseesseasessee st sssesse e s ssnesme e b sssesbeesneannesneenas 157
4.4.2.4.1 TTapaMeTpbl GOPMATA «UHICTION ...vvivurierieriireesiiesieesieesseessessseesseesseessessnseessneanns 158
4.4.2.4.2 TTapaMeTpbl GOPMATA «LIEHEIKHBIF ... vveiuveesieesieesieesseesseesseessessssesssessseessessnns 159
4.4.2.4.3 [1apameTpbl GopMaTa «DUHAHCOBBIFD .....ccviriririeerisiresreeiesieesseesneseesneesse e 160
4.4.2.4.4 Tlapametpnl dopmatoB «JlaTay, «BpemMs», «JlaTa ¥ BPEMMD) .....evvvveeeiveeiiinenns 161
4.4.2.4.5 TlapameTpbl GopMaTa «IIPOIIEHTHBIHD ....cccvveevivieiiiiesiiieesieessiseessineesssnessnsneenns 162
4.4.2.5 YBETUYNTD WIN YMEHBITUTD PA3PSITHOCTD «...vevveseesteesresseessesssesseessesssesseessessnesseenss 163
4.4.2.6 TexkcroBoe GOPMATUPOBAHUE POPMYIT ML UHCEIL....cervveerreerureessessnneessessneesseeaseessnesnns 164
L/ B I 11 (=] 0 olon 2 1) 124 7 SRR 165
4.4.3.1 BCTABUTD COBIITKY ...veuvveutieuristeesseassesseessesssesseessesssesseesnesseesseessessnesneensessnesseennesnnesnnennas 165
4.4.3.2 PETAKTUPOBATD COBUTKY .. .veeureaureessreasseesuneasesssseassesssssessesssseessessseessessnseessessnseessessnns 168
4.4.3.3 TIEPEIATH TIO COBIITKE w.vvvevvreesstesssssesssssesssssesssssssssssssssssssessssessssesssssesssssesssssesssssesnns 169
4.4.3.4 KOTIPOBATD COBUTKY ...uvtiuviteesiassesseesesssesseesseassesseessesssssseessesssesneessesssesssensesssesseennes 169
L o1V (< 124 Z S TSP PR PR PP 170
4.4.4.1 COBMATD BAMETKY ....uveeueeaureesureaiseesseeaseessseaseessseassesssssasesssseessesansesssessnseessessnseessessnns 170
4.4.4.2 PETAKTHADOBATD BAMETKY ....e.vveteeuresseessensnesseesseasesseessesssssseessesssesseessssssesssessessessnesnes 172
4.4.4.3 YITATTD BAMETKY ....veeiueeauteesureaseessseaseessseaseessseassesssssasessssesssessnsesssessnseessessnseessessnns 173
4.4.5 TIDOBEPKA TTPABOITHCAHISI. ...veuvveeessressssseessssesssssesssessssssssssessssesssssesssssessssessssesssssessnsses 173
4.4.5.1 TIPOBEPKA OPQDOTPADHIH ....ccvvvenviiriiieieeieesiee sttt s s r et sn e ns 173
4.4.5.1.1 HaiTt OpOTPAPUUECKIE OIITHOKH ......ceveeneeiresieenresieesseenesieesseesnesseesneesse e 174
4.4.5.1.2 VicipaBUTb OPPOTPAPHUIECKUE OIIHOKH ....vvvversreeeinreessireessiresssssesssssesssssessnsneesns 174
4.4.5.1.3 Y IaJTUTD TIOTUEPKUBAHUE CITOB ....ceuveerteesureessesssreessesssseessesssesssesssseessessnsesssessnne 175
4.4.5.2 HAaCTPAVBAEMBIF CITOBAPD ....vveuveurerseesrenseesseesseansesseessesssssseessesssesseessesnsesssessesnsessnenses 176
4.4.5.2.1 JIODABUTD CITOBO B CIIOBAPD -....veeuteesureaseesureessesssseesseesnseessessseessessseessessnsessnnsanns 176
4.4.5.2.2 TIOOKITIOYUTD CTOPOHHHUE CITOBAPH «...vevvesteensesseesseensesseesseansesssesseesesssesseensessnenns 177
4.4.5.2.3 Y IaJTUTD CITOBO T3 CIIOBAPS .. uveesreesseeesesssseessessssesssessnsesssessnsesssesssesssessnsesssesanne 178
4.4.5.3 TIPOBEPKA TDAMMATHIKH .....ccuvveeureesureasseesuseaseessseessesssseassesssseessessseessessseessessnsesssessnns 179
4.4.6 TIOVICK U BAMEHA JTAHHDBIX ...ueeeesesesesesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnns 180
4.4.6.]1 TIOVICK TIO JIOKYMEHTY ....veeuviteenseansesseessesssesseessesnsesseessesssesseessessnesseessessnesseensesnsessnennes 180
4.4.6.2 3aMEHA TIO IOKYMEHTY ....uveesureereesseeanseesuneaseessseassesasssassesssseessessseessessnsesssessnsesssessnns 181
4.4.7 CCBUIKM Ha 0OPA30BATEITEHBIE PECYPCBI «..vvervverteesresseesteessesseesseessesssesseessessessseensessnesseesses 183

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2023 8



MonOdonc

4.5 DOPMYIIBI M PYHKITHH ....c.veeviieeteessesieessesssessee s sssesseeseassease e besssesbeenbe e s e sseesbeasnenbeenneennenneennis 184
4.5.1 OCHOBHbBIE TIPUHITUITBI BBOJIA GOPMYIT U DYHKITHH ..e.vveevvresieessveessesssseessnesseessesansesssnennns 184
4.5.2 TTopsIOK BBITIOJTHEHUSI OTIEPAITAN B DOPMYIIE ...vvevveereesseeessesssseessessseessesssseessesssesssessnns 184
4.5.3 ABTOMAaTUYECKOE BBIYUCTICHUE DYHKIIIM ....vvevieuriiieesteenesieesseessesssesseesne s sseesnessnesneeneas 186
4.5.4 BBOJT DYHKITHH ...ecvveiuvieitiessteesiessiseessesssseessessssaessessssesssessssessssssssesssessnsesssessnsesssssansesssssanes 187
4.5.5 3aMeHa DPOPMYITBI HA €€ PEBYITBTAT .vvevveesrersssressessssenssesssseessesansesssessnsesssesssessssassesssssanns 191
4.5.6 KONIMPOBAHHUE M BCTABKA POPMYIL....c.uviiiiuiiiiieiierisieesiiesne s sne e 191
4.5.7 ViMeHa B GOPMYIIAX T DYHKIIHIX «ve.vvversreesserssseessessssesssesssseessesansesssessnsesssesassessssassesssssanns 193

LT =V =1 w0 7 1 O 195
4.5.7.1.1 3a0aTh UM C IIOMOIIBIO OIS JHAIIAZ0HA ...oeeeeeeeeeeeeeeeeeeeeeeeeeeesesesssesesesesssesanens 195
4.5.7.1.2 3amaTh UMSI C TIOMOIIBIO JIUCTIETIEPA FMEH .....vvviivvieeiireeesireessireesssneesssnessssnenans 196

4.5.7.2 HAMTH HIMS «.c.eviiiiieiiiesiee ettt sttt ettt be et e be e s e e e s ne e s mneenneeanneennneenns 198
4.5.7.2.1 HaliT¥ C IIOMOIIBIO OIS TUAIIABOHA ...eeeeeeeeeeeeeeeeeesssssesssssssssssssssssssssssssssssssssnns 198
4.5.7.2.2 HaiTh C TOMOIIBIO [IUCIIETUEDA FIMEH ....cvvvveiuiieesireeesireessiseessssesssssesssssessssnnesns 200

4.5.7.3 BBeCTH UMSI B POPMYITY AT PYHKIIHED ....nveerereeneeesuneesseesnseessesssnesssessnneessessseessessnns 204

4.5.7.4 TIpOCMOTPETD CBOMCTBA MMEHH........eeuveueeieetesnsesseessesseesseessesssesseessesseesseesneannesnnenees 205

LI R T A1 ¥: 11 1y 307 1) 0 TR 207

4.5.8 CTPYKTYPHUPOBAHHBIE COBITKH ... uvteuveesreessesssseessesssseessessnseessessseessessnseesssssnseessssansessnsssnns 208

4.5.8.1 Hcrionb30BaHUE CTPYKTYPHUPOBAHHBIX CCBUTOK. ....vveuvieueiseeseassesseessessesseessesssesseeses 208

4.5.8.2 CUHTAKCUC CTPYKTYPHUPOBAHHBIX CCBITIOK ..vveuurieteesureeseessreessesssesssessseessessnseessessnns 209

4.5.8.3 BBOJI CTPYKTYPUPOBAHHOM CCBITKU B DOPMYITY ..vvvvvienvierireesseessneesneesneesseeaseesneesnns 210

4.5.8.4 YTIpaBIeHUE «YMHBIMI) TAOITHITAME .......cvvereenresseesesseesseessessesseessesssesseessessnessnenes 212

4.5.8.5 BEIUUCIITCMBIE CTOTIOLIIB ...evvvvrrrunsesseeseessssnssssessssssssnnnssssessesssssnnseeesssesssssnnreeeesreenns 212

4.5.8.6 ABTOPACIIMPEHUE «YMHOM) TADITHIIBI ... .ceuveesreeteesineaseessseessesssneessessneessessseesseesnns 213

4.6 OTIEPATOPBI JIEHCTBIII .....c.veuveueeieessesieesteessessee st sssesseesbe s e sse e be s s e s b e e ane e s e nseenneennesbeenneennennnenns 214
4.6.1 APUDMETUYUECKHIE OTIEPATOPDI ....vevvereeesteesresieesseensesseesseessesssesseesseassesseessesssesseessessnessnenss 214
4.6.2 OTIEDATOPBI CPABHEHIS ... vvveevteeesssesssssesssssesssssssssessssssssssessssesssssesssssessssessssesssssessnssees 215
4.6.3 TEKCTOBBIF OTIEPATOP +..vveuveesreseeseesresseesseassesseesseessesseesseassesssesseenseassesseesesssesseensessnesneennis 215
4.6.4 OTIEPATOPDI CCBITIOK ..v..vveuviestesseesseessesseesseassesssesseessesssesseessesseesseeseassesneeseaseesseensessnesnnenees 216

4.7 CBOIHDBIC TADIIHIIBI c.cvvvvunsseeeeteessssnssssesssesssssnnsssssssesssssnnssseessssesssssnsseeesesessssnnmnseeseseessssnnneeeees 218
4.7.1 CO3M1aTh CBOJTHYFEO TADIIHIITY ..uvvesuveesserssseessessssesssessnsesssessnsesssessnsesssesssesssessnsesssessnsesssessnns 218
4.7.2 HaCTPOUTD CBOITHYEO TADITHILY ....veeuveueeseessesieesseesesseesseessesssesseessesssesseessesnsesseessesnsessnenees 222

4.7.2.1 OTKpBITh MTAHEJTb YIIPABIEHUS CBOJTHOM TAOIMITEH . ......vvevveeiiesieiesieeeiee e eeee e 223
4.7.2.2 HaCTPOUTD CBOJTHYTO TADITHITY .....veuvverrenseesseeseansesseessesseesseessesssesseessessssssssssesnsessnenss 224
4.7.2.2.1 JIOBABHTD TTIOIS. . uvveeeeeiurereessisseeesaassesesaasseseesassseessassssessssssessssssssssessnssssessssseees 228
4.7.2.2.2 TlepeMeCTUTh TIOJIE U3 OJHOM OOJIACTU B JAPYTVID ...ccuveereereeesieeanreesieesneeesnneanns 229
4.7.2.2.3 '3MeHUTDb TIOPSZIOK PACTIOIOXKEHUS TIOTIEH B OOJIACTH ...veevveeveesnreenieesneeeseeeanne 230

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2023 9



MonOdonc

4.7.2.2.4 PegakTpoBaTh GYHKIIHIO B OOIACTH «SHAUCHHS ....evevveenririeesreeresieenreennesinenns 231
4.7.2.2.5 YOAIUTD O/ U3 CBOIHOM TABIIHLIBL .....coeeeeeeeeeeeeeeeseeeeeeeseeesesssssessssssssssssssssssnns 232
4.7.2.2.6 PeqaKTUPOBATD UCTOUHHK JTAHHBIX ..vvevvessreessesssseessesssesssessnsesssessssesssessnsesssesanns 233

4.7.3 OOGHOBUTD CBOITHYEO TADITHILY ....uuveeuveesureesesssseessesssseessesssseessessnseessessnsesssssansessssesnsessssssnns 234
4.7.4 Y IAITATD CBOJTHYEO TADIIHIITY ... vveeuveesseessseesesssseessessssesssesssssessessssesssesssesssessssesssessnsesssessnns 236
4.8 JTarPAMMBI Ml TPAMPIKH ..e.uvveerveeiseessteesseessseessesssseessesssssessessssesssessssssssesassesssessnsesssessssessssssnsenns 237
4.8.1 BCTaBUTD AUATPAMMY/TPAMDUK ....veeuviiurereesiisieesseeseseesseesnesessseessesssessee s sssesseesnesnesneennes 237
4.8.2 U3MEHUTD THIT TAATPAMMBI/TPAMDIKA ....veeuvvessreesesssreessesssseessesssseessessssesssessssesssessnsesssesanns 240
4.8.3 VIBMEHUTD TAATIAZ0H JAHHDBIX ... .ieteeesesesesssssssssssssssssssssssssssasssssssssssssssssssssssssesssssssssssssaenns 242
4.8.4 VI3aMeHUTD pa3Mep JUATPAMMBI/TPADIIKA ....c..veveerersresreeresieesseessesssesseessesssesseessesnesneesnes 243
4.8.5 [lepeMeCTUTD AUATPAMMY/TPADUIK ....cccuveeverrureesseessreesseesseesseesseessessseesseesseessnsssseessnssnns 243
4.8.6 HaCcTpOUTD TUATPAMMY/TPAMDUIK ....ccuvveivieieesireesieeaieeesseesseesseesneessessseesseesneessessseesnnesnns 244
4.8.7 YAIATD TAATPAMMY/TPAPUIK. ... veeuveeeeieesresieesseesesssesseessesseesseesseassesseessesssesseessessnesseenss 246
L 4 T010) 0T i< 17 PSPPI 247
4.9.1 BCTABUTD MBO0PAMKEHIIE ... .vveevreresresasseesssssesssssesssssssssssssessssesssssesssssesssssesssssesssssessnssees 247
4.9.1.1 BCTaBUTD N300PAXKEHHUE C KOMITBEOTEDA «...vvuvenresseessenseesseesesssesseessesssesseessessnesseennes 247
4.9.1.2 BcraBuTh u3obpakeHre U3 Opay3epa WK JPYTOTO PEIAKTOPA  «..c.vverureerrerreeesseesnns 249
4.9.2 VI3MEHUTD PA3MEP MB00PAMKEHIS .vvvvervrresrrressreesssreesssessseesssessssesssssesssssesssssessssessssees 250
4.9.3 11epeMECTHUTD UB00PAKEHIE. .....c.veeuriiueeteesresieesseesesieesseenseaseesseesseassesneesnessnesseensesnnesneennes 251
4.9.4 COXPAHUTD MB00PAKEHHIE ...veevvveresreessressssseessssessssessssssssessssesssssesssssessssessssesssssessnsses 252
4.9.5 Y TaITATD UB00PAKEHHE ... vvveevreeesreeesssesssseeessssesassaessssssssseessssesssssesssssesssssesssssesssssessnsnees 253

L LU C3) 711y ) TS U ST PRPRPPRRPP 254
4.10.1 BCTABUTD DUTYPY .e.uveeueeiurienieesreesieeaseesteeaseesseessseessesssseesseessseessesssseessessnseessesssessnessnne 254
4.10.2 BCTABUTD TEKCTOBOE TIOTIC. ... .eeureerseeaureeseesnseasseessseessesssseesseesnseessessseesssssnseessessnseessessnns 256
4.10.3 3ATTHBKA DHTYPBL ...uviveetieuresieesseessesseesseessesseesseasesseesseasesssesseesseassesseesseassesseensesnnesnneses 257
4.10.3.1 3aTUBKA QUTYPBI IIBETOM ....ccuviiureteessesseesseessesssesseessesssssseessesssesseessesssssssessesssesseesses 257
4.10.3.2 3amuBKa PUTYPBI HB00PAKEHUEM .....ecruveerreersreeseesieeaseessseessessseessessnseessessnsessssesnns 259
4.10.3.3 OTMEHUTD BAITHBKY ......veeuveteeteasresseassesssesseesseassesseessesssssseessesssesseessesssesssessesssesseennes 259
4.10.4 KOHTYD DUTYPDBI...ccuviiiiiitieiiesiiesteee sttt sttt sb et b e n e nb et b e neenn e s e 260
4.10.4.1 HaCTPOUTD KOHTYP DUTYPBL.....ceruveeureesireaieesireasseeasseessesssseessesssseessessseessessnsesssnssnns 260
4.10.4.2 Y IAQTTUTD KOHTYD DUTYPBI «..ccuviiuvetietesieesieesteasesseessessesseessesssesseessesssessesssesnsessnenees 261
4.10.5 VIBMEHUTD PA3MEP DUITYPBL ....ccuveeureseeteessesiresseesesseesseessesssesseessesssesseessesssssseessessesseennes 262
4.10.6 TlogorHATH Pa3Mep DUTYPBI TIOJL TEKCT ....cceuveeueerureessesssreesseesseessessnseessessnseessessnsessnesanns 263
4.10.7 TIEPEMECTUTD DHTYPY -veuveeurerreeireasresseesseasesieesseessesssesseessesssesseessesssesseessesssssseessessesseennes 264
4.10.8 VIQIIHITD UTYDY ..eeuviiueeiientesiiesteesesseesieesesiee st et s e e sbe e s sseesseesneassesbe e tesseesbeenneennesneennis 264
4.11 DOPMATHPOBAHUE JOKYMEHTA. .. cc.uveeureesueeeseesuseassesanseesseessseessessssesssesaseessessnsesssessnsesssessnneens 265
O I 10} (3 RSP RRPRRPR 265

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2023 10



MonOdonc

4.11.2 PA3MED HIPHMTA ...eeuveieeiieiiesiiesieete ettt ettt bt b e n e b s en e nns 266
4.11.3 ODOPMITEHIE TEKCTA +..vvvevveessesssseessesssseessesssseessessssesssesssseessesassesssessnsesssesssesssessssesssesanns 268
L O A 1 =T e =) oy = P 269
4.11.5 1IBOT BBIZIEITCHIIST TEKCTA «vvvvverreeeesssssrrreeesssssssssssssssssssesssssasssssssesssssssssssssssssssssssssssssssssens 271
4.11.6 BBIDABHUBAHIE TEKCTA .vvuvveesseessseessesssseessessnseessessssesssessssesssesasesssessnsesssesssesssessssesssessnns 272
4.11.7 TTOBOPOT TEKCTA .vveuvreveessseessesssseessesssseessesssseessessssesssessssesssessnsesssesssesssesssesssessnsesssssnnns 274
4.11.8 TTEPEHOC TIO CITOBAM ....ccuviiuriiieteesresiee i et sttt b e n e sb e bt e b b s sb e n e e nneens 276
4.11.9 MEXXCHUMBOIIBHBIF THTEPBA ... .vveesveessreessesssseessessssesssesssseessesassesssessnsessssssnsessssansesssssanns 277
4.11.10 LIBOT BAITHBKI UK. ....uvvveeeiireesssisissretesssesssssssssssssssssssssmsssssssesssssssssssssssssssssssssnsssrssens 280
4.11.10.1 3ITHBKA SUCEK IIBETOM.....ceeeeeeseeesesesesesssssssssesssesssssssssssssssssssssssssssssssssssssssssssssssens 280
4.11.10.2 OTMEHHUTD BATTHBKY .......teesureesreesseeaseesuneasseessseaasesssseassesssseessessnsesssessnsesssessnseessessnns 281
4.11.11 TDAHUIIBL STIEEK ..vveevveeeisreesssresssssesssssesssssesssssssssssssssesssssessssssssssesssssessssesssssesssssesssssees 282
4.11.11.1 VI3MEHUTD HAPAMETPBI TPAHHUIL. ....ceuveveereesresnresseessesseesseessesssesseessesssesseessesnsesseeses 282
4.11.11.2 YIQITHTD TDAHUIIBI ... .vvveestesesseessssesssssesssssesssssesssssssssessssessssesssssessssesssssessssnesans 284
4.11.12 KonmpoBaTh ¥ BCTABUTh POPMATHUPOBAHHE .....vvveeisrreessseeessseessssenssssessssessssesssssessnsnes 284
4.11.12.1 IlpaBmia KOMMPOBAHUS Y BCTABKUA (POPMATHUPOBAHUST «....vevverveenresnresieenesnnenieeneas 284
4.11.12.2 KontupoBaTh ¥ BCTABUTH GOPMATHPOBAHME ......c.uvveeiureeessreesssreessssenssssessssesssnesans 286
4.11.12.3 VcTopusi KOTUPOBAHUS POPMATHPOBAHMS . ... vveersreeessreeessseesssressssessssessssessssneenns 288
4,12 PABOTA B OOJTAKE ... veeeeeeteesueeesteessseesteessteessesssseassesssseesseesssessseessseesseesnseesseesnseesssessesssnessenns 289
4.12.1 BOMTH B ODJTAKO ...ceuuveeteeiurieieesiseesteessseesseessseesseessseeasesssneesseesnseessessnseesseesnseessessnseesnnssnne 290
4.12.2 OTKDBITD QAT ...vvvieiiiieesiiesesiiisssiesssssesssssesssssessseesssessssseessssesssssesssssesssssesssssesssssesssssens 292
4.12.3 Co31aTh JIOKATBHYIO KOTTHAEO DAIIA ....veeuviieeieenresieesieesesseesseessesssesseessesseesseesnesnnesneennes 294
4.12.4 CO30ATh MATIKY FITHA AT «.euvverureeteesireesseessseesseessseessesssseessessnseessessseesssssnsesssessnseessessnns 295
4.12.5 3aTPY3UTD AT ..eeuvietieiitiesieesreesteesseesteessseesseessseeaseessneesseesaseeaseesaneesseeanseesneeanneenneeanns 296
4.12.6 CKAUaTh MAIIKY AITH DAL .....vveveeuriieesieetesieesseese s sse e s sseesne s sneesnesseesneennessnenneennes 298
R VAN 1 v: 1117y 1) 2 1) U ROTRRPRPR 299
4.12.8 BOCCTAaHOBUTD HAIKY KM AMIT ....vveiieeiieiiiiesiee st e siee e ssee e e ssee s s e sneesneeaneesneeenns 300
4.12.9 HacTpoUTD OOIIHHM TOCTYTI K DALY ....vvevviiveieenresieesieeseseesieessesssesseesnesseesseesnesnnesneennes 301
4.12.10 OTKA3aTbCS OT AOCTYTIA K DAKIIY +..vverveenririeeieesresieesieesnesieessee s sssesnee s e sseesnesnnesneennes 303
4.12.11 BBIATH T3 OOJTAKA ..veeuveeurienteeeieeesteesiteesseessseesseassseassesssseessesssseessessnseesseesnseessessnseessnsanns 305
4.13 CPEJICTBA ABTOMATHBAIIH . ... vesveessreessessseesssessssesssessnsesssessssesssessnsesssessnsesssessnsesssessnsesssessnsenss 306
4.13.1 MAKDOKOMAHIBI -.vcuvveeuteessteesesssseessessssesssessssesssessssesssessssesssessnseessessnsesssessnsesssessnsesssesanns 306
4.13.1.1 CO3MIaTh MAKPOKOMAHIIY +...eveeuveesureenseesuneassessnseessessseessessnseessessnseesnssansesssneansesssessnns 307
4.13.1.2 HAalTH MAKPOKOMAHITY ...veutveuteasseseesenssesseessessesseessesssssseessesssesseessessssssesnsesssesseenses 312
4.13.1.3 BBITOTHUTD MAKPOKOMAHIIY ......veaveesresseesseessesnsesseessesssesseessesssesssessesssssssessessessnenses 313
4.13.1.4 PenakTUPOBATD MAKPOKOMAHILY -.....uveesureesseesureassesssneessessnseessessnseessessnseessesansessessnns 315
4.13.1.5 OTIAIATD MAKPOKOMAHITY - ..vuveessresssessuseassesssseessessssesssessnsesssesssesssessnsesssessnsessessnne 316

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2023 11



MonOdonc

4.13.1.6 VAQITUTD MAKPOKOMAHTY +....veeuveeureansessuseesesssseessesssssessessnsesssesssessssssnsessssssnsessssssnns 318
4.13.1.7 ITpocMOTPETD KOJT VB A-MAKDOCA ... .cciviiiieiiieesieeiieesieessieessesssseessessseessessnsessseesnns 320

T NI 5 B (o i 010) % 124 % SRS 322
4.13.2.1 YCTAHOBUTD HAICTPOMKY ...vveuviiuriteesenseesseessessesseessesssesseessesssesseessesnssssessesnsesneenees 322
4.13.2.2 3aIYCTUTD HAZICTPOMKY ..vvevveesveessreasesssseasessssesssessssesssessssesssesssesssssansesssesansesssessnns 327
4.13.2.3 BKITFOUUTD WIA OTKITFOYUTD HAZCTPOMKY ..vvevveerrerssseesesssseessesssesssessssesssessnsesssessnns 327
4.13.2.4 OGHOBUTD BEPCHUIO HAZICTPOMK . ....ccuvieeiteesseassesseessesssesseessesssesseessesssssssessessnessnennes 330
4.13.2.5 VIQITATD HAIICTPOIKY ....uvveiureesreessreassessssesssessssesssessssssssessssesssesasesssessssesssessnsesssessnns 333
IIpunoxenne 1. [lepedeHb QYHKITHI M X OTIMICAHME .ocumsressnsssssnsssssnssssnsssssassassnsssssnnssssnssssnnnsssnn 335
Oyukust [TPOMEXYTOUYHDBIE.MTOL ... e 343
IIpunoxennie 2. CHHCOK NOAIEPKUBACMBIX BATIOT .eeuessssssssssssssnsssssassssnsssssansessnsssssnnssssnssssnnnessnn 345
IIpusomenyie 3. COUCTAHMS KIIABHIIL...uucusussrssssssssnsssssssessnssessssssssnssessnssessnssessnssessnssessnsssssnsssssnnsssn 346

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2023 12



MonOdonc

INEPEYEHb COKPAIIIEHUH

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

Ta6smma 1 — Cokpaienust 1 paciinppoBKHU

Coxpamienue PacmmmdpoBka

(0]@ OmneparnvoHHas cucreMa

I10 «MoiOducy» Hacronbubie npunoxkenns « MoiOduc Tekcty, «MoiOduc Tabmumay,
«MoitOduc ITpeszenTanusi»
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MonOdonc
1 OBIIIME CBEJEHU S

1.1 Haznauenue

«MoitOduc Tabnuma» — pelakTop JyIsl CO3[IaHUS JIEKTPOHHBIX TabJIUII, BeJIeHUs] pacueToB,
aHaJM3a JaHHBIX, GOPMHUPOBAHUS CBOJHBIX OTYETOB M AaBTOMATH3allMd OOpabOOTKW JTaHHBIX C
WCII0/Ib30BAaHWEeM MaKpPOKOMaH/I Ha OrepariMoHHbIx cucteMax Linux, Windows u macOS.

«MoitOduc Tabnuiia» BXOJIUT B COCTaB MPOJIyKTOB:

—  «MouOdwuc [TpodbeccroHambHBIN 2%;

—  «MoitOduc CranaapTHbii 2»;

—  «MoiOduc ObpazoBanuey.

Ho,upo6Hoe ONKMCaHMEe BO3MOXXHOCTEH IIpUI0XeHust IpUuBeeHO B COOTBETCTBYIOIIEM

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

CocraB CIJYHKI_[I/IOHaJ'II)HbIX BO3MOXKHOCTEM IIPpUJIOXKEHWA MOXKET OTJIIMYdTbCA B 3dBUCHUMOCTHU

OT IIPOAYKTa U OHepaHHOHHOﬁ CHCTEMBEI.

1.2 Cucremubie TpedoBaHUA

[Tepeuenr TpeboBaHMI K IIPOrpaMMHOMY U alllapaTHOMYy o0O0ecliedeHUIO IIpUBE/IeH B

COOTBETCTBYIOIIIEM BallleMy IMPOAYKTY JOKYMeEHTe «CucreMHbBIe Tpe6OBaHI/IH».
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1.3 Orpannuyenus

1.3.1 Orpanuyenust Ha popmar ¢aiijioB

Crncok ¢gopmatos, nojaepxuBaembix npuwioxenneM «MoiOduc Tabmvna», npusBeseH B

Tabnure 2.

Tabnuna 2 - Ilopnep:xuBaemsblie ¢popmaTth! QaiiyioB

Omnepanus

ITognep:xuBaemsbie popMaThI

OTkpsITHE/MMIIOPT GalyIoB

XLS, XLSX, ODS, XODS, CSV, SCSV, TSV, TAB, TXT, XLSM, XOTS

Coxpanenue GaiioB

XLSX, ODS, XODS

IkcrnopT darios

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

OTtkpoeiTHe/umMnoptT ¢aiioB B popmate XL.S HenoctynHb! ipu pabote B OC macOS.

1.3.2 Ilonnep:xuBaemMsble I3bIKH HHTepgerica

— Pycckui;

—  AHrnuickuii;
—  DpaHITy3CKul;
— Tarapckwuii;

— baikupckui.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2023 15




MonOdonc
2 IIOATI'OTOBKA K PABOTE

2.1 YcranoBka

VYcranoBka 10 «MoiOduc» moapobHO omvcaHa B JokyMeHTe «HacTonmbHble TPHIOXKeHHs
«MoitOduc Tekct», «MorOduc Tabmurmay, «MorOdwuc IIpesenTarivs». PykoBoiCTBO 110 yCTaHOBKEY.
I[IO «MoiOd¢uc» nmna OC Windows cuuTaeTcss YCTAHOBJIEHHBIM, €CIM B pe3yJibTare
JIeNCTBUH, U3JIOXKEHHBIX B pazfiesie 2.2 yKa3aHHOTO JOKYMeHTa, Ha paboueM CToJie MMoJIb30BaTesis U

B ri1aBHOM MeHI0 OC oToOpakaroTcs SIPJIbIKY, TTpe/ICTaBIeHHbIe Ha PUCYHKe 1.

Sill ‘J il

[ [ [

MoiaOgue  MoiAOduc MoiOdunc
Tekcr TaBnuua [peseHTaums

Beeaute 3aecCh TEKCT ANA NOWMCKa

Pucynok 1 — dpnbiku [10 «MortOducy» Ha pabouem crone OC Windows

IT10 «MoitOduc» nns OC Linux cuutaercs yCTaHOBJIEHHBIM, eCJIM B pe3yJibTaTe AeHCTBUM,
M3JIOKeHHBbIX B pasfiejie 2.3 yKa3aHHOTO JOKyMeHTa, B MeHio mnpuioxeHuid OC orobpaxkaroTcs

SIPJIBIKH, IIpeJCTaBJIeHHbIe Hd PUCYHKe 2.

T oI O LibreOffice Impress
&) WHTepHet Co3paHwe W peAAKTUPOBAHWE NPEIEH...
KopsuHa ol
| ‘%_»af Oduc | Libreoffice Math
- Co3aaHne W pefakTUPOBAHKE HaYy4Hbl...
) CncTemHee ) LibreOffice Writer
Cucrema

ad Co3gaHwe 1 peAaKTMPOEHME TEKCTA ...
M CTaHAapTHeIe & -

o PTOjECELIDIE

Libwre.

¢t MeHeL¥ep NakeTos

fﬁ AOMWHWCTPUPOBAHNE MNaHMPOBAHKE W YNPABNEHHE NPOEKT...
[7%] LienTp ynpaeneHus — .
sl S [7%| Napamerpsi (-] MoiAOguc NpezeHTayns
TepMuHan CosgaHne 1 pEaKTUpoBaHWE NPEs...

J Mo O¢uc Tabnuua

LJ 3a6n OKNPOBAaThL 3KpaH BrINOMHEHNE BbIYWCNEHNH, AHANNS...

33BepLIUTE CEAHT Mol Odnc Texer
CozfiaHne N peaKT UPoBaHWE TEKC...
0| Bulidtin h
Mowuck: l l Q
sity, MeHo

Pucynok 2 — dpnsiku [10 «MoitOducy» B MeHto npunoxenuit OC Linux
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I1O «MoitOducy» myst OC macOS cunTaercs yCTaHOBJIEHHBIM, eCJii B pe3yJibTaTe JIeHCTBUH,
W3JIO)KeHHBIX B pasfene 2.4 yka3aHHOTO JOKyMmeHTa, B Launchpad orobpakaroTcs 3HaAuUKH,

IpeacCTaBJIeHHbIe Ha pPUCYHKe 3.

%

MonOduc Tekct MoinOduc Tabnuua

PHOQ == ®

Pucynok 3 — 3nauku npunoxkenuit B Launchpad

2.2 3anmyck

3anycrure npwioxenue «MonOduc Tabnuray oAHUM/ABYMs IIETYKAaMU MBIIIM 10 €ro

3HAUKY/SPIIBIKY.
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2.3 JInneH3uOHHOe COorJIallieHue

[Tpu nepBom 3zamnycke 10 «MorOduc» BHUMAaTeNIbHO IPOYXTANTe YCIIOBUS JIMIEH3NOHHOTIO
COIVIAIIeHUS! ¥ TMOJMUTUKU KoHuAeHIMaNbHOCTH (cM. PucyHok 4). Eciu Bbl cormacHel C

0003HAaYeHHBIMU YCJIOBUSMU, HAXXKMUTe KHONIKY IIpHHATSH.

5 NuueHsnonHoe cornawwerue u MonnTuka KOHGWAEHUMANEHOCTH >

[ o6po noxanoBartb
& B MoinOd¢uc Tabaunua

BHWMaTensHO NpoynTaiite U NpUMKTE yonoeka JIMLeH3MoHHOro
cornaweHna U MNoanTUKK KoHGUAEHLMANEHOCTH,

NAUEH3MOHHOE COTNALEHWNE C
KOHEYHbLIM MOJI3OBATE/IEM

HacToAllee NMUEH3MOHHOE COMaLLeHNE C
KOoHeuHbIM MOMb30BaTENEM (fanee —
«/INLeH3NOHHOE COrnalleHue») ycTaHaBameaeT
YCNOBMA MCMNONB30BaHWA Nporpamm and 3BM
«MoiOd¢uc CrangaptHbiin», «MoinOduc
YacTtHoe obnako», «MoiOduc
3awuuweHHoe obnako», «MoiOduc
MpodeccnoHanbHbIn», «MoitOduc Mouta»,
«MoiOduc Xpannnuwe», «MoinOduc
Tekcr», «MoitOduc Tabnuua», «Komnnekc
cpepcTB 3awuThl naatgpopmel MoitOduc»,
«Mailion» 1 1x cbHoBNEHWMIA (Danee BmecTe M

MprHATE OTKNOHWTE

Pucynok 4 — OxHo JIunenzuonHoe corynamenue u ITogmTHka KOHPHIEHIINAIBHOCTH
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3 UHTEP®EVC

3.1 I'maBHoOe oKHO

B riaBHOM okHe nipuiioxkenus «MonOduc Tabmura» conepskarcs (cM. PrucyHok 5):

1. KomaumHoe meHro.
[TaHesnb UHCTPYMEHTOB.
Crpoka ¢popmyi.
Pabouas 06nacTh.
bokoBas manens.

Bxiagku muctos.

N o A N

Crtpoka cocTosiHUSL.

Komananoe meHro Ianenb MHCTPYMEHTOB
I

a Hoean taGnuua 1)- MoiOduc

®aiin  [paeka Beraska @opmar  Tabawya  Jandoie  Woctpyments Bug  OBwwid poctyn  Hagctpoiikn  Cnpaeka

v {}{D XOThames |~ | 12 ~| A~ At = v o~ 123 @ hTd
& v W K Y = A~ &+ A5
®ann Mpaeka WpndT BhipasHMBaHue Yucno Auenkn JanHbe BcraBka ~
AT v fx
A B c D E F G H ~
‘. -
1 | Fe
2 Ctpoka ¢popmya BbokxoBasi nanear —»
3 &
4
5 Pa6ouas 001acTh
&
7
8
g
10 hd
£ >
+
CYMM 0 CP3HAY 0 MHHACI MAKC 0 CYET3 0 [£] - ) + 100% v
I
Bxaaaku jgucroB Crtpoxa cocrosiHus

Pucynok 5 — ['nmaBHoe okHo nipwioxkeHus: «MonOduc Tabmuria»
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3.2 KomanaHoe MeHI0

3.2.1 Menrw «dPaitn»

Mento Paiisr cConepxuT cieayromue koMadab! (cM. PucyHok 6):

©aiin  [paeka Beraeka Popmar  Tabavua  Jaddwie
[% Cosaate Ctrl=M

CozaaTe no wabnoHy...

[ OTkpoiTb... Ctrl+0
OTkpoiTe B 0GNaKE. . Ctrl+5hift+0
OTkpbITe ... r
HegaeHwe gokymeHTH L4
PaboTa B obnake »

5l Coxpanute Ctrl+5S
CoxpaHWTE Kak... F12
JKCNOpPT...

CoxpanuTte wabnoH...
3agate naponk...

(=1 [apamerpw cTpaHMUB W NeYats Ctrl+P
JaKpmITE

Pucynok 6 — Mento Parin

Co3maTh — co3/1aTh HOBBIM JIOKyMeHT (cM. pasfen 4.1.1).

Co3matp mno 1mAGJOHY — CO37aThb HOBBIM JJOKYMEHT Ha OCHOBAaHMM paHee
coxpaHeHHoro ImabsioHa (dopmatr XOTS) u3 BeiOpaHHOro (aiiia, HaXOIAIIErocs Ha
CTaIlMOHAPHOM WJIA CheMHOM HOCHTeJIe, TIOJIKIIF0OYeHHOM K KOMITbIOTepY MOJIb30BaTelis
(cM. pasnen 4.1.3).

OTKpBITH — OTKPBITH CYIIECTBYIOIIMNA JOKYMEHT IIOCPeACTBOM YKa3aHUS ero
MeCTOHaXOXeHHsI Ha CTAl[MOHADHOM WM CHhEMHOM HOCHTeNe, MOAKIIOYEeHHOM K
KOMITBIOTEPY ToJIb30BaTes (CM. pasen 4.1.4).

OTkpeITH B O0JIaKe — OTKPBITH JOKYMEHT M3 objlaka B peXxume COBMEeCTHOTO

penakTupoBaHus (cM. pasnen 4.12.2).
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5. OTKpBITh B — OTKPbITh TEKyIIUA JOKYyMEHT B JpyroM TabIWYHOM peaaKTope

(cM. pasnen 4.1.6).

6. HEHaBHI/Ie AOKYMEHTBbI — OTKPbITb W/WIH OYKUCTUTH CIIMCOK InocdjIeIHnx NOKYMEeHTOB

(c™. pasmen 4.1.5).

7. Pabora B obsake (cM. PrucyHok 7):

— BoiiTi B 00J1aK0 — aBTOPH30BaThCs B 06ake (cM. paznen 4.12.1);

— Cxkauatrr -

(cm. pasnen 4.12.6);

COXPAdHHUTb HA KOMIIbIOTEp II0JIb30BATeJIsd Cbaﬁﬂbl

U3 objaka

— 3arpy3uth ¢aiiyn — 3arpy3uTh B 00yiako ailyi ¢ KOMIIbIOTepa I0JIb30BaTeJst

(cm. pasmen 4.12.5).

Main

O

=

=

Mpaeka BeTaeka
Co3gate

Co3zgate no wabnoHy...

OTRpBITE..
OTkpoiTe B obnake...
OTKpBITE B...

HenaeHwe BoKyMEHTH
PaBoTa B ofnake

CoxpaHnTe

CoxpaHnTe Kak.

Tabawua
Ctrl+M

DopmaT

Ctrl+0
Ctrl+Shift+0
3

4

Ctrl+5
F12

JaHHpie

WMHctpymenter Bug O

5 v 12 | »
Y AB T .. A
E F

BolTi B obnako
Crkadath...

Jarpysute ¢ain..

Pucynok 7 — [lonmentio PaboTa B obsiake

8. CoxpaHHUTB — COXPaHUTb IOKYMEHT C CYyIIeCTBYIOIIMM HMeHeM W pacllupeHHeM B

narnke, IIpeJlyCMOTPeHHOM 1Mo yMourdaHuto (cM. pa3zen 4.1.7).

9. COXPHHHTL KaK — COXPAdHUTH JOKYMEHT C BO3MOXHOCTbIO Hd3HdYeHUsI HOBOI'O UMEHHU,

pacIvpeHust U yTU coXpaHeHus (CM. pasfen 4.1.7).

Komanapel Coxpanuth 1 CoxpaHUTh KaK He OTOOpakaloTcsi B 0OJIaUHBIX

cl)al?max, TdK KaK IIpr pa60Te B 0OJ1ake JOKYMEHTBI COXPAHAKTCS dBTOMdATUYECKH.

10. Co3paTh JIOKAJILHYI0 KOIUIO — CO3/]aTh Ha KOMIIbIOTepe I0JIb30BaTes KOIuio ¢aia,

penakTupyemMoro B obiake (cM. pasmen 4.12.3). Ilpu pabore c JIoKaabHBIMU daiiaMu

JTAHHBIA ITYHKT KOMdH/IHOT'O MeHIO He 0To6pa>1<aeTc;1.
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11. DxcmopT — 3KCIOPTHUPOBATh JOKyMeHT B mopaepxkuBaeMoM [10 «MoitOduc» dpopmare
C BO3MOXKHOCTBIO Ha3HAUeHUs] HOBOT'O UMeHHU U IyTH dKcnopTa (cM. pasnen 4.1.10).

12. CoxpaHuTh MAOJI0H — COXPAHUTh TEKYIIUN JOKYMeHT Kak m1absoH B ¢popmare XOTS
IUTSL CO3TTaHUS TIOCTIeTYIOIIHNX JJOKYMEeHTOB (CM. pasen 4.1.2).

13. 3agaTh mapojb — YCTAaHOBUTb MApOJIb [UIs OIPaHUYeHMs [OCTyla K AOKYMeHTY
(c™m. paznen 4.1.11.1).

14. ITapameTpbl CTPAaHHIBI M IeYaTh — HACTPOMThH IlapaMeTphl IledaTH M pacliedaTaTh
IokyMeHT (cM. pa3pen 4.1.12.2.2).

15. 3aKpBITh — 3aKPHITh AKTUBHOE OKHO IIPUJIOXKeHus (cM. paznen 4.1.13).

@yHkuMKU paboThl B 06jlake XU COBMECTHOTO peJJaKTHPOBAHUS JIOCTYIIHBI IpY HAJIU4UN

cepBepHoi yactu «MoOduc ITpodeccronanbubiiny / «MortOduc YactHoe Ob1aK0».
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3.2.2 Menw «IIpaBka»

Mesnto IIpaBka conepxur cieayroiye koMmadabl (cM. PucyHok 8):

Mpaeka Becraeka @opmar  Tabawua  JanHme VHg

= OTMEHWTB Ctrl+Z

" MoetopuTe Ctrl+Y

S Bripesate Ctrl+X

KonupogaTs Ctrl+C

[Ty BcTaBuTe Ctrl=V
BeTagwTh 3HAYEHMA W dopmaT Ctrl=Alt+V
BcTaBWTb TOMBKD 3HAYEHKA
Beraeuts uz Gydepa obmena r

£ KonwposaTe dopMaTMpoEaHWe Ctrl+5hift+C
MpUMeHWTE $opMaTUpOBaHKWE Ctrl+5hift+V
BmaenuTk BCe Ctri+A

1 Mowuck Ctrl+F

Pucynok 8 — Menro IIpaBka

1. OTMeHHTB — OTMEHUTH I10CIe[IHee JIeHCTBUe, IPOU3BeleHHOe C JOKyMeHTOM.

2. IloBTOPHUTH — BEpPHYTb pe3y/ibTaT OTMEHEHHOI'0 JIEUCTBUS C JOKYMEHTOM.

3. Beipe3aThb — noMecTUTh B 6ydep ooMeHa OC BbIjlesileHHbIe JJaHHBIE C UX YlaJleHueM U3
nokyMmeHTa (cM. paszen 4.4.1.6).

4. KommpoBartp — nomectuTth B 6ydpep oomena OC BuifiesieHHbIE TaHHBIE 6e3 UX y/IaleHus
U3 JJokyMeHTa (cM. paznen 4.4.1.6).

5. BcraBuTh — BCTaBUTH HaHHble U3 Oydepa obMeHa OC ¢ coxpaHeHHeM HCXOAHOTO
dopmaTtupoBanus (cM. pasnen 4.4.1.7).

6. BcraButrh 3HayeHuss U ¢opMaTr — BCTaBUTb pe3ysbTaT BBIUUCIEHHsS (GOPMYIbI C
COXpaHeHHWeM UCXOAHOTo ¢hbopMaTupoBaHus (CM. pasfen 4.5.6).

7. BcraBuUTH TOJBKO 3HAYeHUs] — BCTaBUThH JaHHble U3 Oydepa obmena OC 6e3
COXpaHeHUsl UCXOHOTo popMaThpoBanus (cM. pasnen 4.4.1.7).

8. BcraButh u3 0ydepa odOMeHa — BCTaBUTH JIaHHbIE M3 paclIMpeHHOro Oydepa obMeHa

(c™m. pasnen 4.4.1.8).
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9. Kommuposars popmaTupoBaHue — KonupoBaTh B 6ydep oomena OC dpopmarrpoBaHue
BbIJle/IeHHOT0 ¢parMeHTa Tekcra (cM. paszen 4.11.12.2).

10. IIpumenuts ¢opMaTHpOBaHHe — IIPUMEHUTH (OpMaTUpOBaHMWe, CofepXalleecs B
6ydepe oomena OC, k BbiZieIeHHOMY ¢parMeHTy Tekcra (cM. pasnen 4.11.12.2).

11. BeigesnTh BCe — BLIJIEJIUTh BCe sTYeHKU TeKyIero jucta (cM. paszaen 4.2.2.2).

12. Ilorck — BBITMIOJTHUTH MOWCK WJIM TIOMCK M 3aMeHy yKa3aHHOro ¢pparMeHTa TeKCTa 10

BCeMY JIOKyMeHTy (cM. pa3pern 4.4.6).
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3.2.3 Menio «BcraBka»

Mesto BeraBka conepxur criefyromue koMmadabl (cM. Pucynok 9):

1. W3obpaxenue — BCTaBUTH M300pakeHure (cM. paszzen 4.9).

2. TexcroBoe moJie — BCTaBUTh TEKCTOBOe ToJjie (cM. pasen 4.10.2).

3. dwurypa — BcraBuTh durypy (cm. pasmen 4.10.1).

4. Jlmarpamma — BCcTaBUTh AuarpamMmy (cm. Prucynok 10 u pazgen 4.8).

BcTaska

Beraeka  @opmatr  TaBawua

] WzobpameHue...

JanHeie  MHcTpymedts Bug

ames "
TekcToeoe none
A s P [0 [pAMoyroasHWE
i Awnarpamma , © 3nmnc
fH Ceognan tabavua... £y Tpeyronshue
F  OyHkumA... > Pomb
[  3arnyTwid yroa
¢ Ccwmnka... Ctrl+K o Ernr
[ 3amerxa O Cepaue
L finer [] Ckobrw
= [Mara =  Crpenku
@  Bpewms [1 BoiHockw

Pucynok 9 — Menio BcraBka

Dopmar  Tabawua
Wzobpaxerve...

TekcToBOE NONe

Durypa g

Auarpana r

CeogHan Tabavua...

DyHEUMWA...

Cownka... Cirl+K

JameTra

JaHHme

WHCTpy MeHTE

Bug OBwwmi g

@mes w 12
H AR T e

fn Tuctorpamma

= JlvuHelvaTan grarpamma

A Tpadwk

24 [warpamma c obaactamm

&  Kpyroeas guarpamma

r

Pucynok 10 — ITogmento Ilmarpamma
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CBojHast TabHMIa — BCTAaBUTh CBOJIHYIO TabJUITy (CM. pa3zen 4.7).
®ynknmsa — BCTaBUTh GYHKIHMIO (CM. pazfen 4.5.4).
CchLka — BCTaBUTh THUIEPCChUIKY (CM. pasnen 4.4.3.1).

3aMeTKa — BCTaBUTh PYKOITUCHOE TIPUMeYaHye K BbIJIeIeHHBIM sideiikaM (CM. paszien 4.4.4).

L L N e U

JIMCT — BCTaBUTD B JOKYMEHT HOBBIH JIUCT (CM. paznen 4.3.1).
10. TaTa — BCTaBUTh TeKYIyIo aty (cM. pasmen 4.4.1.5).

11. Bpems — BcTaBuTh Tekyliee BpeMs (cM. pazfen 4.4.1.5).
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3.2.4 Menw «Popmar»

Mesntio Popmat cojiepKUT ciiefiytoiie KoMas bl (cM. Pucynok 11):

Goprwar  TabBavua  JadHee VH
WpndTe r

BripaeHKBaHWe r

Yncnosoi gopmar...
MNoeopoT TekcTa r

OBnacTe nedyatu L

CoxpaHuTe W3obpameHne...

Pucynok 11 — Menio ®opmat

1. IIpudter — BbIOpaTh padMep 1 HadepTaHue mpudTa (cM. pasfens 4.11.2 u 4.11.3) u
HAaCTPOUTh MEXCHMBOJIbHBIM uHTepBan (cMm. paszen 4.11.9). Ilpu BwIOOpe maHHOIA

KOMaH/Ibl OTKPBIBAeTCSI IIOJMEHIO CO CJIeIyIoMMU koMaHaamMu (cM. Pucynok 12):

Gopmar  Tabavua  Jadnsie  Muctpymentsr Bug  OBwwi goctyn Hagctpoiikw

WpwdTe X MoayswupHeia Ctrl+B = = 7 4
E — T =
BrapaeHwearne P K Kypcue Ctrl+l
e e Y NoguepkHyToii Ctrl+U
MNoeopoT TekcTa ¥ A YmeHbwuTe pasmep wpndra
OBnacte nevatu Y A* YeennuuTs pasmep wpndTa
I

CoxpaHnTe n3obpakeHwe... T 3auepkHyTbiii

¥*  HapcTpouHslii 3Hak Ctrl+5hift+=

¥z [MogcTpouHelid 3Hak Ctrl+=

AE  Bce nponucHee Ctrl+Shift+4&

MewcMBONEHER WHTEPEAN P AR ¥nnoTHeHH®#A

AR OBmYHmA

—

AR PaspesmeHHmi

Pucynok 12 — [Toamento HIpudgrer
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— Iloxy:XKupHBIN — U3MEHUTh TUI HAYepTaHUs COJIEPXKMMOTO BbIJIeJIeHHOU siYeMKH Ha
IOJIYKHPHBIH;

— KypcuB — u3MeHWUTb TUI HauepTaHUsl COIEPXKUMOIrO BbIIEJICHHOM SYelKy Ha
Kypcub;

— Ilom4epKHYTBIM — W3MEHUTbh TUIl Ha4epTaHUs COJIepXXUMOTO BbIJeJIeHHOU SYerKu

Ha DOOYEepPKHYTHIN;

— YMeHbIIUTH pasMep mIpudTa — yMEHbIIUTb pa3Mep HIprUdTa Ha OJUH ITYHKT;
— YBeuuuTh pa3mep mpudTa — yBeJIMIUTh pa3Mep MIpUdTa Ha OJIVH ITyHKT;

— 3a4epKHYTBIH — U3MEHWUTDb TUIl HAUepPTaHHUsI COJIeP>KMMOTO BbljIeJIeHHOW sSTUeMKU Ha

3aCPKRHYTHHE;
— Hapacrpounslii 3Hak —  odopMUTHL  BBIOPaHHBIM  (parMeHT  TeKCTa
B BI/IHe HaJJCTPOYHBIX 3HHKOB;
— IlopcTrpounblii 3Hak —  odOpMUTH  BBIOpaHHBIM  ¢GparMeHT  TeKCTa
B BHUJI€ noacrpouHbix 3HAKOB;
— Bce nponucHbIe — 11peobpa3oBaTh BCe CTPOYHble OYKBBI BbIJIEJIEHHOTO ¢parMeHTa
texcta B [IPOITMCHBIE;
— MexcUMBOIBHBIH HHTEpPBaJ — BbIOpaTh TUIl MHTEpBajla MeXAy CHUMBOJIAMH
TeKCTa: YIUIOTHEHHbI, OOBIYHbIN, pa3peKeHHBbIH.
2. BbipaBHHMBaHHe — BBIPDOBHSTH BBIJEJIeHHBIM ¢parmMeHT Tekcra (cM. pasmen 4.11.6).
[Tpu BBIGOpe NaHHOM KOMaH[bI OTKPBIBAeTCs MOJIMEHIO CO CJIeAYIOIIMMH KOMaHAaMU

(cm. Pucynok 13):

Qopmat  Tabawua  Jannwie  MHocTpymedts Bwg  OBwwi goctyn HagctpoWkw  Chps

WpndTor r | el a9 lael A= At = — —
Boipaenmeanne b = BoipoeHATE TEKCT NO NEEOMY Kpao Ctrl+L
- = 0 Ctrl+E

Uwcnosoi dopnar... - @ HERTRY n=
MoeopoT TekcTa y = BbIpoBHATE TEKCT No NpasomMy kparo Ctrl+R
OBnacTs NeYaTH p = BoipoBHATE TEKCT NO WHpKHE Ctrl+)
CoXpaHnTb n3oBpameHme.., T Mo sepxreny kpato

% BripoBHATE TEKCT No LEeHTRY

b Mo HukHewy kpato

Pucynok 13 — Ilogmento BoipaBHUBaHMe
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— DBBIPOBHATH TEKCT IO JIeBOMY Kpalo — BBIPOBHSTH COJIepXXHMMOE BbIIleJIeHHOW
SAYeUKH I10 JIeBOMY Kparo SYerKU;
— Ilo meHTpY — BBIPOBHSTH COJIEP)KMMOE BbIIEJIEHHOU STYeHKHY 110 LIeHTPY STYelKH;
— BBIPOBHATH TeKCT IO NMPAaBOMY Kpal — BBIPOBHATH COJIEPXXUMOEe BbIIeJIeHHOU
STYEUKHU 110 IPAaBOMY Kparo SYeUKU;
— BBIPOBHATH TEKCT N0 IIMPHHE — BEIPOBHSTH COJIEP>KUMOe BbIJIeJIEHHOMN STYeHKH 110
HIMpUHE STYEeNKU;
— Ilo BepxHeMy Kpar0 — BBIDOBHSTH COJIEP)KMMOe BbIJIeJIEHHOW STYelKU 110 BepXHeMy
Kparo SYeuKYy;
— BBIPOBHATH TEKCT N0 IEHTPY — BBIPOBHATH COJIEPXKMMOE BBIJIeJIEHHON STYelKH 110
LEeHTPY SYeKy;
— Ilo Hm:KHeMY Kpalo — BBIPOBHSITH COJIeP>KMMOE BBIJIeJIeHHOHN STYelKU 110 HH)KHeMy
Kparo S4YerKU.
3. YucnoBoii ¢opmMar — OTKpPbITb OKHO HACTpOeK  4YUCIOBOro  ¢opmara
(cm. pasnen 4.4.2.4).
4. IIoBopoT TekcTra — TOBEpPHYTh TeKCT B sueiike moj yrioMm oT —90 mo 90 rpamycoB

(cMm. PucyHnok 14 v pazpen 4.11.7).

Qopmar  Tabawua  JanHme VHctpymedte Bug OBwwi goctyn

k -
WpkdTem v 12 v A a&\+

BmpaeHueanne r
AR T e Av €&

Uncnosoi dopmar...

MoeopoT TekcTa » AE  Her(07)
OBnacTe neyatk » 27 ToeepHyTs BreBo Ha 90°
|& TMoeepHyTs BNpaeo Ha 90°

CoxpaHuTe w3obpakeHwe...

v [NoeepHyTs BaeBo Ha 45°

Js  MNoeepHyTs BNpaso Ha 45°

3agate yron r

Pucynok 14 — Ilogmento IloBopoT Tekcra
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5. O6sacTtp meyaTm — pacredaTaTh 3aJlaHHyI0 obOiyacTh jucrta (cMm. PucyHok 15

pasmen 4.1.12.2.1.2).

Dopmat

Tabavua [JdanHwie  WHotpymentsr Bug  OBwwid gocryn
Wpndtel g v 12 (v AT AT
BwlpagHWEaHWE r

AB F LX) i L ﬂ:) L
Ywucnoeoi dopmar...
MoeopoT TekcTa »
O6nacTe nevat » panuup obaacTi nedvatu

CoxpaHuTe WzobpameHue.., Janate obracTe NeYaT

COYWMCTUTE OBAACTE NEYETK

Pucynok 15 — Ilogmenro Obs1acTh meyaTu

6. CoxpaHuTh H300payKeHHMe —  COXPaHUTh  M300pakeHWe Ha  KOMIIbIOTEp
(c™. pasnen 4.9.4).
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3.2.5 Menw «Tab6auma»

Menro Tabumma cofiep>xuT ciiefytomiye KoMadabl (cM. PucyHok 16):

TaBavua  JdadHweie  Wrctpymedts Bug  OBwwid goctyn  Hagctpobkw  Cnpaeka

= § == B

H

BcTaeuTe CTpOKY Bhille Alt+A - = = | == &
BcTaeuTh CTPOKY HWMkE Alt+B
v -5
BrTaeuTe cTonBey, cnegea Alt+L
iBHUBaHKE
Betaeute cTonbey cnpaea Alt=R
¥aanuTe cTpoky
H

¥apanuTe cTonbey,

CkpbiTh CTROKY
MokasaTb cTpoKy
CkpuiTe cTonGeL,

Mokazate cTonbey,

OBBEIWHMTE AYENKI Ctrl+alt+M

PasbegHWTE AYERKK Alt+5hift+M

MepeHoc no cnosam

33aKpenvTE BeIGPaHHBIE CTPOKKM W CTOABLE r 3aKpenuTe No ropUsoHTANN

o N e w

3akpenuTe No BEERTUKAN

CHATE BCE 3aKpPENAEHMA

Pucynok 16 — Menro Tabnuma

BcraBuTh CTPOKY BBIIIe — BCTaBUTh HOBYIO CTPOKY HaJ BbIJIeJIeHHOW CTPOKOM
(cm. pasnen 4.2.5.7).

BcraBuTh CTpPOKY HHXKe — BCTaBUTh HOBYIO CTPOKY TIOJ[ BBIJIEJIEHHOM CTPOKOU
(cm. pasnen 4.2.5.7).

BcraBuTh cTos0ern ciieBa — BCTaBUTh HOBBIN CTOJIOEI] CjieBa OT BbIJIEJIEHHOTO CTOJIOIA
(cM. pasnen 4.2.5.6).

BcraBuTh cTOJI0EI cpaBa — BCTaBUThb HOBBIM CTO/IOell CIipaBa OT BbIJEJIEHHOTO
crosbma (cM. pasgen 4.2.5.6).

YnanuTh CTPOKY — yJa/IUTh BbIEJIEHHYIO CTPOKY (CM. paszen 4.2.5.10).

Ynanurs cronbern — yoaiuTh BblieJieHHbIN cTosberr (cM. pa3zen 4.2.5.10).

CKpBITBH CTPOKY — CKDBITh BBIJIEIEHHYIO CTPOKY (CM. pasnen 4.2.5.4).

IToka3zaTh CTPOKY —0TOOpA3UTh paHee CKPBITYIO CTPOKY (cM. paznen 4.2.5.5).
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9. CKpBITH CTOI0CI] — CKPBITH BbIJIeJIEHHBIN CcToj10err (cM. paszen 4.2.5.4).

10. IToka3aThk cTo0er — 0TOOpa3UTh paHee CKPLITHIN cTosberr (cM. pa3zaen 4.2.5.5).

11. O0beauHUTH ST9EHKH — 00BeIMHUTD BbIJIeJIeHHbIe sTYedKU B OfHY (cM. pa3zzen 4.2.3.1).

12. Pa3penuHUTh SYeHKH — Da3fieliuTh SUedKy, CO3[IaHHYI0 IyTeM OObeJuHeHHs, Ha
WCXOIHOEe KOJIMYeCTBO siueek (CM. paspen 4.2.3.2).

13. IlepeHoc mo cjaoBaM — BKJIIOYUTH/OTKITIOYUTH QYHKIIMMA MepeHoca TeKCTa 0 CJI0BaM
BHYTPH BblJIeJIeHHOM sT9eliKY WK TPYIIIEL sideek (cM. pasnen 4.11.8).

14. 3akpenuTh BBIOPAHHBIE CTPOKH M CTOJIOIBI — IPU BLIOOpe JAHHOTO IMYHKTA MEHIO

OTKPBIBAETCS TIOJIMEHIO CO CIIeAYIOMMUMH KoMaHamMu (cM. PucyHok 16):

— 3akpenuTh N0 TOPM30HTAJIM — 3aKpeNUTb BbIOPaHHbBle CTPOKM (CM. paszen
4.2.5.8.1);

— 3akpenuTh 10 BePTHKAJIM — 3aKpeluTb BbIOpaHHBIE CTONOIBI (CM. pa3jen
4.2.5.8.1);

— CHATB Bce 3aKpervieHns — OTMEHHUTb 3dKpeIlleHHe BCexX CTOJ'I6LIOB, CTPOK H

obnacreii (cM. paszen 4.2.5.8.4).

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2023 32



MonOdonc

3.2.6 Menro «J/lanasie»

Mesto JlaHHBbIe COJIEPXXUT Clleytolue KoMaHael (cM. PucyHnok 17):

Aanneie  Muctpymedte Bug OBwm

3afaTh MMA...

OBHoBUTE CBOAHYH TaBauuy
HacTpowTe ceogHy TabBauuy

YaanuTe ceogHyo TaBanuy

[ pPyNNMpoBEaTE CTROKW

pynnupoeaTs cToabLB

pn HO &

OYWCTUTE FEYNINMPOEKY

Pucynok 17 — Mento JlanHbie
1. 3agaTh MMs — IPUCBOUTH UMS sidelKe, AMAIla30HY sideeK, KOHCTaHTe WK ¢GopMyJe

(cm. pasnen 4.5.7.1.2).

2. OOHOBHUTH CBOJHYIO TA0JIHIly — OOHOBUTH CBOJHYIO Tabyuily (cM. pasnen 4.7.3).

3. HacrpouTh CBOJHYI0 TaOJIHILy — OTKPBITh TAHENb YIIPaBJIeHHsI CBOJHOM TabuuIien
(cMm. pasnen 4.7.2).

4. YpanuTh CBOJHYIO TaOIHILy — YIAIUTh CBOJIHYIO Tabiuily (cM. paszen 4.7.4).

5. I'pynmupoBaTh CTPOKH — TPYIIITUPOBAThH BhIIeJIeHHbIe CTPOKU (CM. pa3zen 4.2.5.9).

6. I'pynmmupoBaTh CTOIOLBI — IPYNIIHPOBATh BbljIeJIeHHbIe CTONOIb! (M. pasaen 4.2.5.9).

7. OYHCTHUTH rPYNNHPOBKY — OTMEHUTh TPYNIUPOBKY BbIJIeJIEHHBIX CTOJIOI[OB WJIM CTPOK

(cm. pasmen 4.2.5.9).
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3.2.7 Menio «MITHCTpyMeHTbI»

Mentio MHCTpYMeHTBI COJIepXXUT Clleflytoliue KoMaHael (cM. PrucyHnok 18):

MHcTpymentsr Bug  OBwwid goctyn  Hagetpolikn  Cnpaeka

Mpaeonucanue P+ [poeepka opdorpadun
HacTpaneaenmeli chosaps Mpoeepka rpaMMaTiik
v = ¥ &

3MEHWTE ASBIK...
BhipaBHWBaHKE

Makpokomanasl r

Pucynok 18 — Menio MHCcTpyMeHTHI

1. IIpaBomucaHme — BKIIIOYMTH TIPOBepKy opdorpaduu (cMm. pasmen 4.4.5.1) w/wim
rpaMMaTtuky (cM. paszen 4.4.5.3).

2. HacrpauBaeMslii CJI0Bapb — OTKPBITh HACTpauBaeMbli CJI0Baphb (CM. pa3zen 4.4.5.2).

3. VIaMeHHMTB SI3BIK — U3MEHUTD SI3bIK TPHIIOXKeHUs (CM. pasnen 3.9).

4. MakpoKoMaHABI — MPH BbIOOpPE JAHHOTO MYHKTA MEHIO OTKPHIBAETCS TOAMEHIO0 CO
cienyomuMu komanaamu (cMm. Pucynok 19):
— PemakTop MaKpoKOMaHJ — OTKPHITh peIAaKTOP MaKpOKoMaH/ (cM. pasfen 4.13.1);
— 3anmcath MakpokoMaHAy (0era) — BBLINOJIHUATH 3alMCh  MAKPOKOMAH/IbI

(c™m. paznen 4.13.1.1).

HMHcTpymenTer Bug  OBwwid goctyn  Hagctpolikn  Cnpaeka

Mpaganucanne + + Sl — — — ? -
HacTpaveaeme i chosaps
v AR v
W3meEHNTE A3BIK..
BbinaBHMBAHWE
Makpokomangm k PeaakTop mMakpokomaHg
E F danucate makpokonmangy (Gera)

Pucynok 19 — [Tonmento MakpokoMaH/bI
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3.2.8 Menro «Bum»

Mesto Bup copepxxut cienytoiide koManbl (cM. Pucynok 20):

Bug OBwwi gocyn  Hagctpoilkw  Cnpaeka

Macwrab 4 YEenMunTE MacwTal
R1C1 YMEHBLWWTE MaclTal

Manens WHcTpymerToE DAKTHULCKHIA pasmep Ctrl+0

1=

THne Hucno

Pucynok 20 — Menio Bug

1. Macurrabd — HacTpouThb MacmiTab yiicra (cM. pazzen 4.3.6).

2. RI1C1 - ucnonw3oBaTh ctuiib ccbiok R1C1 (cm. pasnen 4.2.4.2).

3. IlaHenb HWHCTPYMEHTOB — HAcCTPOWTb BHEUIHWM BHJ I[IaHeJId WHCTPYMEHTOB

(cm. pasmen 3.3). Ilpu BbIOOpe 1aHHOM KOMaHABI OTKPBIBAETCS ITOAMEHIO CO

cienyomuMu komanaamu (cMm. Pucynok 21):

Bug OBwwi poctyn  HaacTtpoikw  Cnpaeka

MacwTab » - L
T+ 4
R1C1

MaHens MHCTpYMEHTOE F o CTaHpapTHas

1 F

KomnakTHan

CEpbITE NaHENb

~  HazsaHwa pasgence

Pucynok 21 — [Tonmento IlaHeib HHCTPYMEHTOB

— CrangapTHas — oToOpaXxaTh aHeJlb UHCTPYMEHTOB B CTaHAAPTHOM BUJIE;
— KomnakTHas — oToOpaXkaTh IaHelb MHCTPYMEHTOB B KOMIIAaKTHOM BU/IE;
— CKpBITh NaHeJIb — CKPBITh [TaHeJIb UHCTPYMEHTOB;

— Ha3Banmua pasgenoB — 0TOOpasWTh/CKPBITh Ha3BaHUSI  pa3lielioB

MHCTPYMEHTOB.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MHWy, 2013-2023

IIaHeJIn

35



MonOdonc

3.2.9 Menw «O0uruii mocTym»

Menro O6mmii AOCTYN COIEPXKUT CIieyIole KoMaH sl (cM. PucyHok 22):

OBwwmid goctyn | HageTpoiku

HactpowTe goctyn

OTnpaenTe N NoJTe...

Pucynoxk 22 — Mento O01uii 7oCTyIn

1. HacTpourts qoCcTyn — HaCTPOUTH IOCTYII K ¢daiiam B obiake (cM. pasgen 4.12.9).
2. OTnpaBuTh IO IOYTe — OTIPAaBUTh pelaKTHpyeMbli (aij 10 3JIeKTPOHHOM IouTe

(cm. pasnen 4.1.8). Jlannast koMmaHa HefoctyHa mpy pabote B OC macOS.

cI)}’HKIII/II/I pa6OTI)I B 00Jlake M COBMECTHOI'O PedaKTUPOBAHUA OOCTYIIHBI IIPXU HAJIMYHUKU

cepBepHoi yactu «MoiOduc ITpodeccronanbubiiny / «MortOduc YactHoe Ob1aK0».

3.2.10 Menio «Hancrpoiiku»

Mento Hapcrpoiiku coniepxuT (cM. PrucyHok 23 v paznen 4.13.2):

Hagctpoiikw | Cnpaeka

HagcTpoiika r

¥npaeneHue HagcTpoikamm

Pucynok 23 — Menio Hanacrpoiiku

1. Cmwmcok YCTaHOBJIEHHBIX HA/ICTPOEK.

2. Komanpny YnpasieHune HaicTpOiikaMH — OTKPBITb OKHO YIIpaBJIeHHe HaJICTPOHKaMHU.
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3.2.11 Menmw «CrpaBka»

Menro CripaBKa COJIEPXKUT clleAyIolye KoMaH bl (cM. PucyHok 24):

Cnpaeka

Cnpaeka F1
BricTpmie geRCTEWA Ctrl=f
O nporpamme...

Pucynok 24 — Mento CnpaBka

1. CmpaBka — OTKDBITh CIIPaBOYHbIEe MaTepHalibl I0 paboTe ¢ npuwiokenreM «MonOduc
Tabmumnay.
2. DBbIcTphle nefcTBHUS — OTKPBITh OKHO OBICTPBIX JIEHMCTBUM (CM. pasnen 3.8).

3. O mporpamme — OTKPbITh OKHO HHGOpMaIuu o nporpamme (cM. PrucyHok 25).

O nporpamme x

MoitOdpuc® Tabamua
gfl Chopka 3 gna Windows

MoOdwc CTaHgapTHBIR

Bepcwa 2.3

YenoBMA MENoNb30BaHMA
MoanTrka KoHD A EHLWMANEHOCTI

H[C:EIEIC:EII::IE" YBEeaO0MAeHINA

£ 000 «HOBLIE OBNAYHBIE TEXHOMOMAW, 2013-2023

3aKkpeITh

Pucynok 25 — Oxkno O nmporpamme
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3.3 Ilanenb HHCTPYMEHTOB

B npunoxennu «MorOduc Tabmmiia» MOXXHO U3MeHSTh BHEIITHUM BUJI I1aHeJIM HHCTPYMEHTOB:
— CKpBIBaTh/0TOOpaXkaTh pa3ziesibl ¥ Ha3BaHUS pa3fiesioB IIaHejId MHCTPYMeHTOB;

— BbIOMpaTh peXXUM O0TOOpaXKeHus ITaHeJId MHCTPYMEeHTOB WJIM CKPbIBATh ee C 3KpaHa.

3.3.1 CKphITh WM 0TOOpa3UTh Ha3BaHUS Pa3/iesioB

[Tanens wuHcTpymMeHTOB (cM. Pucynok 26) B npunoxenun «MoiiOduc Tabmuna»
COCTOUT W3 pasfienoB. Kaxnablil pasmen CONEpXKUT IPyNIly HWHCTPYMEHTOB, IpefHa3HAa4eHHBIX
IUIsl BBITIOJIHEHUS! OIpefieJieHHOM 3ajiaur. Hampumep, paznen Umcio copepXXUT UHCTPYMEHTHI IS

pelakThpoBaHUs popmara sueexk.

By X 0O ®v &~ | X0Thames virvAa A == E==TF + L Obuw Y g2y E
= S W K 4 ABT - A £+ 285,35 P o |00 00 HfH~

®ain Mpaska WpndT BuipaBHuBatune Yucno Averrn

Pucynok 26 — [1anenb H”HCTPYMEHTOB

Ha3Banust pasgesioB oToOpaXkaloTcs, ecyid IlaHejlb WHCTPYMEHTOB IIpe/iCTaBleHa B
CTaHJApTHOM Buje (CM. pasnen 3.3.3). ng onThMuzanuu pabodyero MpOCTpaHCTBA Ha3BaHUS
pa3zesyioB Ha MaHeI UHCTPYMEHTOB MOXHO CKPBITb.

J17151 3TOTO BBITIOTHUTE CIIeAYIOIIe IeUCTBUS:

1. Boibepure nyHkT koMaHAHOTO MeHIO Bup > Ilanens uacrpymenToB (cM. Pucynok 27).

2. B oTkpeiBIIeMcs noaMeHo cHuMuTe ¢raxok HazBanus pasgesos.

Brg OBwwi gocyn  HagcTpokkw  Cnpaeka

MacwTab r -
T o+ 2
R1C1

Manens wHcTpymentos * & Crapgaprhas

(EREEL R R ol

KomnaktHan

CKpbITE NaHens

*  HazeaHuA pazgence

Pucynoxk 27 — Komangxoe mento Bug
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dnaxok Ha3Banusi pa3fesioB 3a0JI0KMPOBaH, eCiiM IaHelb WHCTPYMEHTOB CKpBITA WU
0oTOOpa)kaeTcsi B KOMIIAKTHOM BHJIE.

Yto06bI 0TOOpPA3UTh HA3BAHUS Pa3/ieJiOB, YCTAHOBUTE TAHHBIN (JIaKOK OBTOPHO.

3.3.2 CKpHITh WIH 0TOOPa3UTh pa3fesbl

PaBJIeJIbI IIaHeJIn HNHCTPYMEHTOB MOT'YyT CBOpPAYMBATHCA dBTOMdTH4YeCKH, npu
YMeHLH_IeHI/II/I/ YBEeIIMYEeHHNHN pa3Mepa I'NlaBHOT'O OKHa IIPUWIOXKEHW A, UJIK BPYYHYIO.

YToObl CBepHYTb paszfiel MaHeld WHCTPYMEHTOB BpYYHYIO, HaBeJuTe KYpPCOpP MBbIIIH

Ha ero MpaByIo TPaHUITY U HakKMUTe KHOTIKY * (cM. PucyHok 28).

Dailn  [paeka Beraska Qopmar TaBowua  JanHwe

» o\:':; ﬁ e é HO Thames
=y 9O C X K 4

dain Mpaska |kLIJpHDT

Pucynok 28 — Knorika cBopaurBaHus paszena

YToObI OTO6p33HTb HUHCTPYMEHTBI CKPBITOT'O pdad3fiejld, MeJIKHWTe II0 HeMYy MBbIIIbIO

(cMm. Pucynok 29).

Daiin  [paeka Beraeka @opmar  TaBavua

el c><1 HO Thares
= . KK YA

D®ain Mpaeka L padT
B6 % o~ &
—

- L.

Pucynok 29 — MuCcTpyMeHTHI pasfena
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YroObl pa3BepHyThb pasjieln, HaXMUTe KHONKY * (cM. Pucynok 30).

Dailn  [paeka Beraska Popmar  TabBawua

w <><o X0 Tharmes
= - X K Y AB

dain Mpaska I}’LU|JL10T

Pucynok 30 — Kxorka oTobpakeHust MHCTPyMEHTOB pasjiesia

3.3.3 3MeHUTH pe:KUM 0TOOPaKeHHUsI IaHeJI HHCTPYMEHTOB

YTOoOBl M3MEHUTh peXXUM OTOOpaKeHWs IaHelu WHCTPYMEHTOB, BBIIOJIHUTE CIlefyIolue
JIeNCTBUSL:
1. Bribepure myHKT KOMaHHOTO MeHIO Bup > Ilanens uacrpymenToB (cm. PucyHok 31).
2. B oTkpbIBIIEMCsl TOJIMEHIO BbIOepuTe TpeOyeMblil pesKUM 0TOOpaKeHUs:
— CrangapTHasi — UHCTPYMeHTHI PacIoJIOKeHbl B JIBe CTPOKH, Ha3BaHUs pa3fiesioB
otobpaxarorcs. [Ipy HeoOXoAMMOCTH Ha3BaHUS Pa3/ielioB IIaHeJId WHCTPYMEHTOB
MO>KHO CKPBITh (CM. pa3gen 3.3.1).
— KommakTHasg — MHCTPYMEHThI pacliojioXeHbl B OHY CTPOKY, Ha3BaHUS pa3fieyioB
He 0TOOPaXKaroTCsl.

— CKpI:ITL IHa”"HeJab — I[IaHeJIb MTHCTPYMEHTOB He 0To6pa>1<aeTc;1.

Brg OBwwi goctyn  Hagctpoikw  Cnpaeka

T 5 4

MacwTab L

R1C1

MaHens WHCTpymeHTOE ¥ & Crangaprhas

1 Fn

KomnakTHan

CkpmiTe NaHENs

~  HaspaHwa pazgenos

Pucynok 31 — KomangHoe mento Bug
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J1J1s1 GBICTPOTO TepeKIIoueHus] MeX]Ty CTaHAAPTHBIM M KOMITAKTHBIM PeXXUMOM OTOOpaXKeHUst
MaHeJld UHCTPYMEHTOB UCHOJb3yHWTe KHONKA « (KoMmakTHasi mnaHelb HWHCTPYMEHTOB)

(cM. Pucynok 32) u v (CTtangapTHasi IaHeJIb HHCTPYMeHTOB) (cM. PucyHok 33).

BE Zakpenute v "Tr‘
o~ 03 B4 &
JaHHbie BcraBka

Pucynok 32 — Knonka KomnakTHasi naHejIb HHCTPYMEHTOB

'ﬂ'ﬁ FpynnupoBaTts

- S
&y @y Emev\ﬂ”@(?""

Pucynok 33 — Knonka CTangapTHas naHelb HHCTPYMEHTOB
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3.3.4 Pa3nenbl naHem HHCTPYMEHTOB

3.3.4.1 Pasgen «®ain»

Paznen Paitn comepxut ciienyoiye KHOKY (cM. PrucyHok 34):

3 ~
= v

Dann
Pucynok 34 — Paznen daiin
1. (CoxpaHuTBh) — COXpPaHWUTb U3MEHeHUs B TeKylleM JI0KyMeHTe. [Ipu Haxatuu Ha

CTpesKy CIpaBa OT KHOIIKA OTKPBIBAETCS BBINAAKOIIMKA CIMCOK CO CIeAyHIIUMU

KoMaHaamu (cM. Pucynok 35 u pazgnen 4.1.7):

|% .}‘( ﬁ A é X0 Tharmes
X K Y AB
CoxpaHuTe WipndT
CoxpaHWTe KakK...
C D

Pucynok 35 — Komanipl coxpaneHUst

— CoxpaHuTh — COXPaHUTb U3MeHeHHUs B TeKyIlleM JJOKYMeHTe;

— CoxpaHHUTh KaK — COXPaHUTb HOBBIM (aiil Wik cOo3/1aTh KOMUIO TeKyIlero daimia.
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2. = (BpIcTpas medyaThb) — paciedaTaTh JOKYMeHT, MCIIO/Ib3ys HACTPOMKH IedaTH
no ymomuanuio. [Ipy HaxaTMM Ha CTpelKy CclpaBa OT KHOIKA OTKpBIBAeTCS

BBITIAZIAIOIIMI CIIUCOK CO CJIeyIOIMMHU KoMaHiaMu (cM. PrucyHok 36):

F-H h o‘:{ ﬁ hd é KO Thames

Gy © ¢ X K 4 AB
-

WpndT
|E;] EwicTpan nevats
D
MNapameTpel CTPEHWLUE W NEYaTk.,
Srcnopt e POF
Pucynoxk 36 — KomaHnp! neuatu
— bbicTpasgs meyaTh — pacrnedaraTb JOKYMEHT, MCIIOJIb3ysl HACTPOMKHU IIeYaTu
0 yMoJT9aHuio (cM. pasnen 4.1.12.2.3);
— IlapameTrpnl cTpaHuIbI M IIe4aThb — HACTPOUTh I[lapaMeTpbl IeYaTd U

pacrieyaTaTh JJOKyMeHT (cM. pa3zen 4.1.12.2.2);
— Oxcnopr B PDF - skcnoptupoBath ¢ain B ¢opmare PDF wmmm PDF/A-1
(cm. pasmen 4.1.10).
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3.3.4.2 Paznen «IlpaBka»

Pazpnen IIpaBka copepxxuT cienytoiide kHonku (cM. Pucynok 37):

Mpaeka

Pucynok 37 — Paznen IlpaBka

1. 3 (Beipesats) — mnomectuth B Oydep obmeHa OC BbifesieHHble [aHHble C UX
yaajeHueM U3 IoKymeHTa (cM. pasfen 4.4.1.6).

2. (KomupoBartp) — nomectuth B Oydpep obmeHa OC BblerleHHble J1aHHBIe 0e3 KX
yaaJieHust U3 IoKyMeHTa (CM. pasfen 4.4.1.6).

3. @ (BcraButh) — BcTaBUTH JlaHHBIe U3 Oydepa ooMena OC c coxpaHeHHEeM HCXOIHOTO
dopmaTtupoBanusi. [lpy HakaTMM Ha CTpeJKy CIpaBa OT KHOIIKM OTKPBIBAeTCS

BBITIQZIAIOIIMI CITUCOK CO CJIeYIOIMMHU KoMaHiaMu (cM. PucyHok 38):

-:": |® V] é W KO Thames

i :1'

ﬁ BrraButh
MNpaska
BcTagnTe 3HAYEHWA W GopMaT

A BCTaEWTE TONBKD 3HAUEHMA

Pucynoxk 38 — KomMaH/ibl BCTaBKU

— BcraBuTh — BcTaBUTh JlaHHble U3 Oydepa odoMeHa OC ¢ coxpaHeHHEM HCXOJIHOTO
dopmarrpoBanus (cM. pasfen 4.4.1.7);
— BcraBuTh 3HaueHus: 1 ¢popMaT — BCTaBUTh pe3ysibTaT BbIUKCIEHUs] GOpPMYJIbl C
COXpaHeHWeM UCXOAHOro ¢popMaTrhpoBanus (CM. paszen 4.5.6);
— BcTraBUTh TOJIBKO 3HAYeHHs — BCTaBUTH JlaHHble U3 Oydepa obmena OC 6e3
COXpaHeHHsl UCXOHOTo popMaThpoBanus (cM. pasnen 4.4.1.7).
4. “7 (OTMeHHMTB) — OTMEHHUTB MOCTIe/IHee JIeMCTBHe, IPOU3BEIeHHOE C IOKYMEeHTOM.

5. ( (IloBTOpHTH) — BEPHYTh Pe3y/bTaT HOCIeJHero OTMeHeHHOTO JIeHCTBHSI.
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6. 5 (KomupoBats ¢opmarupoBanue) — komnuvpoBaTb B 0Oydep obmena OC
dbopmMaTrpoBaHue BBIIEIIEHHOTO ¢parmMeHTa TekcTa. [Ipyu HakaTWM Ha CTPeJIKy CITpaBa
OT KHOTIKH OTKPBIBAETCSl BBIMAJAIOIINN CIIMCOK C OOBEKTaMHM paHee CKOIMPOBAHHOTO

¢dopmarupoBanus (cM. Pucynok 39 u pasnen 4.11.12.3).

;é\ @ w |gﬂ KO Thames w 12 | w
O C 608 053,002

Mpaeka
CyMMmapHEIe npogamn

A B 15.4

Pucynok 39 — O6bekThl paHee CKOIIMPOBAaHHOIO GOpMaTUPOBaHUS
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3.3.4.3 Paspen «IlIpudr»

Paznen lpudT cogepxut ciiepyromyie MHCTpyMeHTHI (cM. Prucynok 40):

KO Tharnes w 12 |» A .ﬁ+
K Y4 AB T o Av &

WpwdT

Pucynoxk 40 — Paznen HIpudgT

1. XOThames ¥ _ gopMaTvpoBaTh BbIIENEHHBIH pparMeHT TeKCTa B COOTBETCTBHU C

yKa3aHHBIM BUIOM IipudTa (cM. pasnen 4.11.1).

2. 12 ¥ — popmaTrpoBaTh BbIIENIEHHBINM (HPAarMeHT TeKCTa B COOTBETCTBHU C YKA3aHHBIM
pa3mepoM tmpudTa (cm. paszgen 4.11.2).

3. A (YmeHpmuTh padmep mpudpTa) — YMEHbIIUTh pa3Mep MIpUTa BBIIEJIEHHOTO
¢dparMeHTa TekCTa Ha OJIMH MYHKT (cM. pazfen 4.11.2).

4, AT (YBenmmuuTh pasMep mpH(Ta) — YBEIMUUTh pasMep IMPUDTa BbIIEIEHHOIO
¢dparMeHTa TeKCTa Ha OJIMH MyHKT (CM. pasfen 4.11.2).

5. X (Ilomy:upHBI) — U3MEHUTbL TUN HadepTaHMS BBIJEICHHOTO ¢(parMeHTa TeKCTa
Ha MOJIY:KHUPHBIH (cM. pasnen 4.11.3).

6. K (KypcuB) — U3MeHHUTh TUIl HayepTaHUS BBIEIEHHOro pparMeHTa TeKCTa Ha KypcuB
(cm. pasnen 4.11.3).

7. Y (IlomuepxHyTHIit) — U3MEHUTL THUII HAauyepTaHUs BLIIEJIEHHOrO (parMeHTa TeKCTa

Ha MOTYepKHYTHIN (cM. pasmen 4.11.3).

8. AR (Bce mpomnmcHbie) — mpeobpa3oBaTh Bce CTPOYHbIe OYKBBI BbIIEJIEHHOTO ¢parMeHTa
tekcra B [IPOITMCHBIE (cM. pa3pgen 4.11.3).

9. I (3auepKHYTBIil) — U3MEHUTh THUI HAYepTaHHUs BBIIEJIEHHOTO (pparMeHTa TeKCTa Ha
3adepKHyThi (CM. pasnen 4.11.3).

10. === (Jpyrue Bo3mMoxkHOCTH ¢oOpMaATHPOBAHMUSI) — IIPU HAXXaTUU HA JAHHYIO KHOIIKY
pa3BOpaYMBaETCs TIOJIMEHI0, KOTOPOe COJIEPXKHUT CJIeyrorue KoMaH bl (cM. PrucyHok 41
v paznen 4.11.3):
— X. (IlomcTpounbnii 3Hak) — 0QpOPMUTL BLIODAHHBIM  parMeHT TeKCTa

B BUJIE noncTpouHbiX 3HAKOB)
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— X’ (HapcTpouHblii 3HaK) — OQOPMWMTL BBLIOpPAaHHLIM  (parMeHT TeKCTa

B BI/IHE Ha/JCTPOYHLIX 3HAKOB.

XO Thames vz v AT AT = = BE
4 —_

X K Y ABF i Av £+ me v

W Xz Xﬂ &E:. .EE .-ELE}:. BripaBHMBaHKe

Pucynok 41 — J[lpyrue Bo3MoXXHOCTH GOpMaTUPOBAHUS

— AP (VmmoTHeHHBIiT) — YCTAHOBUTDL YIUIOTHEHHBII MHTEpBAl MEXJy CHMBOJAMH B
BbIOpaHHOM (pparmMeHTe TeKCTa;

— 4D (OGBIumBIi) — yCTAHOBUTHL OGBIMHBIA MHTEpBAT MeXJy CHMBOJAMU B
BbIOPaHHOM (parmMeHTe TeKCTa;

— 2B (Paspexennsit) — yCTaHOBUTb pa3peskeHHBI MHTEpPBAI MEX/Y CUMBOJIAMHU B
BbIOPaHHOM (parmMeHTe TeKCTa.

11. i (IBet Texcra) — PpopMaTUPOBATh BbljleJIeHHBIM (parMeHT TeKCTa B COOTBETCTBUU

C BbIOpaHHBIM 11BeTOM IipudTa (cM. PucyHok 42 u paznen 4.11.4).

XO Thames vl 12 v AT AT = = ==|7
PR . o

X K 4 AB T - |,i%£>v B v

WpudT
LlpeTa Temb:

HEEEEE

Apyrue upeTa...

Pucynok 42 — LIset Tekcra
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12. © (IIBeT BBIZeJIeHHS TEKCTA) — BbIIEJIUTh GparMeHT TeKCTa BbIOpaHHBIM IIBETOM

(o Tuny mapkepa) (cM. PucyHok 43 u pa3pen 4.11.5).

XO Thames v 12 v AT AT = =8 =7
Fl —_—
X K 4 ABF - ivﬁﬂ 8 v
WpudT
HeT n EAHWE LBETOE
Bez ueeta

PucyHok 43 — 1IBeT BbiZiesIeHUS TEKCTa
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3.3.4.4 Paznen «BoipaBHUBaHMe»

Paznen BelpaBHMBaHHe COJIEPXXUT CllefyIolre KHONKY (cM. PucyHok 34):

BripasHuBaHue

Pucynok 44 — Pasnen BeipaBHuBaHMe

1. = (BBIPOBHATH TEKCT IO JIEBOMY KPal0) — BBIPOBHSITDH TEKCT II0 JIEBOMY Kpalo STYEHKH
(cm. pasnen 4.11.6).

2. = (IIo meHTpPY) — BBIPOBHSTD TEKCT I10 IEHTPY siueiku (cM. pasnen 4.11.6).

3. = (BbIpOBHATH TEKCT IO NPaBOMY Kpalw) — BBIPOBHSATH TEKCT IO IPaBOMY Kparo
staedku (cM. pasgen 4.11.6).

4. = (BbIpOBHATH TeKCT IO INHPHHEe) — BBIPOBHATH TEKCT IO IIMPUHE SYeHKU
(cm. pasnen 4.11.6).

5. 7 (Ilo BepxHeMy Kpaw) — BBHIPDOBHATb TeKCT II0 BepXHeMy Kpaw sSYeiKu
(cm. pasnen 4.11.6).

6. % (BBIPOBHATH TeKCT 10 IEHTPY) — BBIPOBHATb TEKCT 110 CepellMHe sS4YerKy
(cm. pasnen 4.11.6).

7. 2 (Ilo wmmKxHeMy Kpalw) — BBLIPOBHSTb TEKCT [0 HIDKHEMY Kpalo —SYeiKu

(cm. pasnen 4.11.6).
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8. AE (IToBopoT Texcra) — ykasaTh yros moBopoTa TeKCTa B BbIIeIeHHOM CTpoKe/cTonbie,

siyeliKe WK quara3oHe siaeek (cM. PucyHok 45 u pasgen 4.11.7).

= === 717 + L | obuw v
'ELE:} \‘,%5 1 p o.f'alc oo Qo
Yucno
AR Her(0)
J K

QT MoeepHyTe BAeBo Ha 90°
1@ MoeepHyTe ENpaec Ha 90°
o~ [loBepHyTh Bnego Ha 45°

~  [NoeepHyTs Enpaec Ha 45°

Japate yron o w

Pucynok 45 — IloBopot Tekcra

9. —o (Ilepenoc mo cnoBaM) — pacIOJOXUTh TEeKCT B BbIJIEJICHHOW sdelike

0 IUpUHe cTojbma (cM. pasnen 4.11.8).

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2023 50



MonOdonc

3.3.4.5 Paszmesn «49uciao»

Paznen Uncio comepxut cienytoriye KHOMKY (cM. PucyHok 46):

Cowmin W

P 0,.-"‘3 oo Qo

Yucno

Pucynok 46 — Paznen Yucio

1. | OBwwid ¥ (YucmoBoit ¢opmar) — BeIOpaTh (GOpPMAT Ul BBIIEICHHBIX I9eeK
(cm. pasnen 4.4.2.3).

2. P (Jenexxnbnii ¢popmar) — 0TOOpa3UTh COAEPXKUMOE BBIIEJIEHHBIX STUEeK B JIEHEKHOM
dopmare (cm. pazzen 4.4.2.2.3).

3. % (IIpouenTtHBI ¢opMaTr) — O0TOOPA3UTH COAEPKUMOEe BBIIEJIEHHBIX SYeeK B
nporieHTHOM popmate (cM. pasnen 4.4.2.2.6).

4, 0 (YMeHBIINTH Pa3psSiTHOCTb) — COKPATUTh KOJIMYECTBO OTOOpakaeMbIX pa3psiioB
CIIpaBa OT 3amsITOM B YHUCJIaX, HAXOMASIIMUXCS B BBIJIEJIEHHBIX siYeikaX U BbIpaKeHHbIX B
BUJIe NeCITUIHOU Ipobu (cM. pasnen 4.4.2.5).

5. 99 (YBemuuuTh Ppa3psifHOCTb) — YBEJIMYUTH KOJIMYECTBO OTOOpakaeMbIX paspsijioB
CIIpaBa OT 3amsITOM B YHMCJIaX, HAXOMASIIMXCS B BBIJEJIEHHBIX siYeiikaX U BbIpaKeHHbIX B

BUJIe NeCITUIHOU Ipobu (cM. pasnen 4.4.2.5).

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2023 51



MonOdomc

3.3.4.6 Paznen «$ueiiku»

Paznen fIgeiiku conepxuT cieayromye KHOMKY (cM. PucyHok 47):

CvE mBp®m B
M v B d B B

Aueikn

Pucynok 47 — Paznen SIueiiku

&

1. == (IIBer 3aiMBKM) — BLIOpPATH IBET 3aTIOJTHEHUS BBIJIEJIEHHOH stueiiku (cM. PrucyHok 48

v paznen 4.11.10).

SChvE mIE®s By ¥ -
:I% ol v [
¥

HeTt z2anueku
IHEblE Bcraska

Ligeta Tenmb:

0 HEEEEE p a

Opyrue yeeta...

Pucynok 48 —LIBet 3amuBku

2. H (O0benHNTL SYeHKH) — OOBENUHUTh WM pPa3beUHUTH BbIJEJIeHHbIe SYerKH

(cM. pasnen 4.2.3).
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3. HH - HAaCTPOUTh OTOOpakeHWe, TUIl U NBET JIMHUMA TPaHUI] BbIODAHHOM SYEMKU WIN

nuana3oHa stueek (cM. PucyHnok 49 u pasnen 4.11.11).

=
ol ~
H|~
BH je Becraska
|III£ I P
— / HeT rpaHuu
MocnegHue LEETa:
UeeTa Temb:
L] ]
Jpyruve ueeTa...
Pucynok 49 — Hacrpotika rpanuil
4. 5 (BcraBUTH CTPOKY BBINIE) — BCTaBUTb HOBYIO CTPOKY HaJl BBIJIEJIEHHON
(cm. pasnen 4.2.5.7).
5. & (BcraBUTBh CTPOKY HIMKe) — BCTABUTh HOBYIO CTPOKY TIIOf BBIJIeJIeHHOH

(c™m. pasnen 4.2.5.7).
6. E (BcraBuTh CcTOJIOCI ClIeBa) — BCTAaBUTh HOBBLIM CTOJIOeI] CjieBa OT BBIAEIEHHOIO

(cM. pasnen 4.2.5.6).
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7. ﬂ (BcraButh cToJI0el] cripaBa) — BCTAaBUTh HOBBIA CTOJIOEI] CITpaBa OT BBIJEIEHHOTO
(cm. pasnen 4.2.5.6).

8. @ (YmaJuTh CTPOKY) — VIAIUTh BbIIEIEHHYIO CTPOKY (CM. paszen 4.2.5.10).

9. $ (Ynanurs crosbern) — yIaauTh BeIJeeHHbIN cTonber] (cM. pasnen 4.2.5.10).

10. ¥ (3akpenuThb) — 3aKpenUTh BBIJIEJIEHHbIE CTPOKW WM CTOJIONBL. [Ipy HakaTwu Ha
CTpeJKy CIIpaBa OT JAHHOM KHOIIKM OTKPBIBAeTCSl IOJIMEHI0, KOTOpPOe COHEepXKUT

ciiepytome koMaHel (cM. Pucynok 50 u pazgen 4.2.5.8):

E”E'@EE[E%T e AR B L7

33K|JE‘I’IMTI:| no ropyuioHTany

Jak PENWUTE NO BEPTUEANA

JakpenwTe obnacTe

=2:
I
M N -z JakpenwTe B BpaHHeIe CTROKK W cTonbus
&
EH

Pucynoxk 50 — YnpaBieHue 3akperjieHHbIMU 3JIeMeHTaMU

— 3akpenuTh 0 FTOPU30HTAIH — 3aKPENIUTh BbIOpPAHHbIE CTPOKY;

— 3akpenuTh 0 BePTHUKAIH — 3aKPEIIUTh BEIOPAHHbIE CTOJIOIBI;

— 3akpenuTh BBIOpAaHHBIe CTPOKH U CTOJIOIBI — 33aKpelNUTh OJHOBPEMEHHO U
BbIOpDAHHbBIE CTPOKH, U BbIOPaHHBIE CTOJIOIIHI;

— 3akpenuTh 00JIaCTh — 3aKpenuTh 00J1aCTb, B KOTOPOW BepxHeM JieBoW suerKou
aBisieTcsl  siyedika Al, a mpaBoll HWXHeM SYeMKOHM — s4YelKa, YyKa3aHHas
MOJIb30BaTeJIeM;

— CH4aTtb Bce 3aKpeIruieHus — OTMEeHUTD 3daKpellyieHre BCeX CTPOK U CTOJI6HOB.
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11. ¢f (IpynmmpoBaTh) — TPyNIIMPOBAaTh BEIOpaHHBIE CTPOKY WK CTOJOII. [Ipu HaxkaTuu

Ha CTpeJIKYy CIIpdaBd OT JAHHOM KHOIIKH OTKPpbIBA€TCH IMOIMEHI0, KOTOpOe COHOep’KHUT

cienyrommue kKoMauabl (cM. PucyHok 51 u paspen 4.2.5.9):

'ﬂ'ﬂ [pynnUpoEaTE CTROKK

N ,:g:, Mpynnupoeate cToabuk [

g0

Pucynok 51 — I'pynnupoBka

— l"pymmpOBaTb CTPOKH — I'PYIIIMPOBATH BbIIeJIEHHbIE CTPOKU;
— l"pymmpOBaTb CTOJIGIII)I — I'PYIIIMPOBATDH BbII€/IeHHbIE CTOJ'[6LU:>I;

— O4ucTHUTH TPYNIHUPOBKY — OTMEHUTb I'PYIIIMPOBKY BblIeJIeHHBIX CTOJIOIOB WK

CTPOK.

3.3.4.7 Pazgen «J/lanunbie»

B pazpesne Janubie (cM. PucyHok 52) pacrnosioxkeHa KHOTKa v (CopTupoBka u puabTp),

C IIOMOIIBIO KOTOpOfI oripenessieTCda Ordila30H OdHHBIX JJId Cl)I/IJ'IpraI_II/II/I U COpPTHUPOBKH

(cm. pasgmen 4.2.6).

Vv

HanHbie

Pucynok 52 — Pazpnen Jlannsble
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3.3.4.8 Pa3nen «BcraBka»

Paznen BeraBka cosiepxuT ciieftytoliie KHONKU (cM. PrucyHok 53):

oo v 05 B &

Bcraska

Pucynok 53 — Paznen BecraBka

1. m (Jumarpamma) — BCTaBUTh Auarpammy (cM. paszei 4.8).
(CBopmnas TabauIa) — BCTAaBUTh CBOIHYIO TAaOJHITy (CM. pasnen 4.7).
(A300paxkenue) — BcTaBUTh M300pakeHue (cM. paszen 4.9).

(f) (Cchuika) — BCTaBUTh TUITEPCCHUIKY (CM. pasfen 4.4.3.1).

A

soe (BCTaBKa) — IIpU HAXATHUU HA [Ad4dHHYIKO KHOIIKY OTKpPbIBAE€TCS IIdHEeJIb BCTAdBKH,

KOTOpasi COJEPXKUT cllefiytoliye KHONKH (cM. PrucyHok 54):

—

S I

N oo~ 05 B &

Wzobpaxerue... ~

TekcToBCE NOAE

7] 1a
M 0] 5

(. A durypa ¥ /.

DUU Jwnarpamma ¥ 0

-

I CeogHan Tabanua

:'_)( DyHEUMA...

&

(_{-‘} Cebinka...

@ JameTka

D Nt

A

Jara

|: l\::l Bpema

Pucynok 54 — Ilanenb BcTaBKU
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— D N3o0paxenne — BCTaBUTh M300pakeHue (cM. paszen 4.9).

— :_: TekcToBoe 1oJe — BCTaBUTh TeKCTOBOe 1oste (cM. pa3zen 4.10.2).
- O durypa — BcraButh purypy (cm. pasmen 4.10.1).

— |'I1_f JduarpaMma — BCTaBUTb Juarpammy (cM. paszuen 4.8).

— Hj CBopHast TabsuIa — BCTaBUTh CBOJIHYIO TabnuIly (cM. paszen 4.7).
- PyHKIUA — BCTaBUTh QYHKIMIO (CM. pazzen 4.5.4).

h]
— (2" CchUIKA — BCTaBUTh TUIIEPCCHUIKY (CM. pa3nen 4.4.3.1).

- —|3aMeTKa — BCTaBUTb PYKOIIMCHOE IIpUMeYdHHrEe K BbIJIeJIeHHbIM sTYerKaM

(cm. pasnen 4.4.4).
- |:J JIMCT — BCTaBUTH B IOKYMEHT HOBBIH JIUCT (CM. pasnen 4.3.1).
— [5] mara - Bcrasuts TekyIIyto naTy (cMm. paspgen 4.4.1.5).

— E' Bpems — BcTaBUTH TekylIlee Bpemsi (CM. paszen 4.4.1.5).

3.3.4.9 Paznen «CBomHaga Tadoauma»

Ecmm B HOOKyYMeHTe BbllleJIeHd CBOJHAA Ta6n1/1ua NN O,I[Ha/ HeCKOJIbBKO sd4YeeK
U3 ee [Hdllda30Ha (CM. pa3gein 4, 7) , TO Ha IIdHeJIM HWHCTPYMEHTOB 0T06pa>1<aeTc51

pasnienn CBoHasA TabJMIa, KOTOPHIKA COJIEPXKUT Cieflytoliie KHOKMU (cM. PucyHok 55):

T,

w7 DBHOBUTE @,
e |

1897 Hactpouts

CeogHan TaGanua

Pucynok 55 — Paznen CBogHas Tadiuna

1. E:; OOHOBUTH — 0OHOBUTH CBOAHYIO Tabmuily (cM. paszen 4.7.3).

2. 357 HacTpouTh — OTKPBITH TIaHeJIb yIIpaBJIeHus] CBOJHOM Tabiurel (cM. paszen 4.7.2).

3. @; (Ynanuts cBomHYI0 TAOJIHILY) — YIQIUTh CBOAHYIO TabUITy (CM. pasnen 4.7.4).
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3.3.4.10 Paznen «/lmarpammar»

Ecmm B JOKYMeHTe BbllleJIeHd OWaI'PdMMa (CM. pasznein 48), TO Ha IlaHeJIM MHCTPYMEHTOB

otobpakaercs paszen JluarpamMmma, KOTOPBIN COJIEPXKUT CllefyroIue KHONKU (cM. PrucyHok 56):

Ii_l v Ii w e {:f HactpouTe

|£ w IE w @b Yaanute

Awarpamma

Pucynok 56 — Paznen [lmarpamma

1. [ (I'mcTrorpamma) — co3aaThk TUCTOIPAaMMy BBIOpaHHOTO TUMa (cM. PrucyHok 57).

Ii_l w IE v @ d,-_:f' HactpowTe
I}) [~ . IJE‘
|i_i MMcTorpamia © rpynnupoBKoi

H rMCTI:IFrJEMME C HAKONAEHHMEM

=
ull HEIFIMMFICIE-EHHEH FTMCTOrpamma C HakonaeHWem

PucyHoxk 57 — I'mcrorpamma

2. E (J/InHeiliyaTasa muarpamMma) — CO3/1aTh JIMHEMYATyO AUarpaMMy BbIOPAaHHOT'O THIIA
(cm. PucyHok 58).

|i_i w E w e' '{_:} HactpouTe M ==
e

=  [fluHeliuatan guarpamma © rpynnupoBkoi
duarpam

sm  [lMHeluaTan 4WarpaMma C HakomIeHWEwM

- HD[‘JMH[‘JDE-EHHEFI NWHENUATanA AWarpamma C HakonneHem

Pucynok 58 — JIuneituaras AuarpamMma
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3. @ (Kpyrosas mmarpamMma) — CO37aTh KPyIOBYIO IMarpaMMmy.

4. | (I'padux) — coznate rpaduk BeiOpaHHOro tvna (cM. Pucynok 59).

Ii_ w Ii w “ {3} HactponTe

Iﬁv%lﬁ V |ols, Yaamuts ! DUU Ararpamnda IJE‘ BogHan Tabanua

|£ lpaduk

B

paduk c HakoneHWew

H

HopmupoeaHHBA rpadue © HaKONAEH e

[%

paduk c Maprepamm

3

Mpaduk © HAKONAEHMEM W MaPKEDAMM

i

HopmupoBaHHBIRA rpadik © HAKONAEHMEM W MapKERaMA

Pucynok 59 — I'padux

5. |E (Muarpamma c 00J1aCTSIMH) — CO3/1aTh JUArpamMmy C o0JIacTSIMU BBIOPAHHOTO THIIA

(cm. Pucynok 60).

“_l W Ii - e {E} Hactpoute
|£ W IE \'% M&,Yﬂ,aﬂmb

duarpami

4 D[IU Owarpamma v IE' BOAHaA Tabauua

B [warpamma c oBRacTamm
= Jwarpamma c oBAacTAMK M HAKOMIEHWEN

& HopMWpoEaHHaA AWarpamma ¢ oBAACTAMM M HAKOMIEHHEN

Pucynoxk 60 — Jluarpamma ¢ obsactsaMu

1. {§‘} HaCTPOHTL — OTKPBITb OKHO HACTPOEK NUdIr'pdMMBbl.

2. @'b Ynanute — yiayiiTh AUarpaMmy.
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3.3.4.11 Paznen «3o00pakeHue»

Eciu B mokymeHTe BbifiesieH PUCYHOK (cM. pasfen 4.9), To Ha THaHeId WHCTPYMEHTOB
otobpaxaetcs pa3zen Mzoopaxenne (cM. PucyHok 61).

B manHOM paspeiie pacnosioykeHa KHOTIKA @; (Y mamuTs nzoopaxkenue) (cM. pasmen 4.9.5).

Ed

Maobpans...

Pucynok 61 — Paznen M3o6paskenue
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3.3.4.12 Paznen «Purypa»

Ecnmu B mokymeHte BhifienieHa durypa (cMm. paszmen 4.10), To Ha maHeJW WHCTPYMEHTOB

oTobpakaercst paszien Purypa, KOTOpbIN COJIEPXKUT Cllefyolre KHONKU (cM. PrucyHok 62):

g LleeT zanmekn v Mogroxate pazuep @
— 4
an Kontyp v

Turypa

Pucynok 62 — Paznen ®urypa

O
1. == IIBeT 3aIMBKHU — 3aMI0JIHUTL QUTYPY 1IBETOM WK M300pakeHreM (cM. PrucyHok 63 u

paszen 4.10.3).

4

[ﬁ LLeeT zanmexn ‘-{% Mogroxate pazuep @

HeT 3anMBKK

LlgeTa TeMbI

H BEMEEEE

Apyrve upeTa...

Mzobpakerne:

Bmbpate..

Pucynok 63 — Knornika IIBet 3amuBku

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MHWy, 2013-2023 61



MonOdomc

2. = KoHTyp — onpenienTh 1BeT, TOJIIMHY 1 THII JIMHAK KOHTYpa QUrype! (cM. PucyHok 64

v pasnen 4.10.4).

£ UeeT 3anmekn  + MoaroHATE pasMep rﬂ

= Kormyp % ‘

HeT koHTypa

Llgeta Temb:

Apyrue upeta...

Tonwmna arHK: 0,25 pt

Pucynok 64 — Knonka Kontyp

3. IloaronsiTe pa3mep — NOAOTHATH BBHICOTY GUIYPHI 110]] PACHIOTIOXKEHHBIN B Hell TeKCT

(cm. paspen 4.10.6).
4. 'ﬂ (Yoanurs ¢urypy) — ynanuts urypy (cm. pasgen 4.10.8).
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3.3.4.13 Pa3nen «Tabiuma»

Eciu B gokyMeHTe BbiJlelieH 3JIeMeHT «YMHOM» TaOJIMIbI WM «yMHash» TabJuIa IejIMKOM
(cm. paspen 4.5.8), To Ha maHeM UHCTPYMEHTOB oTobpakaetcs pasaen Tadmumna (cM. Pucynok 65).

B nanHoM pasnesne oTobpaskaeTcsi Ha3BaHHe «yMHOM» TabJIUIIbL.

TaGawual

Tabnuua

Pucynok 65 — Paznen Tabiauna
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3.4 Ctpoka ¢popmy.r

B crpoke ¢opmyn orobpakaeTcs HWCTHHHOE COIEPXXUMOe BbIIeJIeHHOW — STYeMKHU.
Hampumep, B siueiike Al (cM. PucyHok 66) ortobpakaercs 4ucio 1 U cCOOep>XUTCsS 4UCio 1;
B siueiike A2 oToOpaXkaeTCst YMCIIO 2 U COJIEPXKUTCS YMCIIO 2; B sdeiike A3 oToOpakaeTcst YUCTo 3,

HO cofiepXUTcst popmyria, pe3ysibTaTOM BBIYUCIIEHUSI KOTOPOU SIBJISIETCS YHCIIO 3.

A1 v fx 1
A B C o E
1 1
2 2
3 3
4

Pucynok 66 — Conep>xumoe siueiiku Al B cTpoke popmyin

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

Pucynok 67 — Conep>xxumoe sigeiiku A2 B cTpoke Gopmyit

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

Pucynok 68 — Conep>xxumoe siueiiku A3 B cTpoke GopMyit
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3.5 bokoBag nmaneinn

bBokoBasi maHesib COJEPKUT Cllefytone KHONKY (cM. PrucyHok 69):

— ff — OTKpBITH IAHeNlb CCHUIOK Ha obpa3oBaTelbHBle pecypchl (cM. paspen 4.4.7).
Knorika otobpaxkaercst mpu pabote ¢ npwiokenueM «MoiOduc Tabmuima» B cocraBe
npoaykra « MorOduc Obpa3oBaHuey.

- Q — OTKPBITH TTaHeJTb IOMCKA ¥ 3aMeHbI JJAHHBIX B JJOKyMeHTe (cM. pa3zen 4.4.6).

— X — OTKpBITL NaHeN b GYHKIME (CM. paszien 4.5.4).

- 0 — OTKPBITH JucieTdep uMeH (cM. paszen 4.5.7).

— [ld] — oTkpbITh TaHeNb yIpaBiieHHs CBOAHOW Tabmwuiel (cM. pasgen 4.7). KHomka
oTobpaxkaeTcs, eciid B JOKYMeHTe BblJleJleH 3JIeMeHT CBO/IHOM TaOJIUIIbI.
- @ — OTKpHITH IaHeNb paboThl C MakpokoMaHaamu (cM. pasgen 4.13.1). Kuomka

oTobpaxkaeTcs, eciid B JOKYMeHT io0aBjieHa XOTsl Obl 0JlHa MaKPOKOMaH/a.

@ [

Q

@

& + 100% v

Pucynok 69 — bokoBasi manesb
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Eciv nokyMeHT OTKpBHIT M3 006Jla4yHOro XpaHwmmia (cM. pazmen 4.13), To Ha GOKOBOWM
MaHeJlM TakXXe OTOOpaKaeTCss CIMCOK peleH3eHTOB, KOTOpble OJIHOBPEMEHHO C TeKYIIUM

I10JIb30BdTeJIeM BeOyT pa60Ty Hal 3TUM JOKYMEHTOM.

CDYHKIII/II/I pa60Tm B 0O0Jlake M COBMECTHOI'O PedaKTUPOBAHUA OOCTYIIHBI IIPXU HAJIMYHUKU

cepBepHoi1 yactu «MoiiOduc [Ipodeccronanbubiiy / «MoiOduc YactHoe Ob61ako».
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3.6 Bxiragku JiMcroB

Bxmanku mcroB (cMm. Pucynok 70) momoraioT MOjIb30BaTesito IepeMeliaTbCs M0 JIMCTaM
3JIeKTPOHHOMW TaOJIUIIBI.

Pabora c iucramu moapo6HO omnvcaHa B pasjene 4.3.

14
15
16
17

Nuctl Nuct2 m +

Pucynoxk 70 — Bxiaiku nucToB

3.7 Ctpoka cocrossHHS

B crpoke cocTosinus copepkarcs ciiefyrolye JaHHble U MHCTPyMeHThI (cM. PucyHok 71):

— UWHAMKATOP COCTOSIHUSI MOJIKJIIOUEHHsl K cepBepy — oToOpakaeTcsl, eciii B MPUJIOXKEeHUHN
OTKPBIT IOKYMEHT, PAclloJIOKeHHbIN B o0iake (cM. pasnen 4.12);

— YpOBeHb IpaB JIOCTYIA K JOKyMEHTy — OTOOpakaeTcsl, eClIi B NPUJIOXKEHUH OTKPBIT
JIOKYMEHT, PacCIlOJIOXKEeHHBIM B OO/IaUHOM XPaHWJIWINE, U T0JIb30BaTelb He SIBIISIeTCS
aBTOpPOM JITaHHOTO JIOKyMeHTa (cM. pa3zen 4.12.2);

— 3HA4YeHMS] aBTOMATHUYeCKH MOACUYHUThIBaeMbIX GpyHKIMM (CM. pasfen 4.5.2);

— MHCTPYMEHTHI JyIs U3MeHeHHUs MaciTaba TeKyIero JiMcTa (cM. pasnen 4.3.6).

@ Ectb noaxntoueHne ¢ PepakTnpoeaHne CYMM 0 CP3HAY 0 MWH 0 MAKC O CHET3 0 m - ® + 100% v

Pucynok 71 — Ctpoka cocTtosiHUS

@yHKIMKU paboThl B 00jlake U COBMECTHOTO peJJaKTUPOBAHMS JOCTYIHBI IIPU HAIAYUU

cepBepHoii yactu «MoOduc IIpodeccronanvubiity / «MonOduc YactHoe Obmakoy.
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3.8 OxHO OBICTPHIX AeHCTBHIT

OxHO ObICTpBIX JedicTBUM (cM. PucyHok 72) mpepgHaszHadeHO i1l OBICTPOrO BBIIIOJIHEHUS
KOMaH/I, KOTOpble COJiepXXaTCsl B KOMAaHJIHOM MeHIo (CM. paszen 3.2).

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

— Bribepute nyHKT KoMaHHOTO MeHIO CripaBKa > BeICcTpHhIe qeiicTBHS.

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

couderanue kiasuil $£Cmd+/ npu pabote B OC macOS.

Co3gate trl+
Cozgate no wabnony..
OTEpBITE...

OTepwTe B obaake...
Bolith B ofinako
Ckauatk...

JarpyznTe dain..
CoxpaHnTe

CoxpaHuTe Kak..
3KCNOPT...

JagaTe napoik...

EBwicToan nevate

Pucynok 72 — OxHO GBICTPBIX JeHCTBUN

st BBIOOpa KOMaH/IbI M3 CIIMCKA BOCIOJIb3YUTECh OJJHAM U3 CJIeYIOIIUX CII0COOOB:
— IIpokpyTuTe CIIMCOK A0 HY>KHOM KOMaH/bl C IIOMOIIBIO KOJIeCUKA MBIIIA WU IIPaBON
BepPTUKAIbHOM T0JIOCHI MPOKPYTKHU. [loaTBepauTe BbIOOD KOMaHABI IIETYKOM MBIIIN

WM Ha)kaTheM KiaBuiy Enter.
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— Haunure BBOAWTH Ha3BaHWE KOMaHJbI B CTPOKYy mowucka. Korma TpeGyemast koMaH[a
0oTOOpasuTCs B pe3yJibTaTax IIOMCKA, BbIOEpUTe ee C IMOMOIIbIO MBIIIM WM KJIaBHUII
KJIaBUaTYypHI:

— IlenkHuUTe 10 CTPOKe KOMaHbI JIEBOM KHOIKOMN MBIIIIH.
— BblgenuTe CTPOKY KOMaHAbI C MOMOINbIO KJIABHUII KJIABHATYPhl | U T U HaXXMUTe

kiaBuiry Enter.

OKHO OBICTPBIX JENCTBUIM aBTOMATHYeCKH 3aKpbIBAeTCsI IPY BHITIOJTHEHUH KOMaH bl UTOObI
3aKpbITh OKHO Oe3 BbIOOpa KOMaH/bl, IIeJIKHUTe I10 JII000My MecTy 3a IpefejiaMyd JaHHOTO OKHA

WM HOXMUTe KiaBuily Esc Ha kiaBuarype.
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3.9 SA3pIk pUIOKEeHHS

Aspik  npunoxenuss «MoiOduc Tabmuuma» 1O yMOIYaHUIO OIpefeNiseTcsl S3bIKOM

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

IIpu cmene s3pika mnpwioxeHus «MonOduc Tabmuna» COOTBETCTBYIOUIMM — SI3BIK
aBTOMaTh4yecKy BblOMpaercs s npwioxeHnid «MoiOduc Tekcer» u «MounOduc

[Ipe3enTanusy».

YT0OBI M3MEHUTD S3bIK IIPUIIOXKEHNS], BBIIIOJHUTE CIle/lyIoIlye 1eHCTBUSL:
1. Bpibepure nyHKT KoMaHAHOrO MeHI0 MWHcTpymMeHThI > WM3MeHHTH A3BIK

(cm. Pucynok 73).

WMHcTpymenter  Bug OBwwi go

Mpaeocnucanue r

HacTpaveaeme i choBaps
M3MeHNTE A3BIK...

Makpokomanas r

Pucynok 73 — KomangHoe MeHio MTHCTpyMeHTBI

2. B oxHe, mpefcTaBieHHOM Ha pHUCyHKe 74, BbIOepuTe W3 BBINAQJAIONIEr0 CIHCKA

TpeOyeMbll 13bIK IPWIOXKeHUs! U HaxkmuTe KHONIKY OK.

CmeHa A3biKa >

BriGepute A3pik:

Aapik ccrembl (Pycckiid) w

Ok OtmeHa

Pucynok 74 — OxHo BbIOOpa sI3bIKa
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3. B okHe, mpejicTaBlIeHHOM Ha pUCYHKe 75, HaxxmuTe KHOTky OK.

CmeHa A3biKa >

o 3MeHeHWe BCTYNWUT B Uy
nocae nepesanycka NPUAOXeHWA

Pucynok 75 — YBenomiienre o Heo6X0IMMOCTH Iepe3alycKa IPUI0XKeHUs]

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

JTAaHHBIM MOMeHT B ipwioxkeHnH « Mo Oduc Tabmauia», U OTKpOUTe UX CHOBA.
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4 PABOTA B TABJINYHOM PEJJAKTOPE
4.1 TeiictBus C ¢paitnamu
4.1.1 Co3gatsb daiin

4.1.1.1 C momomsio IlpoBogunka Windows

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

1. OTkpo#Te KOHTEKCTHOe MeHIO HIeTYKOM IPaBOW KHOIIKU MBIIIHM I10 MyCTOW 00/IacTu U
BhInosiHuTe koMaHay Cosmars > [ Tabmumna MoiOduc.

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

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

Enter Ha kiaBuaType.

4.1.1.2 IIpu BXoje B IPIJIOKeHHE

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

4.1.1.3 Bo Bpems pab0ThI B IPHJIOKEHHH

Yrobbl co3faTh HOBBIM (aill BO BpeMsi pabOThl B IPUIOXKEHUH, BBIIOJHUTE OJIHO M3
CIIeIVIOIUX JeUCTBUIA:
— Boibepute nyHkT koMaHaHOTrO MeHio ®aiin > Co3math (cM. PucyHok 76).

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

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

CozaaTe no wabnoHy...

[ OTkpoiTb... Ctrl+0

Pucynok 76 — Ilynkt komanaHoro meHio Co3gatb

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2023 72



MonOdonc

4.1.2 Co3gathb mabsoH ¢aiina

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

YtoObI co3pmath mabiioH daiisia, BBIMOIHUTE CIeIyIolIie JeHCTBHUS:

1. OrtkporiTe dait, MAabIOH KOTOPOro He0OX0IUMO Co3AaTh (CM. pasfen 4.1.4).

2. Broibepure myHKT koMaHaHOTO MeHIO Paiin > CoxpaHuTh mabdsoH (cM. Pucynok 77).

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

rMs ¢daisa U HaxMuTe KHOIIKY COXpaHHUTh.

@aiin  [paeka Bcraeka Dopmar  TaBavua  [Jadvme
[% Cospate Ctrl=M

Co3gate no wabaoHy...

[=  Omkpoito.. Ctrl+0
OmkpoiTe B obnake... Ctrl+5hift+0
HegaeHwe gokymeHTH L4
PaboTa B obnake »

5l Coxpanute Ctrl+5S
CoxpaHWTE Kak... F12
JKCNOpPT...

CoxpanuTte wabnoH...

Pucynoxk 77 — KomangHoe mento ®Paiin

4.1.3 Co3gaTts ¢aiin u3 mabdioHa

s co3manusg  daiyla M3 HOJTOTOBJIEHHOTO IIa0yIoHa BOCIOJIB3YHTeCh OIOHUM U3

CJIeIYIONIMUX CIIOCOOOB:
1. JIBaxknpl IMIeJIKHUTE TI0 HeOOXOAMMOMY 1IabJIOHY B (aiiJIoBOM MeHe/Kepe.
2. Bribepure nyHKT KoMaHaHOrO MeHio Paiin > Co3naTh nmo mabdnaony (cM. PucyHok 77).
B oTkpriBIIeMcst okHe ¢aitioBoro MeHepkepa BbioepuTe 11abJIoH, Ha OCHOBE KOTOPOTO

TpebyeTcs co3AaTh daill, U HAXMUTE KHONIKY OTKPHITH.

OTKpoeTcsl HOBBIN JOKYMEHT, FOTOBBIM K peJaKTUPOBaHUIO.
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4.1.4 OTkpBITH daiin

YToObI OTKPHITH (aiisl, BOCIOIb3YHTECh OOHUM U3 CIIeAYIOLIUX CIIOCOOOB:
1. JIBaxkabl 1miesikHUTE TI0 (ailily JIeBOoM KHOIKOM MBIIIIH.
2. Ortkpourte mpwioxenue «MoOduc Tabmuma». 3aTemM BBIIOJHUTE CIIEAYIOITHE
IeNCTBUS:
— Bribepute myHkT KoMaHAHOTO MeHI0 Pain > OTKpeITh (cM. Pucynok 77) win
HaxxmuTe coderanue kiapuil Ctrl+0O / £Cmd+0.

— B okne ¢aiioBoro meHemkepa BblOepuTe TpebyeMblid paiyl U HaXXKMUTEe KHOIIKY

OTKpBITH.

Ecim B Hacrosmui MOMEHT JIOKYMEHT OTKPBIT JPYTHMM I10JIb30BarejieM, TO IMPOCMOTP U
pelakTUpOBaHWe JIAHHOTO JOKyMeHTa He#ocTymHbl. Ha 3kpaH BbIBOAUTCS —coobieHue,
IIpe/iCTaBJIeHHOe Ha PUCYHKe 78.

3akpouTe IOKYMEHT U JI0XKIUTeCh OKOHYaHUSI PabOThI IPYTOro MOJIb30BaTeIsl UM CO3JlakTe
KOIIUIO IAHHOTO JIOKYMEHTa.

YToObI 3aKpBITh JOKYMEHT, HAXKMUTE KHOTIKY 3aKPBITh.

YTto0bbI CO31daTh KOIIMIO JOKYMEHTd, HA’KMUTEe KHOIIKY OTKprTb KOITHIO.

OTpEITE. . x

o [JOKYMEHT y>Xe MCNo/b3yeTca

APRYTUM NONb30BaTENEM. DTKpthb
KOMWH 3TOIo JOKYMEHTA, 4YTOObI
npocMmaTpreaTe W pelakTUpOEBEaTh
ero co,ﬂepxumoe?

OTKpbITE KONWHD 3aKpeITh

Pucynok 78 — JlnanoroBoe okHO
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4.1.5 OTKpPBITH HeTaBHHE JOKYMEHTBI

B npunoxennn «MorOduc Tabmuia» coxpaHsieTcsi CIMCOK JJOKyMEeHTOB, C KOTOPbIMHU
I10JIb30BaTesIb paboTall B IociiefiHee BpeMsl. JTOT CIIMCOK COJIEPXKUT Kak JIOKalbHble (Gailiibl, Tak U
daibl, KOTOpble OTKPBIBAJIMCh K3 06javyHOro XpaHwmiia (cMm. pasmen 4.13). Ilocmemnwue

OTMeYeHbI B CIIMCKe 00JIaKOM.

CDYHKLII/II/I pa6OTbI B 00Jlake M COBMECTHOI'O PedaKTUPOBAHUA OOCTYIIHBI IIPYU HAJIMYHUKU

cepBepHoi yactu «MoOduc ITpodeccronanbubiity / «MortOduc YactHoe Ob1aKo».

Yro6bl OTKpBHITH aia K3 CIHCKA, BblOepUTe NYHKT KOMaHJHOro MeHioo Pain >
HenaBuue nokymeHntsl (cM. PucyHok 79). B orobpasuBiiiemcsi 1oiMeHIO BbibepuTe Tpebyemblii
aiin.

Ecimm cnivcok HemaBHUX GaliioB MOTEPSUT aKTyallbHOCTD, yaanuTe ero. s aToro Beibepute

MyHKT KOMaHIHOTro MeHi0 Paiin > HegaBHue qokyMeHTHI > O4YUCTUTS.

@aiin  paeka Beraeka Qopmar  TaGawua  Jadowe  WHctpymentm Bug  OGwwni goc

EI Cozgate Ctrl+M v 10 v A ,.ﬂ'-,+

Cozpate no wabaoy...

AB T e AV £

= OmkpeiTh.. Ctrl+0 -
OrkpeiTe B 0Bnake... Ctrl=Shift+0
OTKpRITE B.. r
Heaastne gokymenTe: P B 3akas yuebHukoexods

b G} Cnwcok seBunapoexods

Pabota B obnake

Ctrl+5 Cunctute

= Coxpanute

Pucynok 79 — KomangHoe mento ®Paiin
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4.1.6 OTKpBITH Qaiii B JPyroM NpUI0KEeHUHN

PenaxTupyemslii ¢aiii MOXHO OTKPBITh B IPYI'OM IPUJIOXKEHUU HAIPSIMYIO U3 IIPUIIOXKEeHHUS
«MonOduc Tabmuna». Bpibop npwioxeHus [ JanbHelied pabOTbl OCYIIECTBISIETCS C

MTOMOIIIBIO ITyHKTa KOMaHHOTO MeHI0 Paiin > OTKPBITH B... (cM. PucyHok 80).

Hactpoiika oTobpakeHusl JaHHOTO ITyHKTa MeHI0 HejlocTymHa py pabote B OC macOS.

@aiin  [paeka Beraeka @opwmar  Tabawua fannwe  Woctpymentw  Bug O
D Cozgate Ctrl+M

w11 |
CozgaTe no wabnony...
— A
lﬂllB T LR -
=  OtkpwiTs... Ctrl+0
OTkpwTE B oBaake... Ctrl=5hift+0
OTKpBITE B / LibreQffice Calc
HepaeHue gokymMeHTs » Excel
PaGota B obnake ’
= CoxpaHnTte Ctrl+5
CoxpaHuTe Kak.., F12

Pucynok 80 — KomannHoe meHio Paiin

CrnrcoK OOCTYNHBIX HPUIOXKEHWHM CO3/1aeTcsl BPyYHYIO C IIOMOIIbI0 ¢aiia KOHPUrypanuu
OpenWithList.ini (mogpobuee cM. B nokymeHnTe «HacronpHble npunnoxkenus: «MonOduc Tekcry,
«MoitOduc Tabmuma», «MorOduc IlIpesenTarys». PyKoBOACTBO 1O yCTaHOBKEY).

Komanpa OTKpBITH B... He 0TOOpaXkaeTcsl, eClii KOHPUTYPAIMOHHBIN (aiil He COAepKUT
JTAHHBIX WIK COJIeP>KUT HeKOppeKTHbIe JaHHbIe.

[Ipu BbimosnHenuu koMaujbl Pain > OTKPHITH B... $ailyl 3aKpbIBaeTCs B MPUIOXKEHUH
«MoitOduc Tabnuia» U OTKpbIBaeTCS B yYKa3aHHOM MpWIOXeHWU. Eciu Ha MOMEHT 3aKpbITUS
daiila B HeM OCTaJIMCh HecOXpaHeHHble W3MeHeHMs, mpuioxeHue «MoiOduc Tabnuiar»

npeajiaraeT COXpaHUTb HX.
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4.1.7 Coxpanursp daiin

4.1.7.1 CoxpaHuTh Kak

YTob6bl COXpaHUTb HOBBIM Ayl WIA CO3[aTh KOMMIO TeKyllero ¢ansa, BbIIIOJTHUATE
CJIefyrolye qefCTBUL:
1. BelnmonHUTe KOMaHAY COXpaHEHHUs OHUM U3 CJIeIyIOIIUX CIIOCOOOB:

— Bribepute nyHKT KoMaH/iHOrO MeHto Paiis > CoxpaHutsh Kak (cM. Pucynok 80).

— Ha nanenu wuHCTpyMeHTOB, B pasfeie <Paiim HaAXMUTE Ha CTPEJIKY
CIlpaBa OT KHOIIKH (CoxpanuTh) M B BBINAJAOIIEM CIIMCKe BbIOepuTe
koMaHny CoxpaHuts kak (cMm. PucyHok 81).

— Haxmure wiaBumy F12 npu pabore B OC Windows, couyeTaHue KJIaBMIII
Ctrl+Shift+S npu pa6ore B OC Linux wimu coderanue kiaasumn Shift+Cmd+S
npu pabore B OC macOS.

2. B oxne CoxpaHHTh KaK BblOepuTe MalKy JJisi COXPaHeHUs], YKKUTe UMS U THII

¢daitnia/konuu ¢aiina U HaXMUTe KHONIKY COXpaHHUTh.

[Tpu cozmanuu konry paboyrM JOKYMEHTOM CTaHOBUTCS Komvs ¢aria.

|% .:‘( ﬁ w é KO Thames
X K Y AB
CoxpaHmnTe WipndT
CoxpaHnTb Kak..
C D

Pucynok 81 — Kuornika CoxpaHuThb

4.1.7.2 CoxpaHuthb

YtoObl n36exaTh MOTEPU JIAHHBIX B Ciydae cO0eB B paboTe KOMITbIOTEPA, PeKOMEeHIyeTCs
[IeprUOJINYeCKU COXPAHSTh TEKYIIUM IOKYMeHT.

Insi coxpaHeHUsT U3MEHEHHWW B TeKyIeM JOKyMeHTe BBIIOJIHUTEe OJHO W3 CJIeJIyIOLIUX
JIeViICTBUM:

— Boibepute nyHkT koMaHaHOTrO MeHio ®aiin > CoxpaHuts (cM. Pucynok 80).
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— Ha manenmu wHCTpyMeHTOB, B pasneie Paiiyi HaXXMHUTE KHOIIKY (CoxpaHuTs)
(cMm. Pucynok 81).

— Ha mnanenu wuHCTpyMeHTOB, B pasfene Paiiyi HaOXXMUTE Ha CTPEJKY CIpaBa OT
KkHOTNKY || (CoxpaHUTh) ¥ B BBINIAAIONIEM CIIMCKe BbiOepuTe koMaHay CoXpaHHTH
(cm. Pucynok 81).

— Haxwmure couerauvie xiasumi Ctrl+S / £Cmd+S.

4.1.7.3 ABTOCOXpaHeHHe U BOCCTAHOBJIEHHE IOKYMeHTa

ABTOCOXpaHeHVe NOKyYMeHTa OCYLIeCTBIISIeTCSl KaKble 5 MUHYT II0CJIe ero OJHOKPAaTHOTO
COXpaHEeHUsl BPyYHYIO.

[Ipu aBapuiiHOM 3aBepllleHUH paboThl ¥ MOCIIeAYIOEM OTKPBITUM JOKYMEHTa IIPUIIO)KeHHe
aBTOMAaTHU4YeCKX BOCCTAHAB/IMBAeT AaHHBbIe, KOTOPble COAEep’KajluChb B JIOKyMeHTe Ha MOMEHT ero
[IOCJIe[JHEr0 aBTOCOXPaHeHHU .

BoccraHoBiieHHBIN TOKyMeHT He06X0IMMO COXpaHUThb BPy4HY!o. [ljis aTOro:

1. Haxwmurte kHoniky OK B AnanoroBom okHe, pefcTaBIeHHOM Ha pUCYyHKe 82.

BoccTtaHoeneHwe >

o 3TOT AOKYMEHT Obln
aBTOMaTM4YecKu BOCCTAHOB/EH.
Moxanyiicta, He 3abyabTe
COXpaHuTb ero.

Pucynok 82 — JlnanoroBoe okHO

2. COXpaHI/ITe BOCCTAaHOBJIEHHBIN AOKYMEHT C IIOMOHOIbIO KOMdH/IbI Coxpa}me KaK

(cm. pasnen 4.1.7.1).
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4.1.8 OTnpaButs Qaiin mo moyure

Komanna OrnpaBuTts ¢aiin no moure HejoctymHa rpu pabore B8 OC macOS.

[Ipu paboTe B NMpUIOXKEHHWW PelaKTUPYeMbIH ¢ail MOXHO OTIPABUTh MO 3JIEKTPOHHOH
noure. Pail OTHPABIISIETCSI C TOMOIBIO TOYTOBOTO KjMeHTa, ykazaHHOro B OC B kauecTBe
MIPOTPaMMBI 110 YMOJTYaHUIO.

YT06b1 OTIIPAaBUTH DA 110 3JIEKTPOHHOM MOYTe, BBITIOJTHUTE CIIeIIOIIe IeHCTBUS:

1. Boeibeputre myHKT KOMaHgHOTO MeHI0O OOmuit mocryn > OTHOpaBHUTH IO IIOYTE

(cm. PucyHok 83).

HactpowTe goctyn

OTnpaenTe No nodTe...

Pucynok 83 — KomangHoe Mento O0miuii Joctyn

2. B okHe co3pmaHMs HOBOT'O COOOIIeHN:
— BBeIUTE aJipec MoJTy4dareris;
—  IIpy He0OXOUMOCTU U3MEHUTE TeMY COODIIeHHS;
—  BBeJIUTe TeKCT COOOIIeHus.

3. OrtnpaBbTe cooOIIEHHE.
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4.1.9 UmnopTupoBatsh daiin

C mnomourpio npuwioxenns «MoiOduc Tabmmua» MOXHO NpefcTaBUTb U COXPaHUTL B
TabIMYHOM BUJle IaHHbIe U3 TeKCTOBbIX ¢aiios B popmarax CSV, SCSV, TSV, TAB, TXT.

J1J1s1 3TOTO BBINIOJIHUTE CIIe[lyoIlire 1eHCTBUS:

1. Orkporite daitr (cM. pasgen 4.1.4).

2. B okne HacTpoek umropra (cM. PucyHok 84) ykaskuTe ciieqyrolye mapaMeTphl:

— Ha60p CHMBOJIOB — KOJMPOBKA TEKCTAd.

Wmnopt - [MoiiOdmc.csv] >

HaGop ckumeonos:

G'I'IFIE',EI, ENMNTe aBTOMaTHYeckiv W

PazgenuTenm:
3HaK TabynaLMm
3anAataA

TOUKA C 3anAToN
npoben

BEpTMKaNLHAA YepTa
Apyron

OrpaHnunTens cTpok:

BhIpOBHATE MO LWWMPKHE
COLEpHVMOro

Pucynok 84 — OkHO HAaCcTpoeK UMIOpTa

— PazgenuTenun — cUMBOJIBI, pa3zesisoniyve 3HaueHus. Kax/ioe 3HaueHre IOMellaeTcs
B OT/IeJIbHYIO sueliky. Haripumep, eciii B kadyecTBe pasjiesiuresisi BHIOPAaH CUMBOJI
«», TO 3HaYeHUs M3 CTpoku Tuma 1;1;1 momemaroTcsa B Tpu sueriku. Pazpenurens
MOXXHO BbIOpaTh M3 CHMCKA (PUKCUPOBAHHBIX 3HAUYEHHWW WIM yKa3aTb BPYYHYIO B

nosie Jipyroi#i. [Ipu Heo6X0AMMOCTH MOXHO BbIOPAaTh HECKOJIBKO pasfiesinTesie.
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B nosie Ipyroit MOXXHO yKa3aTb TOJIbKO OJWUH CHUMBOJI.

— OrpaHuymTeNb CTPOK — CUMBOJI, B KOTOPBINA 3aK/TFOYAIOTCS OT/eJbHbIe 3HAYeHUSI.
Ecnu 3HaueHue obGpamyieHO OTPAaHUYUTENISIMUA, TO OHO TMOMENIAaeTCsl B OTAEIbHYIO
SYeNKy Jake B TOM cCJiydae, eCid COAEepXUT pasjenuTenb. Hampumep, eciu B
KauecTBe pasJieIuTelIsl YyKa3aHa 3amsTas, a B KadyeCTBe OrPAaHUYUTENS —
JIBOMHBIE KaBBIYKH, TO IPoOHOe unciio "'3,14" momerniaeTcs B OTJIeTIbHYIO SYEHKY.

— BBIPpOBHATH M0 HIMPUHE COAEPKUMOro — eciv QUIaKOK yCTaHOBJIeH, TO MIMpPHHA
KaXK0ro CTO/IOIAa aBTOMATHYeCKH TIOJIOMPAeTCs 10 COJIEPKUMOMY STYeKH, KOTopast
COJIEP’KUT HaubOJIbIlIee KOJIMYeCTBO JaHHBIX.

3. Haxwmwure kHOnKy OK.

TekcToBble [AaHHBIE, KOTOpble cojepXaTcs B aiie, 0TOOpa3sSITCs B JOKyMEHTe B
TabJIMYHOM BUIIE.

[Ipu mnepexome K OTOOpaXEHWIO HAHHBIX TPEHOCTaBJISIeTCS] TOBTOPHAsE BO3MOXXHOCTH
HACTPOUThH aBTOMOAOOpP WIMPUHBI CTONONOB. Ecmm B okHe wummnopra (cM. PucyHok 84)
He OBbUT YCTAHOBJIEH COOTBETCTBYIOIIMM (JlaXkoK, TO Ha 3KpaHe IMOsBJISeTCS BCIUIbIBAIOIIee

coob11ieHre C TeKCTOM: « BBIpOBHSTH 110 MIMpUHe cofiep>XXuMoro?» (cM. PucyHok 85).

—_ + et - [mm ]

12 v AN = v i b4 OBwmia ~ 2 v
ven i w 5} w ,C;E;.} v 5 P Offo o0 oo EH v
BripaBHWBaH e Yucao AuerkK

F G H J K L

Pucynok 85 — BcruibiBatoiriee coo61iieHve

Jliis aBTOmOA00Opa IMIMPUHBI CTOJIOIIOB HAXXMHUTe KHONKY BBIpOBHATH, Ui cOXpaHeHUs
IIMPUHBI CTOJIOIIOB IO YMOJTYaHHUIO — KHONKY OTMeHa.
JloKyMeHT ¢ TabJIMYHBIMH JAHHBIMU MOXHO coxXpaHuTh B popmaTte XLSX, XODS i ODS

CTaHJIAPTHBIM criocoboMm (cM. pazaen 4.1.7).
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4.1.10 DxcopTupoBarh ¢aiin

B npusioxkeHun mpeyCMOTpeH 3KCIOPT daitia B ciieyrornye GopMarh:
— PDF;

— PDF/A-1;

- CSV;

— TSV, TAB, SCSV;

— TXT.

[Tpu skcnopre B ¢popmarsl PDF 1 PDF/A-1 B daitsie coxpaHsSIrOTCSI BCe JIMCTBI UCXOAHOIO

¢atina.

IIpu skcnopte B popmarsl CSV, TSV, TAB, SCSV u TXT:

— DB daine coxpaHsieTcs TOJNBKO TeKYLIMH JIMCT MCXOAHOro d¢aiia C TeKCTOBBIMU
nanHeiMU. HacTporiku popmatrpoBanusi, n306pakeHus, CCbUIKU U ApyTve JaHHble He
COXPaHSIOTCSL.

— B kauectBe pazgenutesis 3HaueHu B ¢aittax B dopmate CSV, TSV, TAB u SCSV

WCIIO/Ib3yeTCsl CMMBOI ; (Touka c 3ansToi), B TXT-dainax — 3nak Tabynsmuu (TAB).

Yrobs! sxcnoptupoBath ¢ain B ¢popmare PDF wnmu PDE/A-1, BbImonHuTe creayoiye
JeUCTBUSA:
1. BrinonHWTe KOMaHAY 3KCIOPTa OOHUM U3 CJIeAYIOIIUX CIIOCOO0B:

— Bribepute nyHKT KoMaHHOTrO MeHIo ®aiin > Okcnopt (cM. PucyHok 87).

@aiin  [paeka Beraeka @opmar  TaBavua [JadHme

[% Cosaats Ctrl+N

Co3pate no wabnony...

[= OmkpuiTh... Ctrl+0
OtkpwiTe B oBnake... Ctrl+5Shift+0
HegaeHue gokymeHThl L4
PaboTa B obnake r

= CoxpaHute Ctrl+5
CoxpaHuTe Kak... F12
SKCNOPT...

Pucynok 86 — Komannnoe menio Paiin
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— Ha nanenu wuHCTpyMeHTOB, B pasfeie <Pailyi HaXMHUTEe HA CTPEJIKY
crpaBa oT KHONKH (— (BBICTpasi meyaTh) ¥ B BBLIIAJAIONeM CIIHMCKe BhIGepuTe

xoMaHay Jkcnopt B PDF (cm. Pucynok 87).

Daitn  [lpaeka Beraska @opmar  Tabowua [JanHwe

v &f; @ hd é XO Thames
2 o c X K U

WpudT

E} BricTpan nevats

MapameTpsl cTpaHWLB M NEYaTE..,

Skcnopt & POF

Pucynok 87 — Komanna 9kcopt B PDF

2. B okxe ¢aiiyioBoro MeHemkepa BeiOepuTe Mariky Jjis SKCIOPTa, YKaXKUTe UMs U popmat

¢daityia 1 HaxkmuTe KHOIIKY CoOXpaHHUTB.

Yro6s! skcrioptrpoBath ¢aiinn B popmate CSV, TSV, TAB, SCSV wmm TXT, BbimonHute
CJIeIyIolve IeNCTBUS:

1. Boibepurte nyHKT koMaHAHOTO MeHI0 Paiin > JkcnopT (cM. PrucyHok 87).

2. B okne ¢aiinoBoro MeHepkepa BblbepuTe Marky Jjisl 3KCIOPTa, YKaXXuUTe UMs U GpopmaT

¢darina 1 HaxkmuTe KHOIIKY COXpaHHUTh.
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4.1.11 3ammura mapoJsiem

HOKYMEHT, K KOTOpOMY Tpe6yeTc51 OI'PaHHUYUTL NOCTYII I10JIb30BaTeJIel, MOXKHO 3alllMTUTh

IapoJieM. Haponb 3allpallinBa€TCA ITPU OTKPBITUH NOKYMEHTd.

B HaCTOsI1lee BpeMa HEfICTBYIOT dlenyroigre OorpaHu4eHurs:

— npwu skcropte gokymenTa B PDF (cm. pasmen 4.1.10) maposib He COXpaHsIeTcs;

— B obmake (cM. pasgen 4.12) He mnojzepxyBaeTcss paboTa C JIOKyMeHTaMH,
3alIUIIeHHbIMU [1apoJieM;

— He mojiep>xuBaeTcsi pabota ¢ ¢ainamu ¢ tunom mudposanus XOR, co3naHHbIMU B
CTOPOHHHUX peJIaKTOpax.

Eciv nokyMeHT 3aluilleH MapojieM B CTOPOHHEM IPWIOXKEHHWH, To paboTa C HUM
OCYIIECTBJISIETCS. aHAJIOTUYHO paboTe C JIOKYMEHTOM, 3allMIIeHHBIM I1apojieM B MPUJIOXKEeHUU
«MoiiOduc Tabmumay.

B Hacrosiee Bpemsi He mofjiepXKuBaeTcs pabora ¢ daisiamu ¢ tunoM mrudpoBanus XOR,

CO3JadHHbIMH B CTOPDOHHHUX PEJdKTOpaX.

4.1.11.1 YcraHoBUTH IapoJib

YT0oOB! YyCTaHOBUTH MAPOJTb HA OTKPBITHE JIOKYMEHTA, BBHITIOJIHUTE CIIeIYIOIIe IeHCTBUS:
1. OrtkpoiiTe IOKyMeHT, [Jisi KOTOPOTO HeOOXOIUMO YCTaHOBUTD MAPOJIb.

2. Brpibepute mMyHKT KOMaHJHOTO MeHI0 Paiin > 3agaTh mapoJusb (cM. PucyHok 88).

®ain  [paeka Beraeka Popmatr Tabauua  Jaddwe
[ Cozaats Ctrl+MN

Cozaate no wabaoHy...

[= OmkpwiTb.. Ctrl+0
OTkpuiTe B obnake.., Ctrl+5hift+0
HepaeHwe nokyMeHTs 4
PaBota B obnake L4

£ CoxpaHuts Ctrl+5
CoxpaHWTb Kak.. F12
JKCNOPT...

CoxpaHnTe wabnoH...

3anate naponb..,

Pucynok 88 — Komannnoe menio dPaiin
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3. B okne 3agaTth mapoisb (cM. Pucynok 89) BBeauTe mapoiib K IOKyMEHTY U MOJITBEPIUTE
ero.
B 1mensx Ge3omacHOCTM BBOJAWMBIA Mapojib OTOOpaXkaeTcsi B Buae MapkepoB. [liis

OTO6pa>K€HI/I$I CHMBOJIOB I1apOJIs HAXKMHTE KHOIIKY ¢7» B COOTBETCTBYIOIIIEM I10JIe BBOJaA.

4. Haxwure kHonky OK.

3aaate naponb >

JobaeneHHuIA napone notpebyetca

BEOAWTE MPW KAXLOM OTKPLITMKA daiina.

apodb

I

NogTEEpHAEHWE NapoaA

O MoTepAHHBIN Napoib He MoXeT BT
BOCCTaHOBAEH. [apob YyBCTBUTENEH K
PErMCTRY CUMECNOE,

OK OTmeHa

Pucynok 89 — Oxno 3amaTh napoasb

ITocne 3dBepIlIeHHnsa IMpOBEepKH COBIIalIeHH4d BBeJJeHHBbIX JAaHHBIX OTO6paBI/ITC$I
COOTBETCTBYIOIIIEe yBelOMJIEeHHe. COXpaHI/ITe AOKYMEHT IJId IOATBEPXIeHUs M3MeHeHUH.

VcraHoBneHHBIM MapoJib OyAeT 3alpaliyvBaThbCs NPUIIOXKEHHEeM IPU KaXK[OM ITOBTOPHOM

OTKPBLITHH NOKYMEHTA.
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4.1.11.2 PepakTHpOBaTH Napoib

YToObI U3MEHUTD I1apoJib Ha OTKPBITHE JOKYMEHTAd, BBIIIOJIHWUTE ClIeyrolire JerCTBUS:

1. OrtkpoiTe JOKYMeHT, [l KOTOPOro TpebyeTcss U3MeHUTh MapoJlb.

2. Bpibepute nyHKT KOMaHHOTO MeHIo Paiin > Ynpasinenue naposem (cM. Pucynok 90).

®aiin  [paeka Becraska Qopmar Tabawua  [JadHbie
[ Cosgats Ctrl+N

Co3gate no wabaoHy...

[= Omxpoits.. Ctrl=0
OTkpwiTe B 0baake... Ctrl+5hift+0
HepaeHue gokymeHTH L4
PaGoTa & obnake 4

Bl CoxpaHuTts Ctrl=5
CoxpaHuThb Kak.. F12
SKCNOPT...

CoxpaHuTte wabnoH..

¥npaeneHwe naponem

Pucynok 90 — Komannxoe merio Paiin

3. B oxHe Ynpasienue naposem (cMm. Pucynok 91) Haxkmute kHOTIKy I3MeHUTH apoJib.

¥npaenenwe naponem X

]

3TOT AOKYMEHT 3alluileH naponem. Bul
MOXKETE MIMEHWTE NAPOAL WKW YAAAWTE
AW ITY.

YaanuTe napone

WMameHwTs Na Ponb

3aKpeITe

Pucynok 91 — OxHo YnpasiieHue mapojiem
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4. B oxkHe M3MeHuTh mapoib (cM. PucyHok 92) BeguTe TeKyInui mapoJib, HOBBIM MAapOjib

" IIOATBepXXIeHre HOBOI'O IapOJIs.

B neniax 06e30macHOCTH BBOJJMUMEBIE I1dPOJI OTO6pa)KaIOTC$I B BHJIe MAPKeEpOB. HJISI

OTO6pa>K€HI/I$I CHMBOJIOB I1apOJIsl HAXKMHTE KHOIIKY ¢=» B COOTBETCTBYIOIIIEM I10JIe BBOJaA.

5. Haxmwure kHoniky I'oToBo.

FlzmeHNTE naponk

Hazan OTO

N
C
Napone
[
Hoewi naponb
1]
[loaTEEpHAEHWE HOBOTO NaPoA
[ez]

Pucynok 92 — Oxno 3mMeHHUTH ITapob

[locne 3aBeplieHHMs TIPOBEPKU  COBIIAJIEHUSI  BBEIEHHBIX

JAaHHBIX

oToOpasuTcs

COOTBETCTBYIOIIIEe yBelOMJIEeHHe. COXpaHI/ITe AOKYMEHT IJId ITOATBEPXIeHUs M3MeHeHUH.
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4.1.11.3 Yganuts napoJb

YT0OBI YAAJIUTD IIAapOJIb HAd OTKPBITHE JOKYMEHTA, BbIIIOJIHUTE CileJyromnjre IerCTBUS:

1.

2
3.
4

OTkpoiiTe TOKYMeHT, B KOTOPOM TpeOyeTcsl yOalIUTh apoJlb.

BribepuTte rmyHKT KOMaHAHOTO MeHIO Paiin > Ynpasienue naposieM (cMm. Pucyrok 90).
B okHe YnpaBiieHue mapoJsieM HaXKMHUTe KHOTIKY Y JQJIMTh MapoJjib (cM. PucyHok 91).
B okHe Ymamurs maposb (cM. PucyHok 93) BemuTe TeKyldid Mapojib U HaXXMHUTE

kHonKy I'oToBo.

¥aannTe napone >

Beegute naponk, 4Tobbl CHATE 3aLLKWTY

AOKYMEHTA.

(D y,qﬂ."l EHWE Napona No3sonnT pﬂEDTETb c
AOKYMEHTOM BCEM, KTO WMEET JOCTYN K

HEMY'.

Hazan oTo

Pucynok 93 — OkHo Y ganuTh napoJsb
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4.1.11.4 OTKpPBITH JOKYMEHT C IIapojieM

[Ipy OTKpBITUM AOKYMeHTa, KOTOPbIM 3allliilleH [1apoJieM, Ha dKpaHe OTobpaXkaeTcsl OKHO,
MpeJ/icTaBJieHHOe Ha pucyHke 94. BBemuTe B JJaHHOM OKHe Mapoiib U HaxkmuTe KHONKYy OK s
MIO/ITBEPK/IeHUSI.

Ecnm maponb KOppeKTHBIN, JOKYMEHT OTKpoeTcs: B puiioxkeHnd « MonOduc Tabmuiay.

Ecmm maponbs HekoppekTHBIN, oToOpa3uTcsi coobienue: «HeepHbidi mapomby. Hakmure
KHOIIKY ¢, 4TOObl OTOOpa3UTh CUMBOJIBI MAPOJIE U BBISIBUTH NPUYMHY OLIMOKU. 3aTeM BBeIUTe
11apoJib IOBTOPHO.

KomugecTBo IONBITOK BBO/id I1apOJId He OrpaHUY€eHO.

JokyMEeHT 3J3LLMLLEH N3P ONEM >

M

OTMmeHa

Pucynok 94 — OxHo JIoKyMeHT 3aluilieH apoJieM
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4.1.12 PacnieyaTaTh JOKYMEHT

4.1.12.1 Be3 Bxoa B IpHJIOMKEHHE

[Ipu pabore B OC Windows MOXHO pacredataTb JOKYMEHT/TPYIITy JOKYMEHTOB 06e3 WX
MpeIBaPUTENIbHOTO OTKPBLITHS B TpuiioxkeHur «MonOduc Tabmuiiay.

J1Jis1 3TOTO BBHIOJIHUTE CIIeIyIOIIYe IeACTBUS:

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

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

ITeuatn.

[leyaTh ocyIilecTBiIsIeTCSI Ha TMOCJIeJITHEM UCIOIb30BaHHOM mnpuiiokeHusMu «MoitOduc
Tabmuma» u «MouOduc Tekct» mnpunrepe. Ecim mnpuHTep paHee He BBHIOMPANCA B 3THX
MIPWIOXKEHHUsIX, TO TledaThb OCYIIeCTBJIsleTCsi Ha MpuHTepe, ycraHoBieHHOM B OC Windows mo
YMOJTYAHHUIO.
B nporiecce neyaty BO3MOXHO O0TOOpakeHHe CIIeAYIOIUX JUATOIOBbIX OKOH:
— JUid JIOKyMeHTa OOJIBIIIOr0 pa3Mepa WM TPYIIbI JOKYMEHTOB — OKHO IIOATOTOBKU
JOKYMEHTOB K T1e4aTy;

— VIS JOKYMEHTa, 3allUIIeHHOro maposeM (cM. pasfen 4.1.11), — okHo BBO/Ia Mapois;

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

— OIIOBellleHUs O NTOBPeX/IeHHbIX daiax U ¢aiiax ¢ Hello/iiepXkrUBaeMbIMU popMaTaMu.
4.1.12.2 Bo BpeMs paboTHI B IPUJI0KEHUH

4.1.12.2.1 Br160p obnacTu neyaTu

J11s1 medaTi MOXKHO BbIOPATh:

dparmMeHT JOKyMeHTa — YKa3bIBaeTCsl BPYYHYIO.

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

JIuct pmokymeHTa — BBIOMpaeTCs aBTOMATUYeCKH, eCid B JIOKyMeHTe He BbIOpaH

¢dparmeHT WM He 3a/laHa 00JIACTb JIJIs TTeYaTH.
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4.1.12.2.1.1 IleyaTs BoIOpaHHOr0 pparMeHTa

YTo06BI paciie4araTb Cl)paFMEHT HOKYMeHTd, BbIIIOJIHUTE Ciieqyroire JerCTBUS:

1.

OTtkpoertcst okHo ITapaMeTpbI cTpaHUIBI M MedYaTh (cM. paznen 4.1.12.2.2).

BbI,IIeJII/ITe HHEﬁKy, AXUAIla30H d4YeeK, CTPOKU HJIN CTOJ'[6III)I, N3 KOTOPBIX HEO6XOHI/IMO

paciieqaraTs JaHHbIe.

OTKpOﬁTe KOHTeKCTHOe MeHIO IIeIYKOM npaBoﬁ KHOIIKM MBIIIN II0 BblJe/IeHHbIM

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

BemomsuTe komaHy koHTekcTHOrO MeHio Ileuars BeyiesieHHoit oosiactu (cM. PucyHok 95).

A B C D
F|
1 |Hdara mocTaBkn |[pogasm |Cowrr | IIpHOBLIE
2 18.08.2010 43 160 52| Ha
3 13.10.2010 1 500 45/ Her
4 29.01.2012 e
5 21.10.2011 .
6 06.01.2012| o tenvposam
7 19.07.2010] [ Berasure
a 06.10.2011 BcTaeuTe 3HaueHWA W dopmat
o 06.12.2010 BcTaBuTh TOMBKD 3HAYEHWA
10 19.09.2003 BcTaeuTh M3 Bydepa obmeHa
11 17.04.2010
12 16.05.2011 TR BcraBwTe CTPOKY Bhllue
13 10.06.2011| & Bcraeuts cTpoky HUxe
14 12.04.2010) B Berasurs cronBey ciesa
15 26.01.2011 Ml Bcraeurs cronBey cnpaea
16 11.10.2010 S YaaauTb cTpoky
17 02.01.2011 % y &
ANUTh cTonbe
18 08.02.2010 A :
19 11.10.2009| B O6wegnHute Aueiikn
20 21.03.2010
71 12.01.2010 [MewaTh BRIgENEHHOW ObAACTH...
22 17.08.2010 Janats MMA...
23 20.11.2009
24 14.07.2010 Yucnoeoi dopmar...

Crl+X
Ctrl=C
Ctrl+V
Ctrl+Alt+\

Alt+h
Alt+B
Alt+L
Alt+R

Ctrl+Alt+M

Pucynok 95 — KonrekctHoe MeHto
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4.1.12.2.1.2 ITeuaTs 3aaHHOM 00J1aCTH

HpI/I e4aTu JOKYMEHTd daBTOMaTU4YeCKU BI)I6I/Ip38TC$I 3d/ldHHAasa O6JIaCTb, €CJIM OHA YKd3dHd

B nipusiokeHnu «MoinOduc Tabnuna» v B CTOpoHHeM IpwiokeHWd. Haripumep, B npuioxeHnn

Excel ¢ momompio komauasl PasMerka crpanmnbl > O0s1acTh meYaTH WM B MPHJIOXKEHUU

LibreOffice Calc c momoripio komanisl @opmar > Jlmana3oHsl meyaTH.

YtoObl ykKa3aThb 00OJyiacThb TMedaTd B mpuiokeHud «MorOduc Tabmuia», BBITIOIHATE

CJIeyIolve IeNCTBUS:

1. Boigenute Ha nucTe 06J1aCTh, KOTOPYIO HEOOXOAUMO pacredyaTaTb.

2. Bruibepure myHKT KOMaHAHOTO MeHIO ®Popmat > O6sacTh medatu > 3agaTh 00/1aCTh

neyatH (cM. PrucyHok 96).

HJISI Ka’XI0ro JIMCTa JOKyMeHTa 00/1aCTh IIeYaTH YKa3bIBAETCA OTHEJIbHO.

Doprar  Tabawua  Jannwie  WHcTpymedte Bug OBwwi goctyn

k —
WpudTe v 12 |v A ,.-'j\+

BblpaeHWEaHWE k

AR T . | AN £

L
Uncnosoi dopmar...

Moeopot Tekcra »

O6.nacTe NneYatk r MpaHWUE oBaacTi nevaTw
PP e g

CoxpaHuTe w3obpaxeHue.. 3agate obAacTE NEYaTH

OYWMCTHTE 0BAACTE NEYETK

Pucynok 96 — Komanna 3agaTs 06/1acTh meyatu

['panuiibl BEIOpaHHOM 06J1aCTH eYaTy BbIIENSIIOTCS PaMKOM crHero 1Beta (cM. PucyHok 97).

A B C D E F

1 Hata Tog Mecanm [og-mecan Tosap IMpogamn & pyo.

2 01.02.2010 2010 2 20102 Toeap 1 422 656
3 01.02.2010 2010 220102 Toeap 2 81 343
4 01.02.2010 2010 220102 ToOBap 3 3853
5 01.02.2011 2011 220112 Toeap 1 868 818
6 01.02.2011 2011 220112 ToBap 2 271 237
7 01.02.2011 2011 22112 TOBap 3 46 072

Pucynok 97 — I'panuiibl ob1acTu nedatu
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ITpyr HeoOXOAMMOCTH [JAaHHYIO paMKy MOXXHO CKPBITh. [IJIs1 3TOTO BBIIIOJIHUTE Cileflyollire
JeCTBUS:
1. Bribepute myHKT KoMaHHOTO MeHIO Popmar > Obsacts medaru (cMm. Pucynok 98).

2. Caumwure ¢naxok I'paHunsb 061acTH NevyaT.

Dopmar  TaBavua  Jadnwe  WHotpymentsm Bug OGwwi goctyn

WpndTe: g v 12 v AT AT

BmpaeHueanme r

AB

H

w Av O

Uncnosoi dopmar...

MoeopoT TekcTa r
OBnacTe NEYaTw P~ [padHuuw oBaacTk neuatw
CoxpaHunTe w3obpakeHne.. 3agate obaacTe NeYaTw

OYucTUTE oBnacTe NedaTk

Pucynok 98 — ®naxok I'paHunsl 061acTu neyaTu

Yto06b! 0TOOpPA3UTh PAMKY, YCTAHOBUTE JJAaHHBIN (HJIaKOK TOBTOPHO.

YtoObl M3MeHUTh O00JIacThb IedyaTd (HarpuMmep, eciv o6JacTh IMeyaTd Obula BbIOpaHa
HEKOPPEeKTHO), BLITIIOJIHUTe Clle[lylolye JeHCTBUS:
1. Buibeputre myHKT koMaHgHOTO MeHI0 Popmar > OOsacte meyatu > OUHCTHUTH

obiacth nedatu (cMm. Prucynok 99).

Dopmar  Tabawua  Jannwie  Wectpymente Bug  OBwwi goctyn

WpndTe » -
pud v 12 v AT A
BwlpagHWEaHWE r
'&B I Y7 ] '.l':'l.' w is;, w
B -
Ywucnoeoi dopmar...
MoeopoT TekcTa »
O6nacTe nevat P+ [padwum obaacti nedatw
CoxpaHuTe WzobpameHue.., Janate obracTe NeYaT

OYMCTUTE 0BAACTE NEYETH

Pucynok 99 — Komanga O4ucTurth 001aCTh Ne4aTn

2. TloBTopHO BbIOEepHTE 06J1ACTh MeYaTH TaK, Kak 3TO OMMCAHO BHIIIIE.
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YToOBI pacrieyaTaTh 3aJIaHHYIO 00/1aCTh, OTKpoHTe OKHO IlapamMeTphl CTpaHUIIBI M NTeYaTh
OJIHUM U3 CJIeJIYIOLIKX CIIOCOOOB:
— Broibepute nyHkT komMaHgHOrO MeHi0 Paiin > IlapamMeTpsl CTpaHMUBLI M NeYaTh
(cm. Pucynok 100).

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

®aiin  [paeka Bcraeka @opmar  TabBavua  [Janvme
[% Cosaate Ctrl+N

Cozgate no wabnony...

[=  Omkpuith... Ctrl+0
OrmkpbiTe B obnake... Ctrl+5hift+0
HepaeHwe gokymMeHTH r
PaBoTa B obnake »

= Coxpanute Ctrl+5
CoxpaHuTe Kak... F12
IKENOPT...

Coxpanute wabnoH...
3a4aTe Naponk...

(= [lapamerpm cTpaHMUB W NeYats Ctrl+P
3aKkpuiTh

Pucynok 100 — Komananoe menio Paiin

OTtkpoertcst okHO IlapameTpb! cTpaHuIlbl U meyaTh (M. pasgen 4.1.12.2.2).

4.1.12.2.1.3 IleyaTs Tekyiero Jucra

YTo6bI pacniedataTh TEKYIUH JIUCT JOKYMEHTA, BBHITIOJHUTE CIIeIyIOIIHe IeHCTBUS:
1. Y6emurtech, 9To [Jis JOKyMEHTa He 3ajlaHa 00J1acThb nedaty (cM. pasgen 4.1.12.2.1.2).
2. Orkpotiite okHO ITapaMeTpsI CTPAHUIIBI H NTEYaTh OJTHUM U3 CJIeIYIOIIHUX CIIOCOOOB:
— Bribepute nyHkT kKoMaHgHOTO MeHio daiin > IlapameTpsl CTpaHHIIBI M MeYaTh
(cm. Pucynok 100).
— Ha manenu WHCTpyMeHTOB, B paszeiie daiia HaXXMUTE Ha CTPENIKYy CIipaBa OT
kHonkM (—» (BBICTpasi medarh) M B BBINAJAIONEM CIIMCKe BEIGEpUTe KOMaH.Y

ITapameTtpsI crpaHunb! U nedatsb (cM. Pucynok 101).
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Daitn  [lpaeka Beraska @opmar  Tabowua [JanHwe

v 0):{0 @ hd é XO Thames
2 o c X K Y

WpudT

E} BricTpan nevats

MapameTpsl cTRAHWLB KM NEYATE...,

[

Srcnopt e POF

Pucynok 101 — Komanpa IlapamMeTpsl cTpaHMIIBI U ITeYaTh

— Haxwure coueranue kiasuil Cirl+P / £Cmd+P.
Otkpoercst okHo ITapamMeTphl cTpaHUIIBI M TeYaTh (CM. pa3zen 4.1.12.2.2).

4.1.12.2.2 TleyaTs c npegBapuTeILHBIMU HACTPOHKAMH

Oxno IIapameTtpsl cTpaHunbl U nedatsb (cM. Pucynok 102) copepxurt:
— o0JacTh peIIpocMOTpa IOKyMeHTa,

— obracTb HaCTpOeK Ievary.

Ecmm nuct/BeiOpaHHBI PparMeHT/3afiaHHasl 06J1aCTh He COJEepXXUT AaHHbIe IS edaTu
WM BCe JaHHble IS TeYaTd HAXOMSTCSI B CKPBITBIX CTOJOIAX W CTPOKaX, OKHO
MapaMeTpPOB CTPAHMIIBI U TIeYaTH He OTKpbIBaeTcs. Ha akpaH BBIBOJUTCS AMAJIOTOBOE OKHO
¢ coobmenuem: «Het mannbix fyis nedatd. [loxkamyiicta, ybeautech, 94To y Bac eCThb 110

KpaﬁHeﬁ Mepe OJIHa CTpaHUIla C IdHHBIMU IS I1e4aTh».

4.1.12.2.2.1 IlpenBapuTenbHbI NPOCMOTP JOKyMeHTa

B ob6nactu IMpeaIrIpoCMOTpa JOKYMeHTAa COAepKaTCd CJIeAYIOIIre KHOIIKU:

— - v Il — YMEeHbBIIUTD/YBeJIMUXUTD MacIlITab CTPaHUIIbI B 00/1aCTH MIPeITPOCMOTPa;
— BmmcaThb — BniMcaTh CTPaHMITY B 00/1aCTh MPeJIITPOCMOTPA;

- v [ — nepeiiTu K ciientyomei/peablTyIiel cTpaHulle JOKyMeHTa.
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Macmitab, ycraHOB/IeHHBIN B 00J1aCTU IIPeJIIpOCMOTpA, He BilMseT Ha I'PaHUIlbl IeYaTH.
HHcTpyMeHTHI M3MeHeHHs1 MacliTaba IpefjHa3HaYeHbl TOJIbKO YISl IeTaJIbHOIO IIPOCMOTPa

COJIEP>KMMOT0 JIOKyMeHTa.

Jly1st ynobcTBa mpocMoTpa MOXHO paciivputh okHO ITapameTpsl cTpaHUIIBI M IeYaTh /10

HY>KHOT'O pa3Mepa, JIBUrasi ero rpaHuIlbl.

Oobs1acTh HACTPOEK MEYaTH ObaacTh npeanpocmorpa

a MapameTpel cTpaHuLel Li‘IEHETb l *
MpuHTER

Microsoft Print to PDF v faa Ton | Mecan | Cogsecan | Towsp | Wpogssor s pyf.

010210 2010 2|2ma 2 422 656

al. 2010 2|20 2 Bl 343

CeolicTBa NPUHTEpPA... 01122 2010 2jz010 2 853

atnzzon|  zon 2ana BER 818

[T T 2[eonn 2 Tomig 2 71 237

lMeuats B OTTEHKAX Cepora Q| il Fl S ranag 3 G072

[EENE IETE 2[znz 2 Toa: | 1 573 386

; [ T 2[amzz T 2 60 964

Konum arnzzoiz|  zonz ez Towg 3 a2 107

01032010 2010 32000 5 Toaap | 278 218

1 > | | Komnnexrosats 23 w IR I i Bl ransp 2 26 151

01032010 2010 ] LT TOR3g 3 14 185

T T Slzonn s Tomap | 1742 651

— } . R ] EEEE T [

CBnacTe neyatu [Ounanazon 2011 T ranap 3 71 202

ElR E ENEE] Toaap | 302 826

D Becw nuct v | | Bee crpaH... v 2012 Jjme s A19424

FIE il ENEE 118 548

2008 4fonoa & 452 820

Ll 2 i r s et e 2 27 0110 20008 2004 4 Janir 4 221 1323

anpumep: 1-3, 31 [ ETE 4 [z 5 Tanap 3 4 047

ot zon|  zom ] R Tosap | 407 147

01042010 2010 4|20 & 160 202

010620110 2010 A2000 & &1 149

He neuarars nycCTble CTPpaHKLEl L0201 2l 43001 4 g Gl TG

R I alznil s Ty 2 253 054

01042011 2011 A|M01 4 TaRap 5 19955

[BycTopOHHAA NeYatt oaroszon| 2010 5|20 5 Toaap | 68 027

01,0520 11 2010 S12004 5 TORM & 34 534

Buik. -~ arszom| 201 5[ms ranap 3 22 170

01,06 200% 200% L LR Tosap | 3H8 216

aruczons|  zo0s [ Touzg 2 52 135

[ [ EE T 3 4l 447

Macwrab areezoin| 2010 & 2000 6 Teaap | 676 197

01062010 2010 G204 6 Tansg 2 401 255

Mo paspbiBamM CcTpaHKuL 01062011 2010 G2 6 Tonap 3 112 B2

[ T [ R Tosap | 736 395

0O Monb3osaTensckmii 100% : I e [ Tonsg 2 223 0%

[ 2011 6 Tonsg 3 70 501

01062012 2012 L B R Toaap | L2 ETT

~ [EEE T [ EE Tog 2 260 857

UpueHTauna 2012 [ BN Towap 3 LI

2009 Tomap | 573 944

200 2 152 173

2008 70 580

2010 E1lFsr

~ = Brnwcars
CoxpaHWTe Meuats OTtmeHa

Pucynok 102 — Okno IlapamMeTphl CTpaHHUIIBI M TeYaTh
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4.1.12.2.2.2 IlapameTpsI 11e4aTu

B o6iiacty HacTpoek neyaTy MOXKHO yKa3aTh [1apaMeTphl, llepedrciieHHble B Tabiuiie 3.

Ta6usmmna 3 — ITapameTps! neyaTu

ITapameTtp

Hasuauenmue

[TpunTep

HpI/IHTep IJId 11e4aTr JOKyMeHTd.

CBoticTBa IpuHTEpa

Kuomnka nocrynna Tonbko B OC Windows. IIpu HaXkaThyl OTKphIBaeTCst OKHO
CBOWCTB NpuHTepa. By 1 cocTaB mapaMeTpoB OKHA 3aBUCUT OT MOJIENN
TIpPUHTEpPA, BLIOPAHHOTO B I10JIE BHIIIIE.

[TapameTpsbl, yKka3aHHbBIE B OKHE CBOMCTB IPUHTEpa, aBTOMATUIECKH
[IepeHOCTCS B COOTBETCTBYIOLIMe 1101t oKHa IlapaMeTpsl cTpaHunbI U
nedarsb. [lapaMeTpsl, KOTOpBIe He OAIePXKUBAIOTCS IPUHTEPOM,
HefoCTynHbI B okHe IlapamMeTpsI cTpaHUIIBI U TeYaTh.

[TeyaTh B OTTEHKAx Ceporo

[TeyaTh IBETHOTO TeKCTa U M300pa’keHU, KOTOpbIe COJIePXKaTCs B
IIOKYMeHTe, B OTTeHKAax Ceporo I[BeTa.

Komuu

KonmmyecTBo nmeyaTtaemMbIx 3K3eMIUISIPOB JOKYMeHTa.

KommnexroBars /
He xoMmuiekToBaTh

ITose HOOCTYIIHO, eCJId KOJIMYeCTBO I1e4dTaeMbIX 3K3eMIUIAPOB IIPEeBbIIIaeT 1.
OHPEILEJ'ISIET IIOPAOOK I'PYIIIIMPOBKU CTPAHUIL BO BpeMs I1e49dTu:

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

— He xoMIUIeKTOBaTh — IPYNIMUPOBATh M0 HoMepam crpanwun (1,1,1 2,2,2
3,3,3).

Ob6macTh meyaTtu JOKyMeHTa

O6s1acTh mevyaTH KoKymeHnra (cM. paszgen 4.1.12.2.1):
— 3apaHHas — 11evYaTh 33JJaHHOM 00JIACTH IOKYMEeHTa.

— Bech JIuCT — 1eYaTh JIMCTa, KOTOPBIM OTOOpakaeTcs Ha 3KpaHe B
HACTOSIIUI MOMEHT.

— BrInesienHsbli gparMeHT — nedath pparMeHTa, BBIOPaHHOTO B
JIOKYMeHTe.

Ilose BBOma
HOMEepOB/IMANa30HOB
CTPaHMUII JIJISl TIeYaTu

Hcnonb3yercs, eciii HEOOXOAMMO paciiedaTaTh OT/AelbHbIe CTPAHUITBI HITH
ITMaTIa30HbI CTPAHUI] BEIOPAHHOTO JIKCTa/00macTw/pparmenTta. CTpaHUITBI
IS TIeYaT MOTYT OBITh yKa3aHBI KaK:

Howmepa otnenbubix crpanut. Hampumep: 5, 10, 12.

Huanazonsl cTpanull — yepe3 aeduc. Hanpumep: 1-8, 10-11.

CrpaHuIlsl ¢ Havyaa JucTa/obaacTi/dparMenTa A0 yKa3aHHON — B
¢dopmate -<Ne>. Hamrpumep, eciiu B 1oJjie BBe[ieHO 3HaUeHue -3, TO
pacreyaTaroTcs CTpaHHUIlbI 1-3.

— CrTpaHuIlsl ¢ yKa3aHHOH JI0 KOHIIA JINCTa/0bmacTi/dparmedTa — B popmare
<Ne>-, Hanpumep, eciu B 110Jie BBeZIeHO 3HaUYeHue 3-, U
JIUCT/00J1aCcTh/PparMeHT COAEPXKUT 6 CTPaHUIT, TO PacleyaTaloTCs
CTpaHHUITHI 3-6.
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ITapamerp Haznauenue
[orne HErOCTYIHO TpY HleYaTH BbIOpaHHOTO dparMeHTa
(cm. paspen 4.1.12.2.1.1). ComepkuT Creqytoiye MyHKThI:
— Bce cTpaHunbI — 1evaTh BCeX CTPAHUI] TEKYIIero JUCTa/3aJaHHON
obJacTu mevaTu.
Huanazon — HeuerHrple crpanuibl, YeTHbIe CTPAHHUIBI — TYHKTHI ITPeIHA3HAYEHbI

ISl IByCTOPOHHe! IevaTy IOKyMeHTa BpY4YHYIO Ha PUHTepe, KOTOPBIN
He IOJIIep>KKBaeT 3TOT THII [ledaTh B aBTOMAaTH4eCcKoM pexxuMme. J1jist
[levaTy CHayasla Hy>KHO BbIOpaTh HedeTHble CTPaHUIIb], 3aTeM
IepeBepHYThb CTOIIKY JINCTOB 0OPaTHOM CTOPOHOM U BBIOpATh I1evYaTh
YeTHBIX CTPAHMUII.

He nevaratsb myctbie
CTPaHMIIBI

[TycThIMM CUMTAIOTCS CTPAHUIIBI, HA KOTOPBIX HET s9eeK C TAaHHBIMY,
00BeKTOB (ArarpamMm, u300pakeHu, GUryp), s9eek ¢ TpaHUIAMU

(cm. pazmen 4.11.11) v 3anuBkoi (cM. pa3pen 4.11.10). ITo ymomuanuro
(py1axoK yCTaHOBJIEH.

IIpu ycranoBke/cHsATHM Ppriakka He meyaTaTh mycThble CTPaHULIBI B
00J1aCTH IIpeiBAPUTENILHOIO IIPOCMOTPA CKPBIBAIOTCS/0TOOpaXKaroTCs
ITyCThble CTPAHKUIIB! U 00Illee KOJIMYECTBO CTPAHUIL] yMeHbIIaeTCsl/
YBeJINIUBAETCS.

Ecnu tpebyeTcs pacniedaTarhb OT/eNbHbBIE CTPAHUIT/IMANIA30H CTPAHUI]
BBIOpaHHOTO JCTa/001acTi/pparmMeHTa, peJIBAPUTEIHbHO YOenuTech, 4To
¢dnaxxox He meyaTaTh IyCThle CTPAHHUIIBI YCTAHOBJIEH, a 3aTEM YKaKHUTe
HE0OXOTUMBIe CTPAHUIIBY/TUATIa30H CTPAHMUII JJIs IeYaTH, OPUEHTUPYICh Ha
HYMEpaIHIo CTPAHUII B 0OJIACTH TIPeIBAPUTEILHOTO TIPOCMOTPA.

JByCTOpOHHSIS [Te4aThb

JIByCTOpOHHSIS TTeYaTh:
— BBIKJI. — OJTHOCTOPOHHSIS [1eYaTh;

- HepenJIeT 0 JJIMHHOMY KPal0 — JIBYCTOPOHHA 11e4daTb, CTPaHHUIIbL
IrepeBOpavYMBalOTCA OTHOCHUTEJIbHO JJIMHHOI'O Kpaf;

— Ilepemier mo KOPOTKOMY Kpalo — IBYCTOPOHHSIS Ie4aTh, CTPAHUIIBI
[IepeBOpPaYMBAIOTCsl OTHOCUTEIIBHO KOPOTKOT'O Kpasl.

Maciurrab

CocTaB HaCTPOeK B IAHHOM IPYIITe 3aBUCHT OT 3HAY€HHUsI, BHIOPAaHHOTO B
nosie O0JIacTh NeYaTH.

Eciu B mone O6uacts meuatn BeiopaH Texymnuii simct, To Tpyrina
Macmrab cofiep>xuT cilefiytoliye HaCTPOUKH:

— ITo pa3psIBaM CTpaHHIl — eC/Y HA JIUCT C IOMOIIBIO TabIMIHOTO
penaktopa Excel wiu LibreOffice Calc BcraBneHs! pa3phiBbI CTpaHMUII, TO
JIMCT pa3bMBaeTCs HA CTPAHUIILI B COOTBETCTBHHU C JAHHBIMU Pa3pPhIBAMH.

Ecmm Ha nucre HeT paspblBOB CTpaHMIl, TO IpHM BBIOOpe
3HaueHus Ilo pa3peiBaM CTpaHHMII BCe COIEpXXUMOe JIUCTA
pacrieyaTaeTcCsl Ha OTHOM CTpaHMIle B OUYeHb MeJIKOM MacHiTabe.

— ITonb3oBaTebCKUI — BPYYHYIO U3MEHUTh MaciTab JucTa
OTHOCHTEJTbHO Tle4aTHOM cTpaHuIlbl. MaciiTab yka3blBaeTcs B IIPOIIeHTax.
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ITapamerp Haznauenue

Ecnu Ha nvcTe ecTb pa3pbIBbI CTPAHUIL (CM. ONMCAHKE HACTPOUKH
BBIIIE), TO IIpU BbIOOpe MaciinTaba Ilosb3oBaTeNbLCKMI T1e4aTh
OCYIIECTBIISIETCS C YYETOM JJAaHHBIX Pa3pPhIBOB CTPAHUII.

Ecimm B none ObsacTs meyarn BoiOpaH Beienenurlii gparMeHr, To B

rpymme oTobpaxaetcs: nojie Macmrab, KOTopoe COIEpPXKHUT CIleIyIoIIue

3HaYeHusI:

— dakTHyeckuii pazmep;

— Ilo pa3mepy cTpaHHIIBI — IOMECTUTD pacliedaTKy BbIeJIeHHOI'O
¢dparmMeHTa Ha OfIHy CTpaHHUILY;

— Ilo mupuHe CTpaHUIBI — BIMCATh BCE CTOJIOIBI BBIIEIEHHOTO
¢$parmMeHTa B OJTHY CTPaHUILY;

— ITo BBICOTE CTPAHUIBI — BIMCATh BCE CTPOKY BBIIEJIEHHOTO pparMeHTa B
OJTHY CTPaHHUILY.

Haxxmure xHonky IledaTs, yToOBI pacredaraTh JOKyMeHT, Wi OTMeHa, yTOObI 3aKpHITh

OKHO.

4.1.12.2.2.3 IlapaMeTpHI CTPAHHUIIBI

B o6mactiu HacTpoek Ie4aTM MOXKHO YKa3aThb ClIe[ylolllhe TlapaMeTpbl CTPaHUIIbI

(cM. Pucynok 103):

C|3H&HT-.’-LI,IIH:

Pasmep Bymarw:

Ad (21x%29.7 cm) w
Bepxree noae HusHee none:

2,01 cm z 2,01 em z
Jlesoe none: Mpaeoe none:

2,01 cm z 2,01 cm z

N = Bnwcate +
CoxpaHuTb Mevate OTmena

Pucynoxk 103 — HacTpoiiku cTpaHUITbI

— Opuenranua - KHWKHas (BepTUKalbHasl) WIM ajlb0OMHasi (TOPM30OHTAJIbHAS)

OpHeHTal s CTPAHUIIbI.
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— Pa3mep d0ymaru — pasmep Oymaru, UCIIOJIb3yeMOU ITPH TIeYaTH.
— Bepxnuee nosie, Himmknee mosie, JleBoe mose, IIpaBoe mose — paccrosiHue Mexny

KpdssMM CTPaHUIIBI U COAEPXKXUMBIM JJOKYMEHTd.

[TapameTpel CTpaHHIl, yKa3aHHbIEe I TEKYIIero JIMCTa, MOXXHO COXPaHUThb JIJIst
MOCJIeAYIONIUX CeaHCOB redaTh. YToObI COXpaHUTh HACTPOMKU U 3aKPBITh OKHO, HAXKMHUTE KHOIIKY
Coxpanurs. UToObI pacredyaTtatb JOKYMEHT M COXPAHUTh HACTPOUKH, HAXXMUTe KHOMKY IleyaTs.

[TapameTpel  cTpaHWI,  yKa3aHHble  JUIs  [I€YaTH  BBIOpAaHHOTO  ¢parmMeHTa
(cMm. pasgen 4.1.12.2.1.1), IPUMEHSIIOTCST TOJILKO BO BpeMs TeKyIiero ceanca. CoxpaHeHue JaHHBIX

HaCTpOeK HeJOCTYIIHO.

4.1.12.2.3 beicTpasi neyaTtsb

JIoKyMeHT MO>KHO paclieyaTaThb B OJIHO JleHiCTBUe, 6e3 BbI30Ba OKHA HACTPOWKU CTPAHUIIBI U
I1eyaTH.

Jly1st GBICTpO¥ IIeYaTy UCIOJIb3YIOTCS:

— Hacrpoiku nevary o ymosa4aHuro.

— Ilocnepunii uCnonb30BaHHBIN IPUHTEP. ECIIM HU OJTHO YCTPOMCTBO He UCIIOJIb30BAJIOCh,

TO BBIOMPAaeTCsl IPUHTEep, YKa3aHHbIN B HACTPOWMKAX CUCTEMBI.

Jliist 6BICTpOM TleyaTy JOKyMeHTa BBIIIOJIHUTe OJJTHO U3 CJIeAYIONINX J1eHCTBUM:
— Ha nmaHeny MHCTPYMeHTOB, B pasfieiie daiitn HaxxMuTe KHONKY (— (BBICTpas medyaTs)

(cm. Pucynok 104).

®aiin  [lpaeka Beraeka Qopmar  Tabavua JadHwe
v 0)1; @ w é XO Tharmes
B © ¢ X K 4

WpndT

E] BricTpan neuats
MapameTpsl CTRAHWLE W NEYATE...

JkcnopT B POF

Pucynok 104 — Knonka Beicrpast medyaTsn
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— Ha nanenu uHCTpyMeHTOB, B paszeiie Paiin HOXXMUTE Ha CTPEJIKY CIpaBa OT KHOIIKU

(= (BeIcTpasi meyaTh) M B BHIIAJAIONIEM CIMCKe BhIOepuTe KoMaHay BeIcTpas

nmevyarhb.

4.1.13 3akpeITh daiin

[Tocre 3aBepiienurs paboThl ¢ ¢aityioMm coxpaHuTe ero (cM. paszei 4.1.7) U 3aKpoiiTe OKHO
MIPWIOXKEHHSI OJTHAM U3 CJIeTyIOIIUX CIIOCOOO0B:

— Bribepute nyHKT KoMaHIHOTO MeHI0 Paiin > 3akpsITh (cM. Prucynoxk 105).

©aiin  [paeka Beraeka Popmar  Tabavua  Jaddwie
[% Cosaate Ctrl=M

CozaaTe no wabnoHy...

[ OTkpoiTb... Ctrl+0
OTkpoiTe B 0GNaKE. . Ctrl+5hift+0
HegaeHwe gokymeHTH L4
PaGoTa B obnake r

& Coxpanuts Ctrl+5
CoxpaHnTe Kak... F12
JKCnopT...

CoxpaHuTe wabnoH...
3anate naponb...

= MapameTp CTpaHWUE W NEYaTh Ctrl+P
JaKpeITE

Pucynok 105 — Komananoe meno dPaiin

—  Haxwmure KHOIIKY BHKPI)ITI) B 3dI'OJIOBKE OKHdA IIPUJIOKEeHUS .

— Haxmure coueranue knasuil Alt+F4 / sCmd+Q.
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4.2 JleiicTBHS C TUeHKaMH, CTOJIOIIAMH B CTPOKAMH

4.2.1 Pacumupurs padouyro 001acThb

Bce meiicTBus Ha nHMCTe OCYIIECTBIISIOTCS B Ipefiesiax pabodei obnactu. [lo ymomdanuro
pabouyast obsactb coctout U3 10 cTosnbmoB u 20 CTPoOK.

['panunbl pabouert 06acTH paCHIMPSIOTCS aBTOMAaTUYeCKH, eCIM Ha JIMCT BCTaBJISIFOTCS
CKOITMPOBAHHbIE CTPOKW/CTO/IOIIbI, KOJIMYECTBO KOTOPBIX MPEeBbIIaeT KOJIMYeCTBO CTPOK/CTOJIOIOB
B paboyeit obyacTy.

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

— JIBOMHBIM IIIEJTYKOM MBIIIK BbIAEIUTe JIOOYI0 siYeiiKky B CTPOKe WM B CTOJIOIIe,

KOTOPBIH CJielyeT BKIIOYUTH B pabouyio 06J1acTb.
— IlpaBo¥i KHOMKOM MBI IIEJIKHUTEe 10 3aT0JIOBKY CTPOKH/CTOJIOIA, KOTOPBIM Ciiefyer
BKJIIOYMTh B pabouyio o00/acTb, W BBIIIOJIHUTE KOMaHAY KOHTEKCTHOTO MEeHIO

HdobaButsh crpoku: n / JlobaBurs crosons:: n (cM. PucyHok 106).

7
18
19
0
1

P

Fed

22

73 I/\\s‘ JobBaenTe cTpoku: 2
24

23

Pucynok 106 — [To6aBnenue cTpok
— Beoigenure moOyio sideliky B IOcie[HeN CTpoke/cTosnbre pabodeil obmactu. YToObI
YBeIUUNUTh pabodyio 006slacTh Ha OJMH WM HECKOJIbKO CTOJIOIIOB, HCIOJIb3YyHTe

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

vcrosb3yWTe kiasuity Enter.
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4.2.2 BeigeauTh quana3oH ss9eex

4.2.2.1 BpietuTh IPOU3BOJILHBIN THANA30H STYeeK

YToOb! BBIIEIWUTh MPOU3BOJIbHBIN AUANA30H sUeeK, HaBe[IuTe Kypcop Ha sSUYelKy, KOTopas
CTaHeT IepBOM B JIMara3oHe. Y ep)kKUBasi JIeBYI0 KHOIIKY MBIIIIH, TPOTSHUATE KypPCOp A0 MOCieHei
siYeMKM IMarna3oHa. 3aTeM OTIYCTUTE JIeBYIO KHOIKY MBbIIIIH.

Heobxoaumblii 1rana3zod MOXHO BBIJIEJISATh B JIF0OOM HallpaBJIeHUH CTPOKU WIK CTOJIONA.

[TpumMeps! BbifiesieHUs] TPOM3BOJILHOTO JMalla30Ha sueek IpeJCTaBieHbl Ha pucyHkax 107-

109.

Pucynok 107 — Brienenve auana3oHa siyeek 110 TOPU30HTAIN

Pucynok 108 — Beienenue vana3zoHa siueek 110 BepTUKaIN

Pucynok 109 — Beigenenue 1uarna3oHa siueek 110 IMaroHaan
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4.2.2.2 BeigesnTh BCe T4eiKH JINCTa

YToOBI BBIIETIUTD BCE STUEHMKH, KOTOpPbIe pacloJioXKeHbl B paboyel 06/1aCcTU TeKyIIero JrucTa
(cM. paznen 4.2.1), BBITIOJTHUTE OTHO U3 CJIEYIONIUX JIeACTBUM:
— HaBeaute Kypcop MBIIIIM Ha JIeBbIM BEPXHUM yToJl pabodel 006/1acT Tak, YTOOBI Kypcop
IIPUHAT BUI *w, U IEJIKHUTE JIEBOU KHOIIKOU MBIIIIH.

— Bribepute nyHKT KoMaHHOTO MeHio IIpaBka > Beigenuts Bce (cMm. Pucyrok 110).

Mpaeka Becraeka @opmar  Tabawua  JanHme VHg

= OTMEHWTB Ctrl+Z

" MoetopuTe Ctrl+Y

S Bripesate Ctrl+X

KonupogaTs Ctrl+C

[Ty BcTaBuTe Ctrl=V
BeTagwTh 3HAYEHMA W dopmaT Ctrl=Alt+V
BcTaBWTb TOMBKD 3HAYEHKA
Beraeuts uz Gydepa obmena r

£ KonwposaTe dopMaTMpoEaHWe Ctrl+5hift+C
MpUMeHWTE §opMaTUpOBaHKWE Ctrl+5Shift+V
BmaenuTk Bre Ctri+A

1 Mowuck Ctrl+F

Pucynok 110 — Komananoe menio IlpaBka

— Haxmure coueranne kiaasuml Ctrl+A / $Cmd+A.

Ecmm nHa svcre BbifeneH oOBbeKT (M3o0OpakeHwe, ¢urypa WiIM JAuarpamma), Imepep
BbIIeJIeHMeM BCeX S4eeK C IIOMOIIbI0 KOMAHJIHOIO MEHI0 HWJIM COYeTaHUsl KJIABUII

CHHMMUTE BblJeJIeHHne C JdHHOI'O 00BeKTa.

[Ipu ncronb3oBaHUK 3TUX KOMaH], BBIJEJISIOTCS ST9eMKU TOJIBKO Ha TeKyIlleM JIUCTe. Suerku
Ha JIpYTUX JIMCTaX 3JIeKTPOHHOM TabJIMIIbI He BBIIEISIOTCS.

[Tpu nepexosie Ha APYTOM JIMCT BbIleJieHMe IMalla30Ha Ha TeKyIeM JIMCTe COXPaHsIeTCsl.
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4.2.2.3 CHATH BBIJIeIeHHe

YT100BI CHITDH BbIJIe/IeHUe, [IeJIKHUTe JIeBOM KHOIIKOM MBIIIIHY 110 JII000M S4YeiKe JIUCTa.
4.2.3 O0BbeIUHUTH U Pa3beUHUTH STYCHKH

4.2.3.1 O0beqMHHUTE TYEHKH

JIto60e KoMM4ecTBO siUeeK Ha TeKYIleM JIMCTe MOXKHO OO beJUHUTD.

[Ipu o6benuHeHNH sTueeK:

— OTMedYeHHBbIN AMara30H CTaHOBUTCS eJMHOU STUeMKOMH;

— COXpaHSIOTCS JaHHbIe TOJIbKO U3 BePXHeWU JIEBOU SIYeKU Juara3oHa;

— K OOBbelMHeHHOM sueliKe INpHMMeHsieTCsl (popMaTUpOBaHUEe BepxXHeW JIeBOM SYelKU

JHdIla30HaA.

YToObI 00BeIMHUTH STYEHKH, BbIIEJIUTE UX U BBIIIOJIHUTE OJIHO U3 CIeIyIONINX AeHCTBUM:
— DBeoibepute mnyHKT KOoMaHgHOrOo MeH TabGmmma > OO0BeIMHHTH SYEHKH

(cm. Pucynok 111).

TaBnmua  fJannwie  Woctpyments Bug  OBwwi goctyn  Ha

TR BcraewTe cTpoky Boiwe Alt=A
&8 BeTaeuTh CTROKY HUKE Alt=B
ﬂ BrTaeute cTonbBey chesa Alt+L

BetaguTe cTonbey cnpaea Alt+R

F YganuTe cTpoky

% Yaanute ctonbey
CkpbiTe CTROKY
Mokazate cTpoKy
CkpbiTe cToOnGEL

Mokazate cTonbew

OBbegMHUTE AUEHKK Ctrl+Alt+M

B JEH

PasbeaHWTL AUEiKK Alt+5hift+M

Pucynok 111 — Komangnoe mento Tabumna
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— Ha mnanemn wunHcTpymeHTOB, B pasgene Hueiikm (cM. PucyHok 112) Haxkmwure

KHOIKY ] (O0BbeIHHUTE STYeHKH).

—

SvE mEa=m B ¥
6~ B e ¥ ¢Ev

Auenkm JavHbie

Pucynok 112 — Kaonka O0beiMHUTE SYeHKU

— HpaBOfI KHONKOM MBbIIIN INEJIKHUTE II0 AUAIId30HY BbIJEJIEHHbIX d4Ye€K U BbIIIOJIHUTEe
KOMdHy KOHTEKCTHOI'O MEHIO Oﬁ'bEIII/IHI/ITI) STIeHKH.

— Haxwmure coueranue kiasuil Ctrl+Alt+M / ~Option+sCmd+M.

4.2.3.2 Pa3pequHUTE SYCHKH

PazbeiMHUTE MOXKHO TOJIBKO Te STYEHKH, KOTOPble paHee ObUTH 00heIMHEHHI.

YToObl pa3beIUHUTL SIYEHKU, BBIJENINUTE SUelKy, CO3NaHHYI0 IyTeM OObeJuHeHUs, U
BBIIIOJTHUATE OJJHO U3 CJIeAYIOLIUX AeMCTBUM:

— Broibepute TyHKT KOMaHgHOTO MeHIO TaOmuma > PazpequHUTL sYeHKHU

(cm. Pucynok 113).

TaBnmua  fJannwie  Woctpyments Bug  OBwwi goctyn  Ha

TR BcraewTe cTpoky Boiwe Alt=A
&8 BeTaeuTh CTROKY HUKE Alt=B
ﬂ BrTaeute cTonbBey chesa Alt+L

BetaguTe cTonbey cnpaea Alt+R

F YganuTe cTpoky

% Yaanute ctonbey
CkpbiTe CTROKY
Mokazate cTpoKy
CkpbiTe cToOnGEL

Mokazate cTonbew

OBbegMHUTE AUEHKK Ctrl+Alt+M

i il

PasbesHWTL AUEiKK Alt+5hift+M

Pucynok 113 — Komangnoe mento Ta6umna
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Ha mnanenmu wHcTpymeHTOB, B pasuene $deiiku (cMm. Pucynok 114) nHaxkmuTe

kHONKY [ (PasbeMUHHUTE STUeiKH).

CvH|l ™ e = B
M v B HE of.

Aueiim JavHbie

Pucynok 114 — Knonka Pa3seiHUTD sT9efiKu

HpaBOfI KHOIIKOM MBIIIW IIEeJIKHUTe 10 BbIJIEJIEHHOM S4YelKe W BBIIIOJHHUTE
KOMdHy KOHTEKCTHOI'O MEHIO PaB’I)EIII/IHI/ITb STYeHKH.

Haxxmure coyeranue knapuin Alt+Shift+M / ~~Option+{Shift+M.

HaHHbIe, KOTOpbIE COAEPXKATCA B O6’b€,[[HH€HHOﬁ sYelKe, IIOMeIalTCs B BEepPXHIOKO JIEBYIO

;{qeﬁKy IMMOJIYy9€eHHOT'O IHAalld30Ha. S4eriku AUAIld30Hd HACIeyIT CbOpMaTHpOBaHHe OG'bEI[HHeHHOfI

STYCHIKU.

4.2.4 Anpecanus ssueek M AUANA30HOB sT9eeK

Apnpecarus — 3TOo oOpalneHWe K sdYedKaM WM JMala30oHaM Il WX JIaJbHenIero

HCIIOJIb30BAHHUS B BBIYMCJIEHUSAX.

Anpeca (Takke — CCbLIKU), OBIBAIOT TPEX BUJIOB:

OTHOCHUTeNIbHBIE — O3TOT BHUJ CCBUIOK U3MEHSIeTCsl TIpU KOMHWPOBAHUU WU
aBTo3anonHeHuu. [lo yMomuaHWI0O Bce CCBUIKM B pelakTope TPUHUMAIOT BUL
OTHOCHUTEJIbHBIX.

AOconroTHBIE — 3TOT BHUJl CChUIOK He U3MeHseTCs I[pyd KONMUPOBAaHUM WIH
aBTo3anojHeHuH. [loaToMy Mx He0oOXOJUMO HCHOB30BaTh ISl GOPMYJI, B KOTOPBIX
eCTb ITOCTOSIHHbIE BEJINYMHbBI, HAlIpUMep, MPOIleHTHas CTaBKa.

CMemiaHHbIe — 3TOT BHJ] CCBUIOK IO3BOJISIET COYeTaTb KaK abCONIOTHBIN, Tak U
oTHOcUTeNbHbIN anpec. Hanpumep, B cchiiike B$5, D$12 He MeHsieTcsi HOMep CTPOKH,

HO MOXeT MeHATbCA HaMeHOBdHHe CTOJ'I6I_[a.
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4.2.4.1 Anpecanus sigeek B criiie Al

Crunb orobpaxenuss cceiuiok Al (cm. Tabnuma 4) ucnonb3yeTcss B IPUIOXKEHUH TI0
YMOJTYaHHUIO.

B crune Al aapec sigeiku COCTOUT M3 OYKBEHHOT'O MMEHM CTOJIOIA M YKCJIOBOTO UMEHH
crpoku. Hanmpumep: Al, C12, G37, ND185 u T.11.

[Ipu co3manuu daiina JIUCTBI COJepKaT:

— 20 cTpok ¢ umenamu ot 1 no 20;

— 10 cronbiioB c umMeHamu ot A 1o J.

[Tpu nobaBneHun CTONOIOB B TAO/IUIly HOBbIE 3JIeMEeHThI MOJTy4YaloT UMeHa, COCTaBJIeHHbIe
n3 1Byx 0yks: AA, AB, AC, 3zatem BA, BB, BC u T.11.

Ecm  aByxOykBeHHble — COYeTaHHs ~ 3aKaHUMBAIOTCS,  CTOJIOIAM  IIPUCBAWMBAIOTCS
TpexOyKBeHHble UMeHa.

HpI/I ,[[O63BJ'I€HI/II/I CTpOK B Ta6J'[I/ILIy HOBbI€ 3JIEMEHTHI IIPOAOJIDKAIOT HyMepalrio.

Tab0smua 4 — AOCOJIIOTHEIE H OTHOCHUTEIBLHBIE CChUIKH B cTiuie Al

OTHocHuTeIbHaa cceliika | Al

AGconoTHasa CChUIKA $AS1 — cronben 1 CTpoka He U3MEHSIOTCS TP KOIIMPOBAaHWUH

CMenranHbple CCBUIKH $A1 - cronber; He U3MeHSIETCS TIPY KOTIMPOBAHUH;

AS$1 — cTpoka He U3MeHsIeTCsl IPY KOITMPOBaHUU

4.2.4.2 Anpecanus sigeek B ctwiie R1C1

s nepexopa k ctwito otoopakeHus: cceliiok R1C1 BbiOepuTe MyHKT KOMaHHOTO MEHIO

Bupg > R1C1 (cMm. Pucynok 115).

Bug OBwmi go

MacwTab L

R1C1

Manens WHCTpyMeHToE  #

Pucynok 115 — Komananoe menio Bup
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B crwie R1C1 u cronbupl, © CTpoKA 0O03HavaroTCs uvciaamu (cMm. Tabmuma 5). Appec

siueriKy 1Ipu 3ToM popmupyetcs 110 popmysie RnCm, re:

— R — o6o3Hauenue crpoku (Row), a n — Homep cTpoky;

— C — obo3nauenue crosbia (Column), a m — HOMep cTosbIIA.

Hanpumep, nms sueriku D5 B ctune R1C1 - R5C4.

Tab6suna 5 — A0COJIIOTHEIE H OTHOCUTeIbHBIEe CChUIKH B cTiie R1C1

A0coJroTHag CCHLUIKA

R3C2 - abcomioTHast CChbUIKA Ha STYEHKY, PACIOI0XKeHHYI0
Ha IlepecevyeHny CTPOKH 3 M CTOJIOMA 2;

R3 — abcomtoTHas CChUIKAa HA CTPOKY 3;

C2 - abcosoTHas CChIJIKa Ha cTojiberr 2

OTHOCHUTe/ILHAA CCHELIKA

RC - oTHOCHUTeNbHAs CChUIKA Ha TEKYIIYIO SYelKYy;

R[-2] - otHOCHTENBHAS CCBITIKA HA CTPOKY, PACIIONIOXKEHHYTO Ha 2 CTPOKU
BBIIIIE TEKYIlleH;

C[3] — oTHOCUTeNbHAS CChITTKA HA CTOJIOEI], pacloyioXkKeHHbIN Ha 3 CToJIOIa
IpaBee TeKyIIero

CMelllaHHbIE CCBUIKH

RC5 — ccpika Ha S9eiiKy, pacoIOXKeHHYIO B TEKYIIEH CTpoKe, B CTobIe 5;

RC[-5] — ccpinka Ha S4elKy, pacloioykKeHHYI0 B TeKyIlleld CTPOKe
Ha b CTOJOIIOB JieBee TeKyIIel sueiky;

R3C|2] — cchutka Ha siueliKy, pacIioIoXKeHHYI0 B CTPOKe 3
Ha JIBa CTOJIOIIA TTpaBee TeKYIeH S9eiKy;

R[3]CI-2] - ccpinka Ha s4YeMKy, pacloyIoXKeHHYIO0 Ha 3 CTPOKU HIDKe
1 2 CcTON0OIIA JIeBee TeKYIIEeH STYeiKy;

R[-3]C[2] — cchutka Ha si9eliKy, pacIoIOKeHHYI0 Ha 3 CTPOKH BHIIIIe
U 2 cTosnb1ia paBee TeKyIel suerku

Ecnyu Ha MomeHT mepeksitodeHust Tabiuibl u3 pexkuma Al B pexxum R1C1 B Hell 6butn

abCoIIOTHRIE CCBbUIKH, OHU OCTAHYTCHI abCOTIOTHBIMH.

4.2.4.3 Anpecanus quana3oHa

Ccpiika Ha aranas3oH GoOpMHUPYeTCs 10 ABYM ero yIJIOBbIM siueiiKaM:

— HauvannHas gJeiika — JIeBbIA BerHI/Iﬁ YT'OJI Ixalla30HaA;

— KoneuHas ssueiika — IpaBblii HYDXKHUE YTroJl IMana3oHa.
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HawanbHasi ¥ KOHeYHas sidedika pasfeNisioTcsi orepaTopoM «:». Hampumep: B4:D6
(cM. paznen 4.6.4).

Ecm pgns apgpecanyu siueex BbiOpaH ctuiib R1C1, To B HEKOTOpBIX Cily4dasix MOXKHO He
yKa3bIBaTh OllepaTop JMara3oHa «:». Tak, JjIs MoydeHus CChUTKM Ha IMAra30H BCeX sS9eeK OHOU
CTPOKM MOXXHO yKa3aTh TOJIbKO CCBUIKY Ha 3Ty CTpoky. Hampumep, cchiika R1 ykaseiBaeT Ha

JTMATIa30H BCeX si9eeK IMepBOM CTPOKH.
4.2.5 CTOJIOIBI M CTPOKH

4.2.5.1 BeimesmnTh CTOJI0EI] WM CTPOKY

YToOB! BBIIEUTH CTOJIOEI U CTPOKY, BOCIIOJIb3yHUTeCh OTHUM U3 CJIeIyIOIIUX CII0COOO0B:

— HaBeaute kypcop Ha 3arojioBoK CTOJIO1Ia/CTPOKM TakK, YTOOBI KypCcOp MPUHSUT BUI +.
[IenxHuTe 1O 3ar0JI0BKY JIEBOM KHOMKOW MBIIITH.

— Illenknure 1o m060H sYelike B CTPOKe WIM CTOJOIe, KOTOpPBIA TpeOyeTcsl BBINENIUTh.
YToOBI BBIIETIUTH CTPOKY, HaXkMuUTe codeTanue Kiauil Shift+IIpo6esn. YToOb! BEIIEIUTE

cronbery, Haxkmute codetanyre kiapuil Ctrl+IIpo6esn / {fShift+:Cmd-+IIpo6eur.

Yrobbl BBIAETUTH BCe CTPOKH, B KOTOPBIX pacnojoXxeHa oOOBeMHeHHas sueika
(cM. paznen 4.2.3.1), BifiesidTe 3Ty siUelKy U HaxkmuTe codeTaHue kiiapuin Shift+IIpooesn.

YToObl BBIIEIWTH BCe CTOJNOIBI, B KOTOPBIX paclojioXkeHa OOBeVHeHHas s4JerKa
(cMm. pazpmen 4.2.3.1), BblAenuTe 3Ty SYedKy W HaxkmuTe coderanue KiaBui Ctrl+IIpo6er /

{Shift+2Cmd-+IIpoGer.

4.2.5.2 BpiieInTh AUANa30H CTOJIOI[0B HJIH CTPOK

Jlns BbIenieHHsT HeOOJIBIIOrO Juarna3oHa CTOJIONOB WM CTPOK BBIIIOJIHUTE ClelyIollne
IEeHCTBUS:
1. HaBemuTe Kypcop Ha 3arojioBOK IepBOTO BBIZIEJIIEMOr0 3JIeMeHTa Tak, YTOObl Kypcop
MIPUHSIT BUL +.
2. 3axaB JIeBYIO KHOIKY MBIIIH, IPOTAIXTE KypCOp IO 3arojIOBKaM 3JIeMeHTOB, KOTOpPbIe
HeoOXOIUMO BBIAEIUTh.

3. OrtmycTuTe JIeBYy10 KHOIIKY MBIIIIH.
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J11s1 BeIZIeTIeHusT Iara30Ha CTOJIOIOB MM CTPOK, KOTOPBIM BBIXOJIUT 33 TpeJieibl BUIUMOMN
o6J1acTy TabJIUIIbI, BBITIOJIHUTE CJIeIyIollne JeHCTBHUS:
1. HaBemuTe Kypcop Ha 3arojioBOK IepBOIO BbIAEJISIEMOr0 3jieMeHTa TaK, YTOObl Kypcop
NpUHSUT BUT, 4.
2. BrblgenuTe 3TOT 3aroJIOBOK IIEIYKOM JIeBOM KHOIIKY MBIIIIH.
3. HaBemuTe Kypcop MBIIITH Ha 3ar0JIOBOK MOCJIETHEr0 BhIIEJIIEMOro 3JIeMeHTa TaK, YTOObI

o npuHsi1 BUp 4. llenkHuTe 110 3aronoBky, yaepxuBas HaxxaTtod kiaapuiry Shift.

4.2.5.3 N3MeHUTH pa3mep CTOJIONA HJIH CTPOKH

[Io ymMonuaHHIO TIpM CO3[laHUM JIOKYMEHTa BCe CTOJIOIbI M CTPOKM UMEIOT OIWHAKOBBIN
pa3mep. B miporiecce paboTbl MOXKHO U3MEHSTh IIMPUHY CTOJIOIOB M BBICOTY CTPOK KaK BPYYHYIO,
TaK ¥ aBTOMAaTHUYeCKH.

YToObl W3MEHWUTb pa3Mep CTOJIOIA WIA CTPOKM BPYYHYIO, BBIIOJIHUTE ClleJlylolye
JerCTBUS:

1. HaBenuTe Kypcop Ha IpaByIO I'PaHHUIly 3aroJIOBKA CTOJIOIA MJIM HA HUXKHIOIO TPaHUILY

3aroJioBKa CTPOKH TaK, YTOOBI KYpCOpP IIPUHSI BUJ IBYHAIIPAaBJIEHHOM CTPEeJIKU.

2. 3axaB JIeBYIO KHOIIKY MBIIIIH, IepeMecTUTe TPaHUIly Ha HY>KHYIO OTMETKY .

3. OTnoycTuTe JIeByIO KHOIKY MBIIIH, YTOOBI 3aHUKCUPOBATh BEIOpAaHHOE 3HAYeHHe.

Yrobel aBTOMaTH4ecKd I10/100paTh IIMPUHY CTOJNOIA IO COJIEPKUMOMY SIYeHKU C
HauOOJIBIINM KOJINYeCTBOM JAHHBIX, BHIIIOJIHUTE OHO U3 CIIeIyIOIMKX JeMCTBUI:
— HaBegute kypcop MbIIIM Ha NpaBylO I'PaHUIy 3arojioBKa CTOJIOIA Tak, 4TOOBI Kypcop
MIPUHSUT BU]] IBYHAIIPABJIEHHOU CTPEeJIKU, Y IBXKIbI ITIeJIKHUTE MBIIIBIO.
— IllenkHuTe paBOM KHONKOM MBIIIM IO 3arojIOBKY CTOJIOIA U BBIIOJIHWUTE KOMAaHAY

KOHTEeKCTHOI'O MEeHIO BI)IPOBHHTI) I10 IITUPpHUHE COAEPKUMOro.

Yro6bl aBTOMAaTUUeCKU 10Jj00paTh BBICOTY CTPOKA 10 COAEPXXUMOMY SYeMKu C
HauOOJIBbIIMM KOJIMYeCTBOM JIJaHHBIX, BBIIIOJIHATE OJJHO U3 CJIeYIOUIUX NeHCTBUM:
— HaBegute Kypcop MBIIIIM Ha HW)XHIOIO PAaHMILy 3arojIOBKa CTPOKH TaK, YTOOBI Kypcop
MIPUHSUT BU]] IBYHAIIPABJIEHHOM CTPEeJIKU, U IBaXKIbI IIeJIKHUTE MBIIIBIO.
— IllenxHuTe mpaBo¥ KHONKOW MBIIIM IO 3arojIOBKy CTPOKM W BBIIIOJIHWTE KOMAaHIY

KOHTEeKCTHOI'O MEeHIO BI)IPOBHS[TI) I10 BBICOTE COAePHKHUMOro.
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YtoObl aBTOMATHYECKH MOJ00paTh IHUPHUHY/BBICOTY HECKOJIBKHUX CTOJIOIOB/CTPOK,
BBITIOJTHUTE CIIeYIOIe IeHCTBUS:

1. Brimenure Tpebyemble CTONIOLBI/CTPOKHY.

2. BroimonHnTe aBTOMOAOOP MHUPHUHBI/BHICOTHI OJTHUM M3 CJIETYIOITHUX CIIOCOOOB:

— HaBemute Kypcop MBIIIIM HA TPaHUIy MeEXAY JBYMs JIFOOBIMH 3aroJioBKaMu
CTOJIOITOB/CTPOK B BBIJIEJIEHHOM JIMalla30He TaK, YTOObI KypCOp IIPHHST BUJT
JByHAMpaBJIeHHOW CTPesKU. J{BaXKbl IIEJIKHUTE MBIIIBIO.

— IlenkHuTe TpaBOM KHOMKON MBIIIM IO 3arojoBKYy JOOOT0 CTOIOIA/CTPOKU B
BBIJIEJIEHHOM JIMAIla30He W BBITIOJIHUTE KOMaH/Iy KOHTEKCTHOrO MeHI0 BBIpOBHATH

II0 HMIMpuHEe COAePKUMOro njin BblpOBHﬂTb I10 BBICOTE COAepKNUMOro.

HJ’[FI KaXXaoro CTOJ'I6I_[a/ CTPOKH B BbIIeJIEHHOM JHdIId30He HO,[[6€p€TC$I I_HI/IpI/IHa/ BBICOTaA IIO

COAEepXXUMOMY SYEeVKHU C HAauOOJILIINM KOJIMIeCTBOM JdHHBIX.

4.2.5.4 CKpBITH CTOJI0EI] WIH CTPOKY

YToObI CKPBITH CTOJIOEI] WK CTPOKY, BBIIIOJIHUATE CJIeAYIOIIre IefCTBUS:
1. Broimenure 1eIrMKoM HeOOXOIUMBIH 37IeMeHT WM 3JIeMeHTHI (cM. paznen 4.2.5.1).
2. BrbInonHUTe KOMAaH/Ty CKPBITUS 3JIeMeHTa OJITHUM U3 CITIOCOOOB:
— DBruibepute nyHkT koMaHjgHOro MeHio Tabmuma > CkpbeITh cros10en/ CKpBITH

cTpoky (cM. PucyHnok 116).

TaGowua  fJanneie  Wnctpymedte  Bug OBwwi goctyn H

TR BcraewTe cTpoOKy Boiwe Alt=A
& BeraewTe cTpoky HuKe Alt=B
E BrTaeuTe cTonbBey cnesa Alt+L
ﬂ BetaguTe cTonBey cnpaea Alt+R
d YapanuTe cTpoky

% ¥ aanmTe cTonbey

CrpoiTe cTpoOKy
MokazaTt cTpoOKY
e T
LKpbiTh cTONDEL,

MokasaTh cTonGel,

Pucynok 116 — Komananoe mento Ta6smna
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- HpaBoﬁ KHOIIKOM MBIIIH IIEJIKHUTE 110 3aroJIOBKY 3JIeEMeHTAa U BLIIIOJIHUTE KOMaHOYy

KOHTeKCTHOro MeHI0 CKPBITH crosnoen i CKpbITh CTPOKY.

CKpBITBIE 3JIeMEHTHI OTMeUaloTCsl MapKepoM B 3arojioBke (cM. Pucynoxk 117).

5000
10000

e =N

Pucynok 117 — CkpbITble CTPOKH

CKprTI)Ie CTPOKH U CTOJ'I6I_U:>I He BBIBOJSATCS Ha I1€4aTh.

4.2.5.5 Iloka3aTh CTOJI0CI] WIH CTPOKY

YToOBI 0TOOPA3UTH CKPBITHIN CTOJIOEI] WJIK CTPOKY, BBIIIOJTHUTE CJIeIyIolIre JeHCTBHUS:
1. Beimenure iBe CTPOKH WK CcToJOMA (cM. padzen 4.2.5.1), Mexxry KOTOPbIMU HaXOJIUTCS
CKPBITBIA 3JIEMEHT.
2. BrblinonHUTe KOMaH/Ty OTOOPaXKeHUsI 3JIeMeHTa OJTHUM U3 CJIeIyIOIIUX CIIOCOOOB:
— Bruibepute nyHkT koMmaHgHoro meHio Tabmuma > Iloka3aThs crosben/Iloka3aTth
cTpoky (cm. PucyHnok 116).
— IIpaBo¥ KHOIIKOM MBIIIY IIEJIKHUTE II0 3ar0JI0BKaM BBIJIeJIEHHBIX CTOJIOI[OB/CTPOK U
BBITIOJIHUTE KOMaHJly KOHTeKcTHoro MeHio Iloka3zath crosnben wiv Iloka3aTh

CTPOKY.

ITocne BBIIOJIHEHUS KOMaH/bI 0T06pa>1<a10Tc;[ BCe CTpOKI/I/CTOH6HbI, CKpPBITbIE I101

MapKepoM.

4.2.5.6 BcraBuTh CTOJIOLBI

Y106BI OBICTPO 106ABUTH OAAWH CTOJIOEI], BBIIIOJIHUTE CJIeyIoIue TeUCTBUS:
1. Boigenure siyeiiky umm croiiberl, CjieBa WIK CIpaBa OT KOTOPOTO He0OX0auMO 106aBUTh

HOBBIH CTOJIOeI.
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BcraBbTe cTonber oJHUM U3 CIIeyIOIUX CIIOCOOOB:
— Bribepute nyHkT koMaHjnHOro MeHio TabGmmma > BceraButh crosoen cieBa/

BcraButs cronben cipaBa (cM. Pucynok 118).

Tabowua  fJanneie  Wnctpymedte  Bug  OBwwid goctyn H

TR  BcraewTe cTpoky Boiwe Alt=A
& BCTaBWTh CTPOKY HMME Alt+B
ﬂ BrTaeute cTonbBey chesa Alt+L
a BetaguTe cTonbey cnpaea Alt+R

Pucynok 118 — Komangnoe menio Tabuna

— Ha nanemu wuHcTpyMeHTOB, B pasfiene fdeiiku (cMm. Pucynok 119) nHaxmure

KHOIIKY E (BcTraBHUTB CcTOJI0CIL CITeBA) WU ﬂ (BcTaBuTH cTOJIOCI CIIPaBa).

—

""E ™ & B v 1

|~ B OH B ef~

Auerkm [aHHbe

Pucynoxk 119 — KHonku BcTaBk# CTO/IO1I0B

— IlenxHuTe 1O BBIJIEJIEHHOM siYeliKe WJIM 3aroJIOBKY BBIJIEJIEHHOT'O CTOJIOIA IpaBOM
KHOIIKOM MBIIIA U BBINIOJIHWTE KOMAaHJly KOHTEeKCTHOTO MeHI0O BcTaBHTH crosidert
cieBa/BceraBuTh cTOJI0€I CIpaBa.

— Jlnsa BcraBkM crosbiia cieBa HaxkmMuTe codyeTaHue kiaBuml Alt+L / ~Option+L.

Jly1st BcTaBkM cTosibIia crpaBa HakMuTe codeTaHue kiasuil Alt+R / ~Option+R.

YT1o6bI 106aBUTH HECKOJILKO CTOJIOIOB, BBHITIOIHUTE CJIeIYIOIIHe IeHCTBUS:

1.

BrienuTe Takoe KOJIM4eCTBO CTOJIOIIOB MM siueeK 110 TOPU30HTAJIM, KOTOpPOe PaBHSeTCs
KOJIMYECTBY CTOJIOIIOB JIJIsl BCTABKH.
BcraBbTe cTONOIBI OTHUM U3 CIIEAYIONIUX CIIOCOOOB:

— DBruibepute myHkT komaHmgHoro MeHio TabGmmma > BceraBuTh crosber; cieBa/

BcraBuTh crosnber ciipaBa (cM. Pucynok 118).
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— Ha manemu wuHcTpymeHTOB, B pasnene $deiiku (cMm. Pucynok 119) nHakmwure

KHOIIKY E (BctaBuTB cTOJIOCIN CIIeBA) WU @ (BcraBuTh cTOJIOCIL CTIPaBa).

— IlpaBo¥i KHONKOM MBIIIN IIEJIKHUTE TI0 JII060MYy MecTy BLIOpAaHHOI'O JHMAaria3oHa U
BBHITIOJTHUTE KOMaH/y KOHTEKCTHOTO MeHI0 BcraBuTh cToOen; cieBa WIH
BcraButs crosiberr cripaBa.

— Jlns BCTaBKU CTOJIOIOB CjieBa HakMuTe codeTaHue kiaBuin Alt+L / ~Option+L.

J171s1 BcTaBKM CTOJIOIOB CripaBa HakMHUTe codeTaHue KiaBuil Alt+R / ~Option+R.

YTOoOBI YIBOMTH KOJTMYECTBO CTOJIOIIOB HA JIMCTE, BHITOTHUTE CIIeyIOIHe TeUCTBUS:
1. Beimenure 11eMkoM Jit00yI0 CTPOKY Ha jiicTe (cM. paszen 4.2.5.1).
2. BcraBbTe cTONOIBI OHUM U3 CJIEIYIOIUX CIIOCOOOB:

— IllesnkHUTE TPaBOM KHOIMKOW MBIIIHM 110 00JIaCTH 3ar0JIOBKOB CTOJIOIIOB M BBITIOJIHUATE
KOMaH/ly KOHTeKCTHOTO MeHI0O BcraBuUTH cTost0en cieBa wiv BeraBuTh crosioert
cIpaBa.

— JIng BCTaBKU CTOJIOIOB CjieBa HaxkmuTe coderanue kiaBuil Alt+L / ~Option+L.

Jlyist BcTaBKM CTOJIOIOB ClipaBa HaXkMuTe codetanue kiasuil Alt+R / ~Option+R.

4.2.5.7 BctaBUTB CTPOKH

Yro06bI OBICTPO 0OABUTH OJIHY CTPOKY, BBHIIIOJIHUTE CIIeAyIOIIe NelCTBUS:

1. Bolmenure siueliky WM CTPOKY, CjieBa WIM CIpaBa OT KOTOpOW Heo06XoAuMO 1006aBUTh
HOBYIO CTPOKY.

2. BcraBbTe CTPOKY OJIHUM U3 CJIelyIOIIUX CII0COOO0B:
— DBroibepute myHkT koMaHgHOro MeHio TabGmmma > BceraBUTH CTPOKY BbInne/

BcraBuTthb cTpoky Hmke (cM. Pucynok 120).

TaBavua Jdandeie  Moctpymedts Bug  OBwwid goctyn H
BH  BcTaBwTh CTPOKY Bollue Alt+A

& BcraewTe cTROKY HMKe Alt=B

Pucynok 120 — Komananoe mento Taousmna

— Ha nmanenu uHctpymMeHTOB, B pasneie Hdeiiku (cM. PucyHok 121) HaXkMuUTe KHOIIKY

TH (BcraBUTH CTPOKY BbIIIIe) Wik & (BcTaBUTH CTPOKY HIKe).
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v H |m &= |-
M~ B H§ e~

Auekm [aHHbie

Pucynoxk 121 — KHonku BCcTaBKU CTPOK

[[lenkHUTEe MO BBIJIEJIEHHOW SYelKe WJIM 3aroJIOBKY BbIJIEJIEHHOM CTPOKM IPAaBOM
KHOIIKOM MBI W BBINIOJIHUTE KOMaHAy KOHTEKCTHOTO MeHI0 BcTaBHTH CTpPOKY
BbIIe WX BcTaBUTH CTPOKY HIKe.

J1J1sl BCTaBKU CTPOKU BBbIllle HAKMUTe coueTaHue kiasuil Alt+A / ~Option+A. [lns

BCTaBKU CTPOKU HIDKe HAXKMHUTe codeTaHue kiasuil Alt+B / ~Option+B.

YT0o06bI 106aBUTH HECKOJIBKO CTPOK, BBIIIOJIHUATE CJIeAYIOIIHe IeMCTBUS:

1.

BbI)IEJII/ITe TaKOe KOJIMYeCTBO CTPOK WM sd49eeK II0 BepTHUKa/Ikd, KOTOpOe PpdBHAETCHI
KOJIN4YeCTBY CTPOK JId BCTaBKH.

BcraBbTe CTPOKHU OHUM M3 CJIeAYIOIINX CII0CO60B:

Bribepute myHkT koMaHAHoro MeHio Tabmmma > BceraBUTH CTPOKY BbIIne/
BcraBuTth cTpoky Hmke (cM. Pucynok 120).

Ha manenmu wunHcTpymMeHTOB, B pa3dfene $ueiikm (cM. Pucynok 121) Haxmure
kHonKy T (BecraBUTH CTPOKY BhiIe) Wid G (BcraBUTH CTPOKY HIKe).

[TpaBoii KHONKOW MBIIIY IIIeJIKHUTE 10 JIFOOOMYy MeCTy BBIODAHHOIO Juala3oHa U
BBIIIOJIHUTE KOMaH/ly KOHTEKCTHOTO MeHI0O BcTaBHTBH CTpOKY BbIlle WIH
BcTraBuTh CTpOKY HInAKeE.

Jlns BCTaBKM CTpPOK BBIIIIe HaXXMUTe codyeTaHue kiaBuinl Alt+A / ~=Option+A.

J17151 BCTaBKM CTPOK HIDKe HaXXMHUTe codeTaHue kiaBuil Alt+B / ~Option+B.

YTo0OhI YABOUTH KOJIMUECTBO CTPOK Ha JIMCTE, BBINIOJIHUTE ClleAyrolue JerCTBUS:

1.

BrienuTe nienmkom Jiro6oii ctosnbert Ha jucte (cM. pasnen 4.2.5.1).

2. BcraBbTe CTPOKU OHUM U3 CIIEAYIOMIUX CIIOCODOOB:

[IesikHUTEe NPaBOM KHONKOW MBIIIM II0 OOJIACTH 3arojIOBKOB CTPOK U BBIIOJIHUTE
KOMaHJTy KOHTEeKCTHOT'O MeHI0 BcTaBUTH CTPOKY BhIle WY BcTraBUTB CTPOKY HInike.
Jl1s1 BCTaBKM CTPOK BBIIIe HaXKMHTe codeTaHWe kjaBuil Alt+A / ~Option+A.

J171sl BCTaBKM CTPOK HIDKe HaXkKMUTe coueTaHue kiaBuil Alt+B / ~Option+B.
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4.2.5.8 3akpenuTh CTOIOIBI, CTPOKH HJIH 00/1aCTh

3akperieHWe CTOJIOLOB, CTPOK M oObslacTed WCIoNb3yeTcs NpyU pabore c 6HonbIIMMU
o6beMaMu JIaHHBIX. [Ipy MpokpyTKe JIMCTA BIIPABO W/WIM BHU3 3aKpeIuleHHasi CTPOKa, CTOI0el] Uik
o0uacTh Bcersia oTobpakaeTcsl Ha 3KpaHe.

3aKpeIyieHHbIHN 3JIeMeHT OT/ieNsieTCs OT IPYTUX 3JIeMeHTOB JIMCTa KUPHOM JIMHKEeH.

Ecnmu ctpoka wiu cronber 3akpelisieTcss NPU HAJIMYMHU yXKe 3aKpelVIeHHOM CTPOKH WX
cTosbIia, TO MpeJbIAyIas HaCTPOUKa IJIsl MIEHTUYHOIO 3JleMeHTa TlepecTaeT J1eHCTBOBaTh.

[Tpu pabore B npunoxenuu « MoOduc Tabnuia» MOXXHO 3aKpeIuThb:

— OOWH WM HEeCKOJbKO CTOJIONOB (cM. PucyHok 122) — mpu mpoKpyTKe JIMCTAa BIPABO

0TOOpaXKaroTCsl  TOJIBKO — 3aKpellJIeHHble CTOJIONBI, a BCe CTOJIONBI, KOTOphIe

HaXOIATCA JieBee, CKPbIBAIOTCA C 3KPdHaA,

B E F G H ]
-
2
3
4
3
G
7
&
g
10
11
Pucynok 122 — 3akpermuien crosnber; B
— OOHY WM HeCKOIbKO CTpoK (cM. Pucynok 123) — mnpu npokpyTke JmMCTa BHU3

0T06pa>1<anTc;1 TOJIBKO 3dKpeIlIeHHbIe CTPOKH, d BCe CTPOKHU, KOTOp&bIE

HaXOIATCA BbIIIe, CKPbIBAIOTCA C 3KpdHA,

14
15
16
7
18
19

Pucynok 123 — 3akperieHa cTpoka 4
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—  CTOJIOIBI M CTPOKHU OJTHOBpeMeHHO (cM. PrucyHok 124) — ipu MpOKpyTKe JINCTa BIIPABO U
BHM3 OTODOpaXkalOTCSI TOJIBKO 3aKpeIlleHHble CTOJIOIBl U CTPOKU, a BCe CTOJIOIIHL,
KOTOpble  HAaxoHsSTCs  JieBee, U  CTPOKM, KOTOpble  HAXOJSATCS  BHIIIIE,

CKPBIBAIOTCS C 3KpPaHa;

= C G H J K
3
4
13
16
17
18
19
20
21
22
Pucynok 124 — 3axkpemsiensl cton6us B u C u crpoku 3 u 4
— obJacTb 5KpaHa, B KOTOPOM BepxXHeH JIeBOM STYeHKOM siBiiseTcs sdeiika Al, a mpaBou
HWKHEeH STYelKOW — siYelika, yKa3aHHas I10JIb30BaTesIeM.
A B C D E ]
1
2
3
4
3
&
7
8
9
10
11
16
17
18
19
20

Pucynok 125 — 3akperiena ob6acTb
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4.2.5.8.1 3akpenuTh CTOJIONBI WIH CTPOKH

YToOBl 3aKpenmuTh OJWH WM HECKOJIbKO CTOJIOIOB WJIM OJHY WM HECKOJIbKO CTPOK,
BBITIOJTHUTE CIIeAYIOIIMe IeHCTBUS:
1. Brimenute TpebGyeMble CTOJIOIBI/CTPOKU IIEJIMKOM WM BBIIENINTe JII000e KOJIUYecTBO
siYeeK, pacioyIOKeHHbIX B TAHHBIX CTOJIOIIAX/CTPOKAX.
2. 3akpenuTe CTOJIOIBI/CTPOKU OAHUM U3 CJIIYIOUIUX CIIOCOOOB:
— Bribepute myHKT KOMaHIHOTO MeHI0 Tab6smna > 3akpenuTh BIOPaHHBIE CTPOKH
u croiaonsr (cM. Pucynoxk 126). B oTkpeiBIIeMcs MOAMeHIO BbIOepUTe
OyHKT  3aKpenmuTh IO  TOPHU30HTANH, UYTOOBI  3aKpeluTb  CTPOKHY,

WM 3aKpenuTh 10 BePTHKAIH, YTOObI 3aKPEUTh CTOJIOIIbI.

TaBavua  JdadHweie  Wrctpymedts Bug  OBwwid goctyn  Hagctpobkw  Cnpaeka

BH  BcTaBWTb CTPOKY Bbllue Alt+A = = = T L |
& BCTaBuTh CTPOKY HMMkeE Alt+B
v -5
E BrTaeuTe cTonBey, cnegea Alt+L
§BHMBAHKE
B Betaeute cTonbey cnpaea Alt+R
F YganuTs cTpoky
H

@ ¥apanuTe cTonbey,

CKpHITE CTROKY

MNMokasate cTpOKY

CkpuiTe cTonGeL,

Mokazate cTonbey,
B OBveguHWTs Aueikn Ctrl+alt+M
B PasbeguHuTe AYeiikn Alt+5hift+M

MepeHoc no cnosam

33aKpenvTE BeIGPaHHBIE CTPOKKM W CTOABLE r 3aKpenuTe No ropUsoHTANN

3akpenuTe No BEERTUKAN

CHATE BCE 3aKpPENAEHMA

Pucynoxk 126 — Komangnoe mMento Tabsumna
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Ha manenu wHCTpyMeHTOB, B pa3zeiie fdeiiku HakMuTe KHOIKY i (3aKpenmuTs)
(cMm. Pucynok 127).

Ha manenmu wuHCTpyMeHTOB, B paszeiie fluedkHM HaXMuUTe Ha CTpeJIKy CIipaBa
or kHomku [EH (3akpemuTsb) (cM. PucyHok 127). B OTKpbIBIIEMCS TTOAMEHIO
BbiOepuTe NYHKT 3aKpemuTh II0 TOPH30HTAIH, YTOObI 3aKperuTb CTPOKHY,

WM 3aKpenuTh M0 BePTHKAJIM, YTOOBI 3aKPEITUTh CTOJIOITHI.

U - P
—% lnlln * nn e
H i R
BB 3akpenute no ropusoHTanm
B3 3akpenute no seprukann
M N -z JaKkpenwTe BMBpaHHBIe CTROKK W cToabus
B JakpenwTe obnacTe

Pucynok 127 — Knonka 3akpenuTsb

4.2.5.8.2 3akpenuTh CTOJIOIBI M CTPOKH

YToObI 3aKpenuTh OJJHOBPEMEHHO U CTPOKH, U CTOJIOIbI, BBITIOTHUTE CJIelytoIue JeCTBUS:

1.

BI)II[EJ'II/ITE J1000e KOJIMYeCcTBO fg4eeK, pacCIIOJIO’)KeHHBbIX B CTOJ'I6LIaX/CTpOKaX, KOTOp&bIE

He0OXO0JIMMO 3aKpelUTh.

3akpernuTe CTOJIOIBI U CTPOKU OJIHMM U3 CJIeJIyIOIINX CII0COOO0B:

Ha manenu uHCTpyMeHTOB, B paszeiie SIueiiku HakMuUTe KHOMKY B (3aKpenuTs)
(cm. Pucynok 127).

Ha nanenu wuHCTpyMeHTOB, B pa3zieiie SIueMKH HaXXMHTe Ha CTpeJKy CIIpaBa
or KkHOomkd [ (3aKpemuTh) W B OTKPBHIBIIEMCS IIOJIMEHIO BbIGEPUTE IIyHKT
3akpenuTh BHIOpaHHBIE CTPOKH U CTOIOIBI (M. PucyHok 127).

[lenkHuTe 1O 3aroyioBKaM BblfIeJIeHHBIX CTOJIOIOB WJIM CTPOK IIpaBOW KHOIIKOM
MBIIIIM W BBIOJIHWTE KOMAaHJy KOHTEKCTHOIO MeHI0 3aKpenHTh BBIOpaHHBIE

CTPOKH H CTOJIOIIBI.
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4.2.5.8.3 3akpenuTs 06J1acTh

YTo6bI 3aKpenuTh 06J1aCTh, BBIIIOJIHWTE CllefyIolre AelCTBUS:
1. Brimenure siueiiky, koTopasi OyAeT sBISTbCS IPAaBOY HYDKHeW sT9elKoM 06J1acT.
2. 3akpenuTe 001aCTh OJTHAM U3 CJIEYIOITUX CIIOCOOOB:
— Ha naHeny MHCTPYMeHTOB, B paszeiie deiiku HakMuTe KHOIKY B (3aKpenuTs)
(cm. Pucynok 127).
— Ha nanenu wuHCTpyMeHTOB, B pasfesne fdyeKHM HaXMUTe Ha CTpeJIKy CIipaBa
or kHonky M (3akpenuTh) U B OTKpPBIBIIEMCSl IIOJIMEHIO BbIOepUTe MYHKT

3akpenuTs obsacth (cM. Pucynok 127).

4.2.5.8.4 CHATH 3aKpeILieHHe

YToOBl CHATHL 3aKpeluleHWe BCeX CTOJIOIOB M CTPOK B JIOKyMeHTe, BBIIIOJIHATE
OJHO U3 CIeNVIOIUX NeUCTBUM:

— Bribepute nyHKT KOMaHaHoro MeHro Tabauma > 3akpenuTs BbIOpaHHbBIE CTPOKH U
cTosoub! > CHATH Bee 3aKkperienus (cM. Pucynok 126).

— Ha mnasemu wuHCTpymMeHTOB, B pasfeile SIueMKH HaXMUTe Ha CTpeJIKy CIpaBa
otr kHomky i (3akpenuTsb) U B MOMeHIO BbibepuTe MyHKT CHATH BCe 3aKpeIIeHusI
(cm. Pucynok 127).

— IllesnikHUTe 1O 3arojioBKYy JIHOOOM CTPOKM WM CTOJIOIA IpaBOM KHOIKOW MBIINIA U

BBITIOJTHUTE KOMdHYy KOHTEKCTHOI'O MeHIO CHAThb Bce 3aKpeIrvIeHHus.
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4.2.5.9 I'pynnmpoBaTh CTOIOIBI WJIH CTPOKH

Jlnsi  TpynmupoBKU  JAHHBIX  BBbIIEJIUTE  CTPOKW/CTOJONBI, KOTOpble HeoO6X0JUMO
CrPyIIIMPOBaTh, U BBIOJIHUTE OJIHO U3 CIeAYIOIIUX JeUCTBUN:
1. Boibepute myHKT KoMmaHAHOrO MeHi0 JlamHble > I'pynmupoBaTh CTPOKH WIH

HMaunrpie > I'pynmupoBars crononsl (cM. PucyHok 128).

Aanneie  Muctpymedtsr Bug  OBww

3a0aTh MMA...

OBHoBWTE CBOLHYH TaBawuy
HacTpowTe ceogHyo TabBauuy

YaanuTe ceogHyo Tabanuy

lpyNNMpoBEaTE CTROKK

pynnupoeate cToabUE

pn HO &

OuKCTUTE FpYNNMpoEKY

Pucynok 128 — Komananoe mesio [lanHble

2. Ha maHenu MHCTPYMeHTOB, B pasfiesie SIueHKH Ha)KMUTEe KHOIIKY ¢f (I'pynnupoBatsb)
(cm. Pucynok 129).

3. Ha mnaHenu WHCTpyMeHTOB, B pa3sfeiie SIueMKkM HaXXMHTe Ha CTpeJKy CIipaBa
or kHomku ©f (I'pynnmupoBaTtb) U BblbepuTe NyHKT I'pynmupoBaTh CTPOKH WU

I'pynnupoBaTth CTOIOLBI.

SCvE moawm B T

v i E%‘

Auenrn

'ﬂ'ﬂ [pynnupoBaTe CTRoKK

- M M ,:g:, lpynnupoeate cTonbus |

20

Pucynok 129 — Knonka I'pynninpoBathb
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4. lllenkHUTE TpPAaBOM KHOMKOM MBI B 3arojiOBKe BBIJIEIEHHBIX CTPOK/CTOJIOIOB M
BBIIIOJIHUTE  KOMAaHJly KOHTEKCTHOTO MeHi0 I'pynmupoBaTh CTPOKH WM

I'pynnupoBaTth CTOIOIBL.

Ecnu Beifiesien uana3oH siyeek, a He UCKJIFOUNUTEeIbHO CTPOKH/CTOIOIb], TO IPA HAXKaTHUU Ha
KHOIIKY ¢f (I'pynnupoBaTtb) OoTKpbIBaeTcsi okHO I'pynmupoBka (cM. Pucynok 130), B koTopom

HeoOX0AUMO BBIOpaTh TpeOyembie 3JIEMEeHTHI.

Mpynnupoeka x

lpynnvpoBaTe CTROKKA
pynnwpoeate cTonbugl

OTmeHa

Pucynok 130 — OxHo I'pynmupoBka

HTOroBo CTpPOKOM KaXKIOW I'PYIIIBI SIBJISIeTCS CaMasi HM)KHSI CTpoKa Ipymibl. MToroBeiM
CTOJIOIIOM TI'PYyNIIBI SIBJISIeTCSl KpalHUM IIPaBbIN CTOJIOel] 3TOM I'PYyNIIbl. 3arojIOBOK UTOTOBOM CTPOKU
Y UTOIOBOI'O CTOJIONA OKpallleH CepbIM IIBeTOM. MOXHO co3AaTh 10 7 YPOBHel I'PyIIII.

IIpy HEO6XOAMMOCTHM MOXXHO OTOOpa3WTh WM CKPBHITH [JaHHble B Ipymmax. [ljs 3Toro
VICIIOJIb3YHTEe CUMBOJIbI CTPYKTYPBI: & win @.

YT0O6BI OYMCTUTH TPYIIIIMPOBKY, BBIIIOJIHUTE ClIefyIOIlIre AeCTBUSL:

1. BeigenuTte CTpOKW/CTONOIIBL, AJIS1 KOTOPBIX HEOOXOIUMO OYUCTUTH TPYTIIUPOBKY.

2. Broibeputre mnyHKT KOMaHZHOTO MeHIO J[laHHble > OYHCTUTH TIPYNIHPOBKY

(cM. Pucynok 128) wnm Ha maHenyd WHCTPYMEHTOB, B pasfese fuelKM HaXXMuUTe Ha
CTPeJIKY CIIpaBa OT KHOIIKH ¢f (I'pynnmupoBaTtb) U BbibepuTe NYHKT OUYHCTHTH

rpynnupoBKy (cMm. Pucynok 129).

HpI/I OTIIPpABKe JIMCTa HA I1e4aTb CIPYHIIMPOBAHHLIE JdHHbIE I1e4dTal0TCd B TOM BH/E, B

KOTOpOM OTO6pa)KaI-OTCSI Ha JAHHBIM MOMEHT.
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4.2.5.10 YaanuTh CTOJIONBI HJIH CTPOKH

YToOBl yAaIUTh OJWH WM HECKOJIbKO CTOJIOIOB WJIM CTPOK, BOCIOJB3yUTeCh OOHUM U3
CJIeJIyIONIMX CIIOCOOOB:
1. Boigenute paHHBIE CTOJIOIBI/CTPOKM WM  SYeMKH, pacIlOIOKeHHble B HUX.
3aTeM BBITTOTHUTE OJTHO U3 CIeAYIOMNX JeHCTBUM:
— BribepuTe mnyHKT KOMaHAHOrO MeH Tabmuma > Ymamurs crosdeny

Ynanurs cTpoky (cM. Pucynok 131).

TaBawua  fJannwie  Woctpyments Bug  OBwwi goctyn  Ha

TR  BcraewTe cTpoky Boiwe Alt=A
& BCTaBWTh CTPOKY HMME Alt+B
ﬂ BrTaeute cTonbBey chesa Alt+L

BetaguTe cTonbey cnpaea Alt+R

i
3 YganuTe cTpoky
e

¥Yaanute ctonbey

Pucynok 131 — Komangnoe mento Tabumna

— Ha nanenu wuHcTpymeHTOB, B pasfiene $deiiku (cMm. Pucynok 132) Haxmure

KHOIIKY % (Ymanuts crosben) vy 35 (Y ZaJUTh CTPOKY).

v E ™ | By T

H v i B IR

Auenim JarHnie

Pucynok 132 — Knonku ynanenust

— IlpaBo¥i KHONKOM MBIIIU IIEJIKHKUTe 0 JI060My MeCTy BbIOPaHHOIO JiMana3oHa U
BBIIIOJIHUTE KOMaHJly KOHTEKCTHOTO MeHI0 YJaJIuTh CToJI0el] wid YJalIuTh
CTPOKY.

2. Brpimenurte gaHHbIe CTONOIBI/CTPOKY IEJIMKOM M HaXXMUTe codeTaHue kiaBuil Ctrl+- /

¥Cmd—+-.
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4.2.6 PuibTpanusa 4 COPTHPOBKA

B npunoxxenuu «MorOduc Tabmmma» MoXXHO GpUIBTPOBATh U COPTUPOBATh JJaHHbIe BHYTPU

TeKyIIero JIMCTa BHEKTPOHHOfI Ta6JII/IIIbl.

4.2.6.1 OnpenenuTh qUana3zoH GUIbTPALA H COPTHPOBKH

YT0O6BI ornpenejanuTb OUalla30H (I)I/IJII)TpaIII/II/I U COPTHUPOBKH, BBIIIOJIHHUTE Cllegyronjre

JeUCTBUSL.

1. Boigenure nuama3oH siueek, KOTOPBIM OyjieT cojep)kaTb BCe JIaHHbIe, IOyIeXKalye

$uUIbTpaIK ¥ COPTUPOBKE.

BerHHH CTPOKa [OWdlla30Hd, OTMeYeHHasd *, He YydYaCTByeT B IIpo1ecce
CIJI/IJ'IpraI_[I/II/I U COPTHPOBKH. HI/IaHHSOH JAHHBIX HE MOXET COCTOSTh M3 OJHOH

CTPOKHU.

2. Ha mnanemu wuHCTpyMeHTOB, B paszene J[lanubie (cM. PucyHok 133) Haxmure

KHOIIKY v (CopTHpOBKa H QUIBTP).

?v

[aHHbie Bcraeka

Pucynok 133 — Knonka CopTupoBka u puibTp

AKTUBHBIN qUana3oH GpUIbTPAlMK U COPTHPOBKY BBHITJISIAUT HA JIMCTe CIIeAYIOIMM 06pa3omM

(cm. Pucynok 134):
— 3aroJIOBKY CTOJIOI[OB M CTPOK BBIJIEJISIIOTCS 3eJIeHbIM IIBETOM;

— BOKpPYT JUdIId30Hd 0To6pa>KaeTc;[ paMKa 3eJIeHOro IBeTd.
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4.2.6.2 ABTOMaTHYeCKOe oIpeJieieHNe fuana3oHa GuibTpanuy U COPTHPOBKH

HpI/IJ'IO)KEHI/Ie MOXET dBTOMdTUYeCKH OIIpedeyidTb AWdIld30H (l)I/IJ'[I:TpaIII/II/I N COPTHUPOBKH,

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

J00ObIX pOpPMATOB.

Jliis aBTOOIIpe iesieH sl IMania30Ha BBIIIOJIHUTe CIIeAyIolIye qelCTBUS:
1. Brimenurte mycTyio siuelKy, TPaHAYAIIYIO C TUATIa30HOM.
2. Ha mnanenu wuHCTpyMeHTOB, B pasgene [lanHbie (cM. PucyHoxk 133) Haxmure

KHOIIKY v (CopTHpoBKa H QUIBTP).

4.2.6.3 PunpTpanusa

Hcnonb3yss puibTpanuio, MOXHO CKpbIBaTh WM OTOOpakaTb B CTOJIOIEe BbIOpaHHBIE

ST9eUKU.

LFE I I

-] h un Fo

o0

w

11
12
iz
14
15
16
17
18
19
20
21

YT068! 0OTGUIBTPOBATH JAHHBIE, BBIIIOJIHUTE CIIeIyIOle 1eHCTBUS:
1. Haxmure KHONIKy ~ B BepxHel sdelike cTosibIja, B KOTOPOM HeOOXOAWMO
otwibTpoBaTh AaHHble (cM. PucyHok 134).

2. B oxHe HacTpoViky GpUIbTPAIIMK U COPTUPOBKU CHUMUTE iiakoK OYUCTHTH BCe.

A B - D E F G H
No - |ObpazoBannie * |Bospacr ~ (Ilox * |Topog T% A- 1 f-A
1 |Bricee 54 |Hencknit  |Mockea Mo Bo3pacTaHuio Mo y6iBaHMIo
2|Cpentee 32| Menckuit | Canxr-Tlerepbypr
3 |Beicuiee 33 | Menckwit | Canxt-Tlerepbypr
4 |HauansHoe 31 |Mywckoit  |Canxr-Tlerepbypr |
5 [Beiciuee 62 |#enckuit  |Mockea
6 |Briciuee 58 | Mywcroit |Canxr-Tlerepbypr OuMCTHTS Bee
7|Cpenuee 19|#enckumit  |Cauxt-TleTepbypr
8 |Briciuee 43 |Mymsckoit |Mockea
9|HayaneHoe 18 |Mysckoit |Mockea Mockea
10 |Cpensee 20| Henckwit | Canxr-Tlerepbypr Carkr-TeTepbypr

Pucynok 134 — OxHO HAaCTpOWKY GUIIBTPALIU U COPTUPOBKH
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3. OtmetbTe dakkaMu 3HaYeHHsI, KOTOpble TpeOyeTcst 0oToOpakaTh B CTOJIOIIE.
4. Eciy cnucok cofiepXUT OOJIbITIoe KOIMYeCTBO 3HAYeHUH, UCIIO/Ib3yTe CTPOKY ITOMCKA:
— BBemuTe B CTpOKy MOHMCKa 4YaCTh KWCKOMOTO 3HAUeHHUs WIM HCKOMOe 3HauyeHue
nenukoM. Harmpumep, 9To0BI HaWTH 4uciao 123, B CTPOKY IOMCKA MOXKHO BBECTH
qucina 12, 23 niu 123.
— B pesymbraTax mnoucka oTMeTbTe ¢JaKKaMM 3HAueHUs, KOTOpble TpebyeTcs
oToOpaxkaTh B CTOJIOIIE.
— Ilpu Heo6xomUMOCTU TOBTOPUTE [EHCTBHUS, YTOObBI HAWTA U OTMETUTH JIpyrue
3HAYeHUSI.

5. Haxwmwure kHonky OK.

YTto0bbI BEpPHYTBCA K OTO6pa>KeHI/IIO BCeX OdHHBIX B CTOJ'I6I.[€, IIOBTOPHO OTKpOI;'ITe OKHO

HACTPOMKU GUIIbTPAIIMU U COPTHPOBKH U NOCTaBbTe ¢uiaxkok BeIOpaTh Bee.

4.2.6.4 ObHoBIIeHNe QpUIbTPa

Ecnmu B mpouecce paboThl 3HadyeHHsi B BbIOPAaHHOM JiMana3oHe W3MEeHWIMCb, MOXKHO
IIOBTOPHO OTUIBTPOBATh AaHHbIe Oe3 epeHacTpoyku ¢pumnbTpa. s 3T0ro:
1. Ha maHenu HWHCTpYMeHTOB, B pasfieiie JlaHHBIe HaXMUTe Ha CTpesKy CIipaBa OT
KHOIIKA 1 (CoptupoBka u ¢punbtp) (cM. Prucynok 135).

2. B BeinmagarorieM MeHio BbioeprTe koMaHay OOHOBHTS.

1y A
_—L\\} |n”ﬂv B Lxg/ sua

CJBHOBWTE
RBKa

Pucynok 135 — Komanna O0HOBUTH
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4.2.6.5 CopTupoBka

[Ipu coptrpoBke BbIOpaHHBle 3Ha4YeHWs pacnojaramTcs B cronbne (or A k ) wm
1o yowsiBauuio (0T 4 k A).
YToO6bI OTCOPTHPOBATH JAHHBIE B CTOJIOIE, BBIIIOJIIHUATE CJIeyIollre AeiCTBUS:
1. HaxmuTe KHOIIKY * B BepxXHel stuerike TaHHOTO crosibna (cM. PucyHok 134).
2. B okHe HacTpo¥ky GUIbTpPAIMK U COPTHUPOBKU BBIOEPUTE CIIOCOO COPTHUPOBKHU:
— Ilo Bo3pacTraHuio, uyToObI OTCOPTUPOBATH JIaHHBIE 110 BO3PACTaHUIO 3HAYeHUH;

— Ilo yt-)'I)IBaHI/IIO, YTOOBI OTCOPTHUPOBATL JIdHHbIE 110 Y6BIBaHI/IIO 3HaYEeHHM.

4.2.6.6 3aBepmieHue padoTHI C IHMANa30HOM QUIBTPAIMHU U COPTHPOBKH

Yro6bl 3aBeplIUTh PpabOTy C TeKyIIMM Ouala3oHOM JUIbTpAlMM W COPTHUPOBKH,

Ha [aHeJIM MHCTPYMEHTOB, B pa3feiie JlaHHBIe Ha)XXMHUTE KHOIIKY N (CoprupoBKa 1 QHUIBTP)

(cMm. Pucynok 133).

[Tocne 3aBepuieHus paboTel C AMana3oHOM B Tab/Wile COXPaHSIOTCS —Ppe3yJIbTaThl

COPTUPOBKH.
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4.3 JlelicTBHSA C JINCTAaMH

4.3.1 BcraButh JHUCT

[To yMo4aHMIO HOBBIM IOKYMEHT COJIEPXKUT OJIMH JIUCT. [Ipy He0OXOOUMOCTH B IOKyMEHT
MOXXHO JTOOABUTB TpebyemMoe KOJIMU4eCTBO HOBBIX JIUCTOB BPYUYHYIO.
YTOOBI BCTABUTD JIUCT, BBHITIOJIHUTE OHO U3 CJIETYIOIIUX JIeUCTBUIM:

— Bribepute nyHkT koMaHaHOrO MeHI0 BeraBka > JIuct (cm. Prucynok 136).

Becraska ®opmar  Tabamua Jad
soBpaxeHne...

TekcToeDE NOne

¢! durypa g

Awnarpamma L4

CeogHan Tabauua...

> M

DYHKLMA...

Ccpinka... Ctrl+K

3ameTka

L] P S

MNuwer

Pucynok 136 — KomangHoe mento BeraBka

— Ha manemm HWHCTPYMEHTOB, B pda3aeje BcraBka HaxmuTe KHOIIKY ===, Ha

0TOOpa3UBIIIeNCs TaHeJId BCTABKA HAXKMHUTE KHOTIKY EJ JIucr (cm. Pucynok 137).

™ Eew EHe Y

Bd @ o i~ 0@ B P2 =,

WM3oBpakeHme.., ~

Tekctosoe noae Q
A

ielis
H

Durypa > !CX

-

Juarpanma > 0

CeogHan Tabanua

Nsil=

OyHELMA...

~
N

Cebanka...

~
hY

[

JameTka

G ]

Jlwet

s

Pucynok 137 — Ilanesnb BcTaBku
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— Haxmure kHOTIKY + cITpaBa OT BKJIAJ0K JIMCTOB (CM. PrucyHok 138).

19

20
<

o &2

Pucynok 138 — Knomnka myist mob6aBieHus JiMcTa

4.3.2 IlepenmeHOBaTh JTHUCT

[lo ymomyaHuIO JIMCTaM 3JIEKTPOHHOM TaO/WIbBl TpUCBavBaeTcsi WMs B ¢opmare

JIncr<Homep smmcra>. Eciu TpebyeTcsl mepeuMeHOBaTh JIUCT, BBIIIOIHUTE CIIeAyIOIIue 1elCTBUS:

1. IlpaBo¥M KHOIIKOW MBIIIK IIEJKHUTE 110 BKJIQJIKe JIKUCTA, KOTOPBIA HEOOXOIUMO
1epeuMeHOBaTh.

2. BrinonHurte koMaHAy KoHTekCTHOrO MeHIo IlepenmenoBats (cM. PucyHnok 139).

23
24
25
26
27 CrpbiTe
28
29

< YaanuTe

MNepenmeHoeaTe

JyBanpoeats

{:Kpbl BaTb HYNEBLIE SHAYEHWA

Pucynok 139 — KoHnTekcTHOe MeH!o JTucTa

3. B orkpoiBiieMcs okHe (cM. Pucynok 140) BBeauTe ums yvcta U HaxkmuTe KHOTIKY OK.

‘ MET2 X‘

Pucynok 140 — [lepeumenoBaHMe McTa
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Wms rcTa JOMKHO YIOBIETBOPATDH CIEAYIOIINM TPeOOBaHHUSIM:

coniepxaTh oT 1 1o 31 cuMBoIa;
He BKJIIOYaTb CUMBOJIBL: «:», «\», «/», «?», «*», «[», «]»;
He cojiepXaTh «'» B Hadajle WIA KOHIle UMeHH;

He 1y0JIMPOBaTh MMs y>Ke CYIIeCTBYIOIIero JUCTa.

4.3.3 CKpBITHh WIH 0TOOPa3UTh JIUCT

YTOOBI CKPBITD JIUCT, BHIIOJTHUTE CIIEYIOITHe TeUCTBUS:

1.

HpaBOP'I KHOIIKOM MBIIIY IIeJIKHUTE I10 BKJIAaJKe JIUCTA, KOTOprﬁ HeO6XOIII/IMO CKPBITb.

2. BrbinosiHuTe KOMaHly KOHTeKCTHOro MeHi0 CKpBITh (cM. PucyHok 139).

YTo0OBI 0TOOPA3UTHL BCe PaHee CKPBIThIE JINCTHI, BBITIOJIHUTE CJIeIyIollre NeHCTBUS:

1.

HpaBOP'I KHOIIKOM MBIIIIY IIEJIKHUATE 110 BKJIAJKe JIF000r0 0To6pa>1<aeMoro JIUCTA.

2. Brimonnure komaHay KoHTekcTHOTO MeHIo Iloka3aTts Bee (cM. PrucyHok 141).

22

23 MepermeHoEaTE

24 Jybanposate

23

26 Ckpbite

27 Mokazats BCE

28

29 CKpHIBaTE HYNEEBIE SHAYEH WA
< YoanuTh

Pucynok 141 — KonTekcTHOe MeHIo JTCTa

4.3.4 ybimpoBaTh JIMCT

JIrobo¥ U3 JINCTOB 3JIeKTPOHHOW TabGJMITI MOXHO JybaupoBamb, TO eCTb CO3[1aTh KOIUIO

JIMCTA CO BCeM ero Cogep>XUMbIM.

YTo6bI 1yOIMPOBATH JIUCT, BHITIOTHUTE CIIeyIOIINe JeHCTBUS:

1.

[TpaBoii KHOIIKOM MBIIIM IIeJIKHWTe II0 BKJI3JKe JIMCTA, KOTOpBIM Heobxoaumo

Iy OIIMpOBaTh.

2. BpimonHMTE KOMaHy KOHTEKCTHOTO MeHIo JlyompoBaTh (cM. PucyHok 141).
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4.3.5 IlepemecTuTH JINCT

[Topsimok cremoBaHus JIMCTOB MOXKHO U3MEHUTh. UTOOBI IepeMeCTUTh KaKOM-TM00 JIUCT Ha
HOBYIO TTO3UIIMIO, BBITIOJTHUTE CIIAYIOIIUe IeHCTBUS:

1. Bribepure mucT, KOTOPBIM TpeOyeTcs: IeEpeMeCTUTb.

2. 3axaB JIEBYIO KHOIIKY MBIIITH, ITepPeTallyuTe BKIAJKy 3TOTO JIMCTA Ha HOBYIO TTO3HUITHIO.

3. OrtmycTuTe JIeBYIO KHOIIKY MBIIIIH, YTOObI 3aHUKCUPOBATh HOBOE IOJIOKEeHHe JIUCTA.

4.3.6 U3menurs Macurrad jucra

[To ymosmganuio mMacitab kaxoro ycra cocrasisier 100%. [Ipu HeobxonuMocTu mMacitab
MOXXHO M3MEHUTh B OOJIBIIYI0O WM MEHBIIYI0 CTOPOHBI C IOMOIIbI0 KOMAHJHOTO MEHIO0 WA
CTPOKH COCTOSIHUSI.

YToObl U3MEHUTh MacIITab TeKyIero JUCTa C MOMOIIbI0 KOMAaHHOTO MEHIO, BBIIOJIHUTE
clleflytoliye AeiCTBUS:

1. Boibepure nyHKT KOMaHAHOTO MeHio Bun > Macmrrab (cm. Pucynok 142).

2. B oTkpbIBIIeMcs IOJIMEHIO BbIOepuTe TpebyeMyto KOMaH[ly:

— YBeu4uTh MaclITad — yBeJIMUUTh TeKyImyi Macirtad Ha 10%;
— YMeHBIIUTH MACIHITad — yMeHbIIUTh TeKylui Maciitab Ha 10%;

— @dakTHU4eckui pa3mep — yCTaHOBUTh MaciITab mo ymondanuio (100%).

Bug OBwwi gocyn  HagctpoWkw  Cnpaeka

Macwrab b ¥BenMunTe MaclTah
R1CT YMEHBLWTE MacLTal
DakTHUeCcKHiA pasmep Ctrl+0

MaHens MHCTpyMeHRToE  #
Leuprr e wrel H M€ Ywcno

Pucynok 142 — Komananoe merdro Bup

YT0oOBI U3MEHUTDh MAcCIITab TeKyIero JUCTa C MOMOIIbI0 HHCTPYMEHTOB, PACIIOJIOXKeHHBIX B
cTpoKe cocTosiHUS (cM. PucyHok 143), BBITIOJTHUTE OJTHO U3 CIIEYIOIINX JIeACTBUH:
— 3axaB JIeBYIO KHONKY MBbIIIH, IlepeMecTUTe OeryHOK BIIpaBO WA BJIEBO, YTOOBI
YBEJIMYUTh WIA YMEHBIIUTh MacIITab COOTBETCTBEHHO.
— Haxmure KHONKY +, YTOOBI YBEJIMUUTHh MacIITab, WIA KHONKY —, YTOObl YMEHbIIIUTD
Macitab. B xaxiom cirydae mar 6yzaer coctasisth 10%.
— BolenuTe 3HaueHHe TeKylllero Maciirtada, peJakTUpPyHTe ero BpyYHYI0 U HOXXMUTe Ha

kiasuily Enter.
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— HaxmuTte Ha CTpesiKy, pacoyioXKeHHYIO CIpaBa OT 3HA4YeHWs TeKyIero maciiraba, u

BbIOepuTe TpebyeMblii MacIITab U3 BhINAAOLIET0 CIIUCKA.

(=3 -+

CYMM 0 CP3HAY 0 MWH 0 MAKC @ CYET3 0 E = L + 100% hd

Pucynok 143 — UHCTpyMeHTbI H3MeHeHHsI MacIiiTaba

4.3.7 CKpBITHh WIH 0TOOPA3UTh HyJIeBble 3HAYeHHS

IIpy HeoOXoguMMOCTM Ha JIMCTe MOXKHO CKpBITb 3HAueHWsT B Tex  syelKax,
KoTopble cojiepxaT (. JTa BO3MOXHOCTb 3HAUUTelbHO OOjerdaer paboTy c Tabiuiamy,
B KOTOpPBIX eCTb OOJIbllIoe KOJIMYeCTBO HyJIeBbIX 3HaueHuWH. Kpome TOro, CKphbIThIe
HyJleBble 3HaUeHNsl He BBIBOJSTCS Ha [1e4aTh.

YToOBl CKPBITH HyJIeBble 3HaUeHHs Ha JIMCTe, BBIIOJHUTE CIle/lyIollye 1eHCTBUS:

1. TIpaBoii KHOIIKOM MBIIIY IeJIKHUTE I10 BKJIaJIKe JaHHOTO JIUCTA.

2. B KOHTeKCTHOM MeHIO JMCTa mocTaBbTe ¢uiakok CKpbIBaTh HyJieBble 3HA4YeHHs

(cm. Pucynok 144).

23
24
Mepenmenoceats
23 [y
JINPOEATE

26 3

27 CrpmiTe

28

29 " CKpbiBaTh HYNEERIE 3HAYEHKMA
< YaanuTte

S

Pucynok 144 — KoHTekcTHOe MeHIo JTCTa

YToOBbI 0TOOPA3UTh paHee CKPBIThIEe HYJieBble 3HAUeHUS! Ha JIMCTe, BBINOJHUTE ClIelyIolye
IEeHCTBUS:
1. IIpaBo¥ KHONKOM MBIIIM IIEJIKHUTE 110 BKJIAJKe JIICTA, HA KOTOPOM CKpPBITHI HYJIeBble
3HAYeHUSI.

2. B KOHTeKCTHOM MeHIO JiicTa CHUMUTe ¢iiaxkok CKphIBaTh HyJieBble 3Ha4YeHHS.
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4.3.8 Ypanurse jucr

YT0OBI YAAJINTD JIUCT, BBIIIOJIHUTE Clieqyroiue JIerCTBUS:
1. HpaBoﬁ KHOIIKOM MBIIIH IIeJIKHUTE 110 BKJIaJKe JIMCTA, KOTOprfI HEO6XO}II/IMO YAAJIUTD.

2. BeImonHNTE KOMaH/y KOHTEKCTHOTO MeHI0 Y HaiuTh (cM. PucyHok 144).
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4.4 JleiicTBHA C JaHHBIMH

4.4.1 BBog maHHBIX

4.4.1.1 BBecTu naHHbIe B sT4eiiKy

YT0oO6BI BBECTH WM U3MEHUTD JJaHHbIE B siYeiiKe, BLITIOJIHUTE CJIeIyIolIne JIeMCTBUS:
1. Ilepeiinute B pexxuM pelaKTUPOBaHUsl OJJHUM U3 CJIeIyIOIIUX CIIOCOOOB:
— Bribepute mycTyto STYEMKy.
— JIBaKIpl IIEJIKHUTe TI0 siuelike, KOTOPYIO HeOOXOIMMO pelaKTUPOBATh.
— Brimenute sueliky, KOTOpPYyI0 HEOOXOAMMO pelaKTUPOBaThb, U NepeliuTe B CTPOKY
dopmyiL
2. BBegute B sd4eiiky HeobxouMble HaHHble. B kadecTBe pasgenuTens Ui Yucesl
VICIIOJIb3YHTE CUMBOJI «y).
3. CoxpaHuTe BBefIeHHbIe JJaHHbIE OJTHUM U3 CJIeJTyIOIIUX CIIOCOOOB:
— Haxwmure knaBuiry Enter Ha kiiaBuatype.
— B npaBoii yacTu cTpoku GopMys1 HOXKMUTE KHOIIKY ] (cM. Pucynok 145).

— [lepeiiguTe K OpPyrou siuerike JIUCTA.

YTOOBI OTMEHUTDH BBeJleHHble U3MEHEHUS! BO BpPeMs pellaKTUPOBaHUS, BBIIIOJIHUTE OJHO U3
CIIeYIOIIUX NeUCTBUA:
— B npaBoii yacTu CTpOKU GOPMYII HAXKMUTE KHOIIKY [ (cm. Pucynok 145).

—  Haxwmure KJIaBUIITY Esc Ha KJIaBHUaType.

A1 v fx 11 QO

Pucynok 145 — Knomnku BBofla 1 OTMeHBI BBO/IA JAHHBIX
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4.4.1.2 ABTOpacimmpeHue siaeex

HpI/I BBOJle 4YHCJld B ﬂ‘IEfIKy OCYIIeCTBJISAeTCIA ABTOMATUYECKUM l'IOlI60p IMHUPUHBI IAHHOU

STYeUKHU.
ABTOIIO/100p IIMPHHBI HE BHIIOIHSETCS, eCIIH:
— IIMpHHA CTOoJIOIA, B KOTOPOM pacIojioXKeHa siuelika, Obula IpeBapyUTe/IbHO U3MeHeHa
BpyuHYIO (cM. paznen 4.2.5.3);
— siueliKka UMeeT TeKCTOBBIN ¢opmar (cM. paszen 4.4.2.2.9);

— B HHEﬁKy BBOJOUTCSA TEKCT.

4.4.1.3 IInaBariee 0KHO pelaKTUPOBAHUS

[TnaBaroriee okHO pemakTHpoBaHUs (cM. PucyHok 146) mosiBisiercs, Korja IOJb30BaTellb
pelaKkTUpyeT siYeiKy U repeMerriaeTcs 1o TeKyuemMy JIMCTY JIeKTPOHHOM TabIUIIbL.

OxHO 0To6pa>1<aeT TeKylue JOdHHbIe B sJerke, II03TOMY ero Y,HO6HO HCIIOJIb30BATh IIPpH

HaBUI'allklH I10 6OJII:»IHOMy MdCCHBY OdHHBIX B JJOKYMEHTeE.

10
11

12 [Inaearouiee okHo pe,u,ax’rupcmaum{l
13

14
15
16

Pucynok 146 — IlaBatoriiee OKHO peIaKTUPOBAHUS

4.4.1.4 ABTO3anosHenue syeex

ABTO3aronHeHre — 3TO aBTOMaTU4YeCKasl 3alHCh JAHHBIX B CMeXHble suerikd. B kadecTBe
obpasiia Jij1s 3aMoJIHeHUsT MOXeT ObITh BhIOpaHa Kak OfHA siuelKa, TaK U TUana30H sSueek.
Ecmmu B kavecTBe quarna3oHa-oOpasiia BhIOpaHa OJIHA siueiika C TeKCTOBBIM WJIM YMCIIOBBHIM

3Ha4YeHHeM, TO IIPpH aBTO3dII0JIHEHHHU ee COZIep>KHNMoOoe KOIIMPYeTCd B IMoC/IeAyIolire STYEUKHU.
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Ecmm B kadecTBe JiMana3oHa-o0pasiia BbibpaHa siuerika ¢ GopMyJioH, TO TOCIeAyIoIIre SYelKr
3aIOJTHSIIOTCSl  TIOC/Ie[IOBATeIbHOCTSMA  [AHHBIX, BBIYMCIIEHHBIMM 10 3TOM ¢opmysne. Ilpu stom
3HAYeHHUs] aBTOMaTUUeCKH IepecuuThIBAIOTCS, €CJI IAHHbIE B sTUeKax-apryMeHTaX U3MeHSIFOTCSL.

Ecnu B xauecTBe uamna3oHa-obpasiia BbIOpAH JYAIa30H sS4Yeek, TO MOCIeqyIolue SYeriku
3aIOJTHSIOTCS 110 TIPaBUJIaM, OITMCAHHBIM HUXKe.

3arioyiHsieMble sTYedKU HacleyroT ¢popMaT Mana3oHa-oopasia (cM. pasaen 4.4.2.2).

YTOoOBI IPUMEHUTDb AaBTO3AIOJIHEHKe, BBITIOJIHUTE CJIeIyIolre JIeMCTBUS:

1. Baeaute HeoOXoquMOe COJIEPKUMOE B OIHY U3 STUEeK.

2. HaBenuTe Kypcop MBIIIY Ha YIJIOBOM MapKep TaK, YTOObI KypcOp MPUHSIT BUT m.

3. lleperaivre yIJIOBOM MapKep aBTO3allOJIHEHUSI 110 JMala3oHy siueeK, KOTOPbIN

HeoOXOoAMMO 3amloJIHUTD. [lepeTackrBaTh yIyIOBOM MapKep aBTO3aIllOJIHEHUS] MOXKHO KaK

110 BEPTHUKAJIH, TdK U 110 TOPU30HTAJIH.

4.4.1.4.1 ABTO3amoTHeHHe sYeeK IIOCIEeJOBAaTeJIbLHOCTSIMH C apudMeTHUeCcKoi

nporpeccuei

Sldeiki MOXXHO 3allOJTHATH  IOC/IeIOBATeIbHOCTIMU  JAaHHBIX B apudMeTHYecKon
nporpeccuu. [lpu 3TOM BHAe ™OCIEAOBATEIBLHOCTH K KaXAOMy CJIe[ylolleMy 3HaueHHUIo
pubaBJISeTCs pa3HUIIA MeX]Ty IByMs Tipefbiymumu. Hanpuwmep, 1, 2, 3, 4...

J171s1 aBTO3a110/THEeHUS! BLITIOJTHUTE CJIe/IyIolre JeHCTBHUS:

1. BBenuTte B cMeXHble siUeKU MepBble 2 3HaYeHUs IMalia30Ha, YTOObI 33/1aTh oOpa3ell.

2. BeienuTte momy4rBIIMICS THAANA30H.

3. HaBemuTe Kypcop MBIIIIX Ha YIJIOBOM MapKep TakK, YTOObI KypCOp MPUHSIT BU]T @

4. lleperammure yrIJIOBOM MapKep aBTO3alOJHEHWS 10 [HMANa30Hy siueeK, KOTOPBIMA

HEO6XO,I[I/IMO 3dIIOJIHUTD.

4.4.1.4.2 ABTO3amoTHeHHe sYeeK IIOCJIeJ0BAaTeJLHOCTSIMH C TeoMeTpHYecKoi

nporpeccuei

SlueikM MOXHO 3alOJIHATL  TOCTIEIOBATEIbHOCTSIMU ~ JJAaHHBIX B TeOMEeTpHUYecKou
nporpeccuu. [Ipu 3ToM Bujie 1OCIeI0BaTeIbHOCTH KaXioe Cle/iyiolllee 3HaueHre YMHOXKaeTCsl Ha
3aJlaHHBIN 3HaMeHaTesb nporpeccud. Hanpumep, 0,25; 0,5; 1; 2...

J1J1st aBTO3aI0JIHEeHH s BLITIOJTHUTE CJIeIyIoIIue JeHCTBUS:

1. BBenute B cMexxHble SiYeMKU IepBble 3 3HaUeHMsI AUara30Ha, YTOOkI 3a/1aTh 0Opasell.

2. Bpienure Noy4rBIIMICS THAANa30H.
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3. HaBemuTe KypcOp MBIIIIM Ha yIJIOBOW MapKep TaK, YTOObI Kypcop MPUHSIT BU]T m,
4. Tleperammre yIJIOBOM MapKep aBTO3alOMHEHWS II0 [HMAMa30Hy sueeK, KOTOPBIMA

He00X0OUMO 3aII0IHUT.

4.4.1.4.3 OcHOBHbIEe IPHHITUIIBI ABTO3AII0THEHHS STUeeK

— ABTO3amnoyiHeHHe siYeeKk OCYIIEeCTBIISIeTCs, eClid JBe Wi 0oJiee siueeK M3 JIMAra3oHa-

obpasiia cogepxaT cieyolye JaHHbIe:

— Cepu1o 11e/1bIX, IPOOHBIX WK OTPULIATENIbHBIX YHCeT.

— JlaTbl Uy BpeMms.

— Tekct u yncno (c pasgenurtesieM unu 6e3). Hampumep: Tekcr 1, Tekcr 2 wiu
Texkcrl, Tekcr3, Tekcr5.

— Cokpaiiersble (SInB — [lek) vu nonsble (IuBapp — Jlexkadpb) Ha3BaHUS MeCSIIEB.

— Coxkpamensble (IIn — Bc) win nonssie (IloHemenbHuk — BockpeceHbe) Ha3BaHUs
JHeU HeJlelu.

— FEcnu B nnamasone-o6pasiie ecTh si9eiiKa C TEKCTOM, TO TIPU aBTO3aIlOJTHEHUH CEPUM OHA
OyneT KOmMpoBaThCs, a Ipyrye ssYerlku — cobJTI0IaTh 3a/IaHHYI0 MOCIeJ0BaTeJIbHOCTb.

— Ecnu s4eiika ¢ TEKCTOM pacmojiokeHa Mex[y sS9eliKaMyu Cepuy, UMeIOLIMMU pa3HbIU
¢dopmaT, TO TpPU aBTO3ANOIHEHWM TeKCT OyJeT KONUPOBaTbCs, a SYeMKU Pa3HBbIX
¢dopmaToB — cO0JII0/IaTh pa3HbIe MOC/Ie/I0BATeIbHOCTH.

— SYueliku obmero u uucioBeix ¢dopmaroB (UYucno, [leHexHbiii, PHHAHCOBBIH,
HOpoobubrii, IIpomeHTHBIN, JDKCIOHEHIUAJIBHBIN) pacCMaTPUBAIOTCS Kak OJIHA
M10CJIe/I0BATeIbHOCTD.

— JlaTta 1 Bpemsi — He cBsi3aHHBIe [IpyT C JpyroM ¢opMaTrbl U pacCMaTpPUBAIOTCS KaK
OTJIeJIbHbIE TI0CIIeJOBAaTEIbHOCTH.

— Ilpu aBTO3anoJHEeHWH JaT MOCIe0BaTeJIbHOCTh BBIYMCISIETCS HA OCHOBe (paKTHYeCKOU

KaJIeHJaPHOM Pa3HHUIIBL.

4.4.1.5 BcraBuTh TeKylylo 1aTy Ui BpeMs

B mo6oe MecTo oKyMeHTa MOXXHO BCTaBUTh TeKYIIYIO ATy WIK BpeMsl.

YT0oOBI BCTAaBUTH B IOKYMEHT TEKYIIYIO J]aTy, BbIIIOJIHUTE CleyIolIye JeHCTBUS:
1. YcraHoBuTe Kypcop Ha TO MeCTO, KyJla HEOOXOAUMO BCTaBUTh TEKYIIyIO 1aTy.
2. DBrInonHATe KOMaHAy BCTaBKU OJIHAM U3 CJIelyIOIIUX CIIOCODOB:

— Bribepute myHKT KOMaHHOTO MeHIO BeraBka > Jlara (cm. Pucynok 147).
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BcTaeka
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Qopmar  TabBawua  fJad

WMzobpameHue...

TekcTosoe noae

Durypa L4

Jwarpanna r

CeoaHas tabanuya...

DyHELMA...

Cewnka... Ctrl+K

3ameTra

MNact

@0m|9F %

DNata
Bpenmna

Pucynok 147 — Komangnoe menio BeraBka

— Ha nanenu HWHCTPYMEHTOB, B pasaeie BcraBka HaxxMuTe KHOIIKY “** . Ha

0TOOpA3UBIIENCs TTaHEeJIM BCTaBKU HaXXMUTe KHOTKY | 1] laTa (cM. Pucynok 148).

™ E W B
B AW

) [H] B

—

- B B & 5

Mzobpaxenue...

TekcToBOE NONE

Durypa

Awnarpanma

Ceoanan Tabnnua

(ll]

-

j& DyHELMA...
(-_,:D Ccrinka...
@ JameTra
D Nuer

Data

(:_E:J Bpewma

Pucynok 148 — [1anenb BcTaBKu
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Yro6bI BCTaBUTH B IOKYMEHT TeKylIiee BpeMsl, BBITIOJIHUTE CIIeYIOIIHe NeHCTBHUS:
1. YcraHoBuTe Kypcop Ha TO MeCTO, KyJla HeOOXOIMMO BCTaBUTh TeKyIlee BpeMsl.
2. BeinonHMUTe KOMaHAY BCTAaBKU OJTHAM U3 CJIeIyIOIINX CIIOCOOOB:

— BribepuTe nmyHKT KoMaHAHOTO MeHIO BeraBka > Bpems (cM. PucyHok 147).

— Ha mnaHenmn WHCTPYMeHTOB, B pasferne BcraBka Haxmure KHOMNKY -==. Ha

0TO6pasHBIIeICA TaHe/IM BCTABKU HAKMUTe KHOMIKy | ) Bpemst (cm. PucyHok 148).

Bcrasngemebie JaHHbIe SBJIAIOTCS CTATHYHBIMH, TO eCTb He OOHOBIJISIOTCS IIprU U3MEHEHHUUH

(daKTUUeCKUX J1aThl U BpeMeHH.

4.4.1.6 Beipe3aTs min KONUPOBAThH JaHHbIE

[Tpu BrIpe3aHuy AaHHbIE YIAISIOTCS U3 BHIOPAHHOW STYeHKU/CTPOKK/CTONIONA U KOTIMPYIOTCS
B Oydep obmeHa. [Ipy konmpoBaHWY JlaHHBIE He U3MeEHSIOTCS B JJOKyMeHTe, a B Oydep obMeHa
[IOMell[aeTCsl UX KOIUSI.

JlaHHBIe BBIPe3aloTCs U KOIUPYIOTCS C COXpaHeHHeM (GOpMaTUpPOBaHUSI.

CkomnvpoBaHHble [aHHble MOXXHO HCIIOJIb30BaTh KakK /i BCTaBKM B IIPUIOXKEHUHU
«MoitOduc Tabmuua», Tak U Uil BCTaBKM B JIPYIMX NPWIOXKEHUSIX, HAllpUMep, B IPUIOXKeHUU

«MonOduc Texcry.

KomnupoBanve Tekcta u 00bekToB u3 «Google loxkymenTte» (Google Docs) He

MO/1/1ePKUBAETCHI.

YTo6b! BbIpe3aTh AaHHbIE, BBIIIOJIIHATE ClIeyollre AefCTBUS:

1. Brimenurte syeliKy, Auara3oH sideek, CTPOKU WJIM CTOJIOIbI, U3 KOTOPBIX HEOOXOAUMO
BbIpe3aThb JaHHLIe.

2. DBrInonHATe KOMaHAY BbIpe3aHUs OJTHAM U3 CIIOCODOB:

— Bribepute myHkT komaHgHOrO MeHi0 IIpaBka > Bripe3sars (cM. Pucynok 149).

Mpaeka Bcraska @opwar  Tabawua  JadHme Kag

2 OTmeHuTs Ctrl+Z
" ToeTopuTe Ctrl+Y
oo Buipesats Ctrl+X
Kenupoeats Ctrl+C
ﬁ BrTaeute Ctrl+W

Pucynok 149 — Komangnoe mento IlpaBka
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— Ha maHenu MHCTPYMeHTOB, B pasfenie IIpaBka HaXkmuTe KHOIKY . (BbIpe3aTsn)

(cMm. Pucynok 150).

©ain [paeka Beraeka Popmar  Tabavua  JadHwe

» oYc. ﬁ v é XO Thames
=y O C X K 4

®ann Mpaeka WpudT

Pucynoxk 150 — Knonku Beipe3aTs 1 KonupoBaTth

— OrTkpoliTe KOHTEKCTHOe MEHIO IIeTYKOM IPAaBOM KHOIMKH MBIIIH 10 BBIJIeJIeHHBIM
sYerKaM WM TI0 3arojioBKaM/COIepXKMMOMY  BBIIEJIEHHBIX — CTPOK/CTOJIOIOB.
BrinosnHuTe KOMaH Ty KOHTEKCTHOTO MeHI0 BrIpe3ars.

— Haxwmure coueranue knapui Ctrl+X wmu Shift+Delete npu pabote 8 OC Windows /

OC Linux umu coyeranue kiaBuin $£Cmd+X npu padore B OC macOS.

YT0oO6BI CKOMUPOBATH JIaHHBIE, BHIIIOJIHUTE CJIe/lyIoIe 1eHCTBUS:
1. Bolmenure s4eliky, AMana3oH siueek, CTPOKM WJIM CTOJIONBI, AaHHble W3 KOTOPBIX

HeoOXO/IMMO CKOIIMPOBATh.

2. BpinonHrTe KOMaH/y KOIMPOBAHUS OJJHUM U3 CJIEAYIONIMX CIIOCOOOB:

— Bribepute myHkT komangHoro MeHio IIpaBka > KommpoBats (cMm. Pucynok 149).

— Ha nanenu unctpymenToB, B pa3fene IIpaBka HaxkmuTe kHOIKY | | (KonmupoBaTs)
(cm. Pucynok 150).

— OTkpo¥iTe KOHTEKCTHOe MEHIO IIeTYKOM IpaBOM KHOIIKW MBI 110 BblJIeJIeHHBIM
syerKaM WM TI0 3arojioBKaM/COIepXXKMMOMY  BbIJIeJIeHHBIX CTpPOK/CTOJIOIIOB.
BrinonHuTe KOMaHy KOHTEeKCTHOro MeHI0 KommpoBars.

— Haxwmure coderanue kiaBuill Ctrl+C wim Ctrl+Insert npu pabote B OC Windows /

OC Linux unu coueranue kiaBuil $8Cmd+C npu pabote B OC macOS.

4.4.1.7 BcraBuTh nocijienHue BbIpe3aHHbIe WM CKONMPOBAaHHEIE JaHHbIe

Jlisi BCTaBKU JOCTYIIHBI IIpe/IBApUTENIbHO CKOIMPOBAaHHble WM BbIpe3aHHble JIaHHBIe,
Haxonsmvecs B Oydepe ob6meHa. FEcmu Obll ckomMpoBaH WM BbIpe3aH — AWANa3oH

sTYeek/CTPOK/CTOJIOIOB, TO IIPH BCTaBKe JIaHHbIe 3aMMYT JMala30H TaKoro ke pa3Mepa.
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Hanuble u3 Oydepa obMeHa MOXXKHO BCTaBUTh C COXpaHeHWeM WM 0e3 CoXpaHeHUs
HMCXOAHOTO (pOPMATUPOBAHUSI.
YToObl BCTAaBUTh [laHHBIE C COXPAaHEHHWEM HWCXOOHOro ¢OpMaTUPOBAHUS, BBHITIOJTHUTE
CJleyrolye qerCTBUL:
1. VYkaxwure, KyJia cjieJlyeT BCTaBUTb JIAHHBIE:
— Ecmu B 6ydepe obOMeHa copepkaTcsi AaHHBIE M3 OJIHOW STYEMKW/CTPOKH/CTOJOIA,
BBIJIEJIUTE STYeHKY/CTPOKY/CTombell, B KOTOPHBIN Clie[lyeT BCTaBUTh 3TH JIaHHEIE.
— Ecm B 6ydepe obMeHa cofiepXUTCSl Aualla30H siueeK/CTPOK/CTOJIOI0B, BbleNuTe
COOTBETCTBYIOIIUH 110 pa3Mepy JTMaIa30H WK BhIIEJIUTe STYerKy/CTPOKY/cTomber, B
KOTOpBI CJieflyeT BCTaBUTb COAEpPXXUMOe TIepBOM sUeHKU/CTPOKH/CTonbna U3
JIMara3oHa.
2. BeimonHMTe KOMaHIy BCTAaBKU OJTHAM U3 CJIeIYIOIINX CII0OCOOO0B:
— Broibepute nynkT komanaHoro metio IlpaBka > BeraButsb (cM. Pucynok 149).
— Ha nmanenu unHCTpyMeHTOB, B pasfesne IIpaBka HaXMHTe KHOIKY B (BctaBuTtb)
(cMm. Pucynok 151).
— Ha manenu uHCTpyMeHTOB, B pasnerne IIpaBka HakmMuTe Ha CTpeJIKy CIipaBa OT
KHOTIKH L) (BcraBuTh) ¥ B BHIIAAAIONIEM CIMCKe BblOepuTe KOMaHAy BcraBHTH

(cMm. Pucynok 151).

Daitn  [paeka Beraeka @opmar  Tabawua Jannme WHeTg

w D‘I{D |E% é KO Thames

=~ 2 C d
ﬁ BetaguTe
Tann Mpaeka
BeTaguTh 3HAYEHMA W dopmaT
H6 v fx
0 BcTaenTh ToNbKD 3HAMEHKMA

Pucynok 151 — Knonka BecraButhb

— OTKpOI:ITG KOHTeKCTHOe MeHIO IIIeIYKOM HpaBOﬁ KHOIIKM MBI II0 BbIIeJIeHHbIM
s4YeiikaM WM 110 3arojIOBKam/COIEP)KUMOMY  BBIJIEJIEHHBIX ~ CTPOK/CTOJIOIOB.
BrinosiHuTe KOMaH Ty KOHTEKCTHOTO MeHI0 BcTaBHTh.

— Haxmure coueranue kinaBui Ctrl+V win Shift+Insert ipu pa6ore B OC Windows /

OC Linux umu coyeranue kiasuin $Cmd+V npu pa6ore B OC macOS.
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[lpy BCcTaBke [aHHBIX 0e3 COXpaHEHWsS WCXOMHOrO (OPMATUPOBAHUS IEeHWCTBYIOT
CJleiyIoNiye IpaBua:

— U3 bydepa obmeHa BcraBisieTcsl TOJIBKO TeKCT. Tak, IIpu BcTaBKe QUIYPBI C TEKCTOM
VIV THIIEPCCBUIKYA B JOKYMEHT BCTABJISIETCSI TOJIBKO TEKCT, KOTOPBIM COepiKaT JIaHHbIe
OOBEKTHI.

— Ecmm B ckomMpoBaHHOM WM BBIPE3aHHOM ¢parMeHTe COjiepXKaTCsl M300pakeHus, TO
OHH B JIOKyMEeHT He BCTaBJISIOTCSI.

— FEcmu B 6ydepe obmena comepxutcsi popmyia, TO BCTaBJISIETCS TOJBKO Ppe3yJibTar

dopmybl (cM. paszzen 4.5.6).

YToObl BCTaBUTH JaHHble 6e3 HCXOAHOTO GOPMATUPOBAHUS, BBIOJHUTE CllelyIolre
JeUCTBUS:
1. VYkaxwure, Kyza cieffyeT BCTaBUTh JaHHbIE:

— Ecm B 6ydepe obMeHa cojepkaTcsi JaHHble U3 OAHOM S[YEeHKH/CTPOKW/CTOONA,
BbIJIeJINTe siYelKy/CTPOKy/cTosbell, B KOTOPBIY CleflyeT BCTaBUTh 3TU JIaHHbIE.

— Ecmu B 6ydepe obMeHa comepXUTCS TMana30H s'9eeK/CTPOK/CTOJIOIO0B, BbIAEINUTe
COOTBETCTBYIOIIMM 110 pa3Mepy JHMana3oH WM BhIJIeNUTe STYerKy/CTPOKy/cTosberl, B
KOTOpBI CJleflyeT BCTaBUTh COJEpXXUMOe TIepBOM sIYeHKU/CTPOKM/CToNONa U3
JYaIa3oHa.

2. BpblimonHUTe KOMaH/Ty BCTaBKX OJTHUM U3 CJIEIYIONIHUX CIIOCOOOB:
— Bruibepute nyHkr kxomangHoro MmeHio IIpaBka > BcTaBHTH TOJIBKO 3HAUYeHHS

(cm. Pucynok 152).

Mpaeka Becraeka @opmar  Tabawua  JanHme VHg

= OTMEHWTB Ctrl+Z

" MoetopuTe Ctrl+Y

S Bripesate Ctrl+X

KonupogaTs Ctrl+C

[Ty BcTaBuTe Ctrl=V
BeTagwTh 3HAYEHMA W dopmaT Ctrl=Alt+V

BcTaEwTe TOABKD ZHAYEHKWA

Beraeuts uz Gydepa obmena r

Pucynok 152 — Komananoe mento IlpaBka
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— Ha manemu wuHCTpyMeHTOB, B pa3fene IIpaBka HaXMHTe Ha CTpeJIKy CIIpaBa
OT KHOIIKH @ (BcraBuTh) ¥ B BBINAJAIONIEM CIHCKe BbIOEpUTE KOMaHITYy
BcraButhb TO/1bKO 3Ha4YeHud (cM. Pucynok 151).

— OTKpoiiTe KOHTEKCTHOEe MEHIO IeJTYKOM IPAaBOM KHOIIKM MBIIINA T10 BbIIeJIEHHBIM
sgyediKkaM WIA T1I0 COJIeP)KUMOMY BBIZIEJIEHHBIX CTPOK/CTOJIONOB. BbimosnHuTe

KOMaHy KOHTEKCTHOI'O MEHIO BcTraBHTH TOJILKO 3HAYCHHS.

[Ipu BcTaBke JaHHBIX B HeINyCThble SYeWKU WM [HANla30Hbl Ipe[blaylide JaHHbIe
yaanstotrcss 0e3 mnpenynpexnieHus. Eciyu Tpebyercsi OTMEHUTh JeHCTBHE BCTaBKH,

Haxxmure coueranue kinasuil Ctrl+Z / 8Cmd+Z.

4.4.1.8 BcraBuTh JaHHBIE U3 PacIIMpPeHHOro oydepa oomMeHa

B npunoxenun «MoiOduc Tabmuna» nocryneH paciimpeHHbI O6ydep obmena. B Hem
OJTHOBPEMEHHO MO>eT XpaHUThCs 10 10 CKOIMPOBaHHBIX WMJIM BbIpe3aHHBIX CJI0TOB. Kaxknas HoBas
3aIlMCh 3aHUMaeT MeCTO CaMOT'0 CTAapOro CJI0Ta B CIIMCKe.

Pacmiipennsiii 6ydep o6MeHa MOXHO MCIIO/Ib30BaTh [Isi KOIMPOBAHUS M BCTABKU JAHHBIX
u3 npuwioxenust «MorOduc Tabnuna» B npuioxxenre «MorOduc Tekct» 1 Ha060poOT.

HlaHHble U3 pacmMpeHHOro Oydepa obOMeHa BCTaBIISIIOTCS C COXPaHEHHWEM MCXOIHOIO

¢dbopmaTrpoBaHUs.

4.4.1.8.1 BcraBuTth jaHubie

YToObl BCTaBUThH JIaHHble M3 paclIdpeHHOro Oydepa oOMeHa, BBINOJHUTE ClielyIolre
IeUCTBUS:
1. VYkaxwure, Kyqa ciefflyeT BCTaBUTh JaHHbIE:
— FEcmu B 6ydepe obMeHa cojepkaTcsi JaHHble U3 OJHOM SYEHKW/CTPOKU/CTOJOIA,
BbIJIeJINTe sTYelKy/CTPOKY/cTosbell, B KOTOPBIN CleflyeT BCTaBUTh 3TU JJaHHbIE.
— Ecm B Oydepe obMeHa cOJlepXXUTCSl AWAa30H siueeK/CTPOK/CTOJIOIOB, BbIIEIUTe
COOTBETCTBYIOIIUI TI0 pa3Mepy JIMana3oH WM BhIJIEIUTe STYerKy/CTPOKY/CTosbel, B
KOTOpBI CJjleflyeT BCTaBUTb COJepXXUMOe TIepBOM siUelKW/CTPOKH/CTonbna U3

JAaIra3oHa.
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2. OtkpouTe cojepXUMOe pacIIdpeHHOTOo Oydepa oOMeHa OIHUM U3 CIIEIYIONTHUX
C110cOo0O0B:
— Bribepute nyHkT komaHpHoro MmeHio IlpaBka > BceraButh u3 0ydepa odmeHa

(cm. Pucynok 153).

Mpaeka Bcraeka @opmar Tabavua  Jaddoie  WMoctpyments Bug  OBwwi goctyn Hagerpoikn  Cn

= OTMEHWTB Ctrl+Z vl 12 v A= At = = =
i [MoeTopuTe Ctrl+Y
AR T e A £ MBS
o Bmpesate Ctrl+X
BhipaBHWBAHMWE
Kenupoeate Ctrl+C
[ Bcrasuts Ctrl+W
BeTaEuTe 3HaueHuA U dopmat Ctri+Alt=V E F G H
BcTaBuTe ToNBKD 3HAYEHKA
BcTagwuTe w3 Bydepa obumeHa r OBWmWiA uTor
395
£ KonuposaTe dopMaTMpoBaHWe Ctrl=Shift+C
MpyuMeHUTE SopMaTHpoBaHWE Ctrl+Shift+V WcTropua Gydepa obmeqa Cirl+Alt=Shift=+V
Ounctute
BmaennTs BCe Ctrl+4

Pucynok 153 — JlanHble B paciiipeHHOM Oydepe obmMeHa

— OrTkpoiiTe KOHTEKCTHOE MEHIO IeTYKOM TPABOW KHOIKKM MBIIIH 10 BbIIeJIeHHBIM
s4eikaM WM TI0 3arojioBKaM/CO/IEPKUMOMY  BBIZIEJIEHHBIX ~ CTPOK/CTOJIOIOB.
Bribepute koMaH/ly KOHTEKCTHOTO MeHI0 BecraBuTh 13 0ydepa ooMeHa.

3. B OTKPphIBIIEMCS ITIOAMEHIO BblﬁepI/ITe JaHHBbIe JI1 BCTABKH.

Inst ynoberBa paboTel cofepxkxumoe bydepa o6MeHa MOXXHO OTKPBITh B OTJeJIbHOM OKHe.
J17151 3TOr0 BBIIIOJIHUTE OJJHO U3 CJIeYIOIIUX JIeUCTBUM:

— Broibepute myHkT komaHaHoro MeHio IIpaBka > BcraButh u3 0ydepa obmena >
Hcropus dydepa oomena (cM. Pucynok 154).

— OTkpoiiTe KOHTEKCTHOe MEHIO IIeJTYKOM MPaBOM KHOIKW MBIIIH T0 JIF000H siuelike Wn
3aroJIoBKaM/CO/Iep>KUMOMY  JIIOOBIX ~ CTPOK/CTOJIOIOB.  BhImomHUTEe  KOMaHIy
KOHTeKCTHOTO MeHI0 BcraBuTh U3 0ydepa oomena > Ucropus dydepa odbmeHa.

— Haxwure coderanme kmaBum Ctrl+Alt+Shift+V / ~~Option+{Shift+Cmd+V nHa

KJIaBHAType.
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Mpaeka Bcraeka @opmar Tabavua

2
C
o
[

OTmeHnTE

MoeTopute

BmpesaTe

Kenupoeate

Betaeute

BcTaguTe 3HaYEHWA U dopmaT
BcTaBuTh TONBKD 3HAYEHKA

BcTaeuTh W3 Bydepa obmeHa

Konupoeate dopumatvposadne

MpumernTe dopMaTHpoBaHE

Bmgennts Bce

Janneie  MuctpymedTo

Ctrl+Z
Ctrl+Y

Ctrl+X
Ctrl+C
Ctrl+W
Ctrl+Alt+\

Ctrl+Shift+C
Ctrl+Shift+V

Ctrl+A

Bug OBwwi goctyn  Hagctpoiikw

vijr v AT AT = = S
BT e A £V AB LS
BbipaBHMBaHKe
E F G H
OBWWK uTar
595
Wcropun Bydepa obueqa Ctrl+Alt=5Shift+V
OunctuTe

Pucynok 154 — Komanzp! ynpasiieHds paciIMpeHHbIM Oydepom obMeHa

[To ymomuanuio okHO pacmupeHHoro 6ydepa obmeHa (cMm. PucyHok 155) pasmemniaercs

PSZIOM C BbIIEJIEHHOM WJIM TOCJIe[IHeM BbIJIeJIeHHOM s'YeiiKoW (HarpyuMep, eCiivd BbifielieH CToJifelr).

Yrob6bl M3MEeHUTh pa3MellleHHe OKHa, IepeTallnTe ero B HEOOXOIWMYIO 4YacTh JIUCTA, yAep KUBast

JIEBYIO KHOIIKY MbIIIN.

Bmbop TekcTa 4R BCTAEKK

log
2010
Iecay

2

[oa-mecAL

20102

Toeap

Toeap 1

Mpogaxm e pyb.

422 656

Pucynok 155 — Pacmupennsiii 6ydep oomeHa
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[Ipu pabote c paciupeHHbIM OydepoM oOMeHa:

— IepeMellleHUe MO cjioTaM Oydepa oOMeHa OCYIIEeCTBIISIeTCS C IOMOIIBIO KJIABUIII
KJIABUATYpHI | U T;

— BCTaBKa BBIJIEJIGHHOTO CJioTa U3 Oydepa oOMeHa B yKa3aHHOe MeCTO JOKyMeHTa
OCYIIIeCTBJISIeTCS 111eJTYKOM JIeBOM KHOIIKY MBIIIIY WX HaXkaTheM Ha KiaBuilly Enter;

— nmepeMelieHue ¢GoOKyca Mexay AOKyMeHTOM U OydepoM oOMeHa OCYIIeCTBISeTCS

kasuiiei Tab.

YroObl 3aKpbITH OKHO pacHIMpeHHOro Oydepa obMeHa, HaXMHUTe Ha KHOIKY B €ro

3dI'OJIOBKe.

4.4.1.8.2 OuucTUTH UCTOPHUIO PacHIMPEHHOro Oydepa odoMeHa

YTOOBI OYMCTUTH HUCTOPUIO pacliMpeHHOro Oydepa obOMeHa, BBINOIHUTE CleyIOlIre
JeUCTBUS:
1. Otkpo#iTe cojepXuMoe paclIMpeHHOTo Oydepa oOMeHa OIHUM U3 CIIeYIOUUX
C110Cco0O0B:
— Bruibepute mynkT komangHoro meHio IIpaBka > BcecraButh M3 Oydepa odmena
(cMm. Pucynok 154).
— OrTkpoliTe KOHTEKCTHOe MEeHIO IeTYKOM ITPaBOM KHOIIKU MBIIIH 110 JTII000H sdeiike
WM 3arojioBKaM/COIEpP>XKUMOMY JIFOOBIX CTPOK/CTO/OIOB. Bbibepure komaHay
KOHTeKCTHOro MeHIo BcraBuTh u3 0ydepa odomena.

2. B ortobpa3suBiieMcs moJMeHI0 BbibepuTe KOMaHy O4UCTUTS.

4.4.1.9 Yaanuts nasHHeIe

YTOoOBI OYHCTUTH COfIEPXKUMOE sTUeeK, BBITIOJTHUTE CIIeAYIOIe IeHCTBUS:
1. Beimenure siueiiky Wi IAana3oH, KOTOPbIM HEOOXOIUMO OYUCTUTD OT JIAHHBIX.

2. Haxwmure kiaBuiy Delete i Backspace Ha kiaBuartype.
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4.4.2 Pa3HOBHUIHOCTH JAHHBIX

4.4.2.1 Tunsl jaHHBIX

B npunoxxennu « MoitOduc Tabnumiia» 06pabaThIBAarOTCs CIeAyIOIIe TUTTHI JaHHBIX:
— Jloruueckui;

— Ilycro;

—  Ommb6kKa;

—  Ywucno;

— CTpOKa CHMBOJIOB.

4.4.2.2 dopmaTtpl TaHHBIX

Tun garabix Yucmo (cM. pasnen 4.4.2.1) uMmeet pasnudHble GOPMaTHI:
—  O6mwumi;

—  Ywucno;

— JleHeXXHBIH;

— @OUHAHCOBLIY;

— Jlara;

— Bpewms;

— Jlara u Bpems;

— IIporieHTHbIN;

— JIpoGHbIN;

—  DKCIOHeHITUAJIbHBIH;

— TekcToBbBIH.

cI)OpMaTbI HYXHBI IS HpaBHJ’[bHDfI HUHTEPIIPpETAIMM [dHHBIX [IIpU OllepdllidX B

IIPUJIOXKEeHWH, HallpuMep, NpY BBIYUCIIeHUSIX B pOpMyIIax.
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4.4.2.2.1 O0mmit

O6mmumii bopMaT NprCBanBaeTCsl BCeM siueiiKaM 0 YMOTYAaHUIO B MOMEHT CO37[aHUS JIUCTA.
O6muit bopMat — yHUBEpCaIbHBINA, OH MOXKET UCIIOIb30BaThCsl BO BCeX Gpopmysax U GyHKITUAX.

B nmanHom ¢popmare aBTOMaTH4YeCKH MTepeBOJISITCS. B OKCIIOHEHIUAIbHYI0 POpMY:

— TPOCTBIe YUCIIA, cocTosIMe 6osee yeM 13 11 cMMBOIIOB;

— JIpoOHBbIe YMCIia, B KOTOPHIX IeJlasi 4aCTh COCTOUT Oosiee 4eM u3 11 cuMBOJIOB.

[Tpeobpa3oBanyre B 3KCHOHEHIMAIbHYI0 GOPMY OCYIIECTBIISIeTCsl TI0Cye 3aBepiiieHus] BBOJIA

YUCIIa B AYCHKY.

st npoOHBIX ymcen B ¢opmate OOmuMiIA He3Hayalue HYJIW B JPOOHONW dYacTH He

OTOOPaXKAIOTCSI.

4.4.2.2.2 9ucno

®opmat Umcio siBisieTcss OCHOBHBIM (pOpPMaTOM JIJIsl BBIBOJIA YKCeJl.
st popmara Ym0 MOXXHO HACTPOUTD CIle[lyIole IlapaMeTphl:

— orobpaxkeHHe pa3JiesIuTelis IPYIII pa3psi/ioB;

— KOJIMYeCTBO 3HAKOB, 0TOOpaXkaeMbIX I110CTIe 3allsITOMH;

— THII IpedCTaBJieHd OTPUIATE/IbHBIX YHUCeJl.

Hactpoiika ykaszaHHBIX I1apaMeTpOB OCYIIEeCTBIISIeTCS C IIOMOIIBIO OKHAa HacCTpoeK
yucsioBoro ¢opmata (cM. pasznen 4.4.2.4). Hactpoliky koiudecTBa 3HAKOB TOCTIe 3aMsSTON MOXHO

TdKXXe  BBIIIOJIHUTH C IIOMOHOIbIO KHOIIOK, PACIIOJIOKeHHBbIX HaA IIdHeJIM HWHCTPYMEHTOB

(c™m. paznen 4.4.2.5).
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4.4.2.2.3 JleHeixHbII

JtoT (bOpMaT HCIIOJIb3YeTCd JIA NeHeXHbIX 3HAYEeHUH U I10 YMO/TYaHUIO [JOIIOJIHAET YrCJId
3HAKOM BaJ/IIOTBI, KOTOpasA COOTBETCTBYeT HaCTpOfIKaM CHUCTeMBbI TeKyllero KOMIIbIOTepad

(cm. Pucynok 156). 3Hak BaTtOTHI, UCIIOJIb3yEeMBbIi 110 YMOTYaHHUIO, MOKHO U3MEHUTb.

A1 v fx 1004,12

A
1 1 004,12p

Pucynok 156 — HYucno, npencrasieHHoe B popmate [leHexHbIN

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

1. Brlmenwre si9eliKy WM Ivana3oH siueek, GopMaT KOTOPBIX HEOOXOAUMO U3MEHUTD.

2. Ha manenu UHCTpYMEHTOB, B pa3szeiie Unciao HaxkmuTe KHOTIKY £ (JleHexkHBII ¢popmar)

(cMm. Pucynok 157).

OBwwii v ﬁ v
P or"lio oo oo HH w

Yucno Auenrm
Pucynok 157 — Knonka Jlenexusniii gopmar

fdelike aBTOMaTH4eCKH Ha3HaydaeTcs ¢popmar JleHe:KHbIN, eCv IIPYA BBOJle JaHHBIX I10CIIe
YMCJIa YKa3bIBAeTCS OJIHO M3 CIIeNYIOIIMX 0003HAaYeHUH BaJtOTHI:

— p. wiu pyo. — 0603HaYeHre poCCUMCKOT0 pyoIsl.

— TIPH. — 0003HauYeHVe TPUBHHIL.

— BYR - o603HaueHue 6eopycckoro pyouis.

— Kopn Bamtotel. Hanpumep, 23,00RUB. [lonHeli cicok mopjiepXkKMBaeMbIX BallOT U UX

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

Ecm pns syeiiku BbibpaH ¢gopmar TekcToBBIN, TO NpU BBOAE KOJAa BaIIOTHl GopMar

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

— Bbl6paTb THUII IIpeJCTaBJIeHWs OTPHUIlaTeJIbHbIX YHCeJl.

HacTpoiika yka3zaHHBIX IlapaMeTpPOB OCYLIECTBIISIeTCS C IIOMOIIBIO OKHAa HAacTpPOeK
gyrcsioBoro ¢opmata (cM. pasznen 4.4.2.4). HacTpoliky KojudecTBa 3HAKOB TOCTIe 3aMATON MOXHO
TAaKXKe BBINOJHUTb C TIOMOIIBIO KHOIIOK, pACHOJIOKeHHBIX HA I[aHeJId WHCTPYMEeHTOB

(c™m. paznen 4.4.2.5).

4.4.2.2.4 PuHaAHCOBBIH

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

[Ipu BBOzE uKicen B PuHaHCOBOM dopMaTe:

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

— OTpuLaTeJIbHbIe YMUCJld B sTYeHKe 3aKJII0YarTCs B KpyTJjible CKOOKH.

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

B UCXOJHOM BUJle (cM. Pucynok 158).

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

Pucynok 158 — OTtpunarensHoe unciio B GopmMare PUHAHCOBBIN

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

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

Hactpoiika ykasaHHBIX I1apaMeTpPOB OCYILIECTBJISIETCS C IIOMOIIbI0 OKHA HAaCTpOeK
yucsioBoro ¢opmata (cM. pasznen 4.4.2.4). Hactpoliky kojiudecTBa 3HAKOB TOCTIe 3aMsSTON MOXHO
TakXKe BBIIOJIHUTb C T[IOMOIIbIO KHOIMOK, pAacCIOJIO)KeHHBIX Ha I[aHeJId WHCTPYMEHTOB

(c™m. paznen 4.4.2.5).
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4.4.2.2.5 Jlata, Bpems, [laTa u Bpems

Ecmm B sueliky BBojguTCs 4yMcio B dopmare JaThl, BpEMEHU WJIM J1aTbl U BPEeMeHU, TO
JIaHHOM siueliKke aBTOMaTHM4ecKd HasHavyaeTcsi ¢opmar [ara, Bpemsa wiu Jlata u Bpems
cooTBeTCTBeHHO (cM. Pucynok 159-Pucynok 161).

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

ITOMOIIBIO0 OKHA HAaCTPOEK YHUCIIOBOTO dopMaTa (CM. pasgen 4.4.2.4).

A1 v {x 18.07.2022

A
1 18.07.2022

Pucynok 159 — Yucino B popmare [lara

A1 v fx 12:25:00

A
1 12:25:00

Pucynok 160 — Yucno B popmare Bpems

AT v fx 18.07.2022 12:25:00

A
1 18.07.2022 12:25

Pucynok 161 — Yucno B popmare JlaTa u Bpemst

Bcem pmanabiM B ¢dopmarax Jlata u Bpemsi COOTBETCTByeT UCXOJHOE YHCIIO.
Touka ero orcuera s Bcex nmat — 30 mekabpsi 1899 roma, ube ucxomgHoe uuciio paBHO 0.
Hampumep, ucxonnoe uucio ajist natel 1 suBapst 1900 roga = 2.

HcxogubiM 4yMciioM Jyisi JaHHbIX B ¢opmare Jlata Bcerja sBIsSeTCs Ieioe  YHCIIO.
Yrobbl yBUIETH €r0, u3MeHuTe hopMar siueriku Ha Oomuit v Yucio.

HcxoHBIM 4MCIIOM Jy1s TaHHBIX B popMmaTe Bpems Bcerna sBisieTcsl YMCIIO M3 UHTepBajla
ot 0,0 no 0,999988426. UtobOb! yBUIETD €T0, BhIOEpUTE /171 sTueiiku popmat ducio.

Hcxonuble yncia HeOOXOJUMBI MPU BBIYKCIEHUSX. B MHOM cilydae s4ediku C JaTaMu U
BpeMeHeM pacCMaTpUBAIMCh Obl KaK TEeKCTOBble WM He MOIJIM NMPUHHUMATh POJib apryMeHTOB B

dbopmynax u GyHKIHUSIX.
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4.4.2.2.6 IIponeHTHBII

IToT PopMar KCIOIb3yeTCs AJisl MpefCcTaBleHus] Yuces Kak rnporeHToB. [Ipu npumenenun
¢dopmarta IIpomeHTHBIII BBeJleHHOe uuCiI0 yMHOXaeTcsi Ha 100 uU mosydyeHHOe 3HadyeHHe
oTobOpakaeTcs B sideiike co 3HaKOM «%». McxomHoe 3HaueHWe oTobOpakaeTcsi B CTpOKe Gopmyit

(cm. Pucynok 162).

Al v fx 0,253

A
1 25,30%,

Pucynok 162 — Yucno, npencrasienHoe B popmate IIponeHTHBIHI

Yrob6sl ObicTpO TiepeBecTH siueliky B ¢opmar IIpomeHTHBINH, BBIIOJIHUTE ClleAyIolue
JerCTBUS:

1. Brimenure siueiiky Wi Iyana3oH siaeek, GopMaT KOTOPhIX HEOOXOAUMO U3MEHHUTb.

2. Ha mnaHenu wuHCTpyMeHTOB, B pasfene Yucmo (cMm. Pucynok 163) nHaxmute

KHOTIKY % (IIponeHTHBIN popMaT).

OB w ﬁ v [
P L'::I,.JO oo oo HH w

Yucno Aueikm
Pucynok 163 — Knonka IIponenTHbIi popmart
Inst uucen B dopmate IIponeHTHBIN MOXHO yKa3aTh KOJIMYECTBO 3HAKOB, OTOOpakaeMbIX

IOCJIe 3aIsITON, C TIOMOIIBI0 OKHA HACTPOEK YHCIOBOTO ¢popmaTa (CM. paszen 4.4.2.4) Wi KHOIIOK,

pacIiooXXeHHbIX Ha MTaHeJId MHCTPYMeHTOB (CM. pasfen 4.4.2.5).
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4.4.2.2.7 IpobHbIit

JtoT (bOpMaT HCIIOJIB3YETCA JIA IIpeJCTaBJIeHUs HpO6HbIX quceJl B BHJe OOBIKHOBEHHBIX
,11p06e171. To ecTb ,11po6Ha${ YaCTb 4YHCJIa 3dMeHseTCd Ha YHUCIUTe/Ib W 3HdMeHdTellb

(cM. PucyHok 164).

Al v fx 16789

A
1 12/3

Pucynok 164 — Yucro, npencrasienHoe B popmate JIpoOHBII

B dopmare JIpoOHBIH YMCITUTENb U 3HAMEHATETb BHIYUCIISIOTCS ABYMSI CITIOCOOaMHu:
— ToyHoO (Hampumep, 0,5 = 1/2);

— npubmusuTesibHO (Hampumep, 1,6789 = 1 2/3).

4.4.2.2.8 DxcnoHeHIMAILHEBIH

JOKCIIOHeHIIUANbHBIH (WIM Hay4HbM) ¢opMar WUCHIONb3yeTcs JJis IpefcTaBlleHus
OOJBIIINX YKCesl B KOPOTKOU dopme.

B OxkcnonenmuanbHOM ¢QopmaTte dYacThb BBEIEHHOTO uHWcia 3aMmeHsiercs Ha E +n,
rie E o603HauaeT skcrioHeHIIMaIbHOe TpefiCTaB/ieHre — YMHOXeHHe IIpeJ[IIeCTBYIOIero Yucia Ha
10 B crenenu n. Hampumep, B 3KCHOHeHIMaNbHOM ¢opmaTe Macca IUIaHeThl 3eMils
(5980000000000000000000000 kr) oTobpaxkaetcs kak 5,98E+24, yro o3Havaet 5,98, ymMHOXKeHHOe
Ha 10 B IBajiIlaTh 4YeTBEPTOW CTEIeHHU.

Ecnu k siuelike npuMeHeH DKCIIOHEHITHAJIBHBIM popMaT, TO YHCJIO B siUelike 0ToOpaxkaeTcs
B OKCIIOHEHIIMAJIbHOM IIpeJICTaBJIeHHHd He3aBUCHMO OT TOIO, KaKoe KOJMYeCTBO CHMBOJIOB OHO
conepuT. [lpu 3TOM uMcra, KOTOpble comepXaT 0 15 CUMBOJIOB BKJIIOUUTEIHHO, B peXuMe
pPelakTUPOBaHUS U B CTPOKe GOPMYJT OTOOPAXKAIOTCS B UCXOAHOM BHUJIE.

Yucio B dopmMaTe DKCHOHEHIHAIBHBIA IPE/ICTABIIEHO B siuelike CiielyloluM obpa3oM
(cM. Pucynok 165):

— llenas gactb, Bcerma cocTosiiasi U3 OJJHOM ITUPHI.

— Pazgenuress 11e10i ¥ IpoOHOM YaCTH.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2023 154



MonOdonc

— JlpobHas 4acTh, MO yMOIYaHHUIO coCTosmas u3 JByX Iudp. IIlpm HEeobxommmocTu
KOJIMYeCTBO 3HAKOB B JIpOOHOW YaCTH MOXHO YMEHbIIUTb WIA YBEJIUYUThb

(cMm. paznen 4.4.2.5).

— Ilokazarenn crenenu yncia 10 B Bunme E<3Hak mokasarensi creneHu><IoKa3aTeilb

CTeIleHH>.

Al v fx 86952
A

1 8 70E+04

Pucynok 165 — Otobpakenue uncia B popmaTe DKCHOHEeHIHMATbHBIHI

4.4.2.2.9 TexkcroBbIit

B ¢opmare TekcToBBIiI BBejleHHble [aHHble He IIpeOOpPa30BBIBAIOTCS M OAWHAKOBO
0TOOpaXkaroTCs B siYeliKe U CTPOKe (GOPMY!L.

B otnmuune or O6miero, naHHble B ¢popmaTe TeKCTOBBIH He Y4YUTBHIBAIOTCS B IIpOIiecce
BBIUMCJIEHUH, JlaXe eCiM BHYTPM SYeMKM HaxOOUTCs 4YMUCio. OTOT ¢(opmar IojeseH, Korjaa

TPEGYETCH HUCKIIIOYNUTb HEKOTOPbIe YHUCJId U3 MdCCHBA dPI'YMEHTOB.
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4.4.2.3 Onpenenuts popMaT sTIeHKH

Ilo YMOJ/TYaHHUIO IIPU CO3JaHHUU NOKYMEHTa BCeM si9erKaM IIpHUCBANBAETCA (l)OpMaT 0611[1/1171

YTOOBI U3MEHUTD (l)OpMaT, BBITIOJIHHUTE CJIeAyrolire IeCTBUS:

1. Boeigenute TpebyeMylo s4YeMKy/Iuana3oH S9YeeK WM CTPOKH/CTONOIBI, B KOTOPBIX

TpebyeTcst u3MeHUTh popMar sdeex.

2. Ha maHenm WHCTPYMEHTOB, B paszaeile UHCIO IeJKHWATE 110 II0JII0, B KOTOPOM

oToOpaXkaeTcss HaMMeHOBaHMe TeKylllero ¢gopmara, ¥ BelbepuTe TpeOyeMblii popmar 13

BbINIaflato1ero crrcka (cMm. Pucynok 166).

v

BelpaBHWBaHMWE

15,4

T

e
T

A

OB \[}5
+" Obwmi
Uncno
JdeHewHmin

DUHaHCOBRIA

Hata

Bpemn

[Jata v spewma
MpousHTHERA
Jpobreii
FKCAOHEH UMANEHBIA

TekcToBBIN

MNapameTpsl...

Pucynok 166 — Onpenenenue dopmara siueiku
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4.4.2.4 Hacrpoiiku ¢popmaToB

[Tpy Heo6xo0IMMOCTH MOXKHO HACTPOUTh OTOOpakeHWe NAHHBIX B sfUeMKax, JUIsl KOTOPBIX
BbIOpaH ¢popmat Umcio, [lenexnnni, Punancosbii, [laTa u/unu Bpems v IIponeHTHEIH.
J1715 HACTPOWMKY BBITIOJIHUTE CJIeyIOIIne IeUCTBUS:
1. Beimenute s4elKy/muana3oH S9YeeK WIA CTPOKH/CTOJNIOIBI, B KOTOPBIX TpebyeTcs
HACTPOUTb OTOOpakeHUe JIaHHBIX.
2. OTkpoiTe OKHO HAaCTPOMKHU (pOPMATOB OJTHAM U3 CJIEYIOIIUX CIIOCODOB:
— DBruibepute nyHKT KOMaHgHOro MeH0 Popmar > YuciaoBoii ¢opmar

(cm. Pucynok 167).

Dopuar | Tabawua  JadHwe  KH
WpdTea r

BroipaeHWBaHwe r

Yncnosoi dopmar...
MoeopoT TekcTa r

OBnacTe Neyatu r

CoxpaHuTe n3oGpameHue..,

Pucynok 167 — Komananoe menio opmar

— Ha manenu uHCTpyMeHTOB, B paszeiie Uuciio pa3BepHUTE CIMCOK (POpPMAroB U
BbIOepuTe NyHKT IlapamMeTpsl (cMm. PucyHnok 166).

— OTkpo¥iTe KOHTEKCTHOe MEHIO IeTYKOM IpaBOM KHOIIKW MBI 110 BbIJIeJIeHHBIM
syerKkaM WM TI0 3arojIoBKaM/COIep)KMMOMY  BbIJIeJIeHHBIX —CTPOK/CTOJIOIIOB.
BeinosnnHWTe KOMaHy KOHTEKCTHOTO MeHI0 UnciioBoii ¢popmar.

3. B oxne YwucioBoin ¢opmar, B cromucke ciieBa BblOepure TpeOyemblii dopmaT

(cMm. PucyHnok 168).

4. YxaxuTe rapameTpsl JaHHOTO popmara (OIMCaHue ITapaMeTPOB CM. HHXKE).

5. Haxmwure kHonky OK.

Mexny onemMeHTaMd OkHa YmciaoBoi ¢(opMaT MOXHO IlepeMeliaTbCs C IIOMOIIBIO
kiaBuil kiaBuatypel Tab (ciieBa HampaBo) u Shift+Tab (cnpaBa HaneBo). Eciu B okze

BblJieJIEH CIIMCOK, TO I10 ITYHKTaM CIITMCKd MOXHO IlepeMelidTbCAa C IOMOIIbIO KJIIABUIIT l, u T
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4.4.2.4.1 I1apametps! popmata «Uuciao»

s popmara Yucsio MOXXKHO HACTPOUTH Clleflytolye rapaMmeTpsl (cM. PucyHok 168):

— Pa3pgensars rpynnsl paspsgoB — eCcid (UIKOK YCTAHOBIJIEH, TO TPYIIIbI pa3psiioB

B YMCJIaX pas3feNsioTcs mpobermom. Hampumep, umciio 123456,00 otobpakaercs Kak

123 456,00.

— Ymcio NeCATHYHBIX 3HAKOB — C IIOMOIIBIO IaHHOI'O CUEeTYHMKa MOXXHO YBeJIMYWUTL WU

YMEHbIINTb KOJIMYeCTBO 3HAKOB, OTO6p3)K8€MbIX Iocjie 3aIgTod. YBelndeHue u

yMeHbllleHrWe pa3psagHOCTU MOXKHO TaKXe

BBITIIOJIHUTD

C IIOMOIIBIO KHOIIOK,

PacIIOIOKeHHBIX Ha MTaHeJId UHCTPYMeHTOB (CM. pasfen 4.4.2.5).

— OTpunaresbHble 4YHCIAa — TUN  [pPeJCTaBlieHUs  OTpPUIATelIbHBIX  YHUCeI
B popmare Yucio.
Hucnoeoii dopmar >
Ouywii e
4 1012,12
ncno
JeHexHbIA
Paznenate rpynnel pazpagoe
MWMHAHCOBbIA
Yucao AEeCATUYHbBIX 3HAKOEB

Jata v epemn .

2 .
MpoueHTHBIRA
ApoBHbii OTpULATENEHBIE YACNE

" -100

JKCNoHeHUWaNbHbIA
TekcroBbliA ~1ou

(100)

(100

Pucynok 168 — Oxno YucnoBoi popmat
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4.4.2.4.2 TIlapameTtps! popMmarta «JleHe:KHBII»

s NeHexHoro ¢popmaTta MOXXHO HaCTPOUTH CJleflyloliye rnapamerpsl (cM. PucyHok 169):

— OO0Oo3naueHnme — CHMBOJI WM KOJ  BaJIOTHl, CJeIyIOMIMNA 33 YHACJIAMHU
B [lenexxnom dpopmare.

— Ymncno mecATHYHBIX 3HAKOB — C IIOMOIIbIO JAHHOT'O CYeTYMKAa MOXKHO YBEIWYUTh WU
YMeHBIIUTb KOJIMYeCTBO 3HAKOB, OTOOpakaeMbIX II0CJe 3alsiTOM. YBelWdeHHWe U
yMeHbIlIeHVe pa3psilHOCTU MOXKHO TakXKe BBIIOJHUTb C IIOMOIIBIO  KHOIIOK,
PAaCIIONIOXKeHHBIX Ha MaHeJId HTHCTPYMeHTOB (cM. paszen 4.4.2.5).

— OTpunarenbHble YHCIAa — TUI  IPe/CTaBlIeHUs]  OTPUIATeNbHBIX  4HCell

B Jlenexxnom dopmare.

Hucnoeoii dopmar *

OBpaszey,

OB KA
1012,12F

Ycno

JeHexHbIn

OBozHaueHne
DuHaHcoBbIA Poccnitckmii pyGne () v

Larta v epema
L WMCAD AeCATUYHBIX 3HAKOE

[MpoueHTHBIR 5 -~

L pobHbIR

- C:T|3I-1LI,-3T EMbHbBIE YKMCNE
SKCI'IDHEHLI,HE.ﬂhHhIH

-100
TekcToBbIA

-100
100
(100]

(1007

Pucynok 169 — Ilapametps! popmara J{eHekHBIH
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4.4.2.4.3 IlapameTtps! popmaTta «PHUHAHCOBBIN»

Ins  dusaHcoBoro dopmMata MOXHO  HACTPOUTH  CJIEAyIOIIMe  I[apaMeTphl
(cMm. Pucynok 170):
— OO0Oo3HauyeHHe — CHMBOJI WIA KOJ| BaJIIOTHI, CIEAYIOIMHMHM 3a 4uciaMi B PHHAHCOBOM
¢opmare.
— Ymucio mecITHYHBIX 3HAKOB — C ITOMOIIBIO IAHHOTO CYETYUKA MOXKHO YBEJTUYUTDb WIN
YMEHBIIIUTh KOJMYeCTBO 3HAKOB, OTOOpakaeMbIX IIOC/Ie 3amsTod. YBeJlIddeHue WU
yMeHbIlIeHWe pa3ps/THOCTH  MOXKHO TakKXKe BBIMOJHUTh C IOMOIIBI0  KHOTIOK,

PacIIOIOKeHHBIX Ha MTaHeJId UHCTPYMeHTOB (CM. pasfen 4.4.2.5).

Yucnoeoii doprar x

OBpazew;

OB KA
1012,12¢

Yuecno
JeHexHbIiA OfasHaueHne
DUHaHCOoBLI Pocouniickmia py6ae (F) ¥
Jarta 1 epema
Yucno AEeCATUYHBIX 3HAKOB:

[MpousHTHBIRA ~

2 v
OpobHei
JKCNOHEH LW ANEHBLIRA

TekcToBbIA

Pucynoxk 170 — Ilapametpsl popmara PuHAHCOBBIH
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4.4.2.4.4 I1apametps! popmartoB «JlaTa», «Bpems», «JlaTa u Bpems»

Hns sueek B ¢dopmarax [ara, Bpems, [lata u BpemMsi MOXHO yKa3aTb ¢opmar
otobpakeHus 1aHHbIX (cM. Pucynok 171):
— FEcmu pna syeiiku BbiOpaH ¢opmaTt [ara, Bbibepure B crnucke Jlata d¢opmar
oToOpakeHMs J1aThl, a B ciucke Bpems myHkT Her.
— FEcmu pna sueriku BeiOpan dopmar Bpemsi, Boibepute B criucke ara mynkt Her,
a B ciiicke Bpems dopmaT 0ToOOpakeHHsI BpeMeHH.
— Eom gnsa sueiiku Beibpan ¢popmar Jlata u BpeMms, BolOepuTe B crucke Jlata ¢popmar

oToOpakeHUsI JIaThl, a B crivicke Bpemsa ¢popmat oToOpakeHus] BpeMeHH.

Yncnoeoid gopmar X

O6wywii Hopae
Yneno 08.10.2021
JeHesHbIA fata Bpemn
MHAHCOBLIA Het . Her
fata v Bpema 8 okTABpA 2021 r. 0:00
MpoLeHTHEIA mATHWUA, 8 okTAbpA 2021 0:00:00
ApobHeii 08.10.2021
FKCNOHEHUWANBHBIRA 08.10.21
TekcToBblid 8.10.21

8-oKT

oKT-21 o

“ OTtmeHa

Pucynok 171 — Ilapametpsl popmaros laTa, Bpems, /lata u Bpems
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4.4.2.4.5 IlapameTtps! popmara «IIponeHTHBIH»

C nomomipio cuerTyrka Ymciao mecITHYHBIX 3HAKOB (CM. PucyHok 172) MOXXHO yBelIuunThb

WJIN YMEHBIIWUTDb KOJIMYECTBO 3HAKOB, OTO6pa)KEIEMbIX B YMCJIaX I10CJIe 3allSITOM.

YBenmmueHve u yYMeHbIlIeHre Pa3pAJHOCTH MOXHO TdKXXe BLIIIOJIHUTH C IIOMOIIBIO KHOIIOK,

PAaCIIOIOKeHHBIX Ha TTaHeJId UHCTPYMeHTOB (CM. pasfen 4.4.2.5).

Yncnoeoid gopmar

OB KA

Yucno

JeHesHbIA
MAHaHCOBLIA

Jarta 1 epema
[MpousHTHBIR

O pobHbii
JKCNOHEH LW ANEHBLIRA

TekcToBbIA

OBpazew;

101212,00%

Yucno AECATUYHBIX ZHAKOB

Eal

2 v

Pucynok 172 — Ilapametpsi ¢popmata IIponeHTHBINI
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4.4.2.5 YBeITMYUTHh WIH YMEHBIIUTH Pa3psAIHOCTh

Hns uncen B ¢opmatax UYucmo, [eHexHsniii, PunancoBbiii, IIponeHTHBITI U°
DKCIOHeHITHAILHBIA MOXXHO YBEJIMYUTh WIA YMEHbBIIUTh KOJWYeCTBO 3HAKOB, OTOOpPakaeMbIX
I10CJIe 3alATOM.

[Ipu yMeHbIIEHWH KOJIWYECTBAa 3HAKOB IIOCJEHUNA BUJUMBIM pa3psi/i aBTOMATUYECKU
OKDYIJISIeTCSl B 3aBUCHMOCTU OT CKpbIBaeMOro 3Haka. OKpyTJieHHe BBIMOJHSeTCS 10 CTaHIaPTHBIM
MpaBUJIaM.

Hacrpoiiky kosuMyecTBa 3HAaKOB, OTOOpa)kaeMbIX IIOCJe 3alsiTOM, MOXXHO BBIIOJIHUTH C
MIOMOIIIBIO:

— OKHA HaCTpOeK YrcIIoBOro ¢popmara (3a UckitouyeHrueM popmaTa JKCIIOHEeHIMAIbLHbBIN)

(c™m. paznen 4.4.2.4);

— KHOIIOK, PACIIOJIO’KEHHbIX Ha ITdHeJIM HHCTPYMEHTOB.

YT0OB! yBEJIMYUTH WIM YMEHbIINUTh KOJIMYeCTBO 3HAKOB II0CJIe 3alsSTON C IIOMOIIIbIO KHOIIOK
Ha I1aHeJIi UHCTPYMeHTOB, BBIIIOJIHUTE Clle[yIollye elCTBUSL:
1. Bolpenure siueliky WM JUala3oH siueek, KOTOpble cofepXxar Tpebyemble Yucia.
2. YroObl yBeJIMYUTH KOJIMYECTBO 3HAKOB IIOCJIe 3alSITOM, Ha IaHeIW WHCTPYMEHTOB, B
paznienie Yucao HaOXMUTe KHOIKY oo (YBenuuuts paspsigHocTh) (cM. Pucynok 173).
YT1o6Bl  yMEHBUIUTb  KOJIMYECTBO 3HAaKOB  IIOCJIe  3alsiTOW, Ha)kKMHUTe

KHOIIKY Q0 (YMeHBIINTD Pa3psiTHOCTD).

Uncno v QD v

P % [ % B

Yucno Aueiinm

Pucynok 173 — KHonku yBesiiueHUs U yMeHbIlIeHHsl Pa3psiIHOCTU
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4.4.2.6 TexcroBoe ¢popMaTrpoBaHue GpopMyJI H Yuce

B HekoTophIX ciy4asx popMysly WM YKCIIO, KOTOpOe BBOJWTCSl B SiUeHKy, HEOOXOAMMO
COXPaHWTh B UCXOJHOM Bufle. Hampumep, coxpanuts Hynu npu BBofie uucia 00056 vy ykasartb
dbopmyity 6e3 ee manbHelIero npuMenenus. Jljis 3Toro K siuelike, B KOTOPYIO BBOJIUTCS YMCIIO WU
dopmyra, ciegyer NpUMEHUTh TEKCTOBOe GOpMaTHPOBAHUE.

CuMBOJIOM Takoro ¢gpopMaTUpOBaHUs SBISETCS 3HaK «'» (amoctpod). Amoctpod cremyer
BBECTH B slYeKy HeIIOCpe/ICTBeHHO Iiepe]] GOpMyJION WIIM YMCIIOM, KOTOpOe ClleflyeT paclio3HaBaTh
kak Tekct. Hanpumep: '=CYMM(B1;C1) wiu '00056.

Ecm nepen naHHBIMA B siYeliKe YCTAQHOBJIEH 3HaK anocrpoda, TO IPU HaXXaTUM Ha
wiapuily Enter ¢opmar sdeliky aBTOMaTH4eckyd MeHsieTcs Ha TekcroBbid. [Ipy 3TOM 3Hak
anoctpoda He oToOpaxkaeTcs B siuelike U B CTpoke GOpMYy!L.

TekcroBoe dopmaTHpoOBaHHe MOJJIEPXKUBAETCS BO BCeX TAOIMYHBIX pefakTopax. OgHAKO
IIpU ero NpUMeHeHWM B CTOPOHHEM pelakTope ¢opMar siueek MOXeT COXpPaHATh ¢$opmar Io
yMo4aHuio — OOmmii.

Eciyv [okyMeHT cozfepXXWUT Takve sYeKW, TO IIpA IIepBOM OTKpBITUM JIOKyMeHTa B
npwioxeHnn «MoiOduc Tabnuma» ¢opmaT 3THUX sSYeeKk aBTOMAaTH4YeCKd MeHseTcs Ha
TekcroBpnii. Ha skpaHe orobOpakaeTcs BCIUIbIBaiolliee cooOieHue: «S4eiiku € JaHHBIMH,
HAUMHAIOIIMMMCSA C CHUMBOJIAa OJWHApPHOM KaBblukU ('), ObUIM OTdOpMaTUpOBaHBI Kak TeKcT.»
HaxxmuTte B JaHHOM COOOIIeHUY KHONIKY 3aKPBITh.

YTo6Bl M3MEHWUTh TeKCTOBBIM (HOpMaT suerKW Ha APYrou (Hampumep, 4TOOBI IIPUMEHUTH

¢dbopmyIty), BBITIOIHUTE JIeUCTBUS, ONMCAaHHbIe B pa3zere 4.4.2.3.
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4.4.3 I'unepcchLIKu

B nokymeHT M0XXHO 100aBUTH CCBUIKY Ha BeO-CTPaHMIy WM afpeC 3JIeKTPOHHOM IMOYTHI.
[Tpunoxenue «MoitOduc Tabmuma» pacno3HaeT U jJejlaeT AKTUBHBIMM CCBUIKH, KOTOpBIe
HayMHAITCI ¢ www, http, https, ftp, u anekTponHbIe afpeca.

[Ipumepsr:

—  www.website.ru,

— https://website.com,

— http://website.ru,

—  ftp://192.100.0.0,

— mailto:user@domain.ru,

— user.name@domain.com.

Ytobbl n3bexxaTb omMOOK Ipu IHepexofe Mo ccbuikaM, nepen URL  pexkomenayercs

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

4.4.3.1 BcraBUTB CCBUIKY

CchllIka MOXKeT OTO6pa)KaTbCH B IOKyYMEHTe B BUJIE:

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

— TeKCTa — HallpUuMep, CChUIKA.

Yto0BI 106aBUTH B TOKyMeHT CChUIKY B BUJle URL, BeIomHUTE Ciiefiytolye 1eiCTBUS:

1. Ilepeiinute B peXyUM pelaKTUPOBaHUS SYEHKU, B KOTOPYIO HEOOXOJIMMO BCTaBUTh
CCBUIKY.

2. Bsenute URL ccriiku.

3. Haxwmwure knaBuiry Enter Ha kiaBuartype.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2023 165



MonOdonc

YToOBI T00ABUTH B OKYMEHT CCBIJIKY B BUJIe TEKCTA, BBHITIOTHUTE CJIeAYIOIIHe IeUCTBUS:

1. Beienute sueliKy, B KOTOPYIO TpeOyeTCsl BCTaBUTh CCBIIKY.

2. BemonauTe KOMdHAY BCTABKHU I'MII€PCCbLJIKW OOHUM U3 CIT0coOOB:

Becraeka

B
.
all

i
Fx

@ m O FS

Bribepute myHKT KoMaHiHOTO MeHi0 BeraBka > Ccbuika (cM. PucyHok 174).

Tabawua fan

Dopmar
WMzobpaxerne..,

TekcToBoE noae

Durypa L

Junarpansa r
CeogHan Tabawua...

DyHKLMWA...

Cebinka... Ctrl=+K
JameTka

Nuer

[Jata
Bpenn

Pucynok 174 — Komangnoe menio BeraBka

— Ha nanenmu uHCTpyMeHTOB, B paslieiie BcraBka HakMuTe KHOIKY r;f-) (Cchbrnka)

(cMm. Pucynok 175).

I

JaHHbie

ollp ~ Cﬁl o

Bcraska "

Pucynok 175 — Knonka Ccpuika
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— Ha mnaHenmn wWHCTpyMeHTOB, B pasfeiie BcraBka HaxMuTe KHOIKY -==. Ha

0TOOPA3MBIIIENCS MTaHeIM BCTAaBKY HAXKMUTE KHOTIKY .::fj" Ccpuika (cm. Pucynok 176).

i~ 65 4 & =,

Wzobpaxenne... -~
TekcToBEDE Noae Q
N 0 g °
Durypa > ]FX
Juarpana > <§j

CeogHan Tabavua

DyHKLMA...

Ceobinka...

JameTra

Nucr

Jata

Bpema

O OWS eI O

Pucynok 176 — Ilanenb BcTaBku

— IIpaBo¥i KHOIIKOM MBIIIY IIIeJIKHUTE 10 BBIOPAaHHOU siYeliKe W BBIIOJIHUTE KOMaHIy
KOHTEeKCTHOI'O MeHIO BCTaBHTB CCBUIKY.

— Haxmure couerauue kmasuin Ctrl+K / #Cmd+K.
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3. B oxue BcraButhb ccbuIky (cM. Pucynok 177), B mosie Anpec BBeute URL ccbuiku.
4. B mosne TekcT BBeuTe TEKCT, KOTOPBIN OyIeT oTobpaxkaThcst BMecTo URL cchimky.

5. Haxwmwure kHonky OK, 4T06BI BCTaBUTH CCHUIKY.

[Tpu Heo6X0IMMOCTH B OJIHY STUEMKY MO>KHO BCTaBUTh HECKOJIbKO CChUIOK.

BeTaeute cobinky >
MorOdwe X .
https://myoffice.ru/ >

“ OTmeHa

Pucynok 177 — OxHo BcTaBUTH CCBUIKY

4.4.3.2 PejakTUpOBaTh CCHUIKY

Yto6nl pegaktrpoBaTh URL U TEKCT CCHIIKU, BBITIOJIHUTE CIIeyIOIHe TeUCTBUS:
1. Brimenure siueiiky, CChIJIKY B KOTOPOW TpeOyeTcsl pelakTUpPOBaTh.
2. OTKpOHTe OKHO peJaKTUPOBaHUs CCBIJIKA OJTHAM M3 CIIelyIOIINX CII0OCODOB:
— Broibepute nyHkT koMaHaHoro MeHio BeraBka > Ccbuika (cM. PucyHok 174).
— Ha naHeJy MHCTPYMEHTOB, B paszeie BcraBka Ha)XkKMUTe
KHOIIKY {_? (Ccpuaka) (cm. Pucynok 175).
— Ha mnanemu wuHCTpyMeHTOB, B pasferle BcraBka HaXMWUTe KHOMKY e==.
Ha orob6pasuBiieiics TlaHeIM BCTaBKM HAXMUTE  KHOIIKY {_fj (Ccpuika)
(cMm. Pucynok 176).
— IlpaBoii KHONKOW MBIIIM IIEJIKHUTe 110 BbIOpAaHHOW siYelike U BBIIOJIHWUTE
KOMaH/1y KOHTeKCTHOro MeHI0 PeakTHpoOBaTh CCBHUIKY.

— Haxwmurte coueranue kinasuni Ctrl+K / #Cmd+K.
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3. B oxue PemakTupoBarth ccbuIKy (cM. PucyHok 178), B mone Anpec penakTupyuTte
URL ccrpiku.
4. B none TekcT peakTUpPyiTe TEKCT, KOTOPbIM oToOpakaeTcst BMecto URL cchiky.

5. Haxwmwute kHonky OK, yT0OBI COXpaHUTH U3MEHEHHUS.

PegakTupoBaTe CCbINKY >
MorOdguc > .
https://myoffice.ru/ >

“ OTmeHa

Pucynok 178 — OxHo PeakTHpoBaTh CCHUIKY

4.4.3.3 IlepeiiTH 110 CCBLIKe

YToOBI mepelTH MO CChUIKe, IIEJIKHWTe [0 HeW, yaepXuBas Haxarod kiasBumnry Cirl /
Cmd.

Beb6-cchiiiku OTKPBIBAIOTCS B Opay3epe, KOTOpbIH ucnoiib3yercss B OC 10 yMoT4aHUIO.

[Ipy mepexome MO CChUIKE Ha 3JIEKTPOHHBLIM aJipeC OTKPBIBAETCS TOYTOBAs ITPOTrpamMma,
koTopasi ucnombdyercs B OC mo ymosyanuio. B gaHHON mporpaMme aBTOMAaTH4YeCKd CO3/1aeTcs

HOBOe ITMCbMO, U B nIojie KoMy komvpyeTcs ajipec 371eKTPOHHOM 110YTHI, YKa3aHHBIN B CChUIKE.

4.4.3.4 KonupoBaTh CCBUIKY

YToOhI CKOITMPOBATL CCBUIKY, IIEJIKHUTEe II0 HeM HpaBOﬁ KHOIKOW MBI M BBIIOJIHUTE

KOMadHy KOHTeKCTHOI'O MeHIO KOHI/IPOBaTh aJipecC CCBLIKH.
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4.4.4 3ameTkn

3aMeTKd — 3TO JOMOJHUTelIbHass WHGOPMAIUs K 3JleMeHTaM 3JIeKTPOHHOW TaOJUIlbl,
KOTOPYIO MOXKeT CO3[laBaTh aBTOP JIOKyMeHTa. Eciu peub uzer o JOKyMeHTe /jisi COBMECTHOIO
PelakTUpPOBaHUsI, TO C IIOMOIIBI0 3aMETOK MOXXHO OOMEHHBAThCsl 3aMeYaHHsIMU C KoJijleraMu, He
BJIUSISL HA COZIepKUMOe JJOKYMeHTa.

Sldeiiky Cc 3aMeTKaMH OTMedYaloTCsl MapKepoM B MpaBOM BepxHeM yriy (cMm. Pucynok 179).

Ka;x,uaﬂ 3daMEeTKa IIPUBA3bIBAETCS K OJIHOU STYerKe.

Pucynok 179 — fI4eiika c 3amMeTKoOM

4.4.4.1 Co3narts 3aMeTKy

YTo6bI CO3/1aTh 3aMeTKY, BBIIIOJIHWTE CllefyIolllre 1efCTBUS:
1. BrinonHuTe KOMaHAY CO3/1aHUS 3aMeTKU OJHUM U3 CJIe[lyIOIIUX CII0COOO0B:
— Brimenure sdeliky U BblOepUTe IyHKT KOMaHJHOTO MeHI0O BcraBka > 3amMeTka

(cm. Pucynok 180).

Beragka @opmar  TaBawua  fan

WMzoBpameHue..,

TekcToBoE None

¢ Ourypa ’

il Awarpanma L

CeoaHan Tabavua...

> B

DyHKLMWA...

Ceownka... Cirl+K
JameTra

Nuer

lata
Bpewma

o U@ %

Pucynok 180 — Komananoe menio BecraBka
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— DBroigenuTe sg4eiiky ¥ Ha IaHelIM WHCTPYMEHTOB, B pa3zeiie BcraBka Haxmwure

KHOIIKY -:=. Ha oroOpasuBIleiics IaHeju BCTaBKA HAXXMHUTe KHOIIKY @ 3ameTka

(cMm. Pucynok 181).

o~ 65 4 & b=,

Mzobpaxerwe.., ~
!
TekcToBDE NoNe Q
N 0 g °
Durypa * ﬁ(
Juarpanasa > @

CeogHan Tabavua

DyHELMKA...

Cownka..,

Nuct

lata

Bpemn

O O eI O -

Pucynok 181 — Ilanenb BcTaBku

— DBeienure s4eliky mpaBOM KHONKOW MBI Y BBITIOJTHATE KOMaHJy KOHTEKCTHOIO

MeHIO J/l00aBUTH 3aMeTKY.
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2. B okne 3ameTku BBeguTe TpeOyembiii TeKCT (cM. PucyHok 182).

1 EEMETI{al

= T ¥ I S T B B

LY =T = = B

Pucynok 182 — OxHo 3aMeTku

3. Haxmure kiaBunty Esc unm mieskHuTe 110 APYTOM sideiike, 9TOOBI 3aBepIIUTh CO3/IaHKe

3dMETKHU U 3dKPLITH ee.

4.4.4.2 PegakTupoBaTh 3aMeTKy

YTOoOBI pejakTUPOBATh 3aMETKY, BHIIIOJIHUTE CJIe[IyIolre JeHCTBHUS:
1. IlenxHUTe 1O siYeliKe, YTOOBI OTKPHITh 3aMETKY.
2. llepeiiiuTte B pexkuM pelaKTUPOBAHMS 3aMEeTKH OJTHUM U3 CJIeJIyIOIHUX CIIOCOOOB:

— [llesixkHuTEe 10 sYeliKe IIpaBOM KHOIKOM MBIIIM U BBIIOJHWATE KOMaHIY
KOHTeKCTHOro MeHi0 PemakTupoBarh 3amMeTrKy. Kypcop ycTaHOBUTCSI B Havaio
nepBoro ab3aiia 3aMeTKH.

— VYcraHoBuTe Kypcop B TpebyeMoM MecTe 3aMeTKH BPY4YHYIO.

3. BHecurte Heo0OXOAHUMbIe U3MEHEHHUS B TeKCT 3aMeTKH.
4. Haxmure wiaBuity Esc wid IelkHUTe 1O Jpyroil sidelike, 4YTOObI 3aBepIIUTDH

pedakKTUpOBdHHE 3dMEeTKU U 3dKPLITH ee.

B pexume coBMecTHOV paboTbl (cM. pasfen 4.12) aBTOp IOKyMeHTa MOXeT

penaKkTApOBaTh 3aMeTKU APYIUX pejaKTOPOB.
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4.4.4.3 Y panurthb 3aMeTKYy

YroObl ynanuTh 3aMeTKy, ILIeJIKHUTe 10 TpeOyeMOU sueliKe IIPaBOM KHOIIKOM MBIIIU U

BBITIIOJIHUTE KOMdHy KOHTE@KCTHOI'O MEHIO YHaJII/ITI) 3dMETKY.

B pexume coBMmecTHOM paboThl (cM. paszen 4.12) aBTOp JOKyMeHTa MOXeT

PedakKTUpPOBATb 3dMETKHU JIPYTHUX PeJdKTOPOB.

4.4.5 IIpoBepka nmpaBonmucaHus

[Tpunoxenne «MoOduc Tabnuia» MoXXeT aBTOMaTH4YeCKH ITPOBePsITh TeKCThl Ha PyCCKOM

Y QHTJIMMCKOM sI3bIKe Ha Hanuure opdorpadpuieckux ¥ rpaMMaTUuecKrUX OIIUOOK.

4.4.5.1 IIpoBepka opdorpadpun

YTOOBI OTKIIIOYUTH WINA BKJIIOYUTH IIPOBEpPKY opdorpaduu, BbIOepUTe IyHKT KOMaHIHOIO
MeH10 MucTpyMmenTs! > IIpaBomicanue > IlpoBepka opdorpaduu (cm. Pucynok 183).
BxiroyeHne UM OTKIIIOYEHHe pexuma IpoBepKA opdorpaduy IPUMEHSIeTCS TOJIBKO K

TeKylemMy NOKYMeHTY U He BJIMAET Hd APYIr'rMe OTKPLIThbIe JOKYMEHTHI.

MHcTpymenter Bug  OBwwi goctyn  Hagetpolikm  Cnpaeka

Mpaecnucadwe P v [lpoeepka opdorpaguu
HacTpaveacmei chosaps Mpoeepka rpamMMaTiik
v — ¥ &

M3MEHWTE A3BIK...
BhipaBHABAHWE

Makrpokomangm r

Pucynok 183 — Komangnoe mento MHCTpyMeHTBI

[Ipunnuns! npoBepku opdorpadun:

— CrnoBapp npoBepku opdorpaduu BbOHMpaeTcss aBTOMATUYeCKH IO SI3bIKY II€pPBOrO
CUMBOJIA B A4eriKe.

— KpacHoii BoJTHUCTOM JIMHKEN TOAYepKUBAIOTCS:
— CJIOBA, OTCYTCTBYIOIIME B BLIODAHHOM CJIOBape;
— CJIOBa, cojiepskaiie opdorpaduyeckre OMMOKH.

— llpu BHeceHVMH W3MeHEHWH B TeKCT JIOKYMeHTa 3allyCKaeTCsli MOBTOpHas IpOBepkKa

opdorpadum.
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4.4.5.1.1 Haiitu opdorpaduyeckue ommoxku

Jlis 6picTpOro mowucka clIoB € opdorpadpuuecKMy OIIMOKaMHU WCIIONIb3yWTe COYeTaHUe
wiaum Alt+F7 / ~Option+F7. [Ipu nepBom Haxkatuu Alt+F7 / ~Option+F7 Ha Texymiem ucre
BbI/IeJISIeTCS siueliKa, KOTOpasi COJIeP>KUT IlepBoe HalJleHHOe CJIOBO C opdorpaduiecKkoi OMIMOKOM.
ITpy kaxgoM mocsenyroneM HaXXaTUM BbIAENISeTCs siuelika, KOTopasi COAepXXUT Cileflylolee CII0BO
¢ opdorpadpuveckou onmoKOH.

[Torick ommbOK BBINOJHSETCS 110 BCeM JIUCTaM JOKYMeHTa, OT TeKyIlero /10 IOCJIeIHero

mcta. I[To okoHyanuu JAOKYMeHTa IIOKUCK CJIOB C omubKamMu OCYIIEeCTBJISIETCH C IIepBOTo JINCTA.

4.4.5.1.2 cnpaBurs opdorpaduyeckre ommoKku

Eciu B csioBe HaifeHa ommbka, ucrnpaBbTe ee. [ljis 3TOTO BBLINOJHUTE ClleAyIOIIre
JIeHCTBUS:
1. ITomecTuTe Kypcop MBI Ha CJIOBO WJIM BBIJIEJIUTE CJIOBO, KOTOpPOE IOAYepKHYTO
KpacHOW BOJIHUCTOM JiuHUeH (cM. PucyHok 184).
2. llenkHWUTe IO JAaHHOMY CJIOBY IIPAaBOM KHOIIKOM MBIIIIN HEIIOCPeJICTBEHHO B sYeliKe WIN
B CTpOKe GOpMYyIIL.

3. B KOHTeKCTHOM MeHIO BbIOepUTe ITPaBWIbHBIM BapyMaHT HAllMCaHWs JaHHOI'O CJIOBA.

Ecmu JJId  BBIAEJIEHHOI'0 CJIOBA OTCYTCTBYIOT BapHAHTHI IIPABWIBHOI'O HaAIIMCAHUA, B

KOHTEKCTHOM MeHI0 0ToOpakaeTcst Hauuch HeT mpennoxeHuii.

A1 v fx awmbka
A B C
1 awMbka
- I}g cwnbka
2
3 ownbra
4 wnbka
5 a Wbka
i

JoBaeuTe B CRoBApE

=]

8 MponycTute

Pucynok 184 — UcnpaBnenue opdorpadudeckoi ommoKu
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4.4.5.1.3 YpanuTh noguepkuBaHue CJIOB

Yrobbl  u3bexkaTb  MOJYEPKUBAHWSI  CJIOB,  PACIO3HAHHBIX  IPWIOXKEHHWeM  Kak
opborpaduvyeck  HeBepHble, BHeCHUTe JaHHbIe CJIOBa B  HACTpaWBaeMbIi  CJIOBaph
(cMm. paznen 4.4.5.2) wiv fo6aBbTe B CIIMCOK UTHOPUPYEMBIX CJIOB.

Yr1o6bI OOABUTD CJIOBO B CIIMCOK UTHOPHUPYEMBIX, BHITIOJTHUTE CJIeIYIOIINe IeACTBYS:

1. TlomectuTe Kypcop MBIIIM HAa CJIOBO WM BBIJIEJIUTE CJIOBO, KOTOpOE MOJYEPKHYTO

KpPaCHOU BOJIHUCTOM JIMHUEHN.
2. lllenkHuTe MO JAHHOMY CJIOBY MPABOM KHOMKOM MBIIITH HETIOCPEICTBEHHO B siYeiiKe UITN
B CTpPOKe GOpMYII.

3. BrimonnuTte koMaHay KoHTeKCTHOTO MeHio IIpomycruts (cMm. PucyHnok 184).

[Ipy BBIOJIHEHWU JAHHOM KOMaHIbl MTOAYEepKUBAHUE CJIOBA KPACHOW JIMHUEHN IPOIajiaer.
Ecmm cioBo BcTpeudaeTcss B JIOKyMeHTe HECKOJIBKO pa3, TO U3MeHeHUs! MPUMEHSIOTCS ISl BCeX
IIOBTOPEHUH C y4eTOM perucTpa. Takve U3MeHeHHs] COXPAHSIOTCS B paMKax OJHOM ceccuM paboThl
C IOKYMeHTOM. [Ipu IOBTOpHOM OTKpPBITHMH JOKYMeHTa CHOBA 3allyCKaeTCs IIpoBepKa opgorpadpuu.

B ciiydae omnbo4HOro nprMeHeHUs KOMaH/Ibl BEPHUTECH K IPefblIyIeMy COCTOSIHUIO IIPU
nomoiny komaH/ibl IIpoBepuTh npaBonucanue. [[Jis 3TOr0O BHIIOJIHUTE CJIeAYIOIIYe JIeHCTBUS:

1. ITomecTuTe KypCcOp MBIIIX Ha CIOBO WJIU BbIJIEJIATE CJIOBO.

2. UlenkHUTe MO TAaHHOMY CJIOBY NPAaBOM KHOMKOM MBIIIM HEIIOCPeJICTBEHHO B sSiYeiike WIn

B CTpOKe GOpMYyIL.

3. BrimomHaute KOMdHy KOHTEKCTHOI'O MEHIO HpOBEpHTL IIpaBOIINCAHHE.
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4.4.5.2 HacTpanBaeMsblii CJI0Baphb

Yrobbpl un3b6exaTh MOAYEpPKUBAHUSI OTHEIbHBIX CJIOB B TeKkcTe (Hampumep, UMeH
cobCTBeHHBIX, aOOpeBUATYp, CllelIMa/IbHBIX TEPMUHOB U T.J.), MOXKHO BHECTU UX B HaCTpaWBaeMbIi
CJIOBaphb.

[Tepen HauasioM paboTHI CO CjioBapeM ybequTech, YTO B IPUJIOXKEHUHU BKJIIOYEHA ITPOBepKa

opdorpaduu (cM. paznen 4.4.5.1).

4.4.5.2.1 JIobaBUTH CI0BO B CJIOBaph

B cnoBaps M0XHO 100aB/STH TOJIBKO OTAeNbHbIe ciioBa. JlobaBieHne CJIOBOCOUYeTaHUN He
JIOITyCKAeTCs.

[Tpu nobaBneHuu cioBa B CJIOBapb y4YWThIBaeTCs perucrp. Eciau ciioBo muimiercsi kak co
CTPOYHOM, TaK U C 3arVIaBHOM OYKBbI, peKoMeHAyeTcsi N00aBUTh B CJioBapb 00a BapHaHTa
HaIlMCaHW IaHHOT'O CJIOBA.

Yro6bl [00aBUTH CJIOBO B HACTpavBaeMbIM CJIOBapb IPSIMO U3 TeKCTa, BBIIOJIHUTE
CJIelyIolve IeNCTBUS:

1. IlomectuTe KypcOp MBIIIM WK BBbIIEJIATE CJIOBO, KOTOpOe HeoOXOJMMO [100aBUTH B

CJI0Bapb.

2. llenkHWUTe NO CJIOBY NPAaBOM KHONIKOM MBIIIN HEIIOCPeICTBEeHHO B siueliKe UM B CTPOKe

dopmyiL

3. BeimosnHKTe KOMaH/Ty KOHTEKCTHOTO MeHIo JlodaBuTE B ciioBaphb (cM. PrucyHok 184).

Yro6bl m006aBUTH HOBOE CJIOBO HeNOCPeJICTBEHHO 4Yepe3 CaM CJIOBApb, BBIIOJIHUTE
CJIeZIyIolve IeNCTBUS:
1. Boibepute myHKT KOoMaHAgHOrO MeHI0 MHcTrpymenTsl > HacTrpamBaemslil ci10Bapb

(cm. Pucynok 185).

WMHctpymenter - Bug  OBwmi ac

Mpascnucadue r

HacTpaweaembiil cnoBaps
MznmennTe a3bik..

MakpokomaHam r

Pucynok 185 — Komananoe menio UHCTpyMeHTBI
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2. B okne HacrpauBaemsbrlii ciaoBapb (cM. Pucynok 186) BBeauTe ciioBO, KOTOpOe

HeoOX0uMO 0OaBUTh B CJIOBaph.

B | Hactpaweaemelid cnoeape >

‘ MoiiOdud X

(Mycro)

MoaknoYnTe lNotoBo

Pucynok 186 — Oxno HacrpauBaemslii cJ10Bapb

3. Haxmwure kHOMKY vy kiasuinry Enter Ha kiaBuarype.
4. Haxwmwure kHONKYy I'0oTOBO, 4TOOBI 3aBepIIUTHL pelaKTUPOBAHHWE CJIOBApsS U 3aKPHITh

OKHO.

4.4.5.2.2 Tlogk/IIOYUTH CTOPOHHHE CJI0BapH

YTOoOBI pacHIMpUTh 3amac CJI0B, JOCTYIHBIA B TAOJIMYHOM pelakTope, MOXKHO MOAKJIIOYUTh

ctopoHHue cioBapu B ¢popmare DIC. [Is aToro:

1. B J1aJIOTOBOM OKHe HaCTpaHBHEMbIﬁ CJIOBAPb HAXXMUTE KHOIIKY HOHKJI]O‘H/ITI)

(cMm. Pucynok 186).
2. B okse ¢aitmoBoro MeHepkepa Bblbepute ¢aiinn ¢ pacmmpenueM *.dic U HaxmuTe

KHONIKY OTKpPBITh.

ITo 3aBepiiennu cosiepkumoe ¢aiisia 0TOOpa3UTCs B HACTpaUBaeMOM CJIOBape.
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4.4.5.2.3 Y1anuTh CJI0BO U3 CJIOBaps

Panee mobaBiieHHOe CIIOBO MOXHO YJaJIUTh U3 HACTPAUBAeMOT'O CJIOBaps.
Y1o6Bl yAaIWUTh CJIOBO C IOMOIIbI0O HMHCTPyMeHTOB okHa HacTpauBaemblii CJIOBaphb,
BBITIOJIHUTE CJIeIyIolue IeHCTBUS:
1. Bribeputre myHKT kKOoMaHAgHOTO MeHI0O MHcTpymeHThl > HacTrpamBaemslil ClI0Baphb
(cm. Pucynok 185).
2. B oxne HacrpauBaemsbiii cioBapb (cM. Pucynok 187) HaBenuTe Kypcop MBIIIM Ha

CJIOBO, KOTOpOe HEO6XOHI/IMO YAAJIUTDh U3 CJI0Bap4, U HA’)KMUTE KHOIIKY YI[aJII/ITI).

i’ Hactpaweaemelil cnosape x

MohOduac ¥aanuTs

N

MoaknoYnTe lNoToBo

Pucynok 187 — Oxno HacrpauBaemslii cJI0Bapb

3. Haxmure xHonky I'oToBo, 4TOOBI 3aBepUIMThL pefaKTHPOBAaHKE CJIOBapsi M 3aKpHITh

OKHO.

Y1o6Bl ynamuTh CiIOBO 0e3 Iepexojla B OKHO HACTPauBaeMOI'O CJIOBAps, BBIIIOJIHUTE
CJIeyouye qeCTBUL:
1. IlomecTuTe KypcOop MBIIIM Ha CJIOBO WJIM BBIENIMTE CJIOBO, KOTOpPOe HeoO0XOAUMO
YIaJIUTh U3 CIIOBAps.
2. UlenkHWUTe N0 CJIOBY NPAaBOM KHONKOM MBIIIN HEIIOCPe/ICTBEeHHO B siueliKe UM B CTPOKe
dopmyiL

3. BrimomHaute KOMdHY KOHTEKCTHOI'O MeHIO YHHJII/ITI) U3 CJIOBApA.
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4.4.5.3 IIpoBepka rpaMMaTHKU

YTOOB! OTKIIIOYMTH WJIM BKJIIOYWTH IIPOBEPKY 'PaMMaTHKH{, BblOepUTe IYHKT KOMAaHIHOTO
MeH!0 MHcTpyMenTHI > IIpaBomicanue > IIpoBepka rpammaTtuku (cM. PucyHok 188).
BkitoyeHre M OTKJIIOYeHHEe peXXrMa IIPOBePKM TI'PaMMaTUKH IIPUMEHSIeTCSl TOJbKO K

TeKyIlleMy JOKYMEeHTY 1 He BIIMseT Ha JIpyrue OTKPBITbIe JOKYMEeHTHI.

WHetpymentsr Bug  OBwwi goctyn  Hagetpolkw  Cnpaeka

MpaecnucaHwe r Mpoeepka opdorpadum
HacTpaveasmeA chosapb ~  [lpoBepka rpaMMaTHkl
¥ - T F

FlZMeEHWTE AZBIK...
EnipaBHUBaHKE

Makpokomanam r

Pucynok 188 — Komananoe meHio MHCTpyMeHTBI

[IpyHIIMIIBI IPOBEPKU TPAMMAaTHKHU:

—  $I3bIk MpOBepKY rpaMMaTUKU BbIOMPAeTCsl aBTOMaTU4eCKH I10 1epBor OyKBe B siueike.

— IIpoBepka rpaMMaTHKH 3allyCKaeTCsl MOCye HaXKaTus rpobesia uiu kiaBuiu Enter npu
YCJIOBHY, YTO IIpeyIo’KeHre 3aBepIleHo.

— IIpemyioxxeHne ¢ TpaMMaTUYeCKOM OITMOKOU MOTYePKUBAETCS CHHEW BOJTHUCTOM JIMHUEeN
KakK B siYelike, TaK U B 110Jie BBOAA GOPMYJIBIL.

— @opMyJibl ¥ 3HaYeHUs He IIPOBepsItoTCS.
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4.4.6 Ilouck u 3aMeHa MAaHHBIX

4.4.6.1 ITouck o MOKyMeHTy

YTOoOBI HAUTH JTAHHBIE B TEKYIIIEM JIOKYMEHTe, BBITIOTHUTE CJIeAYOIIHe IeUCTBUS:

1. OTtkpoiiTe aHe b MOMCKa OJHUM U3 CJIeYIOIIUX CIIOCOOO0B:

— Bribepute nynkT komannHoro Mesto IlpaBka > ITouck (cm. Pucynok 189).

Mpaeka Bcraeka @opmar TaBavua

EBOx 1TJ

(]

OTmeHWTE

MoeTopute

BmpezaTs

Kenwpoeate

BeTaente

BeTagwTh 3HAYEHMA W dopMaT
BcTaBWTh TOMBKD 3HAYEHKA

BcTaemte nz Gydepa obmena

Konupoeate dopumatposaHme

MprmeHnTE fopMaTUpoBEaHKUE
Bmgenute Bce

Mowck

JanHme  Hag
Ctrl+Z
Ctrl+Y

Ctrl+X
Ctrl+C
Ctrl+W
Ctrl=Alt+V

Ctrl+Shift+C
Ctrl+Shift+V

Ctrl+A

Ctrl=F

Pucynok 189 — Komananoe menio IlpaBka

— Ha 6oxoBo# naHe HAXXKMUTe KHOTIKY Q (cm. Pucynok 190).

— Haxwmure couerauue xiasuin Ctrl+F / Cmd+F.

2. 1lpy HEOOXOAMMOCTH YKaXKuTe ITapaMeTphl I0MCKa:

— TEKyHIPIfI JucT/Bce JIMCTHI — BBHITIOJIHUTD ITOMCK Ha JINCTe, OTKPLITOM B HACTOSIIIUNA

MOMEHT, WUJIX BBITIOJIHUTD IIOUCK Hd BCeX JIMCTaX NOKYMeHTa.

- C YueTOM perucrTrpa — BLIIIOJIHUTE IIOMCK C YYeTOM 3aljlaBHbIX U CTPOYHBIX GYKB B

HNCKOMOM TeKCTe.

— Toanpko cioBa IEeJIMKOM — HaWTH TOJIbKO IeJibie CJ'IOBa/BHa‘-IEHI/ISI, d He JaHHbIe,

KOTODPBIE ABJIIIOTCS 9dCThIO APYTIUX CJIOB/3HAYeHMH.

3. BBe,I[I/ITe HNCKOMbIe JaHHbIE B CTPOKY IIOMCKA.
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1 Haliti FX.
2
3 3aMeHWUTE Ha @
4
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6 JaMeHWNTE JaMeHWTL BCe
7
8 Mapametpb noucka
9
10 Tekyw A amer hd
11
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w
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14
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i & 3aMeHATh C YYETOM perncTpa
I
CYMM 0 CP3HAY 0 MIIH 0 MAKC 0 CuYET3 0 [F] — ® + 00% v

Pucynok 190 — ITanesnb noucka

PESYHbTaTbI IIOUCKaA IIOACBETATCA B NOKYMEHTe. HCHOJ’IBBYIZTQ KHOIIKK €  » IIOJ CTPOKaMHU

IIOMCKa U 3dMeHHI, YTOOBI repemMeniaTbCA 1o s'YerKaM C HalJIeHHbIMU pe3yjibTaTaMHu.

4.4.6.2 3ameHa 110 IOKYMeHTY

YT1oObI HAWTU U 3aMEeHUTH JJaHHbIE B TEeKYIIeM JIOKyMeHTe, BBIIIOJIHUTe CIIe/TyIolye IeHCTBHUSI:
1. OrtkpoiiTe aHesb MIOKMCKA OJJHUM U3 CJIeJIyIOIIMX CII0COD0B:
— Bribepute nyHkT komaniHoro Mesto IlpaBka > ITouck (cm. Pucynok 189).
— Ha 60koBO#i NTaHeu HAKMUTe KHOIIKY Q (cM. Pucynok 190).
— Haxwmure coderanue knaBuin Ctrl+F / Cmd+F.
2. 1lpu HEOOXOMMOCTH yKa)XkuTe IapaMeTphl IIOKCKa:
— Texymmii iuct/Bce IMCTBI — BHIIOJIIHUTH IIOMCK HA JIUCTE, OTKPBITOM B HACTOSIIITUI
MOMEHT, WX BBIIIOJIHUTh IIOMCK Ha BCeX JIMCTaxX JIOKyMeHTa.
— C yueToM perucrpa — BbIIOJHUTh IIOUCK C y4eTOM 3arjIaBHbIX U CTPOYHBIX OYKB B
VICKOMOM TeKCTe.
— Toubko cii0Ba meJMKOM — HAaWTU TOJIBKO Ilejible CJIOBA/3HAa4YeHUs, a He JIaHHbIe,

KOTOpBIe SIBJISIOTCS YaCThIO IPYTUX CJIOB/3HA4YeHHUH.
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3. B nosie Ha¥iTi BBenuTe JaHHBIe OIS [TOKUCKA.

4. B cTpoky 3aMeHHTh Ha BBeJUTe JIaHHBIE JJIsl 3aMeHbI UM OCTaBbTe TI0JIe MYCThIM, eCJId
TpebyeTcsl yAaIUTh HailIeHHble JaHHbIe.

5. Ecmu 3ameHy TpeOyeTcsl BBINOJHSATH C yYeTOM 3arjlaBHBIX M CTPOYHBIX OYKB B

HalIeHHOM TeKCTe, II0CTaBbTe (pJiaXkok 3aMeHATh C Y4eTOM Perucrpa.

PEI‘I/ICTp YUYUTBIBAETCA TOJILKO JI IIePBOTI'0 CMMBOJIA B HaMJIEHHOM CJIOBE.

Ilpumep: B TekcTe IOKyMeHTa HeOOXOJMMO 3aMeHUTb CJIOBO 002060p Ha CJIOBO
koHmpakm. Ilpu 3TOM Cj0BO Jo2060p MOXeT ObITh HAMCAaHO KaK CO CTPOYHOM,
TaK U C 3arjaBHOM OykBbI (Hampumep, B Hauaie npepjioxkeHus). [TocraBbre ¢uaxcok
3aMeHATH C Y4eTOM perucrpa, urobsl cj1oBo 002060p CO CTPOYHOU OYKBBI 3aMEHHIIOCH
Ha CJIOBO KOHMPAKM CO CTPOYHOU OykBbI, a cinoBO /Jlo2o6op ¢ 3aryiaBHOU OyKBBHI
3aMeHHJIOCh Ha cJIoBo KoHmpakm c 3aryiaBHOM OyKBBHI.
6. 3ameHHUTe JaHHBbIe OJIHUM U3 CJIelyIOIIUX CII0CODOB:
— Haxmure kHONKy 3aMeHHMThb, YTOObI 3aMEHUTh JlJaHHble B TeKyIeM BblJleJIeHHOM
¢dparmenTe.
— Haxwmure kHOTIKY 3aMeHUTH Bce, YTOObI OJTHOBPEMEHHO 3aMeHUTh JaHHbIe BO BCEX

HaWJIeHHBIX (pparMeHTax.

3aMeHa 4YacTh HaWJIeHHOI'0 3HAaYeHWS WIHW 4aCTU HaWAeHHOI'O pe3yJibTaTa BbIYUCIIEHU I10
cl)opMyne He IMTPOU3BOJUTCHA. 3HadyeHue I pe3yyibTaT BbIYHUCIIEHHUS 110 cl)opMyne MOXXHO 3dMEeHHTDb

TOJIBKO ITeJIMKOM.
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4.4.7 CcbLIKH Ha 00pa3oBaTeJIbHbBIE pecypchl

[Tpunoxenne «MoOduc Tabmuia» B cocraBe nakera «MoiOduc ObpazoBaHMe» COAEPXKUT
TNaHeJTb CChbUIOK /17151 OBICTPOro Iiepexo/ia Ha pa3inyHble 0Opa3oBaTesibHble pecypchl (cM. Pucynok 191).
Crrcok cchiiok Ha raHeny Odpa3oBaHMe SBIISIeTCS peIaKTUPyeMbIM UM HaCTpauBaeTCsl CUCTEMHbBIM
aIMUHUCTPATOPOM.

Yrobbl OTKPLITH NaHen, OOpaszoBaHMe, Ha GOKOBOM HaHeIM HaXXKMUTe HAa KHOMKY f—.
YT10OBI NepelTH N0 KaKOK-JIMOO0 CChUIKe U3 CIMCKA, IIeJIKHUTE 110 Hell MbIibio. CChITKa OTKPOeTCs

B Opaysepe, KOTopbIi uctosb3yercst B OC 1Mo yMOTYaHHIO.

=) Hosan tabanua 1 - MoiiOduc Obpasosarme - O *
®aiin  [paeka Bcraska Qopmar  TaBmwuya  Jannwe  WHctpyments  Buag  OB6wwid goctyn  Hapetpoiikn  Cnpaska
v X XOThames |v| | 12 |v| A” A = v v | Obuwi v 53 g
= X K YU = A~ £+ Av5 P % | ®© 00
dain Mpaeka WpudT BbipaBHUMBaHMe Yucno Aueitkn MlaHHbie Bcraeka -~
A1 v fx

N 1=

A B C D E F G
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1 E EfuHaA konnekuua LndpoBsix Q
2 1 OBbpa3oBaTentHeX Pecypcos
3 fx
4 [7]  oc3.xpoxonaiikep
5 <
6
7 E CucTema TecTMpoBaHuA Let's test
8
9 [7]  Translate.RU
10
11 .
= [7]  A3byka MoiiOpuc
13
14 [7]  rnoBaneHan nabopatopus

v
1E
< >

!
CYMM 0 CP3HAY O MWH O MAKC 0 CUET3 0 [F] — . + 100% v

Pucynok 191 — [1anens O6pa3oBanue

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MHWy, 2013-2023 183



MonOdonc

4.5 ®opmyasl 1 pyHKIIUH

Popmyita — 3To Jit0b0e BhIpaKeHUe B siueiike, KOTOPOe HAYMHAEeTCsl CO 3HaKa «=». POpMyJIbl
MOTYT cojiepaTb GYHKIIMM, 3HaUeHU s, ajipeca siueeK, UMeHa, OIepaTophbl IeUCTBUM U JIp.

®yHKIMA — TmpemycraHoBieHHas ¢opmyna «MouOduc Tabmuiay, IS BBIYHACIEHUS
KOTOpOM HeoOXOJIMMO WCIOJIb30BaTh apryMeHThbl. [losmHbIM crnucok yHKIWKA TpUBeleH B

pasneiie «IIpunoxenue 1. [lepeuyeHb GyHKIUN U UX OITMCAHUE).

4.5.1 OcHoBHBIe NPUHIMIIBI BBOAA ¢opmy u GyHKITHI

OcHoBHBIe IPUHIUIIBI BBOJA GOPMYJIT U QYyHKIIWNA:

— ¢opmyia Bceryia HAYMHAETCSs CO 3HaKa paBeHCTBA «=»;

— TIoCJe 3HaKa paBeHCTBa MOTYT CJiefjoBaTh (YHKIIMH, KOHCTAHTHI, ajipeca svueek,
oliepaTophbl AeUCTBUM U APyTHE 3JIeMeHTH;

— BCe OTKPBIBAIOIIMe U 3aKPbIBAIOIHe CKOOKU JJOJDKHBI ObITh COTJIACOBAHBDI;

— o0si3aTesibHble apTyMeHThI UCIIOJIb3yeMbIX PYHKITUN JOJIKHBI ObITh YKa3aHbI;

— KOHCTAHTBI He OOJDKHBI COAepKdTb CUMBOJI «$».

Hns ynkiui HAueiika 1 MudopMm BBOIMTe TEKCTOBbIE ITapaMeTphbl Ha aHTJIMHCKOM $I3bIKe,

3aKjIo4Yass KX B JIBOVWHBIe KaBbIUYKM W HWCIOJNB3ys  pasfenurendb «;». Hamnpumep:

=IYEWKA("contents";A2), =HH®OPM("system").

4.5.2 Tlopsanok BHIOJTHEHUSA onepaiuii B popmysie

Ecnu B popmyrie 1cIiosb30BaHO HECKOJIBKO Pa3HbIX OIepPaTOpPOB, MOPS/IOK AeMCTBUM OyneT
OIIpeiesIsiThCS IO CIIeIyIOIIUM IIpaBUIaM:
— IlepBBIMU BBINIOJIHSIIOTCS OIlepaliy B KPYIVIBIX CKOOKaX:
— BHYTPM CKODOOK OIlepalMi BBHINOJHSIOTCS B COOTBETCTBUM C IIPUOPUTETOM
oneparopa (cMm. Tabmura 6);
— eCJId BHYTPU CKODOK eCTh BJIO>KeHHbIe CKOOKH, OIepallid B HUX BBINOJHSIOTCS B
IIepBYyI0 04epe[b.
— Hesnauumble  ckobku  aBTOMarMuyecku — yhamsitorcs.  Hampumep, — dopmysia
=CYMM(1+(2#5)+1) Oymer aBTOMaTh4yecku Tnipeobpa3oBaHa B  GopMyIy
=CYMM(1+2*%5+1).
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Omneparuu 3a mpefiesiaMd CKOOOK BBIIIOJIHSIIOTCSI B COOTBETCTBHH C IPHOPUTETOM

oreparopa.

OnepauHH C OVHAKOBbLIM IIPHUOPUTETOM BBIIIOJIHAKOTCA Cj/ieBad HAIIPABO. Hckmrouennem

SBJIAIOTCA OIlepalliv BO3BeJeHHs B CTelleHb (A), KOTODPbIE BLIIIOJIHAKOTCYA CIIPpaBa HaJleBO.

[Tpumep: = 274”2 = 2716 = 65 536.

[IproputeTs! oOIlepaTOpOB IpU BBINOJIHEHWH HeUCTBUM B ¢GopMyile IIpeliCTaBjeHbl B

Tabmnure 6.

Tabmuna 6 — Ilpuopurers! onnepaTopoB

IIpuopurer

OmnepaTop

DyHKIUA onlepaTopa

Omnepatop 00beIUHeHUs!

[TpoGen

%

Brramcitenvie oy B IporieHTax

1
2
3
4

‘YHapHbIH ILTI0C
YHapHBI MUHYC

YHapHbIi1 Tpoben

Bo3sBenenue B cTemneHb

YMHOXeHue

Jemnenue

CnoxxeHnue

Boruutanue

O6’be;1HHEHI/Ie JIBYX TEKCTOBBIX CTPOK B OJIHY

OmnepaTopsl CPaBHEHUS:
PaBHO

Bonpiie

MeHbli1e

Bousbire mim paBHO
Mesnbliie Wiy paBHO

He paBHO
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4.5.3 ABTOMaTHYeCcKoOe BbIYMC/IeHHe QyHKIMH

Ecnu nonb3oBaTesb BeijieIseT B TabJIUIe JUana30H sdeek, TO MPUIOXKeHHe aBTOMAaTUYeCKd
MOJICYUTHIBAET JUISI WX COJEPXXKHUMOTO 3HAYeHHWS TISTH CaMbIX HCIIOIb3yeMbIX QYHKITHA.
BrrunciienHbie 3HaueHUs] 0TOOpaXKaloTCsI B CTPOKe cocTosiHus (cM. PrucyHok 192):

— CYMM - cymMa Bcex 9ucen BBIJIeJIEHHOTO Iara3oHa.

— CP3HAY - cpeniHee 3HaYeHHE BCEX YHCEJT BbIIEIEHHOTO JTMAIla30Ha.

— MMH - nHaumeHbIllee 3HaYeHHe CpeJid BCeX YMCeJT BbIIeJIEHHOTO JThana3oHa.

— MAKC - naubosblilee 3HaueHHe Cpe/id BCeX YMCe BblJIeJIeHHOTO IMara30oHa.

—  CYET3 - K0JHM4eCTBO 3HAYeHUH B BHUIEIIEHHOM [HAIa30He. Y YUTHIBAIOTCS YUCIIOBBIE 1

TeKCTOBbIe 3HAYEeHH .

Ecin  Tpebyercss  HAcTpoMTh  CHOMCOK — OTOOpakaeMblX — QYHKIIMM,  BBIIIOJHUTE
cllefytoniye AeCTBUSL:

1. B crpoke cocTosiHUSI HAXKMUTE KHOTIKY [£].

2. B oTkpsiBIIEMcS criucKe OTMeTbTe driakkaMu GyHKITMH, KOTOphIe cileffyeT 0ToOpaXkaTh

B CTPOKE COCTOSHHA.

11

12 CYMM
13
CP3HAY

15 MIAH

16
MAKC

CYMM 0 CP3HAY 0 MWH 0 MAKC 0 CHET3 0 = L + 100%% b
I
b

Pucynoxk 192 — Hactpoiika oTobpakeHus 3HaueHUM
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4.5.4 Beop pyHkiumii

Crncok ¢yHKIMH, KOTOpble IOfjepXuBaroTcs B npwiokeHnrn «MonOduc Tabmumay,

npuBesieH B paszesie «IIpunoxenue 1. [lepeuens GyHKIMI U UX ONKCAHUE.

st BBOIa PYHKIMM B sSUEHKYy MOXKHO HCIIOJIb30BaThb MHCTPYMEHThI HeloCpe/ICTBEHHO

JIAHHOU STYeHKU, CTPOKK GOPMYJT WM MaHeIr (PYHKIIHM.

YTtobbl BBeCTH (PYHKIMUIO C IIOMOIIbI0 MHCTPYMEHTOB SYeMKU WIM CTPOKU (OopMyiI,

BBITIIOJIHHUTE Clleyroue JIerCTBUS:

1.
2.
3.

Briienute sueliky, B KOTOPY0 HEOOXOOUMO BBeCTH QyHKITUIO.

B gdeiike win ctpoke GOpMYIT BBEJIUTE «=».

Haunute BBOIWTHL Ha3zBaHMe (QYHKIMM, 4YTOOBI BBI3BATh CIIMCOK C IIOACKAa3KaMH
(cMm. Pucynok 193).

Bribepute 13 nipejyioXkeHHOTO CIIMCKA He0b6X01MMY0 QYHKIMIO C ITIOMOIIBIO MBIIIN WIH
KJIaBUII KJIABUATYPBI:

— Brigenute TpebyeMyto GpyHKIUIO B CIIACKE I1[eTYKOM MBIIIIH.

— Broienute Tpebyemyto GyHKIMIO B CIIMCKe C IIOMOIIbIO KJIABUII KJIaBUATyphl | U 1

Y HakxmuTe Kiasuiy Enter.

A v fx =cymm
i B C D E

1 _:C}'MMI |

z

3 F CYMM

: £ CYMMECW

6 # CYMMECIMMH

7

s CYMMKB

9 F CYMMEKBPA3H

10

11 A CYMMMPOW3B

E # CYMMPA3HKB

14 A CYMMCYMMKB

15

16

Pucynoxk 193 — Cnincok yHkImi
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Al

1
Z
3
4

5. Ilpu HeoOXOAMMOCTM TPOYTHTE OmucaHhe GyHKIUWA. [ljiss 3TOro BO BCIUIBIBAIOIIEH
II0JICKa3Ke HAXKMUTe KHOIIKY + CIIpaBa OT Ha3BaHUs yHKIKU (cM. PucyHok 194).
BennpiBaromiyro  mopckasky € onucaHueM  QyHKIMM — MOXHO — IlepeMeliaTth,

yZiep>KUBasi JIeBYIO KHOIIKY MBIIITH.

v fx =cymm( 90
A B C D E F G
oyl |

CYMM(zHauenne1; [3HaueHme?; ..])

Pucynok 194 — Onncanue GyHkimu

6. BBeaute aprymeHTH! QYHKIUH.
7. Yrobbl 3aBepmIUTh BBOA, PYHKIIMH, HAKMUTE KHOIIKY @: CcTpoke pOpMyJI WIX KIIaBUIILY

Enter Ha KJIaBHUaType. YToOBI OTMEHHUTH BBO/, CIDYHKI_II/II/I, Ha’XMUTE KHOIIKY 9 B CTPOKe

dopmyiL

Yro6bl BBeCTH PYHKIUIO C TIOMOIIIBIO [TaHeIu QYHKIIMH, BHIIIOJHUTE CIlelytollire 1eHCTBUS:
1. Brimenure siueiiky, B KOTOPYI0 HEOOXOAUMO BBeCTH QYHKIMIO.
2. Pa3BepHuTe naHesib GYHKIIUNA OJTHUM U3 CJIEIYIONIUX CIIOCOOOB:

— Bribepute nyHKT KOMaHHOTO MeHIO BeraBka > @ynknms (cMm. Pucynok 195).

Beraeka @opmar  TaBavua  fad

WMzoBpameHne...

TekcToBOE None

¢ @urypa .

il Awarpamma 2
fH Ceocanans TaBanua...

Fu DyHKUMA...

Pucynok 195 — Komananoe menio BecraBka
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— B crpoke popmyn HaKMUTE KHOIIKY fx (cMm. Pucynok 196).

A1 v | fx

Pucynok 196 — Knormka fx

— Ha mnanenmn wWHCTpyMeHTOB, B pasfeiie BcraBka HaXMuTe KHOIKY -==. Ha

o B
0TOOPa3MBIIeNCs [TaHeI BCTaBKU HAXKMUTe KHOIIKY 7. PyHknusa (cM. Pucynok 197).

™ =

= o m
B E 6. oo~ 05 B9 ¢ .

RS

Wzobpaxenne.. -~
TekcToBoE None l
~ Q
M 0 5

(L Durypa > 2,
m Awnarpanma > @
-
I CeogHan Tabavua
jg(‘ DyHKLMA...
G”/) Cownka...

Pucynoxk 197 — Ilanenb BcTaBkU

—  Ha 60KOBO¥I aHeJ ! HAXMUTe KHOTKY f% (cM. Pucynok 198).

3. B mone moucka HayHUTEe BBOJUTH Ha3BaHWe QYHKIIMHA, YTOOBI BBI3BATH CIIMCOK C

IMOJICKAa3KadMMU.

4. BroibepuTe U3 npeyioKeHHOTO CIKCKa He0OX0IUMYT0 QYHKITHIO.
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5. Ilpu He06XOAMMOCTH 03HAKOMBTECh C KPaTKOM CITPAaBKOM MO GYHKIIMM B HIDKHEH 9acTH
naHesu QyHKINH.

6. YTo6B! BCTaBUTH QYHKIMIO B sUYElKY, HAXMUTe KHONKY BcraBuTh 1M Kiasuily Enter
Ha KJIaBHaType.

7. BBenure aprymeHTbl QYHKIIAU.

8. YToOBI 3aBepmIUTh BBOJ PYHKITUH, HAXKMHUTE KHOIIKY O B CTPOKe GOpPMYJT WK HaXKMHUTe
kiaBuily Enter Ha kiaBuatype. YTo6b OTMEHUTDH BBOJ PYHKIMU, HA)KMUTE KHOIIKY

B CTpPOKe GOpMYII.

abs X

=

ABS 0

MHWM.ABS

BcraeuTe

ABS(3HaueHwne)
ED3BPELIJ,EET abconoTHOE 3HaYeHWe YKcna,
3HaueHHe

Yucno, ANA KoToporo HeoGxoAWMO BEPHYTh
abconoTHOe 3HaYeHKe,

Pucynok 198 — [1anens pyHkini

YToOBI OTMEHUTH IIOMCK IIO BBeIEHHOMY Hd3BdAHHIO CIDYHKL[I/II/I, B IIOJIe IIOMCKAd HAXMHTe

KHOIIKY <.
YToOb!I 3aKpHITH aHeb PYHKIMM, HAXKMHTEe KHOIIKY —* B ee BepXHel 4aCTH WJIM IIOBTOPHO

HA)XMHTe Ha KHOIIKY /% Ha GOKOBOI TIaHeIH.
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4.5.5 3amena ¢popmyJIbI Ha ee pe3yabTaT

st ynobcTrBa paboThl MOXHO IIpe06pa3oBaTh CI0XKHYIO GOpPMYJly, BBeIeHHYIO STUelKy, UIH

ee 9daCThb Ha BbBIYHMCIIEHHOe 3Ha4YeHHe. HJ’[S[ 9TOIO.

1.

Brienurte yactb GpopMysibl UM GOpMyIly IeJIMKOM HeIllOCPe[CTBeHHO B siuelike WIN B
ctpoke ¢opmyn. Hag BbimeeHHONM dYacTbio  HOPMYJIBI/HOPMYJION  OTOOPA3UTCS
BCIUIBIBAOIIIAs TT0/ICKA3Ka C BHIYMCIIEHHBIM 3HAUeHHEeM.

Haxmure xmaBumy F9 pns 3amenel uyactu GopMmysibl/GopMysbl Ha BBIYMCIIEHHOE

3Ha4YeHHe.

4.5.6 KomupoBaHnmue u BcTaBka ¢popmy

[Tpu Heo6x0IMMOCTU K3 OTHOM STYeUKU/CTPOKM/CTOJI0IIa MOXKHO BbIpe3aTh WK CKOIIMPOBATh

¢dbopMyJiEl, @ B APYTYIO si9elKy/CTPOKY/CTOJI0el] BCTaBUTh UTOIOBOe 3HadyeHUe 3THX dopMys 6e3

camux GopMyI.

YTo6b!I BBIpE3aTh WX KOKMPOBATh (POPMYJIbI, BEIIIOJIHUTE ClIeAYIOlre 1elCTBUS:

1.

Brienute sueliky, quana3oH siueeKk, CTPOKM WIM CTOJIOLBI, U3 KOTOPbIX HEOOXOAUMO
BBbIPe3aTh WU CKOIIMPOBATh (POPMYJIBI.
BbinmosnHuTe KOMaHAy BbIpe3aHWsT WIM KONHWPOBAaHUSl CTaHIAPTHBIM  CIIOCOOOM

(cm. pasnen 4.4.1.6).

YTOOBI BCTAaBUTh pe3ysibTaT BeIYUCIeHUs] GOpPMYJl 6e3 UCXOJHOr0 GOpPMaTUPOBAHUS:

1.

YkaxuTe, Kyzia cilefiyeT BCTaBUTh JJaHHbIE:

— FEcmu B 6ydepe obMeHa cojepkaTcsi JaHHble U3 OJHOM STYEHKH/CTPOKU/CTOJOIA,
BbIJIeJINTe sTYelKy/CTPOKy/cTosbell, B KOTOPBIN CleflyeT BCTaBUTh 3TH JJaHHbBIE.

— Ecm B Oydepe obMeHa COJIepXXUTCSl AWAlla30H siUeeK/CTPOK/CTOJIOIO0B, BhIIENINTe
COOTBETCTBYIOIMH IO pa3Mepy /MaNa30H WM BhIJeNIUTe sSUelKy/CTpoKy/cTonber, B
KOTOpBI CjleflyeT BCTaBUTb COZEpXXUMOe IIepBOM SYeWKW/CTPOKM/CTONONA U3

JAaIra3oHa.

2. BruimonauTe KOMaHy BCTdABKH OJHUM U3 CJIEAYIOIIUX CIT0CO0O0B:

- BbI6epI/ITe ITYHKT KOMdHJHOI'O MeEHIO HpaBKa > BcCTaBHTh TOJHBKO 3HAYEHHS

(cMm. Pucynok 199).
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Mpaexa Bcraeka @opmar Tabavua  [faddwe  Md

T OTmeHWTB Ctrl+Z
~*  TMoetopuTs Ctrl+Y
&  Boipesats Ctrl+X
Konwpoeats Ctrl=+C
[y Berasuth Ctrl+V
BeTaguTe 3HAYEHWA W dopMaT Ctrl=Alt+V

BCTaEwTe TONBKD 3HAYEHMA

Pucynok 199 — Komananoe mento IlpaBka

— Ha nanenmu wuHCcTpyMeHTOB, B pa3fene IIpaBka HaXMHTe Ha CTpeJIKy CIIpaBa
OT KHOIIKU ﬁ (BcraBuTh) U B BBINQJAIONEM CIIHCKe BbIOepUTe KOMaHAOY

BcraBuTth TosIbKO 3HaYyenus (cMm. Pucynok 200).

@ailn [Mpaska Beraeka @opmar Tabavua  Jandweie Mooty
w ‘;l:; @ % é KO Thames
=v DO C

=

ﬁ Betaeute
d®ann Mpaeka
BeTaeuTe 3HaueHKA W fopmat
Hé v fx
BcTaEuTh TOMBKD 3HAYEHKMA
A
F |

Pucynoxk 200 — Knonka BcraButh

- OTKpOﬁTe KOHTeKCTHOe MeHIO HIeJTYKOM npaBoﬁ KHOIIKM MBIIIN II0 BbIJJeJIeHHBIM
q4yedKaM WIA 110 COZIepPXXKUMOMY  BblJl€JIEHHbIX CTpOK/CTOJ’I6HOB. BrimosiauTe

KOMaHy KOHTEKCTHOI'O MEHIO BcraBuTh TOJIBKO 3HAYECHHS.

YrtoObl BCTaBUTh Pe3yJIbTaT BHIYUCIEHUS GOPMYIT C COXpPaHEHHEeM UCXOTHOTO (pOpMaTUPOBAHUSI:
1. VYkaxwure, KyJia cjieJlyeT BCTaBUTh JIAHHBIE:
— Ecm B 6ydepe obMeHa coneprkaTcsi JaHHble U3 ONHOM SYEHKW/CTPOKW/CTOJIOINA,
BBIJIEJIUTE STYeHKy/CTPOKY/CTosbell, B KOTOPHIN Clie[lyeT BCTaBUTh 3TH JIaHHbIE.
— Ecmu B 6ydepe obMeHa coJiep>XUTCSl AMalia30H siueek/CTPOK/CTOJIOIOB, BhIJEINUTe
COOTBETCTBYIOIIUH 110 pa3Mepy JIMalia30H WM BbIJIeJIUTe STYerKy/CTPOKYy/cTosber, B
KOTOPBIA CJIelyeT BCTaBUThb COJEPXKMMOEe TIePBOM sUYeMKH/CTPOKH/CTOJIONA U3

JAralla30Ha.
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BrimoiHuTe KOMaHy BCTaBKH OJTHUM M3 CJIEIYIONIHUX CIIOCOOOB:

— Bribepute nyHkT koMaHgHoro meHio IIpaBka > BcraBuTh 3HauyeHus u ¢popmar
(cMm. Pucynok 199).

— Ha nanemn uHcTpymeHTOB, B paszeiie IIpaBka HaXKMWUTe Ha CTPENKy CIIpaBa OT
KHOIIKU ﬁ (BctaBuTh) U B BBINAJAIONIEM CIIMCKe BbibepuTe KOoMaHAy BcTaBHTH
3Ha4eHud u ¢popmar (cM. Pucynok 200).

— OTkpoiiTe KOHTEKCTHOe MEHIO IeJTYKOM IPAaBOM KHOIIKM MBIIIW I10 BbIIeJIEHHbIM
sgyedikaM WKW 110 3ar0JIOBKAM/COJIEPKMMOMY  BBIJIEJIEHHBIX  CTPOK/CTOJIOIIOB.
BeinosnHrTe KOMaH/ly KOHTEKCTHOTO MeHI0 BecTaBUTh 3HaYeHus U ¢gopMmar.

— Haxwmure coderanue knaBui Ctrl+Alt+V / ~Option+sCmd+V Ha kiaBuarype.

4.5.7 Imena B ¢popmysiax 1 QyHKIHMAX

HpI/I pBGOTe C OOJIBIITMMM MAaCCUBaMU JAHHBIX 94dCTO HCIIOJIb3yeMbIM s9erKaM, Jualia30HaM

sA49eeK, KOHCTaHTaM 1 (bOpMYJ'IaM MOXHO IIPpUCBAXBATL UMEHd. Hmena HCIIOJIb3YIOTCAI B (bOpMYJ'IaX u

CI)YHKHHHX M 00JIerYaroT UX HaIlMCaHue U BOCIIpHATHE.

Hampumep, ¢ynkuus =CYMM(IIpogaxku) BBOIUTCS M BOCIPUHHMMAETCS Jierde, 4em

¢yukius =CYMM(D2; D20).

Hmena JeJIATCs Ha JBa THIIA.

3amaHHbBIe — MeHa, KOTOpbIe M10JIb30BaTellb BPYYHYIO Ha3HAYWII siuelikaM, IMara3oHaM,
KOHCTaHTaM U (popMyJIaM.

Tabdnuunple - YMeHa TabiWI, K KOTOPHIM IIpUMeHeH Tab/W4YHBIA  CTUIIb
dopmaTtupoBanusi B nporpamMMme Excel (MX Takke Ha3bIBAIOT «YMHbIMU» mabauyamu).

Hmena «YMHBIX» Ta6J'II/IL[ CO3dI0TCH B IIpOrpamme Excel aBTOMaTHuecku.

Kpowme Toro, nmMeHa pasnuyaroTcs 1o 061acTu JeHCTBUS:

I's100anbHBIE — MOT'YT UCIIOJIb30BATHCA HAd JII0O0M JIHCTe BHeKTpOHHOfI Ta6J'[I/ILIbI;

JIoxaixbHBIE — MOTYT HUCIIOJIb30BATHCS TOJIBKO Ha JIMCTE, Hd KOTOPOM OB 3d1dHBI.

Jly1st paboThl C UMEHaMU HCITOJIb3YIOTCSL:

IToie quama3oHa — pacroJoXXeHO cjieBa OT CTpoku ¢opmyin (cm. Pucynok 201). Ilpu
He0OXO/IMMOCTH TI0JIe JMalla30Ha MOXKHO pacIIMpUTh. st 3TOro HaBenuTe Kypcop
MBIIIIM Ha IpaByI0 TPaHUILYy IOJIS TaK, YTOObl OH IPUHSUI BUJ| JIBYHAIpPaBJlIeHHOU

CTpPeJIKH, U, 3d’KaB JIEBYIO KHOIIKY MBIIIIH, [TepeMeCTrhuTe I'paHrIly I10JId BIIPABO.
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A1 v | fx

T R B

Pucynoxk 201 — Ilosne quana3zoHa

— JlucreTyep MMeH — OTKpBIBAeTCS IMPU HAXKAaTHUM HAa KHOIIKY <’ na 6okoBoit manenm

(cm. Pucynok 202).

SCvE mB®m B T

T 2] /‘)
oll ~ G
H ~ B i eB~ g
Auekm NaHHbie Bcraska ~
= [wvcnetyep uMmeH
y | e i p Q
3 fx
a4aTbk MMA
i <
HanT
Bce umeHa v 1= ~

=CYMM(MowndaHHbIg)

Mcnonb3yiTe MMEHA BMECTO CCHIAOK, YTODE
oBnerunTe NoOHNMMaH e Gopnyn

Pucynok 202 — Tucnietyep numeH
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4.5.7.1 3agaTs uMma

Hms MoxeT comepaTh:
— OYKBBI;
— 1udpBI — He I0MYCKaeTCsl UCIIOIb30BaHKe B HaYasle UMeHH;
—  CHUMBOIJIBL:
_ (moguepkvBaHue);
\ (oOpaTHbIH crieln);

. (TO‘{Ka) — He JJOITYCKadeTCs UCIIOJIb30BaHKE B HaddJ/ie UMEHHU.

HWMs MOXXHO 3af1aTh C TIOMOIIBIO TOJIS Juarna3oHa (ObICTPBIA CIOCO0) WM C IMTOMOIIBIO

,[[chequpa HMEH.

4.5.7.1.1 3agaTnL UM4 C IOMOIIILIO ITOJIS JUANa30Ha

C nomolpio 1osis A¥ana3oHa MOXHO IIPUCBOUTh UM siuelike WJIM JUala3oHy siueek. Mwms,
3afjaHHOe C TIOMOIIBIO TI0JIS JUAaIa30Ha, SIBJISIeTCs TJI00aIbHBIM.

YTo6bI 3a71aTh UMSI C IOMOIIIBIO T10JIS IMAia30Ha, BBIIOJIHUTE CIleAyIole IeHCTBUS:

1. BoimenuTe srueliKy/Mana3oH siueek, KOTopoMy TpebyeTcst IpucBoUTh umMsl (cM. PucyHok 203).

2. B nojse muama3zona BBequTe UM4L.

Crkmaka v e 0,1
A B C B] E F
1 |HammenoBarne ITeHa 3a ef. |Rummemu | CTDI{MD(.TI:-| CHHIKA | CToHMOCTE CO CHHIKOH
2 |Toeap A 20 ) 25 0,1
3 |Toeap B 36 25 61 0,2
4 |Toeap C 48 20 68 0,1
5 |Toeap D a0 18 B8 D,l_
&

Pucynok 203 — Co3zianue WMeHH ¢ TIOMOIIIBIO T10JTS {Mana3oHa

3. Yrobwl coxpaHuTh UMsl, HaxkmuTe KiaBuiry Enter. Ecim TpeGyercs ymanuTh naHHBIe,

BBeJIeHHbIe B IIporecce CO3dHUA UMEeHU, HAXKMUTE KIIdBUIITY Esc.
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4.5.7.1.2 3apaTh uMsa ¢ moMoIinkbio Jlucneryepa MeH

C mnomoirpio Jlucmerdepa MMeH MOXHO IPUCBOUTh UM siueliKe, JMAMa30HY SYeek,
KOHCTaHTe Wiu hopmyiie.
YTo6bl 3a7aTh UMSI C TOMOIIIbIO JlMcIieTyepa UMeH, BHITIOJIHUTE CJie/lyIoliue IeHCTBUS:
1. Ecnu Tpebyetcs 3afaTh UM ISl STYeMKU WIM AMAlla30Ha siueekK, BbIIeNIuTe UX Ha JIUCTe.
Ecnu Tpebyetcs 3a1aTh UMsI JI71s1 KOHCTAHTBI WK POPMYJIbI, IPOIYCTHTE 3TOT IIar.
2. OrtkpoiiTe Iucneryep MMeH OIHUM U3 CJIeIYIOIIUX CIIOCOOOB:

— Bribepute myHKT koMaHHOTO MeHiO Jlanubie > 3agaTh ums (cM. Pucynok 204).

Jannme  MHctpyments Bug  OGwm

3a0aTh MMA..

OBHoBMTE CBOAHYH TaBawnuy

Pucynok 204 — [TyHKT KOMaHHOTO MeHIO 3aiaTh UMSI

— IlenukoM mpaBOM KHOIKMA MBIIIM [0 BbIIeJIeHHOW sYeliKe/[IMana3oHy sdeeK

OTKpOﬁTe KOHTEKCTHOe MEHIO U BBIIIOJIHUTE KOMdHIOY BallaTb M.

— Ha 60okoBO¥ IaHenu HaXKMUTe KHOIIKY us Jucnerdyepe MMeH Ha)XMUTe KHOIIKY

3apars ums (cM. Pucynok 205).

~ = [wncnetyep UMmeH Q

=

3a0atk WMA

HaiiTi

Bce MmeHa » = v

=CYMM(MowflanHbie)

Pucynok 205 — Knonka 3agaTs umMs
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3. B ucmerdyepe uMeH yKakXuTe JTaHHbBIe I co3maHus umeHu (cMm. PucyHok 206):
— B nosne Uma ykaxxuTe UMsl sSTYeMKH/IAANIa30Ha/KOHCTAHThI/GOPMYJIbl UM OCTaBbTe
uMs 10 ymondaHuto. [lo ymomuanuio npucBauBaercs ums [Mmsa_n], rome n —

HOpHI[KOBbIﬁ HOMep MMeHOBAHHOI'O 3JIeEMeHTa.

N ~ 7 [Jwncnetuep UMeH Q
3a0aTe MMA fx
HaiTi
Mnaa_1 W% |
="Ninct2'15B52:56%13 w0
Bece nucrhl -

loToBO OTmeHa

Pucynok 206 — Co3nanve umeHnu ¢ nomoiibio Jlucneryepa uMeH

— Eciu ums cospaercs i suerKy/quana3oHa s4eek, B nojie Ccplika aBTOMaTU4ecKu
dopmMupyeTcsl CChbUIKa Ha S4elKy/Iuana3oH, BbIeJIeHHbIM Ha IepBoM miare. [Ipu
HE0OXOJJMMOCTH CCBUIKY MOXXHO pefaKTUPOBaTh BPYUHYIO WJIM BbIOpATh MBIIIBIO Ha
JUCTe  JIPpyryl0  siYelKy/[uara3oH, 4TOOBI  CChUIKA  OTpeflakTHpOBaach
aBTOMaTh4yeckd. Ecimu ums cospmaercs il KOHCTaHTBI WA (QOPMYJbl, B IIOJIe

Ccouika BBeiUuTe TpeOyemMyro KOHCTaHTYy/GOpMyJTy BPy4YHYIO.

CchlIky Ha SYEHKU U AUAlla30Hbl gd49eeK 110 YMOJIYdHUIO OTO6pa)KaI-OTCH KaK

abcomoTHble. [IpeobpazoBaTh MX B OTHOCUTENIbHBIE MOXXHO BPYUYHYIO.
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— B BrImagaromieM crivcke ykaxkure, TJie OyIeT UCIOIb30BaThCsl UMS: Ha BCEeX JIMCTAaX
3JIeKTPOHHOM TabJIUIIbI WIIM Ha OIpe/ieJIeHHOM JIUCTe.

4. Haxwmure xHornky I'oToBo mnu kiasuiry Enter.

CoznmanHoe uMs oTobpasutcs B ciircke J{ucmerdepa umeH (cM. Pucynok 207).

~ 7 [wucnetyep MMmeH Q

3aaTe MMA

Bece Mmena d = v

<& Mma_1
="TncT3'15ES4:SES 11

1]

[+

Pucynok 207 — Co3ganHoe vms B Jlucnerdyepe umeH

4.5.7.2 HaiiTu umsa

HWMsg MoXXHO HaWTH C IIOMOMIIBIO ITOJIA AWAIla30HA WJIM C IIOMOIIBIO I[ncne'rqepa HMEH.

PEFI/ICTp CHMBOJIOB IIpH ITIOMCKe NMeHHU He YIUThbIBAeTCA.

4.5.7.2.1 HaiiTu c moMOILIBLIO II0JIS JHUANa30Ha

JlJis1 GBICTPOrO IIOKCKA UMEHH BBIIIOJIHUTE CIIeAyIoIIHe AefCTBUS:

1. IllenkHuTE 1O IOJIIO AMAIIa30Ha.

2. Haunute BBOAMTH TpeOyemMoe uMs. B Bbimajaroiniem crvcke oToOpassTcs HMeHa,
COOTBETCTBYIOIHME YCJIOBUSM IoucKa (cM. Pucynok 208).

3. Bribepure Tpebyemoe UMs C TIOMOIIIbIO MBIIIY WX KJIaBUII KJIaBUATYPBHI:

— IllenxkHUTeE IO UMEHH JIBOM KHOITKOM MBIIIIH.
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— BrbigenuTe uMsi ¢ TOMOIIBIO KJIABUIN KJIABUATYPHI | U T ¥ HAXKMUTe KilaBuily Enter.

(ol -] A

¢ Cronmocts ="TMuct2"15152:...

¢ Croumocr..._ckmakoi  ="Tnct2'1$K52:...

fl'rI'IpEIEI..I'IE'HME' 3aJ0aHHBIMK MMEHaMIA

Pucynok 208 — BeIcTpbIi OKWCK 110 UMEeHU

YToObl MPOCMOTPETh BeCh CIIMCOK WMeH U BbIOpaTh M3 Hero tpebyemoe UMsl, BBIIIOJTHUTE
CJIelyIolve IeNCTBUS:
1. Pa3BepHuTe Bech CIMCOK uMeH. [[jis 3TOro B Moje Avana3oHa HaXXMUTE KHOIIKY
(cm. Pucynok 209).
2. Bribepure TpeGyemMoe UMsI B CIIMCKe C MTOMOIIIbIO MBIIITH WIK KJIaBUII KJIABUATYPHI:
— IllenkHUTe IO UMEHH JIeBOM KHOIIKOM MBIIIIH.

— DBrimenuTe uMs ¢ IOMOIIBIO KJIAaBUII KJIaBUATYPhI | U T ¥ HaXkMUTe KiaBuily Enter.

A ¥ &
| s

) Konmuecteo ="Muct21THE2...

<) Croumocts ='Muct2'13132:...
¢ Croumocr..._ckmakoi  ="Tnct2'1$K52:...

Lena_za_en ='Muct2'1$G32....

'.'l'rI'IpEIEI..I'IE'HME' JagaHHBIMK MMEeHaMK

Pucynok 209 — Cnucok umen

Ecmm BbI6paHHOE UM TIPpUHAJIEXKUT ﬁqeﬁKE/HHaHBBOHy sg49eeK, TO 3Ta quﬁKa/,HHaHaBOH

BbIZIEJISIETCS B 3JIEKTPOHHOM Tabuuiie.
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Ecny BhiOpaHHOE ¥MMS MPUHAIJIEXXUT KOHCTAHTe WIX GopmyJtie, OTKpbiBaeTcs: J{ucmerdep
HMeH, B KOTOPOM aBTOMAaTU4eCKU BbIJIeJISIeTCsl CTPOKA JAHHOTO UMEeHH.
Ecm wMmsa  gueliky/[yuana3oHa siYeeK/KOHCTAHThI/POpPMYJIbl  BBIOMpaeTcsi B  peXxuMe

PelakTUpPOBaHUS STUeWKU, TO OHO BBOJWTCS B Y€Ky B KauecTBe 3Ha4eHUs] PpOpMYJIbl/PYHKIUU

(cm. pasmen HUXKe).

4.5.7.2.2 Haiitu ¢ nomombio Jlucneryepa uMeH

OTkpoiiTe Iucnerdyep MMeH OJTHUM U3 CIeIYIOIMIUX CIIOCOOOB:

— Ha 6okoBo#1 naHenu HAKMUTE KHOIIKY e, (cMm. Pucynok 210).

" N A = [wucnetyep nMmeH Q

3agate KMMA

Bce nmeHa » =

¢} Konwuectso

£H%5

="Mner2"15H%2:

o

¢ CrommocTs
="Mmer2'15152:5155

& Cromm OCTh_CO_CKWMAKOR

="Mmer2 15K 2:5KE5

& Llena za en

="Nlnecr2'1$G52:3G55

Pucynok 210 — Tucnietyep numeH

— B mone Aallda30HA HAXMHUTE KHOIIKY * W BBIIIOJIHUTE KOMdHOY anaBJle}me

3aJaHHBIMH HMeHaMH (cM. PucyHok 211).
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[ F9 v| fx
D
¢’ Konanuecteo ='Muct2'13H 2.,
¢’ Croumocts ='Mact2'1$152:.,
¢ Crowmocr..._ckuakoi ='Tncr2'1§K52:..
¢ Uena_2a_en ='Muct2'1$G32:..
YnpaeneHWe 2agaHHBIMW MMEeHaMK
%

10

Pucynok 211 — Komanzna YnpasiieHue 3aiaHHBIMI HMEHaMH

B JIucnerdepe uMeH OTOOpa)kaeTCsl MOJIHBIM CIMCOK MMeH, KOTOpble COJIepXXUT TeKyllas
anekTpoHHas Tabmumna (cM. Pucynok 210). [11s 6picTpOro movcka o CIMCKY KCIIOJIb3YHTEe CTPOKY
IIOWCKA U UHCTPYMeHThl GUIIbTPalluK/COPTUPOBKH.

J1Jis TIOMCKa MUMeHH C ITIOMOIIIbIO CTPOKY ITOMCKA BBIIIOJIHUTE CIle[lytolliye 1eHCTBUS:

1. YcraHoBuTe Kypcop B CTPOKY IIOMCKa.

2. Haunute BBOAUTH TpebOyemMoe UMs WM CCBhUIKY/KOHCTaHTY/popMyiy, KOTOpPOH

IIPUCBOEHO 3TO uMs (cM. PucyHok 212).

~ 7 [ducnetyep umeH Q

3anatk MMA

| CTOM| X l

Bce mmeHa b 1= ~

& Crommocts

="Nlnct213152:5155

& CTOMMOCTE_CO_CKWAKOR

="JIncr2 13K52:5K55

Pucynoxk 212 — Ctpoka nowucka
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[Io mMepe BBOja HaHHBIX JJIsi MOMCKA CIIMCOK WMEH OyJleT COKpaIaTbCs 0 3HAYeHHH,

COOTBETCTBYIOIIHX YCJIOBHUAM IIOKMCKA.

st GuIbTpaMK CIKMCKA BHITIOJIHUTE CIIeAYIOIIHe JIeHCTBUS:
1. [lenxauTte mo oo Bee umena (cM. Pucynok 213).
2. B BblnagaroiieM CIycke yKaXkuTe, KaKylo IPYIIy UMeH Cjie[lyeT 0TOOpaXKaTh B CIIUCKE:
— 3ajaHHBIe UMEHA — UMEHa, 33JlaHHbIe TI0JIb30BaTejieM BPYUYHYIO;
— HMmena Tabmui — iMeHa «yMHBIX» Ta0OJIHIT;
— JlokanbHBIE: 3TOT JIMCT — HMMEHa, KOTOpble MOTYT MCIIOJIb30BaThCS Ha JIUCTe,
OTKPBITOM B JJaHHBIH MOMEHT;
— TI'7oGanbHBIE: BCe JIUCTBI — MMEHA, KOTOpble MOTYT HCIIOIb30BaThCS Ha JI0O6OM

JINCTEe BHeKTpOHHOfI Ta6J'[I/II_[bI.

- [dwncnetyep umeH Q

3apats MMA

Bce MmeHa g = v

oy

+"  Bce WMeHs

3afaHHbIE MMEHE

Krena Tabnmy,

JoKankHBlE: 3TOT AKCT

[nobBanbHbIe: BCe AWCTHI

Pucynok 213 — Ilonie Bce umena
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YroObl BEIOpATh CIIOCOO COPTHPOBKU CIMCKA, BHIIIOJIHUTE CleyIolue JeHCTBUS:
1. Haxwmwure Ha kHOTIKY [= (cM. Pucynok 214).
2. Bribepure criocob COPTHPOBKHU:
— Ilo mmennm (A-fI) — copTHpoBKa IO 3HAYeHWIO, YyKazaHHOMY B Tmone HMms
(o Bo3pacTaHHUIO);
— Ilo mmenm (SI-A) — coOpTHpOBKA II0 3HAYEHWIO, YKazaHHOMY B Tmone HMms
(o yb6bIBaHUIO);
— Ilo ampecy (A-{I) — copThpoBKa MO 3HAYeHHWIO, yKazaHHOMYy B noye CchLIKa
(o Bo3pacTaHHUIO);
— Ilo appecy (£I-A) — copTHpOBKa IO 3HAYeHUWIO, yka3aHHOMY B moyne CchbLIka

(o ybbIBaHUIO).

- [wucnetyep umeH Q

3a0aTh MMA

Bce mmena ~ ‘T_: ~

" [o umeHn [(A-A)

O KonnuecTs: Mo MMedK (H-,&J
="NMner2"15F
Mo agpecy (A-A)

¢ Crommocts Mo aapecy (A-A)

='Mner2'151¢

Pucynok 214 — Beibop criocob6a COpTUPOBKH CITUCKA

YT1o6bl OCMOTpeTh, KAaKOM siueiike/IMana3oHy COOTBETCTBYeT KM, BbIIEJIUTe 3TO UM B
crucke. fdelika/uana3oH BbIAEIUTCS B 3JIEKTPOHHOM TabiuIle.

Ecm wMmsa  gueliky/Iyamna3oHa  siUeek/KOHCTAHThI/POpPMYJIbI  BBIOMpPAeTcsi B pexume
PelakTUpOBaHUS STYeMKU, TO OHO BBOJHWTCS B Y€Ky B KadeCTBe 3Ha4eHUs] PpOpPMYJIbl/PYHKIUU

(cM. pazzen HUXeE).
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4.5.7.3 BBectn ums B popMyiry Wi QyHKIHIO

Beog ¢opmyn u QyHKIMKA, KOTOpble coOfep)XaT WMeHa sdeek/AUalia3oHoOB siyeek/

KOHCTaHT/ (l)OpMYJI, OCYyIIEeCTBJIAETCSI CTAHAdPTHBIMU crocobamu.

Hwms B popmyny nimm GyHKIMIO MOXKHO BBECTH CJIEYIOIITUMHU CITIOCOOAMMU:
— BpYYHYIO,
— € TIOMOIIIBIO TIO0JIS IMana3oHa,

— CIIOMOIIBbIO I[nCHEqupa HMEH.

YToObI BBECTH UMSI BpYUHYIO, BBITIOJHUTE CJelyIOoIIHe JeHCTBUS:

1. Haunwure BBOguTh UMs (cM. PucyHok 215). B Beimazatoniem civcke 0TobpassiTcsi UMeHa,
COOTBETCTBYIOIIME YCJIOBUSM ITOMCKA.

2. BrpibepuTe UMs C IOMOIIIBIO MBIIIN WU KJIABUII KJIABUATYPHbI:
— lenkHuTe 10 UMEHU JIEBOM KHOIKON MBIIIIH.

— DBrimenure uMs ¢ IOMOIIBIO KJIABUII KJIaBAATYPHL | U T ¥ HakmuTe Kilasuily Enter.

F2 v fx =D2%(1-C
A B C D E F G H
1 |HammenoBanne Ilena 3a gg,.|Konmec'rBo Cmmoc'rbl(huwm|01'mmom €O CHHIK0IT
2 |Tosap A 20 5 25| 0,1=D2*(1-C|
3 |Toeap B 36 25 61 0,2 B “
4 |Toeap C 48 20 68 0,1 < Cknaka
5 |Tosap D 50 18 68 0,1
6 I CToumocTb
7 F CEFOAHA
&
9 H CEKYHAHI

Pucynok 215 — BBog umeHu BpyuHY1O

YToOBI BBECTH UM C IIOMOIIBIO ITOJIA AWAIlla30HA, BBIIIOJIHUTE ero IIOMCK TdK, KdK OITMCAHO B

paspene 4.5.7.2.1 (cm. npumep Ha Pucynke 216).
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ckmakd v fx zD2%(1-
D E F
& Crmgka = NucT3$EL2: .
[k BO Cmmmn|&uwm|ﬂrmum C0 CHHTKOH
5 25 0,1=D2%(1-
¥npasneHWe 3agaHHbIMK MMEHAMW 25 61 0,2
r 20 63 0,1
5 50 18 68| 0.l

B
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YT06b1 BBECTH UMS C TTIOMOIIBIO JluceTyepa uMeH:

1. BrimonHUTe MOWCK UMEHU TaK, Kak OMUCAHO B pa3zene 4.5.7.2.2.

2. BrpibepuTe UMs C IIOMOIIIBIO MBIIIN WM KJIABUII KJIaBUATyph! (cM. PucyHnok 217):

— BribepuTe uMs ABOMHBIM IETYKOM MBIIIIH.

— BrbienuTe uMsl ¢ TOMOIIBIO KJIAaBUIII KJIABUATYpPHI | U T ¥ HAXKMUTe KilaBuilly Enter.

F2 v fx =D2A(1:

A B C

D

E

E

Toeap A 20 5|
Toeap B 36 25
Toeap C 48 20
Toeap D 50 18

(- IR Y R ST U

m(S e

w

25
61
68
68

Hanmenopanne Ilena 3a en. ‘Kunmemo CTO]IMO(.TI:|CKIIIII€3|CTOIM{)CH: 0 cKImKol|
1

©0

G

(@)

~ 7 [Oucnetyep umeH

S

cKMgKa *

Bce MeHa v 15 >

g Crkngka
="Tner3'1$ES2:$ESS

Pucynok 217 — Bog umenu ¢ nomoripsio Jlucnerdepa uMeH

BribpanHoe ums

IIOJCTaBHUTCA

dbopmyny/dbyuknuto. Ecom  ums  npuHagiexur

siuelike/TMana3oHy sideek, TO IJaHHasl sJeiika/nana3oH MOICBeTUTCS B 3JIEKTPOHHOM Tabuuiie.

[Ipy HEOOXOMMOCTH MOXHO BBeCTHM B (HopMyily/PpYyHKIHIO JIOKaJIbHOE UMSI C JIPYyTrOro

JINCTA. HJ’IH 3TOro BbI6epI/ITe ero B I10JIe J1alla30Ha HUIN B HI/ICHET‘-IEPE HMEH WU BPYYHYIO

BBenuTe ccbulky Bujia 'Sheet Name'!MyName. Hanpumep: "JIncr2''Umsa_8.

4.5.7.4 IIpocMoTpeTh CBOIICTBA UMEHH

YToObI IMPOCMOTPETDb CBOMCTBa UMEHH, BHITIOJIHUATE dlegyromiye JEeNCTBUS:

1. OtkporiTe [Iucnerdyep UMeH OHUM U3 CJIeAYIOIMIUX CIIOCOOOB:

— Ha 6oxoBo# naHe HAXKMUTe KHOTIKY 0 (cm. Pucynok 219).

— B mome AUdAIId30Ha HAXMHUTE KHOIIKY * W BbIIIOJIHUTE KOMdHAY anaBJle}me

3aJaHHBIMH HMeHaMH (cM. PucyHok 218).
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B 3 &
¢ Konamuectso ='"NMncT3"1$C32... P
) Crwmaka ="MncT3'18E32:...
<) Crommocts ='"NMncT3'180%2:..,
¢ Croumocr..._ckmakoi ='Nnc314F52:...
¢’ Uena_3a_ea ="Muct3' 13632,

YnpaeneHWe 3a4aHHBIMKA MMEHaMK [:E
12

Pucynok 218 — Komanna YnpaBienue 3aJaHHBIMH HMeHAaMH

2. B Jlucmeryepe mMeH HaBeJUTe KypCOp MBIIIM Ha TpebyemMoe UMs U HaKMUTE KHOIKY

v (Pa3BepHyTsb) (CM. PrucyHnok 219).

20

~ 7 [dwucnetyep nMmeH Q
Ml M
fx
3agatk MMA
Halti
Bce nmena v =

7 Crnaka
="Mncr3'1SES2:$E%5

Pucynok 219 — Knonka Pa3BepHyTh
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Eciu ums npuHaiiiexxuT siuelike/avana3oHy sideek, TO IaHHas s9eliKa/quarna3oH BhIIeIUTCs
B QJIEKTPOHHOM TabJuIie.

B Mucneryepe nMeH oToOpa3aTcs CBOMCTBA BbIOpaHHOro MMeHH (cM. Pucynok 220). Tekcr
B nojsix Mmsa u Ccplika py He06X0JUMOCTH MOXKHO CKOITMPOBATh.

YTOoOBI CKPBITH CBOMCTBA KMEHU, HAXKMHUTe KHOTIKY CBepHYTb.

- [wucnetyep vMmeH Q
3ajaThk MMA fx
Bece vmena v = v

| Konuuecreo

="lncr3'13C352:3CH5

m] CeepHyTE

Pucynoxk 220 — CporicTBa MeHU

4.5.7.5 Yoamurs umsa

Y,I[EU'IHTB MOXXHO WMEHd, CO3JddHHble BpPYYHYIO. Y,Z[aJ'IEHI/Ie HUMEeH «YMHBIX» TaGJ’II/IL[

HEeJIOCTYTIHO.
YToOB!I yIanUTh MM, BBIIIOJIHUATE CIIeyIoIIre AeCTBUS:
1. OtkpoiiTe [lucneTdyep HMeH OHUM U3 CJIEAYIOIINX CIIOCOOO0B:
— Ha 60k0BO1 1TaHeIn HAKMUTE KHOIIKY &, (cMm. Pucynok 219).
— B mnone puamazoHa HaXXMUTe KHOIIKY * U BBIIIOJIHWTE KOMaHAy YIIpaBJieHUe
3aJaHHBIMH HMeHaMH (cM. PucyHok 218).
2. B JIncmerdyepe MMeH HaBeIUTe KYPCOP MBIIIM Ha Tpebyemoe MMs U HaXXMUTe KHOIIKY

v (Pa3BepHyTb) (M. Pucynok 219).

3. HaxmuTe KHOIIKY o (Ymamuts) (cm. Pucynok 220).
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4.5.8 CTpyKTypUpOBaHHBIE CCHLIKH

Pabora co CTPyKTypHpOBAaHHBLIMHM CCBUIKAMH MOJJEPXKHUBAeTCS TOJMBKO B TabiuIax, K
KOTOpPBIM TMPUMeHeH TaOIWYHbIA CTWIb GOpMaTHUPOBaHUs B mporpamme Excel (Tak Ha3bIBaeMbIX
«YMHBIX» TabO/IUIIAX).

«YMHble» Tabmunbl uMeroT ums (o ymomyanuio — Tabauual, TabauuaZ v T.4.) #
COCTOSIT MIX CJIEYIOMIMUX 0OJIacTeu:

— CTpOKa 3aroJioBKa,

— obJacTb JaHHBIX,

— CTpOKa UTOTOB.

4.5.8.1 Ucnosnb3oBaHue CTPYKTYPHUPOBAHHBIX CCHLIOK

@®opMysibIl  CO CTPYKTYPUPOBAaHHBIMH CCHUIKAMH OINEPUPYIOT He aJipecaMyd si9eek |
[UAna3oHOB gYeeK, a HWMeHaMM Tabjauibl U CTOJOIIOB TaOUILI, a TakKe Ha3BaHUIMU
obacrei TabOIUIILL.

B Tabnune Hibke prBeieHbl IPUMephbl 0OBIYHBIX U CTPYKTYPHUPOBAHHBIX CCBHIJIOK.

Tabmuna 7 — IlpuMeps! cCHLIOK

Onucanune OOBIYHAA CCHUIKA CTpyKTypHpOBaHHas CChLIKA
Cchlika Ha TUATIa30H TIeeK =CYMM(B2:B8) =CYMM(Tab6mumnal[IIpomaxmu])
cronbua Ipomanu tabmurer Tabsmmal
Ccplnka Ha 0071aCTb JaHHBIX =CYMM(A2:C8) =CYMM(Tabnuna?Z[#][lanHbie])
Tabmuns! Tabauma2

B9 v fx =CYMM(Tabauual[Mponamu]) C9 v fx =CYMM(TabauuaZ[#0aHHbie])
A B A B C
F | F |
Bl Toeap B npopanu [ - | 1Bl Toeap Bl|mocksa Bllnogmockosee
2 |AnenbCHHbI 42768 2 |AnenbCHHbI 42768 11752
3 | baknamaHbl 1400 3 | baknamaHbl 1400 102608
4 |baHaHbl 20755 4 |baHaHbl 20755 69569
5 |bapaHkmn 17850 5 |bapaHkn 17850 21482
& |Bepmuwens 26180 & |Bepmuwens 26180 930
7 |Tpyww 56606 7 |Tpywm 56606 13356
& |Kabauku 4884 & |Kabauku 4884 4290
9 1?0443_ 9 394490_

—
[=]
—
=

Pucynok 221 — CTpykTypupOBaHHbIe CCBIJIKA
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CTpyKTypUpOBaHHbIe CCBIJIKM MOTYT MCIOJIb30BaTbCSl Kak B Tabiuile, Tak U 3a ee
peJielaMHu.

Ecniu dopmyna co CTPyKTypHpOBAaHHOM CCBHUTKOM pacrojioXkeHa HeoCpe/ICTBeHHO B
Tabiuile, TO yKa3blBaThb Ha3BaHWe TAOJIMIbI B JAHHOW CCbUIKe He HYXXHO. Eciau ums Tabiuibl 1o
KaKoW-TMb0 TMpHYMHEe YKa3blBaeTCs B CChbUIKe, TO OHO aBTOMAaTHMYeCKH YAajsieTcsl MpU BBOJE
dopmynel.  Hampumep, d¢opmyna =CYMM(Tao6munal[IIpogaxku]) Oymer aBTOMaTHYeCKH
ucnpasieHa Ha =CYMM([IIpomaxu]).

Ecnu dopmysna co cTpyKTYypUpOBaHHOM CCHUIKOM PAcCIoioXKeHa 3a mpefesiaMy TaOJIUIIbI, TO
yKa3aHWe NMeHU TabJIUIIb SIBJISIeTCs 00s13aTeIbHBIM YCIIOBUEM.

YToObl y3HATh UMsI TaOJIUITEI, BBIJIENIUTE B Hel JII00YI0 s4yeiiky. Mms Tabnuiibl 0ToOpa3uTcs
Ha TIaHeJT UHCTPYMEeHTOB, B pasfene Taomuna (cMm. Pucynok 222).

Yrto0bbI CKOITMPOBATb UM Ta6JII/IHbI, BbIIe/InTe ero nejifdKOM MBbIIIHN.

TaGawual

- B8 & -

TaGnuua Bcraeka

Pucynoxk 222 — HazBaHue TabauIibl

4.5.8.2 CuHTaKCHC CTPYKTYPHPOBAaHHBIX CChLIIOK

CTpyKTypUpOBaHHbIE CCHIJIKU MOTYT 00palIaThCsl K CJIeTyIONUM JJaHHBIM TaOJUIIbI:

Tao0smua 8 — Ykazarenun

Yxkazarensn Onucanue
#Bce Bcs Tabmuria, BITIOYasi CTPOKY 3aTOJIOBKA U CTPOKY UTOTOB (TIPY X HAJTUYIHHN)
#3aromoBKu Tonbko CTpoKa 3aroyioBKa
#]1aHHbIE Tonbko CTPOKY TAaHHBIX
#HWUToro Tonbko cTpoka UTOTOB
@HWms cronbia Syeiika Ha TIepeceyeHNH TeKyIlel CTPOKY M YKa3aHHOTI'O CTOJIOIa
WU (HesiBHOe IlepeceveHue)
@
NJIN
#37a cTpoka Vkazarenb #9Ta CTPOKa aBTOMAaTUYECKU MEHsIeTCsl Ha yKa3aTesb (@
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B Tabmnure Hibke puBeieHbl IPUMepbl CTPYKTYPUPOBAHHBIX CChUIOK.

Ta6smma 9 — Ilpumeps! CTPYKTYPHPOBAHHBIX CCHLIOK

Bcsa Tabimna

Toanko maHHbIe

Tonbko 3aro10BKH

Toabpko uToru

Tabmuna Tabnmunal[#Bce] | Tabnumal Tabmunal[#3aronosku]| | Tabmunal [#HToro]
Tabnumal
Tabmumal [#]anHbIe]
Cronbernt N | Tabmumal[[#Bce], | Tabmumal|[N] Tabmumal [[#3aromoBku], | Tabmumal[[#UToro],
[N]] [N1] [NI]
Tabnunal[[#/1anHble],
[N]]
Cron6rel ¢ | Tabnunal[[#Bce], | Tabmumal[[N]:[M]] Tabmunal [[#3aromoBku], | Tabmumal[[#UToro],
N oM [N]:[M]] [N]:[M]] [N]:[M]]
Tabnumnal[[#1annble],
[N]:[M]]

4.5.8.3 BBon1 CTPYKTYpPHPOBAaHHOM CCHUIKH B popMyTy

Beox ¢opmyi,

CTaHAdPTHBIMHA CIT0CODOAMHU.

KOTOpble CO/iepXKaT CTPYKTYPUPOBaHHBbIe —CCBUIKH,

OCYyIIeCTBJIAeTCA

YToObI YKa3dTb B Cl)OpMYJ'Ie Ha3BdHHE ((YMHOI;I>) Ta6J'II/II_[bI, BBITIOJIHWUTE Cllegyronjre

IIeUCTBUAL.

1.

=1 oo e e P —

=oymm(t| |

BH TaBnmual

BH TaBnmua?

BCeX «YMHBIX» Ta6J'II/II_I, KOTOpPBIE COAep’KAaTCAa B JOKYMEHTe.

Pucynok 223 — Circok «yMHBIX» Ta0JIHIl
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2. Broibepute Ha3BaHMe TPeOYeMOM TaOJIUIIBI C TIOMOIIBIO MBITITH WJIA KJIABHUII KJIaBUATYPHI:
— lenkHuTe MO HA3BAaHUIO TAOJIUITHI JIEBOM KHOIIKOM MBIIITH.
— BroigenuTe Ha3zBaHMe TAOIUIIBI C TIOMOIIBIO KJIABUII KJIABUATYPHI | U T U HAXXMUTE
kiaBuiry Enter.

HazBanue Tabiuiib MoACTaBUTCS B GOPMYITY.

Y1o6nl BBecTM B GOpMYyJy UMs CTOJIOIA WIM yKa3aTellb Ha 00JIaCTh JAHHBIX TaOJIUIIbI
(manmpumep, #UTOro Wiy (@), BLIIIOJIHUTE CIeAYIOIre JeACTBUS:

1. Beemute cumBon [ (yieBasi kBajipaTHasi CKOOKa). B BeImajaromem crivicke 0TobpassTcst
Ha3BaHUs CTOJIOIIOB M yKa3aTeid Ha 06J1aCTH JAHHBIX TaOJIUIIbI.

2. Brpibepute TpeOyeMblii 3JIeMEHT CIIMCKA C IIOMOIIIbIO MBIIIN WK KJIaBUII KJIaBUATYPHI:
— IllesnkHUTE TIO CTPOKE 37IeMeHTa JIeBOM KHOIIKOW MBIIIIH.
— BrimenuTe CTpoKy 3jieMeHTa C IOMOIIBIO KJIABUII KJIABUATYpPbl | U 1 U HAOKMUTE

xiasuiy Enter.

BriOpaHHbIN 371eMeHT MOJICTaBUTCS B POPMYITY.

=CYMM (TaGnayall |
@ - J1a cTpoKa

Toeap

(== TR I = R ¥ B SR E R S R ]

Mpoaaxui

L=

#
10 Bce

11 #[aHHbie
12

13 #3aronosku
14

13

16

17

#Torm

Pucynok 224 — Cniricok Ha3BaHHM CTOJIOIOB U yKa3aTeslei Ha 00J1aCTH JaHHBIX
Ecm ykazarenbs Ha oOmacTh JaHHBIX TaOiuibl (Hanpumep, [#3arosoBku]) BBefieH B

Cl)OpMYJIy KOPPEKTHO, TO OH BbIAEJIFeTCd IBEeTOM, d B Ta6J'II/II_Ie IIoACBe4YMrBdeTCsa AOrdIlla30H, K

KOTOpPOMY OH obpalijaeTcs (HanprMmep, CTPOKa 3arojIoBKa).
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4.5.8.4 YupaBiieHue «yMHBIMI» TaOIHIIAMH

«YMHbIe» Tabnuipl oTobpaxaroTcss B npwioxkeHnn «MonOduc Tabnvia» B ToM Buze, B
KOTOPOM OHM ObUIM coxpaHeHbl B mpwioxeHuu Excel. Hampumep, eciu B Excel crpoka urtoros
Obla OTKJIOYeHa, TO B «MouOduc Tabmuia» Tabmura oTtobpaskaeTcss 0e3 CTPOKA WTOTOB.
Bxnrouenue ¥ OTKIIIOYeHHWe OO/IacTed TaONWIBI, a Takke (QHIbTPAIMM B CTPOKE 3arojioBKa B
npunoxennn «MoOdwuc Tabmuiia» He ToaIepPKUBAETCS.

[Ipy HeoO6XomuMMOCTH CTPOKYy HWTOTOB MOXHO CO3[1aTh BpyuHylo. [ aTtoro BBemuTe
dopmyity B 1100Y10 STUEMKY CTPOKH, CIeAyIolel 3a mocieHel CTPOKOU TaO/IUIIbL.

[Ipu paboTe c «yMHOM» TaOIMIIEH MOXKHO BBHITIOJIHATD CJIEAYIOIIHe Ollepalyu:

— PemaktupoBaTh HaszBaHHMS CTOJOIOB. IIpy 3TOM Ha3BaHHSI CTOJIOIOB aBTOMAaTHYECKU

OOHOBJISIIOTCS] B CTPYKTYPHUPOBAHHBIX CChIIKAX TAOJIUIIBL.

— BcraBnsaTh CTpoKM M CTOJIONBI MEXIy CYIIeCTBYIOIIMMHM CTPOKaMH U CTOJIOIaMU
(HO He B KOHIIe TaOJIHIIbI).

— Konuposare «ymHbIe» TabauIlEl B MpefieliaX OAHOTO JIOKyMeHTa WIA U3 JOKYMeHTa B
JOKyMEHT TIpM yCJIOBUM, 4YTO 00a JOKyMeHTa OTKPBITBI B  IPWIOXKEHUH
«MonOduc Tabmuna». CxonupoBaHHOM Tabiulle aBTOMAaTUYeCKH IIPHCBavWBaeTCsl
YHUKaJIbHOe KMs. Bo Bcex CTPYKTYPUPOBAaHHBIX CCBUIKAX MMS TabOJIUIbI-OpUTHHAJIA

dBTOMdTH4YeCKH 3aMeHseTCd Had UM Ta6JII/IL[bI-KOHI/II/I.

4.5.8.5 Beruncisgemsbie CTOJIOLEI

Ecmm B Tabiniy Heob6xoaumo 106aBUTH cTobell, BCe siYeMKU KOTOPOTO CojiepXaT OJIHY U
Ty e GopMyIy, co3fiaiiTe BLIUMCIsieMbId cTosberl. [lyisi co31aHus BEIYUCISIEMOrO CTOJIOA MOXHO
VICII0JIb30BaTh JIF060H cTober] TabauIlbl, KOTOPBINA He COAEepXUT JJaHHBIX.

YtoObl chenath CTOJIOEI] BBIYKCISIEMBIM, BBEIUTE B JIIOOYIO siYeWKYy JaHHOTO CToJIOIa
TpebyeMyto popMyIly U HOXXKMHUTe Kiapuily Enter.

Bce staeliku cTosbIia aBTOMaTUIeCKH 3aTIOTHATCS] BBeZIeHHON GOpMYJIOi.

J171s1 BBIUMCIIIEMBIX CTOJIOIOB JIEUCTBYIOT CJIeyIOIIHe TIPaBUiIa:

— FEcmu dopmyna penmaktupyercs B JIHO00M  siuedike BBIYMCISIEMOTO CTOJIOI@, TO
aHAJIOTUYHOe  pefaKTUpOBaHWe GOPMYyJIbl  aBTOMAaTHUYeCKU  OCYIIeCTBISIeTCS B
OCTaJIbHBIX STYeMKAX IAHHOTO CTOJIOIA.

— FEcnu yacth maHHBIX B CTOOIE yHasseTcs Wi BMecTo GOPMYJIbI BBOJSATCS OOBIYHBIE
JIaHHble, TO CTOj0ell TIepecTaeT ObITb BBHIYMCISIEMBbIM (M3MeHeHUsT B (dopMmyJsiax

IIepecTaloT PaclpOCTPaHAThCS Ha BeCh CTOJIOeI).
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— FEcM KOHCHUCTEHTHOCTb CTOJIOIla BOCCTAHABIMBAETCS BPYYHYIO (TO eCTb BO BCex
s;ueiikaX CHOBA COJIEPXKUTCS OJIHA U Ta e ¢dopmyia), TO CTojbel] CHOBA CTAaHOBUTCS

BBIYMCJISIEMBbIM.

4.5.8.6 ABTOpacmMpeHue «yMHOH» TaOJIHIbI

ABTOpacHmpeHre «yMHOI» TabJIUIIbI BBITIOJIHSETCS TIPU BBOJIE IAHHBIX B CMEXHbIe STYeiKHY,
pacrosioXkeHHble B CTOJIOIE CIpaBa OT «yMHOW» Tabmuipl. Eciu B Tabivile OTCYyTCTBYyeT CTPOKa
WTOTOB, TO aBTOpACIIMPEHHe TakKXKe BBIMOJHSAETCS MPU BBOJAE HaHHBIX B CMEXXHBbIE SYEHKH,
pacrionioXxeHHble B CTPOKe, CJIeAyIolel 3a TocyeIHel CTPOKOM TabIUIIbI.

JlaHHBIEe MOTYT BBOJUTHCS CJIEIYIONMMHU CIIOCODAMU:

— DBpyunyro.

Eciu B cmexHblli crosiber] BBOAUTCS (opMysa, TO AAHHBIM CTOJIOel] CTaHOBUTCS
BBIYHMCIISIEMBIM (CM. pa3zen 4.5.8.5).

— MH3 Oydepa obmena. ABTOpacIHIMpeHUe BBIMIOJIHIETCS, eClId JaHHble BCTaBJISIOTCS
CJ1eBa/CHU3Y OT TaOJIUIIbI WM BCTABJISIFOTCS OJJTHOBPEMEHHO U B TaOJIUITY, U B CMEXXHbIe
STYEUKHU.

— Ilyrem aBTO3amosnHeHus stueek (cM. pasnen 4.4.1.4), korja B kauecTBe s'9eiku-o0Opasiia

BbI6I/IpaeTCH OJJHA MJIM HEeCKOJIbKO d4eeK <<YMHOfI>) Ta6J'II/II_[bI.

ABTOpaCI_HI/IpeHI/Ie BBITIOJIHAETCA, eClIn.
— B objacTu dBTOpPACHIMPEHUS He COAepP>KaTCA JaHHbIE,

— BCTaBJIsieMble JJaHHbIe He HaKJIaJbIBAIOTCS HA APYTYI0 «YMHYIOY» TaOJIUILY.

B Tekymeii BepcuM He MONIEPXXMBAeTCS aABTOPACIIMPeHHe «yMHBIX» TaOIWIl TPy
aBTO3aroJIHeHUH siueek (CM. paszen 4.4.1.4), ecnu:
— B KayecTBe sYeMKU-0Opa3ila BbIOpaHa s4yelka TaOJMMIIBI CO CTPYKTYPHUPOBAHHOM
CCBLUIKOW;

— B KadecCTBe HHEﬁKH-O6p83Ha BbI6paHa si9eriKa B CTPOKe 3dI'0JIOBKd Ta6J'II/II_IbI.
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4.6 OnepaTops! AelicTBHIT

4.6.1 Apudmernueckue onepaTopsl

Apudmerndeckue omeparopsl (cm. Tabmura 10) ompenenstoT omepanyu HaJl YHUCIOBBIMU

¢popmMaramu naHHBIX, a TakKe Hajl popmaTamu Jlata u Bpems.

Ecim 3Hauenwme He MoXeT OBITh IpruBeJieH0 K 4YHudly,

BbIBonUTCA omnboka #3HAY!.

B pe3yJjibTaTe oOllepaliun

Taonuna 10 - Apudmernueckne onepaTopsl

3Hak omeparopa 3Hauenue IIpumep
+ Cnoxenne =6+7
- Boravtanue =B12-B3
Otpuranue -45
* YMHOKeHue =86%34
/ Henenne =36/3
A Bo3Benenue B cTerneHb =D8"2
% Brruncrienve 1oy B mpolieHTax 76%

YTo6b!I U3BJIEYb KOPEHb YUCIIA, UCIIOJIb3YyHTe GOpPMYIly Clelylollero BUa:

=M*(I/N),

rae M — gucrio, u3 KOTOPOTI'O U3BJIEKAETCA KOPEHb, N — nokasaTejib CTelleH! KOpHA.

Hanpumep, ¢popmysa =36 (1/2) usBiekaeT KBaJipaTHbIA KOPeHb YnCIa 36.
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4.6.2 OnepaTopbl CpaBHEHHSI

Omnepatopsl cpaBHeHust (cMm. Tabmuia 11) npuMeHSIIOTCS 1Uisi CpaBHEHMSs IBYX 3HAYeHHUHU.

CpaBHI/IBaTb MOXKHO JII0ObIe THIIBI JAaHHBIX: YUCJIa, AdThbl, CTPOKKX CHUMBOJIOB.

PesynbTat oneparuu cpaBHeHuUs — OHO M3 JIOTUYECKHUX 3HAUeHUM:

— HCTHHA - 3amvcaHHOe BbIpa’keHHe BEPHO;

— JIOJKD — 3anrcaHHOe BbIpaXKeHHe HeBepHO.

Ta6usmma 11 — Oneparops! cpaBHeHHUS

3Hak omeparopa 3HaueHue IIpumep
= PaBHo =6=6
> Bonbie =9>17
< Mesnsbliie =A2<C3
>= Bousblile uimm paBHO =0>=6
<= MeHnbllie WM paBHO =P12<=7
<> He paBHoO =3<>4

4.6.3 TexcToBbIi OnIEpaTOp

TekcroBbiii oneparop (cM. Tabmwmma 12) ucnone3dyercs st 00beMHEHUsS! JAaHHBIX W3

TEeKCTOBBIX d4eeK B OHY CTPOKY.

Tabnuna 12 — TexcroBrhIii onepaTop

3Hak omeparopa

Onucanmne

ITpumep

&

CoenuHsieT CTPOKH U3 IBYX U O0Jiee sueek B
HelpepbIBHYIO MT0CJIeJI0BATeIbHOCTh CUMBOJIOB

Suetikn: A2 (Moit) u A3 (Odwuc)
®opmyna: =A2&A3

Pesynbrar: MoiOduc

Yro6bl 00BEIVHUTL IaHHBIE M3 TpeX U Oojee sueeK, MCIOJb3YyHTe TeKCTOBBIM OllepaTop

Inepea KaXJibiIM HOBBIM aipeCOM STYEHKH.
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4.6.4 OnepaTopsbl CCHLIIOK

Omnepatopsl cceuiok (cM. Tabmuna 13) Ucnonmb3yroTCs ISl OMMCaHUs CChIJIOK HAa JTAANa30Hbl

sgdeek. CcbUtaTbCI MOXKHO KaK Ha SYEHKU TeKymiero JimCTa, TdK 1 Ha STYeMKH APYTUx JIMCTOB.

Tao6smmuna 13 - OnepaTopsbI CCBLIOK

3Hak omeparopa Onucanue ITpumep

Omneparop auana3oHa

Co3naeT cChUIKY Ha JMATa30H SYeeK. =CYMM(B2:C4)
CTaBHTCS MEX/Ty TIEPBO# U TIOCTIeIHEH

(cM. Pucynok 225)
STYeMKOU Juara3oHa

=CYMM(A1:B1:C4:D4) -
MozxeT IpUMeHSIThCS [Ulsl 00beIUHEeHUS] CyMMa BCex sdeex
IIMaIla30HOB si9eeK. B aToM cirydae PaCIIOJIOKEHHBIX MEKITY
BO3BpalllaeT JUaNa30H MeXAy JIeBOi Al u D4, BKITIOYas 3TH SIEHKHA
BepxXHel U IIpaBOi HIDKHeN S4YeliKaMH,

BKJIFOYAsl 3TU SYeHKU (cm. Prcyrok 225)

[Tpoben Omnepatop nepeceyeHus

Co35aeT cChIKY Ha TYEeHKH, KOTOPhIe =CYMM(A2:C4 B2:D4)
PacCIIoNIOXKeHbl Ha TiepecedeHn
yKa3aHHbIX TMATIa30HOB

(cm. PucyHok 226)

'‘uMsIMcTa'! Cospaet cChUIKY SYerKy Wi AUara3oH =CYMM(B2+"JIuct2'!B2)
si9eeK Ha JIPyTrOM JIUCTe TeKYIIero
JIOKyMeHTa

=CYMM(B2:C4+'JIuct2''B2:C4)

(cm. Pucynok 227)

'umsimicta n:umsuticta m'! | Cosmaet CChIKy Ha OfiHY U Ty ke sdeiiky | =CYMM('SIusaps_2019:

Ha HECKOJIbKUX JIICTAX TEKYIIero Hexadps_2019"'Al) — cymma
nmokymenTa (3D-cchika) ssueek Al Bcex JIUCTOB U3
YKa3aHHOTO JIMalia30Ha

[Tpu BBOzie popMyIT BhIJIEIMTE HEOOXOJUMBIHN IMana30H siueek (cM. pasnen 4.2.1), uTo6bl He

BBOJIUTH €r0 BPYYHYIO.

cé v fx =CYMM(B2:C4) D6 v fx =CYMM(AI:BI: )
A B C A B C D

1 1 1 1 15
2 1 2 2

3 1 2 3

4 1 2 4 15 2 2
5 3

6 9 6 36
7 T

Pucynok 225 — Oneparopsl quana3oHa
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D6 v  fx =CYMM(AZ:C4 )
A B C D
]
5
b 9.
[
Pucynok 226 — OnepaTop nepeceveHus
Cé v fx =CYMM(B2:C4+ )
A B C D
1
2 1 7
3 1 2
4 1 7
5
: 18]
7

Pucynok 227 — Oniepatop CCbUIKY Ha STY€HKU JIPYTOTro JINCTA
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4.7 CBogubIe Ta0IHUIBI

4.7.1 Co3maTh CBOTHYIO TA0JIHILY

CBosiHast TabnuIla — 3TO WHCTPYMEHT, KOTOPBIA I103BOJISIeT TPEeACTAaB/IATh JAaHHBIE U3
OOBIYHOM TIJTOCKOM TabJIUIBI B YIOOHOM JI71s1 aHAIM3a BUJIE.
[Ipu ucnosib3oBaHMU CBOAHOW TAOIMUITBI MOXKHO:
— OBICTPO pa3MeliaTh JIaHHbIe M3 CTOJIOIIOB MCXOJIHOM TabJUIbI B CTOJOIAX M CTPOKaX
CBOJIHOH TabJIUIILI U MEHATh UX MEeCTaMH;
— IPOU3BOJIUTDH PACUeTHI;

— (QuIbTpOBaTh JAaHHBLIE.

st co3maHus CBOOHOW TaOMUIIBI HEOOXOOMUMO TpefiBapUTEeIbHO CO3[aTh HCXOOAHYIO
TabJIUIly — IVIOCKYIO TabIUITy C TpeOyeMbIMU TaHHBIMU.
[Ipu noiroToBKe MCXOIHOM TaOIUITBI pEKOMEH IyeTCsl YUUTHIBATh CllelyIolire TpeOOBaHUS:
—  CrosbI1bl B UCXOOHOM TAOIMIlEe TOKHBI UMETh 3ar0JIOBKHU.
— B npenenax ogHoro crosbiia Tabnuiibl peKOMeHIyeTcsl UCIIOJIb30BaTh JIaHHbIe B OTHOM
dopmate (cM. pasnen 4.4.2.2). Hanpumep, Tonbko B ¢popmare «OOmuii» MM TOIBKO B

¢opmare «latay.

CBoaHyt0 Tab/IMITy MOXHO CO3/1aTh HA HOBOM WJIM TeKYIlleM JIMCTe JOKYMeHTa.
YToObI cO3/1aTh CBOJIHYIO TabJIUITY, BBITIOJIHUTE CIeyIolue NerCTBUS:
1. Boigenurte oquH U3 CeAyOMIUX 3JIeMEHTOB JIJIsl TOCTPOEHUsI CBOJHOM TabIUIThI:
— Jluama3oH JaHHBIX B MCXOAHOM TabjuIle, HA OCHOBe KOTOPBIX CJelyeT CO371aTh
CBOIHYIO Tabmuily. Jlhama3oH [aHHBIX HEoOXOAMMO BBIIENIATH BMeCcTe C

3dI'OJIOBKaMH CTOJ'IGI_IOB.

Jluana3oH JaHHBIX He MOXeT COCTOSITb M3 OOHOU CTpoku. Ilepast crpoka

AXdlla30Ha He JOJDKHA COAep’KdTh ITyCThIe STYEUKHU.

— Sldeiiky Ha TeKyIIeM JIMCTe, B KOTOPYIO CJieJlyeT BCTaBUTb CBOJIHYIO TabJuIly. JTa
siuerika OyJleT SIBJISIThCSI BepXHEH JIeBOM siuelKoW Tabnuibl. BeibpaHHas sdelika He

OOJIXXHA COdep>KaTb JaHHbIX.
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HacrosiTenbHO pexkoMeHIyeTcsl OCTaBUTh He MeHee JIByX IYyCTBIX CTPOK Haj
A CBOJTHOM TabyvIled. OTU CTPOKHM HeOOXOIWMBI i pa3MeleHus (pUIbTPOB
(cM. paspen 4.7.2.2).

2. OTKpOKTe OKHO CO3[JaHUsI CBOJJHOU TabJIMIIbI OAHUM K3 CIIeAYIOLIMX CII0COOOB:
— Brpibepure nyHKT KoMmaHgHOoro MeHio BcecraBka > CBopmHas —Tabsiuna

(cMm. Pucynok 228).

Beraeka @opmar  TaBavua  fad

[~ WzobBpameHue...

TekcToBOE None

¢ @urypa .

il Awarpamma 2

fH Ceocanans TaBanua...
Fu OyHKuMA..,

Cecbinka... Ctrl=K

f_{")

™ 3ametka
[J Muer

= [Jara

(0 Bpewms

Pucynok 228 — Ilynkt komanaHoro Mexio CBogHasi Tabamma

— Ha nanenmu wuHCTpymMeHTOB, B pasfieie BcraBka (cMm. Pucynok 229) Haxkmute

-
KHOIIKY (CBognas Tabsmma).

A v T T
o ~ |3 B & -

of ~
[aHHbe BcTaska

Pucynok 229 — Knornika CBogHas Tadamuna
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— Ha nanemu HWHCTPYMEHTOB, B pa3geiie BcraBka HaxmuTe KHOIIKY ===

(cm.  Pucynok 230). Ha oroOpasuBiieics TMaHeJld BCTaBKU — HaXXMHUTe

L]
KHOIIKY CBopuas Ta0/mIa.

= = B

B # B ef~ Iﬂ"@(j—)...‘

N H R

Mzobpaxerwe.., ~
TekcToeoe noae l Q
N 0 A

() Durypa > ﬁ(

DUU Ownarpamma > @

T

I CeoaHan Tabavua

j& DyHELMKA...

(_;j'/-) Copinga..,

@ JameTka

D Nuecr

R

fara

@ Bpemn

Pucynok 230 — Ilanenb BcTaBkU

3. B okue Co3marp cBogHyw Tabuumy (cMm. PucyHok 231) BbIOIHUTE cCliefyiolive
IerCTBUS:

— Ecim Ha nepBoM 1miare BeIOMpasach siueiiKa JIjisi BCTAaBKM CBOJHOW TabOJIMIBI, TO B

nosie VICTOYHHUK [AHHBIX YKaXXWTe [IMAlla30H JAHHBIX HCXOJHOM TabOJuIlbl, Ha

OCHOBE€ KOTOPBIX djieyeT CO31dTb CBOJAHYIO Ta6J'II/II_Iy.
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— FEcnu Ha nepBoM 11are BbIOMpaCs IHAIA30H JAHHBIX, TO YKAXUTE MECTO BCTABKHU

TAOIUITBL:

e HoBbIil JHCT — BCTaBUTb TaOIUIy HAa HOBBIM JUCT. HOBBINM JTHCT co3maercs
aBToMatuyeckd. [lo ymMomuanuio ucty npucBauBaetcs uMs CBomHas Tabauia
<Ne>, rne Noe — HoMep CBOAHOW TabOJUIbI B TeKyllleM JIOKyMeHTe.
[Tpu Heo6x0IMMOCTH Ha3BaHUe JIMCTA MOXKHO pelaKTHPOBATh.

e CymecTByromuii JIMCT — BCTaBUTh TAOJIMIly HA JIUCT, KOTOPBIM OTOOpaXkaeTcsl Ha
JKpaHe B HACTOSIIMKA MOMeHT. B moje YKakuTe HAYaJbHYI0 SYeHKY
He0OXOJIMMO BBECTH afipec siuelKd, B KOTOPOM TpebyeTcsl paclioyIioKUTh BEPXHIOIO
JIEBYIO SlYeMKYy CBOJHOM Tabmuibl. Haj HavambHOM suerKkoM JOMMKHO ObITh He
MeHee JIBYX IyCThIX CTPOK JIjIsI pa3MeltieHus puiibTpoB (M. pasnen 4.7.2.2).

4. Haxwmure kaonky OK.

Cozgate cECAHYH TaBnuLy >

cToUHKME ZaHHBIX

'MexogHas Tabnvua'lal.Dy *

MecTo pacnonosenna Tabanuk
© Hoswii aver

CyLLecTEY L WA AnCT

Pucynok 231 — Okno Co3maTh CBOJHYIO TabIHIy
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4.7.2 HacTpouTh CBOJIHYIO TaOTHITY

Hacrporika cBoiHOM TabiauIlbl OCYIECTBIISeTCSl C IIOMOIIBIO TTaHeJIN YIIpaB/IeHHs CBOJHOU
tabnuuelt (cM. Pucynok 232). [lanensb ynipaBiieHrsl COEP>KUT ClleyOIIre BKIAIKU:
— KoHCTpyKTOp — C IOMOIIBIO JIaHHOW BKJIQJIKM OIIpefiesisieTCsl CTPYKTypa (BHEIIHWMN
BH/I) CBOJTHOM TaOJIMITBI.
— IlapameTpbl — COfep)XWT IlapaMeTpbl CBOJHOW Tabmunbl. B Tekymield Bepcuu
IIPWIOXKEHNs B IAHHOM BKJIaZIKe JOCTYITHO TOJIBKO pelakTUpOBaHMe UCTOYHUKA JaHHBIX

CBOOHOHU TaOJIUIILL.

e s . [mmul ™ s
OBuwmii e = ez B -~ L @ LiJ
sollel iy
o, oo Do BH E 'ﬂ'g w o ee
Yucno Auekn CeogHan Ta.. Becraeka -~
=
A
H ) Q
KoHctpykTtop [NapameTpel
fx
A
HocTynHme noas: DUALTRE: =
]
Toeap
Mpynna
MocTaewmk
Jata nocTaekn
Croabup:
Crpoku: IHauEHWA:
W
>
W
C¥YMM 0 CP3HAY 0 MWH 0 MAKC 0 CHET3 0 Iﬂ = L + 100% b

Pucynok 232 — [lanenb ynpaBiieHus: CBOJJHOM Tabiuiien
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4.7.2.1 OTKpBITH NaHeJIb YIIPaBJIeHHs CBOAHOMN Tadumei

[laneny ympaBieHusi CBOJHOM TabJuIlel aBTOMATUYeCKU OTKPBIBAETCSl IPU BblJeJIeHUU
J000M STYeMKHA CBOAHOW TaOJIMIIBI M aBTOMATUYeCKH 3aKPbIBAeTCsl MIPU BblJIeJIEHUHU JTI000U suelKu
3a IpeieJlaMU CBOIHOMW TabJIUITBL.

[Tanesnb ynpaBiieHUsI MOXKHO TaKXKe OTKPBITh U 3aKPbITh BPYYHYIO.

Eciyv manenb 3akpbiBaeTcsi BPY4YHYIO, TO aBTOMaTH4ecKoe OToOpajkeHHe/CBOpauMBaHHe
MaHeJIy IIpeKpalaeTcs 10 CJieJlyIoero BXo/ia B MPUWIOXKeHHe.

YTOoOBI 3aKpBITh TaHeJIb BDYYHYI0, BHIIIOJIHUTE OJTHO U3 CIeAYIOMINX AeHCTBUM:

— B BepxHeli yacTy naHesiyd HaXkKMUTe KHOTIKY —# (cM. PucyHok 232).

— Ha 6okoBo#1 aHenu HaKMUTE KHOIIKY (cM. Pucynok 232).

YTOOB! OTKPBITH [1aHEeJIb BPYYHYIO, BBIIIOJIHUTE ClIefyIollre AeiCTBUSL:
1. Brimenure Bech AMANa30H WM OAHY/HECKOJIBKO siueeK M3 Auaria3oHa CBOIHOM TaOIMIIbI.
2. OTkpoiTe MaHeb OJHUM U3 CJIEAYIONIHUX CIIOCODOOB:

— Broibepute nyHkT koManaHoro meHio Jlanuble > HacTpouTh CBOAHYIO TaOIHILy

(cMm. Pucynok 233).

Aanneie  Muctpymedte Bug  OBwm

3apath MMA..

OBHoBWTE CBOAHYH Tabawuy
HacTpowTe ceogHy Tabauuy

YaanuTe ceogHyD TaGauuy

Pucynok 233 — Komananoe mesto [lanHble

— Ha maHenmu wuHCTpyMeHTOB, B pasfnerne CBogHasa Tabauma HaXMUTE

KHOITKY o HacrpouTts (cM. PucyHok 234).

G OBHOBWTE @ ~
plo ~ {5 B4 &7 -
E‘} HacTpouTe

CeogHan Tabanua BcraBka .

Pucynok 234 — Knonka Hacrpouts
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— Ha 60okoBO# TaHeu HaKMUTe KHOIIKY (cM. Pucynok 232).

— IlemukoM MpaBOM KHOINKHU MBIIIA OTKPOHTE KOHTEKCTHOe MEHIO UM BBIOJIHHATE

koMaHy HacTpouth cBogHYI0 Tad/IuILy.

4.7.2.2 HacTpouTH CBOIHYIO TAOJIHILY

[Io ymom4yaHuio cBojiHas TabJWIlAa He COIEPIKUT

onpenenena (cMm. PucyHok 235).

CeopgHan Taﬁ_ﬂu

ua

HeT noner

06w M uTor

W =~ o e W | =

[ S SC T . ) S R [ [P R I [ (RN N G
P = 2 e s W= O

WMcxoaHan Tabavua CeogHan Tabauua 1 BGa

Pucynok 235 — CBogHas Tabnuia

YT0o0OBI

KoucTpykTOp, pacnosyio)xeHHOU Ha IIaHeJy yTpaBjieHUsl CBOAHOW Tabiuiei (cM. PucyHok 235).

OIIpeJlelIuTh

CTPYKTYpPY

CBOIIHOU
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JAaHHBIX, TdAK KdK ee CTPYKTypa He
P -2
KoHctpyktop [Mapametpsl
”
JoctynHme noas: DuabTpb
Toeap
Mpynna
NocTaswmek
Jata noctaekn
F 5
Pervon npogamm Cronbu:
Mpoganu
CoriT
Mpubene
Crpoku: 3naqeHus:
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Bxkmanka KoHCTpYyKTOp COnepXuT ciefyromiye 001acTu:

— I[ocrym{me IMOJISI — B 3TOM 00JacTH COIEPXXUTCA CIIMCOK BCeX BbI6paHHbIX CTOJI6IIOB

VCXOOHOW Tabnuiibl (nanee — noseti). YToObl olipeiesuTh CTPYKTYPY CBOJHOM TaOJIMIIb,

nobaBpTe mosiss w3 obmactu JlocrymHeie mosst B obnacti Ctpoku, CTosomel,

3naueHusa 1 PunbTpPHI (CM. TpUMEP Ha pUCyHKe 236).

~ -2

A B o D F G
1 KoHcrpyktop [Napametpei
2 A
3 Tpynna MarapoHbl T JoctynHeie nons: DunsTpb:
4 e —
5 Cymma no nomo Np k C uoB v lLJ Tpynna
6  Ha3ssaHuA cTpoK - B JNanwa PomKn CnaretTu O6wwiA uTor | Ipynna |
7 Banawmxa 39483 1155 40638 —_—
g [murpos 20990 2990 104735 Mocrasumk
9 Mockea 49712 107806 flera nocrasku
10 NMogmocKoBbE 32535 32535 -
11 Camkt-Metepbypr 4884 40920 45804 | PeruoH npogaxu | 7 OHE"
12 Cmonescx 21667 |3 0 3| Tosap
13 OBuywii wor 153008 54506 45065 353185 |[TPoAaku J
14 ChuT
15
16 MpuBbias
17
18 Crpokm: ENERLEH
19
0 PervoH npogaskn Cynma no nonwo M.
21
2 y Cymma -
< Bes gonoaHur
WexogHan Tabanua + ™
Pucynok 236 — IIpumep cBOAHOM TabIUIIBI
— CTpOKI/I - ,I[O6aBbTe B 9Ty obJacTtb IMoJisg, OdHHble K3 KOTOPbIX 6y,HYT ABIISATHCA
3aroJiIoBKaMu CTPOK CBOJIHOM Tabmuiibl (cM. PucyHnok 237).
2
3 lpynna MakapoHb T
4
5 Cymma no nomo Mpopamu HazeaHwA ctonbuoe -
& HassaHwWA CTpOK =  Bepmuens Nanwa PoxKn Cnarerti O6wwi uTor
7 Banawwuxa 39483 1155 40638
g OmuTpoB 80990 2990 20755 104735
9 Mockea 453712 58054 107806
10 NogmockoBbe 32535 32535
11 Cankt-MeTepbypr 4884 40920 45804
12 CmoneHcH 21667 21667
13 OOWMiA uTor 153008 54596 45065 100516 353185
14
PucyHnoxk 237 — HazBanusi cTpok
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— Crondusl — 106aBbTE B 3Ty 00JIACTHb TOJISA, JIAaHHbIE W3 KOTOPBIX OYOYT SIBISTHCS

3aroJIoBKaMu CTOJIOIIOB CBOAHOM TabimIlbl (cM. PrucyHok 238).

2
i Ipynna MakapoHb T
4
5 Cymma no nono Mpopgamu HazeaHwA ctonbuoe -
& HassaHMA CTPOK = Bepmuwent Nanwa PoxkM Cnarerth  OGwmii utor
7 Banawwmxa 39483 1155 40638.
g OmuTpoB 80990 2990 20755 104735
9 Mockea 43712 380594 107806
10  NogmocHoBbE 32535 32535
11 Cawukt-NeTepbypr 4884 40920 45804
12 CmoneHcK 21667 21667
13 OGWwiA uTor 153008 54596 45065 100516 353185
14
Pucynok 238 — Ha3Banus cTosn61oB
— 3naveHus — 1006aBbTe B 3Ty 00JIaCTb MOJIsI, 3HAUE€HUsI KOTOPBIX OYyAYT MCIOJIb30BaThCS
11 pacueTtoB (cM. Pucynok 239).
2
3 Tpynna MaKapoHb! T
4
5 Cymma no nomo Mpopaxw Haseanwua ctonbuoe -
& Ha3saHuA cTpoK ~ Bepmuens Nanwa Poxtku Cnaretth  OBwmia utor
7 banawmwxa 39483 1155 40638
& [Omutpos 20990 2930 20755 104735
9 Mockea 49712 58094 107806
10 NogmocHoBbe 32535 32535
11 CaukT-NeTep6ypr 4884 40920 45804
12 CmONeHCK 21667 2166?_
13 OGWwmiA uTOor 153008 54596 45065 100516 353185
14
PucyHnok 239 — 3nauenus
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— PuapTpel — NpU HEOOXOIUMOCTH [100aBbTE B 3Ty O0/IACTh IOJIsI, KOTOpbie OymyT
WCIIOJIb30BAThCS It GUIbTPALMK JTAaHHBIX B CBOAHOM Tabmuue (cM. Pucynok 240).

(I)I/IJ'[I:TpI)I IIOMOTar0T 3aJdTb YPOBEHb EeTa/IM3dllMid OdHHbIX WU MEHSIOT BHEIIIHUM BU[L

TaOIUIILL.
2
3 Tpynna (Bce 3HaueHMA) M
s s
5 Cymma no nomo Npogawn Hassanua cronbuos ~ | Hawnti
& HaspaHWA CTPOH * AnenbCHHEI b
7_|Banamuxa QuwncTTe BCe 183
g8 OmwuTpoe 36606 350
9 Mocksa

s

10 MogmocHoBbE & Beineuka 535
11  Canut-Metepbypr 32264 MakapoHLl
12 Gwoneycu 2618C Caoup |
13 OBwmia uTor 115050 108
1 DpyKTEI
15
16
17
18
19
20

[
Pa | =

Pucynok 240 — ®unbtp
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4.7.2.2.1 1o06aBHUTE OIS

[Tons u3 obnactu JdocTymHble mojst MOXXHO J106aBUTh B obsacti CTpoku u 3HaueHHs
BPYYHYIO WJIM aBTOMaTthuecku. Eciu mosst o6aBiisitoTCs aBTOMaTU4eCKH, TO OHUA PACIpeesisiioTCs
Mexny obmactsMu CTpoku v 3HaYeHHsI 110 TUITY JaHHBIX:

— Ecnu nose comepXUT TEKCTOBBIE 3HAYEHHsI, TO OHO TiepeMelnaeTcs B oomactb CTpPokH.

— Ecmu none COZIEPXXHUT YKMCJIOBbIE 3HAYeHMs, TO OHO I1epeMelllaeTCsd B obnactb 3HaYeHus.

YToOBI aBTOMATHYECKHW paclpefiesuTb Tojisg Mexay obmactsmud CTpoxku v 3HayeHHs,
MOCJIeIOBAaTeIbHO BLITIOJIHUTE JJIsl KQXKJIOTO U3 IAHHBIX TOJIeH CIiefyIolue IeHCTBUS:
1. B obnactu JlocTynmHble moJjisi HaBequTe KypCOP MBIIIM Ha Ha3BaHWe IO, KOTOpoe
TpebyeTtcs mepemMecTuThb B 061acTh CTpoku wiv 3HavyeHus (cM. PucyHok 241).

2. Haxmure kHomKy + (l00aBUTB).

foctynHmie noan DuneTps
Toeap
Mpynna
MocTaswme

Hata nocTaekn

. S
Pervon .. + e
| I,

bg”
Mpogaxm
CEwT
MprBbiab

Pucynok 241 — Kaonka /lobaBuTh

Yrob6sl fn06aBuTh moJiss B obsacti CTpoku ¥ 3HayeHHs BPY4HYIO, IlepeTaluTe UX B
COOTBETCTBYIOIIIHE 00JIaCTH, y/Iep>KUBasl JIeBYI0 KHOMKY MBIIIHY, UM TOCTIeIOBAaTEIbHO BBITTOITHUTE
IUTSL KQXKJTOTO TI0JISI CITIeAYIOIue IeHCTBUS:

1. B obmactu JocTrymHble moJiss HaBeuTe KypCOp MBIIIA Ha I0Jie, KOTopoe Tpebyercs

n06aBuTh B 061acTh CTpoku v 3HaveHus (CM. PrucyHok 242).

2. Haxwmwure kHoniky : (Emie).

3. B oTtoOpa3suBiieMcsi MeHIO BbIOepuTe 00J1acTh, B KOTOPYIO0 He06X0aruMO J0OaBUTH MOJIe.
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locTynHuIE Noan: DuALTpbI
Toeap
Mpynna
MocTaewmk

Jata nocTaekm

[ 1 o .
. TonbLb:
| Perwod m.. + & [ ~Tey

JobaeuTe B GUAETREI
JAobGaeute B cTonBUR
JobBaBuTe B CTPOKK

3HaueHnA:
JobaenTe B 3HaYeHKWA

Pucynok 242 — Kuonka Enze

Brruncnsemeore I10JIs, CO3JdHHbIE B CTOPOHHEM IIPHUJIOXKEHHWH, MOXXHO IepeMeCTUTb TOJIbKO

B 00/1aCTh 3HAYEHU .

HobaBnenne mosnedt u3 obmactd JdocTymHble mosss B JIpyrue OOJIACTH BBITIOJHSIETCS

BPYUHYI0, QHAJIOTUYHO J106aBiieHuIo 1nosiedd B obactv CTpoku 1 3HaYeHHUs.

4.7.2.2.2 TlepemecTHTH 1I0JIEe U3 OTHOI 00JIACTH B IPYTYIO

[Tepemernienue mosieil U3 OMHOW O6JIACTH B JPYTYHO BBITIOJIHIETCS BPYYHYHO, aHAJIOTHYHO
JnobaBieHuto Tojied U3 obsacth  JlocTymHble moJiA B Jipyrde 00JlaCTM  KOHCTPYKTOpa

(c™m. paznen 4.7.2.2.1).
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4.7.2.2.3 VIaMeHNTH MOPSAOK PACIIOJIOMKEHHSI 10JIeii B 00J1acTH

B moboii obnacty, kpome obsactu JlocTynmHbIe IOJIsS, MOXHO H3MEHUThb IOPS/IOK
pacrosioeHusi Iojed B chucke. PacrornoxeHue Moist B CIMCKe OIpeliesisieT paclojioXKeHue
COOTBeTCTBYIOLIEro I10JIsl B CBOAHOM Tabiulle.

YroOBl U3MEHUTh PaCIOJIOXeHre MOJIsl OTHOCUTEJIbHO JIPYTUX I10/Iel B CIIMCKe, IlepeTalluTe
ero B Tpebyemoe MeCTO CIIMCKa, y/Iep>KHBasi JIeBYIO0 KHOIIKY MBIIIW, WIM BBIIOJIHWTE Cllefyloliye
JeCTBUS:

1. HaBepure Kypcop MbIIIM Ha mojie ¥ HaxkMuTe KHOMKY : (Emie) (cM. PucyHnok 243).

2. B BeImagaroieM MeHI0 BbIbepuTe TpebyeMyro KOMaHIy:

— IlepemecTHTH B Ha4aJI0 — IlepeMeCTUTh 110JIe B HAYaJIO CIIUCKaA;
— IlepemecTHTB BHIIIIe — [IOMEHSITh MeCTaMy BbIOpaHHOe U Npefpblayliiee 1oJe;
— IlepemecTHTh HM:Ke — IOMEHSTb MeCTaMH BbIOPaHHOe U I0cilefyiolliee TI0JIe;

— HEPEMECTI/ITL B KOHeEII — [lepeMeCTHUTh I10Jie B KOHeIl CITMCKA.

MNepemecTUTe B HaYano
MNepemecTuTe BhILLE CronBup:
MNepemecTUTe HUXe

HE[CIE'ME'CI’HTI: B KOHel

HEFIEME‘CI'HTI: B 3Ha4eHWA

IHaueHWA:
Mepemectute B cTOABLE

MepemecTuTe B GWALTPLI

lrpynna oo |

Toeap

JaTta nocTaBkM

Pucynok 243 — Kuonka Enre

CocraB KOMaH/I BbIIIaJialoiero MeHro oIlpejesdeTcsa MeCTOIIOJI0OXXeHHneM BbI6paHHOFO I10J141

B CIIMCKEe.
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4.7.2.2.4 PenakTHpoBaTh QYHKIIHIO B 00,1aCTH «3HAYEHUSI»

Ins mosisg, kotopoe JobaBisiercsi B 00yiacTb 3HaueHHsi, YHKIMS pacueTa JaHHBIX
BbIOMPAeTCsl aBTOMAaTU4eCKHU:
— Ecnu nose comepXuT 4rCiiOBbIe TaHHBIE, BbiOMpaeTcs GpyHkims CymMa.

— Ecnu nose comepXuT TEKCTOBLIE TaHHbBIe, BhiOUpaeTcs pyHkius KomaecrBo.

Y106BI M3MEHUTH CIIOCOO pacueTa JaHHBIX IS T10JIsl, BBITIOJIHUTE CJIeIyIolre JeHCTBUS:
1. B obGmactu 3HayeHusi pa3BepHUTE BHITAAAIOINTUN CIIUCOK GYHKIIMM, COOTBETCTBYIOITUN
naHHoMy moso (cM. PrucyHok 244).

2. Broibepurte B BbIllalatolieM Clicke TpebyeMyto GyHKIHIO.

Crpokw: IHaueHus:

Pervon npogaxm Cyranea ...

Cynnaa v
" Cymma
Koanuecreo
Konnuecteo yncen
CpeaHee
Makcnyn
MrHKY M

— _ MNpowzseseqne

Cra HAAPTHOE OTEAOHEHE

Pucynok 244 — Crivcok GyHKIUH

HJ’[S[ BBIUMCJISIEMbIX IIOJIeM, CO3JaHHBIX B CTOPOHHEM IIPWUJIO’KEHWH, dBTOMdTUYECKU

BbIbUpaetcs ¢pyHkuust Cymma. Beibop pyroit pyHKIIMK pacyeTa JaHHBIX HEJIOCTYIIeH.
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4.7.2.2.5 Yaaurs 1moJie u3 CBOAHOM Ta0IHUIbI

Y10o6Bl yoanuTh mojie U3 Kakou-Inbo 0b6acTy CBOJAHOW TAOJMIIbI, BOCIIOIb3YHUTECh OJHUM
13 CJIeyIOIIUX CII0COOO0B:
— HapenuTe Kypcop MBIIIM Ha Ha3BaHWe JaHHOTO II0JIA U HakMHTe KHONKY [ (Y IaauTh)

(cM. PucyHok 245).

Crpoku: 3HaqeHus:
PernoH M., ]IL[ i | Cymma M.,
‘ Cyninaa v

Bez ponoaHnT

Pucynok 245 — Knonka Y ganurtb

— VYoepxuBasi JIeBYIO KHOIKY MBbIIIM, I[epeTalliire Iojie M3 TeKylled obJactu

B 0671acTh JloCcTymHBIe MOJIS.

YToOBl yIanuTh 1mojie U3 Bcex objacTed CBOAHOUW TabJuIlbl, B KOTOpble OHO J06aBIIeHO,
BBITIOJIHUTE CJIeyIOIIue IeUCTBUS:
1. B obnactu [locTymHble mojisi HaBeJlUTe KypCOpP MBIIIM Ha Ha3BaHWe JAHHOTO IOJIS
(cMm. PucyHok 246).

2. Haxwmurte kHonKy — (YAAJUTH U3 CBOAHOMN Ta0IUIIBI).

HocTynHee noag: DUABT B
Toeap
Mpynna
[MocTaBwKE

Jata nocTaeku

|' PermoN .. — | CronBuk:
| I,

| Mpogaxu . |

Pucynok 246 — Knornka YaaauThb U3 CBOTHOH Ta0IHIIbI
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4.7.2.2.6 PemakTHpPOBaTh HCTOYHHK JJAHHBIX

Eciu  Tpebyercsi penakTUpoBaTh MCTOYHUK JAHHBIX CBOOHOM TaOJUIbI, BBIIOJHUTE
CJIeyIolye IeNCTBUS:

1. Ha maHenmu ympaBieHuss CBOJHOM Tabmured BbiOepuTe BkiIanky IlapamMerpsi
(cMm. PucyHnok 247).

2. YcranoBute Kypcop B mosie MCTOYHHK JaHHBIX. B JOKyMeHTe OTKpoeTcsl BKJIAAKa C
VCXOJIHOM Tabnuiier, U 3HaueHue B 1ojie ICTOUHUK JaHHBIX CTAHeT JOCTYIHBIM JJis
pPelaKTApPOBaHUs. YKa3aHHbIM JMalla30H JJaHHBIX BBIIEJIUTCS B HCXOJHOM Tabiuile
IIBETOM.

3. PepaktupyiiTe 3HaueHWe B nojle VICTOUHMK MAHHBIX U HaXXMUTe KHOIIKY ® wwm

xiasuily Enter Ha kiiaBuartype.

-3
Q
KoHctpyktop  [Napametpel
fx
s
lcTouHne gaHHex: T
leT]

"MexoaHaA Tanﬂmu,a'IAE:H532| '@"

(1) NMapameTpsl cBogHON TaBaMLL CKopo
CTAHYT AOCTYTHE /A PeAaKTHPOEaH KA

[MokasbiBaTh UTOMM:
[na cronBuoe

Jna crpok

Pucynok 247 — Bxianka IIapameTpsi
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4.7.3 O0HOBHUTD CBOJTHYI0 Ta0IHILY

O6HOoBNEeHWe CBOAHOM TabIIHUITEI TPeOyeTCsl BHITOIHUTD, eCITH:

— Ilpu pabore c MOKYMEHTOM B WMCXOJHOM Tabyvile M3MEHWIHWCh JlaHHble, HA OCHOBe
KOTOPBIX CO3/IaBajlaCh CBOJTHAs TabIHIIA.

— B npunoxennu «MoiOduc Tabmuia» OTKpbIBaeTCsl JOKYMEHT CO CBOJHOM TabiuIiei,

CO3[ITaHHOW B CTOPOHHEM pPe/IaKTope.

B nanHOM Bepcuu NpWIOXKeHUs He coxpaHsieTcs ¢dopMaTHpOBaHME CBOAHBIX TabuIl,

CO3IdHHbIX B CTOPOHHHUX peJaKTOpPax.

YT0o6BI 0OHOBUTH CBOAHYIO TAOJIHILY, BHITIOTHUTE CIIEAYIOIIHe IeHCTBUS:
1. BoimenuTte BeCch AMAMA30H WM OAHY/HECKOJIBKO STYeeK M3 AUara3oHa CBOTHOM TabIHIIbI.
2. BeinonHuTe koMaHy OOHOBIIEHUS OJTHUM U3 CJIeJIyIOIIUX CIIOCOOO0B:

— Broibepute nmyHkT koMaHAHOrO MeHIO laHHbIe > OOHOBHUTH CBOJHYH0 TaOJIHILY

(cm. Pucynok 248).

Aanneie  Muctpymedte Bug  OBwm

3apath MMA..

OBHoBWTE CBOAHYH Tabawuy

HacTpowTe ceogHy Tabauuy

Pucynok 248 — KomangHoe meHto JlaHHbIe

— Ha maHenmu wHCTpyMeHTOB, B pasnene CBogHas Tabiamia HAKMUTE

KHOIIKY ¥ 3 OGHOBHTB (cM. Pucynok 249).

G OBHOBWTE @ ~
po v {5 B4 &7 -
{CZ'} HacTpouTs

CeogHan TaGauua Bcraeka Ll

Pucynok 249 — Knonka O0HOBHTH

- H_IEJI‘-IKOM HpaBOﬁ KHOIIKM MBI BBI3OBHUTEe KOHTEKCTHOEe MEeHIO M BBIIIOJIHUTEe

koMaH/ly OOHOBHUTH CBOAHYIO TAOJIHILY.
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— Ecnm cBogHas Tabnmia co3zmaHa B CTOPOHHEM MTPWJIOXKEHWH, Ha TTaHed YITpaBIeHus

CBOJIHOY Tabmuielt HaxxMuTe KHONKY O0HOBHTH (cM. Prucynok 250).

™ O O B v GDEHDBMTI: @
E ﬁ % 'ﬂa v {:} HactpouTe o

CeogHan Tabanua BcraBka .
=
A
K L M Q
KoHctpykTop MapameTphbl A
A
]
(D) WcxogHeie AaHHbIE WSMEHWUAMCE.
O6HoeuTe, 4ToBE! 3arpy3nMTE aKTYaNbHLIE
AaHHBIE, @
OBHOBWTE
JocTynHeie noas: DUABTpR:
Toeap

Pucynok 250 — Knonka O0HOBUTH

B naHHOH BepcuM NPUJIOXKEHUS CYIIECTBYIOT CJlefiyIollle OrpaHWYeHHs IpU OOHOBIIEHUH
CBOJIHBIX TabJIUI], CO3[JaHHBIX B CTODOHHUX pe/laKTOpax:
— He nopnepxuBaercs cBOpauMBaHMe M pa3BOPAaYMBaHWe YPOBHeEM CBOJHBIX TaOJIHII.
[Ipu 0OHOBIEHMY TabJIMIIBI BCe CBEepHYThle YPOBHU aBTOMAaTU4eCKH Pa3BOPAuYMUBaIOTCSL.

— He IogAep>XKUBAETCA MCIIOJIb30BAHKWE BbIYMUCIIIEMBIX 3JIEMEHTOB.
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4.7.4 YnanuTb CBOAHYIO TA0IHILY

YTOoOBI yIanuTh CBOJIHYIO TAOJIMITY, BBIIIOJIHUTE CIIeAYIOIIe IeCTBUS:
1. BeimenuTe Bech Auana3oH MM OJJHY/HECKOJIbKO sSi9eeK M3 IMara3oHa CBOJIHOM TabJIUIIbI.
2. BprinonHuTe KOMaHAY yjaleHHs OTHUM U3 CJIeIyIOIIUX CII0OCOOO0B:

— DBroibepute nyHKT KOMaHIHOTO MeHIO JlaHHBIe > Y@ajauTh CBOJHYIO TaO/IHILy

(cMm. Pucynok 251).

Aanneie  Muctpymedte Bug OBwm

3a0aTh MMA...

OBHoBUTE CBOAHYH TaBauuy
HacTpowTe ceogHy TabBauuy

YaanuTe ceogHyo TaBanuy

Pucynok 251 — Komananoe menio Jlannsbie

— Ha nmanenmu wuHCTpyMeHTOB, B pasnerne CBogHasa Tabauma HaXMUTE

KHOIIKY 527} (Ymanuts cBopHyI0 Tabauiy) (cM. Pucynok 252).

3 06 .
b A HOBWTE @ \ﬂ - IJE' @ I/_: D
{C} HactpouTe

CeogHan TaGanua BcTtaBka "

Pucynok 252 — KHomnka Y 7aiuTh CBOHYIO Ta0JIHIy
— [lemukoM MpaBOMl KHOIMKYU MBIIIM BBI30BUTE KOHTEKCTHOE MEHIO U BBITIOJIHUTE

KOMaH/ly Y AaJINTh CBOJHYIO Ta0JIuILy.

— Haxwmure kinaBuiry Delete Ha kiaBuatype.
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4.8 luarpammel u rpadpuku

4.8.1 BcraButh quarpammy/rpadux

TabnuuHbI  pefakToOp IMpeloCTaBisieT BO3MOXHOCTb CO3[AHUSI W pedaKTUPOBAHUs

JMarpamMMm U rpagpuKoB pa3jidigHOro TUIA.

YTo06BI CO30dTh AXAIrpaMMy WJIN Fpa(l)I/IK, BBITIOJIHUTE CJIeAyrouire e CTBUS:

1. BbII[eJII/ITe AWAIld30H, [0 JaHHBIM KOTOPOTO H806XOI[I/IMO INIOCTPOUTHL OUAI'PAMMYy WA

rpaduK.

2. BprinonHuTe KOMaHy BCTaBKU AUAarpaMMbl/Tpadrika OTHUM U3 CIIeAYIONIUX CIIOCOOOB:

— Bribepute nyHKT KoMaH/HOrO MeHio BeraBka > Jlmarpamma (cM. PrucyHok 253).

Beraeka @opmar  TaBawua

[~  NzobpameHne...

TekcToBOE None

¢ Qurypa

il Awarpawma

CeogHan Tabavua...

B B

DyHKLMA...

Couinka...
JameTra

Nucr

Jarta
Bpenn

2 m P %

Ctrl+K

JaHHme

WMreTpymente Bug  OBwmi o

ames w 12
H AR T e

fa Tucrorpamma

= JlvuHelqaTan guarpamna

X [padwk

24 Awarpamma c oBaacTAmMKM

&  Kpyroean guarpamma

Pucynok 253 — [IyHkT koMaHjHOTO MeHI0 JIlnarpamma
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— Ha manenmu wHCTpymeHTOB, B pasnene BceraBka (cm. PucyHok 254) Haxmwure

KHOIIKY m (Muarpamma).

B v ? T
b~ 5 B
of ~ [
JlaHHbie MieTorpamma

Nuneiiyatan guarpaMma

Mpadimk

> & |~

¥ = =

Duarpamma ¢ obaactamu

Kpyrosan ganarpamma

Pucynok 254 — Knornka Jlmarpamma
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— Ha mnanemm HWHCTPYMEHTOB, B pa3geiie BcraBka HaxmuTe KHOIIKY ===

(cM. Pucynok 255). Ha orobpasuBiiericsi laHeslu BCTaBKY HaBe[UTe KYpPCOP MBIIIN

Ha KHOIIKY \U“_U Juarpamma.

SvE mB® By T
K v B A § eH~

Aueiikmn

o~ 05 B &7 b,

MzobpaxeHne... -~

¥

-l
0

TekcToBDE NoNe

M M o _ 5
'\_\' Durypa > x
MMcTorpamma \[l”_” Jnarpamma » @
|‘L |== |== i CeogHan Tabanua
NMunelvaran guarpamma ?':D( DYHKLMA..,
| [ | (1] [
- [T me )
(_{ Cemanka...
Mpaduk
@ 3ameTra
2,
D Mact
¥ = E |
[ara
Auarpanma c oBaacTamm
f‘r_le Bpema
.

e = |=

Kpyroean guarpanma

€

Pucynok 255 — Ilanenb BcTaBkU

3. B oTKpbIBIIEMCS TIOJIMEHIO BbiOeprTe TpebyeMbli TUI IuarpaMMbl Wik rpaduka.

I'padux/muarpamma cpopMupyeTcsi aBTOMaTHIECKH T10 [IeHTPY BUIMMOM 00J1aCTH TabIIUIIbI.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MHWy, 2013-2023 239



MonOdonc

JlaHHble, UCIIONb3yeMble IJIsi TIOCTPOeHUs], MOACBeYMBAIOTCS Ha JIUCTe IIBeTaMU, KOTOphIe

COOTBETCTBYIOT psiiaM JJaHHBIX rarpaMMmbl/rpaduka (cMm. PucyHok 256).

A B (5 D
1 'Kammpmn 1 4,2 2.4 2
2 |Kareropmsa 2 25 4.4 2
3 |Kareropusa 3 3.0 1.8 3
4 |Kareropus 4 45 2.8 5
5
6 Py
7
8 ]
a
10 4

[ R R i = B R el i
W N H S W e sy B W N
— [R%] (73]

M
Y

Kareropus 1

0 Pag 1

[ Pag2 [ Pag3

bkl

Kareropmua 2 Kareropua 3 Kareropus 4

ra
wn

Pucynok 256 — Jluarpamma

4.8.2 I3MenuTh THI AHarpaMmmbl/rpaduka

Ecmu Tp66YETCSI U3MEHUTb THII CO3JaHHOH JUarpaMmhbl, BbIJIEJINTE ee. Ha mnanenu

WHCTPYMEHTOB, B pa3jeiie JluarpaMMa HaXKMUTe Ha KHOIIKY, COOTBETCTBYIOIIYIO TpebyeMomy

TUITY JUAT'PAMMBbI:

Ty ('mcrorpamma) — uTOOBI IIPe0OpPa3oBaTh TEKYIIYIO JHArpaMMy B THCTOTpaMMy

YKa3aHHOI'O THIIA UJIM U3MEHUTb THUII TeKylllel TucrorpamMmmel (cM. PucyHok 57).

Danneie  Mrctpyments Bug OBwwi goctyn

Hagctpolikn

Cnpaeka

ik T}li v e {g}HECTF}GHTb

“_l MMETOrpamMma © rEynnvpoBkoi

[ ]
=2 [WCTOTPamMMa © HAKOMAEHWEM

[-Nn

n

-
ull HDPMHF}DBEHHEH FMCTOr paMMa C HakonneHem

TTIammMa

b

Pucynok 257 — Knonka I'mcrorpamma
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— |= (/Inneitgaras auarpaMma) — 4YTOOBI IIpeoOpa3oBaTh TeKYIIyI AWarpaMMy B

JIMHENYATyI0 JAMarpaMMy YKa3aHHOTO THIIA WIA U3MEHUTb THUI TeKyIed JINHeHdaTou
nuarpammel (cMm. PucyHnok 58).

Tabavua [fdaHHeie  WHCTpymeHTH

Bug OBwwi goctyn  Hagctpoikw  Cnpaeka
I'_i h Ii ‘E} e‘ {E':E HacTponTs

CecaHan Tabauua
P o

P 1 T =

NuHelvartan guarpamma © rpynnypoeKoi
Ouarpam

1] =
= NuHeruaran AWarpamMma C HaKonmeEHWEM

HDPMHPDBEHHHH NMHeMYaTan Auarpamma C HakonaeHWem

Pucynok 258 — Knonka JIuneiiuaras aparpamMma

— & (Kpyrosas qumarpamma) — uto6bI IIpeo6pa3oBaTh TeKyIylo JUarpaMMy B KPyTOBYIO
JIyarpammy.

— [ (Mmarpamma c oGmacrsiMm) — 9TOGHI IpeoGpasoBaTh TEKYIIYID NUATPAMMy B

ZiarpaMMy C O0JIaCTSIMHM YKa3aHHOTO THIIA WM U3MEHWUTh THI TeKyIed AUarpaMmbl C
obmnactsamu (cM. Pucynok 60).

TaBawua [fJannwe  MHcTpymeHTH

Buvg O6wwi goctyn Hagctpoikw  Cnpaeka

|I_ w Ii w e :E:'} HactponTe
Iﬁ . IE . M&y . m Auarpamma  » CeoaHan Tabawua
I:} AAMMTE

Ouarpam

B [uarpamma c obracTamm
B2 [uarpamma ¢ oBAacTAMK W HAKOMAEHWEM

m HDF}MHPDBEHHHH Auarpanma C 0BNBCTAMM W HAKOMAEHWEM

Pucynok 259 — Kxonka Jluarpamma c obJracTaMu

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MHWy, 2013-2023 241



MonOdomc

YroObl Tpeobpa3oBaTh TeKYIIYIO AMarpaMMy B rpadUK YKa3aHHOT'O THIIA UM U3MEHUTh TUII
TeKyllero rpagpuka, HaXMUTe Ha KHOIIKY | (I'padux) u BriGeprTe TpeOyeMbll THI IpaduKa U3

BbINa1atonero cnucka (cMm. Pucynok 59).

Tabavua [Jdaddeie  WMActpymedts Bug  OBwwil goctyn  Hagctpokkw  Cnpaeka
I'_i ¥ Ii -~ @ {3} HactpouTs
. |:|[||:| Duarpamma v T| CeogHada Tabavua

|£ v |E v M& ¥nanute
3

|£ lpaduk

L
w

paduk C HakoneHWew

B

HopmupoeaHHei rpadie © HAaKONAEHMEM

K3

paduk C Maprepamm

[

lpaduk C HAKONASHHEM W MaRKERaNMK

i

HopmnposaHHei rpaduk © HEKOMAEHWEM W MapKEpami

Pucynok 260 — Knonka I'pa¢pux

4.8.3 U3MeHHUTL THANa3oH JaHHBIX

[Tpy Heo6x0IMMOCTU MOXKHO M3MEHUThb JMalla3oH JIAaHHBIX, KOTOPBIA MCIIOJIb30BaICS IS
IIOCTPOEeHUsI TIepBOHAYaJbHOW jauarpammbl/rpaduka. lIlpu astom puarpamma/rpaduk Oyzper
IlepecTpoeH B COOTBETCTBUM C HOBBIMU I'DaHUIIAMU JIMANla30Ha.

YTo0Obl M3MEHUTH JUAIA30H, BLINIOJIHUTE CJle[lytolliye 1eHCTBUSL:

1. Beimenurte quarpamMmy/rpaduxk.

2. 3axaB JIeByI0 KHOIIKY MBIIIY, IlepeIBUHbTe YIVIOBOW MapKep [Malla3oHa [AaHHBIX,

KOTOpble HCIIOJIb30BaJIMCh [UJISl TIOCTPOEHUSl AuarpaMMsbl/rpaduka. YTIJIOBOM MapKep
Jaria30Ha MOXKHO Ilepe[JBUraTh B JII0O0OM HallpaBJIeHUU: BIIPABO, BJIeBO, BBePX, BHU3.

3. OrtmycTuTe JIeBYyI0 KHOIIKY MBIIIH, YTOOBI 3adpHKCHPOBATh IPaHUIbI HOBOTO JIMalla30Ha.

Takke MOXXHO BHECTH KOPPEKTHBBI B 3HAuU€HUS siUeeK, MCIOJIb30BAaHHBIX ISl TIOCTPOEHUS
nvarpammbl/Tpaduka. ['paduueckoe n3obpakeHve OynieT U3MeHEHO aBTOMAaTUYeCKH B COOTBETCTBUU

C U3MEHEeHHsIMH, BHECeHHbIMU B JIereHay.
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4.8.4 N3menuTh pasmep quarpammel/rpadpuka

Jly1st usMeHeHUs pa3Mepa AvarpaMMbl/rpadrka IIeJKHHATe 110 HeMy JIeBOM KHOIIKOM MBIIIU U
IepeTaniuTe KOHTPOJIbHBIM MapKep B HY>KHOM HaripaBjieHUH (cM. PucyHok 261):

— I U3MEHeHUs BBICOTHI UCIIOJIb3YiTe BePXHUM U HYKHUN MapKephl;

— I U3MEeHeHUs LIUPUHBI UCIIOJIb3YiITe NIPaBbIi U JIeBLIA MapKephl;

— JId TIPOIIOPHMOHAJIBHOI'O H3MEHEeHHA BBLICOTbI W HIMPUHBI I/ICHOJ'II)SYI‘/’ITB YTJIOBBIE

MapKepBhl.
C\ )
- S
5
4
3
2
® !
1
0
Kateropusa 1 Kateropua 2 Kareropua 3 Kareropus 4
WPzl W Pan2 [ Pan3

Pucynok 261 — M3mMeHeHue pa3mepa AuarpaMmbl

4.8.5 IlepemecTuTh qUarpammy/rpapuk

Huarpammy/rpadyk MOXKHO TlepeMeliaTh CJeAyIIMMH ClI0CO0aMu:
— TepeTacKUBaTh, yIep>KUBas JIEBYIO KHOMKY MBIIIIH;
— TepeMelaTh CTPOro MO BEePTUKAJIK WX TI0 TOPU30HTAJIHU C ITOMOIIIbIO KJIaBUIl «—, T, |, —

Ha KJIaBUaType.

[Ipy mnepemernieHny AuarpamMmbl/Tpadyka C TIOMOIIBIO KJIaBuIil <«—, T, |, — mar
MepeMEIEHHS 3aBUCUT OT MacIlTada TOKyMEeHTa:
— ecmu Macmrab < 200%, To mar = 4 mMuM;

— ecyu Macuitad > 200%, o mar = 1 MM.
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YroObl yBeIMYMThH IWIar, IepeMelaiiTe auarpamMMmy/rpaduk KiaBumamu <, T, |, —,

yaepkuBasi Haxxarou kiasuiry Shift. B maHHOM citydae mar nepemertieHust OyieT paBeH:

ecsi Macturab < 200%, to mar = 4 cMm;

eciu Mactarad > 200%, to mar = 1 cm.

4.8.6 Hactpouts nuarpammy/rpadpux

YTo6BI IepeiiTH K HaCTpOMKaM JIMarpaMMbl/TpadyKa, BBIIIOJIHUTE CllelyIolye JeHCTBUS:

1.
2.

Brienute quarpammy/rpaduk.

OTkporite okHOo HacTpoiiku quarpaMMsbl OTHUM U3 CJIeAYIOLIUX CIIOCOOOB:

— Ha nanenmu wuHCcTpymMeHTOB, B pasfene JluarpaMMa HaXMHUTe KHOIIKY
{o% HacrpouTts (cM. Pucynok 262).

— IenkuuTe 1o guarpamMmme/rpaduKy MpaBOM KHOIKOM MBI Y BBIIIOJIHUTE KOMaHAY

KOHTEeKCTHOI'O MEeHIO HaCTPOI/ITb auarpamMmmy.

By x 0O 8- & Mvagmg !
1] fuarpamma |

E} v S ¢ |£ v |E ~ |£[h YaamiTb
®ann Mpaeka Awarpamma BeraBka
v fx
A B C D E F G H

1 |Kareropms 1 42 24 2]

2 |Kateropms 2 2,5 44 2

3 |Karercpma 3 3,5 1.8 3

4 |Kateropua 4 4,5 28 5

5 o B
6

7 o

8 I

5 4 []

10 o& Beipezate Ctrl+X
1 3 Kenwpoeats Ctrl+C
12

13 YaanuTh gnarpanny

2

14 ® HactpouTs guarpanny

15

16 1 Meuats BmgeneHHol obaacTu...

in

18 0

19 Kateropual Kareropua 2 Kareropua 3 Kareropus 4

20

;12 @Psxl WPax2 M Paa3

23 _

Pucynok 262 — Ilepexon k HacTpolkam JuarpamMmmbl/Tpadpuka
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OTtkpoercst okHo HacTpoiiku aparpaMmsl, KOTOpPOe COZIEPXKUT ClelyloIire NHCTPYMEeHThI

(cM. PucyHok 263):

Juana3oH — U3MEHUTh JTUaTla30H JIAHHBIX, GOPMUPYIOIIUX AUarpaMMy/Tpaduk;
HaszBanme — yka3aTb Ha3BaHHe, 0TOOpakaeMoe Ha ruarpamme/rpaduke;

3ajaiiTe cepuH — yKa3aThb CIIOCOO pa3MeIeHrs] UCXOAHBIX JAaHHBIX JUarpaMMbl/rpaduka
(1o cTonbriaM, Mo CTPOKaM);

IMlogmucu — ykaszath crmoco® pa3MelrieHWs MOMAMKCEN IIKalbl JharpaMMbl/Tpaduka

(B epBO#1 CTPOKe, B [1IEPBOM CTOJIOIIE).

Hactpofkn gnarpammel >

AwanasoH

A1:D4 S|

HaszgaHwne

JanakTe cepurm

O Cronbup CTpoKK

Mognucwk
Mepean cTpoka

(v Mepewiid cronbel

Pucynok 263 — Oxkno HacTpoiiku quarpamMMsl
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4.8.7 Ypanurs quarpammy/rpaduk

YToOb! yIanuTh quarpamMmy/rpaduk, BHIMOIHATE CIIeAYIOIIHe JeiCTBUS:
1. Beinenute quarpammy/rpaduxk.
2. Ynanurte auarpamMmy/rpadpuk OJJHUM U3 CJIeAYIOUIMX CIIOCOOOB:
— Ha nanenu uHCTpyMeHTOB, B pasliese /JluarpamMma HaXMuTe KHOIIKY @b Ynanurse

(cm. Pucynok 264).

Tabawua  fanneie  Wnoctpyments  Bug  OBwwin goctyn  Hagctpoibikn

|i_i v E ~ e E‘} HacTpouTe
|£ W |E w M&, ¥nanuTe

Anarpamma BcraBska

D[IU Ouarpanma

Pucynok 264 — Knornka Y ganurth
— IlpaBo¥ KHOTKOM MBIIIH IIEJIKHUTE 110 JharpaMMme/TpaduKy U BBIIOJHUTE KOMaHIY

KOHTEKCTHOTO MeHIO Y JaluTh quarpammy (cMm. PucyHnok 262).

— Haxwure kaBunty Delete v Backspace.
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4.9 UzobpaxkeHus

B noxymeHT M0>XHO 1006aBiATh U306pakeHusI:

— C KOMIIbIOTEPA;

— u3 bpaysepoB Google Chrome, Firefox, Internet Explorer u Microsoft Edge;

— U3 TEeKCTOBBIX U TaOJIMYHBIX pPedakTopoOB, BXOOAINIMX B COCTaB OCl)I/ICHInIX IIaKeTOB

Microsoft Office u LibreOffice.

[TopnepxuBaercs pabota ¢ uzobpakenusmu B popmarax PNG, BMP, JPG, JPEG, JPE, GIF

u TIFF.

4.9.1 BcraBurth H300paxeHnue

4.9.1.1 BcraBuTh H300paXkeHHe ¢ KOMIIbIOTEpa

YTo6bl BCTaBUTH B JJOKYMeHT H300pakeHHWe C KOMIIbIOTEpa, BBIIOJIHUTE CllefyIolue

JeUCTBUA.

1. Beimenurte To MeCcTo B JOKyMeHTe, Ky/ila He0OX0JIJMMO BCTaBUTh N300paKeHUe.

2. BruimonauTe KOMaHy BCTdABKH OJHUM U3 CJIEAYIOIIUX CII0Cco0O0B:

— Bribepute nyHKT KOMaH/iHOTO MeHI0O BeraBka > M3o0paxenue (cM. PrcyHok 265).

Beragka | @opmar  TaBawua  [fad

Wzobpamerue...

TekcToBoE None

] ®urypa b

il Awarpanma r

CeoaHan Tabavua...

=

DyHKLMA...

Ccoingka... Ctrl+K
JameTka

Nuer

fata
Epewma

O OF %

Pucynok 265 — Komangnoe mento BeraBka

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2023 247



MonOdomc

— Ha nanenu uHcTpymeHTOB, B pasfeiie BcecraBka (cMm. PucyHok 266) Haxmwure

KHOIKY || (I300paxkenue).

Ey 0w
’\l_]f‘ [T ]
oo~ 5 &) &

JaHHbe Bcraska ~

Pucynok 266 — Knonka 3o6paxenue

— Ha mnanemm HWHCTPYMEHTOB, B pasjgeiie BcraBka HaxMuTe KHOIIKY

o =]
Ha oro6pa3uBiieiics maHenyd BCTaBKUM HaXKMHUTe KHOIKY N3o6pazkenue

(cMm. PucyHnok 267).

B v '\l_l) T
ﬂﬁ - \ﬂ v @ G//) - L]
@ MzobpaxeHwe... L} ~

T TekcToBOE NoNe
| Q
@ Durypa »

Pucynok 267 — Ilanenb BcTaBkU

;h

3. B oxHe ¢aisioBoro MeHemkepa BbibepuTe u300pakeHHe, KOTOpPOe HeoOXOIMMO

BCTdBUTD, U HA’KMHUTE KHOIIKY OTKpBITb.
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4.9.1.2 BcraBuTh n300paxkeHue u3 dpay3epa Wi APyroro pegjakropa

YtoObl BCTaBUTH H300pakeHHWe U3 Opay3epa WIM [JPyroro peJakTopa, BbIIOJIHUATE
CJIeyIolye IeNCTBUS:

1. CkonmpyiiTe n3obpakeHre U3 UCTOYHUKA.

2. Beigenure To MeCTo B JOKyMeHTe, Ky/la He0OOXOMMO BCTaBUTh M300pakeHue.

3. BcraBbTe n3obpakeHre OJJHUM U3 CJIeYIOIIHUX CIIOCOO0B:

— Bribepute nynkT komannHoro mesto IlpaBka > BeraButhb (cM. PrcyHok 268).

Mpaeka Beraeka @opumat  Tabowua  JadHme FHcTp

T OTmeHuTs Ctrl+Z
" TosTopnTh Ctrl+Y
oo Bupesate Ctrl+X
Kenupoeate Ctrl+C
E BrTaeuTe Ctrl+V

Pucynok 268 — Komangnoe mento IlpaBka

— Ha manenu uHcTpymeHTOB, B pasfienie IIpaBka HaXMUTe KHOIKY N (BcraBuTn)
WIM HAXKMUTE CTPEJIKY CIpaBa OT KHOIKU O (BcTraBuTbh) U B BBINAAAIOIIEM CITHCKe

BbIOepuTe koMaHy BeraButh (cM. PrucyHok 269).

®ailn  [paeka Beraeka @opmar  TaBavua Jaddeie MHeTy

A \}(:\ @9 é KO Tharmes

=v 9O C )
IJEj Beraeute

Pann Mpaeka
BeTaeuTe 3HaveHwA v dopuat

HS v fx
BcTaBuTh ToMbKD 3HAYEHKA

A
F |

Pucynok 269 — Knonka BcraButhb

— IlenmukoM NpaBOM KHOINKH MBIIIA OTKPOHTE KOHTEKCTHOe MEHIO M BBIIIOJIHWATE

koMaH/ly BcraBuTs.

— Haxwure coueranue knasuil Ctrl+V / $Cmd+V Ha kiaBuatype.
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4.9.2 VizmeHnTh pasMep H300parkeHUs

Pazmep nzobpakeHrss MOXXHO U3MEHUTD C COXpaHeHreM Wi 6e3 coxpaHeHUs TPOIIOPIIU.
YTtoObl H3MEHUTb pa3Mep U300paKeHWs] C COXpPaHeHWeM IIPOIOPIMM, BbHIIIOJIHUATE
CJlefyrolye qefCTBUL:
1. Beigenure nzobpaxkeHue, pa3Mep KOTOPOTro He0OX0IUMO U3MEHUTh.
2. YIepxwBas JeBYI0 KHOIIKY MBIIIIH, IPOTSHUTe JIF000M M3 YIJIOBBIX MAapKepOB paMKH Tak,
YTOOBI U300pakeHre MPUHSIIO0 HeoOXoAuMbIH pa3mep (cM. Pucynok 270).

3. OrtmycTuTe JIeBYyI0 KHOIIKY MBI, YTOOBI 3aUKCUPOBATh HOBBIYA pa3Mep N300pakeHus!.

A B C D 3
1
2 £ g f
3
4
5
6
7 @ ]
8
9
10 P
= MorOdunc
12 @r‘\ & %
13

Pucynok 270 — V3mMeHeHune pa3mepa n3obpakeHusl C COXpaHeHHeM IIPOIOpIU

Yrobbl M3MeHUTb pa3Mep H300pakeHUsi 0e3 CcoxpaHeHUs NPOMNOPLWM, BBIIIOJIHUATE
cllefiyIoliye AefCTBUS:

1. Brimenure nzobpaxkeHue, pa3mep KOTOPOrO HEOOXOAUMO U3MEHUTh.

2. YIepxwvBas JieByl0O KHOIKY MBbIIIM, IlepeMecTdTe OAWH U3 MapKepoB paMKH

M300pakeHUsI:

— JUIsl K3MeHeHUsI BBICOTHI U300pakeHHs IlepeMeCcTUTe BepXHUM WM HIKHUNA MapKep
paMKu;

— Ui M3MeHeHUs IHMPUHBbI M300pakeHUsI IlepeMecTHTe JIeBbI WM TPaBblii MapKep
pPaMKH.

3. OToycTuTe JIeBYIO KHOIIKY MBIIIHW, YTOOBI 3aHUKCUPOBATh HOBBIM pa3Mep M300pakeHus .
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Pucynok 271 — U3mMeHeHune pa3mepa nzobpaxkeHus 6e3 coxpaHeHUsI IPOTIOPIUHA

4.9.3 IlepemecTHTH H300paXkeHHe

H3o6paxkeHrie MOXXHO TIepeMelaTh CJIeAyoIUME CliocobamMu:
— TIepeTacKyBaTh, YIEP)KUBasl JIEBYIO KHOIIKY MBIIIIH;
— TepeMeInaTh CTPOro MO BEePTUKAIH WK TI0 TOPU30HTAJTH C IOMOIIBIO KJIaBuIl «—, T, |, —

Ha KJIaBUaType.

[Tpu nepemerienny nU300pa’keHHs C TOMOIIBIO KJIABUMI <«—, T, |, — IIar mepeMelieHus
3aBHCHT OT MacmTaba JOKyMEHTa:
— ecnu Macirab < 200%, To miar = 4 Mm;

— eciu macirrad > 200%, to miar = 1 Mm.

YToOb! yBeJIMYUTH IIar, IepeMelllaiiTe H300paXkeHUe KJIaBUIIaMU <«—, T, |, —, yaepkuBas
Hakatoi kinasumny Shift. B maHHOM ciydae 1mmar mepemeliieHus 6yieT paBeH:
— ecimu Macmtab < 200%, To mar = 4 cMm;

— ecnu Macuitad > 200%, to mar = 1 cm.
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4.9.4 CoxpaHuTh H300paxkeHne

H3ob6paxkeHue u3 TIOKyMeHTa MOKHO COXPAaHUThb Ha KOMITbIOTepe.
J1J1st 3TOTO BBITIOJIHUTE CIJIEAYIOIIHe IeHCTBUS:
1. Beigenute uzobpaxeHnue.
2. BrImonHATE KOMaHy COXpaHEeHHs OJJHUM U3 CJIEAYIONINX CIIOCOOO0B:
— Bribepute mnyHKT KOMaHAHOTO MeHIO Popmar > CoxpaHHTH H300paXkeHHe

(cMm. PucyHnok 272).

Dopumar  TabBawua  JadHwe  WH

WpndTe r
BripaeHKBaHWe r
UYncnosoi ¢opmar...
MNoeopoT TekcTa r
OBnacTe nevatw r
CoxpaHuTe nzobpaxedue..

Pucynok 272 — Komananoe mento ®opmar

— OrtkpoiiTe KOHTEKCTHOe MeHIO IIeTYKOM IIpaBOM KHOIKU MBIIIM M BBINOJHUATE
koMmaHy CoxpaHuTh H300paxeHue.
3. B oxHe ¢aitioBoro MeHekepa BblOepUTe MANKy AJisl COXpPaHeHUs], yKaXuTe uMs ¢aiiia

Y HaXXMUTe KHONIKY COXpaHHUTh.

H3o6paxkeHue coxpaHsieTcsl B UICXOJTHOM pa3Mepe.

Ecmm I/1306pa)KEHI/IE OBITIO O6p€38HO B JOKYMeHTe C IIOMOIIbIO CTOPOHHEr'o IMPUJI0XKeHUs,

TO OHO COXpaHsIeTCsl B UCXOAHOM (110 0Ope3Ku) BUJIe.
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4.9.5 Ypanuts u3obpaxkeHue

YToOBI ynanuth n300pakeHre, BLITIOJIHUATE CJIelyIollye JeHCTBUS:
1. Beigenute uzobpakeHre, KOTopoe HEOOXOJIUMO yIAIUTh.
2. BroimonHnUTe KOMaHTY yIaJeHus OJJHUM U3 CIIeAYIOIUX CIIOCO0OOB:
— Ha manenmu uHCTpyMeHTOB, B pasnesne M3oopaxkenme (cM. PucyHok 273) Haxmure

KHOTIKY & (YmaJuTh n3odpaxeHnue).

Daiin  [lpaeka Beraska @opmar  Tabavwua  [flanHwe
v X B> &> (&
= v O C

dann Mpaexa Mzobpan...

[

Pucynok 273 — Kxorka YaauTes uzodpaxkenue
— IllenkHuTe MO0 KM300pa’keHUIO IPABOW KHOINKOM MBIIIM U BBIOJIHUTE KOMaHIy

KOHTeKCTHOI'O MEeHIO Yna.rm’rb naoﬁpmlceune.

— Haxwmure kiaBuiry Delete v Backspace Ha kiaBuaType.
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4.10 ®urypsl

B JOKYMEHTBbI MOHO }106aBH$ITI> (l)I/IprbI CJleyromux TUIIOB: IPAMOYI'OJIbHUK, 3JUIMIIC,

TpeyToOJIbHUK, pOM6, 38FHYTbeI yTroJi, 3Be3ia, cepage, CKO6KI/I, CTpPeJIKH, BBIHOCKH, TEKCTOBOE I10JIe.

4.10.1 BcraButh Qurypy

YT068!I 106aBUTH B IOKyMeHT (GUTYPY, BBIIIOJIHUTE CllelyIoIIye JeHCTBUS:
1. BplenuTe MecTo Ha JIMCTe, B KOTOPOe HeOOXOOUMO BCTaBUTh QUTYPY.
2. Otobpa3uTte cmCOK GUTYP OJHUM U3 CJIETYIOITUX CIIOCOOO0B:

— Broibepute nyHKT kKoMaHAHOTO MeHIO BeraBka > ®@urypa (cm. Pucynok 274).

Beraeka  @opmar  Tabawua  [Jandbie  WHcTpymerTm  Bug

] WzobpameHue... _ n g
TekcToeoe none
&) @urypa P [0 [pAMoyroasHWE
i Awnarpamma , © 3nmnc
CeogHan Tabanua... A Tpeyroashwk
Fu OyHKUMA.. > Powmb
[ 3arHyTwii yron
¢ Ccounka.., Ctrl=K Yr 3oeana
[ 3amerxa O Cepaue
L fwer [] Ckobrw 3
B fara C»  Crpenkw 3
@ Bpewmn [1 Boinockw 3

Pucynok 274 — KomangHoe mento BeraBka
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— Ha nanemu HWHCTPYMEHTOB, B pa3geiie BcraBka HaxmuTe KHOIIKY

(cM. Pucynok 275). Ha orobpasuBiieiicsi laHeslu BCTaBKY HaBe[UTe KYpPCOP MBIIIN

Ha KHOIIKY @ Purypa.

S v MBS B
- . = ) Lo
O N - BB Q.

Aueikn WzobpaxeHwe... ~
TekcToBDE NoNe I
1 Q
L 5
COcHoBHBIE Durypa 3 Fx
O O AN O [ _— , o

w QO

CeogHan Tabavua

OE OWS PEE OHEBE T

Crobrn Dyrkums..
I

Comnka..,
Crpenkn

JameTra
E:> <:| ﬁ @ |:||:> Nuer
Hoad 85 D

lata
Brinocku

Bpemn

1 O

Pucynoxk 275 — IlaHenb BcTaBKU

3. B orTkpsiBIIeMcsl IOJMeHIO BbIbepuTe Tpebyemyto GpUrypy.
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B o¢urypy MoxHO A00aBUTh TEKCT WM CCbUIKY. [lJisi 3TOTO BBINOJIIHWTE Cllefylolire
JIerCTBUS:
1. JIBOMHBIM IIIeTYKOM MBIIIKA BBIIEIUTe GUTYypy, YTOOBI TIepeHTH B DPEXHM ee
pelaKTUpOBaHMUS.
2. JlobaBbTe B pUTYPY TEKCT WU CCHUIKY:
— Bsenurte Tekct BpyuHylo. PopmaTHpoBaHMe TeKCTa B (Urype OCYyIIeCTBISeTCS

dHAJIOTUYHO (l)OpMaTI/IpOBaHI/IIO TeKCTd NOKYMeHTa.

¥ T = R (R = N ¥, (R S P B (6

Pucynok 276 — BBop Tekcra

— BcraBbTe B GUTYPY CCHITKY TaK, KaK 3TO OMKMCAHO B pasfene 4.4.3.1.
3. UlenkHuTe 110 1I060MY MeCTy JIMCTA 3a NpefenaMu GUTryphl, YTOObI BBIMTH U3 pPeXrMa

ee peadaKTUpPOBdHUA.

B Hacrosiiee BpeMs peXHUM pelJaKTUPOBaHMsI He MOjfepXuBaeTcss s uUryp,

Pa3BEepHYTHIX 10/ ITPOU3BOJILHBIM YTJIOM B CTOPOHHUX TaOJIMYHBIX peaaKkTopax.

4.10.2 BcraBUTH TeKCTOBOE I10JIe

TekcToBoe mojie — 3TO TEKCT B paMKe, KOTOPbIM MOXXHO IepeMelllaTb M pacliojaratb B
J1060M MecTe TeKyIIero JIMCTa.

YTOOBI BCTaBUTh TEKCTOBOE I10JIe, BBHIIIOJIHUTE CIIeAYyIOIIe 1eCTBUS:

1. Beigenurte MecTo Ha JIUCTe, B KOTOPOe HEOOXO0IMMO BCTaBUTh TEKCTOBOE TI0JIe.

2. BrpimonHUTe KOMaH/y BCTaBKU OJTHUM U3 CJIEIYIONIHUX CIIOCOOOB:

— Bribepute myHkT KOMaHIHOTO MeHIO BeraBka > TekcroBoe mose (cm. PucyHok 277).
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Bcraeka  @opmar  TaBawua  [fan

[=] WzoBpamenne...

TekcToeoe none

Pucynok 277 — KomangHoe meHto BeraBka

— Ha nanemu UHCTPYMEHTOB, B pa3jeje BcraBka HaxkmuTe KHOIIKY  ===. Ha

0TOOpa3uBIIIeNCS TaHeIM BCTAaBKM HAXXMHUTE KHOIKY Ij TexcroBoe moie

(cMm. PucyHnok 278).

-
oo~ 03 B9 &2 b= .

Wzobpamenne.. -~

TekcToBoe None % Q

‘o Durypa ¥

2

Pucynoxk 278 — Ilanenb BcTaBkU

3. Beeaute B TekcToBOe mojie TpeOyeMblil TeKCT. IIpy HeoOXOOUMOCTH B TEKCT MOXKHO
n00aBUTh CCHUIKY (CM. pasgen 4.4.3.1). dopmatupoBaHMe TeKCTa B TEKCTOBOM IIOJie
OCYIECTBIISIeTCS aHAJIOTUYHO POPMaTHPOBAHUIO OCHOBHOI'O TeKCTa JJOKyMeHTa.

4. YroOBl CHATH BBIIeJIeHHe C TeKCTOBOTO IIOJs, IIeJIKHUTe IO JIF0OOMY MecTy JIMCTa 3a

IpeaejaMy TeKCTOBOT'O I10JIA.

4.10.3 3anuBka urypsl

BHyTpenH1010 0071aCTh GUTYPHI MOXKHO 3aIIOJIHUTD JIFOOBIM I[BETOM HJIM U300pakeHUeM.

4.10.3.1 3amuBKa puUrypsl BeTOM

J11s1 3a5IMBKM PUTYPBI IIBETOM BBITIOJIHUTE ClelyIoIIye JeHCTBUS:
1. Brimenure Gurypy oHUM IIETYKOM MBIIIA WIA BbIJIeJIATEe PUTYPY JBOHMHBIM IIEITYKOM

MBIIIH, YTOOBI HepeﬁTH B PeXUM ee peldKTUPOBAHUSI.
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2. UYToO6b! 3an0IHUTH GUTYPY MOCIEAHUM IIBETOM, KOTOPBIM UCIIOIb30BAJICS VISl 3aIUBKU

00BEKTOB paHee, Ha IIaHeJIM WHCTPYMEHTOB, B pasfiele ®PHUrypa HaXMUTe KHOIKY

ﬁ IIBer 3ammBKH (cM. PucyHok 279).

3. Yrobbl 3anogHuUTh GUTYypy APYTUM IIBETOM, HaKMUTe HA CTPEJIKy CIpaBa OT KHOIIKHU

O

== L{BeT 3aJIMBKH.

Hagctpoikw Cnpaeka

T [;2. LiBeT sannekm \LJ} Moaroxate pazmep Cﬁ

il
il
jm}

a4

HeT 2anueKu
Ab3ay

MNocnegHwe uBeTa:

Llgeta TeMb

H BGENEEN

Apyrue ugeta..

WMzobpaxeHue:

Bribpate...

Pucynok 279 — Knonka IlBeT 3ai1uBKu

4. BribepuTe HEOOXOIUMBIH IIBET OJTHUM U3 CJIEYIOIIUX CIIOCOOOB:

— Broibepute nomxopmsmuii 1nBer B 6Oioke Ilocimemnue nBera. B jganHOM Oiioke
0TOOpaXkaloTCSl TMATh TOCHEeHUX I[BETOB, KOTOpble UCIOIb30BAIMCh TIPU
dopmaTrpoBaHuy 06HEKTOB JIOKYMEHTa paHee.

— Broibepute mnopxopsmuii 1Ber B Osioke IlBera Tembl. B ganHOM  Oiioke

oToOpakaeTcs 1[BeTOBas NAJIUTPa TeMbI TeKYyIIero JOKyMeHTa.
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— Haxmure nHa kHomky Jlpyrue mBera. B oTkpeiBmiemMcs okHe Bbroop mBera
(cM. Pucynok 280) ykaxure Tpebyemslii 1jBeT B Bujle HEX-konma wiu B gopmare

RGB u Haxxmure kHoriky OK.

Brifop ueeta >

Hex-kon MpeanpocuoTp
‘ #4181 b S ‘

KpacHwin JeneHwi CHHKMA
- 129 D ee

Pucynok 280 — OxHo Be10op nBera

4.10.3.2 3anuBka purypsl HzodpaxkeHnem

YToOBI 3a110JIHUTE GUTYPY M300pakeHHeM, BBIIIOJHUTE ClleyIolIye NeHCTBUS:
1. Beimenurte GUrypy oJJHUM I[eTYKOM MBIIIU WU BbliesiuTe GpUTypy IBONHBIM IIIeTYKOM
MBIIIIY, YTOOBI IeperTU B peXXUM ee peJJakKTHPOBaHUS.

2. Ha nanenu HUHCTPYMEHTOB, B pa3jejie CIJnrypa Ha’>XMUTE Hd CTPeJIKY CIIPpdBd OT KHOIIKH

£

== 1IBeT 3a;muBKH (cM. PucyHnok 279).
3. B orkpbiBiieMcs okHe, B 6;10ke M300paxkeHne HaxkMuTe KHONIKY BrIOpaTh.
4. B oxHe dailyoBoro MeHekepa BbibepuTe Tpebyemoe H300pakeHre U HAXKMUTe KHOIIKY

OTKpBITH.

4.10.3.3 OT™MeHUTDH 3aTUBKY

YTOoOBI OTMEHUTD 3a7IUBKY PUIYPbI, BHIIOJIIHUTE CJIeAYIOlre 1efCTBHUS:
1. Beigenure GpUrypy oJHMM IIETYKOM MBIIIN WU BbLIeuTe GUIYPY JBOMHBIM IIEeTYKOM
MBIIIIY, YTOOBI IIepefTH B PEXXUM ee PeJJaKTHUPOBaHMUS.

2. Ha naHenu MHCTpyMeHTOB, B pasziejie @Purypa HaXkMUTe Ha CTpeJIKy CIIpaBa OT KHOIKH

£

== IIBeT 3a;muBKH (cM. PrucyHok 279).

3. B oTkpsiBiIemMcs: OkHe HaxmuTe KHOIIKY Het 3anuBkm.
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4.10.4 Koutyp ¢purypsl

4.10.4.1 Hactpouth KOHTYp ¢uUrypsl

J1y1st KOHTypa GUTYPBI MOXKHO OIPeJIeIUTD I[BET, TONIIUHY U THII JINHUH.

J1J1st 3TOTO BBIMIOJIHUTE CIIeAYIOIe IefCTBUS:

1. Beienute ¢GpUrypy oIHMM IIeTYKOM MBIIIN WUJIM BbIAENNTe PUIYyPY IBONHBIM IIIeTYKOM

MBIIIH, YTOOBI HEPEﬁTH B PeXUM ee pelaKTUPOBdHHSI.

2. Utobbl nprMeHUTh K Urype HAaCTPOMKU KOHTYpa Ipelblayllero o0beKTa, Ha IaHen

WHCTPYMEHTOB, B pa3ziejie PUrypa HaKMUTe KHOTIKY e KOHTYP (cM. Pucynok 281).

3. Yrobwl ompenenuTh st GUTYpPbl APYrOoM KOHTYp, HaXMUTe Ha CTpeNIKy CIpaBa OT

KHOIIKU o KOHTYP.

HagcTpoikn  Cnpaeka

A
Il

2t
2l
=

[

.'2. LeeT zanmekn  * MoaroHATE pasMep

= Kormyp %

HeT koHTypa

MocnegHne uBeTa:

LlgeTa Temb:

Opyrve uBeTa...

TonwmHa aMHK: 0,25 pt :

Pucynoxk 281 — Knonka Kontyp
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4. BribepuTe IBeT KOHTYpa OJTHUM U3 CJIETYIOIIUX CIIOCOOOB:

— DBruibepute nogxopsmumii nBer B 6sioke Ilocnemnue mBera. B nmaHHOM 6roke
OoTOOpaXkaroTCsl IATh IIOCHeJHUX I[BETOB, KOTOpble MWCIIO/Ib30BAJIMCh IIpU
¢dbopMaTUpOBaHUM 0OBEKTOB JOKYMeHTa paHee.

— Bribepute mnoaxopsmmii 1Ber B Oyioke IlBera Temnl. B ganHOM Oiioke
oTobparkaeTcs IIBETOBAs IIAJIUTPa TeMbl TEKYIero JJOKYMeHTa.

— Haxwmure na xHomky Jlpyrume nBera. B oTkpobiBiieMcss okHe Bpioop mBera
(cM. Pucynok 282) ykaxure Tpebyemslii 1jBeT B Bujle HEX-konma wiu B dopmare

RGB u naxkmute kHonky OK.

BuiGop ueera x
MpeanpocmoTp
o |
KpacHeii JeneHpi CHHWIA
ss 9% . | 146

R

Pucynok 282 — Oxno Be10op nBera

5. B mnone TonmpHa JUHHUM yKaXkuTe TpeOyemMyro TOJIIMHY KOHTYpa BPYYHYIO WIH C
IIOMOIIIBIO TIepeKJIroYaTessl.

6. BbI6epI/IT€ THUII IMHWUU KOHTYPA U3 IIPpe]lyCTAHOBJIEHHBIX 3HA4YEeHHM.

4.10.4.2 Ypanuthb KOHTYp QuUrypsI

YT1oO6B! yIaIUTh KOHTYP PUTYpHI, BEIIIOJIHUTE ClleAyIOIIe AeHCTBUS:

1. Boienure Urypy oJfHUM IIIETYKOM MBIIIN WIH BbiAeIUuTe GUTIYPY OBOWHBIM IIEITIYKOM
MBIIIIY, YTOOBI IepeiTU B peXXUM ee peJJakTHPOBaHUS.

2. Ha masHenu MHCTPyMeHTOB, B pa3szeyie Purypa HaXkMuTe Ha CTPeJIKy CIIpaBa OT KHOIIKU
""" KonTyp (cMm. Pucynok 281).

3. B oTkpsIBIIeMCs OKHe HakmuTe Ha KHOIIKY Hert koHTYypa.
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4.10.5 NsmeHuts pa3mep purypsl

Pa3mep ¢urypel MOXXHO U3MEHUTH C COXPaHeHHeM WU 0e3 COXpaHeHUs! IPOIIOPLIUH.
YTo6bl U3MEeHUTHh pasMep QUIYpbl C COXpaHEeHWeM IIPOIIOPLKMM, BBIIOJIHUTE Clelyloliye
IEeUCTBUS:
1. Brimenure ¢urypy, paamep KOTOpoil HeO6X0IUMO U3MEHUTb.
2. Y 7epxyBasi JIeBYIO KHOIIKY MBIIIIH, IPOTSIHUTe JIF000M M3 yIJIOBBIX MapKepOB PaMKH Tak,
qT0OB! $Urypa NpuHsIa HeobxoquMbIi pa3mep (cM. PucyHok 283).

3. OrtmycTuTe JIeByI0 KHOIIKY MBIIIHY, YTOOBI 3aHMKCHPOBATh HOBBINA pa3Mep (pUryphl.

%

[T T = N (R = T ¥, (R S P B (N R

—
=

Pucynok 283 — M3mMeHeHune pa3mepa GUrypsl ¢ COXpaHEeHHeM MPONOPIUN

Yro6b! M3MeHNUTh pa3Mep pUrypbl O6e3 coxpaHeHHs MPOIOPLKMH, BBIIOJIHUTE ClelyIoIue
JeCTBUS:

1. Beigenure purypy, paamep KOTOpor He0O6XOIUMO U3MEHUTD.

2. VYpepxuBas JIeByIO KHOIIKY MBIIIH, IlepeMecTUTe OUH U3 MapKepoB paMKU QUIypHI
(cm. Pucynok 284):
— JUISl WM3MeHEeHWs BBICOTBl QUIyphl IepeMecTUTe BepXHWM WM HWKHUA Mapkep

paMKu;

— I U3MeHeHUs NIMPUHBI GUTYDHI ITlepeMeCTHTe JIeBbIN WIN IIpaBblii MapKep PaMKH.

3. OTmycTuTe JieBy10 KHOTIKY MBIIIH, YTOOBI 3apUKCHUPOBATh HOBBIMA pa3Mep GHUTypPHI.
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[F=T - R = R R S L A

—
=

Pucynok 284 — Mi3ameHenue pa3zmepa Gpurypbl 6e3 coxpaHeHUsk TPOIIOPIIUIA

4.10.6 Ilogoruars pa3mep ¢urypsl noj TeKCT

BricoTy ¢purypsl MOXXHO IIOJJOTHATh I10]] PaCIOJIO>KeHHBIHM B Hel TeKCT.
J1J1s1 3TOTO BBINIOJIHWTE CIleAyIOle IefCTBHUS:
1. Beipgenure purypy.

2. Ha manenu uHCTpyMeHTOB, B pazfieiie durypa (cM. PucyHok 285) HaXMuTe KHOIKY

Ilogrousars pa3mep.

£ UeeT 3anmekn  + | MoaroHATE pasmepl @

----- KoHtyp w

®urypa

Pucynok 285 — Knonka Iloaronsats pa3mep

YTOoOBI OTMEHUTH IIOATOHKY q)HprI)I M0, TEKCT, BBIIIOJIHUTE JaHHbIE JeHCTBUS IIOBTOPHO.
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4.10.7 Ilepemectuth purypy

Purypy MoXHO repeMelaTh CJIeAyIIUMHU CI0COOaMu:
— IlepeTacKUBaTh, y/IepXKUBast JIEBYIO KHOMKY MBIIIIH;
— IepeMelarb CTPOTo M0 BePTHUKAIX WM 110 TOPU3OHTAJIM C IIOMOIIbIO KJIaBHII «—, T, |, —

Ha KJIaBHaType.

[Ipu nepemettieHry GUTyphI C TOMOIIIBIO KJIABHUII «—, T, |, — IIar nepeMenieHus: 3aBUCUT OT
MaciTadba TOKyMEHTa:
— ecnu Mactrabd < 200%, To mmar = 4 MM;

— ecyu maciarad > 200%, to mar = 1 MM.

YroObl yBEeMYMTh IIAr, IepeMernanTe GUrypy KiIaBumlaMu <«—, T, |, —, yAepxuBas
Hakatoi kinaumry Shift. B manHoM citydae miar mepemertienus 6yeT paBeH:
— eciu maciurad < 200%, To mar = 4 cM;

— ecyu Maciarad > 200%, to miar = 1 cm.

4.10.8 Ynmanurts purypy

YT068! yianuTh GUrypy, BHIIOJIHUTE CelyIolye JeHCTBUS:
1. Brimenure ¢purypy, KOTOpyro HeOOXOAUMO YIaIUTh.
2. BbinonHKTe KOMaHAY yAajeH!s OJTHUM U3 CIIeyIOIUX CII0COO0B:

— Ha nanemu wuHcTpyMeHTOB, B pasnene Purypa (cMm. Pucynok 286) Haxmwure

KHOIIKY 'ﬂ (Ymanuts purypy).

ﬁ LleeT zanuekn v MogroxaTe pazuep rﬂ

----- KoHtyp v

Purypa
Pucynok 286 — Knonka Yaamuts ¢urypy
— [IlpaBoii KHONKOM MBIIIK MIEJIKHUTe II0 (UIype U BBIIOJHUATE KOMaHIY

KOHTEKCTHOT'O MeHI0 Y JaJINTh QUTypy.

— Haxwmure kiiaBuiry Delete niu Backspace Ha kiaBuaType.
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4.11 ®opmaTupoBaHHe JOKYMEHTA

[Ipu coznmanuu ¢aiibl UMEIOT CTaHJapTHOe GOpMaTUpPOBaHKeE 110 HECKOJIbKMM ITapaMeTpaM.
Yrobpl u3MeHUTh QopMaTHpoBaHME Ha OJTale co3aaHus ¢ailyla, TPOCTO  BBHIIOJIHUTE
HeoOXoauMble KOMaH bl Eciii u3MeHeHus1 BHOCSITCSI B yoKe CYIIeCTBYIOMMM (aiisl, TO Mpexae 4em

BBITIOJTHSITH KOMAH/IbI, BbllesiuTe pparmMeHT, GopMaTHpoBaHUe KOTOPOTO He0OX0IMMO U3MEHUTbD.

4.11.1 MpudT

[Io ymonmyaHWi0O TpU CO3MaHWM JOKyMeHTa B mnpuioxkeHnn «MonOduc Tabmuiay
ucnosnb3yetcs mpudTt XO Thames.
YT0o6B! MI3MEHUTD MIPUPT, BBIIOJIHUTE CIIeAAyIOLIe 1eHCTBUS:
1. Ha nanenu uHCTpyMeHTOB, B pa3zeie IlIpudT menkuuTte cTpenky cnpasa OT Ha3BaHUs
Tekyilero mpudrta (cMm. Pucynok 287).

2. B oTKpbIBIIEMCS CTIMCKe BbIOEPUTE HEOOXOUMBIH IIPUPT.

TaBavua  fJadHeie  MHctpyments Bug  OBwwid goctyn  Hagetpolikw  Cnpaeka

I
11
1
II|
N

| XO Thames v| |12 |v] AT A

/X0 Thames “hA £ AR

LCormorant BoipaBHWBaHKWE

PT Astra Sans

[
Bl
(]
I

PT Astra Serif

PT Sans

PT Serif

X0 Caliburn

X0 Courser

X0 Oriel

Pucynok 287 — Crivcok 1mipudToB

Pexomennyercs  ucnosb3oBaTh — mipudgThl  ceMedctBa X0, UYTOOBI  COXpaHSTh

(bOpMaTI/IpOBaHI/Ie JOKYMEHTa IIpU ero OTKPBITUU B IPYI'UX OII€epAIIMOHHBIX CUCTEMAX.
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4.11.2 Pa3mep mpudra

YT0o6b! M13MEHUTh pa3Mep MIPUQTA, BHIIOJIHUTE CIIeAyIOLe 1eHCTBUS:
1. Ha nanenu uHCTpyMeHTOB, B pasfeie IlIpudT menkuute crpesky ciipaBa oT pasmepa
tekymero mpudTta (cMm. Pucynok 288).

2. B oTkpbIBIIEMCS CTIMCKe BbIOEPUTE HEOOXOUMBbIN pa3mMep mpudTa.

TaBavua fJaddeie  MHctpymentsl Buag  OBwwid goctyn

KO Tharmes e |£_‘g A ."II:I".+
K K Y AR T 8 £ v
WpudT 9
10
C D E
1
12
14
16

Pucynok 288 — Breimmanarommii cncok Pasmep mpudra

Ecimm HeobxoMMoro pa3Mepa HeT B CIIMCKe, 33/IaiiTe ero Bpy4yHyto. [ljis aToro:

1. Ha manenu uHCTpyMeHTOB, B pasfieie IIIpudT BbimenuTe Tekylee 3HaUeHHe pa3Mepa
mpudra.

2. Bpemure HeoOxonumoe 3HaueHWe. B kadecTBe paspenuTens [jis APOOHBIX 3HAYEHUM
Ycronb3yuTe 3anaryto. Hanpumep: 21,5.

3. Haxwmwure knaBuiny Enter.
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Il yBesnvdeHus pasMepa HMIpudTa Ha OAHY €[VHUILY BBIIOJHWATE OJHO W3 CIIeAYIOIIHUX
JIeMICTBUI:
— DBroibepute nyHkT koMaHgHoro MeHio Popmar > IllpudTtel > YBenuuurTs pasmep

mpudta (cM. Pucynok 289).

Dopnat  Tabavua  Janvwe  WHctpymente Bug  OGwwi gocyn  Hagctpobikn  C

WpndTm PO MonyxvpHoii Ctrl+B E
BmipaeHweanne P K Kypcwe Ctrl+|
Y MoguepkHyTwii Ctrl+U

Uucnosoil dopnar...

MNoeopoT TekcTa Y| A Ymenbwuts pasmep WpudTa

OBnacTe nevaty Y| A Yeennuuts pasmep wpndra

Pucynok 289 — Komananoe mento ®opmar

— Ha nmanenu unctpymenTtos, B pasnene IlIpudt (cm. Pucynok 290) HaxkmMuTe KHOIKY

AT (YBenmuuursb pazmep mpudra).

TaBavua  Jaddeie  MHctpymedtsr Buag  OBwwid goctyn

XO Thames v 12 vl|AT AT
X K U ABF = Av &
W pudT

Pucynok 290 — KHonku yBenn4eHUs: U yMeHbIlIeHUsI pa3Mmepa mpudra

Jlist ymeHbIlleHHs pa3Mepa mpUdTa Ha OJIHY e[IMHUIy BBIIIOJIHWTE OJJHO W3 CJIeAYIOLIUX
IeUCTBUMH:
— Bribepute nmyHkT komaHaHOro mMeHio ®opmart > IllpudTel > YMeHBHIUTH pa3mep
mpudra (cM. Pucynok 289).
— Ha nmanenu unctpymenToB, B pasneiie HIpugt (cm. Pucynok 290) HakmMuTe KHOIKY

A~ (YMeHbIINTH pazMep mpudTa).
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4.11.3 Odopmienue Texkcra

HaHHI:IM B slYEHKe MOXKHO IIpHUCBOUTH pPdA3HOE O(l)OpMJ'[eHI/Ie, YTOOBI BBIIEJINTh UX HA (l)OHe

OCTaJIbHOT'O COAEpP>XHUMOTI'0 B Ta6JII/IIIe.

B Tabnuiie Huke Ipe/cTaBieHbl BapuaHTbl OQOpPMIIeHHs TeKCTa C COOTBETCTBYIOIIMMU

KOMaHJIaMU.
Tabnuna 14 - Odopmienne Tekcra
ITyHkT KHonka Ha naHenu Coueranue Coueranue
Odopmiaenue
reKCTa KOMAaH/IHOT'0 HHCTPYMEHTOB, kiiaBum B OC KJIQBHIII
MeHH0 B paszgene «IlIpudpr» | Windows/Linux B OC macOS

®$opmar >

Homyxupneni | Hlpudter > XK Ctrl+B #¥Cmd+B
[Momy>xvpHbIi
Popmar > .

Kypcuéb Iprdyor > Kypeus K Ctrl+I #¥Cmd+ I
®opmar >

HomuepkuyThiti | lpudTs > Y Ctrl+U #¥Cmd+ U
[ToguepkHyTBIN

BCE ®dopmar >

POITNCHEIE MIpudThr > AR Ctrl+Shift+A T Shift+8Cmd+A
Bce npornucHbie
®dopwmar >

3aCPKIY LA pudTs! > T - _
3auepKHYTHIN
®opmar >

Honcrponsii 3HAK | LLIpHGTHL > wss> X Ctrl+= 3Cmd-+=
[MoncTpovnblii 3HaK

) ®opmar > )

Haxcrpoutitit spax | pudTer > see> K Ctrl+Shift+= {Shift+8Cmd+=
Hancrpounsiii 3Hak
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4.11.4 IiBer Texkcra

YT0o6BI MI3MEHUTH 1IBET LIPUPTA B TEKCTe, BHIIIOJIHUTE Clleylolye AeCTBUS:
1. Vxkaxwure TekcrT, ji1 KOTOPOro TpebyeTcst U3MeHUTH LBeT:
— Yrobbl m3MeHUTH IBeT mIpudTa AJisi BCErOo TEKCTa, PACIIOIIOXKEHHOIo B sdelike,
BBIJIeJIUTE 3Ty JYeHKy.
—  YtoObI U3MEHUTH NBET MmpudTa i pparMeHTa TeKCTa, pacliooXKeHHOTO B siuelke,
neperiuTe B peXXUM peIakTHUPOBaHUsl TYEHMKU U BbIJIJIUTE JJaHHbIN pparMeHT.
— UYrobsl u3MeHUTH NBeT HIpUPpTa B OJHOM CJIOBe, IlepeiliuTe B PeXUM
PeaKTUPOBAHUS STUeMKH M yCTaHOBUTE KypCOp Ha JAHHOM CJIOBe WX BbIJIeJIUTe ero
[[eJIUKOM.

2. Ha manenu wuHcTpymeHTOB, B pasnerne Ipu¢t (cMm. Pucynok 291) nHaxxkmure Ha

CTPeJIKY CIIpaBa OT KHOIIKU i (IIBet Tekcra).

TaBavua [JadHeie  WHcTpymedtsr Bug  OBwwi goctyn  Hagetpolikn  Cnpaeka

XO Thames v 12 [»| AT AT = = = = | 7
] -
X K Y4 AB T - _i%ﬂi’v AB v
WpudTt
CCAE4HWE UBETA!
C D E

LlgeTa TEMBI:

HEEEEE

Apyrve UpeTa...

Pucynok 291 — Knonka IIBer Tekcra
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3. Bpibepute HEOOXOOUMBIN IBET OJTHAM U3 CJIEYIOITUX CIIOCOOOB:

— DBruibepute nogxopsmumii nBer B 6sioke Ilocnemnue mBera. B nmaHHOM 6roke
OoTOOpaXkaroTCsl IATh IIOCHeJHUX I[BETOB, KOTOpble MWCIIO/Ib30BAJIMCh IIpU
¢dbopMaTUpPOBaHUM JOKYMEHTa paHee.

— Bribepute mnoaxopsmmii 1Ber B Oyioke IlBera Temnl. B ganHOM Oiioke
oTobparkaeTcs IIBETOBAs! IAJINTPa TeMbl TEKYIero JJOKYMeHTa.

— Haxmure kHomky JIpyrue nmBera. B oTkpbiBiiemMcs okHe BbIOop mBera yKaxkurte
Tpebyembiii 11BeT B Busle HEX-xona nimu B popmare RGB u Haxxmute kHonky OK

(cm. Pucynok 292).

BuiGop ueera x
Hex-kog MpeanpocmoTp
o |
KpacHem JeneHmn ClHMA

R

Pucynok 292 — Oxno Be10op nBera

YTo6bl OBICTPO NPUMEHUTh K TEKCTy IOCIeHUM MCIIOIb30BAaHHBINA I[BET, BBIIIOJIHUTE
cllefiyIoliye AefCTBUS:

1. Boimenure TpeOyeMblil TEKCT Tak, KaK 3TO ONKCAHO BHIIIIE.

2. Ha manenu wHCTpyMeHTOB, B pasfiene IlIpu¢Tt HakmuTe KHOIKY ﬁ (IIBet Tekcra)

(cm. Pucynok 291).
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4.11.5 IiBeT BBIZIEJICHHSI TEKCTA

[Ipy pabore Haa [OKYMEHTOM OTAelibHble (pParMeHTbl TeKCTa MOXHO BBIJESTh
pa3MYHBIMU 1IBeTaMH (110 TUIy MapKepa), YTOObI cleflaTh MX 3aMeTHee Ha (pOHe OCTaIbHOTO
COJIepXXUMOTr0 JIOKYMeHTa.

YToObI BBIJIEJIUTH TEKCT I[BETOM, BBITIOJIHUTE CJIeAyIOIe 1eHCTBUS:

1. VYkaxwure TpeOyeMblil TEKCT:

— YToOBI BBIIENIUTH IIBETOM BeCh TEKCT, PaCIOJIOXKEHHBIM B siuelike, BbIAEJIUTE 3TY
AYeUKY.

— YrtoOBI BBIIEUTH 1IBETOM dparMeHT TeKCTa, PACIOIOKeHHBIA B siYeliKe, TiepeiiiTe
B PEXXUM peJJaKTUPOBAHUS STYeVKY U BbI/IeJINTe JaHHBIM PpparMeHr.

— YroObl BBIIEJIUTH IIBETOM OJIHO CJIOBO, NepediuTe B peXuM peAaKTHPOBaHUS
s’YeMKU M YCTAaHOBUTE KYPCOP Ha JJAHHOM CJIOBE WJIM BBIJIEJIUTE ero IeJIMKOM.

2. Ha manemu wuHCTpymeHTOB, B pasfienie Illpu¢T HaxkmMuTe Ha CTpeJKy CIpaBa OT

KHOIIKH & (IIBet BBImesnenus Texkcra) (cMm. Pucynok 293).
3. B oTkpbIBIIeHCsA TanuTpe BbibepuTe HeoOXxomumblk IBeT. [locnemHuwe deTtwbipe

HCIIOJIb30BAaHHBIX IIBETA OTOOPAXKAIOTCS Ha/l MTAJIATPOM.

TaBavua  fdaddeie  MHctpymedts Bug  OBwwid goctyn  Hagetpolikm  Cnpaeka

%O Thames v 12 v AT AT N = = TS

X K 4 AB F - iv[?%‘&%va

WpudT
F

Bes ueeta

Pucynok 293 — Knonka IlBeT BeIeieHHsI TeKCTa
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Yrobbl OBICTPO BBIAEIUTH TEKCT IIOCIeJHUM MCIIOJIb30BAaHHBIM I[BETOM, BBIINOJIHATE
CJIeyIolve IeNCTBUS:

1. Brimenure TpeOyeMblli TEKCT Tak, KaK 3TO OIKMCAHO BHIIIIe.

2. Ha nanenu uHCTpyMeHTOB, B pa3jese IIpu¢T Ha>KxMHTe KHOIIKY © (IIBeT BBIE/IEHUS

Tekcra) (cM. Pucynok 293).

YT0oOBI OTMEHUTH BblleJIeHHe TeKCTa [IBeTOM, BBIIIOJIHUTe CJelyIoIIue JeHCTBUS:

1. Boigenurte TpeGyeMbli TEKCT TaK, KaK 3TO ONKUCAHO BHIIIIE.

2. Ha mnanenu uHCTpymMeHTOB, B paszeiie IlIpudT HaxkmuTe Ha CTpesiKy CIipaBa OT
kromkn & (IIBet BBImesenus Texkcra) (cMm. Pucynok 293).

3. B OTKpBIBIIENCS NAIUTPe Ha)kKMuUTe KHOIIKY be3 nBera.

4.11.6 BoipaBHMBaHHe TeKCTa

JlaHHBIE B sSTYeliKe MOXXHO BBIPABHUBATH I10 JIBYM OCSIM: 110 TOPU30HTAIM U BEepTHUKAJIK.
UYToObI BBIPOBHSITH JIaHHbIE TI0 TOPU30OHTAM, BOCIOJIL3YHUTECh OJHOM W3 KOMaH/I,

OIIMCAHHLBIX B Ta6J'II/ILIe HHXe.

Tabmumna 15 - BelpaBHIBaHUe 110 TOPU30HTAIN

Knonka Ha manenn

ITonoxkenue B ITyHKT KOMaHIHOTO HHCTPYMEHTOB,
AJeHKe MEeHI0 B pasjeie

«BeIipaBHHBaHHe»

Coueranue Coueranue
xiaasui B OC KJIQBHIIT
Windows/Linux | B8 OC macOS

®opmar >
BripaBHuBaHue >
BBIDOBHSATBH TEKCT 11O
JIeBOMY Kpato

[To neBoMy kpato Ctrl+L #Cmd+L

®opmar >
[To uentpy BripaBHuBaHue >
[o nentpy

Ctrl+E #8Cmd+E

®dopmar >
BripaBHuBaHue >
BBIpOBHSATE TEKCT 110
MIPaBoOMy Kparo

Ctrl+R #Cmd+R

[To mpaBoMy Kpato

®dopmar >
BripaBHuBaHue >
BBIpOBHSATE TEKCT 110
HIUpUHe

[To mmpune Ctrl+J #8Cmd+J
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YTOoOBI BRIPOBHSATD JJAHHBIE TI0 BEPTHUKAJIUA, BOCIIO/IB3YHUTECH OJTHOM M3 KOMaH/I, OITMCAHHBIX B

TaOIUIIe HUXKe.

Ta6usmma 16 — BeipaBHIBaHMe 10 BepTHKAIH

ITonokenue B aueiike

ITyHKT KOMaHHOT'0 MEHI0

Knonka Ha maHe/ I HHCTPYMEHTOB,
B pasjene «BolpaBHHBaHHEe»

[To BepxHEMY Kpato

®opwmar > BelpaBHHBaHuE >

[Io BepxHEMy Kparo T
[Io uentpy ®opmar > BeipaBHUBaHuE > b

BBIpOBHATE TEKCT 10 LIEHTPY T
[To HXHEMY Kpato ®opwmar > BelpaBHUBaHuE > L

[Io HI>XHEMY Kpato

Eciu TekcTt B siuelike pasBepHyT (cM. pasnen 4.11.7), To BblpaBHMBaHHe 110 BepTUKAIU

U TII0 TOPU30HTAJIM OCYHeCTBJIIeTCA B COOTBETCTBUU C PACIIOJIO)KEHHWEM [JdHHOI'0 TeKCTa

B IIpocTpaHcTBe. Hampumep, eciii TeKCT pacrojiokeH B sidedike mnop yriioMm 90 rpaaycos,

TO IIPHU BBIPABHHBAHHWHW 110 T'OPHU30HTAJIM OH IlepeMelldeTCd OTHOCHUTEJIbHO BerHefI U HWKHEr

I'PaHHUIIBL STYEHKH, a IIPpXY BbIPABHHBAHHWH 110 BEPTUKAJIN — OTHOCHUTEJIbHO JIEBOU U npaBoﬁ I'PAHUIBI.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2023

273




MonOdomc

4.11.7 IloBopoT Tekcra

TekcT B siuelike MOXXHO ITOBepHYTH 110 yriioM oT —90 1o 90 rpaaycos.

TpebyeMblli yroi MOBOPOTa MOXHO YyKa3aTb C IIOMOIIBI0 KOMAaHAHOTO MEHI0 WK
MaHeJId MHCTPYMEeHTOB.

Yrobbl yKa3aTb Yrojl IMOBOPOTA TeKCTa C IIOMOIIbI0 KOMAHJHOTO MeHIO, BBIIIOJHUTE
CIleflyIolye NefCTBUL:

1. Beimenute crpoky/cTosibel], Iyana3oH syeeKk WM sUeliKy, B KOTOPOHM Heo0XO0IMMO

MTOBEPHYTh TEKCT.
2. Bribepure nyHkT KOMaHAgHOTO MeHio @opMmat > IToBopoT Tekcra (cM. PucyHok 294).
3. Broibepure TpeOyeMblii yros MOBOpPOTA TeKCTa U3 CIHCKA IpeAyCTaHOBIIEHHBIX

3HAUYCHUH.

Dopumatr  Tabavua  fJadnwe  MHctpyments Bug  OBwwi goctyn  Hagctpoiikw

Wpnde: g vl |12 v AT AT
BoipaeHueanne r

Uwcnoeoii gopmar... ' - -
R b A Her (o) EbipagHUBaH|
OBnacTe nevwatw b 27 MoeepHyTe Bneso Ha 907
CoxpaHuTe n3obpameHne... l&  MosepryTs enpaso ra 90° H
w4 [oBepHyTs BAeBo Ha 45°
| Js  MosepHyTs Bnpaso Ha 45°
Tekcr
3danats yroa » ap®
73"
60"
453°
3
15"
.
-15°
-30e
-45°
-G0"
-73"
-age

Pucynok 294 — Komangnoe menio opmar
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YToObl yKa3aTh yrojl MOBOPOTA TeKCTa C IOMOINbIO IaHeJIX WHCTPYMEHTOB, BBIOJIHHATE
CJIeyIolve IeNCTBUS:

1. Beimenute crpoky/cTosibel], Iyana3oH syeeKk WM sUelKy, B KOTOPOHM Heo0XO0IMMO
MIOBEpHYTh TEKCT.

2. Ha manenu uHCTpyMeHTOB, B pasnesie BoipaBHuBaHme (cM. PucyHok 295) nHaxkmure
kHOTKy ~E (IToBopoT Tekcra).

3. VYkaxure TpebyeMbIl yroJl IOBOPOTA TEKCTa OJHUM U3 CJIeAYIOIIUX CIIOCODOO0B:
— BroibepuTe u3 crvcka npeycTaHOBJIEHHOE 3HaYeHHe.
— B mnone 3amare yronm BBenudTe 3HAUeHHWE ~BPYYHYI0 WA HAXMUTE

KHOIIKY = U BbIﬁepI/ITe 3Ha4YeHHe U3 BhbIIIaJdIo1Iiero CIimcka.

WMuctpymentsr Bug  OBwwit goctyn Hagctpoilkn  Cnpaeka

vi[zl«l A A == E==T + L
4 J—
AB T oo v £ *i%v%—_;-.
AR Her (07)
E : QT MoeepHyTe EReBo Ha 90°

m [MoeepHyTe BNpasoe Ha 90°
Texkcr i ‘?%fz MoeepHyTe EReBO Ha 45°

QE@ MoeepHyTe ENpaec Ha 457

3danate yroa o -

Pucynok 295 — Kuonka IToBopoT Tekcra
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4.11.8 Ilepenoc no cioBam

[Tpunoxxenve «MoitOduc Tabnuma» MoxeT IepeHOCUTh TeKCT BHYTPU sideeK II0 CJI0BaM,
9TOOBI 00JIETYUTH ero NpoCMOTP U pelJlaKTHpPOBaHHUe.

ITo ymomuaHuIO TeKCT B siueliKe pacriojaraeTrcss B OJHY CTPoKy. Ecim siueiika copmepxut
OosblION (parMeHT TeKCTa, YKaKUTe, YTO TeKCT B 3TOM sideliKe cleflyeT IIepeHOCUTb I10 CJIOBAM.
IIpunoxeHre pasMecTUT TeKCT B HECKOJIbKMX CTPOKaX, YYMThIBas LIMPUHY CTO/OIA, B KOTOPOH
pacnionoxeHa siderika. IIpy M3MeHeHHMM HIMpPUHBI CTO/IOLA IIepeHOC TeKCTa B suelike Oyger
BBITIOJIHEH IIOBTOPHO.

JlJ1s IepeHOCa TeKCTa BBIIIOJIHUTE ClleiyIolIve AeHCTBUS:

1. Boimenure crpoky/cronben, [uamla3oH siueek WM sYelKy, B KOTOPOM HeoOXOAWMO

BBITIOJIHUTB [1epeHOC TeKCTa.

2. Bomomnnure koManzy IlepeHoc 1o cjioBaM OlHUM U3 CIIeIyIOIIMX CIIOCOOOB:

— Bribepute mnyHKT KomaHgHoro MeHio Tabmuma > Ilepenoc mo cioBam

(cm. PucyHnok 296).

TaBavua JdadHeie  Moctpymedte Bug  OBwwid goctyn H

TR  BcTaewTb cTROKY Boiwe Alt+A
& BeraewTe cTpoky HuKe Alt=B
E Becraewte cTonbey cneea Alt+L
ﬂ BetaeuTe cTonBey cnpaea Alt+R
d YapanuTe cTpoky

% ¥nanuTte cTonbey,

CKpbiTh CTROKY
Mokazate cTpoky
CkpwiTe cTonBeL

[MNokazaTe cTonbel,

Bl O6begMHWTE AYERKK Ctrl+alt+M

B Pazpegunuts aueiikn Alt+Shift+M
MepeHoc no crosam

JakpenuTe BRIBpaHHBIE CTPOKK W cTOABLE r

Pucynok 296 — Komangnoe mento Ta6umma
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— Ha nanemu HWHCTPYMEHTOB, B pa3feie BBIpElBHI/IBElHI/Ie HaXXMHTE KHOIIKY

-> (Tlepenoc mo ciroBam) (cm. Pucynoxk 297).

HagcTpoikn  Cnpaeka

T 4 4 Oobwwi v

v|= p ©°, 00 00

BripaBHWBaHWe Yucno

I

Pucynok 297 — Knornika Ilepenoc nmo cioBam

YTo06BI BEepHYTbCA K HCXOJHOMY  IIOJIOKEHHWIO  TeKCTa4, BBITIOJTHUTE OOHY U3

JAdHHBIX KOMaH/l IIOBTOPHO.

4.11.9 MexcuMBOJIbHBIH HHTEpPBaJI

MekCUMBOJILHBIN HWHTEepBaJl — 3TO PdCCTOsgHHME MeXOy CHMBOJIaMHM B  TeKCTe.
MeXCUMBOJILHBIN HWHTEepBaJI MOXeT OBITH YINIOTHEHHBIM, OOBIYHBIM B Ppa3peXeHHbIM.

[TpumMepsl 0TOOpaKeHUS KaXKI0T0 U3 MHTEPBAJIOB Mpe/iCTaBieHbl Ha pucyHke 298.

F G H I ] K
YNnoTHeHHLIA MEXOUMBONEHLIM MHTEPBAN 1234567890
OObIMHBIA MEXCUMBOMNBHLIN MHTEPBAN 1234567890

PazpeXeHHbIW MEXCUMBONbHbLIA MHTEPBAN 1234567890

Pucynok 298 — [IprMepsl MeXXCUMBOJIbHBIX UHTEPBAJIOB
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Tunn MeXXCHUMBOJILHOTO HWHTepBa/la MOX>KHO BblﬁpaTb C IIOMOIIBIO KOMAHAHOI'O MEHIO HIIN

IaHeJIM UTHCTPYMEHTOB.

YT0oObI U3MEHUTb MEXCHUMBOJIbHBIN HWHTepBaJl C IIOMOIIbIO KOMdHIHOTO MEHIO, BBIIIOJIHUTE

CJlefyrolye qefCTBUL:

1. Bribepure TeKCT/S49elKH, B KOTOPBIX TPeOyeTCs KBMEHUTh MEXXCUMBOJIBHBIA HHTEPBaJ:
Ecnu MeXCMMBOJIBHBIN HHTepBaJl Tp86y'ETC5I WU3MeHUThb B OJHOM CJIOBe, BblIe/IHNTe
JdaHHOe CJIOBO WM YCTaHOBHUTE B HEro Kypcop.
Ecnu  MeXcUMBOIBLHBIN HNHTepBaJl Tpe6yeTC${ HU3MeHUTb JId YaCTHu TeKCTa,
PACIIOJIOXKEHHOT0 B TYerKe, BbIJIeIUTe JaHHbBIA TeKCT.
Ecmm MEXCHMBOJIbHbBIN HUHTEPBAJ Tp86yeTCﬂ HN3MEHUTDb JJId TeKCTa,
PacIIOJIOXKeHHOI'0 B OJTHOM WJIM HeCKOJIbKUX sYeiKaxX, BblJe/IuTe JaHHble SYeUKU.
Ecmn  MexcuMBONBHBIM — WMHTepBajl  TpeOyeTcss  W3MEHUTb  JUIsl  TEKCTa,
PacCIIOJIO’KEHHOI'O B O,HHOI;I HWJIM HEeCKOJIbKHUX CTpOKaX/ CTOJ'I6I_IaX, BbIIe/INTe JdHHbIe
CTPOKH/CTOJIOITHI.
2. Brpibepure nyHKT koMaHgHoro MeHio ®opmar > IllIpudrtel > MexcUMBOIBbHBIN
uHTepBal (cM. PucyHnok 299).
3. B oTkpbiBIIEeMCs TOJIMEHIO BbIOepuTe TpeOyeMblil THUIT UHTepBasa.
Dopmat  TaBawua Jadnwe MHcTpymedte Bug OBwwid goctyn  Hagctpolkw  Chnpaeka
LWpmdTe P X TMonysupHmiA Ctrl+B — -
= = 1T 7 4
BripaeHwearme P K Kypcwe Ctrl+l
U ere e e Y NoguepkHyToii Ctrl+L
MNosopoT TekcTa ¥ A YmMeHblwMTe pasmep wpkdTa
OBnacte nedatu Y AF YeennuuTs pasmep wpndTa
CoxpaHnTe n3obpaxeHwe... T 3auepkHyThiil :
®*  HagcTpouHwmii sHak Ctrl+5hift+=
¥z [ogcTpodHmil 3Hak Ctrl+=
ABE  Bce nponucHble Ctrl+5hift+A
Memc MMBONBHEIA MHTEPEAN P AR ¥nnoTHEHHBEA

AR OBmyHLIA

4B PazpemeHHbil

Pucynok 299 — Komananoe mento ®opmar
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YToObI HM3MEHHUTL MEeXXCHMBOJILHBIN HWHTEepBaJI C IIOMOIIbIO IIaHEJIM HWHCTPYMEHTOB,

BBITIIOJIHHUTE Clleyroue JIerCTBUS:

1. Bribepute TekCT/siueliKH, B KOTOPBIX TpeOyeTcsi U3MEeHUTh MeXCHMBOJIbHBIN UHTepBall,

TakK, KaK 3TO OIIMCAHO BHIIIIE.

2. Ha nanenu uHcTpyMeHTOB, B pa3zeiie IIpudT HaxkMuTe KHOMKY === (cM. Pucynoxk 300).

3. Bribepute TpeOyeMblii TUII UHTEpBAJIA:

- &E’ — YIUIOTHEHHBIH,

AB _ 06bIambIL,

*3:? — pa3peXeHHbIH.

Tatmmua [fanneie  Wactpyments  Bug OBuwwi goctyn

KO Thames L 12 |» A .f't'*.+

X K U ABF [ Av &

L]
won x, x:[52 88 ac]

Hagctpoiikn  Cnpaska

&
<
|

BoipasHWBaHKWE

Pucynok 300 — KnHomku BbIOOpa MeXCUMBOJIBHOTO MUHTepBajia
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4.11.10 IIBeT 3aJIMBKH SI9eeK

4.11.10.1 3anuBKa g4Yeexk BETOM

J1Jis 3aMBKHU siueeK 11BeTOM BBITIOJIHWTE CJle[lyoIliye 1eHCTBUSL:
1. Bolpenure sideliky WM JUaNa3oH siueek, IBeT KOTOPhIX He0OX0JUMO U3MEeHHUTb.
2. Utobpl OKpacHThb sYeMKHM B IIOCIeJHUN [BeT, KOTOpBbIM HCIOJIb30BAJICS U

3dJIMBKX pdHee, Ha IlaHeJIM HWHCTPYMEHTOB, B paselie duedkH HAKMUTE KHOIIKY

£

== (IIBeT 3ammBKH) (cM. Pucynok 301).

3. Yrobbl OKpacuTh sSYeHMKU B JIPYTrOM I[BeT, HAaXMUTe Ha CTPeJIKy CIipaBa OT KHOIIKH

£

== (IIBeT 3a1MBKM).

4. BribepuTe HEOOXOUMBIN IIBET OJTHUM M3 CJIEYIOIIUX CIIOCOOOB:

— DBruibepute nogxopsmumii nBer B 6Osoke Ilocnemnme mBera. B nmanHOM 6ioke
0TOOpaXkaloTCsl TSITh  IOCJIEJHUX IIBETOB, KOTOpble MCIOJIb30BAJIMCh IIpU
¢dbopMaTHpoBaHUHU JOKYMEHTa paHee.

— Bribepute mnoaxopsmmii 1Ber B Osoke IlBera Temnl. B pganHOM Oiloke

0T06pa>1<aeTc;1 [IBETOBaA IaJIMTpa TeMbl TeKyIlero J0KyMeHTa.

Obuwii v 2__[@ S .

P Gfa oo .O_t}]
HeT 2an1BKK
Yucno g

MocnegHue ueeTa:

¢ . IR

LlpeTa TEMBI:

b
H BMENES

dpyrue ueeta..

Pucynok 301 — Knonka IlBeT 3ai1uBKu
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— Haxwmure knHorniky pyrue mBera. B oTkpoiBiiemcs okHe BbI0op mBera ykakuTte
Tpebyembiii 11BeT B Busle HEX-xona nimu B popmare RGB u Haxxmute kHonky OK

(cm. Pucynok 302).

Brifop ueeta >
Hex-kog MpegnpocuoTp
‘ #000000 s ‘
KpacHmi 3eneHbl i CHHWIA
o Cllo Z.|o

Pucynok 302 — Okuno Beroop nBera

4.11.10.2 OTMeHUTD 3aJIMBKY

YTOoOBI OTMEHUTD 3aJIMBKY siUeeK, BBIIIOJIHUTE CJIe/IyIolue 1eHCTBUS:
1. Brimenure TpeOyeMble sTYeMKHU.

2. Ha mnanemu HUHCTPYMEHTOB, B pdad3fejie dueiiku HAKMUTE CTPeJIKy CIIpaBa OT

<&

KHOTIKY e (I{BET 3a/TUBKH).

3. B OTKPBIBIIEMCS OKHE Ha’)KMUTE KHOIIKY Her 3a1uBKH.
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4.11.11 I'panuns! sueex

4.11.11.1 Vi3MenuTHs NapamMeTphl rPaHHUI]

[To ymonuaHuiO TIpU CO3/IaHWK JIOKyMeHTa MeX[y sdeiikamMu HeT rpaHull. Bumumas Ha
JIMCTe CeTKa yCJIOBHO OTJieNsieT sSTYedKU OJIHY OT APYToi, 4Tobbl paboTa ¢ JaHHBIMU ObUIa jierye, U
He 0TOOpakaeTcs MpH MevyaTH.

YtoObl 106aBUTH siUelikaM TpaHUIbI WM W3MEHWUTb paHee IPUMEHEHHble K TI'paHUIlaM
rapaMeTphl, BBIIIOJHUTE CJelyIoIIue JeHCTBUS:

1. Beimenure siueiiky Wi IyMana3oH siueeK, TPaHUIbl KOTOPhIX HE0OXOOMMO U3MEHHUTb.

2. Ha maHenu WHCTPYMEeHTOB, B pasjeiie fluedKkH HaXXMUTe Ha CTpeJIKy CIipaBa OT

KHOIIKY [ (cm. Pucynok 303).
3. B ortkpeiBlIIeMcsl OKHe, B IepBOM O0JlIOKe HACTPOEK YKaXHWTe MeCTO PaCIIOJIO>KeHUs!

r'paHuL, 4JId KOTOPBIX HeO6XO)II/IMO HU3MEHUTD IIapaMeTpPHhlI.

O6uuwia v RvE mE® B ¥

D o oo .O_C)) BH—_[ E a @ qg v

Yucno — E
H =+ o

LieeTa Tembn

B BEEEGE

Apyrue ugeTa...

Pucynok 303 — Hacrporika rpanung
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4. Bo BTOpOM 6JI0Ke HAaCTpOEK BbIOEpUTe THI JIMHWU, KOTOPBIM Clie[lyeT NMPUMEHUTh JIs

YKa3aHHBIX FPAHMUII.

5. B Tperbem 6ii0Kke HacTpoek BbibepuTe BT JIMHUK OJIHUM U3 CJIeIYIONIHUX CIIOCOOOB:

— Bribepute mopxopsmiuii 1Bet B Oiyoke Ilocimemnue nBera. B manHOM Oiioke
OTOOpaXkarOTCsl TSATh TOCJEeJHUX IIBETOB, KOTOPbIe HCIIOJIb30BAMCh IIpU
dopmMaTHPOBaHUM JIOKYMEHTa paHee.

— DBruibepute mnopgxopsmuyii 1Ber B Onoke IlBera Tembl. B naHHOM 6ioke
oTOOpaXkaeTcsl IIBETOBAs MAJIMTPA TeMbI TEKYIIero J0KyMeHTa.

— Haxmure kHoriky pyrue mBera. B oTkpoiBiiemcsi okHe BbI0op mBera ykaxurte
Tpebyembiii 11BeT B Busie HEX-kona v B popmate RGB u Haxkmute kHonky OK

(cm. Pucynok 304).

Brifop ueeta >
Hex-kog MpegnpocuoTp
o~ |
KpacHmi 3eneHbl i CHHWIA

o Cllo Z.|o

R

Pucynok 304 — Okno Beroop nBera

@®opmar XLSX He nofifiep>KuBaeT BO3MOXXHOCTb ITIPUMeHeHUs] Pa3InYHbIX TUIIOB JINHUHN U

IBETOB IJIsd JUdTOHAJIbHBIX I'PAHUII.

YTo6b! OBICTPO NIPUMEHUTD K sYeliKe WIM JHala3oHy s4yeeK I0CIelHUN BhIOpaHHBINA CTUJIb
I'PaHUI], BBIIIOJIHWTE CllefyIollre JeUCTBUS:
1. Brimenure TpeOyeMyto siueiKy UK IMAIIa30H sSYeekK.

2. Ha nanenu MHCTPyMeHTOB, B pa3zesie SlueHKu HaXXMUTe KHOIIKY H (cMm. Pucynok 303).
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4.11.11.2 Ypanurs rpaHuIbl

Y1o6Bl yAanuTh 3a/laHHble TPAaHUIIBl SYEMKU WM JWala30Ha, BBINOJIHUTE CIleyrolue
JerCTBUS:
1. Brigenure sideiiky Wiv AWama3oH s9eek, IJIsi KOTOPhIX HeOOXOAMMO OYMCTHUTh TPAHUIIHI.
2. Ha maHenmm MHCTPYMEHTOB, B pasfienie SIdeiiku Ha)XKMHUTe Ha CTPEJIKY CIpaBa OT KHOIKH H
(cm. Pucynok 303).
3. B oTkpbIBIIEMCSI OKHE HAaCTpPOWTe HeOOXOAUMbIe ITapaMeTphl:
— B nepBom 6J10Ke 33/1aiiTe MeCTO yiaJieHUsl TPaHMUII.

— Bo BTOpoM 6510Ke BbiOepuTe Her rpaHuir.

4.11.12 KonupoBaTh M BCTaBUTH popMaTHpOBaHNe

B «MoitOduc Tabmmia» MOXHO CKONMpOBaTh ¢GOpMaTHPOBAaHWE OJHOTO QparMeHTa
JIOKyMEeHTa ¥ IPUCBOUTH 3TO e GOpMaTUPOBAHHUE:
— OJHOKpAaTHO — OJTHOMY pparMeHTy JIOKYMEeHTa;

— MHOI'OKpPATHO — HECKOJIbKHUM (bpal"MeHTaM JOKYMEHTad I10CJIeJOBATEe/IbHO.

PopMaTrMpoBaHue, CKOMMPOBaHHOe B Oydep oOMeHa, MOXKeT HUCII0Ib30BaThCs JIJIs BCTABKU B

npwioxxeHny «MornOdduc TekcTy.

4.11.12.1 IlpaBuia KonupoBaHMs U BCTaBKH (opMaTHPOBaHUSI

B 3aBucuMocTH OT 00beKTa, KOTOPBIH BblfielieH, /IJIsl BCTaBKU JOCTYITHO ¢OpMaTHpOBaHue:
— abzama;

—  TeKcCTa;

— ab3ara v TeKCTa;

STUCUKU.
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B Tabmume 17 nmnpuBemeHbl CxeMbl, II0 KOTOPbIM KOIMPYeTCS M  BCTaBJISIETCS

dopmaTupoBaHue.

Tabnuna 17 - IIpaBuiia komupoBaHUA U BCTaBKU (popMaTHPOBaHHUS

IIpu xonupoBaHuu

IIpu BcTaBKe

PesyabTaT

YcTaHOBIIEH Kypcop Wi
BbIZlesieH ab3all/ab3arbl
LIeJINKOM

YcTaHOBIIEH Kypcop

®opmartupoBaHue ab3aria/
IepBOT0 BhIZIeJIEHHOTO ab3aria

Brinenen ¢pparment ab3ara

dopMaTrpoBaHUe TeKCTa

Brinenen ab3ary/ad3aiibl eJIUKOM

®dopmartrpoBaHue ab3ara v TeKCcTa

Heckomnbko ab3amnes
BBIJIeJIeHbl He 10 KOHIIA

dopmarrpoBanHue ab3ara

Bruinenena yacte ab3ara

Y cTaHOBIIEH Kypcop

dopmaTrpoBaHUe He BCTABJISETCS

Bruinenena gyacte ab3ara

Brinesien ab3ary/ab63alibl 11eIMKOM

Heckosnbko ab3arieB
BBIJIeJIeHbl He 10 KOHIIA

dopMaTvpoBaHUe TeKCTa, HaYuHas
C TIepBOTO BBIZEJIEHHOTO CUMBOJIA

Y craHoBJIeH Kypcop

Bruinenena yacte ab3ara

Brigenen a63am/ab3ambt
1eJIMKoM (1o cuMBoJIa ab3a1ia)

Bruinenena sueiika TabIuIbL

®dopmarrpoBanue ab3ara v TeKCTa
IJIs1 BBIZIeJIeHHOU sSTYelKU

dopMaTvpoBaHUe TeKCTa
IJTSL BBIZIEJICPHHOU T9elKU

dopmartrpoBaHue ab3aria ¥ TeKCTa

Brinenena sueiika TabIUIbI

Brimenena sueiika TabIuUIbL

dopMaTUpoBaHUe STUEMKH,
ab3aria 1 TeKcTa

YcTaHOoBIIEH Kypcop

®opmatrpoBanve ab3ama

Brinesiena yacth ab3ara

dopMaTvpoBaHUe TeKCTa

Brinesien ab3ary/a63alibl 11eIMKOM

®dopmMartrpoBaHue ab3aria ¥ TeKCTa

Heckosnbko ab3arieB
BBIJIeJIeHbl He 10 KOHIIA

dopmarupoBaHue ab3ara

Brinenena crpoka wiu cronbery

dopmaTrpoBaHUe STIEHKY,
ab3aria 1 TeKcTa

Brinenena crpoka wiu cronbery

Brinenena ctpoka wiu cronbery

— dopMaTHpOBaHUe sTUerKy, ab3ara
U TEKCTa U3 JIEBOU BepXHeu TYerKU
B CKOITMPOBAaHHOM CTpPOKe/CTOJNOIIe;

— dopmaTupoBaHue CTPOKH/CTOIOIA
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4.11.12.2 KonupoBaTh U BCTaBUTH popMaTHpPOBaHHe

HJ’[S{ KOITMPOBAHUS Y BCTABKU (l)OpMaTI/IpOBaHI/ISI MOZKHO HCIIOJIb30BdTh:
— IIYHKTBI KOMaHJJHOI'O MEHIO,
— COYeTaHUus KJIaBHIII,

— KHOIIKY 5 Ha aHeNH VHCTPYMEHTOB.

YTob6bl CKONMUPOBATh U BCTAaBUTh (GOpPMATUPOBAHME C MOMOIIBI0 KOMAHAHOTO MEHI0 WIA
COYeTaHWM KJIaBUIII, BBIIIOJIHUTE CIIeAYIOIIHe IeUCTBUS:
1. Bribepure ¢parmMeHT AOKyMeHTa [JIsi KONMPOBAHUS (POPMATUPOBAHUSI C IIOMOIIBIO
OJIHOTO U3 CI0cOO0B, YKa3aHHBIX B pa3jieie BhIIIIe.
2. BblinonHWTe KOMaHy KOIMPOBaHUs GOPMATUPOBAHUS OJTHUM U3 CJIeIyIOLIUX CIIOCOOOB:
— Bruibepute mynkT komangHoro meHio IIpaBka > KomupoBaTh ¢popmMaTHpoBaHue

(cm. Pucynok 305).

Mpaeka Becraeka @opmar  Tabawua  JanHme VHg

= OTMEHWTB Ctrl+Z

" MoetopuTe Ctrl+Y

S Bripesate Ctrl+X

KonupogaTs Ctrl+C

[Ty BcTaBuTe Ctrl=V
BeTagwTh 3HAYEHMA W dopmaT Ctrl=Alt+V
BcTaBWTb TOMBKD 3HAYEHKA
Beraeuts uz Gydepa obmena r

£ KonwposaTe dopMaTMpoEaHWe Ctrl+5hift+C
MpUMeHWTE $opMaTUpOBaHKWE Ctrl+5hift+V

Pucynok 305 — Komananoe mento IlpaBka

— Haxwmute couyeranue kinasum Ctrl+Shift+C / {Shift+2Cmd+C.

3. Ecomum ¢opmarvpoBaHve TpebyeTcsi NMPUMEHUTb K OAHOMY (parMeHTy, BBIIIOJHUTE
cllefyIonye qercTBU:
— DBribepute ¢parmeHT mis BCTaBKM (OPMATHPOBAaHHS C IIOMOIIBIO OJIHOTO U3

CHOCOGOB, YKa3dHHbIX B pa3jiejie BbIlle.
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— Bruibepute nyHkT komanaHoro MeHio IIpaBka > Ilpumenutrs ¢popmaTHpoBaHHe
(cm.  Pucynoxk 305) wnu  Haxkmure codeTanwe kiaBuil — Ctrl+Shift+V /
{Shift+%Cmd+V,

4. Ecmu dopmaTupoBaHue TpebyeTcsi TMPUMEHUTh K HECKOJIbKUM dparMeHTaMm,

MI0CJIe/IOBATeIbHO BbI/IeJIsIiTe IJaHHble (pparMeHThbl B TEKCTe Y BBIOIHSNTE AJIsS KaXXI0T0

13 HHUX KOMaHJTy BCTaBKU pOpMaTUPOBAHUSI.

YToObl OJHOKPAaTHO CKOIMPOBaTb M BCTAaBUTh (pOpMAaTUpOBaHHE C IIOMOIIBIO KHOIIKU
= (KomupoBaTths ¢popMaTHpPOBaHHUe), BHIIIOJIHUTE CJIeAYIOIINe IeUCTBUS:
1. Boibepure ¢parMeHT [OKyMeHTa Iyl KONMPOBaHUS (PpOPMAaTHUPOBAHUS C IIOMOIIbIO
OJIHOTO U3 CI0COO0B, YKa3aHHBIX B pa3jiesie BhIIIIe.
2. Ha maHenmu wHCTpyMeHTOB, B pasfesie IIpaBka HaXMuTe KHOIIKY =] (KomupoBarsb
dopmaTupoBanmne) (cMm. Pucynok 306).
3. Brigenure ¢parMeHT sl BCTaBKM pOPMAaTUPOBAHUS C IIOMOIIBbIO OAHOIO U3 CII0CO00B,

YKa3aHHBIX B pa3zere BhIIIe.

®aiin  [lpaeka Beraeka Qopmar  Tabavua JanHwie
h c):; ﬁ b é e XO Thames
= v 9O C X K Y

@ann Mpaeka W pudT

Pucynok 306 — Knonka KonupoBaTth ¢popMaTupoBaHue

Y106l MHOTrOKpaTHO CKONMPOBaTb M BCTaBUTh (OPMATHMpOBaHHE C IIOMOIIbIO KHOIIKU
& (KomupoBaTths ¢popMaTHpPOBaHHUe), BHIIIOJIHUTE CIIeAYIOIINe IeACTBUS:
1. Bribepure ¢parmMeHT AOKyMeHTa [jIsi KONHWPOBaHUS (POpMATUPOBAHUSI C IIOMOIIBIO
OJTHOTO U3 CIIOCO0O0B, YKa3aHHBIX B pa3jielie BHIIIe.
2. Ha mnaHenmm wuHcTpymMeHTOB, B pasfene IIpaBka [ABaXIbl HaXMHUTe KHOIIKY
& (KonnupoBats ¢opmaTupoBaHue), YTOObI OHA IPUHSIIA BUJL .
3. IlocnenoBarenbHO mpuMeHUTe ¢GopMaTHpOBaHUe K TpebyembIM ¢parMeHTaM TeKCTa

OHHM M3 CHOCO60B, YKd3dHHbIX B pa3jiejie BbIlle.
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YToObl BBHIUTH M3 pexMMa MHO>KeCTBEHHOTO IpuMeHeHUs] GOpPMAaTHPOBAHUS, BBIIIOIHUTE
OHO U3 CJIeYIOIUX JeUCTBUM:
— Ha nanenu uHcTpymeHTOB, B paszzeiie IIpaBka HaXMHTe KHOIIKY A 4ro6bl OHa
IIpUHSIIA BUL .

— Haxwmure knaBuiry Esc Ha kiiaBuaType.

4.11.12.3 Ucropus xonupoBaHusa ¢popMaTHpPOBaHUSI

dopMarvpoBaHue, CKONMPOBaHHOe B Oydep oOMeHa, coxpaHsieTCd B UCTOpPUHU
Y MOJKeT I103)Ke MCII0Ib30BaThCs JIJIS BCTaBKU.
YToObl  OTKpPLITH HWCTOPHIO, Tlle JIOCTYIIHbI OOBEeKThl paHee CKOMUPOBAHHOTO
dopmaTHpoBaHUS, BBITIOJHUTE CJIeIyIOlIre JeHCTBHUS:
1. Ha mnaHenmn wuHCTpyMeHTOB, B pa3deie IIpaBka HaXMuTe CTpesKy cCIipaBa OT
KHOIIKY 5 (KonmupoBaTts ¢popmMaTHpOBaHUe).
2. B BmImajaromeM crnucke BbIOepuTe HEOOXOAMMBIM OOBEKT paHee CKOIMHPOBAHHOTO
dopmatupoBanusi (cM. Pucynok 307). OOBexkThl pacoyiokeHbl TakuM 006pa3oM,
YTO BBepXy CIMCKA TpeJCTaBjieH OOBEKT  TOCIeJHero  CKOMMPOBAHHOTO
dopmaTupOBaHHUS.
3. Boimenute ¢pparmMeHT AJisi BCTaBKUA (pOPMATUPOBAHUS C ITOMOIIbIO OJTHOTO U3 CIIOCOOOB,

yKa3aHHBIX B pa3zeie 4.11.12.1.

@aidn  [paeka Beraeka @opmat  Tabavua  [Janswe WMHctpyments Bug  OBwwni

A .;-'(; & A E% X0 Thames w12 (v AT

=v 9 C 17,55 v
T ann MNpaska
H12 v fx 12,34

Pucynok 307 — Crircok 06bekTOB GOpPMaTUPOBAHUS
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4.12 PabOora B o0J1ake

@yHKkIMKU paboThl B 00jlake U COBMECTHOTO peJJaKTHPOBAHMSI JOCTYIIHBI IPU HAJTUYUU

cepBepHoi yactu «MoOduc [Tpodeccronanbubiity / «MortOduc YactHoe Ob1aKo».

Pabota B ob1ake mpefocTaBiisieT ClieAyrOIe BO3MOKHOCTH:
— CO3/laHHMe U COBMeCTHOe pelakThpoBaHHe ¢aitsioB B ¢popmare XODS omHOBpeMeHHO
C IPyTUMHU T0JIb30BaTeJISIMU;
— 3arpysKy, XpaHeHHe U CKaurBaHue $HaijioB CJIeIyIONIUX THUIIOB:
— apXWBHBIE QalIbl,
— TeKCTOBbIe (pauiibl,
— DJIeKTPOHHbIE TaOJIUIIbI,
— PDF-datinsr,
— TIpe3eHTaIyH,
— 1a0JIOHHI,
— un3obpaxeHwus,

— ayauo- ¥ Buaeodaibl.

Ins  Havanma paboThl C  OOJIAYHBIM  XPaHWIMILEM I0JIb30BaTeIl0  HeoOX0JIUMO
aBTOPH30BaThCs B 0b6sake (cM. pazpen 4.12.1).

[Ipu pabote B obiake 1oIb30BaTeNO JOCTYIIHBI Cileiytolire nanku (cM. Pucynok 308):

B MoiiOduc TaBnnua — O X

@ Mown goKyMeHThI
MOM A0KYMEHTLI

™
as [JocrynHele MHe

= Mma +  Pazuep Nata nameHeHus
| OTMeueHHBIE

© Henashve gokymenTs: a I T LA BOTEE 10.01.2023

i KopawHa

Vima daina: | Hoeas Tabavua.xods Tabawua (*xods) v

Co3gate nanky Cozpate dain m OTmeHa

Pucynok 308 — ObnayHoe xpaHWIHiie
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— Mou noKyMeHTBI — B JJAHHOW HalKe COZIepkKaTcs ¢aiyibl, KOTOPbIe CO3/IaHbl HIIH
3arpy’keHbl HelloCpeICTBEHHO oJib3oBareneM (cM. paszen 4.12.4 u 4.12.5);

— JlocTynHble MHe — B JAaHHOM HallKke cofiepkaTcst Gailyibl, KOTOpPble CO3[IaHbl JPYTUMHU
MOJTh30BATe/SIMA M K KOTOPBIM IIPEIOCTaBJIeH [IOCTYI TeKyIIeMy IOJIb30BaTeo

(c™m. paznen 4.12.9).

Ecm XODS-¢aiin, pacrionoxeHHbli B o6jlake, OAHOBPEMEHHO C I10JIb30BaTejleM
OTKpPBIBAIOT VISl PeflaKTUPOBaHUS JIpyrMe yYaCTHHUKH, TO UX CIMCOK OTOOpakaeTcss Ha OOKOBOM
naHenmu (cMm. Pucynok 309). [lpum HaBeeHMM Kypcopa MBIIIM HAa MKOHKY Yy4YaCTHHKA BO
BCIUIbIBAIOIIEH TIOJICKa3Ke 0TOOpakatoTcst ero MM U paMuiusl.

I’ISMEHEHI/IH, KOTOpbI€ Y4dCTHUKH BHOCAT B JIOKYMEHT, 0To6pa>1<aroTc;[ B peXXuMe peajibHOro

BpeMeHH.

(=] Hosan taénuuaaxods - MoiiOduc — O x

®aiin  [paeka Beraska ®opmar  Tabawua  fandwie  WHctpymednts Bug  OBwwi goctyn  Haactpoiikw  Cnpaeka

E N XOThames | | 12 |~ A~ At =~ L v 123 e T v
&~ X K 4 = A~ &+ A

dann Mpaeka WpwdT BripaBHMBaHne Yucno Auerkn JanHbe BcraBka ~
Al v  fx Tosap

A B C D E F G H -
F |

1 Tonai _l IIpopazmn fe
2 | AnenbCHHBI 42 768

3 Baknawanwl 1400 @
4 |Banaumr 20 755

5 |Bapanku 17 850

6 |Bepmuwens 26 180

7 Ipyum 56 606

& Kabauku 4 884

9 Hroro 170443

10

11
s Anekcangp CMupHoB

Nuerl +
@ Ectb nogknoueHue CYMM O CP3HAY 0 MWH O MAKC 0 CHET3 1 [£] - [S) + 100% v

Pucynoxk 309 — CoBMecTHOe peJlakTUPOBaHUe

4.12.1 BoiiTu B 00;1aK0

YToObI aBTOPH30BaTHCS B 06J1aKe, BBHITTOJIHUTE CIIeAYIOIIUe IeUCTBUS:

1. Boibepure myHKT KoMaHAHOTO MeHio daiin > PaGora B obsake > BoiiTu B 00J1aK0

(cMm. Pucynok 310).
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®aiin [paeka Bcraska @opmar Tabavua  [Jadnwe WHectpymentm Bug

[J Cosgams Ctrl+N A vl (12 [

Cozpate no wabaoHy...

U A F e L

& Omwxpurs.. Ctrl+0

OTkpITE B 0BAGKE.., Ctrl+Shift+0

OTkpBITE E... »

HenaeHue gokyMeHTH 3 E

o2 I 2T i Boity B obnako
= Coxpanuts Ctrl+S CkauaTb...

CoxpaHuTh Kak... F12 3arpyzuTs daiin...

Pucynok 310 — KomanaHoe menio Paiin

2. B okue Bxop (cMm. Pucynok 311) BBeuTe aHHBIE [IJ1s aBTOPU3ALIAN:
— JloruH - ajpec D3JIEKTPOHHOM TMOYTHI, YyKa3aHHbIM mpu perucrpaiuu B [10
«MoitOducy.
— Ilapons — naposb, ykazaHHbM 1pu pervctpanud B [10 «MoitOducy.
— CepBep — azipec cepBepa Ballleil OpraHu3aliy. 3aroHsIeTCs aBTOMAaTUYeCKH.

3. Haxmure xHONKY BoiTH.

Bxog X
Norwx:
[ L'uarre.stu'narre{f_&ru:ln::r'ralr'u.-:-::rr
Mapoae:
&
Cepeep:
BolTti OTmeHa

Pucynoxk 311 — Oxno Bxon
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[Ipy TNOBTOPHOM OTKPBITUM TIPWJIOXKEHWS aBTOpU3aIMsi B OOJIake OCYIIeCTBIISIeTCs

dBTOMATH4Y€CKU IIPpU YCJIIOBHUHU, YTO [ddHHbIE€ II0JIb30BATEJId JIerCTBUTEJIbHBI U JNOCTYIIEH CcepBep

ayTeHTH(UKAIIUH.

4.12.2 OTKpHITH daiin

[Tocne aBTOpHM3amMM MOXKHO OTKpbIBaTb M pabotath c darnamu B ¢opmare XODS,
XPaHSILIMMUCS B 00J1ake OpraHM3allyy.
UYToObI OTKPHITH aiiyl, pa3MelleHHbId B OOJlaKe, BbIOEPUTE ITYHKT KOMAHJHOTO MEHIO

daiin > OTKpHITH B o0i1ake (cM. PucyHok 312) win Haxkmute codetanue kiasuil Ctrl+Shift+O /
{Shift+%Cmd+O.

Daiin  [paeka Beraeka @opmat  Tabavua [JanHoie
Q Cozgate Ctrl+M

Co3aate no wabnoHy...

= Otkpwits... Ctrl+0
OThpmTe B obaake.. Ctrl=5hift+0

Pucynok 312 — KomanaHoe menio Paiin

B oxHe nmpoBojiHMKa 06s1ayHOrO XpaHunuia (cM. Pucynok 313) cieBa BeibepuTe paszer, B

KOTOPOM HaxoauTcs Tpebyembid ¢aiin. 3aTeM BblleJIuTe Ha3BaHWe IHAaHHOTO ¢aiijla B CIKMCKe U

HakmuTe kHOTIKy OK.

dail1 OTKPOETCS] B HOBOM OKHe.

57 MoitOduc Tabnuua

@ Mou goKymMeHThI
Mou JokyMeHTHI

-
as [locTynHele MHe

I. o Mma T Pasmep [lata M3MeHeHWUA
TMEUEHHBIE
© Heaashve gokymentsl E Hoean Tabanua xods 6.01 kB 10.01.2023
i KopanHa
Vima daiina: | Hoeas Tabamua.xods

Tabnwuua (*.xods) v

Co3gaTk nanky Cozpate daiin “ OTmeHa

Pucynoxk 313 — IIpoBogHMK 06/1a4HOTO XpaHUIIUIIA
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Ecmu pns pabotsl BbiOpaH ¢aii, CO30aHHBIM JAPYTMM IIOJIb30BaTesieM, TO B CTpPOKe
COCTOSIHMSI OTOOparkaeTcsl IIpe/lOCTaBJIeHHbIM aBTOPOM JIOKyMeHTa ypoBeHb Jocryna: IIpocmoTtp,

PenakTupoBanue viu Ynpasienue (cM. paznen 4.12.9). Ilpumep npenicraBieH Ha pucyHke 314.

= Hoean taGauuaxods - MoiiOduc — O =
®aiin  Mpaeka Beraeka @opmar  TaBawua  Janusie  Wactpymedts  Bug  OBwwid goctyn  Hagetpoiikm  Cnpaeka
B v X XOThames |v| |12 |»| A= A" =~ L v | Obuwi v =3 T v
=Y W K YU = A~ £+ 8,5 p 9% |00 00
Bain Mpaska WpudT BolpaBHuBatine HYucno Auelkn JaHHbie Bcraska o~
Al v fx Tosap

A B C D E F G H J (e Q

F |
1 Tosap IIp fx
2 |AnenscuHsl 42 768
3 |BaknaxaHsl 1 400 O
4 | BaHansl 20 755
5 |Bapanku 17 850
6 Bepmmuens 26 180
7 |pyuwm 56 606
8 | Kabauku 4 884
9 Hroro 170443
10
1 W
£ >
Nuerl +
® Ecrs NoAKAKYeHe | & Pepaktnpoeanme | CYMM 0 CP3HAY 0 MWH 0 MAKC 0 CYET3 1 m - . 2 + 1W00%

Pucynok 314 — YpoBeHnb goctyna

B pexxuMe IMpoCMOTpPa He JOITyCKAeTCd BHOCUTbL M3MEHeHHd B JJOKYMEHT W U3MEeHAIThb ero
(bOpMaTI/IpOBaHI/Ie. HpI/I HeO6XOJII/IMOCTI/I MOXHO CO30dTb PpedaKTHUpyeMylo KOIIMIO [JaHHOI'O
JOKyMEeHTad. HJISI OTOI'0 Ha ITaHEeJIM MHCTPYMEHTOB HaXXMHWTe KHOIIKY PEHaKTI/IPOBaTb KOIIHK0 B

obsake (cMm. Pucynok 315).

5] Hosan TaBaunua.xods - MR — O >

Qainn [paexa Beraska Popmat Tabavua  [Jandsie  Whctpymedtw Bug  OBwwit goctyn  Hagetpoikw  Cnpaeka

= L OKyMEHT AOCTYNEH TONBKO ANA NpOCMOTPa PepakTupoeats Konuio B obnake |

Pucynok 315 — Knonka PegakTHpoBaTh KONHIO

Komus pokymeHTa co3pmaercs B Ialke OOJIQYHOTO XpaHWIMIA MOH [AOKYMEHTBI
(cMm. Pucynok 313). ABromatuvecku eii nmpucBauBaetcs umsi Komus - <umsi opuruHana (n)>, rue
(n) — Homep komwmu. [Ipy co3maHMM KONMM OPUTHHAJ JOKYMEHTa aBTOMAaTHYeCKH 3aKpbIBAeTCsS U

OTKPBIBA€TCA KOITWA JOKYMEeHTad.
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B pexume pemakTHUpoBaHUSI U yIpaBiieHUs paboTa C JOKYMEHTOM OCYIIeCTBIISeTCS B
obbryHOM TIOpsifike. Bce uaMeHeHus, BHOCUMbIe B ¢alijl, aBTOMaTHYeCKH COXPAHSIIOTCS B 00JIAaKO.

HOHOJIHI/ITEJ'[LHO COXPAHSATD IIPABKH HE HY>XXHO.

4.12.3 Co3nars J10KaIbHYI0 KONHIO ¢aiiia

JUis 3aiMThl OT TOTepu JAHHBIX NpU paboTe B oOJsiake IpeJyCMOTpPeHa BO3MOXXHOCThb
CO3JIaHMsI JIOKAJIbHOM KOIHMU peflakThpyemoro ¢aiia.

Ecmm nipu pabote ¢ daiioM, pacrnosiokeHHbIM B obJjlake, BO3HUKaeT OIMMOKa (Hampumep,
IIpepbIBaeTCs COeJJUHEHWe C CepBepoM), Ha O3KpaH BBIBOAMTCS AWAJIOrOBOe OKHO, KOTOpoe
IIpe/IOCTaBIIsseT BO3MOXKHOCTh COXPaHUTh JIOKaIbHYIO KOIMIO ¢aiina (ipumep cM. Ha Pucynke 316).

Haxxmute B manHOM OKHe KHOTIKY C034aTh JIOKAJIBHYI0 KOITHIO.

B otkpbiBmieMcsi okHe (aiJIOBOrO MeHepKepa YKaXKUTe IAllKy, B KOTOPYIO ClleflyeT

COXPaHUTD a1, UMs U TUM Paiiyia U HAKMUTe KHOTIKY COXpaHHUTh.

BHumaHKe! X

=\ Bawwn nameHeHwA B paine "Hoean
Tabnnua.xods" He OblAK cOXpaHeHbl B
obnake.

XOTUTe COXPaHUTb NOKaNbHYH KOMWUKD
daina?

Co3gate NOKaNBHYH KOMMKD He coxpaHaTe OTMEHWTE

Pucynoxk 316 — JluanoroBoe okHO

Kpome Toro, nokanpHyto Konuio ¢aiiia B 1:000i MOMEHT BpeMeHH MOXKHO CO3/1aTh BPYyUHYIO.

J1J1s1 3TOTO BBIMIOJIHWTE CJIeAyIOllre IeUCTBUS:

1. Boibepute nyHKT KkoMaHjgHoro wmeHio Pain > Co3gaTh JI0KAJBLHYH) KOIHIO
(cm. Pucynok 317).

2. B otkpeiBlIeMcs OKHe ¢ailyIOBOrO MeHe/Kepa yKaXkUTe IalKy, B KOTOPYIO cilefyeT
COXpaHUTh (paiJl, UMs ¥ TUII pana.

3. Haxwmwurte kHOnIKy COXpaHUTB.
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@aiin  [paeka Bcraeka @opmar  Tabavua [Jadvme
[% Cosaats Ctrl+N

Cozpate no wabaony...

[= Omkpuith... Ctrl+0
OrmkpbiTe B 0Bnake... Ctrl+5hift+0
HegaeHue gokymeHThl L
PaGoTa B obnake ¥

Co3path NOKANBHYHD KOTIWHD...

Pucynok 317 — KomanaHoe meHio Paiin

4.12.4 Co3parp nanky i ¢pain

[Tanku u ¢aiyibl MOXXHO CO3[1aBaTh B OOyiake HampsMyio u3 mnpuiioxeHus «MonOduc
Tabmumay.
YTo6s! co3/1aTh Nanky Wi ¢ail, BHIIOIHUTE CllelyIolye JeHCTBUS:
1. Bribepurte myHKT koMaHgHOTO MeHI0 ®aiin > OTKpBITH B obsake (cM. PucyHok 312)
Wiy Haxmute coderanue kiaapuin Ctrl+Shift+0 / TShift+:Cmd+O.
2. B npoBonHuke obsayHoro xpanuinuiia (cM. Pucynok 318) Boibepute pasfen, B KOTOPOM

TpebyeTcsl CO3/1aTh MAINKy WK Qaill.

[lanmku u Qaiibl MOXXHO CO37aBaTh B pasfieie Mo JOKyMeHTBI U B OOIIMX IalKax,

AOOCTYIIHBIX UI PedaKTUPOBAHHWA.

B MoidQduc TaBavua — O X

@ Mou goKyMeHThI
MoK AOKyMEHTEI

&% [flocrynHeie MHe
—~ Wms *  Pasmep [laTa U3MEHEH WA
| OTMeUYeHHBbIE

© Henastve foxymenTs: E Hosaa Tabnuuaxods 6.01kB 10.01.2023

i KopawHa

VIma daiina: | Hoeaa taBavua.xods Tabnmua (*.xods) «

Co3pate nanky Cozpatb pain “ OTtmeHa

Pucynoxk 318 — IIpoBogHMK 06/1a4HOTO XpaHUIIUIIA
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3. Yrtobbl co3maTh mMmanky, HakmMuTe KHONKY Co3mares mamky. YTtoObl cosmath aiin,
HakmuTe KHOIIKy Co3pmaTts aiin.
4. B otkpsiBiiemcs okHe (cM. PucyHok 319) BBemuTe uMs mankyd Wik daiyia U HaXXMUTe

kHOTKy OK.

Hoewlii daiin 6 obnake x

Kaa daina:

X

Pucynok 319 — OkHo co3nanus ¢aiina

Wms nanku/daityia qOIKHO YIOBIETBOPSTH CJIEAYIONIUM TPeOOBaHUSIM:
— UIiHA — 0o 255 CUMBOJIOB;
— JIONYCTUMBIE CUMBOJIBL: «~», « », «!», «@», «#», «S», «%o», «™», «&», «(», «)», « »,

€N, €M, <=0, «D, €I, €Dy «], €GP, <D, G, €

HeaOOoITyCTUMbIe CUMBOJIbI: «.» B Ha4YdJle UMEHH.

B BbiOpaHHO! manke oToOpa3uTCs HOBas BJIOXKeHHas mamnka/pain (cMm. Pucynok 313).
Hosrbie ¢atinbl Bceraa cosnatorcs B popmate XODS.

YToOB!I BBIMTH U3 OKHA MPOBOJIHMKA, HAXkMUTe KHONIKY OK.

4.12.5 3arpysurs ¢aiin

B obnauyHOe XpaHwIMIe MOXHO 3arpyXaTb TeKCTOBBle, ay/JHhO, BHIe0 W JIpyrye TUIIbI
¢aiinos. [Ipu 3arpyske MOXXHO BbIOMpaTh TOJIBKO OTAeNIbHbIe (aiiibl, 3arpy3ka Hamnok c ¢aiamu

He JJOITyCKaeTCs.

MakcruMalilbHO JOMYCTUMBINM pa3mep 3arpy3kd (QanioB KOHGUIYPHUPYeTCsSl Ha cepBepe.
[Ipy BOBHUKHOBEHUHU OIIMOKH, CBSI3aHHOM C ITPEeBBIIIIEHHBIM pa3MepoM daiiia, 06paTUTech

K CUCTEMHOMY aJ]IMUHUCTPATOPY.
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YToObI 3arpy3uTh B 00I1aKO OIMH WK HECKOJIBKO (aiIOB, BBITOIHUTE CIIETYIOIINe JeHCTBUS:

1. Bribepute myHKT koMaHaHOro MeHio Paiin > Pabora B ob0sake > 3arpy3ursb ¢aiin

(cMm. Pucynok 320).

ain [paeka Beraeka TaBavua  Jandeie  MAcTpymedtsr Bug O
B Co3gate Ctrl+M . . 12 | w

Co3gath no wWabnoHy..

Yy B T ... A

5 Omkputs... Ctrl+0

OTkpoiTe B obnake... Ctrl+5hift+0

OTkpEITE B... r

HegaeHwe gokymMeHTsl k E F

PaGota B obnake ' Boiitk & obnake
5 CoxpanuTte Ctrl+5 LT

CoxpaHnTe Kak. F12 3arpysuts faiin...

Pucynok 320 — Komananoe mMeno Paiin

2. B oTkpeiBiieMcsi okHe ¢$aiyioBoro MeHemkepa BbibepuTe ¢aiiiibl, KOTOpble TpebyeTcs
n006aBUTh B 061a4HOE XPAHUITUIIIE.

3. HaxmuTte kHONKY 3arpy3uTsb.

3arpy3ka ¢aiioB He Or0KupyerT paboTy B mpwiokeHnd. OKHO, B KOTOPOM OTOOpakaercs

VIH/IMKATOP 3arpy3ku (cM. PucyHok 321), MOXXHO CBepHYTb, UTOOBI OHO He MellaJio JajlbHeIiei paboTe.

(= 3arpyska daiina — ot
Jarpyzka MolOdwe.docx... 48.7%
.

OTmerHa

Pucynok 321 — 3arpy3ska ¢aiina

BribpanHble ¢aiyibl 10 yMOJTYaHUIO 3arpy’kaloTcs B KOPHEBYIO IAlKy 006Ja4yHOro

XpaHwivilla Mou I0KyMeHTHI.

Yro6s! yBULETh BCe ¢aiibl, XpaHslyecss B 00ake, MOXXHO BOCIIOJIb30BaThCS PYHKIUeH

ckaurBanus. [lonpobnee cm. B pasnene 4.12.6.
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4.12.6 CxauaTh nanky win ¢paii

[Tanku ¥ daiyibl MOXXHO CKaYMBaTh M3 00JIaka Ha KOMITbIOTEp.

YToObI cKkavaTh ManKy WK daiil, BLIOTHUTE CIIeAYIOIe 1eACTBHUS:

1. Boeibeputre nyHKT KoMaHaHOro MeHio Paiin > Pabora B obOmake > Ckadathb
(cm. Pucynok 320).

2. B oxue mpoBomHuka (cM. PucyHok 322) cneBa BbiOepuTe pasfesl, B KOTOPOM
pacrionoxeHa Tpebyemas manka wid ¢ain. CropaBa O0TOOPa3UTCS COMEPXKHUMOe

BbIOpaHHOIO pa3zera.

B MoiiOdmc TaBnuua - O x

@ Mon gokymeHTLI
Mou AoKYMEHTHI

[ ]
an [JocTynHele MHe

= Lima T Pasmep llata u3MeHeHWs
= OrmeuerHBIE

{ 7.65 5.01.2023
© Henashve LOKYMeHTLI Hoean npezentayuaxodp 17.65 kB 05.01.2023

i Kopauna E Hoean Tabanuaxods 7.87 kB 16.01.2023
a HoBbiid gokymMeHT xodt 15.64 kB 08.01.2023
Wma daina: | Hoeas TaGnuuaxods Bee daitnel v
Myte: | ChUsers\User\Downloads *

OTKpLITE NOCNe 33aEEPLUEHWUA “ OTmeHa

Pucynok 322 — [IpoBognHuk

3. Ecom copepxumoe paspena Tpebyercss (UIbTpPOBaTh IO TUILY, Ppa3BepHUTe
BbIMIafatonuii cnucok Bce d¢aiibl U Bbibepute THI GANMIOB, KOTOPBIM Cliefyer
oToOpaXkaTh B pasjieJie.

4. Broienute nanky/daiin, KOTOpbIN TpeOyeTcsl ckayaTh U3 00JIaka.

5. B mnosne IIyTh ykaxuTe Nanky [yisi COXpaHeHUs! BBIOpaHHOM NalKy Wi daiina.

6. Ecnu BbiOpaHHBINM ¢aiin TpeOyeTcss OTKPBITH II0CJIe CKAaYWBaHUS, MOCTaBbTe (IIaXKOK
OTKpBITH NOCJIe 3aBepIIeHus .

7. Haxwmwure kaonky OK.

Ecnu B nosne IlyTh yka3aH HeKOppeKTHBIN NyTh K narike, kHorika OK HepocTynHa.
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Ecm nns ckaunBaHus BbIOpaHa TMamka, TO OHa 3arpykaercs B Buje ZIP-apxusa.

PacnaKyﬁTe dPXHUB C IIOMOIIIBIO YCTHHOBHEHHOﬁ Ha KOMIIbIOTepe NNpOTrpdMMBI-dPXWUBATOPAd.

4.12.7 Y panutsb daiin

Vnaanute ¢dain u3 06J1a4HOr0 XpaHWJIMINA MOXKeT TOJIbKO aBTOP WM Bilafiesiel] JaHHOTO
daitna.

ABTOp — 3TO MOJIB30BATENb, KOTOPBIM CO3/1all AaHHbINA dail. Brnagenen ¢aitia — 3T0 aBTOp
TIaMKW, B KOTOPOW HAaXOJUTCS CO3aHHbIN (aiil.

Eciu aBTOp co3man ¢aiinm B cBoeid mamke, TO OH SIBJISIETCS OJHOBPEMEHHO BIIafieliblieM
daina. Eciv aBTOp co3main ¢aiit B narke, KOTOPYIO CO3/1ajl IPYroM MOJIb30BaTeslb, TO OH SIBJISIETCS
TOJIbKO aBTOPOM M He SBJIsieTCs BiajeiblleM ¢aiia. B nocnegHeM ciydae BiazesnblieM daiia
SIBJISIETCSI aBTOP TAMKH, B KOTOPOW HAXOAUTCSI CO3MAHHbBIN (alil.

Yto0b! yianuTh (aiis, BHITOIHUATE CIIeAYIolre TefCTBHUSL:

1. Boibepure myHkT koMmaHaHOro MeHio Paiin > OTKpHITH B oOsake wm Paiin >

Pabora B oosrake > Ckavars (cM. Pucynok 320).
2. B npoBopHuKe 0671aUHOTO XPAaHWIHIIA IIEJIKHUTe 10 (aiiTy MpaBoy KHOMKOM MBI U

BBIIIOJIHUTE KOMaH/AY KOHTEKCTHOTO MeHIO Y JainuTh (cM. PucyHok 323).

B MoiOdmc TaBnnua

@9 Mowm goKymeHTLI
MoK JoKyMEHTEI

an [locTynHele MHe
I. o Stk
TMeueHHble 8 Cher

Hoeana Tabawuaxods %

o HepaeHwe jokyMeHTEl

i KopawHa

Pucynok 323 — Komanaa Y manurs

[Tocne ynanenus daiin nepemeiiiaercs B pasnei Kop3una.

Ecmm daiin HaxonuTcs B marnke, CO3JaHHOM JAPYTUM T0JIb30BaTesIeM, TO OH IepeMelaeTcst
B pasnen Kop3mna Bnazenbila JaHHOM manku. Y aBTopa B paszeiie Kop3wmHa maHHBIN

¢daiisn He oTOOpaXkaeTcs.
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[Tpu HeobxomuMocTH aim MoXXHO BocCcTaHOBUTH M3 Kopauusel (cM. paspen 4.12.8) wim

yAQJIUTh 0€3BO3BPATHO.
Y1o6bl 6e3BO3BpaTHO yHanuTh dai M3 00JIaYHOTO XPaHWJIUINA, BBHINOJHUTE Clieylolre
IEeUCTBUS:

1. B npoBojHrke 06/1a4HOTO XpaHWIHIIA BeibepuTe paszaei Kopsuna (cM. Pucynok 324).

2. B cmiicke ¢ainoB pasfena ImejkHUTe 1Mo GaiiTy MpaBOM KHOIKOMW MBIIIM U BBITTOJTHUTE

KOMaHy KOHTEKCTHOI'O MEHIO YHaJII/ITL GQBBOBBpaTHO.

B MoiCduc TaBawua

& Mow gokymeHThl

Kop3zuHa
ar [JocTynHeie MHe
™ OrmeueHHbe M3 Ynanute Ge3sosepaTHo
i (% BoccTaHoBWTE
© Henaeuue gokymenTs ﬁ Hogaa Tabauua.xods

i Kopauna

Pucynok 324 — Y nanenue daiina n3 Kopsunsl

4.12.8 BoccranoBuTh nanky win ¢aiin

YT0oOBI BOCCTAaHOBUTH MAnky WK ¢aiis u3 Kop3uHsl, BHIIOTHUTE ClIeAYIOIMe 1eHCTBUS:

1. Tlepeiinute B pa3nen Kop3una (cM. PucyHok 324).

2. lllenxkHWTe NpaBOM KHONKOW MBIIIM 10 TpeOyeMoMmy dally/lanike M BBIIOJIHWATE

KOMadHy KOHTEKCTHOI'O MeHIO BoccranoBUTE.

Ecnu B KOPBHHE COZePKUTCH IIallKa, TO MOXHO BOCCTAHOBUTDH KdK BCIO IIAIIKY C Cl)aleaMI/I,

Tak W OTHelbHble aiibl, KOTOpble COAepXaTcsi B JaHHOW mamnke. B oboux cioydasx

BOCCTAHOBJIEHHEe BBIIIOJJIHAETCS B MCXOJJHOe MeCTOIIOJIOXKeHHe ITallIKH.
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4.12.9 HactpouTthb 061uii focryn K ¢airy

[Tosb3oBarens MoOXeT NpefoCTaBUTh APYTMM Iojib3oBarersiM jfoctyn K XODS-daiinam,
KOTOpble OH co3fjan B objauHoM XxpaHwivile. JlocTyn IpefocTaBisieTCs IJisi COBMECTHOI'O
IIPOCMOTPA, pelakTUPOBaHUS U/WJIH yIpaBjIeHus IpaBaMU [OCTYyIIa K daiiyiam.

YtoObl HACTPOMTH OOIIMKA JOCTYIl K KakoMy-aubo ¢ailiy, OTKpoWTe ero B objake
(c™m. paznen 4.12.2).

3aTteM BbIOEpUTE MYHKT KOMaHAHOro MeHio OO6mmii mocryn > Hacrpouts mocryn

(cMm. PucyHnok 325).

OBwwmid goctyn | HapeTpoiku

HacTpouTe aoctyn

OTnpaenTe No NoJTe...

Pucynok 325 — Komangnoe menio O6muii JocTymn

B otkpsiBiiemcst okHe (cM. PucyHok 326) ykakuTe mojb3oBaTesied, KOTOPbIM TpebyeTcs
IIPeJJOCTaBUThb NOCTYII K paiily, OMHUM U3 CJIeAYIOIUX CIIOCOOO0B:

— BPYYHYIO BBeIUTe UMS WIH afipec 3JIeKTPOHHOM IOYTHI JIJISl KaXK/10T'0 II0JIb30BaTeIs;

— HaXMHUTe KHOIIKY E (BpIOpaTh KOHTAKTHI) U B a/IpeCHON KHUTe OTMeTbTe GrIa’KKaMU

KOHTaKThI TpebyeMbIX 110JIb30BaTesIel.

OBwwi goctyn k 'MofiOducxods' x
| anercca| > \ E Mpocvotp h
Anekcanap CMWPHOB  alexandr.smirnov@mrt. myoffice.ru NoBasnTs

Pucynok 326 — [Touck nonbp3oBaTesns

YkaxuTe ypoBeHb JIOCTyINa Iyl BbIOPAaHHBIX IOJIb30BaTeslel clipaBa OT aJ[peCHOW KHUTU
(cm. Pucynok 327):
— IIpocmoTp — [aHHOe 1IpaBO IIPeIOCTaBJISieT  I10JIb30BaTesIIM  BO3MOXKHOCTb
[IPOCMaTpPUBATh U CKAYMBATh JIOKyMEHT.
— PepakTHpoBaHMe — JaHHOe IpaBoO BkJItoyaeT paBo Ha IIpocMoTp okyMeHTa, a Takke

NMpeaoCTaBJIeT IMOJIb30BATeJISIM BO3MOXHOCTb PeJdKTUPOBATb NTOKYMEHT.
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— YnpaBiieHHe — JaHHOe IpaBO BK/Io4YaeT mpaBa Ha IIpocmorp u PemakTmpoBaHue
JOKyMeHTa, a TakKXKe IIpe/IoCTaBJiseT II0JIb30BATeIsIM BO3MOXHOCTb — YIIPABJISITh
HACTpPOMKAaMH JIOCTYTa K JIOKYMEHTY: BblJ]JaBaTh MpaBa Ha paboTy C IOKYMEHTOM HOBbIM
T10JIb30BATeJISIM U U3MEHSITh IpaBa CYIIeCTBYIOIIHX I10Ib30BaTesel.

— OTka3aHo B I0CTyIIe — OJIOKUPOBATH [10JIb30BATEJISIM JIOCTYII K JOKYMEeHTY.

OBwwmii goctyn K 'ModQduc.xods' X
AnekcaHap CMUPHOE BeeduTe MMA MK email . E | MpocmoTtp W l
~" MMpocmotp
@ YeenomMWTL MMCEMONM (TOMBKO OTASEHLIM MONLIOBATENAM, 3 HE rPyNnan)
PepakTvpoBaHWe
Enexa CMUpHOBa ) YnpasneHue
. - onaae
elena.smirnova@mrt.myoffice.ru
! OTkazaHo B AOCTYNE

Pucynok 327 — Boibop ypoBHs jocTyna

Ecnu Bcem mnonb3oBaTesissM TpeOyeTcst OTIIPaBUTh YBeJJOMJIeHHe 110 3JIeKTPOHHOM 1o4Te 06
HM3MEeHeHUH IpaB JI0CTyIa K ¢auily, IoCTaBbTe GIaXkOK YBeJOMHUTH IMCbMOM.

@iaroBasi KHOIKa Y BeJOMHTH MHUCBMOM HeJIOCTYITHA B CJIEYIONIUX CITydasiX:

— aJipec 3JIeKTPOHHOM NOYThI YYaCTHUKA SIBJISIETCS] He[IeCTBUTEIIbHBIM;

— IIpaBa Ha JOCTYII K Qaiyly U3MeHeHBbl;

— JIOCTYII K daiity 3ampelreH;

— IIpaBa IIpefioCTaBJIeHbl IPyIIIIe JII0eH, a He OT/Ae/IbHbIM YYaCTHUKaM.

Haxxmure kHoriky Jlo6aButh (cM. PrucyHok 328).

OBwwi goctyn k 'MoAOdue xods' x

AnekcaHap CMUPHOB |E|EE,-JL-E WMA UK emaill > ‘ E PepaktupoeaHwe A

YBegoMNTE MUCEMOM (TONBKO OTAENLHBIM NONLI0BATENANM, 8 HE TPYNManm) fobaenTe

Pucynoxk 328 — Knomnka JlobaBuTh
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BribpaHHble KOHTAKThI JOOABATCS K CIIMCKY IOJIb30BaTesied, KOTOpble MMEIOT JIOCTYI K
daitnty (cMm. Pucynok 329).

Haxwmure knonky I'oToBo.

Qewmni goctyn K 'ModOducxods'

AnekcaHip CMWDHOB

alexandr.smirnov@mrt.myoffice.ru

PE,[I,EKTHF}UBEHME hd

Enena CMUpHOBa

elena.smirnova@mrt.myoffice.ru

lotoBo OTMmeHa

Pucynok 329 — Cnivcok nosib3oBaresei

Ecnu TpebyeTrcs m3MeHWTh IpaBa MoJib30BaTeslei Ha JIOCTYI K ¢aiily, IOBTOPHO OTKpOWTe
OKHO 0011ero nocrymna. Breibepute TpeOyemblii ypoBeHb JOCTYIA [Jis OTAEJbHBIX YYaCTHHUKOB C
IIOMOIIIBIO BHITAAAIOIIMX CIIMCKOB HAIIPOTUB UX UMeH (cM. PrucyHok 329).

Ecmm kakoro-nmbo mosib3oBaTesist TpeOyeTcsl JUIIUThL JA0CTyla K ¢ally, yaaauTe ero u3

cnmcka. 17151 3Toro HaKMuTe HallpOTUB ero MMeHU KHOIMKY * (YIaJIuTh IpaBo A0CTYyIa).

4.12.10 OTka3aTbca OT JocTyna K ¢gairy

ITonp3oBareny 06J1a4HOTO XpPaHWIKIIA MOTYT NIPeIOCTaB/ISTh JOCTYII K CO3[JaHHBIM daiiyiam
JPyTHM TI0JIb30BaTessiM (cM. paszen 4.12.9).

[Tocne npenocraBnenus foctyna ¢aii aBTOMaTUYeCcku oToOpakaeTcs y IoJib30BaTesleil B
pasniene obsayHoro xpaHwimina JJocrynasie MHe. Eciy nonb3oBarenb 0TKa3bIBAaeTCs OT JIOCTYTIA,
TO aiiy1 yiansieTcs U3 ClKMcKa JOCTYIHBIX PaiioB.

YTo6BI 0TKA3aThCS OT AOCTYIIA K KAKOMY-JIU00 (aiiiTy, BHIIOJIHUTE CllelyIolue JeHCTBUS:

1. Beibepure myHKT KOMaHIHOTO MeHIO Paiinn > OTKPHITH B 00s1ake (cM. Pucynok 330).
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Daiin  [paeka Beraeka @opmat  Tabavua [JanHoie

Q Cozgate Ctrl+M

Co3aate no wabnoHy...

= Otkpwits... Ctrl+0
OThpmTe B obaake.. Ctrl=5hift+0

Pucynok 330 — Komananoe menio Paiin

2. B nmnpoBogHuke 007aUHOTO XpaHWIWINA BbibepuTe pasgen JlocrynmHble MHe

(cMm. Pucynok 331).

B MoiOduc TaBanua

d Mou gokymeHThl
JAocTynHeIE MHE

L ]

4% JoctynHuie mHe
lima
= OrmeueHHbIE

© Henasnue gokymenTe E B AT £ 2 [s

Orkazateen oT gocTyna

Pucynok 331 — OTka3 oT mocTymna

3. OTkaxuTech OT JOCTyMa K (ailily OAHUM U3 CIIeIYIONIUX CIIOCOOO0B:
— Broigenute TpeGyemblii dait MpaBOM KHOMKOM MBIIIM W BBIIOIHUTE KOMaHY
KOHTeKCTHOro MeHI0 OTKa3aThCA OT AOCTYyMA.
— BuimenuTe daiin jieBoi KHOTIKOM MBIIK U HaxkmuTe kiiaBuily Delete Ha kiaBuaType.

4. B okne OTka3sarbcs ot gocryna HakmuTte KHONKy OK (cM. Pucynok 332).

OTkazaTeca oT 4oCTyna =

Ynanute Hoean Tabnuua.xods u3
CNWCKa W 0TKa3aTbCA OT gocTyna?
JocTyn MoxeT ObiTb BO3BpaLLeH
TONbKO BAajenbLem.

Pucynok 332 — Oxao OTka3aThcsl OT JOCTyIIa
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4.12.11 BrritTh U3 obi1aka

[Tepen BbIXO/IOM M3 00JIAYHOTO XPAHUJIUINIA PEKOMEH/TyeTCsl 3aKPBITh Bce (HaiIbl, OTKPHIThIE
B obOake.

YroObI BBIATH U3 00JIaKa, BHIIOJIHUTE CIIEAYIOIIHe TeHCTBUS:

1. Bribepure nyHKT KoMaHnHOTO MeHio Paiin > Pabora B obsiake > BoiiTu B 00/1aK0

(cMm. PucyHnok 333).

®aitn  [paeka Becraska Qopwar Tabawua  Jadnwie  WHorpyments Bug O

D Cozaate Ctrl+MN e - 12 |w
Cozgate no wabnoHy...
= Omkpwite.. Ctrl+0
OTkpbiTe B obnake... Ctrl+Shift+0
OTKpBITE ... L4
HegaeHue gokymeHTH 4 E
Pabota & obnake P Boiitk B obaako
= Coxpaquts Ctrl+5 DT

CoxpaHuTs Kak... F12 3arpysnTe daim.

Pucynok 333 — Komananoe menio Paiin

B okne Bxop (cMm. Pucynok 331) HaxxmuTe kHOTIKY BoriiTHh.

Bxoa >

Noruvn:
elena.smirnova@mrt.myofficery X
Mapoak:
TITITIT) ]
Cepeepm

BhlidTi OTmeHa

Pucynok 334 — Oxkao Bxon
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4.13 CpencrBa aBTOMaTH3aIMH

4.13.1 MakpokoMaH/bI

MakpokoMaH/ibl IPe[CTaBJSIIOT COOOM IporpaMMbl HeOOJIBLIOrO pa3Mepa, C IOMOIIBIO
KOTOPBIX B JIOKyMeHTe aBTOMATHM3UPYeTCsl BBIIIOJIHEHWe IIPOAOJDKUTENIbHBIX WM  4YacTo
MIOBTOPSIIOLIMXCS onepanyid. [11st pa3paboTku MakpokoMaHy, B nipuinoxeHun «MoiOduc Tabnummay
WICII0JIb3YeTCs SI3bIK IIporpammupoBanus Lua.

Kak npaBuio, MakpokoMaH/Ibl UCIIOJIb3YIOTCS [JIsl PellleHusl ClleyI0IINX 3a/1a4:

— nobasieHre GOpPMYIIbI B SIUEHKY;

— nobaBjieHUe TeKCTa B SYeHKY;

— IIOWCK U 3aMeHa I10 TeKCTY;

— yHAdJieHHe TeKCTd.

CoxpaHeHre MaKpOKOMaH]| TOJIepXXUBAeTCsl TOJIbKO B Tpeliesiax TeKYIero JOKyMeHTa.
Ecnu ananmorvyHbele MakpoKOMaHZbl TpeOyeTcCsl HMCIOJIb30BaThb B JIPYIOM JIOKyMeHTe, CleflyeT
CO3/1aTh X HeIllOCPeICTBEeHHO B IPYTOM JIOKyMeHTe.

[Tonpo6Hoe omucanre paboThl C MaKPOKOMAaHIaMU TIpHBelieHO B IoKyMeHTe « CIpaBOYHUK

MdKPOKOMAH/I Hd A3bIKe ITPOIrPAMMUPOBAHUA Luay.
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4.13.1.1 Co3gaTh MaKpOKOMaH/Y

MaKPOKOMaHlIy MOJKHO CO3[JaTb OJHUM H3 CJIeAYIOIIUX CITOCODOB:

1. 3amwmcatb I0CJIeOBaTeJIbHOe BBINIOJIHEHWEe NeWCTBUM, W3 KOTOPBIX [JOJIDKHA COCTOSTb

MaKpPOKOMaH/Ia.

2. BBecTH TeKCT MaKpOKOMAaH/IbI BPyUHYIO.

YTo6sI 3anKcaTh MaKpOKOMaH/AY:
1. HavawuTe 3anmvch OJHUM U3 CIEAYIOIIUX CIIOCOOO0B:

— DBroibepute mnyHKT koMaHAgHOro MeHI0 MHcTpyMeHTHI > MakKpokoMaHABI >

3ammcars Makpokomanny (0era) (cMm. PucyHok 335).

HMHcTpymenter Bug  OBwwid goctyn  Hagetpolikn  Cnpaeka

Mpaeocnucanue o+ = === 7 -
HacTpaveaeme i choBaps
v AR v
W3meEHNTE A3BIK...
BhipaBHMBAHWE
Makpokomanas r PegakTop MakpokomaHg
E F Janucate MakpokomaHgy (Gera)

Pucynok 335 — Komania 3anmcars MakpokoMaHpy (0era)

— OrtkpoiiTe OKHO OBICTPBIX HeWcTBUM (CM. paszmen 3.8) U BblOepUTe KOMaHAY

3anucaTth MakpokomaHny (bera).

2. BbinosiHATEe TOC/IEIOBATeIbHOCTh  JIEMCTBUM, U3 KOTOPBIX JIOJDKHA  COCTOSITh

MdKPOKOMdH/Id.

B TEKYHIEI‘/JI BepCuM IIPpUIIOXKEHUS He BCe JEerCTBUS I10JIb30BATEJIsI OOCTYIIHBI JIA 3allMCH.
HpI/I BBIIIOJIHEHWMU JIEHMCTBHUS, 3allMCh KOTOpPOr'o He IOOAEPXUBAETCS, Hd OSKpadHe

oTobOpaskaeTcs BCIUIbIBatoIlee coobiieHue «JleficTBre He MOXeT ObITh 3alKUCAHOY.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2023 307



MonOdomc

3. 3aBeplilrTe 3aMUCh OJJHUM U3 CJIEYIOIIHUX CIIOCOOO0B:

— DBroibepute nyHKT komaHgHOro MeHo HMHcTpymMeHTBI > MakpokoMaHABI >

OcranoBuTSb 3anuckh (cM. PrucyHok 336).

WHerpymenter Bug  OBwwi goctyn Hagcrpoiikw  Cnpaexa

Mpaeonucanme LA =

HacTpaveaemmii choeaps

13MEHMTE A3BIK...
BhinaBHMBaHWE

MakpokomaHasl r PenakTop MakpokomaHs

E E CcTaHOBWTE 3aNWChE

Pucynok 336 — Komanga OcTaHOBHTH 3aIIUCh

— B crpoke cocrosinus Haxkmute KHOTIKY [l OcTanoBuTsh 3anuck (cM. PucyHnok 337).

10
1)

e

B OcraHoBuTE 3anKce

Pucynok 337 — Knonka OcTaHOBHUTB 3anich

4. B oTKpBbIBIIEMCS TUAJIOTOBOM OKHe (cM. PucyHok 338) ykaxkuTe UMs MaKpOKOMAaH/bI U

HaxkxmuTe KHOTIKY OK.

SXEE

‘ Ees MmeHn X ‘

Pucynoxk 338 — JluasmoroBoe okHO
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[Ipu ycmemHOM coXpaHEeHMM MaKpOKOMaHIbI Ha 3KpaHe OTOOpPa3uTCs BCIUIbIBAIOIee

coobiienue « MakpokomaH/ia "MMsI_MaKpOKOMaH/[IbI'"' COXpPaHEHa.

YTOOBI BBECTH TEKCT MdKPOKOMdaH/Ibl BPYUHYIO:

1. Bribepure nmyHKT KOMaHIHOTO MeHI0 IHCTpyMeHTBI > MakpokomaHasl > PemakTop

MakKpokoMaHp (cM. PucyHok 339).

Muctpymentsr - Bug  OBwwi goctyn  Hagctpoikn

MNpaecnucanue L + — [ 7

HacTpaweaemblil cnoBaps
MzmeHnTe A36IK...
BbinaBHMBAHWE

Makpokomadam » PenakTop MakpokomaHsg

JanucaTte Makpokomanay (Geta)

Pucynok 339 — Komanpia PegakTop MakpokomaHy

2. B oxne PemakTop MakpokoMaHJ HOKMUTe KHOTIKY + (cM. PucyHok 340).

a PegakTop MakpoKomMaHg, =
+ —_—
.' BhinonHuTe OTnagwTe [:I B! ) =
Pucynok 340 — KHomka co3aHusi MaKpOKOMaH bl
309
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3. BBE)II/ITE HMA MAKPOKOMaHJbl WM OCTaBbTeé WM, YKa3dHHOe II0 YMOJ/IYdaHHUIO

(cm. Pucynok 341). UToObl cOXpaHUTh MMs, HAXXMUTe KiaBuilly Enter wim menkHure

MBIIIBIO 110 J1I060H 06s1acTH peflakTopa MaKpOKOMaH].

O] PegakTop MakpoKomMaHg, =
1 BeeguTe HOBLIW CKPUNT 308Ck
+ —
P Bononnuts ™ Omnagurs [
Pucynok 341 — BBoj uMeHM MaKpOKOMaH bl
4. BeepmuTe TeKCT MaKpOKOMaH/bI (cM. PucyHok 342).
a Pegaktop MakpokomaHg, X
range = document:getRange();
Makpokomanaa | startPos = range:getBegin();
textProp = range:getTextProperties();
textProp.italic = true;
textProp.allCapitals = true;
range: setTextProperties(textProp);
9 startPos:insertText("MorOdmc!");
+ —
P Bunonnute g Ornagnts [0
Pucynok 342 — BBoj TekcTa MakpOKOMaH/ bl
TeKCT MaKpOKOMaHHbI COXpaHI/ITCSvI dBTOMATHUYECKHU.
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[Tpu pgoGaBieHuu B JIOKyMEHT MaKpPOKOMAaHIbl Ha OOKOBOM ITaHeM MOSIBJISIETCS KHOIKA
@ (Makpoxomanasl) (cMm. Pucynok 343). [Ipu HaxkaTHX Ha JAHHYIO KHOIIKY OTKPBIBAETCS TIaHeJTb
paboThl C MAKPOKOMaHAAMH, C TIOMOIIIbIO KOTOPOM MOXXHO BBIMIOJIHUTD CJIeAYIOIIre efCTBUSL:

— HaWTH MakpokoMaHpy (cM. pa3zen 4.13.1.2);

—  BBINOJIHUTHh MaKPOKOMaHLy (cM. pasmen 4.13.1.3);

—  OTKPBITh pefJaKTOp MaKpokKoMaH/ (cM. pasen 4.13.1.4).

WIS By T . -
o~ & B4 & -
B B eH~
JaHHbie Bcraska -
_).
N o” Q
Mowck
fx
MakpokonmaHga 1 @
MakpokomaHga 2 @
MakpokomaHga 3
W
>
CP3HAY 0 MMH 0 MAKC 0 CH4ET3 0 [£] - . +  100% v

Pucynok 343 — [1anenb paboThl ¢ MAKPOKOMaHAAMHU

UToOBbl 3aKpbITh MaHelb paboTbl C MAaKpPOKOMaHAAMHM, HaXXMHUTe Ha KHOIIKY -¥,
PacrnosioXkeHHY0 HaJl CTPOKOM MOMCKA, WIX TOBTOPHO HAXXMHUTE Ha KHOIIKY ® (MakpokoMaH[bI)
Ha OHOKOBOM ITaHeNH.

Knormka @ (MakpoxkomaHabl) oToOpakaeTcsi Ha OOKOBOW IaHeNIW IO TeX Iop, IOKa

JIOKYMEeHT COJIeP>KUT XOTs1 ObI OJTHY MaKpPOKOMaH/Ty.
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4.13.1.2 HaiiTn MaKpoKOMaHAy

Ecimu ToKyMeHT coziep>KUT 6oJibIloe KOJIMYeCTBO MAaKpPOKOMAaHJI, Jijisi GBICTPOTO ITOMCKa
TpebyeMoit MaKPOKOMAaH/IbI BLITIOJIHUATE CJIeYOIIHe JIeHCTBYS:

1. Ha 60okoBoO¥# MaHem HAXKMUTE KHOIKY ® (Makpokomannsl) (cM. PucyHok 344).

2. Ha maHenu paboThl C MAKPOKOMAaHIAaMH YKaXKHTEe B CTPOKe IOMCKA YaCTh HA3BAHUS WA

Ha3BaHHe TpebyeMOl MaKpPOKOMAH/IbI I1eJIUKOM.

B cnmcke makpokoMaH]] 0ToOpa3aTcs MaKpOKOMAH/IbI, HA3BaHUsI KOTOPBIX yJIOBJIETBOPSIIOT

YKa3aHHbIM pe3yJjibTaTaM IIOMCKaA.

™maEwm By Yo .
Ed B o \ﬂv @ C;’f/)
JaHHbe Bcraska -

E d

MakpokomaHga 2

G @ » O

Pucynok 344 — Ilouck MakpOKOMaH/IbI
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4.13.1.3 BeInoJTHUTH MAaKPOKOMAHIY

MaKpOKOMaHI[y MOZKHO BBIIIOJIHUTD C IIOMOIIbIO peJdKTOPa MdKPOKOMdaH/T WJIX C IIOMOIIbIO

IIaHeJIn pa6OTbI C MdKpPOKOMdHIdMH.

YToObl BBINOJIHUTL MaKpOKOMAaHJy C IIOMOIIbIO pefakTopa MaKpPOKOMAaH], BBIIIOJIHUTE

ClleflyIolye NefCTBUL:
1. Bribepure nmyHKT KOMaHIHOTO MeHI0 IHCTpyMeHTBI > MakpokomaHabl > PemakTop

MaKpokoMaHf (cM. PucyHok 345).

Muctpymentsr  Bug  OBwwi goctyn  Hagctpoikn

anBOI'IHCEHP‘IE k + N — = = 'T‘

HacTpaveaemblil choBaps

13MEHNTE A3BIK...
BhinaBHMBAHME

Makpokomangel ¥ PesakTop MakpokomMaHz,

3anucaTe MakpokomaHay (Geta)

Pucynok 345 — Komanna PeakTop MakpokoMaH/

2. B oxHe PemakTOop MakpokoMaHj BbiOepuTe TpeOyemMyl0 MaKpPOKOMaHAYy W3 CIIHMCKa

(cm. Pucynok 346).

3. Haxmure kHonky P BHIIOIHUTS.

& PegakTop MakpokomMaHg

1 kange = document:getRange();
Makpokomanaa 1 startPos = range:getBegin();

Makpokomarga 2 textProp = range:getTextProperties();
textProp.italic = true;

MakpokomaHaa 3 textProp.allCapitals = true;

range: setTextProperties(textProp);
startPos:insertText("MorOduc!");

+ —_—

’ BmnoaHuTe ]?'DTJ]E,II,HTI: D

Pucynok 346 — KHonka BBIOJIHUTH
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HNudopmariiss 0 BBHIMOTHEHWM MAaKPOKOMAHIbI OTOOpasuTcsi B obmactu  PesyiabTat
(cm. Pucynok 347).
E PengakTop mMakpokomaHg >
1 range = document:getRange();
Makpokomanaa 1 startPos = range:getBeqgin();
Makpokomarga 2 textProp = range:getTextProperties();
textProp.italic = true;
MakpokomaHaa 3 textProp.allCapitals = true;
range: setTextProperties(textProp);
startPos:insertText("MorOdmc!");
+ —
P BunonnuTe # Ornagute [0
Pesyantam: Makpokomarga 1 Ounetnts &
MaKpoKOMaHAE YCNELHO BEINONHEHS

Pucynok 347 — Pe3ynbTaT BBHIIOTHEHUS] MAKPOKOMAaH/IbI

YTOOBI BBIMOJHUTL MAKPOKOMaHAYy C IIOMOIIbIO IMaHeJd paboThl C MaKpPOKOMAaHJIaMH,

BBIIIOJIHUTE ClieAyromiye JeNCTBUS:

1. Ha 60k0BO¥ MaHesI HAKMUTE KHOIIKY ®) (Makpoxkomanasl) (cM. Prucynok 348).

—

wE = A 1

Eﬂ%ﬂﬂv \ﬂv(j}

JaHHbie Bcraeka

Makpokomanaa 1 B &2

MakpokomaHga 2

Pucynok 348 — [1anenb paboThl ¢ MAKPOKOMaHIAMHU
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2. 3amycTyTe MaKpOKOMAaHJTy OJTHUM U3 CJIeJTyIOIIHUX CIIOCOOOB:
— Ha nanenu paboThl ¢ MakpOKOMaH/IaMU HaBeJlUTe KypCOpP MBI Ha Ha3BaHUe
MaKpPOKOMAaH/IbI U HAXXMHUTe KHOTIKY [> (Bemmosmauts) (cM. PucyHok 348).

— BrimenuTe cTpOKY MaKpOKOMaH/IbI IBOMHBIM IETYKOM MBIIITH.

4.13.1.4 PepakTHpOoBaTh MaKpOKOMaHIy

YToOBI peJakTHPOBaTh MAaKPOKOMAH]TY, BLITIOJTHUTE CJIeyOIIue JerCTBUS:
1. OTtkpoiTe pelakTOp MaKPOKOMAaH]I OJTHUM U3 CJIETyIONTHUX CIIOCOOOB:
— Bribepute nyHKT KOMaHmHOTO MeHIO WHCTpymMeHTHI > MakpokoMaHABI >

PenakTop makpokomany (cM. Pucynok 349).

MHcTpymenTsr Bug  OBwwi goctyn  Hagctpolkw  Cnpaeka

Mpasanucaqne + + = = —= — ?
HacTpaveaeme i chosaps
AE —
¥ i s |
MameHnTE AZBIK...
B bIDaBHMBAHME
Makpokomangm k PenakTop mMakpokomaHg

danucate makpokonmangy (Bera)

Pucynok 349 — Komanpia PegakTop MakpokomaHy

— Ha 6okoBo¥i naHenn HaXXMUTe KHOIIKY ® (Makpoxkomangsbl) (cMm. Pucynok 350).
Ha manenu paboThl C MaKpOKOMaHJaMH HaBe[iUTe KypCOpP MBbIIIM Ha Ha3BaHUe
MaKpOKOMaHJIpl, KOTOpPyl0 TpebOyeTcs peJakTUpOBaTb, U HAXMHUTe KHOIKY

¢ (PegaKTHpPOBATh).

mE S B T

VO’Q
—_— oo~ 05 B &

[aHHbe BcTaeka

MakpokomaHaa 1 > &

MakpokomaHaa 2

Q@ » O

Pucynoxk 350 — Ilanenb paboThl ¢ MAaKpOKOMaHIaMHU
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2. B oxHe PemakTop MakKpokKoMaHJ BbiOepuTe TpeOyeMyl0 MaKpPOKOMaHAY M3 CITHCKa
(cm. Pucynok 346).

3. Buecure HeoOXoouMbIe U3MEHEHUS B ee TeKCT.

H3meHeHMs B TeKcTe MAaKPOKOMaH/bI COXPAHAIOTCA dBTOMATUY€CKH.

4.13.1.5 OTyiaguTh MaKpPOKOMaH/Y

[Tepen 3amyckoM OT/IaJluMKa MaKpPOKOMaHJl YCTAHOBUTE B TeKCTe MAaKpOKOMaH[Ibl TOYKU
OCTaHOBa OTJIaf4uKa. [y aroro:
1. OTtkpo¥iTe peilakTop MaKPOKOMaH/, O/IHUM U3 CJIe/lyI0IIMX CIIOCODO0B:
— DBroibepute nyHKT koMaHAgHOro MeHi0 MHcTpyMeHTBI > MakpokoMaHABI >
PenakTop makpokomany (cM. Pucynok 349).
— Ha GokoBoll maHenu HaXMHUTE KHOIKY @ (Makpokomangsbl) (cMm. Pucynok 350).
Ha mnanenu paboThl C MaKpOKOMaHJaMH HaBe[iUTe KypCOpP MBIIIM HAa Ha3BaHUe
MaKpOKOMaH/[Ibl, KOTOpyl0 TpeOyeTcsi peNakTUpOBaTh, M HAXXMUTe KHOIIKY
& (PegaKTHpPOBATh).
2. B oxHe PemakTOop MakpokoMaHj BblOepuTe TpeOyeMyl0 MaKpPOKOMaHAY M3 CIIMCKa
(cm. Pucynok 351).
3. YcraHOBUTe IIepBYI0 TOYKY OCTaHOBA OTJIafuuKa. [[js 3TOro IeJKHWTe MBIIIbIO
CcIpaBa OT HOMepa CTPOKM, B KOTOpPOM HeoOXOJMMO CO3[]aTh TOYKY OCTaHOBA.
Touka ocranoBa 6yzieT o603HaueHa 3HaukoM @.

4. YcraHoBuTe APpyrvue TOYKU OCTAdHOBA dHAJIOTUYHBIM O6p330M.

Ecmm Tpe6yeTc;1 YAAJIIUTb KaKy'I-O-J'II/I6O TOYKY OCTdHOBA4, HIJIKHUTeE I10 HeM MBIIIbIO.

& Pegakrop makpokomang *

1 range = document:getRange();

Makpokomanaa 1 startPos = range:getBegin();

Makpokomanga 2 textProp = range:getTextProperties();
textProp.italic = true;

MakpokomaHga 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MoliOduc!");

Pucynok 351 — Touka ocranoBa
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JlJis OTia Ky MaKpOKOMaH/IbI BBIIIOJIHUTE ClleyIoIIve AefCTBUS:

1. Haxmure kHonky £* Oraamurh (cM. PucyHok 352). 3amyCTHTCS IIPOIECC OTIamKHU
MaKpOKOMaHJpl. EciM B Tekcre MaKpOKOMaH/BI COJepXKaTCs TOYKM OCTAHOBA,
TO IIPOIeCcC OTJIaJKHA OCTAaHOBUTCS Ha CTPOKe, KOTOpas COJEepXXUT IIepBYI0 TOUKY.
Ecnu TodkM ocTaHOBa OTCYTCTBYIOT, TO IIPOLIECC OTJIAAAKM OCTAaHOBUTCS Ha IIepBOU

CTPOKe MdKpPOKOMAdH/IbI.

& Pegakrop makpokomang *

1 range = document:getRange();

Makpokomanaa 1 startPos = range:getBegin();

MakpokomaHga 2 @ textProp = range:getTextProperties();
textProp.italic = true;

Makpokomanga 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos: insertText("MoiDdnc!");

+ _—

' BrnoaHuTe ﬁ~ Otnagute

Pucynok 352 — Knonka OTiiagurhb

2. Jlns yripaBieHMs IaraMy OTJIA[KY UCIIOJIb3yHTe Clleiytolye KHONKM (cM. PrucyHok 353):
1]
=»; (IIlar ¢ 3ax0o0M) — BBITIOJIHUTh OJIMH INAT OTJIAJKA WIM 3aX0f] B TeJo QYHKIIUH,
eCJIM TaKOBasl eCTh B TeKYyIIel M03UIIUY OTJIa/IKH;

3 (Illar ¢ 06X0/X0M) — BBLIOJIHUTEL OJIMH AT OTJIaIKK 6e3 3aX0/la B TeJIo pyHKIMH;

|
T (ITar ¢ BBIXO0IOM) — TMPOJIOJDKUATH BBIMIOJIHEHHE MaKPOKOMaHbl /10 MOMEHTa

BBIXO/Ia M3 PYHKINU, B KOTOPOU OTJIAAUMK HAXOJUTCS B TEKYIIeH MO3UIIHH.

B miporiecce oTiajiky B OKHe pefJakTopa MaKpOKOMaH T 0TOOPaskaloTCs CIIe/Tyrolie 06IacTu:

— BeIosHeHHe — OKHO OJ1s1 BBIBO/1d COO6IH€HHﬁ BO BpeMs OTJIdJIKH;

— CrTek BBI30BOB — OKHO CTeKa BBHI30BOB;

— IlepeMeHHbIe — OKHO BBIBOJIA 3HAYEHWM JIOKAIbHBIX U TJI00AIBHBIX TEepEeMeHHBbIX,
AOOCTYIIHBIX Ha TeKylleM Iare BbIIIOJIHEHHWA MdKPOKOMAaH/bI. Ecmm 0TO6pa)KaEMaﬂ
IiepeMeHHas IIpeJCTaBJ/IsIeT M3 cebs Ta6JII/IHy HJIN MAaCCHUB, TO IIPpU HAXXATWUHW KHOIIKU ©,

pacnonomeHHoﬁ CJIeBa OT UMeHH HEPEMEHHOﬁ, HOCTYyIIeH ITPpOCMOTp ee COAep>KUMOro B

pa3BepHYTOM BUJIE.
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MakpokomaHga 1
Makpokomanaa 2

Makpokomarga 3

+

. BrINoAHWTE

BoingaHeHue. ..

O] Pegaktop makpokomang

range = document:getRange();
startPos = range:getBegin();
@ textProp = range:getTextProperties();
5 * textProp.italic = true;
textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MoiOduc!");

,? Ornagure [ =) ) 1=
CTek Bw30BOE MepemerHbie
main{)#up:1 NokanbHeie:

[noGaneHeie

textProp = [DocumentAP| TextProperties)
startPos = [DocumentAPlL Position)
range = (DocumentAPl.Range)

Pucynok 353 — OTiajika MakpoOKOMaH/Ibl

OTJIa)IKa 3aBepiIaeTcsd IIpyu JOCTUKEeHHWKW KOHIId MdKPOKOMaH/IbI.

Ecmu  TpeGyercss TpepBaTh IIpoNecC OT/Namky, HaxvuTe kHonky B (OcraHOBHTH

MaKpPOKOMAaHAY).

4.13.1.6 Yganutb MaKpOKOMaH/Y

YToOb! yIaMUTh MaKPOKOMAH/Ty, BBITIOJTHUTE CJIeIyIOIIHe IeHCTBUS:

1. OtkpoiiTe pelakTOp MaKpPOKOMaH] OJTHUM U3 CJIeJTyIOIHUX CIIOCOOOB:

— Beoibepute nyHKT KOoMaH/HOTO MeHI0 MHCTpyMeHThI > MakpokomaHas! > PemakTop

MaKpokoMaHz (cM. PucyHok 354).

Muctpymentsr  Bug  OBwwi goctyn  Hagctpoikn

Mpaeocnucanue r +

1|1
11
il
df
s

HacTpaveaemblil choBaps
v 8B v o

13MEHNTE A3BIK...
BhinaBHMBAHME

Makpokomangel ¥ PesakTop MakpokomMaHz,

3anucaTe MakpokomaHay (Geta)

Pucynok 354 — Komanpia PegakTop MakpokomaHz
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— Ha 6okoBoii maHenmn Ha)KMHUTE KHOIIKY @ (Makpoxkomanabl) (cMm. Pucynok 355).
Ha manenu paboThl C MaKpOKOMaHJaMH HaBe[WTe KypCOpP MBI Ha Ha3BaHUe
MaKpOKOMaHJIbl,  KOTOPyIO  TpebyeTcs  yHmaiuTh, ¢  HaXMHUTE  KHOIIKY

¢’ (PemaKTHpPOBATh).

 — |

™S &= B ]

BEd ¥ B v B3 B & -

JaHHbiE BrraBka ~

Makpokomanaa 1 >

Q@ » O

MakpokomaHaa 2

Pucynok 355 — Knonka PerakTupoBarhb

2. B oxHe PemakTOop MakpokoMaHj BbiOepuTe TpeOyemMyl0 MaKpPOKOMaHAYy W3 CIIKMCKa
(cm. PucyHnok 356).

3. HaxmuTe KHOIIKY —.

J Pegakrop makpokomang *
1 range = document:getRange();
Makpokowmanaa 1 startPos = range:getBegin();
Makpokomanga 2 textProp = range:getTextProperties();
textProp.italic = true;
Makpokomanga 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MolCduc!");

+ —_—

P BoinoaHuts &'D’TJ]E,JJ,MT!: [ |

Pucynok 356 — KHomnka ynaneHrss MakpoKOMaH bl

4. B OTKpBIBIIIEMCS OKHe TIO/ITBEP/IUTe y/lajleHre MaKpPOKOMAaH/IbI.
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4.13.1.7 IIpocmoTpets koa VBA-makpoca

B npunoxennn «MoitOduc Tabnuna» HenmocryneH 3anyck VBA-MakpocoB, CO3[JaHHBIX B
Excel. Ho Bbl Moxere nmpocMmoTrpeTh ko VBA-MakpocoB, KOTOpble COJiepXKaTcsl B JOKyMeHTe, U

IepernurcaTtb UX Ha g3bIKe Lua.

st mpocMoTpa moctynHbl VBA-Makpochkl, coxpaHeHHbIE B « DTOM KHUTE).

YT0o6bI TPOCMOTPETH U TNepenucaTh kKoJi VBA-Makpoca, BBIIOJHUATE CIIeIyIOIIe AeHCTBUS:

1. Otkporite XLSM-noKymeHT.

2. Bribepure Lua-mMakpoc c HazBaHueM VBA-Monysis, B KOTOPOM COJIEP>KUTCS TpebyeMbli
VBA-makpoc. Hanpumep, eciu VBA-makpoc Macrol conepxurcs B VBA-monyie
Modulel, Bribepure Lua-makpoc Modulel. [1ns BbiGopa Lua-makpoca BeionHUTE
OIHO U3 CJIIeIYIOIUX NeUCTBUM:

— DBroibepute nyHKT koMaHAgHOro MeHI0O MHCTpyMeHTHI > MakpokoMaHABI >
PemakTop makpoxkomanp (cMm. Pucynok 354). B okHe PemakTop MakpokoMaHp

(cm. Pucynok 357) Bbibepute TpeOyembiii Lua-makpoc.

& PegakTop makpokomMaHg pd

1 -- BpeguTe Ball Hog Lua 30eck
Modulel

Module2
-- 3anyck makpokoMmadg VBA He noggepWBasTCA

Global CFlag As Boolean

Sub MakeNumberFormat()
Dim whb As Workbook
Dim ws As Worksheet W

+ —_—
' BrinoaHWTE ﬁ~ OtnaguTe

PesynbTat:

Pucynok 357 — OxHo PeakTop MakpokoMaH/
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— Ha 6okoBoii maHenmn Ha)KMHUTE KHOIIKY @ (Makpoxkomanabl) (cMm. Pucynok 358).
Ha manenu paboThl C MaKpOKOMaHJaMH HaBe[WTe KypCOpP MBI Ha Ha3BaHUe

Tpebyemoro Lua-Makpoca 1 Ha)kMHUTe KHOTIKY ¢ (PeJakTHpOBaTh).

maE= By T

B oo W el oo~ 05 B9 &

NaHHbe Bcraska ~
-
M o " l Q
| 5
Module1 > & ®

Module2

&

Pucynoxk 358 — Ilanenb paboThl ¢ MaKpOKOMaHIaMu

B oxne PemakTop MakpokomaHpn oroOpasutcsi koja VBA-makpocoB, KoTopbie
coziepxatcsi B cooTBeTcTBytoeM VBA-monyine (cM. Pucynok 357).

3. llepenummure kox Tpebyemoro VBA-makpoca Ha si3bike Lua.

4. 3akpouTe OKHO peJJaKkTOpa MaKPOKOMaH]I.

5. Coxpanute nokymeHT B ¢opmare XLSX ¢ momoipio komaHabl CoOXpaHHTH Kak

(cm. pazmen 4.1.7.1).

B ucxogaom XLSM-niokymeHTe BHeCeHHbIe N3MeHeHUs] He COXPaHSIOTCSL.
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4.13.2 Hapcrpoiiku

Kak mpaBwio, HafCTPOMKKU CO3/Ial0TCSI CTOPOHHUMU pa3pabOTYMKaMU U HpelHa3HA4YaroTCs
JUUIs1 paciivpeHus GyHKIIMOHAJIbHBIX BO3MOXKHOCTEN TaOJIMYHOTO peIakTopa.

7151 KCTIOJIb30BAHMS HAJICTPOMKU HEOOXOIUMO:

1. TMomy4yuts y pa3dpaboTurika ¢aiii HaJICTPOMKHU C pacIIMpeHreM .MoxX.

2. YCTaHOBUTb HAJICTPOHKY.

3. 3amyCcTUTh HAJICTPOMKY C MOMOIIIbI0 KOMaHHOTO MeHIo « MoirtOduc Tabnuiay.

[Ipu obnoBnmenun pemakTopoB c Bepcum 2022.01 u crapie go 6ojiee HOBOWM BepcUU
ABTOMATUYECKH OTKJ/IFOYAIOTCS BCe HAICTPOMKKA HEIPOBEPEHHBIX pa3pabOTYUKOB M
HAJICTPOMKU C HEeJIeHCTBUTEIbHBIMUA CepTUGHUKATaMHU. Eciu BbI JoBepsieTe UCTOYHHUKY, U3

KOTOPOTI'0 II0JIy4YeHbl 3THU HaHCTpOfIKH, BKJIIOYUTE UX BPYYHYIO TdK, KdK OIIMCAHO HUXKeE.

4.13.2.1 YcraHoBUTH HAICTPOIKY

Paiiy1 HaJICTPOMKK MOXKeT pacIioyiaraTbCs B JIF0OOM Manke Ha KOMITbIOTepe.
YTOOBI yCTAaHOBUTBH HAJICTPOWKY, BBIIIOIHUTE CIIeAYIOIIHe 1elCTBUS:

1. B xomannHoM MeHI0 BblOepuTe nyHKT Hamcrpoiiku > YnpaBieHue HaACTpPOMKaMHU

(cm. Pucynok 359).

Hagctpoikw | Cnpaeka

Y¥npaeneHue HagcTpoikamm

Pucynok 359 — Komananoe mento Hapcrporiku
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2. B okHe YnpagsiieHHe HaJCTPOIKaMH HaXKMHUTe KHOIIKY Y CTaHOBHUTB (cM. PucyHok 360).

¥npaeneHne HagcTpokamm >

HaacTpoiiku oTcyTCcTBYHOT

YcTaHOBWTE HAACTRORKY, M OHAa NOABWTCA 34eCk.

YeTaHoBUTE

Pucynok 360 — OxHO YnipaByieHHe HaJACTPOHKaMH

3. B okne ¢aiinoBoro MeHemkepa BeloepuTe gaiyl HaZICTPOUKH.
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4. (O3HaKOMbTECh C TEKCTOM B OKHe YCTaHOBKa HaACTpoiku (cM. Pucynok 361).
Ecm B oxHe oroOpaxkaercs coobmenne «Hapncrpoiika rotoBa K — yCTaHOBKe.
XoTuTe TMPOAOKUTH?», TO 3TO 3HAYUT, YTO aBTOPOM HAJICTPOMKU SIBJISETCS
MTPOBEPEeHHBIM pa3pabOTYMK M HAJICTPOMKA IOAMHMCAaHA JAEHCTBYIOIIUM CEePTUPHUKATOM.
Yto6Bl TTpOCMOTPETh MHGPOPMAIIUIO O CepTUdUKATe pa3paboTurKa, HAXXMHTE KHOIIKY
Iloxazate monapodHOCTH. YTOOBI NPOAODKUTHL YCTAHOBKY HAICTPOMKH, HaXXKMHUTe

kHOTIKY IIpomonkuTs.

HacrosiTenbHO He pekOMeHJIyeTCsl YCTaHABIMBATh HAJICTPOMKH HEIPOBEpPEeHHOIro
A pa3paboTyurKa WIKM HAZICTPOMKU C HeeMCTBUTEIbHBIM CepTU(dHKATOM. Y CTaHOBKA

TaKWX HA[ICTPOEK MOXKeT HaHeCTH Bpe[ BallleMy KOMIIbIOTepy.

¥cTaHOEKa HAZCTROMKN ot
u ExampleS
Hagctpolika roToea K ycTaHOBKE, XOTUTE NPO4onxuTe?
HapgcTtpoiika: Examples
PacnonoxeHnwne: C:/Users/User/Desktop/SignedExample.mox
PazpaBotuni: My Office (DEV, TEST) PA Cert
MNMokazate NogpobHoCTK OTtmeHa

Pucynok 361 — OxHO Y cTaHOBKA HaAICTPOMKH
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5. B okue JIunen3monHoe coriiameHue (cM. PucyHok 362) 03HaKOMbTECh C TEKCTOM

JIMIIEH3MOHHOI'O COI'JIallleHH. Ecmu BBl corjmacHel cC YCIIOBUSIMH HCIIOJIb30OBAHUSA

IIpOrpaMMHOI'O O6€CH€‘I€HH${, H3JI0KEHHbIMHU B JIdHHOM [JIOKYMEHTe,

KHOTIKY IIpuHSATS.

"3 .ﬂMLI,EH_’-MEIHHDE cornaledHne >

BHHMATENLHO NPOYMTaNTe Cnegyiowes JIMUEH3MOHHOE COrnalleHne

Mepan Homonb3oBaqMeM [TporpaMMHore obacneyanma, NoxanyicTa,
O3HAKOMETECL © VCNOBHAMM HHXecnaqyiowero JMUaHIMoHHom
CornaleHHa. iofoe nonoe3oBaqHne Bamu MporpaMMHoro obecneyeHHA
O3HAYSET NoAHoE W De3oroBopoYHoS NPHHATHE BamMK YCI0BHA
HAcToRWEre SIMYSHIHONHOMD COrNalliesna.

Ecnw Bel He MPHHMMEETE YCNoBHA JIMUEHIHWOHHOID COMrNalleHHs 8
nonHoM obneMe, Bri He HMEeETE NPase HWoENoALI0BaTE [porpaMMHoe
obermaeyanne B Kakux-nnbo yenax W kakuM-nwbo cnocobom.

HacToAwes JIMUSHIHOHH0S CornallieHHe npeqycMaTpHBasT PasnHyHee
VEMNOBHA HENOALIOBAHMA B 33BMCHMOCTH OT YcTaHosnesHoro v Bac
MporpamMyore obecneyedng W Buga npyobperedHol JTMLeH3H.

B HacToAweM JIMLEHIHOHHOM COrNALEHHH YKAZaHHBIE HUXe
TEpMHHL W OnpegeneHns, HaukHawWMHecs ¢ 3arnaBHoil ByYKBH,
MMeT cnegywiyme sHavyeHma (BHe 3aBMCMMOCTH OT YKcna
nubo nagema, B KOTOPLX WCNONLIYIOTCA TakWe TEDPMUHBL K
onpegenedmua):

«MporpammMHoe obecneyeHnes - NpencTaENeHHaR B 0O LEKTHBHON
OPME COBOKYNHOCTE AaHHLE M KOMaH[, NPeiHasHaYeHHbX 1N
@YHKUMOHWPOBAHKMA 3BM 1 ApYTHX KOMMNbIOTEPHbLE YCTPORCTE B LEMAXK
NOMYUEHWA CNPE0ENeHHOro PEsyNETaTa, BKNIOUaR NOAroTOBMTENbHbBE
MaTepKankl, NONYYSHHLE B Xoae paspaboTk NporpamMHoro
obecneyeHns, W NOPOXAEMBEE MM 3YANOBMZYaNbHbE 0TOOpaNEHUS;

«KnueHTCcKoe nporpaMMHoe obecneyeHnes - MporpaMMHos
ofecneysHue, NpegHasHaveHHoe ANA YCTAHOBKW Ha YCTPOMCTEaY C

LEMbiy BoINONHEHWA ONpPegen&HHb 3a30a4, M PaCCYMTEHHOS Ha
HENoCpPEACTEEHHOS E3anMogeicTene ¢ Mons3oeaTenamu MporpamMMHoro
ofecneysHus, B TOM YWCNE NOCPEACTEOM CNeUMansHO-BLAeneHHbX "

o, [

Pucynok 362 — OkHo JIunieH310HHOe COrJIallieHne
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B okHe Ynpasienmne HagcTpoiikaMu 0TOOpa3UTCsS CTPOKA HaICTPOuKU (cM. PucyHok 363).
Yto6Bl mpocMoTpeTh MOAPOOHYI0 HMHGOpMaIMI0 00 yCTaHOBJIEHHOW HAJICTPOMKe, HAXXMUTEe B ee

CTPOKe KHOIIKY CBelIEHI/IH.

¥npasneHne HagcTpolkamm >

YeranoBuTe

u YecTaHoBNeHa Haﬂ,CTpOﬁKa 0.1.0 '::E'E,.‘J.EHHH OTENHOYITE ]i[

OnwcaHwe HagCcTpoRKK

Pucynok 363 — CTpoka HaJICTpOMKHU

[Ipu ycnemHol ycTaHOBKe B CTPOKe HAJICTPOMKH OTOOpaXkaeTcsi CTaTyC «YCTaHOBJIEHa.
YToObI 3aITyCTUTH HAJICTPOWKY, BBIIOJHUTE JeMCTBUSI, OMMCAHHbIe B pasferne 4.13.2.2.

Ecmm Bepcust HagCTpPOWKM HeCOBMeCTWMa C Bepcued TabJIMYHOTO pefakTopa, B ee CTPOKe
oTtobpaxaetcs coobmieHre « 4 HecoBmectumas Bepcrs».

Eciy ¢ainibl HaACTpoMKM cofiepkaT OLIMOKH, B ee CTpPOKe OToOpakaeTcsi COOOIleHue
«® Hapcrpoiika oBpexeHay.

YToOb! MpoCcMOTpeTh MOoApPoOHbIe CBefieHUsI 00 OIIMOKe, BBIOJIHUTE OJHO W3 CIIeAYIOIIHUX
JerCTBUM:

— B cTpoke HajzicTpoiiky HaXkMuUTe KHOTIKY CBefieHusl.

— Haxmure Ha CTpoKy HaAACTpPOMKH. B OTKpBIBIIIEMCS IUAJOTOBOM OKHE HAXMUTe

kHorky Iloka3aTh mogpooHOCTH.
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4.13.2.2 3anycTHTH HAJICTPOHKY

[Tocne ycrermHoW yCTaHOBKM HAACTPOMKK B pa3jiell KOMaHAHOTO MeHo Hapcrpoitku
nmobaBmsieTcsl KOMaH/a /Jis ee 3amycka (cM. PucyHok 364).
Yro6bl 3amyCTUTh HAJICTPOMKY, BbIOepUTe NYHKT KOMaHIHOro MeHI0 Hapcrpoiikm >

Ha3zBanue HagcTpoliku > KomaHa i 3anmycka HaJICTPOHKH.

Hagctpoikn | Cnpaska

Haactpoiika " Kowmanaa |

¥npaeneHue HagCcTRoR KamMm p % [

Pucynok 364 — Komanpa i1st 3amycka HaJICTPOMKHU

4.13.2.3 BkiI0ounTh WM OTKJIIOYUTH HAACTPOHKY

[Tocse ycTaHOBKM BCe HAJICTPOMKHU 110 YMOJTYaHUIO BKITIOYEHBI.

Ecim HapcTpolika BKIIIOUeHa, TO B pasjieiie komaHaHoro MeHio Hagcrpoiiku oTobpakaeTcst
KOMaHJIa 1yis ee 3amycka (cM. PucyHok 364). Ecim HamcTpoiika OTKIIFOYeHa, TO KOMaHja Ui ee
3arycka He 0TOOpakaeTcsl.

YTOOBI OTKIIIOUUTH HAJICTPOUKY, BHITIOJIHUTE CIIeTyIolye JeHCTBHUS:

1. B xomaHnHOM MeHIO BbibepuTe NyHKT HapacTpoiiku > YnpaBieHHe HaACTPOHKaMHU

(cm. PucyHnok 365).

HagcTpoikk | Cnpacka

HagcTpoiika r

¥npaeneHue HagcTpoMKanmKn

Pucynok 365 — Komannnoe mento Haacrpoiiku
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2. B oxHe VYmnpaBiieHme HaACTPOWKaAMH, B CTPOKe HAJICTPOWKH  HaXXMHUTe
kHOrnky OTkiaouuts (cM. PucyHok 366).
¥npaenenne HagcTpoikamn >
u YecTaHoBneHa Ha,ﬂ,choﬁKa 0.1.0 [:EE,Q,EHMH OTENHYATE E

OnWcaHWe HagcTpoikK

Pucynok 366 — OTkitoueHre HaJICTPOMKHU

3. 3akpoyTe OKHO YNpaBjieHHe HaJCTPOHKaMH.

B paspene xomanmHoro MeHio Hapcrpoiikm mepectaHeT 0TOOpakaTbCsi KOMaH[a JJjist

3aITycKa HaICTPOMKHU.
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YToOBI BKIIFOYUTH HA/ICTPOMKY, OTKJIFOUEHHYIO paHee, BBIIIOJHUTE CIleflyIoIye 1eHCTBUSL:
1. B xomannHoM MeHIO BblOepuTe yHKT HamcTpoiiku > YinpaBiieHHe HaJCTPOMKaMH

(cm. PucyHnok 365).
2. B okHe VYmnpaBieHue HaJACTPOMKAMH, B CTPOKe HAJACTPOMKH  HAXMHUTE

kHOTKy Brurrouurts (cM. PucyHok 367).

¥npaeneHue HagcTpoAkamu x

Ha,ﬂ,CTpOHKa {OTKﬂI“:"‘-"EHO} 0.1.0 [:EE,L'I,EHHH ]i[

OnucaHne HagcTpoiky

Pucynok 367 — BxitoueHre HafiICTPOVKKU

3. 3akpoiiTe OKHO YHNpaBjieHHe HaJICTPONKaMH.

B pasmene komangHoro Menio Hapmcrpoiiku o0TOOpasuTCs KOMaHAa [Uis 3alycka

HAICTPOMKHU.
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4.13.2.4 O0HOBHUTH BepCHIO HA/ICTPOMKH

Paiiy1 HOBOM BepCUU HAJICTPOMKM MOXKeT pacrosiaraTbCsl B 000U marke Ha KOMIIbIOTEpe.

YT0o0OBI 0OHOBUTH HaHCTpOﬁKy, BBIIIOJIHHUTE CJIeAyroliye JeUCTBUS:

1. B xomaHmHOM MeHIO BbibepuTe nyHKT HapacTpoiikm > YnpaBieHHe HaJACTPOHKaMHU

(cMm. PucyHnok 368).

Hagctpoikw | Cnpaeka

HagcTpoiika r

¥npaeneHue HagcTpoikamm

Pucynok 368 — Komananoe mento Hapcrporiku

2. B okHe VYmpaBieHHMe  HAJCTPOMKAaMH  HaXMHUTe KHOIKY  YCTaHOBHUThH
(cMm. Pucynok 369).

¥npaeneHne HaacTpokamm

et
Ycranoenena HaacTpoiika 0.1.0 Coeneqns  Otkmoudrs T
OnwcaHWe HaacTpokK

Pucynok 369 — Knonka YcranoButh

3. B okne ¢aiinoBoro MeHemkepa BelbeprTe daiyl HOBOM BepCUU HaJICTPOMKH.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MHWy, 2013-2023 330



MonOdonc

4. (O3HaKOMbTECh C TEKCTOM B OKHe YCTaHOBKa HaacTpoiku (cM. Pucynok 370).
Ecm B oxHe oroOpaxkaercs coobmenne «Hancrpolika roroBa K yCTaHOBKe.
XoTuTe TMPOAOKUTH?», TO 3TO 3HAYUT, YTO aBTOPOM HAJICTPOMKU SIBJISETCS
MTPOBEPEeHHBIM pa3pabOTYMK M HAJICTPOMKA IOAMHMCAaHA JAEHCTBYIOIIUM CEePTUPHUKATOM.
Yto6Bl TTpOCMOTPETh MHGPOPMAIIUIO O CepTUdUKATe pa3paboTurKa, HAXXMHTE KHOIIKY
Iloxazate monpodHOCTH. YTOOBI NPOAODKUTHL YCTAHOBKY HAICTPOMKH, HaXXMUTe

kHOTIKY IIpomonkuTs.

HacrosiTenbHO He pekOMeHJIyeTCsl YCTaHABIMBATh HAJICTPOMKH HEIPOBEpPEeHHOIro
A pa3paboTyurKa WIKM HAZICTPOMKU C HeeMCTBUTEIbHBIM CepTU(dHKATOM. Y CTaHOBKA

TaKWX HA[ICTPOEK MOXKeT HaHeCTH Bpe[ BallleMy KOMIIbIOTepy.

¥cTaHOEKa HAZCTROMKN ot
u ExampleS
Hagctpolika roToea K ycTaHOBKE, XOTUTE NPO4onxuTe?
HapgcTtpoiika: Examples
PacnonoxeHnwne: C:/Users/User/Desktop/SignedExample.mox
PazpaBotuni: My Office (DEV, TEST) PA Cert
MNMokazate NogpobHoCTK OTtmeHa

Pucynok 370 — OxHO Y cTaHOBKA HaICTPOMKH
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5. B okne JlumensmonHoe corjamenue (cM. PrucyHok 371) 03HaKOMbTeCh C TEKCTOM

JIMIIEH3MOHHOI'O COI'JIallleHH. Ecim BBl cormacHbl C YCJIOBUSIMH HCIIOJIb30OBaHUSA

IIpOrpaMMHOI'O O6€CH€‘I€HH${, H3JI0KEHHbIMHU B JIdHHOM [JIOKYMEHTe,

KHOTIKY IIpuHSATS.

"3 .ﬂMLI,EH_’-MEIHHDE cornaledHne >

BHHMATENLHO NPOYMTaNTe Cnegyiowes JIMUEH3MOHHOE COrnalleHne

Mepan Homonb3oBaqMeM [TporpaMMHore obacneyanma, NoxanyicTa,
O3HAKOMETECL © VCNOBHAMM HHXecnaqyiowero JMUaHIMoHHom
CornaleHHa. iofoe nonoe3oBaqHne Bamu MporpaMMHoro obecneyeHHA
O3HAYSET NoAHoE W De3oroBopoYHoS NPHHATHE BamMK YCI0BHA
HAcToRWEre SIMYSHIHONHOMD COrNalliesna.

Ecnw Bel He MPHHMMEETE YCNoBHA JIMUEHIHWOHHOID COMrNalleHHs 8
nonHoM obneMe, Bri He HMEeETE NPase HWoENoALI0BaTE [porpaMMHoe
obermaeyanne B Kakux-nnbo yenax W kakuM-nwbo cnocobom.

HacToAwes JIMUSHIHOHH0S CornallieHHe npeqycMaTpHBasT PasnHyHee
VEMNOBHA HENOALIOBAHMA B 33BMCHMOCTH OT YcTaHosnesHoro v Bac
MporpamMyore obecneyedng W Buga npyobperedHol JTMLeH3H.

B HacToAweM JIMLEHIHOHHOM COrNALEHHH YKAZaHHBIE HUXe
TEpMHHL W OnpegeneHns, HaukHawWMHecs ¢ 3arnaBHoil ByYKBH,
MMeT cnegywiyme sHavyeHma (BHe 3aBMCMMOCTH OT YKcna
nubo nagema, B KOTOPLX WCNONLIYIOTCA TakWe TEDPMUHBL K
onpegenedmua):

«MporpammMHoe obecneyeHnes - NpencTaENeHHaR B 0O LEKTHBHON
OPME COBOKYNHOCTE AaHHLE M KOMaH[, NPeiHasHaYeHHbX 1N
@YHKUMOHWPOBAHKMA 3BM 1 ApYTHX KOMMNbIOTEPHbLE YCTPORCTE B LEMAXK
NOMYUEHWA CNPE0ENeHHOro PEsyNETaTa, BKNIOUaR NOAroTOBMTENbHbBE
MaTepKankl, NONYYSHHLE B Xoae paspaboTk NporpamMHoro
obecneyeHns, W NOPOXAEMBEE MM 3YANOBMZYaNbHbE 0TOOpaNEHUS;

«KnueHTCcKoe nporpaMMHoe obecneyeHnes - MporpaMMHos
ofecneysHue, NpegHasHaveHHoe ANA YCTAHOBKW Ha YCTPOMCTEaY C

LEMbiy BoINONHEHWA ONpPegen&HHb 3a30a4, M PaCCYMTEHHOS Ha
HENoCpPEACTEEHHOS E3anMogeicTene ¢ Mons3oeaTenamu MporpamMMHoro
ofecneysHus, B TOM YWCNE NOCPEACTEOM CNeUMansHO-BLAeneHHbX "

o, [

Pucynok 371 — OkHo JIunieH310HHOe COTJIallleHne
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[Tpu ycnemHoM OOHOBJIEHHH B CTPOKe HAJICTPOMKU OTOOpasuTcst craryc «OOGHOBIIeHa»

(cMm. Pucynok 372).

¥npaenenne HagcTpoikamn >

YeTanoBuTh

u O6uoenena HaacTpoWka 0.1.2 Ceenerns  OTkmounts 1

OnWcaHWe HagcTpoiKkK

Pucynok 372 — Hagcrpoiika o6HOBIIeHa

4.13.2.5 Yaanuts HaaCTPOUKY

YroOBl ylanuTh HAJICTPOUKY, BBIIIOJIHUTE ClleAyIoIIye AeHCTBUS:
1. B xomaHnHOM MeHIO BbibepuTe nyHKT HapacTpoiiku > YnpaBieHHe HaACTPOHKaMHU

(cm. Pucynok 373).

Hapctpoikw | Cnpaeka

Hapctpoiika ’

¥npaeneHue HagcTpoikamm

Pucynok 373 — Komananoe mento Hapcrporiku
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2. B oxHe YmnpaBiieHHe HaJACTPOHKaMH, B CTpoke TpeOyeMO#l HaJICTPOWKHU HaXXMUTe

KHOTIKY [1] (cM. PucyHok 374).

¥npaeneHne HaacTpokamm >
YeTraHoBNEeHa Ha,ﬂ,CTpOﬁKa 0.1.0 CeefeHuA OTKAHYATE
OnwcaHWe HagcTpokK

PucyHnok 374 — Y naneHnue HafiCTpOUKU

3. B nmuasmoroBoM OkHe C coobuleHHeM «Bbl JeHCTBUTENIbHO XOTUTe YIAJIUTh 3Ty

HazicTporiky ?» HaxkmuTe KHOTIKY OK (cM. Pucynok 375).

Hagctpoiika et

I Bbl AeACTBUTENBHO XOTUTE
’ YAannTb 3Ty HaACTPOMKY?

Pucynok 375 — JluanoroBoe 0KHO

4. 3axkpoiiTe OKHO YTIpaB/IeHHe HA/ICTPOHKaMH.

B xomananoMm mento HaacTpoiiku yjanuTcs KoOMaH/a Jyisl 3allyCKa HaZICTPOMKHY.
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IMPWIOMXEHMUE 1. IEPEYEHD & YHKIIUI 1 X OIIMCAHUE

DyHKIHA

Onucanue

Pyuxuuu ona pabomel ¢ 6azamu aHHLIX

BACYMM(6a3a_[aHHBIX; M1OJIE;
KpUTEepUH)

B TabnryHOM MaccrBe BBIYMCIISIET CyMMY 3HaueHHH, KOTOpbIe
OTBevaloT 3aJJaHHBIM YCJIOBUSIM

dynkuuu dameut u Gpemenu

I'OI(nata)

BosBpaiaer ros, COOTBETCTBYIOIIMM 33IaHHOM AaTe

IATA(ron; MecsIl; IeHb)

[Ipeobpa3yet 3aaHHble 3HAUEHHS TO/1Q, MecsIa U IHS B AaTy

JATA3HAY(cTpoka_jiater)

[Tpeo6pasyer faTy, pe/iCTaBIeHHYIO TEKCTOM, B ee IHCIIOBOe
3HaYeHHe

JATAMEC (nata_Havasna; MecsIibl)

Bo3BpaiiaeT unciioBoe 3HaueHue qaThl, KOTOpasi HACTyTaeT
Jepe3 3aJlaHHOe KOJTMIeCTBO MeCSIIeB MOoCye 3aJaHHON JaThl UIH
IO Hee

JEHDb(nara)

Bo3BpaiiiaeT fneHb, COOTBETCTBYIOINIMM 33/TaHHOM JlaTe B
YHCIIOBOM (popMare

KOHMECSIIA (nata_Havasa; MecCsIibl)

BosBparmaer gaTy nocienHero JHs Mecsiia, KOTOPBIH HAaCTyIaeT
Yyepe3 3aJJaHHOe KOJIMYeCTBO MeCSIIEB TI0CJIe HaYaIbHOM AaThI
b0 [0 Hee

BosBpaiaeT mecs1, COOTBETCTBYIOUIMH 3aJaHHOU JlaTe B

MECST(nata) YucIoBOM dopmare
MUHY TBI(Bpens) BosBpariaeT koM4ecTBO MUHYT, COOTBETCTBYIOIIee 3aJJaHHOMY
BpeMeHU
HOMHEIEJTILISO (aa) Bosspamaer HOMEp HeJIeJIH 110 CTAHAAPTY ISO (ot 1 o 54)
TSI 3aJJaHHOM aThI
CET'OIHSI() Bo3BpaiiaeT gaTy ceromgHsImHero Hs B YMCI0BOM dopmare
TIOATA( BosBpairiaeT Teky1iyio qaTy ¥ Bpemsi B YUCIIOBOM dopmaTe
YAC(spems) BosBparaeT kom4ecTBo 4acoB, COOTBETCTBYIOIIee

3aJJaHHOMY BpeMeHH!

Huxncenepuvie gyHkuuu

KOMIUIEKCH (neficTBUTebHAST 4aCTh;
MHUMas_4acTh; [cydPukc])

Bo3BpaiiaeT komMIuiekCHOe YMCI0 Ha OCHOBe JeNCTBUTENBHON U
MHHMMOMU JacTen

MHUWM.ABS(kOMIUIEKCHOE YHUCIIO)

BOBBpaHIElET abCoJII0THOE 3HAaYeHHe KOMIUIEKCHOT'O YHCJIa

dunancoboie pynkuuu

BCJI(cymMa JileHe)XHBIX TIOTOKOB;
[mpubnm3uTenTbHasS CTaBKa))

Brruaucnser BHYTPEHHIOIO CTaBKYy JOXOJHOCTHU MHBECTUIIUN
Ha OCHOBe CepuU IMOTOKOB JEeHEeXXHbIX CpeiCTB

JATAKYIIOHIOO((pacuer;
JlaTa_TIIoTallleHusl; YacTOTa;
[crioco6 moncueTa fHEH])

Bo3BpaiijaeT unciioBoe 3HaueHHe JaThbl, KOTOPOE COOTBETCTBYET
JlaTe MOCJeJJHeH BBIIJIATHI 10 KYTIOHY, MPOM3BOJIMMOM JI0 AAThI
pacuera
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DyHKIUA

Omnmucanne

IIJIT(cTaBka; KOJIMUCTBO IUIAaTeXew;
TeKyIlasi_CTOUMOCTb;
[Oymyiasi_CTOMMOCTB],

[koHer WiM_Hadaso])

Brruncriser cymmy nepruoidueckoro ImiaaTexxa
10 AHHYWUTEeTy Ha OCHOBe II0TOKA IljIaTeXxeld OJIMHAKOBOTO
pasmepa ¥ GUKCHUPOBAHHOM MPOIEHTHON CTaBKU

IIC(cTaBka; KOJIMYECTBO IIEpHOJIOB;
BbIIIJIaTA 3a_IIepHuof;

[OynmyIasi cTOMMOCTB];
[koHer_nnM_Hadano])

Brruncriser cToMMOCTb MHBECTUIIMU HA TEKYIIUM MOMEHT Ha
OCHOBe NepuouYecKuX IiaTexxed U pUKCUPOBaHHOM
MIPOLIEHTHOM CTaBKU

PYBJIB.JEC (necstuyuHasi 1pobb;
3HAMEeHAaTellb)

[Ipeobpa3yeT 1ieHy, npeficTaBJIeHHYIO B BUe 1pobu,
B IIeHy, BHIDQKEHHYIO JIECITUYHBIM YHUCIIOM

PYBJIb.IPOBb (necaTudHoOe_9HUCIIO;
3HaMeHaTeJlb)

[Ipeobpa3yert 1ieHy, peJCTaBIeHHYIO JeCITUYHBIM YHCIIOM,
B IIeHY, BBIPQXXEHHYIO JIeCSITUYHOU TpoObIo

YIIC(cTaBKa_AUCKOHTHUPOBAHMUS;
JIeHeXXHBIM IOTOK];
[DeHeXHBI TOTOKZ; ...])

Brruncrisier 4MCTyI0 TEKYIIyI0 CTOMMOCTD BKJIJIa C Y4eTOM
CTaBKY AVCKOHTHUPOBAHMS U JIGHE)KHBIX IOTOKOB TI0 BKIIAy
(BBIILJIATHL ¥ TIOCTYILJICHUST)

HUngopmauuonnsie ynkuuu
Boss T UCTUHA u HHOe 3Ha4YeHHe SIBIISIeTCS
EJIOT MY (3Hauenye) o3Bpattaetr UC , €CJI 3aJJaHHOe 3HaueHue SIBIIeTC
JIOTUYeCKUM
Bosspamaer UCTHUHA, eciiu ipoBepsieMoe 3HaUeHUE COIEPKUAT
EHJI(3Hauenue) patt POBEp Aep
omnbxy #H/JT
.- Boss T UCTUHA u HHOe 3Ha4YeHHe SIBIISIeTCS
EHEYET (3Hauenye) o3Bpattaet UC , €CJI 3aJJaHHOe 3HaueHue SIBIIIeTC
HEYEeTHBIM YHUCIIOM
[IpoBepsiet, cofiep>XuT i apryMeHT Jiro0oe 3HaYeHre OIMMOKH,
EOIII(3uauenwue) POBEP Aep pry
kpome #H/J
EOIIINBKA (3HaueHue) Bossparmaer UCTUHA, ecnu 3HaueHUe SIB/ISIeTCS OMTHOKOM
Bosspamaer norudeckoe 3nauenue MCTUHA, eciii 3amanHas
EIIYCTO(3Hauenue) Bpalit o
siyeiika mycras
ECCBIJIKA (3HaueHue) [IpoBepsiet, siBsieTCs M 3HaYeHWe CCBhIJIKOM Ha sSTUelKy
ETEKCT(3nHauenue) [IpoBepsiet, sBiseTCs U 3HAUEHUE TEeKCTOM
- Bosspamaer MCTUHA, eciiu 3aiaHHOe 3HAYEHUE SIBIISETCS
EUYETH (3uavente) patit s
YeTHBIM YUCJIOM
EYNCJIO(3HaueHue) [IpoBepsiet, sBiseTCs M 3HAUEHUE YHUCIIOM

NMH®OPM(tun_uxbopMarum)

Bo3Bpariaer nH}popMaIui, OTHOCSIIYIOCS K OIlepalliOHHOM
cuctemMe U UHGOPMAIIMOHHOM CpeJie MOJTh30BaTeNIs

HJI0

BosBpammaer omubky «3HaueHue oTcyTcTByeT», #H/]1

STYEMKA (tun_cBefienwii; [ccbuikal)

Bos3BpairaeT 3amparniviBaemMbie CBeJieHHs O 3aJJaHHOMN sIelike

Jlozuueckue gyHkuuu

ECJIA(iorudeckoe BhIpaXKeHUE;
3HAYeHHe eClTd_HCTHHA;
[3HaUeHMe ecM_JIOXKb))

Bo3BpairaeT pa3abie 3HaueHHs B 3aBUCUMOCTH OT TOTO,
cobJIroTaeTcs v 3afJaHHOe JIOTUYeCKoe YCIOBUe

ECJINOIINBKA (3Hauenue;
[3Hauenue eciu_ormwmbKal)

B03BpamaeT Ppa3HbIe 3Ha4eHHs B 3dBMCUMOCTH OT TOT'O, ABJIAETCA
JIN 3aJdHHOe 3Hd4YeHune OIIMOOYHBIM UK HET
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ECH/I(3HaueHue; 3HaUYeHHWe eCcid_HJ)

BosBparinaeT 3HaueHre BTOPOTO apryMeHTa, eCJTA MepBhIi
apryMeHT coJiepXuT 3HaueHue omubky #H/II. B npotuHOM
CJTydae — 3HaYeHre epBoro apryMeHTa

N (nornveckoe BoipakeHuel;
[1ormyeckoe_BbIpaxkeHue?Z; ...])

Boseparmaer suauenne MCTHUHA, ecnu Bce 3aaHHbIe
apryMeHTHI SBJISIOTCS JIorndecku BepHeIMY, Wik JIOXKD, ecnu
KaKOH-7100 apryMeHT SIBJISIeTCS JIOTHYeCK HeBepHbIM

MNJIN (normdeckoe_BbipaxkeHuel;
[ormydeckoe_BbIpakeHue?Z; ...]J)

Bosgpamaer UCTHUHA, ecnu kakue-nu60 13 3alaHHbIX
apryMeHTOB SIBJISIFOTCS JloThdeckd BepHbiMU, Winu JIOKD, eciiu
BCe 3a7JaHHble aPT'yYMEHTHI SIBJISIOTCS JIOTMYeCKH HeBepHBIMU

WCTUHA()

Boseparaet norudeckoe 3nauenve MCTUHA

JIO2Kb()

Boseparmaet norudeckoe 3uavenve JIOZKb

INEPERJIIOY (BripaxkeHue; 3HaueHuel ;
pe3ynbTaTl; [3HaUeHueZ; pe3ynbTaT?; ...];
[mo_ymomganuio])

CpaBHI/IBBET CIIMCOK Bpra)KEHI/Iﬁ " BO3BpallldeT pe3yJibTaT,
COOTBETCTBYIOIHI/Iﬁ IIepBOMY COBIIaldrOIIeMy BbIPpdA’)KEeHUTIO

dyHKUUU CCHUIKU U NOUCKA

AJTPEC(cTpoka; cTosnberr;
[crtocob _abCOMOTHBIN OTHOCUTETHHBIN |
[cTinb_ccputok_al]; [mmwmct])

Bo3BpaiiiaeT ajipec siueiiky B TabJivile HA OCHOBe 3aJIaHHBIX
3HAYeHUN CTPOKH M CTOJIOIA

BIIP(xitou mowucka; AUara3oH;
WHZIEKC_CTOJIONA; [TUII_COMOCTABIIEHUS |)

OcyI1mecTBiseT MOUCK KJIF0YA B IEPBOM CTOJIOIE TUana30Ha
Y BO3BpalllaeT COOTBETCTBYIOIEe eMy 3Ha4YeHHe B IPYTOM
crosnbie

BBIBOP (unnekc; Boibopl; [BbIOOPZ; ...])

Bo3BpamaeT 3HA4YeHHe U3 CIIMCKAd Ha OCHOBe 3dJIaHHOI'O MHIeKCa

I'NITEPCCBIIKA (url; [TekcT cchiku])

Co3paeT runepccrljky B siuekike

I'TIP(xttou_TioMCKa; [Mana3oH; UHAEKC;
[Tun_comocTaBienus))

OcymecTBiisieT IOUCK KJIt0Ya B [IePBOM CTPOKe JUana3oHa U
BO3BpaIllaeT 3HAUeHUe 33/IaHHOU STYeMKU B HAWIEHHOM CTOJIOIe

JOBCCBL/I(cchiika Ha sigeiiky B_dopme
cTpoky; [popmar_Al])

Bo3BpatjaeT cofiep>kxrMoe CChUIKH, 3aJaHHOM HOMEpOM SIYelKHU
WJIM TeKCTOBOM CTPOKOM

MHJIEKC (ccpinka; [cTpoka]; [cTonberr))

Bos3BpaiiaeT cofiepskumMoe ST4eky, KoTopasi HaXOJUTCS Ha
nepecevdeHNH 3afJaHHBIX CTPOKHU M CTOJIOIA

OBJIACTH(ccrimka)

BosBpaijaeT konuuecTBo 001acTell B CChUIKe Ha SYelKy Wiu
nvana3oHe sigeek. O65acTb — 3TO HAOOP CMEXHBIX sSUeeK UIN
OTZe/IbHad d4eika

ITIONCKIIO3(xrou_1OKCKA; TUAIMA30H;
[Tun_mowuckal)

B 3amanHOM inana3oHe OCYIIECTBIISET MIOMCK 3JIeMeHTa 110
BLIOPAaHHOMY THITY MOMCKA. PyHKIMS BO3BpAIAeT UHJIEKC

ayieMeHTa (HOMep MO3UIIMH, KOTOPYIO 3aHUMaeT 3JIEMEHT B
MaccuBe), a He CaM 3JIeMeHT

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2023

337




MonOdonc

DyHKIUA

Omnmucanne

IMPOCMOTP(witou_1oucka;
JIMaTla30H_IIOWCKa;
[nmama3oH_pe3ynbTaTal)

IMPOCMOTP(witou_1oucka;
MacCHUB_pe3yJsbTaTa_ITOHMCKa)

Ocy1iiecTBiseT MOMCK KJTI0Ya B OJTHOM CTPOKe WU KOJIOHKE U
BO3BpalllaeT 3HaYeHUe STYeKU, HaXOMSIIencs B
COOTBETCTBYIOILe! [TO3ULIMY APYTOM CTPOKU WIN KOJIOHKU

Ocy1iiecTBiiseT MOUCK KJTI0Ya B CTPOKAX WJIM KOJIOHKAaX U
BO3BpalllaeT 3HaueHue S4YeiKy, HaXO[dIencs B
COOTBETCTBYIOIIEH MO3UITUH TeX XXe CTPOK UJIH CTONOIOB. s
MIOMCKA KJI0Ya B OJTHOM CTPOKe WU KOJIOHKe HeobX0IMMO 3a7aTh
3HauYeHUe TPeThero apryMeHTa «quara3oH_pe3yabTaTay

CMEI(cchuika_Ha_sS9elKy;
CMellleHHble CTPOKY;
CMellleHHble CTOJOIbI; [BbICOTA];
[tprHal)

BOBBpaHlEIET CCBUIKY Ha ;{qeﬁKy WJIK JHAaIla30H d49eeK,
KOTOphbIe CMellleHbl OTHOCUTEeJIbLHO HUCXOIHOM CChUIKY Ha
3aJdHHOe KOJIN9eCTBO CTPOK U CTOJI6IIOB

CTOJIBEII([ccbuika_Ha_siueiky|)

BosBparaet HoMep cTosOMa 3aJaHHON TIeHKH

CTPOKA([ccpuika_Ha_STYeHKy])

BoasBpaiiiaeT HoMep CTPOKM 33JTaHHOU STYerKU

YUCJICTOJIb(nnama3on)

Bo3BparaeT KomaecTBo CTOIOIOB B 3aIaHHOM MaCCHBe WJIH
JIMana3oHe

YCTPOK (nuamazoHn)

BOSBpaIIIEIET KOJIM4eCTBO CTPOK B 3dJlaHHOM MdCCHBe HUJIN
Jralria3oHe

Mamemamuueckue u mpuzoHomempuueckue gyHKuuu

ABS(3Hauenue) Bo3Bpaiiaet abcomoTHOe 3HaUeHKe YUCIa

ACOS(3HaueHue) BosBpaliiaeT apKKOCHHYC 4MCIa, 33JJaHHOTO B pafiiaHax

ACOSH(3Hauenwue) BosBpammaer runep6onmaeckyii apKKOCHHYC 9HUCTIa

ACOT(3Hauene) Bbrauciisier apkKOTaHTeHC YMCiIa ¥ BO3BpAIlaeT Yol B pajjuaHax
B uHTepBase ot 0 (Hyns) g0 T

ASIN(3Hauenue) Bo3BpaiiaeT apkcuHycC 4mcia, 3aIaHHOTO B pajitaHax

ATAN(3Hauenwue) Bo3BpaiijaeT apkTaHreHC 4MCIIa, 33JJaHHOTO B paJiiaHax
Bbraucisier yros Mexxy 0ChbiO X ¥ OTPe3KOM M3 TOYKY Hadaa

ATAN2(x; y) koopauHart (0, 0) mo Touku, KoTopasi 3afjaHa Mapoi KOOpAUHAT
(x, y). Yron onpepensercs B paiaHax

ATANH (3HaueHue) BosBpammaer runep6onudeckuii apKTaHTeHC YHciia

COSH(yrom) Brraucsier runep6ondyeckuii KOCUHYC yTiia

COTH(yron) Bo3BpaiijaeT runep6oamuieckuii KOTaHTeHC yTiia

CSC(yrom) Bos3BpairaeT KkocekaHc yriia, 3aJaHHOTO B pafiiaHax

CSCH(yron) Bos3BpairaeT runepbonmdeckuii KOCEeKaHC yTiia, 3aIaHHOTO B
pasiriaHax

EXP(crenenn) Bosspaitijaet uucio Oinepa (e ~2.718), Bo3BeieHHOe B CTelleHb

LN(sHauenye) Bospparraet noraprdm umcia mo ocHoBauuio e (—2.718),

KOTOPBIM Ha3bIBAETCS HATypaIbHBIM JIOTApUPMOM

LOG(3Hauenwue; [ocHOBaHME))

BOBBpaH_[ElET norapchM YUnciia 110 3dJaHHOMY OCHOBAHHIO

LOG10(3HaueHwme)

Bosspammaer norapudm urcia no ocHoBaruto 10
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SEC(yron) Bo3BpaiiaeT cekaHc yria, 3aIaHHOTO B pafiiaHax

SECH(yromn) BosBpaiiaeT runep6onrueckyii cekaHc yria

SINH (3Hauenue) Brruncnsier runepbonuyeckuii CHHYC 9uciia

TANH (3HaueHue) BosBpartraeT runepboudeckuii TaHTeHC YHUCIIa

TPAJTY ChI(yron) [Ipeobpasyer 3HaueHue yIIIa, 3alaHHOTO B PafiiaHax, B 3HAYeHHe
B Ipajiycax

JABPAKTP (3Hauenue) BosBpartraeT nBoiiHOM dakToOpHUas 9rciia

KOPEHDb(3Hauenue) Bo3BpartraeT kBaipaTHBIN KOPeHb HOJIOKUTEILHOTO YHCIa

KOPEHBIIH (31auexye) BosBpariiaeT kBafipaTHBIN KOPEHb U3 YHCIIA ITH»

(3,14159265358979), yMHOXXEHHOTO Ha JIPYyroe YUCJI0

OKPYT'JI(3HaueHwve; pa3psiabl)

OxpyTJiser YUCIIo 10 3aJjaHHOTO KOJIMYeCTBa AeCITUUHbIX
Pa3psi/ioB B COOTBETCTBUU CO CTAHJAPTHBIMU ITPABUIIAMHU
OKpYTJIeHUSs

OKPYT'JIBBEPX (3Hauenue; pa3psiibl)

OprrJ'ISIET YHMCJIO B 6OHI)HIYIO CTOPOHY [0 oIlpeiej;ieHHOT' 0O
KOJIN4eCTBa JeCATUYHbIX Pa3psaa0B

OKPYTI'JIBHM3(3HaueHue; pa3psibl)

OxpyTJisieT YMCIIO B MEHBIIIYI0 CTOPOHY 10 OIpefieJIeHHOT'O
KOJIMYeCTBa JIeCITUYHBIX pa3ps/ioB

114 19)

BosBpainiaeT 3HaueHUe YUCIIa «ITW», OKPYTJIeHHOe 10 14 3HaKOB
11ocJe 3amnsaToun

ITPOM3BE/I(MHOXuUTeNb 1; [MHOXUTENBZ;
)]

Bo3sBparmaer npoussesieHre quce

ITPOMEXKYTOUYHBIE.NTOI'U
(Homep yukIuu; Habop umcenl;
[Habop umcen?; ...])

Hcnonwayet apyryto ¢pyukuuio (CYMM, [TIPOU3BE]/] u T.11.),
YTOOBI TIOCYUTATE [IPOMEXXYTOYHBIN UTOT i Habopa 4ucerl.

[Toppo6HOe ommcanue cM. B pasziee
«Dynxkrusa [IPOMEXXYTOUYHBIE.UTOI My.

CJIYHC()

Bo3sBparmaer ciy4aiiHoe IeCITUIHOe YUCIIO B UHTEepBaJie
or0mol

CTEIIEHb(ocHoBaHMe; CTelleHb)

BOBBpaIHBET YHCJIO, BO3BeJleHHOe B CTelleHb

CYMM(3Hauenue 1; [3Hauenue 2; ...])

BosBparmaer cyMMy psijia 9vces W/WIK si9eex

CYMMEUC/JIN (rana3oH; KpUTEpUH;
[ramna3oH_ciioxkeHus|)

BosBparmaer cymMy 3HadeHHH Auana3oHa, KOTOPbIE OTBEYA0T
3aJaHHOMY YCJIOBUIO

CYMMECJ/IMMH (nivamna3oH_CII0XKeHMUS;
KpUTepUX Juarna3oHal; kpurepuiil;
[kpuTepuy muamna3oHaZ; KpUTepuii?; ...J)

BosBpamaer cyMMy 3Ha4eHUI IHara3oHa,
KOTOpBIE OTBEYAIOT MHOKECTBY 3a/IaHHBIX YCIIOBHUI

CYMMKB(3Hauenue 1; [3HaueHue 2; ...])

BosBparaer cymMMy KBafpaToB psfa Yuce

CYMMIIPOU3B(maccuBl; [MaccuB2;
..])

Brruncnsier cymMMy npou3Be/ieHHM COOTBETCTBYIOIIMX 3HAUeHUH
B MaCCHUBaxX WJIM JHAlla30Hax

IIEJIOE(3Hauenue)

Oprr‘J’IHET 9HrCJIO JO OMKAMIIIero MeHbIIIero oeaoro

YACTHOE (nenmumoe; gevrenb)

BOBBpaH_[ElET pe3yJibTaT AeJIeHrs: OJHOTO Y1CJild Ha Apyroe, 0e3
OCTaTKa
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Cmamucmuueckue gyHkuuu

F.PACII(x; crenienu_cBobopbil;
CTereHd CBOOOJIbIZ2; MHTErpaIbHBIHN)

Brrauciisier 1eBoCTOPOHHIOI BepoSITHOCTH F-pacrmpenenenust
(crenens pazbpoca) Asis ABYX HAOOPOB JaHHBIX MTPU 33JJaHHOM
3HAYEHUU X

F.PACILIIX(x; crenern_cBobobI];
cTeneHu cB0OOMBIZ)

Brruunciisier mpaBOCTOPOHHIOIO BEPOSATHOCTD F-pacnipenenenus
(crenens pa3bpoca) Asis ABYX MHOXKeCTB JAHHBIX TIPY 3aJaHHOM
BBOJITHOM 3HAYEHHH X

JUCII(3HaueHuel; [3HaueHneZ; ...])

Boramcnser AXCIIepCHIO Ha OCHOBe BI:vI60pKI/I

JUCIIA (3Hauenuel ; [3Hauenue?; ...])

Brraucisier auicriepcrio Ha OCHOBe BBIOOPKH, YCTaHABIMBAS JIJIS
Tekcra 3Haudenue 0

JUCIIPA (3Hauenuel; [3HaueHue?Z; ...])

Boramcnsier OUCIIepCHUIO JId I‘EHEpHJIbHOfI COBOKYITHOCTH.
TexcToBbIe U JIOrMYeCKre 3HAUYeHUSs YUYUTBIBAOTCSA IIPpHU
BbIYMCJIEHUH

JIMHEUWH (13BecTHBIE JTaHHBIE Y,
[M3BecTHBIe pmaHHBIE X|; [BRIYUCIUTE b];
[cTaTuCTHKA])

Bbrancsier pa3nuyHbie mapamMeTphl IMHEHHOTO TPeHia pu
MTOMOIIIM MeTOJ]a HANMEHBIIINX KBAJpaTOB

MAKCA((3nauenwuel; [3Hauenne?; ...])

Bo3Bpaiiaet HaubosbIlee YMCI0BOe 3HaUYeHe BO MHOXKeCTBe
IaHHBIX

MMWH (3Hauenuel; [3HaueHue?; ...])

BosBparaet HauMeHbIIIee YUCIOBOe 3HAYEHHEe BO MHOXKECTBe
JaHHBIX

HAHWBOJIBIIINM (nanHbIe; n)

Pacrnionaraet 3aaHHOe MHOXXeCTBO 1IH(POBLIX JAHHBIX B
Hopsijike yObIBaHUS ¥ BO3BpalllaeT 3HaUeHHe Ha OCHOBe ero
OTHOCUTeJIbHOW MO3UIUU CpeJli MHOXKeCTBa IaHHBIX

HAMNMEHBIIIUH (asHbI€; n)

BOSBpaIHBET «M»-0e HaruMeHbIIlee Y1MCJIO B MHOXXeCTBe JdHHbIX

HOPM.PACII(x; cpennee;
CTaHIAPTHOE_OTKIIOHEHWe; UHTerpajibHbIi)

BosBpaiiiaeT 3HaueHue GpyHKIIMKM HOPMAILHOTO paclipeieyieHust
(wm GyHKIIMM HOPMAJIBHOTO MHTErpajIbHOTO PacIipesieieHus])
JUTSL 33/IAHHOTO 3HAYEHHUS X, a TAK)Ke CPe/THETrO 3HAYEeHHUs U
CTAaHIAPTHOTO OTKJIOHEHHUS

PAHTI'.PB(3HaueHue; JaHHbIE;
[To_Bo3pacTaHuio])

Pacrnionaraet urcioBble 3HaUeHUsI B TOPSIKe BO3PACTaHUS UITH
yOBbIBaHMS U OIIpefiesisieT [TO3ULKIO 33JaHHOT0 3HAYeHHs B
Habope naHHbIX. B ciiydae o6Hapy»keHUs OJJMHAKOBBIX 3HAYeHU
BO3BPAIIIAeTCs [TO3UIIKS IEPBOT0 HANIEHHOTO

CP3HAY(3Hauenuvel ; [3HaueHueZ; ...])

BosBpaitjaet cpefiHee apudmMeTrueckoe BO MHOXXeCTBe JaHHbIX,
He YYUTbhIBasi TeKCTOBble 3HaUeHUs

CTAHJOTKJIOH.B(3Hauenuel;
[3Hauenwne?; ...])

Bo3BpairaeT ctanmapTHOe OTKJIOHEeHWe Ha OCHOBe BBIOOPKH

CYET(3nauenuel; [3Hauenne?; ...])

Bo3sBpariiaer Kou4ecTBO YUCIOBBIX 3HAYEHUH B 3aJJAHHOM
Habope JaHHBIX

C‘IETECJII/I(LLHaHaBOH; KpUTEpUI)

BOBBpaHIEIET KOJIM4YeCTBO sfg4eeK, 3Ha9eHHs KOTOPbIX
COOTBETCTBYIOT 3dJdHHOMY KpUTEpPUIO

CUYETECJIMMH (kpuTepyy janazoHal;
Kkputepuitl; [(xpurepuu jauanazoHaZ;
KpuTepuiiZ; ...])

BOBBpaHIElET KOJIMYeCTBO d49€eeK, 3Ha9eHHI KOTOPbIX
COOTBETCTBYIOT 3aJdHHBIM KpUTepUuiaIM
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CUYET3(3Hauenuel ; [3Havenue?; ...])

BOBBpaHlEIET KOJIM9eCTBO A4eeK, CoAepXallvux JdaHHbIe JIF000r0
THIIA

CUUTATBITY CTOTbBI(nuana3oH)

BosBpamaeT KOJIN49eCTBO IIYCTbIX sd49€eeK B 3a/JaHHOM J1hdlla30He

PUIITEP (3Hauenue)

Bos3BparaeTt npeobpazoBanue Puiriepa [j1s 3aJaHHOTO YHCIa

TexcmoBule Pynxuuu

ASC(cTpoka)

[Ipeobpa3yeT TekCT U3 AByX0ANUTOBOM KOAUPOBKU B
onHobanToByI0. B TabmiaHoM peniakTope GyHKIHS
WCTIOJTb3yeTcs i obecriedeHus: 0OpaTHOM COBMECTUMOCTH C
JIOKYMEHTaMH, COJIePXKaIlMHU TEKCT B JIByXOAMUTOBOM KOJIMPOBKE

DBCS(ctpoka)

[Tpeo6pasyet Tekct u3 ASCII 8 DBCS u Hao6opot. B
TAOIMIHOM pefjakTope PYHKITUS UCTIONB3YeTCs IJIsl 0becredeHust
06paTHOM COBMECTHUMOCTH C IOKYMEHTaMH, COIepKal[UMH TeKCT
B ASCII unmu DBCS dopmarax

JIS(cTpoka)

[Ipeo6pasyet tekct u3 ASCII B DBCS u Hao6opot. B
TabIMYHOM pefilakTope GYHKITMS UCIIONB3YeTCs st obecrievdeHust
06paTHOM COBMECTHUMOCTH C IOKYMEHTaMH, COAep Kal[UMH TeKCT
B ASCII it DBCS dopmarax

UNICODE(cTpoka)

CoriacHo Tabyure FOHrKkona, Bo3Bpaiaer YMCIOBOH KO/
MepBOr0 CUMBOJIA B 3aJIaHHOM CTPOKe

JJINHB(TekcT)

Bo3BpaiiaeT AyiMHy TeKCTOBOM CTPOKM U3 pacueTa 1 6aiiT Ha
KaXKIbIM CIMBOJI

JUICTP (Texcr)

BosBpataeT miivHy 3aJaHHOM CTPOKU

KOJICHUMB(cTpoka)

Bosgpamaer uncioBoe 3nadenrie KOHMKOAA KO TEpBOTO
CHMBOJIa B 33/IaHHOM TeKCTOBOU CTPOKe

JIEBB(cTpoka; [konudecTBo 6aiTOB])

BosBpaiiiaeT nepBbiii CUMBOJI UJTH HECKOJIBKO [TePBBIX CUMBOJIOB
TEeKCTOBOW CTPOKH Ha OCHOBe 33IaHHOI0 YMCIIa HaliTOB

JIEBCHUMB(cTpoka;
[KOIMYEeCTBO CUMBOJIOB])

Bo3sBparaeT moacTpoky ¢ Hayana 3a/laHHON CTPOKH

HAUWUTH (cKkoMBIN_TEKCT;
TEKCT JIJIsl_TIOMCKA; [HadarabHas TTO3UITHS )

BosBpariiaeT no3uiyio nepBoro nosiBjieHust ICKOMOW CTPOKH B
TeKCTe, YIUTBIBasl PerncTp

HAWNTUB(MCKOMBIN TeKCT;
TeKCT JJIsl_TIOMCKa; [HayasjabHasl MO3MUIUSL])

BosBpaiaet HauaibHYO MO3UITHUIO UICKOMOUM CTPOKH B TEKCTE,
CumuTas yJIBOeHHbIe OYKBHI IByMsI CHMBOJIaMU

ITEYCHUMB(TekcT)

YJIBIISIET M3 TeKCTa BCe HelledaTaeMble 3HAKH

IIOACTABUTD(TekCcT A IOUCKA;
HWCKOMBIN TeKCT; TeKCT JIJISl 3aMeHbI;
[kommuyecTBO citydaeB])

3ameHsieT 3a/IaHHBIM TEeKCT B CTPOKe Ha APyrof

ITOMCK(MCKOMBIM_TeKCT;
TEKCT JIJIsl_TIOMCKa; [Havaso))

Bo3BpairaeT HavaabHYIO TTO3UITHIO0 KUCKOMOM CTPOKU B TEKCTe

ITONCKB(1MCKOMBII_TEKCT;
TeKCT JIJIsl_TIOMCKa; [HadajabHasi IO3UIUs])

BOBBpaIIIElET Ha49aJIbHYIO ITO3UIIUIO WCKOMOM CTPOKH B TEKCTe,
CUHUTas yaBOeHHbIe 6yKBI)I OByMSA CUMBOJIaMHA

ITPABB(cTpoka; [konuuecTBo 6aiTOB])

Bos3BpairaeT nociegHui CUMBOJT WM HECKOJIBKO TIOCTIeTHUX
CHUMBOJIOB TEKCTOBOM CTPOKH Ha OCHOBe 3aJJaHHOTO YMCJIa OaliTOB
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ITPABCUMB(cTpoKa;
[komuecTBO CUMBOJIOB])

Bo3sBpaliaeT mogcTpoky ¢ KOHIIA 3a/IaHHOM CTPOKU

ITPOIINCH(TexcT)

H3MeHsieT peructp TekcTa B 3aJlaHHOM TeKCTOBOM CTPOKe Ha
BepXHUU

ITPOITHAY(TekcT Ui _CMeHbI pervcrpa)

BosBpaiaeT cTpoky, B KOTOPO¥ KaX/l0e CJIOBO HAYMHAETCs C
MIPOIMTUCHON OYKBBI

IICTP(cTpoka; Havaso;
JUTMHA_ W3BJIeYeHHOTO CerMeHTa)

Bosspariiaet ¢pparMeHT TeKCTOBOM CTPOKH

IICTPB(cTpoka; Hayaso;
IUIMHA_ W3BJIeYeHHOI'0 CerMeHTa)

BosBpaiaeT cerMeHT CTPOKY Ha OCHOBe 33/IaHHOTO KOJIMYeCTBa
0aiToB

CHITPOBEJIBI(TekcT)

Y panser u3 TekcTa Bce mpobestbl, KpoMe OIMHOYHBIX MEeXIY
CJIOBaMU

COBIIAI(cTpoxkal; cTtpoka2)

CpaBHuBaert JiBe ctpoku U Bo3Bpaiaer UCTUHA, ecnu onu
OJTMHAKOBBIE

CTPOYH((Tekcr)

H3MeHsieT peructp TeKcTa B 3aJlaHHOM TeKCTOBOM CTPOKe Ha
HWKHUA

CHEIINTDb(cTpokal; [cTpokaZ; ...])

ObbenuHsieT HECKOJIBKO CTPOK B OJIHY

TEKCT (3Hauenue; popmar)

[Ipeo6pa3yeT 4nCiio B TEKCT B COOTBETCTBUU C 3aJJaHHBIM
dopmarom
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®ynxkmusa IPOMEXKYTOYHBIE.UTOT'N

Cunmakcuc

[MTPOMEXYTOYHBIE. UTOI'(Homep ¢yHkumu; Habop uwcenl; [Habop uwncen?; ...])

Onucanue

Ucnonmsayer ppyryio o¢yaknuio (CYMM, I[IPOU3BEJl u T.1.), 49TOOBI MOCYUTATh

IIPOMEXXYTOYHBIN UTOT J|jIsl HAbopa drcet.

HoMep_¢(yHKIIUH — YMCI0BOM KOoA QYHKIMH, KOTOPYIO CllefiyeT UCII0JIb30BaTh Il pacyera

npomexxytodHoro urora (cm. Tabmuimy 18). Mcnonb3yiite koget 1-11, 9TOOBI BKIIIOUNTD B MOJICYET

slYeWKH, CKpbITble Bpy4HY0, Win 101-111, 9To6Bl MCKIIIOUUTh UX. SI4eliku, CKpBITbIe QUIBTPOM,

HCKIIIOYaI0TCA BCerja.

Taosuuna 18 — YucinoBble Koabl

Homep_ynxnmm Homep_¢yunxnun
(c BKJIIOYeHHeM CKPBITHIX (c ucKII0YeHHeM CKPBITHIX PyHKIHA
3HaYeHHiT) 3HAYeHHIT)
1 101 CP3HAY
2 102 CUET
3 103 CUET3
4 104 MAKC
5 105 MUWH
6 106 [TPOU3BE]]
7 107 CTAHOOTKJIOH
8 108 CTAHJOTKJIOHII
9 109 CYMM
10 110 JTUCII
11 111 JHUCIIP
Habop_uucenl — mnepBbll AMaNa30H WIA MacCUB, JJIi KOTOPOrO HY>KHO BBIYHCIUTH

IIPOMEXXYTOYHBIN UTOT.

[HaGop_umucen2; ...] — nomonHUTeNbHBIE IUANA30HBI WM MaccuBbl. Heobs3aTenbHBbIM

rapamerp.
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IIpumeput
=[IPOMEXYTOYHBIE.UTOTH(9; B2:B5) — paccuntaTh CyMMy 3HaUeHHid B s4eiKax
B2:B5, yuutsiBas 3HaueHUs B siUeriKaX, CKPBITBIX BPYYHYIO.

=[IPOMEXYTOYHBIE.UTOI'H(109; B2:B5) — paccuuTaTh CyMMy 3HAYeHU B sTYeHKAX

B2:B5, He yuuThIBas 3HaUeHHS B STY€HKaX, CKPHITHIX BPYUYHYIO.

B& v fx =TITPOMEXKYTOYHEIE.UTOTH(9; EZ2:E5)
A B C

1 Tosap IMena

2 Hbénoku 100

3 AnenbcHHBI 100

4  Bananu 100

B 4[][]_

I

Pucynok 376 — CymMma 3Ha4eHMI C yueTOM 3HaueHUH B siUeliKaX, CKPBITBIX BPY4YHYIO

BB v fx =TTPOMEXYTOYHEIE.UTOTH(109; EZ:ES)
A B C

1 Tomap Iena

2 Hbonoku 100

3 AnenescHHE 100

4  Banaam 100

B 3[][]_

I

Pucynok 377 — Cymma 3HaueHUi Oe3 yueTa 3HaUeHHH B si9eiikaX, CKPBIThIX BPYYHYIO
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INPUJIOAEHME 2. CIIMCOK IIOJJEP KNBAEMBIX BAJIIOT

HazBanue BamoThI Kop BanioTs!
A3zepbaikaHCKUA MaHAT AZN
ApMsHCKUH ApaM AMD
Benopycckuii py6iib BYN
Bonrapckmuii neB BGN
Bpasunbckuit pean BRL
Bona KRW
['puBHA UAH
JlaTckas KpoHa DKK
Honnap CIITA USD
EBpo EUR
3m0ThIN PLN
Hena JPY
Wnpniickas pynus INR
MonpaBckuii neit MDL
Hogb1i1 TypkMeHCkui MaHaT TMT
Hopsexckas kpoHa NOK
Poccutickuii py6in RUB
PymbiHCKui neit RON
Poun ZAR
Com KGS
Comonn TJS
Tenre KZT
Typerkas nupa TRY
V36ekckuit cym uzZs
dopuHT HUF
@DyHT CTepIuHIOB GBP
Yerickas KpoHa CZK
[IBenckas kpoHa SEK
[ITBefiniapckuii ppaHk CHF
HOanb CNY
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INPUJIOAEHME 3. COYETAHUSA KJIABUIII

B naHHOM npwioXkeHWH TpYBelleHbl COYeTaHMs KiaBuil, ucnosbdyemble B OC Windows,

OC Linux (cm. Tabmuma 19) u OC macOS (cm. Tabmuma 20).

Ha HoyTOykax HekoTopble kiaBulM MHorodyHkivoHanbHbl. Hanpumep: F1-F12, Home,

End, PgUp, PgDn. [Ipu Ha>kaTiu Ha Takye KIaBUIIH B npuioskeHnn «MorOduc Taburay

HE0OXO/IMMO OJTHOBpPEeMEeHHO YIepXXUBaTh HaXkaTow KiaBuiry Fn.

Ta6iauna 19 - Coueranusa kiaasuia B OC Windows 1 OC Linux

Coueranue KJIaBHIII

Komanga nim neiicreue

IIpaBka codeprcumozo

Ctrl+X;
. Bripesats

Shift+Delete
Ctrl+C;

KonuposaTh
Ctrl+Insert
Ctrl+V;

BcraButhb
Shift+Insert
Ctrl+Alt+V BcraBuTh 3HaueHus u popmar
Ctrl+S CoxpaHHTD

F12 (Microsoft Windows)
Ctrl+Shift+S (Linux)

CoxpaHUTDb KaK

Ctrl+Z OTtMeHUTD NIOC/IeIHEe BBIIIOIHEHHOE JIeHCTBHe

Ctrl+Y [ToBTOPUTD pe3ysbTaT OTMEHeHHOTo AefCTBUS
Ctrl+Alt+Shift+V OTKpBITh paciypeHHbIN Oydep ooMeHa

Backspace Y nanutb oOfUH CUMBOJI CJIeBa OT Kypcopa

Delete Y nanutbk oguH CUMBOJI CIIPaBa OT Kypcopa

Alt+Enter HauaTp HOBBIH ab3an

F9 3aMeHUTh YacTh GpopMyIibl/GopMyITy Ha BEIYMCIIEHHOE 3HaUeHHe
Alt+F7 Hatitu cioBo ¢ opdorpadudeckort ommoKom

Popmamupobanue codepicumozo

Ctrl+B [Momy>xvpHbIiI
Ctrl+I Kypcus

Ctrl+U [ToguepkHyTHIHN
Ctrl+Shift+= Hapctpounslit 3Hak
Ctrl+= [ToncTpounslit 3HaK
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CoueTranue KJIaBHII

Komanpna i meiictBue

Ctrl+Shift+A Bce npommcHbie

Ctrl+Shift+C KommpoBaTs popmMaTrpoBanue
Ctrl+Shift+V [IpumenuThs popmMaTUpOBaHUEe
Ctrl+L BBIpOBHATE TEKCT IO JIeBOMY Kpato
Ctrl+E BBIpOBHSATE TEKCT 10 1EHTPY

Ctrl+R BBLIpOBHSTE TEKCT 1O ITPaBOMY Kparo
Ctrl+J BBIDOBHSTE TEKCT IO ITMpHHE

IIepemewenue 8 padoueii o6racmu

Page Up Ha ogun axpaH BBepx

Page Down Ha onvH skpaH BHU3

Ctrl+Home [TepeiiTu k IepBO stuetike pabouelt ooactu (suerika Al)
Ctrl+End IlepeliTu k oCIeIHEN siuerike pabodeit obaacTu

Heiicm6Bus c aueiikamu, cmoabuamu

u cmpokamu

F2

[TepeiiTu B pesxuM pelaKTHUPOBAHUS STUENKU

Alt+A BcraBuTh CTPOKY BHIIIE
Alt+B BcraBuTh CTpOKY HIKe
Alt+L BcraBuTth cronber ciea
Alt+R BcraButh cronbern cripaBa
Ctrl+Alt+M O0ObeqUHUTL TYEHKUA
Alt+Shift+M PazpenuuuTh s4eriku

Ctrl+— VY panurth CTPOKY WM CTOI6eI]

Buidenenue siueek, cmonouoB u cmpok

Crpenka BBEpX

Boimenuts siaeiiky Bbiiie

Crpenka BHU3

BeinenuTs saeliky Hibke

Tab wnu Ctpesnka BIIpaBo

Brigenuts cnenyronyio sdeiky

Crpenka Bi1eBO

Boienuts mpepinyyto sueiky

Home Brigenuts siueliky B Havajie CTPOKU

End Brienuts siueliky B KOHIIE CTPOKU

Shift+ITpoben Boimenuts cTpoky

Ctrl+IIpoben Boinenuts cTomnbert

Ctrl+Shift+Home Co3znaTth 0671aCTh BbIIeJIeHUs! OT BbIIEJIEHHOM STYeKU 10 IepBoi
sTuediku paboueit obyacTu (suetika Al)

Ctrl+Shift+End Co3maTth 00J1aCTh BBIIEIeHUS OT BbIIeIeHHOHN SYelKy 0 IIoCIeaHe
sTYeHKU paboueil obmacTu

Ctrl+A Brienutsb Bce stuetiku B paboderi 061acTH JIUCTa

Shift+Crpenka BBepx

PacipuTs BrifiesieHre Ha OJJHY sS'YeiKy TabJIUIbl BBEPX

Shift+Crpenka BHU3

PacipuTs BhifiesieHre Ha OJJHY SYeiKy TabIuIbl BHU3
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CoueTranue KJIaBHII

Komanpna i meiictBue

Buidenenue mexkcma 6 pedaxkmupyemoii siueiike™

Shift+Crpenka BieBo

BoimenuTh ovH CHMBOJI CjieBa OT Kypcopa

Shift+Crpenka BrpaBo

Bbimenuts oivH CMMBOJI CITpaBa OT Kypcopa

Ctrl+Shift+Crpesnka BieBo

BriienuTh 0JJHO CJIOBO CJieBa OT Kypcopa

Ctrl+Shift+Crpenka BupaBo

BrienuTh 0JTHO CIIOBO CITpaBa OT Kypcopa

Shift+Home

Brinenuts conep>xrMoe 0T Kypcopa 0 Hadana CTPOKU

Shift+End

Brinenuts comep>krMoe OT Kypcopa A0 KOHITA CTPOKH

Ctrl+Shift+Crpenka BBepx

PacimpuTts BoifienieHre k Havyamy ab3ara

Ctrl+Shift+Crpenka BHI3

Pacimuputs BeizienieHre 10 KOHIA ab3ara

Shift+Crpenka BBepx

PaCHII/IpI/ITb BblleJIeHre Hd OAHY CTPOKY TeKCTd BBepX

Shift+Crpenka BHU3

PaCI_HI/IpI/ITb BblJleJIeHre Ha OJHY CTPOKY TeKCTd BHU3

JIBOMHOe HaKaTHe JIeBOU
KHOITKY MBIIIIA

BruimenuTh ci1oBO

TpoitHoe HaXkaTHe JIeBOU
KHOIIKY MBIIIH

Broinenuts ab3ais

HarkaTuvie JieBOM KHOTIKY MBIIIH U
nepeMelleHre Kypcopa BBepx

Boigenuts TexcT BBepX

HaskaTuie J1eBO# KHOTIKY MBIIIH U
nepeMerieHre Kypcopa BHU3

BI)IIIEIII/ITI) TeKCT BHHU3

* Omu couemarus kaaBuw ucnoab3yromes npu pedakmupobaHuu 0aHHbIX 6 suelike mabauubl. Ymobwbt nepetimu
6 pexicum pedakmupoBaHus, Boidenume sueliky 060iiHbIM WEAUKOM MblWU UAU Haxcmume KaaBuwy F2.

ITepemewenue no mexkcmy 6 pedakmupyemoii siueiixe™

Crpenka BieBo

Ha ogun cuMBoi BiieBo

Crpenka BIpaBo

Ha onun cuMBoI BripaBo

Ctrl+Crpesnka B1eBO

Ha ogHo ciioBo Bi1eBo

Ctrl+Crpesnka BIIpaBo

Ha oxHo cioBo BIIpaBO

Crpenka BBepx

Ha onny cTpoky BBepx

Crpenka BHU3

Ha onny cTpoky BHU3

Ctrl+Crpernka BBepx

Ha mavano npeppimytero ab3ara

Ctrl+Crpenka BHU3

Ha mauano criepytorrero ab3ara

* Omu couemarus kaabuw ucnoab3yomcs npu pedakmupobaruu daHHbIX 6 suelike mabauusl. Ymobbl nepelimu
6 pexxcum pedakmupoBaHus, Boidenume sueiiky 060THbIM WEAUKOM MblUU UAU Haxcmume Kaabuwy F2.

Jpyaue couemanus knaBuw

Ctrl+N Cospmatb ¢abin
Ctrl+O OTKpBITH aiin
Ctrl+Shift+O OTKpHBITH aiin B oOake
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MonOdonc

CoueTranue KJIaBHII

Komanpna i meiictBue

Ctrl+P

OTKpBITH OKHO TIpeIBAPUTENILHOTO ITPOCMOTPa ¥ HACTPOUKHU
rapaMeTpOB CTPAHUIIbI ¥ TIeYaTy JOKYMeHTa

Ctrl+0 (Homb)

YcranoButh dpakTrdeckuii Maciirtadb crpanuiisl (100%)

Ctrl+K BcraBuTh ccbuiky

Ctrl+F OTKpBITH MaHeJb ITONCKa

Ctrl+/ OTKpBITE OKHO OBICTPBIX JEMCTBUN

F1 OTKpBITh CIIPaBKY MPUIOXKEHUS

Ha’kaTuie npaBo¥i KHOIIKM MBIIITN OTKpBITH KOHTEKCTHOe MeHIO BbIOPaHHOI'0 3JleMeHTa
Alt+ITpoben OTKpBITh KOHTEKCTHOE MEHIO aKTUBHOT'O OKHA MTPUJIOXKEHUS
Alt+F4 3aKpBITH aKTUBHOE OKHO TPHJIOXKEHUS

Taosmna 20 — Coueranuda kiaasuia B OC macOS

CoueTranue KJIaBHII

Komanpga mian geiictBsue

IIpaBka codeprcumozo

$Cmd + X Bripesats

$Cmd + C KomupoBath

®Cmd+V Bcrasuth

~< Option + ¢ Cmd + V BcraButh 3HaueHus u popmar

$8Cmd + S CoxpaHuTb

f Shift + ¢ Cmd + S CoXpaHUTb Kak

% Cmd + Z OTMeHUTH TToC/IeHee BBIIIOJIHeHHOe JeHCTBHe
®Cmd+Y [ToBTOPUTH pPe3ybTaT OTMEHEHHOI'O AeUCTBHUS

~ Option + { Shift + ¢ Cmd + V

OTKpBITH paclIvpeHHbIH 6ydep odMeHa

Delete

VY ianuTte OVMH CUMBOJI CJIeBa OT Kypcopa

Fn + Delete

VY ianuTte OfVH CUMBOJI CIIpaBa OT Kypcopa

~c Option + 7 Enter

Hauarts HOBBIM ab3ar;

~c Option + F7

Hatitu cioBo ¢ opdorpaduaeckoit ommbKoin

dopmamupobanue codepircumozo

€ Cmd + B [Tomy>xupHbIHI

% Cmd + 1 Kypcus

8 Cmd+U ITomyepkHyTHIN

f Shift + ¢ Cmd + = Hancrpounslil 3Hak
% Cmd + = [ToncTpounsIii 3HaK

{ Shift + ¢ Cmd + A

Bce nponuchbie

{ Shift + ¢ Cmd + C

Konupoats popmartrpoBanue

{ Shift + ¢ Cmd + V

[IpumenuTh POpMaTHpPOBAHUE

% Cmd + L

BprOBHF[Tb TEKCT II0 JIeBOMY Kpdro
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MonOdonc

CoueTranue KJIaBHII

Komanna wim meiictBue

% Cmd + E BLIpOBHSATE TEKCT 10 HEHTPY
$ Cmd + R BBIpOBHATE TeKCT 10 ITpaBOMY Kpato
$Cmd +J BBIpOBHATE TEKCT MO HIUPUHE

Ilepemewenue 6 paboueii od6.1acmu

Fn + Crpenka BBepx

Ha onuH skpaH BBepx

Fn + Crpenka BHU3

Ha OIVH 3KPaH BHHU3

Fn + 3¢ Cmd + Crpenka BieBo

[lepeiiTu k IepBoii siuelike paboyeii obmactu (syeiika Al)

Fn + ¢ Cmd + Crpenka BripaBo

[TepeitTyl kK OCTIeHEH S4Yetike pabouei 06acTH

HeiicmBus ¢ aueiikamu, cmonabuamu u cmpoxkamu

Fn + F2 [TepeiiTul B pe>xuM peJlaKTUPOBAHUS STUeUKH
~ Option + A BcraBuTh CTPOKY BBILIE

~ Option + B BcraBuTh CTpOKY HIKe

~ Option + L BcraButh cronbern ciesa

~= Option + R BcraBuTth cronber cripaBa

~< Option + ¢ Cmd + M

O0OBeqUHUTEL TYeHKUA

~c Option + { Shift + M

PasvequuuTh g4eiiku

% Cmd + -

Y manmuTh CTPOKy Wiu cTonbert

Buidenenue siueek, cmonouoB u cmpok

Crpeinka BBepX

Boimenutsb sueiky Bbitie

Crpenka BHU3

Brimenuts stueliky Hike

Tab wnu Ctpeska BIIpaBo

Boinenuts crepytoliyio suenky

Crpenka B1eBO

Boiienuts npepiayiyio ssuenKy

Fn + Crpesnka BreBo

BI)II[EJ'II/ITI) HqEﬁKy B Ha4ajie CTPOKHA

Fn + Crpenka BpaBo

BI)II[EJ'II/ITI) HqEﬁKy B KOHIIe CTPOKHU

© Shift + ITpo6en

Breigenuts cTpoky

f Shift + s¢ Cmd + ITpoGen

Bruimenuts crosber

f Shift + Fn + 3¢ Cmd + Crpesnka BieBo

Co3pmatb 0671aCTh BhIJIeIeHHs OT BBIJIEJIeHHOU STYEHKH JI0
TepBOH stueliku paboueit obacTu (suetika Al)

© Shift + Fn + ¢ Cmd + Crpenka BIIpaBo

CosnmaTh 00/1aCTh BBIIEJIeHHS OT BbIJIeJICHHOH SYeMKHU JI0
rocJieiHel sT9eiiku pabodert obacTu

£ Cmd + A

Brigenuts Bce siueliku B pabouelt 061acTu JIMCTa

f Shift + Ctpenka BBepx

Pacmuputsb BbiienieHre Ha OfHY S4eliKy TabuIbl BBEPX

f Shift + Ctpenka BHu3

PaCHII/IpI/ITb BblJIeJIEHVe Hd OOHY H‘IEFIKY Ta6J'II/IIIbI BHU3

Bvtdenenue mexcma 6 pedakmupyemoii siuetike*

f Shift + Ctpenka BieBo

BbI):[EJ'II/ITb OIVH CUMBOJI CJIEBA OT KypCOp4a

© Shift + Ctpenka BripaBo

Breinenuth oguH CUMBOJI CTIpaBa OT Kypcopa

f Shift + s¢ Cmd + Crpesnka BieBo

BbI):[EJ'II/ITb OIHO CJIOBO CJIeBa OT KypCcoOpa

{1 Shift + 3¢ Cmd + Crpesika BrpaBo

BeizesmTh 0[THO CJIOBO CIIpaBa OT Kypcopa
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MonOdonc

CoueTranue KJIaBHII

Komanna wim meiictBue

Fn +{t Shift + Crpeska BneBo

Brimenuts conepskrMoe OT Kypcopa A0 Hadajia CTPOKH

Fn +{f Shift + Crpeska BrpaBo

Brienuts comepikuMoe OT Kypcopa JI0 KOHITa CTPOKU

f Shift + » Ctrl + 3¢ Cmd + Ctpesnka BBepx

Paciuputs BeiziesieHre k Hauasmy ab3aia

f Shift + ~ Ctrl + 3¢ Cmd + Ctpesnka BHU3

Paciuputs BeifiesieHHe 10 KOHIIA ab3alia

f Shift + Ctpenka BBepx

PHCIHI/IpI/ITI) BblJIeJIEHVe Hd OJHY CTPOKY TE€KCTd BBEpPX

f Shift + Ctpenka BHu3

PHCIHI/IpI/ITI) BblIeJIEHe Hd OJHY CTPOKY TeKCTd BHHU3

JIBOMHOe HaKaTHe JIeBOM KHOIIKY MBI

Brimenuts ciioBO

TpoiiHoe HaXkaTHe JIeBOM KHOTIKWA MbIIIH

Bruimenuth ab3arl

HaskaTue 1eBO# KHOTIKM MBITIIH U
nepeMeleHre Kypcopa BBepx

BBI)IEJ'[I/ITB TEeKCT BBepx

HaskaTwe J1eBO# KHOTIKY MBIIIH U
nepemerieHre Kypcopa BHU3

BI)II[EJ'[I/ITI) TeKCT BHU3

* Omu couemarus kaaBui ucnoab3ytomcs npu pedakmupoBaruu daHHbIX 6 auelike mabauubl. Ymobbl nepelimu

6 pextcum pedakmupoBaHusi, Bbidenume suetiky 060iHbIM WEAUKOM MblUIU UAU Haxcmume KaaBuwy F2.

Ilepemewenue no mexkcmy 6 pedakmupyemoii aueiike*

Crpernka BeBO

Ha onuH cuMBoII BileBo

Crpesnka BIIpaBoO

Ha oguH cuMBoIT BipaBo

38 Cmd + Ctpesnka BJIeBO

Ha ogHo ciioBo BiieBo

38 Cmd + Ctpeska BpaBo

Ha ogHo ciioBo BIIPAaBO

Crpenka BBepx

Ha ogny cTpoky BBepx

Crpesnka BHU3

Ha onny cTpoky BHU3

38 Cmd + Crpesnka BBepx

Ha navano npenpimymero ab3ama

38 Cmd + Crpesnika BHU3

Ha navano crnepytorero ab3ara

* Smu couemarus kaaBuw ucnoab3yromes npu pedakmupobaHuu 0aHHbIX 6 suelike mabauubl. Ymobwbt nepetimu

6 pexicum pedakmupoBaHus, Boidenume sueiiky 060TIHBLIM WEAUKOM MblUWU WL Haxcmume Kaabuwy F2.

Jpyaue couemanus knaBuw

$2Cmd + N

CosnaTb daiin

% Cmd + O

OTKpbITH aiin

{ Shift + ¢ Cmd + O

OTkpbITH (aiin B obmake

% Cmd + P

OTKpI)ITb OKHO ITpeIBapuTejIbHOr'o IIPOCMOTpPa U HaCTpOﬁKH

IapaMeTpOB CTPAHUIIBI U ITe9dTU JOKYMeHTa

38 Cmd + 0 (HOJB)

VYcranoBuTh pakTrdeckuit Macirtab crpanuist (100%)

% Cmd + K BcraButh ccbuiky

8 Cmd + F OTKpBITE TaHeNb TOMCKa

% Cmd +/ OTKpBITH OKHO OBICTPBIX AeMCTBUM
Fn+F1 OTKpBITH CIIPaBKY MPUIOXKEHUS

Ha>katvie mpaBoif KHOIIKY MBIIIH

OTKpBHITH KOHTEKCTHOE MEHIO BHIOPAaHHOT'O 3JIeMeHTa

% Cmd+ Q

3aKprTb dKTUBHOE OKHO ITPUJIO’KeHHsI
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