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INEPEYEHb COKPAIIIEHUH

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

Tao6smmma 1 — Cokpaienust 1 paciinppoBKHU

Coxpamienue PacmmdpoBka

oC OmnepanyioHHas cucTeMa

I10 «MoiOducy» Hacronbabie npunoxenust « MoinOduc Tekcty, «MoiiOduc Tabnuiay,
«MonOduc IIpesenTtanus»
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1 OBIIIME CBEJEHU S

1.1 Haznauenue

«MoitOduc Tekct» — pemakTop i OBICTPOTO U yO0OHOTO co3mMaHus U GpopMaTHPOBAHUS

TEeKCTOBBIX JIOKYMEHTOB JIFOOOM CJIO)KHOCTHM Ha OIllepallMOHHBIX cucTemaxX Linux, Windows u
macOS.

«MonOduc TexkcT» BXOIUT B COCTaB IPOAYKTOB:
—  «MouOdwuc [TpodbeccroHambHBIN 2%;
—  «MoitOduc CranaapTHbii 2»;

—  «MoiOduc Obpa3oBanuey.

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 MPOAYKTA M OIlepalliOHHON CUCTEMB.
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

Crnncok ¢opmaros, nopajepxvBaeMbix npusoxenueM «MonOd¢uc Texcr», npuBeneH B

Tabnuuax 2 u 3.

Tabnuna 2 - Iloanep:xuBaemsblie ¢popmathl ¢paiisioB B OC Windows/Linux

Omnepanus ITognep:xuBaemsblie popMaTsl

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

OTKpBITHE/MMIIOPT BaiIoB HTM, XHTML, XOTT

Coxpanenue GaiioB DOCX, ODT, XODT

Jxkcnopt ¢aiios PDF, PDF/A-1, RTF, TXT, XOTT

Taomuna 3 — IlognepxkuBaemsie popmarsl ¢aitsioB B OC macOS

Onepanus Iloanep:xuBaeMsble popMaThI

OTKpBITHE/UMIIOPT GaIoB DOCX, ODT, XODT, TXT, DOCM, XOTT

Coxpanenue daiioB DOCX, ODT, XODT

JkcnopT ¢aitnos PDF, PDF/A-1, XOTT

1.3.2 Ilonnep:xuBaemMsblie A3bIKH HHTEepQeiica

— Pycckui;

— AHITIUNACKUY;
— DpaHIy3CKul;
— Tarapckuii;

— bamkupckuii.
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2 IIOATI'OTOBKA K PABOTE

2.1 YcranoBka

VYcranoBka [10 «MoiOduc» mogpobHo orvcaHa B JgokyMeHTe «HacTombHbIE TpUIOKeHus
«MoitOduc Tekct», «MorOduc Tabmuma», «MorOdwuc IIpesenTanys». PyKoBoACTBO 10 yCTaHOBKEY.
I[IO «MoiOd¢uc» nmna OC Windows cuuTaeTcss YCTAHOBJIEHHBIM, €CIM B pe3yJibTare
JIeNCTBUH, U3JIOXKEHHBIX B pasfiesie 2.2 yKa3aHHOTO JOKYMeHTa, Ha pabodeM CToJie T0Ib30BaTelis U

B ri1aBHOM MeHI0 OC 0ToOpakaroTCs SIPIILIKY, TTpeICTaBlIeHHbIe Ha PUCYHKe 1.

Sill ‘J il

[ [ [

MoiaOgue  MoiAOduc MoiOdunc
Tekcr TaBnuua [peseHTaums

Beeaute 3aecCh TEKCT ANA NOWMCKa

Pucynok 1 — dpnbiku [10 «MorOducy» 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.

L,
.

MoinOduc TekcT MoinOduc Tabnuua

PBOQ="e®

Pucynok 3 — 3nauku npunoxkenuit B Launchpad

2.2 3amyck

3anyctute npunoxenre «MoiOduc TekcT» ogHMUM/IBYMs I[elYKaMd MBIIIA TI0 €ero

3HAYKY/SPIIBIKY.
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2.3 JInneH3uOHHOe COorJIallieHue

[Tpu nepBom 3amnycke 110 «MorOducy BHUMAaTeNbHO POYMTANTe YCIOBUS JIMIEH3MOHHOIO
COIVIAIIeHUS! ¥ TMOJMUTUKU KoHUAeHIMaNbHOCTH (cM. PucyHok 4). Eciu Bbl cormacHel C

0003HAaYeHHBIMU YCJIOBUSMU, HAXKMUTe KHONKY IIpHHATSH.

\od vuensuonHoe cornawedne v NoanTuka KoHGWAEHUMANEHOCTH >

A o6po noxxanosatb

u B MoinOduc Tekcr

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

MpuHATE OTKNOHWTE

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

3.1 I'maBHoOe oKHO

B riaBHOM okHe nipuioxkenust « MoniOduc Teker» comepxxarcs (cm. PucyHok 5):
1. KomaumHoe meHro.

2. IlaHenb UHCTPYMEHTOB.

3. Pabouas 06sacThb.

4. BokoBas IaHeJb.
5

CTpoka coCcTosiHUS.

KomaHaHoe MeHIO ITanean HHCTPYMEHTOB
|

Qaitn  [paeka Bcraeka Qopmar  WHotpymedts  Bug  OBwmi goctyn  Hagorpoiikw  Cnpaska

0 ~ n ﬁ v é XOThames ~| | 12 v A7 AT TT
Sv 9 c O K KUY = Av Ou

Dann Mpaeka WpndT AB3au Ctunn Bcraska
3 7 9 1 11 12 43 1 P F
3 4 5 ] ] g 0 2 3 4 5 6w 17 ~

BboxoBas maneap, ——»

: Pa6ouasi 06acTh

CrpaHuua 1 w3 1 A - ® + 0% v

= Hoseiii gokyment 1|- MoidOduc - O *

I
Crtpoka cocTrossHuS

Pucynok 5 — I'maBHOe okHO npunoxenust « MoinOduc Texcr»
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3.2 KomanaHoe MeHI0

3.2.1 Menrw «dPaitn»

Menro dPaiisr colepkUT Ciieyrolire koMauas! (cM. PucyHok 4):

©ain  [paeska Beraeka Popmar  MHoTpyme

[ Cosgate Ctrl=M

CozgaTe no wabnroHy..

[ Ompoito. Ctrl+0
OTkpbiTe B 0Gnake... Ctrl+5hift+0
OTkpbITE ... r
HegasHwe gokymeHT 4
PaboTa B obnake ’

ol Coxpanuts Ctrl+S
CoxpaHWTb Kak... F12
SKENOPT...

Coxpanute wabnoH...

3apate naponk...

MapameTpel CTpaHKUUBE Ctrl+5hift+P
= [Meuars... Ctrl+P
JakpeiTe

Pucynok 6 — Mento Parin

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

Co3naTh mo mabJIoHy — CO3/1aTh HOBBIM JOKYMEHT Ha OCHOBAaHWU paHee COXPaHEeHHOTO
mabsioHa (popmar XOTT) u3 BbiOpaHHOTrO daiia, HaXOASIIErocs Ha CTAllMOHAPHOM
WIM CBEMHOM  HOCHUTele, TIOJKJIIOYEHHOM K  KOMIIbIOTEPy  TOJIb30BaTesIs
(cM. pasnen 4.1.3).

OTKpBITH — OTKPBITH CYIIECTBYIOIIMN JIOKyMEHT IIOCPEICTBOM YKa3aHUsl ero
MEeCTOHAXOXeHUsI Ha CTAllMOHAPHOM WM ChEMHOM HOCHUTeNle, MOAK/IIYEeHHOM K
KOMITBIOTEPY ToJIb30BaTes (CM. pasfen 4.1.4).

OTKpBITH B oO0JIaKe — OTKDPHITh JIOKYMEHT u3 oOjlaka B peXumMe COBMECTHOTO

penakTrpoBaHus (cM. pasnen 4.12.2).
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5. OTKpBITh B — OTKPBLITh TEKYIIWM JOKYMEeHT B JPyrOM TeKCTOBOM pelaKTope

(cM. pasnen 4.1.6).

6. HEHHBHI/IE AOKYMEHTBbI — OTKPbITb W/WIH OYKUCTUTH CIIMCOK InocdjIeIHnx NOKYMEeHTOB

(c™. pasmen 4.1.5).

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

— BoiiTi B 00J1aK0 — aBTOPU30BaThCs B 061ake (cM. paznen 4.12.1);

— Ckauarp - COXPAHHUTb HA KOMIIbIOTEp II0JIb30BaTesd (l)aflﬂbl u3 obmaka

(cm. pasnen 4.12.6);

— 3arpy3urh ¢aiin — 3arpy3uTh B o0ylako il ¢ KOMIIbIOTepa I10JIb30BaTeJst

(cm. pasmen 4.12.5).

®ain  [paeka Betaeka
Q Co3gate

Co3gate no wabnoHy...

5 Omkpwith...
OTkpbiTe B 0bnake...

HeaaeHue gokymeHTH
PaGota B obnake

= CoxpaHnte

CoxpaHnTh Kak..

Ctrl+M

Dopmat  MHctpymedte Bug  OBwmi goctyn

'

1

(0 Thames
{ K 4 AB
Ctrl+0
Tl
Ctrl+Shift+0
3
¢ BoWTy B obnako
Cirl+S CradaTh...
F12 3arpyaute gain...

Pucynok 7 — [lonmentio PaboTa B obsiake

8. CoxpaHHUTBb — COXPaHUTb JOKYMEHT C CyIIeCTBYIOIIUM HMeHeM M PpaclIMpeHreM

B IaTKe, IPeJlyCMOTPeHHOM 10 yMordaHuio (cM. pa3zen 4.1.7).

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

pacIIipeHust U TyTH COXpaHeHus (CM. pasmen 4.1.7).

Komanapel Coxpanuth v CoxpaHUTh KaK He OTOOpakaloTcsi B 0OJIaUHBIX

¢aiinax, Tak Kak Mpu paboTe B 00s1ake IOKyMEeHTbl COXPAHSIOTCS aBTOMATHYeCKH.

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

penakTupyemMoro B obsake (cM. pasmen 4.12.3). Ilpu pabore c JIoKaabHBIMU (aiiaMu

JTAHHBIA ITYHKT KOMdH/IHOT'O MeHIO He OT06pa)KaETCH.

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

20



MonOdonc

11. OxcmopT — 3KCIIOPTUPOBATh JOKyMeHT B nopaepxxuBaemoM [10 «MoiiOduc» dpopmare
C BO3MOKHOCTBIO Ha3HaueHHs] HOBOI'O UMeHH U IyTH dKcnopTta (cM. pasnen 4.1.9).

12. CoxpaHuTh mAabJI0H — COXPAHUTh TEKYIIMN TOKYMEeHT Kak I1abioH B ¢opmare XOTT
IUTSL CO3TTaHUS TIOCTIeTYIOIIHNX JJOKYMEeHTOB (CM. pasen 4.1.2).

13. 3agaTk maposb — YCTAHOBWUTH IIApOJIb [yl OrpaHMYEeHMs] JIOCTyIa K JOKyMeHTY
(cm. paznen 4.1.10.1).

14. IlapamMeTpsbI CTPAHUIIBI — HACTPOUTDH [TapaMeTpbl CTPAaHUIlL! (CM. paszen 4.8.1).

15. IleyaThb — HACTPOUTH ITApaMeTPHI I1eYaTy U pacrevyararth JI0KyMeHT (cM. paszen 4.1.11).

16. 3aKpBITH — 3aKPHITh AKTHUBHOE OKHO TIPUJIOXKeHus (cM. paznen 4.1.12).

@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 cieayroire koMadabl (cM. PucyHok 8):

Mpaeka Becraeka @opmatr  VHctpymednte Bug O

= OTMEHWTB Ctrl+Z

" MoetopuTe Ctrl+Y

S Bripesate Ctrl+X

KonupogaTs Ctrl+C

[Ty BcTaBuTe Ctrl=V
BcTaBWTh ToMbKD TEKCT
BcTaemte nz Gydepa obmena r

£ KonwposaTe dopMaTMpoEaHWe Ctrl+5hift+C
MpumeHnTE dopMaTUpoBaHUE Ctrl+5Shift=V
Bmgenute Bce Ctrl+4
JAWMTUTE OT MIMEHEH I
CHATE 38LLMTY

1 Mowuck Ctrl+F

Pucynok 8 — Menro IIpaBka

1. OTMeHHTB — OTMEHUTH 10C/IeJIHee JIeHCTBYe, IPOU3BeleHHOe C JIOKyMEeHTOM.

2. IIoBTOPHUTH — BEPHYTh pe3ysIbTaT OTMEHEeHHOTI'O JIeUCTBHUS C IOKYMEHTOM.

3. Beipe3aThb — noMecTUTh B 6ydep ooMeHna OC BbIlesileHHBbIe JJaHHBIE C UX YJlaJleHueM U3
nokyMmeHTa (cM. pasgen 4.2.2.1).

4. KommpoBartb — momectuTth B 6ydpep oomena OC BoifiesieHHbIE TaHHBIEe 6e3 UX y/1ajeHus
U3 JokyMmeHTa (cM. paznen 4.2.2.1).

5. BcraBuTh — BCTaBUTh HaHHble U3 Oydepa odMeHa OC ¢ coxpaHeHHeM MCXOAHOTO
dopmarrpoBanus (cM. paszen 4.2.2.2).

6. BcTaBUTH TOJBKO TeKCT — BCTaBUTH JaHHble U3 Oydepa oomeHa OC 6e3 coxpaHeHus
ucxoaHoro ¢popMatupoBanus (CM. pasgen 4.2.2.2).

7. BcraButh u3 0ydepa odOMeHa — BCTaBUTH JaHHbIE U3 paclidpeHHOro 6ydepa obmMeHa
(cM. pasnen 4.2.2.3).

8. KommpoBath ¢popmMaTHpOBaHHe — KONUPOBATh B Oydep obmena OC popmatrpoBaHue

BBIJIeJIeHHOTO ¢parMeHTa Tekcra (CM. paszen 4.3.4.2).
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9. Ilpumenuts d¢opmMaTHpPOBaHHe — IPUMEHUTHh (GopMaTHUPOBaHHUe, cofepXkallieecs B
6ydepe oomena OC, k BbiZielieHHOMY dparMeHTy TekcTa (M. paszen 4.3.4.2).

10. BeigenTh BCe — BBIJIEJIUTh COAIEPXKUMOE BCEro JJOKYMEeHTa.

11. 3amMUTUTH OT N3MEHEeHUH — YCTaHOBUTD 3allIUTy OT peaKTUPOBAHUS /Jisl BbI/IeJIeHHOT'O
¢dparmenTa jiokymenTa (cM. pasmen 4.10.1).

12. CHATB 3alIUTY — CHSTH 3alllUTy OT PelaKTUPOBAHUS B BbileJIeHHOM ¢parMeHTe Wi BO
BCeM JIoKyMeHTe (cM. pasnen 4.10.2).

13. Ilonck — BBINOJHUTH MOMCK WJIM TIOUCK M 3aMeHy YyKa3aHHOro ¢parMeHTa TeKCTa Mo

BCEMY JIOKyMeHTy (cM. pa3pen 4.2.9).
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3.2.3 Menio «BcraBka»

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

Beraeka Qopmar  WHetpymentwm Bug 06

Wzobpakerue...

TekcToBOE NOAE

) urypa %
EH TabBawua...

(M) ®opmyna...

*=  Pa3spbis cTpaHWLp Ctrl+Enter
‘= Paspwis pasaena

#  Hymepauma cTpaHnl,. Alt=P

H  KonoHTumgam

=: OrnaeneHwe

¢ Copinka... Ctrl+K

=l [lepekpecTHan cculaka...

[]  Zaknagka..

AE  CHocka Ctrl+Alt+F
[Z  KommenTtapwii

(= [Mara

(0)  Bpewms

Pucynok 9 — Mento BcraBka

MN3o0paxkenne — BCTaBUTh M300pakeHue (CM. paszen 4.5).
TexcToBoe 1moJie — BCTaBUTh TEKCTOBOe ToJie (CM. pa3zen 4.6.2).
durypa — BcraButh Purypy (cm. pazzen 4.6.1).

Tabummma — BcraBuTh TabmuIy (cM. pasgen 4.4.1).

®dopmyiia — BctaButh hopmyity (cM. paszen 4.7.1).

Pa3ppIB cTpaHUIIBI — BCTABUTh Pa3phbIB CTPaHUIIB! (CM. pa3zen 4.8.4).
Pa3peIB pa3nesia — BCTaBUTDH pa3pbIB paszenia (cM. paszen 4.8.5).

Hymeparusi cTpaHHUIl — BCTaBUTh HOMepa CTPaHUIT JIOKyMeHTa (CM. pa3zen 4.8.3).

© e N e W N

KonoHTHTYIBI — TIEPEeNTH B PeXXUM pellaKTHPOBAHHUS KOJIOHTUTYJIOB (CM. pasfien 4.8.2).
10. OrnaBienne — BCTaBUTh aBTOMAaTUIeCKH cOOMpaeMoe orjiaBjeHue (cM. pasnen 4.8.6.2).

11. Ccpuika — BCTaBUTh I'MIIEPCCHUIKY (CM. pa3zen 4.2.5.1).
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12. IlepekpecTHasi CCBLJIKA — BCTABUTh IIEPEKPECTHYIO CChIIKY (CM. paznen 4.2.6).

13. 3akagka — BCTaBUTh 3akIaAKy (cM. pasnen 4.2.7.1).

14. CHOCKa — BCTaBUTb CHOCKY (cM. paszen 4.2.4.1).

15. KomMeHTapuii — 100aBUTh KOMMEHTAPH K BBIJIRIIEGHHOMY TeKCTy (cM. pasnen 4.11.2).
16. JTaTa — BCTaBUTh TeKyIIyto aaTy (cM. pasgen 4.2.8).

17. Bpems — BCTaBUTh Tekylllee BpeMsi (CM. pazfen 4.2.8).
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3.2.4 Menw «Popmar»

Mesntio Popmat cojiepKuUT ciiefiytoiie kKoMas bl (cM. Pucynok 10):

Dopmat  WHcrpymenter Bug  OBwwi goctyn  Hagetpobikn  Cnpaeka

OuncTuTe dopmaTvpoBaHue Ctrl+Space 14 v AT AT EE w = = = = $: -
Aabl

WpndTm K MomysupHei Ctrl+B L qr OBbIYH
BeipaeHueanne b K Kypcna cl-! Crinm

Y MoguepkHyTei Ctrl+U
WMzobpaxedne »
ey p A7 YmeHbwwTe pasmep wpudTa

A ¥eeanunTe pasmep wpwndTa

T 3aYepKHyTHIA

¥*  HagcTpounsii 3Hak Ctrl+5Shift+=

¥z [MogcTpodudbii 3HaK Ctrl+=

AB Bce nponucHele Ctrl+Shift+A

Mes#cMMEONBHEI MHTEPERA P AR YnaoTHeHHBIN

AR OBmYHBIRA

AR PaspeweHHbIi

Pucynok 10 — Mento ®opmar

1. OumctuTh pOopMaTHpPOBAHHE — OUMCTUTH (POPMATHPOBAHME BBIEJIEHHOTO PpparMeHTa
Tekcra (cM. paszen 4.3.5).

2. IIpudTel — BIOpaTh HadepTaHUe U pa3Mep mipudTa (cM. pasnens 4.3.1.3 u 4.3.1.4) u
HaCTPOUTb MEXCHUMBOJIbHBIA HHTepBan (cM. pasnen 4.3.2.4) pans  BblIeJIeHHOTO
¢dparmenTa Tekcrta. I[lpu BbiOOpe IaHHOW KOMaHAbl OTKPBIBAeTCS IIOJIMEHIO CO
ClleyIoIIMUA KOMaHaMHU:

— IlomyKuUpHBII — U3MEHWUTHb THI HadyepTaHWUS BBIODAHHOIO (parMeHTa TeKCTa Ha
TOJIYKUPHBII;

— KypcuB — 13MeHUTDh TUI HauepTaHWs BbIOpaHHOTO pparMeHTa TekcTa Ha Kypcub;

— IloguepKHYTBHIN — U3MEHUTh TUI HayepTaHUsl BbIOPAaHHOTO (pparmMeHTa TeKCTa Ha

HO4YEPKHYTHIM;

— YMeHbIINTH pa3Mep mIpudTa — yMEHbIINUTh pa3Mep MIpyUdTa Ha OOUH [IyHKT;
— YBesn4uTh pa3Mep mIpU@TaA — YBEIUYNUTH pa3Mep HIPUPTa Ha OJJUH ITyHKT;

— 3a4epKHYTBIH — HM3MEHUTb TUI HadyepTaHWsl BbIOpaHHOrO (parmMeHTa TeKCTa Ha

SaICPKHYThHIH,
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— Hapcrpounbnii  3Hak —  opopMUTH  BBIODaHHBIM  (pparMeHT  TeKCTa
B BI/IHe HaJCTPOYHBIX 3HaKOB;

— IloacTrpounniii 3Hak —  0QOpPMUTHL  BBIOPaHHBIM  (parMeHT  TeKCTa
B BUJIE noacTpouHbix 3HAKOB )

— Bce nponucHsble — 11peobpa3oBaTh BCce CTPOYHble OYKBbI BbIJIEJIEHHOTO ¢parMeHTa
tekcta B [IPOITMCHBIE;

— MexcuMBOJBHBIH HHTEPBAaJ — BbIOpAaTh THUIl MHTEpPBajia MeXIy CHMBOJIAMU
TeKCTa: yIVIOTHEHHbI, OOBIYHBIN, pa3peKeHHBbIH.

3. BpIpaBHHBaHHe — BBIPDOBHSTH BBIJIEIEHHBIN GparMeHT Tekcra (CM. pasjensl 4.3.2.1 u
4.3.2.5). Ilpu BbIOOpE MaHHOM KOMAaHJbl OTKPBIBAETCSI TOJIMEHIO CO CJIeAyIONUMHU

koMaHjiamu (cM. Pucynok 11):

Dopmat  ViHcTpymedte Bug  OBwwi gocyn Hagctpodkw  Cnpaeka

Ounctute fopMaTHpoBaHUe Ctrl+5pace 14 v AT ,-':\+ = =

Wpudres ' Ae & s e = 5= H w
L] T— [m— i
BoipaeHWBaHwe P = BoipoBHATE TEKCT NO NEBOMY KParD Ctrl=L
= 0N Ctrl+E
HMzobpaxeHne L @ LEHTRY =
T y = [BbipoBHATE TekcT no npasomy kparo Ctrl+R
= Bwpoenate TekcT no wupuHe Ctrl+)
3=  ¥YeenmuwTe oTcTyn
€=  ¥YMeHbWWTE oTCTYN

Pucynok 11 — [logmento BeipaBHUBaHue

— BBIPpOBHATH TEKCT IO JIEBOMY KPal0 — BLIPOBHSTH BbljleJIeHHBIM pparMeHT TeKCTa
110 JIeBOMY Kparo CTPaHUIIbI;

— Ilo meHTpY — BBIPOBHSTH BbJleJIeHHBIN (GparMeHT TeKCTa I10 [IeHTPYy CTPaHUIIb;

— BBIPpOBHATH TEKCT IO NPaBOMYy Kpalw — BBIPOBHSATH BbIJEJIEHHBIM (parMeHT
TeKCTa I10 IPaBOMY Kparo CTPaHUIIbI;

— BBIPOBHATH TEKCT IO IIMPHHE — BLIPOBHSTH BbIJeJIeHHBbIM (pparMeHT TeKcTa I10
[IUpYHEe CTPaHUIbI;

— YBeJIHYHTH OTCTYNl — YBEeJIMYUTb OTCTYIl BbIIeJeHHOro ¢parMeHTa TeKCTa OT
JIeBOT'O Kpasi CTPaHHUIIB];

— YMeHBHIUTHh OTCTYN — yMeHbBIIWTb OTCTYIl BbIJIeJIeHHOIO ¢parMeHTa TeKCTa OT

JIEBOT'O Kpas CTPAHUIIbI.
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4. WzobpaxeHwe — HaCTPOUTh IapaMeTphl u3obpakeHus. [Ipu BeIOOpe TAaHHOH KOMaH]IbI

OTKPBIBAeTCS TIOJIMEHIO CO CIeAYIOIMUMU KoMaHAamMu (cMm. PucyHok 12):

Dopmat  MHcTpymedTte Bug  OBwwi goctyn Hapctpoikw  Cnpaeka

OunecTuTe SopMaTUpoBaHAe Ctrl+5pace —

=v = = = = @~
Aabo
Wpndre: ' v = 4= H v | T OBt
BrpaeHueaHne 4 AB3a Ctinn
306 paxeHue r OBTekaH e TEKCTOM P 0= B Tekcre
Tabawmua L2 . _
i Pasmep v nonowedne i0:  Bokpyr pamkw
CoxpaHnTe naobpameHue.., O Ceepxy W cHW3Y

(=]

Mepes TekcTomM

It

3a TekcTom

Pucynok 12 — Ilonmento M3o00paxenue

— (OOTekaHHe TEKCTOM — pPeaKTHUPOBATh B3aUMHOEe PaCIOJIOKeHWe M300pakeHUs U
TeKCTa JoOKyMeHTa (cM. pasgen 4.5.3):
— B TekcTe — cTaHApPTHOE PACIIoyIoXKeHre U300paskeHusl MeX Iy IByMs ab3araMu
TEKCTa;
— Bokpyr paMku — 06TekaHNe TeKCTOM 110 KOHTYPY U300pakeHUs;
— CBepxy m cHH3y — oOTekaHHe TeKCTOM II0 BepxXHeHd W HIDKHeM paMkam
M300paKeHus;
— Ilepexm TekcTOoM — pacrojiokeHHe H300paXkeHusi Tepe]l TEKCTOM B BUJle
BEpXHEro CJ1os;
— 3a TeKkCToM — pacrosio’keHre U300pakeHusl 3a TeKCTOM B BHIe HIDKHETO CJIOSI.
— Pa3mep u mojoKeHHe — U3MEHUTb pa3Mep W/WIK TOJOXeHHe H300pakeHUs
(cm. pasnenst 4.5.2 u 4.5.3).
— CoxpaHuTh H300paXKeHHe — COXPaHUTb M300pakeHHWe Ha KOMIIbIOTep

(cM. pasnen 4.5.5).
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5. Tabmuma — HACTPOWTh BHEIIHWH BUA Tabiuibl (cM. pasgen 4.4). [Ipu Bbibope maHHOM

KOMaH/Ibl OTKPBIBAeTCSI IIOJMEHIO CO CJIeIyIoIMMU koMaHaaMu (cM. Pucynok 13):

Dopmat  MHcTpymedte Bug  OBwmi goctyn

OUMETHTE fopMaTUpOoBaHKME Ctrl+5pace

WpndTe
BripaeHueaHwe

WzobpaxeHwe

Tabawua

k

Hagctpoikn  Cnpaeka

8 =f 2= Ed

H M

BcTaenTe cTpoKy Boile

BcraeuTe cTpoky Hume

BcraewTe cTonbey cneea

Beraeute cTonbey cnpaea

¥panuTe cTpoky

¥aanuTe cTonbey,
¥aanute Tabanwy

OBBelMHWTE AYSHKK

PazbegHUTE AYEKK

Ctrl+Alt+R
Ctrl+Alt=L

Alt+Shift+T

Ctrl+Alt+M

Alt=Shift=M

Pucynok 13 — Ilogmento Tabsmna

— BcraButh CTPOKY BbIIll€ — BCTABUTb HOBYIO CTPOKY HA4AJ BbIIeJIECHHO! CTpOKOfI

TaOJIUIILI;

— BcTaBUTH CTPOKY HIDKe — BCTaBUTb HOBYIO CTPOKY IIOf] BbIIeJIEHHOW CTPOKOM

TaOJIUIIB;

— BcraButh CTOJIGEII cjieBa — BCTAaBUTh HOBBIM CTOJ'I6EI_[ CjIeBa OT BBIIE€JIEHHOI'O

CTOJIOIA TAOIUIILI;

— BcraBuTh cToJI0€I] CIIpaBa — BCTaBUTh HOBBIM CTOJOEI] CIipaBa OT BBIJIEJIEHHOTO

CTOJIOIA TAOIUIIG;

—  YaanuTh CTPOKY — y/IalUTh BbIJIeJIEHHYIO CTPOKY TaOJIUIIbI;

— YpamuThb cTos0er — yIaauTh BblJIeJIeHHbIN CTOIOeI] TabIuIIb;

—  YaanuTh TAdIMIY — YIAIUTh BCIO TAOIUITY;

—  O0BeqUHUTH STYEHKH — O0BEIMHUTH BbIJIeJIeHHbIE STYelKU TaOJIUIIbl B OJTHY;

— PazpenuHNTL AYEHKHU — pa3Nie/IUTh S4YeiKy, CO3/IaHHYIO IMyTeM OoObeduHeHUs, Ha

HCXOJHOe KOJINYeCTBO Ad4eeK.
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3.2.5 Menio «MTHCTpyMeHTBI»

Mento MHCTpYMeHTBI COJIEPXKHUT Cliefytoiire KoMaH bl (cM. PucyHok 14):

Mrctpymenter Bug  OBwwi goctyn  Hapgetpobikw  Cnpaeka

Peswunm oTobpameHna ncnpaeneHuin - # OTcnesnBaTe MCNPaBAEHHA a

MpagcnucaHwe r
MapkupoeaTe MCNpaBReHWA

HacTpaveasmeli cnoBaps i
Orobpamarte WCnpaeneHus

MameHTE AZMIK... WecxoaHuid gokymedT

PegakTop MakpokomaHg

CpaBHWTE c... (BeTa)

Pucynok 14 — Mento MHCTpyMeHTHI

1. Pe:xxum oToOpazkeHHMsi MCHpaBJIeHHMH — BK/IIOYUTH/BBIKJIIOYATh PEXHUM 3alliCH
WCITpaBJIeEHWH ¥ BbIOpATh PEXKUM OTOOpaKeHHUsl UCIIpaBiieHni (cM. pasnen 4.11.1).
2. IIpaBonmmcaHue — BKJIIOYWUTH/BBIKJIIOUUTDL IIPOBepKy opdorpadvy W/ WM IpaMMaTHKU

(cMm. Pucynok 15). [Togpo6uee cm. B pasnenax 4.2.3.1 u 4.2.3.3.

WHetpyments Bug  OBwwi goctyn Hagctpoikw  Cnpaeka

Peskum oToBpameHns ucnpaenennii  » L 4+ — _ =
Mpaeonucanne b |~ [lpoeepka opdorpagun
HacTpaveaemeli choeape Mpoeepka rpaMMaTHEN

Ab3au
[13MEHWTE AZBIK...

PegakTop MakpokomaHg

CpaeHWTE ... (GeTa)

Pucynok 15 — ITonmento IIpaBonucanue

HacrpanBaeMmslii c10Bapb — OTKPBITh HACTPAaUBaeMbIi CJI0Baph (CM. pa3pen 4.2.3.2).
MN3MeHUTH A3BIK — U3MEHUTD S3bIK MPUWIOXKeHUs (CM. pazfien 3.7).

PenakTop MakpokoMaHJ — OTKPBITh pe/lakTOp MakpoKoMaH/ (cM. pasnen 4.13.1).

SRR

CpaBHUTSH C... (DeTa) — BLIOPATh JIOKYMEHT I CPaBHEHUS C TEKYIIUM JIOKYMEHTOM

(cm. paznen 4.11.3).
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3.2.6 Menr «Bung»

Mesto Bup copepxut cienytoiiide koManbl (cM. Pucynok 16):

Bug OBwwi goctyn  Hagctpolbikn  Cnpaeka

NuHelika

I
il 1]
|

Heneuataembie CMMBEDALI
Pesnm npeseHTanmmn
AbB3au

Macwrad » YEEMMUNTE MacwTab

MaHens MHCTpYMEHTOB L4 YMEHbLNTL MacLuTab

DakTuuecknid pasmep Ctrl+0

Pucynok 16 — Mento Bug

1. JIuneiika — OTOOpPA3UTL/CKPHITh TOPU3OHTAJIBHYI0 M BEPTUKAIbHYIO JIMHEHKU
(cm. pasmen 4.9.1).

2. HemeuaTaemble CHMBOJIbI — OTOOpA3UTHL/CKPLITh HelledaTaeMble CHMBOJIBI B TeKCTe
(cm. pasmen 4.9.1).

3. PexxuM mpe3eHTaIH — [TEPEeHTH B PEXKUM TIpe3eHTalliu JIOKyMeHTa (CM. pasnen 4.9.3).

4. Macmrab — HacTpouTh MacmiTab JokymeHTa (cM. paszen 4.9.4). [1pu BeiGOpe maHHOM
KOMaH/Ibl OTKPBIBAeTCsI IOJIMEHIO CO CJIeIYIONIMMU KOMaH/IaMHU:
— YBenuuuTh MacmITad — yBeJIMUUThH TEKYIIUN MaciiTad nokymenTa Ha 10%;
— YMeHBHIUTH MAaCHITad — YMEHbIIUTh TeKyIui MaciinTab qokymenTa Ha 10%;

— dakTHyecKuil pa3Mep — yCTaHOBUTH MaciiTab no ymomuanuio (100%).
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5. IlaHenb MHCTPYMEHTOB — HAaCTPOUTb BHEIIHWN BHJ IIaHeJIM WHCTPYMEHTOB
(cM. paspgen 3.3). Ilpu BeiGOpe pHaHHOM KOMAaHIbI OTKPBIBAETCSl IIOJIMEHIO CO

cienyomuMu komanaamu (cm. Pucynok 17):

Bvg OBwwid goctyn  Hagctpoikn  Cnpaeka

Nunenka - = —

= — f— p—
Heneuataembie CHMBOABLI

: == =
Pexum npeseHTanmm

Ab3ay
MacwTab *
MaHens MHCTPYMEHTOE LA CranaapTHan
KomnakTHanA

CKpBITE NaHene

'  HazeaHwn pazgenocs

Pucynok 17 — ITonmento IlaHesib HHCTPYyMeHTOB

— CrangapTHasi — 0TOOpaKaTh I1aHeJIb MHCTPYMEHTOB B CTaH/IapPTHOM BUJIE;

— KommnakTHas — 0To6paxarhb [1aHelb UHCTPYMEHTOB B KOMITAKTHOM BUJIE;

— CKpBITh IaHeJIb — CKPBITh IIaHeJIb UHCTPYMEHTOB;

— Ha3Banma pasgenoB — O0TOOpPa3WTL/CKPLITH Ha3BaHWS pasflelloB  I1aHeIn

HWHCTPYMEHTOB.
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3.2.7 Menw «O0muruii mocTym»

Menro O6mmii AOCTYN COIEPXKUT Clieyole koMaH sl (cM. PucyHok 18):

OBwmiA gocTyn  HagcTpoikw

HacTpowTe goctyn

OTnpaenTe No NoYTe...

Pucynok 18 — Mento O6muit gocryn

1. HacTpouTs AOCTYH — HaCTPOUTH JIOCTYTI K ¢aitiam B obiake (cM. paszgen 4.12.9).
2. OTnpaBuTh IO NOYTe — OTIPABUTHh PEJAKTUPYeMBId Ayl 10 JJIeKTPOHHOW IIOYTe

(cMm. pasnen 4.1.8). lannast koMaHza HefjoctynHa 1pu pabote B OC macOS.

@yHKkIMKU paboThl B 00Jlake U COBMECTHOTO peJJaKTHPOBAHUSI JOCTYIIHBI HPU HAJTUYUU

cepBepHoit yactu «MoiiOduc [Ipodeccronanvubiity / «MontOduc YactHoe Ob1akoy.

3.2.8 Menio «Hancrpoiiku»

Mento Hapcrporiku conepxut (cM. Pucynok 19 u paznen 4.13.2):

— CIIMCOK YCTAdHOBJIEHHbIX HAJICTPOEK;

— KOMaH/ly YIpaBJjleHHe Ha/ICTPOIKaMM — OTKPBITh OKHO YTIpaBJIeHHe Ha/ICTPOiiKaMH.

Hagctpoiikw |~ Cnpaeka

HagcTpoiika r

¥npaeneHue HagcTpoikamm

Pucynok 19 — Menio Hanpcrpoiiku
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3.2.9 Menmw «CnpaBka»

Mesntio CrpaBKa cofiepXuT ciefyroiire koManibl (cMm. Pucynok 20):

Cnpaeka
Cnpaeka F1
EricTpmie gefcTEMA Ctrl+f
O nporpamme...

Pucynok 20 — Menio CnpaBka

1. CmpaBka — OTKDBITh CIIPaBOYHbIE MaTepHalibl 0 paboTe ¢ npuwiokenreMm «MonOduc
Texkct».
2. DBbIcTphle nefcTBHUS — OTKPBITh OKHO OBICTPBIX JIEHMCTBUM (CM. pasnen 3.6).

3. O mporpamme — OTKpPBbITb OKHO MHGOpMaIuu o nporpamme (cm. Pucynok 21).

O nporpamme et

MoiiO¢puc® Tekcr

CBopka 3 ana Windows

MorOdwe CTaHgapTHBIA

Bepcwa 2.3

YenoBMA MCNoNb30BaHMA
MoanTrka kKoHD ML eHLWMaNEHOCTI

|_|pEIEII:3EII:|IE' YEEedOMAEHWA

£ 000 «HOBLIE OBNAYHBIE TEXHONOMAK -, 2013-2023

Pucynok 21 — Oxkuo O nporpamme
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3.3 Ilanenb HHCTPYMEHTOB

B npunoxennu «MoiOduc TekcT» MOXXHO U3MEeHSITh BHEIITHWM BU/L ITaHeJIM UHCTPYMEHTOB:

CKprBaTL/ OTO6pa)KaTL pa3nesibl 1 Ha3BaHUWS Pa3eJIOB IIdHeJIM MHCTPYMEHTOB;

BBIOMpATh peXXuM O0TOOpakeHHsl MTaHeId MHCTPYMEeHTOB WJIM CKPBIBATh ee C JKpaHa.

3.3.1 CKphITh WM 0TOOpa3UTh Ha3BaHUS Pa3/iesioB

[Tanens wuHCTpyMeHTOB (cM. Pucynok 22) B mnpuwioxennn «MoilOduc Tekcr»
COCTOUT W3 pasfienoB. Kaxnablil pasmen CONEpXKUT IPyNIly HWHCTPYMEHTOB, IpefHa3HAa4eHHBIX

JJI4 BBIIIOJTHEHHW A OHpEI[EJ'IEHHOfI 3aa4U. HaHpHMep, pa3aein (O 47804 COOepXUT MHCTPYMEHTBI JId

paboThI CO CTUJISIMU TEKCTa.

v O T I 1 & O Thames v 14 v AT AT = i

L4
|
il
il
i
]
L4

AaBoBe  AaBb6B1
g] v S C Q ¥ K Y AB T - ﬁv £ - 1|E v = 4= :E[ - q] 4| OBbluksIE 3aronoBok 1

2
|

Dann Mpaeka WpudTt

AB3ay Crunm

Pucynok 22 — [1aHenb H”HCTPYMEHTOB

Ha3Banust pasgesioB oToOpakaloTcs, ecyiyd IlaHejlb WHCTPYMEHTOB IIpe/iCTaBleHa B

CTaHJApTHOM Buje (CM. pasnen 3.3.3). na onThMuzanuu pabodyero MpOCTpaHCTBA Ha3BaHUS

pa3nielioB Ha IIaHeJIM MTHCTPYMEHTOB MO’KHO CKPBbITh.

J17151 3TOrO BBITIOJIHUTE CIlefyIOIIue 1eUCTBUS:

1. Boibepure nyHkT koMaHAHOTO MeHIo Bup > Ilanens uacTrpymeHnToB (cM. PucyHok 23).

2. B oTkpeiBIIeMcs noaMeHo cHuMuTe ¢raxok HazBanus pasgesos.

Bwg OBwwi goctyn Hagctpobikn  Cnpaeka

NuHeika \ —
! —_—

Heneuataembie CHMBOA

e
il ]

Pexcnm npeseHTaLmmn
AB3ay
MacwTab L

MaHens MHCTRYMEHTOE ¥ & Crangapthan

KomnakTHan

CkpmTe NaHeNb

¥ HazeaHWA pasgencs

Pucynok 23 — KomangHoe 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/ YBeJIMYeHWH pd3Mepa I'NITaBHOT'O OKHa IIPUWIOXKEHW, UK BPYYHYIO.

YToObl CBepHYTh paszfiel IMaHeld WHCTPYMEHTOB BPYYHYIO, HaBe[UTe KypCOP MBIIIN

Ha ero MpaByIo TPaHUITY U HaXKMUTe KHOTIKY * (cM. PucyHok 24).

Mpaeka Bcraeka @opmar MWectpymedts Bug

= v ﬁ hd é X0 Thames
v 9C ¢ K K 4
dann Mpaexa WpudT

PucyHnok 24 — KHonka cBopayMBaHUs pa3jiena

YToObI OTO6pEIBI/ITb HUHCTPYMEHTBI CKPBLITOTO pd3Ziejld, IIeJIKHWUTe II0 HeMYy MbIIIbIo

(cMm. PucyHok 25).

Mpaeka Bcraeka @opmar MrcTpymedTs

H v % KO Thames v
= I X K Y AR T
dann Mpaexa WpudT

B~ &

D &

Pucynoxk 25 — UHCTpyMeHTHI pa3zieia
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YTo6b!I pa3BepHyTh pa3jien, HAXMUTe KHOIIKY * (cM. PucyHok 26).

Dailn  [lpaeka Beraeka @opmar MHcTpymednTm

H - <:><o X0 Thames -

& v w "X K Y AB T
[+

dann Mpaeka WpudT

Pucynok 26 — Kxorka oTobpakeHusi ”HCTPyMEHTOB pasjiesia

3.3.3 3MeHUTH pe:KUM 0TOOPaKeHHUsI IaHeJI HHCTPYMEHTOB

YT0oOBl M3MEHUTh peXUM OTOOpaXkeHWs MaHelu WHCTPYMEHTOB, BBIIOJIHUTE Cle[yloliye
JIeNCTBUSL:
1. Bribepure myHKT KOMaHHOTO MeHIO Bup > Ilanens uacrpymenToB (cMm. PucyHok 27).
2. B oTkpbIBIIEMCsl TOJIMEHIO BbIOepuTe TpeOyeMblil pesKUM 0TOOpaKeHUs:
— CrangapTHasi — UHCTPYMeHTHI PacIoJIOKeHbl B JIBé CTPOKM, Ha3BaHWs pa3fiesioB
otobpaxarorcs. [Ipy HeoOXoAMMOCTH Ha3BaHUS Pa3/ielioB IIaHeJId WHCTPYMEHTOB
MOXXHO CKPBITH (CM. pazgen 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.

Bvg OBwwi goctyn  Hagctpohkn  Cnpaeka

Nuneika f— =N —

= j— S —
Heneuataembie CHMBOABLI

& — = 4=
Pexcum npeseHTanmm

AG3ay
MacwTab r
[MaHens MHCTPYMEHTOE L CraHgapTHan
KomnakTHan

CKpmTE N@HeNb

' HazeaHwn pazgence

Pucynoxk 27 — KomangHoe mento Bug
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J1Jis1 GBICTPOTO TIepeKIIoueHus] MeX]Ty CTaHAAPTHBIM M KOMITAKTHBIM PeXXUMOM O0TOOpaXkeHUs
MaHeJld UHCTPYMEHTOB HCHOJNb3yHWTe KHOnkA < (KoMmakTHasi mnaHelb HWHCTPYMEHTOB)

(cm. Pucynok 28) u ~ (CraHmapTHas HaHeJIb HHCTPyMeHTOB) (cM. PucyHok 29).

AaBoBeI AaB6Bsl' ... F'jv @ 6’) E]

3aronoceok 3 3aronoceok 4 L1

BcTaeka

Pucynok 28 — Knonka KomnakTHasi naHeslb HHCTPYMeHTOB

]E[ b C|T OBIYHBIA b [:]* @ (_5’/-) E] Ll

Pucynok 29 — Knonka CtaHaapTHas naHelb HHCTPYMEHTOB
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3.3.4 Pa3nenbl naHem HHCTPYMEHTOB

3.3.4.1 Pasgen «®ain»

Pazpen ®aitn copepxxut cienytomiye kHonku (cM. Pucyrok 30):

3 ~
= v

Dann
Pucynok 30 — Paznen ®aiin
1. (CoxpaHuTBh) — COXpPaHWUTb U3MEHeHUs B TeKylleM JI0KyMeHTe. [Ipu Haxatuu Ha

CTpesKy CIpaBa OT KHOIIKA OTKPBIBAETCS BBINAAIOIIMKA CIMCOK CO CJIeAYHLMMUA

koMaHaamu (cM. Pucynok 31 u paznen 4.1.7):

(=054 DB~y &
- B

] &
CoxpaHuTe

CoxpaHuTe Kak...

Pucynok 31 — Komanipl coxpaneHust

— CoxpaHuTh — COXPaHUTb U3MeHeHHUs B TeKyIlleM JJOKYMeHTe;

— CoxpaHHUTh KaK — COXPaHUTb HOBBIM (aiil Wik cOo3/1aTh KOMUIO TeKyIlero daimia.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2023 39



MonOdonc

2. = (BpIcTpas medyaThb) — paciedaTaTh JOKYMeHT, MCIIO/Ib3ys HACTPOMKH IedaTH
no ymomuanuio. [Ipy HaxaTMM Ha CTpelKy CclpaBa OT KHOIKA OTKpBIBAeTCS

BBITIAJIAIOIIMI CIIUCOK CO CJIeJyIOIMMHU KoMaHiaMu (cM. PucyHok 32):

R GRS
2 &

E] BwicTpas nevats
[Mevatb...

ZkcnopT & POF

MapameTpel CTpaHWLE

Pucynoxk 32 — KomaHipl neyatu

— BI)ICTpaH ned4aTb — pdacleddardaTb OOKYMeHT, HCIIOJIb3yAa HaCTpOﬁKH I1e4aTu

1o yMos4aHuio (cM. paznen 4.1.11.2.3);

— Ileyars — HaAcTPOWTb I[IApaMeTpbl Ile4yaTM U  pacliedaTaTb  JIOKYMeHT

(cm. paznen 4.1.11.2.2);

— Oxcnopr B PDF - skcnoptupoBath ¢ain B ¢opmare PDF wmmm PDF/A-1
(cm. pasgmen 4.1.9);

— Ilapamerpsl cTpaHHIIbI — OTKpPBITb OKHO HACTPOMKU I1apaMeTpOB CTPaHMIIbI

(cm. pasmen 4.8.1).
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3.3.4.2 Paznen «IlpaBka»

Pazpnen IIpaBka copepxuT cienytoiiyde kHonku (cM. Pucynok 33):

% G v =
o o &

Mpaeka

Pucynok 33 — Pa3pnen IlpaBka

1. . (BeipesaTh) — momecTuth B 6ydep o6mena OC BbijielleHHBIH (parMeHT C ero
yaajeHueM u3 IoKymeHTa (cM. pasgnen 4.2.2.1).

2. (KommupoBatb) — nomectuts B Oydpep obmena OC BblienieHHbIN ¢parmMeHT Oe3 ero
yaaJieHust U3 IoKyMeHTa (cM. pasaen 4.2.2.1).

3. @ (BcraButhb) — BcTaBUTH cofepxumoe 60ydepa obmena OC ¢ coxpaHeHHEM UCXOIHOTO
dopmaTtupoBanusi. [lpy HakaTMM Ha CTpeJKy CIpaBa OT KHOIIKM OTKPBIBAeTCS

BBITIA/IAOIIUH CIIMCOK CO CIIeAYIONTMMH KoMaH1aMu (cM. PrucyHok 34 u pa3pen 4.2.2.2):

':': ||ﬁ ‘-"I| ) X0 Thames

} ) ﬁ BcTaguTe
Mpaska
BrTaBuTh TONBKD TEKCT

Pucynok 34 — KomaH/IbI BCTaBKU

— BcraBuTthb — BcTaBuTh coziepxxumoe bydepa oomena OC ¢ coxpaHeHHEeM HMCXOJIHOTO
dopMaTtupoBaHus;

BcTraBUTH TOJNBKO TEKCT — BCTaBUTH cojiepkuMoe Oydepa obmena OC 6e3
COXpaHeHHs UCXOTHOTO (pOopMaTHPOBAHUSI.

4. ) (OTMeHHMTB) — OTMEHHUTD TI0CTIe/IHee JeHCTBHe, IPOU3BeIeHHOe C JOKYMEHTOM.

5. (" (IIoBTOPHTB) — BEPHYTb Pe3yJIbTaT MOC/IEJHEr0 OTMEHEHHOT'O JIEUCTBHUSI.
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6. 75 (KomupoBarh ¢opmaTHpoBaHHe) — KomupoBaTh B Oydep ob6mena OC
dbopmMaTrpoBaHue BBIIEIEHHOTO ¢parmMeHTa TekcTa. [Ipyu HakaTWM Ha CTpPeJIKy CITpaBa
OT KHOTIKH OTKPBIBAETCSl BBIMAJAIOIINN CIIMCOK C OOBEKTaMHM paHee CKOIMPOBAHHOTO

¢dopmarupoBanus (cM. PucyHok 35 u pasgen 4.3.4).

O 0 v |g% X0 Thames v 14 |w
% - Jnaras IIell: Ha I[YﬁE TOM.:
Mpaeka

V nykomopoa dy0 3eneHblil;

Pucynok 35 — O6bekThl paHee CKOITMPOBAHHOTO GOpMaTUPOBAHUS

7. &’ (Ouuctuth ¢opMaTHpPOBaHHE) — OYUCTUTL (GOPMATUPOBAHKE BHIIEIEHHOIO

¢dparmenTa TekcTa (cM. pasnen 4.3.5).
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3.3.4.3 Paspen «IlIpud»

Pazpen HIpudT conmepxut ciiegyroiye HHCTpyMeHTHI (cM. Pucynok 36):

10.

¥O Thames v 14 v AT AT
X K Y4 AR T o Av &
WpudT

Pucynok 36 — Pazpen Illpugt

X0 Thames ¥ _ hopmaTHpOBaTh BBIIeleHHBIH (parMeHT TeKCTa B COOTBETCTBUM C

YKa3aHHBIM BUIOM IipudTa (cM. pasnen 4.3.1.2).

14 '~ _ popmarupoBaTh BbIJle/IeHHEIH GparMeHT TeKCTa B COOTBETCTBHH C YKA3aHHBIM
pa3mepoM tpudTa (cM. pazzen 4.3.1.3).
A~ (YMeHbIIMTH pasMep mpHPTA) — YMEHBIIUTh pa3Mep MIPUPTA BBIAEIEHHOIO
¢dparMeHTa TekcTa Ha OJIMH MyHKT (CM. pa3nen 4.3.1.3).
AT (YBenuuurh pasmep mpuHpTa) — YBeJIMYUTL pa3Mep HIPUQTA BbIIEIEHHOTO
¢dparMeHTa TeKCTa Ha OJIMH MyHKT (CM. pasfen 4.3.1.3).
K (Tlomy:xupHBIil) — WM3MEHWTL THWI HayepTaHUs BbIIENeHHOro ¢parMeHTa TeKCTa
Ha MOJIY;KHUPHBIH (CM. pasnen 4.3.1.4).
K (KypcuB) — M3MeHUTh THI HauepTaHMs BbIeJIeHHOTO dparMeHTa TeKCTa Ha Kypcu®
(cm. pasnen 4.3.1.4).
A (TlomuepkHyTHIi) — M3MEHUTbL TUI HadepTaHWs BBIAEJIEHHOTO ¢parMeHTa TeKcTa

Ha MOYepPKHYTHIN (cM. paszen 4.3.1.4).

AR (Bce mnpomucHbele) — mpeobpa3oBaTh BCe CTPOYHBbIe OYKBBI  BBIIEJIEHHOTO
¢dparmenTa Tekcta B [IPOIIMCHBIE (cm. pasnen 4.3.1.4).

T (3a4epKHyTBI) — W3MEHWUTh THUI HAyepTaHUS BBIJEJIEHHOTO ¢parMeHTa TeKCTa
Ha 3a¥eprHyFpht (CM. pasnen 4.3.1.4).

=0 (Jlpyrue Bo3Mo:kHOCTH (PopMaTHPOBaHHS) — NP HAXKAaTUM Ha JIAHHYIO KHOIIKY
pa3BOpavYMBaeTCs MOAMEHI0, KOTOPOe COJIeP>KUT Cliefyrolye KHOIKKU (cM. PucyHok 37 u
paszen 4.3.1.4):

— X, (IlomcTpounbnii 3Hak) — 0QOPMUTL BLIOpAHHBIM  parMeHT —TeKCTa

B BUJIE noacTpouHbix 3HAKOB
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— X’ (HapcTpouHblii 3HaK) — OQOPMHUTL BBLIOPaHHBIM  (parMeHT TeKCTa

B BI/IHE Ha/JCTPOYHLIX 3HAKOB.

X0 Thames v 14 v ATOAT
X K U AB T [ Av &4

Wp ¥, X &;E_:- AB AR

Pucynok 37 — JIpyrue Bo3MOXHOCTH GOPMATHPOBaHHUSI

— AP (VYmmoTHeHHBIiT) — yCTAHOBHUTBL YIVIOTHEHHBIA MHTEpBAI MeX[y CHMBOJIAMH B
BbIOpaHHOM (pparmMeHTe TeKCTa;

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

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

11. ﬁ (ITBet Tekcra) — GopMaTHMpOBaTh BblJleJIeHHbIN (pparMeHT TeKCTa B COOTBETCTBUM C

BbIOpaHHBIM I1BeTOM IipudTa (cM. Pucynok 38 u pasnen 4.3.1.5).

X0 Thames v |14 [~» AT AT e

[pE—

X K Y AB T - |ﬁ%§v*;ggv

WpudT

e
Ol
mf

£

LlpeTa Temb:

HEEEEE

Apyrue upeTa...

Pucynoxk 38 — LIBet Tekcra
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12. © (IIBeT BBIeJIeHHS TEKCTA) — BbIIEIUTh GparMeHT TeKCTa BbIOpAaHHBIM IIBETOM

(o Tuny mapkepa) (cM. PucyHok 39 u pasnen 4.3.1.6).

XO Thames v |14 v AT AT = = = = =
X K YU AB T - A ﬁ%‘ e = = Ho
WpundT
HeT nocnegHWx LBETOB |
Bez ueeta

Pucynok 39 — LIBet BbiiesieHus: TeKCTa
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3.3.4.4 Pa3nen «A03am»

Paznen Ab3an comepxut cieyromiyie KHonku (cM. Pucynok 40):
v =T = = = @~
S e = 4= H v q7
AB3ay

Pucynok 40 — Pa3nen Ao3ary

1. := (MapKkupoBaHHBIIl COHCOK) — OGQOPMHUTL BBIIQJIeHHBIM (parMeHT TeKcTa

B BHUe MdPKHWPOBAHHOT'O CITMCKa C BH6paHHbD4 THUIIOM MdpKepa

(cMm. Pucynok 41 v paznen 4.3.3).

[epu—
- —
- —_—

vl = = = =1L~
= — AaRnRe  AabbBi
Jaronoceok 1

L o L]
=] = =]
HeT o = °
] [ ] >

L o L]

: - > o4
B o L]
= =] L]
(] L] o o

- > o4

Pucynok 41 — MapKupoOBaHHBIM CITUCOK
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2.

(9N}

= (HymMepoBaHHBIi CHHCOK) — OQODMUTH BBbIJE/eHHBIH (parMeHT TeKcTa
B BHJle HYMEpPOBAaHHOIO  CIKWCKa C  BbBIOPAaHHBIM  THUIIOM  HyMepaluu
(cMm. PucyHok 42 v paznen 4.3.3).
=y == == v
o AaBoBe AabbOBi1
|IiE v = 4= By q0 Y| Osounmi 3aronosck 1
1. 1 1)
11 a. a)
HeT 1.2 l. k)
121 . i)
2 2 2)
I & aj a
1. 1) 1
b 2. 2) 2
1 i. il i
[ B b) b
1) a)
a) 1)
G) 2)
il i)
2) &)

Pucynok 42 — HymepoBaHHBIH CIIUCOK

— (BBIpPOBHATBH TEKCT IO JIEBOMY KPal0) — BHIDOBHSTH BbIJIeJIEHHBIM pparMeHT TeKCTa
T0 JIEBOMY Kparo CTPAHUITHI WJIH 110 JIeBOM TpaHUIIe siuerku (cM. paszen 4.3.2.1).
= (ITo meHTpY) — BHIPOBHATD BBIJIEJIEHHBIA GparMeHT TeKCTa 110 IIeHTPY CTPAHHUITbI WIIN

10 [IeHTPY s4eiiku (cM. pazzen 4.3.2.1).

— (BbIpOBHATH TeKCT 10 MPaBOMYy Kpal) — BBIPOBHSTH  BbIJEJIEHHBIN

dparMeHT TeKCTa TIO TPAaBOMYy KpalO CTPAHUIBI WX TI0 TIPAaBOMYy Kpai SYerKu
(cMm. pasnen 4.3.2.1).
— (BBIpOBHSATH TEKCT IO IIHPHHE) — BLIPOBHSATL BbIJIEJIEHHBIM (pparMeHT TeKCTa

IO [ITUPUHEe CTPAHUITLI WJIH 110 IIIUPHHEe si9edku (cM. pasnen 4.3.2.1).
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7. 1 - BBIPOBHSITh TEKCT B TabiuIle 10 BepTukaimu. KHomka oTobOpakaercs, eciid Kypcop
YCTaHOBJIEH B Tabiuile WIM BbIJIeJIeH 3JieMeHT Tabmuibl/Tabnuma menukoM. [lpu

HaXaTUM Hd HOdHHYIO KHOIIKY OTKpbIBA€TCd IIOJMEHI0 CO CJIeAYIOIIUMH KHOIIKdAMH

(cMm. PucyHok 43 v paznen 4.3.2.2):

— T o BepxHeMYy Kpalo) — BBIDOBHSTH TEeKCT 10 BepXHEMY Kpalo sSYeiKuy;

4 y
— 7+ (BBIPOBHATH TEKCT IO IEHTPY) — BLIPOBHSTDH TEKCT I10 LIEHTPY SYeMKH;

— -l (ITo mmxHemMy Kpar) — BLIPOBHATH TEKCT [0 HUKHEMY Kpalo SYeiKHu.

=v =Z = = =7 ¢ S v E
— | = —
= == ok
T

T Loy

nbnnLa

Pucynok 43 — BelpaBHUBaHUe TeKCTa B Tabiuile
8. I (MexCTpOUHBIH HHTepBaJ) — BLIODaTb MEXCTPOYHBIA  MHTepBal M3

(PUKCHUPOBAHHOI'O CIIMCKA 3HAYeHWW WM HACTPOUTHb IIPOM3BOJIBHBIA UHTEpBall

(cMm. PucyHok 44 v paznen 4.3.2.3).

[rpu—

— = = = E= T1 w
T - - T - [y  AaRARe AaRnhBi
ii— = 5= [ k1l
=y == B~ I1  OgwHapHbi
AB3al -

Ims 1,15

s 15

12z [lsoiiHoi

I NpouzeoneHbii nHTEpEA...

PucyHnok 44 — MeXXCTpOYHbI HHTepBal
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9. <= (YMeHBIIUTH OTCTYHN) — YMEHBIIUTh OTCTYI BBIJEIEHHOTO ¢pparMeHTa TeKCTa OT
JIeBOTO Kpasi CTPAHUIILI (CM. pa3fen 4.3.2.5).

10. == (YBeIM4YUTH OTCTYIN) — YBEJMYUTH OTCTYN BBIIEJIEHHOTO ¢parMeHTa TEKCTa OT
JIEBOTO Kpast CTPAHUIIbI (CM. pasnen 4.3.2.5).

11. 15[ (HacTpoiiku a63ama) — HaCTPOWUTh IapaMeTphl ab3ana. IIpy HakaTHM Ha JAHHYIO
KHOIIKY OTKPBLIBAeTCsS IaHeJb CO CJIeAYIONIMMH HacTpoWkamu (cM. PucyHok 45 u

paszen 4.3.2.5):

= =T = = = [T
AaboBe = Aab0Bi
= = 4= EH o+ I ‘|| OBbiurbi 3aronoeck 1
AB3au L‘x’
HacTpoikk abzaua, cm
Mepean cTpoka 0,00 :
OTcTyn cneea 0,00 C
Otetyn cnpaea 0,00 3
WHTepean go 0,00 C
WHTepean noche 0,00 :

Pucynok 45 — Hactpoiiku a63ara

— IlepBasi cTpoka — pacCTOsSiHMe OT JIeBOTO IIOJIsl JJOKyMeHTa /0 IIepBOM CTPOKH B
ab3alle Cc yueToM OTCTYIIa CJIeBa;
— OrTcTyn cneBa — pacCcTosiHUe OT JIeBOTO OISl IOKyMeHTa 710 ab3ana;
— OrTcTyn cipaBa — pacCTosiHUe OT IIpaBOro MOJIs JOKYMeHTa 1o ab3ana;
— HWHTepBai mo — paccrosiHue 10 ab3ana;
— HWHTepBan nmocie — paccrosiHye 1ociie ab3ara.
12. 9] (HemeyaTaeMple CHMBOJIBI) — BKIIOYUTH/OTK/IIOUYUTh PEXUM  OTOOpasKeHUs

HelevYaTaeMbIX CUMBOJIOB (CM. pa3zen 4.9.2).

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2023 49



MonOdonc

3.3.4.5 Pasnen « Ctrian»

Paznen Ctuimm conepxxut (cMm. PucyHok 46 u pasnen 4.3.1.1):

AaboBe AaboB1 AaBoBs AaB6Bsl  AaB6Bs' ...

N r = R T = R 3 = e R
CEBIYHBI Jaronceok 1 3aronceck 2 Jaronceck 3 Jaronceok 4

Crinm

Pucynok 46 — Paznen Ctinu

1. KHomku nprMeHeHHs 4aCTO MCIOJIb3yeMbIX IIpelyCTaHOBJIEHHbIX CTUJIEH.

2. Kuomky :=« (CTHIM), TPM HaXXaTUM HA KOTOPYIO OTKPBIBAeTCs OKHO paboThl CO
ctuisiMu. JlaHHoe okHO cofiepxuT (cM. PucyHok 47):
— [lomHbIN CIIUCOK NpeyCTaHOBJIEHHBIX CTUJIEH.

— KHOHKy + COBHEITI) HOBBIHN CTHIb — CO3aTh I10JIb30BATEJIbCKUM CTUJIb.

Aab6Bs = Aab0B1 AaB0BB AaB6Bsl AaB6Bel' |...|

DB bIUHBIR 3aronoeok 1

CTinm

AaBoBeIT/InEeE&Kx33HuH)

BB YHbI A

AaB6BsIr/InEek é 331
|

3aronoeck

AaBoBeI'T/InEeE & x331ul

3aronoeck 2

AaBoBeI'TInEeEé a3 HuliiK

3aronosok 3

AaB6BsI'r/InEeE elix3Mnl Kk

3aronosok 4

AaBiBel'rgEeEém3MulTiKklL

3aronosok 5

+ Cozpate HoBRIA cTUAB

Pucynok 47 — OxHO paboThI CO CTHIISIMU

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



MonOdonc

3.3.4.6 Pa3nen «BcraBka»

Paznen BeraBka cofepxuT cieyroliue KHONKY (cM. PucyHok 48):

e B4 2 [E
mE ~ L

Bcraska

PucyHok 48 — Paznen BeraBka

: |_| (Tabmuma) — BctaBUThH TabuIly (CM. pasgen 4.4.1).

[S—

. ™A (A300paxkeHnue) — BCTaBUTh M300pakeHue (CM. paszien 4.5).
: [__.'?' (Cchuika) — BCTaBUTh TUITEPCCHUIKY (CM. pasfen 4.2.5.1).

E (KommenTapmii) — 106aBUTh KOMMEHTapHi K TeKCTy (cM. pasfen 4.11.2).

SRS N

=== (BcTaBKa) — IpM HaXXaTWM Ha JAHHYIO KHOIIKY OTKpBIBaeTCs IIaHejlb BCTaBKY,
KOTOpasi COJEPXKUT CIleAytonye KHOMKHU (cM. PucyHok 49):
- B MN3o0paxenne — BCTaBUTh M300pakeHue (CM. paszen 4.5).
- : | : TexcToBoe moJie — BCTaBUTh TEKCTOBOe T10J1e (CM. paszen 4.6.2).
Q) durypa — BcraButh Gurypy (cm. paszuen 4.6.1).
— |_| Tabnumna — BcraBUTh Tabnuity (cM. pasnen 4.4.1).
— | ®dopmyia — BctaButh popmyity (cM. paszen 4.7.1).
— { Pa3peIB cTpaHUIBI — BCTAaBUTH pa3pbiB CTPaHUIIBI (CM. pa3fen 4.8.4).
— |_:'| Pa3psIB pa3nesia — BCTaBUTH pa3pbiB paszena (cM. paszen 4.8.5).
— Q Hymepanmsa crpaHun, — BCTaBUTh HOMepa CTPaHHUIl  JIOKyMeHTa
(cm. paspen 4.8.3).
- O KonoHTHUTYIBI — TlepediTM B pPeXHM peNaKTUPOBAaHUs KOJIOHTUTYJIOB
(cMm. paznen 4.8.2).
— D OryiaBiieHHe — BCTaBUTh aBTOMAaTH4Yecku coOHpaeMoe OrIJiaBiieHHe
(cMm. paznen 4.8.6.2).
— .;__..?' CchUIKa — BCTaBUTh TUIIEPCCHUIKY (CM. paszen 4.2.5.1).
- ITepexpecTHasi CChUIKA — BCTABUTD ITEPEKPECTHYIO CChUTKY (CM. pa3en 4.2.6).

— |~ 3akagka — BCTaBUTH 3aKIaAKy (cM. pa3nmen 4.2.7.1).

- _xLE)I CHocka — BCTaBUTb CHOCKY (CM. pa3zen 4.2.4.1).
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— ElKOMMeHTapl/Iﬁ — BCTAaBHUTH KOMMeHTapI/Iﬁ K BbIJ€JIEHHOMY TeKCTY

(c™m. paznen 4.11.2).
- JlaTa — BCTaBUTH TeKyIyIo aaTy (cM. pasfen 4.2.8).

- ('_:' Bpems — BcTaBUTh Tekylee BpeMs (CM. paszen 4.2.8).

AaBoBel  AaB6BeI' ... [H. 7 =

3aronoBok 3 3aronoeok 4

-

Wzobpaxedue.. ~
TekcToBOE None Q
|\:\| Durypa >

% Tabawua... >

II/‘_\

\'];[./:l Dophyna...

PI_I PaspbiB cTpaHWubl

1 P paHnLy

| —

Pazpuie pazgena

Hymepauma cTpaHuL..

KonoHTHTy. B

M O &

COrnagneHme

Cecwnka...

SN

MepekpecTHan copaka..,

m aknagka...
1
,ﬂ,E} CHocka
E\ KonmmenTtapui
N
Jata
(‘_E::l Bpenn

Pucynok 49 — Ilanens BcTaBKkU
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3.3.4.7 Paznen «Ta6mauma»

Ecin kypcop ycraHoBiieH B Tabiulle WIHA BblflejieH 3jIeMeHT TaOJuIbl/Tabiuia IejiKoM
(cM. pasznmen 4.4), TO Ha TaHeNd WHCTPYMEHTOB oToOpaxkaercsi paszznen Tabswuma, KOTOPBIN

COJIepXXUT ciiefytoriie KHotku (cM. Pucynok 50):

SvE mam B
M~ B E B

TaGnmua

Pucynok 50 — Paznen Tabnauna

L .
l. e= (IlBeT 3aJMBKH) — 3allOJIHUTh BBIOpAaHHYIO SYEMKYy YKa3aHHbIM I[BETOM

(cm. Pucynok 51 u paznen 4.4.7).

O
l-:[{% Homaw o AABOBEIT]

Hbi
' HeT 2anuekK

LlpeTa Temb:

Apyrue upeTa...

Pucynok 51 — [IBeT 3aiBKku

2. = (O0benHNTL SYeHKH) — OOBENUHUTh WM Pa3belUHUTH BbIIeJIeHHbIe SYerKu

(cM. pasnen 4.4.10).
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3. EE| — HACTPOWUTh OTOOpakeHHe TPaHHI] TaOJIUIBI WM BHIODAHHOIO JIMAlla30Ha SYeek,

THII ¥ TIBET JIMHUM rpanull (cM. PucyHok 52 u pasnen 4.4.8).

®opmar ODT He mopmepxvBaeT BO3MOXKHOCTb IMPHMEHEHMS JHarOHaJIbHBIX

TpaHHUII.

AaBoBel't)] AaBbo6BBIN

OBbIYHEI Jaronceok 1

LipeTa TEMBI

HEENEE

Apyrue ueeta...

Pucynoxk 52 — Hacrpotika rpanuit

4., T (BcraBUTB CTPOKY BBIIIE) — BCTaBUTh HOBYIO CTPOKY BBIIIE BBIJIEIEHHON
(cm. pasnen 4.4.2).
5. & (BcraBHTH CTpPOKy HIKe) — BCTaBUTb HOBYIO CTPOKY HIM)Ke BBIJEJIeHHOU

(c™. pasnen 4.4.2).
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6. E (BcraBuTth crToJIOeIl] ceBa) — BCTABUThb HOBBIA CTOJIOeIl CleBa OT BBIIEIEHHOTO
(cm. pa3pen 4.4.3).

7. ﬂ (BcraButh cToJsI0el] cripaBa) — BCTAaBUTh HOBBIA CTOJIOEI] CIIpaBa OT BBIJEIEHHOTO
(cm. pasnen 4.4.3).

8. H (YaaauTh CTPOKY) — yIaJMTh BBIIEJIEHHYIO CTPOKY (CM. pasfen 4.4.12).

9. $ (Ynanurs crosiben) — yaaauTh BeJleIeHHbIN cTonber] (cM. paszzen 4.4.12).

10. % (IIoBTOPATH KaK 3aro/I0OBOK HAa KaXKJ0H CTPaHUIIE) — IOBTOPSATh BBIOPAHHYIO
CTPOKY KaK 3arojIoBOK TabuuIibl (CM. pasnen 4.4.11).

11. @ (Ynanurs Tadmuiy) — yaanuTth Tabmumy (cM. paszen 4.4.15).
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3.3.4.8 Paznen «M3o0paxenue»

Ecnu B nokymeHTe BblieJleH PUCYHOK (CM. pasgen 4.5), TO Ha IaHeId HHCTPYMEHTOB
orobpaxkaercs paznen M3o0paxkeHwe, KOTOpPBIA CONEPXUT  CJIEAYIOU[Me HHCTPYMEeHThI

(cm. PucyHok 53):

C= B rekcre b IE,

57 Pasmep v nonoxkeHne

MaobpaxeHne

Pucynok 53 — Paznen M3o0paxenne

1. BbIHaI[aIOIJ_[I/Iﬁ CIIMCOK [JId BbI60pa 103NN 1/1306pa>1<eH1/1$[ OTHOCHUTEJIbHO TeKCTa

(cMm. PucyHok 54 v paznen 4.5.3):

f— —
= B rekcte e @ — v

0= Brekcre
0= Bokpyr pamki
Ceepxy M CHUIY

Mepes TekcTomM

{1 ] !

3a TekcToM

PucyHnok 54 — Beibop mo3uruu u3o0bpakeHust

— D= B TekcTe — CTaHIapTHOe PACoJIOXKeHHe U306paKeHus MeX/Iy JByMs ab3anamu
TEeKCTa;

— - Bokpyr paMKH — 00TeKaHHe TeKCTOM 110 KOHTYDPY H306pakeHus;

— O Csepxy M cHH3Y — OOTeKaHHe TeKCTOM M300pakeHHs 0 BepxHeil M HIDKHei
paMKam;

— ZrTlepem TeKCToM — pacHoOJOXeHHe H300paKeHUs Iepel] TeKCTOM B BHIe
BEepXHero CJos;

— = 3a TeKCTOM — PacIojioKeHHe U306pakeHts] 3a TEKCTOM B BHJIe HWDKHETO CJIOSL.
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2. ":Pa3dMep H mOJIOJK€HMe — UW3MEHWUTb pa3Mep W/WIH TIOJoXKeHHe H300paskeHus
(cMm. paznensl 4.5.2 1 4.5.3).

3. @ (Ynanurs uzo0paxenne) — yoaiuTh u3obpaxenue (cM. pasfen 4.5.6).
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3.3.4.9 Paznen «Purypa»

Eciu B mokymeHTe BbifiesieHa ¢wurypa (cM. pasgen 4.6), To Ha TaHeId WHCTPYMEHTOB

oTobpakaercst paszien Purypa, KOTOpPbIM COJIEPXKUT CIleAyIoIre UHCTPyMeHTHI (cM. PucyHok 55):

ﬁ LleeT zanmekn v C= B TtekcTe v rﬂ
E KoHtyp v MogroxaTe pazuep
Purypa

Pucynok 55 — Paznen ®urypa

1. 2 IIBeT 3a/IMBKH — 3al10IHUTL GUTYpPy IBETOM WM U3obpakeHreM (cM. PucyHok 56 u

pasnen 4.6.4).

|2 LeeT 3a0MEKK \% E B TekcTe w rﬂ

HeT 3an1BKK

Llgeta Temb:

H BEGEEEE

Opyrue ypeta...

WMzobpaxeHne:

Bmbpate...

Pucynok 56 — Knornika IIBet 3anuBku
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v paszen 4.6.5).

2 LLEET 3aAMBKIN ¥ = B tekcte w

|: KeoHTyp % MoaroHATE pasMep

HeT koHTypa

LleeTa TENMb:

Opyrue ypeta...

TonwmnHa arHWK: 0,25 pt

Pucynok 57 — Knonika KonTtyp

G

3. Bpimagarommii cOMcok Ui BbIOOpa IO3WIMK  QUTYPHI

(cMm. Pucynok 58 u paznen 4.6.8):

— [O=B Tekcre — cTaHAApTHOe pacroiiokeHue GUTYpbl Mexay AByMs ab3aramu

TeKCTa,

— 0 Bokpyr paMKH — o6TeKaHKe TeKCTOM I10 KOHTYPY (GHIyphI;
— O Csepxy u cHH3Y — 00TeKaH/e TeKCTOM [0 BepXHell U HIKHel paMKaM QUIyphI;

— ZF Ilepen TekcTroM — pacrosioXxeHre GUIypHl Ilepe]] TeKCTOM B BUJle BepXHEro

CJ104;

— == 3a TekCToM — pacIrosiokeHre GUTryphl 3a TEKCTOM B BUJIe HUDKHEro CJIO0SL.
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ﬁ LleeT zanmekn v C= B tekcre - rﬂ
— 4
= Kormyp v E B TekcTe
Turypa -

:0- Bokpyr pamkw

Ceepxy W CHU3Y

Mepen TexcTonm

fi{pi=pla

3a TekcTom

Pucynok 58 — Beibop nosuruu ¢urypol

4. IloarousaTs pasMep — IOJOrHAThH BBICOTY GUIYPHI IO, PACIOJIOXKEHHbIN B HEel TEeKCT

(cm. pasmen 4.6.7).
5. @ (Yaanurs ¢purypy) — ynanutb ourypy (cm. paszen 4.6.9).
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3.3.4.10 Paznen «Popmyia»

Ecnu B nmokymenTte BwifiesieHa ¢popmyna (cM. pasfen 4.7), TO Ha HaHeIu HMHCTPYMEHTOB

oTtobpakaetrcst paszien Popmyia, KOTOPbIM COJIEPXKUT Cllefytolue KHONKY (cM. PrucyHok 59):

e
500 M3MEHWTE
15

@E-, ¥aanuTe

$opmyna

Pucynok 59 — Paznen ®@opmyia

1. 45} Usmenuts — penakTUpoBaTh popmyiy (cM. pazgen 4.7.2).

2. @% Ynanurs — ynanuts opmyiy (cm. pasgen 4.7.4).
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3.3.4.11 Pa3zpnen «PenensupoBaHue»

Ecnu mokymeHT comepXuT XOTs Obl 0fHO ucnpaBieHue (cM. pasfen 4.11.1) umm xoTs Obl
OIMH KOMMeHTapuii (cM. paszmen 4.11.2), To Ha TaHeJd WHCTPYMEHTOB oOTobOpakaeTcs

pasfien PernensupoBaHue, KOTOPBIA COEPXKUT CIIeIyIOIIe MHCTPyMeHTHI (cM. PrucyHok 60):

Ov O B~

Peuex JMpoBaHMe
Pucynok 60 — Pa3znen PereH3upoBanue

1. @ (IIpuaaTh, wHcOpaBjieHHe) — I[IPUHATH BBIODAaHHOE MCIpaBjieHWe WIM Bce

WCIpaBiieHus B jokyMeHTe (cM. PucyHok 61 v paznen 4.11.1.4.1).

|@T| ® i |?I w X0 Tham

MpWHATE MCNpaBaeH e
pudT

r|:II-I1HFITI:| BCE MCNpaBneHWA

Pucynok 61 — IlpunsiTie ucnpaBieHuit

2. O (OTkJIOHHUTH HCIpaBJIeHHe) — OTKJIOHUTh BbIOpaHHOE HCIIpaBJeHue WM Bce

WCTIpaBJIeHus B IokyMeHTe (cM. PucyHok 62 v paznen 4.11.1.4.2).

) ~ |§j\6|} [Zl ~ HO Thames

©® G

r CTknoHuTE WCnpaeneHne
‘BLLEHINE

CTknoHuTE BCE WonpaefeHA

Pucynok 62 — OTkii0HeHMe ucnpaBieHui
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3. @ (Yoanute KoOMMeHTapuil) — yJajduThb BBIOPAaHHBIM KOMMEHTAapuUM WIH Bce

KOMMeHTap1H B iIokyMeHTe (cM. PucyHok 63 v paznen 4.11.2.7).

Sy
v (B
4 k.

T T
| 1 | 1 LT
)2

I/:/\I W I”
Wl .

=)

v| #O Thames
¥AanuTE KOMMEHTARWA

Peuer3n PoOBaHKWE

¥nanuTe BCe

Pucynok 63 — Y janenve kommeHTapreB

4. © (ITpepbigymiee wucnpaBjieHHe) — TIIepedTH K IMpebiylleMy HWCIPaBIeHUI0

(c™m. paznen 4.11.1.3).

5. @ (Cnenylomee wucnmpaBjieHHe) — TIepedTd K CJIedyloIleMy HCIpaBJIeHUIO

(cm. pasmen 4.11.1.3).

6. Bpimagarommii  cnvcok i BbIOOpa  pexxuma  OTOOpakeHHsI — WCIIpaBJIeHWMN

(cMm. Pucynok 64 v paznen 4.11.1.5):

— MapkupoBars HucnpaBleHHs — B JIOKyMeHTe cojiepXXaTcs W obpaboTaHHBIe, U
HeobpaboTaHHble ucnpapiieHus. HeoOpaboTaHHble WCHpPaBIeHUs] MapKUAPYIOTCS
I[BETOM U1 OTOOPAXKAIOTCs Ha TTAHeJIN UCIIpaBIeHUH.

— OrobpaxaTh ucHpaBJIeHHsI — B JIOKyMeHTe cofieparcs KW obpaboTaHHble, U
HeoOpaboTaHHble ucnpaBieHus. HeobpaboTaHHble MCIpaBiieHUs] He MapKUPYIOTCS
1iBeToM. [laHenb McIipaBieHUit CKpHITA.

— MHcxopHbIii HOKYMeHT — B JIOKYMeHTe COJlepKaTcs Tobko o6paboTaHHbIE
vcrnpaBienus. [laHenb wucnpaBiieHuit ckpbiTa. PelakTupoBaHWe [AOKyMeHTa B
JTAHHOM pe>XrMe HeJIOCTYITHO.

" T
) » () v @ v KO Tharmes
—_ —_ 4

" s L+ A O
I\<_x| I\—}.{I BT * ,F\._ H i~ E:'
BlIIeHIMAO
Peuensupor ~"  MapkupoBate ncnpasneHma

OrobpaxaTs MCnpaeseHna

WMecxogHeii gokymedT

Pucynok 64 — Beibop pexxiMa oTobpaskeHusl UCITPaBIeHHN
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3.3.4.12 Paznen «OrinaBiaenue»

Ecnu B mokyMeHTe BBIZIeIeHO orfiaBjieHue (cM. pasnen 4.8.6), To Ha MmaHeau WHCTPYMEHTOB

otobpaxkaercst pasnien OriaBjieHHe, KOTOPbIA COAEPXKUT Ciieflyioliie KHONKHU (cM. PucyHok 65):

iy
207 MsmeHnTe
..

¥ganute

OrnagneHne

PucyHnok 65 — Paznen OriaBiieHue

1. 997 U3MeHHuTH — pPelaKTUPOBaTh OrJiaBjeHue (cM. pasuen 4.8.6.3).

2. Ynanurte — ynanuth oriasiieHue (cM. paszgen 4.8.6.5).
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3.4 boxoBag nmaneian

bBokoBasi maHesib COJEPKUT Cllefyole KHONKY (cM. PrucyHok 66):

— = — OTKpBITH IaHelb CCHUIOK Ha obpa3oBaTesbHble pecypchl (cM. pasmen 4.2.10).
Knorika orobpakaercss mpu pabore ¢ mpwioxkenueM «MoiOduc Tekct» B cocraBe
nponykra « MoitOduc ObpazoBaHuey.

- Q — OTKPBITH MTaHEJTb TIOMCKA W 3aMEeHbI JIAHHBIX B JIOKyMeHTe (CM. pasnen 4.2.9).

- @ — OTKpBHITH TaHedb paboThl C MakpokoMaHaamu (cMm. pasfen 4.13.1). Knaomka

oTobpaxkaeTcs, ecyiv B JOKYMeHT Jio0aBjieHa XOTsl Obl 0JJHa MaKPOKOMaH/a.

- | pod

- A
Hy &4 & B

Bcraeka
2 ic 15

[

>

Q

@ O

©

v

- ® +  120% v

PucyHnok 66 — bokoBasi maHesib
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Eciv nokyMeHT OTKpBHIT M3 006JladyHOro XpaHwmmia (cM. pasnmen 4.12), To Ha GOKOBOWM

IIaHeJIM TaKXe OTOﬁpa)KHETCH CIIMCOK pelneH3eHTOB, KOTOpble OJHOBpPEMEHHO C TeKylIluM

I10JIb30BdTeJIeM BeayT pa60Ty HaJa 3TUM JOKYMEHTOM.

CDYHKIII/II/I pa60Tm B 0O0Jlake M COBMECTHOI'O pPedaKTUPOBAHUS OOCTYIIHbI IIPpHU HAJIMYUU

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

3.5 Ctpoka cocrossHHS

B cTpoke cocTosiHus cofiepaTcsl Cllefyrolue JaHHble U UHCTpPyMeHTHI (cM. PucyHok 67,

CJleBa HaIpaBo):

HOMEDP TeKyIllel CTpaHuUIlbl U 00I1ee KOJIMYeCTBO CTPAHMI] B JIOKYMEHTe;

VHIMKATOP COCTOSIHUSI MOJIKJIIOUEHHs K cepBepy — 0ToOpaXkaeTcsl, ecyid B TPUJIOXKEeHUH
OTKPBIT IOKYMEHT, PACIIOJIOKeHHbIN B obuiake (cM. pasnen 4.12);

ypOBeHb MpaB AOCTyIa K JOKYMEeHTy — OTODOpakaeTcsl, eClii B NPUJIOKEHUH OTKPBIT
JIOKYMEHT, PACIIOJIOXKeHHbIN B 00J1aKke, U MOJIb30BaTesb He SIBJISIeTCS] aBTOPOM JaHHOTO
nokymeHTa (cM. pazzen 4.12.2);

WHCTPYMEHTHI JJis U3MeHeHus Maciitaba JokyMmeHTa (CM. paszen 4.9.4).

Crpanvua 1 mz 1 @ Ecre nogknroueHne & PepaktvpoBaHne = L + 100% v

Pucynoxk 67 — CTpoka cocTosiHUS

@yHkMKU paboThl B 06jlake U COBMECTHOTO peJJaKTHPOBAHUSI JIOCTYIIHBI NPY HAJIM4UU

cepBepHoM yactu «MoOduc IIpodeccronanbubiiny / « MoriOduc YactHoe Obakoy.
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3.6 OxHO OBICTPHIX HeHCTBHIT

B npunoxennn «MoiOduc Tekcr» coep>XuTcst OKHO ObICTpBIX JeicTBrii (cM. PrucyHok 68).
JlaHHOe OKHO TIIpefiHa3HAa4YeHO Ui OBICTPOrO BBIIIOJIHEHWS KOMaHJ M IIPUMEHEeHWs CTWIer
¢opmaTrpoBaHus TEKCTA.

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

— Bribepute myHKT KoMaHHOTO MeHIO CripaBKa > BeICTpHhIe qeiicTBHS.

— Haxwmure coueranue knasBum Cirl+/ npu pabore B OC Windows / OC Linux nmm

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

OKHO OBICTPBIX IEWCTBUN COJIEPKHUT:
— IepeyeHb KOMaH]I, IPeJICTaB/IeHHbIX B KOMaHAHOM MeHI0 (CM. pasjen 3.2);
— T1epeyeHb BCTPOEHHBIX U II0OJIb30BATEJIbCKUX CTUJed ¢opMaTUpOBaHUS TeKCTa

(cm. pasmen 4.3.1.1).

Cozgate

Cozgate no wabnoHy...
OTepuITh...
OTkpeiTe B obnake..
Boiiti B obaako
CrauaTh...
JarpysuTe dain...
CoxpaHuTe
CoxpaHnTb Kak.
IKCNOPT...

JapaTe naponk...

MapameTom cToaHuue

Prcynok 68 — OxHO OBICTPBIX JIeHCTBUI
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J11st BBIOOpa KOMAHIbl/CTUJISL U3 CIIMCKA BOCIIO/Ib3YWTECh OJTHUM U3 CJIeYIOIIHUX CII0CODOOB:

— IlpokpyTuTe CHUCOK 10 HY>XHOM KOMAHJIbI/CTHJISI C IOMOIIbIO KOJIECHKA MBIIIN WU
MpaBOM BepTHKAJIIbHOW IM0JI0CHl MpOKPYyTKU. [loaTBepavTe BBIOOP KOMAaHBI/CTUIIS
IIeJTYKOM MBIIIN WM HaXkaTheM kiiaBuiiiy Enter.

— Haunure BBOOMTH Ha3BaHMEe KOMAHJBI/CTUJIS B CTPOKy mnoucka. Korpma Tpebyemas
KOMaH/Ia/CTUJIb 0TOOPA3UTCs B pe3yJibTaTax IOWCKA, BbIOepUTe ee C IOMOIIbIO MBIIIN
WJTM KJIABUII KJIaBUATYPBHI:

— IllesnkHuTe O CTPOKE KOMAHIbI/CTUIIS JIEBOM KHOIIKOM MBIIIIH.
— BrbigenuTe CTpPoKy KOMaHABI/CTWIISI C IIOMOIIBIO KJIABUIN KJIaBUATypel | U T U

HaxMuTe kiiaBuily Enter.

OxHO 6I)ICprIX JIEeUCTBUM aBTOMAaTHUYeCKU 3dKPbIBAETCS IIPHU BLIIIOJIHEHWMKW KOMAHIbI HWJIA
IIpyuMeHeHuda CTHJIA. Yro0bI 3dKPbITb OKHO 6e3 BbI60pa KOMaH)II)I/CTI/IJ'IH, IieJIKHUTe II0 J'IIO6OMy

MECTY 3a I1peJiejlaMi JdHHOI'O OKHAd WJIN Ha>)KMHTE KJIaBUIITY Esc Ha KJIaBHUdaTYype.
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3.7 131k IpuIOAKEeHUs

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

OHepaHHOHHOﬁ CHCTEMBI. HpI/I H806XO)II/IMOCTI/I ero MO>XHO U3MEHUTb BPYYHYIO.

HpI/I CMeHe 3blKa IIPHUIO>KeHH s ((MOﬁO(bHC TexkcTy COOTBETCTBYIOH_[I/Iﬁ SA3BIK dBTOMdATHUYeCKH1

BbIOMpaercs [yis1 npuiioxkeHni «MorOduc Tabmna» u «MoiOduc [1pesenTanyis».

YT0oOBI U3MEHUTD SI3bIK MPUIIOXKEHHUSI, BBITIOJTHUTE CIJIeyIOIue 1eUCTBUS:
1. Boibepute myHKT KOMaHAHOrO MeHO WMHcTpyMeHTHI > H3MeHHTH SA3BIK

(cm. PucyHok 69).

MHcTpymedTsr  Bwg  OBwwid goctyn  Haac

Pexwm oTobpaxeHna ncnpaeneHnd  #
Mpaecnucanwe s

HacTpaweaempi choeape

3MeH T AZBIK...

Pucynok 69 — KomangHoe mento MHCTpyMeHTBI

2. B okne, mnpexacraBieHHOM Ha pucyHke 70, BblOepuTe M3 BBINAQJAIONIETO CIIMCKA

TpebyeMbli S3bIK IPWIOXKeHUs U HaxkMuTe KHONKY OK.

CmeHa A3blka >

Bribepute A3pik:

A3blk cMcTemel (PycckiiA) g

OK OTmMeHa

Pucynoxk 70 — OkHo BbIOOpa s13bIKa
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3. B okHe, mpesicTaBieHHOM Ha pucyHke 71, HaxxmuTe kHOTKy OK.

CrMeHa A3BIKA

N3ameHeHue BCTYNWT B CHUNY
nocne nepezanycka NpUIocxKeHWA

Pucynok 71 — YBenomiienre o Heo6X0IMMOCTH Iepe3alyCcKa IPUI0XKeHUs]

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

JIAHHBIM MOMeHT B npwioxkeHnn «MoOduc TekcT», 1 OTKpOHTe UX CHOBA.
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4 PABOTA B TEKCTOBOM PEJAKTOPE
4.1 TeiictBus C ¢paitnamu
4.1.1 Co3gatsb daiin

4.1.1.1 C momomsio IlpoBogunka Windows

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

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

2. VYxaxure HazBaHue ¢aiina. I[lo ymomuanuio ¢aily npucBavBaercs MMs [lokyMeHT
MoiiOduc.

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

Enter Ha kiaBuaType.

4.1.1.2 IIpu BXoje B IPIJIOKeHHE

[Tpu Bxone B mpuiioxkenre «MoitOduc TekcT» HOBBIHN ¢aiil co3aaeTcss aBBTOMaTUYeCKHU.

4.1.1.3 Bo Bpems pab0ThI B IPHJIOKEHHH

Yrob6bl co3paTh HOBBIM (ailyl BO BpeMs paboTbl B INPUIIOXKEHWH, BBIIOJIHATE OFHO W3
CIIeIVIOIUX JeUCTBUIA:
— Boibepute nyHKT koMaHaHOrO MeHio ®aiin > Co3math (cM. PucyHok 72).

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

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

CozaaTe no wabroHy..

[ OTkpbiTo.. Ctrl+0

Pucynok 72 — [Iynkt komangHoro Mexio Co3garhb
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4.1.2 Co3gathb mabsoH ¢aiina

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

YtoObI co3math mabiioH daiisia, BEITIOHUATE CeAyIoIIye TeHCTBUS:

1. OrtkporiTe daii, MAa6IOH KOTOPOro He0OX0IUMO CO3AaTh (CM. pasen 4.1.4).

2. Bribepure myHKT koMaHHOTO MeHIO Paiiin > CoxpaHuTh madsoH (cM. PucyHok 73).

3. B oxne daisioBoro MeHejpkepa BblOepUTe MAIlKy /Jiss COXpaHeHHUs I1abjioHa, yKaXKuTe

uMs daina U HaxxmMuTe KHOIIKY CoXpaHHUTh.

Daitn  [paeka Beraska Dopumar  MHctpyme

[ Cosgate Ctrl=M

Co3gate no wabaoHy...

[ Omkpoito.. Ctrl+0
OrmkpbiTe B 0Gnake... Ctrl+5hift+0
HegasHwe gokymeHT 4
PaboTa B obnake ’

ol Coxpanuts Ctrl+S
CoxpaHWTb Kak... F12
SKENOPT...

Coxpanute wabnoH...

Pucynok 73 — KomangHoe mento ®Paiin

4.1.3 Co3gaTts ¢aiin u3 mabdioHa

Hns co3manusi daiyia M3 MOATOTOBJIEHHOTO I1a0JIOHa BOCHOJB3YWTECh OIHUM U3
CJIeIYIONIMUX CIIOCODOB:
—  JIBaXIbI LIeJIKHUTe 110 Heob6XoaUMoMy 11abiIoHy B ¢alijIoOBOM MeHeJKepe.
— Boibepute nyHKT kOMaHgHOTO MeHIO Paiin > Co3naTh no mabdaony (cM. PucyHok 73).
B oTkpriBieMcs: okHe $aiiyioBOro MeHekepa BbibepuTe 111a0JI0H, Ha OCHOBE KOTOPOTO

TpebyeTcs co3AaTh ¢aill, U HAXXMUTEe KHOIIKY OTKPHITH.

OTKpoeTcsl HOBBIN IOKYMEHT, FOTOBBIM K peJakKTUPOBAHUIO.
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4.1.4 OTkpBITH daiin

YToObI OTKPHITH (aiisl, BOCIOIb3YHTECh OAHUM U3 CJIeIyIOLIUX CII0OCOOO0B:

—  JIBaX1bl 1eJKHUTe 110 daly JIeBOM KHOMKOW MBbIIIIH.

— Orkpoiite npunoxenre «MoOduc TekcT». 3aTeM BBITTOTHUTE CIIeYIOITHE TeUCTBHS:

— DBribepute nyHKT koMaHaHoro MeHio Paiin > OTkpbeITh (cM. Pucynok 73) wiu
HakmuTe codetanue kiapuil Ctrl+0 / Cmd+O.

— B oxne ¢aiinoBoro MeHemkepa BelOepuTe TpeOyemblll (ail U HaXXKMUTE KHOIIKY
OTKpBITH.

Eciy B HacToOsIMIT MOMEHT AOKYMEHT OTKpPBIT APYTUM II0JIb30BaTejieM, TO MPOCMOTP U
pellakTUpOBaHWe JIaHHOTO JOKyMeHTa He#ocCTynHbl. Ha 3kpaH BbIBOAUTCS cooOleHHe,
MpeJiCTaBJIeHHOe Ha PUCYHKe 74.

3aKpoiiTe TOKyMeHT U JIOKIUTeCh OKOHYaHUS paboThI IPYTOro MOJIb30BaTells WK CO3/1anTe
KOIIHIO JAHHOTO JJOKYMEHTa.

YTOOBI 3aKpBITh JOKYMEHT, HA)KMUTEe KHOIIKY 3aKPBITh.

YTo6BI CO3/1aTh KOIUIO IOKYyMeHTa, HAXXMUTe KHOIIKY OTKPBHITH KOIHIO.

OTKpbITE.. *

o [ OKYMEHT yXe UCMob3yeTca
APYruM nosib3osatesiem. OTKPbITh

KOMWH 3TONo JOKYMEHTA, 4YTOOBI
npocMmaTpyeaTe W pelakTMpPOEATE
ero co,uepxnmoe?

OTKpBITE KOMWHD 3aKpbITE

Pucynok 74 — JlnanmoroBoe OKHO
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4.1.5 OTKpPBITH HeTaBHHE JOKYMEHTBI

B npunoxenun «MoiOduc TekcT» coxpaHseTcs CHMCOK IOKYMEHTOB, C KOTOPBIMH
1oJib30BaTelb paboran B mocienHee BpeMsi. CIIMCOK HeaBHUX JIOKYMEHTOB COJIEPXKUT Kak
JIOKaTbHBIE GaliyIbl, TaK ¥ Galyibl, KOTOPbIe OTKPBIBAIMCH U3 00IaYHOT0 XpaHWIHINA (CM. pazen 4.12).

[Tocnmennue orMeueHbl B CIIMCKe 00JIaKOM.

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

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

Yro6bl OTKpBHITH aia K3 CIKCKA, BblOepUTe NYHKT KOMaHJHOro MeHioo Pain >
HenaBuue pokymentsl (cM. PucyHok 75). B orobpasuBiiiemMcsi mofiMeHI0 BbiOeprTe Tpebyemblii
aiin.

Ecimm cnivcok HemaBHUX GaliioB MOTEPSUT aKTyalbHOCTD, yanuTe ero. [jis atoro Beibepute

MyHKT KOMaHaHOro MeHio Paiin > HemaBHue qoKyMeHTHI > O4YUCTUTS.

Daiin  paeka Bcraeka Qopmar  WHorpymentw Bug  OBwwi goctyn  Hagcorpoi
[Y Cospate Ctrl=M

O Thames w14 (v A

K 4 A T = &+

Cozgate no wabaoHy...

[=  OTkpoiTh. Ctrl+0
iy
OrkpbiTe B oGnake... Ctrl+5hift+0
Heaasrne gokymenTe: 4 [ CpasHenwe Gpaysepos.docx
PaBota & obrake y [ Kakoii 6payzep enibpatb.docx
Bl CoxpaHuts Ctrl+S Ouncrurs
CoxpaHWTE Kak.. F12

Pucynok 75 — HegaBHHe JOKyMeHTHI

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2023 74



MonOdonc

4.1.6 OTKpBITH Qaiii B JPYroM NpHI0KEeHUH

PenaxTupyemslii ¢aiii MOXHO OTKPBITh B IPYIOM IPHJIOXKEHUU HAIPSIMYIO U3 IIPUIIOXKEeHUS
«MonOduc Texct». Bribop npuioxeHnus it JanbHeliel paboThl OCYLIECTBIISIeTCS C IIOMOIIbIO

MMyHKTa KOMaHIHOTO MeHi0 Paiiin > OTKpPBITH B... (cM. PucyHok 76).

Hactpoiika oTobpakeHusl JaHHOTO IMyHKTa MeHI0 HelocTymHa pu pabote B OC macOS.

@aiin  [paeka Beraeka @opwmatr  MHctpyments Bug  OBwmi goctyn

[ Cosgate Ctrl+N O Thames v

Cozgate no wabnoHy...

K Y ap F
[= Otkpwitb... Ctrl+0
MT

OTkpbiTe B oBaake... Ctrl+5Shift+0

OTKpETE B... r LikreOffice Writer

HegaeHue oKyMeHTH » Word

PaGota B obaake r
& CoxpaHute Ctrl+5

CoxpaHnTb Kak... F12

Pucynok 76 — Criucok 1OCTYIIHBIX IIPUJIOXKEeHUH

CnucoK OOCTYNHBIX IPUIOXKEHUHM CO3/1aeTCsl BPYYHYIO C IIOMOIIbIO ¢aina KOHPUrypanuu
OpenWithList.ini (mogpobuee cM. B nokymeHnTe «HacronpHble npunnoxxenus: «MonOduc Tekcry,
«MonOduc Tabmuma», «MoitOduc IlpesenTtanus». PykoBoicTBO IO yCTaHOBKe»).

Komanpa OTKpBITH B... He 0TOOpaXkaeTcsl, eCliM KOHPUIypalMOHHbIN (aiil He COIep KUT
JIAHHBIX WM COJEP)KUT HEKOPPEKTHBIe [JaHHbIE.

ITpu BeimonHeHny komaHAbl ®aia > OTKPBITH B... Galyl 3aKpbIBaeTCsl B NPHIOXKEHUU
«MoitOduc TekcT» U OTKpbIBaeTCs B YKa3aHHOM NpUJIoXKeHUH. Eciii Ha MOMeHT 3akpeITvs ¢aiiia
B HeEM OCTaJlMCh HeCOXpaHeHHble Hu3MeHeHUs, npuioxeHne «MoiO¢uc Tekcr» mnpenaraer

COXPAHUTD UX.
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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. BrinonHWTe KOMaHAY COXPaHeHHs OJIHMM U3 CIIeJyIOIINX CII0COOO0B:
— Bribepute nyHKT koMaHHOrO MeHto Paiiir > CoxpaHuTh Kak (cM. PucyHok 76).
— Ha nmnanenmu wuHCTpyMeHTOB, B pasfeine daiyg HaxMuTe Ha CTPeJIKy
CIlpaBa OT KHOIIKH (CoxpanuTh) U B BBIIAZAIOIIEM CIMCKe BblOeprTe
koMaHy CoxpanuTthb kak (cM. PrucyHok 77).
Haxxmurte kmaBumny F12 npu pabore B OC Windows, coudeTaHue KJIaBHIII

Ctrl+Shift+S npu pabore B OC Linux mwiu coderanue kiasuil fShift+Cmd+S

nipu pabote B OC macOS.
2. B oxnHe CoxpaHMTh KaK BbIOepUTe MalKy JUIsl COXPaHEHUs, YKKUTe UMS WU THUII

¢arina/konuu Paitsia U HaxxMuTe KHONKY COXpaHUTh.

HpI/I CO31dHHMH KOIINHA pa60‘II/IM AOKYMEHTOM CTAHOBUTCS KOIIUA q)afma.
il
=

(E15 ®
- B
&
CoxpaHuTe
|

CoxpaHuTe Kak...

Pucynok 77 — Knornika CoxpaHuThb

4.1.7.2 CoxpaHuthb
YtoObl n3b6exaTh MOTEPU JIAHHBIX B CIydae cO0eB B paboTe KOMIIbIOTEPA, PeKOMEeH IyeTCs

nepnoandeckKr COXpaHATb TEKYH_[I/Iﬁ JAOKYMEHT.
,HJ'[S[ COXpPdHeHus W3MEeHEeHUN B TeKyleM JIOOKYMeHTe BBIIIOJIHWUTe OJHO M3 CJIeAYIOIIUX

JIeICTBUU:
Bribepute nmyHKT koMaHaHOrO MeHio ®aiin > CoxpaHuts (cM. PucyHok 76).
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— Ha mnanenu wuHCcTpymMeHTOB, B pasfene Pail HaXMHUTe KHOIIKY (CoxpaHuTts)
(cm. Pucynok 77).

— Ha mnanenu wuHCTpyMeHTOB, B pasiene <Pailyi HaXXMUTe HA CTpeJIKy CIipaBa OT
KHOITKU (CoxpaHuThb) ¥ B BBINNQJAI0INIEM CIHCKe BbiOepuTe koMaHAy CoxpaHUTH
(cm. Pucynok 77).

— Haxmure coueranvie xiasuui Ctrl+S / £Cmd+S.

4.1.7.3 ABTOCOXpaHeHHe U BOCCTAaHOBJIeHHE JOKyMeHTa

ABTOCOXpaHeHHe JIOKYMeHTa OCYIIeCTBIISIETCSl KaXK[ble D MHHYT II0CJIe ero OJJHOKPaTHOI'O
COXpaHeHUsl BPyYHYIO.

[Tpu aBapuiiHOM 3aBepIlleHUH paboThI U MOCIeAYIONeM OTKPBITUU JOKYMeHTa IIpUIOo)KeHre
aBTOMAaTUYeCKM BOCCTAHABJIMBAeT JaHHbIe, KOTOpble COAepXallCh B JJOKyMeHTe Ha MOMEHT ero
MIOCJIeJIHer0 aBTOCOXPaHeHUS!.

BoccraHoBeHHbIN TOKyMeHT He0OX0IMMO COXpaHUTh BPYy4HYI0. [lJis 3TOro:

1. Haxmurte knorniky OK B AuanoroBom okHe, rpejcTaBJIeHHOM Ha pUCyHKe 78.

BoccraHoeneHne >'<

o 3TOT AOKYMEHT Bbin
aBTOMaTW4eCcku BOCCTAHOB/EH.
Moxkanyiicta, He 3abyabTe
COXpaHuTb ero.

Pucynok 78 — JlnanoroBoe okHO

2. COXpaHI/ITe BOCCTAaHOBJIEHHBIN AOKYMEHT C TIIOMOIIbKO KOMdH/bI Coxpa}me KaK

(cm. pasnen 4.1.7.1).
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4.1.8 OTnpaButs Qaiin o moyre

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

[Ipu paboTe B NpUIOXKEHWU PeIaKTUPYeMbId ¢daiil MOXXHO OTIPaBUTh IO 3JIeKTPOHHOMU
noure. Pail OTHPABIISIETCSI C TOMOIBIO TOYTOBOTO KjMeHTa, ykazaHHOro B OC B kauecTBe
MIPOTPaMMBI 110 YMOJTYaHUIO.

YT06b1 OTIIPAaBUTH DA 110 3JIEKTPOHHOM MOYTe, BBITIOJHUTE CIIeyIOIIne IeUCTBUS:

1. Boeibepute myHKT KoMaHgHOro MeHio OOmuit mocryn > OTHOpaBHUTH IO IIOYTE

(cm. Pucynok 79).

OBwmi gocyn  HagcTpoiku

HactpouTe goctyn

OTnpaenTe No NoYTE...

Pucynok 79 — Komannnoe menro Oomuii gocryn

2. B okHe co3pmaHus HOBOT'O COOOIIeHH:
— BBeJUTe aJipecC MoJTydaTeris;
— IIpy He0OXOJMMOCTU U3MEHUTE TeMY COODIIeHHS;
— BBeuUTe TeKCT COODIIeHHUS.

3. OrtnpaBbTe cooOIIEHKE.
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4.1.9 DxcnopTupoBaTth ¢ai

B npusiosxeHny npenycMOTpeH 3KCIOpT ¢aiia B cileyromye GopMarhl:
— PDF;

— PDF/A-1;

- TXT;

— RTF.

Jxcroprt ¢arnos B popmarsl TXT u RTF nenocrynen npu pabore B OC macOS.

Ytobsl skcnoptrpoBaTh ¢aiinn B popmate PDF wim PDEF/A-1, BbmosHuTe criexpyromye
JIeNCTBUSL:
1. BeimonHUTe KOMaHAY SKCIIOPTAa OJJHUM K3 CIJIeAYIOIIMX CIIOCOOO0B:

— Broibepute nyHkT koMaHaHOrO MeHio ®aiin > 9kcnopt (cM. Prucynok 80).

@ailn  [paeska Beraeka @opmatr  MHoTpyme

[4 Cozgate Ctrl+N

CoszaaTe no wabnoHy...

[ Omepoite... Ctrl+0
OTkpwiTe B oBnake... Ctrl=5Shift+0
HegaesHwe gokymeHTH 4
PaGoTa 6 obnake »

o Coxpanute Ctrl+S
CoxpaHWTe Kak... F12
SKCNOopT...

CoxpaHwTe wabnoH...

dapate naponb...

MNapameTpol cTpaHWLE Ctrl+5hift+P
= Meuats... Ctrl+P
JakpeiTe

Pucynok 80 — KomangHoe mento Paiin

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2023 79



MonOdonc

— Ha mnanmemm wuHcTpyMeHTOB, B paszaeiie dPaill HaXXMHUTe Ha CTPeJKy CIpaBa
OT KHOIIKU E} (bpicTpasi meyaTh) W B BBHINAJAIONIEM CIIMCKe BblOepUTe

koMaHny Jxkcnopt B PDF (cMm. Pucynok 81).

Dailn  [lpaeka Bcraeka @opmar Mnc
v XD Bva
&M o c &

E} BricTpan neqats

MeyaTb...

Skcnopt 8 PDF

N

MapameTpsl cTRaHWLE

Pucynok 81 — Komanga 9xcnopt B PDF

2. B okne ¢aiioBoro MeHepkepa BbIbepuTe Mariky Jijis 3KCIOPTa, YKaXKUTe UMs U popmaT

¢daiina u HaxxmuTe KHOIIKY COXpaHHUTh.

Ytobel skcnoptupoBath ¢ain B ¢dopmate TXT wmmu RTF, BbemonHuTe crepyromye
JeNCTBUS:

1. Bribepute MyHKT KOMaHJIHOTO MeHI0 Paiin > Jkcnopt (cM. PucyHok 80).

2. B okne ¢aiisioBoro MeHepkepa BblbeprTe MaIKy JJis 3KCIOPTa, YKaXKUATe UMs U popmaT

¢daiina 1 HaxkmuTe KHONIKY CoOXpaHUTh.
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4.1.10 3ammuTa mapoJsiem

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

IapoJieM. Haponb 3allpallinBa€TCA ITPU OTKPBITUH NOKYMEHTd.

B HaCTOsI1lee BpeMa HeﬁCTBYIOT dlenyroigre OorpaHu4eHurs:

— 1pu skcnopte pokymenTa B PDF (cm. pasmen 4.1.9) maposib He COXpaHSIeTcs;

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

— He mojjepXuBaeTcs pabora ¢ daimamu c tunoMm mudpoBanus RC4 wmu XOR,
CO3IdHHBbIMH B CTOPOHHHUX pelaKTOopdX.

Ecmm AOKYMEHT 3alllillieH IIdpojieM B CTOPOHHEM IIPWIOXXEeHWH, TO pa60Ta C HHUM
OCYIIEeCTBJIAETCA aHAJIOTUYHO pa60Te C JOKYMEHTOM, 3dllWIIeHHBbIM IIdapojieM B IIPUIOXXeHHNHU

«MonOduc Texcry.

4.1.10.1 YcraHoBUTH IapoJIb

YT06B! YyCTAaHOBUTH [1APOJIb HA OTKPBITHE JOKYMEHTA, BBIIIOJIHUTE CJIe/IyIolue 1eHCTBUS:
1. OrtkpoiiTe OKyMeHT, AJi1 KOTOPOro He06X0/IMMO YCTaHOBUTH 1apOJIb.

2. Bebibepute nyHKT kOMaHIHOTO MeHi0 ®aiin > 3amaTh napoisb (cM. PucyHok 82).

Daitn  [lpaeka Beraska @opumar  MHctpyme

[ Cosgate Ctrl+N

Cozgate no wabaony...

[ Omxpoits.. Ctrl+0
OrmkpbiTe B 0Bnake... Ctrl+5Shift+0
HegaeHuwe fqokymMeHTEl L
PaBoTa B obnake ’

ol CoxpanuTe Ctrl+5
CoxpanuTe Kak... F12
IKCNOPT...

Coxpanute wabnoH...

Jagate naponb...

Pucynok 82 — KomangHoe mento ®Paiin
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3. B okne 3agaTth mapoJyib (cM. PrucyHok 83) BBeguTe maposib K IOKYMEHTY U TIOJITBepIvTe
ero.

B mensix 6e3o0macHOCTA BBOJUMBINM MApoJib OTOOpaXkaeTcsl B BUJle MapKepoB.

,HJISI OTO6p3)K€HI/I$I CHMBOJIOB I1dpOJId HAXXMHUTEe KHOIIKY ¥ B COOTBETCTBYIOIIIEM

I10J1e BBOJd.

4. Haxwmure xkHonky OK.

3aaate napone

)

JobaeneHHell Napone NoTpedyerca

BEOAWTE MPW Ka#4oM OTKpeITKW dalina.

apoab

I

MoaTeepgeHne napoad

[ezt]

(D MotepanHeii napons He mMomeT BuTe
BOCCTaHOBAEH. [aponb YYBCTBUTENEH K
PETUCTPY CUMBOAOE.

OTtmeHa

Pucynok 83 — OxHo 3amaTh napoab

[Tocne 3aBeplieHuss ITPOBEPKU

COBIIaiIeHH4Ad BBeJJeHHBbIX JAaHHBIX OTO6p831/ITC$I

COOTBETCTBYIOIIIEe yBelOMJIEeHHe. COXpaHI/ITe AOKYMEHT IJId IOATBEPXIeHUs M3MeHeHUH.

VYcraHoBneHHBIM TapoJib OyAeT 3arpaliyvBaThbCs NPUIOXKEHHWEeM IPU KakKJOM ITOBTOPHOM
OTKPBITUH JOKYMEHTa.
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4.1.10.2 N3meHUTH IAapOIH

YToObI U3MEHUTD I1apoJib Ha OTKPBITHE JOKYMEHTAd, BBIIIOJIHWUTE ClIeyrolire JerCTBUS:

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

2. Bribepute myHKT KOMaHIHOTO MeHO Paiin > Ynpasaenne maposeM (cM. PucyHok 84).

Dailn  Mpaeka Bcraeka Wopmar MHcTpyme

[ Cosgats Cirl+N

Cozgate no wabnoHy...

[=  Otepwits.. Ctrl+O
OTkpeiTe & obaake... Ctrl+Shift+0
HegaeHue gokymMeHTH 4
PaGota B obnake L

& CoxpaHuTh Ctrl+S
CoXpaHWTb Kak... F12
SKCMOPT...

CoxpaHuTb WwabaoH...

¥npaeneHne naponem

Pucynok 84 — Komannnoe menro dPaiin

3. B oxHe YnpasieHue mapoJieM HakmuTe KHOIIKY IsMeHuTH mapossb (cMm. PucyHok 85).

¥npaenenne naponem *

]

3TOT AOKYMEHT 2alLMLLeH napoaen, Bel
MOMETE UIMEHWTL Mapob WAK Y4aAUTL

2aLLITY.

Yaanute naponb

MameHuTs na PonE

3akpeITh

Pucynoxk 85 — OxkHo YnpaBiieHue napoJiemM
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4. B oxne A3amMenuTsh mapousb (cM. PucyHok 86) BBeuTe TEKYIIHM MapoJib, HOBBIN MAPOJIh

U IIOATBEpPXIeHre HOBOT'O I1apOJIAi.

B mensix 6e3o0macHOCTA BBOJUMBINM MApoJib OTOOpaXkaeTcsl B BUJle MapKepoB.

,HJISI OTO6p3)K€HI/I$I CHMBOJIOB I1dpOJId HAXXMHUTEe KHOIIKY ¥ B COOTBETCTBYIOIIIEM

I10J1e BBOJd.

5. Haxwmure kHomky I'oToBo.

FlzmeHnTe naponk

Hazan oTo

M
C
Napone
[
HoBbIW Napoib
]
[MoaTEEp#AEHWE HOBOID NAPOAA
[z

Pucynok 86 — Oxano A3mMeHnTH Napoib

ITocne 3dBepIlIeHHnsa IMpOBEepKH COBIIaiIeHH4Ad BBeJJeHHBbIX

JAaHHBIX

0TOOpasuTCs

COOTBeTCTBYMOIIIee yBefioMmyieHre. CoXpaHUTe OKYMEHT JIJisl TOATBePK/IeHHs] U3MEeHeHUH.
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4.1.10.3 YganuTh napoJjib

YT0OBI YAAJIUTD IIAapOJIb HAd OTKPBITHE JOKYMEHTA, BbIIIOJIHUTE CileJyromnjre IerCTBUS:

1.

2
3.
4

OTkpoiiTe TOKYMeHT, B KOTOPOM TpeOyeTcsl yOalIUTh Mapoiib.

BribepuTe IMyHKT KOMaHAHOTO MeHio Paiin > Yipasienue maposeM (cM. PucyHok 84).
B okHe YnpaBiieHue mapoJieM HaXKMHUTe KHOTIKY Y AQJIMTh Mapojb (cM. PucyHok 85).
B okne Ymamurs maposas (cM. PucyHok 87) BBemuTe TEeKyImMM Mapojib U HaXXKMHUTE

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 87 — OkHo YganuTh napoJsb
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4.1.10.4 OTKpPBITH JOKYMEHT C IIapojieM

[Ipy OTKpBITUM AOKYMeHTa, KOTOPbIM 3allliilleH [1apoJieM, Ha dKpaHe OTobpaXkaeTcsl OKHO,
npejiCTaBjieHHOe Ha pucyHke 88. BeauTe B gaHHOM OKHe mapojib U Haxmure KHoOnky OK
JIJIST TIOJITBEP KIeHUSI.

Ecim maponb KOppeKkTHBIN, JOKYMEeHT OTKpoeTcst B mpuioxkeHud « MoiOduc Tekcty.

Ecmm  maponb  HeKOppeKkTHBIM, oOTobOpa3utcs coobiieHue: «HeBepHBIM — Mapoiby.
HaxxmuTe KHOMNKY ¢, 4TOOBI OTOOPAa3WTh CUMBOJIbI TAPOJii Y BBISIBUTH IPUYUHY OIIMOKH.
3aTeM BBeJuTe MAapOJib TIOBTOPHO.

KomudgecTBo IONBITOK BBO/id I1apOJId He OrpaHUY€eHO.

JokyMEeHT 3J3LLMLLEH N3P ONEM >

M

OTMmeHa

Pucynok 88 — OxHo JIoKyMeHT 3aliuiiieH mapoJjiemM

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2023 86



MonOdonc
4.1.11 PacneyaTraTth JOKYMeHT

4.1.11.1 Be3 Bxoa B NpuiIo:KeHUe

[Ipu pabore B OC Windows MOXHO pacredataTb JOKYMEHT/TPYIITy JOKYMEHTOB 06e3 WX
MpeIBAaPUTEIbHOTO OTKPBLITHS B TpuiioxkeHud «MoOduc Tekcry.

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
Texkcty u «MouOduc Tabnuma» npuHTepe. Eciu mnpuHTep paHee He BBHIOMPANICA B 3THX
MPWIOXKEHHUsX, TO TedaThb OCYIIeCTBIIsleTcsi Ha MpuHTepe, ycraHoBieHHOM B OC Windows mo
YMOJTYAHHUIO.

B nporiecce neyaty BO3MOXHO O0TOOpakeHHe CIIeAYIOIUX JUATOIOBbIX OKOH:

— VIS MHOTOCTPAaHMYHOTO JOKYMEHTa WM TPYMIbl JJOKYMEHTOB — OKHO IOJITOTOBKU

JOKYMEHTOB K T1e4aTy;
— VIS JOKYMEHTa, 3allUIIeHHoro maposeM (cM. pasfen 4.1.10), — okHo BBO/Ia MapoJis;

— OIIOBelIeHUs O NIOBPeXAeHHbIX (aiiiax U gaiiax ¢ HeloilepXkuBaeMbIMU (pOpMaTaMH.
4.1.11.2 Bo BpeMs paboTHI B IPHJI0KEeHUH

4.1.11.2.1 Bri6op ob1acTu neyaTu

JI71s1 11ledaTtvi MOXKHO BbIOpATh:
— ¢parMeHT IOKyMeHTa,

— BeCb IOKYMEHT WJIK ero oTaejibHble CTPAaHHUIILI.

Yro6b! pacniedaraTs GpparMeHT JOKyMEHTA, BBIIIOJIHUTE CJIeIyIole 1eHCTBUS:
1. Brimenure Tpebyemblii GpparMeHT.
2. lllenkHuTe MO HeMy MPaBOM KHOINKOW MBIIIM U BBHIIOJHUTE KOMaH/Ay KOHTEKCTHOI'O

Menro IledaTs BeIge/IeHHOI 00/I1aCTH.
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YrobObl pacrevarartb AOKYMEHT/CTPAHHUIIbI JIOKyMEHTa, BBIIOJIHUTE OJHO U3 CIIeYIOIIHUX
JeMCTBUMH:

— Broibepute nyHkT koMaHaHOrO MeHto ®aiia > Ileuats (cM. PrucyHok 89).

@aiin  [paeka Beraska @opmat  MHoTpymel

[1 Cozaate Ctrl+MN

Cozgate no wabnoHy...

[= Otepwts... Ctrl+0
OTkpbiTe B 0BAake... Ctrl+Shift+0
HepaeHwe gokymeHTH 4
Pabora 5 obaake r

B CoxpaHute Ctrl+5
CoxpaHuTb Kak... F12
JKCMOPT...

CoxpaHuTb wabaoH...
¥npaeneHwe naponem
MapameTpbl cTpaHWLL Ctrl+Shift+P

= [euats... Ctrl+P
Pucynok 89 — Komannnoe mexio Paiin

— Ha mnanenu wuHCTpyMeHTOB, B pazfiene Paiiyi HaXKMUTE HAa CTPEJIKY CIipaBa OT
KHOIIKUA LE;J (beicTpast meyaTh) U B BhIIAJAIONEM CIMCKe BbiOepuTe koMaHny IleyaTrs

(cm. Pucynok 90).

®aiin  [paeka Beraska Qopmar
v X B Bava
By © ¢ Q

E] BwicTpan neuate
[Meuyatk...

N

ZkcnopT e POF

MapameTpel cTpaHALB

Pucynok 90 — Komansa Ileuats
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Haxxmurte coueranue kinasum Ctrl+P / 2Cmd+P.

OTKpoeTCH OKHO Hacrpofnca nmedyaTu, B KOTOPOM MOXHO IIOCMOTpPeTb, KdK 6YJ1€‘T

BBITJIAAETb IOKYMEHT Ha 6YMEll"e, d TAK)Ke YKa3dTb HaCTpOﬁKH rme4yaTu.

4.1.11.2.2 TleuaTs c npegBapuTeJIbLHBIMH HACTPOIKaMH

Oxno Hacrpoiika nmedatu (cM. PucyHnok 91) conepxurt:

06J1acTh MpepoCcMOTPa JOKYMEeHTa,

00J1aCTh HACTPOEK IeYaTH.

O0J1acTh HACTPOEK NMeYaTH O0JacTh npeanpocMorTpa

|5 Hactpoiika neuatn l

l x
MpuHTep: kA AOdame
Microsoft Print to PDF ~ 33,64 Pasen « Afisame
Pazaes Afocam cogepanT CoemmuHe knone (oo, Pacyems 400;
CBONCTEA NPUHTEPA...
MeuaTs B OTTEHKAX CEPOrO Ex[EE Hx I
Puoyuok 41 - Paxaen Asany
Konuu:
1 i (Maprpeasinil  cnices) COOPMETL RS  RArHET  TeRCTA
Ll . . R OEHAR  MEpRHDORESETD  OIGKEA 0 RelifsiibE THIOM S
1 e KomnaekToBats 123123, [em. Preynne &1 w e 4 13)
OBnacTe nevaTu: Jwnanason: |:_L EE=E=F | e {!_u_;-_ﬁm
||=D Beck AokymeHT ¥ | | Bce ctpaH.. ¥~ - B P
Hanpumep: 1-3, 37 - - CRR
Prcynok 41 - Mapssposinnun oo
JeycTOpOHHAR NeqaTs:
Brikn.

Bnwcate
Mevats OTtmenHa

Pucynok 91 — Okno Hacrpoiika neyatu
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B o6macTy ipeimpocMoTpa COIepKaTcs CeyroIIre KHOTKU:

— - nu - YMEHI:IHI/ITI)/ YBEJIUIUTD MacIiTab CTpaHHUIIBL B obnactu IpearpocmoTpa;

— BmmcaThb — BiiMcaTh CTpaHMITY B 00/1aCTh PeIIPOCMOTPA;

— v K — mepeiiTy K ciienytone/peApITyIned CTpaHuIle JOKyMeHTa.

MaCIHTaﬁ, YCTaHOBHEHHLIﬁ B o0OyacTu IIpearpocMoTpd, He BIIMAET Ha I'paHUIbI I1€YdTH.

HHcTpymMeHTHl M3MeHeHUs1 MaciliTaba MpefiHa3HaueHbl TOJIbKO ISl JIeTaJIbHOTO MPOCMOTpa

COIep>XUMOI'0 NOKyMeHTa.

B o6nactu HACTPOeK I1e4YaTh MOXXHO YKd3dTb IIdpaMeTphl, IIepedrCiIeHHble B Ta6nHue 4,

Ta6ummma 4 — ITapameTps! neyatu

ITIapamerp

Hasznauenne

[Tpunrep

HpI/IHTEp IJId 11e4aTr JOKyMeHTd.

CBoticTBa IpuHTEpa

Kuomnka noctymHa Tombko B OC Windows. I1py HaXkaThy OTKphIBaeTCsS OKHO
CBOWCTB NpuHTepa. By v cocTaB mapaMeTpoB OKHA 3aBUCUT OT MOJIENU
TIpPUHTEpPA, BLIOPAHHOTO B I10JIE BHIIIIE.

[TapameTpsl, yka3aHHbIe B OKHE CBOMCTB IIPUHTEpa, aBTOMAaTHYeCKH
[IepeHOoCsTCS B COOTBeTCTBYIoNMe 1oist okHa Hacrpoiika meyaru.
[TapameTpsbl, KOTOpBIe He MOAIeP>KUBAIOTCS] IPUHTEPOM, He/IOCTYITHbI B OKHe
Hacrpoiika meuartn.

[leyaTh B OTTEHKAX CEPOTO

[TeyaTh MIBETHOTO TeKCTa U M300pakeHU, KOTOPhIE COJIePXKaTCs B
IIOKYMeHTe, B OTTeHKax Ceporo I[BeTa.

Kommn

Yucro rmeyataeMbIx 3K3eMIUISIPOB JOKYMeHTa.

KomiuexToBath /
He xommiexkToBaTb

IToste HOOCTYIIHO, eCJii KOJIMYeCTBO ITe4daTdaeMbIX 3K3eMIUIAPOB ITpeBbIIIdeT 1.
OnpenenﬂeT TMOPANOOK I'PYIIIIMPOBKHU CTPAHUIT BO BpeMs Ie4aTu:

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

— He xoMIUIeKTOBaTh — I'PYNIMUPOBaTh M0 HoMepam crpanwul (1,1,1 2,2,2
3,3,3).

O06macTh nevatu

O06snacTh neyaTu IOKyMeHTa:
— Bechb moKyMeHT — 1e4aTh BCETrO JIOKYMeHTa.

- TEKyH.Iaﬁ CTPpAHHUIIA — [1€9dThb CTPAHUIIBI JOKYMEHTAd, KOTOpast
0T06pa>KaeTc;1 Ha 3KpdHe B HACTOSIIUKA MOMEHT.

BrigenenHsIil pparmMeHT — MyHKT JAOCTYIIEH, €C/IU B TEKYIIIEM
JIOKYMeHTe BbIOpaH ¢pparMeHT TeKCTa.

CrpaHuIbI — [1e9aTh YKa3aHHbIX CTPaHUI]. TpebyeMble HOMepa W/ WITH
JIMaNa30HbI CTPAHUIL [IePeurCIISIOTCS B [oJIe HipKe. MoryT ObITh YKa3aHb
Kak:
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ITapamerp Haznauenue

e Howmepa otaenbHbix crpanun. Hanpumep: 5, 10, 12.
e Jluama3oHbl cTpaHuI] — uyepe3 neduc. Hampumep: 1-8, 10-11.

o CrTpaHMIIBI C HAYajia IOKYMeHTa JI0 YKa3aHHOU — B popmare -<No>.
Hampumep, ecnu B mosie BBe/IeHO 3HaUeHUe -3, TO pacliedaTatoTCs
cTpaHuIs 1-3.

o CTpaHMIIBI C YKAa3aHHOM JI0 KOHIIA JOKYMeHTa — B ¢popmarte <Ne>-,
Hampumep, ecnu B mosie BBeJieHO 3HaYeHUe 3-, U IOKYMEHT COCTOUT U3
6 cTpaHuII, TO pacrevaTaloTCs CTPAHUIIBI 3-6.

Bri6op nuanaszona crpanuil uist edaTty. [lomne goctynHo, eciu B 1oje
O6nacts neyaty BeIOpaH Bech nokymenT. Colep>KUT IMyHKTHI:

— Bce CTPAHUIIBI — [1€49daTh BCeX CTPaHUI] JOKYMEHTa.

— Heuernsble crpanuibl, YeTHble CTPaHHUIBI — IIYHKTHI [Tpe/IHA3HAYEeHbI
ISl IBYCTOPOHHe! evaTy I0OKyMeHTa BpY4YHYIO Ha pUHTepe, KOTOPBIH
He TNOJIIep>KMBaeT 3TOT THII [ledaTh B aBTOMAaTH4eCcKoM pexxume. Jljist
[eYaTy CHayana Hy>KHO BbIOpaTh HedeTHbIe CTPAHUIIb], 3aTeM
IepeBepHYThb CTOIKY JINCTOB 0OpaTHOM CTOPOHOM U BBIOpATh IevyaTh
YeTHBIX CTPaHHUII.

Jlvamnaszon

JIByCTODOHHSIS IIe4aTh:
— BBIKJI. — OJHOCTOPOHHSIS TIeYaTh;

JIBYCTOPOHHSIS [I€9aTh — Ilepemnier 1o JNIMHHOMY KpPal0 — [ByCTOPOHHSS [1e4aTh, CTPaHUIIbI
IIepeBOPavYMBaIOTCsl OTHOCUTEJIHHO JUIMHHOIO Kpas;

- HepemIeT II0 KOPOTKOMY KPAI — IBYCTOPOHHSS I1e4aThb, CTPAHUIIbI
IrepeBOpavYMBalOTCAa OTHOCHUTEJIbHO KOPOTKOI'O Kpad.

YTo6s! pacrieyaTarh JOKYMEHT C YKa3aHHbIMHU IlapaMeTpaMy, HaXkMUTe KHONIKY IledaTs.

YTOOBI 3aKpBITh OKHO, He paciiedaTbiBasi JOKYMEeHT, HAKMHUTe KHONKY OTMeHa.

4.1.11.2.3 bricTpas neyathb

JIOKyMeHT MO>XHO pacriedaTaTh B OJJHO JieliCTBHe, 6e3 BbI30Ba OKHA HACTPOMKY IIe4aTy.

Jly1st 6pICTpO¥ IeYaTy UCIOJIb3YIOTCS:

— Hacrpoiiku neyaty 1o yMoJI4aHHIO.

— Ilocnegnuii McnoIb30BaHHBIN TPUHTEP. ECiM HU 0/IHO YCTPOMCTBO He HMCIOJIb30BaJIOCh,

TO BBIOMPAeTCsl IPUHTEep, YKa3aHHbIN B HACTPOWKAX CUCTEMBI.

JlJist ObICTpOM TleyaTH JOKyMeHTa BBIIIOJIHUTE OJTHO U3 CJIeAYIONINX JIeHCTBUM:
— Ha nmaHeny MHCTPYMeHTOB, B pasfieiie dPaiitn HaxxMuTe KHONKY (= (BBICTpas medyaTs)

(cMm. Pucynok 92).
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Ha nanenu uHCTpyMeHTOB, B pa3zeiie daii HOXXMUTe Ha CTPeJKy CIpaBa OT KHOIIKU

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

Mpaeka Bcraska Dopmar

g] BoicTpan nevats

[MeuaTtb...

Srcnopt e POF

MapameTpsl cTRaHALE

Pucynok 92 — Komanna BeicTpas meuath
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4.1.12 3akpeITh daiin

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

— Bribepute nmyHKT kKoMaHIHOTO MeHI0 Paiin > 3akpsITh (CM. PrucyHok 93).

Daitn  [paeka Beraska Dopumar  MHctpyme

[ Cosgate Ctrl=M

Co3gate no wabaoHy...

[ Omkpoito.. Ctrl+0
OrmkpbiTe B 0Gnake... Ctrl+5hift+0
HegasHwe gokymeHT 4
PaboTa B obnake ’

ol Coxpanuts Ctrl+S
CoxpaHWTb Kak... F12
SKENOPT...

Coxpanute wabnoH...

¥npaeneHue naponem

MapameTpel CTpaHKUUBE Ctrl+5hift+P
= [Meuars... Ctrl+P
JakpuiTe

Pucynok 93 — KomangHoe mento ®Paiin

—  Haxwmure KHOIIKY BaKprTb B 3arojJiOBKe OKHA IIPUJIO’KEHHUS].

— Haxmure coueranue knapumi Alt+F4 / sCmd+Q.
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4.2 PaboTa c Texcrom

4.2.1 BBop Tekcra

TexcT BBOAUTCSI TP MTOMOIIM KJIaBUATYphl B paboueit 06J1aCcTU TJ1aBHOTO OKHA. BBeneHHbIN
TEeKCT MO>KHO B JIt0O0I MOMEHT OTpeJ]JaKTHPOBaTh, YJIaIUTh, COXPAHUTb.

[To ymomuanuto 1yisi TekcTa mpuMeHsieTcsl CTHIb QOOBIMHBIN, KOTOPBIM UMeeT ClelyoIue
rapameTphl:

— IlIpudt: XO Thames;

— Pasmep mpudrta: 14;

— BrilpaBHMBaHUe: 110 HIUPHHE;

— MexcrpouHblii uHTepBal: OAUHAPHBIN;

— Orcryn nepso# crpoku: 0;

— HHurepsan 1o a63ama: 0;

— MHurepsan nocne ab3ana: 0;

— Orcryn cnega: 0;

— Orcryn copaga: 0.

4.2.1.1 ABTo3amena neduca Ha TUpe

HpI/I BBOJIe TeKCTa II0JIb30BaTe/In OOBIYHO CTaBAT 3HAK Heq)I/IC{:l B TeX MeCTaX, rage IIOo
MpaBWJIaM PYCCKOTO sI3bIKa HEOOXOJMMO CTaBUTh THUpe, TaK KaK Ha KJIaBHAType 3HAK THpe
OTCYTCTBYET.

B cBsi3u ¢ 3TMM npriokeHWe aBTOMaTUYeCKU 3aMeHsieT 3Hak Jeduca (-) Ha cpeHee Type (—), eciid B
JIOKyMeHTe TiocyiefioBaTeibHO BBOJISITCS TeKCT IIpoben meduc IIpoden texcr IIpoben/Enter/Tab.
Eciu Tpebyercst OTMEHUTDb aBTO3aMeHY, BBIITOJIHUTE OJTHO U3 CJIEAYIOIINX JIeHCTBUMA:

— Buoibepute nyHkT koManaHoro MeHio IlpaBka > OtmeHuTs (cM. PucyHok 94).

Mpaeka Bcraeka Qopmar  WMacrpymedte Bug O

T OTmeHuTe Ctrl+Z
" ToeTopuTs Ctrl+Y
oo Buipesats Ctrl+X
Keonwpoeate Ctrl=C
ﬁ BrTaeute Ctrl+W

Pucynok 94 — Komangxoe mento IIpaBka
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— Ha nanenu uHcTpymenTtoB, B pasgene IlpaBka Haxmure KHONKY <) (OTMeHHTS)

(cm. Pucynok 95).

@®ailn  lNpaeka Beraeka @opmat  WHotpyments Bug
h c)i\ ﬁ b é XO Thames
= v |2 C & X K 4

Gann Mpaeka WpudT

Pucynok 95 — Knonka OT™MeHUTH

— Haxmure coderanue kiaBui Ctrl+Z / $8Cmd+Z Ha kaBUartype.

4.2.1.2 ABTO3aMeHa KaBLEIYeK

Ecimm TekcT BBOAUTCS HA PyCCKOM WM (PPaHITy3CKOM $I3bIKE, TO KOMITbIOTEPHbIE KaBBIYKU
("") aBTOMaTHUYECKM 3aMEeHSIIOTCSl Ha PpaHITy3CKUe KaBBIYKHU («»).
YToObl OTMEHWUTh aBTO3aMeHY JIeBOM WM MPaBOM KaBBIYKH, IIOCJIe ee BBOJIA BBIIIOJIHUTE
OJHO U3 CIeNVIOIUX JeUCTBUM:
— Bribepute nmyHkT koMaHgHOTO MeHIO IIpaBka > OTmeHuTs (cM. PrucyHok 94).
— Ha nanenu uHcTpymenTtoB, B pasgesne IlpaBka Haxmute KHONKY <) (OTMeHHTH)
(cm. Pucynok 95).

— Haxwmwure coueranue knasui Cirl+Z / Cmd+Z Ha xnaBuartype.

4.2.2 Bydep obmena

4.2.2.1 Beipe3aTh WM KOIUPOBAaTh aHHbIE

[Tpu BbIpe3aHuy HaHHbIE yNAISIOTCS M3 IOKyMeHTa U KonupylooTcs B Oydep obmena. [lpu
KOIIMPOBaHWY JIaHHbIE He U3MeHSIOTCS B IOKyMeHTe, a B Oydep oOMeHa ImoMelaeTcs: UX KOIKS.

JlaHHBIE BBIpE3al0TCs ¥ KOIIMPYIOTCS C COXpaHeHHeM (popMaTUPOBaHUSL.

CkomnvpoBaHHble [JaHHble MOXKHO KCIIOJIb30BaTh KakK /Jii BCTaBKM B IPUJIOXKEHUU
«MoiOduc Texkcty, Tak U JyIsl BCTaBKHA B JIPYTMX IPWIOXKEHUSX, HalpyuMep, B HPWIOXKeHHU!

«MoiOduc Tabmuiay.
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Konuposanve Ttexkcra u o06vexkToB u3 «Google J[loxkyments» (Google Docs) e

MTO/1/TePKUBAETCHL.

YToOBI BRIpE3aTh JIAHHBIE, BHITIOJIHUTE CJIeIyIOIre JeHCTBHUS:
1. Beigenurte maHHbIe, KOTOPbIe HEOOXOIUMO BHIpE3aTh.
2. BrblinonHUTe KOMaHy BbIpe3aHHUs OHUM U3 CIIeAYIOIMIUX CII0COOO0B:

— Bribepute nyHkT komanaHoro Mesto IIpaBka > Beipesats (cM. PucyHok 96).

Mpaeka Bcraeka @opmar  MeocTpymedTs

T OTMeHUTE Ctrl+Z
" ToeTopuTs Ctrl+¥
o Bripesath Ctrl+X
Konwposate Ctrl=C
m Beraeute Ctrl+V

Pucynok 96 — KomangHoe mento IIpaBka

— Ha nanenu uHCcTpyMeHTOB, B pa3zeiie IIpaBka HaXXMHUTe KHOIIKY b (BbIpesatsn)

(cm. Pucynok 97).

Daiin [paeka Beraeka Qopmar  WHorpymedts Bug

"' ;‘{: ﬁ v é X0 Thames
=v 9O C & X K 4

Dann MpaBka WpndT

Pucynoxk 97 — Kuonku Beipe3ats 1 KonmpoBatsb

— IlpaBoii KHOIIKOM MBIIIU ILIeJIKHUTE I10 BBIJIEJICHHOMY CO/IepXXUMOMY U BBIIIOJIHHATE
KOMaH/ly KOHTeKCTHOro MeHI0 BrIpe3aTs.
— Haxwmure coderanue kiasuin Ctrl+X wiu Shift+Delete mpu pa6ote 8 OC Windows /

OC Linux nmu coueranue kiasui $Cmd+X npu pabore B OC macOS.
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YT0oOBI CKOMMPOBATh JIAHHBIE, BBITIOJIHUTE CJIeIyIOIIHe IeHCTBUS:
1. Boipenure naHHbIe, KOTOpble HEOOXOIUMO CKOIMPOBATh.
2. BbimonHKTe KOMaHy KOIIMPOBAHUS OIHUM U3 CJIEIyIOIIHX CIIOCODOB:
— Bribepute nyHKT KOMaHgHOTO MeHIO IIpaBka > KomupoBars (cM. PucyHok 96).
— Ha nanenu uHcTpymeHTOB, B pa3zeie IIpaBka Haxkxmute kHolKy '/ (KomupoBaTn)
(cm. Pucynok 97).
— IlpaBoit KHONIKOM MBIIIH IEJIKHUTE 10 BBIJIEJIECHHOMY COIEpXXUMOMY U BBIIIOJIHHATE
KOMaH/1y KOHTeKCTHOro MeHio KonmupoBaTs.
— Haxwmure coveranue kiaBuil Ctrl+C win Ctrl+Insert npu pabore 8 OC Windows /

OC Linux unu coderanue kiauil $Cmd+C mpu pabote B OC macOS.

4.2.2.2 BcraBuTh nocdieaqHue BbIpe3aHHbIE HJIH CKOITUPDOBAaHHbLbIE IaHHbIE

JInsi BCTaBKM JJOCTYIIHBI TpeBAapUTEIbHO CKOMKWPOBAaHHbIE WJIM BbIpe3aHHbIe JIaHHbIE,
Haxojsirecs B 0ydepe oomMeHa. JlanHble u3 6ydepa obMeHa MOXKHO BCTAaBUTh C COXpPaHEHUEeM WU
0e3 coxpaHeHUs1 UCXOAHOTO GOPMaTHPOBAHHUSI.

YToObl BCTAaBUTH [laHHBIE C COXPaHEHHWeM HCXOOHOro ¢OpMaTUPOBAHUS, BBHIIOJIHUTE
CIIelyIolve IeNCTBUS:

1. VcraHoBuTe Kypcop B TO MeCTO JIOKYMeHTa, KyJla HeoOX0/IMMO BCTaBUTh JaHHbIE, WIH

BbIZIEJIUTe TeKCT (00BeKT), KOTOPBIM HY>KHO 3aMeHUTh Ha JJaHHbIe U3 Oydepa oOMeHa.
2. BeinonHuTe KOMaHy BCTaBKU OJIHUM U3 CJIeIyIOIINX CIIOCOOO0B:
— Bribepute nyHkT komanaHoro MeHto IIpaBka > BeraButhb (cM. Pricynok 96).
— Ha maHenm MHCTpyMeHTOB, B paszene IIpaBka HaXXMUTe KHOIKY IN (BcraBuTh)
(cm. Pucynok 98).
— Ha nanenu wuHcTpyMeHTOB, B pasnesne IIpaBka HaXXMUTe Ha CTpesKy CIipaBa

ot KkHoKw [[] (BcTaBuTh) U B BBINIJAIOIIEM CIIMCKe BbIOepuTe KOMaHly BcTaBHTB.

Daidn  [paeka Beraeka @opumat  MHotpyments Bug

i X C |E% é X0 Tharmes|
= v D C [} Beraeuts

dann Mpaeka
BcTaguTe ToABKD TEKCT

Pucynok 98 — Knonika BcraBuTth
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— IlleukoM MpaBOM KHOMKKA MBIIIKA OTKPOHTE KOHTEKCTHOE MEHIO W BBITIOJTHUTE
koMaHy BcTaBUTS.
— Haxwmurte codyeranue kiapuin Ctrl+V v Shift+Insert mpu pabote 8 OC Windows /

OC Linux umu coyeranure kinaBuin $Cmd+V mpu pa6ore B8 OC macOS.

[Ipu BcraBke naHHBIX 0Oe3 coxpaHeHHsI UCXOAHOro dopmaTthupoBaHus u3 Oydepa obmeHa
BCTaBJISIETCSI TOJIbKO TeKCT. Tak, mpu BCTaBke TaOJUIbI, GUTYPHI C TEKCTOM WJIM THUIIEPCCHUIKU B
JIOKYMEHT BCTaBJIIeTCSI TOJBKO TEKCT, KOTOPBIA cojiepkaT JlaHHble OOBbekThl. Ecim B
CKOITMPOBAHHOM WJIM BbIPe3aHHOM (parMeHTe COAepKaTCs U300pakeHus, TO OHH B JIOKYMEHT He
BCTaBJISIIOTCS.

K Tekcry, koTOpBIl BCTaBisieTcss U3 Oydepa oOMeHa, IpUMeHsIeTCsl CTUJIb TOIO TeKCTa, B
KOTOPBIN OH JiobaBisieTcs (cM. pa3zen 4.3.1.1).

YToObl BCTaBUThH JlaHHble 0e3 HCXOAHOrO (OPMATHPOBAHUS, BBIIOIHUTE CJIEAYIOIIHe
JerCTBUS:

1. VcraHnoBuTe Kypcop B TO MeCTO JIOKyYMeHTa, KyJa HeoOX0JIMUMO BCTaBUTh JaHHbIe, WU

BbIJIEJIUTe TeKCT (00BeKT), KOTOPBIM HY>KHO 3aMeHUTh Ha JaHHbIe U3 Oydepa obMeHa.

2. BpelnonHuTe KOMaHAY BCTaBKU OJIHUM U3 CJIeIyIOIINX CIIOCOOOB:

— Bribepute nyHkT komaHaHOro MeHio IIpaBka > BcTaBHUTH TOJIBKO TEKCT

(cm. Pucynok 99).

Mpaeka Bcraska Qopmar  VHctpymedte Bug  OF

= OTMeHWTB Ctrl+Z

" MoetopuTe Ctrl+Y

o Bripezate Ctrl+X

Keonwposate Ctrl=C

[Ty BcTasuTh Ctrl=V
BcraewTe Toabko TEKCT

Pucynok 99 — KomangHoe mento IIpaBka

— Ha mnanenmu uHcTpymMeHTOB, B pasfesie IIpaBka HaXXMHUTe Ha CTpeJIKy CIpaBa
or kHomku [[] (BcraBuTh) U B BBINQJAIONEM CIHCKe BbiOepuTe KOMaHAY
BcraBuTth TONIBKO TeKCT (cM. PucyHok 98).

— IllesukoM 1paBOM KHONKM MBIIIM BbI30BUTE KOHTEKCTHOE MEHIO U BBINOJIHUTE

KOMaHy BcTaBHTH TOJIBKO TEKCT.
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4.2.2.3 BcTraBUTH JaHHBIE U3 paclIpeHHOro 0ydepa obMeHa

B npunoxennun «MonOduc Tekct» pocryneH pacmivpenHblii 6ydep obmena. B Hem
OJTHOBPEMEHHO MO>XeT XpaHUThCs 10 10 CKONMpOBaHHBIX MJIM BbIpe3aHHBIX CI0TOB. Kaxnas HoBas
3aIlMCh 3aHUMaeT MeCTO CaMOTr'0 CTaporo CJI0Ta B CIIMCKeE.

Pacmiipennsiii 6ydep o6MeHa MOXHO MCIIOJIb30BaTh ISl KOIMPOBAHUS M BCTABKU JaHHBIX
n3 npuioxkerus: «MorOduc Tekct» B mpunoskerne « MorOduc Tabmuia» 1 HA060pOT.

Hannple u3 pacmypeHHoro Oydepa oOMeHa BCTaBJISIIOTCS C COXpaHEHHWeM MCXOJIHOTO

dopmaTupoBaHUsI.

4.2.2.3.1 BcraBuTth jaHubie

YToOBbl BCTaBUThH JIaHHble W3 paclIMpeHHOro Oydepa oOMeHa, BBINOJIHUTE CiielyIolre
JeUCTBUS:
1. YcraHoBuTe Kypcop B TO MeCTO JJOKYMeHTa, Ky/Ja HeoOXOJUMO BCTaBUTH JaHHbIE, WIH
BbIfIeJIUTe TeKCT (00BEeKT), KOTOPBIM HY>KHO 3aMEeHUTh Ha JJaHHbIe U3 Oydepa oOMeHa.
2. OrtkpotiTe comep>KuMoe pacipeHHoro 0ydepa obMeHa OJTHUM U3 CJIeTYIOIIUX CIIOCOOOB:
— Bruibepute mynkT komangHoro meHio IIpaBka > BcecraButh M3 Oydepa odOmeHa

(cm. Pucynok 100).

Mpaeka Bcraeka @opmar  Wectpymedte Bupg OBwwih goctyn Hagctpoikw  Cnpaeka
= OTMEHWTE Ctrl+Z

v v ATOAT =y =
i [MoeTopnTe Ctrl+Y
,&'B ? sss i v & llE w =
o Bmpesate Ctrl+X _
AB3al

Konupoeats Ctrl+C
[ Bcrasuts Ctrl+W

BcTaBuTe ToNbKD TEKCT

BeTaeuTe W3 Bydepa obmeHa r ¥ nyvomopen ay6 3engHeii;

) Jnatan uens Ha gybe Tom:

£ KonupoeaTe dopMaTpoBaHue Ctrl=5hift+C H me

MpymMeHWTE GopMaTHpOBaHWE Ctrl+5Shift+V Mctopua Bydepa obmera Ctrl+Alt+Shift+V

Ounctute
BmaenTs Be Ctrl+4

Pucynoxk 100 — JJanHble B paciiipeHHOM Oydepe obMeHa

— H_IeJI‘-IKOM HpaBOIZ KHOIIKA MBIIIIN OTKpOﬁTe KOHTeKCTHOe MeHIKO U BbIIIOJIHUTEe
koMaH/ly BcraButhb u3 0ydepa oomena.

3. B OTKPbIBIIEMCS ITIOJAMEHIO BbI6epI/ITe OJdHHBIe I BCTABKH.
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st ynobcTBa paboThl cofepskumoe Oydepa oOMeHa MOXXHO OTKPHITh B OTIeJIbHOM OKHe.
J1J1s1 3TOTO BBHIIOJIHUTE OFHO U3 CIIeYIOMINX JeCTBU:
— Bribepute nynkt komaHpHoro MeHio IlpaBka > BceraButh u3 0ydepa obMena >

Hcropus dydepa odomena (cm. Pucynok 101).

Mpaeka Bcraeka @opmar  Weorpymedte  Bug  OBwwi goctyn  Hagotpoiikw  Cnpaeka

= OTMEHWTB Ctrl+Z

v v ATOAT =y =
i [MoeTopnTe Ctrl+Y
BT e A £ o =
o Bmpesate Ctrl+X _
AB3al
Konupoeats Ctrl+C
[ Bcrasuts Ctrl+W
BcTaBuTe ToNbKD TEKCT
BeTaeuTe W3 Bydepa obmeHa r ¥ nyvomopen ay6 3engHeii;
) Jnatan uens Ha gybe Tom:
£ KonupoeaTe dopMaTpoBaHue Ctrl=5hift+C H -
MpymMeHWTE GopMaTHpOBaHWE Ctrl+5Shift+V Mctopua Bydepa obmera Ctrl+Alt+Shift+V
Ounctute
BmaenTs Be Ctrl+4

Pucynok 101 — Komanzs! yripaBienus pacuivpeHHbIM 6ydepoM obMeHa

— OTkpoiiTe KOHTEKCTHOE MEHIO IIeTYKOM IPaBOM KHONKHU MBIIIM IO JIFO60MY MecTy
IOKyMEeHTa U BBIIOJIHUTe KoMaHy BcraBuTh U3 Gydepa oomena > Ucropus bydepa
obMeHa.

— Haxwure coueranme wimasuil Ctrl+Alt+Shift+V / ~Option+{IShift+Cmd+V nHa

KJIaBHATYype.

[Io ymomuanuio okHO pacumpeHHoro Oydepa obmena (cMm. Pucynok 102) pasmeraercs
PSIIOM C BBIJIEJIEHHBIM TEKCTOM WIA 00BeKTOM JIoKyMeHTa. UToObl U3MEHUTh pa3MellleHHe OKHa,
nepeTamuTe ero B HeOOXOUMYIO YacCTh IOKYMeHTa, y/Iep>KUBast JIeBYI0 KHOIKY MBbIIIIH.
[Tpu pabote c pacuivpeHHbIM 6ydepom obMeHa:
— TmepeMellieHHe To cjioTaM Oydepa oOMeHa OCYIIECTBIISIeTCS C TIOMOIIbI0 KJIABUII
KJIaBUATYpHI | U T;

— BCTaBKa BBIJIEJIGHHOTO cjioTa K3 Oydepa oOMeHa B yKa3aHHOe MeCTO JIOKyMeHTa
OCYIIIeCTBJISIeTCS 111eJTYKOM JIeBOW KHOIIKY MBIIIY WM Ha)XkaTheM Ha Kiasuilly Enter;

— mnepemelieHre ¢Qokyca MexAy AokyMeHToM U OydepoM oOMeHa OCYIIeCTBISIeTCS

knapuiireii Tab.
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YToOBI 3aKpBITh OKHO pacIIMpeHHOro Oydepa obOMeHa, HaXKMHUTEe Ha KHOIIKY B ero

3arojioBKe.

ﬁ Bmbop TekcTa AnA BCTABKM

¥ nykomopes gy6 3enédeid; 3natan uens Ha gybe Towm:
1 gHém 1 Houbto KoT yuéHeiNBCE xoanT No Lenu k.
Waér Hanpaso - necHe 3asoguT,Haneso - ckasky ro..
Tam uygeca: Tam newwil BpogwT,Pycanka Ha BETEAX ...
AC MywkwH

Mz noamm "Pycaan v Togumaa”

Pucynok 102 — Paciipennsiii 6ydep obmena

4.2.2.3.2 O4ucTUTH UCTOPHUIO pacHIMpeHHoro 0ydepa odbmeHa

YT0oOBl OYMCTUTH HCTOPHUIO paclIMpeHHOro Oydepa oOMeHa, BBIIOJIHUTE ClelyIoIue
JeNCTBUS:
1. OtkpomTe colepXuMoe paclIMpeHHOTo Oydepa oOMeHa OOHUM U3 CIIEYIOLIUX
CIIOCOOOB:
— DBruibepute nmyHkT koManHaHoro MeHio IIpaBka > BcraButh M3 Oydepa odOmeHa
(cMm. Pucynok 101).
— OrTkpoliTe KOHTEKCTHOe MeHIO I1IeJTYKOM MPABOM KHOIMKU MBIIIHU 110 JTI000MYy MecTy
IIOKYMeHTa U BBIIOJIHATe KoMaHly BcraBuTh 13 0ydepa oomeHa.

2. B orobpasuBiiemcs HogMeHI0 BbibepuTe kKoMaHAy OYHCTUTS.

4.2.2.4 YaauThL DaHHEIe

YTOoO6BI yAQIUTh ITaHHBIE, BHITIOJIHUTE CJIeIyIollre JeHCTBHUS:
1. Boigenurte maHHbIe, KOTOPble HEOOXOIUMO YIATUTh.

2. Haxwmure kiaBuiy Delete i Backspace Ha kiaBuartype.
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4.2.3 IIpoBepKka NMpaBoOIMHCAHUS

HpI/IJ'IO)KeHI/Ie «MOIZO(I)PIC TexkcT» MOXXeT aBTOMaTHYeCKH IMpoBepsATb TEKCTbl Ha PyCCKOM U

AHTJIMKACKOM SI3bIKEe Ha HaJIM4He Op(l)OI‘ pa(l)I/I"IECKI/IX U I'paMMAaTHUYECKUX OIIHOOK.

B TekcTte KOJIOHTHUTYJIOB IIPOBEPKa IIPABOIIMCAHKA HE BBIIIOJIHAETCA.

4.2.3.1 IIpoBepka op¢porpadpuu

YT06BI OTKJIIOUUTH WIA BKJIIOYUTH MPOBEPKY opdorpaduu, BbiOeprTe MyHKT KOMAHJIHOTO
MeHI0 MucTpyMmenTs! > IIpaBomicanue > IlpoBepka opdorpaduu (cm. Pucynox 103).
BxiroyeHne YW OTKIIIOYEHMe peXyMa IIpoBepKd opdorpaduy IIPUMEHsIeTCS TOJIBKO K

TeKyleMy NOKYMEeHTY U He BJIMAET Hd APYIrrMe OTKPLIThbIe JOKYMEHTHI.

WMHetpymentsr Bug  OGwwil goctyn HagcTpoikw  Cnpaeka

F— W — -

Pexcnm oTobpaseHna ncnpaeneHnin ¥ |ﬂ— At — — =

Mpasenucarne ¥+ Nposepka opdorpadun

Hactpaneaembiil cnoeaps MpoBepKa rpamMmMaTikm

Pucynok 103 — Komananoe meHio MHCTpyMeHTBI

[IpuHiuIb! npoBepku opporpapuu:

— CrnoBapb npoBepku opdorpaduy BIOMpaeTcsi aBBTOMaTUUeCKH T10 SI3bIKY I1epBOI0 CJIOBa
B ab3arie.

— KpacHoli BOJIHUCTOM JIMHUEN TTOYepPKUBAIOTCS:
— CJIOBA, OTCYTCTBYIOIIME B BBIOPAHHOM CJIOBApEe;
— CJIOBa, cofiepskaiie opdorpadryeckrie ONIMOKH.

— HpI/I BHECEHUH W3MEHEeHUH B TeKCT AOKYMEHTa 3dIIyCKAeTCda IIOBTOpHAas IIPOBEpPKA

opdorpadum.
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4.2.3.1.1 Haiitu opdorpaduueckue ommoxku

Jlis 6picTpOro mowucka clIoB € opdorpadpuuecKMy OIIMOKaMHU WCIIONIb3yWTe COYeTaHUe
wiapum  Alt+F7 / ~Option+F7. Ilpu mnepBom Haxatuu Alt+F7/ ~<~Option+F7 B Tekcre
BbI/IeJISIeTCs IlepBoe HalleHHOe CJI0BO ¢ opdorpadpryeckoi OmMOKON, IIPU KaXI0M MOCIeAyoleM
Ha)aTUU — CJIOBO C OLIMOKOM, Clle[lytolllee 3a Bbl/leJIeHHBIM.

[Torck ommbOK BBIIOIHSIETCS. OT TeKYIero IoJIOKeHUs! Kypcopa 10 KOHIIa AoKyMeHTa. [o

OKOHYaHHHU JOKYMEeHTa IIOHMCK CJIOB C OIITMOKaMM OCYIIIEeCTBJIAeTCAd C Ha4a/la JOKYMeHTa.

4.2.3.1.2 UcnpaBurs opdorpaduyeckue ommoKku

Eciu B csioBe HaiifieHa ommbka, ucrnpaBbTe ee. [ljis 3TOTO BBLINOJHUTE ClleAyIOIIre
JeUCTBUS:
1. ITomecTuTe Kypcop MBI Ha CJIOBO WJIM BBIJIEJIUTE CJIOBO, KOTOpPOE IOAYepKHYTO
KPaCHOW BOJTHUCTOM JIMHUEH.
2. llem4koM npaBo¥ KHOIKY MBIIIA OTKPONTE KOHTEKCTHOE MEHIO.
3. B KOHTEKCTHOM MeHIO BbIOepUTe IPaBUIbHBIM BapUaHT HAIMCAHUSI AAHHOTO CJIOBa

(cm. Pucynok 104).

Ecmu JJId  BBIOEJIEHHOI'O0 CJIOBA OTCYTCTBYIOT BdPHAHTHI IIPABWIBHOI'O HAIIMCAHUSA, B

KOHTeKCTHOM MEeHIO OTO6pa>KaETC$I HaAIInuCb Her IIpEIIJIO)KEHPIﬁ.

Awmnbxa
Ib Clnbra

owWbKa
WMbka

A wwbka

JoGaewTe B choeape

MponycTute

[y BcTasuts Ctrl+W
BcTaeuTe Tonbko TekcT

Betaeute vz Bydepa obumena r
¢ BeTaBuTe coeiaky...

[Z  JdoBaeuTh KoMMEHTApPW
Pucynok 104 — IlpoBepka mpaBonvcaHusI
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4.2.3.1.3 Yaanurh noguepKuBaHie CJI0OB

Yrobbl n3bexaTh MOIYePKUBAHUS CJIOB, PACIIO3HAHHBIX NMPUIOXKeHHeM Kak opdorpadrdecku
HeBepHbIe, BHECUTE JIaHHBIE CJIOBA B HAaCTpavBaeMbIi CIoBaph (CM. pasnen 4.2.3.2) wiu 106aBbTe B
CITMCOK UTHOPUPYEMBIX CJIOB.

Y0661 0OABUTH CJIIOBO B CIMCOK UTHOPHUPYEMBIX, BBITIOJIHUTE CIeAyIolre JeACTBUS:

1. TlomecTuTe Kypcop MBIIIA Ha CJIOBO WIMA BbIJIEJIMTE CJIOBO, KOTOpPOE IOJ4YepKHYTO

KpPaCHOU BOJIHUCTOM JIMHUEHN.
2. UlenkHuTe MO HeMy IIPaBOM KHONKON MBIIIA M BBINOJHUATE KOMAaHJy KOHTEKCTHOTO

MeH10 IIponmycTuTh.

[Tpu BbIMOTHEHWM [TAaHHOM KOMAHIbl MOJYepKUBAHUe CJI0BA KpacHOW JIMHHWeW Iporiajaer.
Ecnu cnoBo BcTpedaeTcss B IOKyMeHTe HECKOJIBKO pa3, TO HM3MeHeHHUs IPHMEHSIOTCS ISl BCex
IIOBTOPEHUH C y4eTOM perucrpa. Takve U3MeHeHUs] COXPaHSIOTCS B PaMKaX OJHOW CecCHUr paboThl
c noKkyMeHTOM. [Ipy MOBTOPHOM OTKPBITHM JIOKyMeHTa CHOBA 3aIlyCKaeTcsl IpoBepka opdorpadumu.

B ciyyae omnb6oyHOro mprMeHeHUs KOMaH/bl BEpHUTECH K MPeIbIAYIIeMY COCTOSIHUIO TIPU
oMoty komaHibl IlpoBepuTh npaBonucanue. /[jist 3TOro BLITIOJIHUTE CJIeAYIOIIe IeUCTBUS:

1. IlomecTuTe KypcOp MBIIIM HA CJIOBO WIX BbIIEJIUTE CJIOBO IEJIMKOM.

2. lllenkHuTe MO HeMy MPaBOM KHOIMKOW MBIIIM U BBHINOJTHUTE KOMaH/Iy KOHTEKCTHOTO

MeHio IIpoBepuTh NpaBonucaHue.

4.2.3.2 HacTtpauBaeMbIii CJI0Baphb

UYtoObl u30exaThb IOJUYEepPKHMBAHHS OTHENbHBIX CJIIOB B TeKCTe (HampuMmep, UMeH
coOCTBEHHBIX, abOpeBUATYp, ClelIMaIbHBIX TEPMUHOB U T.1.), MOXKHO BHECTH X B HAaCTPaWBaeMbIi
CJI0Baphb.

[Tepen HauanoM paboTHI CO ciloBapeM ybequTech, YTO B IPUJIOXKEHUHU BKJIIOYEHA ITPOBepKa

opdorpaduu (cM. pazzen 4.2.3.1).

4.2.3.2.1 J1o6aBUTH CII0BO B CJIOBaph

B cnoBapp M0OXXHO 106aB/ISTh TOJIBKO OTAeNIbHBIe cioBa. JlobaBieHue CII0BOCOYeTaHUMN He
JIOITyCKaeTCsl.

[Tpu nobaBieHuu cjioBa B CJIOBaph y4YMTHIBaeTCs peructp. Eciam ciioBo mwuieTcsi Kak co
CTPOYHOM, TaK U C 3arJIaBHOM OYKBBbI, peKoMeHAyeTcsi 00aBUTh B CjIoBapb 006a BapuaHTa

HaITMCAaHUWs JAHHOI'O CJIOBA.
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Ytob6b! 106aBUTH CIIOBO B HACTPAWBaeMbli CJIOBaph HPSMO M3 TEKCTa, LIeJKHUTe 110 HeMy
MIPaBO KHOIMTKOM MBIIIH U BBHITIOJTHUTE KOMaHy KOHTEKCTHOTO MeHiO Jl06aBUTH B CJIOBaphb.

YtoObl [1006aBUTH HOBOE CJIOBO HEMOCPEeJICTBeHHO Yepe3 CaM CJIOBApb, BBLIIIOJIHUTE
CJlefyrolye qefCTBUL:

1. Bribepute myHKT kKoMaHAgHOTO MeHI0O MHcTpymeHThl > HacTpamBaemslil ClI0Baphb

(cm. Pucynok 105).

MHcTpymeHTs Bwg  OBwwid goctyn  Haac

Pexwm oTobpameHna ucnpaeneHund  #
Mpaecnucanwe »

HacTtpaweaemui cnoBaps

3MEH T AZBIK...

Pucynok 105 — Komananoe mento MHCTpyMeHTBI

2. B okne HacrpauBaemsblii ciaoBapb (cMm. Pucynok 106) BBeauTe ciioBO, KOTOpOe

Heo0X0uMO 0OaBUTh B CJIOBaph.

3. Haxmure KHOIIKY vy Kiasuily Enter Ha kiiaBuartype.
4. Haxmure xHonky I'oToBo, 4TOOBI 3aBepIIMTh pefaKTHPOBaHUE CJIOBAapsi U 3aKphITh

OKHO.

B | HacTtpaweaemelid cnosape ot

‘ MoiiOdud X

(Mycro)

MoaknoYnTs lNoToBo

Pucynok 106 — Oxno HacrpauBaemslii cJI0Bapb
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4.2.3.2.2 TlogK/IIOYUTH CTOPOHHHE CJI0OBAPH

YT0o6BI pacHIMpuUTh 3amac CJIOB, JOCTYIHBIA B TEKCTOBOM peaKTOpe, MOXHO MOAKIIOYUTh
cropoHHue cioBapu B ¢popmare DIC. [lns storo B guanoroBom okHe HacTrpauBaemsblii ciioBaphb
HaxmuTe KHOMKY Ilogkmounts (cM. Pucynok 106). B oTkphiBIIEMcst okHe ¢aiioBoro MeHemKepa
BbIOEpUTe Paiin ¢ pacmmpenreM *.dic u HaXXMHUTe KHONIKY O TKPBITS.

1o 3aBepmiennu cosiepkuMoe daiiia 0ToOOpa3uTCsl B HACTPauBaeMoOM CJIOBape.

4.2.3.2.3 YaanuTh CJI0BO U3 CJIOBaps

Panee no6aBieHHOe CJI0BO MOXXHO YAQJIUTh M3 HACTPAaUBaeMOro CJIOBapsl.
Yro6bl yJanmuTh CIOBO C IIOMOIIBI0O HMHCTPyMeHTOB oKHa HacTpamBaeMmblil ci10Baphb,
BBITIOJIHUTE CJIelyIolye IeHCTBUS:

1. Boibepure nyHKT kKomaHAHoro MeHio MHcTrpymeHThl > HacTpaumBaeMblil clI0Bapb
(cm. Pucynok 105).

2. B oxnHe HacrpauBaeMblii CjI0Baph HaBe[lUTe KypCOp MBIIIM Ha CJIOBO, KOTOpOe
HeoOXO0IMMO y/IQJIMTh U3 CJIOBAapsl, U HAXKMUTe KHONIKY Y maiauTh (cM. Pucynok 107).

3. Haxwmute kHOnky I'oToBO, uTOOBI 3aBepUIMTb pelaKTUPOBaHMWe CJIOBapsi U 3aKpbITh

OKHO.

B | Hactpaweaemeld cnoeape >

MoirOduc YaanuTe

N

MogknoynTs loToBO

Pucynok 107 — Y ganenue ciioBa U3 cjioBaps
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Ytobbl ymanuTh CioBo 6e3 mepexofa B OKHO HACTpaWBaeMOIr'o CJIOBaps, IIEJIKHHUTE II0
JJAHHOMY CJIOBY IIpAaBOM KHOMKOM MBIIIM HENOCPe/ICTBEHHO B TEKCTe M BBIIOJIHUTE KOMaHIY

KOHTEeKCTHOI'O MeHIO YI[aJII/ITI) H3 CJIOBApA.

4.2.3.3 IIpoBepka rpaMMaTHKH

YTOoOB! OTKIIIOYMTH WJIM BKJIIOYWUTH IIPOBEPKY I'PAMMATHKH, BbIOepuTe IyHKT KOMAaHJIHOTO
MeH!0 MHcTpyMenTsI > IIpaBomicanue > IIpoBepka rpammaTtuku (cM. Pucynok 108).
BkitoyeHre M OTKIIIOYeHME peXyMMa IIPOBEPKM TI'pPaMMaTUKU IIPUMEHSIeTCS TOJIBKO K

TeKyleMy NOKYMEeHTY U He BJIMAET Hd APYIr'rMe OTKPLIThIe JOKYMEHTHI.

MHcTpymentss Bug  OBwwi goctyn  Hagetpolikw  Cnpaeka

Pexum oTobpakeHna ncnpasnedHnia  # |ﬁ_ At . — — -

— W = -
Mpasonucatue 4 Mpoeepka opdorpadui

HacTpaveaemuin cnoeaps Mpoeepka rpaMMaTHiN

Pucynok 108 — Komangnoe mento MHCTpyMeHTBI

[IpyuHIUIIBI IPOBEPKU IPAMMAaTUKH:

— SI3BIK IpOBEPKU rpaMMaTHKU BbIOMpaeTCsl aBTOMaTU4YeCKH 110 IIepBoy OykBe ab3ara.

— IlpoBepka rpaMmMaTHKH 3amyckaeTcs mocje HakaTus kiasuiy IIpo6en viu Enter npu
YCJIOBUH, YTO MPeJJIoJKeHHe 3aBepIlleHo.

— IlpennoxeHnne C rpamMMaTUYeCKOM OIIMOKOM IIOAYepKHBAeTCsl CHUHEeH BOJIHUCTOU

JIMHUEH.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2023 107



MonOdonc

4.2.4 CHOCKHI

CHoCKa — 3TO clipaBOYHas WM MOSICHUTeJIbHAsI “HPOPMAIIUsI K CJIIOBY WJIM ab3ally TeKCTa.

CHoCcka coCTOUT U3 cielyIolux 3yeMeHToB (cM. Pucynok 109):

— 3HAK CHOCKH — pacriojlaraeTcsi HeloCcpeJCTBeHHO I0cje CIoBa Wiv ab3aia, K KOTOpoMy
OTHOCHTCS CHOCKQ;

— HOMep U TeKCT CHOCKA — pacIlojaraloTCs BHU3Y CTPAHMIIbI, I10fi TOPU30HTAJIbLHOU

I‘IepTOI\/JI, CJIEHYIOHIGFI I1I0CJIe OCHOBHOI'O TeKCTa.

e T[locne aToro npennoMXKeHHs CTOMT 3HAK CHOCKH' .

! 3a HOMepPOM CHOCKH CTedYeT TexKCT CHOCKH.

CrpaHnua 1 1z 1

Pucynok 109 — CHocka

B Texymieii Bepcuu NpuiioXkeHUsl NOAJIep>KUBaeTCsl CKBO3HAsI HyMepallysl CHOCOK B IIpejiesiaX

BCEro JOKyMeHTa. ,HJ'IFI HyMepallu CHOCOK UCITIOJIb3YIOTCA apa6c1<1z1e LII/ICl)pr.

B TekcTe cHOCOK He IMOAAEeP>XXUBAETCA:
— IIOMCK U 3dMeHad JdHHBIX;

— IIpOBepKa IIPaBOIKCaHUS;

34dIINChb HCHpaBHEHHﬁ;

— I[O6aBJ'IeHI/Ie KOMMEHTapHeB.
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4.2.4.1 BcTraBuTh CHOCKY

CHOCKY MOXHO JT06aBUTh B JTIF000e MeCTO JOKyMeHTa, KpOMe KOJIOHTUTYJIOB.
Y10o6BI 106ABUTH CHOCKY, BBIIIOJIHUTE CJIe[IyIOlre JeHCTBUS:
1. VYkaxure MecTo AJisl BCTaBKM CHOCKU OJIHUM U3 CJIeJIyIOIINUX CII0CODO0B:

— YcTaHOBUTE KypCOp MBIIIU B TpebyeMoe MecTo TeKCTa.

— BroienuTe pparmeHT TekcTa, ocjie KOTOpOro He06X0IUMO BCTaBUTh CHOCKY.

— YcraHOBUTe KypCOp WM BbIJIeJIUTE sSUeWKy Tabiviibl, B KOTOPYI0 HeoOX0JIUMO
00aBUTH CHOCKY.

— BeigenuTe nuama3oH siueek, K KOTOPOMY HEOOXOMMO 100aBUTH CHOCKY. B maHHOM
Cly4yae 3HaK CHOCKM OyIeT yCTaHOBJIEH IIOC/Ie TIOCJIeJHerOo CHMBOJIA HWDKHEN
MPABOM STYEHKHU.

2. JlobaBbTe CHOCKY OJIHUM U3 CJIeIyIOIIUX CIIOCOOOB:

— Broibepute nyHkT koMmanaHoro MeHio BeraBka > CHocka (cm. Pucynok 110).

Beraeka Qopmar  WHotpyment Bug 06

MzobpameHue...

TekcToBDE None

&) Ouarypa 4
BEH Tabawua..

M) ®opmyna...

*=  Paspbis cTpaHnup Ctrl+Enter
‘= Paspuie pasgena

I Hymepauma cTpaHnl,. Alt=P

B KonoHTumyam

=: OrnaeneHue

¢ Cooinka... Ctrl+K

=1 [lepekpecTHan CcCBLAKA...

[]  3Zaknagka..

AE  CHocka Ctrl+Alt=F
[Z  Kommentapuii

B Jara

(0)  Bpems

Pucynok 110 — Komangnoe mento BeraBka
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— Ha maHemu wWHCTpyMeHTOB, B pasfene BcraBka HaXMUTe KHOIIKY —“=*.
. 1
Ha otobpasuBmieiics maHenmu BCTaBKM HaxkmuTe KHOTMKY AF  (CHocka)

(cm. Pucynok 111).

— AR
AaB6Bel AaB6Bsl ... @v Cf) E .

3aronoBok 3 3aronceok 4

WNzobpamenne... ~
.. TekcTosoe none O\
|\:\| Durypa ¥

@ Tatnaua... »

l/“‘\

\'];[./;l Dophyna...

—_ Pazpuie cTpaHuLp

— pelE cTp

—

L3

Pazpwie pasgena

Hymepaums cTpaniy,..

KonoHTHTYAb

OrnaeneHue

[ O &

Cewnka...

SN

MepekpecTHan cobliKa...

> ] W

Jaknagka...

Y

>
o

CHocka

Pucynok 111 — Ilanenb BcTaBku

— Haxwmure coderanue knaBuinn Ctrl+Alt+F / ~Option+3Cmd+F Ha ki1aBuatype.
3. B ykazaHHOM MecTe JIOKyMeHTa OTOOpa3WTCS 3HAK CHOCKH, a BHHM3Y CTPAHUIIBI —

HOMep CHOCKH. BBEI[I/ITE TeKCT CHOCKH II0CJIe ee HoMepd.

Ecimu [OKyMeHT He COfep)XXWT APYTMX CHOCOK, TO H00aB/IeHHOM CHOCKe Ha3HadaeTcs
HoMmep 1. Ecinm OOKyMeHT cCOfepXXUT Jpyryue CHOCKH, TO J100aBJIeHHOW CHOCKe Ha3HA4aeTcs

HOpHI[KOBbeI HOMep, COOTBETCTBYI-OH_[I/Iﬁ €e PAaCIIOJIOKeHUI0 OTHOCUTEJIbBHO APYT'UX CHOCOK.
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4.2.4.2 IlepeiiTi K CHOCKe

Yro6bl IeperTH K TeKCTy CHOCkM, HakmuTe Ha kiasuiry Ctrl / #8Cmd v menkHure 1o
3HaKy CHOCKM B OCHOBHOM TeKCTe IOKyMeHTa. Kypcop aBTOMaTWU4eCKU IIepeMeCTHTCSI B TEeKCT

CHOCKH B KOHIIe CTPaHUIIbI.

4.2.4.3 PegakTupoBaTh 1 $pOpMaTHPOBATh CHOCKY

P €IaKTHUpOBaHUE U (bOpMaTI/IpOBaHI/Ie TEKCTd CHOCKHM OCyHeCTBJIIeTCA aHaJIOTUYHO

pelakTUpPOBaHUIO U POPMATHPOBAHUIO OCHOBHOTO TEKCTA JIOKyMeHTa.

4.2.4.4 Y nanuTh CHOCKY

YTOoOBI yIaUTh CHOCKY, BBITIOJIHUTE OJJHO U3 CJIeJIYIONIUX JIeUCTBUM:

— YnanuTe 3HaK CHOCKM B OCHOBHOM TeKCTe JIOKyMeHTa. HoMep M TeKCT CHOCKU B KOHIle
CTPAHMIIBI YAAJISATCS aBTOMAaTUYeCKH.

— BrienuTe TeKCT CHOCKU WK ITIOMECTUTE KypCcop B JI000e MecTo TeKCTa CHOCKHU B KOHIIe
CTpPaHMIIBL. 3aTeM IIEJIKHUTe TPAaBOM KHOINKOW MBIIIA M BBIIOJHUTE KOMaHIY
KOHTEKCTHOTO MeHIO0 YHaJIUTh CHOCKY. 3HaK CHOCKA B OCHOBHOM TeKCTe JJOKyMeHTa

YOQIATCS aBTOMaTU4eCKHU.
[Tpu ynaneHun CHOCKYA HyMepaIusi OCTaBUIMXCS CHOCOK aBTOMaTU4eCKU OOHOBJISETCS.

4.2.4.5 NmniopT cHOCOK

[Tpunoxenue «MoinOduc TekcT» mopajiepkuBaeT KOPPEKTHYIO 3arpy3Ky U OTODpakeHHe
cHocok B fokymeHTax B dopmare Open XML (.docx) u ODF (.odt), co3naHHbIX, COOTBETCTBEHHO, B
TEeKCTOBBIX peflakTopax Microsoft Word u LibreOffice Writer.

HezaBucuMo OT TOro, kakue rapameTpbl ObUIM yCTAaHOBJIEHBI [IJII CHOCOK B yKa3aHHBIX
TEeKCTOBBIX peJlakTopaX, B npwioxkeHun «MonOduc TekcT» K HUMIOPTUPOBAHHBIM CHOCKaM
MIPUMEHSIIOTCS CJIe/TyIolKe TapaMeTphl:

— MapKepbl CHOCOK Mpeobpa3yroTcsl B apabckre UdpHI;

— yCTaHaBJIMBAETCS CKBO3HAsl HyMepalusi CHOCOK B TIpefiejiax BCero JJOKyMeHTa;

— CHOCKH OTO6pa)KaI-OTC$I TOJIBKO B KOHIIe CTPAHMUII.
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4.2.5 I'unepcchuIKA

B TekcT mokyMeHTa MOXHO J00aBUTH CCHUIKY Ha BeO-CTPaHMITY WIK afipec 3JIeKTPOHHOMH
MTOYTHI.

[Tpunoxenve «MorOduc Tekcr» pacro3HaeT W JenaeT aKTUBHBIMH CCBHUIKH, KOTOPbIe
HayMHATCI ¢ www, http, https, ftp, u amekTponHbIe ajpeca.

[Ipumepsi:

—  www.website.ru,

— https://website.com,

— http://website.ru,

—  ftp://192.100.0.0,

— mailto:user@domain.ru,

— user.name@domain.com.

Ytobbl u30exxaTh OMMOOK TIpu Tmepexoje 10 ccbuikaM, nepen URL  pexkomenmyercs

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

4.2.5.1 BcTaBUTH CCBUIKY

Ccbuika MoxkeT 0TobpaXkaThCsl B JOKyMeHTe B BUJIE:

— URL - Hanpumep, http://www.website.ru;

— TeKCTad — HallpuMep, CCbLJIKd.

YtoObI 100aBUTH B IOKyMeHT CChUIKY B BUujie URL, BeInosiHUTE Cefiytoliiye NeriCTBUS:
1. VcranoBuTe Kypcop Ha TO MeCTO, Ky/ila HeOOXOMMO BCTaBUTb CCHUIKY.
2. Bsenute URL ccriiku.

3. Haxwmure xiaBuiry IIpo6esn vnu Enter Ha kiiaBuaType.
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YTo6bI 106aBUTH B IOKYMEHT CCHUIKY B BUIe TeKCTa, BBIIIOJHUTE ClelyIoIiue IeHCTBUS:
1. VcraHoBuTe Kypcop Ha TO MeCTO, KyJla HeOOXOJIMMO BCTaBUTb CChUIKY. Ecim cchuiky

Tpe6yeTc;1 BCTAaBUTH B H‘-IEI;'IKy TH6JII/ILIBI, BblIeJInTe 3Ty H‘-IEI;'IKy HJIn YCTAHOBUTE B Hee

KypCOp.

2. BprinonHrTe KOMaHy BCTaBKU MMIIEPCCHUIKA OJTHUM U3 CJIeIyIOIIHUX CIIOCODO0B:

[Tpu BbIIENIEHHOM (pparMeHTe TeKCTa KOMaH/la He aKTUBHa.

— Broibepute nyHKT koMaHAHOTO MeHio BeraBka > Ccepuika (cM. Pucynok 112).

Beraeka @opmar  WHctpymentm  Bug OB

[ WzobpameHue...

TekcTosoe none

) ®urypa 4
EH TabBawua..

(M  Gopmysa...

*=  Paspbis cTpaHnup Ctrl+Enter
‘= Paspwie pasgena

I Hymepauma cTpaHnl,. Alt=P

B KonoHTumyam

=: OrnaeneHue

¢ Cooinka... Ctrl+K

Pucynok 112 — Komananoe mMenio BeraBka

— Ha nmanenn uHCTpyMeHTOB, B paslesie BcraBka HaXXMUTe KHOIIKY {f—) (CcpLika)

(cm. Pucynok 113).

AaB6Bel AaB6Bel’ .. [H. @ Cg') E

3aronoeok 3 3aronoeok 4 L

Bcraeka

Pucynok 113 — Pa3nen nanenu nacrpymenToB BeraBka
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— Ha manemu vHCTpyMeHTOB, B pasziene BeraBka HaxMuTe KHOMIKY =+ (cM. PucyHok 114).

Ha orobpasuBiiieiics maHeu BCTaBKY HAXKMUTE KHOIIKY r;f-) (Ccpuika).

[
AaBoBEl  AaB6BeI' ... [+ [ ) [=] - |

3aronoeok 3 3aronoeok 4 L

&

Wzobpamenne..

TekcToBDE None

]
T

|\_\| Durypa >
[

L_J TaGawua... H
@ Dopuyna...

w

Pazpeie cTpanuyw

i JC

w

Paspeie pasgena

Hymepauua cTpaHnl,..

(] ) G

KonoHTuTy AR
OrnaeneHne
é) Comnka...
= MepekpecTHan CobIKE. .

Pucynok 114 — [1anenb BcTaBKu

— lenkHuTe TMpaBOW KHOMKOW MBIIMIA MO MECTy, B KOTOPOM YCTaHOBJIEH KypCop,
WIA TI0 BBIJIEJIEHHON sYelike W BBHINOJIHATE KOMAaHAYy KOHTEKCTHOTO MeHIO

BcraBurnb CCBLIKY.

— Haxwmure coueranue kiasuil Ctrl+K / 8Cmd+K Ha kiiaBuarype.
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3. B oxue BcraButh cchuIky (cM. Pucynok 115), B mosie Anpec BBeaute URL ccbuiku.
4. B mosne TekcT BBeiuTe TeKCT, KOTOPBIN OyaeT oTobpaxkaThcst BMecTo URL cehbuky.

5. Haxwmwure kHonky OK, 4T06BI BCTaBUTH CCHUIKY.

Bcraeute coeinky *
MoirOdwc * .
https://myoffice.ru *

“ OTmeHa

Pucynok 115 — BcraBka rumnepccbuiku

4.2.5.2 PegakTHpoBaTh CCHUIKY

Yto6n1 pegaktrpoBaTh URL U TEKCT CCBIJIKY, BBITIOJIHUTE CIIeAYIOIIHe IeUCTBUS:
1. VcraHoBuTe Kypcop Ha CCBUIKY.
2. OTKpoOKTe OKHO pejaKTUPOBAHMs CChIJIKHA OJTHUM U3 CJIe[lyIOIIHUX CII0CODO0B:
— Bribepute nyHKT KoMaH/iHOTO MeHio BeraBka > Ccebuika (cM. Pucynok 112).
— Ha nanenu uHCTpyMeHTOB, B pasfieiie BcTaBka HaXMHTe KHOIKY (_j} (Cchbika)
(cMm. Pucynok 113).
— Ha nmanenmu uHCTpyMeHTOB, B pa3nesie BecraBka HakMyTe KHOTIKY === (cM. Pucynok 114).
Ha oTobpa3uBiiieiics maHev BCTaBKU HAXKMUTE KHOTIKY (_j} (Cchuika).
— IllenkHuUTe 1O CCbUIKE MIPAaBOM KHONKOW MBI M BBIIOJIHATE KOMaHIy
KOHTEKCTHOT'O MeHI0 PeakTHpoOBaTh CCHUIKY.

— Haxwmure coueranue kinasuml Ctrl+K / 2Cmd+K.
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3. B oxue PemakTupoBarh ccbuIKy (cM. PucyHok 116), B mone Anpec penakTupyuTe
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 116 — OxHo PeakTHpoBaTh CCHUIKY

4.2.5.3 IlepeiiTH 110 CCHLIKe

YTOOBI IepelTy 0 CChIIKe, IIeJIKHUTe 110 Hel, yAepuBasl Haxkatou kiasuily Ctrl / $6Cmd.

Beb6-cchiiiku OTKPBIBAIOTCS B Opay3epe, KOTOpbIH ucnoiib3yercss B OC 1o yMoT4aHUIO.

[Ipyu mepexose Mo CChbUIKe Ha 3JIEKTPOHHBIM a/ipeC OTKPBIBAETCSl MOYTOBAsi MPOTrpaMMa,
koTopasi ucnosnbdyercs B OC mo ymomyanuio. B gaHHON mporpaMme aBTOMaTH4YeCKd CO3/1aeTcs

HOBOe IIMCbMO, U B IIOJIe KOMy KOIIMPYeTCd aapecC BHeKTpOHHOﬁ IIOYTHI, YKaSaHHbeI B CCBLJIKeE.

4.2.5.4 KonnupoBaTh CCBLIKY

YToOhI CKOITMPOBATL CCBUIKY, IIEJIKHUTEe II0 HeM HpaBOﬁ KHOIKOW MBI M BBIIOJIHUTE

KOMdHy KOHTEKCTHOI'O MEHIO KOHI/IPOBEITI) aJipec CCbLIIKH.
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4.2.6 IlepexpecTHBIE CCHLIKH

[TepexkpecTHasi cCchUIka — 3TO CChUIKA Ha 3JIeMeHT, KOTOPBIM pacIlojioXKeH B JIPYTOM 4acTv
nokymeHta. B npunoxenun «MonOduc Tekcr» MOXHO c€O03AaTh CCBUIKY Ha 3arojoBOK
(cM. pasgmen 4.8.6.1), TyHKT HyMepOBaHHOro CcHHMcKa (cM. pasgen 4.3.3) wWid 3aKjIafiKy
(c™m. paznen 4.2.7).

B Texymieil BepcuM IpPWIOXEHWsI HeAOCTyIIHA paboTa C IepeKpecTHbIMU CChUIKaMU
HeIoJIIep>KMBaeMoro THUIa (CHOCKa, KOHIleBasi CHOCKA, pUCYHOK, Tabnuia, ¢opMyiia), CO3aHHBIMU

B CTOPOHHHUX peJaKTOpax.

4.2.6.1 BcTaBUTH epeKpecTHYIO CCBUIKY

YT06BI CO3/1aTh NIEPEeKPeCTHYIO CChUIKY, BBIIIOJIHUTE Clleylollye NeCTBUS:

1. YcraHoBuTe Kypcop B TO MeCTO JIOKYMeHTa, Ky/ila He0OOXOIMUMO BCTaBUTh [1ePeKPeCTHYI0
CCBUJIKY.

2. OTkpoiiTe OKHO paboThI C IepeKPeCTHbIMUA CChUIKAMU OJIHUM U3 CJIeIyIOIIUX CIIOCOOOB:
— DBruibepute nyHKT komaHgHOro MeHI0 BcraBka > IlepekpecTHas cchbuIKa

(cm. Pucynok 117).

Beraeka @®opmar  Wectpymednts Bug  OG

Hzobpaxerne..,

TekcToeoe none

Durypa L

Tabamua...

TEH G HE

{_
=

Dopyaa...

Paspwie cTpaHmuw Ctrl+Enter

mf 1IC

Paspuie pasaena
Hymepauma cTpaHuL,.. Alt+P

KonoHTUTY A

M m #

OrnagneHue

Coulnka... Ctrl+K

53

]

MepekpecTHan copiaka..,

Pucynok 117 — Komananoe menio BecraBka
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— Ha nanenu uncTpyMeHTOB, B pazzieiie BecraBka HakmuTe KHOTIKY === (cM. Pucynok 118).

Ha orobpasusiiielics naHenmu BCTaBKU HaxkmuTe KHOTIKY |~ (IlepexkpecTHast cchuIKa).

— OrtkpoiiTe OKHO OBICTPbIX AeHcTBUM (cM. pasfen 3.6) U BblOepUTe KOMaHAY

IIepexpecTHas cChLIKa.

IR 00 U
B BB,

B  AaBbBel AaB6Bsl

Jaronoeok 3

Jaronoeok 4

4 B’

—
A

L

[

MO ® I I &

SN

'Ifll

)

2]

HMzo0bpaxerue...

TekcToBDE NOAE

Durypa

Tabamua...

Dopryaa...

Pazprie cTpaHuUm

Paspwie pasgena

Hymepauua cTpadiL,..

KonoHTUTY AR

OrnagneHue

Cebinka...

MepekpecTHan coulaka...

Iaknagka...

Pucynok 118 — Ilanenb BcTaBku
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3. B okne IlepexkpectHass ccbiika (cMm. Pucynok 119), B BhimajaromeMm CIHCKe
Tun ccbUIKM BbIOEpUTe THII 3JIeMeHTa, Ha KOTOpPbIM OyleT yKa3blBaTbh CChUIKA:

3arosioBok, HymepoBaHHBII clIMCOK MM 3aKIaIKa.

MepekpecTHan coblka et

Tun coutakm;

3aronoBok w

CowinaTtecd Has

Jaronosok 1

daronoBok 2

daronosok 3

BcraenTe CCbINKY Ha.

TekcT 3aronoBKa w

BcraBuTe OTMEeHWUTE

Pucynok 119 — OxHo IlepekpecTHas cchliiKa

4. B mone CchuiaThesi Ha BhIOEpUTe KOHKPETHBIN 37IeMeHT, Ha KOTOPBIM Oy/ieT yKa3biBaTh
cchlUika. B maHHOM mojle aBTOMaTH4YecKd GOPMHUPYETCsi CIIMCOK BCeX 3JIEMEHTOB TOTO
THIIA, KOTOPBIM ObUT BHIOpAH Ha MpeIbIAyIIeM IIare.

5. B Brimaparomem crnucke BCTaBHTH CCBUIKY Ha YKaXXUTE YUCIOBOE WJIM TEKCTOBOE
3HaueHWe TMepeKpecTHOM ccbulkd. CIHUCOK 3HAuYeHWNW 3aBHUCUT OT THUIA 3JIeMEHTa,

BbIOpaHHOTO paHee.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2023 119



MonOdonc

— Jlns anieMeHTa THIa 3aroI0BOK BbIOeprTe OTHO M3 CIIeAYIOIIUX 3HAaUeHHH:

TekcT 3aro/I0BKa — TeKCT 3aroJIOBKa.

Homep cTpaHunpl — HOMep CTPaHHUIIBI, HA KOTOPOM pacIioyioXeH BbIOpaHHBIN
3aroJI0BOK.

Homep 3arosioBka (KpaTkKHii) — KpaTKUil HOMEp 3aroJiOBKa, SIBJISIOIIEroCs
IIYHKTOM MHOT'OYPOBHEBOI'O CIIMCKa. Hampumep, ccelika Ha 3arojloBOoK C
HoMepoM l.c.ii OyzeT npejicTaBiieHa Kak ii.

Homep 3arosioBka (IIOJIHBINH) — IIOJHBIA HOMep 3arojioBKa, SIBJISIONIEroCs
ITyHKTOM MHOTOYpOBHeBoro civcka. Hanpumep, 1.c.ii.

Beimme/Hmzke — CJIOBO  «BBILIE», eCIIM  3arOJIOBOK  HAXOJUTCSI  BbIIIIe
[IepeKpPeCTHOM CCBUIKM, WM «HIDKEe», eCId 3arojIoOBOK HAXOAWUTCS HUXKe

HEpEKpECTHOIZ ccoputku. IlooxkeHue 3arojioBka onpenensaeTcsa aBTOMaTUYeCKH.

— HJ’[H dJIeMeHTa THIIad HyMEpOBaHHbIﬁ CITHCOK BbI6€pI/ITe OOHO H3 CIeJyroHiuX

3HAYeHUU:

HomMep cTpaHuubl — HOMep CTpPaHHUIIbI, HA KOTOPOM pacIioyioXKeH BbIOPaHHBIN
ITYHKT CIIMCKA.

Homep »3emeHTa cnHcka (KpaTkKwil) — KpaTKHM HOMep IIyHKTA
MHOTOYpOoBHeBoro cnucka. Hanpumep, Homep nyHkTa l.c.ii Oyzner npezcrasien
Kak ii.

Homep anemenTa cnimcka (IIOJIHBIN) — MOJIHBIM HOMEP IIyHKTa MHOTOYPOBHEBOT'O
cnucka. Hanpumep, 1.c.ii.

TekcT 371eMeHTa CIIHCKA — TeKCT ITyHKTa CIIMCKa.

Bobime/Hm:ke — CJIOBO  «BBIIIE», €CIM ITyHKT CIIMCKA HAXOJUTCS BbIIIIe
[lepeKpPeCTHOM CCBUIKM, WIM «HWXe», eCd IYHKT CIIHCKa HaXOJWUTCS HUXKe
nepekpecTHOM  ccplikd.  IlojokeHmMe  IyHKTa  CIIMCKA  OIpefiesisieTcst

dBTOMdTH4YeCKH.

- ,HJ'[H 3JIeMeHTa THIId BaKJIalIKa BbI6epI/ITe OTHO M3 CJIeAYIOIIUX 3HAYEeHUM:

Tekcr 3akiIagku — ¢dparMeHT TeKCTa, Ha KOTOPOM YCTaHOBJIEHA 3aKJIaJKa.
JlaHHOe 3HaueHHe MOXKHO BbIOpATh TOJIBKO ISl 3aKJIaJIKU, KOTOpasi yCTaHOBJIeHa
Ha BbIJIEJIeHHOM TEeKCTe, a He Ha TOJIOXKeHUH Kypcopa.

Homep cTpaHHIIbI — HOMep CTpaHUIlbl, HA KOTOPOM PacIioyioXKeHa 3aKJIajKa.
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e Homep »3nemenra cnmcka (KpaTKumil) — KpaTKWii HOMep IIyHKTa
MHOTOYPOBHEBOT'O CITMCKA, HAa KOTOPOM YCTaHOBJIeHA 3akjajka. Hampumep,
HOMep myHKTa l.c.ii Oyzer mpejicTaBieH Kak ii.

e Homep »5snemenTa cmucka (IOHBIA) — TIOJHBIA HOMEp  ITyHKTA
MHOTOYPOBHEBOT'O CITMCKA, Ha KOTOPOM YCTaHOBJIEHa 3aKjajka. Harmpumep,
1.c.ii.

e Brime/HmKe — CJIOBO «BBIIIEy», eCITM 3aKJIajIka HAXOJIUTCS BhIIIE MEePeKPeCTHOM
CCBUIKH, WIN «HUXey», eCIM 3aKJIaZika HaXxOIUTCsl HIKe TepeKpPeCcTHOW CChUIKH.
[TonoxkeHye 3aKJIaIKK OTIPEIeJIIeTCSl aBTOMATHIECKH.

6. Haxmwute kHOnKy BcTaBUTB.

Eciyv mepekpecTHasi CChUIKa YCTaHOBJIEHA HEKOPPEKTHO, BMeCTO 3HA4eHHs CChUIKU

0TOOpaXkaeTcst CUMBOJI #.

AmnanornyabiM 06pa3oM BCTaBbTe B JIOKYMEHT JIPYTHe TIepeKPecTHbIE CCHIUIKH.
OxHO paboThl CO CChUIKaMU He 6JIOKMpYyeT paboTy C IJIaBHBIM OKHOM IpUiIoKeHHus. UToObI

3dKPBITb IdHHOE OKHO, HA>)XMHUTEe KHOIIKY B ero 3aroJjioBKe.

4.2.6.2 IlepeiiTu no cchLIKe

YroOBbI IepeiTH 110 CChIIKe, LeJIKHUTe 110 Hel, yaepxkrBas HakaToy kiasuiry Ctrl / $6Cmd.

4.2.6.3 OOHOBUTH IepeKpecTHbIe CCHLIIKU

(0633 (0): (2317 () IepeKkpeCTHbIX CCbLIIOK OCYyHIeCTBJIIeTCS dBTOMATUYECKU.

4.2.6.4 I3MeHUTH NIepeKPeCcTHYI0 CCBLIKY

YToOBI M3MEHUTh CYIIEeCTBYIOIIYIO ITepeKpeCTHYI0 CCBUIKY, YAdJIUTe ee TdK, KdK OIIMCAHO

HUXe, U 100aBbTe HOBYIO IIepeKpPeCTHYIO CChUIKY TaK, KakK OMMCAHO BHIIIIE.
4.2.6.5 YnanuTh nepeKpecTHYI0 CCBUIKY

YToOhI YAAJIUTh TIepeKpeCTHYI0 CCbUIKY, BbIJEJINTe ee MMeJYKOM MbIIN W HAXMUTe

kiaBuiny Delete Ha kiaBuarype.
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4.2.7 3axkiagku

3akianku B npuioxeHud «MonOduc TekcT» aHaIOrMYHBI 3aK/IaJIkaM B OOBIYHOUM KHMTe.
Onu mnomoraloT OBbICTPO BepHYTbCS K BaXXHbIM MeCTaM B JJOKyMeHTe. 3ak/JIaJIKu MOXXHO
yCTaHABJIMBaTh Ha pparMeHTax TeKCTa, TabJauIlaXx U UX 3jieMeHTax (CTpOKax, CTOJIOIax, suerKax),

M300pakeHUsIX ¥ KOJIOHTUTYJIaX.

4.2.7.1 BcraBUTb 3aKJIaiIKy

YT06bI BCTaBUTH 3aKJIaJKY B IOKYMEHT, BbITIOJTHUTE CeAyIolre IeCTBHUS:

1. VcranoBute Kypcop B TpeOyemoe MecTO IOKyMeHTa WIH BblJlelIuTe 00BbeKT, Ha KOTOPOM
HY>XHO YCTaHOBUTb 3aKJIAJIKY.

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

— Broibepute nyHKT kKOMaHAHOTO MeHI0O BeraBka > 3akianka (cm. Pucynok 120).

Beraeka @®opmar  Wectpymednts Bug  OG

Hzobpaxerne..,

TekcToeoe none

Durypa L

B @O

Tabamua...

-
\.ﬁ.‘—'

Dopyaa...

-

Paspwie cTpaHmuw Ctrl+Enter

mf 1IC

Paspuie pazaena
Hymepaumna cTpaHuL,.. Alt=P

KenoHTUTY AW

M m #

OrnagneHue

¢ Copinka... Ctrl=K
=1 [lepekpecTHan cCbiAKA...

[l 3aknagka.

Pucynok 120 — KomangHoe mento BeraBka
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— Ha nanenu uncTpyMeHTOB, B pazzieiie BecraBka HakmuTe KHOTIKY === (cM. Pucynok 121).

Ha orobpasuBiiieiics maHeu BCTaBKY HAXKMUTE KHOIIKY m (3axmanka).

DAY 00 W
B BB,

AaBoBBl Aab6Bel

3aroNoeok 3

3aronceok 4

=] [’

—

T

r__l

MO ® I I &

N

> )

MzobpaxeHne...

TekcToeoe None

Durypa

TaGavua...

Dopmynd...

Pazpbie cTpaHWLE

Paspwie pasgena

Hymepauma cTpaHnl,..

KenoHTUTY AR

COrnagneHue

Cobinka...

MepekpecTHan copiaka..,

Jaknagka...

[

Pucynoxk 121 — IlaHenb BcTaBkU
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3. B okue 3akmaaku (cM. PucyHok 122), B mosie BBOJja YKaKWTe Ha3BaHHE 3aKJIa/IKU.
Ha3BaHuve HOBOW 3ak/Iaku He J[JOJ/DKHO COBIAJATh C HA3BAHUSIMH CYIIECTBYIOIIUX

3dKJIaJ0K.

3aknageu >

3aknaaka 1 > ‘

CopTupoEaTh:

O no MMeHK no NopagKy

(nycro)

Pucynok 122 — OxHo 3aknaaku

4. HaxmuTe KHOIKY v kiasuily Enter Ha kimaBuarype (cm. Pucynok 122).

3akazika 106aBUTCs B ciucok (cMm. Pucynok 123).

Jaknageu >

‘ |_..'1E'EC1—|«1'5 3akKna kKA

CopTWpoEaTh:

O no MMeHI no Nopaiky

Jaknagka 1

Pucynok 123 — 3akiiazika no6aBneHa
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5. 3akpouTe OKHO 3aKJIa/IKH.

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

4.2.7.2 OTOOpa3uTh 3aKJIATKH

YToOBl 0TOOpPA3WUTh 3aKIaJIKK B JOKyMeHTe (cM. PucyHok 124), BKIIOYMTEe OTOOpaXKeHHe

HerevyaTaeMbIX CUMBOJIOB (CM. pazzen 4.9.2).

B.koHie.3TOro-npenn mKEHHﬂ-}-'craﬂaﬁnEHa-aama,u,HéI‘

Pucynok 124 — OTobpakeHue 3aKkIafiKu

4.2.7.3 IlepeiiTu K 3aKJIafiKke

YroObl mEepedTH K 3aKafike, YCTAHOBJIIEHHOM B JOKYMeHTe, BBIIIOJIHUTE OOHO U3
CIIeYIOIIUX NeUCTBUIA:
— Boibepute nyHKT koMaHAHOTO MeHI0 BeraBka > 3akiaaka (cm. Pucynok 120).

— Ha nanenu uHCTpyMeHTOB, B pazfiejie BecraBka HakmuTe KHOMKY = (cM. Pucynok 121).

Ha otobpasuBiiielics maHeyid BCTaBKA HAKMHUTE KHOIIKY |.-| (3akyIaaka).

OTkpoeTcst OKHO 3aKJIaIKH CO CIIMCKOM 3akjafok (cM. PucyHok 125).

3aKJIafiKki MO>KHO OTCOPTHPOBATh B CIMCKe CIIeAYIONUME CIIocobaMu:

— 10 MMEHH — COPTUPOBKAa 3aKiafiok o andasuty (ot A no ). JaHHbII cnocob
COPTHUPOBKU BBIOpaH M0 yMOJTYaHUIO.

— 10 MOPAJKY — COPTHUPOBKA 3aK/IQJIOK B TOpPsAKe WX PACIOOXeHUS B JIOKyMeHTe

(cBepxy BHUB).

Bribepute B crnmcke HavMeHoBaHHe Tpebyemoid 3akiajiku. Kypcop mepemecTtutcss B TO

MeCTO JOKyYMeHTd, Hd KOTOPOM yCTaHOBJIeHa 3dKJIa/IKd.
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3aknagkm *

CopTupoeaTe

O no vmenn no nopagky
3aknagka 1
Jaknagka 2

3awknanka 3

Pucynok 125 — OxHo 3aknaaku

4.2.7.4 IlepenMeHOBATh 3aKJIAAKY

YToOb! IeperMeHOBaTh 3aKJIa/IKY, BBITIOJTHUTE CJIe/IyIole IeHCTBUS:
1. OtkporiTe OKHO 3aKJIaIKU OJHUM U3 CJIeIyIOIINUX CIIOCOOO0B:
— Broibepute nyHkT koMaHaHOro MeHio BeraBka > 3akinanka (cM. Pucynok 120).
— Ha nanenu uncrpymeHTOB, B paszienie BecraBka HakmuTe KHOMKY “*¢ (cM. Pucynok 121).
Ha oToOpasuBiieiicst maHer BCTaBKU HAXKMUTE KHOTIKY |_| (3akyagka).
2. B oxue 3akmagku (cM. PucyHok 126) HaBeqTe Kypcop MBIIIM Ha 3aKJIaJIKy, KOTOPYIO
TpebyeTcsl TepeMMeHOBaTh, U HAXKMHUTe KHOTIKY / (IlepenmeHoBaTh).

3. PeHaKTHPYﬁTe Ha3BdHUWE 3dKJIdIKX U HA’KMUTE KJIdBUIITY Enter Ha KJIdBUATYype.

Jaknagku *
CopTMpoBaTh
O o vmenn no Nopagky
Jaknagka 1 fl:é mf
3aknagka 2
3aknagka 3

Pucynok 126 — IleperimeHnoBaHMe 3aK/1aJIK1
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4.2.7.5 YmanuTh 3aKJIagKy

YToO6B! YAINUTh 3aKJIJIKy, BBITOIHUTE CIeAyIoIIye IeHCTBUS:
1. OrtkpoiiTe OKHO 3aKJIagKH OJHUM U3 CJIeYIOLIUX CIIOCOOOB:
— BribepuTe nyHKT KOMaHHOTO MeHI0 BeraBka > 3akiaaka (cMm. Pucynok 120).
— Ha nmanemu uHCTpyMeHTOB, B pasziernie BeraBka HakmuTe KHOTIKY ==+ (cM. Pucynok 121).
Ha orobpasuBiienics maHeau BCTaBKY HA)KMUTe KHOIIKY |_| (3axmanka).
2. B okne 3akmagku (cMm. PucynHok 127) HaBeguTe Kypcop MBIIIKM Ha 3aKIIQJIKY,

KOTOPYIO TpeOyeTcs yIaluTh, U HAKMUTe KHOTIKY 1] (Y Aa/IUTh 3aKJIAJIKY).

Jaknagku >
HazeaHwe nagKm
CopTWpoBaTh
© no vumenn no NopALKY
Jaknagka 1 & W
Jaknagka 2
Jaknagka 3

Pucynok 127 — Y nanenue 3akyiajiku
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4.2.8 BcTaBuTH TEKYILYIO0 ATy HWJIH BpeMs

B moboe MecTo JAOKYMEHTad, 3a4 MHCKIII0OYeHrHeM KOJIOHTUTYJIOB,

TeKyIIYIO JaTy WA BpeMsl.

MO’>KHO BCTadBHTb

YToOBI BCTAaBUTD B IOKYMEHT TEKYIIYIO ATy, BLITIOJHUATE CIeIyIoIIe JeHCTBUS:

1. YcraHoBuTe Kypcop Ha TO MeCTo, KyJla HeOOXOAUMO BCTaBUTh TEKYIIyIO IaTy.

2. BroimonHUTe KOMaHY BCTaBKU OJJHUM M3 CIIEIYIOIINX CIIOCOOOB:

— Bribepute nyHkT KoMaHiHOrO MeHio BeraBka > Jlara (cm. Prucynok 128).

Beraeka @opmar  Wectpymednts Bug OB

Wsobpakerue...

TekcToeoe none

& Ourypa b
BEH TabBawua...

(M)  Dopmyaa...

*=  Pazpeie cTpaHML Ctrl+Enter
"= Pazpeie pasgena

i Hymepauws cTpaHu,.. Alt+P

B KosoHTuTyaw

=: QOraaenerwne

& Copinka... Ctrl+K

=l [lepekpecTHan cculka...

[[]  3Zaknagka...

AE  CHocka Ctrl+Alt+F
[Z  KommeHTtapwii

= Jara

(D) Bpems

Pucynok 128 — Komananoe menio BeraBka
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— Ha nanenu uncTpyMeHTOB, B pazzieiie BeraBka HaxkmuTte KHOTIKY “*° (cM. Pucynok 129).

o —
Ha orobpasuBiiieiics maHeny BCTaBKYA HAXKMUTe KHOMKY |1 (laTa).

S
BB BE,

AaBoBel AaBo6Bel

3aronceck 3

3aronoBok 4

WEHO@WS WMOEGI It & C

WzobpaxeHue..,

TekcToBOE None

Durypa

Tabauua...

Qopmyna...

Pazpbie cTpaHuuw

Pazpuie pazgena

Hymepaumra cTpaHiL,.

KonoHTHTy.AR

COrnaeneHwe

Coounka...

MepekpecTHan CoBIKA..,

3aknagka...
1
CHocka
Kommertapnia
"1
fara
@ Bpema

Pucynok 129 — Ilanenb BcTaBku
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Yro6bI BCTaBUTH B IOKYMEHT TeKylIiee BpeMsl, BBITIOJIHUTE CIIeYIOIIHe NeHCTBHUS:
1. YcraHoBuTe Kypcop Ha TO MeCTO, KyJla HeOOXOIUMO BCTaBUTh TEKYIIee BpeMsl.
2. BeinonHMUTe KOMaHAY BCTAaBKU OJTHAM U3 CJIeIyIOIINX CIIOCOOOB:

— Bribepute nyHKT KOMaHIHOTO MeHIO BecraBka > Bpems (cm. Pucynok 128).

— Ha mnaHenu wuWHCTpyMeHTOB, B pa3fene BcraBka HaxmuTe KHONKY -===. Ha

0TO6pasHUBLIeICA [TaHeM BCTAaBKU HaskmuTe KHomky | ) (Bpemst) (cm. PucyHok 129).

Bcrasngemeie JaHHBbIe SBJIAIOTCS CTATHYHBIMH, TO eCTb He OOHOBIJISIOTCS IIprU U3MEHEeHUH

daKkTUYeCKUX AaThbl U BpEMEHHU.
4.2.9 Ilouck ¥ 3aMeHa JaHHEBIX
4.2.9.1 Ilouck no JOKyMeHTy
YToObI HANTU JAaHHBIE B TEKYIleM JIOKYMeHTe, BBIIIOJIHUTE CIIeAYIolre 1eACTBHS:

1. OrtkpoiiTe nMaHesb MOKMCKA OJHUM U3 CJIeJIyIOIIHUX CIIOCODO0B:

— Bribepute nyHkT komaniHoro Mesto IlpaBka > ITouck (cm. Pucynok 130).

Mpaeka Bcraska @opmar  VHctpymednte Bug  Of

= OTMeHWTB Ctrl+Z

" MoetopuTe Ctrl+Y

o Bripezate Ctrl+X

Keonwposate Ctrl=C

[Ty BcTasuTh Ctrl=V
BcTaBWThb ToMBKD TEKCT
Beraeuts uz Gydepa obmena r

£ KonwposaTe dopMaTMpoEaHWe Ctrl+5hift+C
MpUMeHWTE §opMaTUpOBaHKWE Ctrl+5Shift+V
BmaenuTk BCe Ctri+A
JAWKUTHUTE OT M3MEHEHWIA
CHATE 3aWwuTy

1 Mowck Ctrl+F

Pucynok 130 — Komangnoe mento IIpaBka
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— Ha 6okoBoi#t manenu Haxkmure KHonky () (cM. Pucysok 131).

\d Hoewii gokyment 1 - MoiOdumc - O *
®aiin  [paska Bcraska @opmat  Whctpymentm  Bug  OBwwid goctyn  Haactpoiikn  Cnpaska
v VA ﬁ v é KO Thames |v| | 14 |v| A7 AT =y =~ T~ TT
Sy 9 C € XK KUY = LvE€v Ev E=H~ T
Dann Mpaska WpudT AB3ay Crinn BecraBka ~
2 I | 2 3 4 s 6 7 g e w1z 13 "
= Q
Halitn
3aMeHWUTE Ha
JaMeHUTh JaMeHWTE Bce
Mapametpbl noncka
Beck aokyMeHT hd
C yueTom perucrpa
3
Tonsko cnoea LenmKon
&
3aMeHATL € YUETOM perncrpa
v
£ >
CrpaHuua 1 w2 1 = ® + 100% v

Pucynok 131 — [Ianens noucka

— Haxwmure coderanue knaBuin Cirl+F / Cmd+F.
2. 1lpu HEOOXOMMOCTH yKa)XkuTe IapaMeTphl IIOKCKa:

— Becb npokymenT/bBe3 yuera KOJIOHTHTYJIOB — BBIIIOJIHUTH IIOMCK BO BCEM
JIOKyMeHTe, BKJII04asi KOJIOHTUTYJbI (CM. paszen 4.8.2), Wiu BBIIOJIHUTH MOUCK BO
BCEM JIOKyMeHTe, 32 UCKIIF0UeHHUEeM KOJIOHTUTYJIOB.

— C yueToM perucrpa — BBIIOJIHUTh MTOUCK C YYeTOM 3arjIaBHBIX U CTPOYHBIX OYKB B
VICKOMOM TeKCTe.

— Tonpko cnoBa IeJIMKOM — HAWTU TOJIBKO Ilejible CJIOBA, a He TeKCT, KOTOPbIM
SIBJISIETCS] 9aCThIO JIPYTOro CJIOBA.

3. B mose HaiiTi BBeguTe JaHHBIe IJId IIOKUCKA.

PEBYJ'IBTaTbI IIOUCKaA IIOACBETATCI B NOKYMEHTe. HCHOHLBYﬁTe KHOIIKU €  » II0[ CTPOKaMH

IIOMCKA 1 3aMeHBI, YTOOBI IepeMeniaTbCA 1o HaMJIeHHbIM (l)paFMEHTaM.
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4.2.9.2 3ameHa 110 IOKYMEHTY

YToObI HAWTH M 3aMEHUTHb OdHHbIe B TeKylleM JOKYMEeHTe, BBIIIOJIHHUTe CJIedyrolire

JeUCTBUL.

1.

6.

OTkpoiTe maHeNnb MOKMCKa OHUM U3 CIIeAYIOIINX CITIOCOOOB:

— Bribepute nyHKT KOMaHgHOTO MeHIo IIpaBka > Ilouck (cm. Pucynok 130).

— Ha 6okoBoi#t manenu Haxkmute KHonky () (cM. Pucysok 131).

— Haxwmure coderanue knaBuin Ctrl+F / Cmd+F.

[Ipy HEOOXOAMMOCTH YKAXKUTe TTapaMeTphbl ITOUCKA:

— Becb npokyment/Be3 yuera KOJIOHTHUTYJIOB — BBIIIOJIHUTH IIOMCK BO BCEM
JIOKyMeHTe, BKJII04asi KOJIOHTUTYJbI (CM. paszen 4.8.2), Wiy BBIIOJIHUTH MTOUCK BO
BCEM JIOKyMeHTe, 3a UCKJII0UeHHeM KOJIOHTUTYJIOB.

— C yueToM perucrpa — BBIIOJHUTh ITOUCK C YUeTOM 3arjIlaBHbIX U CTPOYHBIX OYKB B
VICKOMOM TeKCTe.

— Tonpko cnoBa IeJIMKOM — HAWTU TOJIBKO Ilejible CJI0BA, @ He TEeKCT, KOTOPbIM
SIBJISIETCS. 9aCThIO JIPYroro CJIOBa.

B nosie HaiiTu BBefiuTe TaHHBIe ISl TOMCKA.

B cTpoky 3ameHUTH Ha BBeJUTe JJaHHBIE JJIsl 3aMeHbI WM OCTaBbTe I0Jie MYCThIM, eCJIu

TpebyeTcsl yAalIUTh HaIeHHbIA pparMeHT.

Eciyn 3amenHy TpebyeTcsi BBIOJIHATH C Yy4eTOM 3arjlaBHbIX W CTPOYHBIX OyKB B

HaMJIeHHOM TeKCTe, II0CTaBbTe qmaxcox 3aMeHATh C Y4€eTOM perucrpa.

PeFI/ICTp YYUTBIBAETCA TOJIBKO JIS IIEPBOTO CUMBOJIA B HaMJIeHHOM CJIOBE.

ITpumep: B TekcTe JIOKyMeHTa HeoOXOJMMO 3aMeHUTb CJOBO  dozo6op
Ha cjoBo KoHmpakm. Ilpm 3Ttom cioBo 0doeo60p MokeT OBITh HANMCAHO KaK Co
CTPOYHOM, TaK U C 3arJIaBHOM OyKBBI (HampuMep, B Haudasle npeziioxenus). [TocraBbre
dnakok 3aMeHSITH C YyYeTOM perucrpa, 4robbl cJIoBo 0d02060p CO CTPOYHOU OYKBHI
3aMeHWIOCh Ha CJIOBO KOHMPAkmM €O CTPOYHOM OyKBBI, a ciioBo Jlo2o06op c 3ariaBHOU
OyKBbI 3aMeHUIIOCh Ha cjIoBo KoHmpakm c 3aryiaBHON OYKBBHI.

3aMeHUTe JIaHHbIe OTHUM U3 CJIeIYIOIIUX CII0COOOB:

— Haxwmure kHOTKY 3aMeHUTH, 4TOOBI 3aMEHUTHh JAHHbIE B TEKYIEM BbIIEJIEHHOM

¢dparmenre.
— Haxmure kHonky 3aMeHHTb Bce, YTOObI O/THOBPEMEHHO 3aMeHUTD JJaHHbIe BO BCeX

HaWJIeHHBIX (pparMeHTax.
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4.2.10 Ccpuiku Ha oOpa3oBaTeIbHbIe pecypChl

[Tpunoxenne «MoiOduc Texcr» B cocraBe nakera «MoiOduc Obpa3oBaHue» COREP>KUT
TaHeJTb CCbUIOK /17151 OBICTPOro Iiepexo/ia Ha pa3inyHble 0Opa3oBaTesibHble pecypchl (cM. PucyHok 132).
Cnmcok ccpiok Ha maHend O6pa3oBaHue sIBJIsieTCsl peJakTUPyeMbIM M HaCTPauBaeTCs! CUCTEMHBIM
a/IMAHHCTPaTOPOM.

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, KOTophii uctosb3yercss B OC 1Mo yMOTYaHHIO.

\od Hoewiii gokyment 1- MoiOdwuc Obpasosanne - O X
Qaiin  [lpaeka Bcraska Qopmar  WHotpyments Bug  OBwwid goctyn  Haactpoiikn  Cnpaeka
v v, [ @ v é XOThames |v| | 14 |~ A” AF =y = v [T TT
8y ©cC € K KUY -avEv =v == 7Y q
dain MNpaska WpudTt AB3ay Criuan Bcraska Lol
2 - 2 3 4 5 6 7 8 9 10 1M 2 i
E 153
E EAWHEA Koanekuua LludpoBelx Q
! OBpa3oeaTentHEX Pecypcos
0OC3.XpoHonaiitHep
R E Cucrema TectTMpoBaHua Let's test
E Translate.RU
n
[7]  AsByka MoiiOpuc
5
[7]  rno6anbHas naGopaTtopua
]
W
< >
CrpaHmua 1 ms 1 = *® + 1W00%

Pucynok 132 — [1anens Odpa3oBanue
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4.3 dopmaTupoBaHHe TEKCTa

4.3.1 lllpud el M cCTHIN

[Ipu paboTe c TEKCTOM MCIIONB3YIOTCS CTWIEBOe U IpsiMoe GOpMaTUpOBaHUe.

CruneBoe ¢opmaTupoBaHue — 3T0 0¢OpMJIeHHe OJIHOTUIIHBIX JJIEeMEHTOB TeKCTa
(3aroJIOBKOB, OCHOBHOI'O TEKCTa, MPHMEpOB U [Ap.) C MOMOIIbI0 cTwied. CTuieM Ha3bIBaeTcs
Habop mapaMeTpoB (OpMaTUpPOBaHHUS: HadepTaHWe W pa3Mep HIpU(TA, BbIpaBHUBAHUE TEKCTa,
ab3arHble OTCTYIbI, MEKCHMBOJIbHBINA UHTepBal U T.a. Hampumep, s opopmiieHHs: OCHOBHOTO
TeKCTa HCIoyb3yercs CTWib OObruHBIA. [IpyM co3gaHMM HOBOTO [JOKYMEHTa JTOT CTHIIb
110 YMOJI9YaHHIO IIPpUMEHAETCI KO BCeEMY TEeKCTY.

[Ipsimoe dopmaTupoBaHMe 3aK/II0YaeTcsl B IMPUMEHEeHWH IapaMeTpoB (GOpMaTUPOBAHUS
K IIPOM3BOJIbHBIM ¢parMeHTaM U ab3aiam TekcTa. lIpsmMoe d¢opmaTupoBaHHe HCIOIB3YyeTCs

B CO4YeTaHHHU CO CTUJIEBBIM (bOpMaTI/IpOBaHI/IEM.

4.3.1.1 Ctuan Tekcra

Ha3nauenuwe crunsi mo3BosiseT OBICTPO MPUMEHSTh OAWHAKOBoe ¢GOpMaTHpOBaHKe
TSl pa3HbIX GparMeHTOB TeKCTa, HarpuMep, 0GOPMIISTh 3ar0JIOBKU Pa3HBIX YPOBHEH, CCHUIKH U JIp.
Hnst obopmiieHUs: TeKCTa MOXHO HCIIOJIb30BaTh KaK IIpe/lyCTaHOBJIEHHbIe CTHJIM, TaK U CTWIH,

CO3[JaHHbIe BPYYHYIO.

4.3.1.1.1 BeiopaTts cTHIB

[To ymom4aHuiO IpU CO3[IaHUU JIOKYMEHTa MCIOJIb3yeTcsl CTWib O0bruHbIH. CTHUIIL TEKCTa
MO>KHO U3MEHUTb C ITIOMOIIBIO [TaHeId MHCTPYMEHTOB WMJIM OKHA OBICTPBIX JIeHCTBUM.
YTOOBl W3MEHWUTb CTWJIb C IIOMOIIBIO IAHEJIM WHCTPYMEHTOB, BBINIOJIHWTE CJeyIollne
JeUCTBUS:
1. VYkaxure ¢pparmMeHT TeKcTa, Jisi KOTOPOro TpeOyeTcs U3BMEeHUTh CTUIb:
— YToOBbl M3MEHUTb CTWIb [IJI1 OJIHOTO ab3alla, yCTaHOBUTE B HEro Kypcop WIH
BBIJIEJIUTE ero IeJINKOM.
— YTOoOBI U3MEHUTDH CTUJIb HECKOJIbKUX ab3alleB, BBIIEIUTE UX I[eJTUKOM.
2. Ha nmaHenu mHCTpyMeHTOB, B pasnesne Ctuiau Bbibepute TpeOyeMblil CTWIb U3 CIMCKA
oToOpaXkaeMbIX CTHJIEM WM HaKMHUTe KHOIKY °** U BbIOepuTe CTWJIb U3 BBINAJAIOIIero

criicka (cm. Prucynok 133).

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2023 134



MonOdonc

AaF6Be AabbB1 AaBoBB AaBoBel AaB6Bslr |':'|

OEbI4HbIA 3aronoeok 1 nen : E

#

Crani

AaBoBeITInEeE&KK33UuMi

DBbIYHBIM

AaBo6BBITInEeEéKmk33H

Jaronosok 1

AaBoBEBI'T/InEeE 4331l

Jaronoeok 2

AaB6BsI'rInEeEeKm3snlTiK

3aronoBok 3

AaB6BsIr/IaE ek eim 3l Ttk

Jaronoeok 4

AaB6Bel'r/InEeEéu3aMulliiKeL

3aronoBok 5

+ Cospars HOBBIA CTWEL

Pucynok 133 — Cricok cruneit

YTOOBI UIBMEHUTD CTUJIb C IIOMOIIBI0 OKHA OBICTPBIX AeMCTBUIA:
1. VYkaxure pparmMeHT TeKCTa, [jIsi KOTOPOro TpebyeTcss U3BMEeHUTb CTUIb!
— YroOBl WM3MeHUTh CTWIb [y OJHOrO ab3alja, yCTaHOBHUTE B Hero Kypcop WU
BbIJIEJIUTE ero 1[eJIMKOM.
— YT0OBI U3MEHUTH CTUJIb HECKOJIbKUX ab3alleB, BbIIeJIUTe UX I1eJINKOM.
2. OTkpoiiTe OKHO OBICTPBIX JEUCTBUN OHUM U3 CJIeAYIOIIUX CIIOCOOOB:
— Bribepute nyHkT komaHgHoro MeHo ChopaBka > bBeicTpele [nelicTBusS

(cMm. Pucynok 134).

Cnpaeka F1

BricTpmie geRCTEWA Crl=f

Pucynok 134 — Komangnoe menio CripaBka
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— Haxwmure couyeranme kiaBum Ctrl+/ nmpu pabore B OC Windows / OC Linux wiu
couderanue kiaBuil $£Cmd+/ npu pabote B OC macOS.
3. B okne 6picTpbIX HeucTBuM (cM. PucyHok 135) BbibepuTe TpebyeMblii CTWIIb OJIHUM M3

CJeTyIOIINX CIIOCOOOB:

+* OOBIYHLIH
Jaronosok 1
3aroJioBoK 2
3aronoBokK 3
Jaromoeok 4

JaromoBoK 5

HA3BAHHE J10...

Ilodsazonofok
KomonTiTya

CHoCKa

Pucynok 135 — OkHO OBICTPBIX AEUCTBUN

— Haunure BBOOWTH HaszBaHMe CTWIS B CTpoke noucka. Korma Tpebyemblii cTuib
0TOOpa3uTCs B pe3yJibTaTaxX IIOMCKA, BbIOEpUTe ero C MOMOIIbI0 MBIIIN WIN KJIaBUII
KJIaBUATYPBL:

e [llenkHHTe 10 CTPOKe CTUJIS JIEBOM KHOIIKOM MBIIIIN.
e DBrigennre CTPOKY CTHIIS C IIOMOIIBIO KJIaBUII KiaBUaTypsl CTpeska BBepx U
Crpeska BHU3 ¥ HaxmuTe KiaBuinry Enter.
— IlpokpyTtuTe criMcok KoMaH/ J10 KOHIIA. B 6yi0Kke CcTHIiell 1eTYKOM MBIIIY BbibepuTe

TpeOyeMbli CTUJIb.
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4.3.1.1.2 Co3mars CTHIBL

[Ipunoxenue «MoiiOduc TekcT» mnopmepkMBaeT BO3MOXHOCTb CO3/IaHUSI CTWIS Ha
OCHOBaHUM (pOpMaTHPOBAHUS BBIJIEJIEHHOTO TEKCTa WJIM TeKCTa, B KOTOPOM pacCIOJIOXeH KypCop.
HoBb1i1 cTriib co3paetcs ¢ peaycraHoBiIeHHBIM uMeHeM « CTuib 1», «CTumb 2» U T. 1.

J171s1 co3maHust HOBOTO CTHIISI BBITIOJTHUTE CIIeTyIOIHe JeUCTBUS:

1. Ilpumenute TpeOyemoe ¢opMaTUpOBaHWe K CJIOBY WIA ¢parMeHTy TeKcTa

(cM. Pucynok 136).
2. Boigenure faHHOe CJI0BO/(pparMeHT WM MIOCTaBbTe B HETO KypPCop.
3. Ha manenu MHCTpyMeHTOB, B pa3zesie CTHIH HAKMUTE KHOTIKY °*°.

4. B HmxHeln yactu BbIIIalatonlero CIIMCKd Ha’KMHUTE KHOIIKY + COBZIaTI) HOBBIN CTHIb.

v - + e = = = B I1 w —
AA - ===l AaboBe AaB0B1 AaB6BB AaB6Bel  AaB6BsI [...|
ﬁv &£ w = = 4= E[ v C|'|' d DEbI4HbI A 3aroncaok 1 Formnsnee Forensna 3 Fmmmmene 1
AB3au Crinm . - -

AabBoBeI'tTAnEeEEHx33HulI
OBbI4HBI
AaBoBaI'r/InEeE&mx3sH
3aronosok 1

«MoitO¢guc TexkcT» — yOOOHBIH peJakTop IS paboThl C TeKCTOBBIMH

JOKyMeHTaMH Jilo0 0il CIOHCHOCINLL. .. R
AaBOBBIT/INE eE&Hx331nl

Jaronoeok 2

AaB6BeITInEeEsKm3s nlTiK

3aronosok 3

AaB6BeIt/[zEeE émx3:Hnl itk

Jaronosok 4

AaBoBeI'rIaEeEém3sHulTiKelL

3aronosok 5

+ Coszpate HOBRIFA CTWAL

Pucynoxk 136 — Co3nianre HOBOTO CTHIIS
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Co3maHHbBIN CTHIIB OTOOPA3UTCS B BhINafarolieM crucke (cMm. Pucynok 137).

JocTynHO co3aHuve CTwied Ha OCHOBe HymepoBaHHbIX (1., 2.,

CO3[IdHHUH TAKOI'O CTUJIA CXeMa HyMepaluu 6y11€T BKJIIO4YeHad B CTHIJIb.

AaB6Bel'tIaEeEié a3z ulliKelL

JaronoBok 5

AABBBBITIJIEEE!

Ha3paHwe JOKYMEHTS

AaB6B6I=/18EeE e nec3aHuH iKw/In

Mog3aronoBok

AaEﬁEB-Fr',[[,.:EEEE}KHE.sHuF]ﬁI{RJ'[:tMMHHD
KonoHTHTYN

AaB6BelrAnEeEeKxIsMuHaKelnM

AaB6B6I2/T0E eE &inc33Huli

CTine1

+ Co3gate HOBLIA CTWAB

Pucynok 137 — Ilonb30BaTenbCKuii CTUIb

4.3.1.1.3 PenakTHpOBaTh CTHJIb

3. ...) 3arosioBKoB. [Ipu

[TapameTps! popmMaTHpOBaHUS JTFOOOTO CTUIISI MOXXHO U3MEHUTb BPYUYHYIO.

YTtobBI U3MEHUTH CTHWJIb, BBITIOJIHUTE CJIeayIolire IeHCTBUS:

S A

Brinienite pparmMeHT TeKcTa, K KOTOPOMY IIpUMeHeH TpeOyeMblii CTHIIb.
Buecurte Heo6xoMMble n3MeHeHUs B GopMaTupoBanue (cM. Prucynok 138).
Ha nanenu uHCcTpymMeHTOB, B pasnerne CTHIM HA)XKMUTE KHOIIKY === .

B BbITIaIdIOIIIEM CIIMCKe HaBeJuTe KYypCOp MbIIIHK HAa Ha3BdHHUE 3TOro CTWIA H

HaXXMUTe KHOTIKY ‘= (OOHOBUTH CTHJIb 110 BEHIOpAHHOMY (pparmMeHry).
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HBMeHeHI/Iﬂ, BHeCeHHble B CTWUJIb, dBTOMATHUYeCKH IIPDUMEHAI0TCA KO BCeM (bpaFMEHTaM

TeKCTad, K KOTOPbIM IIpUMeHeH JIQHHBIN CTHUJIb.

£

=
I

£
I
11
il
11
=

— " AaboBel AaB6B1 AaB6Be AaBoBsl = Aab06B6 |...|

O6bI4HbI# 3aronoceok 1 —

I»
£
ks
£
il
£
T
|

lil

I
£

|

AB3ay CTram -
AaBoBel'rIaEek k3 HulTiKel

3aronoBoK 5

AABEBBBIT/JIEEE]

Ha3pahwe JokKyMeHTa
«MoiiOguc Texcm» — ydobHblil pedakmop dna padomsi ¢ mexkcmoGsiMu
DOKYMeHmaMU 110001l COHCHOCILL . .
AaB6B8Is/]oE ek EM nc3sHuM iKr/Ia

Moasaronceok

AaBaBsll r,[[;EeEé)K)ichHuﬁﬁl{ml'[:[MMHHD

Konortimyn

AaB6BelrInEe EEx3aMulaKxaM

AaB6B6I2/I0E eE édnc3zHuli
Crune 1 b [}]j[

+ Co3aath HOBLIA CTUAL

Pucynok 138 — KHonku pefilakTHpOBaHUS U yAaJleHUs! CTUJIS

4.3.1.1.4 Ynanutrsb CTHIL

[Ipu HEoOxomuMoOCTH J1I0O0W CTHIIb, CO3JJaHHBIM BPY4YHYIO, MOXHO yAQIdTh. [ljisi 3TOTO
BBITIOJIHUTE CJIeyIOIIue IeUCTBUS:

1. Boigenurte pparMeHT TeKCTa, K KOTOPOMY ITpUMeHeH TpebyeMblil CTUIIb.

2. Ha nanenu UHCTPyMeHTOB, B pa3fesie CTHIH HAXKMUTE KHOIIKY -=:.

3. B BbImajaroIieM ClucKe HaBeAUTe KYpCOP MBIIIA HAa Ha3BaHWe 3TOT0 CTWIS U HAXKMUTE

kHorKy [ (YmamuTts cTrias) (cM. PucyHok 138).

ITocne yaajleHusda CTUJId KO BCeEM (1)pal"MeHTaM TeKCTa, Oq)OpMJ'IEHHbIM B JAaHHOM CTHIIe,

npuMeHsieTcss OOBIMHBIN CTHIIB.
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4.3.1.2 llpudr

[Io ymomyaHuiO T1IpU CO3MAaHUM JOKyMeHTa B npuioxeHun «MoiOduc Tekcr»
ucnosnb3yercs mpudT XO Thames.
YToOBl M3MEHUTh HIPUGT, BHIIIOJIHUTE Cleyolue JeHCTBYUS:
1. Brimenure TpebyeMblii GparMeHT TeKCTa.
2. Ha nanenu uHCTpyMeHTOB, B pa3zzesie IllIpudT mienkuuTe CTpesky crpaBa OT Ha3BaHUs
tekyiero mpudrta (cMm. Pucynok 139).

3. B orkpbiBiIeMcs ciucKe BbIbepUTe TpebyeMblii MIPUQT.

WMHctpymenter Bug  OBwwi goctyn HagcTpoikw  Cnpaeka

I | XO Thames \I:Nél 4 v AT AT =
~ 1
& /%O Thames Lv £v' =~
Ab3al
Cormoarant 4 -

PT Astra Sans

PT Astra Serif

PT 5ans

PT Serif

KO Caliburn

X0 Courser

KO Oriel

KO Oriel Condensed

KO Tahion

Pucynok 139 — Cnincok mpugToB

Pekomennyercs  ucnonb3oBaTh — mpudThl  cemedictBa X0, UYTOOBI  COXPaHSITh

¢dbopmaTrpoBaHye JOKYMeHTa IPY ero OTKPLITUU B JPYTUX OllepallUOHHBIX CUCTEMax.
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4.3.1.3 Pazmep mpudra

YT0o6b! MI3MEHUTh pa3Mep MIPUQTA, BBHIIOJIHUTE CIIeAyIOLe 1efCTBUS:

1. Beinenute Tpebyemblii pparMeHT TeKCTa.

2. Ha nmanenu uHCTpyMeHTOB, B pasfeiie IlIpudT miesnkHuTe CTpesiky crpaBa OT pa3mepa
Tekytero mpudrta (cM. Pucynok 140).

3. B oTKpbIBIIEMCS CIIHCKe BBIOEpUTe HeOOXOIUMBIN pa3mep mpudTa.

Ecmm Heob6xomrMoro pa3Mepa HET B CIIMCKe, 3a/laiiTe ero BPy4YHY0. [{jis aToro:

1. Ha maHenu uHCTpyMeHTOB, B pasfesne IIIpu¢T BeimenuTe Tekylee 3HaUeHHe pa3Mepa
mpudra.

2. Baenurte Heobxomumoe 3HaueHue. B kadecTBe pazjendresisi i JIPOOHBIX 3HAUEHUH
vcronb3yuTe 3anaryro. Hanpumep: 21,5.

3. Haxwmwure knaBuily Enter Ha kyiaBuarype.

MHcTpymentsr Bwg  OBwwi goctyn  Hagctpolikw  Cnpaeka

A XO Thames v |14

e

& K K Y AB T 8 v’ =~

W pudT AB3ay

i
[Te]
wn

12

o4

16

18

Pucynok 140 — Paamep mpudra
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st yBenmudeHusi padmepa mpudTa Ha OJIHY €JAWHUILY BBIIOJHUTE OJJHO M3 CJIeAYIOLIMX

JeMCTBUMH:

Bribepute nmyHkT komaHgHoro meHio Popmar > IllpudTel > YBeamuuthb pa3mep

mpudra (cM. Pucynok 141).

Gopmar  Meotpymente Bug  O6wwi goctyn Hapgctpoew  Cnpaexa

OuncTUTe GopMaTHpoBEaHKE Ctrl+5pace 14 |v| A a&‘+ = .

[rpE—

WpndTe: P K MomoxknpHedi Ctrl+B

BmipaeHweaHne » K Kypcue Ctrl=|
Y MoguepkHyToiii Cirl+U

Wzobpaxernne 3

TaGauua p A7 YMEHbWWTE pasmep wWpndTa

AT Yeenmuwte pazumep wpudTa

Pucynok 141 — Komananoe mento opmar

— Ha nasemu wuHCTpyMeHTOB, B pasziene IlIpupT Haxmure kHomky A (YBeauuuTsb

pa3mep mpudra) (cM. Pucynok 142).

WMuctpymentor Bug  OBwwi goctyn HagcTpoiikn  Cnpaeka

& X0 Thames v 14~ aAT AT = v
€ X K Y MBTF - Av &v'i=v
W pudT Ab3ay

Pucynok 142 — KHonku yBesiiyeHUs U yMeHbIlIeHHs pa3mepa IprdTa

HJISI YMeHbIIIeHHs pda3Mepa IIIpI/ICI)Ta Ha OJHY eOWHUIy BBIIIOJHHWTEe OOHO K3

CIIeIVIOIIUX JeUCTBUIA:
Bribepute nmyHkT komMaHgHOro MeHio ®opmar > IlIpudTel > YMeHBIIUTH pa3sMep

mpudra (cM. Pucynok 141).
Ha nanenmn uHCcTpymMeHTOB, B pasnene IlIpudt Haxkmure kHOnky 4 (YMeHbHINTH

pa3mep mpudra) (cM. PucyHnok 142).
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4.3.1.4 OdopmiieHne TeKkcTa

B npunoxxennu «MonOduc TekcT» MOXHO 10-pasHOMY OQOpPMIILTH (pparMeHThl TeKCTa,

YTOOBI BbBIJI€JINTb UX HA (l)OHe OCTAJIbHOI'O COAepKUMOr'o JOKyMEeHTd.

B Tabmuiie 5 mpencraBiieHbl BapuaHTBl OQOPMIIEHHSI TEKCTa C COOTBETCTBYIOIIMMH

KOMaHJIaMU.
Tabnuna 5 - Odpopmienue 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
[TonyxupHbIH
Popmar > .

Kypcuéb Iprdyror > Kypeus K Ctrl+I #¥Cmd+I
®opmar >

HomuepkuyThiti | lpudTs > Y Ctrl+U #Cmd+U
[ToguepkHyTBIN

BCE ®Popmar >

POITNCHEIE MIpudThr > AR Ctrl+Shift+A {1 Shift+3Cmd+A
Bce npornucHbie
®dopwmar >

3aCPKIY LA pudTs! > - - _
3auepKHYTHIN
®opmar >

Toncrpounmia 3HAK | IprdTer > s> Ko Ctrl+= #Cmd+=
[MoncTpovnblii 3HaK

) ®opmar > )

Haxcrpoutitit spax | pudTer > see> K Ctrl+Shift+= {Shift+8Cmd+=
Hancrpounsiii 3Hak
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4.3.1.5 IlBeT Tekcra

YroObl M3MEHUTH I[BET MIpUdTa B TEKCTe, BBHIIIOJIHUTE CIIeIyIoIIre 1eHCTBUSL:

1. Brbinenute Tpebyemblii pparMeHT TeKCTa.

2. Utobpl BBIOpATh MOCHEAHWM I[BET, KOTOPBLIM MpUMeHsUICs K HIpUdTy paHee,
Ha IaHeJM WHCTPyMeHTOB, B pasfeiie IlIpu¢T HakmMuTe KHOIKY i (IIBer Tekcra)
(cm. Pucynok 143).

3. Utobbl BRIOpATh MAJis TEeKCTA JPYroM I[BeT, HaXKMWUTe Ha CTPeJIKy CIipaBa OT KHOIKH
ﬁ (IIBet Texkcra).

4. BribepuTe HEOOXOIUMBIN IIBET OJTHUM U3 CIIETYIOIIUX CIIOCOOOB:

— Bribepute mopxopsmiuii 11Bet B Oiyoke Ilocimemnue mBera. B manHOM Oiioke
0TOOpaXkaroTCsl IMATh IIOCHeJHUX I[BeTOB, KOTOpble MCIIOIb30BAIIMCh IIpU
¢dbopMaTrMpoBaHNU JOKYMEeHTa paHee.

— Beibepute mnoaxopsmmii 1Ber B Oyioke IlBera Temnl. B pganHOM Oiloke

0T06pa>1<aeTc;1 [IBETOBaA IaJIruTpa TeMbl TeKyIiero JOKyMeHTa.

HoTpymedTe  Bug  OBwwid goctyn Hagotpoikn  Cnpaska

X0 Thames v 14 |v AT AT = =
X K 4T - AoV =y =

WpudT
MocnegHue LeeTa: |

LlpeTa TembI:

HEEEEE

Apyrve UpeTa...

H

il
o
L4

Pucynok 143 — []Bet TekcTa
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— Haxmure kHomky JIpyrue mnBera. B otkpeiBmiemcss okHe Bpibop 1mBera
(cm. Pucynok 144) ykaxwute Tpebyembidi 1BeT B Buje HEX-koma win B ¢popmare

RGB u Haxxmure kHoriky OK.

Brifop ueeta >
MpeanpocmoTp
o |
KpacHwin JeneHmi CHHKMA
o - o o o

Rt

Pucynok 144 — Oxno Beioop nBera

4.3.1.6 IIBeT BBIZICJICHHS TeKCTA

[Ipy pabore Haa [OKYMEHTOM OTAe/lbHble (pParMeHTHl TeKCTa MOXHO BBIJENSTh
pa3MYHBIMU 1IBeTaMH (110 TUIy MapKepa), YToObI cliejlaTh MX 3aMeTHee Ha (OHe OCTaJbHOTO
COJIepXXUMOT0 IOKYMeHTa.

YTOOBI BBIJIEJIUTE TEKCT I[BETOM, BHITIOJIHUTE CJIeAYIOIINe IeHCTBUS:

1. Beigenure TpeOGyeMbiii pparMeHT TEKCTa.

2. Ha nanenu nHcTpyMeHTOB, B pasiene IIpu¢T HaXkMuTe Ha CTPeJIKy CIlipaBa OT KHOIIKU

© (IIBet BhImesieHus TeKcTa) (cM. PucyHok 145).
3. B orkpbiBiIelics manuTpe BbibepuTe HeobxonuMmbli 1BeT. IlocnenHue detbipe

VICII0JIb30BAHHBIX I[BeTa 0TOOPaXkatoTCsl HaJ| MaJIUTPOH.

YroObl OBICTPO BBIIEIUTH TEKCT IIOCIEe[HMM MCIIOIb30BaHHBIM IIBETOM, BBIIIOJIHATE
CJleyouye 1eCcTBUL:

1. Brigenure TpeOyeMblii GparMeHT TeKCTa.

2. Ha nanenu unctpyMeHTOB, B pasnene IHIpudTt HaKMUTE KHONKY © (IIBeT BbIE/IEHUS

TEeKCTa).
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WHetpymentsr Bug  OBwwi goctyn Hagcrpoiikn  Cnpaeka

I XO Thames vl 14 v AT AT =y = = = =
© K K 4 ABF - ile%‘ v == B

WpndgT

Be3 upeta

Pucynok 145 — LIBet BbIzienieHus TekcTa

YToObl OTMEHUTD BblJleJIeHe TeKCTa IIBeTOM, BLITIOJTHUTE CJIeIyIolue TeHCTBUS:

1. Beimenure TpebyeMblii GparMeHT TEKCTa.

2. Ha mnaHenmu wuHCTpymMeHTOB, B pazaeiie IIpudT HaxxmMuTe HaA CTpesKy CIpaBa
OT KHOITK! & (IlBeT BBIJIEJICHMS TEKCTA).

3. B oTKpbIBIIeNCS NaIUTpe HaXkKMuUTe KHOIIKY be3 nBera.

4.3.2 BolpaBHHBaHHe U HHTePBaJIbl

HaCTpaI/IBaeMbIe BbIpaBHHUBaHNWEe, WHTEPBAJIbl U OTCTYIIbI HMCIIOJIB3YIOTCA IJid KOppGKTHOfI
OpraHr3dlilMi TeKCTa. Bnaronapﬂ O3TUM IIdpaMeTpaM MOXHO BH3YdaJIbHO pa3fedTb TeKCT B
COOTBETCTBHH C LIeJIIMHU I10JIb30BATeId.

YTobOBl H3MEHUTH IIapaMeTpbl HA4 JTalle CO34dHUAI c])aﬁna, BBEITIOJTHHUTE HEO6XOJ1PIMbIe
KOMaHJbl. Eciu u3MeHeHUsS BHOCSITCS B yxKe CYIHGCTBYIOHII/Iﬁ JOKYMEHT, BbIIejinTe (bpaI“MeHT,

IapaMeTpbl KOTOPOT'O HeOGXOHI/IMO HN3MEHUWTD, IIpeXx/e 9YeM BBITIOJIHATbL KOMaH/Ibl.

4.3.2.1 BeipaBHHBaHHe 10 TOPU30HTAJIN

YTOoOB! BEIPOBHSITh TEKCT 110 TOPU30HTAIM, BBITIOJIHUTE CJIelyIoIiye JeHCTBUS:
1. Boigenurte pparMeHT TEKCTa, sl KOTOPOTO TpeOyeTcs HACTPOUTh BbIpaBHUBAHUE.

2. BrimonHuTe oHy M3 KOMaH], IIpeficTaBleHHbIX B Tabnuie 6.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MWy, 2013-2023 146



MonOdonc

BblpaBHMBaHMe 110 TOPU3OHTAJIM NPOMCXOAUT B paMKaxX OTCTYIIOB,

penakTHpyeMoro ab3ara.

3aaHHbIX [IJIs

Ta6usmmma 6 — BelpaBHUBaHHe 110 FTOPU30HTAJIH

ITonoxxenue
TeKCcTa

IIynkT
KOMAaH/THOT'0
MEHIO

Knonka Ha mauenu
HHCTPYMEHTOB,
B pazfese «Aod3am»

Coueranue
xiaaBum B OC
Windows/Linux

Coueranue
KJIABHII
B OC macOS

I[To neBomMy Kkpato

®opmar >
BripaBHUBaHUE >
BobIpoBHSTE TEKCT
TI0 JIEBOMY Kpalo

Ctrl+L

¥Cmd+L

[Io uentpy

Popmar >
BripaBHUBaHME >
Ilo nentpy

Ctrl+E

¥Cmd+E

[To mpaBoMy Kpato

®opmar >

BripaBHUBaHUE >
BbIpoBHATH TeKkCT
TI0 ITPaBOMY Kpato

Ctrl+R

¥Cmd+R

ITo mmpune

®opmar >
BripaBHUBaHUE >
BbIpoBHATH TeKkCT
10 IITUPHHE

Ctrl+J

#8Cmd+J

4.3.2.2 BrlpaBHHBaHHe 10 BePpTHKAJIHN

BrlpaBHMBaHMe 110 BepTUKalIU IPUMeEHSIeTCs] TOJIbKO Ui COfiepXXUMoro Tabmuibl. KHonku

BbIDAaBHUBAHUS OTOOPAXXAIOTCS HA MaHeId HWHCTPyMeHTOB (cM. PucyHok 146), eciu kypcop

YCTaHOBJIEH B TabJIvIle WM BblJIeJieH dJIeMeHT TabJIuIlbl/TabJInIIa 1IeJTUKOM.

YToObI BbBIPDOBHATL TEKCT B Ta6n1/1ue I10 BePTUKAJIN, BBIIIOJIHUTE CJIeAYIOIIe JIEeNCTBUS:

1. BI)II[EJ'II/ITE JJIEMEHT, IJId KOTOPOI'o HEOGXOI[I/IMO HACTPOUTL BEIpABHHBAHHE!

—  49TOOBI BBIPOBHATH COAEPXKUMOe OIHOM STYEeMKH, BhIJEIIMTE ee WU YCTaHOBHUTE B Hee

KyPpcCop;

—  49TOOBI BBIPOBHATH COAEP)KUMOE HECKOJIbKUX SA49eeK, CTOJI6LIOB HJIN CTPOK, BblAEJIINTe

JaHHBIe 3JIeMeHThI TaOIUIILI;

—  49TOOBI BBIPOBHATH COJiep>KrMoe BCeu T86JII/II_U:I, BbIeInTe Ta6m/1uy OeJIMKOM.

2. Ha naHenu MHCTPYMEHTOB, B pa3ziesie AG3al Ha)kKMUTe KHOIIKY | .

3. Boibepure c1iocob BelpaBHUBAHUSI YKa3aHHOTO 3JIeMEHTa:

T (Ilo BepxHeMy Kparo) — BLIDOBHSTh COJIEP>KMMOe 110 BepXHeMy Kpalo STYedKY;

4 y
~~ (BBIPOBHSAITH TEKCT IO IIEHTPY) — BBIPOBHSTH COZIEPXKUMOe I10 LIEHTPY STYeiKH;
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-l (ITo HmHeMy Kparo) — BHIDOBHATH COJEPIKUMOE 10 HIKHEMY Kpalo STYeHKH.

o - = — EB == I'e:

= v = = = E B v[} -— @
— W 1w = 4= - Je w

= (iR - — T+ H

Ab3ay ST

Pucynok 146 — MIHCTpyMeHTHI BBIDABHUBAHUS 110 BEPTHKAIIA

4.3.2.3 MexcTpo4HbIii HHTepBaJ

MeXCTpo4yHBIM MHTEpBajl — 3TO pacCTOsIHMe MeXXIy CTpokaMu ab3ama. [To ymomdanuio miis
BCEro TeKCTa YCTaHOBJIeH UHTepBail 1.

[Tpy He06X0AMMOCTH MEXCTPOUHBIM UHTEpBall MOXXHO U3MEHUTD KaK JJIsl BCerO TeKCTa, Tak
W U OT/eNbHBIX ab3aneB. 3HaueHWe MeXCTPOYHOIO UHTepBajla MOXHO BbIOpaTh U3
IIpe/lyCTaHOBJIEHHbIX 3HAUeHUH WM yKa3aTb COOCTBEHHOe.

[Ipu BbIOOpE TpeAyCTAaHOBJIEHHOIO 3HA4YeHHs MeXIyCTPOYHBIM MHTepBajl paBeH
IIPOM3BeJIeHMIO pa3Mepa mIpudTa Ha yKasaHHOe 3HadeHue. Hampumep, eciu [Uisi BblJeJIEHHOI'O
abszana BelOpaH mpUdPT 12 0T ¥ ABOWHOM MeXOYCTPOYHBIM HHTEpBajl, TO PACCTOSIHUE MeXAy
cTpokamu ab3aria 6yer paBHo 24 it (12 ot x 2).

YroObl HA3HAYXTH Ipe/lyCTaHOBJIEHHBIN UHTEPBaJl, BLIIIOJIHUTE CJleyoliye JJeHCTBHUS:

1. Beimenure Tpebyembiii GparMeHT TeKCTa.

2. Ha maHemm WHCTPyMeHTOB, B pazfeiie A@3am HaXMUTe KHOIKY, Ha KOTOPOH

oTobpaskaeTcs TeKyllee 3Ha4eHMe uHTepBana. Hanpumep: 11 (cM. Pucynok 147).

3. B OTKPbIBIIEMCH CITUCKe BbI6epI/ITe HGO6XOJII/IMOE IpeayCTaHOBJIEHHOE 3HAYeHHe.

AN =y == ==
N AaRARr  AaRABi
& w s w = 3= H w ( . 1
= - 117 OgwHapHbi
Ab3au
5 5 - Iws 115
s 1,5
$E JeckHol
I MponzecABHBIA MHTEREAN..,

Pucynok 147 — Bei6op MeXXCTPOYHOT'O UHTEPBasia
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YT0oOb! HA3HAYUTD [TPOM3BOJILHBIN MHTEPBaJ, BBIIIOJIHUTE CJIeyIolIye AeCTBUS:

1. Breimenure Tpebyemblii pparMeHT TeKCTa.

2. Ha maHenm WHCTpyMeHTOB, B paszaeie AO3al[ HaXXMUTe KHOMNKY, Ha KOTOPOH
oTOOpakaeTcs TeKyllee 3HaUeHye uHTepBana. Hanpumep: | (cm. PucyHok 147).
B otkpsiBItieMcs ciivcke BbibepuTe MyHKT IIpou3BoJIbHBIN HHTEPBAJI.

4. B okue IIpousBosbHBIII HHTEpBaa (CM. PucyHok 148), B BhIlIafaroIieM CIIMCKe CJieBa

YKaxxute crocob pacdyeTa uHTepBdJia:

MpowzecnEHEBIR MHTEREAR >

MHoxuTens v 1,15 -

Pucynok 148 — Okno IIpou3BoIbHBIN HHTEPBAJ

— MmuoxuTenb — MeXIYCTPOYHBIM HWHTEPBAJ, KOTOPBIA YBEJIWYUBAETCS WIH
yMeHbIIIaeTCsi B COOTBETCTBMM C YKa3aHHbIM MHoOXxurtejaeMm. Muoxurens 1,00
COOTBETCTBYeT  OJIMHADHOMY  HWHTepBally. MHOXUTeNb  0oJibllle  eIMHUIIbI
yBeJIMYMBaeT WHTepBas. Hampumep, MHOXxuTtenb 1,2 yBelMuuMBaeT HWHTEpBa
Ha 20%. MHoXuTeIb MeHbIIIe eJIMHUIIBI yMeHbIIIaeT HWHTepBal.
Hanpumep, muoxwurens 0,7 ymenbiaer uatepsai Ha 30%.

— TouyHo - (JUKCUpPOBAHHBIM WHTEpPBaJl, PpAaBHBIM 3HAYEHUIO, YyKa3aHHOMY
B IIOJIe CIlpaBa. J3HAuYeHHWe yKa3blBaeTcsi B NyHKTax (nr). B ommume or
MPOM3BOJILHOTO  WHTepBajiia, (GUKCUPOBAHHBIA  WHTEpBAJl He  MeEHsSeTcs
MIPU YMeHbIIIeHUH/yBeJIndueHu! pudTa.

— MuHHMYM -~ MUHUMAQJIbHO JIONYCTUMBIA HWHTEpBajl, paBHbIA 3HAYEHHUIO,
yKa3aHHOMY B TIOJle ClpaBa. JHAaueHWe yKasblBaeTcss B NYHKTax  (IIT).
[Ipu yBenuueHur pasmepa mmpudTa UM A0OABIEHHH B CTPOKY CHMBOJIOB,
BBICOTA KOTOPBIX OTJIMYAETCSl OT OCHOBHOTO IipudTa (HarpuMep, HaJICTPOYHBIX U
MOJICTPOYHBIX 3HAKOB), 3HAYeHHWEe WHTepBajla MeXAy CTPOKAMH PpaCCUUTHIBAETCS

dBTOMATHY€ECKH.
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5. B mose crpaBa ykaxkuTe 4rMCIIOBOe 3HaYEHMeE JIJIsl BBIOpAaHHOTO CIiocoba pacyera.

6. Haxmure xkHonky OK.

4.3.2.4 MexcuMBOJILHBIA HHTEPBaJI

MeXCUMBO/IBHBIM ~HHTepBaJl — 3TO PpacCTOsSiHMe MeXJy CHUMBOJIAaMHU B  TeKcCTe.
MeXCHMBOJIBHBI ~ MHTEpBajl MOXeT ObITb  YIUIOTHEHHbM, OOBIYHBIM U pa3peXXeHHBIM.
ITo ymos4anuto Jj1st BCero TeKCTa BbIOpaH OOBIYHBIM MeXCUMBOJIbHBIM NHTEpBaJl.

Tun MeXXCHMBOJIBHOTO MHTepBajia MOXXHO BbIOpAaTh C IIOMOIIBI0 KOMAaHJHOI'O MeHIO WU
IIaHeJIu UHCTPYMeHTOB.

YT0o6BI UBMEHUTH MEXXCUMBOJIbHBIN WUHTEPBaJI C IIOMOIIIbI0 KOMAaHIHOT'O MEHIO, BBIIIOJIHUTE
CJlelyIolve eNCTBUS:

1. Boimenure ¢parMeHT TekcTa, B KOTOpPOM TpeOyeTCsi HAaCTPOUTh MeXKCHUMBOJIbHBIN

VHTepBaJl.
2. Brpibepure nyHKT koMaHAHoro MeHio ®opmar > IlIpudrtel > MemxcUMBOIbHBIN
uHTepBaJ (cM. PrucyHok 149).

3. B oTkpbiBIIEeMcs TOJIMEHIO BbIOepuTe TpeOyeMblil THUIT MHTepBaJa.

Dopwat  WHctpymedter Bug  OBwwi goctyn Hagctpo@dkw  Cnpaeka

OyncTuTE dopMaTHpoBaHne Ctrl+5Space 14 v AT AT =~ = = = = o~
B Aabl

WpndTm X MomyswpHwin Ctrl+B L qr O6bIUH
BripaeHwreaHue » K Kypeus Ctrl+ Cramm

Y MoguepkHyTei Ctrl+U
Mzo0b6paxerwne r
e b A YmenbwwTe pasmep wpudTa

AF YeeamuwnTe pasmep wpwdTa

T JauepkHyTHIA

¥*  HagcTpouHsii 2Hak Ctrl+Shift+=

Xz [MogcTpoyHeli 3HaK Ctrl+=

ABE  Bce nponucHeie Ctrl+Shift+A

Mek e MMEOAEHE WHTEPEAA P AR YnaoTHEHHBIA

AR DBmiuHBIA

AB  PaspexeHHbii

Pucynok 149 — Komananoe mento ®opmar
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YToObI HM3MEHHUTL MEeXXCHMBOJILHBIN HWHTepBa/l C IIOMOHOIbIO IIaHEJIM HWHCTPYMEHTOB,

BBITIIOJIHHUTE Clleyroue JIerCTBUS:

1. Bpimenure ¢parmMeHT TeKCTa, B KOTOPOM TpeOyeTcss HACTPOUTb MeXXCHMBOJIbHBIN

HHTEepBaJl.

2. Ha nmanenu uHcTpyMeHTOB, B pa3zeiie IIpudT HaxkMuTe KHOMKY === (cM. PucyHok 150).

3. Bribepure TpeOyeMbli THUIT HHTEpBaa:

ﬁE" — VIUIOTHEHHBIH,

AB_ OOLIYHBIHN,

~ B _ paspexennbirit.

Dopmar  WMHotpymenter Bug OBwwmih goctyn Hagetpoitkw  Cnpaeka

w é HO Thames v 14 v AT AT = v
& ¥ K YU AB T e Av €' e
Wp :X: Xz &{E_:, AR 'E‘—E})h AB3au

Pucynoxk 150 — Beibop MexxCMMBOJIBHOTO UHTepBasia

4.3.2.5 lnTepBajbl U OTCTYNHI /U1 a03a1eB

J11s1 i3MeHeHUs HACTPOeK OJTHOTO ab3alla yCTaHOBUTE KYpCop B Jit000e MecTo 3Toro ab3ara
WIA BbIJIeIUTE ero IeJukoM. Jljis M3MeHeHHsT HACTPOeK HEeCKOJbKUX ab3alleB BBbIENIUTE WX
I[EJTUKOM.
YToObl HACTPOUTH MHTEpPBAJbl U OTCTYIbI BLIOPAHHBIX ab3alleB, BBITOJIHUATE CleIyIoIIue
JeNCTBUS:
1. Ha maHemM MHCTpYMeHTOB, B pa3fieiie Ab63an Haxxmute kHorky |=| (HacTpoiiku a63aia)
(cm. Pucynok 151).
2. B OTKpbIBIIEMCS OKHe YKaXXHUTe HeoOXOAWMble YKCIIOBble 3HAYEHUS i CJIeIyIOIINX
IIapaMeTpoB:
— IlepBasi cTpoka — pacCTOsIHHe OT JIeBOTO TI0JIs JOKYMEHTa JI0 TIepBOU CTPOKH B ab3arie;
— Orcryn ceBa — pacCTOsTHUE OT JIEBOTO TOJIs IOKyMeHTa 710 ab3aria;
— Orcryn cipaBa — pacCcTOsTHUE OT MPABOTo TOJIs IOKyMeHTa JIo ab3aria;
— VuTepBai A0 — UHTEpBaJl MeX/y TeKYIUM U MpeAbIAYIIIUM ab3aieM;

— HHTepBa nocjie — MHTePBaJl MeX]y TEKYIIUM U NIOC/IeYIOIUM ab3arem.
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[Tons B MOKyMeHTe HACTpauBAIOTCS C TOMOIIbIO JinHeeK (cM. paszen 4.9.1) wim okHa

ITapameTps! crpanuns (cM. pasnen 4.8.1).

AT =y = = = = v
AaboBe = Aab0Bi
£ o ! i = A= :E[ w C|'|' ! OBbIYHbI Jaronoaok 1
AB3au L}
Hactpoiikw absaua, cm
Mepean cTpoka 0,00 :
Oreyn cheea 0,00 t
Oretyn cnpaea 0,00 $
WMHTepean po 0,00 :
KHTepean nocne 0,00 :

Pucynok 151 — Hacrporiku a63ana

YT0oOBI OBICTPO YBENWYUThL ab3aIHbIM OTCTYM Ha 1,25 cM, BBIIIOJIHUTE OJHO W3 CIIeAYIOIIUX
IerCTBUM:
— Bribepute myHKT kKOMaH/IHOTO MeHIO dPopMaT > BbhIpaBHHUBaHuHe > YBeJIMYUTH OTCTYII

(cm. Pucynok 152).

Dopmar  WHotpyments Bug  OBwwi goctyn Hapcrpoikn  Cnpaeka

OuncTuTe dopuatupoeaHne Ctrl+5pace 14 v AT AT = =

- —_—

[
il
1

L4

WpudTe ’ Ae £ o s e =
L] To— —_—

BmpaeHuBanne P = BoipoBHATh TEKCT NO NEBOMY Kpao Ctrl+L

=n Cl+E |
WMzobpaxeHwe L @ LEHTRY e
T y = BHIpOBHATE TEKCT No NpasoMy kpar Ctrl=R

= BripoBHATE TEKCT NO WWEKHE Ctrl=]

= YBEAW4YWTb OTCTYN

€= ¥MeHbWWTE OTCTYN

Pucynok 152 — Komananoe mexio opmar
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— Ha naHenmm MHCTpYMeHTOB, B paszieie AG3al] HOKMUTe KHOMKY += (YBeJIHYHTh OTCTYII)

(cM. Pucynok 153).

AT =Y = = = = v
AabbERB
£ v s = =B sy T OEbI4HbIf
Ab3ay Crinm

Pucynok 153 — KHonku yBesiueHUs U yMeHbIlIeH!s OTCTyIa

YTo06b! OBICTPO YMEHBIINUTH a03aIHbIM OTCTYI HA 1,25 CM, BBINIOJIIHUTE OTHO U3 CIIeAYIONIUX
IeUCTBUMH:
— Bribepute nyHkT koMaHHOTO MeHi0 Popmat > BrlpaBHUBaHMe > YMeHBIIHUTDH OTCTYII
(cMm. Pucynok 152).
— Ha nanenu uHCTpYMeHTOB, B pasziesiie A@3al HaKMUTe KHOIIKY <= (Y MeHBIINUTH OTCTYII)

(cMm. Pucynok 153).

YBenuuenue abs3anHOro oTcTymna Ha 1,25 €M MOXHO TaKXKe BBIIOJIHUTH C TIOMOIIbIO
KJIaBUIM KJiaBuaTypel Tab, a yMmeHbllleHWe — C TOMOIIbIO KJIaBUIM KiaBHUaTypbl Backspace
(OC Windows u Linux) unu Delete (OC macOS). [Ipu 3TOM, ecinu oTCTyn MeHsleTCs ISl OJTHOTO
ab3aria, To HeOOXOAUMO BBIIEJIUTH 3TOT ab3all 1eJIMKOM WIX YCTaHOBUThH KYpCOP CTPOTO B HAyajo

ab3ara.
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4.3.3 Criucku

B IMPUITOXKEeHUH «MOI‘/’IO(I)I/IC TekcT» MOXHO CO31daBdTb MdPKHMPOBdHHbIE 1 HyMepOBdHHBIE

CIIMCKH.

B MdpPKHUPOBAHHBIX CIIMCKaX KQXIbIi HOBBIM IIYHKT OTMe4YdeTCsd MapKepoMm, B

HYMepOBaHHBIX — YUCJIOM WA OYKBOM.

4.3.3.1 Co3xaTh CIIMCOK

YTo06BI CO31dThb CIIMCOK, BBIIIOJIHHUTE ClieJyronye JEeUCTBUSI:

1.

BoinenuTte ¢parmMeHT TekcTa, KOTOpPbIM He0OXOIWMO Ipeobpa3oBaTh B CIIHMCOK, WU
YCTAaHOBUTE KypCOP Ha MYCTYyI0 CTPOKY, C KOTOPOU CJieJlyeT Ha4aTb CIIUCOK.
Ha manenu uHCTpyMeHTOB, B pa3zesie A63alf HaXXMUTEe Ha CTPEJIKY CIIpaBa OT KHOIIKU

[rpu—

:— (MapkupoBaHHBIII ciicoK) (cM. PucyHok 154), 94ToOBI co3/1aTh MapKUPOBaHHBIN

CIMCOK, WIM Ha CTpelIKy CIpaBa OT KHONKM ,— (HyMepoBaHHBIH CITHCOK)

(cm. PrucyHok 155), 4T06BI CO3/1aTh HyMEPOBAHHBIN CIIUCOK.

3. B OTKphbIBIIEMCSI MEHIO BbIOEPUTE CTWIb CITUCKA.

A [EN = === T
e AaRARe  AabboBi
& o Jaronosor 1
. o =
o S o
Het o = o
u u g
. o =
- 3 v
= o e =
B o 82 =
= . o o
- 3 v

Pucynok 154 — Jlob6aBieHrie MapKMPOBAHHOTO CITHCKA
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Pucynok 155 — Jlob6aBieHrie HyMepoOBaHHOTO CITHCKA

Jlist  OBICTpOro CO37]@aHMSl CHMCKAa B IIYCTOM CTPOKe BOCIIOJIb3YUTeCh CJIeyIOIMIUMU

criocobamu:

— JIns co3maHus HyMEpOBAaHHOTO CIIMCKAa BBeJUTE BPYYHYIO CUMBOJI TIEPBOTO YPOBHS
MaHHOTO crucka (Hampumep, 1. win a)) u Haxmute IIpoben. [lnsg co3maHus
HyYMepOBaHHOI'O CIHCKA, B KOTOPOM IyHKThI TIepPBOTO YPOBHSI 0003HAYeHbl PUMCKUMU
1rdpamMu, BBeJIUTe aHTIIMHCKYIO 3ariaBHyi0 OykBy I 1 Hackmute IIpobe.

— YtoOBbI OBICTPO HAYaTh MAPKUPOBAHHBIA CIMCOK, MpeJICTaBJIeHHbIM Ha puUCyHKe 156

ciieBa, BBequTe cuMBo ¥ 1 Haxkmute IIpobet.

Pucynok 156 — MapkupoBaHHbIe CITHCKHU
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— YtoObBbI OBICTPO HAYaTh MApPKUPOBAHHBIA CITMCOK, TPEeJICTAaBJIeHHbIM Ha pUCyHKe 156
CIIpaBa, BOCIOIb3YWUTECh OJIHUM U3 CJIeyIOIIHUX CIIOCOOOB:
e Haxwmwure neduc (-) IIpobde;

o gHaxwmwute Ilpoben neduc (-) IlIpobesn.

[TpunokeHvie 3amOMHMHAeT IIOCJEeHWW BbIOpAHHBIM CTWIb [JII MapKUPOBAaHHOIO U
HyMepOBaHHOI'O CITMCKA.
YroObl OBICTPO CO3[1aTh HOBBIM CIMCOK B TOM >Ke CTWJIe, YTO W NpeAblylIui, BBIIOJIHUTE
CJIefyrolye qeiCTBUL:
1. Brimenure ¢parmMeHT TeKCTa, KOTOpPBIM Heo6XxoauMo INpeobpa3oBaTb B CIMCOK, WU
YCTAaHOBUTE KypCOp Ha IyCTYyI0 CTPOKY, C KOTOPOY Clie[lyeT HadaTh CIIMCOK.
2. Ha HaHeIu WHCTPYMEHTOB, B pasneiie Ab3ar HaKMUTe
KHOTKYy :— (MapKUpOBaHHbIH cHMCOK) (cM. PucyHok 154), 4T0o6BI CO3/1AThH
MapKUPOBaHHBIA  CIIMCOK, WIA  KHONKy .—  (HyMepoBaHHBIH  CIHCOK)

(cm. Pucynok 155), 4ToOBI CO3/1aTh HyMepOBaHHBIM CITMCOK.

4.3.3.2 KonupoBaTh M BCTaBUTh CIIHCOK

Cnucky MOXKHO KOTIMPOBATh U BCTaBJIIThL U3 Oydepa oOMeHa B Ipejiesiax OJIHOTO JJOKyMeHTa
Wi Mexay gokymeHntamu «MoiiOduc Tekcry.

YT0oOBI KOPPEKTHO CKOMKMPOBATh U BCTABUTh CIIUCOK, BBHITIOTHUTE CJIeyIOIIHe JeHCTBUS:

1. BxirounTe oToOpakeHre HelleyaTaeMbIX CUMBOJIOB (CM. pa3zen 4.9.2).

2. Bbipgenure cnvcok C Havajla (@ He C KOHIIAQ) BMeCTe C IOCJIeJJHUM Iaparpadom-

CHMMBOJIOM.

4.3.3.3 IIpomoKuTh CIIMCOK

TekyIui cIuCOK MOXKeT HacJiefloBaTh HyMepalluio peIbIAYIero Crvcka.
YToObI MPOIOJKUTE HYMEepaIluio, BBIIIOJIHUATE CJIeYIOIIre AeiCTBUS:
1. TlpaBoii KHOMKOWM MBIIIIH IIEJIKHUTE TI0 JTI000MY 3JIeMeHTYy TeKYIIero CIICKa.

2. Brimosnure KOMaHy KOHTeKCTHOI'O MEeHIO HpO}IOJﬂKI/ITB CIIMCOK.

HpI/I BEBEITIOJITHEHWMH KOMAdH]/BI HPOIIOJI)KI/ITI) CITMCOK I TeKyllero CIIMCKa dBTOMdTUYeCKU

BbI6I/IpEIETCH CTWIb IIpeAblaymniero CIimcka.
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4.3.3.4 N3MeHUTH ypPOBeHb BJIOKeHHOCTH

HUzmenuTn YPOBEHL BJIO)KEHHOCTHU 3JIEMEHTOB CIIMCKd MOXXHO C IIOMOIIIBIO KOMdHIOHOI'O

MEHIO, [IaHeJIM UTHCTPYMEHTOB WUJIN CIIeIUaJIbHBIX COYeTaHUH KJIABHIII.

YToObI U3MEHUTH YPOBeHb BJIO’KEHHOCTH 3JIeMeHTa CITMCKA C IMOMOIIbI0 KOMaH/IHOTO MEHIO

WJIA ITaHeJIM UHCTPYMEHTOB, BBITIOJTHHUTE ClieyIonire JIEeUCTBUS:

1. VYcranoBute Kkypcop B Joboe MecTo u3MeHsieMOro absalia WM BblAeinTe ab3all

HeJIMKOM.

2. H3meHwure YPOBEHDB BJIO’)KEHHOCTHU:

—  Yrtobhl YBeJIMIUTb YPOBEHL BIIOKEHHOCTH, BbI6epI/ITe ITYHKT KOMdHJHOI'O MEHIO

dPopmar > BeipaBHHBaHHe > YBeawuMThb OTCTyn (cM. PucyHok 157) wim Ha

MaHeJI HTHCTPYMEHTOB, B pa3ziesie A63al HaKMUTe KHOMKY ~+= (YBeJIMYHUTH OTCTYII)

(cm. Pucynoxk 158).

—  YrobnI YMEeHbIIUTb YPOBEHL BJIOXKEHHOCTH, BbI6epI/ITe ITYHKT KOMaHJOHOT'O MEHIO

®opmar > BelpaBHHBaHHe > YMEHBIIUTH OTCTYI WIM Ha [1aHeJId UHCTPYMEHTOB,

B pazzieyie AG3an HOXMUTE KHOTIKY <= (YMEHBIIUTH OTCTYII).

Dopmat  MHotpyments Bug  OBwwi goctyn

Hapctpoikw  Cnpaeka

OuncTuTe dopmatipoBadne Ctrl+5pace

WpndTe r
BmpaeHuBanne r
WMzobpaxeHwe r
Tabmvua k

4 [w AT AT e =
Av & T e =
- z.

BbipoBHATE TEKCT NO NEBOMY KpatD

Mo uerTpy

BripoBHATE TEKCT NO NpaBECoMy Kpar

Bblp-DBHHTh TEKCT NO WKWPKWHE

4
m

o
<

Chrl+L
Ctrl+E
Ctrl+R
Ctrl=]

YeenuunTe oTcTyn

Il il

YMEHBIWWTE aTCTYn

Pucynoxk 157 — UHCTpyMeHTbI peJJakTUPOBAaHUSI YPOBHS BJIO)KEHHOCTH
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Pucynok 158 — KHonku yBeuieHUs] U YMeHbIIIeHUsI OTCTyTIa
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YroObl M3MEHUTb YpPOBeHb BIIO)KEHHOCTH 3JIeMeHTa CIMCKa C IIOMOIIbI0 KJIaBHUATYPHI,
BBITIOJIHUTE CJIeIyIole 1eHCTBUS:
1. YcraHoBuTe Kypcop Iiepe[i IlepBbIM CJIOBOM B U3MeHsieMOM ab3alle WK BbleuTe ab3ail
IeJINKOM.
2. H3MeHuTe ypoBeHb BJIOXXEHHOCTH OJJHUM U3 CJIe[YIOLIUX CIIOCOOOB:
— YT0OBI YBEIMYUTH YPOBEHb BIIOXKEHHOCTH, HaXkMUTe Kiasuiry Tab.
— YroOBl YMeHBIIMTL YpPOBeHb BIIOXKEHHOCTH, HaxmuTe kiaBuily Backspace npu

pabore B OC Windows 1 OC Linux ninu knasuity Delete npu pabote B OC macOS.

Jljis 3MeHeHUs] YPOBHS BJIOXKEHHOCTU CIIMCKA, paclloJIoXKeHHOro B Tabiuile, HeobXoqumo
UCIIOJIb30BaTh KOMaHAHOe MeHI0 WIM KHOIKM IIaHeld WHCTpyMeHTOB. Mcrnosb3oBaHue
kiaBuiy Tab B Tabmulle BbI3bIBaeT He ONKCAHHOE BBIIe JIeHCTBUe — M3MeHeHue YPOBHS

BJIO)KEHHOCTH, a Ilepexo/i K CJleyIollel siueiike TaOInIbL.

4.3.3.5 IIpeodpa3zoBaTh CIIUCOK B TEKCT

Yto6b! 0TMEHUTH GOpMaTUPOBAaHKeE TeKCTa KaK CIIHMCKA, BHITIOJIHUTE CJIeAYIOIIre IefCTBUSL:

1. Broigenute dparment, Jjisi KOTOPOTO HEOOXOIUMO OTMEHUTb pOpPMaTHPOBAHUE.

2. Ha naHenu MHCTpPyMeHTOB, B paszieiie Ad3al Ha)KMHTe KHOIIKY, COOTBETCTBYIOIIYIO TUITY
TeKyIero Ccrucka: :— (MapKHpPOBaHHLIH cIHCOK) wiv — (HyMepoBaHHBINH CIHCOK)
(cMm. Pucynok 154 u Pucynok 155).

3. B orkpriBiieMcs ciivcke BbiOepuTe BUuj popmaTrupoBanus Her.

4.3.4 KonnmpoBaTh U BCTaBUTH ()OpMATHPOBaHUE

B npunoxenun «MonOduc TekcT» MOXHO cKonmupoBaTh ¢$opMaTUpOBaHUE OJIHOTO
¢dparmMeHTa JOKyMeHTa U IPUCBOUTD 3TO ke popMaTUpOBaHUE:
— OIHOKpaTHO — OJTHOMY pparMeHTy JIOKYMEeHTa;

— MHOTI'OKPAaTHO — HECKOJIbKUM (pparMeHTaM JOKyMeHTa I10CJIeJOBaTeJIbHO.

CDOpMaTI/IpOBaHI/Ie, CKOITMPOBAHHOE B 6ycl)ep O6MF_‘Ha, MOXeT HCIIOJIb30BATHCA OJIS1 BCTABKU B

npwioxxeHnu «MorOduc Tabmuay.
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4.3.4.1 IIpaBuia KonMpoBaHUA M BCTaBKU (OpMaTHPOBaHUSA

B 3aBucrMocTH 0T 06beKTa, KOTOPBIH BbIJIeJIeH, /IJIsi BCTAaBKU JOCTYIIHO GOpPMaTUPOBAHUE:
— abzama;

— TEeKCTa,;

— ab3ara ¥ Tekcra;

—  SYeHKHU.

B Tabmume 7 mpuBemeHbl CXeMbl, II0 KOTOPHIM KOIIUPYeTCS ¥  BCTaBIISIETCS

¢dbopmartrpoBaHue.

Tabnuna 7 — IlpaBuia KonupoBaHUs U BCTaBKH (opMaTHPOBaHUSI

IIpu KonmupoBaHUH IIpu BcTaBKe Pe3ynbTaT

®dopmarrpoBanue ab3ara/

YcraHoBieH Kypco
ypcop MIePBOTO BBIJIEIEHHOTO ab3aria

YcTaHOoBIeH Kypeop Wik Briziesien gpparmeHT ab3ana dopMaTUpOBaHKe TeKCTa
BbIZIeTIeH ab3ary/ab3arib
TIeJTUKOM Brigenen a63ar/ab3ansl nenvkoM | dopMaTupoBaHue ab3alia U TeKCTa

Heckomnbko ab3arieB

®dopmarrpoBanHue ab3arma
BBIJIEJIEHBI He JI0 KOHIA

VcTaHOBIIEeH Kypcop dopMaTvpoBaHUe He BCTABIISIETCS

Broinenena yacTo ab3ara

Brizienena wacts abaaria Brienen a63ar/at3ans! nenvkom | PopMaTUpoBaHUe TeKCTa, HAuWHas

C I1epBOTI'0 BbIJ€JIEeHHOI'0 CMMBOJIa

Heckomnbko ab3atieB
BBIJIeJIeHBI He 10 KOHIIA

®dopmMartrpoBaHue ab3aria ¥ TeKCTa

YcraHoBIIeH Kypco . .
ypcop IS BBIIEJICHHOU STYeHKU

dopmaTrpOBaHUE TeKCTa

Brinenena yactn ab3ara Brinenena sigeiika TabIuIbI 5 "
IUIs1 BblIeJIeHHOU sST9eliKy

Brimenen ab3ary/ad3aribl

dopmartrpoBaHue ab3aria ¥ TeKCTa
IIeJTUKOM (JT0 CMMBOJIa ab3aria)

dopmMaTrpoBaHHe SIeHKY,

Brigenena sueiika TabIUIbI
absara 1 Tekcra

YcraHoBeH Kypcop ®dopmatupoBaHye ab3ana

BbI)IeJ'IEHa 9aCTb 863811& cDOpMaTI/IpOBaHI/Ie TEKCTa

Beinierniena siqeiika TabImLpl Beoisienien a63ary/a63anp! resmmkom | dopmarupoBaHude ab3ala U TeKCTa

Heckomnbko ab3atieB

®dopmarrpoBanue ab3ana
BbIJIeJIeHbI He 10 KOHIA

dopmaTrpoBaHUe sSTYeNKH, ab3ara u

Brigenena cTpoka wiv cTosbert
TeKCTa
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IIpu xonupoBaHuu

IIpu BcTaBKe

PesyabTaT

Brigenena crpoka wiu ctonber; | Brimenena cTpoka wim cTo6ert

— ®opmarupoBaHue gyelky, ab3ama
U TEKCTa U3 JIeBOU BepXHeu STYerKU
B CKOTIMPOBAHHOM CTPOKe/CTOJIOIE;

— dopMaTHPOBaHKe CTPOKH/CTOJIOIA

4.3.4.2 KonupoBaTh u BCTaBUTH (popMaTHpPOBaHHE

HJ’[SI KOITMPOBAHUS Y BCTaBKU (l)OpMaTI/IpOBaHI/ISI MOJKHO HCIIOJIb30BATh:

— IIYHKTBI KOMaHJIHOI'O MEHIO,

— CO4YeTaHHs KJIaBHIII,

— KHOIIKY é Ha IIaHeJIM HHCTPYMEHTOB.

YTo0bbI CKOIIMPOBATb WU BCTABHUTDH Cl)OpMaTI/IpOBaHI/Ie C IIOMOIIIBIO KOMdHJHOI'O MEHIO HJIH

COYeTaHMH KJIaBUIII, BHIIIOJIHUTE cdlegyromiye JIeMCTBUSL:

1. Bribepure ¢parmMeHT AOKyMeHTa [Isi KONMPOBAaHUS (POpPMATUPOBAHUS C IIOMOIIBIO

OOHOI'O 13 CHOCO6OB, YKa3dHHBIX B pa3/iejie BbIlle.

2. BruimonauTe KOMaHy KOIIMPOBAHUA Cl)OpMaTI/IpOBaHI/ISI OIHHUM U3 CJIeyIonnux CII0CO0OB:

— Bribepute nyHkT komangHoro meHio IIpaBka > KomupoBatrs ¢opmaTupoBaHue

(cMm. Pucynok 159).

Mpaeka Becraeka @opmatr  VHctpymednte Bug O
= OTMEHWTB Ctrl+Z
" MoetopuTe Ctrl+Y
S Bripesate Ctrl+X
KonupogaTs Ctrl+C
[Ty BcTaBuTe Ctrl=V
BcTaBWTh ToMbKD TEKCT
BcTaemte nz Gydepa obmena r
£ KonwposaTe dopMaTMpoEaHWe Ctrl+5hift+C
MprmeHnTE fopMaTUpoBEaHKUE Ctrl+5hift+V

Pucynok 159 — Komananoe mento IlpaBka

— Haxwmure coueranue knaumn Ctrl+Shift+C / TTShift+3Cmd+C.
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3.

Ecm ¢dopmatupoBanue TpeOyeTcss NPUMEHUTb K OJHOMY GparMeHTy, BBITIOJHUATE

CIIeIyIolve IeNCTBUS:

— DBruibepute ¢parmeHT a1 BCTaBKM (OPMATHMpPOBAaHHS C IIOMOIIBIO OJIHOTO U3
CII0CcOo0O0B, YKa3aHHBIX B pa3jiesie BhIIIe.

— Bruibepute nyHkr komanaHoro MeHio IIpaBka > Ilpumenutrs ¢popmaTHpoBaHHe
(cm. Pucynoxk 159) wim Haxmure coderanuwe kiaBum — Ctrl+Shift+V /
{Shift+2Cmd+V,

Ecmu ¢opmatupoBanue TpebyeTcsi IpUMEHUTb K HeCKOJIbKMM ¢parMeHTaMm,

M0CJIe/IOBATeIbHO BbI/IeNIsIiTe JaHHble (pparMeHThbl B TEKCTe Y BBIMTOJIHSINTE JIJIsI KaXKA0T0

N3 HUX KOMdHIY BCTdBKU Cl)OpMaTI/IpOBaHI/IH.

YTo6Bl OJHOKpPAaTHO CKOIMPOBAaTh W BCTaBUTh (OpMATUPOBaHHE C IIOMOIIbI0 KHOIIKU

£5 (KonupoBaTh ¢popMaTHpOBaHHMe), BLIIOIHUTE CIE/yIOIMe TeHCTBHUS:

1.

BribepuTe ¢parMeHT AOKyMeHTa Jjisi KOIMPOBaHUS (GOpPMAaTHPOBAHUSI C IIOMOIIBIO
OJIHOTO U3 CII0CO00B, YKa3aHHBIX B pa3jielle BHILIe.

Ha manenu uHCTpyMeHTOB, B pasiesne IIpaBka HaXxmuTe KHOIIKY = (KomupoBarsb
dopmatupoBanme) (cMm. Pucynok 160).

Boienute ¢pparmMeHT /17151 BCTaBKK $GOpMaTUPOBaHUsI C ITIOMOIIBIO0 OJJHOTO M3 CIIOCOOOB,

YKa3aHHBIX B pa3zesie BhIIIe.

Daitn  [Mpaeka Beraeka @opumar  Whe
v O @~
=y O C

dann Mpaeka

oy |HP

Pucynok 160 — Knonka KonmmpoBaTts ¢popMaTupoBaHue

YToOhI MHOI'OKPATHO CKOIIMPOBATb U BCTABUTb q)OpMaTI/IpOBaHI/Ie C IIOMOIIBIO KHOIIKHK

0 .
= (KommpoBaThb ¢popMaTHpOBaHMe), BLIIOJTHUTE CJIeYIOIIHe TIeUCTBUS:

1.

Bribepute ¢parmMeHT NOKyMeHTa jii KONMPOBaHUS (OpPMaTHUPOBaHUS C IIOMOIIBIO
OJIHOTO U3 CII0COO0B, YKa3aHHBIX B pa3jielie BhIIIle.
Ha mnanenmu wuHCTpyMeHTOB, B pasfene IIpaBka [BaXAbl HaXMUTE KHOIKY

/5 (KommupoBaTts gopMaTHpoBanHe), 4TO6LI OHA IPUHSIIA BHJL farr}
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3. IlocmemoBaTenbHO TpuUMeHUTe GOPMATHUPOBaHWE K TpebyeMbIM ¢parMeHTaM TeKcTa

OJHHM U3 CHOCO60B, YKa3dHHbIX B pa3jieJjie BbIlle.

YToOBI BBHIUTH U3 peXMMa MHOXXECTBEHHOTO IpHUMeHeHUs] GOpPMaTHPOBAHMUS, BBITIOJIHUATE
OIHO U3 CJIeIYIOLIUX JIeUCTBUIA:
— Ha nanenmu uHcTpymeHTOB, B pasfeiie IIpaBka HaXMHTe KHOIKY ﬁ yTOOBI OHA
TIPUHSUIA BU]T é

— Haxwmure knaBuiry Esc Ha kiiaBuaType.

4.3.4.3 Ucropus konupoBaHusi GpopMaTHPOBaHUA

dopMarvpoBaHue, CKONMpOBaHHOe B Oydep oOMeHa, coxpaHsieTCd B MCTOpPHUHU
Y T03Ke MOXKeT MCIIOJIb30BaThC IS BCTAaBKU.
YToObl  OTKpPLITH HWCTOPHIO, Tlle JIOCTYIIHbBI OOBeKThl paHee CKOMUPOBAHHOTO
¢dbopMaTrpoBaHusl, BLITIOJIHUTE CJIeyIOIIe eHCTBUS:
1. Ha maHenmu wuHCTpyMeHTOB, B paszeiie IIpaBka HakmMuTe Ha CTpesKy CIipaBa OT
KHOIIKH 5 (KomupoBats popmaTtupoBanue) (cMm. PrucyHnok 161).
2. B BBIIAAIOIIEeM CIIUCKe BbIOepuTe HeOOXOOUMBIN 00BeKT paHee
CKONIMPOBaHHOTO ¢opmatrvpoBaHusi. OOBEKTHl PacIoIOKeHbl TaKUM 00pa3oM, YTO
BBEpXY CIIMCKA MTpeJiCTaB/ieH 00BEeKT MOC/Ie/THer0o CKOMMMPOBAHHOTO (pOpMaTHPOBAHUSI.
3. Broimenute ¢pparmeHT AJisi BCTaBKUA (pOPMATUPOBAHUS C IMTOMOIIbIO OJTHOTO U3 CITIOCOOOB,

yKa3aHHbIX B pa3fesie 4.3.4.1.

Mpaeka Beraeka @opmat  MHcoTpymedte  Bug OBwwi goctyn  Hagcrp

;'f; ﬁ v |£% KO Thames w 14 | w

D 3/Marad 1enk Ha ayoe TOM:
Mpaeka
Y nyxkoMopbd 0Y0 3eN8HEIH;

Pucynok 161 — Criricok 06bexkToB $opMaTHPOBaHKs
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4.3.5 Ypanuts popmaTupoBaHue

YToOBI OUUCTUTH TIPsiMoe GpopMaTUPOBAaHUE M OCTAaBUTh TOJIBKO CTHIeBOe GOpPMaTHPOBaHUe
TeKCTa, BHITIOJTHUTE CJIeyIOIIne JeHCTBUS:
1. Brigenurte TpeOyeMbidi dparMeHT JIOKYMEHTa.
2. Brimonnure komanay OuucTuTh popMaTHPOBaHHE OJIHUM U3 CJIeIyIONINX CIIOCOOO0B:
— DBruibepute nyHkT komanaHoro MeHio Popmar > Ouucturs ¢opMaTHpOBaHHUE

(cMm. Pucynok 162).

Dopmar  WMhotpymentsr By OBwwi goctyn

OuncTTe dopMatipoBaHne Ctrl+5pace

WpndTe r
BmpaeHueanue r
WMzobpaxenne r
Tabnuua k

Pucynok 162 — Komananoe mento ®opmar

— Ha nmanenmu uvHCTpyMeHTOB, B pasfieiie IIpaBka HaXkmuTe KHOIIKY & (Ouucrursb

dopmarupoBanme) (cMm. Pucynok 163).

Daitn  [Mpaeka Beraeka @opumar  Whe

W r @ W é
= v DO C &
dann Mpaeka

Pucynok 163 — Knonka Ouuctuts popmaTHupoBaHue

— Haxwmure coueranue kiapuil Ctrl+IIpooen.
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4.4 Pabora ¢ TabmmuaMu

4.4.1 BcraBuTth Ta0/IHIy

Tabnuily MOXXHO BCTaBUTD C IMOMOIIbI0 KOMaHHOTO MEHIO WUJTX TTaHeJIM MHCTPYMEHTOB.

YToOBbl BCTaBUTH TaOMMIy C TOMOIIBIO KOMAHAHOTO MEHIO, BBHITIOJIHUATE CJeAyIoIye
JerCTBUS:

1. VcranoBuTe Kypcop B TO MeCTO AOKYMeHTa, Ky/la HeOOXOAUMO BCTaBUTh TaOJIUILY.

2. BeibepuTe myHKT KOMaHIHOTO MeHIO BecraBka > Tabsmma (cM. PucyHok 164).

Beraeka  @opmat  VHctpyments Bug OB
z06paxerwe...

TekcToBoE None

Durypa 4

B @ H®

Tabauua...
Pucynok 164 — Komangnoe mento BeraBka

3. B okne BcraBurh Tabiuiy (cM. PucyHok 165) ykaxuTe KOJIMYECTBO CTOJIOIIOB U

CTPOK, KOTOpOe JIOJKHA COfiepKaTh Tabuuila, U HaxkMuTe kHonky OK.

BcraewTs TaBauwy >

Pucynok 165 — Oxkao BeraBuTh Tabmmy

YToObl BCTaBUTH TaOJIMIly C IOMOIIBIO IAHEJIW WHCTPYMEHTOB, BBIIIOJIHWTE CIIeAyIolue
JeUCTBUS.
1. YcraHoBuTe Kypcop B TO MeCTO AOKYMeHTa, KyJla HeOOXOAUMO BCTaBUTh TabJIHITy.
2. BcraBbTe TabUIly OJTHUM U3 CJIEYIOITUX CIIOCOOO0B:
— Ha nanenu wuHCTpyMeHTOB, B pa3fesnie BcraBka HaXXMHTe KHOIIKY D (Tabmuia)
(cMm. Pucynok 166). Beigennte KypcopoM TO KOJIMYeCTBO CTOJIOIIOB M CTPOK,

KOTOpOe J0JKHA CoJiepyKaTh TabJIuIIa, U IMIEeJIKHUTE JIEBOM KJIaBUIIIeH MBIIIIH.
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AaBGBel  AaBGBel' .. EH ] 7 [E -,

Jaronosok 4

Tabawua 3x2

Pucynok 166 — Knornka Ta6mma

— Ha nanenu uHCTpyMeHTOB, B pazzieiie BcraBka HakmuTe KHOTIKY === (cM. Pucynok 167).

Ha orobpasuBiieiicsi maHenud BCTaBKA HaBeAUTe KYpPCOP MBIIIM HAa KHOIKY

@ (Tabmuma). Beimenure KypcopoM TO KOJIMYECTBO CTOJIOIIOB M CTPOK, KOTOPOe

JIOJDKHA COJiepXKaTh TabJINIIA, U IEJIKHUTE JIEBOM KIIAaBHUIIIEH MBIIIIH.

bBoB1 AaBoBr AaBoBsl AaBGBel ... v 2
oBok 1 3aronoBok 2 3aronoeok 3 Bar:-:lc-B:-kni @ @ G E] 1
@ Wzobpaxenue.,., -~
Tekctoeoe none Q
(M Durypa >
E] D C] TaBauua... »
80g
Dopmyaa...

Pazpeie cTpaniym

Pazpuie pasaena

Hymepauma cTpaHL..

KenaoHturyam

M Oeiit &H ¢

TaBawua 3x2 Ornaenenne

59

Ceblaka..

Pucynoxk 167 — Ilanenb BcTaBkU
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4.4.2 BcTaBUTH CTPOKH

Hogrie CTPOKHU BCTABJIAIOTCS BbIIIE NI HUXKE YKHSaHHOfI CTPOKH.

YTo06BI lIOﬁaBI/ITI) HOBbIE CTPOKH, BBIIIOJIHUTE CJIeAYIoIIre IerCTBUS:

1. Beimenurte CTpoOKYy, BbIllle WIK HUXKe KOTOPOM TpeOyeTcsi BCTaBUTh HOBYIO CTPOKY. Eciu

Tpe6yeTc;[ BCTaBUTH HECKOJILKO CTPOK, BblJe/INTe CTOJIbKO CTPOK, CKOJIBKO H€O6XO,HI/IMO

BCTaBUTH B Tabmwuiry. Harpumep, eciii TpeOyeTcst BCTaBUTD JIBe CTPOKH, BBIJIEJIUTE Be

CTPOKH. HJ'IH BBIIIOJIHEHHSA KOMdH/Ibl MOXXHO BBIJEJIATH KdK CTPOKU HEJIMKOM, TdK KU

OTHeJIbHbIe SSYeMKU UJIU JUalla30HbI S4eeK.

2. BcraBbTe CTPOKU OHUM U3 CIIEAYIOMMUX CIIOCODOOB:

— Bruibepute nyHkt koMmaHgHoro meHio @opmar > Tabnauma > BceraBUTH CTPOKY

Bbille / BcraButh cTpoky Hmke (cM. PrucyHok 168).

Dopmat  Moctpymentsr Bug  OBwwi goctyn

OuKncTHTE fopMaTMpoBaHKME
WpundTe
Boipaenueanne

WzobpaxeHne
Tabawua

Ctrl+5pace

k

Hagctpoikn  Cnpaeka

| s

B ef 2o Bd

H HH

AT AT = v

AB3ay

BcTaenTe cTpoKyY Bhile

BcTaeuTe cTpoky HUe

BcTaeuTe cTonBey, cnega

BcraewTe cTonbey cnpaea

¥aanuTe cTpoky

¥aanuTte cTtonbey,
¥aanute Tabanuy

OBbegMHWTE AYEMKI

PazsbegMHWUTE AUEl KK

Alt=L
Alt+R

Ctrl+Alt+R
Ctrl+Alt=L

Alt+Shift+T

Ctrl+Alt+M

Alt=Shift=M

Pucynok 168 — Komananoe meHio ®opmar

— Ha nanenu uHCcTpymMeHTOB, B pa3nene Ta6smma Haxkmute kHOonky T (BecraBuTh

cTpoKy BbIe) Wi ff (BecraButh cTpoky Hmnke) (cM. PrucyHok 169).
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Y Y
SCvE mI=m B
M~ B B

TaGanua CTinm

AaboBelIT)

CEbIYHbI M

Pucynoxk 169 — Paznen manenu nacrpymenToB Taouuma

— IlpaBo¥i KHONKOM MBIIIN LIEJIKHKTE 10 JI060My MeCTy BbIOPaHHOIO JiMana3oHa U
BBIIIOJIHUTe KOMaHIy KOHTeKCTHOro MeHI0 BcraBHTH cTpoky Bbimie / BcraBHTH
CTPOKY HHIKe.

— Haxwure coderanve kiasuil Alt+A / ~Option+A, 4yToObI BCTaBUTh CTPOKY BHIIIIE,

iy codetanue kiasuil Alt+B / ~Option+B, 4T06bI BCTaBUTH CTPOKY HIXeE.

4.4.3 BcraBuTh CTOJIOIBI

Hogble cTonb11bl BCTABIISIIOTCS CIeBa MJIM CIIPaBa OT YKa3aHHOTO CTOJIOIA.

YT06b! 106aBUTH HOBBIE CTOJIOIBI, BBIIIOJIHUTE ClelyIoIIye JeHCTBUS:

1. Beimenurte cronbel;, cnpaBa WK CjleBa OT KOTOPOro TpebyeTcsi BCTaBUTh HOBBIN
cronbeil. Eciu TpebyeTcsi BCTaBUTh HECKOJIBKO CTOJIOIOB, BBIIEJTUTE CTOJIBKO CTOJIOIOB,
CKOJIbKO HeoOXOIUMO BCTaBUTh B Tabmuily. Hampumep, eciii TpebyeTcsi BCTaBUTH [IBa
cToybra, BeIIeSIUTe ABa CToJOa. JIyIs BBIMOJHEHWS KOMaHJbl MOXHO BBIIENISTH Kak
CTOJIOIIBI IIEJIMKOM, TaK M OT/IeJIbHbIe STYeHMKU WK IMara30Hbl sueek.

2. BcraBbTe CTONOIBI OAHUM U3 CIEIYIOIIUX CIIOCOO0B:

— Broibepute myHkT koMaHgHOTO MeHI0o ®opmar > TabGumma > BceraButh crosoery
cieBa / BcraButhb crosider cipaBa (cM. PucyHok 168).

— Ha nmanenu uHCTpyMeHTOB, B pasnesie Tabsmma HaKMHTe KHOIKY E (BcraBuTh
CTOJIOeII CJIeBa) WIH ﬂ (BcraButs crosoer cpaBa)(cm. Pucynok 169).

— IlpaBo¥ KHOMKOM MBIIIN IIEJKHUATE 0 JII060My MecTy BbIOpaHHOTO AMAara3oHa U
BBITIOJIHUTE KOMaHJy KOHTEKCTHOro MeHI0 BcraButh crosbern cieBa / BcraButh
cTojidery crmpasa.

— Haxwmure coueranue kiasuil Alt+L / ~Option+L, uTo6bI BCTaBUTH CTOJIOEI] CIIEBa,

uu codetanue kiasuil Alt+R / ~Option+R, 4To6b! BcTaBUTH CTONOEI] CITPaBa.
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4.4.4 PemakTHPOBATh COJIEPKUMOE TAOIHIIBI

YT0OBI BBECTU WU U3MEHUTh JJaHHbIE B sSYeliKe TabJIUIIbI, BBIIOJIHATE CJlelyIolye IeHCTBUSL:
1. IlepeiimuTe B pe>XxvM pelaKTUPOBAHUS STYEMKU OJTHUM U3 CJIelyI0IIUX CII0CODO0B:
— UYroObl BBeCTHM HaHHble B IyCTyIO s4YelKy, BbIeJIMTe ee OOHUM WIH [JBYMs
IIeTYKaMH MBIIIIH.
— YT0OBI pelakTHpOBaTh JaHHbIE B siYelike, BbIJIEJIUTE ee IBOMHBIM I11eTYKOM MBIIIIH,
— YroOBbI nepe3anucaTh JaHHbIe B siYeliKe, BbIJEJINTe ee OJHUM I1[eJTYKOM MBIIIIH.
2. BBepute/pefakTUpyHTe JaHHBIE B sUelKe.
3. YroObl BBIMTH W3 peXyMa peJaKTUPOBAHUS S[UEMKH, ILeJKHUTe IO JII0OOMYy MeCTy

AOKYMeHTa 34 I1pefiej/laMu TaGJ’II/II_IbI.

[Tpu BBOzE TeKCTa W 4YWCeNl B sSYEMKy ee IIMpHUHA He MEHSeTCS — MPOMCXOAUT IepeHoC
JIAHHBIX Ha CJIEJYIONIIYI0 CTPOKY BHYTPU TeKyllled s4Yeiiky, IPU 3TOM MOXEeT IPOUCXOAUTD
aBTOMAaTHUYeCKoe yBeJIn4eHHe BbICOThI STUeUKH.

[Ipu BcTaBke B Tabiuily n3o0pakeHus: IPOUCXOJIUT ero aBTOMaTUieCcKoe MaclliTabupoBaHue
10 [IMpPUHE CTOJIOIA, MPYU 3TOM BBICOTA STYEMKH MOXKET MEHSIThCS, eClid HM300pakeHHe OOoJbIle
BBICOTBI TYEHKH.

[lepemertienue Mexy siaelikaMu TabJIUIIBI OCYIIECTBIISIETCS IIPYU TOMOINM KJIaBuil «—, T, |, —

Ha KJIaBHaType.

4.4.5 BeigesinThL THAna3oH ssueex

YToOB!I BbI/IENIUTH AUAIIA30H ssYeeK B TaO/MIle, HaBeJJuTe Kypcop Ha siuelKy, KOTopasi CTaHeT
[IepBOM B JIMalla3oHe. Y lepXXKUBas JIeBYIO KHOIIKY MBIIIY, IIPOTSHUTE KypPCOp 10 NOCIe[JHeN s4elKU
JMana3oHa. 3aTeM OTITYyCTHUTE JIEBYIO KHOIIKY MBIIIIH.

Heobxogumbli quanazoH MOXKHO BBIJENSTH B JII0O0OM HallpaBJIeHUY CTPOKY WIX CTOJIONA.

[Ipyimeps! BeifesieHrs IPOM3BOJIBHOIO JIalla30Ha siueeK IpefiCTaBiieHbl Ha pucyHkax 170-172.

sk
&

Pucynok 170 — Breigenenue 1uana3oHa sigeek 110 TOPU30HTAIH
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]

——

Pucynok 171 — Beizienenve ramna3oHa siueek 10 BepTUKaIn

|

|

PucyHnok 172 — BrizeneHre quana3oHa siueek 110 AUaroHaau

4.4.6 Beigenuth Tabmumy

YToOb! BBIJIETIUTH BCIO TAaOJIMITy, HABeJIUTe KypPCOP MBIIIH Ha JIEBbIM BePXHUM YT0Jl TabIUITbI
TaK, YTOOBI KypPCOP MPUHSUI BU “w, U LIEJIKHUTE JIeBOW KHOIIKOM MBIIIIH.

YT0oOBI OTMEHUTD BbIJIejieHre Ta6J'II/II_U:I, IIeJIKHUTe I10 J'IIO6OMy MeCTy JOKYMEHTd.

4.4.7 IIBeT 3a/IMBKH STUYeeK

4.4.7.1 3anuBKa g4eeK BETOM

J17151 3a7TMBKU sTYeeK 1[BETOM BBITIOJIHUTE CJIeIyIolye JIeMCTBUS:
1. Beimenure siueiiKy WM IMATa3oH siyeek, 11BeT KOTOPhIX He0OXOAUMO U3MEHHUTb.
2. YToOBI OKpacuUThb SYEHKM B TIOCJTeJHUN I[BeT, KOTOPBIA HCIIOMb30BAICSI IS

3aJIMBKMA paHee, Ha IaHeJIM WHCTPYMEHTOB, B pasjeiie Tabauma HaXMUTe KHOIIKY

L

== (IIBeT 3ammBKM) (cM. Pucynok 173).

3. UToOBl OKpacuTh sSYeMKU B JIPYrodl IBeT, HaXKMUTe Ha CTpesIKy CIIpaBa OT KHOIIKHU

£

== (IIBeT 3a1MBKM).
4. BroibepuTe HeOOXOIUMBIH 1IBET OJIHUM U3 CJIeIyIOIINX CIIOCOOOB:
— Bribepute mnopxopsmmii 1Bet B 6Oioke Ilocimennue nBera. B ganHOM Oiioke
OTOOpaXkalOTCsl TSTh  TOCJEJHUX IIBETOB, KOTOpble HCIIOJIb30BAJMCh IpU

dopMaTUpOBaHUHU JIOKYMeHTa paHee.
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— Bribepute mnoaxomsmmii 1Ber B Osioke IlBera TeMsl.

0TO6p8)KEl€TC$I [BETOBAs IIaJIMTPA TeMbl TEeKylIero JOKyMeHTa.

=

g%@ ™o

HeT 3an1BKK

MocnegHne upeta:

LlgeTa TeMbI

H BEMEEEE

Apyrve upeTa...

Pucynok 173 — LIBeT 3anuBKku siueex

— Haxmure kHOnKy Jlpyrue 1Bera.

B nmauHOM OJsioke

B ortkpeiBiieMcs okHe Beioop 1mBera

(cm. Pucynok 174) ykaxwute Tpebyembid 1nBerT B Buje HEX-koma wim B ¢popmare

RGB u naxxmure kHoriky OK.

Bribop ueeta >

Hex-koa: MpegnpocaoTp:

o > | (I

0

KpacHbpi: JeneHplia: CHHWIA:

Eal Bl Bl

0 0

" R

Pucynok 174 — Oxkao Beioop nBera
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4.4.7.2 OTMEeHUTH 3aJIMBKY

YToOBI OTMEHUTD 3aJIMBKY SiU€eK, BHIIIOJIHUTe Clleyloliye NeHCTBUS:
1. Brimenure TpeOyeMble sTYEHKHU.

2. Ha masHenu vHCTpyMeHTOB, B paszeiie Tabsuia HaXXMUTe CTpeJIKYy ClipaBa OT KHOIKU

ﬁ (IIBet 3aMBKMH).

3. B orkpbiBIIeMcs okHe HakMuTe KHOTIKY HeT 3aimBKu.
4.4.8 I'panunusl ssueex

4.4.8.1 3MeHuTH NapaMeTphbI IPaHUIL

YToOBI M3MEHUTh MapaMeTphl TPaHUIL JJis STYeMKW/IMara30Ha sueeK/TabuIlbl, BBITIOHUTE
CIIelytolve eNCTBUS:

1. Beimenurte Tabnuily Wi sYeiKy/Iyana3oH sdeeK, TPaHUIIbl KOTOPBIX HEOOXOOMUMO
V3MEHUTb.

2. Ha manemu wuHCTpyMeHTOB, B pasnene Tabauma HaxMmuTe Ha CTPeKy CIpaBa

OT KHOIIKY [ (cm. Pucynok 175).

= / HeT rpaHuu

MocnegHue ugeta:

LlseTa Temb:

L

Apyrue ugeta..

Pucynoxk 175 — OKHO HaCTPOWKM TpaHUI]
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3. B oTkpeiBIIEMCS OKHe, B IepBOM O0JIOKe HACTPOeK YKaXXUTe MeCTO PaCIOJIOKeHHUs

TPaHUII, JJIs1 KOTOPbIX HEOOXOAUMO U3MEHHUTD ITapaMeTphl.

4. Bo BTOpOM 06JI0Ke HAaCTpoeK BbIOepUTe THM JIMHWUU, KOTOPBHIM ClieflyeT TMPHUMEeHUTh s
yKa3aHHBbIX TPaHMII.
5. B Tperhem 6i10ke HacTpoek BbiOepuTe IBET JIMHUK OJTHUM M3 CJIeIyIOIIHUX CIIOCOOOB:

— Bribepute mnopxopsmiuii 1Bet B Oioke Ilocimemnue nBera. B manHOM Oiioke
0TOOpaXkaloTCsl TSATh IOCJIeJHUX IIBETOB, KOTOpble WCIIO/Ib30BAJIMCh TpU
dopmMaTUPOBaHUM JIOKYMEHTa paHee.

— Beibepute mnoaxopsmmii 1Ber B Osmoke IlBera Temnl. B pganHOM Oiioke
oToOpakaeTcsl 1BeTOBAs MAJIUTPa TeMbI TeKYIIero JOKyMeHTa.

— Haxwmure na xHomky Jlpyrme nBera. B oTkpoiBiieMcs okHe Bpidop mBera
(cM. Pucynok 176) ykaxure Tpebyemslii 1jBeT B Bujie HEX-konma wiu B popmare

RGB u Haxkmure kHoniky OK.

Bribop usera .
MpeanpocmoTp
) [
KpacHbii JeneHbii CHHMIA
o - o o 0o

ke

Pucynok 176 — Oxkao Beroop nBera

Eciu B nmepBom uim BTOpoM 0Jioke BbIOpaHO 3HaueHre HeT rpaHmm, TO TpaHMIIbI siueek
0oTOOpaXkatoTCsl B BUJe JIMHUM CBETJIO-Ceporo IliBeTa. JTH JIMHUM YCJIOBHO pasfefisioT sUedKd U
YVIOPOIIAIOT paboTy c Tabiuviled. YCJIOBHble I'PaHUIbl siueeK He OTOOpaXkaloTcsl NMpH IedaTd U

3KCIIOpTe IoKkyMeHTa B ¢popmar PDF.

Y10o6Bl OBICTPO MPUMEHUTh K suelKe/[ANana3oHy syeek/Tabiuile MOCIeHUN BbIOPAaHHBIN
CTWJIb TPAHUI], BHIIOJIHUTE CleyIolue eCTBHUS:
1. Brimenurte TpebyeMyto TabIMIly UK STYeHKY/TUANla30H siueeK.

2. Ha nanenu nHCTpyMeHTOB, B paszieiie Tabsuia Ha)kMuTe KHOIIKY H (cm. Pucynok 175).
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4.4.8.2 Y nanuTh rpaHUIbI

Y1o6Bl yIanuTh TPAHUIIBI STYEMKHW/IUalia30Ha siueek/Tabivilbl, BBIIOJIHUTE Cle[lylolre
JerCTBUS:
1. Brigenurte Tpebyemyto TabIUIly WK ST9eHKY/IAAMa30H s9eek.
2. Ha mnanenmu wuHCTpyMeHTOB, B pa3fdeiie Tabimia HaXxmuTe Ha CTpeJIKy CIIpaBa
OT KHOTIKH ] (cm. Pucynok 175).
3. B oTkpbIBIIEMCSI OKHE HAaCTPOWTe HeOOXOAUMbIe ITapaMeTphl:
— B nepBoM 6J10Ke yKaXKhTe MeCTO yAajeHH!s TPaHuIl.

— Bo BTOpoMm 6510ke BbiOepuTe Her rpaHuir.

4.4.9 3meHHnTH pazMep CTPOKH HJIH CTOJIOIA

YT0oOBI M3MEHUTh pa3Mep OJTHOM CTPOKU WUJTH CTOJIOIA, BBIIIOJIHUATE CJIeAYIOIIre TefCTBUS:

1. HaBenure Kypcop Ha IpaHMIly CTPOKM WM CTOJIOI@, pa3Mep KOTOPOro HeoOXOAUMO
n3MeHuTh. Kypcop npumet Buji IByCTOPOHHEN CTPEJIKH.

2. VYpepxuBas JieByl0 KHOIIKY MBbIIIM, TPOTSHATE KypCOp Tak, 4YTOObI T'paHMIla
CTpOKM/CcTOoJIOIa pUHSIa TpebyeMoe MOJI0XKeHue.

3. OTHYCTI/ITE JIEBYIO KHOIIKY MBbIIIIH, YTOOBI BHCI)I/IKCI/IPOBHTI) II0JIO>KEeHHe.

HOCJIE)IHSISI BepTHUKAJIbHasd T'pPaHUIlA T<':16JII/IHI)I He MOXeT IIpeBbIllaTh IIpdBOe IIoJjie

CTpaHUIIbI.

YTOOBI yCTAaHOBUTH OJWHAKOBBIM pa3Mep Il HECKOJIbKUX CTPOK/CTOJIOIOB TabJMIbI,
BBITIOJIHUTE CJIeIyIOIIe IeHCTBUS:
1. Boigenurte maHHbIE CTPOKU/CTOJOITBI.
2. YcraHoBUTe JJi1 OOHOW CTPOKH/CTOJIOIA pa3Mep, KOTOpBIA TpeOyeTcsl IPUMeHUTD ISt
BCeX CTPOK/CTOJIONOB TabmUIbl. 151 3TOrO0:
— HaBenure kypcop Ha rpaHuily 000U CTPOKW/CTOIONA TaK, YTOOBI OH MPUHSUI BUJL
IIByCTOPOHHEe! CTPeJIKH.
— ViepxuBasi JieByIO KHOIIKY MBbIIIH, IPOTSHATE KypCOpP TaK, 4YTOObI TIpaHUIlA
CTPOKM/CTOJIOIA IPUHSIA TpebyeMoe MoJIoXKeHue.

— OrtmycruTe JIeBYI0 KHOIIKY MBIIIH, 9TOOBI 3aprKCUPOBATh IOJIOXKEHHe.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2023 173



MonOdonc

J11s1 Bcex CTPOK/CTONOIOB TabUITbl Oy/1eT aBTOMAaTHUYeCKH yCTaHOBJIEH pa3Mep, YKa3aHHBINA

JUIS1 JAHHOW CTPOKU/CTOJOA.

YTo06BI YCTaHOBHUTb OJIMHAKOBBIN pasMep jiid BCeX CTpOK/CTOH6IIOB Ta6JII/IIII)I, BbIJeInTe

Tabymiy (cM. paznen 4.4.6) v BBITIOJTHUTE aHAJIOTHYHbIe JIeHCTBUSI.

4.4.10 O0peTUHUTH WIH PAa3beINHUTD STYCHKH

4.4.10.1 O0BbequHUTL AY9CHKU

JIroboe KoJIM4YecTBO siYeeK B Ta6J'II/II_Ie MO>XHO O6’b€,[[I/IHI/ITb.

[Ipu o6benuHeHnH stueex:

— OTMeuYeHHBbIN AMAIla30H CTAHOBUTCS eJUHOM STUYeMrKOMH;

— COXPaHAITCA IdHHbIe TOJIbKO K3 BerHEﬁ JIEBOM STYEMKM [TUalla30Ha;

— K oOBbeAMHEHHOW sYelike IpHUMeHsieTcsl (GOopMaTHpOBaHHWE BEpXHEW JIeBOU

JYaIa3oHa.

SI9elKU

Yrto0bbI O6’I)€JII/IHI/ITI) }I‘-IEI;'IKI/I, BbIJIeJINTE X U BBIIIOJIHUTE OJJHO M3 CJIIeYIOIKUX HGfICTBHIZ:

— Buoibepute nyHkt koMmaHgHoro mMeHio ®opmar > Tabmuma > O0beAMHHTH STYEHKH

(cm. Pucynok 177).

Dopmar  MHctpymenter Bug  OBwwuih goctyn

Hagctpobhikn  Cnpaeka

OuneTuTE fopMaTUpoBaHue Ctrl+5Space

WpndTe s
BrmipaeHueaHne »
WzobpaxeHne »
Tabauuya L4

HE B = e BA

BCTaBuTh CTROKY BoILLE

BcTaBWTe CTROKY HUMeE

BecraeuTe cTonbey cnesa

BcTaenTs cTonbey, cnpaea

Ypanute cTpoky

¥aoanute cTonbey,
Y¥nanute Tabauy

COBEgMHWTE AYUENKK

PazbegHUTE AUeiKi

Alt+L
Alt+R

Ctrl+Alt+R
Ctrl+Alt=LU

Alt+5hift+T

Ctrl+Alt=M

Alt+5hift+M

Pucynok 177 — Komananoe meHio ®opmar
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— Ha nanenu uHCcTpyMeHTOB, B pasfienie Tabmmna (cMm. PucyHok 178) HaxkmuTe KHOIKY

o (O0beqMHUTD AYeHKH).

=vE mEE AaBOBEI'T)
H ~ E ﬂ @ HR OBbIuHbIf

TaGauua Ctinm

Pucynok 178 — Paznen manenu nnctpymentoB Tabumma

— IlpaBoii KHOTMKOW MBIIIA IIEJKHUTE [0 JMAla30Hy U BBIIOJIHUTE KOMAaHAY
KOHTeKCTHOro MeHI0 O0BbeIHHUTH TYCHKH.

— Haxwmure coueranue kiasuill Ctrl+Alt+M / ~Option+Cmd+M.

4.4.10.2 Pa3zbeguHUTh TYCHKH
PazbeiMHUTE MOXKHO TOJIBKO Te STYEHKH, KOTOPble paHee ObUTH 00heIMHEHHI.
YToObl pa3zbeqUHUTH SUEMKH, BBIIEINTe OO0beJUHEeHHYIO SYelKy W BBIIOJIHUTE OJIHO W3

CIIeIVIOIUX JeUCTBUIA:

— Beibepute nyHkT komaHaHoro meHro ®opmar > Tabmuma > PazbequHUTH si9eiKu

(cm. Pucynok 177).

— Ha nasenu uHCTpyMeHTOB, B pasfieie Ta6muma Haxxmute kHonky FH (cm. Pucysok 179).

i L AaBOBEIT)
HH w E ﬂ % @ OBbIuHbI
Tabnuua CTunn

Pucynok 179 — Paznen nanenu naucrpymenToB Tabsuma

- HpaBOﬁ KHOIIKOM MBIIIM IIEeJKHUTE II0 AUAIId30HY W BBIIIOJIHUTE KOMdHAY
KOHTEeKCTHOI'O MEeHIO PaB'I)EHI/IHI/ITI) SAYeNKH.

— Haxwmure coyeranue kiasumt Alt+Shift+M / ~Option+{Shift+M.
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JlaHHbIe, KOTOPbIe cofiepXKaTcsl B 00beJUHEHHOM sdelike, IOMEIIAI0TCSI B BEPXHIOIO JIEBYIO
siYelKy MOJTy4eHHOI0 IMara3oHa. Sueiiku Mana3oHa HacjieyloT popMaTHpoBaHue 00beJTMHeHHON

STYeHKU.

4.4.11 IloBTOPUTH 3aro/IOBOK Ha KaXKI0H CTPaHHIIe

HHorna TekCToBBIe TOKyMEHTBI CofiepXaT OoJjblive TabuIlpl, KOTOpble pa3MeIlaloTCs Ha
HeCKOIbKUX crpaHunax. [Ipu pabore c Oospmiol Tabnumeil epUOAUYECKU ITPUXOOUTCS
BO3BpAll[aThCs K ee Hadaily, 4ToOBl yBUZIEeTh ee 3arojioBok. YToObl M3bexxaTb 3TOT0, HAaCTpOMTe
oTrobpakeHHe 3arojIoBKa Ha KaXKAOM CTpaHHUIle, HA KOTOPOM paciioioXkeHa Tabiuma.

B kaudecTBe 3arosioBka MOXHO YyKa3aTb II€PBYIO CTPOKY TabJMI[bl WM HECKOJIBKO CTPOK
TabJIUIIbI, BKIIIOYas [1ePBYIO.

YroObl TOBTOPUTH OIHY WJIM HECKOJIBKO CTPOK B KayeCcTBe 3arojloBKa TaOJIMIIbI, BBIIIOJIHUTE
cllefiyIolive AefCTBUS:

1. Yxaxure o[iIHy UM HECKOJIBKO CTPOK, KOTOPbIe OYAYT SIBJISITHCS 3aT0JIOBKOM TaOJIUIIBL:

— Ecnu TpebyeTcst TOBTOPSTH Kak 3arojIoBOK OJIHY CTPOKY, YCTAaHOBUTe B Hee Kypcop,
BBIJIeJIMTe B Hel JII00YI0 siYeliKy WK BBIIeJIUTe ee I1eJIMKOM.
— Ecmu Tpebyercsi NOBTOPSATh KaK 3arojIOBOK HECKOJIBKO CTPOK, BBIJIEJIUTE B JaHHBIX
CTpOKax J1000M AUaIia3oH siueeK WM BblJIeIUTe IaHHble CTPOKU IeJINKOM.
2. Ha nanenu uHCTpPyMeHTOB, B pasfiesie Tabsuia HaXkMuTe KHOIIKY % (IloBTOPATH KaK

3aroJIOBOK Ha Kaxkmou crpanune) (cM. Pucynok 180).

Y Y
CSviE =& & |F
B B

AaboBelI'T)

L]
HH w OBbIYHbI

TaGanua CTanm

Pucynok 180 — Knonka IIoBTOpPSITH Kak 3arojIoBOK Ha KaK/I0H CTPaHHIIe

YToOBl OTMEHWUTH MOBTOpPEHHe 3arojioBKa Ha KaXk[IOM CTpaHUIle, BBIIIOJIHWTE Cllefyollne
JIerCTBU:
1. YcraHoBute Kypcop B J00Oyr0 S4eliKy WM BbIIelWTe JIOOOM [Mana3oH sdeek B
Tabuile.
2. Ha manenu uHCcTpyMeHTOB, B pasfeiie Tabmmmna (cm. Pucynok 180) HaxkmMuTe KHOIIKY

% (IToBTOpPATH KaK 3aro/IOBOK Ha KaXK/A0i CTpPaHHIIe).
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4.4.12 TIpeobpa3oBaTh TEKCT B TAOIHILY

[Ipeobpa3zoBanue TekcTa B TAOIMITY MOXKHO BBIIIOJIHUTD C TIOMOIIbIO KOMaHAHOTO MEHIO WU
MaHeJIM UHCTPYMEHTOB.

[Ipu pa3melieHuu TekcTa B TabivIle KaXXAbld ab3al] MOMeIaeTcss B OTHENbHYIO SUeHKY.
Tabnwuia 3anosHseTcs: ab3aaMu cjieBa HallpaBoO, CBEPXY BHU3.

Ecmm npeo6pa3oBaHye OCyIecTBIIsSIeTCs C MTOMOIIBbI0 KOMAaH/IHOT'O MEHIO, TO TI0 YMOTYaHHUIO
co3faeTcsi Tabyuila, KOTopasi COAEp>XXUT Tpu crosibia. KomruecTBO CcTpOk TabMIIbI OIpeieNisieTcs
aBTOMAaTHUYeCKHU I10 KOJIMYeCTBY ab3alleB B TEKCTe.

Ytobbl mpeobpa3oBaTh TEKCT B TAOMMITy C TOMOIIBIO KOMAHJHOTO MEHIO, BBITIOJIHUATE
clleflytoliye AeiCTBUS:

1. Otpenurte 3HaKOM ab3aria Kaxabld GpparMeHT TeKCTa, KOTOPbIM He0OX0IMMO BCTaBUThH B

OT/EJIbHYIO SYeuKy.
2. Beblpenure BeCh TeKCT, KOTOPbIM HEOOXOJIUMO BCTaBUTh B TabOIIHUILY.

3. Bribepute myHKT koMaHIHOTO MeHIO BeraBka > Tabmmma (cM. Pucynok 181).

Bcraska @opmar  Whctpymentm Bug OB
Mzobpaxerne...
Tekctosoe none

Durypa 4

H O H@

Tabanua...
Pucynok 181 — KomangHoe mento BeraBka

Ecin npeobpa3zoBanue TekcTa B TaOIMIly OCYIIECTBIISIeTCS C IIOMOINbIO I1aHEeIH
VHCTPYMEHTOB, TO KOJINYeCTBO CTOJIOI[OB TabJIMIIBI MOXHO YKa3aTh BPy4YHYI0. KoinmdecTBo CTpok
TaOIUIBl OIpefieliieTCsl aBTOMATUYeCKH 10 KOJIMYeCTBY ab3alleB B TeKCTe He3aBUCUMO OT TOro,
KaKoe KOJIM4eCTBO CTPOK BbIOpaJI 0JIb30BaTelb.

Yro6b! npeobpa3oBaTh TEKCT B TAO/IUIY C MIOMOIIbIO IIaHeId UHCTPYMEHTOB, BBIIIOJIHUTE
cJleflylolye JerCTBUS:

1. Otpenure 3HakoM ab3ana Kaxabld GpparMeHT TeKCTa, KOTOPbIM He0OXOIMMO BCTaBUTh B

OTIIeJIbHYIO SYEeKY.

2. Brigenure Bech TEKCT, KOTOPbIM HEOOXO/IUMO BCTaBUTh B TAO/IUILY.

3. Pa3BepHuTe maHesb CO3/IaHUS TAOIUITBI OAHUM U3 CIeAYIOIMIUX CIIOCODOB:

— Ha nmanenu uHCTpyMeHTOB, B pa3jiejie BcraBka HaXXKMUTe KHOIIKY |:| (Tabuma)
(cMm. Pucynok 182). BeigenuTe KypcopoM TO KOJIMYEeCTBO CTOJIOIIOB U CTPOK,

KOTOpOe JOJI’)KHA COAep>XaTb Ta6J’II/IL[a, U IIeJIKHUTE JIeBOM KJIaBUIIIEeN MBIIIIH.
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AaB6Bel AaB6Bsl' ... 2)
JaronoBok 3 Jaronosok 4 @v @ & E] 4

oo

DD[‘_t]e

TaGamua Ix2

Pucynok 182 — Knomka Ta6mma

Ha manenu HWHCTPYMEHTOB, B pa3jejie BcraBka HaxxMuTe KHOIIKY  ==*

(cMm. Pucynok 183). Ha orobpa3uBiiieiicsi maHesiM BCTaBKA HaBeqUTe KYPCOP MBbIIIH

Ha KHOIIKY @ (Tabmuma). Beigenvre KypcopoM TO KOJIMYECTBO CTOJIOIIOB U CTPOK,

KOTOpOe J0JIKHA CoJiep)KaTh TabJUIIA, U IIEeJIKHUTE JIeBOK KJIaBUIIIe MBIIITH.

BoB1 AaBOBE AaB6BBl  AaBiBsl ... v 2D
osok 1 3aronosck 2 3aronosok 3 3aronoeok 4 @ @ G E] N
@ W3obpaxeHue.., ~
TekcTosoe none Q
(N Durypa H
C] D C] Tabaunua... >
oog
Dopmyna...

Paspbie cTpaHuubl

Pazpuie pazgena

Hymepauua cTpaqu,..

KenoHtutyns

TaBamuya 3x2 OrnaeneHme

Cewinka...

© WO I I & C

Pucynok 183 — Ilanenb BcTaBku
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4.4.13 IIpeobpa3oBaTh TAbJIHMIy B TEKCT

YTo06BI Hp806p330BaTI) Ta6JII/IIIy B TeKCT, BBIIIOJIHUTE CJIeAYIollre e CTBUS:

1. Broimenute tabnuiy (cM. paznen 4.4.6).

2. BrbimonHWTe KOMaHIy BbIPE3aHHsI WM KOIMHWPOBAHUS TaOMUIIBI JIIOOBIM yIOOHBIM

criocobom (cMm. paspen 4.2.2.1).

3. BroimosiHATe KOMaHAy BCTaBKHM 0Oe3 ¢GOpMaTHPOBAaHUS JIOOBIM yAOOHBIM CIOCOOOM

(c™m. paznen 4.2.2.2).

TekcT ¥3 OgHOM CTPOKHM TaOJIMIIBI BCTaB/ISeTcs B ofauH ab3ar. B kadecTBe pasmenurens

JAdHHBIX U3 sd49eeK UCIIOJIb3YeTCsd 3HAK T86YJIHIII/II/I.

4.4.14 'Y nanuTh CTPOKH WIH CTOJIOLBI

YTo0bbI YAaJIMTh OJHY WIIM HECKOJIbKO CTPOK HJIA CTOJ'I6I_IOB, BOCHOHBBYﬁTECb OJHHM H3

CJIeJIyIONIMX CIIOCOOOB:

1. Boigenute paHHBIE CTPOKH/CTOJIONBI WM SYEMKH, pacHojio)KeHHble B HHUX. 3aTeM

BBITIOJTHUTE OTHO U3 CJIeJYIOMIUX JIeWCTBUM:

— Bruibepute nyHkt komangHoro MeHio ®opmar > Tabnuna > Yaanurs crosder /

Ynanurs crpoky (cMm. PucyHnok 184).

Dopmar  Mhctpymedtsr Bug  OBwwin goctyn Hagctpoikn  Cnpaska

OuncTiTe METHPOEIHNE Ctrl+Space - — —
Popuaripo b ATAT =Y =

WpndTe b v £ o =
BripaeHuBEaHue * AB3all
MzobpaxeHne L
TaGavua ¥ T BcraewTe cTpoky BeIwe

&5 BCTaBWTh CTpOKY HUme

E BcTaents cTonbey cneea

Bl Bcraewts cronBey cnpasa

& YgaanmTe cTpoky

w ¥aanuTe ctonbey,

EE Yaanmmts Tabanuy

OBbegMHUTE AYERKN

H

PazbegHWTE Aueiki

Alt+A
Alt+B

Alt=L
Alt+R

Ctrl+Alt+R
Ctrl+Alt+U

Alt+5Shift+T

Ctrl=Alt+M

Alt+Shift+M

Pucynok 184 — Komananoe menio ®opmar
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— Ha maHenu WHCTpyMeHTOB, B pasferne TaOuuma HaXXMUTE KHOIKY @ (Ymanurs

crosoen) wiy g (Y aaaurhb cTpoky) (cM. PrucyHok 185).

=vE BmES 5 AaBoBeIT)
HH w E ﬂ % @ LBbIYHBI M
TaGauua CTinm

Pucynok 185 — Paznen manenu nacrpymenToB Tabuuma

— IlpaBoii KHOMKOM MBIIIM IIEJIKHUTE IO JII0O0MYy MecTy BbIOpaHHOTO Jualia30Ha

Y BBITIOJTHUTE KOMaH/y KOHTEKCTHOTO MeHIO Y JaJIUTh CToJiI0er; / Y AaJINTh CTPOKY.

— Haxwure coderanve kinasuil Ctrl+Alt+U / ~Option+3Cmd+U, 4T06b! yaanuTh

OIUH WIA HeCKOJIbKO CToibmoB, wiu coderanue kiasum Ctrl+-Alt+R /
~Option+3Cmd+R, 4T00ObI YHAINUTH OJIHY UJIM HECKOJIbKO CTPOK.

2. Boigenure maHHbIE CTPOKW/CTOJIOINBI 1TEJTMKOM U HAXXMUTe codeTaHue kiaumn Ctrl+- /

¥Cmd+-.

4.4.15 YpanuTh Ta0auiy

YToOb! yIanUTh TabJIKITy, BOCTIOIB3YHTECh OMHUM U3 CIIeAYIONIUX CIIOCOO0B:
1. Boigenure yt060¥ 371eMeHT TabJIMIIBI WM TabJIUITY IeJIMKOM. 3aTeM BBITIOJTHUTE OIHO U3
CIIeIYIOIUX JIeUCTBUM:
— Bruibepute nyHkT komMaHgHOTO MeH0 Popmat > Tabmunma > Ymanurh Ta0aumy
(cMm. PucyHnok 184).
— Ha manenu uHCTpyMeHTOB, B pasfiesie TadJsmma HaXXMUTe KHOIKY £2%) (Y nanursh
Tabmuiy) (cm. Pucynok 185).
— IlpaBo¥i KHOIKOW MBIIIM IEJKHUTE MO0 JIFo6OMy MeCTy B TabJivile W BBIIOJIIHUATE
KOMaH/1y KOHTeKCTHOTO MeHIO Y JaJIUTh Ta0IuILy.
—  Haxwmure coueranue knasum Alt+Shift+T / ~Option+{Shift+T.

2. Brbigenure TabnuIly 11eJIMKOM U HaXkMuTe codetanue kiapuil Ctrl+- / 8Cmd+-.
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4.5 Pabora c n3obdpa:keHUAMHU

4.5.1 BcraButh H300paxeHnue

B TekCTOBBIN IOKYMEHT MOXXHO J00ABIISTh H300paXKeHHsI:
— C KOMIIBIOTEpa;
— u3 6paysepoB Google Chrome, Firefox, Internet Explorer u Microsoft Edge;

— W3 TEeKCTOBBIX U TaOIMYHBIX PedaKTOpoOB, BXOOAINIMX B COCTaB O(l)I/ICHbIX IIaKeTOB

Microsoft Office u LibreOffice.

[TopnepxuBaercs paborta ¢ uzobpakenusmu B popmarax PNG, BMP, JPG, JPEG, JPE, GIF
u TIFF.

4.5.1.1 BcraBuTh H300paxkeHue ¢ KOMIbIOTepPa

YToObl BCTaBUTH B JOKYMeHT u300pakeHHWe C KOMIIbIOTEpPA, BBIMOJIHUTE CIIeAyIolue
JEevCTBUS:
1. VcranoBuTe Kypcop Ha TO MeCTO B JOKyMeHTe, KyJa HeoOXOOUMO BCTaBUTh
n3obpakeHHe.
2. BeinonHuUTe KOMaHAY BCTaBKU OJIHUM U3 CJIeIyIOIINX CIIOCOOOB:

— Bribepute myHKT KOoMaHHOTO MeHIO BeraBka > M3o0paxenue (cM. PucyHnok 186).

Beraeka @opmar  WHctpymentm  Bug OB

[]  WzobpameHue...

TekcToBDE None

Pucynok 186 — KomangHoe mento BeraBka

a
— Ha nanenu vHCTpyMeHTOB, B pa3ziernie BecraBka HaXkMyTe KHOIKY (A3o0paxkenue)

(cm. Pucynok 187).

A
AaB6Bel AaB6Bel’ .. [H. Cg') E

3aronoeok 3 3aronoeok 4 L

BcraBka .

Pucynok 187 — Knonka H3o0paxcenue
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— Ha nmanemu uHCTpyMeHTOB, B paszieie BcraBka HakmuTe KHOTIKY === (cM. Pucynok 188).

< a
Ha oro6pasuBiiieiicst maHem BCTaBKU HaXKMUTe KHOTIKY || (1300 pakeHue).

AaBoBel AaB6BeI' .. [H. @ C;D E

3aronoBoK 3 3aronoeok 4 L

4

Pucynoxk 188 — Ilanenb BcTaBku

3. B okHe dainoBoro MeHemkepa BbIOepuTe H300pakeHWe, KOTOpoe HeobX0IuMO

BCTaBUTb, U HAXKMUTE KHOIIKY OTKpI)ITb.

4.5.1.2 BcraBuTh H300pakeHue U3 Opay3epa WIH IPyroro pegakropa

YtoObl BCTaBUTh H300pakeHWe H3 Opay3epa WM JAPYroro peakTopa, BBLITOJIHUTE
clleqlytoniye AeiCTBUS:
1. Cxkonupy¥iTe n300pakeHre U3 UCTOYHHUKA.

2. YcraHoBuUTe KypCcOp Ha TO MeCTO B HOOKYMeHTe, Kyldd H806XOJII/IMO BCTABUTH

n300pakeHHe.
3. BcraBbTe n3obpakeHre OTHUM U3 CIIeIyIOIINX CIIOCODOB:

— Bribepute nyHkT koMmanaHoro MeHto IIpaBka > BeraButh (cM. PrucyHnok 189).

Mpaeka Beraeka @opmar  Weotpymedts Bug 06

T OTMeHWTE Ctrl+Z
" Moetoputs Ctrl=Y
oo Buipesats Ctrl+X
Kenupoearte Ctrl+C
m Beraeute Ctrl+V

Pucynok 189 — Komananoe menio IlpaBka

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOI'MWy, 2013-2023 182



MonOdonc

— Ha maHenmu mMHCTpyMeHTOB, B paszene IIpaBka HaXXMUTE KHOIMKY B (BcTraBuTh)
WM Ha)XXMUTE CTPeJIKy CIpaBa OT KHOMKHU 1N (BcraBUTB) U BBINOJIHUTE KOMaHIY

BcraBuTts (cM. Pucynok 190).

Daiin  [paeka Beraeka Qopmat  MHotpyments Bug

i X C |E% é A X0 Thames
= v D C

dann Mpaeka

ﬁ BrTaButh

BcTaEWTE TONBKD TEKCT

Pucynoxk 190 — Knonka BcraButh

— [IleslykOM 1IpaBOM KHOIIKA MBIIIM OTKPOHTE KOHTEKCTHOE MEHIO U BBIIIOJIHUTE
KoMaHzy BcraBuTb.

— Haxwmure coueranue kiasum Ctrl+V / 2Cmd+V.

ff{?“\\}‘\ Ecmm B JOKYMEHT Tpe6yeTc;[ BCTAaBUTDH TEKCT C I/1306pa>KEHI/IHMI/I, CKOHprﬁTe U BCTABLTE

Y
=4 TEeKCT U I/1306pa)KEHI/I$I I1I0 OTOEJIbHOCTH.

4.5.2 N3meHuTh pasmep H300paxkeHus

Pa3zmep nzobpakeHnst MO>)KHO U3MEHUTh C COXpaHeHHeM Wi 6e3 coXpaHeHUsI IPOTIOPIUH.

H3meHeHVe pa3MepoB HeJJOCTYIIHO Uil M300pakeHWH, pa3BepHYTHIX IOJ IIPOU3BOJIbHBIM

yrijioM B Jrobom APYIr'OM TeKCTOBOM pelaKTope.

4.5.2.1 3meHuTH pazmep n300pa:keHUs1 C COXpaHeHHeM PO P

YTo6b! OBICTPO U3MEHUTh pa3Mep U300pakeHHsi C COXpaHeHHeM IPONOPIUM, BHIIOJIHUTE
CJIeyouye qeCTBUL:
1. Beigenure nuzobpaxeHue, pa3mep KOTOPOro He0OX0IUMO U3MEHUTb.
2. Y7epxyBasi JIeBYIO KHOIIKY MBIIIIH, IIPOTSIHUTE JIF0O0M U3 YIJIOBBIX MapKepOB PaMKH Tak,
yTOOBI M300pakeHre MPUHSI0O HeoOX0 MBI padmep (cM. Pucynok 191).

3. OrtnycTuTe JIeBYy10 KHOIIKY MBIIIH, YTOObI 3apMKCUPOBATh HOBBIM pa3Mep U300pakeHusl.
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Pucynok 191 — U3menenre pa3mepa n3obpakeHusl C COXpaHeHHeM ITPOIOPIIHN

YtoObl M3MEeHUTh pa3Mep H300paKeHHs C TOYHOCTBbIO JI0 MWIIMMETpA, BBIIIOJIHUTE
CJIeyIolve IeNCTBUS:
1. Beigenute uzobpaxeHnue.
2. Ortkpoiite okHO Pa3mep u moJsioxkeHne oqHUM U3 CIIEAYIONIUX CIIOCOOOB:
— Broibepute nyHkT komaHpHoro MmeHio Popmar > H3odbpakenwe > Pa3mep u

noJsoxenue (cMm. Pucynok 192).

Gopmar  Wectpymedts Bug  O6wwi goctyn Hagcrpoiikw  Cnpaeka

DYnCTUTE GopMaTHRoBEaHKE Ctrl+5Space E w = = = =
WpndgTe » o | = 3= H -
BwipaeHueaHne ; AB3al

Wzobpameqne ; OBTekaHWe TEKCTOM »
TaBavua L

=% Pazmep v nonomedHne

Coxpanute wsobpaxerue...

Pucynok 192 — [Togmento M300pazkenue

— Ha nanenu uHCTpyMeHTOB, B pasfiene M3o00paxkeHne HaXkMUTe KHOTKY (- : Pa3mep

u nojioxkenue (cMm. Pucynok 193).

MHcTpymedter Bug  OBwwid goctyn  Hagctpokkw

— —

é w = B Tekcte w E =

Q o Pasmep v nonoweHue J=
MaoBpaxeHne AB3ay

Pucynok 193 — Knonka Pazmep u mostoxenue

— OTKpoiiTe KOHTEKCTHOe MeHIO II[eJTYKOM IIPaBOM KHONKH MBIIIM U BBIIIOJIHUATE

KOMaHy PasMep H IT0JIOKEeHHe.
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3. B okHe Pasmep u mosiokenue (cM. Pucynok 194), B monsx IIlupuna u BeicoTa
yKaXXuTe TpebyemMyto ITUPUHY U BBICOTY U300pakeHusl.

4. Haxwmure kHonky OK.

Pazmep v nonoxeHne et
WwnpuHa: Boicora:
o~y o~y
341 cm L =2 254 m "
Neewii oTeTyn: Bepxnuii otcyn:
o~y o~y
3,00 cm . 2,00 cm .

CT:T:.-'I'I OTCHYWTBIBAETCA OT K28R CTRaHMLUBL.

Pucynok 194 — Okno Pa3mep u nosoxxenue

4.5.2.2 3MeHuTH pazmep n300pa:keHUus 0e3 COXpaHeHHS IMPOIOPIIHIA

YTo6b! OBICTPO U3MEHUTh pa3Mep H300pakeHUs 6e3 COXpaHeHUs NPOIOPIMH, BBIIIOJIHUTE
CJIeZIyIolre IeNCTBUS:

1. Brigenute uzobpaxeHue, pa3mep KOTOPOTro HeOOXOIUMO U3MEHUTD.

2. YIepxuBas JIeByl0O KHOMKY MBIIM, I[epeMecTUTe OIWH U3 MapKepoB paMKH

nzobpaxenust (cMm. Pucynok 195):

]

Pucynok 195 — M3ameHeHune pa3mepa n3obpakeHus: 6e3 coxpaHeHHs TPONIOPIUI

— U1 W3MeHeHHs BBICOTHI M300pakeHHs IlepeMecTUTe BepXHUW WIM HIDKHUHN

MapKep paMKy;
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— JUid UW3MeHeHMs] IIMPUHBI H300paKeHWs IepeMecTUTe JIeBbId WM TIpaBbli

MapKep paMKH.

3. OrtmycTuTe JIeByI0 KHOIIKY MBI, YTOOBI 3aUKCUPOBATh HOBBIY pa3Mep N300pakeHus!.

YToObl M3MEHUTh pa3Mep H300paKeHWsT C TOYHOCTBHIO JI0 MWIIMMETpPA, BBHITIOJIHUATE
CJIeyIolye IeNCTBUS:

1. Boigenute uzobpaxenue.

2. Ortkporiite okHO Pa3mep u noJsioxeHune oqHUM U3 CIIEAYIONIUX CIIOCOOOB:

— DBruibepute nyHkT kKomaHaHoro meHio Popmar > W3obpaikenue > Pasmep m

noJsoxenue (cMm. Pucynok 196).

Dopmat Wectpymedte Bug  OBwwi goctyn  Hagetpoikw  Cnpaeka

OUHETHTE fopMaTUpOBAHKWE Ctrl+5pace = v = = = =
WpndTe r v | = 4= :E[ -
BwlpagHWEaHWE r AB3aL

WzobpaxeHwe k DBTEKaHWE TEKCTOM r
Tabawnua L

=% Pasmep n nonoxeHne

CoxpaHnTe nzobpameHne..,

Pucynok 196 — I[logmenio N3o0pakenue

— Ha maHenu uHCTpyMeHTOB, B pa3zieiie M300paxkeHue HaXkMHUTe KHOTIKY - Pa3mep

u nojioxkenue (cM. Pucynok 197).

WMuectpymenter By OBwwil goctyn HapcTpoiiku

57 Pasmep v nonoweHue = W

I

M3oBpaxeHwe Ab3auy

Pucynok 197 — Knonka Pazmep u mostoxenue

- OTKpOfITe KOHTeKCTHOe MeHIO IIeITYKOM HpaBOﬁ KHOIIKK MBI KW BBIIIOJIHUTE

koMaHly Pa3mep u nmoJsioxkeHue.
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3. B okxue Pasmep u momoxenme (cM. Pucynok 198) oTkitounTe aBTOMaTHYECKOe

CcoXpaHeHHe MPONopLri n3obpaxenus. st 3Toro HaXKMUTE KHOIIKY = (Coxpanurtnb
COOTHOIIIeHHe CTOPOH) TaK, YTOObI OHA IpHHsIIA BUJ C 2.
4. B nonsx Illupuna u BeicoTa ykaxxuTe TpeOyeMyIo IIUPUHY U BBICOTY M300paskeHUsI.

5. Haxwmwurte kHonky OK.

Pasmep v nonoxeHne *
LW prHa BricoTa
Eal Eal
3.41 cm L =2 254 cm "
Nepwi oTcTyn BepxHWi oTcTyn
Eal Eal
3,00 cm » 2,00 cm »

C:TCT: N OTCHUTMBAETCRA OT KpaR CTRaHWLUb

Pucynok 198 — OxHo Pa3mep u nosioxkeHue

4.5.3 N3MeHUTDH NO3UITHIO N300paKeHUsI B TEKCTe

H3o06pakeHre MOXeT pacrojlaratbCsi OTHOCHTEJIbHO OCHOBHOIO TeKCTa JIOKyMeHTa
CJIeyIOIMIUMY CIIOCOOaMU:

— B Tekcre — cTaHAapTHOE pacnojoXeHWe NU300pakeHHst MeXly IByMs ab3allaMy TeKCTa;

— Bokpyr paMku — 06TekaHHe TeKCTOM 110 KOHTYPY U300pakeHUs;

— CBepxy u cHH3Y — 00TeKkaHHe TeKCTOM I10 BepXHel U HHKHel paMKaM M300pakeHus;

— Ilepen TekcToM — pacrosioxeHre U300paXkeHUs Ilepeji TeKCTOM B BUJle BEpXHero CJIosi;

— 3a TekcToM — pacIiojioxxenuve I/I306pa)KEHI/I$I 3d TeKCTOM B BHUJe HU’XKHero CJ1o4.

[To ymomuanuio u3obpakeHwe pacrojiaraercsi B Tekcre. UToObI WM3MEHUTH IO3UITUIO
1300pakeHus], BBIIOJIHUTE CleyIole JIeHCTBUS:

1. Boigenute TtpeOyemoe wu3o0pakeHre. UYToObI BbIIENUTh H300pakeHUWe, KOTOpOe

HaXOAMUTCS B TO3UIMU 3a TeKCTOM, HaBelUTe Ha Hero KypCcop MBIIIM U Ha)XMHUTe Ha

0TOOPAa3UBIIYIOCS KHOIIKY ®.
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2. Orobpa3uTe CIHCOK BO3MOXHBIX [IO3UIMN H300paXkeHUs OJHKMM U3 CJIeyIOIINX
CHoco0O0B:
— Bribepute nyHKT komaHaHoro MmeHio dPopmar > H3obpaxkenme > O0TekaHue

TexkcToM (cM. Pucynok 199).

Gopmar  Mhotpymedte Bug  OBwwi goctyn HagcTtpokkw  Cnpaeka

OuncTute fopMaTHpoEaHe Ctrl+Space —

= Z = == [T

Aabo
WpndTe ¢ e = 5= FHoe q OBbIuHbI
Bmipaerueanne * AB3au CTinm
Mzobpameqne r OBTexkaHne TeKCTOM b 0= B rekcre
Tabawua LA .

=" Pasmep v nonomedne T Bokpyr pamkw
CoxpaHuTte nzobpaxenue.. O Ceepxy W CHU3Y

=]

Mepen TexcTom

Il

3a TexcTom

Pucynok 199 — [logmenio O6TexkaHmne TeKCTOM

— Ha nanenu uHCTpyMeHTOB, B pa3ziesie 300paxeHHne HA)KMUTe KHOIIKY w CIIpaBa OT

TeKyllel nmo3unuu n3obpaxenus (cm. Pucynok 200).

WMuctpymentsr Bug  OBwwi goctyn Hagctpoikw

II'_%l E B TekcTe b |24 EE W
% 1 1.—
Q —_— _'I.'I— g
O= B rekcte =
- Ab3ay
i

Bokpyr pankn |
Ceepxy W cHU3y

Mepes TekcTom

5l ol

3a TekcTom

Pucynoxk 200 — Beibop no3uiuum n3obpakeHust

- HpaBOfI KHOIIKOM MBIIIN IIEeJIKHUTE 110 I/1306pa)KEHI/IIO " BBIIIOJIHUTE KOMAHIY
KOHTEKCTHOT0o MeHi0 Q0TeKaHHe TeKCTOM.

3. B oTKphIBIIEMCS TIOJIMEHIO BbIOepuTe TpebyeMyto MO3UIIUI0 U300pakeHus .
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H3zobpakenue, koTopoe pacronaraercsi B Tekcre, MOXHO BBIPDOBHSITb IIO I'OPU3OHTAIIN
(pacrioyioXuTh CJieBa, ClipaBa WM 10 IIeHTPY CTpaHUIbI) (cM. paszen 4.3.2.1). Eciu mpu stom
r3o00pakeHUe He OT/IeJIeHO OT TeKCTa ab3allHbIMU OTCTYIIaMH, TO BbIOpaHHOe BHIDABHUBAHUe TaKXKe

MIPUMeHsIeTCs K TeKCTY, HaxXOJISIIeMyCsl B TOM e maparpade, 4To U H300pakeHue.

4.5.4 TlepemecTHTh N300pakeHHe

H3o6paxkeHre MOXXHO IlepeMeliaTh CJIeAyOLUMMH ClIocobaMu:

— IepeTacKUBaTh, yIep>KUBas JIeBYIO KHOIIKY MBIIIIH;

— IepeMellaTh M0 BePTHUKAJIM WM 10 TOPU30HTAIM C TOMOIIbIO KJIAaBUII «—, T, |, — Ha
KJIaBUATYpe;

—  yKa3bIBaTh OTCTYIIbI U300paXKeHUsI OT JIeBOT'0 U IIPABOI'0 Kpasi CTPAHUIIBL.

4.5.4.1 IlepemecTUTH C IOMOIIBIO MBIIITH

YtoObI mepeMecTUTh U300pakeHue C TOMOIIBIO MBIIITH, BBIIIOJTHUTE CJIeIyIolre JeHCTBHUS:

1. Boigenurte uzobpaxeHue, KOTOpoe HEOOXOJIMMO TIEPEMECTUTbD.

2. YIepxwuBas JIeByIO0 KHOIIKY MBIIIH, TlepeTaliuTe u3obpaxkeHre Ha TpebyeMoe MecTO B
IIOKyMeHTe.

3. OrtmycTuTe JIeBYyI0 KHOIIKY MBIIIHY, YTOObI 3aUKCUPOBATD [TO3UIMI0 U300pakeHHUsl.

4.5.4.2 IlepemecTuTH C NOMOIIBIO KJIABUII KJIABHATYPbI

[lepemenienne c moMouUIpI0 KiIABUII <—, T, |, — HENOCTyNHO il H300pakeHus,

pacnionoxxeHHoro B Tekcre (cM. pa3pen 4.5.3).

Yrobel mepeMeCTUTh H300paKeHWe C TIOMOIIbIO KJIABMII KJIABUATYphl, BBIIIOJIHUTE
cllefiyIoniye AefCTBUS:

1. Boigenurte uzobpaxeHue, KOTOpoe HEOOXOIUMO TIEPEMECTHUTb.

2. TlepemectuTte M306pakeHHe BJIeBO/BIPAaBO/BBepxX/BHU3, HAXKUMas Ha KJIaBUIly <«—, —, T

WIH |.

[Tar mepemenieHrs 3aBUCUT OT MacIITada JOKyMEHTa:
— ecyu macmrab < 200%, To mar = 4 MmM;

— ecym maciarad > 200%, to mar = 1 MM.
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YToOB! YBEJIMYUTH IIIAT, TlepeMelanTe n300pakeHue KaBUIlaMu <—, T, |, —, yaep)kuBas
Hakatoi kiasumy Shift. B maHHOM citydae mmar nepemeliieHus 6yieT paBeH:
— eciu maciurad < 200%, To mar = 4 cM;

— eciu macuatad > 200%, to mar = 1 cm.

4.5.4.3 YKa3aTh OTCTYIIBI OT JIEBOT0 M BepXHero Kpasi CTpaHHIbI

H3o06paxkeHre MOXHO IepeMecTUTb, YKa3aB ero OTCTYIbl OT JIeBOTO M BepxXHero Kpas

CTPaHMUIIBI.

JlaHHbBIH Crocob mepeMelrieHrs: HeOCTYTIeH il M300pakeHus, paciioiokeHHOro B Tekcre

(c™. paspmen 4.5.3).

YroOBl yKa3aTh OTCTYIIBI U300paXkeHNsl, BHIIOJIHUTE CJle[lytollire 1eHCTBUS:
1. Boigenure uzobpaxeHnue.
2. Orkpoiite okHO Pa3mep u mosioxkeHue OJJHUM U3 CJIEIIONIHMX CIIOCOOOB:
— DBroibepute nyHkT komaHaHoro meHio Popmar > W3obpakenue > Pasmep m

noJuoxenue (cMm. Pucynok 201).

Dopumar  MHcTpyments Bug  O6wwmin goctyn  Haactpoikw  Cnpaexa

OuncTuTe fopMaTURoBEaHNE Ctrl+5Space —

WpndgTo L4 1— = 5=

|-|_— b _-—_ H b
BripasHueaHue P AB3aU
Mzobpamerne L ObTekaHne TEKCTOM ’
Tabanua 4

57 Pasmep W nonoxeHwe

CoxpaHnTe nsobpameHue...

Pucynok 201 — [logmenio U3o0pakeHue

— Ha maHenu uHCTpyMeHTOB, B pa3zieiie M300paxkeHue Ha)kKMHUTe KHOTIKY - : Pa3mep

U nojoxkenue (cMm. Pucynok 202).

WMuctpymentsr Bug  OBwwii goctyn  HagcTpoiikw

— .

é " 0= B tekcte v 2 =¥
1.—

Q . Pasmep v nonowenne M=
MaobpaxeHne AB3ay

Pucynok 202 — Knonka Pazmep u mosoxenue
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— OrtkpoiiTe KOHTEKCTHOe MeHIO ILIeTYKOM IIpaBOM KHOIKU MBIIIM M BBIIOJIHUATE
KoMaHzy Pa3mep u noJioxkeHue.
3. B okxue Pasmep u mosoxenue (cM. Pucynok 203), B nose JIeBbIii OTCTYIl yKaXkuTe
OTCTYIl OT JIeBOrO Kpasi CTpaHuIpl. B mosie BepxHmii OTCTym yKaXuTe OTCTYNl OT
BepXHero Kpasi CTPaHHIIbL.

4. Haxwure kHonky OK.

Pazmep n nonoxeHue x
Wunpuna: Bricota:
~ sl
3.41 cm L =2 254 cm i
Neswin oTcTymn: BepxHwi oTeTym:
B Bl
3,00 cm o 2,00 cm o

CTCT',-'I'I OTCHYWTRIBAETCA OT K2@R CTPRaHMLbB.

Pucynok 203 — Oxuno Pa3mep u nosioxxenue

4.5.5 CoxpaHuTh H300paxeHHe

H3o6paxkeHue U3 TIOKyMeHTa MO>KHO COXPaHUTb Ha KOMITIbIOTepe.
J11s1 3TOTO BBIMIOJIHKTE CIIeAYIOle IeUCTBHUS:
1. Broinenurte uzobpaxeHnue.
2. BbInonHKTe KOMaHAY COXpaHeHHsl OJJHUM U3 CJIeAYIOIIMX CIIOCOO0B:
— DBruibepute myHkT koMaHgHOro MeHio Popmar > HM3obpaxenue > CoxpaHHTh

nzobpaxenne (cM. Pucynoxk 204).

Dopmar  WMiHcTpymedtsr Bug  OBwwid goctyn Hagctpoiikm  Cnpaska

OuKcTHTE dopMaTupoBaHne Ctrl+5pace f—

:
£
I
il
il
11

3 —
LUpHC]]TbI 11— W L —}_ ]E[ W
BripaeHueaHne L4 AB3aL
MsobpamerHune * OB6TekaHWe TEKCTOM r
Tabnuua 4

£ Pasmep 1 NoaokeHwe

CoxpaHuTe w3cBpaseHne..,

Pucynok 204 — ITogmenio N3o0pakenue
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- OTKpOﬁTe KOHTEeKCTHOe MeHIO IIe/IYKOM Hp&BOI:I KHOIIKM MBbIIIX W BbIIIOJIHUTE

koMaHly CoXpaHUTh H300paXKeHHe.

3. B oxHe ¢ailsioBoro MeHeypkepa BblOepUTe MAalKy /JIsi COXpaHeHUs], yKaXxuTe uMs ¢aiisia

Y HaXkmMuTe KHONKY COXpaHUTB.

H306pa>KEHI/Ie COXpPaHAEeTCAa B UCXOJHOM pa3mepe.

Ecmm n3o0pakenre 6b110 0Ope3aHo B JJOKYMEHTe C ITOMOIIBbI0 CTOPOHHETrO MPHUJIOXKEHHS,

TO OHO COXpaHsIeTCs B UCXOAHOM (110 0Ope3Ku) BUJIe.

4.5.6 Yaanutes uzo0paxeHnue

YTo0b!l yIanuTh U300pakeHue, BHITIOIHUTE CIIeIyIOIIe IeHCTBUS:
1. Beimenute wu3obpaxkeHuWe, KOTOpoe HeOOXOAWMO yOAIWTh. UTOOBI  BBIIEIUTH

I/1306pa>KEHI/Ie, KOTOpO€e HaXOJUTCA B IIO3WIHN 3a TEKCTOM, HaBeJJuTe Ha Hero Kypcop

MBIIIY U HAXKMUTE Ha OTOOPA3UBIIYIOCS] KHOIIKY @
2. BbInonHWTe KOMaHAY yl1ajieHus OHUM U3 CJIeIyIOIIUX CIIOCODOB:

— Ha mnanenmu wuHCTpyMeHTOB, B pasfiene WM3o0paxkeHHe HaXXMUTe KHOIKY

(Y manuts uzodopaxenue) (cMm. Pucynok 205).

MHcTpymente Bug  OBwwi goctyn  Hagctpokkw

— .
A v O= B tekcre v 2 =

L ol - —

B .
Q 5 Pasmep w nonoxeHne H—

MaobpaxeHune AG3ay
Pucynok 205 — KHonka Y panuTth u3odpa:keHue
— IlpaBoii KHONKOM MBIIIM IIeJKHUTE 10 H300pakeHWI0 M BBIINOJIHUTE KOMaHAY

KOHTEeKCTHOI'O MEeHIO YZIHJII/ITI) PIBOﬁpEDKEHI/IE.

— Haxwmure Ha kiiaBuiry Delete v Backspace Ha kiaBuaType.
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4.6 Pabora c purypamu

B JOKYMEHTBbI MOHO }106aBH$ITI> (l)I/IprbI CJleyromux TUIIOB: IPAMOYI'OJIbHUK, 3JUIMIIC,

TpeyToOJIbHUK, pOM6, BHFHYTbIﬁ yroi, 3Be3qa, cepane, CKO6KI/I, CTpPeJIKH, BBIHOCKH, TeKCTOBOEe II0JIEe.

PUrypsl MOXXHO J100aB/ISTh B JTF000E MECTO JOKyMeHTa, KpoMe 00JIaCTh CHOCOK.

4.6.1 BcraButh Qurypy

YT068!I 106aBUTH B IOKyMeHT (GUTYPY, BBIIIOJIHUTE CllelyIoIIye JeHCTBUS:

1. VcraHoBuTe Kypcop B TO MECTO JOKyYMeHTa, Ky/la HeOOXOAHUMO BCTaBUTh PUTYPY.

2. Orobpa3ute cMCOK GUTYP OJTHUM U3 CJIeyIOIMINX CIIOCOOO0B:

— Bribepute nyHKT KOMaHHOTO MeHI0 BeraBka > ®urypa (cM. Pucynoxk 206).

Beraeka Qopmat MHCTpYMEHTH

MzobpaxeHne...

TekcToBDE None

Durypa

Tabavua...

@H UHE

Dopryna...

Pazpbie cTpaHWLB

M 1C

Paspwie pasgena
Hymepauwna cTpaHiL,..

KonoHTUTy AR

o

OrnagneHne

Cebinka...

53

Ctrl+Enter

Alt+P

Ctrl=K

-

1d 328000

Bug OBwui gocyn  HagcTpoiku

MpAmoyroasHUE
3nnnnc

TpeyronsHWk

PomG

3arHyTeiA yroa
Jeezga

Cepaue

Crobru r
Crpenku r

BmHockn k

Pucynok 206 — KomangHoe mento BeraBka
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— Ha nmanenu nncTpymeHTOB, B paszieriie BeraBka HaxMuyTe KHOMKY === (cM. Prucynok 207).

Ha oro6pasuBiiieicst maHesM BCTaBKU HaBeIUTe KYPCOP MBbIIIIY Ha KHOIKY 'fjl (Purypa).

BoB:

oBoK 1

AaBoBB

Jaronoeok 2 3aronoeok 3

OcHoBHBIE

HEGIANROIF
vr QO

Crobru

L) L 7

Crpenku

> <o 0 U D
ool & D

BeiHocKK

1 O

AaBbBBI AaBboBel'

Jaronoeok 4

QO [ B

T

I'__—I

M O & It Jt @

SN

'Ilﬂ

&

2]

=Ml
| | W
(]

Wzobpamenne...

TekcToBODE NONe

Durypa

Tabnauua...

Dopuyna...

Pasprie cTpaHuum

Paspuie pazaena

Hymepauyusa cTpanil,.

KonoHTUTY AR

CirnagneHme

CoulnKa..,

MepekpecTHan CopIKa..,

daknagka...

Pucynoxk 207 — Ilanenb BcTaBkU

3. B oTkpbIBIIEMCS TIOJIMEHIO BbiOeprTe TpebyeMyto GpUrypy.
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4.6.2 BcraBuUTEH TeKCTOBOE I10JIe

TekcToBoe mojie — 3TO TEKCT B paMKe, KOTOPBIM MOXHO JIETKO IlepeMellaTh B Ipefesiax
pelakTUpyeMoro [AOKyMeHTa. TeKCTOBble TIOJii UMMeIOT IIUPOKOe IpHMeHeHWe W MOryT
HCITO/Tb30BaThCs, HAlpUMep, ISl CO3[IaHUs TTOAMMCEN K 3JIeMeHTaM PHUCYyHKa WIA BBIHOCKM ITATAT
13 OCHOBHOTI'O TEKCTa JIJisl TPUBJIeYeHUs] BHUMAHUS K HUM.

YTOoOBI BCTaBUTH TEKCTOBOE I10JIe, BBHITIOIHUTE CJIeAYOIIUe TeUCTBUS:

1. VYcraHoBure Kypcop B TO MeCTO JIOKyMeHTa, Ky/la He06X0JIMMO BCTaBUTh TEKCTOBOE T10J1e.

2. BblinosHUTe KOMaH/y BCTaBKX OJIHUM U3 CJIEIYIOIIHX CIIOCOOOB:

— Bribepute myHkT koMaHHOTO MeHIO BecraBka > TekcroBoe mose (cm. Pucynok 208).

Beraeka @opmar  Wecrpymednts Bug 06

[  MzoBpamenne..

TekcTtoeoe none

Pucynoxk 208 — KomanaHoe mMeHio BeraBka

— Ha mnaHemu wHCTpyMeHTOB, B paslerne BcraBka HaXMWTe KHONKY :==.

Ha otoOpasuBieiicsi maHejid BCTaBKA HAXXMHUTE KHOIIKY Ij (TexcToBoe moJie)

(cMm. Pucynok 209).

11
AaboBBl  AaBGBel ... [H. & = -

3aronoceok 3 Jaronoeok 4 L1

o
HzobpaxeHwe.., ~

Pucynok 209 — Ilanenb BcTaBku

3. Baeaute B TekcToBOe Iosie TpeOyeMblii TeKCT. PopMaTHpoBaHHe TeKCTa B TEKCTOBOM
I10JIe OCYILeCTBJISIeTCS aHAJIOTUYHO (OPMaTHPOBAHUIO OCHOBHOI'O TEKCTa JIOKYMeHTa.
4. YToOBI CHATH BblJIeJIeHHe C TeKCTOBOT'O I0JIs, IeJIKHUTe I10 JI060MY MeCTy IOKyMeHTa

3d [1pefieJiaMy TeKCTOBOT'O I10JId.
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4.6.3 PenakTupoBaTh purypy

B ¢urypy MoxxHO 106aBUTH ClieiyIolye 3J1eMeHThI:
— TekcT (cM. pazgen 4.2.1),

— wuzobpaxenwue (cM. paszen 4.5),

— TeKyIIyIo AaTy Wix BpeMs (cM. pasgen 4.2.8),

—  cchUIKY (cM. paznen 4.2.5),

— 3awianky (cMm. pasnen 4.2.7).

Yto6b! 106aBUTH B GUTYPY KaKOU-TTMOO 3JIeMEHT U3 IepevyrCciieHHbIX, [TepeiiuTe B pexum
ee peflakTUpoBaHusl. 7151 3TOr0 BhIenuTe GUrypy ABOMHBIM II€TYKOM MBIIIIH.
YToOB! BBITH U3 peXxuMa pellaKTUPOBaHMS, ILIeJIKHUTe M0 JII000My MecTy JIOKyMeHTa 3a

1pefieJlaMyA (PUIYpHI.

B Hacrosiiiee Bpemsi 1eMCTBYIOT CilelyIOle OrpaHUYeHus:

— peXxuM pelaKTUPOBaHUsS He TMOojjepXXuBaercs il GUryp, KOTOpble HaXOMASTCS B
nmos3uiuu 3a TekcroM (cM. pasgen 4.6.8), u s ¢uryp, pasBepHYTBHIX IO
[IPOM3BOJIbHBIM yTJIOM B CTOPOHHUX TEKCTOBBIX pefaKTopax;

— ewd B TPWIOXKEHWM  BKIIOUYeH  pexxuM  MapkupoBaTh  HCHpaBJIeHHS
(cm. pasmen 4.11.1), To mpu pemakTUPOBAHUHM (PUTYpHl UCIPaBIEHUS MAapKUPYIOTCS

I[BETOM, HO He 0TOOPakaloTCsl Ha ITaHeJIN UCIIPaBJIeHUH.

4.6.4 3anuBka ¢urypsl

BHyTpeHH!010 0651aCTh GUTyPBI MOXKHO 3alIOJIHUTD JIFOOBIM I[BETOM WJIM U300pasKeHueM.

4.6.4.1 3anuBKa QUrypsI IBETOM

J17151 3a7MBKU QUIYPBI [IBETOM BBITIOIHUTE CIIe[lyIOI1e 1eUCTBUS:

1. Beigenure GpUrypy OJHHM IIETYKOM MBIIINA UK BbIIeIUTe GUIYPY JBOMHBIM IIEeTYKOM
MBIIIIY, YTOOBI IepeNTHU B PEXXUM ee peJJaKTHPOBaHMUS.

2. Yto6pl 3an0MHUTH GUIYPY MOCIEAHUM IIBETOM, KOTOPBIM UCIIOJIB30BAJICS VISl 3aJIMBKU

00BEKTOB paHee, Ha IaHeJM WHCTPYMEHTOB, B pasfieie PuUrypa HaXMUTe KHOIKY

L

== IIBeT 3a;muBKH (cM. PrucyHnok 210).
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3. Utobn! 3anonHuTh GUTYpPy APYTUM I[BETOM, HAXMHTE HA CTPeJIKy CIipaBa OT KHOIKHU

£

== L{BeT 3aJIMBKH.

i
T
hTlll
|

II [.2 LEeT 3a0MEKK \g} E B TekcTe g

C|'|'

HeT 3an1BKK

MocnegHue ueeTa:

LipeTa TEMBI:

H BENENES

Apyrue ueeta...

WMzobpamernne:

Bmbpats...

Pucynok 210 — Knonka IlBeT 3ai1uBKu

4. BribepuTe HEOOXOUMBIN IIBET OJTHUM U3 CJIEIYIOIIUX CIIOCOOOB:

Bribepute nomgxopsmumii 1nBer B 6Osioke Ilocnemnme mBera. B nmanHOM 6ioke

OTO6pa>KaIOTC$I I4Th  IIOCJIEAHUX  IBETOB, KOTOpble HCIIOJIb30BAJIMCh IIpU

q)OpMaTI/IpOBaHI/II/I 00BEKTOB HOKYMeHTa paHee.

Boibepute mnonxonsmuii nBer B Oioke IIBera Tembl. B jmaHHOM Gioke

oToOpaXkaeTcs 1[BeTOBas NAJIUTPa TeMbI TeKYIIero JJOKyMeHTa.

— Haxmure xHonky J[lpyrme mnBera. B orkpeiBiieMcs okHe Beioop mBera

(cM. Pucynok 211) ykaxure TpeGyemslii 1jBeT B Bujle HEX-konma wiu B popmare

RGB u naxxmure kHoriky OK.
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BeiGop useta %
Hex-koa: MpeanpocwoT:
e | -
KpacHbi: JeneHbI: CHHWE:

790 w2 D 19 O

R St L

Pucynok 211 — Okno Beroop nBera

4.6.4.2 3anuBKa QUrypslI H300paKeHHEM

YToOBbI 3a110JIHUTH PUTYPY U300pakeHreM, BBITIOJIHUTE CJieIyIolre NeHCTBHUS:

1.

Beipenure GpUrypy OJHUM IIIeJTYKOM MBIIINA UK BBIIEIUTE PUIYPY JBOMHBIM IETYKOM
MBIIIIY, YTOOBI IePEUTU B PEXXUM ee PeJJaKTHUPOBaHHS.

Ha nanenu HUHCTPYMEHTOB, B pa3fjesie <IJI/1rypa Ha’XMUTE Hd CTPeJIKY CIIPpdBd OT KHOIIKH

£

== IIBeT 3a;muBKH (cM. PrucyHok 210).
B otkpsiBiIeMcst okHe, B 6110ke M300paikeHne Ha)kMuTe KHOIIKY BoIOpaTs.
B okne ¢aitioBoro MmeHemkepa Boibepute TpebyemMoe U300pakeHre U HAXKMUTE KHOMIKY

OTKpBITH.

4.6.4.3 OTMeHHUTD 3aJIMBKY

YTOoOBI OTMEHUTH 3a7IUBKY PUIYPHI, BHITIOJIIHUTE ClleAYIOle 1efCTBUS:

1.

Brinenute Gurypy oHUM I11e;TYKOM MBIIIN WK BBIAEINUTe GUTYPY IBONHBIM IIIeTYKOM
MBIIIIH, YTOOBI TIepEeNTH B PEXXUM ee PeJJaKTHUPOBAHMUSI.

Ha nanenu uHCTpyMeHTOB, B pasiiesie Purypa HaXkKMUTe Ha CTPeJIKY CIpaBa OT KHOIIKHU

L

== IIBeT 3a;muBKH (cM. PucyHnok 210).

B oTkpeiBIIeMcs OkHe HaXXKMUTe KHOTIKY HeT 3a1uBKH.
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4.6.5 Koutyp ¢urypsi

4.6.5.1 Hactpouts koHTYp urypsl

J1y1st KOHTypa GUTYPBI MOXKHO OIPeJIeIUTD I[BET, TONIIUHY U THII JINHUH.

J1J1st 3TOTO BBIMIOJIHUTE CIIeAYIOIe IeUCTBHUS:

1. Brigenute GUrypy OIHUM IIETYKOM MBIIIN WA BbIJeINTe GUTYPY JBOMHBIM IIETYKOM
MBIIIIH, YTOOBI IEPENTH B PEXXUM ee PeJJaKTUPOBAHUSL.

2. Utobbl nprMeHUTh K Urype HAaCTPOMKU KOHTYpa Ipelblayllero o0beKTa, Ha IaHen
VHCTPYMEHTOB, B pa3ziejie Purypa Ha)kMHUTe KHOIIKY E Konryp (cMm. Pucynok 212).

3. Yrobwl ompenenuTh st GUTYpPbl APYrOoM KOHTYp, HaXMUTe Ha CTpeNIKy CIpaBa OT

KHOIIKU o KOHTYP.

:E = = = E II .-2_ UeeT 3anMekn ¥ E B TekcTe v
.,E = 4= H a E KoHtyp @} MoaroHate pasmep
Ab3au

Het koHTypa

MocnegHue UBeETa:

LipeTa TeMbI:

Apyrve uBeTa...

TonwmuHa AMHKK: 0,25 pt

Pucynoxk 212 — Knonka Konryp
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BribepuTe 11BeT KOHTYpa OJTHUM U3 CJIETyIOITHUX CIIOCOOOB:

— DBeoibepute mnogxopsmmii nBer B 6noke Ilociemnme mBera. B jmanHOM Oioke
oToOpaXkaroTcsl  NAThb  IIOCIeHUX  I[BeTOB, KOTOpble  HCIOJIb30BaMCh  IIpU
¢dbopMaTUpOBaHMHU 0OBEKTOB JOKYMEeHTa paHee.

— Bruibepute nogxopnsmuii 1Bet B 60ke IIBera Tembl. B manHOM 06i0Ke oTOOpakaeTcs
I[BETOBAs IIAJIUTPa TeMbl TEKYIETO JOKYMeHTa.

— Haxmure Ha kHonky J[lpyrue mnBera. B orkpeiBiiemMcs okHe Bsioop mnBera
(cMm. Pucynok 213) ykaxure Tpebyemsbiii 11BeT B Bujle HEX-kona nnu B popmate RGB n

HaxmuTe KHOTKy OK.

BuiGop ueera x
MpeanpocmoTp
o |
KpacHeii JeneHpi CHHWIA
ss 9% . | 146

R

Pucynok 213 — Oxno Be10op nBera

4. B mone TommmHa JHMHHM YKaXXUTe TpeOyeMylo TONIIHMHY KOHTYpa BPYYHYIO WIHA C
IIOMOIIBIO TIepeKJIIYaTesIs.

5. BbI6epI/IT€ THUII IMHWUU KOHTYPA U3 IIPpe]lyCTAHOBJIEHHBIX 3HA4YEeHHM.

4.6.5.2 Ypanuth KOHTYp QUryphI

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 maHenu MHCTPyMeHTOB, B pa3sziejie Purypa Ha)KMUTe Ha CTPeJIKy CIIpaBa OT KHOIIKU
""" KonTyp (cMm. Pucynok 212).

3. B oTkpsiBiIemMcs okHe HakmuTe KHOIIKY Her koHTYpa.
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4.6.6 I3menuTh pazmep pUrypsl

Pa3Mep (l)I/Il"ypr MO’KHO MU3MEHUTH C COXpAdHEHUEM HUJINU 6e3 COXpdHEHUA HpOHOpL[HfI.

YTo6bl M3MEeHUTh pasMep QUIYPbl C COXpaHEeHWeM IIPONOPLMM, BBIIIOJIHWTE CJIefyIoliue

IEeUCTBUS:
1.
2.

Brinenute purypy, paamep KoTopoit He06X0IUMO U3MEHUTb.
VY nepxxuBasi JieBy10 KHOIIKY MBIIIH, IPOTSIHATeE JIF0O0M U3 YIJIIOBBIX MapKepPOB PaMKH Tak,
9TOOBI GUTYypa MpUHSIIA HeoOXoIUMBIM pa3mep (cM. PucyHok 214).

OTnycTuTe JIeByr0 KHOIKY MBIIIH, 9YTOOBI 3apUKCUPOBATh HOBBIM pa3Mep QUIypHI.

& &

Pucynok 214 — M3amenenue paamepa GUrypbl C COXpaHeHUeM IPOTIOPIUI

Yro6b! M3MeHUTh pa3Mep pUrypbl 6e3 cOxXpaHeHHs IPOIOPLKMH, BBIIOJIHUTE ClelyIoIue

JeUCTBUSA:
1.
2.

Brienurte purypy, paamep KOTOpoit HeO6XOIUMO U3MEHHUTb.

ViepxuBasi JieByl0 KHOIIKY MBIIIM, IlepeMeCTUTe OJUH K3 MapKepoB PaMKH (UIYpHI

(cMm. Pucynok 215):

— 71 U3MeHEeHUs! BBICOTbl GUIYphI IlepeMecTUTe BepxXHUM WIM HIWKHUM Mapkep
paMKH;

— Ui U3MeHeHHs HIUPYHBI GUTYPHI lIepeMeCcTUTe JIeBbIi WX [IPaBblii MapKkep PaMKH.

OTnycTuTe j1eByI0 KHOIKY MBIIIH, 9YTOOBI 3apPUKCUPOBATh HOBBIN pa3Mep QUIypBHI.

Pucynok 215 — M3aMeHenue pa3mepa Gurypbl 6e3 coxpaHeHus TPOTIOPITU
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4.6.7 Ilonoruath pazmep GUrypsI NOJK TEKCT

BricoTy ¢purypbl MOXXHO IIOJJOTHATh I10J] PaCIIOJIO>KeHHBIHN B Hell TeKCT.
J1J1s1 3TOTO BBINIOJIHUTE CIleAyIOLe IeUCTBHUS:

1. Brwipenute durypy.

2. Ha maHenu WMHCTPYMeHTOB, B pazneiie ®urypa (cMm. PucyHok 216) HaxkmMHUTe KHOIKY

IoarousTsL pasmep.

1 2 LleeT zanmekn v C= B Tekcre w @
q7 E KoHtyp MogroHate pazmep
durypa

Pucynok 216 — Knonka Iloaronsats pa3mep

YT06BI OTMEHUTD IOJTOHKY (UIYPHI II0J] TEKCT, BBHIIIOJIHUTE JJaHHbIe IeHCTBUS IIOBTOPHO.

4.6.8 IaMmenuTh mo3uiiuio GUrypsl B TeKCTe

Pacnionoskenvie Gurypbl OTHOCHUTENIBHO TeKCTa MOXHO u3MeHsTb. Hampumep, durypa

MOXKeT pacIiojlaraTbCsl B TeKCTe, Iepel] UK 3a TeKCTOM.
Jly1st BBIOOpA 103UIIMK GUTYPHI BHIIIOJIHUTE CllelyIoIye eHCTBUS:
1. Boimemure TpeOyemyio ¢urypy. UToObl BbIIENIWTh GUIYPY, HAXOISIIYIOCS B IO3UIIAU

3a TeKCTOM, HaBe[JUTe Ha Hee KypCOP MBIIIN U HAKMUTE Ha 0TOOPA3UBIIYIOCS KHOIIKY 9

(cm. Pucynok 217).

-1
4
I

il
.
-

ad [
)

Pucynok 217 — ®@urypa 3a TekcToMm
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2. Otobpa3uTte CIMCOK BO3MOXKHBIX TO3UITAN GUTYPHI OJTHUM U3 CJIETYIONTHUX CIIOCOOOB:
— Ha manenu WHCTpyMeHTOB, B pasfieiie durypa HaXMHUTe KHOIKY w CIIpaBa OT

TeKyIel no3unuu ¢urypsl (cMm. Pucynok 218).

— = = = = 1 2 Usersanueku ~ = B Tekcte v% @
- — i
— = 5= =T g w —
o - ]:[ il - "ONTYP O= EBErekcre
Ab3ay Purypa

0 Bokpyr pamkw

O Ceepxy v cHusy
IF MMepea TekcTom

3a TercToM

Pucynok 218 — Bei6op nosunyu ¢purypel

— IlenkHuTe mNpaBOM KHONKOM MBIIIM 10 QUIYPe U BBHIIOJIHUTE KOMaHAY
KOHTeKCTHOro MeHi0 O0TeKkaHHe TeKCTOM.
3. B oTkpbiBIIeMcs IOJIMeHIO BbIOepuTe TpebyeMyto MO3ULIHI0 PUTyPHI:
— B TekcTe — cTaHApTHOE pacrosoxeHue GpUTypbl MexXay ABYMsI ab3aliaMy TeKCTa;
— Bokpyr paMKu — 006TekaHHe TEKCTOM I10 KOHTYPY GUIYPEHL;
— CBepxy u cHH3y — 00TeKkaHVe TeKCTOM I10 BepXHel U HYW)KHel paMKaM QUIypBl;
— Ilepen TexcroMm — pacrosioxeHue GUIypHI Ilepel TEKCTOM B BUJIe BepXHero CJI0s;

— 3a TeKCToM — pacnojiokeHue GUryphl 3a TEKCTOM B BUJIe HUXKHET0 CJIOSI.

4.6.9 IlepemecTuTs QUrypy

Purypy MoXXHO 1epeMeliaTh CJIeyIOIMUMH CIIOCOOaMu:

— IleperackuBaTh, y/iepKHUBast JIEBYIO KHOMKY MBIIIIH.

— Ilepememars CTPOro Mo BepTUKAIM WIK 110 TOPU30HTAJIM C TIOMOIIIbIO KJIaBUII «—, T, |, —
Ha KJ1aBHarype. JaHHBIM criocob AoCTymeH, eciii GUrypa HaxoJUTCS B JIFOOOW MO3UIINHY,

kpoMme ro3uriiy B Texcre (cM. paszen 4.6.8).
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[Tpu nepemerieHy GUTYPHI C IIOMOIIBIO KJIABMII «—, T, |, — IIar MepeMeIICHUs 3aBUCUT OT
Maciirada J0KyMeHTa:
— eciu maciarab < 200%, To mar = 4 MM;

— eciu maciarad > 200%, to miar = 1 Mm.

Yrobbl yBeIWYMTH IIAr, IepemMernaite (GUrypy KiIaBuImIlaMu <«—, T, |, —, yAepxuBas
Hakatoi kiasuiy Shift. B maHHOM citydae mmar nepemeliieHus 6yieT paBeH:
— ecyu Maciurab < 200%, To mar = 4 cm;

— eciu maciarad > 200%, to mar = 1 cm.

4.6.10 Ypamuts purypy

YTo0b! y1anuTh GUrypy, BLIIIOIHUTE CIIeyIoIe TeHCTBUS:

1. Beimenutre ¢urypy, KOTOpyH0 HEOOXOAMMO YIalduTb. YTOObI BBIIENIUTH GUTYPY,

HaxXOoodgmyrlocsa B IIO3UIHUN 3a TEKCTOM, HdBeJWTe Hd Hee KypCOp MBIIIKM WU HA’KMUTE Ha

0TOOPA3UBIIIYIOCS KHOIIKY 9 (cm. Pucynok 217).
2. BpinonHuTe KOMaHAy yJa/leHrs OJTHUM U3 CJIeyIOIIHUX CII0COOO0B:

— Ha nanenmu wuHcTpymeHTOB, B pasueine Purypa (cMm. Pucynok 219) nHaxkmure

KHOIIKY (ﬂ (Yoanurs ¢urypy).

1 ﬁ LpeT 3anmekn = B rekcte v (ﬂ
q1 E Kontyp MoaroHATE pasmep
durypa

Pucynok 219 — Knonka Ypamuts ¢urypy

— [IlpaBoii KHONKOM MBIIIM MIeJKHUTe 110 ¢uUrype ¥ BBIIOJIHUTE KOMaHAY

KOHTEKCTHOT'O MeHI0 Y JaJINTh QUTypy.

— Haxwmure kiiaBuiry Delete v Backspace Ha kiaBuaType.
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4.7 Pabora c popmynamu

4.7.1 BcraButs ¢popmyiny

B TexkcToBBI MOKYMEHT MOXHO A00aBisTb Gopmysbl. PoOpMysibl BBOASTCS Ha SI3bIKe
pasmetku LaTeX, aBToMaTH4eCcKy MpeoOPa30BBIBAIOTCS M 0TOOpaAKarOTCS B TEKCTE B CTAaHIAPTHOM
(obmennpuHSITOM) BUIE.

Y10o6B1 BCTaBUTH GOPMYITY, BBIIIOHUTE CJIeyIOIIIe T1eCTBUSL:

1. VcraHoBuTe Kypcop Ha TO MeCTO B JIOKyMeHTe, Ky/ila HeOOXOAUMO BCTaBUTh GpOpPMYITy.

2. BpeinonHuUTe KOMaHAy BCTaBKU OJIHUM U3 CJIeIyIOIINX CIIOCOOOB:

— Bribepute nyHKT KOMaHHOTO MeHI0 BeraBka > ®opmyna (cm. Pucynok 220).

Beraeka Mopmar  WHotpyments Bug 06
WMzobpameHue...
TekcTosoe none

¢ ourypa k

EH TabBawua..
() ®opmysa...

Pucynok 220 — KomangHoe meHto BeraBka

— Ha nanemu uHCTpyMeHTOB, B pasziernie BecraBka HakmuTe KHOIKY “*= (cM. PucyHok 221).

Ha oTo6pa3suBIieiics TaHeM BCTaBKH HaxkmuTe KHOIKy |JL) (Popmya).

AaB6BeI AaB6BeI' ... [Hv [ ) [=]

Jaronosok 3 Jaronoeok 4 L

~ MzobpaxeHue... -~
.. TekcToBOE None Q
|\:\| Durypa >

11

L__i Tabamua... >

() o

\__/:l opMyg... L\?

Pucynoxk 221 — IlaHenb BCcTaBKU
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3. B okue ®opmyna (cMm. Pucynok 222), B mose Beipa:xkenne LaTeX Beemure popmyity
Ha s3bike pasmerku LaTeX. Hroroseii Bup ¢opmysel 0TOOpasUTCS B IIOJIe
IIpenBapuTeIbLHBIN IPOCMOTP.

4. Haxwwure kHonky OK.

Dopryna

Boipamernne LaTel:

.$ z=“frac{-b.pm “=gqrt[]{b"{2t-dac}i{2atyl

MpegeapuTenbHEIA NPOCMOTR:

b+ v — dae

2a

aZ =

Pucynok 222 — Oxno ®opmyna

B Tekyireil Bepcuu He TIOIJIEPXKUBAETCs OToOpakeHHe GOpMyIl, CO3laHHBIX B Microsoft

Word 2003 u 2007.
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4.7.2 PepakTupoBaTh popmyry

YToOBI peakTUPOBaTh GOPMYJTy, BHIIIOJHUTE CJIeIyIolre JeHCTBHUS:
1. OTtkpoiiTe OKHO peJJaKTUPOBaHHUs GOPMYJIbl OJTHUM U3 CJIEJIYIOLIMUX CIIOCOOOB:

— Broigenute gopmysy IiesykoM JieBOM KHONKWA Mblid. Ha maHenum MHCTPYMEHTOB,

"
B paszjiesie Popmysia HOXKMUTE KHOTIKY 297 i3MeHHTB (CM. Pucynok 223).

Daidn [paeka Beraeka @opmat  Muctpyments Bug
¥ N @ v é {:} =zmenuTs
E] - i Q CTE", YaanuTe

dann Mpaeka dopmyna

Pucynok 223 — Knonka 3meHuTH

— DBrpigenute ¢opmysly IeNYKOM IIpaBOM KHOIKM MBIIIM. BeIosHUTE KOMaHIy
KOHTEKCTHOro MeH10 3MeHUTH popMy.ry.
— DBrimenure popMyiy IBOMHBIM IIeTYKOM MBIIIIHN.
2. B oxne ®opmyna (cm. Pucynok 222), B none Boeipamxenue LaTeX penakrtupyiite
dopmyiy.

3. Haxmure xkHonky OK.

4.7.3 3menuTh pasmep popmMyJibl

Y1o0Ob! M3MeHUTh padMep GOpPMYJIbI B TEKCTe, BBITIOJIHUTE CJIeIyIoIe TeHCTBUS:

1. Brimenure ¢popmyy.

2. VYpepxxuvBas JIeBYIO KHOIIKY MBIIIIH, TPOTSHUTE JIt0O0M M3 YIJIOBBIX MAapKEpPOB PaMKH Tak,
4TOOBI HOpMYyIIa MPUHSIIA HeoOXoauMbIN padmep (cMm. PucyHok 224).

3. OTmycTuTe JieByIO0 KHOIIKY MBIIIH, YTOOBI 3aUKCUPOBATh HOBBIA pa3Mep GOpPMYJIbI.

bt b — da
2a

Pucynok 224 — U3menenue pa3mepa GbopMyJibl
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4.7.4 Y nanutb popmyiy

YT068! yanuts GopMyIly, BEIIIOJIIHUATE Cllefyolye 1elCTBUS:

1. Brimenure popmyiy.

2. BbimonHuTe kOMaHAy yAaneHus GOpMYJIbl OJHUM U3 CJIeAYIOUIUX CIIOCOOO0B:

()
— Ha nanenu uHcTpymMeHTOB, B pasfeiie ®opmysna HaxkmuTe KHONKY T Ymamurs

(cMm. PucyHnok 225).

Daiin  [paska Bcraeka @opwmar  WHotpymentm Bug
b .;fg ﬁ v é {:} T
'-g-' * D Q @3 YoanTe

Tann MNpaska PopmMyna

Pucynok 225 — Knonka Y ganuts

— [IlesiyukOM 1IpaBOM KHOIIKA MBIIIM OTKPOMTE KOHTEKCTHOE MEHI0 U BBIIIOJIHWTE

KOMaHly Y JaJIuTh (pOopMyJIy.

4.8 MakeT cTpaHHIIBI

4.8.1 IlapameTpHI CTPAaHHIIBI

[TapameTpel  CTpaHUIBI HACTPaMBAlOTCS IIPU  IIO/IFOTOBKE JIOKyMeHTa K IIledaTH
(cm. paspmen 4.1.11). K napamerpaM CTpaHUITbI OTHOCSTCS:

— OpHWeHTAaIUs CTPaHUIIBL;

— pa3mep Oymaru Jijisi levaTy;

— IIOJId JOKYMeHTa.

[TapameTps! CTpaHUIIBI MO’KHO HACTPOUTH Kak Ui BCEro JIOKyMeHTa, TaK U JIJIsl ero 4acTy.
Hanpumep, 1yis cTpaHMIlbl JOKyMeHTa, Ha KOTOPOW pacrojioXXeH PUCYHOK WM TabiauIa, MOXKHO

BbIOPATh aJIbOOMHYIO (BEPTUKAIbHYIO) OpPHUEHTAIIHIO.
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Eciv  mapameTpel  CTpaHMIIBI  HY>KHO HACTPOUTb TOJIBKO JUIsl  4YacTH  JIOKYMEHTa,

IpeaBapyuTeJIbHO BBIIIOJIHWUTEe CJIeAYIoIue JEeUCTBUS:

1. JlobaBbTe pa3phIB paszena (cM. padzen 4.8.5) 1o v nocie TpeOyeMor 4acTH JOKYMeHTa.

2. YcraHOBUTe KypCOp, BbIIeJIUTe YaCTh TeKCTa WK TeKCT IeJIMKOM B TpebyeMoil 4acTu

TIOKyMEHTa.

YToOBI HACTPOUTD IIapaMeTpPbl CTPAHUIIBI, BBITIOJIHHUTE CJIIeAYIoIIre e CTBUSL:

1. Orkpoiite okao IlapamMeTphI CTPAHUIIBI OTHUM U3 CJIeIyIOIINX CII0OCOOOB:

— Bribepute mnyHkT kKomaHgHOoro MmeHio Paint > Ilapamerpsl

(cM. PucyHnok 226).

®aiin  [Npaeka Beraeka @opmat  MHotpyme

[ Cosgate Ctrl=M

CozaaTe no wabnony...

[= Omepoite... Ctrl+0
OTkpwiTe B 0Bnake... Ctrl=5hift+0
HegaeHme qokyMeHTsl L4
PabBoTa & obnake r

o CoxpanuTe Ctrl+5
CoxpaHnTe Kak... F12
IKCNOPT...

Coxpanute wabnoH..,

3aaaTh Naponb..

MapameTpel cTpaHuup Ctrl=Shift+P
= Mevatb.. Ctrl+P
JakpeiTe

Pucynok 226 — Komananoe menio Paiin

CTPaHHUIIBI

— Ha nanenu MHCTpyMeHTOB, B pasnerne Paia HaXMUTe Ha CTPeJIKy CIlipaBa OT

KHOIIKHA Ig] (BBICTpaH IIE‘IaTI)) WU B BbIIIdJdonieM CIIMCKe BbI6epI/ITe KOMadHOY

IIapametps! crpanuib! (cM. Pucynok 227).
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@aiin  [paeka Betaska @opmar
v O @~
=¥ S C

ko Oe

E} EwmcTpan nevats
[MeuaTtb...

Srcnopt e POF

MapameTpsl cTRaHWLE

Pucynok 227 — Komanpa IlapameTpsl cTpaHHunibI

— Haxwmure coueranue kinapuin Ctrl+Shift+P / {Shift+2Cmd+P.

2. B oxue Ilapamerpsl crpaHunbl (cM. PucyHok 228), B BbelllafjaromieM CIIHCKe

IIpumenuTs BbibepuTe 06J1aCTh IPUMEHeHUs lIapaMeTpOB:

— K 3TOMY pa3felly — IPUMeHHUThb BCe MOCIeAyIollle U3MeHeH!s K BbIOpaHHOW 4acTu
TIOKyMeHTa, 000C00/IeHHOM pa3pblBaMH Pa3fiena;

— KO BCeMY [OKYMEHTy — IPUMEHHUTb BCe IOCIeQylolie H3MeHeHUs KO BCeMy
JIOKYMEHTY.

3. B pazpenie OpuenTanus BbibepuTe opUeHTaNuio crpaHuil: KHmkHasa (BepTUKaIbHast)
iy AJib00MHast (TOpU30HTAJIbHAS).
4. B Beimapgaromiem crivicke Pazmep 0ymaru Boibepute pa3mep 6ymaru, Ha KOTOPOM OyzZeT

OCYIIeCTBJISIThCS IeYaTh JOKyMeHTa.

5. Hacrpoiite noss JOKyMeHTa:

— Yrtobbl HACTPOWTH IJI BCEX CTPAHUI] JJOKyMeHTa OJIMHAKOBLIE IOJIS, YKAXXUTe KX
IIMpMHY B TmoisXx BBofa Bepxuee mone, Hmxaee momne, JleBoe moe
v IIpaBoe noute.

— YToOBI HACTPOUTH TOJIS JIJIsl ABYCTOPOHHEH MevYaTH JIOKYMeHTa, CTPaHHUIbl KOTOPOTO
OyoyT cIIMBaThCs Mexay co0oM (HampuMmep, [Jisi OpONIIOPbl WM KHWTK),
ycTaHOoBUTe ¢raxok J3epKaabHble moJA. JlaHHas HacTpoiika 00603HaYaer,
YTO TIOJISl JIeBBIX CTPAHMI] JIOKYMeHTa OyayT 3epKajlbHO «0TOOpaXkaTb» OIS

€ero IMPaBbIX CTPAHHUII.
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MapameTpel CTpaHLB! pod
MprmeHUTE
KO BCEMY LOKYMEHTY v
OpuenTayua

Pazmep Gymarw

A (21x29.7 cn) v
Bepxree none HuxHee none
2,00 cm . 2,00 cm -
lNeeoe none Mpaeoe none
3,00 cm . 1,50 cm -
JepranbHBIE NoR

Pucynok 228 — OxHo IIapameTps! cTpaHHuIIbI

B mnonsx BBoma Bepxnee mosie 1 HmkHee mosie ykakuTe IIMPUHY BepXHEro
HIDKHEro  Tojie  JokymeHTa. B mone  BHyTpeHHee 1oJie  yKaxkure
IIMPUHY BHYTPEHHUX TIOJied — TOJied, PACIOJIOKeHHBIX PSJIOM C IleperuieTOM.
B nmnone Baemnee mosie yKaxWTe IIWPHMHY BHEIIHHUX I[IOJeM — TIOJIeH,

PacIojIoXXeHHbBIX Y IlepeJJHero oope3a KHUTY WU OPOIIIOPHI.

SEPKaJlebIe I10JId MO’KHO YCTaHOBHUTD TOJIBKO [JI BCero JOKyMeHTd, HO He
HJIsd ero 4acCTu. HOBTOMY JAdHHAs1 HaCTPOfIKa dKTHBHAd, €CJIM B BbIIIdJdI0IIeM

cnucke IIppuMeHUTH BEIOpPaHO 3HaUeHHe KO BCeMy JOKYMEHTY.

6. Haxwmwure kHonky OK.
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4.8.2 KomoHTHUTYJIBI

KonoHTuTynel  MCnosnb3yroTcsi, 4TOObI OTOOpaXKaThb JOINOJHUTENIbHYI0 HHGOPMAIUIo B
BepxHel WM HUXHeW 4acTu cTpaHuilbl. MHpopMalivs, ykazaHHast B KOJIOHTUTYJIAxX, AyOMpyeTcs
IS KaXK[I0M CTPAHUILBL.

B KOJMOHTHTYy/IaX MOXHO BCTaBJSITh W PEaKTHPOBATh TEKCT, TabOJHUIbl, HM300pakeHusl,

TMIIepCChIIKA, KOMMEHTapHUH U HoMepa CTpaHuIl (CM. pa3zen 4.8.3).

KomMMmeHnTapuy B KOJIOHTUTYJIaX COXPAHSIOTCS TOJIBKO B daitiiax B popmate ODT u XODT.
[Ipn coxpanennn pokymeHTa B ¢opmare DOCX KOMMeHTapuW B KOJIOHTUTYJIAX

dBTOMATHUY€CKHU yIaJIAK0OTCA.

Yt068! 106aBUTH UHPOPMALIUIO B KOJIOHTUTYJIBI, BHIIIOJIHUTE ClIeAYIOlMe JelCTBUS:
1. IlepeipuTte B peXxvM pelaKTUPOBAHMS KOJIOHTUTYJIOB OJHUM U3 CJIEAYIOIIUX CIIOCOOOB:

— Bribepure nmyHKT koMaHAHOTO MeHI0 BeraBka > Kononturyssr (cMm. Pucynok 229).

Beraeka Mopmar  WHotpyments Bug 06

WMzobpameHue...

TekcToBDE None

¢ ourypa k
EH TabBawua..

M) ®opmyna..

*=  Paspbis cTpaHnup Ctrl+Enter
‘= Paspwie pasgena

I Hymepauma cTpaHnl,. Alt=P

= KonoHTumyam

=: OrnaeneHue

¢ Cooinka... Ctrl+K

=1 [lepekpecTHan cCBLAKA...

[]  Zaknagka...

AE  CHocka Ctri+Alt+F
[Z  Kommentapuii

B Aara

(5)  Bpems

Pucynok 229 — Komangnoe mento BeraBka
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— Ha nanenu nHcTpyMeHTOB, B pasdnene BeraBka (cM. Pucynok 230) HaXXMUTe KHOIIKY

=22, Ha oTOOpa3uBIIelics raHeau BCTaBKK HAXKMHUTE KHOIIKY S (KooHTHTYIBI).

AaB6Bel AaB6Bel' ... [HH. @ G”) E] -

3aronoBoK 3 3aronoeok 4 L
@ Hzobpaxerve.., ~
2 13
T TekcToBOE None Q
|\:\‘| Durypa >
11
T »
HH TaBnua
Dopyna...

Pazpeie cTpaHuuw

Paspuie pazgena

Hymepaura cTpadiL,.,

KonoHTUTY AR

MO I I &

COrnaenerne

Pucynoxk 230 — Ilanenb BcTaBKkU

— IlogBenuTe Kypcop MBIIIM K BepxHel WM HWKHeH yacTu ctpaHulibl. Korga kypcop

npumet BUJ - (cM. PucyHok 231), IBaXk/bl IIeJIKHHUTE MBIIIBIO.

Pucynoxk 231 — Bup kypcopa
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2. JlobaBbTe B 00/1aCTh KOJIOHTUTYJIOB HEOOXOJUMYIO MH(OPMAIMIO: BBeJJUTe TeKCT WU
BCTaBbTe TpeOyeMbIil 0OBbeKT.
3. UTobBl BBIATHM U3 peXUMa peJaKTHPOBAHMSI KOJIOHTUTYJIOB, ABAXKIbI IIEJIKHUTE II0

TEeKCTY JOKYMEeHTa WX HAXKMUTe KHOIIKY (cm. Pucynok 232).

Pucynok 232 — O6acth BepxHero KOJIOHTUTYJIa

4.8.3 Hymepanus crpaHuig

B BepxHeM wiM HMKHEM KOJIOHTUTYJIe JOKYMEHTa MOXHO OTOOpasuTh HOMepa CTPaHHUII.

Hymepanus cTpaHul 0Cy1ecTBIIsieTCsl aBTOMaTU4eCKU.

4.8.3.1 [To6aBUTH HyMepanHI0 CTPAHUIL

YToOBI 100aBUTH HyMepPAIUIO CTPAHUI] B IOKYMEHT, BBIIIOJTHUTE CJIeyIOIIue TeUCTBUS:

1.

OTkporite okHO Hymepanusi cTpaHHIl O/THUM U3 ClIeJyIOIINX CII0COOO0B:
— DBribepuTe nDyHKT KOMaHOHOro MeHI0 BcraBka > Hymepanus crpaHung

(cm. PucyHnok 233).

Beraeka Qopmar  WHotpyment Bug 06

HzobpaxeHwe..,

TekcToBDE None

Durypa »

B @ HE

Tabamua...

-
‘\.ﬁ.‘—'

Dopyaa...

-

Paspwie cTpaHmuw Ctrl+Enter

0 JC

Paspuie pasaena

H

Hymepaumna cTpaHuL,.. Alt=P

Pucynok 233 — Komananoe menio BecraBka
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— Ha manem HWHCTPYMEHTOB, B pasjgeiie BcraBka HaxMHTe KHOIIKY ===,

Ha oTtobpa3uBiiielics maHeny BCTaBKU HAXKMHUTe KHONKY |+ (Hymepaums crpanmuir)

(cm. Pucynok 234).

AaB6Bel AaB6Bel ... F'}, @'5?3' E -

Jaronoeok 3 Jaronopok 4 L1

HzobpaxeHwe.., ~
.. TekcTosoe none Q
|\:\| Durypa >

=

L_J TaBnuua... ¥

t/”\

E} Dopmyna...

= Pazpbie cTRaHMUB

1 pBIE CTR

[

= Paspuie pazgena

Hymepauwna cTpaHiL,.. %

g KonoHTUTY AR

Pucynok 234 — [lanenb BcTaBku

— Haxwmure coueranue kiapuil Alt+P / ~Option+P.
2. B oxne Hymepamus crpanun (cM. PucyHok 235) ykaxxute HeobxojMMble ITapaMeTpBhl:
— dopmar - TUI HyMepaluu, Harpumep, apabckye WM pUMCKUe IADPBHL.

— Hauarb c - 4YHrCJIo, C KOTOpOTO djieyeT Ha4dTb HyMepalluio.

B Hacrosiee Bpems He TIOJIep>KHUBaeTCst HyMeparuyst cTpauil ¢ 0.
— PacmosioxkeHne — MeCTO Ha JIMCTe, Ha KOTOPOM CJie[lyeT OToOpakaTb HOMepa

CTpaHMII.

— BrIpaBHHBaHHe — PACIIOIOXKEHHe HOMepa M0 TOPU30HTAJILHOW OCH.
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OTo0OpazkaTh Ha NepPpBOH CTpPaHHIle — OTOOPAa3WUTH/CKPHIT HOMEp Ha I1epBOM
cTpaHuile AokymeHTa. [lomokeHre HOMepa B COOTBETCTBHUM C HACTPOMKaMH

YKa3bIBAeTCSl HA CXeMaTUYHOM M300paXKeHUH CTPaHUIIbI CIIPaBa.
3. Haxwmurte kHomky OK.

Hymepauwa cTpaHny,

Doprat

1.2.3, .. v

Hauate ¢

1 Bl

PacnonoxeHwe

BHWay crpaHuugl

|
Bb PaBHWEGHKWE

8 OrobpaxaTe Ha Nepeoil cTpaHULe

Pucynok 235 — Oxno Hymepanus crpanuig
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4.8.3.2 OTKJIIOYUTH HyMepaIuio CTPAHHUIL

YTOOBI OTKIIIOUXTH HyMepaIuio CTPAaHUI] B JOKYMeHTe, BBIIIOJTHUTE CJIeyIolue JeUCTBUS:
1. Otkpoiite okHo HyMepaius cTpaHuI OJJHUM U3 CIIeAYIOIIUX CII0COOO0B:
— Bribepute nyHKT KOMaHgHOro MeHI0 BcraBka > Hymepanms crpaHuIg
(cm. PucyHnok 233).
— Ha manemu wuHCTpyMeHTOB, B pasfeie BcraBka HaXMHUTe KHOMKY —es.
Ha oTobpaswuBinercs: maHenyd BCTaBKU HAXXMHUTE KHOTIKY B (Hymepamus cTrpaHuIr)
(cM. PucyHok 234).
— Haxwmure coderanue knasuinl Alt+P / ~Option+P.
2. B oxne Hymepanms crpanun, B BrlnajatomieMm cinucke ®opmar Boibepute nyHkT Her
(cM. PucyHnok 235).

3. Haxwmure kHoniky OK.

4.8.4 Pa3pbIB CTPaHUIIBI

[Tpunoxxenve «MorOduc TekcT» aBTOMaTUYeCKHU JIeIUT JOKYMeHT Ha CTpaHUIbl. Pa3phiBbl
CTPAHMI] MOXKHO TaK>Xe J00aBJIsTh BPy4YHYIO B JIFIOOOM MecCTe JOKyMeHTa.
Jlng sToro:
1. VcraHnoBuTe Kypcop Ha TO MeCTO JAOKYMeHTa, IOCjie KOTOPOro HeoOXOAMMO HayaThb
HOBYIO CTPaHHUITY.
2. JlobaBbTe pa3pbIB CTPAHUIIBI OHUM U3 CJIeIyIOIINX CIIOCOOOB:
— DBribepuTe mnyHKT KkKOMaHAHOro MeHIO BceraBka > Pa3peiB cTpaHHIEBI

(cM. PucyHnok 236).

Beraeka @opmar  Mectpymednts Bug  OG

MzobpaxeHne...

TekcToeoe None

Durypa r

B @ HE

Tabawua...

o
kﬁ.‘—'

Dopuyna...

Pazphie cTpaHWLBE Ctrl=Enter

or 1IC

Paspwe pasgena

Pucynok 236 — KomangHoe mento BeraBka
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— Ha nmanemu uHCTpyMeHTOB, B paszieiie BecraBka HakMuTe KHOTIKY === (CM. PucyHok 237).

. L
Ha oTobpa3uBiiieiics maHej BCTaBKA HAKMHUTe KHOTIKY ' (Pa3pbIB cTpaHHIBI).

— Haxwmure coueranue kinasuill Ctrl+Enter / $Cmd+Enter.

AaBoBel AaB6Bel ... F'}. ij E -

3aronoBok 3 3aronoeok 4 L1

MzobpakeHne... -~
.. TekcToeoe noae Q
|\:\'| Durypa ¥

=

L_J TabBnawua... >

l:/‘_\

E} Dopmyaa...

] p

—/ a3pbIE CTRaHWLBE

o

= Pazpwe pasgena

Pucynoxk 237 — IlaHenb BCcTaBKU

4.8.5 Pa3psIB pa3geina

PaspreiB pasnena mcnosb3yercsi, yTOObI NPUMeHSTh pasHoe GopMaTHpOBaHHe B IIpefieiax
OJTHOTO JIOKyMeHTa.
YTOoOBI BCTAaBUTH B IOKYMEHT pa3pblB pa3zielia, BHIIIOIHUTE Clleyloliye JeHCTBUS:
1. VYkaxure MecTo Jyis BCTaBKY OJJHUM U3 CJIeAYIOLIMX CIIOCOOOB:
— YcraHoBUTe Kypcop Ha TO MeCTO JOKyMeHTa, IIocjie KOTOpPOro HeoOXoauMo
BCTaBUTb Pa3pbIB pasjera.
— Ecnum pa3psiB pa3zena TpebyeTcst BCTaBUTS /10 U IOCTe pparMeHTa TeKCTa, BhIJesIuTe
3TOT (pparMeHT.
2. BcraBbTe pa3pbIB paszieyia OAHUM U3 CJIeyIOMIKUX CIIOCOOO0B:
— BribepuTte myHkT KOMaHIHOTO MeHI0 BeraBka > Pa3psiB pa3nena (cm. PucyHok 236).

— Ha nmanemu UHCTpyMeHTOB, B paszieiie BcraBka HakMuTe KHOIIKY === (cM. PrucyHok 237).

L
Ha orobpasuBiueiics maHe/M BCTaBKU HaXKMUTe KHONKY = (Pa3phIB pasmena).
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4.8.6 OriaBiienue

B nmokymeHT MoxkHO M06aBUTH oryiabiieHue. OryiaBieHue GpOpMHUpPYyeTCs U3 UMEIOIINXCS B
JIOKyMeHTe 3ar0JIOBKOB — pparMeHTOB TEeKCTa, K KOTOPBIM NMPUMeHEeHbI MpelyCTaHOBJIeHHbIe CTHUJIH
3arosioBok 1 — 3aroyioBoK 5 MM CTHJIM 3ar0JIOBKOB, CO3/IaHHbIE Bpy4HYI0 (CM. pa3zen 4.3.1.1).

[To ymomuaHMIO OrJIaBIEHHME aBTOMATHYeCKU (POPMHUPYETCS W3 3arojioBKOB, K KOTOPBIM
MIPUMEHEeHbl TIpe/lyCTaHOBJIeHHbIe CTWIM 3arosoBok 1, 3arosmoBok 2 u 3arosoBok 3. [lpu
HE0OXOJIMMOCTA MOXXHO WM3MEHUTh CTUIM 3arOJIOBKOB, M3 KOTOPHIX GOPMHUpPYeTCs OrJiaBlieHue, U
KOJIM4eCTBO YPOBHEe! B OTJIaBJIEHHUU.

OraBrieHrie OOHOBIIIETCSI B JIOKyMeHTe aBTOMaTH4deckd. OOHOB/IEHMe BKJIFOYaeT Kak

HN3MEHEeHHs B TEKCTe 3dI'0JIOBKOB, TdK U U3MEHEHHWA HOMEPOB CTPAHHUII.

4.8.6.1 IIpyiMeHHNTH CTIIM K 3aroJIOBKaM J0KyMeHTa

[Ipexxne 4yem BCTaBUTH OIJIaBJIeHHWEe, MPUMEHUTe CTHIM THUIA «3arojioBOK» K KaXXIOMY
3aroJIoBKYy, KOTOPBIM CO/IEP>KUTCS B IOKyMeHTe. Harpumep, ecii B IOKyMeHTe COZIep>KaTcsl TJIaBbl,
pasfiesibl U MOApPa3zesibl, IPUMEeHUTe CTWIb 3aroJIOBOK 1 K 3arojioBKaMm rjaB, CTHU/Ib 3aroJIOBOK 2 —
K 3ar0JIOBKAM pasfiesioB U CTUJIb 3arojI0BOK 3 — K 3arojIoBKaM I0/Ipa3fieioB.

YT0oObI IPUMEHUTD CTUIb K 3ar0JIOBKY, BBIIIOJIHUTE CIIeAYIOIIUe IeHCTBUS:

1. BeimenuTte TEKCT WK TOMECTHUTE KypPCOP B TeKCTe, KOTOPBIN SIBJISIETCS 3aTOJIOBKOM.

2. Ha nanenu nHCTpyMeHTOB, B pasziesie CTHiIM BbIOepuTe CTHIIb 3aroJIOBKa OJHUM M3

CJIeJTyIONIHX CIIOCOOOB:

— BribepuTe cTiiIb 3aro10BKa U3 0TOOpaXkaeMbIx cTuiied (cm. PucyHok 238).

AaboBe  Aabb0B1 AaBoBe AaB6Bel  AaBeBsl' ... HH ~

OBbIYHRI Jaronosok 1 Jaronopok 2 JaronoBok 3 Jaronoeok 4 .

CTinm BcTaska

Pucynok 238 — Paznen nanenu uaucrpymenToB Ctuiam
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— Haxmure Ha KHOIIKY === H Bbl6epI/ITe CTWJIb 3droJIOBKA M3 BbIIIaJdlOIIero CIIMCKa

(cMm. PucyHnok 239).

AaboBe = Aab0B1 AaB0BE AaBoBel AaB6Bel |[..|

DEbIYHbI 4 Jaronoeok 1

.

Ctinm

AaB6BeITInEeE&Kx33UuHi

EbIYHBI M

AaB6BeI'r/InEeEéKxk331
|

3aronoBoK

AaBo0BeIT/InE eE k3311l

JAroNoBokK £

AaBoBBI'TInEeEe Hm33nlliK

3aronoBeok 3

AaB6BeIt/IgEeE ek 3HnlliiK k]

JaronoBok 4

AaB6Bel'tIaEeEié Hm3sullin KL

3aronoBeok 5

+ Coznate HOBLIA CTWAL

Pucynok 239 — Cnimcok cruneit

ITocne IIpUMeHeHus CTHWJIEN 3ar0JI0BKOB BCTABbTE B JOKYMEeHT OI'JlaBJIeHHe.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2023 220



MonOdonc

4.8.6.2 BcraBuTh orjiaBjieHue

YToOBI BCTAaBUTH OIJIaBjIeHUe, BBIIIOJIHUTE CIIeIyIolye 1efCTBUS:

1. VcraHoBuTe Kypcop B TOM MeCTe TeKCTa, Ilepel] KOTOpPbIM TpeOyeTcs BCTaBUTh
orJIaBJleHue.

2. BbInonHATe KOMaHAy BCTaBKU OJIHUM U3 CJIeyHOIIUX CIIOCOOOB:

— BribepuTe nyHKT KoMaHIHOTO MeHIO BeraBka > Ornasienue (cM. PucyHok 240).

Beraeka @opmat  WHetpymentw Bug OB

Wzobpakerue...

TekcToeoe none

) urypa b
EH TabBawua...

() Dopryna...

*=  Pa3spbis cTpaHWLp Ctrl+Enter
‘= Paspwis pasaena

#  Hymepauma cTpaHnl,. Alt+P

H  KonoHTumgam

=: OrnaeneHwe

¢ Copinka... Ctrl+K

=l [lepekpecTHan cculaka...

[]  Zaknagka..

aE  CHocka Ctrl+Alt=F
[Z  KommenTtapwii

= Jara

(0)  Bpewms

Pucynok 240 — KomangHoe menio BeraBka
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— Ha manemm HWHCTPYMEHTOB, B pasjgeiie BcraBka HaxMHTe KHOIIKY ===,

Ha orobpasuBiieiicsi mnaHeld BCTaBKM HAXMUTE KHOIKY E (OrmnaBienmue)

(cm. Pucynok 241).

AaB6Bel AaB6Bsl' ... [H. @ g’) E] _

Jaronoeok 3 Jaronopok 4 .

@ HzobpaxeHwe.., ~
T | Tekctoeoe none Q
|\:\| Durypa >
=
L__JI TaBnuua... ¥
Dopyna...

Pazpeie cTpaHuuw

Paspuie pazgena

Hymepaura cTpadiL,.,

KonoHTUTY AR

M O @ I I &

CrnaeneHwe

Coulnka...

SN

Pucynok 241 — [1anenb BcTaBKu
[Io yMomuaHuio oryaBieHHe Bcerjja OTIeNsieTCss OT OCTaJIbHOTO JJOKyMeHTa pa3pbIBOM

cTpaHMIIbI (CM. paszien 4.8.4). [Ipu Heo6X0/IMMOCTH pa3pblB CTPAHUIIBI MOXKHO Y/IQJIUTh.

Ha3zBaHue orsaBieHus yKaXXUTe BPyUHYIO.
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4.8.6.3 PeqakTHpoBaTh OrJiaBjieHHe

HpI/I pPedakKTUPpOBAHHWHU OIJIaBJIEHHWA MOKHO BbIIIOJIHUTD Clieayroire JerCTBUS:
— 11063BI/ITI) WJIX YOAJIUTb YPOBHHU OI'JIaBJIEHUS;
— H3MEeHUTb CTHUJIHN 3ar'0JIOBKOB JI ypOBHEI:I OI'JIaBJIEHU,

— CKpBITb WM 0TOOPA3UTh HOMepa CTPAHUIL B OTJIaBJIeHHUHU.

YT0oOBI pefaKTUPOBATh OrJIaBJIeHHe, BHIIIOJIHUTE OJIHO M3 CIIeAYIOIMIMNX JeHCTBUMN:
— IllenkHuTe 1O OIVIaBJIEHWIO JIeBOW KHOIIKOM MBIIIM Y Ha IaHeJId WHCTPYMEHTOB,

1
4

st
B pazzesie OryiaBiieHue Ha)kMuTe KHOTIKY 27 M3mennTs (cM. PucyHok 242).

SEL
507 MamennTe
by

YpanuTe

OrnaBneHne BcraBka

H:H d ,\,% WMzobpakeHue : = | Kommentapwii sen

e noooe s leesrreo-rr——rrrrerer-r-vrormnornop oo oo o4

3aroIOBOK 2...ces e vvee e
DATOTIOBOK 3. ueutteet tees tresstasasn sesssessssnseaass seas saesanss aassn sans sessmsssnass sessmsess snss sams s0ns sans sums sanss sesssues smnn snans

Pucynok 242 — Knonika I3MeHUTH

— H_Ie.T[KHI/ITe II0 OIJIaBJIEHHUIO HpaBOﬁ KHOIIKOM MBIIIIA W BBIIIOJHUTE KOMaHy

KOHTEeKCTHOro MeHI0 U3MeHHTH orJiaBJIeHHe.
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OTtkpoetcst okHO I3MeHHUTH orJiaBjienue (cM. PrucyHok 243).

N3meHnTL ornaeneHme X
3aronoeok 1 v
2 3aronoBok 2 v
3aronoBok 3 v X

+ Hoewii ypoeeHs

Moka3blBaTe HYMEPaLIWKD CTRaHML,

Pucynok 243 — Oxkao VI3MeHUTH orjiaBieHue

ITocne n3MeHeHHs CBOMCTB OIJIaBJIeHMS BHKPOIZTE okHO I3MeHHTDH orjiaBJ/IeHHe. HJ'IFI 3TOTO

IIeJIKHHUTEe MbIIIBIO 34 ITpejejiaMi IdHHOT'O OKHAd WJIIKM HAXKMUTE KHOIIKY X B ero 3aroJjioBke.
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4.8.6.3.1 Jlo6aBUTH YPOBEHH OIJIABJICHHS

OrsaBieHre MoXeT copepXaTb 10 9 ypoBHel 3arojioBKOB. [Io yMoyyaHMIO OHO COCTOWT
13 Tpex ypoBHel. [lepBbIM ypOBHEM OIJIaBJIeHMsl SIBJISIFOTCS 3arOJIOBKM, K KOTOpPBIM IIpYMeHeH
CTWIb 3aroyioBoK 1, BTOpbIM ypOBHEM — 3arojiOBKH, K KOTOPBIM IIPUMeHeH CTHJIb 3aroJjIoBOK 2,
TPeTbUM — 3ar0JIOBKH, K KOTOPBIM IPHMeHeH CTU/Ib 3arojIoBoK 3.

Kak mpaBuio, B oOrjaBieHHe BKJIIOYAlOT He 0Oojiee TSITH YPOBHEH 3arojIOBKOB.
ITpu nobaBneHny 4eTBEPTOIO U ISITOTO YPOBHS OIJIaBJIeHUs JJIsl HUX aBTOMAaTU4eCKU BbIOMpPArOTCs
IIpe/lyCTaHOBJIEHHble CTUJIM 3aroJjI0BOK 4 1 3aro/IOBOK > COOTBETCTBEHHO.

Eciu B ornaBnenue Tpebyercss no6aBuTh Ooisiee MSTU ypOBHEHM 3arojioBKOB, BPYYHYIO
co3mavite crtunu (cM. pasgen 4.3.1.1.2) u mnpumeHuTe ux K TpeOyembIM 3arojoBKam
(cM. paspen 4.8.6.1). 3aTem mobaBbTe YpOBHH OIJIaBJIeHHs, KOTOpbie OyayT GbOpPMHUPOBATHCS W3
JTAHHBIX 3aT0JIOBKOB.

YTo06b! 106aBUTH YPOBEHb OTJIaBJIeHUs], BLITIOJHUTE CIIeyIoIIe JeHCTBUS:

1. B oxune V3MeHuThr orjaBjieHHe HaxmuTre kHonky -+ HoBbIi  ypoBeHBb

(cm. Pucynok 244). B ciiucke ypoBHe# 0TOOPa3UTCSl CTPOKA HOBOT'O YPOBHSI OTJIaBJIEHUS

(cm. Pucynok 245).

2meHWTEL ornaeneHme X
3aronoeok 1 v
2 3aroNoBeoK 2 v
3aroNoBoK 3 v X

+ Hosbiil yposeHs

MokaszblEaTe HYMEPaLLWKD CTRaHML,

Pucynok 244 — JlobaBiieHre ypOBHSI OTJIaBJIeHHUs
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2. BpibepuTe u3 BBINAQMAIONIETO CIWCKA CTWAJIb 3arojiOBKOB, W3 KOTOPBIX CJiefyeT
$bopMUpOBaTh JAHHBIM ypOBEHb orjaBieHust (cM. PucyHok 245), UM ocTaBbTe CTUJID,

BbIOpaHHBIY 110 YMOJTYaHHUIO.

l12mMeHWTE ornaeneHme X
I 3aronoeok 1 v
2 3aronoeok 2 v
3aronoeok 3 v
o 3aronoeok 4 v . x
O BBIYHBIA

3aronoeok 1
3aronoBok 2
3aronoBok 3

@ nc v 3aronoeok 4
3aronoBok 5
HazeaHwe gokymeHTa
Moazaronoeok

KonoHTWUTYA

CHocka

Pucynok 245 — Beibop crus
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4.8.6.3.2 VIaMeHHNTH CTHIBb 3ar0JI0BKOB JIJISI YPOBHS OTJIaBJICHUS

YpoBHM oOrsaBiieHHss MOXXHO GOPMUPOBATh KaK M3 3arOjIOBKOB, K KOTOPBIM IPUMeEHEeHbI
NpeflyCTaHOBJIEHHble CTWIA 3arooBok 1 — 3arosoBok 5, Tak W M3 3arojioBKOB,
K KOTOPBIM IPUMEeHeHbI CTHJIH, CO3/IaHHbIe Bpy4YHyto (CM. paszen 4.3.1.1).

YTtoObl W3MEHWTh CTWUJIb 3aroJIOBKOB, W3 KOTOPBIX (GOPMHPYeTCS KaKOW-TH00
YPOBEHb OTJIaBJIeHHs], BBIIIOJHUTE CJIelyIolIye JerCTBUS:

1. B oxkne A3MeHUTH orjaBjieHHe, B CTPOKe TpebyeMOro ypoBHSI OIJIaBJIeHUsI Pa3BepHUTe

BBITIA/IAOIIMI CIIMCOK CTUIel (cM. PucyHok 246).
2. BpibepuTe u3 BBINAAIONIETO CIKCKA CTWAJIb 3arojIOBKOB, W3 KOTOPBIX CJiefyeT

$bopMUpOBaTh JaHHBIN YPOBEHb OTJIABIIEHUSI.

M3meHWTL ornaeneHme X

3aronoeok 1 hd
O BBIYHBIA

" Jaronosok 1
3aronoBok 2
3aronoBok 3
Jaronosok 4
3aronoBok 5
HazeaHWe gokyMeHTa
Moazaronosok
KonoHTWUTYA

8 nc

CHocka

Ctunk1
S

Pucynok 246 — Beibop crus
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4.8.6.3.3 YaanuTh ypoBeHb OIJIaBJI€HHS

[Ipy HEoOGXOAMMOCTH KOJIMYEeCTBO YPOBHEHM OIJIaBJIeHHWsI MOXKHO COKpaTuTh. Hampumep,
orjiaBjieHMe, KOTOpOe COCTOUT K3 4YeThblpex YpOBHEH, MOXHO Ipeobpa3oBaTh B OIJIaBJieHHE
13 JIByX ypoBHeH. [yt 3Toro ciefyeT yAaauTh YeTBepThId U TPeTHM YPOBHU OTJIaBJIeHUSI.

VpoBHU OrjiaB/ieHHs MOXKHO YIalISTh, HAUWHAs C TIOCJIeIHer0 YPOBHS B CIIMCKe.

YTo0b! yIaMUTh MTOCIIeHUM YPOBEHb OrjlaBiieHus, B OkHe I3MeHHUTD orjaBjieHHue HaKMUTe

KHOIIKY % CIIpaBa OT AAHHOTO ypoBHs (cM. PrcyHok 247).

l12mMeHWTE ornaeneHme X
3aronoeok 1 v
2 3aronoeok 2 v
3aronoeok 3 v
4 3aronoeok 4 v
3aronoBoK 5 v | R

+ Hosbiit ypoBeHs

MNMokazbleaTe HYMepPaLWHD cTpaHnL,

Pucynok 247 — Y nanenuvie ypoBHSI OTJIaBJIeHHUS

4.8.6.3.4 CKpbITH I 0TOOpa3uTh HOMepa CTPaHMIL

[To ymomyaHuio i KaXJOro 3arojioBKa B OIVIaBJIeHWH 0OO3HAaYeH HOMep CTpaHMIIbI, Ha
KOTOpO# OH pacrosnioxkeH (cM. Pucynok 248). HoMepa cTpaHuUIl BHIYUCISIOTCS aBTOMAaTHYECKH.

YToOBl CKpBITH HOMepa CTPaHWI[ B OIVIaBJleHWH, B OkHe V3MeHUTH oOrjaBjieHHe
(cM. Pucynok 247) caumute dakok Iloka3pIBaTh HyMepanHio CTPaHMIL.

YroObl BEpHYTHCSI K OTOOpPa’KeHUIO CTPAHULL, I0CTaBbTe JIAaHHBIN (IIaXKOK.
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4.8.6.4 ®opmaTrupoBarh orJjiaBjieHHe

K ornasnenuro IIpUMEHSEeTCA Cl)OpMaTI/IpOBaHI/Ie 10 YMOJ/IYdHHUIO. HpI/I HEO6XO}II/IMOCTI/I JJIsL

OrJIaBJIeHUs MOXKHO U3MEeHUTh CBOMCTBA MIPUQTa U CBOMCTBA ab3aria.

cDOpMaTI/IpOB{:IHI/Ie IIpUMEHdeTCd KO BCeMy OIVIdBJIEHWIO, HW3MEHeHHne O(l)OpMJ'[eHI/ISI

OTJIeJIbHBIX YaCTel OrJIaBJIeHMs He HOITyCKaeTCs.

CDOpMaTI/IpOBaHI/Ie OIJIaBJIEHUA OCYHIeCTBJIIETCA dHAJIOTUYHO (l)OpMaTI/IpOBaHI/IIO OCHOBHOTI'O
TeKCTa JJOKyMeHTa.
YTo0bbI Cl)OpMaTI/IpOBaTI) TeKCT OIJilaBJIeHHd, BbIJejimTe ero. HJ’IH J3TOro ImeJjIKHUuTe IIO0

OTJIABJICHUIO JIeBOM KHOIIKOM MBIIIIH.

4.8.6.5 YoaauThs orjaBjieHue

YTOoOBI yHaNIUTh OIJIaBIeHHe, BBIIIOJIHUTE OJTHO U3 CIeIyIOIINX AeCTBUN:

— DBrienure orsnasieHue IeJIYKOM JIEBOM KHOIIKM MBIIIM U Ha IIaHeJIUM WUHCTPYMEHTOB,
B pazzesie OryiaBjieHHe Ha)KMHUTe KHOTIKY =4 Y aamuTh (cM. PucyHok 248).

— DBrpimenure  orjaBieHuMe — IIETYKOM  JIEBOM ~ KHONKA  MBIIIM U HaXMUTe
kiaBuiy Delete Ha kiaBuartype.

— IllenkHuTe 1O  OIVIABJIEHUIO  [IpaBOM  KHOIKOM  MBIIIM U BBIIOJIHUTE

KOMdHy KOHTEKCTHOI'O MEHIO ynaJII/ITb OorjiaBJICHHE.

o |

Op MamernnTs

OrnasneHue Bcraska

}Q',:q Wzobpaxerne = | KommeHTapwii wan

g e s lerom-or—r—r—rr—rvo-—-rr-v--—rirrvrrrr—————r———————————r§
BATOUTOBOK 2. ies e tresciees nes anessmns sessmss sessnassnsesssssnsnsnssansnnns sens asns sese asns sans sases snns saesannn sees nnns snans snnssnnnssnnds
B ATOITOBOK 5. veveiaestresasessens seesanan seeesannnsensansssnssssas snnss sans sanssessmssssessnesns snne sans nas sans sums suans smsn snes nnss mne ol

Pucynok 248 — Knonka Y ganurs
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4.9 OTobOpaxkeHHe COMEPIKUMOrO

4.9.1 JIuneitku

JIMHeliky OBICTPO M TOYHO PEryJMpYIOT OTCTYIIBl M IOJSI JJOKYMEeHTa II0 FOPU30HTAId U
BepTUKaIMU. ['Opu3oHTanbHas JIMHelKa HaXOJUTCS 107 IaHeJIbl0 MHCTPYMEHTOB, BepTHKa/bHas —
BJI0JIb JIEBOTO Kpasl JOKyMeHTa.

[To ymomuanuto o6e yvHeliku oTobpaxkaroTcst. Eciiu TpebyeTcst CKpBITh JIMHEeNKH, BbibepuTe

ITyHKT KOMaHIHOTO MeHio Buj > JIuneiika (cM. PucyHok 249).

Bvg OBwwi gocyn  Hagctpoiik

" NuHelka

HeneuaTaembie cMMETALI
Pucynok 249 — Komananoe mento Bun

4.9.1.1 HacTpouTs moJjsi JOKyMeHTa

[IMupuHa mnonell orobpaxaeTcs Ha JiMHeWKax cepbIM IBeToM (cM. Pucynok 250 u

Pucynok 251).

ad

1 alls | 3 2
| /lesoe none

Pucynok 250 — I'panuna seBoro noss

| Bepxee none |

Pucynok 251 — I'panuiia BepxHero noss
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YroObl M3MEeHUTH pa3Mep I10J1s, BBIIIOJIHUTe CllefyIolie NeiCTBHUS:
1. YcraHoBuTe Kypcop Ha JIMHEHKY, YTOObI OH NIPUHSUI BUJ| IBYCTOPOHHE! CTPEeJIKH.
2. YIepxuBas JIeBYI0 KHOIIKY MBIIIY, IIPOTSIHUTe Kypcop 10 He06X0IMMOU OTMETKHU.

3. OTmycTUTe KHOTIKY MBIIIH, 9TOOBI 3aUKCUPOBATh HOBBIK pa3Mep TOJIs.

HaCTpOﬁKy rnoJjiemn JOKYMEeHTda MOHO TdK’Xe BBIIIOJIHUTL C IMOMOIIbIO OKHa HapaMeTpm

cTpaHunbI (cM. pazzen 4.8.1).

4.9.1.2 HacTrpouts oTCTYyn ad3ana

VkazaTenb OTCTyma ab3ala oOToOpaXkaeTCs Ha TOPU30OHTAIILHOM JIMHeWKe CUHUM

TpeyroiibHUKOM (cM. PucyHok 252).

Pucynok 252 — Ykazatesnb oTcTyma ab3aia

YT0OBI U3MEHUTD OTCTYIL 8638118, BBITIOJTHHUTE ClIeyIolire JevCTBUS:

1. Ynepm/IBa;[ JIEBYKO KHOIIKY MbIIIKM HA YyKd3dTejle, IlepeTdiiyure ero Ha H806XO)II/IMYIO

OTMETKY.

2. OTycTUTe KHOIIKY MBIIIH, YTOOBI 3apUKCUPOBATh HOBBIN OTCTYTI ab3aria.

HpI/I HU3MEeHeHUHN OTCTYIId 86381_18 HU3MEHSEeTCA TaKiKe OTCTYII nepBoﬁ CTPOKH, IIpU 3TOM

paccTosiHue MeXIy HUMH COXPAHSIeTCsl.
Hacrpoiiky oTcTyma ab3aiia MOXHO TakKe BBIMIOJHUTHL C TOMOIbI0 OkHA HacTpoiku

ab3ama (cMm. paznen 4.3.2.5).
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4.9.1.3 HacTpouTh OTCTYII IEPBOIi CTPOKH

VkazaTesib OTCTyHa TepBOM CTPOKM OTOOpaXkaeTCs Ha TOPU3OHTAJIbHOW JIMHeMKe

CUHUM IIPSIMOYTOJIBHUKOM (CM. PucyHok 253).

Pucynok 253 — Yka3zaresb OTCTYII1a epBOM CTPOKHU

YT0oOBI U3MEHUTH OTCTYIL HepBOﬁ CTPOKH, BBIIIOJIHUTE Cllefyroine JIEeUCTBUS:
1. YnepxcHBa;{ JIEBYIO KHOIIKY MBI Ha YKa3arTeie, rneperamuTe

Ha HeOOXOUMYIO OTMETKY.

2. OTmycTuTe KHOIIKY MBIIIH, YTOOB! 3apUKCUPOBATh HOBBIM OTCTYII IIEPBOM CTPOKHU.

ero

HaCTpOﬁKy OTCTYyTIIa nepBoﬁ CTPOKM MOXHO TdKXe€  BBIIOJIHUTbL C  IIOMOIIbIO

okHa Hacrpoiiku ab3ana (cM. pasnen 4.3.2.5).
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4.9.2 HenneuaraeMriIe CUMBOJIBI

HemneuyaTaeMble CHMBOJIBI — 3TO YCJIOBHble CHUMBOJIbI (OPMATUPOBAHUS, KOTOpPbIe
WCIIO/Ib3YIOTCS ISl OPTaHU3allMK COJIEPXKMMOT0 JJOKyMeHTa, HO He 0TobpaXkatoTcst Ipu nedaTtu. Mx
MI0JIe3HO OTOOpaXkaTh MPU pedaKTUPOBAHWHU JJOKYMeHTa, YTOObl M3bexkaTh, HAlpHUMep, JIBOWHBIX
po6eJioB B TEKCTe.

YTtoOBbl BKIIIOYWATH OTOOpakeHWe HeledaTaeMbIX CHMBOJIOB, BBIIIOJHUTE OJIHO U3
CIIeYIOIUX JeUCTBUIA:

— Broibepute nyHkT KomaHaHoro MeHio Bua > HemeuaTaemMble CHMBOJIBI

(cm. Pucynok 254).

Bug OBwwi goctyn  Hagctpoi

NuHelika

Heneuyaraemble CHMBOAM
Pexcrm npeseHTaLmm
MacwTab L4

MaHens MHCTpYMEHTOB ’

Pucynok 254 — Komananoe maio Bun

— Ha manemm wHCTpyMeHTOB, B pasfene A63an HaxmuTe kHomnky 9| (Hemeuaraemsbie

cuMBOJIbI) (cM. PucyHok 255).

At S == == v
AaBboBe
& - }E v = i= H . qr CEbIYHRIf
Ab3ay CTinm

Pucynok 255 — Paznen manenu nHcTpyMeHTOB AG3ary
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HermnegaTaemeie CHUMBOIJIbI, KOTOpLIe HCIIOJIb3YIOTCA B TeKCTOBOM penakTope,

IIpeJicTaBjleHbl B Tabmue 8.

Taosuna 8 — HerreuaTaembie CHMBOJIBL

IIpumep cuMBoOJIa B TEKCTe

3HaueHue

Lorem-ipsum.dolor-sit-amet,.consectetur-adipiscing-elit,.se
labore-et.dolore-magna-aliqua.-Ut-enim-ad-minim.veniam,-

IIpoben

Lorem-ipsumf
dolor-sit-amet,
consectetury

Komnerr ab3aria

Lorem -» ipsum-dolor-ssit - amet, »consectetur —
-» eiusmod -» temporincididunt —» ut -» labore

Tabynsamus

Lorem-ipsum.’
dolor.sit-amet, o

Pa3priB cTpoku

consectetur
= Pa3priB cTpaHuIlsl
=
— PaspriB paspnena
'E‘
& IIpuBsizka nzobpakeHus: Wi GUTYPHI
T 3axiagka
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4.9.3 Pe:xuM npe3eHTanuu

YroObl NepedTU B peXuM IIpe3eHTallud, BblOepuTe IIyHKT KOMaHIHOrO MeH0 Bup >

Pexxum npesenramun (cMm. Pucynok 256).

Bug OBwwi goctyn  Hagctpolig

NuHelika

Heneuataemble CMMBEDL

Pexcnm npeseHTanmmn
Pucynok 256 — Komananoe menio Bup

Pexxum nipesenTtanivu (cM PucyHok 257) mo3BoJisieT UCHOJIb30BaTh BeCh 3KpaH KOMIIbIOTepa
IUTsl TIPOCMOTPA JIOKyMEHTa.

JlJisi HaBUTraIMKU 0 CTPaHUIlAM JAOKYMEeHTa B JJaHHOM peXUMe UCIOb3yIOTCS Cllefyiolire
KJIABHUIIH KJIAaBUATYPBI:

— Crpenka Bupaso v IIpobesn — mepexo K ciiefyIomied CTpaHUIIE;

— Crpenka BieBoO — I1lepexof K IpeAblaylel CTpaHUIle.

I[J'[H BbIXO/ld N3 PeXXKMd IIpe3eHTdllhH IIpeHd3Hd49€Hd KJIdaBHUIIld Esc.

Pabora ¢ Tabinnamu, niodpaxeHusaMu 1 GopMyIaMu

= | -_ =zl . e Jlobagnsiire TabIUIE], BCTABIAUTE U YIAIAHTE CTPOKH
ﬁ ‘ L Y CTOINOIEL, BbIJle/IgiTe, 00beIHHIHTe 1 pa3beJHHANTe
SIMEHKH, U3MEHSIHTe [[BeT MX 3aJIMBKH, a TaKXe
e — UCTONB3YHTE TIOBTOPeHHe 3arojioBKOB TabIUILl Ha

S Ka)KJIOH CTpaHHMILe.

e Berasasire uaobpakenus v GUIypbl, M3MEHSITe UX
pasMepnl M HONOKEHHE B TeKCTe.

- o Jlobasnsitre v pejlakTHpyiTe MaTeMaTHYecKue
BeIpaxenus B popmare LaTeX, namensiirte ux
I [ pasMepsl U NOJI0XKeHHe.

Pucynoxk 257 — Pexxum npe3eHTaIiuu
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4.9.4 Macmtad qokyMeHTa

[To ymomuanuto macmrab noxkymeHnta cocrasisier 100%. Ilpu Heobxomumocty maciitab
MO>KHO U3MEHUTh B OOJIBIIYIO MU MEHBIITYI0 CTOPOHBI C IIOMOIIBI0O KOMaHJHOTO MEHIO WM CTPOKU
COCTOSIHUSL.

Yrobbl M3MEHWTh MaclTab AOKyMeHTa C IIOMOIIbI0 KOMaHJHOI'O MEHIO, BBIIIOJIHUTE
CJIefyrolye qeiCTBUL:

1. Bribepute myHKT KOMaHHOTO MeHIO Bupx > Macmrtab (cm. Pucynok 258).

2. B oTkpbiBIIeMcs IOJIMEeHIO BbIOepuTe TpebyeMyto KOMaH[y:

—  YBestHuuTh MacmITad — yBeJIuIUTh TeKymui Macitab Ha 10%;
— YMeHBIIUTH MACIITab — yMeHbIIUTh TeKylui Maciitab Ha 10%;

— dakTHYecKuil pa3Mep — yCTaHOBUTH MaciiTab no ymondanuio (100%).

Bvg OBwwi goctyn  Hagetpoiikn  Cnpaeka

NuHeika .-"I:"\+ . —
—

[rp—

|
il
jmj

HeneyaTaemble CMMBOALI
Ii:) [ _I_i.|: [¥)

Pexcum npeseHTaumm
AB3au

MacwTab L4 ¥BenuunTE MacwTab

¥MeHbWNTE MacwTab
MaHenb HHCTPYMEHTOE r

DakTuuecknid pasmep Ctrl+0

Pucynok 258 — Komananoe menio Bup

Yrobbl HM3MEHHUTH MacITab cC IIOMOIIbKO HHCTPYMEHTOB, PAdCIIOJIOKEHHBbIX B CTPOKe

cocrosiaus (cM. PucyHok 259), BBIIIONIHKTE OHO U3 CIIeQYIOIIUX JIeACTBUM:

CrpaHwuua 1 w2 1 - o + 100% v

Pucynok 259 — Ctpoka cocTosiHus

— 3axaB JIeBYI0 KHONKY MBbIIIH, I[lepeMecTUTe OeryHOK BIIPaBO WM BJIeBO, YTOOBI
YBEJIMYUTD WIA YMEHbIIIUTh MacIliTab COOTBETCTBEHHO.
— Haxmure kHONKY +, 4TOObI YBEIMYUTh MacIITab, WM KHOIKY —, YTOOBI YMEHBIIUTD

Macitab. B xaxiom cirydae mar 6yzaer coctasisth 10%.
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— BrigenuTe 3HaueHMe Tekylllero mMaciTaba, pelakTUpPyHTe ero BPyYHYIO U HAKMHUTe Ha
kiasuiy Enter.
— Haxmure Ha CTpesiKy, pacIoOJIOKeHHYIO CIpaBa OT 3HadyeHMs TeKyllero maciiraba,

Y BbIOepUTe TpeOyeMbli MacIITab 13 BBITAIAIOIIEr0 CIIHCKA.
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4.10 3amuTa Coep;KUMOro OT H3MeHeHUI

4.10.1 3amUTUTH COJlepIKUMOe

B ocHoBHOM 4YacTh M B KOJIOHTHUTYJ/IaX AOOKYMEeHTa MOXKHO 3alllUTHUTL OT N3MEeHeHUH!

3J7IeMeHTBI COIEP>KMMOT0, TTepedrciieHHbIe B Tabsuie 9.

Tabnuna 9 — JreMeHTHI COepKIMOro

Tun cogepKUMoro

3a0;10KHpOBaHO

Paspemieno

Texct

BBog, penaktrpoBanue,
¢opmaTupoBaHue U ynajgeHue
TeKCTa

H3obpakenue

— Ilepememenve n3006pakeHuUs;

— H3meHeHnue pa3mepoB
n300pakeHus;

—  VYpaneHve n300paykeHUsI

durypa

— Ilepemeienue ¢urypsr;
— H3menenue pa3zmepoB GUTYPHI;

— VYnanenve Gurypsl

BBon, peakTupoBaHue,
¢dopmaTupoBaHue U yajgeHue TeKcTa

BHYTPU PUTypbHI

TekcT B dpurype

BBog, penaktrpoBaHue,
¢opmaTupoBaHue U ynajgeHue
TeKCTa BHYTPU GUTYPHL

— Ilepememnienue Gurypsi;
— H3menenue pa3mepoB GUTYPHI;

— VYpanenue GUrypnl

Texkct B suetikax TaOIUIILI

— BBgogn, penaktupoBanue,
¢opmaTrpoBaHUe U ynajgeHue
TeKCTa B 3a0JIOKUPOBAHHBIX
sT9eMKax TabIUIIBL;

— H3menenue pa3mepoB U
yaasieHue CTPOK U CTOJIOI0B, B
KOTOPBIX PaCIOJIOXKEHBI
3a06J10KMpPOBaHHbIE TYEHKU
TaOJIULIBI;

— YnaneHue TabIUIBI

— Bsog, penaktupoBanue,
¢dopmaTupoBaHue U ynajgeHue
TeKCTa B IPYTuX syeilkax
TaOJIULIBL;

— V3meHeHue pa3MepoB U yjiajieHue
JIPYTHUX CTPOK U CTOJIOIIOB
TaOJIULIBL;

— BcraBka cTpok u cTonb110B

Tabmuma

— Bgog, pemaktupoBanmue,
¢dopmartrpoBaHue TekcTa B
Tabuiie;

— BcraBka, uamenenve pa3mepoB
Y yJlaJieHre CTPOK U CTOJIOIOB;

—  YnaneHue TabIUIBI

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2023 238




MonOdonc

YT0oOBI YCTAaHOBUTD 3allIUTy OT U3MEHEeHU, BHIIIOJIHUTE CJIe/IyIolue TeHCTBUS:
1. Brimenure Tpebyemoe cofiep>KUMoe JOKyMeHTa:

— YroObl 3abi0KMpOBaTh OT M3MEHeHWM OAWH ab3all TeKCTa, YCTAHOBUTEe B HEro
KYpCOp, BBIJIeJIMTe YacTh ab3ama WM ab3arl merkoM. YToObl 3a0JI0KMpOBATh OT
M3MeHeHUN HeCKOJIbKO ab3alieB, BBIJIEIUTE UX LIeJIMKOM.

— YrtoObl 3a0/10KMPOBaTh OT W3MEHeHWW u3o0pakeHHe WM GUTYPY, BBIIEJIUTE ee
IIeJTYKOM MBIIIIH.

— YroObl 3abJIOKMPOBATh OT W3MEHEHUH TeKCT B GUrype, BBIIEIUTE ee JABOWHLIM
IIeJTYKOM MBIIIIY, a 3aTeM BbIJeJIiTe B Heil TpebyeMblii TeKCT.

— Yrobbl 3a670KMPOBATh OT U3MEHEeHW TeKCT B OJHON WM HECKOJbKUX suerKax
TaOJIUIIBI, BBIIEITUTE TAHHBIE TYEUKH.

— Yrobbl 3ab70KMpOBaTh OT HW3MEHEeHWW TabJuIly, BbIeJIUTe [aHHYIO TaOuIly
I[EJIUKOM.

2. Brpibepure myHKT KoMaHaHoro MeHio IIpaBka > 3amUTHTL OT H3MeHEHHH

(cM. Pucynok 260).

Mpaeka Becraeka Qopmar  Weotpymedte Bug 06
T OTmeHWTs Ctrl+Z
" TNoeTopuTe Ctrl+Y¥
& Boipezats Ctrl+X
Kenupogats Ctrl+C
[y Bcrasuth Ctrl+V
BcTaBwTe ToMBKD TEKCT
BctagwTe W3 Bydepa obmera r
A KonvposaTe dopMaTMpoEaHWe Ctrl+5hift+C
MpumeHnTE dopMaTUpoBaHUE Ctrl+5Shift=V
BwaenvTte Bce Ctrl+4
JEWNTHTE OT MIMEHEHMIA
CHATE 3aLMTyY
1 Mowck Ctrl+F

Pucynok 260 — Komananoe mento IlpaBka
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3alyra CoIepKUMOT0 BU3yallbHO TTpeJICTaB/IeHa ClieAyIOIUM 00pa3oMm:

— B 3abnoxupoBaHHOM TeKCTe IIBET Kypcopa MeHsIeTCsl Ha KpaCHBIM.

— HpI/I BbIJleJIeHHH 386JIOKI/IpOBaHHOI‘ 0 00BeKTa IBeT ero paMKH1 MeHseTCd Ha KpaCHLIﬁ.

— Ilpu HaBegmeHUMn

Kypcopa Ha Mapkep

npuaKMaet Buj (3.

3a0JIOKMPOBAHHOTO

Kypcop

— Ilpu mombiTke W3MeHeHHs 3a0JIOKMPOBAHHOTO TeKCTa WM OOBeKTa OTOoOpaXkaercs

BCILIBIBAIOIIIEe COO6III€HI/IEZ «3JTa 9acThb JOKYMeHTa 3alllvIileHa OT U3MEHEeHU».

4.10.2 CHATH 3a10HTY

YTobOBI CHATH 3allUTy OT M3MeHeHUH BO BCEM OOKyMeHTe, BbI6epI/ITe ITYHKT KOMaHOHOI'O

Mmenio IlpaBka > CHaTh 3amury (cM. Pucynok 261).

YTobOBI CHATH 3aluTy OT M3MEHeHUN [JI1 YacTH HOKYMeHTd, BBIIIOJIHUTEe Clleyroine

JeUCTBUS:

1. Brimenure TpebyeMoe cofiep>KuMoe JOKYMeHTa.

2. Brpibepure myHKT koMaHHOro MeHIO IIpaBka > CHATH 3aIuTy.

Mpaeka Bcraeka @opmar MWectpymedts  Bug

2

& 3 ¥

Q

OTmeHWTE

MoeTopuTs

BmpesaTs

Kenupoeats

BcraeuTe

BCTaBMTh TOMBKOD TEKCT

BectaewTe w3 Bydepa obumena

Kenwpoeate dopMaTHpoEaHKe

MpuMeHrTe ¢opmMaTHpoBaHe
BwaenvTte Bce

JAWMTHTE OT MIMEHEHMA

CHATE 3aLKTY

Mowck

Ctrl+Z

Ctrl+¥

Ctrl+X
Ctrl+C
Ctrl+W

Ctrl+5hift+C

Ctrl+Shift+V

Ctrl+4

Ctrl=F

Pucynok 261 — Komangnoe mento IlpaBka
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4.11 Penren3upoBaHue JOKyMeHTa

4.11.1 UcnpaBienus

4.11.1.1 Pexxum 3amucu ucnipaBiieHHH

Pexxum 3anucu vcnpaBieHU UCII0NIb3YeTCsl, YTOObI OTCIIeXXBaTh, 00pabaThiBaTh U XpPaHUTh
M3MeHeHHs, KOTOpble BHOCAT B JIOKyMeHT J[IpyrHMe y4YaCTHUK{ pefakTUpoBaHus. YcnpasieHus
HAYMHAIOT 3aIMCBhIBAThCS TOJIBKO IIOC/Ie BKJIIOYeHHMsS pexkuMma. [IpocmarpuBaTh M 0OpabaThiBaTh
WICIIPABJIEHHs] MOXKHO TIPH BBIKJIFOUEHHOM peXUMe.

CraTyc pexxuma COXpaHSIeTCsl II0Cjle 3aKpbITUsl ¢ailyia, TO eCcTb eCciu B JOKyMeHTe OBl
BKJIIOUEH peXXUM 3allMCH UCIIpaBJIeHWH, TO NP ero MocjieylolleM OTKPbITUU PeXuM Takxe Oyzer
BKJIIOYEH.

YToObl  BKJIIOYUTH WM  OTKIIOYUTH PEXUM 3alMCU  HWCIpaB/eHWN, BblOepure
IOYHKT KOMaHAHOro MeHio MHcTpymeHTHl > PexxuM oToOpaskeHHsI WHCIpaBJeHUd >

OrcnexuBaTh ucnpasiaeHus (cM. PucyHok 262).

Mrctpymenter Bug  OBwwi goctyn  Hapgetpobikw  Cnpaeka

Peswunm oTobpameHna ncnpaeneHuin - # OTcnesnBaTe MCNPaBAEHHA a

MpagcnucaHwe r

MapkupoBaTe MCNpaBREHKA
HacTpaveasmeli cnoBaps

Orobpamarte WCnpaeneHus

MameHTE AZMIK... WecxoaHuid gokymedT

PegakTop MakpokomaHg

CpaBHWTE c... (BeTa)

Pucynok 262 — Komangnoe mento MHCTpyMeHTBI

4.11.1.2 OTo0OpaxkeHue u MPOCMOTP HCIPABIeHHI

B noxyMeHTe OTCIIeXXHBAIOTCS. U OTOOPaXKAIOTCs CIle/lyIolye BU/Ibl UCIIPABJIeHUH:
— BBOJ U y/iaJieHue TeKCTa;

— BCTaBKa U yJiaJleHHe U300pakeHuH;

— BCTaBKa, peJJakTUpOBaHUe U y/laJleHHe TUIIePCChIIOK;

— ¢opmarupoBaHUe TeKCTa;

— ¢dopmarrpoBaHue ab3ara.
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[lanenr  wWcmpaBieHWM — pacrlojioXXeHa — clipaBa OT  0OO/lacTH  pellaKTUPOBAHMSI
(cM. Pucynok 263). Ha nanenu ucnpaBiieHui oToOpaXkatoTCsl UCIIpaBiIeHHUs], BBIIIOJIHEHHbIe BCEMU
1oJib3oBaressiMu. Kax[oMy 1oJib30BaTesto IpUCcBauBaeTCs OTAe/IbHBIH [IBeT.

YT0o6bI IPOCMOTpPETH MOJIHOE OIMCaHUe UCIIpaBJIeHus], IIIeJIKHUTe 110 HeMY MBIIIIbIO.

4.11.1.3 IlepemMeiieHue Meky HCIIPaBJIeHUSIMHI

Inst  ObICTpOTO  TepeMellleHHsT  MeXAy  MCIPABIEHUSIMU  HCIOJIb3yWTe  KHOMKHU
@ (Cnenmyroiee ucripaBjieHHe) U © (IIpeppimyiiee ucnpaBiieHHe), KOTOPbIe PACIOJIOXKEeHbl Ha

NaHeJIM UHCTPYMEHTOB, B pa3zjiesie PerenzupoBanue (cM. PrucyHok 263).

|::/:| w (;_(:l w - KO Thames |~ | 14 |~ AT AT EE w = w II w T |’_|_‘|
- — L1 L
& () }I{ K. [ iv &« — €= 3= H v CIT -
Peuensvposanne WpudT AB3ay Crinnn Bcraeka
o —m— - i Sttt bt b L L bbbt Lt 1l [obBaBneno "gobaeaeHnin "

OI‘DﬁpB}KEHHE HCTOPHH O00aBIeHHH H Mdaae . |

I

I

~ Ynaneno "yaaneHuin”

Pucynok 263 — KHonku nepemertieHust MeXy UCIIPaBIIeHUSIMUA

4.11.1.4 IIpuHATH ¥ OTKJIOHUTH UCIIPaBJIeHUS

Pabora c wucnpaBieHusIMM OCYIIeCTBiIseTCs B pexuMe MapKHpoBaTh HCIpaBIeHUSA

(cm. pasmen 4.11.1.5).

HcnpaBneHrs B TeKcTe, 3alllMIIIEHHOM OT W3MeHeHW (cM. pasmen 4.10), HeBO3MOXXHO

IMPUHATH NI OTKJIOHUTD.

4.11.1.4.1 IIpunaTHL HCTIpaBJIeHUs

YToO6B! IPUHATH OJIHO UCIIpaBJIeHHe, BOCIIOJIb3yHTeCh OJTHUM M3 CJIeIyIOLIUX CII0COOO0B:
1. Ha maHenu wucrpaBiieHWM HaBelTe KypCOp MBIIIM Ha Tpebyemoe HCIIpaBileHHe U

HakmuTe KHOTIKY + (IIpunars) (cm. Pucynok 264).
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--------------- Jobasneno " a0 crokHOCTH"

Pucynok 264 — KHoliky IPUHSTHS U OTKJIOHEHUS! UCITPABJIeHUs

2. Ha na"enu wucnpaBieHuM BblJesiuTe TpeOyemoe HCIpaB/eHUe INeTYKOM MBI U
BBITIOJTHUTE OJHO U3 CJIeYIOITUX JedcTBUM (cM. PrucyHok 265):
— Ha nanenu ucnpasieHuit HOXMUTe KHOIIKY (! (IIpuHATS).
— Ha mnaHenu WUWHCTpyMeHTOB, B pa3sfieile PeneH3npoBaHHe HaXXMUTe KHOIIKY
@ (IIpuHATH HCHIpaB/IeHHe).
— Ha nanenu uHCTpyMeHTOB, B pa3fieiie PeleH3upoBaHue Ha)KMUTe CTPeJIKY CIpaBa OT

KHomKy () (IIpuaaTs ucnipaBieHne) U BbibepuTe MyHKT IIpUHATHL HcnpaBiieHue.

v & @OF ® v v | XOThames v|[ 14 v AT AY = v =V [T T (+)
Q * K H s ﬁv & w IIE w 1-3 E E[ w CH

MpuHaTe ncnpaeseHne
IpwdT LGERT Crianu Beraska
MpuHATe BCE MCnNpaBnenns |

«MofiOduc TekcT» — yOOOHBIA pefakTop Mnf paboThl C TEKCTOBBIMH
JOKYMeHTaMH 0007 CA0MKHOCTH.

Aobaenero " nobol choxHocTK”

Pucynok 265 — [Ipunsitre ucnpasieHui

YT1oOBl NPUHATH BCe WCIPABIEeHHS B OJHOM WM HECKOJbKMX ab3arax, BBIIEINUTE 3TH
ab3aIibl ¥ BHITTOJIHUTE OfTHO U3 CJIEMYIONINX JeHCTBHMI:
— Ha mnanemm wuHCTpyMeHTOB, B pasfieiie PereH3umpoBaHHe HaXMUTe KHOIIKY
@ (IIpunaTh HCHIpaBJIeHue).
— Ha manenu uHCTpyMeHTOB, B paszieiie PeljeH3upoBaHHe HaXMHTe CTPEJIKY CIIpaBa OT

KHOMKH () (IIpunaTs ucnpaBiieHue) U BbiOepuTe yHKT IIpuHATHL HcnipaBiieHue.

YToObl NpPUHATH BCe WCIIpaBIeHUs] B JOKYMeHTe, Ha IaHeJId WHCTPYMEeHTOB, B pasjele

PenenzupoBaHue Ha)XMUTe CTPeJIKY CIpaBa OT KHOIIKU © (IIpunATH MCIIpaBJIeHne) U BbIOepUTe

nyHKT IIpyHATH BCe HCIpaBJIeHus.
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4.11.1.4.2 OTKJIOHUTH HCHIPABJICHUS

YTOoOBI OTKIIOHUTH OJTHO UCIIPABJIEHUe, BOCIIOIb3YHTECh OJIHUM U3 CJIeIYIOLIHUX CIIOCOOOB:

1. Ha maHenu ucmpaBiieHW{ HaBeWTe KypCOp MBIIIM Ha Tpebyemoe HCIpaBiieHHE U
Ha)kKMHTe KHOTIKY * (OTKJIOHHTB) (cM. PrucyHOK 264).

2. Ha maHenu wucripaBiieHUN BblJeUTe TpebyeMoe WCIpaBjieHHe IIeTYKOM MBI U
BBITIOJTHUTE OJHO U3 CJIeTYIONuX JercTBui (cM. PrucyHok 266):
— Ha nanenu ucnpasieHuii HAOKMUTe Ha KHONIKY ' */ (OTKJIOHHTD).
— Ha nmanenmu  uHCTpymMeHTOB, B  pasfieie  PeleHaupoBaHue  HaXXMUTe

KHOTIKY 0] (OTKJIOHHUTH HCIIPaBJIEHHE).

— Ha manenu uHCTpyMeHTOB, B pasfieiie PereH3npoBaHHe Ha)kKMUTe CTPeJIKY CIpaBa

or KHomku () (OTkI0HUTH HcCHpaBiieHHe) U BbibepuTe NYHKT OTKIOHHUTH

HCIpaBJIeHue.
v & @~ (@Y E v xomhmes|v ulv AT A =v = v T Tt (+)
& ® G H « Av &v =v =& Hv T

OTKNOHWTE MCnpaBneHne
PeueH3ug AB3ay Crini BcTaBka
OTKNOHWTE BCE MCNPaBNEHKHA |

«MoiOduc TexkcT» — yODOOHBIA pedakTop And paboThl C TEKCTOBLIMH
JIOKYMeHTaMH [TF0D0I CIOKHOCTH.

AobBapneno " nobol croxHocT”
PucyHnok 266 — OTki10HeHHe UCTIpaBIIeHU

YToOBI OTKJIOHWTH BCe MCIIpaBeHWs B OJHOM WJIM HeCKOJIbKUX ab3alax, BblIeNIuTe 3TH
ab3a1ibl ¥ BHITIOJIHUTE O/THO U3 CIIeYIOLUX AeHCTBUM:
— Ha nmnaHenm wuHCTpyMeHTOB, B pasfiefie PeleH3upoBaHHe HaXMUTe KHOIIKY
® (OTKIOHUTH HCIIPaBJIeHHe).
— Ha nanenu uHCTpyMeHTOB, B pazfieiie PereH3upoBaHHe HaXMUTe CTpPeJIKy CIIpaBa OT

KHOIIKHU O (OTKI0HUTH HCTIPaBJIeHUe) U BbiOeprTe MYHKT OTKJIOHUTH HCIIPaBJIeHHue.

YTOoOBI OTKJIOHUTL BCe HCIIpaBJIeHrWsd B JOKYMeHTe, Hd IIaHeJId HWHCTPYMEHTOB,
B pa3fiejie PEHEHBI/IIJOBHHI/IE Ha>XMHUTe CTPeJIKY CIIpaBd OT KHOIIKU O (OTKJIOHPITI) I/ICIIpaBJIEHI/IE)

u BbI6epI/ITe ITYHKT OTKJIOHHTE BCe HCIIpABJICHHS].
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4.11.1.5 Pexxum oTOOpazKeHMsI HCIIPaBJIeHUH

[To ymonm4anuto B JOKyMeHTe MapKHUPYIOTCs Bce UctpaniieHus. [Ipy HeobxoaumocTu pexum
0TOOpa’keHUs! UCIIPABJIEHU MOXKHO U3MEHUTb.
J1J1s1 3TOTO BBIMIOJIHUTE CIIeAYIOIe IefCTBHUS:
1. OTkpoTe CIMCOK PEKUMOB OHUM U3 CJIeYIOITUX CIIOCOOO0B:
— Beibepute myHKT KOMaHZHOTO MeHI0O WHCTpymeHTHI > Pexum oToOpakeHHsI

ucnpasiaenui (cM. Pucynok 267).

WMHcTpymedTer Bug  OBwwid goctyn  Hagctpolikn  Cnpaeka

Pexum oTobpaxeHna ncnpagneHid * +° OTcnesuBaTte MCNpagneHus -

Mpascnucadue r
® MapkwpoBaTe MCNPAENEHWA

HacTpaweaempl il choBape
OrobpaxaTe MCNpaBaeHa

MzmeHnTe AZBIK... WMecxogHeii gokymedT

PegakTop MakpokomaHg

CpaBHWTb c.. (BeTa)

Pucynok 267 — Komangnoe mento MHCTpyMeHTBI

— Ha nanenmu wuHCTpyMeHTOB, B pa3fieiie PeneH3upoBaHHe HaXXMUTe KHOIIKY =¢=
(cm. PucyHnok 268).
2. Bribepute TpeOyeMblii peXkuM pelieH3UpPOBaHMUSL:
— MapkupoBatrh HcIpaBJIeHHsS — B JIOKyMeHTe cojiepXarcs W obpaboTaHHBle, U
HeobpaboTaHHble ucnpaBiieHUs. HeoOpaboTaHHble HCHpPaBIeHUs] MapKUPYIOTCS

I[BETOM ¥ 0TOOpaXkaroTCsl Ha TlaHeIn UcnpasiieHnd (cM. PrucyHok 268).

0O B~ & O~ @v B~ XOThames |v| | 14 |v| AT A =y = v L TT
9 c ¢ © 06 |- K K Y - Ay 2y =y = E=HEY T

Mpaeka PeueH3vposa AB3al Crnam Bcraska
+/  MapknpoBats ucnpaeneHna

OrofpaxaTe MCNPaBAEHWA

Wexoansi gokyment

———————— Jobaeneno " nroboit cnoxHocTi"

- e ¥
«MoiO¢uc TexkcT» — yOOOHBEIA pelJakTOp A pabOThl C TEKCTOBBIMH JOKYMEeHTaMH
M0O0H COAKHOCTH.

Pucynok 268 — Pexxum MapkupoBaTh HCIpaBJIeHUS
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— OToOpaxaTh HCIOpaBJeHHS — B JOKyMeHTe cojiepXaTcsi U oOpaboTaHHBIE, U
HeoOpaboTaHHbIe HcTpaBieHus. HeobpaboTaHHbIe MCIPaBIeHUs HE MApKUPYIOTCS

nseroM. [lanens ncnpaBnennii ckpeita (cM. Pucynok 269).

@ v 5 = ¥OThames v | 14 |~ AT AT v = v [0~ TT
Q amz ! )K Ir'< l—l woo 'iv -S)v IIEV (—E = Hv C” aoa
PeueHn3snposa L} AB3ay Crinn
MapkupoeaTe ncnpaeneqna
+* OrtoBpamats MCNpaEneEHmMA
WMcxogHeIi gokymMeHT
«MoHOguc TeKcT» — yIOOOHBIH pelakTop An9 padoThl C TEKCTOBBIMH JOKYMEHTaMH
n000H CNOMHOCTH.
Pucynok 269 — Pexxum OTo0paxaTs HCIIPaBJIeHUS
— MHcxognblii [OKYMeHT — B JIOKYMeHTe CO/IepXaTcs TOJIbKO 0OpaboTaHHbIe
vcrpaBieHus. [laHenb wWcnpaBieHnid ckpelTa. PelakTupoBaHWe [AOKyMeHTa B
JTAHHOM pexxrMe HeJloCcTynHO (cM. Pucynok 270).
ﬁ w é |:_I X0 Thames |+ 14 |w| AT ;’-\+ EE b4 = w II b4 T-—n
Q e ! X K l_,| wam ﬁ L¥) !9 L¥) IIE L¥) {—E y = H w ClT san
PeueH3anposa % AB3ay CTuan

MapkuposaTe MCnNpaeneHnsA
OrobpamaTe MCNpaBneHns

+"  Wcxoghwil gokymeHT

«MoiiOduc TeKCT» — YIODHBI pelakTop Od padoThl C TeKCTOBLEIME JOKYMeHTaMH.

Pucynok 270 — Pexxum UcxonHbIii JOKyMeHT

4.11.2 KommenTapuu

Ecmu p860Ty Haa JOKyYMeHTOM OJHOBpPeMeHHO WK I1004YepeagHO BeAyT HeCKOJIbKO
MOJIb30BaTeJIel, TO CBOU HUAeH U 3aMevYaHMs K TEKCTY OHU MOI'yT U3JIalr'daTb B BHUJI€ T€KCTOBBIX HUJIN

dYJUOKOMMEHTAdpPUEB.
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B Tekymieli Bepcuu NMpUIOXKeHUsI JOCTYITHO TOJIKO MPOCIIyIIMBaHUe ayIHMOKOMMeHTapHeB.

COS}IHHI/IE " peJaKTUPOBdHHE dyINOKOMMEHTAPHeB He IIOANePXXUBAETCA.

4.11.2.1 Pexxum oTOOpaxKeHMsI KOMMEHTapHeB

ITo ymonmuaHuIo Bce KOMMEHTapUu B JIOKyMeHTe OTOOpaXkaloTCsl Ha IIaHeJIM MCIpaBJIeHUM
(cm. paspen 4.11.1). M3ameHenue pexxmMa oToOpaXkeHHsi KOMMEHTapUeB BBINOJIHSAETCS] aHAJIOTUIHO

N3MEHEHHUIO peXXruMd OT06pa)KeHI/ISI I/ICHpaBJIEHHfI.

4.11.2.2 JT06aBUTH TeKCTOBBIH KOMMEHTapUH

YT06b! 106aBUTH TEKCTOBBIM KOMMEHTapHUH, BBIIIOJIHUTE CIIeIyIole 1efCTBUS:

1. YcraHoBute Kypcop B TOM MecTe TeKCTa, B KOTOpoM TpebOyeTrcsi 100aBUTH
KOMMEeHTAapUi, WU BblJIeJIUTe TeKCT, KOTOPbIM HYy>KHO KOMMEHTUPOBATh.

2. llepeiinute B peXXuM pabOThbl C KOMMEHTAPUSIMU OJTHUM U3 CIIeyIOIUX CIIOCOO0B:

— Bribepure nmyHKT KOMaHAHOrO MeHi0 BeraBka > Kommenrapwmii (cM. Prcynok 271).

Beraeka @opmar  Mectpymednts Bug  OG

Wsobpawkerue...
TekcToBOE NOAE
) Gurypa g
EH TaBawua...
(M)  Dopumyna...
*= Pazpeis cTpaHML Ctrl=Enter
‘= Paspwis pasaena
# Hymepauwa cTpaHnL,. Alt+P
H  KoaoHTumyam
=: OrnaeneHwe
Cebinka... Ctrl+K
=l [lepekpecTHan ccuka...
[]  Zaknagka..
AE  CHocka Ctrl+Alt+F

[Z  KommenTtapwii

Pucynok 271 — Komangnoe mMenio BecraBka
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— Ha nanenu uHCTpyMeHTOB, B pa3ierne BcraBka HaXkMUTe KHOMIKY E (KommenTapwmii)

(cm. Pucynok 272).

11
AaBoBel  AaBoBsl' ... [« [2] ) [[=] -

Jaronoceck 3 3aronceck 4 L1

Brraska b

Pucynok 272 — Knonka KommenTapuii

— Ha nmanenu unctpymeHToB, B pazzieriie BecraBka HaxkMuyTe KHOTIKY === (cM. PrucyHok 273).

Ha orobpasuBiieiicsi maHelud BCTaBKW HaBeAUTe KYpCOpP MBIIIM Ha KHOIKY

E' (KommenTapumii).

AaB6Bel AaB6Bsl ... @v @ G/) E} .

3aronocBok 3 3aronoBok 4

MzobpameHue.. ~

TekcToeoe none Q

Durypa >

Tabanua... >

Dopmyna..

Pazpeie cTpaHmLe

Paspuis pasgena

Hymepauma cTpanul,.

KenoHTuTyas

OrnaeneHue

Cewinka...

MepekpecTHan coblKa..,

3aknagka...

iy

CHocka

WEoO@S MOoeI it &8 ¢

KommeHTapui %
Pucynok 273 — Ilanenb BcTaBkU
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— IllenkHuTe paBOM KHONKOM MBIIIM II0 TEKCTY WM BblieJIeHHOMY ¢parMeHTy
Y BBIIIOJIHUTE KOMAHy KOHTEKCTHOrO MeHI0 Jl00aBUTh KOMMeHTapH.
3. Baemute Tpebyemblif TekCT B mojie koMmMeHTapus (cM. Pucynok 274). Ecnu tpebyetcs
OTMEHUTb BBOJI KOMMeHTapusl, HaKMUTe KilaBuilly Esc.
4. Haxwmmure kHONIKy I'0TOBO B 11071e KOMMEHTAPHSI WK IIEJIKHUTE MBIIIBIO B JIIOOOM MecTe

JIOKYMEHTa.

¥
K TEKCTY MOMHO ,J],OE'.-)EBJ'II{TI: KOMMEHTapPHH.

Pucynok 274 — Jlo6aBieHre KoMMeHTapHst

HYCTbIe KOMMEHTAdpHH dBTOMATUYECKHU YIAJIAOTCH.

4.11.2.3 PepaxkTHpoBaHHe TeKCTOBOI'0 KOMMEHTapHA

YToObI peJJlakTHPOBATh TEKCTOBBIM KOMMEHTApHM, BBITIOJIHUTE CJIelyIolye JeCTBUS:
1. Beimenute KOMMeHTapyi OJTHAM U3 CJIeIyIOIINX CIIOCODOO0B:
— HaBenuTte Kypcop MBIIIM Ha 10Jle KOMMEHTapHsl U B IPAaBOM BepxXHEM YTy HAKMUTe
kHoriky # (PemakTupoBars) (cM. PucyHok 275).
— BroienuTe nose koMMeHTapysl IBOMHBIM IIETYKOM MBbIIIIH.
2. V3MeHHUTe TEKCT KOMMEHTapHusi U HaXXMHUTe KHONKY I'oToBO Wiy 1ielkHUTE B JIIOOOM

MecCTe JOKyMeHTa.

e EarepuHa, CerogHa, 22:55
K tekcTy MoxHo no6aBnsaTe KOMMEHTaPHH.

KommeHTapwi.

Pucynok 275 — Ilone kommeHTapus

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2023 249



MonOdonc

4.11.2.4 IlpocaymaTh ayiHOKOMMEHTapHIA

Y1o6Bl mpociyliaTh ayAMOKOMMEHTApUM, IIeJIKHUTe 10 KHOIKe AyJHOKOMMeHTapHuii
Ha NaHesu ucnpasieHui (cM. PucyHok 276).

‘MoﬁOd}Hc TekcT obecneuneaer BeicTpoe M yoobHoe co3naHHe JOKYMEHTOE C HCMONL30BaHHEM LA SOV R LT T,
wabnoHOoB, CTHNeH, cpeAcTE G OPMATHPOBAHKS W PEAaKTHPOBaHHUS TEKCTA HA BCEX MOMYIAPHLIX AyAMOKOMMEHTapHit
OMEepaLHOHHBIX cucTeMax. PyHKIMH KOMMEHTHPOBAHHUS M 3alIMCH M3MeHeHHi obecnieyuBaoT

GEICTPOE COTMMACOBAHHE JOKYMEHTOB.

Pucynok 276 — AyirnokoMMeHTapui

Knonka npeobpa3utcs B Ijieep, U Ha4YHeTCs BOCIIpou3BeieHre 3anucu (cM. PucyHok 277).

HpI/I pPedakKTUPOBAHHUU JOKYMEHTd BOCIIpDOU3BEeHHe dyAVMOKOMMEHTApPUs He IIPpepPbIBAeTCA.

Ecmm Tpe6yeTc;[ OCTAaHOBHTHL BOCHPOU3BeJleHHe, HaXXMHTe Ha KHOIKY Il (Haysa) Ha IIaHeJIn
I/ICHpaBJIEHI/If/'I HJIN B CTPOKE COCTOSIHUS.

MCIMONbB30EaHHEM 00:12
CexX MonynApHEIX

obecneyHBaroT

v
E MpocmywmeaHwe =

Pucynok 277 — IlpocnyiimBanvie ayquoOKOMMeHTapust

Y106l BO30OHOBUTHL BOCIIpOM3Be[leHHWe, HaXXMUTe Ha kHONKy P (CiaymiaTh) Ha MaHenu
VICIIPaBJIEHUI WIH B CTPOKE COCTOSTHUSI.

):[JISI IepeMOTKH 3dllMCH BIlepea WKW Ha3ad MHIeJIKHWTEe MBIIIbIO I10 Tpe6yeMof/'1 OTMeTKe
IIKaJIbI BOCIIPOU3BEIeHUA Ha IIaHeJIn PICHpElBJ'IEHHfI.
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4.11.2.5 IlepemMernieHue MexIy KOMMEHTApPHUAMH

BI)ICTpOE repemenieHuve Mexnay KOMMEHTAapUusIMHn BBITIOJIHAETCA dHAJIOTUYHO

OBICTPOMY TIepeMeleHUI0 MeX Ty UCTIpaBIeHusMu (cM. pasaen 4.11.1).

4.11.2.6 KonnupoBaHue TekcTa ¢ KOMMeHTapHsAMH

Tekcr c KOMMEHTApHUAMHU MOXKHO KOIIMPOBATL B IIpelejlax OJHOI'0 OOKYMeHTa WA

Mexnay nokyMeHTaMu « MoitOduc Tekcty.
YToObl CKONMMPOBATH TEKCT C KOMMEHTapHeM, BbIIeJIiTe OTKOMMEHTHPOBAHHBIM TeKCT
1envkoM. [Ipu korMpoBaHUM YaCTU TeKCTa KOMMEHTApUi He KOTIUPYeTCsl.

KOHI/IpOBaHI/Ie U BCTABKA OTKOMMEHTHPOBAHHOI'O TEKCTd BBIIIOJIHACTCA CTaHAAPTHBIMU

criocobamu.

B TEKYMEﬁ BEpPCHUH IIPWUJIOKEHHWA He II0OIep>XKUBAeTCA KOIIMPOBdAHME KOMMEHTAdpHeB,

no0aBIeHHLIX K TabIMUIIaMm.

4.11.2.7 Ypanenue koMMeHTapusi

YToOb!I yIanUTh KOMMEHTapyi, BBITIOJTHUTE CJIeyIoIIue JerCTBUS:

1. Beimenure mojie KOMMEHTApHSs TIETYKOM MBIIIIH.

2. VYpandre KOMMeHTapUi OHUM U3 CJIeAYIOIIMUX CIIOCOOOB:

— Ha nanenmu uHcTpyMeHTOB, B pasjnesie PenensupoBanue (cM. PucyHok 278) Haxkmure

KHOIIK @* YnaauTh KOMMeHTapuii).
y P

T ) | . " — A+ - — e —_— - T
) w» (X)) w |@ v| KO Thames | w 14 |~ A = v = ¥ I T |\+,|
L :ED& — | —

® 0 - AV v =y == HY T

¥AanMTh KOMMEHTARWA
PeugHIMpoBaHWE AB3ay Cranm BcTaBka
¥aanute Bce

K TekcTy MOXHO 1062 BISATE KOMMEHTapHH.

KommeHTapuii.

Pucynok 278 — Y nanenue kommMeHTapus

— Ha manemu HWHCTPYMEHTOB, B pa3zeJie PEHEHBI/IPOBHHI/IE Ha’>XMUTE Hd CTPeJIKYy CIIpdBd

OT KHOIIKU @ (Yaanuths KoMMeHTapHiil) U BbIOeprTe MyHKT Y JaJIUTh KOMMEHTapUi.
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— B npaBoMm BepxHeM yTiTy KOMMeHTapHsl Ha)kKMUTe KHOTIKY M (Y majuTs).

Jlnst  ynanmeHuss TeKCTOBOTO KOMMEHTapusi MOXHO TaKXXe I[IepeHTH B PexXuM ero
pPelakTUPOBaHUS TaK, KaKk 3TO OMNWCAHO B pasnene 4.11.2.3, MOMHOCTHIO YHOAIUTh TEKCT
KOMMeHTapus ¥ HaXkKaTb KHONIKY I'0TOBO WK IIeJIKHYTh 110 JII060MY MeCTy JOKYMeHTa.

YToOb! yJIaUTh BCe KOMMEHTapyH B JOKYMeHTe, BBIIIOJIHWATE CJIefyIollre IefCTBUS:

1. Ha manenu MHCTpyMeHTOB, B pa3jieiie PelieH3upoBaHue Ha)kMUTe Ha CTPeJIKy CIIpaBa OT

KHOIIKA @ (Y manuts kommeHnTapuii) (cM. Pucynok 278).

2. B BeIlagaroieM crivcke BbIbepyTe MyHKT Y JaJIUTh BCe.

4.11.3 CpaBHeHHe JOKyMEHTOB

C nomoinpio nipusioxxenus «MoOduc TekcT» MOXHO CPaBHUThH pPa3Hble BEPCUM OJIHOTO U
TOro e TekcTtoBoro ¢arna. [lognepxxrBaercst cpaBHeHue 10KyMeHTOB B ¢popmatax DOCX, ODT,
XODT.

[Ipu cpaBHeHUYU 0TOOpaXKAIOTCS CileflyIole U3MeHeH s, BHeCeHHbIe B JOKYMEHT:

— pobaBiieHHbIe U yajieHHble GparMeHThl TeKCTa;

— HO6aBHEHHbIe, YAalleHHble 1 OTPeJdKTUPOBdAHHLBIE Ta6J'II/II_[I)I.

CpaBHeHHIO He ToJIeXxar:

—  OIVIaBJIeHUE;

—  COfIep>KUMOe KOJIOHTUTYJIOB;

— u3o0paXkeHus;

— CHOCKY;

— TEeKCTOBbIe U ay/IMOKOMMEHTapUH;

— pa3pbIBbI CTPAHUII U Pa3pbIBbl Pa3flesioB;

— <dopmaTHpOBaHUe TEKCTa U ab3alia.

JlaHHbBIE 3JIeMeHThI U CBOMCTBA MEepeHOCSITCS U3 CPAaBHUBAeMOM KOIKHU JIOKYMeHTa B daiin

CpaBHeHUs 6e3 U3MeHeHHUH.

Jliis cpaBHEHMsI TOKYMEHTOB BBITIOJTHUTE CJIEAYIOIINe TeUCTBUS:

1. OrtkpoliTe JOKyMeHT, KOTOPBIH HY>KHO CPaBHUTH C HCXO/IHBIM.

2. YKaxuTe HCXONHBIA NOKyMeHT. /i 3Toro BwIOepUTe MYHKT KOMAHIHOTO MEHIO
HMucrpymentsl > CpaBHHUTH C... (bera) (cM. Pucynok 279) u B okHe ¢aiisioBOro

MeHeJkepa BbioepuTe TpeOyeMbliid (aiil.
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MHcTpymenTer Bug  OBwwil goctyn Haac
Pexwunm oTobpameHna ncnpaeneHuin - #
Mpaecnucanwe r

HacTpaveaemeld chosapb
MzmeHnTE AZHIK. .

PegakTop MakpokomaHg

CpaBHWTE c... [BeTa)

Pucynok 279 — Komangnoe mento MHCTpyMeHTBI

B HOBOM OKkHe chopmupyeTcs AOKYMeHT C pe3yJjibTaTaMu cpaBHeHHUs (cM. Pucynok 280).
B nannom pokymenre:

— pobaBiieHHBbIe U yJjalleHHble pparMeHThl TeKCTa 0TOOPaXkatoTcsl B pexkume 0ToOpakeHHst
vcnpaiieHu# (cM. pazzgen 4.11.1);

— Kakgasg Tabivila, B COJIEepXKUMOe WM CTPYKTYPY KOTOpPOW BHECeHbl HCIIpaBJIeHUS,
oToOpaxkaeTcs B BHjle ABYX TaOJIMII: OJTHOM yAajieHHOW (OTMedeHa KPACHBIM IIBETOM) U
0JIHOM 06aBJIeHHOM (0OTMeueHa 3eJIeHbIM IIBETOM);

— JobaByieHHbIe TaOJIUIIbI BBHIIEISIIOTCS 3€JIeHbIM I[BETOM;

— YHAdJieHHbIe Ta6JII/II_[I)I BbIIEJIAOTCA KPACHBIM IIBETOM.

fobaeneHo " ConHeuHoi cncTems”

B Tabnuue Hixe AnA cpaBHeHHA NPEACTABIEHO PACCTOAHHE MIaHeT oT
Connua. foGasneno" LEHTPANbHOMN 3Be340 —"
Hazsanne nmnanersr Paccrosune or Connna, MaH. kKM
Meprypmit 58
Benepa 108
3emns 150
Mapc 228
Hassanne mnanersr PaccrosHie 0T coTHIIA, MIIH. KM
Meprypmit 60
Benepa 110
3emns 150
Mapc 230

Pucynok 280 — Pe3ynbTaT cpaBHeHUs IOKYMEHTOB

Pabora c [0OKyMeHTOM, KOTOpBIM COJep>KUT pe3yJsibTaTbl CpaBHEHHs, OCYIIeCTBIISIeTCS

aHaAJIOTMYHO paboTe C OOBIYHBIM IOKYMEHTOM.
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4.12 PabOora B o0J1ake

@yHKkIMKU paboThl B 00jlake U COBMECTHOTO peJJaKTHPOBAHMSI JOCTYIIHBI IPU HAJTUYUU

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

Pabota B ob1ake mpefocTaBiisieT ClieAyrOIe BO3MOKHOCTH:
— CO3/[laHWe U COBMeCTHOe peJlaKTHpOBaHMWe TeKCTOBbIX ¢aioB B ¢opmare XODT
OJIHOBPEMEHHO C JIPYyTUMHU T0JIb30BaTeJISIMU;
— 3arpysKy, XpaHeHHe U CKaurBaHue $HaijioB CJIeIyIONIUX THUIIOB:
— apxuBHbIe QaunJibl,
— TeKCTOBbIe (pauiibl,
— DJIeKTPOHHBIE TaOJIUIIHI,
— PDF-datinmr,
— IIpe3eHTalluH,
— 11a0JIOHHI,
— u3o0paxeHwUs,

— ayJMo- U BUIeOQalIbl.

,HJ'[S[ Ha4alla pa6OTbI C 00JIaYHBIM XPaHUWIMIIEM I10JIb30BATEJIIO HEO6XO)II/IMO

aBTOPH30BaThCs B 0b6yake (cM. pazmen 4.12.1).

[Ipu pabote B obiake 1oIb30BaTeNIO JOCTYIHBI Cileiytoiye nanku (cM. Pucynok 281):

B MoirOdunc Teker - O X

@ Mowu goKkymeHTLI
MoK AOKyMEHTEI

™
a% JocrynHele MHe

= 1AM * | Pazmep [ata U3MeHeHUs
| OTMeueHHBIE

© Hegaeune gokymeHTh 'E' Hoewlin gokymenT.xodt 15.64 kB 08.01.2023

i KopawnHa

WA daina: | Hoewid gokymeHT xodt TekcToBbIA goKyMeHT (*.xodt) »

Cozaate nanky Cozpate Gaiin m OTmeHa

Pucynok 281 — O6mayHoe XxpaHuuiie
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— Mou ToKyMeHTHI — B JIAHHOM IaIlke cojiepykaTcs (Gaiiibl, CO3TaHHbIe UK 3aTrPy’KeHHbIe
HEeIMOCPe/ICTBEHHO ToJib30oBaTesieM (cM. pasgaen 4.12.4 u 4.12.5);

— JlocTynmHble MHe — B JJaHHOM Tamke COJiepXKaTcs (ailyibl, KOTOPble CO3[AAHbI JPYTUMHU
MOJIb30BATEIIMH M K KOTOPBIM TpPEeAOCTaBJeH JOCTYIl TeKyIeMy II0JIb30BaTello

(c™m. paznen 4.12.9).

Ecm XODT-daiin, pacnonoxeHHbld B o0jlake, OJHOBpPEMEHHO C II0JIb30BaTesleM
OTKpPBIBAIOT VISl PeflaKTUPOBaHUS JIpyrMe yYaCTHHUKH, TO UX CIMCOK OTOOpakaeTcss Ha OOKOBOM
nanenu (cMm. Pucynok 282). Ilpu HaBegeHWMM Kypcopa MBIIIM Ha HWKOHKY YYaCTHMKA BO
BCIUIbIBAIOIIEH TIOJICKa3Ke 0TOOpakatoTcst ero MM U paMuiusl.

H3meHeHus, KOTOpble YYaCTHUKH BHOCST B JJOKYMEHT, OTOOpPaXKaloOTCsl B PEXKUMe pealbHOTO

BpeMeHHU.

o4 Hoswiii gokymentxcodt - MoiiOduc - O ¥

Qain [Npaeka Becraeka Qopmat  VHctpyments  Bug  OBwwmi goctyn  Hagetpoikn  Cnpaeka

B~ Y. 0o~ & Times New... v | 14 v A~ At TT
E] w (j -__) Q * K H ses ﬁ w & w

Dann Mpaeka WpndT AB3ay Crinam BcraBka

MoiiO¢uc Texcr

«MoiiO¢uc Tekcr» obecriednBaer yIoOHOe M OBICTpPOE CO3JAHIE JIOKYMEHTOB C
IICTIONIB30BAHIIEM IMIAOIOHOB, CTIUIEil I cpelcTIB (OpMATIpOBAHILA TeKcTa. DYHKIIII
COBMECTHOTO peJIAKTHPOBAHNA oDecmednBaT 3(QGheKTHBHYI0 COBMECTHYIR® paboTy
COTPYIHIIKOB.

AnexcaHgp CMupHoB

CrpaHumua 1 w2 1 @ Ecte noaxnoyeHne - ] + 00 v

Pucynok 282 — CoBMecTHOe peJlakTUPOBaHUe

4.12.1 BoiiTu B 00;1aK0

YToO6BI aBTOPU30BAThCS B 00JIaKe, BHITIOIIHUTE CJIeIyIOIHe JeHCTBUS:
1. Bribepure nmyHKT KomaHnHOro MeHio Paiin > Pabora B obsiake > Boiitu B 00/1aK0

(cM. PucyHnok 283).
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®aiin  lpaeka Bcraska @opmatr  Moctpyments Bug  OBwwi goctyn
Q Cozgate Cirl+M

Co3pate no wabnoHy...

(0 Tharmes w

& Ormpurs... Ctrl=0
) padT
OTkpbTh & obnake... Ctrl+Shift+0
HegaeHune gokymeHTs 1
Pabora & obnake ’ BoiTk B oBnako
= Coxpanute Ctrl+5 Ckauars...
CoxpaHinTs Kak... F12 3arpyanTe daiin...

Pucynok 283 — KomaniHoe meHio Paiin

2. B okne Bxopx (cMm. Pucynok 284) BBequTe aHHBIE 1)1l aBTOPU3AIIHN:
— Jlorun - ajpec D3JIeKTPOHHOM TIOYTHI, YKa3aHHbIM Ipu perucrtpauud B [10
«MoitOducy.
— Ilaposas — naposb, ykazaHHbld npy pervcrpanyu B [10 «MonOducy.
— CepBep — azpec cepBepa Ballleil OpraHu3alyy. 3aroyHsIeTCss aBTOMaTUYeCKH.

3. Haxmure xHONKY BoiTH.

Bxog >
Norux:
name.surna 'I"E:L:l:lf|':1 Tha N Corm
Mapoas:
)
Cepeep:
BoiTti OTtmeHa

Pucynok 284 — Oxuno Bxox
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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

[Tocye aBTOpHM3anmMM MOXHO OTKpbIBaThb M paborarh c ¢aiiamu B ¢opmare XODT,
XpaHSIUMUCS B 06J1ake OpraHU3allyu.

UYToObI OTKPHITH aiiyl, pa3MelleHHbId B OOJlaKe, BbIOEPUTE ITYHKT KOMAHJHOTO MEHIO
daiin > OTKpHITH B o01ake (cM. PucyHok 285) win HaxkmuTte codetanue kiasuil Ctrl+Shift+O /

{Shift+:Cmd+O.

Daitn  [lpaeka Beraeka @opumar  MHcTpymedTs

D Cozgate Ctrl+M

CozaaTe no wabnohy...

=  OrkpoiTe... Ctrl+0
OTkpwiTe B oBaake... Ctrl=5Shift+0

Pucynok 285 — KomaniHoe menio Paiin

B oxHe nmpoBojiHMKa 06s1ayHOrO XpaHunuia (cM. Pucynok 286) cieBa BeibepuTe paszer, B

KOTOPOM HaxXoJauTCsl Tpebyembiit ¢aiii. 3aTeM BblleJlMTe Ha3BaHUe AAHHOTO ¢aia B CIHCKe U

HakmuTe kHOTIKy OK.

dail1 OTKPOETCS] B HOBOM OKHe.

B MoiOduc Teker
@ Mowu goKkymeHTI

Mou AOKyMEHTEI
an JloCTyrHbIE MHE
ma +  Pazmep laTta uameHeHns
= OrmeueHHbIE
© Henasuue gokymenTs: e HoBeli gokymMmeHT.xodt 15.64 kB 08.01.2023

i KopawnHa

WimA daiina: | Hoeblid gokymeHT.xodt TekcToBbIA 4oKyMeHT (*xodt) v

Co3patb nanky Cozpate Gaiin “ OTmeHa

Pucynoxk 286 — IIpoBogHuK 06/1a4HOTO XpaHUIIUIIA
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Ecmu pns pabotsl BbiOpaH ¢aii, CO30aHHBIM JAPYTMM IIOJIb30BaTesieM, TO B CTpPOKe
COCTOSIHMSI OTOOpakaeTcsl IIpe/lOCTaBJIeHHbIM aBTOPOM JIOKyMeHTa ypoBeHb foctyma: IIpocmoTtp,

PenaxTupoBanue v Yupasienue (cM. pasfen 4.12.9). [Ipumep npencraBieH Ha pucyHke 287.

\od Hoewlii gokyment.xodt - MoiOduc - m} x

Mpaeka Bcraska @opmat  WHctpymedtel  Bug  OBwwid goctyn  Haactpoiikn  Cnpaska

B X @~ & XOThames v |16 v A~ A* Tr
a8+ 9c¢ © X KUY —Av O

daiin Mpaska WpndT AB3ay Crinm Bcraska Ll

MoiiOduc Texct

«MoiOduc Texct» obecnedmBaeTr vyaobHOe H OBICTPOE CO3TaHHE JOKYMEHTOB C
HCIONBIOBAHHEM INADIOHOB, CTHIEH H CPEACTE (HOPMATHPOBAHHMA TekcTa. OVHIIHH COBMECTHOIO
PedAKTHPOBAHHA 00 ecieTHBar0T 3 QeKTHEH VIO COBMECTHYEO paboTy COTPYAHHKOB.

CrpaHiua 1 w3 1 @ Ecrb nogkaroueHne | & PepakTvpoBaHne | = L 2 + 100% w

Pucynoxk 287 — YpoBeHnb focryria

B pexxume mpocMoTpa He JIOIyCKaeTCs BHOCUTb M3MeHeHHs B JOKYMeHT U U3MeHSTh ero
¢dopmaTtupoBanre. [Ipy HEOOXOOUMOCTM MOXHO CO3[aThb peJaKTUPyeMyl0 KOIIHIO [IJaHHOT'O
JIOKyMeHTa. [IJi1 3TOro Ha naHeJd WHCTPYMEHTOB HaXMHUTe KHONKY PemakTupoBaTh KON B

obsnake (cM. Pucynok 288).

4 Hogblii gokymenTxodt - MoiiOduc — Oa X

@ain [paska Beraska Qopmat  WHctpymentor  Bug  OBwwi goctyn  Hapctpoidkw  Cnpaska

= [okyMeHT ZocTyneH ToAbKo ANA NpocMoTpa |Pe,a.aKTnpoBaTb KOMWIO B r::-fmaKe|

~

Q

Pucynok 288 — Knonka PegakTHpoBaTh KONHIO

Komus pokymeHTa co3pmaercs B TManke OOJIAQYHOTO XpaHWIUIA MOH [AOKYMEHTBI
(cMm. Pucynok 286). ABromatuiecku eii npucBauBaetcs umsi Komust - <ums opuruHana (n)>, rue
(n) — Homep komwmu. [Ipy co3maHMM KONMM OPUTHHAJ JOKyMEHTa aBTOMAaTHYeCKH 3aKpbIBAeTCsS U

OTKPBIBA€TCA KOITUA JOKYMEeHTa.
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B pexume pemakTHMpoBaHUSI U yHpaBiieHUs] paboTa C IJOKYMEHTOM OCYIIeCTBIISIeTCS B
obbryHOM TIOpsifike. Bce naMeHeHus, BHOcMMbIe B ¢alijl, aBTOMaTUYeCKA COXPAHSIOTCS B 00JIAKO.

HOHOJIHI/ITEJ'[I)HO COXPAHSATD IIPABKH HE HY>XXHO.

B pexxuMax mpocMoTpa, pelakTUPOBAHUS U yIIpaBJIeHUs] JOKyMEHTOM HeJOCTYITHA 3al1Ch
U TPOCMOTP ucrpaBieHud (cM. pasfen 4.11.1). Pexxum oTobpakeHHs HCITpaBIIeHHN

JOCTyTIeH TOJIbKO aBTOPY JIOKyMeHTa.

4.12.3 Co3narth 10KaIbHYI0 KON ¢aiiia

Jlist 3amUTHl OT IOTepy HAaHHBIX NpYM paboTe B objake IpelyCMOTpPeHa BO3MOXHOCTb
CO3jaHMsl JIOKAJIbHOW KOIIMU pefjaKTUpyeMoro ¢arnia.

Ecnu nipu pabore c ¢aitioMm, pacnosioxeHHbIM B objake, BO3HMKaeT OIIMOKa (Hampumep,
IIpepbIBaeTCs COeJlMHEHWe C CepBepoM), Ha OKpaH BBIBOJUTCS JUAJIOTOBOE OKHO, KOTOpoe
IIpe/IOCTaBIIsseT BO3MOXKHOCTh COXPaHUTh JIOKaIbHYIO KOIHMIO ¢daiia (ipuMep cM. Ha Pucynke 289).

Haxxmure B naHHOM okHe KHONKY C034aTh T0KaJIbHYI0 KOIHIO.

B otkpbiBmieMcsi okHe (aiJIoBOrO MeHepkepa YKakuTe IAlKy, B KOTOPYIO Clleflyer

COXPaHUTD a1, UM U TUM Paiiyia U HaKMUTe KHOTIKY CoXpaHHTh.

BHumanme! *

Bawin nameHeHuna B daiine "HoBbll
LokymeHT.xodt" He BblLin coxpaHeHbl B
obnake.

XoTWTe COXpaHWTb NOKaAbHYH KOMWHD
Galina?

o

Co3nate NOKaNEHYH KOMWK He coxpaHaTe OTMeEHWNTE

Pucynok 289 — JluanoroBoe okHO

Kpowme Toro, jokanbHyto Komnuio daiiia B 1060 MOMEHT BpeMeHU MOXXHO CO3/1aTh BPYUHYIO.

J1J1s1 3TOTO BBINIOJIHUTE CIIe[lyIoIire 1eHCTBUSL:

1. Bribeputre nyHKT KomaHaHOro MeHio Paiin > Co3gaTh JIOKAJIbHYH KOIIHIO
(cMm. Pucynok 290).

2. B orkpeiBiIeMcs okHe (aiIoBOr0 MeHeIpKepa YKaXKUTe IallKy, B KOTOPYIO ClleflyeT

COXpaHUTh (aily1, uMs 1 TUI daia.
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3. Haxmmute kHOTIKY COXpaHHUTB.

®aiin  [lpaska Bcraeka @Qopmar  MHCTpyMeHTE

a Co3aate Ctrl+M

Cozgate no wabaoHy..

= OTkpbiTh.., Ctrl+0
OTkpwTe B 0BAake.. Ctrl+5Shift+0
HegaeHne gokymMeHTH L4
Pabota e obnake r

Co3pate NOKANBHYHD KOMWH...

Pucynok 290 — Komananoe mMenio dPaiin

4.12.4 Co3parp nanky i ¢pain

[lanku ¥ daiibl MOXXHO CO37aBaTh B 00Jilake HarpsiMyro u3 npwiokeHus: «MoiOduc

Texkcry.
YroObl co3/1aTh NAIKy WK ¢aiis, BHIIOIHUTE Cleyolue JeHCTBUS:
1. Bribepure myHKT koMaHAHOTO MeHI0 ®aiin > OTKpBITH B o0ake (cM. Pucynok 290)
Wi Haxmute coderanue kinapuin Ctrl+Shift+0 / TShift+:2Cmd+O.

2. B npoBoaHuke o6s1ayHOro Xxpanuinuiia (cMm. PucyHok 291) Beibepute paszeii, B KOTOpOM

TpebyeTcs co3[1aTh HaNKy WUiIu Qail.

[lanmku u Qaiyibl MOXXHO CO37aBaTh B pasfieie MoM MOKyMeHTBI U B OOIIMX IalKax,

AOOCTYIIHBIX U1 PedaKTUPOBAHHWA.

B MoiOduc Teker
@ Moun goKyMeHThI

Mou JoKyMeHThI
a% [JloctynHele MHe

e ma *  Pazmep lata nameHeHKna
|®  OrmeueHHbie

© Henashye qokymenTl a Hoeeli gokymenT.xodt 15.64 kB 08.01.2023

i KopawHa

WA dalina: | Hoewlld gokymeHT.xodt TekcToBLIA AOKYMeHT (*.xodt) ~

Co3agate nanky Coapate daiin “ OTmeHa

Pucynok 291 — [IpoBogauk 0671a4HOTO XpaHWIHUIIA
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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 292) BBemuTe MMs nanku Wik ¢aifjla U HAOXMUTE

kHOTKy OK.

Hoewlii daiin 6 obnake x

Kaa daina:

X

Pucynok 292 — 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, €

— HeJOoITyCTUMbIe CUMBOJIBIL. «.» B Ha4dJ/Ie UMEeHH.

B BbiOpaHHO! manke oToOpa3uTCs HOBas BJIOXKeHHas manka/dann (cM. Pucynok 286).

Hosrbie daiinbl Bcerma co3ngatorcst B popmate XODT.

YTo6b!I BBIMTH U3 OKHA POBOJHKKA (cM. Pucynok 291), Haxkxmute kHOnKy OK.

4.12.5 3arpysurs ¢aiin

B ob6magnoe XpaHWIMIE MOXHO 3arpyKdTb TEKCTOBbIe, dayauO, BUIEO U [pyrue THUIIbI

¢aiinos. [Ipu 3arpyske MOXXHO BbIOMpaTh TOJIBKO OTAeIbHbIe (aiisibl, 3arpy3ka Hamnok c ¢aiiamu

He JJOITyCKaeTCs.

MaxkcuManbHO JONYCTUMBINA pasMep 3arpy3ky ¢aiioB KOH(PUIypHUpYyeTCs Ha cepBepe.
[Tpy BO3HMKHOBEHUU OIIMOKU, CBSI3aHHOM C IIPeBBIIIIeHHbIM pa3MepoM daiina, 06paTUTech

K CUCTeMHOMY aJIMUHUCTPATOpy.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2023 261



MonOdonc

Yrobbl 3arpy3utb B OOJaKO OAWH WIM HECKOJIbKO GailyioB, BBINOJIHUTE Clleflyloliye
JeCTBUS:
1. Bribepute myHKT koMaHHOro MeHio daiin > Pabora B o0sake > 3arpy3ursb ¢aiin

(cm. Pucynok 293).

Daidn  [paeka Beraeka @opumat  MHeotpyments Bug  OBwmi goctyn
Q Co3gate Ctrl+M

Cospate no wabnony...

(0 Thames w

{ K Y4 AB =+

= OTKpbITh... Ctrl+0 -
. bdT
OTkpwITE B 0Baake... Ctrl+Shift+0O
HegaeHue gokymeHTs 1
o2 L 2 4 BokTy B obnako
= Coxpanute Ctrl+5 Ckauars...
CoxpaHinTs Kak... F12 3arpyanTe daiin...

Pucynok 293 — Komananoe menio Paiin

2. B oTkpeiBiIeMcsi okHe ¢alioBoro MeHekepa BbiOepuTe daiiibl, KOTOpble TpebyeTcs
n00aBUTh B 06J1aUHOE XpaHWIHIIIE.

3. HaxmuTe KHONIKY 3arpy3HThb.

3arpy3ka ¢ainoB He OokupyeT paboTy B npuioxeHWd. OKHO, B KOTOPOM OTOOpaXkaeTcs

WH/IMKATOp 3arpy3ku (cM. PucyHok 294), MOXXHO CBEpHYTb, YTOOBI OHO He Mellajio JladbHenIen

pabore.
o 3arpyzka daiina — x
Jarpyzka MohOduc.docx.. 32.8%
[y

Pucynok 294 — 3arpyska ¢atina

BoibpanHble ¢aiyibl 110 yMOJYaHUIO 3arpy’kal0TCs B KOPHEBYIO TManky o06Ja4Horo
xpaHuuia Mou JOKyMeHTHI.
YtoObl yBUIleTh BCe ¢aiiibl, XpaHsildecs B objake, MOXHO BOCIIOJIb30BaThCsl GyHKIHEN

ckaurBanus. [lonpobnee cm. B pasnerne 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, BLIIOTHUTE CIeIyIoIIHe TeHCTBUS:

1. Boeibeputre nyHKT KoMaHaHOro MeHio Paiin > Pabora B obOmake > Ckadathb
(cm. Pucynok 293).

2. B oxue mpoBomHuka (cM. PucyHok 295) cneBa BbiOepuTe pasfesl, B KOTOPOM
pacrionoxeHa Tpebyemas manka wid ¢ain. CropaBa O0TOOPa3UTCS COMEPXKHUMOe

BbIOpaHHOIO pa3zera.

B MoiiOdwmc Teker = O x

@ Mon gokymeHThI
Mou AoKyMeHTEl

an [loCTyrHbIE MHe

™ OrmeuenHbie iz *  Paimep Jllata n3meHeHKMA
o HegagHre AokyMeHTE! Hoeana npezeHTauma.xodp 17.65 kB 05.01.2023
i KopauHa E Hoean Tabanuaxods 6.01 kB 10.01.2023
a Hoewlii gokymMmeHT.xodt 15.64 kB 08.01.2023
WA aidna: | Hoeblid gokyMeHT xodt Bce ¢ainel v
Myte: | Ch\Users\User\Downloads *

OTKpbITE NOCNE 3aBepLIeHNA “ OTtmeHa

Pucynok 295 — [IpoBogauK 061a4HOTO XpaHWIIUINA

3. Ecnmu copmepxumoe paspena Tpebyercs ¢uIbTpoBaTh 10 TUITy, pa3BepHUTe
BhINafaoNMi coucok Bce ¢ainbl 1 BeiOepuTe TUn ¢ailyioB, KOTOPHINA ciieiyer
oToOpaxkaTh B pasjeJie.

4. BwigenuTe nanky win ¢aiil, KOTOPbIA TpeOyeTcs CKavaTh U3 obJIaka.

5. B mnosne IIyTh ykaxuTe Nanky 1yisi COXpaHeHUs1 BLIOpaHHOM Nanlku Wiy ¢aiia.

6. Eciu BbiOpaHHBINM daiiil TpeOyeTcsi OTKPBITh MOCJe CKAaYMBaHHUs, MOCTaBbTe (JIaXkoK
OTKpBITH NOCJIe 3aBepIIeHus .

7. Haxwmwure kaonky OK.

Ecnu B noste IlyThb yka3aH HeKOpPpeKTHBIH Iy Th K nanke, kHotika OK HepocTymHa.
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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 co3mai ¢aiit B narke, KOTOPYIO CO3/1ajl IPYyTrOW MOJIb30BaTeslb, TO OH SIBJISIETCS
TOJIbKO aBTOPOM M He SBJIsieTCs BiajeiblleM ¢aiia. B nocnegHeM ciydae BiazesnblieM daiia
SIBJISIETCSI aBTOP TAMKH, B KOTOPOW HAXOAUTCSI CO3MAHHbBIN (alil.

Yto6b! yianuth $aiis, XpaHsIUHCS B 00/1ake, BHIIOIHUTE CIIeAYIOIIHe 1eHCTBUS:

1. Boibepure myHkT koMaHaHoro MeHio Paiin > OTKpeITH B oOsake wm Paiin >

Pabora B oosrake > Ckavars (cM. Pucynok 293).
2. B npoBopHuKe 0671aUHOTO XPAaHWIHIIA IIEJIKHUTe 10 (aiiTy MpaBoy KHOMKOM MBI U

BBIIIOJIHUTE KOMaH/y KOHTEKCTHOTO MeHIO Y JainuTh (cM. Pucynok 296).

B ModOduc Tekcr

@ Mou goKymMeHThI
MoK BoKyMEHTEI

a% [locTynHule MHe
A

= OrmeueHHble g v
LELR

[

'o' HE',L'I,EIEIHHE' AOKYMEHTEI Hoeiif 'D'GKFMEHT'HGdT

i KopawHa

Pucynok 296 — Komanpaa Y manmurs

[Tocne ynanenus daiin nepemeiiiaercs B pasnei Kop3una.

Ecnu daiin HaxouTCs B Nanke, CO3AAaHHOM IPYTUM I0JIb30BaTesieM, TO OH IlepeMelaeTcsl
B paszen Kop3uHa Biasienblia JaHHOM manku. Y aBropa B pasfese Kop3uHa naHHBIM

¢daiisn He oToOpaXkaeTcs.
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[Tpu HeobxomuMocTH aim MoXXHO BocCcTaHOBUTH M3 Kopauusel (cM. paspen 4.12.8) wim

YAAJIUTb 683B03BpaTHO.

Y1o6bl 6e3BO3BpaTHO yHanuTh daiil M3 00JIaYHOTO XPAHUJIUIIA, BBINOJIHUTE ClIelyIolre
IEeUCTBUS:

1. B npoBomnmke ob6yavHOr0 XpaHuIHIa Beioepute pasaen Kopsuna (cm. Pucynok 297).

2. B cmiicke ¢ainoB pasfena ImejkHUTe 1Mo GaiiTy MpaBOM KHOIKOMW MBIIIM U BBITTOJTHUTE

KOMaHy KOHTEKCTHOI'O MEHIO YHaJII/ITL GQBBOBBpaTHO.

B ModOdune Tekc

& Mon goKyMeHTkI

KopzuHa
[ ]
an [locTynHble MHe
NIk ¥aanute Gezeo3epatHO
|- OTMeyeHHBe pa
a % BoccranoswTe
o HegaeHre 40KyMEHTEI HoBui pokyMenT.xodt

[

i Kopzwnna

Pucynok 297 — V nanenue ¢aitna uz Kopauusl

4.12.8 BoccTanoBuTh nanky win ¢aiin

YT0oO6BI BOCCTAHOBUTD NANKy WK ¢paiist u3 Kop3uHbl, BBIIIOJIHUTE CIIefyIOLIe 1eHCTBUS:
1. Ilepeiinute B pa3nen Kop3una (cM. Pucynok 297).
2. IllenkHuTe NMpaBOM KHONKOM MBIIIM 110 TpeOyemol manke Wik ¢aiyly YU BBIIOJIHWATE

KOMdHy KOHTEKCTHOI'O MEHIO BoccranoBUTS.

Eciu B Kop3une cofiep>XyTcs 1arka, TO MOXXHO BOCCTAaHOBUTh KaK BCIO MAIKy C daiiaMy,
Tak W OTHelbHble aiiibl, KOTOpble COAepXaTcsi B JaHHOW mamnke. B oboux cioydasx

BOCCTAHOBJIEHHE BBIIIOJIHAETCA B KCXOJHOe MeCTOIIOJIOXKeHH e ITallKH.
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4.12.9 HactpouTtb 061uii gocryn Kk ¢aiimy

[Tosb3oBarenb MOXeT IpPeloCTaBUThL JPYruMM Iosb3oBaTesssM goctyn k XODT-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. Pucynok 298).

O6wwmid goctyn  Hagetpoiikw

HacTtpowTe goctyn

OTnpaenTe No nodTe...

Pucynok 298 — Komananoe mento O61mii gocTyn

B otkpeiBiiemcst okHe (cMm. Pucynok 299) ykaxkuTte mosb3oBaresied, KOTOPbIM TpeOyeTcs
IIPeIOCTaBUTh JJOCTYI K paiily, OAHUM U3 CIIeAYIOLIUX CII0OCOOO0B:

— BPYYHYIO BBeJIUTe UMs WIH aJipecC 3JIeKTPOHHOM IOYTHI AJIsl KaXXJJ0T0 M0JIb30BaTelIs;

— HaXMHUTe KHOIIKY E (BpIOpaTh KOHTAKTHI) U B a/IpeCHON KHUTe OTMeTbTe Gria’KKaMU

KOHTAKTEI Tpe6y'EMbIX M0JIb30BATEeJIeH.

OBwwmi goctyn k 'ModOdue Tekctxodt' >

‘ anemcal > l E MpocumoTp v

Anekcanap CMWPHOB  alexandr.smirmov@mrt.myoffice.ru NaGae

Pucynok 299 — [Touck nonbp3oBaTesns

VkaxxuTe ypoBeHb [IOCTyIa JJisi BbIOpAaHHBIX IIOJIb30BaTeslel CIpaBa OT aipeCHOW KHWUTH
(cm. Pucynok 300):
— IIpocmoTp — [aHHOe TIpaBO IIPeIOCTaBJISieT  I10JIb30BATeNIIM  BO3MOXKHOCThb
[IPOCMaTpUBATh JOKyMEeHT ¥ KOMMeHTapuH K HeMy, a TakKe CKaYMBaTh IOKyMeHT.
— PenmakTupoBaHHe — JaHHOe IIpaBO BKJIIOYaeT 11paBo Ha IIpocMoTp OKyMeHTa, a TaKxe

MpeaoCTaBJIET IMOJIb30BATeJISIM BO3MOXHOCTb PeJaKTUPOBATb JOKYMEHT.

© 000 «HOBBIE OBJIAYHBIE TEXHOJIOT'MW», 2013-2023 266



MonOdonc

— YnpaBiieHHe — JaHHOe IpaBO BK/Io4YaeT mpaBa Ha IIpocmorp u PemakTmpoBaHue
JOKyMeHTa, a TakKXKe IIpe/IoCTaBJiseT II0JIb30BATeIsIM BO3MOXHOCTb — YIIPABJISITh
HACTPOMKAaMH JIOCTYTa K JIOKYMEeHTY: BblJ]JaBaTh MpaBa Ha paboTy C JOKyMEHTOM HOBBIM
T10JIb30BATeJISIM U U3MEHSITh IpaBa CYIIeCTBYIOIIHX I10Ib30BaTesel.

— OTka3aHo B I0CTyIIe — OJIOKUPOBATH [10JIb30BATEJISIM JIOCTYII K JOKYMEeHTY.

OBwwmii goctyn K 'MoidQOduc Tekcr.xodt’ X
AnekcaHap CMUPHOE BeeduTe MMA MK email . E | MpocmoTtp W l
~" MMpocmotp
2 YeegomuTe NUceMoOM (TONBKO OTAEEHLIM NONLIDBATENAM, 3@ HE FPYMNam)
PepakTvpoBaHWe
Enexa CMUpHOBa ) YnpasneHue
. - onaae
elena.smirnova@mrt.myoffice.ru
! OTkazaHo B AOCTYNE

Pucynok 300 — Boi6op ypoBHs octyna

Ecnu Bcem mnonb3oBaTesissM TpeOyeTcst OTIIPaBUTh YBeJJOMJIeHHe 110 3JIeKTPOHHOM 1o4Te 06
VM3MEeHeHUH IIpaB Ha JIOCTYII K daiily, IOCTaBbTe GIaXkOK YBeAJOMHUTH IMCbMOM.

@iaroBasi KHOIKa Y BeJOMHTH MHUCBMOM HeJIOCTYITHA B CJIEYIONIUX CITydasiX:

— aJipec 3JIeKTPOHHOM MOYThI 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 kHomiky Jlo6aButh (cM. Prucynok 301).

OBwwi goctyn K 'MoAOdme Tekcrxodt’ x

AnekcaHap CMUPHOB |E|EE,-JL-E WMA UK emaill > ‘ E PepaktupoeaHwe A

YBegoMNTE MUCEMOM (TONBKO OTAENLHBIM NONLI0BATENANM, 8 HE TPYNManm) fAobaenTe

Pucynok 301 — Kuonka JlobaBuTh
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BriOpaHHbBle KOHTaKThl A00aBATCS K CIIMCKY II0JIb30BaTeslel, KOTOpble HWMEIOT [IOCTYII
K ¢aitiry (cm. Pucynok 302).

Haxwmure knonky I'oToBo.

Qewmni goctyn K 'Mold Qe Tekcrxodt’ x

o

AnekcaHip CMWDHOB

alexandr.smirnov@mrt.myoffice.ru

PE,[I,EKTHF}UBEHME hd

Enena CMUpHOBa

elena.smirnova@mrt.myoffice.ru

lNoToBo OTmeHa

Pucynok 302 — Cnivcok nosib3oBaresei

Ecnu TpebyeTrcs m3MeHWTh IpaBa MoJib30BaTeslei Ha JIOCTYI K ¢aiily, IOBTOPHO OTKpOWTe
OKHO 0011ero nocrymna. Beibepute TpeOyemblii ypoBeHb JIOCTYIIA [JIsl OTAEJbHBIX YYAaCTHUKOB C
MIOMOIIIBIO BBIIAAAIOIIMX CIIMCKOB HAIPOTUB UX UMeH (cM. PrucyHnok 302).

Ecmm kakoro-nibo mosib3oBaTeliss TpeOyeTcsl JIMIIUTh JIOCTyNa K dailly, ynaaure ero u3s

cnmcka. 17151 3Toro HaKMuTe HallpOTUB ero MMeHU KHOINKY * (YIaJIuTh IpaBo A0CTyIa).

4.12.10 OTka3aTbca OT JocTyna K ¢gairy

[Tonp3oBareny 06J1a4HOrO XpPaHWIKIIA MOTYT NPeIOCTaBIIATh JOCTYII K CO3[JaHHBIM daiiyiam
JPyTHM TI0JIb30BaTessiM (cM. paszen 4.12.9).

[Tocne npenocraBnenus focTyna ¢aiiyl aBToMaTHYeCKHu oToOpakaeTcs y I0Jjib30BaTesieil B
pasgiene obsayHoro xpaHwimina JJocrynasie MHe. Eciy nosb3oBarenb 0TKa3bIBAaeTCs OT JIOCTYTIA,
TO ¢aiiy1 yiansieTcs U3 ClKMcKa JOCTYIHBIX QaiiyioB.

YTo6BI 0TKA3aTHCS OT AOCTYIIA K KAKOMY-JIU00 (aiiiTy, BBHIIOJIHUTE CllelyIoliye JeHCTBUS:

1. Bribepure myHKT KOMaHIHOTO MeHIO Paiinn > OTKPHITH B 00s1ake (cM. PucyHok 303).
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®ailn [paeka Beraeka @opmar  MHoTpymedTs

D Cozgate Ctrl+M

CozaaTe no wabnohy...

=  OrkpoiTe... Ctrl+0
OTkpwiTe B oBaake... Ctrl=5Shift+0

Pucynok 303 — Komananoe menio Paiin

2. B nmnpoBogHuke 007aUHOTO XpaHWIWINA BbibepuTe pasgen JlocrynmHble MHe

(cm. Pucynok 304).

B ModOdune Teker

d® Mow aokymeHTLl
JAoCTynHEBIE MHE

2% JocTynHbie MHe

= ma
| OTMeYeHHbIE
OTkaszatecA oT gocTyna

© Hepashve LOKYMEHTEI a Hoewid gokymeHT.xodt %
Pucynok 304 — OTtka3s ot focTtymna

3. OTtkaxurech OT AOCTyNa K (aiily OJJHUM U3 CIIeAYIOIIUX CII0COOO0B:
— Broigenute TpeOGyemblii dait MpaBOM KHOMKOM MBIIIM Y BBIIOJHUTE KOMAaHIY
KOHTeKCTHOro MeHI0 OTKa3aThCs OT JOCTYIIA.
— BrimenuTe daiin jieBoi KHONIKOM MBIIK U HaxkmuTe kiiaBuily Delete Ha kiaBuaType.

4. B okne OTka3sarbcs ot gocryna Hakmute KHOky OK (cm. Pucynok 305).

OTkazaTecs oT 40CTyna >

Yaanutb Hoebiit gokymeHT.xodt 13
CNWCcKa WM OTKazaTbCA OT gocTyna?
[JocTyn MoxeT ObiTb BO3BpaLLEH
TONbKO BAaAeNbLEM.

Pucynok 305 — Oxao OTKa3aThcs 0T 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. Pucynok 306).

®aiin [lpaeka Bcraeka Qopmar  WHotpymednte Bug  OBwwin goctyn

B Cosgare Cirl+N (O Thames w
Cozaate no wabaoHy...
( K Y4 AB =T
& Omwpure.. Ctrl+O
T
OTkpbiTe B o6AaKe... Ctrl+Shift+O
HegaBHue gokymeHTE 3
Ciius il C Boiith B 0Bnako
[E]  CoxpaHuts Ctrl+5 Cravatb.
CoxpaHuTh KaK... F12 3arpyauTe daiin...

Pucynok 306 — Komananoe menio Paiin

2. B oxue Bxop (cM. Pucynok 304) HakmuTe KHONIKY BoIidTH.

Bxog >
Norun:
lexandr.smirnov@mrt.myofficeru X
Mapone:
TTTTTTT! s
Cepeep:
X

Pucynok 307 — Oxao 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 TEKCTOBOM JIOKyMeHTe aBTOMaTU3UPYyeTCs BBIIIOJIHEHWe IIPOJIOJDKUTENIbHBIX WA 9acTo
IIOBTOPSIIOLIMXCS onepanui. [ paspaboTku MakpokomaHj B npwioxeHnn «MonOduc Texcr»
WICII0JIb3YeTCs SI3bIK IIporpammupoBanus Lua.

Kak npaBuio, MakpokoMaH/Ibl UCIIOJIb3YIOTCS [JIsl PellleHusl ClleyI0IINX 3a/1a4:

— nobaBjieHHe TeKCTa;

— IIOMCK U 3aMeHa I10 TeKCTY;

— yHdadJieHHWe TeKCTad.

CoxpaHeHre MaKpOKOMaH]| IOJJepXXUBAETCS TOJBKO B IIpefieslax TeKyLIero JOKyMeHTa.
Ecny aHanoruuHble MakpoKOMaHZbl TpebyeTcsl UCIIOIb30BaTh B JPYIOM JJOKyMeHTe, CO3[aiTe UX
HeIIOCPe/ICTBeHHO B JIPYT'OM JIOKYMeHTe.

[TonpobHoe onrcanue paboThl C MaKPOKOMaHJaMU IIpUBeJleHO B JJIoOKyMeHTe « CIIpaBOYHUK

MdKPOKOMAdH/I Hd A3bIKE ITPOI'PAMMUPOBAHUA Luay.

4.13.1.1 Co3gaTh MaKpOKOMaH/Y

Yro06Bl CO3/1aTh MAaKPOKOMaH 1y, BHIIIOJIHUTE CJIe/lyoIliye JIeHCTBUSL:
1. Boibepute myHKT KOMaHOHOTO MeHIO MHCTpyMeHTHI > PemakTop MaKpOKOMaHJ

(cm. Pucynok 308).

WMuectpymentsr Bug  OBwwil goctyn Hapac
Pexwnm oTobpaxeHna ncnpaenednin - #
Mpaecnucanwe »

HacTpaveaemeld chosapb
MaMeHnTE A3BIK..,

PegakTop MakpokomaHg

CpagHWTe c... [BeTa)

Pucynok 308 — Komananoe meHio MHCTpyMeHTBI
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2. B okne PegakTop MakpokoMaH]| HAXMUTe KHOTKY + (cMm. Pucynok 309).

o4 Pepakrop makpokomang 4

+ —_—

’ BoinonHute P Otnagute 0

Pucynok 309 — JlobaBieHre MakpoOKOMaH bl

3. BBeguTe uMs MakpOKOMaHAbl WIA OCTaBbTe UMS, YKa3aHHOe 110 YMOJIYaHUIO
(cm.  Pucynok 310). Ytobel coxpaHuTb UM, HaxmuTe KiaBuily Enter

WK IIeJIKHUTEe MBIIIbIO I10 70001 061acTi PenakKTOpd MdKPOKOMAH.

4 PegakTop makpokomang *

1 BeefWTe HOBLIA CKPUNT 30eCh

Bes MmeHK

=+ —

P EBunoaturs ™ Otragurs [

Pucynoxk 310 — BBog uMeHH MaKpOKOMaH/IbI
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4. Beenure TekCcT MakpokoMaH/bI (cM. Pucyrok 311).

Makporomanga 1

=+

a Peaakrtop makpokomang

range = document:getRange();
startPos = range:getBeqgin();

textProp = range:getTextProperties();
textProp.italic = true;
textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MoiOdnc!");
10

’ BrinoaHWTE ,? Otnagure [ c:>3 (1 E}

Pucynok 311 — BBop TekcTa MaKpOKOMaH/IbI

Hosas MdKpPOKOMdH/Id COXPdHAETCS aBTOMATUYEeCKH.

[Ipu pobGaBneHWd B AOKYMEHT MaKpPOKOMAH/IbI

Ha OOKOBOU

KHOIIKA @ (Makpoxkomanasb) (cM. Pucynok 312).

1l
il

jm}

— O

=Y | AaB6Bsll ... B H 0 B -

C|'|' 3aronoceok 3

£

CTinmn Beraeka

B 1T o 1B -

OMCK

MakpokomaHaa 1
MakpokomaHaa 2

Makpokomanga 3

100%

pod

@

Pucynok 312 — [lanenb paboTel ¢ MaKpOKOMaHAAMU
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[Tpu HakaTWK HA JIAaHHYIO KHOIIKY OTKpBIBaeTCs MaHejlb paboThl C MaKpOKOMAaHJIaMH, C

IIOMOIIBIO KOTOpOfI MOZKHO BBIIIOJIHUTD Clieayroire IerCTBUS:

HaWTH MakpokoMaH#y (cM. pasgen 4.13.1.2);

BBITIOJTHUTh MakKpoKoMaHy (cM. paznen 4.13.1.3);

OTKPBITh PeAKTOP MaKpoKoMaH/ (CM. pasfen 4.13.1.4).

YToObl 3aKpbITh MaHeJlb paboThl C MAaKpPOKOMaHAAMM, HaXKMHTe Ha KHOIKY -3,

PacCIIONIOXeHHYI0 HaJl CTPOKOM MOMCKA, UM TTOBTOPHO HAXXMHUTE Ha KHOMKY @ (MakpoxoMaHabI)
Ha OOKOBOMU MIaHesIH.

Kuomnka @ (MakpokomaHabl) oToOpakaeTcsi Ha OOKOBOM IMaHeIM A0 TexX IOop, Ioka

JIOKYMeHT COJIepP>KUT XOTs1 ObI OJJHY MaKpOKOMaHly.

4.13.1.2 Haiitn MakpoKOMaHAy

Ecm nokymeHT comepXyT OoJibllioe KOJIMYeCTBO MAaKpPOKOMAaH[, IjIsi OBICTPOro MOMCKa
TpebyemMoi MaKpOKOMAH/IbI BHITIOJTHUTE CIIeAYIOIHe IeHCTBUS:
1. Ha 60k0BOIi MaHeI HAKMUTE KHOIIKY @ (Makpoxkomangsbl) (cM. PrucyHok 313).

2. Ha manenu paboTel C MaKpOKOMaHJJaMH yKa)XkUTe B CTPOKe IIOMCKA YacTh Ha3BaHUS UIIU

Ha3BaHHe TpebyeMOl MaKpPOKOMAaH/IbI I1eJIUKOM.

B crmmcke MAKPOKOMaH[I OTO6p83HTCH MdKPOKOMaH/Ibl, HAa3BdAHUS KOTOPBIX YIOBJIETBOPSIOT
YKa3dHHBIM pe3yJjibTdTdM IIOUCKA.

= = = = | 1@~ ~
AaB6BeIn .. [HH. =
€= 4= ]E[ w q1 Jaronoceok 3 Ll s’
CTiam Brraska ~
3 4 L 16 '.'-T 18 Y
- Q
E -

MakpokomaHga 2

Pucynok 313 — Ilorck MakpoKOMaHbI
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4.13.1.3 BoInmoJIHUTH MAaKPOKOMAH/TY

MakpoKkOMaHTy MOXXHO BBITIOJTHUTB C TIOMOIIbIO PeJIaKTOPa MaKPOKOMaH/I WU C IIOMOIIbIO
naHesy paboThl C MAKPOKOMAH/IaMH.

YToObl BBINOJIHUTL MaKpPOKOMAHIy C TIOMOIIbIO pefakTopa MaKPOKOMaH], BBIIIOJIHUTE
CJIefy1olye qeuCTBUL:

1. Boeibeputre myHKT KOMaHgHOTO MeHIO HHCTpyMeHTHI > PemakTop MaKpOKOMaH

(cm. Pucynok 314).

WMuctpymentsr Bug  OBwwit goctyn Hagc
Pexwm oTobpaxeHna ncnpaenednin - F

Mpaeonucanue »

HacTpaveaemeli choBape
MameHnTe ASBIK...
PegakTop MakpokomaHg

CpaBHWTE c... (BeTa)

Pucynok 314 — Komangnoe menio UHCTpyMeHTBI

2. B oxHe PemakTOop MakpokoMaHj BbiOepuTe TpeOyemMyl0 MaKpPOKOMaHAYy W3 CIIMCKa
(cMm. Pucynok 315).

3. Haxmure kHonky P BHIIOIHUTS.

=4 PeaakTop makpokomang *

1 range = document:getRange();

Makpokomanaa 1 startPos = range:getBeqgin();

MakpokomaHga 2 textProp = range:getTextProperties();
textProp.italic = true;

MakpokomaHaa 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MoiOduc!");

+ —_—

P BuinosnuTe ,? Otnagute [0

Pucynok 315 — Knonka BeimotHuTh
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Wndopmalivis o0 BBHIIOJIHEHUM MaKPOKOMAH[bl OTOOpasuTcss B 0bjacTu

PesynbTat
(cMm. Pucynok 316).
d PenakTop makpokomany >
1 range = document:getRange();
Makpokomanaa | startPos = range:getBeqgin();
MakpokomaHaa 2 textProp = range:getTextProperties();
textProp.italic = true;
MakpokomaHaa 3 textProp.allCapitals = true;
range:setTextProperties(textProp);
startPos:insertText("MorOduc!");
+ —_
P BrinoanuTe k Otnagute [0
PesynbtaT: Makpokomanaa 1 Quunctute &
MakpokoMaHaa YCnewHo BeINonHEHa

Pucynok 316 — Pe3ynbTaT BbINOTHEHHSI MAKPOKOMAH/IbI

YToOBI BBIIIOJIHUTH MdKPOKOMdHZly C IIOMOHIIbIO IIdHEeJIN pa6OTbI C MdKpPOKOMdHIdMH,

BBIIIOJIHUTE ClieAyromiye JeNCTBUS:

1. Ha GokoBoii MaHesiu HAKMUTE KHOIIKY @ (Makpoxkomanzsb) (cM. Pucynok 317).

+
il
Rl
I

£

ITv

£

AaBoBel' ... [HH Cg“) E|

C|'[ 3aronoeok 3 L

CTrAn Brraska ~

i
]
"
o
i
=1
>

Makpokomanaa 1 B &2

Makpokomanga 2
Pucynok 317 — Ilanenb paboThl ¢ MAaKpOKOMaHAaMHU
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2. 3amycTyTe MaKpOKOMAaHJTy OJTHUM U3 CJIeJyIOITHUX CIIOCOOO0B:

Ha manenu pa6OTbI C MdKPOKOMaH[JdMH HaBeauTe KYpCOp MbIIIN Hd Had3BadaHHE

MaKpPOKOMaH/Ibl ¥ HaXkKMUTe KHONIKY [» (BeimosmHuTs) (cM. Pucynok 317).

Brigenvte cTpoKy MaKpOKOMaH/IbI IBOMHBIM IIETYKOM MBIIIIH.

4.13.1.4 PepakTHpOoBaTh MaKpOKOMaHIy

YT0O6BI PedakKTUPOBATb MAKPOKOMAHAY, BBIIIOJIHHUTE CJIeAYIolIre IerCTBUS:

1. OTtkpoiTe pelakTOp MaKPOKOMAaH]I OJTHUM U3 CJIETyIONTHUX CIIOCOOOB:
— Broibepute myHkT koMaHAHOTO MeHI0 MHCTpymeHTHI > PemakTop MakpokomaH[
(cM. Pucynok 318).
MHcTpymedTsr  Bwg  OBwwid goctyn  Haac
Pexwm oTobpaxeHna ncnpaeneHnd  #
Mpaecnucanwe s
HacTpaweaempi choeape
HzmeHWTE AZMEK...
Pegaktop MakpokomaHg
Pucynok 318 — Komananoe MeHio MHCTpyMeHTBI
— Ha 6okoBo¥i naHenn HaXXMHUTe KHOIIKY ® (Makpoxkomangsbl) (cMm. Pucynok 319).
Ha manenmu paboThl ¢ MakpOKOMaHJIaMU HaBeJUTe KypCOP MBI Ha Ha3BaHUe
MaKpPOKOMaH/Ibl, KOTOPYIO TpebyeTcst pelakTUpOBaTh, u HaKMUTE
KHOIKY ¢ (PelakTHpPOBaTh).
= === v )
AaB6Bel1 | ... % v (/j =] ..
= 4= _‘E[ v q7 3aronoaok 3 s
CTHam Bcraska o~
E! 4 5 ] 7 18 M
- Q
& | ®
Makpokomanaa 1 > &

MakpokomaHaa 2

Pucynok 319 — [lanenb paboTel ¢ MaKpOKOMaHAAMU
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2. B oxHe PemakTop MakKpokKoMaHJ BbiOepuTe TpeOyeMyl0 MaKpPOKOMaHAY M3 CITHCKa

(cMm. Pucynok 315).

3. Buecure HeoOXoouMbIe U3MEHEHUS B ee TeKCT.

H3meHeHMs B TeKcTe MAaKPOKOMaH/bI COXPAHAIOTCA dBTOMATUY€CKH.

4.13.1.5 OTyiaguTh MaKpPOKOMaH/Y

Hepe,u 3dllYCKOM OTJIaA9YMKd MdKPOKOMdH]ZI YCTdHOBHUTE B TEKCT€ MdKPOKOMdHIbI TOYKHU

OCTAaHOBA OTJIaJ4YHMKA. HJ’I}I ITOIO.

1.

OTkpo¥iTe peJakTOpP MaKPOKOMAH] OJJTHUM U3 CJIEAYIOIIHUX CIIOCODOOB:

Bribepute myHKT KoMaHAHOTO MeHI0 MHCTpymMeHTHI > PegakTop MakpokoMaH[
(cM. Pucynok 318).

Ha 6okoBo¥# MaHenn HaXMUTE KHOIKY @ (Makpokomangsbl) (cMm. Pucynok 319).
Ha manenmu paboThl ¢ MakpOKOMaHJaMU HaBeJuTe KypCOP MBI Ha Ha3BaHUe
MaKpOKOMaH/Ibl, KOTOPYIO TpebyeTcst peaaKTUPOBATh, u HaOKMUTE

KHOTIKY ¢ (PemaKTHpOBATh).

B oxwne PenalcTop MAKpPOKOMaH[ BbI6epI/ITe Tpe6yeMy10 MdKPOKOMdHy M3 CIIMCKa

(cm. Pucynok 320).

VYcraHoBUTEe TEPBYI0 TOYKY OCTAHOBA OTJagyuKa. [lJis 3TOro IeJKHUTE MBIIIbIO

CrllpaBa OT HOMepa CTPOKHM, B KOTOPOM HEOOXOAMMO CO3[aTh TOYKY OCTaHOBA.

Touka ocraHoBa OyJieT 0603Ha4eHa 3HAYKOM 9.

Ycra"oBure APpyrvue TOYKU OCTAdHOBA dHAJIOTUYHBIM O6p330M.

Ecmm tpebyetcs ynanuTh Kakyro-inb0 TOYKY OCTAaHOBA, IIEJIKHUTE M0 Hel MBIIIBIO.

\d Pepaktop makpokomany >
1 range = document:getRange();
Makpokomaraa | startPos = range:getBeqin();
Makpokomanga 2 textProp = range:getTextProperties();

Makpokomanga 3 textProp.allCapitals = true;

textProp.italic = true;

range:setTextProperties(textProp);
startPos:insertText("MorOduc!");

Pucynok 320 — Touka ocraHoBa
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JJis OTIagKy MaKpOKOMaH/IbI BBIIIOJIHUTE ClleyIoIIve AefCTBUS:

1. Haxmure kHonky £* Ormamurh (cM. Pucysok 321). 3amycTHTCS IIPOIECC OTIamKHU
MaKpOKOMaHJpl. EciM B Tekcre MakKpOKOMaH/BI COJlepXKaTCs 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.

o4 Pepaktop makpokomaHg *

1 range = document:getRange();

Makpokomanga | startPos = range:getBeqin();

MakpokomaHaa 2 @ textProp = range:getTextProperties();
textProp.italic = true;

Makpokomanaa 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MoiOdwc!");

r

+ —_—

' BrinoaHuTE ﬁ~ OTtnagnTe

Pucynok 321 — Knonka OTiiaguth

2. Jlns yripaBieHMs IaraMy OTJIA[KK UCIIOJIb3yHTe Clleiytolye KHONKMU (cM. PrucyHok 322):
= (Illar ¢ 3ax0/10M) — BBINOJHKUTL ONMH IIAr OTJIANKH HIM 3aXOfl B Teyo (QYyHKIWH,
eCJIM TaKOBasl eCTh B TeKYyIIlel MO3UIIUY OTJIa/IKH;
ny (IITar ¢ 06x0moM) — BBITIOJIHATD OJIUH IIIAT OTJIAJKU 6e3 3axojia B TeJio PYHKIIUY;

;= (Illar ¢ BBIX0OMOM) — MpPOJIOJDKUTH BHINOJHEHHe MaKpPOKOMAHIBI 0 MOMeHTa

BBIXO/Ia U3 PYHKIIMM, B KOTOPOM OTJIAJIYMK HAXOJUTCS B TeKyIled MTO3UIUH.

B mporiecce omiiagku B OKHe peJJakTopa MaKpOKOMaH]] 0TOOpaXkatoTcsl CieIyIolue 00I1acTu:

— BsInosHeHHe — OKHO /1711 BBIBOJIa COODITIEHHH BO BpeMsl OTJIa[IKU;

— Crex BBI30BOB — OKHO CTeKa BBI30BOB;

— IlepemeHHBbIe — OKHO BBIBOJIA 3HAUEHUM JIOKAJIbHBIX M TJI00AJBHBIX TEepeMEeHHBIX,
NOCTYIHBIX HA TeKyIleM Iare BBHIIOJHEHWS MaKpoKoMaHAbl. Eciu oTobpajkaemas
repeMeHHas MpeJICTaBysieT U3 cebst TabauIly WM MacCHUB, TO TIPU HAXKaTHUU KHOMKHU I,

PacIIOJIOXKEeHHOH ClleBa OT UMeHHU IlepeMeHHOM, JOCTyIIeH IIPOCMOTP ee COJIePXKUMOIo B

pa3BepHyTOM BHUJIE.
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\d Pepaktop makpokomaHa >

range = document:getRange();

Makpokomanaa 1 startPos = range:getBegin();

MakpokomaHaa 2 @ textProp = range:getTextProperties();
5 * textProp.italic = true;

MakpokomaHaa 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText({"MoiOduc!");

+ —_
P BuinoanuTe 3% Otnagure [ ﬂﬂ Q ﬂ-b

BrinoaHeHue... CTek BEIZOBOE MepemeHHue

main{j#up:1 JNokaneHeie:

[noBaneHbie:

textProp = (DocumentAP| TextProperties)
range = (DocumentAPLRange)
startPos = (DocumentAPl.Position)

Pucynok 322 — OTiajgka MakpoKOMaH/Ibl

OTJ'Ia)IKa 3aBeplIaeTcd IIpy JOCTUXXeHHWH KOHIId MdKPOKOMAH/IBI.
Ecmm Tp€6YETC$I IIpepBaTh IIponecc OTJIaAKHW, HAXMUTEe KHOIIKY . (OCTaHOBI/ITb

MaKPOKOMaHJY).

4.13.1.6 Yganutb MaKpOKOMaH/Y

YTOoOBI yIanuTh MaKpOKOMaH/AY, BBIIIOJIHUTE CIIeAYOIIe JeUCTBUS:
1. OtkpoiiTe pelakTOp MaKpPOKOMaH] OJTHUM U3 CJIeJTyIOIIHUX CIIOCOOOB:
— Bribepute nyHKT koMaHJgHOTO MeHI0O IHCTpyMeHTHI > PemakTop MaKpOKOMaH/

(cm. PucyHnok 323).

WMuctpymentor Bug  OBwwi goctyn Hage

Pexnm oTobpameHna ncnpaeneHuin - #
Mpaeonucanne »

HacTpaveaemeld choBape
MameH T ASBIK...

PegakTop MakpokomaHg

CpagHWTE C... (GeTa)

Pucynok 323 — Komananoe meHio UHCTpyMeHTBI
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— Ha 6okoBoii maHenmn Ha)KMHUTE KHOIIKY @ (Makpoxomanasl) (cM. PucyHok 324).
Ha manenu paboThl ¢ MaKpOKOMaHJaMH HaBe[UTe KypCOp MBI Ha Ha3BaHHe
MaKpOKOMaHJIbl,  KOTOPyIO  TpebyeTcs  yHmaiuTh, ¢  HaXMHUTE  KHOIIKY

¢’ (PemaKTHpPOBATh).

= = = = 1w ~

AaBoBeI' .. HH+~ [° (_;) =] ...
= 4= ]E[ v qq Jaronoceok 3 Ll s,

CTIAN Brraska ~
3 4 5 & T 18 s

Makpokomanaa 1 D&

MakpokomaHaa 2

Pucynok 324 — [1anenb paboThl ¢ MAKPOKOMaHAAMMU

2. B oxHe PemakTOop MakpokoMaHj BbiOepuTe TpeOyemMyl0 MaKpPOKOMaHAYy W3 CIIMCKa
(cm. PucyHnok 325).

3. HaxmuTe KHOIIKY —.

4 PegakTop makpokomang >
1 range = decument:getRange();
Makpokomaraa | startPos = range:getBegin();
Makpokomanga 2 textProp = range:getTextProperties();
textProp.italic = true;
Makpokomanga 3 textProp.allCapitals = true;

range:setTextProperties(textProp);
startPos:insertText("MoiDduc!");

+ —_

P BuinonnuTs Q Omnagute [0

Pucynok 325 — Y nanenue MakpoKOMaHbI

4. B OTKPBIBIIEMCS OKHe ITOATBepANUTE yad/ieHre MdKPOKOMAaH/IbI.
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4.13.1.7 IIpocmoTpets koa VBA-makpoca

B npunoxennn «MoirOduc Tekcr» HenmocTyreH 3amyck VBA-MakpocoB, CO3[aHHBIX B

Word. Ho BbI MoxeTe npocMoTpeTh Koji VBA-MakpocoB, KOTOpble cojiep)XaTcs B JOKyMeHTe, U

IepernurcaTtb UX Ha g3bIKe Lua.

Jnst mpocmoTpa moctymHbl VBA-Makpochl, coxpaHeHHbIe B TeKyIeM JokyMmeHTe Word.

YT06bI MPOCMOTPETH U TepenucaTh koJi VBA-Makpoca, BBIIIOJIHUATE CIIeIyIOIIe JeHCTBUS:

1. Otkporite DOCM-n0oKyMeHT.

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:

— Bribepute nmyHKT koMaHIHOrO MeHI0O MIHCTpyMeHTHI > PemakTop MakpokoMaHA

(cM. Pucynok 323). B okae PemakTop Mmakpokomany (cM. PucyHok 326) Beibepute

Tpebyembiii Lua-makpoc.

o4 Pepaktop makpokomang X
1 -- BeeguTe Baw koq Lua 30ecs
Modulel
Module2
-- 3anyck MakpokoMaHg VBA He nogdepwueasTcA
--[:::
Option Explicit
Sub RemoveExcessiveEnters()
Dim lineBreakSearchRegExp As String
+ _ lineBreakSearchRegExp = GetlineBreakSearchRegBxp()
' BrinoaHuTh ? Otnagute
PesynoTar:
Pucynok 326 — OxHo PemakTop MakpokoMaH/
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— Ha 6okoBoii maHenmn Ha)KMHUTE KHOIIKY @ (Makpoxkomanabl) (cMm. Pucynok 327).
Ha manenu paboThl C MaKpOKOMaHJaMH HaBe[WTe KypCOpP MBI Ha Ha3BaHUe

Tpebyemoro Lua-Makpoca 1 Ha)kMHUTe KHOTIKY ¢ (PeJakTHpOBaTh).

—v = v TIw Tr oo )
- I Iv m P e = o
— v = 4= H o~ q] - ‘
AB3al CTuam BcraBka o
2 4 L Y
- Q
Module1 L 4‘?’%
Module2

Pucynok 327 — Ilanenb paboThl ¢ MAKPOKOMaHaMHU

B oxHe PepmakTop MakpokomaHpi orobpasurcs koja VBA-makpocoB, KOTOpble
coniepxatcsi B cootBeTcTBytoieM VBA-monyine (cM. Pucynok 326).

3. Ilepenumure koj Tpedbyemoro VBA-makpoca Ha si3bike Lua.

4. 3akpouTe OKHO pefJakTOpa MaKPOKOMaH/I.

5. Coxpanure nokymeHT B ¢opmare DOCX c nomomipio koMaHibl CoXpaHUTH Kak

(c™m. pazpen 4.1.7.1).

B ncxonnom DOCM-noKkyMeHTe BHeCEHHbIe U3MeHeHUs He COXPaHSIOTCSI.
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4.13.2 Hapcrpoiiku

Kak mpaBwio, HafCTPOMKKU CO3/Ial0TCSI CTOPOHHUMU pa3pabOTYMKaMU U HpelHa3HA4YaroTCs
JUIS1 paciivpeHus GpyHKIIMOHAJIbHBIX BO3MOXHOCTe TeKCTOBOTO peJlakTopa.

7151 KCTIOJIb30BAHMS HAJICTPOMKU HEOOXOIUMO:

1. TMomy4yuts y pa3dpaboTurika ¢aiii HaJICTPOMKHU C pacIIMpeHreM .MoxX.

2. YCTaHOBUTb HAJICTPOHKY.

3. 3aIyCcTUTh HAJICTPOMKY C MOMOIIIbI0 KOMaHJHOTO MeHIo « MonOduc TekcTy.

[Ipu obHOBnennn pemakTopoB C Bepcuu 2022.01 u crapimie 10 6ojiee HOBOM BepcUU
AaBTOMATUYeCKH OTKIIIOYAIOTCS BCe HAJACTPOWKH HElpPOBEpeHHBIX pPa3pabOTYMKOB |
HAJICTPOMKHU C HeIeMCTBUTENIbHBIMU cepTuduKaTamMu. Eciii BBl JOBepsieTe UCTOYHUKY, W3

KOTOpPOTI'O IIOJIy4YeHbl 5THU HaI[CTpOfIKH, BKJIIOYUTE UX BPYYHYIO TdK, KdK OIIMCAHO HUXE.

4.13.2.1 YcraHoBUTH HAICTPOIKY

Paiiy1 HaJICTPOMKK MOXKeT pacIioyiaraTbCs B JIF0OOM Manke Ha KOMITbIOTepe.
YTOoOBI YyCTAaHOBUTH HAJICTPOMKY, BBIIIOJIHUATE CJIeAYIOIIHe TefCTBUSL:
1. B xomannHoM MeHI0 BblOepuTe nyHKT Hamcrpoiiku > YnpaBieHue HaACTpPOMKaMHU

(cMm. PucyHnok 328).

Hapctpoikw  Cnpaeka

¥npaeneHue HapcTpoRKaMA

Pucynok 328 — Komannnoe mento Haacrpoiiku
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2. B okHe YnpagsiieHHe HaJCTPOIKaMH HaXKMHTe KHOIIKY Y CTaHOBUTH (cM. PucyHok 329).

¥npaeneHue HagcTpoAkamu x

HaacTpoiikv oTcyTcTBYHOT

YCTaHOBWTE HAACTPORAKY, 1M OHAa NOABWTCA 34eck.

YcTaHoBWTL

Pucynok 329 — OxkHo YnipaBjieHHe HaICTpOMKaMH

3. B okne ¢aiinoBoro MeHemkepa BeloepuTe Gpaiyl HaZICTPOUKH.
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4. (O3HaKOMbTECh C TEKCTOM B OKHe YCTaHOBKa HaacTpoiku (cM. Pucynok 330).
Ecm B oxHe oroOpaxkaercs coobmenne «Hancrpolika roroBa K yCTaHOBKe.
XoTuTe TMPOAOKUTH?», TO 3TO 3HAYUT, YTO aBTOPOM HAJICTPOMKU SIBJISETCS
MTPOBEPEeHHBIM pa3pabOTUYMK M HAACTPOMKA IMOJIIMCAaHA JAEHUCTBYIONUM CePTHGHUKATOM.
Yto6Bl TTpOCMOTPETh MHGPOPMAIIUIO O CepTUdUKATe pa3paboTurKa, HAXXMHTE KHOIIKY
Iloxazate monpodHOCTH. YTOOBI NPOAODKUTH YCTAHOBKY HAICTPOMKHU, HaXXKMHUTe

kHOTIKY IIpomonkuTs.

HacrositennbHO He pekoMeH[lyeTcsl yCTaHaB/IMBaTh HAJICTPOMKK HEIPOBEPEHHOT'O
A pa3paboTyvMKka WIA HAIACTPOMKA C HEJeHCTBUTEIbHBIM  CepPTU(PUKATOM.

YcTaHoBKa TakHX HaZICTPOEK MOXXET HaHeCTHU Bpe/ BallileMy KOMIIbIOTEepY.

¥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 330 — OxHO Y cTaHOBKA HaICTPOMKH
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5. B okne JlumensmonHoe corjamenue (cM. PrucyHok 331) 03HaKOMbTeCh C TEKCTOM

JIMIIEH3MOHHOI'O COI'JIallleHH. Ecimm BBl corjacHel c YCJIIOBUSIMHA  HCIIOJIb3OBaHUSA

IIpOrpaMMHOI'O 06ECHE‘IEHI/I${, H3JI0KEHHbIMHU B JIdHHOM [JIOKYMEHTe,

KHOTIKY IIpuHSATS.

q .ﬂMLI,EH_’-MEIHHDE cornaledHne >

BHWmaTensHD I'IFIID'-‘IHTEHTE‘ Chnegyrolles .ﬂHLI,E'HSHDHHDE‘ cornaweHme

MNepeq nenoassosanmen MNporpaMuroro oSecnevenys, NoxamydcTa,
OIHAKOMLTECE € YCAOBMAMY Huxecaegyrouero MuyensnonHore
coraawenua, Moboe nenoassosanue Bavy Mporpavvnoro obecnevenun
O3HaYaeT noaHoe v Besorosopoyroe npuHATHe Bamy yerosui
RacToAWEro STMLeR3MoRROro cornawen g,

Ecma Bui He npuHuMasTe yenoBms STHUEH3HOHHOMD COMAaWEHHA B NOHOM
obveme, Bal He uMeeTe NPaBo wcnoaesosars Mporpamunos obecnevenye 8
KAkux-mmBo Weasx ¥ kakuM-ambo cnocobou.

Hacroauwee fluyensnonnoe cornaienne NpeqycMaTpHBeacT pastyHbie
VECADBMA MENONLIOBAHMA B 3aBMCHMOCTH oT ¥eTanoaneryoro y Bac
lNporpasvnoro obecnevenun v Buga npuobperennoll fayenson,

B HacToAwem NIAUEHIMOHHOM COFNALLEHMM YKAIAHHBIE HIXKE
TEPMHHEl W ONpefefeHA, HAYHHAWMECA ¢ 3arnaBHol ByKBb,
HMEKT CAEAYIOWME 3HAYEHHA (BEHE 3aBUCHMMOCTH OT Yicha Anbo
Nafexa, B KOTOPbIX MCNOAB3YTCA TaKHE TEPMHHB 1
onpegensHma):

«[porpammHoe obecnedeHues - npegcTagneHHan & obbekTneHON
FOpME COBOKYTNHOCTE JaHHBIX W KOMEHA, NPedHasHaqYeHHbBIX 408
dyHkuMoHupoeaHuA SBM u gpyrux kKoMnerOTEpHBIX YETRORCTE B Lenax
NoAyYeHHA CNPESENeHHOrc pesynsTaTa, BKAK 4an NogroToEMTENEHEIE
MaTEpUansl, NoMyYeHHbIE B xoge paspabotiw Mporpammioro
ofecneqvermn, W NOPOXKAAEMEIE MM 3Y,AMOBN3YaNEHEIE 0TODpameHna;

«KnWeHTckoe nporpamMmHoe obecnedeHines - [porpammHoe
DﬁE‘EI’IE‘HE‘HHE‘, npegjHasHa4vYeHHoe 404 ¥CTaHOBKW Ha yETF}DﬁETB‘-ﬂI C UensH
EBINCAHEHWA DI'IFIIE',II,E'J'IE‘HHI:II 3afad, v pacCcYWTaHHoE Ha

HENOCPEnCTEEHHOE BSEHMD,{I,E‘HETBHE‘ c MNonb3oBaTenamm npDFpﬂMMHD‘FD
DﬁE‘EI'IE"-'IE'HHFI,. B TOM YWAChe NOCPERLTEOM CNEUWANbHO- Bl JeNeHHBIX W

MNpuHATE OTkazatbcA

Pucynok 331 — OkHo JIunieH310HHOe COrJIallleHne
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B okHe Ynpasienune HajcTpoiikaMu 0TOOpA3UTCsS CTPOKA HaICTPOuKU (cM. PucyHok 332).
Yto6Bl mpocMoTpeTh MOAPOOHYI0 HMHGOpMaIMI0 00 yCTaHOBJIEHHOW HAJICTPOMKe, HAXXMUTEe B ee

CTPOKe KHOIIKY CBelIEHI/IH.

¥npasneHne HagcTpolkamm >

YeTranoBuTe

YecTaHoBNeHa Haﬂ,CTpOﬁKa 0.1.0 '::E'E,.‘J.EHHH OTENHOYITE ]i[
OnwcaHwe HagCcTpoRKK

Pucynok 332 — CTpoka HaICTPOMKU

[Ipu ycnemHo#l ycTaHOBKe B CTPOKe HAJCTPOMKHM OTOOpaXkaeTCs CTaTyC «Y CTaHOBIJIEHA».
YToOBI 3aITyCTUTh HAJICTPOWKY, BBITIOJTHUTE JeMCTBUS, OTIMCAaHHbIe B pasferne 4.13.2.2.

Ecnu Bepcust HafCTpoMKKM HeCOBMeCTHMMaA C Bepcrel TeKCTOBOTO pellakTopa, B ee CTPOKe
oTobpaxkaeTcs coobiieHure « 4 HecoBmecTumasi Bepcusy.

Ecnu ¢ainibl HaACTpOMKM cofiepXkaT OLIMOKH, B ee CTpPOKe OToOpakaeTcsi COOOIleHue
«® Hapcrpoiika IoBpexieHa.

YtoObl MpocMOTpeTh MoApobHbIe cBefieHUsI 00 OmbKe, BBIOJIHUATE OJHO W3 CIIEAYIOIIHUX
IeUCTBUMH:

— B cTpoke HajzicTpoiiky HaXkMuTe KHOTIKY CBefieHus.

— HaxmMute Ha CTpPOKy HAJCTPOMKUA. B OTKpBIBIIEMCS [MaIOTOBOM OKHE HaXXMUTe

kHorky Iloka3aTh mogpooHOCTH.
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4.13.2.2 3anycTHTH HAJICTPOHKY

[Tocne ycrenmHoW yCTaHOBKM HAACTPOMKK B pa3jiell KOMaHAHOTO MeHo Hapcrpoitku
nobaBiisieTcst KOMaHa JJis ee 3ammycka (cM. Pucynok 333).
Yro6bl 3amyCTUTh HAJICTPOMKY, BbIOepUTe NYHKT KOMaHIHOro MeHI0 Hapcrpoiikm >

Ha3zBanue HagcTpoliku > KomaHa i 3amycka HaJICTPOHKH.

Hagctpoiikn | Cnpaeka

HaacTpoiika Komanaa

4
¥npaeneHue HagCTRoRKaMmI E = v q]

Pucynok 333 — Komanpa 118 3amycka HaJiICTPOMKHU

4.13.2.3 BkJI10YHUTH HJIH OTKJIIOYUTH HAACTPOHKY

ITocre ycraHOBKM BCe HaJICTPOMKH 110 YMOJTUYAHHUIO BKIIIOUEHBI.

Ecnu HancTpoiika BKiIoUeHa, TO B pasfiesie KoMaHHoro MeHio Hagcrpoiiku otobpaxaercs
KOMaHJ1a /iyis ee 3anycka (cM. Pucynok 333). Ecinu HazjcTpoiika OTK/IIOYeHa, TO KOMaHJIa Jjis ee
3arycka He 0ToOpaXkaeTcsl.

YToObl OTKIIFOUUTH HA/ICTPOMKY, BHIIIOJIHUTE Cle[yIolye e CTBHUS:

1. B xomannHoM MeHI0 BbiOepuTe nyHKT Haacrpoiiku > YnpasieHHe HaACTpPOMKaMHU

(cm. Pucynok 334).

Hagctpoikw |~ Cnpaeka

Hapctpoiika ’

¥npaeneHue HagcTpoikamm

Pucynok 334 — Komananoe mento Hapcrpoiiku
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2. B oxHe YmnpaBiieHHe HAJCTPOMKAMH, B CTPOKe HAICTPOMKKA HAaXMHUTe KHOIKY

OrtxmounTts (cM. PucyHok 335).

¥npaenenne HagcTpoikamn >
HaacTpouka 0.1.0 CeegeHnA Otknounts | 0
OnucaHWe HagcTpoikK

Pucynok 335 — OTkitoueHre HaJJICTPOMKHU

3. 3akpoyTe OKHO YNpaBjieHHe HaJCTPONKaMH.

B pa3zeiie KOMaHOHOTO MeHIO HaHCTPOﬁKH repectaHeT 0T06pa)l(aTbC$I KOMaHJIa IJIsd

3aIrycka HaZICTPOUKH.
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YToOBI BKIIFOYUTH HA/ICTPOMKY, OTKJIFOUEHHYIO paHee, BBIIIOJHUTE CIleflyIoIye 1eHCTBUSL:

1. B xomannHoM MeHIO BblOepuTe yHKT HamcTpoiiku > YinpaBiieHHe HaJCTPOMKaMH
(cm. Pucynok 334).

2. B oxHe YmpaBieHue HAACTPOHKaMM, B CTPOKe HAJICTPOHMKM HaXMHUTe KHOIIKY

Bxurrounrs (cM. Pucynok 336).

¥npaeneHue HagcTpoAkamu x

Ha,ﬂ,CTpOHKa {OTKﬂI“:"‘-"EHO} 0.1.0 [:EE,L'I,EHHH ]i[

OnucaHne HagcTpoiky

PucyHnok 336 — BriitoueHre HaJICTPOVKHU

3. 3akpoiTe OKHO YHNpaBjieHHe HaJACTPOHKaMH.

B pazmene xomangHoro MeHio Hapcrpoiiku o0T00Opa3uTcs KoOMaHAA Ui 3aIlycka

HAJCTPOMKHU.
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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. Pucynok 337).

Hagctpoikw |~ Cnpaeka

HagcTpoiika r

¥npaeneHue HagcTpoikamm

Pucynok 337 — Komananoe mento Hapcrpoiiku

2. B okHe YnpagiieHHe HaJCTPOHKaMH Ha)KMUTe KHOIIKY Y CTaHOBHUTB (cM. PucyHok 338).

¥npaeneHue HagcTpokamm

ot
YcraHoenena HagcTpoWka 0.1.0 Coenenns  OTkmoudts T
OnwcaHWe HagcTpolkK

Pucynok 338 — Knonka YcraHoBuTh

3. B okne ¢aiinoBoro MeHemkepa BelbeprTe daiyl HOBOM BepCUM HaJICTPOMKH.
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4. (O3HaKOMbTECh C TEKCTOM B OKHe YCTaHOBKa HaACTpoHku (cM. Pucynok 339).
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.

HacrositennbHO He pekoMeH[lyeTcsl yCTaHaB/IMBaTh HAJICTPOMKKU HEITPOBEPEHHOTO
A pa3paboTyvMKka WIA HAIACTPOMKA C HEJeHCTBUTEIbHBIM  CepPTU(PUKATOM.

YcTaHoBKa TakHX HaZICTPOEK MOXXET HaHeCTHU Bpe/ BallileMy KOMIIbIOTEepY.

¥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 339 — OxHO Y cTaHOBKA HaICTPOMKH
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5. B oxue JIumensuonHoe coriamenue (cM. PucyHok 340) o3HaKOMBTECH C TEKCTOM

JIMIIEH3MOHHOI'O COI'JIallleHH. Ecimm BBl corjacHel c YCJIIOBUSIMHA  HCIIOJIb3OBaHUSA

IIpOrpaMMHOI'O 06ECHE‘IEHI/I${, H3JI0KEHHbIMHU B JIdHHOM [JIOKYMEHTe,

KHOTIKY IIpuHSATS.

q .ﬂMLI,EH_’-MEIHHDE cornaledHne >

BHWmaTensHD I'IFIID'-‘IHTEHTE‘ Chnegyrolles .ﬂHLI,E'HSHDHHDE‘ cornaweHme

MNepeq nenoassosanmen MNporpaMuroro oSecnevenys, NoxamydcTa,
OIHAKOMLTECE € YCAOBMAMY Huxecaegyrouero MuyensnonHore
coraawenua, Moboe nenoassosanue Bavy Mporpavvnoro obecnevenun
O3HaYaeT noaHoe v Besorosopoyroe npuHATHe Bamy yerosui
RacToAWEro STMLeR3MoRROro cornawen g,

Ecma Bui He npuHuMasTe yenoBms STHUEH3HOHHOMD COMAaWEHHA B NOHOM
obveme, Bal He uMeeTe NPaBo wcnoaesosars Mporpamunos obecnevenye 8
KAkux-mmBo Weasx ¥ kakuM-ambo cnocobou.

Hacroauwee fluyensnonnoe cornaienne NpeqycMaTpHBeacT pastyHbie
VECADBMA MENONLIOBAHMA B 3aBMCHMOCTH oT ¥eTanoaneryoro y Bac
lNporpasvnoro obecnevenun v Buga npuobperennoll fayenson,

B HacToAwem NIAUEHIMOHHOM COFNALLEHMM YKAIAHHBIE HIXKE
TEPMHHEl W ONpefefeHA, HAYHHAWMECA ¢ 3arnaBHol ByKBb,
HMEKT CAEAYIOWME 3HAYEHHA (BEHE 3aBUCHMMOCTH OT Yicha Anbo
Nafexa, B KOTOPbIX MCNOAB3YTCA TaKHE TEPMHHB 1
onpegensHma):

«[porpammHoe obecnedeHues - npegcTagneHHan & obbekTneHON
FOpME COBOKYTNHOCTE JaHHBIX W KOMEHA, NPedHasHaqYeHHbBIX 408
dyHkuMoHupoeaHuA SBM u gpyrux kKoMnerOTEpHBIX YETRORCTE B Lenax
NoAyYeHHA CNPESENeHHOrc pesynsTaTa, BKAK 4an NogroToEMTENEHEIE
MaTEpUansl, NoMyYeHHbIE B xoge paspabotiw Mporpammioro
ofecneqvermn, W NOPOXKAAEMEIE MM 3Y,AMOBN3YaNEHEIE 0TODpameHna;

«KnWeHTckoe nporpamMmHoe obecnedeHines - [porpammHoe
DﬁE‘EI’IE‘HE‘HHE‘, npegjHasHa4vYeHHoe 404 ¥CTaHOBKW Ha yETF}DﬁETB‘-ﬂI C UensH
EBINCAHEHWA DI'IFIIE',II,E'J'IE‘HHI:II 3afad, v pacCcYWTaHHoE Ha

HENOCPEnCTEEHHOE BSEHMD,{I,E‘HETBHE‘ c MNonb3oBaTenamm npDFpﬂMMHD‘FD
DﬁE‘EI'IE"-'IE'HHFI,. B TOM YWAChe NOCPERLTEOM CNEUWANbHO- Bl JeNeHHBIX W

MNpuHATE OTkazatbcA

Pucynok 340 — OxHo JIuneH3HM0HHOE COTJIalIeHe
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[Tpu ycnemHoM OOHOBJIEHHHM B CTPOKe HAJICTPOMKU OTOOpasuTcs craryc «OOHOBIEeHa»

(cm. Pucynok 341).

¥npaenenne HagcTpoikamn >

YeTanoBuTe

u O6uoenena HaacTpoWka 0.1.2 Ceenerns  OTkmounts [

OnWcaHWe HagcTpoiKkK

Pucynok 341 — Hancrpoiika o6HOBIeHA

4.13.2.5 Yaanuthb HaJACTPOMKY

YToOb! yJIaNUTh HAZICTPOUKY, BBITIOJIHUTE CIIeAYIOIIHe IeHCTBUS:
1. B xomannHoM MeHI0 BblOepuTe nyHKT Hamcrpoliku > YnpasieHue HaACTpPOMKaMHU

(cm. Pucynok 342).

Hagctpoiikn |~ Cnpaeka

HagcTpoiika r

¥npaeneHue HagcTpoikamm

Pucynok 342 — Komananoe mento Hapcrpoiiku
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2. B oxHe YmnpaBiieHHe HaJACTPOHKaMH, B CTpoke TpeOyeMO#l HaJCTPOWKH HaXXMUTe

KHOTIKY [1] (cM. PucyHok 343).

¥npaeneHne HaacTpokamm >
YeTraHoBNEeHa Ha,ﬂ,CTpOﬁKa 0.1.0 CeengeHuA OTKAHYATE
OnwcaHWe HagcTpokK

PucyHnok 343 — Y naneHue HafiCTPOUKU

3. B pnuanoroBomM okHe c coobuieHueM «Bbl [elCTBUTebHO XOTUTe YAAJIUTh JTY

Ha/ICTPOUKy?» Haxkmute kHOTIKY OK (cMm. PucyHok 344).

Hagctpoiika et

I Bbl AEMCTBUTENBHO XOTHTE
: YAaNUTb 3Ty HaACTPOMKY?

Pucynok 344 — JluamoroBoe OKHO

4. 3axkpoiiTe OKHO YTIpaB/IeHHe HA/ICTPOHKaMH.

B xomananoMm mento HaacTpoiiku yjanuTcs KoMaH/a Jyist 3allyCKa HaZICTPOMKHY.
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INPUJIOAKEHME 1. COYETAHUSA KJIABUIII

B naHHOM mnpwioXeHWH IpHBelleHbl COYeTaHWs KiaBull, ucrnosb3yeMble B OC Windows,

OC Linux (cm. Tabmuma 10) m OC macOS (cm. Tabmuma 11).

Ha HoyTOykax HekoTopble kiaBulM MHorodyHkivoHanbHbl. Hanpumep: F1-F12, Home,

End, PgUp, PgDn. IIpy Hackathy Ha Takve KJIaBUIM B TpuiiokeHuu «MonOduc TekcT»

HE0OXO/IMMO OJTHOBpPEeMEeHHO YiepXKUBaTh HaXkaTo KiaBuiry Fn.

Ta6iuna 10 - Coueranusa kiaasuia B OC Windows 1 OC Linux

Coueranue KJIaBHIII

Komanna wim neiicteue

IIpaBka codeprcumozo

Ctrl+X;
. Bripesats
Shift+Delete
Ctrl+C;
KonuposaTb
Ctrl+Insert
Ctrl+V;
BcraButh
Shift+Insert
Ctrl+S CoxpaHHTD

F12 (Microsoft Windows)
Ctrl+Shift+S (Linux)

CoxpaHUTDb KaK

Ctrl+Z OTtMeHUTD NIOCIIeIHEe BBIIIOIHEHHOE JIeHCTBHe
Ctrl+Y [ToBTOPUTD pe3ysbTaT OTMEeHeHHOTo AefCTBUS
Ctrl+Alt+Shift+V OTKpBITh pacvpeHHbIH 6ydep obMeHa
Backspace Y panutb OUH CUMBOJI CJieBa OT Kypcopa
Delete VY panuth OUH CUMBOJI CIIpaBa OT Kypcopa
Enter HauaTp HOBBIH ab3an

Shift+Enter BcraBuTh pa3pbiB CTPOKH

Ctrl+Enter BcraBuTh pa3pbiB CTpaHUIIBI

Alt+F7 Haiitu cioBo ¢ opdorpadudeckoit ommbKom

dopmamupobanue codeprcumozo

Ctrl+B [Tosmy>xvpHbIH
Ctrl+I Kypcus

Ctrl+U [ToguepkHyTHIHN
Ctrl+Shift+= Hapctpounsiii 3Hak
Ctrl+= [loncTpounsrit 3HAK
Ctrl+Shift+A Bce nponmcHbie
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CoueTranue KJIaBHII

Komanna nim meiictBue

Ctrl+Shift+C KommpoBaTs dopmMaTrpoBanue
Ctrl+Shift+V [IpumenuTs HopMaTUpPOBaHHE
Ctrl+IIpo6en Ouncruts popmMaTHpoBaHre

Ctrl+L BBIpOBHATE TEKCT 10 JIeBOMY Kparo
Ctrl+E BBIpOBHSATE TEKCT 10 1EHTPY

Ctrl+R BBIpOBHSTE TEKCT 1O ITPaBOMY Kparo
Ctrl+J BBIDOBHSTH TEKCT 1O IITMPUHE CTPAHUIIHI

Bvtdenenue codepicumozo

Ctrl+A

BbIlIEJ'II/ITI) BCe coiepXuMoe JOKyMeHTa

Shift+Crpenka BneBo

BrlienuTh OJJMH CUMBOJI CJIeBa OT Kypcopa

Shift+Crpenka BIipaBo

Bbimenmuts onvH CMIMBOI CITpaBa OT Kypcopa

Ctrl+Shift+Crpenka BieBo

Boimenuts oiHO CI0BO ciieBa OT Kypcopa

Ctrl+Shift+Crpenka BripaBo

BeinenuTs 0[THO CJIOBO CITpaBa OT Kypcopa

Shift+Home

BriienuTh comep>KUMoe OT Kypcopa /10 Hadajla CTPOKH

Shift+End

BrienuTh comep>XuUMoe OT Kypcopa /10 KOHIA CTPOKU

Ctrl+Shift+Crpenka BBepx

Pacmmuputs BeiieneHye K Hadanry ab3ana

Ctrl+Shift+Crpenka BHU3

Pacmiputs BeIeneHue 10 KOHITA ab3ama

Shift+Crpenka BBepx

PaciipuTs BeifiesieHre HAa OJTHY CTPOKY/STYelKy TaOJIHIIbI BBEPX

Shift+Crpenka BHU3

PacriimpuTs BeifiesieHve Ha OJTHY CTPOKY/ST9eiKy TaOJIUITbI BHU3

JIBOMHOe Ha)KaTHe JICBOM KHOIIKU MBIIIHN

BroimenuTh ci10BO

TpoiiHoe HaXkaTHe JIEBOM KHOTIKH MBIIIN

Broinenuts ab3ais

HaxkaTtue j1eBO¥ KHOTIKU MBIIIH U
nepeMelrieHre Kypcopa BBepx

BI:IIIEI[I/ITB TeKCT BBepX

HaskaTue J1eBO¥ KHOTIKY MBIIIN U
nepeMelneHre Kypcopa BHU3

BoimenuThb TeKCT BHU3

Ilepemewienue no dokymeHmy

Crpenka Bi1eBO

Ha ogun cuMBomn BiieBo

Crpenka BIpaBo

Ha OVNH CMMBOJI BIIPABO

Ctrl+Crpesika BieBo

Ha ogHo ciioBo BileBo

Ctrl+Crpesnka BIIpaBo

Ha oxHo cioBo BIIpaBO

Crpenka BBepx

Ha onny cTpoky BBepx

Crpesnka BHU3

Ha onny crpoky BHU3

Ctrl+Crpernka BBepx

Ha nauano npeppimytero ab3ara

Ctrl+Crpernka BHU3

Ha mauano ciepytorrero ab3ara

Page Up Ha opun axpaH BBepx
Page Down Ha onun sxpaH BHU3
Ctrl+End B koner nokymeHra
Ctrl+Home K Havanmy nokymenTa
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CoueTranue KJIaBHII

Komanna nim meiictBue

Paboma ¢ mabauueii

F2

[IepeiiTu B pexxuM pelaKTHUPOBAHUSI STUENKU

Tab wmu Ctpenka BIIpaBo

Boinenuts crienyronnyto ssueiiky TabirIlbl

Crpenka B1eBo

BbiienmuTh peibiyIyo sYeiKy TaOIrIThl

Home

BbIlIeJ'II/ITI) HHEﬁKy B Ha4ajie CTPOKHA

End

BbIlIeJ'II/ITI) HHEﬁKy B KOHIIe CTPOKHA

Crpernka BBepX

Bbinenuts sueiiky Bbliiie

Crpenka BHU3

Boinenuts sueiiky Hinke

Alt+A BcraBuTh CTpOKY BBIIIIE
Alt+B BcraBuTh CTpOKy HIKe
Alt+L BcraBuTth cTomber cieBa
Alt+R BcraButh cronbern cripaBa
Ctrl+Alt+M O0OBeqUHUTL TUCHKU
Alt+Shift+M Pazpenuuuth sueiiku
Ctrl+Alt+R;

Y nanuTh CTpOKy
Ctrl+-
Ctrl+Alt+U;

Y nanuTh cTonber;
Ctrl+-
Alt+Shift+T;

Y panuTh Tabnuiry
Ctrl+-

Jpyaue couemanus knaBuw

Ctrl+N

Cosznath darin

Ctrl+O OTkpbITH Paiin

Ctrl+Shift+O OTKpBITH aiin B obake

Ctrl+Shift+P OTKpBITH OKHO HACTPONKHY TTapaMeTPOB CTPAHUITBI
Alt+P OTKpBITH OKHO HACTPONKH HyMeparuy CTPaHUI]

Ctrl+P OTKpBITH OKHO HACTPOMKHU IIe4aTH

Ctrl+0 (Homnb) VcranoBuTh daktudeckuii Maciitab crpanutisbt (100%)
Alt+Ctrl+F BcraBuTh cHOCKY

Ctrl+K BcraButh cchuiKy

Ctrl+F OTKpBITh MaHeNb [ToUCKa

Ctrl+/ OTKpBITh OKHO OBICTPBIX IeHCTBUM

F1 OTKpBITh CIIPaBKY MPUIOXKEHUS

Alt+IIpoben OTKpBITH KOHTEKCTHOE MEHIO aKTUBHOI'O OKHA [TPUJIOXKEHUS
Alt+F4 3aKpBITh aKTUBHOE OKHO TTPUJIOXKEHUS

Haxxatue 1eBoi KHOIIKU MBI

Y CTaHOBUTH KYPCOP B JIOKYMeHTe

Ha>katvie npaBoii KHOIIKY MBIIITN

OTKpBITH KOHTEKCTHOE MeHIO BBIOPaHHOT'O 37ieMeHTa
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Tao6smna 11 — Coueranuda kiaasuia B OC macOS

CoueTranue KJIaBHII

Komanpga nian neiicTBue

IIpa6ka codepiicumozo

$#Cmd + X Bripesats

% Cmd + C KomupoBath

2 Cmd+V BcraButh

#Cmd+ S Coxpanuthb

f Shift + $¢Cmd + S CoxpaHHTb Kak

% Cmd + Z OTMeHUTH TIOCTIe[THEe BBITOTHEHHOE JIeHCTBUe
$¥Cmd+Y [IoBTOpPUTE pe3ynbTaT OTMEHEHHOTO JIeHCTBUS

~c Option + { Shift + £ Cmd + V

OTKpBITH paclIvpeHHbIH Oydep odMeHa

Delete

Y nanmuth oiIMH CUMBOJI CJIeBa OT Kypcopa

Fn + Delete

Y nanmuth oiIMH CUMBOJI CIIpaBa OT Kypcopa

# Enter

HauaTp HOBBIH ab3a1g

{ Shift + » Enter

BcraBuTh pa3peiB CTPOKU

% Cmd + » Enter

BcraBuTh pa3pbiB CTPaHUIIEI

~ Option + F7

Hatitu ciioBo ¢ opdorpadudecko ommmoKoin

dopmamupoBanue codepiicumozo

% Cmd + B [Momy>xupHbIH

% Cmd + 1 Kypcus

€ Cmd+U [TomyepkHy THIN

f Shift + ¢ Cmd + = Hapncrpounslii 3HaK
€ Cmd + = [ToncTpounsIii 3HaK

{ Shift + ¢ Cmd + A

Bce nponuchbie

{ Shift + ¢ Cmd + C

Konuposats popmarrpoBanue

{ Shift + ¢ Cmd + V

[IpumenuTH POpMaTHpPOBaHUE

A Ctrl + [Ipoben

OuucTuTh popmMaTrpoBaHUe

% Cmd + L BBIpOBHSTE TEKCT 1O JIEBOMY Kpato

€ Cmd+E BBIpOBHSATE TEKCT MO HEHTPY

% Cmd + R BBIpOBHSATE TEKCT 10 ITpaBOMy Kparo

% Cmd +J BBIpOBHSATE TEKCT MO MIMPHHE CTPaHUIIBI

Buidenenue codepyicumozo

£ Cmd + A

BbI):[EJ'II/ITb BCe coepKumMoe NOKyMeHTad

© Shift + Ctpenka BeBoO

BbI):[EJ'II/ITb OIVH CUMBOJI CJIEBA OT KypCOp4a

© Shift + Ctpenka BripaBo

BbI):[EJ'II/ITb OIVH CUMBOJI CIIpaBa OT KypCoOpa
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Coueranue KJIaBHIII

Komanpna nium meiicteue

f Shift + s¢ Cmd + Crpesika BiieBo

BrienuTh 0THO CIIOBO CJieBa OT Kypcopa

f Shift + 3¢ Cmd + Crpenka BrpaBo

BrimenuTh 0THO CIIOBO CIipaBa OT Kypcopa

Fn +{t Shift + Crpeska BneBo

Breigenuts copepxumMoe OT Kypcopa JI0 Hauajia CTPOKHU

Fn +{ Shift + Crpesnka BripaBo

Brienuts comepikuMoe OT Kypcopa J10 KOHITAa CTPOKU

f Shift + » Ctrl + 3¢ Cmd + Crpesnka BBepx

PacmmpuTts BhiienieHre k HaYamy ab3ara

f Shift + ~ Ctrl + 3¢ Cmd + Ctpesnka BHU3

Paciuputs BeifiesieHHe 10 KOHIIA ab3alia

f Shift + Ctpenka BBepx

PacmupuTtsb BhiienieHre Ha OJJHY CTPOKY/STYeHKY TaOJIUITbI
BBEpPX

{r Shift + Ctpeska BHU3

PacmupuTs BeiiesieHMe Ha OJHY CTPOKY/SYelKy TaOJIrIlbl
BHU3

JIBOMHOe HaKaTHe JIeBOM KHOIIKU MBIIIA

Brimenuts cjioBO

TpoiiHoe HaXkaTUe JIEBOM KHOTKHU MBIIIIN

Brimenuts ab3ais

HaskaTwe J1eBO# KHOTIKY MBIIIH U
nepeMeleHre Kypcopa BBepx

BbIILEJ'[I/ITI) TeKCT BBepx

HarkaTuvie JieBOM KHOTIKY MBIIIH U
nepeMelneHye Kypcopa BHA3

BoigenuTh TeKCT BHU3

Ilepemeurenue no dokymeHmy

Crpesnka BeBO

Ha onuH cuMBoII BiIeBo

Crpenka BIpaBo

Ha onuH crMBOI BIipaBo

38 Cmd + Ctpesnka BJIeBO

Ha ogno ciioBo BiieBo

38 Cmd + Ctpeska BpaBo

Ha omgno ciioBo BIIPpaBO

Crpenka BBEpX

Ha onHy cTpoky BBepx

Crpenka BHU3

Ha onHy cTpoky BHU3

32 Cmd + Ctpesnka BBepx

Ha Havaso npempimyiiero ab3ama

3 Cmd + Ctpenka BHU3

Ha nauarno cnesyroriero ab3ara

Fn + Crpenka BBepx

Ha onun sxpaH BBepx

Fn + Crpenka BHU3

Ha onuH skpaH BHU3

Paboma ¢ mabauueii

Fn+ F2

[epeiiTi B peXXuM pelakTHPOBAHUS STUeHKU

Tab wnu Ctpesnka BIIpaBo

Breinenuts cremyronyio suerky TabuIThl

Crpesika BeBO

BriienuTh npebiy iy o Ss9eiKy TaOIrIbl

Fn + Crpeska BneBo

BeienuTs s4eliky B Hadane CTPOKU

Fn + Crpesnka BrpaBo

Breinenuts siuediky B KOHIIE CTPOKU

Crpenka BBepx

Boiienutsb sueiiky Bbliiie

Crpenka BHU3

Brimenmutsb stueiiky Hinke

~= Option + A

BcraBuTh CTPOKY BhbIIIIE
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Coueranue KJIaBHIII

Komanpna nium meiicteue

~< Option + B BcraBuTh CTpOKY HIKe
~< Option + L BcraButs cronbern ciesa
~ Option + R BcraBuTth cronber cripaBa

~ Option + ¥ Cmd + M

O0OBeqUHUTEL TYeHKU

~ Option + { Shift + M

PasvequuuTh g4ueiiku

~= Option + ¥ Cmd + R;
% Cmd + -

VY nanuts cTpoKy

~= Option + $ Cmd + U;
% Cmd + -

Y nanute cTomnbern

~= Option + fI Shift + T;
% Cmd + -

VY manuTh Tabnuiry

Jpyaue couemanus knaBuw

$2Cmd + N

CosnaTb daiin

$Cmd + O

OTKkpbITH daiin

{ Shift + ¢ Cmd + O

OTxpbITh aiin B obmake

{r Shift + ¢Cmd + P

OTKprTb OKHO HaCTpOfIKH IapaMeTpoOB CTPAHUIIBI

~ Option + P

OTKpBITH OKHO HACTPOMKH HyMepanyuy CTPaHHI]

% Cmd + P

OTKprTb OKHO HaCTpOfIKH Ime4aTu

3¢ Cmd + 0 (HOD)

VYcranoBuTh dakTrueckuii Maciitab crpanuiist (100%)

~ Option + 8 Cmd + F

BcraButh cHOCKy

®Cmd + K BcraBuTh ccbuiky

€ Cmd + F OTKpBITh MaHeNb TOMCKa

#Cmd +/ OTKpBITH OKHO OBICTPBIX AeMCTBUI
Fn+F1 OTKpBITH CIIPaBKy NPUIOXKEHUS

% Cmd + Q 3aKpBITh aKTHBHOE OKHO ITPHUJIOXKEHUSI

Haskxatne 1eBoi KHOIIKY MBIIIIHN

Y cTaHOBUTE KypCOp B IOKyMeHTe

HasxaTtune HpaBOﬁ KHOIIKH MBI

OTKprTb KOHTeKCTHOe MeHIO BbI6paHHOFO 3JIeMeHTa
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